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Objectives

You will have mastered the material in this chapter when you can:

Describe the Excel Worksheet
Enter text and numbers

Use the Sum button to sum a range
of cells

Copy the contents of a cell to a
range of cells using the fill handle

Apply cell styles
Format cells in a worksheet

¢ Create a Clustered Cylinder chart

* Change a worksheet name and
worksheet tab color

» Change document properties
e Preview and print a worksheet

¢ Use the AutoCalculate area to
display statistics

¢ Correct errors on a worksheet




Project Planning
Guidelines

Creating a Worksheet
and an Embedded Chart

introduction

Almost any organization collects vast amounts of data. Often, data is consolidated into a
summary so that people in the organization better understand the meaning of the data. An
Excel worksheet allows data easily to be summarized and charted. A chart conveys 2 visual
representation of data. In this chapter, you will create a worksheet that includes a chart,
The data in the worksheet and chart inclides data for donations made to a not-for-profit
organization that operates in severa] cities.

The process of developing a worksheet that communicates specific information requires
careful analysis and planning. As a starting point, establish why the worksheet is needed.
Once the purpose is determined, analyze the intended users of the worksheet and their
unique needs. Then, gather information about the topic and decide what to include in the
worksheet. Finally, determine the worksheet design and style that will be most successful at
delivering the message. Details of these guidelines are provided in Appendix A. In addition,

each project developed in the Office chapters in this book provides practical applications of
these planning considerations.

Project — Worksheet with an Embedded Chart

"The project in this chapter follows proper design guidelines and uses Excel to create
the worksheet shown in Figure 1-1. The worksheet contains fundraising data for the
Save Sable River Foundation. The Save Sable River Foundation raises funds to care
for the environment and preserve the usability of a river that flows through six cities.
The foundation raises funds by using five different fundraising activities. Through a
concentrated marketing campaign and providing visible results to the communities,
¢he Save Sable River Foundation quickly becarne a popular local institution. After
several years of successful fundraising, senior management requested an easy-to-read
worksheet that shows lifetime fundraising amounts for each fundraising technique by
city. In addition, they asked for a chart showing lifetime fundraising amounts because
the president of the toundation likes to have a graphical representation that allows him
quickly to identify stronger and weaker fundraising activities by city.

EX 2
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Figure 1-1

The first step in creating an effective worksheet is to make sure you understand
what is required. The person or persons requesting the worksheet should supply their

fequirements in a requirements document. A requirements document includes a needs
strtement, 2 source of data, a summary of calculations, and any other special requirements
for the worksheet, such as charting and Web support. Figure 1-2 on the following page

shows the requirements document for the new workbook to be created in this chapter.
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EX 4 Excel Chapter i Creating a Worksheet and an Embedded Chart

Excel 2010 Feai&ums
With its what-if analysis
toocls, research capabilities,
collaboration tools,
streamlined user interface,
smart tags, charting

hundreds of functions,
and enhanced formatting
capabilities, Excel 2010 is
one of the easier and more
powerful spreadsheet
programs available.

Its dynamic analytical
features make it possible
to answer complicated
what-if questions and its
Web capabilities allow you
to create, publish, view,
share, and analyze data on
an intranet or the World
Wide Web,

features, Web capabilities,

Waorkshoat
Developrment Cyeie
Spreadsheet specialists
do not sit down and start
entering text, formulas,
and data into a blank
Excel worksheet as soon as
they have a spreadsheet
assignment, instead, they
follow an organized plan,
or methodology, that
breaks the development
cycle into a series of
tasks. The recommended
methodology for creating
worksheets includes:

(1) analyze requirements
(supplied in a
requirements document);
(2) design solution;

{3} validate design;

(4} implement design;

(5) test solution; and

(6) document solution.

Plar
Ahoad

@ svws

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.

REQUEST FOR NEW WORKBOOK
Date Submitted: | March 22, 2012
Submitted By: Kevin Li

Worksheet Save Sable River Foundation Lifetime Fundraising Summary
Title: ,
Needs: : An easy-to-read worksheet that shows a summary of the Save Sable Rlver

Foundation’s lifetime fundraising efforts for each city in which we operate
(Allentown, Chamber City, Pattonsville, Sable Village, Strongvilfe, and the
Town of Cary}). The worksheet also should include total funds ralsed for each
city, total funds raised for each fundraising activity, and total lifetime funds
raised.

Source of Data: | The data for the worksheat Is avallable from the chief financial officer (CFO} of
the Save Sable River Foundation.

Calculations: The following calculations must be made for the warkshest: (a) total lifetime
funds ralsed for each of the slx cities; (b) total lifetime funds raised for each of
the five fundraising activities; and (c) total lifetime funds raised for the
organization.

Chart Below the data in the worksheet, construct a Clustered Cylinder chart that

Requirements: | compares the total funds raised for each city within each type of fundraising
activity.

Approvals
Approval Status: | X Approved
Refected

Approved By: Marsha Davis

Date: March 29, 2012

Assigned To: J. Quasney, Spreadsheet Specialist
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Figure 1-2
Overview

As you read this chapter, you will learn how to create the worksheet shown in

Figure 1-1 on the previous page by performing these general tasks:

* Enter text in the worksheet

* Jotal data in the worksheet

* Format the text in the worksheet

* Insert a chart into the worksheet

* Identify the worksheet with a worksheet name
* Preview and print the worksheet

General Project Guidelines

While creating an Excel worksheet, you need to make several decisions that will determine
the appearance and characteristics of the finished worksheet. As you create the worksheet
shown in Figure 1-1, you should follow these general guidelines:

1. Select titles and subtitles for the worksheet. Follow the fess is more guideline. The less
text in the titles and subtitles, the more impact the titles and subtitles will have. Use
the fewest words possible to specify the information presented in the worksheet to the
intended audience. ‘

{continued)
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(continued) ' * Plan
Bhead

2. Determine the contents for rows and columns. Rows typically contain information that
is analogous to items in a list, such as the fundraising techniques used by an organiza-
tion. Columns typically contain descriptive information about items in rows or contain ‘
information that helps to group the data in the worksheet, such as the locations in which Worksheet
the organization operates. Row headings and column headings are usually placed in Development

alphabetical sequence, unless an alternative order is recommended In the requirements The key to developing a
. useful worksheet is careful

BTW

document. |
i ' . _ ‘ planning. Careful planning

3. Determine the calculations that are needed. You can decide to total data in a variety of can reduce your effort
ways, such as across rows or in columns. You also can include a grand total. significantly and result in a

worksheet that is accurate,
easy to read, flexible, and
useful. When analyzing a
problem and designing a

: 4, Determine where to saye the workbook. You can store a workbook permanently, or save
] it, on a variety of storage media including a hard disk, USB flash drive, CD, or DVD. You
also can indicate a specific location on the storage media for saving the workbook.

5. Identify how to format various elements of the worksheet. The overall appearance of waorksheet solution, you
a worksheet significantly affects its ability to communicate clearly. Examples of how you should follow these steps:
{1) define the problem,

can modify the appearance, or format, of text include changing its shape, size, color, and

position on the worksheet. including need, source

of data, calculations,

6. Decide on the type of chart needed. Excel can create many different types of charts, such ! charting, and Web or
as cylinder charts and pie charts. Each type of chart relays a different message about the | special requirements;
data in the worksheet. Choose a type of chart that relays the message that you wantto | {2) design the worksheet;
convey. (3} enter the data and

' . - formulas; and {4} test the
7. Establish where to position and how to format the chart. The position and format of the | worksheet,

chart should command the attention of the intended audience, If possible, position the
chart so that it prints with the worksheet data on a single page.

8. Choose a name for the worksheet. Each worksheet in a workbook should be named to
clarify its purpose. A goed worksheet name is succinct, unigue to the workbook, and
meaningful t¢ any user of the workbook. i

9. Determine the best method for distributing the workbhook. Workbooks and worksheets
can be distributed on paper or electronically. The decision regarding how to distribute
workbooks and worksheets greatly depends on your intended audience. For example,

a worksheet may be printed for inclusion in a report, or a workbook may be distributed
using e-mail if the recipient intends to update the workbook.

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 guidelings during the creation of the worksheet shown in
Figure 1-1 on page EX 3. '

| E—

After carefully reviewing the requirements document (Figure 1-2) and making the
necessary decisions, the next step is to design a solution or draw a sketch of the worksheet
based on the requirements, including titles, column and row headings, the location of data
values, and the Clustered Cylinder chart, as shown in Figure 1-3 on the following page.
The dollar signs, 9s, and commas that you see in the sketch of the worksheet indicate
formatted numeric values.
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Save Sable Rlver Foundatlon
LIfetime Fundraising Summary

Allentown  ChamberClty  Pattonsville  SableVilage  Strongville  Town of Cary Total
Corporate $929,990,99 $95,020.99 $99,990.99 $99,929.09 $99,899.99 $99,999.89 $99,299.99
Direct Mall
fun Runs
Governinant

Phone-a-thon

Total $900,990.92 $5999,999.99 $999,099.99 $959990.92 $899,209.99 $999,293.99 $9,999980.89
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] — Lagend of
Fundraialng
Typee
AMlentown  ChamberCity  Pattensville  Sable Villags Strongville  Townof Cary
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Figure 1-3

For an introduction
to Windows 7 and
instruction about
how to perform basic

With a good understanding 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

Windows 7 tasks, read the worksheet and chart.

the Office 2010 and

Windows 7 chapter TJo Start Excel

in this book, where .

you can learn how If you are using a computer to step through the project in this chapter and you want

to resize windows,
change screen
resolution, create
folders, move and

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 computet’s resolution, refer to the Office 2010 and Windows 7 chapter in this book.

rename files, use ‘The following steps, which assume Windows 7 is running, start Excel based on
Windows Help, and a typical installation. You may need to ask your instructor how to start Excel for your
much more. computer. For a detailed example of the procedure summarized below, refer to the Office

2010 and Windows 7 chapter.

The Ribbon and Screen o Click the Start button on the Windows 7 taskbar to display the Start menu.

Resolution . . '
Excel may change how @ Type Microsoft Excel asthe search textin the ‘Search programs and files’ text

the groups and buttons box and watch the search results appear on the 5tart menu.

within the groups appear . . . ;
on the Ribbgon, gep:r?ding @ Click Microsoft Excel 2010 in the search results on the Start menu to start Excel and disptay

on the computer’s screen a new blank workbook in the Excel window.

resolution. Thus, your \ . . . _—
Ribbon may Iook):iifferent if the Excel window is not maximized, click the Maximize button next to the Close button

from the ones in the Office on its title bar to maximize the window.
and Windows chapters in
this bool if you are using
a screen resolution other
than 1024 x 768.
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selecting a Cell

To enter data into a cell, you first must select it. The easiest way to select a cell (make
it active) is to use the mouse to move the block plus sign mouse pointer to the cell and
then click. :

An alternative method is to use the arrow keys that are located just to the right of
the alphanumeric keys on a standard keyboard. An arrow key selects the cell adjacent to
the active cell in the direction of the arrow on the key.

You know a cell is selected, or active, when a heavy border surrounds the cell and
the active cell reference appears in the Name box on the left side of the formula bar.
Excel also changes the active cell’s column heading and row heading to a gold color.

Entering Text

In Excel, any set of characters containing a letter, hyphen (as in a telephone number), or
space is considered text. Text is used to place titles, such as worksheet titles, column titles,
and row titles, on the worksheet,

Select titles and subtitles for the worksheet.

Worksheet titles and subtitles should be as brief and meaningful as possible. A worksheet
title could include the name of the organization, department, or a description of the
content of the worksheet. A worksheet subtitie, if included, could include ‘a more detailed
description of the content of the worksheet. Examples of worksheet titles are December
2010 Payroll and Year 2011 Projected Budget, and examples of subtitles are Marketing
Department and Rent and Utilities, respectively,

Determine the contents of rows and columns.

As shown In Figure 1-4, data in a worksheet often is identified by row and column titles

50 that the user of a worksheet easily can identify the meaning of the data, Rows typically
contain information that is similar to items in a list. Columns typically contain descriptive
information about items in rows or contain information that helps to group the data in the
worksheet. Examples of row titles-are Product and Total, and examples of column titles are
Name and Address.

b

BTW

Selecting a Cell

You can select any cell by
entering its cell reference,
such as B4, in the Name
box on the left side of the
formula bar.

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.

Blan
Ahead

Plan
Ahead
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30,623.95 5061435 SLA06.46  36,307.09
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QTN
SLeazss | 40,177.87 )  268,932,31
12,305.85  21,097.60 . 103,14105
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To Enter the Worksheet Titles

As shown in Figure 1-4 on the previous page, the worksheet title, Save Sable River Foundation, identifies
the organization for which the worksheet is being created in Excel Chapter 1. The worksheet subtitle, Lifetime
Fundraising Summary, identifies the type of report.

The following steps enter the worksheet titles in cells Al and A2. Later in this chapter, the worksheet titles
will be formatted so they appear as shown in Figure 1-4. ' '

L1

o If necessary, click cell
A1 to make cell A1 the
active cell {Figure 1-5).

What if | make a
mistake while typing?

:iGeneral

$ - % 5 %530 Cell
~.n R Farmattingr. a3 Table Shyles

Q&A

i vou type the wrong
letter and notice the
error before clicking
the Enter box or e
pressing the ENTER :

key, use the BACKSPACE |
key to delete all the
characters back to and
including the incorrect
letter. To cancel the
entire entry before ey
entering it into the Figure 1-5

cell, click the Cance! box in the formula bar or press the £s¢ key. If you see an error in a cell
after entering the text, select the cell and retype the entry.
2]

o Type SBave
Sable River
Foundation in
cell A1 and then point s :
to the Enter box in | % 1 L e« st
the formula bar to Lepbyat s allan B
prepare to enter :
text in the active cell
(Figure 1-6). i

Why did the : R B S 7777 Note: To help you locate
appearance of the ) st T screen elements that

5 5 are referenced in the
ormula bar change? step instructions, such as

. . buttons and commands,
Excel displays the title the Office and Windows

in the formula bar and 771 chapters in this book use
in cell A1. When you : red boxes to peint to
begin typing a cell these screen elements.
entry, Excel displays
two additional boxes
in the formula bar:
the Cancel box and the Enter box. Clicking the Enter box completes an entry. Clicking the
Cancel box cancels an entry.

tiGaniersl

Q&A

Figure 1-6

What is the vertical line in cell A1?

The text in cell A1 is followed by the insertion point. The insertion point is a blinking vertical
line that indicates where the next typed character will appear.

G&A
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"e Click the Enter box to complete the
entry and enter a worksheet title
(Figure 1-7).

Why does the entered text appear
in three cells? '

When the text is longer than the
width of a column, Excel displays
the overflow characters in adjacent
cells to the right as long as those
adjacent cells contain no data. If the
adjacent cells contain data, Excel
would hide the overflow charac-
ters. Excel displays the overflow
characters in the formula bar
whenever that cell is the active cell.

0

o Click cell A2 to select it.

Q&h

iigryigt

er Foundation

R k5

Figure 1-7

ikl
Home

*Type Lifetime Fundraising

Summary as the cell entry. S e b VEF deenent o HES
‘ : § - % v L Condltion%
* Click the Enter box to complete the ’ { Formattingfs
entry and enter a worksheet subtitle SRR

(Figure 1-8).

What happens when | click the Enter Save Sable River Foundation |
box? 72 jUfetime Rundraising Summary.

Q&A

When you complete an entry by
clicking the Enter box, the insertion
point disappears and the cell in
which the text is entered remains
the active cell.

R TR

Figure 1-8

1. To complete entry, click 3. To complete entry, prass LEFT ARROW, or RIGHT

any cell other than active HOME, PAGE UP, PAGE ARROW.
celf DOWN, or END
2. To complete entry, press 4. To complete entry, press
ENTER UP ARROW, DOWN ARROW,
AutoCor
orrect _ = €) asas
The AutoCorrect feature of Excel works behind the scenes, correcting common | For a complete list of the

Q&As found in many of

- Mistakes mpl e in a cell. AutoCorrect makes three tvbes of
, hen you complete a text entry in a 0 typ the step-by-step sequences

© COrrect vOu: ‘
trections for you: in the Office and
L. Corrects two initia) capital letters by changing the second letter to lowercase. EV'HSOVYS_ Cr:p;:{S in ﬂ;is
QOK, Visit the Microso
2. Capitalizes the first letter in the names of days. Office and Concepts
3. Replaces commonly misspelled words with their correct spelling. For example, CourseMate Web site at

. . . . www.cengagebrain.com
1t will change the misspelled word recieve to recesve when you complete the entry. and then ?‘ a?rigate ‘o

AutoCorrect will correct the spelling of hundreds of commonly misspelled words | 4, Q8A resource for
automatically. { this book,
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To Enter Column Titles

~ The column titles in row 3 (Allentown, Chamber City, Pattonsville, Sable Village, Strongville, Town of Cary,
and ‘Total) identify the numbers in each column, In the case of the Save the Sable River Foundation data, the cities
identify the funds raised using each fundraising type. The cities, therefore, are placed in columns. To enter the
column titles in row 3, select the appropriate cell and then enter the text. The following steps enter the column

titles in row 3.

# Click cell B3 to make
it the active cell
{Figure 1-9).

Conditional Format  Cal
e

Figure 1-9

2]

o Type Allentown
to begin entry
of a column title : o
in the active cell [ B2 o TR AN G S e (F e @;% |
(Figure 1-10). | P g ; =Ew A @ 8| o

Figure 1-10
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¢ Press the RIGHT ARROW
key to enter a column
title and make the cell
to the right the active
celf (Figure 1-11),

Why is the RIGHT
ARROW key used to
complete the entry in
the cell?

QBA

Save Sable River Foundation .

Lifetime Fundraising Summary.
R

oW

If the next ehtry

C3is active cell

g A A S

you want to enter is
in an adjacent cell,
use the arrow keys i
to complete the B

entry in a cell. When
yoU press an arrow
key to complete an
entry, the adjacent
cell in the direction
of the arrow (up,
down, left, or right}
becomes the active
cell. If the next entry .
is in a nonadjacent cell, complete the current entry by clicking the next cell in which you
plan to enter data. You also can click the Enter box or press the ENTER key and then click
the appropriate cell for the next entry.

(4

® Repeat Steps 2 and 3
1o enter the remaining
column titles; that ; = . ;
is, enter Chamber G gy IR L T EE=E pE Sl
City inceall C3, : ' =
Pattonsville
incell D3, Sable
Village incefl E3,

8trongville in

@llF3, Town of

Cary incell G3,

and Total incell

H3 (complete the last

entry in cell H3 by

dicking the Enter box
in the formula bar)

{Figure 1-12),

$ - % 3 | %49 Conditlonal Format  Celt
* . ! dg *8 | Fannatting » as Table ~ Styles ¥

s

oY

i

Figure 1-12

s




EX 12 Excel Chapter 1 Creating a Worksheet and an Embedded Chart

To Enter Row Titles

The next step in developing the worksheet for this project is to enter the row titles in column A. For the Save
Sable River Foundation data, the list of fundraising activities meets the criterion that information that identifies
columns be in a list. It is more likely that in the fature, the organization will add more fundraising activities as
opposed to more cities. Each fundraising activity, therefore, should be placed in its own row. The row titles in column
A (Corporate, Direct Mail, Fun Runs, Government, Phone-a-thon, and ‘Total) identify the numbers in each row.

“T'his process for entering row titles is similar to the process for entering column titles. The following steps
enter the row titles in the worksheet. '

e Click cell A4 to select it.

e Type Corporate

and then press the
DOWN ARROW key

to enter a row title
and to make the cell
below the current
cell the active cell
{Figure 1-13).

e Repeat Step 1 to enter
the remaining row
titles in column A; that

% .
is, enter Direct : j Ry~ 5 j e Ed Gl {
i1 i Paste i =5 -8 -9 . %8 .00 Conditional Foemat  Ce B
Mail incell A5, - 5 R E ! $ a1 1 Farmatting v as Table = Siyles ~ E
Fun Runeg in cell Chipbroagc. Gl Mlonment ol Naber L s i ;

A6, Government
in cell A7, Phone-
a-thon incell AB,
and Total incell
A2 (Figure 1-14).

| Why is the text left-
aligned in the cells?

Q&A

When you enter text,
Excel automatically
teft-aligns the text in
the cell, Excel treats
any combination of
numbsers, spaces, and

Paste

Ha
4

‘Callbrl

B I U~

L Clipboard Tl

@lv

=l

oo Atignment
SE e

|

bl -

'lGe'neraI

$ v % | %%

Conditional

1

Format  Caff

Foreatting ~ as Table v Styles

L Mumber L

ave Sable River Foundatlon. |
ifatime Fundraising Summary

S e

Figuré

B LEsy

1-14

nonnumeric characters as text. For example, Excel recognizes the following entries as text:

401AX21, 921-231, 619 321, 8B3XTY

You can change the text alignment in a cell by realigning it. Othar alignment techniques are
discussed later in this chapter.
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BTW

Entering Numbers

In Excel, you can enter numbers into cells to represent amounts. A number can contain

only the following characters:
0123456789+-(),/.$%Ee .
If a cell entry contains any other keyboard character (including spaces), Excel
interprets the entry as text and treats it accordingly. The use of the special characters is
explained when they are used. :

To Enter Numbers

Mumeric Limitations

In Excel, a number can be
between approximately -1
X 308" and 1 x 308", This
means it can be between
a negative 1 followed by
308 zeros and a positive

1 followed by 308 zeros.
To enter a number such
as 6,000,000,000,000,000,
you can type
6,000,000,000,000,000, or
you can type 6E15, which
translates to 6 X 1015.

The Save Sable River Foundation Lifetime Fundraising Summary numbers used in Excel Chapter 1 are
summarized in Table 1-1. These numbers, which represent lifetime fundraising amounts for each of the fundraising

activities and cities, must be entered in rows 4, 5, 6, 7, and 8.

83867.23 55076.48 55547,28

53

58614.35 51486.46 36387.09

o Click cell B4 to select it.

Homs

79779.02

51642.55

84366.19

40177.87

sType 74029.35

and then press the & lawen v = S
RIGHT ARROW key to Paste § B I U- EEEEE - 6% o | W, Contionl Fomat

: "’ i u 24 =r ‘ g~ a3 Tabl‘e" §
enter the data in lipboord 1| Wl Mo, gl | Styies

Cell

the selected cell and o

make the cell to the
right the active cell
{Figure 1-15).

Save Sable River Foundation
ifetime Fundraising Summary

B llen_t_n_\._rv_r:ChambertEattonsle
Corporaterr74029,35]
OirectMall ™\
Fun Runs :
Government| -

Total

Figure 1-15

sﬁ Do t need to enter dollar signs, commas, or trailing zeros for the fundraising summary

& amounts?
You are not required to type dollar signs, commas, or trailing zeros. When you enter a
dollar value that has cents, however, you must add the decimal point and the numbers
Tepresenting the cents. Later in this chapter, the numbers will be formatted to use dollar
signs, commas, and trailing zeros to improve the appearance and readability of the numbers.

Ph_"’_"?‘a't,hﬁ. o ' S R




e %

e Enter 92278.21 in

QEA

cellC4, 63081.74 in

cell D4, 84210.02 s o - : ! i " _
incell E4, 61644.26 | .S gy | ZBL 4 L B
incell F4, and e X = o el hor s Hing « a5 Tab1e » Sites
89820.51 incell .~ L ‘

G4 to complete the

first row of numbers ; :
in the worksheet ‘ . [ SR S
(Figure 1-16).

Town of OTe

Why are the humbers
right-aligned?

When you erter
numeric data in a cell,
Excel recognizes the
values as numbers and
right-aligns the values
in order to properly
vertically align decimal
and integer values.
For example, values
entered helow those
entered in this step
automatically will be right-aligned as well so that the decimals of the values properly align.

Figure 1-16

Click cell B5 to select
it and complete the
entry in the previously
selected cell.

) _Cnnﬁitianal Fromnat
Enter the remaining o
lifetime fundraising
summary numbers
provided in Table 1-1 wverFoundation |
on page EX 13 for 1 5 |Lfetime Fundralsing Summary.
each of ¥ic
the four
remaining \ o6 2269037 66202.72] fo
fundraising | e’ [ 1 Frrierer st B
activities : . | 24223.810 9 . 17328.74 12305.85) 2109760
in rows 5, ;
6, 7, and

8 to finish
entering numbers
in the worksheet
(Figure 1-17).

Why did clicking cell
B5 complete the entry
in cell G47

Selecting another cell
completes the entry in the previously selected cell in the same way: as pressing the ENTER key,
pressing an arrow key, or clicking the Enter box on the formula bar. In the next set of steps,
the entry of the number in cell G4 will be completed by selecting another cell,

B

Figure 1-17
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Calculating a Sum

The next step in creating the worksheet is to perform any necessary calculations, such
as calculating the column and row totals,

To Sum a Column of Numbers

As stated in the requirements document in Figure 1-2 on page EX 4, totals are required for each city,

each fundraising activity, and the organization. The first calculation is to determine the fundraising total for the
fundraising activities in the city of Allentown in column B, To calculate this value in cell B9, Excel must add, or
sum, the numbers in cells B4, BS, B6, B7, and B8. Excel’s SUM function, which adds all of the numbers in a range
of cells, provides a convenient ineans to accomplish this task.

A range is a series of two or more adjacent cells iri a column or row or a rectangular group of cells. For

~ ‘example, the group of adjacent cells B4, BS, B6, B7, and B8 is called a range. Many Excel operations, such as

~ summing numbers, take place on a range of cells.

After the total lifetime fundraising amount for the fundraising activities in the city of Allentown in column B
. is determined, the totals for the remaining cities and totals for each fundraising activity will be determined. The
following steps sum the numbers in column B.

¢ Click cell B9 to make
it the active cell and
complete the entry
in the previously
selected cell.

g st -

i Desete -
i e

He

Cendikiorgl - Format
ormating ¥ 3¢

* Click the Sum button
(Home tab | Editing
group) to display a
formula in the
formula bar and
in the active cell
(Figure 1-18).

Figure 1-18

How does Excel know which cells to sum? 2] Caleulating Sums
. -
Whﬁn You enter the sUM function using the Sum button, Excel automatically selects what -] Excel.calculates sums for
it consig X ) a variety of data types.
_ tders to be your choice of the range to sum. When proposing the range to sum, For example, Boolean
_ EE><ce| first looks for a range of cefls with numbers above the active cell and then to the left. values, such :35 TRUE and
; Excel proposes the wrong range, you can correct it by dragging through the correct range FALSE, can be summed.
- Defore pressing the ENTER key. You also can enter the correct range by typing the beginning Excel treats the value of
.. @llreference, a colon (), and the ending cell reference, TRUE a5 1 and the value of
FARSE as 0. Times also can
be summed, For example,

Excel treats the sum of
1.15 and 2:45 as 4:00.



EX 16 Excel Chapter 1

*

o Click the Enter

Q&A

BTW

box in the formula
bar to enter a sum
in the active cell
(Figure 1-19).

What is the purpdse
of the Sum hutton
arrow?

If you click the Sum
button arrow on

the right side of

the Sum button
(Home tab | Editing
group) (Figure 1-19),
Excel displays a list of
often used functions
from which you

can choose. The list
includes functions

that allow you to determine the

| maximum value, or the minimum value of a range of numbers.

1. Click Insert Function
butten in the formula
bar, sefect SUM in
Select a functicn
Jist, click OK button,
select range, click
OK button

Creating a Worksheet and an Embedded Chart

g
Sort & Find &
_Fijtar~, Select>

16692.14! 242
243335.9

Figure 1-19

average, the number of items in the selected range, the

2. Click Sum button arrow 3. Type = § in cell, select SUM
{Home tab | Editing group), from list, selact range
dlick More Functions, 4, Press ALT -+ EQUAL SIGN (=)

select SUM {insert Function
dialog box), click OK
button, select range, click
OK button

twice

Engtering Bumbers

a5 Tert

Sometimes, you will want
Excel to treat numbers,
such as postal codes and
telephone numbers, as
text. To enter a number
‘as text, start the entry
with an apostrophe ().

Using the Fill Handle to Copy a Cell
to Adjacent Celis

Fxcel also must calculate the totals for Chamber City in cell C9, Pattonsville in cell D9,
Sable Village in cell E9, Strongville in cell F9, and the Town of Cary in cell G9. Table 1-2
illustrates the similarities between the entry in cell B9 and the entries required to sum the

totals in cells C9, D9; E9, ¥9 and G9.

sums celis C4, €5, €6, C7, and C8

sums cells E4, ES, E6, E7, and E8

G9 =SUM(G4:G8} Sums cells G4, G5, G6, G7, and G8
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To place the SUM functions in cells C9, D9, E9, F9, and G9, you could follow the
same steps shown previously in Figures 1-18 on page EX 15 and 1-19. A second, more
efficient method, howewer, is to copy the SUM function from cell B9 to the range C9:G9.
The cell being copied is called the source area or copy area. The range of cells receiving
the copy is called the destination area or paste area.

Although the SUM function entries in Table 1-2 are similar, they are not exact
copies. The range in each SUM function entry uses cell references that are one column
to the right of the previous column. When you copy formulas that include cell references,
Excel automatically adjusts them for each new position, resulting in the SUM function
entries illustrated in Table [-2. Each adjusted cell reference is called a relative reference.

To Copy a Cell to Adjacent Cells in a Row

The easiest way to copy the SUM formula from cell BY to cells C9, D9, E9, F9, and G9 is to use the fill
handle. The fill handle is the small black square located in the lower-right corner of the heavy border around
the active cell. The following steps use the fill handle to copy cell B9 to the adjacent cells C9:G9.

» With cell B9 active,
point to the fill
handle to activate

it (Figure 1-20). { B -t m=@e i - ;[

Conditional Format CEII

Home

16692.04] 2422
243335.9)

mouse pointer changes to crosshair
indicating fitl handle is selected

Figure 1-20
¢ 'Drag the fill handle to
select the destination
area, range €9:G9,

to display a shaded : - R . Lo o
border around the L ~ B 58| Fomatting
source area and the |itine '
destination area
{Figure 1-21). Do not

release the mouse
button.

, LELELL
55547.28, 79772.02; 04366.19:

Governme 30623.99' 5861435 5148645, 36387.091 5 __ — :
-t 16692,14: 2427381  9492.91! 173728,74: 12308, . as dragging takes place,
Total i 24331;5 [) " : 1 Excel displays a shaded

¥

y .| border around destination
; e J area and source area
| -

Figure 1-21
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®
o Release the mouse
button to copy the

SUM function from

the active cell to the ‘; iﬁa“ e e = ; | i o % é@ @

destination area and Condilonal Fomat  call
calculate the sums
(Figure 1-22).

heavy border Formattin
and transparent
blue background
indicate range
B9:G9 remains

salacted

,,,,, undraising summary; |
Allentowr Chamber (Pattonsvil

74025.351 92278,21] 6309174 84210.02' 6164426
67286.06] 83867.23] 55076,48 79779.02| 84366.18]
5470439 66934.67f 64501.66 | 28095.06 32630.87] 64242.77
30623.99! 58614.35] 51496.45 | 36387.09] 51642.55] 401772.87
9492.91 12305,85)  21097.6

ERTE TR

stiongyillFown ofié"_ur_; al
61644,26] §9820.51

Figure 1-22

What is the purpose of the Auto Fill Options button?

When you copy one range to another, Excel displays an Auto Fill Options button

(Figure 1-22). The Auto Fill Options button allows you to choose whether you want to copy
the values from the source area to the destination area with formatting, do so without
formatting, or copy only the format. To view the available fill options, click the Auto Fill
Options button. The Auto Fill Options button disappears when you begin another activity
in Excel, such as typing data in another cell or applying formatting to a cell or range of cells.

Q&A

e -
;éi;.“g-afk 2 i
1. Select source area, click 2. Right-click source area, 3. Select source area and
Copy button (Home tab | click Copy on shorteut then point to border of
Clipboard group), select menu, right-click range; while holding
destination area, click destination area, click down CTRL, drag source
- Paste button (Home tab | Paste on shortcut menu area to destination area

Clipboard group)

To Determine Multiple Totals at the Same Time

"The next step in building the worksheet is to determine the lifetime fundraising totals for each fundraising
activity and total lifetime fundraising for the organization in column H. To calculate these totals, you can use the
SUM function much as it was used to total the lifetime fundraising amounts by city in row 9. In this example,
however, Excel will determine totals for all of the rows at the same time. The following steps sum multiple totals
at once.




o Click cell H4 to make
it the active cell
(Figure 1-23).

* With the mouse
pointer in cell H4 and
in the shape of a block
plus sign, drag the
mouse pointer down
to cell H9 to highlight
the range with a
transparent view
{Figure 1-24).

* Click the Sum button
(Home tab | Editing
group) to calculate
and display the sums
of the corresponding
tows (Figure 1-25),

* Select cell A10 to

deselect the selected
range.

How does Excel create

Unique totals for each
row?

Q&AL

if each cell in a
Selected range is next
0 a row of numbers,
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S . Conditional
H Fnzmal:tmg * 35 Table - Styres v

i Slyas -

Format

| 5% Delete + |
I &Folmat L

wGovErnr-r;s ansza 93,
hone- -a-t 1669214
iTotal

24223.81
.243395.9; 37539183, 2437193

58614.351 51496.46 36387.091 51642.5
9492.91‘ 173_‘2B.77 12305.85°

Cn097E

2223691 2080621 299704.9°

! conaitional
Forinatting ~ a3 Table ~ Styies -

Farmat

S

Cell

@ Fn_rmat i

S"-" Insert =
B Delete v |

iGells

: 74029,35. §
tal 67286.06
15 54704.39
3062339
1 16692.14
;2433353 3

| 56936.67:
58614.35
24223, sif

545066 20095,

51486.46
9492.91

5918.3 2437193,

) | range H&H9
selected

[ Generat

P8 %oy

W U

Conditlond! Format  Cell
Formwnn v aF Table > Styles

B nseit -
i ¥ Delete +

{v} Format ~

Llietlme Funu‘ralslng Summary

:Allentowr Chamber lPattnnsle Sahle\flhstmngvllllTown of CTotaI
92274.21 630BL.74.
B3867.23; $5076.40
£6934,67. €45BLES'
59614,35° 5148645,

Corporate 740253
Direct Maf -£7265.06°
FunRuns * $4704.39;
Governm¢ 30623
Phone-a-t 16692.14.
Totel 243335.9°

‘24223.81

Excet assigns the SUM function to each
<ell when you click the Sum button.

949291,

325918.3- 243719.3

94210.02
55547.20
20895.856
36367.09
17320.74

227369

£1644.26,
7702,
32690. 37’

$1542.55

12305.95°
238062.1°

ssazos1f assasa 1]

2997049

RRGE

Figure 1 25
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¥

Oryanizing Files

ang Folders

You should organize

and store files in folders
so that you easily can

find the files later. For
example, if you are taking
an introductery computer
class called €15 101, a good
practice would be to save
all Excel files in an Excel
folder in a C1S 101 folder.
For a discussion of folders
and detailed examples

of creating folders, refer
to the Office 2010 and
Windows 7 chapter in

this book,

6 Type Save

To Save a Workbook

You have performed many tasks while creating this workbook and do not want to
risk losing work completed thus far. Accordingly, you should save the workbook.

The following steps. assume you already have created folders for storing your
files, for example, a CIS 101 folder (for your class) that contains an Excel folder (for
your assignments). Thus, these steps save the workbook in the Excel folder in the CIS
101 folder on a USB flash drive using the file name, Save Sable River Foundation. For
a detailed example of the procedure summarized below, refer to the Office 2010 and
Windows 7 chapter in this book. '

o With a USB flash drive connected to one of the computer's USB potts, click the Save button

on the Quick Access Toolbar to display the Save As dialog box.

gable River Foundation inthe File name text box to change the
file name. Do not press the ENTER key after typing the file name because you do not want
to close the dialog box at this time.

e 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).

6 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.

Break Point: If you wish to take a break, this is a good place to do so. You can quit Excel. To resume at a later time, start
Excel, open the file called Save sable River Foundation, and continue following the steps from this location forward.

Plan
Ahead

Formatting the Worksheet

The text, numeric entries, and functions for the worksheet now are complete. The next
step is to format the worksheet. You format a worksheet to emphasize certain entries and
make the worksheet easier to read and understand.

Figure 1-26a shows the worksheet before formatting, Figure 1-26b shows the work-
sheet after formatting. As you can see from the two figures, a worksheet that is formatted
not only is easier to read but also looks more professional.

Id_entify how to format various elements of the worksheet.
By formatting the contents of the worksheet, you ¢an improve its overall appearance, When
formatting a worksheet, consider the following formatting suggestions:

P

o Increase the font size of cells. An increased font size gives more impact to the text in
a cell. In order to indicate their relative importance, worksheet titles should have the
largest font size, followed by worksheet subtitles, and then column and row headings.

« Change the font color of cells. Ditferent cell colors help the reader of a worksheet
quickly differentiate between the sactions of a worksheet. Worksheet titles and subtitles

‘ easily should be identifiable from column and row headings. The overuse of too many

b colors, however, may be distracting to the reader of a worksheet. :

» Center the worksheet titles, subtitles, and column headings. Centering text in worksheet
tities and subtitles over the portion of the worksheet that they represent helps the
reader of a worksheet quickly to identify the information that is of interest to them.

1 _ (continued)
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(contmued) Plan

» Modify column widths to best fit text in cells. Make certain that text in a cell does not Ahead

overflow into another cell. A column’s width should be adjusted to accommodate the
largest amount of text used in a cell in the column. Columns that contain data that is
similar in nature fo other columns should share the same column width,

« Change the font style of cells. Use a bold font style to make worksheet titles, worksheet
subtitles, column headings, row heading, and totals stand out. Use italics and underline
. font styles judiciously, as specific rules of grammar apply to their use.

T TS
S N D . ' 8% oetete - | [~
EE=EEE] S - % » ! %0 Conditlenal Format  Cell . Sott& Find &
) = Eij ° R i Formatting ~ a3 Table = Styles ~ ﬁazé}lformat' 27 Filter» Select~
Alignment. &) Mumber o .al o SWles . [ Cels. 4 fding L

67286 _s_a_@é?;zsféﬁ_@is-ﬂ éé%i_?ﬁ{?af_ ,,4,2’15,9”2’2-33'
5470039 66984.67, 64581.66  28895.86 7 . 312009.7

' 30623.99. $8614.35, 51486.46 36387.0 51642 55 401?7 87, 3
a-t 1669210 24223.81 9492.91 17328.74, 1230585, 710876 1011411

| 243335.9, 325918,3 243719.3 222369, 238062.1; 299704.9,

ju.. LI { e elhaat ¢
E%% % % i é%? (ﬁ
| B Delete - 1 @*
Conditional Forreat  Cell Sort & Find & ; B
ormatting v a8 Table T Shies v | EJF"""“ M~ A Fister+ Select= | N

& o & e
—_ i ok | I .
E S Sv% v il %

o Aligament -

B Llfel:lme Fund; msmg _
|- Allantuwn Chamherclty Pattonsville _ Sable Village
[iCororate 5 74020.35 | ¢ 5227821 ¢ 63,081.74 | § 64.210.02
| GT206.06  B386703 | 5507648 5554708 T
FunRuns 5470033 | 6693467 6458166  26,895.86 - 33 2. .. 81a,083.67:
(loovernment  30,623.98  50,61435  51,486.46 | 36,387.09  51,64255  40,177.87  268,93231 -
Phone-a-thon 16,692.14 .  24,223.81 9,492,91 17,328.74 . 12,305.85 @ 21,087.60 101,141.08
'Tml . $243,335.93  $325,948.27 . $243,710.25 | $222,368.99 ; $238,062.05 | $290,704.89 , $1,573,100.38 :

g tivag

Figure 1-26 (b) ‘A‘fter Formatting
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Fonts

In general, use no more
than two font types in a
worksheet hecause the
use of more fonts can
make a worksheet difficult
to read.

Fonts and Themes

Excel uses default
recommended fonts based
on the workbook's theme,
A theme is a collection of
fonts and color schemes.
The default theme is
named Office, and the two
default fonts for the Office
theme are Calibri and
Cambria. Excel, however,
allows you to apply any
font to a cell or range as
long as the font is installed

oh your computer,

To Change a Cell Style

EX 22 Excel Chapter T Creating a Worksheet and an Embedded Chart

"To change the unformatted worksheet in Figure 1-26a on the previous page to th
formatted worksheet in Figure 1-26b on the previous page, the following tasks must be
completed: :

1. Change the font, change the font style to bold, increase the font size, and change
the font color of the worksheet titles in cells Al and A2. -

3. Center the worksheet titles in cells Al and A2 across columns A through H,

3. Format the body of the worksheet. The body of the worksheet, range A3:H9,
includes the column titles, row titles, and numbers. Formatting the body of the
worksheet changes the numbers to use a dollars-and-cents format, with doflar
signs in the first row (row 4) and the total row (row 9); adds underlining that
emphasizes portions of the worksheet; and modifies the column widths to fit the,
rext in the columns and make the text and numbers readable.

The remainder of this section explains the process required to format the work-
sheet. Although the formatting procedures are explained in the order described ahove, you:
should be aware that you could make these format changes in any order. Modifying the
column widths, however, usually is done last because other formatting changes may affect -
the size of data in the cells in the column. :

Font, Style, Size, and Color

"The characters that Excel displays on the screen are a specific font, style, size, and
color. The font, or font face, defines the appearance and shape of the letters, numbers, and -
special characters. Examples of fonts include Calibri, Cambria, Times New Roman, Arial,
and Courier. Font style indicates how the characters are emphasized. Common font styles -
include regular, bold, underline, and italic. The font size specifies the size of the characters.
on the screen. Font size is gauged by a measurement systemn called points. A single point s
about 1/72 of one inch in height. Thus, a character with a point size of 10 is about 10/72
of one inch in height. The font color defines the color of the characters. Excel can display -
characters in a wide variety of colors, including black, red, orange, and blue.

When Excel begins, the preset font for the entire workbook is Calibri, with a font
size, font style, and font color of 11—point regular black. Excel allows you to change the font -
characteristics in a single cell, a range of cells, the entire worksheet, or the entire workbook.

Excel inchudes the capability of changing several characteristics of a cell, such the font, font size, and font
color, all at once by assigning a predefined cell style to a cell. Using the predefined styles that Excel includes provides
a consistent appearance to common portions of your worksheets, such as worksheet titles, worksheet subtitles, '
column headings, and total rows. The following steps assign the Title cell style to the worksheet title in cell Al.




o Click cell A1 to make

cell A1 the active cell.

s Click the Cell Styles
putton (Home tab |
Styles group) to
display the Cell Styles
gallery (Figure 1-27).

?Point to the Title
cell style in the Titles
and Headings area
of the Cell Styles
gallery to see a live
preview of the cell
style in the active cell
(Figure 1-28).

@ Experiment

~# Point to several other
cell styles in the Cell
Styles gallery to see a
live preview of other
cell styles in cell A1.
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Ce" Styles
button

M3

] 53514@5 51486.46

9492,91:

17320,
2223

%«@&%@
et

bR

Currancy [0}

Percant

* Click the Title cell

~style to apply the cell
style to the active cell
{Figure 1-29).

Why do several items
Y| In the Font group on
“the Ribbon change?

The changes to the

.find Font Size box
Indicate the font
thanges applied to

_ the active celi, cell A1,

8 aresult of applying
the Title cell style.

Hante

g'“lmert M
S Deleta » :

o 8 &

Soit & Find & |

',gi uaw(llf Styfe
M ; Merge Styles..,

Comms[n] Currency

Currency [0]

Fercent

ng_{nm’

=tom‘htjaml Farmat  Celt |

E'ﬂlnselt -
K Dente v ¢

L;i Format

Forinatting ~ a3 Tatile 7 Styfes

Y

Sort & Find &

Q Filter Select~

“Font box, Bold button,

Save Sable Rlver Foundation

Litetime FundralsLngSummary

Ienlowr chambenPationsvll Sebla vrI(SlrnngvllhT

67
FunRuns 5470433 5593&67:
i Govercmi 30622.99, 5081435
Fhone- _24223.31
Total . 243335»97 3239183

2437193

n of CTotal
63081.74' 84210.02 651644.26. 83820.51 4650641
55076.48 55547,28. 79779,02. $4366.19 4273723

64381.66 2_BBS_5.HE? 32690.37. £4242.72- 312045.7

51486.45, 36397.02 51642.55 00177.57 2699323
909291 17320.74; 17305.85 710576 1011411

e

Flgﬁre 1- 29 -

222368 2380621 295704.8 1573163
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To Change the Font | .

more appealing to the reader and to relate or
the worksheet subtitle’s fonts from Calibri to Cambria, .

Different fonts often are used in a worksheet to make it

distinguish data in the worksheet. The following steps change

Font box arrow

e Click cell A2 to make
it the active cell.

H 5
e e
conditfonal  Format  Cefl

Formatting 22 Table » Siyles
s St

kg%é Fotwarr I- A? i?a
. 7
A L gXoeier + | {5 4 i
V7L sot& fing
Y Format = 27 Flte "
b B4

o Click the Font box
arrow (Home tab |
Font group) to display
the Font gallery

{Figure 1-30).

which fonts are

displayed in the

Font gallery?

% Aharoni AR b P
T ALGERIAN e L . o
" s - logetinTown of &

. wesll 4076, 03820.5¢
3% et w4 Lo 436619
AagiaxaUre aixh 550.37 5424
Agarajita Bgemerdt, §42.55 40177
05.83; 210

Q&A

wnan
Pz T

Lovabic Typassiting peyng

Because many
programs supply
additional fonts
beyand what comes
with the Windows 7
operating system,

the number of fonts
available on your
computer will depend
on the programs

installed. The Office .
and Windows chapters in this book use only fonts that come with

the Windows 7 operating system and Microsoft Office 2010,

2
@ Point 1o Cambria in
the Theme Fonts area
of the Font gallery
to see a live preview
of the selected font
in the active cell

% Arial Black
i Aral Nanow
% arlal Rounded MT Beld
| Arial Unlcada MS
% Baskervitle Old Face
% Batang
BatangChe
Rauhaus 73

Cambria font
selected in.
Font gallery

BT &

General
sorts Find & |
1.4

Conditignst  Farmat  Cell -
Formatting * a5 Tabfe » Styles~
Lo N e g

B kpory 1B

(Figure 1-31). ol eE'Ji' Aharoni HDRPETY
Eotima b pLGERIAN :
@ Experiment 7 dnase el ag5064.L
A1l 597731

Argrnatiaw

T a (
Zmorerl 4255 017787 2689323
05.67 210976, 1011411
02,1 299704.91 1573108,

e Point to several other
fonts in the Font
gallery to.see a live
preview of other fonts
in the selected cell.

What is the Theme
Fonts area?

ArgtaVeC

Dvér;ﬂrm ‘i Aparajita
h""e‘a"i')l- Auabic Typeseiing pnaed
otal_ "}l' Aial

T Avial Black :
) e Avial Matioes L

T Artal Rounded MT Bold !

I% Adal Unicode M5

4 1 Baskerville Old Face

i1 Batang

"1p BatangChe
T Baushous 93

Q&A

Fxcel applies the same
default theme to any
new workbook that
you start. A theme is a
collection of cell styles
| and other styles that
have common characteristics, such as a <o

T

gure 1-31

Fi
lor scheme and font. the defauli theme for an Exce!

workbook is the Office theme. The Theme Fonls area of the Font gallery includes the fonts
included in the default Office theme. Cambria is recommended far headings and Calibri is
recommended by Microsoft for cells in the hody of the worksheet (Figure 1310




+ Click Cambria in the
Theme Fonts areato
change the font of
the worksheet
subtitle to Cambria
(Figure 1-32).

i‘ Ee neral

$r% s

] e | ;B Insert -
¥ : W

§ % Conditional Format  Cel | S Dslete -
* ) oRdiicnal Orfina £ i

'd, a . Farmatting = 25 Table  Stles ,tﬁﬂf‘ﬂ,ﬂ'ﬂb

Save Sable River Foundatio
Lifetime ndrafisin L
1 _Aleatawd
rHarate’ 74029,35

917,02
42690,37, ¢
51642.55!

1. Click Font box arrow on menu, click Font tab

Mini toolbar, click desired (Format Cells dialog box),
font in Font gallery click desired font, click
2. Right-click cell, click OK button

Format Cells on shortcut

To Bold a Cell

You bold an entry in a cell to emphasize it or make it stand out from the rest of the worksheet. The following
tep bolds the worksheet subtitle in cell A2,

; d

Bold button changes
to transparent orange
background when

;| active cell is bold

With cell A2 active,
-¢lick the Bold button

Format
33 Yabla =

Conditional
Farmatting

Celt
Stylesy

fansparent orange
atkground.

old style from a cell?

licking the Bold button (Home tab | Font group) a second
e removes the bold font style,

1. Click Bold button on Mini (Forrgat Celis dialog
toolbar box), click Bold, click OK -
2. Right-click cell, click buttan
Fermat Cells on shortcut 3. Press CTRL+B

menu, click Font tab
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To Increase thé Font Size of a Cell Entry

Increasing the font size is the next step in formatting the worksheet subtitle. You increase the font size of a ¢ej|
so that the entry stands out and is easier to read, The following steps increase the font size of the worksheet subtitle. -
in cell A2, - .

Font Size box arrow

o With cell A2 selected,
click the Font Size box
arrow (Home tab |
Font group) to display
the Font Size list.

CEMInset v | R
l 4% Delete + : @-

8 Format - § ¢e

¢ Point to 14 in the Font
Size list to see a live
preview of the active
cell with the selected | i Achami on . o
font size (Figure 1-34).  {zAjcorp - 7012 hey 2| 61614.26] 8982051 48506411 N R

@ Experiment

« Point to several
other font sizes in
the Font Size list to
see a live preview of
other font sizes in
the selected cell.

e Click 14 in the Font
Size list to change the

font size in the active 2 \ i : ==y & ST 2 i@ : g:!nselt- *g]

H £ T a H = i T Delete ~ M
cell (Figure 1-35). ‘A-lesses@ 8 Fc;rr\na;nor;m;l :}rmat ';Ieell froms-| 2+
Can | assign a font size

Q&A

that is not in the Font

Size IiSt? Ei el
Save Sable River Found

Yes, An alternative
to clicking a font size
in the Font Size fist

is to click the Font
Size box {(Home tab |
Font group), type the
font size, and then
press the ENTER key.
This procedure allows
you to assign a font
size not available in
the Font Size listto a
selected cell entfy.

465064.1

Figure 1-35

. Click Increase Fonit Size 2. Click Font Size . Right-click cell, click Farmat

button (Home tab | Font box arrow on Mini Celts on shortcut menu, ) i
group) or Decrease Font toolbar, click desired click Font tab (Format Cells
Size button (Home tab | font size in Font Size dialog box), select font size

Font group} gallery in Size hox, click ©K button
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| To Change the Font Color of a Cell Entry

The next step is to change the color of the font in cell A2 from black to dark blue. The following steps change

“the font color of a cell entry.

» With cell A2 selected, click the Font
Color button arrow (Home tab |
Font group) to display the Font
Color gallery.

‘s Point to Dark Blue, Text 2 (dark
blue color in column 4, row 1} in
~ the Theme Colors area of the Font
- Color gallery to see a live preview
_ of the font color in the active cell
~ (Figure 1-36).

@ Experiment

. Point to several other colors in
the Font Color gallery to see a live
preview of other font colors in the
active cell.

- Which colors does Excel make
available on the Font Color gallery?

orditional  Fornat  CellEd
rmatting > asTablev S{yle,'

Figure 1-36

You can choose from more than 60 different font colors on the Font Color gallery
(Figure 1-36). Your Font Color gallery may have more or fewer colors, depending
on color settings of your operating system. The Theme Colors area includes colors
that are included in the current workbook's theme.

 Click Dark Blue, Text 2 (column 4,
row 1) on the Font Color gallery
1o change the font of the

worksheet subtitie in the active
ell (Figure 1-37).

|-Why does the Fant Color button

|.change after | select the new font
olor?

When you choose a color on the
Font Color gallery, Excel changes the
Font Color button (Home tab | Font
.-group) to the chosen color. Thus,

0 change the font color of the celi
entry in another cell to the same
wlor, you need only to select the
._Cell and then click the Font Color
button (Home tab | Font group).

onditional  Farmat  Cellfy,
ormatking » a3 Table~ Style:

Save Sable River Foundation

le Fundraising Summary

6424372, 312087;

36062.1) 2997043) 1573109

40177.87. 2689323,
1057.6; 1011411

Figure 1-37

1. Click Font Color box
arrow on Mini toolbar,
click desired font color
in the Font Color gallery

2. Right-click cell, click
Format Cells on shortcut

menuy, click Font tab
{Format Cells dialog
box), select ¢olor in
Font Color gallery,
clidk OK button
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To Center Cell Entries across Columns by Merging Cells

¥

The final step in formatting the worksheet title and subtitle is to center them across columns A through H.
Centering 2 title across the columns used in the body of the worksheet improves the worksheet’s appearance. To do -
this, the eight cells in the range A1:TI1 are combined, or merged, into a single cell that is the width of the columns
in the body of the worksheet. The eight cells in the range A2:H2 are merged in a similar manner. Merging cells
involves creating a single cell by combining two or more selected cells.

title and subtitle across columns by merging cells.

Q&A

Q&A

Select cell A1 and

then drag to cell H1

to highlight the range
to be merged and
centered (Figure 1-38).

What if a cell inthe
range B1:H1 contains
data?

For the Merge &
Center button (Home
tab | Alighment
group) to work
properly, all the cells
except the leftmost
cell in the sefected
range must be empty.

e Click the Merge &
Center button {(Home
tab | Alignment
group) to merge cells
A1 through H1 and
center the contents of
the leftmost cell across
the selected columns
{Figure 1-39).

What happened to
cells B1 through H1?

After the merge, cells
B1 through H1 no
longer exist. The new
celt A1 now extends
across columns A
through H.

4 == E P Lf:‘g.? § -~ % %% Conditional Format  Call
] = T & b (] Pln A
Al is active call i i ' Formatiing T as Table ¥ Styl
A LS Ll Alignenent. - e 5 Humber Rl Stles

‘T'he following steps center the worksheet

5

3

v !“"@"i | General B

Yo

Irect Mai 6728606
un Runs | 5470439,
|Governme 30623,9%:

56614.35 514864

otal 2433359 3259183 243719.3

Save Sabla Hi;ér Foundation

e VillistrongyiliiTown of CTatal
81210.02, 6164426 8982051’ 4650641
. 55547.28. 79779.02 84366.13' 425922.3'

2989586, 32690.37 64242.72 3120W.T
6387.09' 51642.55_ 4017787, 2689323,

hone-a-t 1669214 24223.81 9492.91 17328.74° 1230585 2 :
] " 227369 238062.1 2997049 1573103,

Figure 1-38

range Al:H1
selected

210976, 1011411

Merge & Center
button

Allgnmeant

i Conditional Format  Cell 3

ormatting = as Table ~ Slyl_es'i %
-1
S A

picia

sava Sable River Foundation

Lifetime FundraisingiSummary
... Allentowr Chamber{

Corporate 740_29. o
Direct Mal 67266, :
Fun Runs | 54704, TH| 29895.86"
Governme 30623,99' 58614,35 31496.4%; 36387.09
none-a-t 1669214’ 24223.61 949291 1732874
Total . 2433353, 3259183 243719.3, 222369

84210.02
55547.28

Sairé Sﬁhle Rlvér F"oundation

i ’SablEVVi-I.lsié_trc@higviliimv@r'n of ¢

Figure 1439

§1644.26, 89320.51. 465067
79779.02 84366.19; 425922,
32690.37: §4242.72 312049.7:
5164255, 40177.87 268932.3
12305.85 210976 1011411
2380621 2397049 1573109

AT
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« Repeat Steps 1 and 2
to merge and center
the worksheet
- subtitle across cells ! : e :

tr H = i= = Consdlitional  Format  Cell [
- A2 through H2 f =0 T Formatting = as Table~ Styles v ||§2
‘(Figure 1-40). Jelipbrud de ) Aligriment 247
| Lifetime Funelralsing Summ ary

1. Are cells B1 through
H1 and B2 through H2
lost forever?

| No. The opposite

of merging cells is
“splitting a merged

1 cell. After you have
merged multiple cells
1 1o create one merged
cell, you can unmerge,
or split, the merged

1 cell to display the
original cells on the Figure 1-40

1 worksheet, You split a merged cell by selecting it and dicking the Merge & Center button,
For example, if you click the Merge & Center button a second time in Step 2, it will split the
merged cell A1 into cells A1, B1, C1, D1, E1, F1, G1, and KH1.

Save Sable River Foundation

Lifetime Fundraising Sumumar
Allentowr Chamber (Pattansylfsahle VillZstrongyill{Town

1. Right-click selection, click menu, click Alignment
Merge & Center button tab (Format Cells dialeg
an Mini toolbar box), select Center Across

Selection in Horizontal

list, click OK button

2. Right-click selection, click
Format Cells on shortcut

~ The next step to format the worksheet is to format the column titles in row 3 and the total values in row 9.
lumn titles and the total row should be formatted so anyone who views the worksheet quickly can distinguish the
lumn titles and total row from the data in the body of the worksheet. The following steps format the column titles

Click cell A3 and
then drag the mouse

peinter to cell H3 T e , e S BE R emsed -
: o Blv! § v w 0 ;%8 | Conditional Fomat Ced éﬁmme
I Lo = : i P . @

Formatting » o5 Tahle v Shyies
coigdl o d SR

Cefis
“2hs

Format ~

Why is cell A3 selected
inthe range for the
column headings?

applied to the column ; 74025.35' 97278,21] 630174 84210.0 | 0sB20.51 4650641
headings i i 02 0436619 425922.3
urd gs mciude§ an 5 6693067 7 ‘6424272, 312009.7.
erline that will Sovernme 30623.99' 58614.35 a0177.87, 266932.3
| help to distinguish J8lPhone-at 1669214 242281, 949 5| 0976 ouaLl
. : .9 .37 24 299704.9 1573109
the column headings otal | 2433359 3058 722369, 20621 2997049, 157109,

from the rest of the ; i
Worksheet, Including Figure 1-41

el A3 in the range ensures that the cell will include the underline, which is visualiy
3bpealing and further helps to separate the data in the worksheet.

PRRTLT
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e Click the Cell Styles
button (Home tab |
Styles group) to
display the Cell Styles
gallery.

» Point to the Heading 3
cell style in the Titles
and Headings area of
the Cell Styles gallery
to see a live preview
of the cell style in
the selected range
{Figure 1-42).

@ Experiment

e Point to other cell styles in the Titles and Headings area of the Cell Styles gallery to see a live
preview of other cell styles in the selected range, A3:H3.

e Click the Heading 3
cell style to apply
the cell style to the
selected range.

e Click the Center
button (Home tab |
Alignment group) to
center the column
headings in the
selected range.

e Click cell A9 and
then drag the mouse
pointer to ceil H9
to select a range
(Figure 1-43).

<
off
o

Cell Styles
button

LifetimeW¥undraising Sun

g Be.;h' cell Style..,
5 Merge Stylss...

Comma [0} Currency

Figure 1-42

4 | Zonditlonal Format
85l ormatting ~ as Table ~

_ Save Sable
_ Lifetimie Fundraising Summary 0
sillable Villagstronguillepwn of Car _ Total -sb——""1

rporatq 78025,35 S1UIB2L 630BLT4 A210.02 6168426, 9382051 AESOBAL
. B4366.19: ;

Figure 1-43

Why should | choose Heading 3 instead of another heading cell style?

often include many levels of headings above columns. In the case of the worksheet created
for this project, the Heading 3 title includes formatting that makes the column titles’ font size

1
j Excel includes many types of headings, such as Heading 1 and Heading 2, betause worksheets
I
i
1

smaller than the title and subtitle and makes the column titles stand out from the data in the
body of the worksheet.
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¢ Click the Cell Styles
putton {Home tab |

El
button
Styles group) to e B
display the Cell Styles ol @ [@

gallery and ‘fhien” t g (BLUCILC A A | EEE SRR | @J $ 0% o %) Contor rame <ot
click the Total ce : - o |
style in the Titles and
Headings area to
L apply the selected cell
: - style to the cells in the
selected range.

22
=53

i
llghmient e B ;:‘;-.Iflqg{lﬁzzw,_-,-,fi-:!‘,- i Ses

~ Save Sable River Foundation
Lifetime Fundraising Summary

' ”Allen-t;s-b;ﬁ'r‘iémimr cifattonsviliable Vitlagstrongvltléown of CatT"tlgE

Corporate 74029,35: 82278.21] 63081.74: 84210,02; 61644.261 63820.51 455064,

+ Click cell A11 to select Direct hal 6726606 | 55076.48. 55547.26, 79779.02| 84366.12 425922
it {(Figure 1-44). 4,67, 64 218895.86, 32690.371 64242.72 312043.7 . E
vernme 30623,99| 58614.35) 51486.46, 36387.09| 51642.55 40177.87) 268932.3 N
Phone-a-t 16692.14] 24228,81; 949291 17928.74] 12305.65; 21097.6: 1011411 _ :;
Total . 243335.90 325918.3] 2437193 222369 238062.1) 299704.9: 1573109 -

5P

Figufé t1 —44

To Format Numbers in the Worksheet

As previously noted, the numbers in the worksheet should be formatted to use a dollar-and-cents format, with
dollar signs in the first row (row 4) and the total row (row 9). Excel allows you to format numbers in a variety of
ways. The following steps use buttons on the Ribbon to format the numbers in the worksheet.

¢ Select cell B4 and drag  [i]
the mouse pointer
1o cell H4 to select a
: = range (Figure 1-45}).

Conditionat  format  Cell
Formatting

~Save Sable River Foundation

Lifetime Pundraising Summary

" Allentownhamber Cifattonsvillable Vitlagstronguiiléswn of Ca
orate] 740293558

it SO
72,72, 3120497,

s : 363p7.03! 5164255, 40177.87: 2689323 B <
5 Phone-a-t 16692.14) 24223.81 94%2.3%1 173p6.74! 12305.85, 21097.6- 1011411 : i
Tatal . 2433359 3250103 243719.3, 242369: 238062.1 299704.9: 1573100 o ; i

£

T Irangeﬂd:Htlseleded I e

Figure 1-45

e
ZRatEs T

T
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¥

. . ’ o | Accounting Number
o Click the Accounting Format button
Number Format

button (Home tab |

i
i
!
:

Number group) to : {cation ! e
. : ‘o | o 5 P tonditional Format  Ce
apply the Accounting | " ML : Lkl b 0 {2 8 Nr':n al“onga' as?.'rarglaevswre]l .
1. Number format to the  |Glinbosid ] : i LN Syl :
1 cells in the selected !
: range.

range B5:HB
selected

o Select the range B5:H8
(Figure 1-46).

lfenmg _Fundralsmg Summary

Pattunwlile |Sahie Vitlage| §

Alientown [Cham

325918,27! 24371925 222368.99

Figure 1-46

«| What effect does the Accounting Number format have on the selected cells?

ol The Accounting Number format causes the cells to be displayed with two decimal places so
that decimal places in cells below the selected cells align vertically. Cell widths are adjusted
automatically to accommodate the new formatting.

hutton
e Click the Comma
Style button {Home

tab | Number group}
to apply the Comma

-

E*dg 48 | Conditlonal Forfaat

Style format to the .V L P : - ' o =8 Formatting'asTable'Stvles' ;
selected range. | lipbaard: ol Fongt Lt At i Humbiee S sleds

e Select the range B2:H9 T
to make it the active

range (Figure 1-47) e BN B R T e fon
9 ' " Lifetime Flmdrmsmg Sammary

mantuwn " Chamber c:t\,LPattnnwilla Sahlevlllage‘ strengville Town nf Caw Total

. $92,278,21 | $63,080.74 '404,210.02 | $61,644.26 489,820,501 $465,064.09

et Mal_ ﬁ_?_:?_ﬁﬁ,‘!ﬁ.._;___‘?3,36?._23,(,,,,,554’_7_5, 48| 55547.28 ) 79,779.02  BA6ELS  425,322.20

unRuns 5470439 6 aseLes: 28986 IENIT 642272 AILHET.
0,623.99 | 3 48605 36,087.09 " §1,642.55 4017787  268,33031 ]

101 141 05 :

' rangeBQHQsel td 1

Figure 1-47
é What effect does the Comma Style format have on the selected cells?
¢ The Comma Style format causes the cells to be displayed with two decimal places and
i commas as thousands separators.



¢ Click the Accounting
Number Format
putton (Home tab |
Number group) to
apply the Accounting
Number format to the
cells in the selected

range.

o Select cell A11
(Figure 1-48).

& Why did the column
Bt \widths automatically
adjust again?
Because the total
row contains larger
numbers, the
Accounting Number
format again causes
the cell widths
automatically to

Creating a Worksheet and an Embedded Chart Euxcel Chapier 1 EX 33

jGensral %’j} &% }%
Conditionat  Format  Calf |
Formatting + as Table » Styies v

§ % 9 8"8‘

:Save Sable River qundation R

_ Lifetime Fundrmsmg Summary

Pattensville | sahle Village . Stmngullle Town quaww " Total

. 74,029.35
571,‘28‘6_506 L

16,692.14

| 485,064,09
425,922.26
312,049.67

$ 92,278.21 | $ 63,081.74, § 84210.07 | § 61,6446 | § 69,020
83.967.23 | 5507648 5554720
64,58

| 28,835.86

.86,387.09 51,
17,328, 74

24,223.81 . 9,492.91 '101,141.05

$222 368,99  $238,062.05 . $299,7m 89 ; 51 573,105.38

: $243,335.93

$325,018.27 : $243,719.25 -

i

active cell

Figure 1-48

adjust to accommodate the new formatting just as cccurred in Step 2.

To Adjust the Column Width

1. Click Accounting Number
Format or Commea Style

Number tab {Format
Cells dialog box), select

button on Mini toolbar

2. Right-click selection,
click Format Cells on
the shortcut menu, click

Actounting in Category
list or select Number and
click Use 1000 Separator,
click OK button

The last step in formatting the worksheet is to adjust the width of column A so that the word Phone-a-thon
incell A8 is shown in its entirety in the cell. Excel includes several methods for adjusting cell widths and row heights,
" The following steps adjust the width of column A so that the contents of cell A8 are displayed in the cell.

9

N Point to the boundary
. on the right side
-~ of the column A
heading above
row 1 to change the
- Mouse pointer to a
- split double arrow
{Figure 1-49),

mouse pointer is
spht dauble arrow

st +
o B Dalete - -
i Bromat~ L @

-

| Condhuna# Format (el
Formattlng + a3 Tablav Styles

Save Sable River Foundation 7 G
Lifetime Pumdraising Smnmary N L A

ty Pattonsville ' Sabte village Strongvllle “Yowm of Cary. Total 7 S o }f
; 1,9 6308174 $ 84,210.02 © 5 61,64426 § 89,820.51  $ 465,064.00 s e
(67,286.06 ; . BOTAB 55547280 79,7707 0 L 41592276 . . i
3470033 55,,9,3‘1,,57 . G45PLEG  2B895.86, 32,690.37 6424272 " 312,009.67
30,623.39 58,6135 51,8646  36,387.00°  51,642.55  40,177.67  26§,93231
1669204 2423381 949291 17,328.74 _ 12,305.05 .  7LO97.60:  101,14105

$243,335.93

$325,910.27 5243,119 25 | §222,360.99 szsa,osz 05 $200,704.89 - $1573,100.30 ©

Figure 1-49
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QEA

*

s Double-click on the boundary to

adjust the width of the column to _ :

the width of the largest item in the i Zatior j ! g 7 ) @

column (Figure 1—50). i | | sB ! ! Conditional  Format
LT S " o i . ) | Formatting v as Takle =

What if none of the items in column
A extends through the entire width

of the column?

if all of the items in column A were

shorter in length than the width

of the column when you double- 74,029.35

click the right side of the cotumn _67,286.06 . 83 s

A heading, then Excel still would wermant | agase | BE143 | 5)A 6,387 " garne7, | 268,933

adjust the COIUmﬂ Wldth 1o the -3- 16,692,14 24,223.8) 9,492.91 .  17,328.7 21,097.80 ; 101,143,05 |
13243.335.93 $3925,918.27 $243,719.25 | $222,368.99 ; $238,062.05 { $209,704.89 . $1,573,109.38 §

largest item in the column, That s, :
Excel would reduce the width of the
column to the largest item.

Figuré 1-50

Using the Name Box to Select a Cell

e lifetime fundraising amounts for the five fundraising activities
used by the organization. To create the chart, you first must select the cell in the upper-
left corner of the range to chart (cell A3). Rather than clicking cell A3 to select it, the
next section describes how to use the Name box to select the cell.

The next step is to chart th

To Use the Name Box to Select a Cell o

To select any cell, click the Name box and enter
lect cell A3 using the Name box.

The Name box is located on the Jeft side of the formula bar.
the cell reference of the cell you want to select. The following steps se

©

e Click the Name box in the formula
bar and then type a3 asthecell _
you wish to select (Figure 1-51). 33 typed in

Name box
Why is cell A11 still selected? e
Even though cell A1l is the active

cell, Excel displays the typed cell
reference a3 in the Name box until

you press the ENTER key.

. . \ ¢ conditionat Fommat el
§ - % 0 TR Condionat Foumat 0

'} Formatting ™ a3 Tabl

i e ol PR
e e e L = o

Q&A

Save Sable River Foundation
© . lifetime Fundraising Summary . . ..
: ntown Chamber City, Pattonsullle | Sable vilka aullle Town of Cary
§ 0798 | § 534721 § 6308174 § 0421002 5 6164426 § 8982051 5
67,286.06 S5,076.48 S5,54728;  TR7S01 . BAIEEIS
©sqioa3s 6693467 6458166 2889586 3265037 424272 A
0299y SeE435  SLABAS 63T SLEALSS | 17707, 2663803
iee9z1a] 2423381 . 900201 1733874  12,303.85  21,097.60 102,141.05 |

T 7$243,395.93 , $925,918.27 $743,719.25  $222,368.09 - $238,062.05 : $299,704.89 $1,573,109.3

GRTERA

Figure 1-51
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e

o Press the ENTER key
to change the active i i ; ] :
cell in the Name box el u _ B feea rt% % ) Bt v

i
. : H - i ) o | 3% Delete v |
(Figure 1-52). | | === 5 i - 5 : %% °% 0 Conditional Format Cell |,
. 3 v 7 =L Formatting - as Tavle - stes v | Hibrarmat
: fp el e e Stlest, g s "

Sable River Foundation -
/. lifetime Fundraising Swwvary
Allentown ; Chamber City! Pattonw!lle‘SnblevilIage‘ sﬁongvllte | Town of Cary: Tota) )
(§ 922721 ¢ 63,081.74) 8 94,1002 | §,61,640.26 | § 89,820.51 , § 465,060.09 |

obMall | 6728606 1 83,867.23 |  §5,076 843661 425,92
FunRuns 5470439 0 €6,934.67 .  64,581.66 , [ 64242721 31204967
Government | 30623.89 ;  S0.61435 . SLAB6.46 | 3 5164255 A0177.870  268,992.31
FiPhoneathon | 16,6924,  74,223.81 . 9,492.91 . 17378741  12,305.85 | 2,087.60 1 101,14105 .
$209,704.89 : $1,573,10039

Skt

re 1-52

Other Ways to Select Cells

In addition to using the Name box to select any cell in a worksheet, you also can use it to assign names to a cell
or range of cells. Excel supports several additional ways to select a cell, as summarized in Table 1-3.

Selects the border cell of the worksheet in combination with the arrow keys and moves the worksheet
window accordingly. For example, to select the rightmost cell in the row that contains the active cell, press
CTRL+RIGHT ARROW. You also can press the END key, release it, and then press the appropriate arrow key to
mplish the same task.

: Aot i
Finds and selects a cell that contains specific contents that you enter in the Find and Replace dialog box. If
necessary, Excel moves the worksheet window to display the cell. You also can press CTRL+F to display the Find
dialog box.

heat ordll I
Selects the cell at the beginning of the row that contains the active cell and moves the worksheet window
accordingly.

ak Poing; If you wish to take a break, this is a good place to do so. Be sure to save the Save Sable Rixer Foundation fiie

angin and then you can quit Excel. To resume at a later time, start Excel, open the file called Save Sable River Foundation,
¥ ©Ontinue following the steps from this location forward.
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L3

As outlined in the requirements document in Figure 1-2 on page EX 4, the worksheet

Adding a Clustered 'Cyﬂﬁnde? Chart
to the Worksheet

should include a Clustered Cylinder chart to graphically represent the lifetime fundraising
for each fundraising activity in which the organization engages. The Clustered Cylinder -
chart shown in Figure 1-53 is called an embedded chart because it is drawn on the same’

worksheet as the data.

@ | gaInsert »

f ¥ Deletz
HiFormat™ | @~

B W

Conditional  Format  Cell

o BT @

i H §

t @v

Sort & Fnid &

Filter = Select >
ibig:

Save Sable River Foundation ,

o uifetime Fundraising Summary o
| Allentown  hamber Cityi Pattonsuille }_Sahlevlllaga% stiongille Town of Cary! Total

Corporate

¢ 7400935 5 9227921 1§ 63,091.74 | § 8471007 1§ 6164426 § @3BI0SLI§ 46506009
83,867.23 19, 55,5478 | eAmels 592226
‘895,861 | 36037 6420272 967

26307097 SL,642.95 . ADLTIET 3
[ 12,305,895 : 31,097.60 1

$743|235.93 | $370918.27 | $248,719.25 | $222,068 .99 | $230 62, | $200,704.80 ; $1,579,10038 ,

$49,000.00 | 1
$30,000.00 |-
" $20,000.00
| $10,000.00

.

ECorporate
& Direst Mall

@Efun Runs

H Government

Phone-athon

plan
Ahead

Figure 1-53

Decide on the type of chart needed.

Excel includes 11 chart types from which you can choose, including column, line, pie, bar,
area, X Y (scatter), stock, surface, doughnut, bubble, and radar, The type of chart you
choose depends on the type of data that you have, how much data you have, and the
message you want to convey.

A Fine chart often is used to illustrate changes in data over time. Pie charts show the
contribution of each piece of data to the whole, or total, of the data. Area charts, like line
charts, illustrate changes over time, but often are used to compare more than one set of
data and the area under the lines is filled in with a different color for each set of data. An
XY {scatter) chart is used much line a line chart, but each piece of data is represented by a ;

dot and is not connected with a line. A stock chart provides a nuniber of methods commonly
(continued)

R

e
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fcontinued) : Plan
. . - Ahead
used in the financial industry to show stock market data. A surface chart compares data from
three columns and/or rows in a three-dimensional manner. A doughnut chart is much like a
pie chart, but a doughnut chart allows for comparing more than one set of data, resulting in
a chart that looks like a doughnut, with each subsquent set of data surrounding the previous = | Coll Values and
set. A bubble chart is much like an X Y (scatter) chart, but a third set of data results indicates - | k| charting
how large each individual dot, or bubble, is on the chart. A radar chart can compare several % | When you change a cell
sets of data in a manner that resembles a radar screen, with each set of data represented by value on which a chart Is
a different color. A column or cylinder chart is a good way to compare values side by side. dependent, Excel redraws
A Clustered Cylinder chart can go even further in comparing values across categories. the chart instantaneously,

uniess automatic
recalculation is disabled,

Establish where to position and how to format the chart. ; )
If automatic recalculation

« When possible, try to position charts so that both the data and chart appear on the - is disabled, then you must
screen on the worksheet together and so that the data and chart can be printed in the press the F9 key to redraw
most readable manner possible. the chart, To enable

or disable automatic

« When choosing/selecting colors for a chart, consider the color scheme of the rest of the recalculation, click the

worksheet. The chart should not present colors that are in stark contrast to the rest of Calculations Optlons
- the worksheet. If the chart will be printed in color, minimize the amount of dark colors button (Formulas tab |
on the chart so that the chart both prints quickly and conserves ink. Calculation group).

I . .

In the case of the Save Sable River Foundation Lifetime Fundraising Summary,
comparisons of fundraising activities within each city can be made side by side with -
a Clustered Cylinder chart. The chart uses differently colored cylinders to represent
amounts raised for different fundraising activities. Each city uses the same color scheme
for identifying fundraising activities, which allows for easy identification and comparison.

* For the city of Allentown, for example, the dark blue cylinder representing Corporate
donations shows lifetime donations of $74,029.35 '

s For Chamber City, the maroon cylinder representing Direct Mail donations shows
lifetime donations of $83,867.23

* For the city of Pattonsville, the lime green cylinder representing donations for Fun
Runs shows lifetime donations of $64,581.66

* For Sable Village, the purple cylinder representing Government donations shows
lifetime donations of $36,387.09

* For the city of Strongville, the light blue cylinder representing Phone-a-thon
donations shows lifetime donations of $12,305.85

Because the same color scheme is used in each city to represent the five fundraising
activities, you easily can compare funds raised by each fundraising activity among the cit-

. 1es. The totals from the worksheet are not represented, because the totals are not in the
range specified for charting.

Excel derives the chart scale based on the values in the worksheet and then displays
the scale along the vertical axis (also called the y-axis or value axis) of the chart. For
_example, no value in the range B4:G8 is less than 0 or greater than $100,000.00, so the
ZSCﬂle ranges from 0 to $100,000.00. Excel also determines the $10,000.00 increments of
: __=th€ scale automatically. For the numbers along the y-axis, Excel uses a format that includes
Tepresenting the 0 value with a dash (Figure 1-53).
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To Add a Clustered Cylinder Chart to the Worksheet

The area on the worksheet where the chart appears is called the chart location. As shown in Figure 1-93 on page

EX 36, the chart location in this worksheet is the range A11:G23;

Placing the chart below the data on the Save Sable River Foundation

it easier to read the chart along with the data, and the chartan
The following steps draw a Clustered Cylinder
the six cities.

o

@ Click cell A3 and
then drag the mouse

Insert tab

this range is immediately below the worksheet data,
Lifetime Fundraising Summary worksheet makes
d data easily can be printed on one sheet of paper.

chart that compares the funds raised by fundraising activity for

pointer to cell G8 to
select the range to be
charted (Figure 1-54),

[General i

o .00 | Conditional

< $ v % 2| Hsa

; Hurber

Formatking » as Table = Stylg

Format  Cell

oy

35.03

d range A%GB

1 26893231

319 selected

2]

e Click Insert on the

Ribbon to display
the Insert tab
{Figure 1-55),

ﬁﬁ E 2 A smarkart

wotlaple Tsble | Picure  Clip
P e At (Db Stresnshot -

{ ol o
wclurrm51

ficiine * MRAra T
Pie = |.'_-‘£Smmr -
Sar+ ) Other

153 :
i Cotun
¢ mrwanoss ©

Hypeilink © Yot Header -

| Box &Footer 0 object
o binkg ol L
i S

Sticer

The Insert tab AL E
includes commands :
that allow you to

insert various objects,

HiE

: SIRY i
$243,335.03 ' §$925,918,27 ~ $243,719.

< | What tasks can |
g perform with the : :
Insert tab? _ Save Sable River Foundalion
_ Lifetime Fundraisit
PR

3 465,069.09 -

425,322,26

_ 912,043.67
269,932.31

SIRITOTRGE  101,341.05
§200,704.89  §$1573,100.38

such as shapes,
tables, illustrations,
and charts, into a
worksheet.

F.igure 1-55

o] Wordast - T Equa
i?"fg X signature Line » | € symbol




o Click the Column
button (Insert tab |
Charts group) to
display the Column
gallery (Figure 1-56).

0

¢ Click the Clustered
"~ Cylinder chart type in
the Cylinder area of
the Column gallery to
add the selected chart
type to the middle of
the worksheet in a
selection rectangle.

-~ *Press and hold down
the mouse button
while pointing to the
upper-right edge of
the selection rectangle
.. to change the mouse

_Pointer to a double
two-headed arrow
(Figure 1--57).

Why is a new tab
displayed on the
Ribbon?
{ When you select
objects such as shapes
1 OF charts, Excel
isplays contextual
tabs that include
1-3Pedial commands
that are used to work
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I Column button

Aty I REYIEN
P Line ~ pfpAres ~

Ensert

_. : GIE EPonepesy : : P line @7
fos i = A —
4 b Bl R smarcan I QB Pie v [ Scatter - FE Columr
PivotTable Table EPicture clip . ¥ ) Sicer | Hyperiink
v At B3 Screenshot - T winfLess
o Tables oo lstrations: . Warkliries .| - Filter ol ootinks - ;']

TR
| $ 46506409
425,972.26 .

5 101,14105 |

102.05  $209,704.89 ' $1573,100.38 .
i i i

i

B 3
@

Save As ¢ Switch Setect
! RowiColumn  Dats ©

Change
Chart Type Template

mouse pointer
changes to
double two-
headed arrow

BN S SEERRL $rand
_|.__Save Sable River Foundation
v Lifetime Fundraising Stmmmary
Allentown iChamber City! PattunsuilleESahIeVitlaga' Stronguille
§ 74029.35 | $ 92,276.21 | § 63,081.74 § 8421002 | § 61,644.26
_§7,286.06 ' L 19,779,001
. 5470439 | 66,934/
.. 50,623.39 58,1
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TownofCaryl \Total |l
$ 8982051 | § 36506409 |

94,966,19 920,26

$100,000.00
$90,000.00
$80,000.00
$70,000.00 T
$60,000.00 *
§50,000.00 -
540,000.00
§30,000.00 1
920,000.00
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Figure 1-57

With the type of object selected. Because a chart is selected, Excel displays the Chart Tools
. ;-onfEX‘tua% tab. The three tabs below the Chart Tocls contextual tab, Design, Layout, and
OrMmat, are tabs that include commands to work with charts.




Q&A

e Drag the chart down

and to the left to

position the upper-left

corner of the dotted

line rectangte over the

upper-left corner of
cell A11.

e Press and hold down

the mouse button
while pointing to
the middie sizing
handle on the right
edge of the chart
{Figure 1-58).

How does Excel know
which data to use to
create the chart?

Excel automatically
selects the entries in
the topmost row of

as the titles for the
horizontal axis {(also
called the x-axis or

16/

QEA

& While continuing to
hoid down the mouse
button, press the ALT
key and drag the right

edge of the chart to the
right edge of column H

and then release the

mouse bution 1o resize

the chart.

Press and hold down
the mouse button
while pointing to
the middle sizing

<

handle on the hottom

edge of the selection
rectangle and do not
release the mouse

button {Figure 1-59).
Why should | hold the

ALT key down while
I resize a chart?

key while you drag a
chart snaps (aligns)
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; B
a6 H
Changt  Sawve As ; Iwitch

Chart Type Template
Sl R

copyes

by, [ b, | R,

3 $100,000.00
1 590,000.00

the chart range (row 3)

iHolding down the ALT

the edge of the chart
area to the worksheet gridline
an edge of a chart in the middie of a column or row.

ne Fundraising Summary

“Chamther City: Pattonsville | Sable Villago: Strongvillo  Town of Cary,
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@ Governmant

3 Phone-athan

mouse pointer
changes to

Figure 1-537

-} crosshair

category axis) and draws a column for each of the 30 cells in the range containing numbers.

i
Select
mis  Data

‘Save Sable River Foundatio
- Lifetime Fundraising Sumnary

------- Allentovm ;Chambetclhf% pattonswille | sable Vllage: Stranguille Towin of Cary Total
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Chart Styles gallery
Maore button

Figure 1-59

s. If you do not hiold down the ALT key, then you can place




While continuing to
hold down the mouse
button, press the

ALT key and drag the
bottom edge of the
chart up to the bottom
edge of row 23 and
then release the
mouse button to
resize the chart.

If necessary, scrofl the
worksheet so that
row 1 displays at the
top of the worksheet.

Click the More button’
in the Chart Styles
gallery (Chart Tools
Design tab | Chart
Styles group) to
expand the gallery
(Figure 1-60).

&)

QEA

Click Style 34 in the
Chart Styles gallery
{column 2, row 5) to
apply the chart style
to the chart.

Click cell J9 to
deselect the chart
and complete

the worksheet
(Figure 1-61).

What is the purpose
of the items on the
right side of the
chart?

The items to the right
of the column chart
in Figure 161 are
the legend, which
identifies the colors
assigned to each har
in the chart. Excel
aUtomatically selects
the entries in the
leftmost column

of the chart range

Change

Save As |
1 Chivnypn I’emplate :
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(column A) as titles within the fegend.
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v Changing the Worksheet Names

The sheet tabs at the bottom of the window allow you to view any worksheet in the
workbook. You click the sheet tab of the worksheet you want to view in the Excel window,
By default, Excel presets the names of the worksheets to Sheetl, Sheet2, and so on. The
worksheet names become increasingly important as you move toward more sophisticated
workbaoks, especially workbooks in which you reference cells between worksheets.

| Choose a name for the worksheet.

Use simple, meaningful names for each worksheet, Worksheet namas often match the
worksheet title. If a worksheet includes multiple titles in multiple sections of the worksheet,
use a hame that encompasses the meaning of all of the sections.

Plan
Ahead

To Change the Worksheet Names

Lifetime Fundraising Summary is a meaningful name for the Save Sable River Foundation Lifetime
Fundraising Summary worksheet. The following steps rename worksheets by double-clicking the sheet tabs.

» Double-click the sheet tab labeled
Sheet1 in the lower-left corner of
the window.

$40,000.00
$30,000.00
$20,000.00
o Type Lifetime 510 UDD';_'U
Fundraising Summary as
the worksheet name and then
press the ENTER key to display the
new worksheet name on the sheet

tab (Figure 1-62).

What is the maximum length for
a worksheet tab?

Worksheet names can be up to 31 characters (including spaces) in length. Longer worksheet
names, however, mean that fewer sheet tabs will show. To view more sheet tabs, you can drag
! the tab split box (Figure 1-62) to the right. This will reduce the size of the scrofl bar at the

{ bottom of the screen. Double-click the tab split box to raset it to its normal position,

(2]

» Right-click the sheet tab labeled
Lifetime Fundraising Summary in
the lower-left corner of the window
to display a shortcut menu.

Allentown ChambercCity Pattonsville Sable Village  S$trongvllle  Town of Cary

Lifetile Fundraisin Silmmar £ Shest:

3
1

"\Flgure 1—-62‘1

eI R

$100,000.00
590,000.00
$80,000.00
$70,000.00
§60,000.00
$50,000.00

A

Tab Color
command

Insert...

| Delete

s Point to Tab Color on the shortcut
menu to display the color gallery
{Figure 1-63).

How can | quickly move between
waorksheet tabs?

! Renama

Move or {opy...
@ Visw Coda

You can use the tab sarolling
buttons to the left of the sheet tabs
{Figure 1-63) to move between
worksheets. The leftmost and
rightmost scroll buttons move to

i the first or last worksheet in the

I workbook. The two middle scroll buttons move ohe worksheet to the teft or right.

i Mo Caler

@ Mare Colors...

£5: T bR LRI

1-63

Figure
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# Click Red, Accent 2 (cofumn &, row 1)
in the Theme Colors area to change
the color of the tab (Figure 1-64)

¢ If necessary, click Home on the
Ribbon to display the Home tab.

. §2ﬁ, IR
$10,000.00

Strongville  Town of Cary

i
b

Figure 1-64

Changing Document Properties

Excel helps you organize and identify your files by using document properties, which are
the details about a file. Document properties, also known as metadata, can include infor-
mation such as the project author, title, subject, and keywords. A keyword is a word or
phrase that further describes the document. For example, a class name or document topic
can describe the file’s purpose or content.

Document properties are valuable for a variety of reasons:

* Users can save time locating a particular file because they can view a document’s
properties without opening the document.

* By creating consistent properties for files having similar content, users can better
organize their documents.

* Some organizations require Excel users to add document properties so that other
employees can view details about these files.

Five different types of document properties exist, but the more common ones used
in the Fxcel chapters in this book are standard and automatically updated properties.
Standard properties are associated with all Microsoft Office documents and include
' author, title, and subject. Automatically updated properties include file system
. Properties, such as the date you create or change a file, and statistics, such as the file size.

To Change Document Properties

‘The Document Information Panel contains areas where you can view and enter document properties. You

-an view and change information in this panel at any time while you are creating a workbook. Before saving the

- workbook again, you want to add your name and course information as document properties. The following steps
use the Document Information Panel to change document properties.

0 I .

Click File on the S
Ribbon to open the f

Ba 1 l = we.ﬁ P -
ckstage view. H s ¢ Information about Save Sable River Fo
hecessary, click the Info | Bswa e

10LExceNSave Sable River Foundstionadsx
tab in the Backstage & open
view to display the Info o -
fallery (Figure 1-65).

Permissions

: YR
: EE}; Anyone ¢an open,

Protect
ki
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1 Retent i Warkbo .
How do | clase the 3 e s
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. o Prepare for Shatlng Cstrgories Agaa cateany
Cllck Fife oh the Ribbon . Before shating this e, be wware that it conlaing:
 Checkfor | = Document piopertics, printer path ane author's name Related Dates

Ordick the preview of
the document in the
Info galtery to return

'fo the Fxcel document
Windowy,

Iswes~ | & Lontentthatpeople with disabilities are unable to read ) 123t Moskified Taday, 1225 PM
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%

e Click the Properties button in
the right pane of the info gallery
to display the Properties menu
(Figure 1-66).

e Click Show Document Panel on
the Properties menu to close the
Backstage view and display the
Document Information Panel in
the Excel workbook window
{Figure 1-67).

Why are some of the document
properties in my Document
Information Pane! already filled in?
The person who installed Microsoft
Office 2010 on your computer or
network may have set or customized
the properties.

Q&A

e 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,

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

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

e Click the Keywords text box, if
necessary delete any existing text,

and then type Lifetime Fundraising

(Figure 1-68).

<
i

5

 Click the Close the Document Information Panel button so that the Document Information
Panel no longer is displayed. If a dialog box i

Parmissions

Anyone can open, copy, and change any part of this workbook.

Prepara for Sharing

Before sharing this fils, be aware that it containg:
@ Docurnent prapeities, printer path and author's name
# Contentthat peopte with disabilities are unable to read

Show Do(u!nem
Panal commapg |°

Properties button | i
Eer ==t l f"i}% Show Dacament Panel <+—
L@-ﬂ Edit properties In the Dacumant]
i

Panel above the workbook,

Advanced Properiies
show the Properties dlaltd box.

AR R O a2 TRt Vs el
Last Modifiag Today, 12:25 FM
Created 472572010 5:33 Pt

Last Prinked

Meyar

Relatueopl'e

; Conditional Format ¢

Formatting - as Table ~ Style

Close the Dacument

l student name
i7] entered

Information Panel
button

course and section keywords
| entered n:iy entered

What types of document properties does Excel collect automatically?

Excel records details such as time spent editing a workbook, the number of times a
warkbook has been revised, and the fonts and themes used in a workbook.

~ Save Sable River Foundation §

| 838673 5507648 5554718

Summary asthe Keywords property

s displayed, click the No button to close it.

_Lifetime Fundraising Smumary
nor City| Pattonsuilla _ Sablo Villags_strangyille
92,778.21 ' § $3,081.74 $ 84210.02 3

6458166 | 20,095.36 316
| 51,406,46 . 36,387.03

1-68

A

Figure

1. Click File on Ribbon, dlick
Info in the Backstage
view, if necessary dlick
Show All Properties
Tink in Info gallery, lick
property to change and
type new informatior.
close the Backstage view

e
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To Save an Existing Workbook with the Same File Name B Printing Document .
@ Properiies
You have made several modifications to the workbook since you last saved it. Thus, you To print document
) . . ) properties, click File on
should save it again. The following step saves the workbook again. For an example of the step | 4, Ribbon to open the
listed below, refer to the Introduction to Office 2010 and Windows 7 chapter in this book. Backstage view, click the
. ) ) ) Print tab in the Backstage
o Click the Save button on the Quick Access Toolbar to overwrite the previously saved file. 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
o a u o Properties in the list to
Previewing and Printing a Worksheet specy you want to print
the document properties
After creating a worksheet, you may want to print it. Printing a worksheet enables you to instead of the actual
distribute the worksheet to others in a form that can be read or viewed but typically not document, and then click
edited. It is a good practice to save a workbook before printing a worksheet, in the event ;h,e Print button in the
. . . .. rint gallery to print the
you experience difficulties printing. document properties on the
currently selected printer,
Determine the best method for distributing the worksheet, | Plar -
The traditional method of distributing a worksheet uses a printer to produce a hard copy. . Abead
A hardcopy or printout is information that exists on a physical medium such as paper. For |
users that can receive fax documents, you can elect to print a hard copy on a remote fax '
machine. Hard copies can be useful for the following reasons: i
* Many people prefer proofreading a hard copy of a worksheet rather than viewing it on {
the screen to check for errors and readability. i
* Hard copies can serve as reference material if your storage medium is lost or becomes
corrupted and you need to re-create the worksheet.
Instead of distributing a hard copy of a worksheet, users can choose to distribute the
worksheet as an electronic image that mirrors the original worksheet’s appearance. The
electronic image of the worksheet can be e-mailed, posted on a Web site, or copied to a
portable storage medium such as a USB flash drive. Two popular electronic image formats,
sometimes called fixed formats, are PDF by Adobe Systems and XPS by Microsoft. In Excel,
Yyou can create electronic image files through the Print tab in the Backstage view, the
Save & Send tab in the Backstage view, and the Save As dialog box. Electronic images of
worksheats, such as PDF and XPS, can be useful for the following reasons: |
® Users can view electronic images of worksheets without the software that created the I 2| Conserving ink
original worksheet {e.g., Excel). Specifically, to view a PDF file, you use a program called E and Toner
Acrobat Reader, which can be downloaded free from Adobe's Web site. Similarly, to If you want to conserve
view an XPS file, you use a program called an XPS Viewer, which is included in the latest | ink or tonet, you can
versions of Windows and tnternet Explorer. ! mm.Ud Excel to print draft
quality documents by
¢ Sending electronic documents saves paper and printer supplies. Society encourages users clicking File on the Ribbon
to contribute to green computing, which involves reducing the environmental waste to open the Backstage
generated when using a computer. view, clicking Options in

the Backstage view to
display the Excel Options
dialog box, clicking
Advanced [n the left pane
{Excel Options dlalog box),
scrolling to the Print area
in the right pane, placing
a check mark in the *Use
draft quality’ check box,
ghd then clicking the OK
button. Then, use the
Backstage view to print
the document as usual.
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-

To Preview and Print a Worksheet in Landscape Orientation

With the completed workbook saved, you may want to print it. Because the worksheet is included in a report,
you will print a hard copy on a printer. The following steps print a hard copy of the contents of the Save Sable Rivey

Foundation Lifetime Fundraising Summary worksheet.

¢ Click File on the
Ribbon to open the
Backstage view.

e Click the Print tab in
the Backstage view
to display the Print
gallery {Figure 1-69).

How can | print
multiple copies of
. my worksheet?

Q&A

Increase the number
in the Copies box in
the Print galfery.

What if | decide not
to print the worksheet
at this time?

Click File on the Ribbon
to close the Backstage
view and return to

the Excel workbook
window.

2]

o Verify the printer

- name that appears
oh the Printer Status
button will print a
hard copy of the
document. If necessary,
click the Printer Status
‘button to display a list
of available printer
options and then click
the desired printer to
change the currently
selected printer.

3]

a Click the Portrait
COrientation button in
the Settings area and
then select Landscape
Orientation to change
the orientation of the
page to landscape
and view the entire
worksheet on one
page (Figure 1-70).
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o Click the Print button in the Print .
allery to print the worksheet . . N
9 | ; ape orientation on th Save Sable River Foundation
in landscap . e ] Lifetime Fundraising Summary N
currently selected printer, Mertown  Chamber Gty Pattonsville  SableVitlage  Swongulle  Towenof Cary Totat
Corporate $ 7402635 § 92,278.21 S 63,081.74 $ 84,2002 $ 61,644.26 $ 8982051 S5  465,064.00
H : Direct Mall 67,286.06 B£3,867.23 55,076.48 55,547.28 79,779.02 84,366.19 425,922.26
» When the printer stops, retrieve FunRuns 54,700,3% 6693467 6458166  28,895.86  32,690:37  64,24272 312,049.67
the hard copy (Figure 1-71). - Government 3062298 5861435  51,086.46  36,387.09  S1,6255  40177.87 26893231
4 Phone-a-than 16,692.14 24,223.81 9,492.,91 17,328.74 12,305.85 21,097.60 101,141,05
«| Do | have to wait until my | Total $1243,335.93 §325,018.27 § 243,719.25 § 233,3668.99 & 235,062.05 § 269,704.69 § 1,573,100.98
g worksheet is complete to print it? : i —
| $100,000.00 i 3 Eard
No, you can folow these steps to ] $90,000.00
print a document at any time while a0 B Corporate
you are creating it. $60,000.00 B Olrect Mal :
$50,000.00 ZFun Runs G
. . . :;g‘$g3 & Government
«| What if 1 want to print an electronic 02000000 @ Phonethon
g image of a worksheet instead of $10,000.00 : :
] 3 = % s
a hard COlny? Allentown  ChamberCity faltonsville  Sablevillbge  Strongville  Zownof Cary &
You would click the Printer Status ]
5 button in the Print gallery and then o T sanabia A s
select the desired electronic image Figure 1-71
option such as a Microsoft XPS Document Writer, which would create an XPs file.

1. Press CTRL-+P, press ENTER

To Quit Excel

This Save Sable River Foundation workbook now is complete. The following
steps quit Excel if only one workbook is open. For a detailed example of the procedure
summarized below, refer to the Office 2010 and Windows 7 chapter in this book.

jo If you have one Excel workbook open, dlick the Close button on the right side of the title

' bar to close the document and quit Excel; or if you have multiple Excel workbooks open,
click File on the Ribbon to open the Backstage view and then click the Exit button to close
all open workbooks and quit Exce!.

: e If a Microsoft Office Excel dialog box appears, click the Save button to save any changes
- made to the workbook since the last save.

Starting Excel and Opening a Workbook

“Once you have created and saved a workbook, you may need to retrieve it from your
Storage medium. For example, you might want to revise a worksheet or reprint it.
-Opening a workbook requires that Excel is running on your computer.

To Start Excel

0 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,

9 Click Microsoft Excel 2010 in the search results on the Start menu to start Excel and display
e 8 new blank workbook in the Excel window.

f the Excel window is not maximized, click the Maximize button next to the Close button
On its title bar to maximize the window.
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AwtoCaludate

Use the AutoCalculate

i area on the status bar to

check your work as you

: enter data in a worksheet.
i If you enter large amounts

of data, you select a range
of data and then check
the AutoCalculate area
to provide insight into

1 statistics about the data
¢ you entered. Often, you

will have an intuitive feel
for whether the numbers
are accurate or if you

may have made a mistake

! while entering the data.

“To Open a Workbook from Excej_

S

Earlier in this chapter you saved your project on a USB flash drive using the file name,
Save Sable River Foundation. The following steps open the Save Sable River Foundation file
from the Excel folder in the CIS 101 folder on the USB flash drive. For a detailed example of
the procedure summarized below, refer to the Office 2010 and Windows 7 chapter in this bogk,

@ ‘With your USB flash drive connected to one of the computer’s USB ports, click File on the
Ribbon to open the Backstage view. :

(3

Click Open in the Backstage view to display the Open dialog box.

Navigate to the location of the file to be opened (in this case, the USB flash drive, then
to the CIS 101 folder [or your class folder], and then to the Excel folder). For a detailed
example of this procedure, refer to Steps 3a - 3¢ ih the To Save a File in a Folder section in
the Office 2010 and Windows 7 chapter in this book.

Click Save Sable River Foundation to select the file to be opened.

Click the Open button (Open dialog box} to open the selected file and display the opened
workbook in the Excel window:.

o
L5

AutoCalculate

You easily can obtain a total, an average, or other information about the numbers in a
range by using the AutoCalculate area on the statas bar. First, select the range of cells
containing the numbers you want to check. Next, right-click the AutoCalculate area to
display the Status Bar Configuration shortcut menu (Figure 1-72). The check mark to
the left of the active functions (Average, Count, and Sum) indicates that the sum, count,
and average of the selected range are displayed in the AutoCalculate area on the status bar.
The functions of the AutoCalculate commands on the Status Bar Configuration shortcut

menu are described in Table 1-4.

'-'Co'mm'a:‘\:_d- ' “Funetion

Count displays the number of nonblank cells in the selected range
Minimum AutoCalculate area displays the lowest value in the selected range
Sum AutoCalculate area displays the sum of the numbers in the selected range



7o Use the AutoCalculate Area to Determine a Maximum
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The following steps display the largest amounts of funds raised for any city for the Fun Runs fundraising activity.

¢ Select the range B6:G6
and then right-click
the AutoCalculate area
on the status bar to
display the Customize
status Bar shortcut
menu (Figure 1-72).

What is displayed on
the Customize Status
Bar shortcut menu?

Qach

This shorteut menu
includes several
commands that allow
you to control the
items displayed on the
Customize Status Bar
shortcut menu. The
AutoCalculate area
includes six commaneds
_as well as the result of

2]

» Click Maximum
on the shortcut
menu to dispiay the
Maximum value in

the range B6:G& in the

AutoCalculate area of
the status bar.

signatures
Vi Information Managerent Policy

ttonsyilie
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§rama s 9,
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Figure 1-73

+ Click anywhere on the worksheet to cause the shortcut menu to disappear (Figure 1-73).

3

* Right-click the AutoCalculate area and then click Maximum on the shortcut menu to cause
the Maximum value to no longer appear in the AutoCalculate area.

* Click anywhere on the worksheet to cause the shortcut menu to disappear.

Correcting Errors -

You can correct errors on a worksheet using one of several methods. The method you
choose will depend on the extent of the error and whether you notice it while typing the

data or after you have entered the incorrect data into the cell.

Correcting Errors While You Are Typing Data into a Celi

Tf you notice an error while you are typing data into a cell, press the BACKSPACE

»

key to erase the incorrect characters and then type the correct characters. If the error is a
Major one, click the Cancel box in the formula bar or press the ESC key to erase the entire
®itry and then reenter the data from the beginning.
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2
@

¥
quickzeference  Coprecting Errors After Entering Data into a Cell
For a table that lists how to :
complete the tasks covered If vou find an error in the worksheet after entering the data, you can correct th
. . ! ¥y g y
in the Office chapters in error in one of two ways:
this book using the mouse, :
Ribbon, shortcut menu, 1. Tf the entry is short, select the cell, retype the entry correctly, and then click the
g”‘d teybfoafd- see the Enter box or press the ENTER key. The new entry will replace the old entry.
uick Reference Summary . . . . .
at the back of this book, 2. If the entry in the cell is long and the errors are minor, using Edit mode may be
ar visit the Microsoft a better choice than retyping the cell entry. Use the Edit mode as described below,
Offic . " . T
c:fl:r:ei::t:%‘:zp;:e at 2. Double-click the cell containing the error to switch Excel to Edit mode. In
www.cengagebrain.com Edit mode, Excel displays the active cell entry in the formula bar and a flashing
and then navigate to the insertion point in the active cell (Figure 1--74 . With Excel in Edit mode, you
onp gu v
]?ulc: szerﬁnce resource can edit the contents directly in the cell -— a procedure called in-cell editing.
or this hook. . . L.
: b. Make changes using in-cell editing, as indicated below.
n-Call Editing (1) To insert new characters between twa characters, place the insertion
An alternative to double- point between the two characters and begin typing. Excel inserts the
clicking the cell to edit it is new characters at the location of the insertion point.
to select the cell and then . . i )
press the £2 key. (2) To delete a character in the cell, move the insertion point to the left of the
character you want to delete and then press the DELETE key or place the
insertion point to the right of the character you want to delete and then
press the BACKSPACE key. You also can use the mouse to drag through
the character or adjacent charactets you want to delete and then press
the DELETE key or click the Cut button (Home tab | Clipboard group).
(3) When you are finished editing an entry, click the Enter box or press
the ENTER key.
. w0t . ] ‘ %%"‘Dalet&'-J"”Frd&
S AR ool Tl e Eromats | 27 it seeas
wilneliine sl Sl ban ottt 4
bR E i
_ Save Sable River Foundation
__ lifetime Fundraising Summary .o e
. Tontown) lthambercity% Pattonsville | Sable Village! Stranguille i Tawen of Cany: Totai : ) :
15 7402935 § 92,278.21  $ 63,081.74 | § 8421002 : § 61,644.06 ($ B2ENSL § 46508409
5507648 ] 93547281 7977202 P 531226
54,581,66 | 7889586 .  32,690.37 _312,043.67
51,4 ,6,997.09 | 5164255 4017787 2689331 |
S gaen01 17,7874 12,3U585 . 1,097.60 ~  101,181.05 ﬁ
371025, $20%, PR AR, 3 1,579,100 3
e 1-74
| Editing the Contents When Excel enters the Edit mode, the keyboard usually is in Insert mode. In Insert
| mode, as you type a character, Excel inserts the character and moves all characters to the

| of o Calt

| Rather than using in-cell
 editing, you can select

; the cell and then click the
{ formula bar to edit the

i contents. mode and Overtype mode.

during in-cell editing.

right of the typed character one position to the right. You can change to Overtype mode by
pressing the INSERT key. In Overtype mode, Excel overtypes, or replaces, the character
to the right of the insertion point. The INSERT key toggles the keyboard between Insert

While in Edit mode, you may have reason to move the insertion point to various

points in the cell, select portions of the data in
to overtyping characters. Table 1-5 sumnmarizes the more common tasks performed

the cell, or switch from inserting characters
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2 Move the insertion p
of data.in a.cell.

oint to the end- Point to the right of the last character
- and click, - ' :
Exncel Help
At any time while using
Excel, you can find answers
to questions and display
information about various
topics through Exce! Help.
Used properly, this form
of assistance can increase
your productivity and
reduce your frustrations
by minimizing the time
you spend learning how to
use Excel. For instruction
about Excel Heip and
Delete characters ta the right of the Press DELETE exercises that will help you
insertion point. gain confidence in using it,
i read the Office 2010 and
Windows 7 chapter in this
book.

BTW

25

Highlight one or more adjacent Drag the mouse pointer through - Press SHIFT-FRIGHT
characters. adjacent characters, ARROW or SHIFT-LEFT
: ARROW

Delete selacted characters. Click the Cut buticn {Home tab | Press DELETE

Clipboard group)

Undoing the Last Cell Entry

Excel provides the Undo command on the Quick Access Toolbar (Figure 1-75),
which allows you to erase recent cell entries. Thus, if you enter incorrect data in a cell and
notice it immediately, click the Undo button and Fxcel changes the cell entry to what it
was prior to the incorrect data entry.

s i 1
i Condltional Format  Cell ; Sort & Find
mal ra e

A b

- | Propeity Update
; Prapesty Upciate
Praperty Update ;
Typihg "Allentown’ in B3 < i3
ongaenown e+ Save Sable River Foundation
Lifetime Fundraising Sumompary =~
mber City' Pattonsuille | sable village stronguille Town of
K i $ 61,604.26 ; § 89,82

“ailentawn_ichamber Ci

48 55547 4, 425,922.26
66,93467 ' 64,581.66 | 76,893.86 |  3L,690.37 64,2427 . 312,049.67
SB,61435 | 51,486.46 |  36,387.09 - 5L,64255 | z
24,223.81 : 9,492,91 , 17,378.74 12,305.85 21,097.60 101,141.05

238,062.05 | §299,704.80

$1,573,109.38

£

Figure 1-75

Excel remembers the last 100 actions you have completed. Thus, you can undo up |

‘.';100 previous actions by clicking the Undo button arrow to display the Undo list and

0 clicking the action to be undone (Figure 1-75). You can drag through several actions

he Undo list to undo all of them at once. If no actions are available for Excel to undo,

1 the Undo button is dimmed and inoperative, *
The Redo button, next to the Undo button on the Quick Access Toolbar, allows you ;

"Tepeat previous actions.

3
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Gotting Back to Normal
If you accidentally assign
unwanted formats to a
range of cells, you can

use the Normal cell style
selection in the Cell Styles
gallery. Click Cell Styles
(Home tab | Styles group)
and then click Normal

in the Cell Styles gallery.
Doing so changes the
format to Normal style. To
view the characteristics of
the Normal style, right-
click the style in the Cell
Styles gallery and then
click Modify or press
ALTHAPOSTROPHE ().

Clearing a Cell or Range of Cells

If you enter data into the wrong cell or range of cells, you can erase, ot clear,l
the data using one of the first four methods listed below. The fifth method clears the
formatting from the selected cells.

To CLEAR CELL EnTRIES UsING THE FiLL HANDLE

1. Select the cell or range of cells and then point to the fill handle so the mouse pointer
changes to a crosshair.

2. Drag the fill handle back into the selected cell or range until a shadow covers the cell
or cells you want to erase. Release the mouse button.

To CLeAR CELL ENTRIES USING THE SHORTCUT Nienu
1. Select the cell or range of cells to be cleared.
2. Right-click the selection.

3. Click Clear Conterits on the shortcut menu.

To CLeAR CELL ENTRIES USING THE DELETE KEY
1. Select the cell or range of cells to be cleared.

2. Press the DELETE key.

To CLear CeLL ENTRIES AND FORMATTING Using THE CLEAR BUTTON

1. Select the cell or range of cells to be cleared.
2. Click the Clear button (ITome tab | Editing group) (Figure 1-75 on the previous page).
3, Click Clear Contents on the menu.

To CLeAR FORMATTING UsiNG THE CELL STYLES BUTTON

1. Select the cell or range of cells from which you want to remove the formatting.
2. Click the Cell Styles button (Home tab | Styles group) and point to Normal.

3, Click Normal in the Cell Styles Gallery.

The Clear button (Hlome tab | Editing group) is the only command that clears both
the cell entry and the cell formatting. As you are clearing cell entries, always remember

‘that you should never press the SPACEBAR 0 clear a cell. Pressing the SPACEBAR enters a

blank character. A blank character is text and is different from an empty cell, even though
the cell may appear empty.

Clearing the Entire Worksheet

If the required worksheet edits are extremely extensive, you may want to clear the
entire worksheet and start over. To clear the worksheet or delete an embedded chart, you
would use the following steps.

To CLEAR THE ENTIRE VWORKSHEET
1. Click the Select All button on the worksheet (Figure 1-75).

3. Click the Clear button (Home tab | Editing group) and then click Clear All on the
Clear menu to delete both the entries and formats.

The Select All button selects the entire worksheet. Instead of clicking the Select All
button, you can press CTRL+A. To clear an unsaved workbook, elick the workbook’s Close
Window button or click the Close button in the Backstage view. Click the No button
if the Microsoft Excel dialog box asks if you want to save changes. To start a new, blank
workbook, click the New button in the Backstage view.
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To delete an embedded chart, you would complete the following steps. Quitting Excel
i Do not forget to remove
o DELETE AN EmBEDDED CHART _ your USB flash drive from
; the USB port after quitting
Excel, especially if you are
2. P1'€SS the DELETE ke'y.. working ina Iaboratdry
environment. Nothing

BTW

.,1, Click the chart to select it.

- . can be more frustrating
To Quit Excel than leaving all of your

s . - . . . hard work behind on a
The project now is complete. The following steps quit Excel. For a detailed example USE flash drive for the

“of the procedure summarized below, refer to the Office 2010 and Windows 7 chapter in next user,
this book. -

If you have one Excel workbook open, click the Close button on the right side of the title

bar to close the document and quit Excel; or if you have multiple Excel workbooks open,

click File on the Ribbon to open the Backstage view and then click Exit in the Backstage

view to close all open workbooks and quit Excel.

" If a Microsoft Office Excel dialog box appears, click the Save button to save any changes
made to the document since the last save.

hapter Summary

this chapter you have learned how to enter text and numbers to create a worksheet, how to select a range, how to
“use the Sum button, format cells, insert a chart, and preview and printa worksheet. The items listed below include
41l the new Excel skills you have learned in this chapter. '

: 1, To Start Excel (EX 6) 21. Change the Worksheet Names (EX 42)
. 2. Enter the Worksheet Titles (EX 8) 22. Change Document Properties (EX 43)
. Enter Column Titles (EX 10) 23. Save an Existing Workbook with the Same File
4. Enter Row Titles (EX 12) Name (EX 45)

5. Enter Numbers (EX 13) 24. Preview and Print a Worksheet in Landscape
. Sum a Column of Numbers (EX 15} . _ Orientation (EX 46)
. Copy a Cell to Adjacent Cells in a Row (EX 17) 25. Quit Excel (EX 47)
. Determine Multiple Totals at the Same Time (EX 18) 26 Start Excel (EX 47)

. Save a Workbook (EX 20} 27. Open a Workbook from Excel (EX 48)

. Change a Cell Style (EX 22) 28. Use the AutoCalculate Area to Determine a

. Change the Font (EX 24) ) Maximum (EX 49)
. Bold a Cell (EX 25) 29. Clear Cell Entries Using the Fill Handle (EX 52)

Increase the Font Size of a Cell Entry (EX 26) 30. Clear Cell Entries Using the Shortcut Menu

4. Change the Font Color of a Cell Entry (EX 27) (EX 52) :

- Center Cell Entries Across Columns by Merging 31. Clear Cell Entries Using the DELETE Key (EX 52) 5
Cells (X 28) 32. Clear Cell Entries and Formatting Using the Clear &

6. Format Column Titles and the Total Row (EX 29) ~ Button (EX 52)

. Format Numbers in the Worksheet (EX 31) 33. Clear Formatting Using the Cell Styles Button
- ‘Adjust the Column Width (EX 33) (EX52)
- Use the Name Box to Select a Cell (FX 34) 34. Clear the Entire Worksheet (EX 52)

). Add a Clustered Gylinder Chart to the Worksheet 35, Delete an Embedded Chart (EX 53)
(EX 38)

) A If you have a SAM 2010 user profile, your instructor may have dssigned an autograglable version
s \?ﬁ s @ of this assignment. If so, log into the SAM 2010 Web site at www.cengage.com/sam2010
WAREY  to download the instruction and start files. -
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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 1 resources for
this 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 knowledge

answer questions that test your knowledge of the  of chapter content in the style of a television ’
chapter content. ‘ quiz show.

Flash Cards ' Wheel of Terms

An interactive learning environment where An interactive game that challenges your knowledge

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 knowledge

knowledge of chapter content and key terms. _ of key terms presented in the chapter.

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

Changing the Values in a Worksheet
Instructions:  Start Excel. Open the workbook Apply 1-1 Clothes Campus Third Quarter Expenses
(Figure 1-76a). 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.

1. Make the changes to the worksheet described in Table 1-6 so that the worksheet appears as shown
in Figure 1-76b. As you edit the values in the cells containing numeric data, watch the totals in
row 7, the totals in column F, and the chart chiange.

2. Change the worksheet title in cell Al to the Title cell style and then merge and center it across
columns A through F. Use buttons in the Font group on the Home tab on the Ribbon to change
the worksheet subtitle in cell A2 to 16-point Cambria red, bold font and then center it across
columns A through E. Use the Red, Accent 2
theme color {column 6, row 1 on the Font
gallery) for the red font color.

3. Apply the worksheet name, Third Quarter

Expenses, to the sheet tab and apply the Red,
Accent 2 theme color to the sheet tab.

“ C_hah_cjé_,Cellj.'.CQnt'éﬁts Td_

" Clothed for Caps

4, Change the document properties as specified
by your instructor. Save the workbook using
the file name, Apply 1-1 Clothed for Campus
Third Quarter Expenses. Submit the revised
workbook as specified by your instructor.

19057.83
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Figure 1-76
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Extend the skills' you learned in this chapter and experiment with new skills. You may need to

use Help to complete the assignment.

Formatting a Worksheet and Adding Additional Charts

Instructions:  Start Excel. Open the workbook Extend 1-1 Pack Right Moving Supplies. 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 format cells in the worksheet and to add two charts to the worksheet.

{. Use the commands in the Font group on the Home tab on the Ribbon to change the font of the
title in cell Al to 22-point Arial Black, green, bold, and the subtitle of the worksheet to 14-point
Arial, red, bold.

2. Select the range A3:G8, click the Insert tab on the Ribbon, and then click the Dialog Box Launcher
in the Charts group on the Ribbon to open the Insert Chart dialog box. If necessary, drag the
jower-right corner of the Insert Chart dialog box to expand it (Figure 1-77).

) ] Joh| A

i SNl
i;:;.
oy i

54 Suface

Doughrut
2: subble )
Hitl sk Rader

3. Tnsert a Stacked Area in 3-D chart by clicking the Stacked Area in 3-D chart in the gallery and then
clicking the OK button. You may need to use the scroll box on the right side of the Insert Chart
dialog box to view the Area charts in the gallery. Move the chart cither below or to the right of the
Jdata in the worksheet. Click the Design tab and apply a chart style of your choice to the chart.

4. Deselect the chart and reselect the range A3:G8, and then follow Step 3 above to insert a Clustered
Horizontal Cone chart in the worksheet. Move the chart either below or to the right of the data 50

that each chart does not overlap the Stacked Area in 3D chart. Make sure to make the values on

the horizontal axis readable by expanding the size of the chart. Choose a different chart style for

this chart than the one you selected for the Stacked Area in 3-D chart.



5. Resize cach chart so that each snaps to the worksheet gridlines. You may need to scroll the
worksheet to resize and view the charts. Preview the worksheet.

6. Apply a worksheet name to the sheet tab and apply a color of your choice to the sheet tab.

7. Change the document properties as specified by your instructor. Save the workbook using the file
name, Extend 1-1 Pack Right Moving Supplies Charts. Submit the revised workbook as specified
by your nstructor.

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

ixing Formatting Problems and Data Errors in a Worksheet
Instructions:  Start Excel. Open the workbook Make It Right 1-1 Pets. See the inside back cover of this
-book for instructions for downloading the Data Files for Students, or see your instructor for informa-
on on accessing the files required for this book. Correct the following formatting problems and data
rrors (Figure 1-78) in the worksheet, while keeping in mind the guidelines presented in this chapter.

Cost of Goodls «~ | i I Y A
hicago ~ Clevland cDetroit  Milwaukee ~
¢ 201824 8 %-“4_‘!-_5_0_; § 69,975.23 * § 50,456.33

'97,436.35 ,667.58  78,634.80 29,087.40
£8,5260 46,340.85 - 38,965.35
92,902.85  €341.00
- $277,933.73 $12650008  *

Ean.an

it

$100,000.00

$80,000.00

§60,000.00 #birds

$40,000.00

B Fish IS

$20,006.00 FiReptiles

BRodents

Flgure 1-78

Merge and center the worksheet title and subtitle appropriately.
Format the worksheet title with a cell style appropriate for a worksheet title.

ormat the subtitle using commands in the Font group on the Home tab on the Ribbon and apply
he Red, Accent 2 color to the subtitle,

orrect the spelling mistake in cell A1 by changing Quixotic to Exotic. Correct the spelling mistake
cell C3 by changing Clevland to Cleveland.
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¥
Make It Right contintied

5. Add a column header for totals in column F and create the necessary totals in row 8.

6. Apply proper formatting to the column headers and total row, including centeting the column
headers.

7. Adjust the column sizes so that all data in each column is visible.

8. Create the grand total for the annual cost of goods.

9. The SUM function in cell E8 does not sum all of the numbers in the column., Correct this error
by editing the range for the SUM function in the cell.

10. Resize and move the chart so that it is below the worksheet data and does not extend past the rightl o
edge of the worksheet data. Be certain to snap the chart to the worksheet gridlines by holding down
the AT key as you resize the chart to the right edge of column F and the bottom of row 22.

11. Apply a worksheet name to the sheet tab and apply the Aqua, Accent $ color to the sheet tab.

12. Change the document propertics as specified by your instructor. Save the workbook using the
file name, Make It Right 1-1 Exotic Pets Annual Cost of Goods. 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: Annual Revenue Analysis Worksheet :
Problems: You work as a spreadsheet specialist for A Healthy Body Shop, a high-end total fitness center
franchise. Your manager has asked you to develop an annual revenue analysis worksheet similar to the

one shown in Figure 1-79.

. _AHealthy BodyShop
Annual Revenue Analysis
poston . nglepﬂc[ Phoenin |

MR g

Aﬂam:a : Portiand ;
D, Tag Ao pals

T$208,914.46 $1,73L605.07

$100,000.08

$80,000.00 WAquatics

2 Cardiovascular

$60,000.00 1

¥ Dance

$40,000.00 N
WWeight Training

#'Yoga & Stretching

$20,00000 |

Boston

Atlanta

Figure 1-79
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Instructions:  Perform the following tasks.

" 1. Start Excel. Enter the worksheet title, A Healthy Body Shop, in cell Al and the worksheet subtitle,
Annual Revenue Analysis, in cell A2. Beginning in row 3, enter the franchise locations, fitness

activities, and annual revenues shown in Table 1-7.

‘ Atlanta - Boston . Portland.

iél

rliovascular 92549.86 78345.85 91692.21 58936.63

65371.00

45910.2

S R TN

88500.60 47105.30

1. Create totals for each franchise location, fitness activity, and company grand total.

3. Format the worksheet title with the Title cell style. Center the title across columns A through G.
Do not be concerned if the edges of the worksheet title are not displayed.

4, Format the worksheet subtitle to [4-point Constantia dark blue, bold font, and center it across
columns A through G.

5. Use Cell Styles to format the range A3:G3 with the Heading 3 cell style, the range A4:G8 with the
40% - Accent 6 cell style, and the range A9:GG9 with the Toral cell style. Center the column headers
in row 3. Apply the Accounting Number format to the range B4:G4 and the range B9:GG9. Apply the
Comma Style to the range B5:G8. Adjust any column widths to the widest text entry in each column.

Select the range A3:F8 and then insert a Clustered Cylinder chart. Apply the Style 26 chart style to

the chart. Move and resize the chart so that it appears in the range Al1:G24. If the labels along the

“horizontal axis (x-axis) do not appear as shown in Figure 1-79, then drag the right side of the chart

- so that it is displayed in the range Al11:G24.

+ Apply the worksheet name, Annual Revenue Analysis, to the sheet tab and apply the Orange, Accent 6,
Darker 25% color to the sheet tab. Change the document properties, as specified by your instructor.

. Save the workbook using the file name Lab 1-1 A Healthy Body Shop Annual Revenue Analysis.
Preview and print the worksheet in landscape orientation.

- Make the following two corrections to the sales amounts: 62,675.45 for New York Weight Training
cell D7), 67,238.56 for Portland Cardiovascular (cell F5), After you enter the corrections, the
oimpany totals in cell G8 should equal $1,723,864.05.

Preview and print the revised worksheet in landscape orfentation. Close the workbook without
aving the changes.

ubmit the assignment as specified by your instructor,

Semiannual Sales Analysis Worksheet
Wlom:  As the chief accountant for Play ‘em Again, a reseller of cell phones, DVDs, electronic games,
l‘?Yers, and accessories, you have been asked by the vice president to create a worksheet to analyze
Miannual sales for the company by products across sales channels (Figure 1-80 on the follow?ng
The sales channels and corresponding revenue by product for the year are shown in Table 1-8.

Continued >
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.

In the Lab continned

Figure 1-80

Instructions: Perform the following tasks.
1. Create the worksheet shown in Figure 1-80 using the data in Table 1-8.

2 Use the SUM function to determine total revenue for the three sales channels, the totals for
each product, and the company total. Add column and row headings for the totals row and totals
column, as appropriate.

36621677 32333.20

e

118871.41 36140.54
109971.82 21209.46

358232.57

17310358 293961.01
4 , :
405690.83 10169.70 130150.03

3. Format the worksheet title with the Title cell style and center it across columns A through E. Use
the Font group on the Ribbon to format the worksheet subtitle to 16-point Cambria red, bold font.
Center the title across columns A through E.

4. Format the range B3:E3 with the Heading 3 cell style and center the text in the cells. Format the
range A4:E16 with the 20% - Accent 4 cell style, and the range B9:E9 with the "Total cell style.
Format cells B4:E4 and B17:E17 with the Accounting Number Format and cells BS:E16 with the
Comma Style numeric format.
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5. Create a pie chart that shows the revenue contributions of each sales channel. Chart the sales channel
names (B3:D3) and corresponding totals (B17:D17). That s, select the range B3:D3, and then while
holding down the CTRL key, select the range B17:D17. Insert the Pie in 3-D chart, as shown in
Figure 1-80, by using the Pie button (Insert tab | Charts group), Use the chart location F3: K17.

6. Apply the worksheet name, Semiannual Revenue, to the sheet tab and apply the Purple, Accent 4,
Lighter 80% color to the sheet tab, Change the document properties, as specified by your instructor.

7. Save the workbook using the file name, Lab 1-2 Play ‘em Again Semiannual Revenue. Print the
worksheet in landscape orientation.

8. ‘Two corrections to the figures were sent in from the accounting department. The correct revenue
is $118,124.45 for Cell Phones sold through the mail (cell BS) and $43,573.67 for iPods sold over
the Web (cell D11). After you enter the two corrections, the company total in cell E17 should equal
$8,723,956.77. Print the revised worksheet in landscape orientation.

9, Use the Undo button to change the worksheet back to the original numbers in Table 1-8. Use the
Redo button to change the worksheet back to the revised state,

10. Close Excel without saving the latest changes. Start Excel and open the workbook saved in Step 7.

 Double-click cell E6 and use in-cell editing to change the PSPs revenue (cell C14) to $128,857.32.
Write the company total in cell E17 at the top of the first printout. Click the Undo button.

11. Click cell Al and then click the Merge & Center button on the Home tab on the Ribbon to
split cell Al into cells A1, BI, C1, D1, and E1. To merge the cells into one again, select the range
Al:E1 and then click the Merge & Center button.

2. Close the workbook without saving the changes. Submit the assignment as specified by your instructor.

ab 3: Projected College Cash Flow Analysis Worksheet

roblem:  Attending college is an expensive proposition and your resources are limited. To plan for

our four-year college career, you have decided to organize your anticipated resources and expenses
worksheet, The data required to prepare your worksheet is shown in Table 1-9.

4532.66

1100.00 1177.00 1347.55

1650.00 1765.50 1889.0% 2021.32

8250.00 8827.50 9445.43 10106.60

Continued >
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L3

In the Lab continued

Instructions Part 1: Using the numbers in Table 1-9, create the worksheet shown in columns A through F -
in Figure 1-81. Format the worksheet title as Calibri 24-point bold purple. Merge and center the
worksheet title in cell Al across columns A through F. Format the worksheet subtitles in cells A2 and
A1l as Calibri L6-point bold red. Format the ranges A3:F3 and A12:F12 with the Heading 2 cell style
and center the text in the cells. Format the ranges A4:F9 and A13:F19 with the 20% - Accent 2 cell style,
and the ranges A10:F10 and A20:F20 with the Total cell style. '

Change the name of the sheet tab and apply the Purple color from the Standard Colors area
to the sheet tab. Update the document properties, including the addition of at least one keyword to the
properties, and save the workbook using the file name, Lab 1-3 Part 1 College Resources and Expenses,
Print the worksheet. Submit the assignment as specified by your instructor.

g * a;TahIn - Styles i
Lpoatles

s

Flow Analysis

E529Plans
@ Financial Aid

@Job

B|Perents
& Savings
B Cther

f#Activities Fee

WBooks

@ Clothes
M|Entertainment
WRoorn & Board
W Tuitlon

j a Miscellaneous

Figure 1-81

After reviewing the numbers, you realize you need to increase manually each of the
Sophomore-year expenses in column C by $400, except for the Activities Iee. Change the Sophomore-
year expenses to reflect this change. Manually change the Parents resources for the Sophomore year
by the amount required to cover the increase in costs. The totals in cells F10 and ¥20 should equal
$91,642.87. Print the worksheet. Close the workbook without saving changes.

Instructions Part 2: Open the workbook Lab 1-3 Part I College Resources and Fxpenses and then save
the workbook using the file name, Lab 1-3 Part 2 College Resources and Expenses. Insert an Exploded
pie in 3-D chart in the range G3:K10 to show the contribution of each category of resources for the
Freshman year. Chart the range A4:B9 and apply the Style 26 chart style to the chart. Add the Pie chart
title as shown in cell G2 in Figure 1-81. Insert an Exploded pie in 3-D chart in the range G12:K20 0
show the contribution of each category of expenses for the Freshman year. Chart the range Al3 :B19
and apply the Style 26 chart style to the chart. Add the Pie chart title shown in cell G11 in Figure 1-81.
Save the workbook. Print the worksheet in landscape orientation. Submit the assignment as specified by
your instructor.
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- Justructions Part-3: Open the workbook Lab 1-3 Part 2 College Resources and Expenses and then save
the workbook using the file name, Lab 1-3 Part 3 College Resources and Expenses. A close inspection
of Table 1-9 shows that both cost and financial support figures increase 7% each year. Use Excel
Help to learn how to enter the data for the last three years using a formula and the Copy and Paste
puttons (Home tab | Clipboard group). For example, the formula to enter in cell C4 is =B4*1.07. Enter
formulas to replace all the numbers in the range C4:E9 and C13:E19. If necessary, reformat the tables,
as described in Part 1. The worksheet should appear as shown in Figure 1-81, except that some of
the totals will be off by approximately 0.01 due to rounding errors. Save the workbook. Submit the
assignment as specified by your instructor. Close the workbook without saving changes.

Apply your creative th_inking and problem Sdlving skills to design and implement a solution.

" 1: Analyzing Quarterly Expenses

Academic

To estimate the funds needed by your school’s Travel Club to make it through the upcoming quarter,
you decide to create a report for the club itemizing the expected quarterly expenses. The anticipated
expenses are listed in Table 1--10. Use the concepts and techniques presented in this chapter to create
the worksheet and an embedded Clustered Cylinder chart. Be sure to use an appropriate chart style
that compares the quarterly cost of each expense. Total each expense item and each quarter. Include a
grand total for all of the expenses. Use the AutoCalculate area to determine the average amount spent

per quarter on each expense, Manually insert the averages with appropriate titles in an appropriate area
on the worksheet,

15t Quarter " 2nd Quarter -

Your wealthy Aunt Nicole owns several properties of varying value, She would like to see the values
the properties in a worksheet and chart that helps her to better understand her investments.
he has asked you to develop a worksheet totaling the values of the properties and also to include
her relevant statistics. The property values are: Property 1, $56,671.99; Property 2, $82,276.58;
foperty 3, $60,135.45; Property 4, $107,373.39; and Property 5, $87,512.82. Create an Exploded pie
3-D chart to illustrate the relative property values. Use the AutoCalculate area to find the average,
aXimum, and minimum property values and manually enter them and their corresponding identifiers
1 appropriate area of the worksheet. Use the Sum button to total the property values.

Continned »
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Cases and Places contintied

3: Analyzing Historical Yearly Sales
Business .
You are working part-time for Noble’s Mobile Services. Your manager has asked you to prepare a
worksheet to help her analyze historical yearly sales by type of product (Table 1-11), Use the concepts
and techniques presented in this chapter to create the worksheet and an embedded 3-D Clustered

" Column chart that includes proper numerical formatting, totaling, and formatting of the worksheet,

BT
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