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Objectives
You will have mastered the material in this chapter when you can:
* Enter formulas using the keyboard ¢ Add conditional formatting to cells
* Enter formulas using Point mode « Change column width and row height
* Apply the AVERAGE, MAX, and MIN = Check the spelling in a worksheet
EEO + Set margins, headers, and footers
* Verify a formula using Range Finder in Page Layout view
* Apply a theme to a workbook = Preview and print versions of

* Apply a date format to a cell or range ~ ° worksheet
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Introduction

In Excel Chapter 1, you learned how to enter data, sum values, format a worksheet to
make it easier to read, and draw a chart. This chapter continues to highlight these topics ~
and presents some new ones.

The new topics covered in this chapter include using formulas and functions to
create a worksheet. A function is a prewritten formula that is built into Excel. Other
new topics include option buttons, verifying formulas, applying a theme to a worksheet,
adding borders, formatting numbers and text, using conditional formatting, changing the
widths of columns and heights of rows, spell checking, using alternative types of worksheet
displays and printouts, and adding page headers and footers to a worksheet. One alternative
worksheet display and printout shows the formulas in the worksheet instead of the values.
When you display the formulas in the worksheet, you see exactly what text, data, formulas,
and functions you have entered into it.

Project — Worksheet with Formulas and Functions

The project in this chapter follows proper design guidelines and uses Excel to create

the worksheet shown in Figure 2—1. The Mobile Masses Store opened its doors when
consumer demand for mobile devices, such as mobile phones and PDAs, had just begun.
The store’s owners pay each employee on a biweekly basis. Before the owners pay the
employees, they summarize the hours worked, pay rate, and tax information for each
employee to ensure that the business properly compensates its employees. This summary
includes information such as the employee names, hire dates, number of dependents,
hours worked, hourly pay rate, net pay, and tax information. As the complexity of

the task of creating the summary increases, the owners want to use Excel to create

a biweekly payroll report.
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Figure 2 -1

Recall that the first step in creating an effective worksheet is to make sure you
- understand what is required. The people who will use the worksheet usually provide
the requirements. The requirements document for The Mobile Masses Store Biweekly
Payroll Report worksheet includes the following needs: source of data, summary of
caleulations, and other facts about its development (Figure 2—2 on the following page).
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REQUEST FOR NEW WORKSHEET

Date Submitted: April 16, 2012

Submitted By: Samuel Snyder

Worksheet Title: The Mobile Masses Store Biweekly Payroll Report

Needs: An easy-to-read worksheet that summarizes the company’s biweekly payroll

(Figure 2-3). For each employee, the worksheet is to include the employee’s
name, hire date, dependents, hours worked, hourly pay rate, gross pay,
federal tax, state tax, net pay, and total tax percent. The worksheet also
should include totals and the average, highest value, and lowest value for
column of numbers specified below.

The data supplied by Samuel includes the employee names, hire dates, hours
worked, and hourly pay rates. This data is shown in Table 2-1 on page EX 72.

Source of Data:

Calculations: The following calculations must be made for each of the employees:

1. Gross Pay = Hours Worked x Hourly Pay Rate

2. Federal Tax = 0.22 x (Gross Pay — Dependents * 24.32)

3. State Tax = 0.04 x Gross Pay

4. Net Pay = Gross Pay — (Federal Tax + State Tax)

5. Tax % = (Federal Tax + State Tax) / Gross Pay

6. Compute the totals for hours worked, gross pay, federal tax, state tax, and

net pay.

, Compute the total tax percent.

8. Use the AVERAGE function to determine the average for dependents, hours
worked, hourly pay rate, gross pay, federal tax, state tax, and net pay.

9, Use the MAX and MIN functions to determine the highest and lowest
values for dependents, hours worked, hourly pay rate, gross pay, federal tax,
state tax, net pay, and total tax percent.

~

Approvals

Approval Status: | X | Approved

Rejected

Approved By: Julie Adams

Date: April 23,2012
Assigned To: 1. Quasney, Spreadsheet Specialist
Figure 2-2
Overview

As you read this chapter, you will learn how to create the worksheet shown in
Figure 2—1 by performing these general tasks:

¢ Enter formulas and apply functions in the worksheet

* Add conditional formatting to the worksheet

* Apply a theme to the worksheet

e Set margins, and add headers and footers to a worksheet
» Work with the worksheet in Page Layout view

* Change margins on the worksheet

e Print a section of the worksheet
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General Project Decisions Plan
While creating an Excel worksheet, you need to make several decisions that will determine Ahead
the appearance and characteristics of the finished worksheet. As you create the worksheet
necessary to meet the requirements shown in Figure 2-2, you should follow these general
guidelines:

Excel Chapter 2

1. Plan the layout of the worksheet. Rows typically contain items analogous to items in a list.
A name could serve as an item in a list, and, therefore, each name could be placed in a row.
As a list grows, such as a list of employees, the number of rows in the worksheet will increase.
Information about each item in the list and associated calculations should appear in columns.

2. Determine the necessary formulas and functions needed. Calculations result from
known values. Formulas for such calculations should be known in advance of creating
a worksheet. Values such as the average, highest, and lowest values can be calculated
using Excel functions as opposed to relying on complex formulas.

3. Identify how to format various elements of the worksheet. The appearance of the
worksheet affects its ability to express information clearly. Numeric data shoutd be
formatted in generally accepted formats, such as using commas as thousands separators
and parentheses for negative values.

4. Establish rules for conditional formatting. Conditional formatting allows you to format a
cell based on the contents of the cell. Decide under which circumstances you would like
a cell to stand out from related cells and determine in what way the cell will stand out.

5. Specify how the hard copy of a worksheet should appear. When it is possible that a
person will want to create a hard copy of a worksheet, care should be taken in the
development of the worksheet to ensure that the contents can be presented in a
readable manner. Excel prints worksheets in landscape or portrait orientation, and
margins can be adjusted to fit more or less data on each page. Headers and footers
add an additional level of customization to the printed page.

When necessary, more specific details concerning the above guidelines are presented at
appropriate points in the chapter. The chapter also will identify the actions performed and
decisions made regarding these guidelines during the creation of the worksheet shown in
Figure 2—-1 on page EX 67.

i In addition, using a sketch of the worksheet can help you visualize its design. The
‘sketch for The Mobile Masses Store Biweekly Payroll Report worksheet includes a title,
1 subtitle, column and row headings, and the location of data values (Figure 2-3 on the
following page). It also uses specific characters to define the desired formatting for the

Worksheet, as follows: 2 | Aesthetics versus
. = Function
1. The row of Xs below the leftmost column defines the cell entries as text, such as ™| The function, or purpose,
employee names. of a worksheet is to
2. The rows of Zs and 9s with slashes, dollar signs, decimal points, commas, and 5\::;’5'(:2 :thr;;\l/i':: f;;ﬁzt
percent signs in the remaining columns define the cell entries as numbers. The In designing a worksheet,
Zs indicate that the selected format should instruct Excel to suppress leading Os. functional considerations
The 9s indicate that the selected format should instruct Excel to display any should come before visual

aesthetics. Avoid the

digits, including Os. temptation to use flashy or

% 3. The decimal point means that a decimal point should appear in the cell entry and confusing visual elements
indicates the number of decimal places to use. within the worksheet.
. . . One exception to this
4. The slashes in the second column identify the cell entry as a date. guideline occurs when
S. The dollar signs that are not adjacent to the Zs in the first row below the column yaLimay “ete_d to draw the
. . C s . . user’s attention to an area
headings and in the total row signify a fixed dollar sign. The dollar signs that are of & worksheet that will

adjacent to the Zs below the total row signify a floating dollar sign, or one that help the user more easily
appears next to the first significant digit. complete a task.
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The Mobile Masses Storve
Béweeké/ Payrolé Report

For an introduction
to Windows 7 and
instruction about
how to perform basic
Windows 7 tasks, read
the Office 2010 and
Windows 7 chapter
in this book, where
you can learn how

to resize windows,
change screen
resolution, create
folders, move and
rename files, use
Windows Help, and
much more.

© ® 00

Hire Hours Howél Federal
Emgployee  Date Dependents  Worked Pay Rate Gross Pay Tax State Tax Net Pay Tax %
xxoexxxxxx 99799799 99 99.99 $229.99 $22,27999 $27999 $22,27999 £22,229.99 29.99%
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Figure 2-3

6. The commas indicate that the selected format should instruct Excel to display
a comma separator only if the number has enough digits to the left of the
decimal point.

7. The percent sign (%) in the far-right column indicates a percent sign should
appear after the number.

With a good comprehension of the requirements document, an understanding of

the necessary decisions, and a sketch of the worksheet, the next step is to use Excel to
create the worksheet.

To Start Excel

If you are using a computer to step through the project in this chapter and you want
your screens to match the figures in the Office and Windows chapters in this book, you
should change your screen’s resolution to 1024 X 768. For information about how to change
a computer’ resolution, refer to the Office 2010 and Windows 7 chapter in this book.

The following steps, which assume Windows 7 is running, start Excel based on
a typical installation. You may need to ask your instructor how to start Excel for your

computer. For a detailed example of the procedure summarized below, refer to the
Office 2010 and Windows 7 chapter.

Click the Start button on the Windows 7 taskbar to display the Start menu.

Type Microsoft Excel asthe search text in the ‘Search programs and files’ text
box, and watch the search results appear on the Start menu.

Click Microsoft Excel 2010 in the search results on the Start menu to start Excel and dispﬁl.a.
a new blank workbook in the Excel window. I

If the Excel window is not maximized, click the Maximize button next to the Close buttofl
on its title bar to maximize the window.




}Entering the Titles and Numbers into the Worksheet

e first step in creating the worksheet is to enter the titles and numbers into the
;‘-}mrkshect- The following sets of steps enter the worksheet title and subtitle and then the
ﬁiweckly payroll report data shown in Table 2—1.

To Enter the Worksheet Title and Subtitle
The following steps enter the worksheet title and subtitle into cells Al and A2.

If necessary, select cell A1. Type The Mobile Masses Store inthe selected cell

and then press the DOWN ARROW key to enter the worksheet title.

Type Biweekly Payroll Report incell A2 and then press the DOWN ARROW key
to enter the worksheet subtitle (Figure 2—4 on page 73).

_ The employee names and the row titles Totals, Average, Highest, and Lowest in the
Jeftmost column begin in cell A4 and continue down to cell A16. The employee data is

" entered into rows 4 through 12 of the worksheet. The remainder of this section explains
the steps required to enter the column titles, payroll data, and row titles, as shown in
Figure 24, and then save the workbook.

To Enter the Column Titles

The column titles in row 3 begin in cell A3 and extend through cell J3. Some of

' the column titles in Figure 2—3 include multiple lines of text, such as Hours Worked in

* cell D3. To start a new line in a cell, press ALT+ENTER after each line, except for the last

line, which is completed by clicking the Enter box, pressing the ENTER key, or pressing one

. of the arrow keys. When you see ALT+ENTER in 2 step, press the ENTER key while holding
~ down the ALT key and then release both keys. The following steps enter the column titles.

.' o With cell A3 selected, type Employee and then press the RIGHT ARROW key to enter the
- column heading.

Type Hire Date in cell B3 and then press the RIGHT ARROW key to enter the column
heading.

Type Dependents and then press the RIGHT ARROW key to enter the column heading.

In cell D3, type Hours and then press ALT+ENTER to enter the first line of the column
heading. Type Worked and then press the RIGHT ARROW key to enter the column heading.

Type Hourly and then press ALT+ENTER to begin a new line in the cell. Type Pay
Rate and then press the RIGHT ARROW key to enter the column heading.

Type Grosse Pay in cell F3 and then press the RIGHT ARROW key to enter the column
heading.

Type Federal Tax in cell G3 and then press the RIGHT ARROW key to enter the column
heading.

Type State Tax incell H3 and then press the RIGHT ARROW key to enter the column
heading.

Type Net Pay in cell i3 and then press the RIGHT ARROW key to enter the column
heading.

Type Tax % in cell J3 to enter the column heading.
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BTW

BTW

For an introduction
to Office 2010 and
instruction about
how to perform
basic tasks in Office
2010 programs, read
the Office 2010 and
Windows 7 chapter
in this book, where
you can learn how to
start:a program, use
the Ribbon, save a -
file, open a file, quit
a program, use Help,"
and much more.
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The Ribbon and Screen
Resolution

Excel may change how
the groups and buttons
within the groups appear
on the Ribbon, depending
on the computer’s screen
resolution. Thus, your
Ribbon may look different
from the ones in the Office
and Windows chapters in
this book if you are using
a screen resolution other

than 1024 X 768.

® etws

For a complete list of

the BTWSs found in the
margins of the Office and
Windows chapters in this
book, visit the Microsoft
Office and Concepts
CourseMate Web site at
www.cengagebrain.com
and then navigate to the
BTW resource for this book.
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BTW

BTW

BTW

OE&As
For a complete list of
the Q&As found in
many of the step-by-step
sequences in the Office and
Windows chapters in this
book, visit the Microsoft
Office and Concepts
CourseMate Web site at
www.cengagebrain.com
and then navigate to the
Q&A resource for this book.

Two-Digit Years

When you enter a two-
digit year value (xx) that is
less than 30, Excel changes
that value to 20xx; when
you enter a value that is
30 or greater (zz), Excel
changes the value to 19zz.
Use four-digit years, if
necessary, to ensure that
Excel interprets year values
the way you intend.

Wrapping Text

If you have a long text
entry, such as a paragraph,
you can instruct Excel to
wrap the text in a cell. This
method is easier than your
pressing ALT+ENTER to end
each line of text within
the paragraph. To wrap
text, right-click in the cell,
click Format Cells on a
shortcut menu, click the
Alignment tab, and then
click Wrap text. Excel will
increase the height of the
cell automatically so that
the additional lines will
fit. If you want to control
where each line ends

in the cell, rather than
letting Excel wrap the text
based on the cell width,

you must end each line
with ALT+ENTER.

To Enter the Biweekly Payroll Data .

The biweekly payroll data in Table 2-1 includes a hire date for each employee. B
FExcel considers a date to be a number and, therefore, it displays the date right-aligned 3
in the cell. The following steps enter the data for each employee: name, hire date, ‘
dependents, hours worked, and hourly pay rate. -

o Select cell A4, type Charvat, Emily, and then press the RIGHT ARROW key to enter
the employee name.

3]
(4]

o
6/

<
o

Type 3/3/09 incellB4 and then press the RIGHT ARROW key to enter a date in the
selected cell. ,
J

Type 1 in cell C4 and then press the RIGHT ARROW key to enter a number in the selected cell. I

e 65.25 in cell D4 and then press the RIGHT ARROW key to enter a number in the .

Typ
selected cell.

Type 20.50 incell E4and then click cell A5 to enter a number in the selected cell.

Enter the payroll data in Table 21 for the eight remaining employees in rows 5 through 12 /
(Figure 2-4).

In step 2, why did the date that was entered change from 3/3/09 to 3/3/20097

When Excel recognizes that you entered a date in mm/dd/yy format, it automatically
formats the date as mm/dd/yyyy for you. Most professionals prefer to view dates in mm/
ddfyyyy format as opposed to mm/ddiyy format because the latter can cause confusion
regarding the intended year. For example, a date displayed as 3/3/50 could imply a date
of 3/3/1950 or 3/3/2050. The use of a four-digit year eliminates this confusion.

Table 2-1 The Mobile Masses Store Biweekly Payroll Report Data

Hire Date Hours Worked

Employee Dependents Hourly Pay Rate |

6525

* Charvat, 3309 1 :
Chen, Bin 6/14/10 2 80.00 25.85
 Felski, Noah 10/11/08 0 64.50 12.60
Kersey, Jane 3/4111 1 68.50 21.45

‘Meétna; Thomas 1/15/10 3 7825 3260
politt, Sherry 11/15/08 2 49.25 1825
{Prasad, Rao 2/15/08 0 33.50 935
Washingtoﬁ; Yolanda 5/11/06 2 79.25 23.75
Zica, James. 411411 1 80.00 19.65

1]
I

To Enter the Row Titles !

The following steps add row titles for the rows that will contain the totals, averagés:
highest, and lowest amounts. |

1
(2]
©
(4

Select cell A13. Type Totals and then press the DOWN ARROW key to enter a row header.

Type Average in cell A14 and then press the DOWN ARROW key to enter a row header.

Type Highest incell A15 and then press the DOWN ARROW key to enter a row header-

Type Lowest in cell A16 and then press the ENTER key to enter a row header. Select
cell F4 to prepare to enter a formula in the cell (Figure 2-4).
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dates entered
with a two-digit
year are displayed

with a four-digit
'| year automatically

Figure 2-4

: To Change Document Properties

As discussed in Excel Chapter 1, the first time you save a workbook, you should

~ change the document properties. The following steps change the document properties.

Click File on the Ribbon to open the Backstage view. If necessary, click the Info tab in the
Backstage view to display the Info gallery.

Click the Properties button in the right pane of the Info gallery to display the Properties
menu.

Click Show Document Panel on the Properties menu to close the Backstage view and
display the Document Information Panel in the Excel workbook window.

Click the Author text box, if necessary, and then type your name as the Author property.
If a name already is displayed in the Author text box, delete it before typing your name.

Click the Subject text box, if necessary delete any existing text, and then type your course
and section as the Subject property.

If an AutoComplete dialog box appears, click its Yes button.

Click the Keywords text box, if necessary delete any existing text, and then type
Biweekly Payroll Report asthe Keywords property.

If an AutoComplete dialog box appears, click its Yes button.

Click the Close the Document Information Panel button so that the Document Information
Panel no longer is displayed.

. skipped rows to improve

the appearance of the
worksheet. With Excel it
is not necessary to skip
rows because you can
increase row heights to

' add white space between

! information.
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Entering Numbers

in a Range

An efficient way to enter
data into a range of cells is
to select a range and then
enter the first number in

| the upper-left cell of the

J range. Excel responds by

accepting the value and

moving the active cell
selection down one cell,

| When you enter the last

| value in the first column,

|J. Excel moves the active cell

| selection to the top of the

| next column.,

Plan
Ahead

To Change the Sheet Name and Save the Workboo

The following steps change the sheet name to Biweekly Payroll Reporg, opange th
sheet tab color, and save the workbook on a USB flash drive in the Excel folder (for yow

assignments) using the file name, The Mobile Masses Biweekly Payroll Repory.

o Double-click the Sheet1 tab and then enter Biweekly Payroll Repgy asthe
sheet name and then press the ENTER key,

Right-click the tab to display the shortcut menu and then click Tab Color op the shortcut
menu to display the Color gallery. Click Blue, Accent 1, Darker 25% (column 5, row 5) in
the Theme Colors area to apply a new color to the sheet tab.

With a USB flash drive connected to one of the computer’s USB

ports, click the save buttc
on the Quick Access Toolbar to display the Save As dialog box.

Navigate to the desired save location (in this case, the Excel folder in the CiS 101 folder
[or your class folder] on the USB flash drive).

© 06 oo

Click the Save button (Save As dialog box) to save the document in the selected folder on
the selected drive with the entered file name.

- —_— e —— . 3

Entering Formulas

One of the reasons Excel is such a valuable tool is that you can assign a formula to a cell,
and Excel will calculate the result. Consider, for example, what would happen if you had
to multiply 65.25 by 20.5 and then manually enter the product for Gross Pay, 1,337.625,

and E4, Excel recalculates the product whenever ne
values are entered into those cells and displays the result in cell F4.

the product and enter the new value in cell F4. By contrast, if you enter a formula in cellv;}

1

Determine the formulas and functions needed.
| Asyou have learned, formulas and functions simplify the creation and maintenance of
worksheets because Excel performs calculations for you. When formulas and functions are

| used together properly, the amount of data that a user manually must enter in a worksheet
| greatly can be diminished:

* Utilize proper algebraic notation. Most Excel formulas are the result of algebraic
calculations, A solid understanding of algebraic operators and the order of operations
I is important to writing sound formulas,

* Utilize the fill handle and copy and paste operations to copy formulas. The fill handle
and the Excel copy and paste functionality help to minimize errors caused by retyping
formulas. When possible, if a similar formula will be used repeatedly in a worksheet,
avoid retyping the formula and instead use the fill handle.

* Be careful about using invalid and circular cell references. An invalid reference occurs
when Excel does not understand a cell reference used in a formula, resulting in Excel
displaying a #REF! error message in the cell,

(continued) !




3 (continued)

A formula in a cell that contains a reference back to itself is called a circular reference.
Excel often warns you when you create a circular reference. In almost all cases, circular
references are the result of an incorrect formula. A circular reference can be direct
or indirect. For example, placing the formula =A1 in cell A1 results in a direct circutar
reference. An indirect circular reference occurs when a formula in a cell refers to another
cell or cells that include a formula that refers back to the original cell.

Employ the Excel built-in functions whenever possible. Excel includes prewritten formulas
~ called functions to help you compute a range of values and statistics. A function takes a

. value or values, performs an operation, and returns a result to the cell. The values that
you use with a function are called arguments. All functions begin with an equal sign

and include the arguments in parentheses after the function name. For example, in the
function =AVERAGE(C4:C12), the function name is AVERAGE, and the argument is the
range C4:C12. Become familiar with the extensive number of built-in functions. When

you have the choice, always use built-in functions instead of writing and typing a formula
version of your mathematical expression. Such a practice reduces the possibility of errors
and simplifies the formula used in a cell, resulting in improved readability.
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2 | Automatic e
E Recalculation

Every time you enter
avalue into a cell in
the worksheet, Excel
automatically recalculates
all formulas. You can
change to manual
recalculation by clicking
the Calculation Options
button (Formulas tab |
Calculation group) and
then clicking Manual.
In manual calculation
mode, pressing the F9
key instructs Excel to
recalculate all formulas.

To Enter a Formula Using the Keyboard

~ the keyboard.

in the cell to display the formula in
the formula bar and in the current
cell and to display colored borders
around the cells referenced in the
formula (Figure 2-5).

What occurs on the worksheet as |
enter the formula?

| The equal sign (=) preceding d4*e4
alerts Excel that you are entering
a formula or function and not
text. Because the most common
€rror when entering a formula is
to reference the wrong cell in a
formula mistakenly, Excel colors
the borders of the cells referenced
'n the formula. The coloring helps
N the reviewing process to ensure
the cell references are correct.

The asterisk (*) following d4 is the

® With cell F4 selected, type =d4*e4

The formulas needed in the worksheet are noted in the requirements document as follows:

1. Gross Pay (column F) = Hours Worked x Hourly Pay Rate

2. Federal Tax (column G) = 0.22 x (Gross Pay — Dependents x 24.32)
3. State Tax (column H) = 0.04 x Gross Pay
4. Net Pay (column I) = Gross Pay — (Federal Tax + State Tax)
5. Tax% (column J) = (Federal Tax + State Tax) / Gross Pay

. The gross pay for each employee, which appears in column F, is equal to hours worked in column D times
.fg,!buriy pay rate in column E. Thus, the gross pay for Emily Charvat in cell F4 is obtained by multiplying 65.25
~ (cell D4) by 20.50 (cell E4) or =D4*E4. The following steps enter the initial gross pay formula in cell F4 using

A

formulabegins | A" |

== = ¥ ||=2 Senrsl - -' {ﬁ_ i .'.I

\with equal slgn .
Paste B 7 . e WA, - i 1% - % vy i %% 0 Concitenal Foumat  Cel
- & | e 2 s 1E k4 tﬁ e R Fermatting ~ as Table ~ thluf
Clipbord G Altgnment, Humber Stfes

5 Chen, Bin| 6/14/2010

Kersey, Ja  3/4/2011
Bl Meérna, Th 1/15/2010
8 |Pollitt, Shi11/15/2008
b | Prasa, Re 2/15/2008
|10 washingte 5/11/2006
12 2es, Jame  4/10/2011
i!:g'u_rma_l;

14| Average

|
EmployeeHire Date  Depender Worked | Pay Rate (Grass Pa Federal T:State Tax NetPay Tax'i
A |Charvat, B 3/3/2003 11 §5.25) :u.s{E&a' 3 l
Al chiarvat, 3/ i : & ‘\' as formula s typed, it

Felskl, No 10/11/2008)

s, i W g = e

Hours | Hourly

=~ appears in formula bar
“and |n active cell F4

1
3
2 |
:' In farmula in active cel
1 Ell]; 19.65:
=i
Figure 2-5

arithmetic operator that directs Excel to perform the multiplication operation.
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2]

® Press the RIGHT ARROW ﬂ'uﬂ"".-' = m i
key to complete the Home | dnsert  Pagelsyout  Formulss D3 ; . o
arithmetic operation [ o o il I — R MR (el |
indicated by the Hﬂ X |Ca"h" Ju cA N ==Eo |5 |cenen -4 [—% !ﬂ @

: Past === &= 53- . +8 4 Conditional Format  Cell
formula, to dlsplay as € v | = = = FE EE $ 0% o 88 Formatting v as Table v Slyresv’ .
the result in the Cligbosrd & Font | Allgnment i€.| Number fa | Styles
.worksheet, and to - ML £ _ _
select the cell to the 1 R L R N S o T T Sl s e SRR SRS I VRSE L ST A
right (Figure 2-6). The [ 1 TheMobile Masses Stare ! ' ' '
number of decimal Ry - ek Puycoll Report ' '
| ho . Il Fa Hours Hourly
placess 'Wn Ligey '3 |EmployeeHire Date | Dependerworked |Pay Rate Gross Pay Federal TeState Ta iascg:e‘f-':"r o |
may be different, but IE_Chsrvat, Bl 3/3/2009. 1 6525 1337,625 +—— pressing RIGHT '
these values will be | 5 (Chen, Bin| 6/14/2010 2 80/ 25.85 ARROW key
adjusted later in this | 5 |Felski, No, 10/11/2008 0 64,5 12,6/ ]
chapter. | 7 [Kersey, Ja_3/4/2011] I TS p——— _ . _ 1
6 |Mems, Th 1/15/2010 EIE S 5 ) I ' "3
9 |Pallitt, sh! 11/15/2008 2 4925 18 57 ' [ | 3
10 Prasad, Ré 2/15/2008 0 835 935 I | | 1
: IWashlngtE 5/11/2006) 2l 79250 2375 . b |
|Zica, Jame 4/14/2011| 1 80i  19.65 - . ' 2
3 'Totals ! - T - | |
| 14 | Average | | |
15 [Highest | _
16| Lowest ; '
|
|
| .
!
P - DR il
' - e

Figure 2-6

Arithmetic Operation

Table 2-2 describes multiplication and other valid Excel arithmetic operators.

S

Table 2-2 Summary of Arithmetic Operators

Arithmetic

Operator Meaning

Percentage

Example
of Usage

Meaning

 Negative 78

Multiplies 23 by 0. 01

S l—"

e

Tl

Q»”"' ""F er ' 304 Rases3tothefourthpower

* Multlpllcatlon Multiplies the contents of cell C5 by 61 S
.:‘ _. '" m)z;sjuri"l jLE'i:- =k ©'Dividesithe contents,___ ceII H3'by 1 '

+ Addition =11+9 Adds 11 and 9

=l Subtraction ;=22 —F15 7 Stibtracts the contents of cell F15 from:22 :
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T
Q
2
| " 2 | Troubling Formulas
! Order Of Operatlons E If Excel does not accept a 2
. When more than one arithmetic operator is involved in a formula, Excel follows formula, remove the equal g
 the same basic order of operations that you use in algebra. Moving from left to right in a SNl side g
h d ¢ ol f h 1 o and complete the entry as %
Lformlﬂa, e order of operations is as follows: first negation (-), then all percentages (%), text. Later, after you have [y
* then all exponentiations ("), then all multiplications (*) and divisions (/), and finally, all entered additional data
addltIOHS (+) and subtractions (-). in the cells reliant on the

As in algebra, you can use parentheses to override the order of operations. fetmille.erdeternineCithe
error, reinsert the equal

" For example, if Excel follows the order of operations, 8 * 3 + 2 equals 26. If you use sign to change the text
- parentheses, however, to change the formula to 8 * (3 + 2), the result is 40, because the back to a formula and edit
y ‘.parentheses instruct Excel to add 3 and 2 before multiplying by 8. Table 2—3 illustrates the formula as needed.
~ several examples of valid Excel formulas and explains the order of operations.

' Table 2-3 Examples of Excel Farmulas

Meaning

~ Assigns the value in cell G15 to the active cell.

=2h4 +7 Assigns the sum of 16 + 7 (or 23) to the active cell.
100 + D2 or =D2 +100 or  Assigns 100 plus the contents of cell D2 to the active cell.
(100 + D2) _ k :
=25% * 40 Assigns the product of 0.25 times 40 (or 10) to the active cell.
(K15 * X45) Assngns the negatlve value of the product of the values contained in cells K15 and
' i (e ' © X45 to the actlve cell. You do not need to type an equal 5|gn before an expression
i : that begms with | mlnus 5|gns wh|ch |nd|cates a negation.
=(U8 - B8) * 6 Assigns the product of the difference between the values contained in cells U8 and

B8 times 6 to the active cell.

§' —J7 /A5 + GO * M6 — ZZ Completes the foIlowmg operations, from left to right: exponentiation (22 # L7)
o 3 L7 .then d|V|5|on (77 A5), then muIt|pI|cat|0n|(GQ *\M6) then addition (J7 / A5) +

's,- - (69 i3 M6) and fmally subtractlon (J71/ A5 + G9 "‘M6) @2 r L7) If cells

¢ N : i . A5=6,G9=2,17=6,l7=4,M6=5, and ZZ 2, then Excel assigns the active

 cell the value =5; thatis, 6 /6 + 2 * 5~ 2 A 4= -5,

.?F II.-. i

_'_T_B_Enter Formulas Using Point Mode

The sketch of the worksheet in Figure 2-3 on page EX 70 calls for the federal tax, state tax, net pay, and tax
~ % for each employee to appear in columns G, H, T, and J, respectively, All four of these values are calculated using
formulas in row 4:
w. Federal Tax (cell G4) = 0.22 x (Gross Pay ~ Dependents x 24.32) or =0.22*(F4-C4*24.32)
I State Tax (cell H4) = 0.04 x Gross Pay or = 0.04* F4
i Net Pay (cell 14) = Gross Pay — (Federal Tax + State Tax) or =F4-(G4+H4)
Tax % (cell J4) = (Federal Tax + State Tax) / Gross Pay or =(G4+H4)/F4

[ An alternative to entering the formulas in cells G4, H4, 14, and J4 using the keyboard is to enter the formulas
I Usmg the mouse and Point mode. Point mode allows you to select cells for use in a formula by using the mouse.
- the steps on the following pages enter formulas using Point mode.
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e With cell G4 selected
type =0.22*%( to
begin the formula and
then click cell F4 to
add a cell reference

in the formula

(Figure 2-7).

e Type - (minus sign)
and then click cell C4
to add a subtraction
operator and a
reference to another
cell to the formula.

e Type *24,32) to
complete the formula
(Figure 2-8).

Employee Hire Date

5
e 4a- Note: To help you g
- locate screen elements
Cliphicard 12 that are referenced in
SUM 7 the step instructions,
—— = - | such as buttons and
1 | %Y ﬁ e IR Il commands, the Office
1 |The Mobile Masses Store | | | and Windows chapters ||
piweekly Payrol| R.@pq_ﬂ i ] | ) | in this book_use red |
T W [y
DependEr Waorked [Pay Rate Gross Pay Federal Testate Tax
|

g]j Charvat, € 3/3/2008 1 6525 20 sﬁuj §751-0,22"(F: |
| § |chen, Bin _6/14/2010/ 2| 80 25.85) I — |
[ 6 |Felski, ol 10/11/2008) o g45 Qo | W&mh - -
Hﬁ“;ﬂ Kersey, da  3/4/2011| 1 68.5 marquee surrounds :
- : selected cell F4 { t 1 —
| 8 [merna, Th 1/15/2010) 3 75| —a | _!__ —
Pollitt, shl11/15/2008) 2 49.25] 1825 [ S— i : 14
40| Prasad, Rz 2/15/2008| 0 335 9.35| ' ‘ ]
' 79.25  23.75 | | | ’
gol 19, ssi |
! I &
|
|
| | '
Figure 2-7

Iy(-.:eneral ﬂ g [g (
$ - % v | %2 28| Conditional Format Cell o
’ ¥ 8 | Furmatting - 35 Table » Styles |

Numbét iy _shtes

The Moblle Masses Store |

Payroll Report ||

_ lHours  lHourly | | . ! . ‘
JD_eE_E_ric_[griWDrk_ed |Pay Rate _GrossPay|FEdEraI‘l’£' ate Tax (MetPay  Tax% | ;
charvst,_ E! _3,_'3/2005 1] 6525 205 FA-C4"24.32)] ’
! 25,85

Chen, Bin|_6/14/2010'
Felskl, No| 10/11/2008,
Kersey, Jai 3/4/2011

_\'_@a_;'i%ingé; é,’ni}'iﬁ&?ii
2Zica, Jame  4/14/2011

Figure 2-8
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I the Enter box in
the formula bar and

't'hefl select cell H4 to )
prepal'e to enter the - ! rfomlula appears

o | g2 . 1""*"""“"a bar =H v [y R Conditicnal  Forreal el
neXt formula. k4 = =T ' 00 e Foimatting - 2z Tabie - Styins <

~N
b
.o
=
®
S
W]
)
W
%
w

pe =0.04* and

édd a cell reference = 2 ) L | value offormul:a_:‘zz_x |
to the formula weekly Pay | (1337.625-1%2432)
(Figure 2-9). N J [Hours  |Hourly |
! (Employee Hire Date |DependerWorked |Pay Rate | ral TeState Tax Net Pay [Tax
| Charvat, E 3/3/2005 1| 6525  20.588337.625 289.9271=0,04°F4
|Chen, B|n| 6/14/2010] 2| 80,

ki, No| 10/11/2008 o 645

B [~ 1! | marquee surrounds
Kme" Ja 3/4/2011 & — sg.s! | selected cell F4
3, 7325

) { = [
2| 4925  18.5| |
o sas 935 |

Figure 2-9

(] Why should | use Point mode to enter formulas?

| Using Point mode to enter formulas often is faster and more accurate than using the

| keyboard to type the entire formula when the cell you want to select does not require you
| toscroll. In many instances, as in these steps, you may want to use both the keyboard and
mouse when entering a formula in a cell. You can use the keyboard to begin the formula,
for example, and then use the mouse to select a range of cells.

Click the Enter box in
the formula bar and

then select cell 14 to S e ) - ' T
prepare to enter the 5] oy formulaassigned [ = T = N i @ j i

- 1T b = =Y « { %0 .88 | Conditional Format  Call
next formula. . N S i : 0 Eormatting - as Table © Stiles -

*Type = (equal
~ sign) and then click
cell F4 to begin the
formula and add a

cell reference to the | Hours  Hourly
formula, Empiuyee’Hire Date  Depender Worked |Pay Rate |Gross Pay Federal TéStateyTax |Net Pay |[Tax%
.1 6525  20.5] 1337.625] 208.927 lﬂlsa s05)-ra- (G0

- *Type - ( (minus sign ghen, Bm sfu/mm 2 80l 25 85| ’ . | L
followed by an open |[& P21 N2 mfw.;ggg: i I (S NS—— S
Parenthesis) and then J{;mm ; ?:2: =T I ey tora]
click cell G4 to add a 5h 2 43,25/ | i T
Subtraction operator, _ o ss
Open parenthesis, and o 1436 . —— -
Cell reference to the Figure 2-10
formula.

*Type + (plussign) and then click cell H4 to add an addition operator and cell reference to
the formula.

*Type ) (close parenthesis) to complete the formula (Figure 2-10).
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(5

e Click the Enter box

E3iE" B il RIS Mobile Mssses Biweekly Payroll feportSiMicrosaft BXced
in the formula bar to Fiie Home | Insert  Pagelsyout  Formulss O3 TRedew Mew "
enter the formula in &2 » = ' = — Y R e
ceII 4. jﬁ Za- ECallbn_ = b E’g"ﬁ.‘ﬁmlﬂmﬂ | =) General = :P;"! @ !l.ﬁ l
Paste 'R I U~ . - == l B s - % v e Conditional Cell
. J ) = = 9% >0 rarmatting ~ as Tabie ¥ Styles »
o SeIeCt cell J4. Type Cliphostd & Fonk A Alignment M Number fx Styles
= ( (equal sign BRI | R - - R -
followed k_)y an open TR e e (L TR o R i T
parenthesis) and then _EF'hE Mobile Masses Store i |
click cell G4 to add 2. |Biweekly Payroll Report _ i
a reference to the ! i [Hours  [Hourly
formula 3 lEmployeeHire Date  Depender Worked  Pay Rate |Grass Pay Faderal TeState Tax NetPay  Tax%
) 4 jcharvat, £ 3/3/2009 4 Bs25| 20,5 1397625 2889271  S3.505 995.1929) 0.2561
eType + (plussign) § |Chen, Bin| 6/14/20101 2 B0 25.85
and then click cell H4 _g_ Felskl, N 10/11/2008 0 64.5' 12.6! |
7 Ikersey, Ja_ 3/4/2011, 1 ees 2145 Wm of formula (288.9271 +
to add a cell reference [ yema, T 1/15/2000 3 7825 226 53.505 ) / 1337.625
to the formula. |9 |Pollitt, Sh) 11/15/2008, 2[ 4325 18,25
A0 prasad, Rs 2/15/2008 0 335 935
eType )/ (close El;jwa_gmngt_t 5/11/2006 2 7925 275 i
parenthesis followed 12 Zica, Jame4/14/2011 1 80 19.65!
by a forward slash), i Totels. ' '
and then click cell F4 [LijAverage '
45 |Highest | |
to add a cell reference |, - i
A6 | Lowast
to the formula. i”“‘
e Click the Enter box 19 -
inthe formulabarto T e _ o — = o s =
enter the.a formula in Figure 2-11
cell J4 (Figure 2—11).
g Why do three decimal places show in cell J4?
O | The actual value assigned by Excel to cell J4 from the division operation in step 5 is
0.256000075. While not all the decimal places appear in Figure 2-11, Excel maintains all of
them for computational purposes. Thus, if referencing cell J4 in a formula, the value used
for computational purposes is 0.256000075, not 0.256. The cell formatting is set to display six
digits after the decimal point, but the formatting also suppresses trailing zeroes. If the cell
formatting were set to display six digits and show trailing zeroes, then Excel would display
| 0.256000 in cell J4. If you change the cell formatting of column J to display nine digits after
the decimal point, then Excel displays the true value 0.256000075.
To Copy Formulas Using the Fill Handle __
—

The five formulas for Emily Charvat in cells F4, G4, H4, 14, and J4 now are complete. You could enter the
same five formulas one at a time for the eight remaining employees. A much easier method of entering the formulas,
however, is to select the formulas in row 4 and then use the fill handle to copy them through row 12. When performing
copying operations in Excel, the source area is the cell, or range, from which data or formulas are being copied. When#
range is used as a source, sometimes it is called the source range. The destination area is the cell, or range, to which datd=
or formulas are being copied. When a range is used as a destination, sometimes it is called the destination range. Recall 1]
from Excel Chapter 1 that the fill handle is a small rectangle in the lower-right corner of the active cell or active
range. The following steps copy the formulas using the fill handle. i

3




o Select the source
range, F4:J4 in this
case, and then point
to the fill handle.

o Drag the fill handle
down through cell J12
and continue to hold
the mouse button to
select the destination

- range (Figure 2-12).

® Release the mouse
- button to copy the
formulas to the
destination range
(Figure 2-13).

How does Excel adjust
the cell references in
the formulas in the
destination area?

Recall that when
you copy a formula,
Excel adjusts the cell
references so that
the new formulas
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B Rl e |
File Home ge Layo Formuls (nta
& = e = =l0 »- vl 'E b
E . Callbrl 11 A A =% P !ET‘ i General i : k
Paste | &~ === EE R ~ o L8y Conditional Format  Cell
- 'wf A : E 2 e LR Formatting v as Table v Styles~ |
Clipboard . = _Font o Alignment i Mumber 0 Styles
i Fa - [ =Da*c4
17T o P I, D e s e sl ) a0
;1 ]The Mobile Masses Stare [ I
| Biweekly Payroll Report =T —_—
= i ' | Initial location
ey , Howrs:  ihiourly - : of fill handle
'3 |EmployeeHire Date |Depender Worked  Pay Rate Gross Pay Federal TéState Tax Net Pay Tax% ——r i
4 |Charvat, E 3/3/2009 1 6525 20:5) 1337625/ 208.9270) 53,505 995.1929" 0:'25_&31/
| 5 Chen, Bin| 6/14/2010 2 80 25.85 : i B
Felskl, Mo/ 10/11/2008] i 645 12,6 !
>~ a/2011! L5 45
Il Kersey. Ja  3/4/20 1 66.5 21.4 range FaJ4 1
‘Merna, Th 1/15/2010 3 785 0.6 CaleE
9' Pollitt, Shi 11/15/2008| 2 4925  18.28 source area B .
10/Prasad, Rs 2/15/2008 o 335 @ 935
11 Washingt( 5/11/2006 2 7925 23T |
12 Zica, Jame  4/14/2011 1 80 19.65 s
']E Totals I .
14|Average | | R
15 Hi
jfest ! fill handle dragged
EE Lowest through cell J12 |
f Y . |
|
|
- |
. = .
Figure 2-12

Hours
EmployegHire Date

DependenWorked |Fay Rate (Gross Pay Federal TzState Tax [Net Pa

4 |charvat, E 3/3/2009 1 6525 205]1337.625] 268.9270)  53.505] 00f
5 |Chen, BIn| /1472010 2! B0 25.85| 20681 4442592  82i72| Af
ﬁ Felskl, Mo 10/11/2008 gross pay, federal 12.8] gj}?l 178, 7911
T Kersey, Ja  3/a/2011 | ISISELKAS | 214 1469375 3179001
3| ierna, Th 1/15/2010) | formulas in range ] a5 Bﬁfﬂﬂﬂf
8 Pollitt, Sh 11/15/2008 | FAS8 copiEcite 18.25)
Prasad, Re 2/15/2008 — e 9.35
|11/ Washingte 5/11/2006 2 73.25 2375
12 zica, Jame  4/14/2011 1 B0 14965
13 Tatals
:Qg{ﬁve_rage
115 Highest _ L
s e . - T
. Auto Fll Options button
Figure 2-13 appears after copying the

contain references corresponding ta the new location and perform calculations using

the appropriate values. Thus, if you copy downward, Excel adjusts the row portion of cell
references. If you copy across, then Excel adjusts the column portion of cell references. These
cell references are called relative cell references.

range F4:J4 to range £5:)12

Other Ways

1. Select source area, click
Copy button (Home tab |
Clipboard group), select
destination area, click
Paste button (Home tab |
Clipboard group)

2. Right-click source area,
click Copy on shortcut
menu, right-click
destination area, click
Paste icon on shortcut
menu

3. Select source area and
then point to border of
range; while holding
down CTRL, drag source
area to destination area

™~
E
L
+
=X
@
=
&)
o
v
x
1
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The Paste Options

Button

The Paste Options button

provides powerful

functionality. When

performing copy and paste

operations, the button

allows you great freedom

| in specifying what it is

you want to paste. For

example, you could choose

to paste an exact copy of

| what you copied, including
the cell contents and

| formatting. You also could

| copy just formulas, just

| formatting, just the cell

| values, a combination of

| these options, or a picture

' of what you copied.

BTW

| Selecting a Range

i You can select a range

| using the keyboard. Press
the F8 key and then use
the arrow keys to select

| the desired range. After

é you are finished, make sure

| to press the F8 key to turn

| off the selection process

\ or you will continue to

| select ranges.

BTW

Option Buttons

Excel displays Option buttons in a workbook while you are working on it to indicate
that you can complete an operation using automatic features such as AutoCorrect,
Auto Fill, error checking, and others. For example, the Auto Fill Options button shown
in Figure 213 appears after a fill operation, such as dragging the fill handle. When an
error occurs in a formula in a cell, Excel displays the Trace Error button next to the
cell and identifies the cell with the error by placing a green triangle in the upper left
of the cell.

Table 2 -4 summarizes the Option buttons available in Excel. When one of these
buttons appears on your worksheet, click the button arrow to produce the list of options
for modifying the operation or to obtain additional information.

Table 2--4 Options Buttons in Excel 5

Button Menu Function

: how tofill cells following 2 fill operati
such as dragging the fill handle.
?' =1 AutoCorrect Options Undoes an automatic correction, stops future automatic
b corrections of this type, or causes Excel to display the
AutoCorrect Options dialog box.

"ma Autofiloptions  Give

@] Insert Qptions Lists formatting options following an fnsertion of cells; rows, ]
5 ar calumns.
i @ (-Ctrl) 21 Paste Options Specifies how moved or pasted items should appear (for

example, with original formatting, without formatting, or
with different formatting).

-

@\ Trace Error Lists error-checking options following the assignment ofan
L invalidformulz to a cell. ;

To Determine Totals Using the Sum Button

The next step is to determine the totals in row 13 for the hours worked in column D,
gross pay in column F, federal tax in column G, state tax in column H, and net pay in column
I.'To determine the total hours worked in column D, the values in the range D4 through
D12 must be summed. To do so, enter the function =sum(d4:d12) in cell D13 or select cell
D13, click the Sum button (Home tab | Editing group), and then press the ENTER key. Recall ©
that a function is a prewritten formula that is built into Excel. Similar SUM functions can =
be used in cells F13, G13, H13, and 113 to total gross pay, federal tax, state tax, and net pay,
respectively. The following steps determine totals in cell D13 and the range F13:113.

o Select cell to contain the sum, cell D13 in this case. Click the Sum button (Home tab | a
Editing group) to sum the contents of the range D4:D12 in cell D13 and then click the
Enter box to display a tota! in the selected cell.

e Select the range to contain the sums, range F13:113 in this case. Click the Sum button
(Home tab | Editing group) to display totals in the selected range (Figure 2—14).




EEE & | $ % 1% Conditional Format  Cell .t Sort& Flnd & ‘
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£ =y

5 |Genm1 v| ﬁ ﬁ M | g'=Insert v
= | 3% Delete ~

20.5 1337, 625I 2889271 53505 9951923 0256 |
g0l 2585 2068 444.2597  82.72! 1541, 021! 0.254826 '
8127 178794 32.508' 601.398 0.26/

Figure 2-14

o Determine the Total Tax %

With the totals in row 13 determined, the next step is to copy the tax % formula in

eell J12 to cell J13 as performed in the following steps.

{1

Select the cell to be copied, 112 in this case, and then point to the fill handle.

Drag the fill handle down through cell J13 to copy the formula (Figure 2-15).
Why was the formula 113/F13 not copied to cell J13 earlier?

& The formula, 113/F13, was not copied to cell J13 when cell J4 was copied to the range

Freey 1

J5:J12 because both cells involved in the computation (113 and F13) were blank, or zero,
at the time. A blank cell in Excel has a numerical value of zero, which would have resulted
in an error message in cell J13. Once the totals were determined, both cells 113 and F13
(especially F13, because it is the divisor) had nonzero numerical values.

3faf2011 1 665 A5 TAES.325 317.9011 58,773 1092.651 U75635YT
d & Th 1/15/2010 3 78IS 22.6| 1768.45 373.0078 70 formulals o, zsoggau |
Uitt,shi11/15/2008 21 49.25 1825 898.8125 197.038 35, ’*fmm‘m’ \ 0248095 B :
([3% Re 2/15/2000° 0 335 9.35 313225 £8.9095 14 .,.-.. e '

hingte 571172006 2 79.25|  23.75 1802.188| 4033605 75.2875 1403.52 0.

Jame 4/1-4{;011;' 1 80 1985 1572 340.4897 7
| 5985 12122.38 260270 . — mﬂ"ww
| | i i R — wmwngmluu
| B 1 — | 1 1o cell J13

Figure 2-15
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Using the AVERAGE, MAX, and MIN Functions

The next step in creating The Mobile Masses Biweekly Payroll Report worksheet is

to compute the average, highest value, and lowest value for the number of dependents

listed in the range C4:C12 using the AVERAGE, MAX, and MIN functions in the range

C14:C16. Once the values are determined for column C, the entries can be copied across

to the other columns.

With Excel, you can enter functions using one of five methods: (1) the keyboard

or mouse, (2) the Insert Function box in the formula bar, (3) the Sum menu, (4) the 4
Statistical Functions Sum command (Formulas tab | Function Library group), and (5) the Name box area
E}(;E:(uctﬂg ;Zn::ilgstz in.the formula bar (Figure 2-16). The method you choose wiu depend on your typing
0. The statistical functions,  SKills and whether you can recall the function name and required arguments.
however, ignore blank In the following pages, each of the first three methods will be used. The keyboard
cells. Excel thus calculates  and mouse method will be used to determine the average number of dependents (cell C14),
wi:ha::[jgfcfff 1tgrzfa;e|<“5 The Insert Function button in the formula bar method will be used to determine the .
and 8o be 9 [(10+8)/2]  highest number of dependents (cell C15). The Sum menu method will be used to

and not 6 [(10+0+8) /3.  determine the lowest number of dependents (cell C16).

To Determine the Average of a Range of Numbers Using the Keyboard and Mouse

The AVERAGE function sums the numbers in the specified range and then divides the sum by the number =
of cells with numeric values in the range. The following steps use the AVERAGE function to determine the average

of the numbers in the range C4:C12. i
(1)
e Select the cell to ayr T s

contain the average, | rore ~hpetwout dw Vies

cell C14 in this case. ' :‘ ! W L R

pajte_’lnjgr" ! S AE T RIAE

e Type =av inthecell |amows o q sagnmant_ L Mewhe

to display the Formula —— = R —

AutoComplete list.
Press the DOWN ARROW
key to highlight the
required formula
(Figure 2-16).

il TiStute Tax NetPay 2%
37625| 288.9271 5105 9951929 0256
:_ns_a| 4402532, 2,77 1541021 0.254926)
ma7l 178794 32500 013 026
469,325 517.9011, 59,773 1092.651 0.236350.
} | 373.00781 10,736 1324.704 0250924
18,35 98,0125 187038 354575 6754121 0.24A03%
9,35 313225 6B.9095 12509 2317868 0,26,
7375 1982188] 4033007 52075 140352 0254315
19,650 1577 340.48% 6200 1166641 0236536
17122.33) 2602,707, ABA.BY3 030725 0.254704.

6 |Felskl, o 10/11/20001
(2 lkersey o 3wy
8 (Merria, Th 1/15/20101

What is happening as
I type? ScreenTip includes ¢lest
of currently selected fu
in Formula AutaCompl

Q&A

As you type the equal
sign followed by the
characters in the name
of a function, Excel
displays the Formula
AutoComplete list.
This list contains
those functions that
alphabetically match
the letters you have
typed. Because you 4 y
typed =av, Excel Figure 2-16
displays all the

functions that begin

with the letters av.

"Hetupny the average (uithmetic mean) af it Atguaes, which E5r1 De rieabierd or names, arcays, or aeferencer thet
| contain nuitbers

*—Ir Eé_!rﬁ‘_ij.ili'l_\utoComplete llst
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pouble -click AVERAGE in the
Formula AutoComplete list to select
+the function.
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- & Genera
Ga~ |

Paste = g+ 83 B %3 3| Conditioral Foimet
select the range to be averaged, R N , i H P SR pomaking -  Tobis -
SR . diipboard s | Al
(€4:C12 in this case, to insert the iobor) L,
' SUM - (HX n' Jx | =AVERAGE(CHC12
range as the argument to the i R
functlon (Figure 2-17). ThelM—ob_l-IE_lVIa_s's-es Store
) Blweekly Payroll Repart
As | drag, why does the function in = Hours (Hourly | |
cell C14 change? '3 |EmployeeHire Date  Depender Warked ‘Pay Rate :Gross Pay'F
: 3 Charvat, £ 3/3/2009 1 6525 20.5i 1337.625 268.92%
| when you click cell C4, Excel ' Icher Bl G(18/2010 0:  75.85 2068  444.2592)

I" “appends cell C4 to the left ol f1i/2008 i ea5i 126 8127 17,

| parenthesis in the formula bar and 2057 605 20,45 1469975 37 o
15/2010 78,25 2261 1768.45,378,0076:

surrounds cell C4 with a marquee. 5 ~gg ol 4325 1825 esegedSl 187.080 3. 9525| 75.6221 0.248095
| When you begin dragging, Excel 1 ' 0 39.5: 935 af5.205 689085 12529 23L7865  0.26)

ds to the argument a colon 2} 7925/ 23791662189 4033005 75.2875 1403.52 0.254315
apper; he coll fg £ th i 12 2ica, Jame 414 o) Gul 55/ 1577 340.4896| 6280 116063 025659
() and the cell reference of the ce : 5985, | 12122.33 2602707, 494,893 9034.785 0,754704

['1 where the mouse pointer is located. | | i
Bardl, ) |

# Click the Enter box to compute
the average of the numbers in the

TRl

changes back

| }Genml

“selected range and display the result | toNamebox | \

_in the selected cell (Figure 2-18). e B e = e . .._ o | conditions! Format  Cel
B B AR | 8% 0 L) S T i

Can [ use the arrow keys to | Sllpbosry Font 7 :

complete the entry instead? ___C}“_I |
) I S| R

'IING When you use Point mode T-HThe Mobile Masses Store ! - = | |
|| you cannot use the arrow keys to -I'Imwéeklrl’-wm" Repl nsert Function box e e —— =
I urly |
r |

complete d X
plet the entry. While in Point |EmployeeHire Date Depender Worked  Pay Rate |Gross Pay Fedetal TeState Tax | et Pay Tax%

mode, the arrow keys change the 4 charvat, B 3/3/2009 1 6525 20.5| 1337625 208921 53, 5ua| 9951929 0.256
selected cell reference in the range 5 |Chen, BIn| 6/14/2010 21 80: 2585 2068 wlgsa?! 42,72 15 1I 0. 254935
: ) 6 Felski, a 10/11/2008 0 126/ 8127 178794 32508 601398 0.26)
| you ! 0
you are selecting. 7 Kersey, la  3/4/2011 1| 8.5 21, 45| 1469325 79011 58773, 1082,651| 0.256359|
QIM.Erna‘ Th 1/15/2010 E 226 1768.45 373.0078 70, ?ae 1324.704 0.250924!
What is the purpose of the ,_.'l Pallitt, sk 11/15/2008 2 495 1825 8988125 187.088 3. sszs §75.8221' 0,208085
. . - 10 Prasad, B2 2/15/2008 0 ;a5 935 313.228 ge90ssl 12 5281 231,7065; 0.6
| par ? = =
O| Parentheses in the function? _:.3_|Wash[ngn 5/11/20056 3. 792§ 2375/ 1882.1861 403,3005 75.2875 140352/ 0,254315|
' The AVERAGE function requires 12 Zics, Jame 4/14/2011 i 80 13 65/ 1572 3404896 62,88  1168.63) 0.256596)
. . 13 (Totals 598.5/ 2602.707, 484893 9034725/ 0.254704!
that the argument (in this case, the L p— @4_. M:ge"mu } . 4704
. o 2 : : ‘af depe | : —
range C4:C12) be included within 15 Highest — - 1 —
Parentheses following the function 1L°WES‘ | ' !
Name. Excel automatically appends & '
the right parenthesis to complete the i T
AVERAGE function when you click Figure 2-18
! the Enter box or press the ENTER key.
— — = —_— — — = E L= M (7
- Other Ways “Ri el N LA AN
1. Click Insert Function box 2. Click Sum button arrow 3. Click Sum button arrow
in the formula bar, click (Home tab | Editing (Formulas tab | Function
AVERAGE group), click Average Library group), click
Average
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To Determine the Highest Number in a Range of Numbers Using the Insert Function Box

The next step is to select cell C15 and determine the highest (maximum) number in the range C4:C12. Excel
includes a function called the MAX function that displays the highest value in a range. Although you could enter
the MAX function using the keyboard and Point mode as described in the previous steps, an alternative method
to entering the function is to use the Insert Function box in the formula bar. The following steps use the Insert
Function box in the formula bar to enter the MAX function.

e Select the cell to 72" ik
contain the maximum | ‘Harme Tniert e Lyt Foifiulas view
number, cell C15in e G
this case. pste j | 7 u

NNl =R
! : | FHelete = | ;ﬂ-
i ng .‘,'33 | Conditiohal Format Celt 1 :,
| Formatting ¥ as Table ~ Styles = | Estmmt- | @+
| ihdEs . Celle /

F- e Click the Insert
R . Cl15
: Function box in the - T
| ) T fams e ral e et - =
3 formula bar to qlsplay '_ The Mahlig Masses Stog ! Search for a function: o
; the Insert Function T Payroll Bep Eﬁsaum.mummﬁ.’immmeaowﬂfnﬁ{cii (ol ;
dialog box. automatically Search for a H—— R TR |
inserted in eHire ) function box Or select a category: %st Recently Used E,] -
. . active cell and |E  3/3/70% T ' T, e L |
e Click MAX in the formulabar  ky g/14/2010 2 Seeis furtion: OrEieat I
| ‘Select a function’ Thelski, Nol 10/11/2008. 0 o category box |
list (Insert Function Efere-f'"i: Ji:ﬁﬁi; - ; —
: R R e 'MAX selected i —
dialog box) toselect [ oy wision 2| (e CTEORE |
I it (Figure 2—19) If 10 Prasad), fi3 ?{15/2'908' _ﬂ! £ § 'MAx(numBerl.n:Jmher.Z ) . I
| o B 11 4 | - || - " ik .
the MAX function is J Washingtt _N(11/20061 2| i th Luinnet Voo i a set of vaues. Ignores log ! I
. X Zlca, Jame 2011 1| |}l Help on this ._I I
not displayed in the 113 |Totals sofll function link
‘Select a function’ list, ~ |14/Aversge O\ Lsssasa
) . hest -
scroll the list until the jrighes . i
i X ) 16 Lowest ! B
function is displayed. I = |
' | I ' | |
Figure 2-19
e Click the OK button
(Insert Function dialog Home [ It Pageliye LU ittt e pui oo e
: box) to display the m f T e ] e ey . = 'ﬁ *ﬁ [i Sttt - .
. . g 3 = 85 petet: < | W -
Function Arguments Pyl Chil & A | = o Function Arguments | | L. o | conomieas Fores e r ore: < | I
) v i : E - dialog box o feibs < AR i . Formst = | 25
dialog bo #| function appears [ °9 | Fatmatiing « 1 Tt - s4ies rom
; g DOX. clipvasid | in formula bar . 4 Alpnment 7 [y oeves | Sifes el a8
i MAX v (LK e =MAX(ed:c12) fofge typed
' oType c4:cl2 in E e = ‘Number 1 box —
| = —
AR s |
the Number1 box TheMob{.’; syare N Y DO L] il i —— SCR,
(Function Arguments Blweekly Payroll Report MAX | Collapse Dialog button | |
dialog box) to enter A Ernplnyma'!lee - wambert o 1 (i) = (zodzman I |
1 ayes Date ber. =2 5 ! E
1 the first argument ‘4 ||charvat, £ 3/3/2009) | iy ) | 2
| of the function Chen, Bin! 5/10/2010, | S o AT |
of the functs SN | el g
Al g ) tersey, Js  9fa/a01 SRIECSC AN =
| < | Why did numbers Merms, Th 1/15/2010 ; -3  result of function I s
3 R h Pallitt, Sh 11(15}3003- Returns the largest value in a set of values, Ignores logical values and text. | .#
1 o appea"r inthe 10 |Prasad, R 2/15/2008 Numberl: numberl,number, .. are 1 to 255 umbars, empty cels, logical values, or |3
| Function Arguments lw.a'ihmﬂﬁ 5/11/2006 I text numbers for which you wank thay inaximun |
b ] 2 | |
| dialog box? ;f:::l‘;'m Moy g - 5
- R || Formularesult = 3 |
R | As shown in 4| Average 1 3
I = 15 |Highmst Lcd . 4
A (Fjl.gulre 2 IZO, E>|<ce| T Lowest | s e T = . N
isplays the value 17 : : i 4! " { i
piay p X A2 last part of function :!el;étion ‘l?:k - A
the MAX function it _ appears in active cell | - yacion P | B
will return to cell - : ; B
C15 in the Function Figure 2-20
Arguments dialog
hox, It also lists the firsi few numbers in the selected range, next to the Mumberi box.
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N
1Y
(V)
e
Q
©
L
o
(V]
v
X
wl

e A WD =| MAX functlon =
unction Arguments = 2 = R determines highest ! : :
A R 1 |The Mobile Masses Store || value In range C4:C12 = == —
dialog box) to display 2 [Piweekly Payroll Report i [
gne highestvalue | T e ey ]
. 3 | ; ol Pay | 25 ‘ax |Net i
_ jn the chosen range .%_Er.r!elqva#”.'.rsﬂ???_ Depender Worked Pay Rate |Grogs Pay Federal Testate Tax [Net Pay Tax% : |
|
I
I

|
Charvat, B 3/3/2003} 1 6525 20,5 1337.625 28,9271 53.505 9951929  0.2% I
|
|
|
|

" L
in the selected cell 5 |chen, Bin| 6/14/2010; 2 800 2585 2068 4442582 0272 1541021 0,254826
.-:(Figure 2-21). & IFelski, o 10/11/2008; 0 6a5 126 8127 178.794| 32508 601,398  0.26 .
I IKersey, Ja 3/4/2011 L 685, .45 1469.325 317.90011 58773 1092651 0.256358; '
Why should | not just |8 |Merna, Th 1/15/2010] 3 7838 22,6, 1768,45 3730078 70,738/ 1324704 0.750924' ' |
enter the highest value | Pt s 11/15/2008° 20 4925 1829 898.6125 187.096 35.9525 675.8221( D.248035, | |
. QiPrasad, ke 2/15/2008 0 335 985 919,205 GRO095| 12,5290 2317865 0.6 ; |
| that|see intherange  [43 washingte s/11/2006" 2 7925 23,75 1082.188' 403.3905 75.2875| 1403,52 0,254315, i (-
1 C4:C12 in cell C15? Ziea, Jame  4/14/2011 1 60 19,65 1572 340,489  62.88 1168.63 0756596, | [
) N 1; 598.5 1212233 2602.707 484,893 5034.725 0.254704| ’ | |
In this example, rather Average 1333333 [riometyalaainl. ™ | |

than entering the
| MAX function, you

| visually could scan - Figure 2-21
'l‘ the range C4:C12,

range C4:C12 |

| determine that the highest number of dependents is 3, and manually enter the number 3 as

| aconstant in cell C15. Excel would display the number the same as in Figure 2-21. Because it
contains a constant, however, Excel will continue to display 3 in cell C15, even if the values in

the range C4:C12 change. If you use the MAX function, Excel will recalculate the highest value

in the range C4:C12 each time a new value is entered into the worksheet.

Otfier Ways A G o

1. Click Sum button arrow 2. Click Sum button arrow 3. Type =MAX in cell
(Home tab | Editing group), (Formulas tab | Function
click Max Library group), click Max

“To Determine the Lowest Number in a Range of Numbers Using the Sum Menu

. The nextstep is to enter the MIN function in cell C16 to determine the lowest (minimum) number in the range
€4:C12. Although you can enter the MIN function using either of the methods used to enter the AVERAGE and MAX
functions, the following steps perform an alternative using the Sum button (Home tab | Editing group).

Sum button arrow

; prepare to enter the
next function.

F=Insert ~

o & -
= ilﬁ’:? A 8- % vl i Conditonal

~*® Click the Sum button & - | Fomathng = s TERTES ; Average
arrow (Home tab | - T Shgrment ; LLLLL T ! Sum button menu fb' ! Count Numbers
" v (= B 3
Editing group) to — e -"'-‘—I '''' 3 e T = ol

~ display the Sum
- button menu
(Figure 2-22).

Hours Haurly
ate ' DependerWorked |Pay Rate Grass Pay Federsl TeState Tox NalPay Tax'%

Why should | use the /2009 1 6535 20,5 1337.625 2889271 53,505/ 9951929 0.256 | .  ——
2 B 2585 2088 4442592 8272 1SAL021 0.254626 '
Sum button menu? o eS| 126 8127 17794 32500 GOLIW 026 : ! ' |
USing the Sum button 1 6.5/ 2145 1469325, 3175011 58,773 1092.651 0.756359 |
men 3 7835 226 1768.45 3730078 70,738 1320.704 0.250924
u allows you 2 49,25 1025 9988125 167039 35,9525 6750271 0248035
to enter one of five o 335 935 313225 609095 12529 JAL7BES  0.26
often-used functions 7 7925 2375 1882188 4033005 752075 140352 0.254315 B
casily | 1 B) 1965 1577 34D.4B96.  GZBA 116053 0256596
sily into a cell, 598.5. 1212233 2602.707: 484,893 9034725 0,254704:
Without having to 1.333333
. B 3
Memorize its name |_1<———| C16 is active cell
or the required

arguments. -
Figure 2-22
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(2)

e Click Min to display
the MIN function
in the formula bar
and in the active cell
(Figure 2-23).

Why does Excel select
the range C14:C15?

The range C14:C15
automatically selected
by Excel is not correct.
Excel attempts to
guess which cells you
want to include in the
function by looking
for ranges that are
adjacent to the
selected cell and that
contain numeric data.

Q&A

©
o Click cell C4 and then

drag through cell C12
to display the function
with the new range in
the formula bar and
in the selected cell
(Figure 2-24).

Hame | Insert Page Lavouk Formulas:  Dak Review  View v T v . L g

% PRETE . ria - ?"-’.’r\.‘-al - B
= Calibeh 15 " A == P = Gearml - M w gi u
- * S psoenec | )

Pte o i BL M A EET ARG E S 0 R o ket G gy | o

Fenmytling = o Table = Syles = |

Algomant 1 Hume % tihes cafly

lighoard 5|

MAX U X F|

771\ KRR (el

| 1| The Mebile Masses Storg MIN function appears

2 Blweekly Payroll Repart 1in formula bar |

["‘:J Hours Hc)url[|lI |
EmployeeHire Date  DependerWorked  Pay Rate GrossPay,FederaIT(SIamTal INet Pay  'Tax %

L_lchamt £ 3/3/2009 1 6525 0.5 1337.625 200.9271 53,505 9351929 0.256 ! | 2

Chen, Bif 6/18/2010, | B0 2585 2068, 444.2592  ©L72 1541.0211 0.254826" |

Felsk, el 10/11/2006, 64.5° rg.sl 8147 178.794 32508 601,390 0,26

¥, 8 3/-1/2011' 68.5 2145 1469, 3.?5I 317.9011 58,773 1052.651 0355355

’MEI‘M,T‘I‘T 1715/ 010/ 8,25 2060 176845 373.0078  T0.7IR 1324, ?M! 0.250824! | l

rangeIC;l:C12”
selected using
Point mode

A0 {Prasad, Re 2/15/2008. 3351 935 313.225 €6.9095 12529, 231.7865| (.26 1
A Washingte 5/11/2006, 793 2375 1682.188' 403.3805 75.2875 103,521 0,254315) 1

2
0
1
]

ollitt, Sh) 11/15/2008) 2 43.75 1825 0980195 187.038 35.9525 675.6221/ 0.24B035!
0
2

1247ica, Jame  4/14/2011] 1 ©340.4896  62.BB 1168.63| 0.256596! i

B80- 19,65

43 Totals 8981 | 12122.33) 2602.707 484,893 9034725 (.254704) .
| 14/ Average - - I | -

Excel selects range | |

| C14:C15 because it |

: includes numbers and
mberk, [numberd], ) | is adjacent to cell C16 | |

.MI.N function
appearsin
| | active cell C16

Figure 2-23

R el

Home | lnsert Page Layout  Formulas Data Resdew View

BY efcoooEen o B BB

Conaitlonal Fomet el |
| Formukting = an Tible = Stdes » li-‘""'“' -

i!n Cellz

B S I ik L TG B

;Ho-urs Hourly 4 i
\Federal T:State Tax |Net Pay Tax%
288,92711  53.505 995.1929! 0,256
4,2592) 82,72 1541.021 0.254826°
_';_s'ﬂ? 32,508 601.398] .26

| selected range 236309
appears in formula 1250324

3 barandi |n active cell 248095

33,5 935 31_3.2 68._3095' 12.529! '231 ?BGS 0. 26
7925 2375 1gafies 4033805 75,2875 1ADBS2 0254315

a0 1572 340.4856: 62,86 11608.63 3255535
598.5 12122.33 2502‘,3‘0_?'- 1_184.893' 9034.725 0.254704 |

Icharvat, £ 3/3/2009] L 6525 205 1337,62"
5 |Chen, Bin| 6/14/2010 i 80 25,85, 20681

Felskl Nol10/11/2008] 0% 645 126 8127 1X
2 apon|  af  ees 205 163,925 317D
78.25 236 1768.45
49,25 16,25 698.6125

14 Average 1333333
15 |Highest | 3
16 Jlowest |=M'i (T4

| Minumberd, [umberl ) | | |

Figure 2-24
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o Click the Enter box
 to determine the s | et PGk Ut oy 0wt Hedy | V| PR
value in the ) - . = 6. = B BB Rl et 2

lOWeS‘t . | P b Q ¥ E | 'General H lﬁ u .;‘DEME' ) .

ange €4:C12 and y { S EEER S v 9 9 %0 0| Conditional Format el |, | = .

| iepl the result in i Formatting ~ as Table ~ Stytes - | {#iromat | 2+

- display Aignment 5 Number al stytes  aieds |

he formula bar and LU

the

in the selected cell TR

R (Figure 2-25). [ 1| The Mnhilu-i\;!us‘ses_ Store
' [ 21 |biweskly Payrall Report

MIN function determines
lowest value in range C4:C12

¢ How can | learn about
1 other functions?

Im (Hours  Hourly _ |
| EmployesHire Date  DependerWorked Pay Rate Gr0ss Pay Federal Testate Tox NetPay Taxh
|Charvat, B 3/3/2008 65.25, 5 1397.625 2869271 53505 99519290  0.256
Excel has more |then, Bin 6/14/2010/ 80 2505 2060 4442592 6272 1SAL.021 0294826
. ! I i 6a.5. 126 B127 178,794 32,5000 601,396 0,261
than 400 additional F— e : S

: YA 1 GBS 2185 146935 3179011 58773 1092651 0256359

functions that ! | ) 30 7025 226 1768.45 373.0078 70,738 1324.704] 0,250924]

perform just 7 4925 185 898125 187.098 359525 675:8221 024095
t ' DI 335 935 313235 609085  12.529] 23178650 026

BRI ESIES hingtl 5/A1/2006| 2 15 275 1862180 4033805 75,2675 14052 0.3503150

of calculation 12idcs, Jame AA14/2011) 1 @0l 1965 1572 3404896 6208 1160.63 0.256596

yOU can imagineA 558.50 12122.33 2602.707 484,893 S034.725¢ 0254704

| These functions ==

f . . S g It of MIN functi

are categorized in et ] : SpeRInre b

the Insert Function

dialog box shown in

Figure 2—19 on page

EX 86. To view the

categories, click the 'Or select a category’ box arrow. To obtain a description of a selected

| function, select its name in the Insert Function dialog box. Excel displays the description of

I the function below the Select a function list in the dialog box.

i ’JFJ___I T Tl ’T;,& =_. '1_]"_;4{{" F __f[_ ﬂlﬂlﬁ“—"llﬁﬂlﬂqﬁj"}

| 1333333

Figure 2-25

on box 2. Click Sum button arrow 3. Type =MIN in cell
in the formula bar (if (Formulas tab | Function
necessary, select Statistical Library group), click Min

category), click MIN

y The next step is to copy the AVERAGE, MAX, and MIN functions in the range C14:C16 to the adjacent
ange D14:]16. The following steps use the fill handle to copy the functions.

j “ Select the source

range from which to

Gsad, Rz 2/15/ o=

it smﬁgh" 5/11/2006! copyrange [T225 60.9035

% clacle 2108 4033805

75,2875 140357 050315,

. h < . 2 Zica, Jame  A4/14/2011 ] 9 selected | 1572) 340.4896!  62.80 1166.63 0.256596)
~ “OPythe functions, in Totals | | ssasi 17122.33| 2602.707) _484.853 9034725 0.254704

this case C14:C16.

* Drag the fiJl handle
in the lower-right
corner of the selected
fange through

cell J16 and continue
to hold down the
Mouse button to
begin a fill operation
(Figure 2-26).

Average | Laggazsl gy ] i} 1 _
(15 Highest asgmeli i | ) [ |
Lowest | PR | | L

! 1 | 1

[ I |
= [
‘| mouse pointer |

fill handle dragged to select
destination area, range D14:J16

Figure 2-26

™~
T
[+1]
Fr
=R
)
£
L}
]
v
=
i




EX 90 Excel Chapter 2 Formulas, Functions, and Formatting

e AVERAGE, MAX, and MIN

Q&A

©

Q&A

functlons In range C14:C16
copied to range D14:)16

e Release the mouse
button to copy the
three functions to
the selected range

23,75 1882.188) 403.3805! 75.2875! 140352

L1ilze.39

529 72517865

19.65° 1572y 340.4896! G288 1168.63

0.26
0,254315
0.256536

53.&7'! 1003.&53

(Figure 2-27). 12,3333 msms, mmsv

9.255235

Auto Fill Options button

Figure 2-27

How can | be sure that the function arguments are proper for the cells in range D14:J16?
Remember that Excel adjusts the cell references in the copied functions so that each

function refers to the range of numbers above it in the same column. Review the numbers in
rows 14 through 16 in Figure 2-27. You should see that the functions in each column return

the appropriate values, based on the numbers in rows 4 through 12 of that column.

Save button

o Select cell J14 and
then press the DELETE Hame |
key to delete the E L W=
average of the tax % poe T \

a3 ' £ u-|
(Figure 2-28). - 9 i

General
$ v % v %8 °‘£
Munbier

Conditlonal Format  Cell |
Formatting ~ as Table « Styles ~ | [BAFormat+ | =

LN =

Styfes

Why is the formula

in cell J14 deleted?

The average of the
tax % in cell J14is
deleted because

‘| Thie Mobile Masses Store
weekly Payroll Report

— __._j;'i

[Hours  |Ho urly

- R e FORE

;| Ern;:_u_lnyee!Hire Date  DependerWarked |Pay Rate |Gross Pay Federal TaState Tax Net Pay  Tax%

0.256
0.2348261
0.26!
0.256359
0.250924)
0.248095
0.26|
0.254315
0256596
0.250704.

average of
percents in
range Jau12
0,26 rnathernatically
k] invalld
0.248095

Charvat, B 3/2/2009 1 6525 208.9271/  53.505 995.1929
an average of ! 2 e ‘4482502 82.72 1541021
: 0 645 178,794 32.508  601.3%8.
percgntages of th'IS KBrse'f,Ja' 3/a/2011 1 685 2L 45 LAGS. 325| 317.9011 58,773 1092651
type is mathematically | IMerns, Th 1/A5/2000 3 7828 226 17645 373.0078  70.738 1324704
invalid. muu. shi 11/15/ 1 16,25 890,825 107038 359525 675.8221
10| Prasad, s 2/15/; 0 } 49,35 313.225 66,5095 12,529 2317865
rT Washingt ynj:nns 20 7925 2375 1862.188| 403.3005/ VS.2875 1403.52
zcs srant A w0l 1965 1572 0% 6208 116063
otals B _ 598.5] | 12122,33 2602707 484.893 9034775
verage | _'_1.3:-13333 66.5) 19,33933 1346925/ 269,1896!  53.877 1003.850
|15 |Highest | ! 3 80/ 7585 2068| 444.2592; 82,72 1541021
E_; Lowest | ] 0 335/ 9.35) 313.225 6B.9085 12.529 231.7865'
[ [
| |
| |
|
| |
Figure 2-28
1. Select source area, click 2. Right-click source area,
Copy button (Home click Copy on shortcut
tab | Clipboard group), menu, right-click destina-
select destination area, tion area, click Paste icon
click Paste button on shortcut menu
(Home tab | Clipboard 3. Select source area and

group) then point to border of

I
o |
range; while holding down ]
CTRL, drag source area t0 I
destination area ”
i

4. Select source area, press
CTRL+C, select destination

area, press CTRL+V
I
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To Save a Workbook Using the Same File Name

Earlier in this project, an intermediate version of the workbook was saved using
the file name, The Mobile Masses Biweekly Payroll Report. The following step saves the
workbook a second time, using the same file name.

o Click the Save button on the Quick Access Toolbar to overwrite the previously saved file.

Break Point: If you wish to take a break, this is a good place to do so. You can quit Excel now. To resume at a later time, start
Excel, open the file called Mobile Masses Biweekly Payroll Report, and continue following the steps from this location forward.

Verifying Formulas Using Range Finder

One of the more common mistakes made with Excel is to include a wrong cell reference
in a formula. An easy way to verify that a formula references the cells you want it to
reference is to use the Excel Range Finder. Use Range Finder to check which cells are
referenced in the formula assigned to the active cell. Range Finder allows you to make
immediate changes to the cells referenced in a formula.

To use Range Finder to verify that a formula contains the intended cell references,
double-click the cell with the formula you want to check. Excel responds by highlighting
the cells referenced in the formula so that you can check that the cell references are correct.

To Verify a Formula Using Range Finder

BTW

The following steps use Range Finder to check the formula in cell J4.

1)

® Double-click cell J4 to
activate Range Finder
(Figure 2-29).

ﬁ :;“. e | Y : : - | .‘ h’n’;‘

Entering Functions

You can drag the Function
Arguments dialog box
(Figure 2—-20 on page

EX 86) out of the way in
order to select a range.
You also can click the
Collapse Dialog button to
the right of the Number 1
box to hide the Function
Arguments dialog box.
The dialog box then
collapses and the Collapse
Dialog button becomes an

Expand Dialog box button.

After selecting the range,
click the Expand Dialog to
expand the dialog box.

i}
1 It - b AR

¥ pelabe ;9-]' !
(2] e g vz u i@ A | Ew e - o R oot 8 gy | @0
g@mw = Lo ?nal-------.—-m-g“-m—r'-"—t-- --——_-I--. cells referenced in C‘:"’_ I-—-:
® Press the EsC key to MAX ~ O X E[ =G | formulain active cell
quit Range Finder and  [SEAS TR e T e e e TS i;f@;ﬁ,’;';%’,‘;;"c;”,g?s oS T L (YRS R
then click anywhere 1| | The Mablle Masses Store
. 1 |Biweekly Payroll Report
in the worksheet, such | ' Hours  |Hourly |
as cell A18, to deselect |3 |[EmployeeHire Date | Depender Worked [Pay Rate |Grosg@ag[Federal Tistate Tax Net Pay  Tax S~y
the current cell 4 |Chatvat, E 3/3/2009 1l 55,25? 20.5] 133?{.6251 :?3[!.9'2?1I 53.50@] 555.1925'4+:—|-1)an
' 5 |Chen, BIn| 6/14/2010 2 80 25.85 2068/ 444.2592 8272 1541.021A1254826
6 |Felski, No| 10/11/2008 0 645 126 8127 178.744 08, 6ikdoe 0,26
7 |Kersey, Jal  3/4/2011 1 68,5  21.45 1469.325' 317.98) colors of cell references 339
i Merna, TH 1/15/2010 al Ees 22,6/ 1768.45| 373.00f correspond to colors of 1924
' |Pallitt, s 11/15/2008 2/ ag2s  18.25) e9s.p125) 147.0] highlighted cells i
10 |Prasad, Rs  2/15/2008 0 43,5/ 9.35 218,235 68.9095 12,529 231.7865 0.26
41 |Washingte 5/11/2006 2 7925 2375/ 1882.188 403.3805 75.2875 1403,52 0.254315
12 | Zica, lame 4/14/2011 1 Bol  19.85 1572 340,4896 6288 1168.53 0.356596
43 |Tatals 590.5/ | 1212233 2602.707 484,093 9034725 0.254704
14| average 1,333333 66,5/ 19.93333| 1346.925 209.1896 53,677 1003850
15 Highest 3 Bl 2585 2065 4482592 82720 1541021 0.26
15 [Lowest 0! 3351 9.35 413,225 68.9095 12,529 231,7865 0.248095 1
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Formatting the Worksheet

Although the worksheet contains the appropriate data, formulas,

and numbers need to be formatted to improve their appearance and
In Excel Chapter 1, cell styles were used to format much of the worksheet. This

n describes how to change the unformatted worksheet in Figure 2-30a to the
worksheet in Figure 2—30b using a theme and other commands on the Ribbon,
d fonts that are used in the worksheet shown in Figure 2-30b are those

sectio
formatted
The colors an

that are associated with the Trek theme.

o =i (a) Unformatted ¢
| o |l W y g Y9 =W Worksheet
L : Callbri i f=4 ?General ) | E g g=lnsert> T * |
@ - I.. £ = = r!r‘ L . ' - w Cuﬁnﬂ I'-E:“:t ]Cell jEt Delete - @ ! ?’;& If?& |
e g B LU A ML IR A | Formatting ~ os Table - Stytes - | {EYFormat - : 2+ Fiters selectr |
fivbard G Hulndies = i | e Liting
Al -5 -
4 T S T e E i =]
|4 The Mobife Masses Store 1
2 | Biweekly Payroll Report ol | 1
| Hours  Hourdy | | | o
| 2 [Employeatire Dote |Depender Worked | Pay Rete (Grass Pay Federal Testate Tax MetPay (Tox%
4 [Charvat, B 3/3/2008 1 gSaS a0 196N 299771 BLSUS| 99519791 0.356 -
& |Chen, Bin s/lmnm 2 &g |
6 Felsk), Nol 10/11/2008! o BAL5 I |
JL Fersey, Ju  3/4/2011 1 [h:%-8 | !
B M, TH 3/15/7010 3 T |
9 [pollitt, i 11/15/2008] @ mas - {
A0 |Prasud, Re 2/15/2008! o 335! | |
aw._s_hungtl. 5/11/2008 2 79,25 |
ilocs, ame qayol 1 s 1965 1970 30096 |
AFTotals | ' 598.5, 12122.83 2602707 I |
AR Average 1333333 66,5, 1930333 1345305 2091896 003,658 — I =
15 [Highast 3 B3 2585  7068: A44.259 3 1541020 0.26 I i
18 |Low 0 335 %350 313225 66.9095 12 _I_z_al.w_ss: 0,248095 i

and functions, the text
readability.

& '-Gtrwui E : | i

F ﬁ: § % v 88 5 Title cell style
e Humbai al applied to title

—— ‘and subtitle

thick box border
|| surrounds worksheet
title and subtitle

Heading 3 cell Hours  Hourly
style applied plioy |Hire Date: Dependents Worked PayRate Gross Pay | Federal Tax State Tax Net Pay Tax %
tofow3 Gravat, Emiy | /309 1 2050|§ _133T63 § 28893 § 5351 1% 99519 25.60%|
Chen. BIn_ | §/14/10 2. I | numbers over 70 displayed | 5272 154102 | 2548%
Felsiki, Noah 1o711/08 o with orange background 3251 60140 26.00%)
| Kersey, Jang | A4 1 2145 | and white font color 5877
& |Merna, Thomas 1/15/10; 3 2260 TEEAS T @7auLr . 70.74
| polity, Sherry ! 11/15/08 2 4925 | 1825 89881 187.04 | 35,95
frasad, Rao i 2/15/08: o 3350 935 31323 ; 3 8]
I\iashinglan, Yolanda | 5/11/06 2 2375 1,88219 =*— -g?;?:rmat 1
= apapa b 1965 157200 240l — === 1N
: 1 1
L B . \ - 59850 _ $12,12233 ; $2,60271 % 48489 %
. dates formatted | * {3 6650 | §19.33| 4134603 328919 55388 /003
row helght - | to mm/ddlyy 3 8000 | $7585 $2,068.00 $444.26 | §a272 | §LS4102
increased | style g 3380 $9.35 $313.23 | $68.91 $1283 |  $20078

(b) Formatted
Worksheet

data centered
in cells

Curreﬁcy
style format

Percent
style format
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identify how to format various elements of the worksheet. ' Plan
As you have learned, applying proper formatting to a worksheet improves its appeal and Ahead
readability. The following list includes additional worksheet formatting considerations.

(]
[
1]

-
o
)

o

L]

@
W
b

IH |

. Consider using cell borders and fill colors for various portions of the worksheet. Cell
borders, or box borders, draw a border around a cell or range of cells to set the cell or
range off from other portions of the worksheet. For example, worksheet titles often
include cell borders. Similarly, the use of a fill color in a cell or range of cells sets off the
cell or range from other portions of the worksheet and provides visual impact to draw
the user’s eye toward the cell or range.

Use good judgment when centering values in columns. If a cell entry is short, such as the
dependents in column C, centering the entries within their respective columns improves
the appearance of the worksheet.

Consider the use of a different theme. A theme is a predefined set of colors, fonts, chart
styles, cell styles, and fill effects that can be applied to an entire workbook. Every new work-
book that you create is assigned a default theme named Office. Excel, however, includes a
variety of other themes that provide a range of visual effects for your workbooks.

Apply proper formatting for cells that include dates. Excel provides a number of date
formats so that date values can be formatted to meet your needs. How you decide to
format a date depends on a number of factors. For example, dates that include years
both before and after the year 2000 should be formatted with a four-digit year. Your
organization or department may insist on the use of certain standard date formats.
Industry standards also may indicate how you should format date values.

The following outlines the formatting suggested in the sketch of the worksheet in
i'gure 2-3 on page EX 70.
1. Workbook theme — Tirek

2. Worksheet title and subtitle

a. Alignment — center across columns A through J

b. Cell style — Title

c. Font size — title 18; subtitle 16

d. Background color (range A1:J2) — Orange Accent 1, Lighter 60%

e. Border — thick box border around range A1:J2
3. Column titles

a. Cell style — Heading 3

b. Alignment — center
4. Data

a. Dates in column B — mm/dd/yy format

b. Alignment — center data in range C4:C12

c. Numbers in column D — Comma style and two decimal places; if a cell in
range D4:D12 is greater than 70, then cell appears with background color of
orange and a font color of white

d. Numbers in top row (range E4:14) — Accounting number format

e. Numbers below top row (range E5:112) — Comma style and decimal places
5. Total line

a. Cell style — Total

b. Numbers — Accounting number format
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6. Average, highest, and lowest rows
a. Font style of row titles in range A14:A16 — bold
b. Numbers — Currency style with floating dollar sign in the range E14:116
7. Percentages in column J
a. Numbers — Percentage style with two decimal places
8. Column widths
a. Columns A, B, and C — best fit
b. Column H — 10.22 characters
c. Column D, E, and ] — 7.56 characters
9. Row heights
a. Row 3 — 48.00 points
wT b. Row 14 — 27.00 points

c¢. Remaining rows — default

To Change the Workbook Theme

The "Trek theme includes fonts and colors that provide the worksheet a professional and subtly colored
appearance. The following steps change the workbook theme to the Trek theme.

o | Themes button | | Page Layout tab |

e Display the Page i
LayOUt tab Page Layout AT Thedew T g i y d e
Lj] llé ]E j [‘E [__;j E I;Tﬁ £ wadthy |Autn|r|alic *:| Gridlines , Headlngs [ ) Bring Foiward ~ {24
i_'i 4] Heigh: Autumalli: v | B view D View + B Send Backward - [£j6

Marglns Orientation  Size Print Breaks Background Print

® Click the Themes

button (Page Layout o S Titles | B scae 100% || [ print l_] Print E,%,)s:l:cuon Pane SR
r I =1/~ Scle to Fit ii | SheetQptioris: i i | trangi
tab | Themes group) A A N[ [Aa A 1 SCYN.
to display the Themes | masnnm | | | womowe ff) | oemen e ———
ga”ers y Madile Wewsprint Opulent Oriel Ef:;l'- _f_:;;}_ ra_',__,i_ _A-I_____J 1 _[____‘__ L fosM
' Aa '} Aa Aa Aa —! Themes gallery
rmaies —rany l ———— E —1 =l I - =
e Scroll to the bottom me-wa | [eeaen I |casmve ) [Teeeec Ll iy I I i .
of the ga||ery L 2 Jper | TerpechE i { Rate |Gross PayiFedura!TsstateTnu NetPay Tax% |
. Aa | A 20.5 1337,62%| 208.9271. 53505 9951929  0.256
(Figure 2-31). i 1] || | 25.85  2068| 46A.2992. 8272 1541,021] 0.254826}
Slipstream Solstice 1260 8127 178,794, 32508 601.398 0.26'
(F) Experiment - i 21,45] 1069.325 3179011 58,773 1092651 0.256353.
3&,’-3 A?- H fale [ 226/ 176805 37mo078) 70738 1324704 0.250924 !
® Point to several | frek === M8 ee=mn] ) S i 1| | 10.25) @98.8125  107.030 359525 675.8221 0.248095, [
= Trek Urban Veive Waveform | Fropy) B L b b e : = 1
themes in the theme ey | 935 313.225 66,9095  12.529) 2317965 0.26/ A
e L e 2d,75) 1862.188 403.3805| 75,2675 140357 0.254315] I I
Themes gallery ha MlAa W Aa_W|Aa ]R 19.65 1572 340.4096)  62.08) 1160.63 0.256596)
to see a live preview mamaon | | momms ] |wmicun [ | wmnnen 12122.33 2602.707/ 484053 9034725 0.254704
of the themes Decatur Byl Sketchbook SOMO ¢‘533333 1346,925 289.1896 53.877 1003858
. f;-j] Browse for Themes, ., 2505 2060 A44,3592 02,73 1541021 0,26
<« | Why should | change &) save Current Theme... 9,35 313.225 66.9095/ 12.529) 23178651 0240095
| . — it | |
' g the theme of a M T T |
workbook? 18] | | - |

.- A company or : I
department may — i . E—

[ standardize on a Figure 2-31

specific theme so that

all of their documents have a similar appearance. Similarly, an individual may want to have

a theme that sets his or her work apart from the work of others. Other Office programs,

such as Word and PowerPoint, include the same themes included with Excel, meaning that

all of your Microsoft Office documents can share a common theme.
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o Click Trek in the B! TR TARTrer e vy Porel e o e
Themes gallery to e | sert | Page Loyout | ; bR e e 4
change the workbook .. n.—.,..,,, Dl Li ]D M& - \ﬂ o] Wldth lAutomatic * | Gridlines eadings ~ @ Bring Forward ~ |a N
theme (Figure 2_32) ” %::“:; Margins Orlentation Size  Print Breaks Background Print | SIU Helghts} Autnmnﬁl: .ll B view bt | “Smd o !ﬂ‘ g

N N . Arear - Titles | B8 Scale: [1oex 2| 2 prnt print | Ry selecion Pane 541
Themes Fage Setup s Seale bo Fit ia| Sheetdpbom 1L Asiange

(a]
1.
()
-
Q.
(]
=
(@)
Q
(]
x
7]

T B - =
Tna Moblle Masses Store |
jeeldy Payrall Report

font of worltsheet ulis !
' reflects theme's default font

| |Hours [Hourly | i
Emplayee  Hire Date | Dependents Worked PayRate |GrossPey | Federal Tax State Tex |NetPay Tax %

harvat, Err  3/3/2000 1 6525  205|1337.625 2889271 5305 9951920  0.256
6/14/2010 2, 80 2585 2068 444.2502|  £272] 1541021 0.254826|
| Fetsd, Noar 10/11/2008 0 845 126| 8127| 178794 325081 601398 026
prsey, lan  3/4/2011 1 685 2145 1460325/ 317.0011| 58.773] 1092651 0.256359
fia, Tt 1/15/2010 al 7828 226/ 176845/ 3730078 70738| 1324.704 0.250924
Shen 11/15/2008 2 4925 1825 A9AG125 187038 359525 6758221 0.248095
|Prasad, Ran  2/16/2008 0 335, 935 31322 689095 12520 2317865 026/
Washington, 5/11/2006 2 7925 2375 1882188 403FE0S, 752875 140352| 0.254315
|Zica, James, 4/14/2011 1| 80/ 1965 1572 3404896 6283 1168.63; 0.256596
: | se85  1212233( 2602707 484.893| 9034.725| 0.254704|
________ | 1.333333 665/ 1933333 1346 925 2801806  53877| 1003.858 R
a B0 2585 2068 44425021 8272 4541021 026 -
0 335 935 313225 689005] 12520 2317865 0248095
! | | |
| | |
|
1
| . = = i
| I | |
| | | | \
Figure 2-32

Why did the cells in the worksheet change?

The cells in the worksheet originally were formatted with the default font for the default
Office theme. The default font for the Trek theme is different from that of the default font
| for the Office theme and, therefore, changed on the worksheet when you changed the

| theme. If you had modified the font for any of the cells, those cells would not receive the
| default font for the Trek theme.

To Format the Worksheet Titles

The following steps merge and center the worksheet titles, apply the Title cells style
to the worksheet titles, and decrease the font of the worksheet subtitle.

Display the Home tab.

select the range to be merged, A1:J1 in this case, and then click the Merge & Center
button (Home tab | Alignment group) to merge and center the text in the selected range.

Select the range A2:J2 and then click the Merge & Center button (Home tab | Alignment
group) to merge and center the text in the selected range.

Select the range to contain the Title ceII style, in this case A1:A2, click the Cell Styles
button (Home tab | Styles group) to display the cell styles gallery, and then click the Title
cell style in the Cell Styles gallery to apply the Title cell style to the selected range.

®© © 0 00

select cell A2 and then click the Decrease Font Size button (Home tab | Font group) to
decrease the font size of the selected cell to the next lowest font size (Figure 2-33 on the
following page).
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Q&A

Color Selection

Knowing how people
perceive colors helps you
emphasize parts of your
worksheet. Warmer colors
(red and orange) tend to
reach toward the reader.
Cooler colors (blue, green,
and violet) tend to pull
away from the reader.
Bright colors jump out of a
dark background and are
easiest to see. White or
yellow text on a dark blue,
green, purple, or black
background is ideal.

To Change the Background Color and Apply a Box Border to the Worksheet

Title and Subtitle

What is the effect of clicking the Decrease Font Size button?

When you click the Decrease Font Size button, Excel assigns the next lowest font size in the Font
Size gallery to the selected range. The Increase Font Size button works in a similar manner byt
causes Excel to assign the next highest font size in the Font Size gallery to the selected range,

" Increase Font Size button | Decrease Font Size buttonJ Cell Styles button

AP s v wieh|
= T
s \ Home " fntert  Fage Liyol! Dats TRaview LY foe - "
& . : a; = :_ = - — G=lnset~ E |
ﬁ : [Franklin GothicMi~ (16 = AT TA | = g[;j B E | Genenl il ; s
e | a| - BEK S A% sE=s & = B % 9 98 | Canditional Format Cell 3" Deete - 1.
aste | v il v v Ly | = iE X - - 1 5 %0 = nditio Of s, N
S 4 IRSE SNk b . = = iy ) % =% Formatting = s Table - Styles * g Format + | e W
Clipboard Fant ol fgnment e i Stylel “ells i 3
: Merge and Center button I —= :

A2

THIETH I | L_ i ‘_ ﬁ.'; y

O i Ziaa ik

Tt ize oF The Mobile Masses Store

 worksheet =
ubtile —— Biweekly Payroll Report 7
.  decreased Hours Hourly - :

Tax % |

@ |Frpployes [Hire Date DependentsWorked  PayRate  ‘Gross Pay ‘Federal Tax State Tax Net Pay

Figure 2-33

The final formats assigned to the worksheet title and subtitle are the orange background color and thick box -
border (Figure 2—30b on page EX 92). The following steps complete the formatting of the worksheet titles. |

(1)

e Select the range
A1:A2 and then click
the Fill Color button
arrow (Home tab |
Font group) to display
the Fill Color gallery
(Figure 2-34).

@ Experiment

» Point to a number of
colors in the Fill Color
gallery to display a live
preview of the color in
the range AT:A2.

e Click Orange,
Accent 1, Lighter 60%
(column 5, row 3)
in the Fill Color
gallery to change the
background color
of the range of cells
(Figure 2-35).

fil” button arrow =

Home

el N L]

a=lnsert  E 7

ﬁ“Delete' ' i

| Frankiln GathlcMi~ 18 = 1

A — -
Paste | I 1o (RN A - = {F & = v % v | | Conditional Farmat  <ell "
R 4 i u S — — = i @ Formatting = as Table = Styles = (B Format *
Theme Colors Ia Number " fyies | Calls

A AEEEEER
T LT L

i = '
: ——1=F | desired baukground color 'II_:’_. )
ile Masses Store

| Standerd Colors 3 "rmgg it

"~ Flli Col |

/ Rate J:l-co!?rga"e-“_-'-_ITaxthaua"Tent NetPay  Tax%
205 1337625 288.9271  5IB05 9951629  0.250
B0 25.85: 2068 444 2652 8272 1541021 0254826
645 126 8127 178794: 32508 601390 0.26"

9' 9 More Colors...

Figure 2-34

e B ¥4

| Home

File "Pag Y . P |
ﬁ * FrankiinGothicMi- |10 <1 X & | = =& 9~ & G-,;,,,,_ -___-__ﬁ- i __ﬁ w Zenset 7
Ee R = 5 i | I - | G% Delete - a" ]

Paste I Uyt A E=EE = § - 9, 3 | %3 9 Conditional Format Cell | .|
M | E !rl_iﬁ_.'ﬁ'_q E E @ﬂ : ®>9 Formatting - 35 Table - Styles ¥ {8 Format~ | k3 |
" o\

Cliphoard backgrounqof range Alignment fa Number 5 Stylei Cells ot

Al:A2 s ang

Ile Masses Store

.l_. - | : e
| Hours Hourly
el mployer  Hire Date Lt bavRate  Gross Pay Federg] 1a

Figure 2-35




, Click the Borders

putton arrow (Home
tab | Font group) to
 display the Borders list
. (Figure 2-36).

® Click Thick Box Border
in the Borders list to
display a thick box
border around the
selected range.

* Click anywhere in the
- Worksheet, such as
cell A18, to deselect
 the current range
(Figure 2-37).

Prasad Rag  2/15/.

5_||,| Employee  Hire Date
oharval, Err
\Chen, Bin

439 \Totals

Bottam Border
. Top Barder

Left Border

Right Border

No Border
All Borders
‘Hire Datl [ outside Borders

Thlck Box Bovder

Bottom Dnuble Bordev

Thick Bottorm Border

Felski, Noak lO_/:l._;l/
Kers_ay,]ani
Merna, Thor
Poliitt, Shert 11__/1_5/

Top and Bottom Border
Top and Thick Bottom Border

Tap and Double Bottom Border
/ Draw Borders
e Draw Border
Draw Border Grid
! Erase Border
Line Color

" Line Style

More Borders..,
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Canditional
Folmatting < as Table v Styles~ | {EFormat -

SeInsert =

Format  Cell

b3

|§*Delete- | {ﬂ'
2 f

Federal Tax State Tax  Net Pay
53505 <

82 72
32.508
58, 7735

288.9271
e 4442592
8127, 178794
225 LT 11
Borders gallery ?B=
8988125 167.038
313225 689095,
1882188 4033805
1572 3404896
1212233 2602707
1346.925 280418596
2068 444, 2502
313225: 68.9095

126

| 2105
1825
9.35

| 2375
19.65

2585
935

| Spu—
= e
¥ {Franklin GothicBe » |11 vi A" 4

da-
g BZU-H-iO-A

L |

Taw %
9951929
1541,021

601.398
10916’61

0254826,
0.26(

0256

0256359

70.738; 1324.704! 0.250924:

35

12529/ 231.7865

75.

62.68
484,803
SIBTT
82,72}
12520,

RTE
Conditional
. | Formatting ~ as Table ~ Styles v

9525 675.8221| 0.248095
0.26

140352 0254315

116863 0256596

9034, 126 0.254704
1003.858|
1541.021,
231.7865|

2875

0.26
0.248005!

'“Insevt o
¥ Delete ~

@Forma! i

Cells

Format  Call

Q-

I

Deplendents Worked
 thick box border surr_t;unds 0]
worksheet title and subtitle | 80/
(in cells A::A2 54.5 |
Jrd/ 20111 BAS
_ 1/15/2010! 78.25
4995

335

2 7925
4/14/2011 _ a0

zpa Jamas.

085

Hourly
Pay Rate
205’ 1337 625
2585, 2068
126 8127
2145 1469325
226 176845
1825 8988125
935 313,225
2375 1882188,
19.65 1572
1212233

G Q05

Flgure 2-37

288.92711
444 2502
178 794
317.9011
3730078
167.038
68,9095
403,3805
340 4896
2602,707

32.

58,

70

35.9525
12' -
752875

6

484 893

.I'..,i—LI» b -J'I
| |

Gross Pay Federal Tax|state‘|‘au NatPay Tax %
53505| 9951929
82 72}

0.256:
1541.021! 0.254826'
601398 026
1092651 0256359,
1324704 0250924
G75:8221 0.248085
2317865  0.26,
140352 0254315
1168.63; 0.256596,
o 254704

508’
I7s:
738
529 :

2.88

“Other Ways

1. Click Format Cells Dialog
Box Launcher (Home
tab | Font group), click
appropriate tab (Format
Cells dialog box), click
desired format, click
OK button

2. Right-click range, click
Format Cells on shortcut
menu, click appropriate
tab (Format Cells dialog
box), click desired format,
click OK button

3. Press CTRL+1, click
appropriate tab (Format
Cells dialog box), click
desired format, click OK
button
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Background Colors

The most popular
background color is blue.
Research shows that

the color blue is used

most often because this
color connotes serenity,
reflection, and proficiency.

BTW

total row formatted
 with Total cell style

To Format Dates and Center Data in Cells

EX 98 Excel Chapter 2 Formulas, Functions, and For|

matting

To Apply a Cell Style to the Column Headings and Format

the Total Rows
As shown in Figure 2-30b on page EX 92, the column titles (row 3) should have
row 13) should have the Total cell style. The

the Heading 3 cell style and the totals row (
summary information headings in the range A14:A16 should be bold. The following steps
assign these styles and formats to row 3 and row 13 and the range A14:A16.

Select the range to be formatted, cells A3:J3 in this case.
Apply the Heading 3 cell style to the range A3:J3.
Click the Center button (Home tab | Alignment group) to center the column headings.

Apply the Total cell style to the range A13J13.

00000

Bold the range A14:A16 (Figure 2--38).

Format Cells:Number Dialog
Box Launcher button

l Bold button I I Center buﬁorLl

T

BN L

Eili Home I tnaent ut” -
— ey a . .

i !' ¥ odumcoticoc il < A & =kl ¥ | @ [Genen Genset~ X
Past il 2 g | canditional  Format < @ oete | [l
aste |l I v v - | BE S = PURE JERU AR - ondtional  Forma el | 4

ste o[BS U O~ A E iEtE M % v 1R | Forating 3 T 554~ B romat~ | @ §
Chiptoard Font i | (% Nimber s Ttyles ! Celis |

m—————

Hourly | 1
Rate |Grass Payfederal Ta) State Tax | Net Pay | Tax% |
205 1337.625 288.9271 53505| 996.1929 0.256

| Hours

Employee | leg_qatg'__lJupg'Eggnh WQr_kfd if’_ﬂg
6525

4 |Charvat, B 3/3/2009 ] 1 ] |
Chen, Bin | 6/14/2010 2! 80| 2585/ 2068| 444.2592 B2.72 1541021 D.254826]
| Felstd, Noat 10/11/2008 0| 64.5| 126 B127 478744 32508 501,398 026
Kersey, Jant  3/4/2011] 1 685 2145 14693251 3179011 56 773/ 1092.§51_|__o.256359i
Mema, Thor  1/45/2010 3 7825 226 176845 3730078 70736 1324704 0250924
pallitt, Shert 11/15/2008 2 49.25 1805 8088125 1B7.038 35.9525| 6758221 0.248095|
Prasad, Reo  2/45/2008 o) 335 036 313226 68.90% 12520 2317865 026
glon,  5/11,/2006 2 71925 2375 1882188 4033805, 752875 140352] 0254315
4/14/2011 1 8ol 1965 1575 3404896 6288 116863 0.256596
B A e, = T T a af 2l AR e
. | 5985 121223 2602.71_484.803 9034.73 0.2547
i Swasa| 665 1039339 1346925 289.1896) 53877 1003658
range A1HA1E |30 80/ 2585 2068 444.2592! 8272 1541021, 0.26
formattedbold |0 o551 o35 313225 68909 12520 2317865 024609, |
| | { | |

Figure 2-38

With the column titles and total rows formatted,
the dependents in column C. The following steps format

range C4:Cl12.

the next step is to format the dates in column B and center
the dates in the range B4:B12 and center the data in the




=, select the range to
contain the new date
format, cells B4:B12 in
~ this case.

. Click the Format Cells:
- Number Dialog Box
Launcher (Home tab |
Number group) to
display the Format
Cells dialog box.

« If necessary, click the
Number tab (Format
Cells dialog box), click
Date in the Category
list, and then click
©3/14/01 in the Type list
to choose the format
for the selected range
- (Figure 2-39).

o Click the OK button
(Format Cells dialog
‘box) to format the
“dates in the current
column using
- the selected date
format style.

® Select the range C4:C12
. and then click the

- Center button (Home
tab | Alignment group)
1o center the data in
the selected range.

 deselect the selected
~ fange (Figure 2-40).

the dates in column C.

ﬁ [ prankin Gothic Be - |11

Home | r

Date selected

e

Number

-
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[?aa Cells
'-' ,]'(iiallo,g'-l usr“'

B

Type:

= lnsert =
E* Delete =
lé’jFom\at‘ | <

*3/14f2001

in Category list

&)

Employee | Hire Date Jependent: Worked

14=Mar-01

| *Wednesday, March 14, 2001 ii
. 03/14/01 style .
03140 L selected in Type list (S|
14-Mar.

] O.2§4826|
g oz

Locale ﬂ:cﬂ.rml}c_ .
| [English u.s.)

-

|| Date farmats
|| astorisk (*) respand to
operating system,

dlf.; and time serlal pumbars a5 date valies, Date

furinats that
anges In regions! date and tme settings thal are specdied feir the
Forimats without an asterisk are ol affected by Dperating system settings.

1] I 0250024
i | 0,248095
B 0_2_65

— = B 0256359

jin with an

OK button

Hourly
Pay Rate

| Hours

Charval, B 3/3/09.
Chen, Bin 6/14/10 |
Felski, Noaf.  10/11/08
Kersey, Jani  3/d/11 l
g Thay | 4/45/10
| Poiitt, Shery  11/15/08
Prasad, Rag  2/15/08
Washington,  5/11/06

1

Le]

3

1

2
o
2

El

65.25

Gross E
— tp 205]4337] cell E4 selected
| 80 J 2 X

2

| eas 26 8127 178.79%4
| e85 2145 1460325 317.9011
| 7825 226| 1768.45| 3730078

| 1825/ BoBB125| 187.038!

49.25
335/ 935 313,225 689095

| 7925 2375 1882188 4033805

| 80; 19.65 15727_340.4896|

tate Tax NetPay Tax%
63506 9951020 0256
- 8272( 1541.021 0.254826)
32508 601398 026
58.773| 1092 651 0.256359
70738 1324.704 0.250924
359625 675.8221| 0.248095|
12520/ 231.7865 0.26.
75,2875, 140352 0254315,
5288! 1168.63] 0,256596

ica, James|  4/44/11 |
! N

5985

4121223 2602.71 484.893 9034.73] 0.2547 |

style for

665| 1933333 1346.925 2894896
B0l 2585 2068 444.2592
335

935 313225 689095

Il::ia'té c'en.t'e'i_'ed
range GhC12

Figure 2-40

Can | format an entire column at once?

| Yes. Rather than selecting the range B4:B12 in Step 1, you could have clicked the column B
! heading immediately above cell B1, and then clicked the Center button (Home tab | Alignment
group). In this case, all cells in column B down to the last cell in the worksheet would have

! been formatted to use center alignment, This same pro

53877 1003858 |

8272| 1541024 026

12529 2317865 0.248095 |
| |

cedure could have been used to format

(PR ] T
| OtherWays
1. Right-click range, click
Format Cells on shortcut
menu, click appropriate
tab (Format Cells dialog

o __T_.'_ﬂT‘iIT\__.f.'T_ F = =

box), click desired format,
click OK button

2. Press CTRL+1, click
appropriate tab (Format

Cells dialog box), click
desired format, click OK
button

)

™
£
Q
-
o
n
£
U
@
v
e
W




-DTW

EX 100 Excel Chapter 2 Formulas, Functions, and FOrmatting

Formatting Numbers Using the Ribbon

As shown in Figure 2--30b on page EX 92, the worksheet is formatted to resemb,
an accounting report. For example, in columns E through I, the numbers in the first I
(row 4), the totals row (row 13), and the rows below the totals (rows 14 through 16) h;
dollar signs, while the remaining numbers (rows 5 through 12) in column E through
column I do not.

Plan Determine proper formatting for cells that include currency and other
Ahead numeric amounts.

» To append a dollar sign to a number, you should use the Accounting number format. Exc
displays numbers using the Accounting number format with a dollar sign to the left of
the number, inserts a comma every three positions to the left of the decimal point, and
displays numbers to the nearest cent (hundredths place), Clicking the Accounting Numbe
Format button (Home tab | Number group) assigns the desired Accounting number form:

* When you use the Accounting Number Format button to assign the Accounting number
format, Excel displays a fixed dollar sign to the far left in the cell, often with spaces
between it and the first digit. To assign a floating dollar sign that appears immediately to
the left of the first digit with no spaces, use the Currency style (Format Cells dialog box).
Whether you use the Accounting number format or the Currency style format depends on
a number of factors, including the preference of your organization, industry standards, an:
the aesthetics of the worksheet,

 The Comma style format is used to instruct Excel to display numbers with commas and no
dollar signs. The Comma style format, which can be assigned to a range of cells by clicking tt
Comma Style button (Home tab | Number group), inserts a comma every three positions to
the left of the decimal point and causes numbers to be displayed to the nearest hundredths.

To Apply an Accounting Number Format and Comma Style Format Using the Ribbo

The following steps assign formats using the Accounting Number Format button and the Comma Style
button (Home tab | Number group). The Accounti ng Number format is applied to the currency amounts in rows-
and 13. The Comma style is applied to the range 14:112 and to column D (Hours Worked).

1)

¢ Select the range to contain the
Accounting Number Format, cells

E4:14 in this case. = L Geinen- | 3 A 4 ,
L p—— \ c”.é‘f“m|=ce-;@-%(ﬂi
. . .l = ; } 3 | Conditional Farma el | k S0t & Find &
e While hO'dlng down the CTRL key, Formatting - as Table ~ Styles - | (4 Pt - 1 2" Filtar = Serl‘ed"
select the range F13:113 to select the ,L_( Eii}f‘.’f""""ﬂ‘_. A= "‘“"E’:' — el S50 E »
. IM{F&:F
nonadjacent range. = - ————: R e e =i
lig to) =l L__E f Number group 1 = _G_——-—- ]_-- "f.f i ] I S S
e Click the Accounting Number The Mobile wasses store : ' _
Format button (Home tab | Number Biweekly Payroll Report .
group) to apply the Accounting Hours  Hourly
. . dent: Worked  Pay Rate Gross Pay  Federal Tax  State Tax Net pay Tax %
l —-— —— - ———— e + e P —— ——
n.umber format with fixed c'iollar 6525 § 20850 § 133763 $§ 28803 § 5351 § 99519 0.256
signs to the selected nonadjacent 25.85 2068 44425021 8272 15410208 0254826
ranges (Figure 2-41). __ 12,6 812,71 178 794 32508 601.398 0.26
) ) Excel displays 2145]  1460325) 317.9011 58773 1092.6509 | 0256359
°<a What is the effect of applying nonadjacent ; 22.6 176845  Ara0078 70738 13247042 0.250024
o | the Accounting number format? ;ﬁg?ﬁ;ﬁ;‘i‘r‘]s’:ﬁe (26, 1825 8965125 18703795 359525/ 67582208 0248095
9.35 313.225 BA.O0GS 12520 234 7865 0.26

The Accounting Number Format
button assigns a fixed dollar
sign to the numbers in the

2375 18821875 40338045  75.2875| 140351985. 0254315
a2l 3404896 6288, 11686304’ 0256596
[$12.122.39]'§2,602.71 $484.89 §9/034.73 DI2BA4Y

Accounting number }
format with fixed o
dollar signs B

133 6651 1033333 1346925 280180633  S3877 100385837

ranges £4:14 and F13:113. In each cell -

in these ranges, Excel displays the
dollar sign to the far left with spaces Figure 2-41
between it and the first digit in the cell.

0.26




j.
o Select the range to
contain the Comma
style format, cells

E5:112 in this case.

‘e Click the Comma Style
button (Home tab |
Number group) to

~ assign the Comma

~ style format to

the selected range
(Figure 2-42).

® Select the range to
contain the Comma
style format, cells

D4:D16 in this case.

‘e Click the Comma Style
button (Home tab |
Number group) to
assign the Comma
style format to

- the selected range
(Figure 2-43),
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Comma Style button

armula

= B S Acounting p E ui ‘-Insert M Z ? ﬂ
Bf iB‘ R — 'ﬁ tﬂ . #% Delete ~ N
! - v S Lendl| Sort & Find &
mgtion iﬁ Eg E 2 2 :Iih 4 4 | Farmg! M&‘;hb{tﬂ:[l;mm af‘""“'l‘ (2' Fl?ker' SleTe¢~

Alignment V.| 4 Number T Cells Editing

Excel Chapter 2

|nGoth1chv_|£_'.A‘ Iy
T-i@- %A

Font s

Tax %

Gross Pay | Federal Tax | State Tax Net Pay

Iy0a 1 25 § 20, 37 63 | ' 99519 | 0.256
B/14/10 ' o - ' - ' 2] 0284826
4074308 O 026

3/4/11] | range ESi12. 0.256359 |
/18710 | sefected’| 0.250924
11/1808] 2 | 0248085
2/15/08; O 0.26
| 5/11/06] 2 0.254315;
4714714 1 | 0256595

$12,422.33 §2,602.71 848489I$903473 0.2547

1333333 66 5| 1093393 1346925 289189633 53877 1003.85837
N 3 BO/ 2585  2068| 444.2502 8272 154102081  0.26

0 35 035 313225/ 68.9095] 12520 2317865 0.248095]

Figure 2-42

Comma Style button

= =_= ».- | lmunﬂmr @ ﬂ m .-Insert' ) Z -
— 3" Delete * | @«
- - + Conditional Format  Cell :
=EES # ﬁ m $ Im d 5.'8 Formatting v as Table v Styles ~ mFumatv i ‘2' i
Algnment il Humb

! 0 . Pay Rate | Gross Pay  Federal Tax . ' State Tax ' Net Pay = T
Charvat, Em|  9/3/08. 1 : B0 § 1,39763 § 28803 § 5351 5 99.19
Chen BIn |  6/14/10) 8000 ! 206800 | 44426 8272 154102 0254
Felskd, Noat < . 81270 17879 @251 eo140 o
Kersey, Jant,_a/a/11. 68580, 45° 146033  317.90| 5877 109265 0.256%
Merna, Thor| Excel displays 5 226 1,76845 37301 7074 |
Politt, Sher| {¢ : _ : 898.81 18704 35|
- = : . 31323 68.91 1253 231.79
23.75 188219 403381 7520, 140352 02
1065 | 157200 34049 | 6288
$12,122.33 $2,602.71 $484.89 §9,034. 73
1933333 1346925 280189633 53877 100385837
| 2068; 4442692l 8272 15410208 :
313.225! 689095 12520, 2317865; 0.4

Figure 2-43
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To Apply a Currency Style Format with a Floating Dollar Sign Using the
Format Cells Dialog Box

The following steps use the Format Cells dialog box to apply the Currency style format with a floating dollar

sign to the numbers in the range E14:116.

o Select the range
E14:116 and then
click the Format Cells:
Number Dialog Box
Launcher (Home tab
| Number group) to
display the Format
Cells dialog box.

o If necessary, click
the Number tab
(Format Cells dialog
box) to display the
Number tab (Format
Cells dialog box)
(Figure 2-44).

® Click Currency in the
Category list to select
the necessary number
format category, and
then dick the third
style ($1,234.10) in
the Negative numbers
list (Format Cells
dialog box) to select
the desired currency
format for negative

numbers (Figure 2-45).

How do | select the
proper format?

Q&A

You can choose from
12 categories of
formats. Once you
select a category, you
can select the number
of decimal places,
whether or not a
dollar sign sheuld be
displayed, and how

I Home tab l [ Format Cells dialog box:__l

: Home
1]

ch at Cellz

Number tab L2
- |
) B |
Clipbonrd i |
El4

Employee.
Charvat, £
Bl

KEfsey, Jant
Merna, ThlJrI |
Politt, Sherr |
Prasad, Ran

Washington,

ML._M '

Sample:
| 193333030

General format cells have no specific number forrat.

"’Insert ) ): .

Eﬁ ‘w | &% Detete ~ -
Format  Cell .
as Table + Styles » [’jFarmut"w -

Cells

Zica, James
Totals
Average
15 |Highest
L;Jwest

Homie

iem
ok

Paste

A

Currency style
selected

B Z

|
Employee |

Charvat, £
Chen, Bll‘l

Felsid, Nosf
Kersey, Jang
Netin; Thot

Pollitt, Sher
Prasad, Rao

1'selected

Range E14 I16

Figure 2-44

: Ieff?(ell'c.tf se'lected
WJII.'appea g Dl

7.7t sample
$19 33

\ ——
I Decimal places: [ =

‘number of
Symbol: l—— K.l—'"'“}_

Currency formats are used for general monetary values. Use Accounting formats to align decimal

points in a column.

State Tax | Net Pay Tax

§ 5351 § 09518 O
8272 154102 | 0354
3251 |
osaTT
76.74 |

3595 | 6?&32'02

1253 | 23178 |
7520 1,40352 O.
62.88 | 1,168.63 | D.25¢

348489|$903473 0.

Washingtan;
Zies, Jarnes
Totals
Average

|15 |Highest |

16 |Lowest i

3. 8000
o  3350]

Figure 2-45

negative numbers should appear. Selecting the appropriate negative numbers format is
important, because doing so adds a space to the right of the number in order to align the
numbers in the worksheet on the decimal points. Some of the available negative number
formats do not align the numbers in the worksheet on the decimal points.

31 0.2
m j g Insert - b
¥ Delets ~ j #
Format Cell e I
as Table ~ Styles ~ {8 Format - | <27
f) I
| I
_Net pay Tax
99519 O
i '32?2I 154102 0
il 3251 e0140
: 577 | 109265 0.256
_ 7074 132470 0250
.65 | 67582 0248
1253 29199 |
75,26 1,40352 | 0.2
6288 116863  0.25!
$484.89  §9,034.73 O
00: ¥
23 O_.2___4



¢ Click the OK button (Format Cells (]

Formulas, Functions, and Formatting Excel Chapter 2 EX 103

1. Press CTRL+1, click

Number tab (Format Cells
dialog box), click Currency

3 : 68.91 56|
dislog box) toassign the Currency e 2 B me  aen IR BE - LEE SECE
style format with a floating 'E/ P .50 , 312,121?23_‘_ §2,602.71 $484.89  $9,034.73 | 02547
dollar sign to the selected range 16 tsing Cunency B65Q| 31933 | 434663 §2048 | 36ass $ac03ss|
(Figure 2-46). syleformat with,  pooo| $2588.  $2068¢ $daa26 88272 $154102| o026

Baso | 4035 79/| 0.248095 |
What is the difference between - ; T i
using the Accounting Number i
style and Currency style? :
When using the Accounting Number Figure 2-46
Style button, recall that a floating dollar sign always appears immediately to the left of the first
digit, and the fixed dollar sign always appears on the left side of the cell. Cell E4, for example,
has a fixed dollar sign, while cell E14 has a floating dollar sign. The Currency style was assigned
to cell E14 using the Format Cells dialog box and the result is a floating dollar sign.

Other Ways A SRR il e e

in Category list, select
format, click OK button

2. Press CTRL+SHIFT+DOLLAR
SIGN ($)

‘To Apply a Percent Style Format and Use the Increase Decimal Button

format with two decimal places.

The next step is to format the tax % in column J. Currently, Excel displays the numbers in column J as a
‘decimal fraction (for example, 0.256 in cell J4). The following steps format the range J4:J16 to the Percent style

Percent Style

Increase Decimal

button

button

@ Select the range to format, cell
J4:)16 in this case.

(l_'iome tab | Number group) two
times to display the numbers in the

. o =@ | F ol fimsert - % -
'® Click the Percent Style button (Home | [ ¥ bus . Delete v | -
v = . . = B - =8 nditlonal Form T paas Sort & Find &
tab | Number group) to dlsplay the A E=H Rl $ % 1 I F:vmatt?m* a3 Yabl.e' Slyres' @H"““'- T Fliter~ Se?ect'
. % 5! b W |
numbers in the selected range as a St ' e L. e S
(Ga+Ha)/F4
rounded whole percent. 1
What is the result of clicking the JrJ' {
Percent Style button? S W
| The Percent Style button instructs e _ f
EXCel to di value a pe . Enl:_Wurﬂ_jay_li&te__G_rqgfpy_ EE(EIE_XEG_[_E_T%_ N_EEPEX‘
d|sp'laya L reent | 6525 § 2050 |§ 4,33763 § 28893i% 5351 § 09519
age, determined by multiplying the | @o00| 2585 206800 44426 | 8272 154102
cell entry by 100, rounding the result 6450 1260 81270 17879 3251 60140 |
to the nearest percent, and adding a oaoe :;_':z 1;‘3?2 | 3?730 MK 1‘*22i'$§ i
e i I : ! "1 Excel displays range [~ - =1
5) reent sign. For gxample, when cell asos | 18 Soaal 187] 1416 veime Percent |675.82 |1
4 is formatted using the Percent Style 3350 9.35 313.23 style Jormatl-wllth 231.79 |
) - two decimal places | =~ |
buttons, Excel displays the actual value 7925 2375 188219 403 P l4oas2 |
| I X 57200 | ) 16863 |
' 0.256 as 26%. | 8000 1965 157200 34049 6288  1,16863
| seB50 | [$12,122.33 $2,602.71 | $484.89 : $9,034.73 |
533 6650 §1933  $1,346.93  $28049  $5388 $1,00386 |
: 3 8000 $2585  $206800 $44426  §8272| $1,541.02
8 Q)i . 3350  $935.  $31323;  §68.91  §1253  $231.79
* Click the Increase Decimal button -

Figure 2-47

selected range with two decimal
Places (Figure 2-47).

| Other Ways

menu, click Number t
(Format Cells dialog

1. Right-click range, click
Format Cells on shortcut

box), click Percentage

in Category list, select
format, click OK button

3. Press CTRL+SHIFT+ percent
sign (%)

in Category list, select
format, click OK button

2. Press CTRL+1, click Number
tab (Format Cells dialog
box), click Percentage

ab

~
[
[}
et
Q.
(1]
=
(%)
)]
Lo
x
(YN
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Plan
Ahead

Conditional Formatting
You can assign any
format to a cell, a range
of cells, a worksheet,

or an entire workbook
conditionally. If the value
of the cell changes and

no longer meets the
specified condition, Excel
suppresses the conditional
formatting.

Conditional Formatting

The next step is to emphasize the values greater than 70 in column D by formatting

them to appear with an orange background and white font color (Figure 2-48).

Establish rules for conditional formatting.

« Excel lets you apply formatting that appears only when the value in a cell meets conditions
that you specify. This type of formatting is called conditional formatting. You can apply
conditional formatting to a cell, a range of cells, the entire worksheet, or the entire
workbook. Usually, you apply conditional formatting to a range of cells that contains
values you want to highlight, if conditions warrant.

« A condition, which is made up of two values and a relational operator, is true or false for each
cell in the range. If the condition is true, then Excel applies the formatting. If the condition is
false, then Excel suppresses the formatting. What makes conditional formatting so powerful
is that the cell's appearance can change as you enter new values in the worksheet.

« As with worksheet formatting, follow the less-is-more rule when considering conditional
formatting. Use conditional formatting to make cells and ranges stand out and raise
attention. Too much conditional formatting can result in confusion for the reader of the

worksheet.

To Apply Conditional Formatting

The following steps assign conditional formatting to the range D4:D12, so that any cell value greater than TU':-

will cause Excel to display the number in the cell with an orange background and a white font color.

o Select the range
D4:D12.

e Click the Conditional
Formatting button
(Home tab | Styles
group) to display
the Conditional
Formatting list
(Figure 2-48).

Ty  Pa0e LsCUE ' rord

Conditional
Formatting button
B Insert ~

fagthicBe M Avi = E - l% .-!A-ctnuntinu .’.
$-% 1@ Format  Cell

u- B-iQ-A-|EESER @

s Tabile + Styles * __FE] F

£diting

Eant [ Algnment Lelis
Celis Rules »
'y Top, Rules > s - e Sy
T_.’Ij.,ﬂ{-,"” 1)
rd A m Data Bats 'l m:'| oy I
Hours Hourly | |
Ire Date Jependent: Worked | PayRate | Gross Pay | Fedel [E| colorscaes »upay | Taxx |
Ca@pe 1 § 2050 § 133763 § 09519  25.60%
B/14/10 2 | 2585 208800 HE] wonses » 54102 2548%
iQaamal o 12,60 81270 New Rute |25:00%
renge | 1 685! 2145 1,46033 |G Newrute. «———F O ond [25.64%
o\ M | 2260 1,768.45 \@% Clear Rules rerrror—t 25, 00%
bropoer— 2 18,26 | gosal | Menage Butes.. 67582 24.81%
2/15/08/ O J3E 935 | 31323 6801 1253 | 23179 2600%
5/11/08) 2 79.2 2375 188249, 40338 7520 140352 25.43%!
a/14/11 1 8000| 1065 157200 34049 | 6288 116863  2566%
- 598 50  $12,12233  §2,602.71 | $484.89 | $9,034.73 _ 25.47%
133333 6650  $1933  §$1,4693| §28019| 15388 $1,00386

3 B000| $25.85 | $206800  $444.26 | 48272 $154102  2600%
$635 |  §31323|  §6891| $1253  $23079 24.81%

0! Jas0 I

Figure 2-48
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. ‘Rule dialog box
o Click New Rule in
the Conditional | Home yert ge L Formulas

rmatting list to I e . : = BE N e -
i DA el Cor ) L P

~N
-
«]]
-~
o
(14
L
(¥
[V}
W
X
(1]

,display the New - (B it ce | . a3
. i 3 . s hybes - i Fammat = 3
Formatting Rule r: Btleck A Rulls Type: “Tabie - Shies ; 2
i || | » Format all cells based on thelr values 1 ‘Format only cells ) ety
dialog box. | ot ook cals thet contan <—— that containrule |0
'| » Format only top or bottom ranked values type selected TR AL e (| kil
' cile 'Format onIy » Format only values that are above or below average i PH.-E" _— ~
. ] » Format only unique or duplicate values ST 11 =
'ce”S that contain’ in » Use a formula to doterming which ceds to format n1 w‘}ﬁ‘—f}_l”f‘
~ the Select a Rule Type - Al | de Sy T L AR

o A the Rido Doscription I relational operator |—| value 2 I [ |

area (NeIW F(l;rm)attlng Emp!EWEE_. Format only cells with; 1_IE Ta! i _'_‘Egia, il T_B_X__
Rule dialog box) to chanvat B M| o3 1 — 5351 § 99519 25

- Cell Vahy ter th | Ll sl |} 2 % 2ok

change the ‘Edit the crengin_ || e C TR S| Y 1541.02 | 354
- = 3251 60140 | 26!

‘Rule Description’ area. :ﬂs value 1 e T : =
BFF - Preview; No Format Set | Eormatii ’ — i .

he ‘Edit the Rul Merna, Thor 70741 1,32470 0 25
jE|n the ‘Eait the Rule Politt, Shert - = /5| 67582 24
- Description’ area, click Prasad, Rag | e Che . 1253 | 23179 | 26
the box arrow in the Wastinglon, “SEySpEe . NN 70.20| 140352 6.
% ; Zics, James;  4/14/11 1 _ &noc 19.65 157200 34049 6288 116863 25
relational operator Totals T _ " 598.50 | $12,122.33 $2,602.71 | $484.89 | $9,034.73  25.
box (second text box) |54 'average 1333333 6650 | $4033  $4,34693  $28019  $5388| §$1,00386
to display a list of nest | : [ $2585| $2068.00 72| $1541.02 26,

‘relational operators, - )
Figure 2-49

and then select
greater than to select the desired operator.

~area to enter the second value of the rule description (Figure 2-49).

What do the changes in the 'Edit the Rule Description’ indicate?

| The 'Edit the Rule Description’ area allows you to view and edit the rules for the conditional
ﬂ format. In this case, reading the area indicates that Excel should conditionally format only
cells with cell values greater than 70.

| Format celisdistog box | [ ab

- button (New

li ’ B=insetv = E v |
= " I peiete - | Ili] )

- Formatting Rule &
-I Zdia'log box) to dlSpIay . .{a-| Background Color: Pg_tamCoIorl ) -
i | B e ™ ! l'r;rmatv rCeI{ Y 3
~ the Format Cells - [ . HeCor ] [ aenec  [3] fa e e Biromat - 2= iff

pattern Stylot ]

g dialog box.

|

el Necessary, click

! ‘the Font tab. Click
‘the Color box arrow
(Format Cells dialog
box) to display the

e A o i
s REL |

desired font
color

|
| EBtate Tax | Net Pay Tax §

|
Exgioye

Charvat, Er | ) 5351 5 99519, 254
Color gallery and S (Cren, Bin P fort 8272 | 121 22 =4
‘then click White, Rl jeolor 3251 | 401 260

5877 | 108265 | 256

Background 1 '

7074 | 132a70 50
(column 1, row 1) in i 67582 244
the Color gallery to 40 Prasad, Rao 1253 23179 26{

— ok e v | |
5 [ Washington) | [ e 7520 140352 25
lect the font color. 12 zica, James | — I 6288 | 1,16863| 25§
* Click ; 13 Totals | OK button |—~[m& o) [sae | | $484.89 | $9.034.73 | 254
X ¢k the Fill tab I T — = . == 5388 $100386
Ormat Cells dialog 15 Highest ! 3 8000 $2685 3206800 426 §8272 3154102 264
ox) to display the ""’—;E_‘anest : 0 3350' $935 $313.23 §58.91  $1253 fogiro 248
Fill sh ——— S ——— =
Sheet and then . . - |
click the orange color in - Figure 2-50

- ©lumn 5, row 5 to select the background color (Figure 2-50).
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New Formatting .

e Click the OK button

(Format Cells dialog
box) to close the . _ = - : ,
Format Cells dialog : _ — ' : - it ol

box and display the it

» Format all cells based on their values

New Formatting R || Crrre
Rule dia log box with | || » Format only top or bottom ranked values
. = + » Farmat only values that are above or below average

the deSl red font | | | » Format only unique or duplicate values Preview hox displays
a nd backg round =3 » Use a formula to determine which cells to Farmat format assigned

[ displ di " 7 to cell in selected
colors displayed in | Edk the Rule Description: _ A range if value in cell
the PreVIeW bOX i st 1 Format only cells with; G JEm 2 iLd F= N_Et Pay LE

B272 | 154102

3251 601.40 |

5877 1,00265 |

7074 | 132470

35.95

1253 23179 |

Pl Y 7629 1,40352 |

. 1965 157200 34049 | 6288 116863

| 59850 | 1$12,12233 $2,602.71 $484.89 | $9,034.73 | 25

1333333 6650 §1933  $1,3dl#93  §280.10| 95388 $1,00386 |
3, 8000 42585  $206800 | $44426| $8272  §154102

0  33@E0 §935 $31323 | 6801 $1253

(Figure 2_51). rarvt, &t B feivis ) fgmrtn 7 Tl [0 | B 2

Preview:

©

e Click the OK button to
assign the conditional gt | !
format to the selected = | Franki GothicBe |11 +| A” a”
range. il - @ d A=

;“'Iﬂftl‘t - r -

Canditional Format  Cell
Formatting » as Table v Styles thal'

® Click anywhere in the
worksheet, such as
cell A18, to deselect
the current range
(Figure 2-52).

5 T N,
'III|I'HI eSS O

- Hours  Hourly |
Empluyee| Hire Date dependent: Worked | Pay Rate | Gross Pay | Federal Tax | Gtate Tax | _Net Pay | Tax
| at. Ef 3/3/09: 1 6525 '§ 2050, % 133763 § 28693 § 5351 % 09519 | 25
Chen, Bin | 6/14/10| 206800 444.26 | 8272 154102 |
Excel di.sblays numbers J284.1 CL B0
i greater than 70 in range T i
# D4a:D12with anorange | 7074 1,324,70
. background and white 1 3595 | 675.82
font color = -
2 R v 1253 23179
5/11/08| 1,882 19 403,38 7529 1,40352 |
4/14/11 | 157200 | 34049 6288 1,168.63
! 598.50 $12,122.33 | $2,602.71
[ 1333333, 6650 33| $1,34693 1 $28010| $53.88 $1,003.86
31 B0O00 $2585| $206800  $44426  $8272  §1,541.02
0 a3so 35 smd23| 8881 42531  $23179

Feisld, Noat  40/11/08,
Jasa1

1/15/10
11/15/08!

2/15/08

PO W On

Figure 2-52
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conditional Formatting Operators

As shown in Figure 2-49 on page EX 105, the second text box in the New Formatting
Rule dialog box allows you to select a relational operator, such as less than, to use in the
condition. The eight different relational operators from which you can choose for conditional
formatting in the New Formatting Rule dialog box are summarized in "Table 2-5.

Table 2=5 Summary of Conditional Formatting Relational Operators

relational Operator Description

Cell value is between two numbers.

Cell value is not between two numbers.
Cell value is equal to a number.

Cell value is not equal to a number.
I'ge_ll'val'ue'.is,g_'l_',eater-than a number.

e
Cell value is less than a number.

= Jess than
%E‘eéter than or. equal to : Cell valué_;isﬁ?eatér than or equal to a number.
L less than or equal to Cell value is less than or equal to a number.

Changing the Widths of Columns and Heights of Rows 3| hidden Rows and

Columns
. . @
f When Excel starts and displays a blank worksheet on the screen, all of the columns For some people, trying to
have a default width of 8.43 characters, or 64 pixels. These values may change depending unhide a range of columns
on the theme applied to the workbook. For example, in this chapter, the Trek theme was EISRE=osElEANge
, : . ) . frustrating. An alternative
applied to the workbook, resulting in columns having a default width of 8.11 characters. A | i to use the keyboard:
. character is defined as a letter, number, symbol, or punctuation mark in 11-point Calibri select the columns to

‘_.-E_font, the default font used by Excel. An average of 8.43 characters in 11-point Calibri forit | the right and left of the
" will fitin a cell hidden columns and then

press CTRL+SHIFT+) (RIGHT

ey
: Another measure of the height and width of cells is pixels, which is short for PARENTHESIS). To Use the

| ~ picture element. A pixel is a dot on the screen that contains a color. The size of the dot keyboard to hide a range
'~ is based on your screen’s resolution. At the resolution of 1024 x 768 used in the Office of columns, press CTRL+0

(zERO). You also can use

~and Windows chapters in this book, 1024 pixels appear across the screen and 768 pixels :
the keyboard to unhide a

."r‘_'a . . .
:P:t}l:pear down the screen for a total of 786,432 pixels. It is these 786,432 pixels that form range of rows by selecting
| the font and other items you see on the screen. the rows immediately

o' The default row height in a blank worksheet is 15 points (or 20 pixels). Recall above and below the

from Fxcel Chapter 1 that a point is equal to 1/72 of an inch. Thus, 15 points is equal to hidden rows and then
pressing CTRL+SHIFT+( (LEFT

“about 1 i e I, : ; N I
o /5 of an inch. You can Lh.mg':. the width of the columns or hugh.t of the rows at PARENTHESIS). To use the
a0y time to make the worksheet easier to read or to ensure that Excel displays an entry keyboard to hide a range
: l‘-‘propeﬂy in a cell. of rows, press CTRL+9.

B When changing the column width, you can set the width manually or you can instruct Excel to size the

'_'?9111111n to best fit. Best fit means that the width of the column will be increased or decreased so that the widest

¥ T{Itry will fit in the column. Sometimes, you may prefer more or less white space in a column than best fit provides.
‘0 change the white space, Excel allows you to change column widths manually.

. When the Fnrm::ft you assign to a cell causes the entry to exceed the width ofz? column, Excel automatic:a'ﬂy

- “Nanges the column width to best fit. If you do not assign a format to a cell or cells in a column, the column width
"l remain 8.43 characters. To set a column width to best fit, double-click the right boundary of the column heading

Dove roy 1.,

10, The steps on the following pages change the column widths: column A, B, and C to best fit; column H to

- <2 characters; and columns D, E, and J to 7.56 characters.
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o
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¢ Drag through column
headings A, B, and C
above row 1 to select
the columns.

Vizws

Pa— i — =l Zelnse . -
columns A, B, A= 5‘@ Moo |Ep | Ganer) | Fﬁ ]ﬂ u noet
Qe GElesi by 7 L ] j | % o | %} & Conditional Format el i o

| Faimatting » a5 Table ~ Stylas™ |

¢ Point to the boundary b Ll e ;‘(‘)"r‘gf‘t"g"”:}:;;&'gtf'”g 5 Styies. | o
on the right side of column € R —
. = -"\-Eﬁi Wf ;ﬁ
column heading C ' - . he Mobil:
4 P )| 114 A
to cause the mouse : y {
pointer to become 4 — Hm”y

worked Pay Rate | Gross Pay | Federal Tax | State Tax  Net Pay
6525 |% 20803 133763 § 28893 § 5351 § 99519

a split double arrow
(Figure 2-53).

. 25,85 2,068.00 444.25 154102 |
What if | want to 1260, 81270 17879 3261 60140
malke a large change i45 146933 3790  B617| 100265
to the column width? 2260 476645 97301, 7074| 13
1A.25  B9ABL | 187104 | 3595
if you want to increase 2.35 1323 6eoL| 12531 23179
2375 188218 40338| 7529 140352

or decrease column
width significantly,
you can right-click a
column heading and
then use the Column
Widih command on the shortcut me
however, youl must select one or more entire columns.

¢ Double-click the right
boundary of column
heading C to change
the width of the
selected columns to
best fit.

10,65 1,572.00 | 34049 6288 | 1,168,63
312 12233 | sa,602 { A

Figure 2-53

nu to change the column’s width. To use this command,

e e !nmt - A[
mouse pointer pointing f‘ Delete = | Tr 1;%
: Sort Find
to right boundary of Tl Format \A' Flrl)i,er' s:n:rt“
column H )

e Point to the boundary
on the right side of - | BTy
the column H heading I warked  Pay Rate | Gross Pay | Federal Tax

2050 § 1337638 298938

above row 1. w88 206800 24635
1260 81270 17879
2145 1,469.93 | 317.90
22.60 1,7__6_8.45 | 37301

1825 asA A1 18704

955 = 31.32‘3 .dottedllnes
2375 188219 | Propos sed righ 1‘;1 uﬂam|
1965 157200 rbOfd r of column 116863 |
$12,12233 $2,602.71 $464.80  §9.024.73

6650 | $1030 134693 9280149 5388 $1,003.86

#000 | $2585  §2,06800| $44420| $8272 $1.54102

95935 ¢31323|  s6A91| §4283 | $23179

Net Pay |
995.19
&MLOZ
mu.o
109265

sﬁ.eﬁ_‘ 2
hows 23179

e When the mouse
pointer changes
to a split double
arrow, drag until the
ScreenTip indicates
Width: 10.22 (99
pixels). Do not release
the mouse button
(Figure 2-54).

What happens if

| change the column
width to zero (0)?

If you decrease the

column width 1o 0,

ihe column is hidden. Hiding ceits is a technique you can use to hide data that might not
vant athers to see. To

Figure 2-54

Le relevant to a particular report or sensitive data that yeu do not v
instruct Excal to display a hidden column, position the mouse pointer to the right of the
column heading boundary where the hidden column is located and then diag to the right.




 Release the mouse
 putton to change the
column width.

o Click the column D
heading above row 1
 to select the column.

‘» While holding down
 the CTRL key, click the
column E heading

and then the column J
heading above row 1
so that nonadjacent
columns are selected
(Figure 2-55).

s If necessary, scroll

- the worksheet to the

- right so that the right
border of column J is
visible. Point to the
boundary on the right
side of the column J
heading above row 1.

@ Drag until the
ScreenTip indicates

Do not release the
mouse button
(Figure 2-56).

nlanda 5{11/08'

Width: 7.56 (75 pixels).

KX

U @i Q-A-

-lnsert v

E“ Delete ~
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Y

o~ Sort& Find &

Hire Date Dependanm Gross Pay

| $§ 133763 §
2,068.00
812.70 |
 1,469.33 |
1,70846 |
89881 |
313.23 |
1,88219 |
1,572.00 !

| WQI
| 6/14/10|
| 10/11/08
vty
1/15/10
11/15/08
2/15/08

17879

MH:e:ru l—‘

37301 |
187.04 |

40338 |

317.90 |

6891 ||

34049 |

3251
58.77 |
70.74 |
35.95 |
1253 |
75.20 |
6288

!P_ro Glm-!

4/14/1.1|' '
$12,12233 §$2,602.71

§ 48489 §

_s1__3469@| $289.19
$2,088.00 | $444.26 |
$313.23 | $68.91

Figure 2-55

_ $53g8

$82.72
$1283

601.40

1,092, 55 _‘?‘
1,324.70

$4,541.02
$231.79

-l N = . = ﬁ [i = Insert v =
In Gothlc Be » |11 A g » : I| g 3 oelete + | [y ! :
= T iwa F‘uﬂ’lﬂ'm!ﬂnm-T FET::l.et" Sl;l:l:" @8 Format - J a- rs{?‘r:’a. ;lerl':alt
fork Bl Mumber nilC T e L g |
v [ e == | L5
Wil -] A
- | |
p s | Gross Pay | Federal Tax | State Tax Net Pay Tax %
T $ 1,33763|$ 28893|$ 5351 § 99510 | 2
2 | 206800,  444.26 8272 | 184102 N
0 81270 | 17879 | 3251 | 60140 | | f
1 1,460.33 | 317.80 5877 | 1,00265 [ 25
3 e 1,768.45 373.01 7074 132470 || ¢
2 89881  187.04 35.95 675.82 | 24
o 31323 | 6891 12531 23179 .
2 | 1Ba2io| 40338 7520  1,40352 | | -
1 | 157200 F40.40 | 6288 116863 | | .
o 8, $12,12233[$2,602.71 | § 484.89 $9,034.73 | 2547
' U $1,34693  $28049 |  §5388 4100386
$2,06800  §44426 |  $8272 3454102
$31323 $68.01 | $1253 $231.79
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Figure 2-56
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EX 110 Esueid

(S

» Release the mouse ' iy g T

. 0 —————Jomuis D Revi e widths of columns - v TR o

button to Change the — ‘ width of columns ? : = i = D, E, and J set to Gagpate | Ee o
column widths. ([FesnkdiA, B, and Csetto 7.56 characters s == &

7 best fl = ' Coll |, Sort & Find &

e If necessary, scroll the Lt Lo h [
worksheet to the left
so that the left border
of column A is visible.

Net Pay lTax % | !

|
| Frdsral Tax | Stath Tax p:
? 90519  25.60%| |1

e Click anywhere

Employee Hire Date | Dependents \"D_[_lta_d Pay Rate Gross Poy

ol a33so  $935|  §31323 |  $emoi|  $1253 | §2ULTE 2481%
' ! ! i | |

through multiple
column headings and
right-click, click Column
Width on shortcut
menu, enter desired
column width, click OK
button

in the worksheet, 4 [Charva, Emly /o8] 1 66§ W0 § 133 T
such as cell A18, to 5 iChen, Bin §/14/10 2 B89 | 2,068,00 44| Width of column 154102 2548% | |
! 6 |Felsld, Noah 10/11/08 ] | ea50| 1260 81270  ira[Hsettol1022 60140  26.00% |
deselect the columns 7 | kersey, Jane 3411 1 [ easo 146933 | 3760 SBI7| 100265  2564%
(Figure 2-57). & |merma, Tromas 1150 . 176845 [ 37301 1074 132470 2509% ||
4 |Paolllt, Shery | 14/45/08 | 2 | 4935 aga.a1 | 187.04 | 35.95 67582 | &% ||
10 prasad, Rao 2/15/08 o 3350 EETET <] 6891 | 1253 231.79 | 2600% |
(4 |Washington, Yolanda = 5/11/06 2 40338 | 75.29 1,40352 | 2543%] |;
— 4% i7ien, lames 14711 34049 | 6288 | 1,16863 )
Loy =] izion, Jomes | L aqmAsl, 2 s 1168691 25co%/d
| OtherWays | | == _ 598.50 §i ,034.73 25.47% |
1. Right-click column “liaaaiasa ees0| $1933 134683 5197 ysass sioosss
heading or drag 3 000 42585 §206800  §44426|  $8272[ $1.541.02  2000% ‘

Figure 2-57

To Change the Heights of Rows

When you increase the font size of a cell entry, such as the title in cell Al, Excel automatically increases the
row height to best fit so that it can display the characters properly. Recall that Excel did this earlier when multiple
lines were entered in a cell in row 3, and when the cell style of the worksheet title and subtitle was changed.

You also can increase or decrease the height of a row manually to improve the appearance of the worksheet.
The following steps improve the appearance of the worksheet by increasing the height of row 3 to 48.00 points and
increasing the height of row 14 to 27.00 points.

# Point to the boundary _ Suici iy e
below row heading 3. | Home [ nsert’ | Page Lavout ot e ———
@ » Franklin Gothic Be - |11 A | = E’@ - l@ li-Ge”E’a' * i% Eiﬂ ]j fll:lnmt' "z.
Q- | ' ST % Delets *

“a* 8 ]
Paste | - - - - i 3= | | v 8 <0 Conditional  Format call
Bzu-@d H-p-|ESR EEm | s % (W3 Formatting * as Table ~ Styles~ | {E3Formt - 2708

ornulas B Review

e Drag down until the

ScreenTip indicates - 7| )
Height: 48.00 Re e A Eant Bl MO e Cel \
(64 pixels). Do not .| ScreenTip shows . £l —
| proposed height current bottom |
release the mouse . 1_(_)f_r_0W_3____ Fani] : bor_dergf row 3
bu [ —58). [ 1
tton (Figure 2-58) | 3 e
M ol | e e e L), Ll
/ Hours Hourly !
i Hire gote | Dependents Worked | Pay Rate  Gross Pay ! Federal Tax | State Tax _NG(_ ra)
‘@, | Charvat, Emily 3/3/08 1 | 6525 § 2050(§ 1337636 28893 % 5351 | § 9%
mouse Chen.Bn % | 6/14/10 2 2685]  206800! 44425 8272
_pointer | Felsk, Np== ) 5} 5280 1260 #1270 | 178.79 3251 |
icersey, Jf| dotted line shows 4 4 1 6850 2145 1,469.33 317,90 58,77
i proposed bottom b i |
Merna, T| border of row3 |10 3 22,60 1,76845 37301 1074 1.5 {
|8 | polit, Sty T7I5/08 2 4925 | 18.25 faan a1 18704 35,95 | 2l
| o prasad, Rao 2/15/08 0 350 935 31323 6891 | 1253 231
. - s tla S - - : . ——— - — _ag 03 ]

Figure 2-58
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o Release the mouse
button to change the
row height.

™~
A
U
-
o
(1}
e
()
(]
o
x
L

~ e Point to the boundary
below row heading 14.

Gross Pay Fedeml Tax State Tax |

2050$ 133763 § 28893 § 535§

# Drag down until the
screenTip indicates

25.85 2,068.00 444.26 | 82,72
Height: 27.00 i 1260 | 812.70 17879 3251
(36 pixels). Do not | 6850 2145 1,469.33 17.90 58,77
22.60 1,76845 373,01 | 70.74
release the mouse | 4925 1825 89881 | 18704 | .95
button (Figure 2-59). | 3350 93 31323 eso1 1253
2375 188219 40338 | 75.29
B 19.65 | 157200 340.49 | 62.88 |
| 59850 1 $12,122.33 | $2,602.74 ' § 484.80 $9,034
»° 1333333333/ 6650 & $1933 | $1,94693 $289.19 $53.88 .
3 L8000 52585 $206800|  $444.25. 48272, 44,54
| B0 $9.35| $313.23 | $68g1! §12531  §231

e Release the mouse _ i
button to change the i e i i B s T .

. . _ | fomattng T
~ row height. !ank"nﬁnwm'lﬂ ax ==l @ e {RORE t gl E |;-.m:,.,. 2 ? a
] Dlﬂ']m'l.ﬁﬂ "-*¢ m, $-% F e | Format el |¢_ Sot & Tind &

' . R G+ 4 Table = Shyles= wfonnll Filter = Select™ .
Click anywhere in the nir —

worksheet, such as
cell A18, to deselect
~ the current cell
(Figure 2—-60).

|1
B . Hourly i
{ ?
| Can I hlde arow: | Worked IPaynut_e Gross Pay |Federa| Tax___ I State Tax Nu Pay AT Taxi i |
1 Yes. As with column | 652508 2050 § 1337635 28893 % 5351 | § 99519 | 25.60%
id 25.85 206800 444.26 8272 154102 2548%
| widths, when you 6450 1260 81270| 17879, 3251 60140 | 2600%
| decrease the row | 6850 2145 146933 90| 5BT7  1,00265 | 25.64%
| heigh h MEEEE 2o i7eas 7300 o748 1,324 70' 2500%)
i gnt to 0, the row | 4925 1825 89881 3 3595 67582 24.81%
| is hidden. To instruct 3350 935 31323 _ 1253 23179  26.00%
7 5 188319 7529 140952  2543%
 Excel to display a : : | 4/ 1 19.65 157200 34049 | 6288 | 1,168.63  75.66%|
i hldden row, pOSItlon | L e 1212233 $2,602.71 § 484.89 | §9,034.73 25.47%
: i 4 ' [ | |
the mouse pointer 4 TTEIITEIEN | sppearans 346, s28010 45388 | s1.00386

| just below the row h || workshest | 844426 $8272| $154102( 2600%
Iiheading boundary | $313.23 | 5;55.91 | ‘1353 | 5‘231.79 24.81%
Where the row is
hidden and then
‘drag down. To set a
"ow height to best - ———"5-——"1
f't double-click the Figure 2-60
UftDm boundary of
he row heading.

1. Right-click row heading on shortcut menu, enter
or drag through multiple desired row height, click
row headings and right- OK button

click, click Row Height
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Break Point: If you wish to take a break, this is a good place to do so. Be sure to save the The Mobile Masses Biweekly ..
Payroll Report file again and then you can quit Excel. To resume at a later time, start Excel, open the file called The Mobile I
Masses Biweekly Payroll Report and continue following the steps from this location forward.

Spell Cheddng

| While Excel’s spell checker

| is a valuable tool, it is

',] not infallible. You should

. proofread your workbook

- carefully by pointing to

| each word and saying it

. aloud as you point to it. Be

! mindful of misused words

' such as its and it's, through

"and though, and to and
too. Nothing undermines
a good impression more
than a professional
looking report with

| misspelled words.

BTW

To Check Spelling on the Worksheet

Checking Spelling

Excel includes a spell checker you can use to check a worksheet for spelling errors. The
spell checker looks for spelling errors by comparing words on the worksheet against
words contained in its standard dictionary. If you often use specialized terms that are not
in the standard dictionary, you may want to add them to a custom dictionary using the
Spelling dialog box.

When the spell checker finds a word that is not in either dictionary, it displays the
word in the Spelling dialog box. You then can correct it if it is misspelled.

To illustrate how Excel responds to a misspelled word, the following steps misspell purposely the word,
Employee, in cell A3 as the word, Empolyee, as shown in Figure 2-61.

o Spelling button

e Click cell A3 and then
type Empolyee
to misspell the word
Employee.

e Select cell A1 so that
the spell checker
begins checking at
the selected cell.

e Click Review on the
Ribbon to display the
Review tab.

e Click the Spelling
button (Review tab |
Proofing group) to
run the spell checker
and display the
misspelled word in the
Spelling dialog box
(Figure 2-61).

g | What happens when the spell checker finds a misspelled word?

© | When the spell checker identifies that a cell contains a word not in its standard or custom
. dictionary, it selects that cell as the active cell and displays the Spelling dialog box. The
i Spelling dialog box lists the word not found in the dictionary and a list of suggested
| corrections (Figure 2-61).

20 e

T HahE

ﬂ m TE] e share Woikbiook

Allgw Uierd to Edit Ranges
Spelling Hereardh Therwinds % ®

= thaze
Motnptinay;

fook Workbaok SFTrack Changes -
!

llgriore All'and Change
Al buttons impact words

throughout document

w31 Empolyes ady AutoCorrect button | Net Pay |
Ecpawat_imlry | Doy lamguisgst [ERgish (U.S) WEYI Y SISITY 99519
A iChen, B I —— 444.26 8212 154102
6 Fpemahe 17879 sl 601 40
Pt milsspelled 317.90 58,17 1.092 65
8 |vj word 18845 37301 7074 L3pT0
G [Pallt, Shemy 11 BoA AL 187,04 35.95 675,82
g&{masau, Rao 21 a3 | 1323 68.91 1253 | 23179
41 Washington, Yolands  5/11,/06 2375 188218 40338 7520 440352
Zica, James | a4/l 1 1965 1,572.00 34049 62688 1,16863

51212233 $260271 § 48489 $9,094.73 J

SO0
I

Average 1333333333; 6650 : $1933¢ §1,34693: $28919' $53.88 | $1,00386 !
Highest | 3. 8000; $2685 206800 $444 26 : $8272; §$154102°
Lowest 0  33s0 $9.35 $313.23 $68.91 $1253  §231.79

5

)
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- Click the Change button (Spelling T Vg 8 T W

~ dialog box) to change the EI on Page byout. Formulos | _ - 1

- - word to the correct i i == m rem Yy kg @ vowdlisoneer EE T ol

; mlsspe”'ed 2 6 y ,Ia m '_itﬁ l_ﬂ u _J _J tihuw’l\ﬂcamments @ I“g “‘j ﬂ)&lr

,' :| Word (Flgure - 2) Spelling Research Thesaurus  Translate Co:]ntmv:nt Calpte Beviows Mast Egiﬂ_b'wihk‘ F;:‘;L'l wr:&r:;tﬂk wg:{:;ak _“;}Tn |
Poofing Lengunee {omments Chisngel

s Click the Close button (Spelling = ==

~ dialog box) to close the Spelling - _-H-I!J = ;miw
dialog bOX. = 53 - = = I; pr
| Empolyee changed T
s If the Microsoft Excel dialog box INIENR | 10 Frployee bl

3 s displayed, click the OK button. ) | / i

'e 2an Employee Hire Date| Dependents ' Worled Pay Rate  Gross Pay  Federal Tax  Staf

. 3/3/09 1 6505 | § 2050 § 133763 § 288093 §
o Click anywhere in the worksheet, such | £ ?':“EF’- Bin 6/14410 2 (e y 1T s
i ¥ i I, Noah 1 1y (o] =
as cell A18, to deselect the current cell. iy ”:l;l;y f;ie 0’;:,4;'3 i
- B Merma, Thomas 1/45/10 3
e Display the Home tab. 9 pait, Sherry 11/15/08 2
40 | Prasad, Rao 2/15/08 0

e Click the Save button on the Quick
Access Toolbar to save the workbook.

Figure 2-62
& | What other actions can | take in the Spelling dialog box?

'@| If one of the words in the Suggestions list is correct, click it and then click the Change

button. If none of the suggestions is correct, type the correct word in the Not in Dictionary
text box and then click the Change button. To change the word throughout the worksheet,
dlick the Change All button instead of the Change button. To skip correcting the word, click
| the Ignore Once button. To have Excel ignore the word for the remainder of the worksheet,
click the Ignore All button.

1. Press FY
Additional Spell Checker Considerations
Consider these additional guidelines when using the spell checker: Error Checking

Always take the time

to check the formulas

of a worksheet before
submitting it to your
supervisor. You can check

3
* 'To check the spelling of the text in a single cell, double-click the cell to make the @
formula bar active and then click the Spelling button (Review tab | Proofing group).
* If you select a single cell so that the formula bar is not active and then start the
spell checker, Excel checks the remainder of the worksheet, including notes and formulas by clicking the
embedded charts. Error Checking button
* If you select a cell other than cell Al before you start the spell checker, Excel will | (Formulas tab | Formula
display a dialog box when the spell checker reaches the end of the worksheet, asking | ::;dljféntgegr:’;:lg;zf; :o
if you want to continue checking at the beginning. ‘
J

|
f
f
|
i
|

by employing data that
tests the limits of formulas.
Experienced spreadsheet
specialists spend as much
time testing a workbook
as they do creating it,

. . . | and they do so before
* To add words to the dictionary such as your last name, click the Add to Dictionary [ ;I acing )tlh e workbook

button in the Spelling dialog box (Figure 2—61) when Excel identifies the word as not | into production.
in the dictionary.
* Click the AutoCorrect button (Spelling dialog box) to add the misspelled word
and the correct version of the word to the AutoCorrect list. For example, suppose
that you misspell the word, do, as the word, dox. When the spell checker displays
the Spelling dialog box with the correct word, do, in the Change to box, click the
AutoCorrect button. Then, anytime in the future that you type the word dox, Excel
automatically will change it to the word, do.

* If you select a range of cells before starting the spell checker, Excel checks the
spelling of the words only in the selected range.

* To check the spelling of all the sheets in a workbook, right-click any sheet tab, click
Select All Sheets on the sheet tab shortcut menu, and then start the spell checker.

N
S
[}
ot
Q.
(1)
=
(V)
@
W
X
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Plan
Ahead

Preparing to Print the Worksheet

Excel allows for a great deal of customization in how a worksheet appears when printed.
For example, the margins on the page can be adjusted. A header or footer can be added to
each printed page as well. Excel also has the capability to work on the worksheet in Page
Layout view. Page Layout view allows you to create or modify a worksheet while viewing
how it will look in printed format. The default view that you have worked in up until this
point in the book is called Normal view.

Specify how the printed worksheet should appear.

Before printing a worksheet, you should consider how the worksheet will appear when
printed. In order to fit as much information on the printed page as possible, the margins

of the worksheet should be set to a reasonably small width and height. While the current
version of a worksheet may print on one page, you may add more data in the future that
causes the worksheet to extend to multiple pages. It is, therefore, a good idea to add a
page header to the worksheet that prints in the top margin of each page. A header is
common content that prints on every page of a worksheet. Landscape orientation is a good
choice for large worksheets because the printed worksheet’s width is greater than its length,

To Change the Worksheet's Margins, Header, and Orientation in Page Layout View

|
o
o
!
|
|
|

The following steps change to Page Layout view, narrow the margins of the worksheet, change the header

of the worksheet, and set the orientation of the worksheet to landscape. Often, you may want to reduce margins so
that the printed worksheet better fits the page. Margins are those portions of a printed page outside the main body
of the printed document and always are blank when printed. Recall that in Excel Chapter 1, the worksheet was
printed in landscape orientation. The current worksheet also is too wide for a single page and requires landscape
orientation to fit on one page in a readable manner.

(1)

o Click the Page

Layout button on
the status bar to
view the worksheet
in Page Layout view
(Figure 2—-63).

What are some key
features of Page
Layout view?

Page Layout view
shows the worksheet
divided into pages.

. A gray background

separates each page.
The white areas
surrounding each

| page indicate the
| print margins. The top
| of each page includes

a Header area, and

the bottom of each page includes a Footer area. Page Layout view also includes a ruler
at the top of the page that assists you in placing objects on the page, such as charts and

pictures.

ST T : e : - 57 & it =
» = dp N = =8 R = = ¢ chi il 3oMusert- X - ||
5 Frankiin Gutmch( 1 A A =%ﬁ £ . = G.nfm.rl.! I Il ﬁ ! ‘? oee - | 3~ ? H
v B ru-if-: Q. A'v ES= PI;Q_B Layout Vlmmhﬂw 1 rmmluu’uoT:':Ile' Slylee:- Ef‘"m“' I 2 l‘iTlr:r:! l:lltﬂ.'
Optiowd, s fan s anged Worksheet will look I printed $t ety Fititing
— = = 41 format i = i
__ At - & —
i . TS O |
<] | =3

i
Hire Date Dependents Warked _F_'mr Rate| Gross Pay

Hours Hourly
Federnl Tox |

373408 1 6625 § 2060 § 1.337.63|$ 28893 |

6/14710 2 ; 208800 |  444.26 |

3, 8000 $2585 " .

0 3350 $935 $31323 | g68.91 |
| .

Charvat, Emily
Hin

! Page Layout
View button

s

A DR

Figure 2-63
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Q&A

i e Click the Margins

» Display the Page
Layout tab.

rhmes

button (Page Layout
tab | Page Setup
group) to display
the Margins gallery
(Figure 2-64).

Thermes

Narrow margin
style

s Click Narrow in the [EA
Margins gallery to i
E ors
change the worksheet E'.l 8] ents
margins to the Narrow | Fjetcects

margin style.

u(ulun
mFDnh -

[E] trents -

7| Normat
‘ Top: 0.75"

Left: 0.7
Header: 0.3"

3 Wide
N Top: 1"
Lef  1°
. =1 Header; 0.5

[r— Naiow
| Top: 0.75"
il Left: 025"
Header: 0.3"

Custom Margins..,
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Bottom: 0.7
Rightt 0.7
Footer: 0.3°

Bottom: 1"
Right: 1"
Footer: 0.5"

Bottom: 0.75"
Right:  0.25"
Footer: 03"

@ ]lj I i R ] @ = Wldth .itutnmut‘lc * | Gridlines Headings & Bring Forward > B !
= 31 Helght: Mtnrnw( - E-] View | [#] View | &y Send Backward ~ I &
i Dﬂtnhtlnn Skee  Print Breaks Background Prlnt y
il T e e 4 & scale: |1ou% 3 Eﬂ Pint 3 Print | &y Selection Pane S
Last Custam Setting la| _ShectOphions 1 | Arange
Top: 1.5" Bottom: 0.75"
Left; 0.3" Right;  0,3" S ——
Headet: 0.3° Footer: 0.3"

| Hours  Hourty

(B | [
Washingion, Yolands 5/11/06

7ioa, James
(Totals:

|
jAverage
|Highest

| Lowest
-

et | Page Lzyout

J u*_mz@

Margins Crisntation  Size  Print  Greaks Sackg
. Ared

a/14/11

1

Drag the scroll bar
on the right side of =
the worksheet to the m
top so that row 1 i
of the worksheet is
displayed.

Click above the
worksheet title in
cell A1in the
center area of
the Header area.

® Type Samuel

Snyder and then SETENEES

press the ENTER
key. Type Chief

$19.33

3, 8000
0| 3350

Epn_ﬂ(_ents I__warked Pay_Rf_!l‘:E Gross Pay.

1 25§ 2050 |§ 1,337.63 |
2 _ 2685 206800
o | 6450 1260 812.70
1 | 6850 2145 1,460.33
3 22,60 1,768.45
B 18.25 | 898.81
0 935 313.23
5| 2375 |  1,88249 |
1 _ 1965 157200
| 598.50  pabEuE
33333333 66.50

$1,4693 |

Feder

§ 288 93
444.26 |
178.79 |
317.90 |
373,01 |
187.04 |
68.91 |
40338 |
34049 |
#######|
|

$289.19

Figure 2-64
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Figure 2-65

Financial Officer tocomplete the worksheet header (Figure 2-65).

What else can | place in a header?

You can add text, page number information, date and time information, the file path of the
workbook, the file name of the workbook, the sheet name of the workbook, and pictures to

' a header.

Header
Sarmuel Snyder ]
h marg sty i
e l‘_g_ ]ﬁl ?dtblumnﬂnowu--
N et e
o : =1
Hours | Hourly
Employer | Hire Date: Dependents  Worked Pay Rete Gross Pay _Federal Tax _Stote Tox
‘Charvat, Emlly 1 6525 | § 2050 § 133763 § 28893 § S5A5L
iChen, BIn i 6/14/10: 2 2585 206800 444 26 aaya!
‘Felsid, Noah $10/11/08! 0 6450 | 1260 81270 17879 3251
Ketsay, Jane =TT 1 6850 | 2145 1.46933 317.90 5877 :
‘Mg, Thoras | 1/18,/10 a 2260 1,768.45 37301 7074
Politt, Sherry |11/15/08 2 4925 | 1825 89881 187 04 3595 |
'prasag, Rao | 2/15/08 ¥ 3350 9% 312.23 68.01 1253
'Washl_ngtun_ Yolgnds  S/11/06 = 2_ 323 23 ?5__ 1,882.180 40338 75.29 ¥
—latngs o S 1,S7T200 34049 G288 -
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® Select cell B16 to

Q&A

deselect the header.
Click the Orientation
button (Page Layout
tab | Page Setup
group) to display the
Orientation gallery
(Figure 2-66).

Why do | need to
deselect the header?

Excel disables almost
all of the buttons

on the Ribbon as

you edit a header or
footer. In addition

to the commands

on the Design tab
(Figure 2—65 on the
previous page), only a
few commands remain
available on the Home

tab on the Ribbon. To continue working in Excel, therefore, v
worksheet so that all of the commands on the Ribbon are available for your use.

e

Q&A

e Click Landscape in

the Orientation
gallery to change
the worksheet’s
orientation

to landscape
(Figure 2-67).

Do | need to change
the orientation

every time | want to
print the worksheet?

No. Once you change
the orientation and
save the workbook,
Excel will save the
orientation setting
for that workbook
until you change it.
When you open a new
workbook, Excel sets
the orientation to
portrait.
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Orientation buttonJ Page Layout tab I

Page Layout T -
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Figure 2-66
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Figure 2-67

Other Ways

1. Click Page Setup Dialog
Box Launcher (Page
Layout tab | Page Setup
group), click Page tab

(Page Setup dialog
box}, click Portrait or
Landscape, click OK
button




Excel provides other options for printing a worksheet. The following sections print the
worksheet and print a section of the worksheet.

' To Print a Worksheet

Formulas, Functions, and Formatting

Printing the Worksheet

BTW

The following steps print the worksheet.
Click File on the Ribbon to open the Backstage view.
Click the Print tab in the Backstage view to display the Print gallery.

If necessary, click the Printer Status button in the Print gallery to display a list of available
Printer options and then click the desired printer to change the currently selected printer.

Click the Print button in the Print gallery to print the worksheet in landscape orientation
on the currently selected printer.

When the printer stops, retrieve the hard copy (Figure 2-68).

-

landscape
grigntation:

Samuel Snyder
Chief Financial Officer
— = —
_1: - P'{ .r_ 31 li'_ﬁ?
ta R s U |
Hours Hourly
_ Employse  Hire Date Dapundents Worked _PeyRate  Gross Pay  Fedaral Tax  State Tax __Net Pay Tux %
Charvat, Emily 3/3/08 1 ©525 § 2060 § 133763 § 288083 § 6951 § 00549  26.60%
Chen, Bin 6/14/10 2 25.85 2,068.00 444 26 8272 1,541.02 25 48%
Felski, Noah 10/11/08 0 64,50 12.60 812,70 17879 3251 601 40 26 00%
Kersey, Jane 3/4/11 1 68.50 2145 1,469.33 317 90 5877 1,092 65 25.64%
Merna, Thomas 1/15/10 3 2260 1,768 45 37301 7074 1,324 70 25,09%
Pollitt, Sherry 11/15/08 2 4925 1826 898 81 187.04 3595 675.82 24.81%
Prasad, Rac 2/15/08 0 33 50 935 31323 68 91 12.53 23179 26,00%
Washington, Yolanda 5/11/06 2 2375 188219 403 38 7529 1,403 52 25.43%
Zica, James 4714711 1 19 200 34049 6288  1.168.63  25.86%
L s | e 1212233 $ 260273 § AB4BY $ G.03N 73 25.47%
Average 1333333333 66,50 $19.33 $1,346,93 $289.19 $53.88 $1,003.86
Highest 3 8000 $2585 $2,068.00 $444 26 $8272 $1,541.02 26.00%
Lowest 0 3350 $935 $313 23 $68 91 $1253 $231.79 24.81%
1
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=R e

Figure 2-68
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Conserving Ink

and Toner

If you want to conserve
ink or toner, you can
instruct Excel to print draft
quality documents by
clicking File on the Ribbon
to open the Backstage
view, clicking Optibns in
the Backstage view to
display the Excel Options
dialog box, clicking
Advanced in the left pane
(Excel Options dialog box),
scrolling to the Print area
in the right pane, placing
a check mark in the ‘Use
draft quality’ check box,
and then clicking the OK
button. Then, use the
Backstage view to print
the document as usual.

Printing Document
Properties

To print document
properties, click File on
the Ribbon to open the
Backstage view, click the
Print tab in the Backstage
view to display the Print
gallery, click the first
button in the Settings area
to display a list of options
specifying what you can
print, click Document
Properties in the list to
specify you want to print
the document properties
instead of the actual
document, and then click
the Print button in the
Print gallery to print the
document properties on
the currently selected
printer.

Excel Chapter 2
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To Print a Section of the Worksheet

You might not always want to print the entire worksheet. You can print portions of the worksheet by selecting

the range of cells to print and then clicking the Selection option button in the Print what area in the Print dialog
box. The following steps print the range A3:F16.

e Select the range to
print, cells A3:F16 in
this case.

i save

Print button

e Print
BA sove As @ Y= 0y
i i Copiest ;1 pot
@ Click File on the 45 Open | o | :
Ribbon to open the £ close Pl
Printer

Backstage view.

Info

Print tab

Bomupl st
i s e

HP Officejet Pro L1700 Sertes | == ~ The Moblia Masses Store
® Cllck the Print tab ;ﬁoﬂ‘sine:,_ld_:;-_;ymrm\r-s_-riling Blryo eldy Puyrofl Reporl
. . Plntsr Progprte - -
to display the Print sctines L i R < T g e S e
gallery I ot N D wms o HR uuzonw
. r=mry o a3 e mre mf jome 2ses
LIV Rl | | S porcacive | w58 Do mE ER O am
; . ; it (Ui AN T | Ji butt: o im  om me am am sew
e Click Print Active Savedisend ] R EY 4 Sheets button ﬁ o R -l
Sh t . th S tt by | t II Only print the active sheets l e T —— TN laa:: i 4:-‘;: n.::.',-x!“‘_!;f_ﬁ
eets in CRL Ings G 1__ il Entire Worktionk i — LMnEET  ee® 31§40 281 SEw  fomee
area (Print tab | Print 3 OpHons | Printthe entire workbook | == 2 RS Bl Mann ey has EEER BE
gallery) to display a B e Print Setection |
I|St of options ‘that Only print the current selection I-4——| Print Selection button I
Ignore Print Area J

determine what
Excel should print
(Figure 2—69).

12

7] Letter

Figure 2-69

il @ Click Print Selection
| to instruct Excel to S
. amuel Snyder :

| print only the selected Chief Financial Officer he:a:de':’p""“

range.

Hours Hourly
I @ Click the Print ___ FEmployee  Hire Date Dopendonts Worked Pay Rate  Gross Pay
| ) . Charvat, Emily 3/3/09 1 6525 $ 2050 § 1,33763
l
I button in the Print Chen, Bin 6/14/10 2 25.85 2.068.00 \
I ga”ery to print the Felski, Noah 10/11/08 0 64.50 12.60 81270
i lected £ th Kersey, Jane 374711 1 6850 2145 1,469 33
' selected range ot the Merna, Thomas 1/15/10 3 EFEl 2260 1,768.45 4| selected range
| worksheet on the Pollitt, Sherry 11/15/08 2 4925 1825 898 81 prints
Prasad, Rao 2/15/08 0 33.50 935 31323
fi currently .selected Washington, Yolanda ~ 5/11/06 2 23.75 188219
I printer (Figure 2-70). Zica, James 4/14/11 1 1965 157200
Totals 598.50 $12,122.33

| _ s DO D0 e e SO
' @ Click the Normal Average 1333333333 6650 $1933  $1,346.93

button on the status Highest 3 8000 $2585 $2,068 00
| bar to return to Lowest 0 33.50 $935 $31323
ft )

Normal view. W—

<
g
(o4

® Click cell A18 to

deselect the range A3:F16.

What are my options for telling Excel what to print?

Figure 2-70

As shown in the previous steps, the Print Selection button instructs Excel to print the
selected range. The Print Active Sheets button instructs Excel to print the active worksheet
(the worksheet currently on the screen) or the selected worksheets. Finally, the Print Entire
Workbook button instructs Excel to print all of the worksheets in the workbook.

Excel includes three options to allow you to determine what should be printed (Figure 2-69).

Other Ways

Area, click Quick Print
button on Quick Access
Toolbar, click Print Area,
click Clear Print Area

Area, click File tab to
open Backstage view,
click Print tab, click
Print button

1. Select range, click Print
Area button (Page
Layout tab | Page Setup
group), click Set Print

2. Select range, click Print
Area button (Page
Layout tab | Page Setup
group), click Set Print
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- pisplaying and Printing the Formulas Version
of the Worksheet

Thus far, you have been working with the values version of the worksheet, which shows
the results of the formulas you have entered, rather than the actual formulas. Excel also
~ can display and print the formulas version of the worksheet, which shows the actual
~ formulas you have entered, rather than the resulting values.
The formulas version is useful for debugging a worksheet. Debugging is the process
of finding and correcting errors in the worksheet. Viewing and printing the formulas
~ version instead of the values version makes it easier to see any mistakes in the formulas.
When you change from the values version to the formulas version, Excel increases
the width of the columns so that the formulas and text do not overflow into adjacent cells
~ on the right. The formulas version of the worksheet, thus, usually is significantly wider
than the values version. To fit the wide printout on one page, you can use landscape
orientation, which has already been selected for the workbook, and the Fit to option
in the Page sheet in the Page Setup dialog box.

Excel Chapter 2 EX 119

Values versus Formulas
When completing class
assignments, do not enter
numbers in cells that
require formulas. Most
instructors will check both
the values version and
formulas version of your
worksheets. The formulas
version verifies that you
entered formulas, rather
than numbers, in formula-
based cells.

__BTW

To Display the Formulas in the Worksheet and Fit the Printout on One Page

'The following steps change the view of the worksheet from the values version to the formulas version of the

worksheet and then print the\formulas version on one page.

Page Layout tab

e Press CTRL+ACCENT
MARK () to display
the worksheet with
formulas.

m Weoen~ 3% width: | Automatlc -

— @ Eetts »

Themes . Margins Orientation  Size
v [€]tttens - S S =

Print  Breaks Background Print
Asea - Titles

Page Srtup

2 [ print
i Zneet Options

] scale: 100%
Scale to Fit

Gridlines | Headings @}y Bring Forward ~ [ Allgn ~
41 Height: jAutamatic < 1 View | [ View | Gl Send Backward - g Group - |
1 print | By Selection Pane

S\ Rotate -

]

¢ Click the right |

f ——
G

Page Setup
Diatog Box
Launcher

horizontal scroll arrow Page Setup

|| formulas rather than values

| displayed as entered

i,

until column J appears i} group

(Figure 2-71). 2 jyrollReport

(2

® Click the Page Setup
Dialog Box Launcher
(Page Layout tab |
Page Setup group) to
display the Page Setup
dialog box.

Federal Tax
[0 22%(F4-C4*24 32)
|20 22%(F5-C5*24.32)
~0,224(F6-C6%24.32)
=0 22%(F7-CT*24.32)
=0, 224 B CA*24.32)
(=D 2ZNFOCE*24 37)
=0 22%(F10-C10#24 32)
~0.22%(F11-C11#+24 32) _
=O.22%F12C12724.32)  |=0049p12

_—~ State Tax
[-0.04%F4 /
<0.04*F5
<0.04+F6
~0.04*F7
<0,04*F8
{=0,04*F9
~0.04#F%

L Tmx
(Gamayra

=(GE+HAYFA
{=(GA+HYYFA
|~(G10+H10)/F10
|(BA1+HIAYFLL

__m(G12¢HiayFie
=(G13THATYF1D

_-SUM(G4:G12)  -SUM(HAH12)

~AVERAGE(GA.G12)
|MAY(GAG1T)
|=MIN(G4:612)

~AVERAGE(HAH12)
“B(HA H12)
(=MIN(HA:H12)

| =AVERAGE(14:112)

~MAK(4112)
|=MIN(I4:112)

=M 12)
-MINGA142)

Figure 2-71

® If necessary, click Landscape in the Orientation area to select it.

® If necessary, click Fit to in the Scaling area to select it.
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@

e Click the Print button (Page Setup dialog box) to print the formulas in the worksheet on
one page in landscape orientation (Figure 2-72). If necessary, in the Backstage view, select
the Print Active Sheets option in the Settings area of the Print gallery.

e When Excel displays the Backstage view, click the Print button to print the worksheet.

Shenimd Shyoed
Cheed Fiittrsl Ofcws

Tha Mabila Massss Stora, . i '
Bimoakly Payroll Raport
Hours. Muipiy
oo Emplowe . _HieOaly, Evgonitunts | JPupRmN . QrossPay . tpteseiTes Sllefer plpay LLLE JU A
Charval, Emily 39975 1 [ 205 =TS =0.2’Z‘d'4c(‘24.3’l) =004%F4 =Fagiteid) A AT 3
Chen, Bin 40343 - rut =D5*ES =0 22%(F5C5%2432) =004*F5 =F5{G5+HB) =(G5+HB)/F5
Fessid, Naah 39132 o G 126 =D6*E6 =0 224(F6-C6*24 32) aDD4%FB aFG{GB+HE) AU HmAE
Kersey. lane 40608 1 835 2146 =D7*ET =0.22%(F7-L7424.32) 0 04*F7 SFT{G7+HT) wGT e HIYFT A
Merna, Thomes 40183 3 6 =DA*Ed nRAMFaCEY S =D DA*F8 =F8{G8+HB) {8 TR
PolliL, Sherry 39767 z 4925 1825 =DO*ED *OIIHFOCH* 2430 =D 04*FB FB{GO+HY) SEHRYTe
Prasad, Rao 39493 o 335 [ =D10E10 IIHFLOCI0 .00 2004*F10 =F10(G10+H10) =(G10+H10)/F10
‘Washingion, Yotanda 38848 7 <Pl =D11*E1L WO IFIIOIL NI =004%F11 =F11{G11+H11) =(G11+H11)}/F11
T ines 0BT : HE - (FL20120M 3 | -ODORLE PRIIE LD
ol ) S 11 ¥ T 7)o nSMEddsy N sty ETL) R L= 11
Average CAC12) )4:012) E12) 4 F12) G12) :H12) 112)
Highest =MAX(C4AC12) =MAX(DA.D12) =MAX(E4 E12) =MAX(F4:F12) =MAX(G4:012) =MAX(HAH12) =MAX(14:12) =MAX(14:112)
LowesL =MIN(C4 C12) =MIN(D4 D12} =MIN(E4.E12) =MIN(F4 F12) =MING4.G12) =MIN(H4:H12) =MIN(M4:112) =MINQ)4 J12)
formulas instead font size automatically
of values printed reduced so that worksheat
fits on one page

- h wﬂ

Figure 2-72

(5]

e After viewing and printing the formulas version, press CTRL+ACCENT MARK (') to instruct Excel
to display the values version.

o Click the left horizontal scroll arrow until column A appears.

To Change the Print Scaling Option Back to 100%

Depending on your printer, you may have to change the Print Scaling option back
to 100% after using the Fit to option. Doing so will cause the worksheet to print at the
default print scaling of 100%. The following steps reset the Print Scaling option so that
future worksheets print at 100%, instead of being resized to print on one page.

o If necessary, display the Page Layout tab and then click the Page Setup Dialog Box
Launcher (Page Layout tab | Page Setup group) to display the Page Setup dialog box.

9 Click Adjust to in the Scaling area to select the Adjust to setting.

9 If necessary, type 100 in the Adjust to box to adjust the print scaling to a new
percentage.
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Click the OK button (Page Setup dialog box) to set the print scaling to normal.

9 Display the Home tab.

« | What is the purpose of the Adjust to box in the Page Setup dialog box?
o
o

The Adjust to box allows you to specify the percentage of reduction or enlargement in the
printout of a worksheet. The default percentage is 100%. When you click the Fit to option,

this percentage automatically changes to the percentage required to fit the printout on
one page.

To Save the Workbook and th Excel

With the workbook complete, the following steps save the workbook and quit
Excel.

1 o Click the Save button on the Quick Access Toolbar.

o Click the Close button on the upper-right corner of the title bar.

Chapter Summary

BTW
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Q Quick Reference
For a table that lists how to
complete the tasks covered
in the Office chapters in
this book using the mouse,
Ribbon, shortcut menu,
and keyboard, see the
Quick Reference Summary
at the back of this book,
or visit the Microsoft
Office and Concepts
CourseMate Web site at
www.cengagebrain.com
and then navigate to the
Quick Reference resource
for this book.

In this chapter you have learned how to enter formulas, calculate an average, find the highest and lowest
numbers in a range, verify formulas using Range Finder, added borders, align text, format numbers, change
column widths and row heights, and add conditional formatting to a range of numbers. In addition, you learned
to spell check a worksheet, print a section of a worksheet, and display and print the formulas version of the
worksheet using the Fit to option. The items listed below include all the new Excel skills you have learned in

this chapter.

1. Enter a Formula Using the Keyboard (EX 75) 12. Apply an Accounting Number Format and Comma
2. Enter Formulas Using Point Mode (EX 77) Style Format Using the Ribbon (EX 100)
3. Copy Formulas Using the Fill Handle (EX 80) 13. Apply a Currency Style Format with a Floating
4. Determine the Average of a Range of Numbers Dollar Sign Using the Format Cells Dialog
Using the Keyboard and Mouse (EX 84) Box (EX 102)
5. Determine the Highest Number in g Range of 14. Apply a Percent Style Format and Use the Increase
Numbers Using the Insert Function Box (EX 86) Decimal Button (EX 103)
6. Determine the Lowest Number in a Range of 15. Apply Conditional Formatting (EX 104)
Numbers Using the Sum Menu (EX 87) 16. Change the Widths of Columns (EX 107)
7. Copy a Range of Cells Across Columns to an 17. Change the Heights of Rows (EX 110)
Adjacent Range Using the Fill Handle (EX 89) 18. Check Spelling on the Worksheet (EX 112)
8. Verify a Formula Using Range Finder (EX 91) 19. Change the Worksheet’s Margins, Header, and
9. Change the Workbook Theme (EX 94) Orientation in Page Layout View (EX 114)
10. Change the Background Color and Apply a Box 20. Print a Section of the Worksheet (EX 118)
Border to the Worksheet Title and Subtitle (EX 96) ~ 21. Display the Formulas in the Worksheet and Fit the
11. Format Dates and Center Data in Cells (EX 98) Printout on One Page (EX 119)

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable
th version of this assignment. If so, log into the SAM 2010 Web site at www.cengage.com/sam2010

to download the instruction and start files.

Excel Chapter 2
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Learn It Online

Test your knowledge of chapter content and key terms.

@ Instructions:  To complete the Learn It Online exercises, visit the Microsoft Office and Concepts
CourseMate Web site at www.cengagebrain.com, navigate to the Excel Chapter 2 resources for thjs
book, click the link for the exercise you want to complete, and then read the instructions,

Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius?
A series of true/false, multiple choice, and short An interactive game that challenges your know]e
answer questions that test your knowledge of the ~ of chapter content in the style of a television
chapter content. quiz show.

Flash Cards 4 Wheel of Terms

An interactive learning environment where An interactive game that challenges your knowle
you identify chapter key terms associated with of chapter key terms in the style of the television
displayed definitions. show Wheel of Fortune.

Practice Test Crossword Puzzle Challenge

A series of multiple choice questions that test your A crossword puzzle that challenges your knowle
knowledge of chapter content and key terms. of key terms presented in the chapter.

Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this chapter.

Profit Analysis Worksheet

Instructions: The purpose of this exercise is to open a partially completed workbook, enter formulas
and functions, copy the formulas and functions, and then format the worksheet titles and numbers.
As shown in Figure 273, the completed worksheet analyzes the costs associated with a police
department’s fleet of vehicles,

! | Cost Maintanance Mileage Tolal Cost
3 | Vehicle ID  Miles Driven  per Mile | Cost | Cost  TofalCost| per Mile
870543 | 2007 $ 040§ 24280 § 8343 '$ 192643 §  osl
979283 3,102 0:48 | 44631 | 153216 ' 1878.93 | 0.62
948173 | 3,802 | 088 47341 247130 g4y 0.17
837625 | 3,080 062 43235 128960 1,731 oo {SNENGEE] |
834664 | 2,479 056 | 36088 138800 |  |7s8@8 g7
9| oeosags 13,204 080 | 35306  1,647.00  |.999.05 | 0.61
o 836417 | 3,640 | 0.70 417.80 254000 2,065 80
11 993817 3,395 | 0.70 | 39039 2,37650 376680
12| 770488 4,075 | 0.95 44217 224125 368343 0.66
13 [ Totals 27,960 |5 3,966.18 $16,479.24 | $20,041.42 $ oz
14 | Highest 401 g070 847347 3254800  §$3,96560 50,63
15 |Lowaest 2,007 $0.48 824280 $98343 8142623 3061
16 Average 3,107 | $0.88 | $39624  $183058 $9.29Gmz ho72
17

Figure 2-73
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. Start Excel. Open the workbook Apply 2-1 Village of Scott Police Department. See the inside
back cover of this book for instructions for downloading the Data Files for Students or see your
instructor for information on accessing the files required in this book.

. Use the following formulas in cells E4, F4, and G4:

Mileage Cost (cell E4) = Miles Driven * Cost per Mile or = B4 * C4

Total Cost (cell F4) = Maintenance Cost + Mileage Cost or = D4 + E4

Total Cost per Mile (cell G4) = Total Cost / Miles Driven or = F4 /B4

Use the fill handle to copy the three formulas in the range E4:G4 to the range E5:G12.

. Determine totals for the miles driven, maintenance cost, mileage cost, and total cost in row 13.
Copy the formula in cell G12 to G13 to assign the formula in cell G12 to G13 in the total line. If
necessary, reapply the Total cell style to cell G13.

o
-
(<))
-
Q
T
s
o
o)
| ¥
*
370]

. In the range B14:B16, determine the highest value, lowest value, and average value, respectively,
for the values in the range B4:B12. Use the fill handle to copy the three functions to the range
C14:Gl6.

. Format the worksheet as follows:

a. change the workbook theme to Foundry by using the Themes button
(Page Layout tab | Themes group)

cell A1 — change to Title cell style

cell A2 — change to a font size of 16
cells A1:A2 — Rose background color and a thick box border

cells C4:G4 and D13:G13 — Accounting number format with two decimal places and fixed

dollar signs by using the Accounting Number Format button (Home tab | Number group)

£ cells C5:G12 — Comma style format with two decimal places by using the Comma Style button
(Home tab | Number group)

g. cells B4:B16 — Comma style format with no decimal places

h. cells C14:G16 — Currency style format with floating dollar signs by using the Format Cells:
Number Dialog Box Launcher (Home tab | Number group)

i. cells G4:G12 — apply conditional formatting so that cells with a value greater than 0.80 appear
with a rose background color

6. Switch to Page Layout View and delete any current text in the Header area. Enter your name,

course, laboratory assignment number, and any other information, as specified by your instructor,

in the Header area. Preview and print the worksheet in landscape orientation. Change the

document properties, as specified by your ingtructor. Save the workbook using the file name, Apply

2-1 Village of Scott Police Department Complete.

. Use Range Finder to verify the formula in cell G13.

o oo T

~J

Continued >
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Apply Your Knowledge continued

8. Print the range A3:D16. Press CTRL+ACCENT MARK () to change the display from the values
version of the worksheet to the formulas version. Print the formulas version in landscape
orientation on one page (Figure 2—74) by using the Fit to option in the Page sheet in the Page
Setup dialog box. Press CTRL+ACCENT MARK () to change the display of the worksheet back to
the values version. Close the workbook without saving it.

9. Submit the workbook and results as specified by your instructor.

il

Jeff Quasney
Apply 3-1 Village of Scott Police Department

Cost Maintenance Mileage Tatal Coat

Vehicle ID Miles Driven per Mila Casl Cost Total Cost pexr Milo
670543 2007 T 049 - 2428 =B47C4 =D4+E4 =F4/Bd
979283 3192 0.48 448.97 =B5+C8 =DB+ES =F8/B4
948173 3802 0.68 472.47 =BE*CB =D8+E6 =F6/B6
837626 2080 0.62 432.28 =BT*C7 =DT+ET
824664 2478 0.98 369.88 =BB*CH =DB+E@ =F8/B8
695385 3204 08 352.08 =B9*C9 =DO+E9 =Fa/BD
836417 3640 0.7 4178 =B10*C10 =DIO+E10
983617 3398 0.1 390.38 =B11*CI1 =D11+E1l
TIE46H 075 o 088 442,17 =HIZACIE =DIZ+EIR =Fia/BI2
Tolals - “=BUM{BA:D12) == T =RUM{D4:D1Z) SSUM{E4ELE) T2 SFI/E
Highest =MAX(B4:B12) =MAX(C4:C12) =MAX(D4:D12) =MAX(E4:E12) =MAX(F4:F12) =MAX(G4:G12)
Lowast =MIN(B4:B12) =MIN(C4:C12) =MIN(D4:D13) =MIN(E4:E12) =MIN(F4:F12) =MIN(G4:G12)
Rverage =AVERAGE(B4:B12) =AVERAGE(C4:C12) =RVERAGE(D4:D13) =AVERAGE(E4:E12) =AVERAGE(F4:F12) =AVERAGE(G4:G12)

Figure 2-74

Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may need to
use Help to complete the assignment.

Applying Conditional Formatting to Cells

Instructions:  Start Excel. Open the workbook Extend 2-1 State Wildlife Department Employee Ratings.
See the inside back cover of this book for instructions for downloading the Data Files for Students, or
see your instructor for information on accessing the files required in this book. Perform the following
tasks to apply three types of conditional formatting to cells in a worksheet:

1. Select the range C4:C18. Click the Conditional Formatting button (Home tab | Styles group) and
then click New Rule in the Conditional Formatting list. Select ‘Format only top or bottom ranked
values’ in the Select a Rule Type area (Conditional Formatting Rules Manager dialog box), as shown
in Figure 2-75. Enter any value between 10 and 25 in the text box in the Edit the Rule Description
(New Formatting Rule dialog box) area, and click the ‘% of the selected range’ check box to select it.
Click the Format button, and choose a blue background to assign this conditional format. Click the
OK button in each dialog box and view the worksheet.

2. With range C4:C18 selected, apply a conditional format to the range that uses a green background
color to highlight cells with scores that are below average.




3. With range D4:D18 selected, apply a
conditional format to the range that uses an
orange background to highlight cells that

contain Exemplary or Exceeds Requirements.

4. With range B4:B18 selected, apply a
conditional format to the range that uses a
red background color to highlight cells with
duplicate student names.

§. Change the document properties as specified
by your instructor. Save the workbook using
the file name, Extend 2-1 State Wildlife
Department Employee Ratings Complete.
Submit the revised workbook as specified by
your instructor.

| select a Rule Type:

» Format all cells based on their values
» Format only cells that contain
o ol top o bt ranked vakss

»> Format only values that are above or below average

» Format only unlque or duplicate values
» Use a formula to determine which cells to fmrkhi

Eclit the Rule Description:

Format values that rank in the:

Ep _l 10 [@) % of the selected range

Preview:

Figure 2-75

‘Analyze a workbook and correct all errors and/or improve the design.

Correcting Formatting, Functions, and Formulas in a Worksheet

Instructions:  Start Excel. Open the workbook Make It Right 2-1 Dion Designwear Profit Analysis. See

the inside back cover of this book for instructions for downloading the Data Files for Students, or see
‘your instructor for information on accessing the files required for this book.

. In this exercise you will learn how to correct formatting, functions, and formula problems in a
‘worksheet (Figure 2-76).

T G T o R fo i
Dion Desig P 3
HEe AN3
- | | |
] | %
|__Product | Desciption = Cost  Profit .Units Sold Total Sales Total Profit Profit
4835 iCoat $247.63 514483 95,159 | §37,346,101.14 $13,781,877.97  36.903%|
'q 7563 Custom 210,08 142,18 75,762 26,687,922.12 10,771,841.16  40.362% |
1819] Dress 186.53  99.48 69,297 19,819.634.97 6,893,665.56  34.782% |
| B409 Hat 14682 59.97 39,164 8,098,723.56 2,348,665.08  29.000% |
1 15677 Jacket 140.68  85.63 38,261 | 8,658,846.91 3,276,289.43  37.837%
| 8945 Shirt 68.38 8.15 42,420 | 3,246,402.60 345,723.00  10.649%
5871 slacks 144.54 | 30.44 68,536 11,992,429.28 2,086,235.84  17,396%|
‘ 7796  Sleepwear 93.74 11.80 77,413 8,170,168.02 913,473.40  11.181%|
] 7777 Suit 305.91  126.00 19,999 | 8,637,768.09 2,519,874.00  29.173%|
.181?3 ~ Sweater 112.21 9.24 61,257 | 7 ,139,662.65 566,014.68  7.608%|
| Totals [ 587,268 ~ $140,097,659.34 $43,503,660.12  31.052%|
Lowest %68.28  $8.15 19,999 $3,246,402.60 $345,723.00  7.608%|
Highest $305.91  $144.83 95,158 437,346,101.14 $13,781,877.97  40,362% |
‘ "~ Average T 4156.547 $71.77" 54,679 $14.009,765.93 $3,302,420.24  25.489%
—— . T
Figure 2-76
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Make It Right continued

Perform the following tasks: f ‘
1. Add a thick box border around the title and subtitle so that they appear more separated from the
rest of the worksheet.

2. Adjust the width of column D to 8.11 pixels so that the word in the column header does not wrap.
Adjust the column widths of columns F and G to best fit.

3. Spell check the worksheet and correct any spelling mistakes that are found, but ignore any spelling
mistakes found with the worksheet title and the product descriptions.

4. Center the values in the Product column.

5. The averages in several columns do not include the product in row 4. Adjust the functions in these
cells so that all products are included in the calculation.

6. The total sales calculations should be:
"Total Sales = Units Sold * (Cost + Profit)
Adjust the formulas in the range F4:F13 so that the correct formula is used.

STUDENT ASSIGNMENTS

7. The value for the lowest value in column E was entered as a number rather than as a function.
Replace the value with the appropriate function.
8. The currency values in rows 4 and 14 should be formatted with the Accounting Number Format

button (Home tab | Number group). They are currently formatted with the Currency format
(floating dollar sign). The Accounting number format displays a fixed dollar sign.

9. Delete the function in the cell containing the average of % Profit because it is mathematically
invalid.
10. Change the document properties as specified by your instructor. Save the workbook using the
file name, Make It Right 2—1 Dion Designwear Profit Analysis Corrected. Submit the revised
workbook as specified by your instructor.

Design and/or create a workbook using the guidelines, concepts, and skills presented in this
chapter. Labs 1, 2, and 3 are listed in order of increasing difficulty.

Lab 1: Accounts Receivable Balance Worksheet |
Problem:  You are a part-time assistant in the accounting department at Aficionado Guitar Parts, a
Chicago-based supplier of custom guitar parts. You have been asked to use Excel to generate a report
that summarizes the monthly accounts receivable balance (Figure 2—77). A chart of the balances also is
desired. The customer data in Table 2—6 is available for test purposes.

Table 2-6 Aficionado Guitar Parts Accounts Receivable Data

|
Customer Beginning Balance Credits Payments JI
Cervantes, Katriel ‘ R R IR e b
Cummings, Trenton 285.05 87.41 182.11 21822
Danielsson, Oliver 411.45 79.33 180.09 36402
Kalinowski, Jadwiga 438.37 60.90 331.10 190.39
Lanctot, Royce 378.81 48.55 126.15 21138
Raglow, Dora 710.99 55.62 231.37 27471 '51
Tuan, Lin 318.86 85.01 129.67 33289
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 pstructions Part 1 Create a worksheet similar to the one shown in Figure 2—-77. Include the five columns
of customer data in Table 2—6 in the report, plus two additional columns to compute a service charge
nd a new balance for each customer. Assume no negative unpaid monthly balances.

Excel Chapter 2

S Y e SR
Aficionado Guitar Parts
Monthy Accounts Receivable Balance Report
Beginning | | Service | New

o |
r 3 ~_ Customer ~ Balance | Credits Payments  Purchases Charge B_al_a_n_{:e____
| |Cervantes, Katriel $803.01/ $56_.92 $277.02 $207.94 $692.25"

| Cummings, Trenton 285.06 87 41 18211 218.22| 050 23425
Danielsson, Oliver 41145 79.33| 180.09| 36402 494 520.99
|| Kalinowski, Jadwiga 43337 60.90| 33110 190.39| 151 23827,
Lanctot, Royee ar8e1 4855 126 15| 21138 663 42212
|Raglow, Dora | 710.99 56.62 | 23137 27471 [ 71249
|Tuan, Lin - a18.86]| 85.01 129,67/ 33289 339 44046
il Totals 133,346.54| $473.74, $1,45751  $1,799.55 $4600  $3,260.84

U
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§80201  §87.41|  $33110  $364.02 $165.24 §712.49
$285.05 $4855 | $126.15| $190.39) $050 $234.25'
1478.08 $67.68 $208.22) $257.08| $657| $465.83

Figure 2-77

: Perform the following tasks:

1. Enter and format the worksheet title Aficionado Guitar Parts and worksheet subtitle
Monthly Accounts Receivable Balance Report in cells Al and A2. Change the theme
of the worksheet to the Trek theme. Apply the Title cell style to cells Al and A2. Change
the font size in cell Al to 28 points. Merge and center the worksheet title and subtitle across
columns A through G. Change the background color of cells Al and A2 to the Red standard
color. Change the font color of cells Al and A2 to the White theme color. Draw a thick box
border around the range Al:A2.

2. Change the width of column A to 20.00 points. Change the widths of columns B through G to
12.00 points. Change the heights of row 3 to 36.00 points and row 12 to 30.00 points.

3. Enter the column titles in row 3 and row titles in the range A11:A14, as shown in Figure 2-77.
Center the column titles in the range A3:G3. Apply the Heading 3 cell style to the range A3:G3.
Apply the Total cell style to the range A11:G11. Bold the titles in the range A12:Al4. Change the
font size in the range A3:G14 to 12 points.

4. Enter the data in Table 2-6 in the range A4:E10.

5. Use the following formulas to determine the service charge in column F and the new balance
in column G for the first customer. Copy the two formulas down through the remaining
customers.

a. Service Charge (cell F4) = 3.25% * (Beginning Balance — Payments — Credits)
b. New Balance (G4) = Beginning Balance + Purchases — Credits — Payments + Service Charge

6. Determine the totals in row 11.
7. Determine the maximum, minimum, and average values in cells B12:B14 for the range B4:B10, and

then copy the range B12:B14 to C12:G14.
‘J Continued >
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In the Lab continued

8. Format the numbers as follows: (2) assign the Currency style with a floating dollar sign to the
cells containing numeric data in the ranges B4:G4 and B1 1:G14, and (b) assign a number style

9. Use conditional formatting to change the formatting to white font on a red background in any
cell in the range F4:F10 that contains a value greater than 10,

10. Change the worksheet name from Sheetl to Accounts Receivable and the sheet tab color to the
Red standard color. Change the document properties, as specified by your instructor. Change the
worksheet header with your name, course number, and other information as specified by your
instructor.

11. Spell check the worksheet. Preview and then print the worksheet in landscape orientation. Save the
workbook using the file name, Lab 2-1 Part | Aficionado Guitar Parts Accounts Receivable Balance

12. Print the range A3:D14. Print the formulas version on another page. Close the workbook without
saving the changes. Submit the assignment as specified by your instructor.

Instructions Part 2:  In this part of the exercise, you will create a 3-D Bar chart on a new worksheet in
the workbook (Figure 2-78). If necessary, use Excel Help to obtain information on inserting a chart on
a separate sheet in the workbook. '

Figure 2-78

Guitar Parts Accounts Receivable Balance Report.
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7. Use the CTRL key and mouse to select the nonadjacent chart ranges A4:A10 and G4:G10. That is,
~ select the range A4:A10 and while holding down the CTRL key, select the range G4:G10.

3. Click the Bar button (Insert tab | Charts group) and then select Clustered Bar in 3-D in the 3-D
Bar area. When the chart is displayed on the worksheet, click the Move Chart button (Chart Tools
Design tab | Location group). When the Move Chart dialog box appears, click New sheet and then
type Bar Chart for the sheet name. Click the OK button (Move Chart dialog box). Change the
sheet tab color to the Green standard color.
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. 4. When the chart is displayed on the new worksheet, click the Series 1 series label and then press
the DELETE key to delete it. Click the chart area, which is a blank area near the edge of the chart,
click the Shape Fill button (Chart Tools Format tab | Shape Styles group), and then select
Orange, Accent 1, Lighter 60% in the gallery (column 5, row 3). Click one of the bars in the
chart. Click the Shape Fill button (Chart Tools Format tab | Shape Styles group) and then select
the Green standard color. Click the Chart Title button (Chart Tools Layout tab | Labels group)
and then select Above Chart in the Chart Title gallery. If necessary, use the scroll bar on the right
side of the worksheet to scroll to the top of the chart. Click the edge of the chart title to select it
and then type Accounts Receivable as the chart title.

5. Drag the Accounts Receivable tab at the bottom of the worksheet to the left of the Bar Chart tab to
reorder the sheets in the workbook. Preview and print the chart.

6. Click the Accounts Receivable sheet tab. Change the following beginning balances: customer
Oliver Danielsson to $702.13 and customer Lin Tuan to $482.74. The company also decided to
change the service charge from 3.25% to 2.75% for all customers. After copying the adjusted
formula in cell F4 to the range F5:F10, click the Auto Fill Options button and then click Fill
without Formatting to maintain the original formatting in the range F5:F10. The total new balance
in cell G11 should equal $3,720.82.

7. Select both sheets by holding down the SHIFT key and then clicking the Bar Chart tab. Preview

and print the selected sheets. Save the workbook. Submit the assignment as specified by your

instructor. |

3
i In the Lab

- Lab 2: Sales Summary Worksheet

' &ab’(m"‘ You have been asked to build a Table 2-7 Electry Auto Start-Up Financing Needs Data
- Worksheet for a start-up company, Electry
~ Auto, that analyzes the financing needs for Revenue
5_-thc: company’s first six months in business.

":I'lle company plans to begin operations o GSBGEJ i
I January with an initial investment of F_.Ebr"'ary _82090_ 26_0_9@
$500,000.00. The expected revenue and BER 200000 25500,
costs for the company’s first six months April 250000 329000
- are shown in Table 2—7. The desired May. 325000 420000
Worksheet is shown in Figure 2—-79 on the ~ June 510000 540000

3 .flll lowing page. The initial investment is

Shown at the sta rting balance for January
1 Ecen B4). The amount of financing required by the company is shown as the lowest ending balance
leell F12),

Continued >
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In the Lab continued

Instructions Part 1:  Perform the following tasks to build the worksheet shown in Figure 2-79.

M - e P
Pl e A Y NS RE GeT RS I Do
Bl C 5 J
5 3 : : j Need
N Starting | | Net : Ending |
3  Balance | Reveque | Costs | Income | Balance
§  500,000.00 $ 105,000.00 $ 220,000.00 $ (115000.00) $  385,000.00
T | 385,000.00  82,000.00  260,000.00  (178,000.00) 207,000.00
| 207,000.00 200,000.00  255,000.00 (55,000.00) 152,000.00
152,000.00  250,000.00 | 320,000.00 | (70,000.00) 82,000.00
82,000.00 325,000.00  420,000.00 | (95,000.00)  (13,000.00)
(13,000.00)  510,000.00 540,000.00 (30,000.00) (43,000.00)
; T T
10 | Average $218,833.33 | $245,333.33 $335,833.33 | ($90,500.00)  $128,333.33
L1 | Highest _$500,000.00  $510,000.00  $540,000.00 | ($30,000.00) __ $385,000.00
12 Lowest ($13,000.00) $82,000.00  $220,000.00  ($178,000.00)

Figure 2-79

1. Start Excel. Apply the Concourse theme to a new workbook.

2. Increase the width of column A to 10.00 and the width of columns B through F to 14.00.

3. Enter the worksheet title Electry Auto in cell Al and the worksheet subtitle Start-Up
Financing Needs in cell A2. Enter the column titles in row 3, as shown in Figure 2-79. In
row 3, use ALT+ENTER to start 2 new line in a cell.

4. Enter the start-up financing needs data described in Table 2—7 in columns A, C, and D in rows 4
through 9. Enter the initial starting balance (cell B4) of 500000.00. Enter the row titles in the range:
A10:A12, as shown in Figure 2-79.

5. For the months of February through March, the starting balance is equal to the previous month’s
ending balance. Obtain the starting balance for February by setting the starting balance of
February to the ending balance of January. Use a cell reference rather than typing in the data. Copy’
the formula for February to the remaining months.

6. Obtain the net income amounts in column E by subtracting the costs in column D from the
revenues in column C. Enter the formula in cell E4 and copy it to the range E5:E9. Obtain the
ending balance amounts in column F by adding the starting balance in column B to the net income
in column F. Enter the formula in cell F4 and copy it to the range F5:F9.

7. In the range B10:B12, use the AVERAGE, MAX, and MIN functions to determine the average
value, highest value, and lowest value in the range B4:B9. Copy the range B10:B12 to the range
C10:F12.
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. 'B One at a time, merge and center the worksheet title and subtitle across columns A through F.
Select cells Al and A2 and change the background color to light blue (column 7 in the Standard

~ (olors area in the Fill Color gallery). Apply the Title cell style to cells Al and A2. Change the
worksheet title in cell Al to 28-point white (column 1, row 1 on the Font Color gallery). Change
the worksheet subtitle to the same color. Assign a thick box border to the range A1:A2.

- 9, Center the titles in row 3, columns A through F. Apply the Heading 3 cell style to the range A3:F3.
. Use the Italic button (Home tab | Font group) to italicize the column titles in row 3 and the row
titles in the range A10:A12.

. 10. Assign a thick box border to the range A10:F12. Change the background and font color for cell F12
. to the same colors applied to the worksheet title in Step 8.
1. Change the row heights of row 3 to 36.00 points and row 10 to 30.00 points.

|13 Assign the Accounting number format to the range B4:F4. Assign the Comma style format to the
~ range BS:F9. Assign a Currency format with a floating dollar sign to the range B10:F12.

13. Rename the sheet tab as Start-Up Financing Needs. Apply the Light Blue color to the sheet tab.
Change the document properties, as specified by your instructor. Change the worksheet header
with your name, course number, and other information as specified by your instructor. Save the
workbook using the file name Lab 2-1 Part 1 Electry Auto Start-Up Financing Needs. Print the
entire worksheet in landscape orientation. Next, print only the range A3:B9.

Excel Chapter 2.
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' |4. Display the formulas version by pressing CTRL+ACCENT MARK (). Print the formulas version

- using the Fit to option button in the Scaling area on the Page tab in the Page Setup dialog box.
After printing the worksheet, reset the Scaling option by selecting the Adjust to option button on
the Page tab in the Page Setup dialog box and changing the percent value to 100%. Change the
display from the formulas version to the values version by pressing CTRL+ACCENT MARK (*). Do
not save the workbook.

15. Submit the revised workbook as requested by your instructor.

nstructions Part 2: In this part of the exercise, you will change the revenue amounts until the lowest

- ending balance is greater than zero, indicating that the company does not require financing in its first

- six months of operation. Open the workbook created in Part 1 and save the workbook as Lab 2-1 Part 2

- Electry Auto Start-Up Financing Needs. Manually increment each of the six values in the revenue

- column by $1,000.00 until the lowest ending balance in cell F12 is greater than zero. The value of cell

12 should equal $5,000.00 All six values in column C must be incremented the same number of times.

Update the worksheet header and save the workbook. Print the worksheet. Submit the assignment as
specified by your instructor.

Instructions Part 3:  In this part of the exercise, you will change the monthly costs until the lowest
l‘tnding balance is greater than zero, indicating that the company does not require financing in its first
Six months of operation. Open the workbook created in Part 1 and then save the workbook as Lab 2-1
- Part 3 Electry Auto Start-Up Financing Needs. Manually decrement each of the six values in the costs
column by $1,000.00 until the lowest ending balance in cell F12 is greater than zero. Decrement all
six values in column C the same number of times. Your worksheet is correct when the lowest ending
balance in cell F12 is $5,000.00. Update the worksheet header and save the workbook. Print the
Worksheet. Submit the assignment as specified by your instructor.
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In thé Lab

Lab 3: Stock Club Investment Analysis

Problem:  Several years ago, you and a large group of friends started a stock club. Each year every
member invests more money per month. You have decided to create a portfolio worksheet (Figure 2 —80)
that summarizes the club’s current stock holdings so that you can share the information with your group
of friends. The club’ portfolio is summarized in Table 2-8. Table 28 also shows the general layout of
the worksheet to be created.

< G Ao ] B

— R I L LY |_~.-_,{;‘_-._:=|1;:“|§z, -y,

ol R é-‘ it W U 'Ep '
2 fi b Rt A “_'J:l i
[ . Initial | Current

Stock | Purchase | Price per Price per s Percent
! Company | Symbaol Date Shares | Share Initial Cost Share | Current Value Gain/Loss  Gain/Loss)
4 Apple AAPL | 3/3/2007 250§ 8617 § 2154250 '§ 7532 § 1883000 §  (2.71250) B '
5 |Caterpillar CAT 6/14/2008 200 8174 | 1634800 | 69.02 13,804.00 (2544.00)| 4
6 Disney DIS | 10/11/2006 | 300 3106 931800 | 3738 11,214.00 1,89600  20,35%
7 |General Electric GE | 3/4/2009 500 7.24 | 3,620.00 939 | 4,695 00 1,075.00 29, 70%
' 8 IMetlire MET | 171572008 200 60.92 1218400 | 77.08 15,418.00 | 323400  2654%|s
9 |Miorosort MSFT  11/16/2006 500, 2920 | 1460000 3630 18,150.00 355000 | 24.32%
19! | PepsiCo PEP 2/15/2006 350 5786 | 20,251.00 70.65 24,727 50 447650 | 2211%
14 (Target 6T §/11/2004 450! 4444 19,84950 | 44.02 | 19,809.00 {40 50) -
(42 |wal-Mart WMT | 4/14/2009 250 5081 | 12,70250 5720 14,300.00 159760 | 1258% |
13 |Totals il . | $ 130,415.50 | . $140,94750 $ 10,532.00  B.08%
14 Average | 3333333 $49.90 | $14,49061 = $5293 $15,660.83 $1,170.22
15 | Highest 500 $86.17 $21,54250  $77.09 $24,72750 $4,47650 | 20,70%
16 |Lowest | 2000 §7.24 | $3,62000 | $6.39 $4,695.00 | ($2,71250) -15.56%|
I il | '

Stock
Company

Symbol

Purchase

Shares

Date

Current
Price per
Share

Current
Value

Gain/ Loss

Percent

Gain/ Loss

Apple SR 3/3/20Q7_ ok ; .17 Formula A 7532 FormulaB  Formula C Formula D ’
Caterpillar CAT 6/14/2008 200 81.74 69.02 |
Disney DIS 1_0/1 1/2006 300 . 31.06 37.38 ‘
General GE 3/4/2009 500 7.24 9.39
Electric
MetLife MET 1/15/2008 200 60.92 77.09 A
o Microsoft MSFT 11/15/2006 500 29.20 36.30 1
b PepsiCo PEP 2115/2006 350 57.86 70.65 1
i Target TGT 5/11/2004 450 44.11 44.02 _
Wal-Mart WMT 4/14/2009 250 50.81 \ 57.20 4 v i
i Totals Formula E - \
! Average Formula F = 1
1 Highest Formula G —
3 !f Lowest Formula H ——iiy
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nstructions:  Perform the following tasks:
1. Start Excel. Enter the worksheet titles Sock-It-Away Stock Club in cell A1 and Summary of Investments
in cell A2.

2. Enter the column titles and data in Table 2—8 beginning in row 3.
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3, Change the column widths and row heights as follows: column A — 11.78; column C — 10.00;
columns E and G — 7.44; columns F, H, and I — 13.00; column J — 8.22; row 3 — 56.25 points;
row 14 — 27.00 points.

4. Enter the following formulas in row 4 and then copy them down through row 12:
a. Enter Formula A in cell F4: Initial Cost = Shares x Initial Price per Share
b. Enter Formula B in cell H4: Current Value = Shares x Current Price Per Share
c. Enter Formula C in cell I4: Gain/Loss = Current Value — Initial Cost
d. Enter Formula D in cell J4: Percent Gain/Loss = Gain/Loss / Initial Cost

5. Compute the totals for initial cost, current value, gain/loss, and percent gain loss. For the percent
gain/loss in cell J13, copy cell J12 to J13 using the fill handle.

6. In cells D14, D15, and D16, enter Formulas E, F, and G using the AVERAGE, MAX,, and MIN
functions. Copy the three functions across through the range J14: J16. Delete the invalid formula
in cell J14.

7. Format the worksheet as follows:
a. Apply the Trek theme to the worksheet.
b. Format the worksheet title with Title cell style. Merge and center across columns A through J.

c. Format the worksheet subtitle with Franklin Gothic Book font, 16 point font size, Black, Text 1
theme font color. Merge and Center across columns A through J.

d. Format the worksheet title and subtitle background with Orange, Accent 1, Lighter 60% theme
color and a thick box border.

e. Format row 3 with the Heading 3 cell style and row 13 with the Total cell style.

Format the data in rows 4 through 12: center data in column B; format dates in column C to
the mm/dd/yy date format; range E4:14 — Accounting number format style with fixed dollar
sign; range E5:112 — Comma style; range J4:J13 — Percent style with two decimal places;
cells F13, H13, and I13 — Accounting Number format with fixed dollar sign.

g. Format E14:116 — Currency format with floating decimal places; J15:J16 — Percent style with
two decimal places.

h. Format J4:J12 — apply conditional formatting so that if a cell in range is less than 0, then cell
appears with a pink background color.

8. Spell check the worksheet. Change the name of the sheet tab to Summary of Investments and
apply the Orange, Accent 1, Darker 25% theme color to the sheet tab. Update the document
properties, and save the workbook using the file name, Lab 2-3 Sock-It-Away Stock Club
Summary of Investments. Print the worksheet in landscape orientation. Print the formulas version
on one page. Close the workbook without saving changes. Submit the assignment as specified by
your instructor.




EX 134 Excel Chapter 2 Formulas, Functions, and Formatting

Cases and Places

Apply your creative thinking and problem-solving skills to design and implement a solution.

1: Analyzing Emergency Student Loans

Academic

The Student Assistance office at your school provides emergency loans at simple interest. The data
obtained from six types of loans and the desired report format are shown in Table 2-9. The required
formulas are shown in Table 2—10. Use the concepts and techniques presented in this chapter to
create and format the worksheet. Include total, average, maximum, and minimum values for Principal, |
Interest, and Amount Due.

Table 2-9 Emergency Student Loan Data and Worksheet Layout

Loan Type

, T sao0 A

Medical Emergency $25,500 12% 33

‘personal Emergency  $12,750 PR A )]

Room and Board $27,000 6.5% 1 !
Tuition Reimbursernent $107,000 6% 1

— — —— —

Table 2-10 Emergency Student Loan Formulas

e RTme. L P
Amount Due = Principal + Interest

 Average = AVERAGE function
Minimum = MIN function

Maximum = MAX function

2: Analyzing Energy Consumption

Personal
Your parents believe that your late night studying sessions and household appliance usage contribute |
to excessive electricity bills. You have decided to try to prove them wrong by analyzing your daily and
monthly electricity consumption. You research the energy consumption of your personal items and
appliance usage to obtain consumption costs per hour for each item. Table 211 contains the data and
format for the report you want to create.

Use the concepts and techniques presented in this project to create and format the worksheet.
Include an embedded 3-D Pie chart that shows the cost per month. Use Microsoft Excel Help to create 3
professional looking 3-D Pie chart with title and data labels. >
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Table 2-11 Appiiance Electricity Usage Costs

Total Cost per

Appliance Cost per Hour Hours Used Daily Total Cost Per Day Month (30 Days)
Clothes dryer 30325 B0 LT ' |
Computer $0.02 6

DVD player $0.035 1

Light bulbs $0.043 8

Refrigerator $0.035 24

Stereo $0.02 5

Television $0.04 4

Washing machine $0.03 Z !

3: Analyzing Profit Potential

Professional

You work for HumiCorp, an online retailer of home humidifiers. Your manager wants to know the
profit potential of their inventory based on the items in inventory listed in Table 2-12. Table 212
contains the format of the desired report. The required formulas are shown in Table 2—13. Use the
concepts and techniques developed in this chapter to create and format the worksheet. The company
just received 67 additional desk-sized humidifiers and shipped out 48 room-sized humidifiers. Update
the appropriate cells to reflect the change in inventory.

Table 2-12 HumiCorp Inventory Profit Potential Data and Worksheet Layout

Units on Hand  Unit Cost  Total Cost  UnitPrice  Total Value Potential Profit

© f
L. e

' Formpi'a D

Desk " ]

Filtered home-sized 42 324.14

Filtered room-sized 118 : '86.,-5:5,. 1

Home-sized 103 25351

Room-sized o7 5369

Total - — — — = —
Average Formula E ——— — -
Lowest Formula F -+
Highest Formula G - — — —~ -»

Table 2—-13 HumiCorp Inventory Profit Potential Formulas

Formula A = Units on Hand x Unit Cost
Formula B = Unit Cost x (1/(1 — .66))
Formula C = Units on Hand x Unit Price
Formula D = Total Value - Total Cost
Formula E = AVERAGE function
Formula F = MIN function

Formula G = MAX function
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