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Objectives

 Understand the use of spreadsheets and Excel

* Scroll through a worksheet and navigate between
worksheets

* Enter text, numbers, and dates into a worksheet

* Resize, insert, and remove columns and rows
* Select and move cell ranges

* Insert formulas and functions

* |nsert, delete, move, and rename worksheets

* Preview and print a workbook
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Introducing Excel

* Microsoft Office Excel 2007 (or Excel) is a computer
program used to enter, analyze, and present
guantitative data

* A spreadsheet is a collection of text and numbers laid
out in a rectangular grid.

— Often used in business for budgeting, inventory management,
and decision making

 What-if analysis lets you change one or more values in
a spreadsheet and then assess the effect those changes
have on the calculated values
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Introducing Excel

Spreadsheet data in Excel Figure 1-2

Nyl ) ¥ Cash Flow Comparison - Microsoft Excel - 9 X
| Home | Insert Page Layout Formulas Data Review View @ -5 Xx
_., # Calibri 14 -/ A AT (== - || A = General M | ¥) / || insert - £ ;
Pa; - |B\I u .“;'“-H&l-a-\ :5‘7! !\£!| (|| %~ % o8 ;|| c»ﬁm Fi%t % ii”:mm': E- ﬁ ﬂ |
iy — === | =2 *2!| Formatting - as Table - Styles - || =] Format = || 2= Fifter - Select -
Clipboard & Fant E} Alignment = Number = Styles Cells Editing |
‘ Al ML J!'-l Cash Flow Comparison El
A Bl Gl E Bl Pree| P |
1 |Cash Flow Comparison |
2 Budgeted vs. Actual
&l Jan-10
4 Budgeted Actual
5 Cash balance (start of month) $4,500.00 | $4,500.00
6 Cashreceipts
7 | Cashsales 12,600.00 | 14,688.00
8 Cash expenditures
9  Advertising 1,200.00 1,425.00 E
10| Wages 7,200.00 7,850.00
11 Supplies 3,600.00 4,350.00
12 Total cash expenditures 12,000.00 | 13,625.00
13 Net cash flow 600.00 1,063.00
14 Cash balance (end of month) $5,100.00 | $5,563.00
s
16
17
18]
19
4 4 » n| cash Flow ~ Advertising Expend .~ Cash Expend Chart .~ 70 i
Reaty | 3
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Exploring Excel

Figure 1-3 Parts of the Excel window

Office L B & Bookl - Microsoft Excel title bar Ribbon s i 4
But[on | Home Insert Page Layout Formulas Data Review View @ - 7 X
& Calibri -lu -|AW||[=B=E @] |5 || ceneal - ﬁ ﬁ @ g::’lu:' ;j' ﬁr tn
. =5 = S E—— elete ~ 2
Ql.lle Paste (B z U-|iE-|d-A-||===iEE -8 - % »| %% Condtional Format o : _ Sort& Find&
Access i 5 Formatting = as Table - Styles - || I Format = || 2~ Fiter - Select -
Clipboard ™= Font ] Alignment ™ Number m Styles Cells Editing
Toolbar Al -@ . | -e— formula bar | &
Name bOX rl L A B 04 D E F G H | ] K L M
> A
Select All 5 :
button 4 |active cell [ column headings |
5
6
; workbook
3 ; window
row ~ i‘; vertical | _ |
headings = scroll bar [
13
14
15
16
sheet tab =
scrolling 18 heet tab horizontal | | view zoom
buttons GIELE S
19 scroll bar shortcuts controls
20 F
21| . ™~
4 » M| Sheetl  Sheet? ~Sheer3 ~¥J |
status bar —
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Navigating a Worksheet

* Excel provides several ways to navigate a
worksheet

Press To move the active cell

T R Up, down, left, or right one cell
Home To column A of the current row
Ctrl+Home To cell A1
Ctrl+End To the last cell in the worksheet that contains data
Enter Down one row or to the start of the next row of data
Shift+Enter Up one row
Tab One column to the right
Shift+Tab One column to the left
Page Up, Page Down Up or down one screen

Ctrl+Page Up, Ctrl+Page Down To the previous or next sheet in the workbook
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Entering Text, Numbers, and Dates

in Cells

* The formula bar displays the content of the
active cell

 Text data is a combination of letters, numbers,
and some symbols

* Number data is any numerical value that can be
used in a mathematical calculation

* Date and time data are commonly recognized
formats for date and time values
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Entering Multiple Lines of Text
Within a Cell

* Click the cell in which you want to enter the text

* Type the first line of text

* For each additional line of text, press the
Alt+Enter keys (that is, hold down the Alt key as
you press the Enter key), and then type the text

Figure 1-10 Two lines of text entered within a cell
5 & Bookl - Microsoft Exce
yout view  View

Clipboard & ant 7] Alignment o Number 5 Styles Cells Editing

4444444

text is wrapped
within the cell

_ 2 |Dawes Gregory MI 48637
i
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Changing the Column Width
and Row Height

Autofitting eliminates any empty space by matching the column to the width
of its longest cell entry or the row to the height of its tallest cell entry

* Dragthe right border of the column heading left to decrease the column width
or right to increase the column width

* Dragthe bottom border of the row heading up to decrease the row height or
down to increase the row height

or

* Double-click the right border of a column heading or the bottom border of a
row heading to AutoFit the column or row to the cell contents (or select one or
more columns or rows, click the Home tab on the Ribbon, click the Format
button in the Cells group, and then click AutoFit Column Width or AutoFit Row
Height)

e Select one or more columns or rows

* Click the Home tab on the Ribbon, click the Format button in the Cells group,
and then click Column Width or Row Height

* Enter the column width or row height you want, and then click the OK button
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Inserting a Column or Row

New column inserted in the worksheet Figure 1-15

i Bookl - Microsoft Excel =g

Pagelayout  Formulas Data Review  View @ - = x
= ) ) || G=mnsent~ | E -
! :i ::H?)"_ EF | |General - ﬂj ﬂ @d ;hlmv = ﬁr ‘:ﬁ
g e 5 [Sew ) s o 08| o 200 IR
e Inew column of data| * S [ S S
[ b6~ ! . 1 existing | ¥
C D — 3 G |columns
1 Last First Address (Phone Date DVDs price per DVD | of data
402 Elm St. shift right
2 Dawes Gregory Merrill, MI 48637 (989) 555-3433 | 3/13/2010 7 $17.29
1025 Drake Ave.
3 Garcia Susan Exeter, NH 03833 Ly (603) 555-1091 | 3/14/2010 25 $15.79
5 North Ln.
4 Torbet Dr. Lilla Oswego, NY 13126 |(315)555-7823 | 3/17/2010 32 $12.99
24 Mountain Dr.
5 Rhoden Tony Auburn, ME 04210 (207) 555-9915 | 3/24/2010 20 $15.79
6 =
7
New row inserted in the worksheet
bl i) = Bookl - Microsoft Excel - =
Home | Inset  Pagelayout  Formuias  Dats  Review  View © -2 x
= = = = = E ol | Seinset~ | E -
] ‘ Calibri -l - | =% |S [cenent 5 :E% ﬁ gd ;wmv = %_f lﬁ
Pt 7 | et e o (S tken || SO e~ siyen | B Fomat || G e st
Clipboard = Font [} Alignment iri Number (] Styles Cells Editing
| A3 ~ G e Dawes E
A | B c D E F G H | i
new 1 |Last First Address Phone Date DVDs Price per DVD
customer 135 College Ave.
order 2 Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010 2 $17.29
402 Elm St.
—— 3 |Dawes IGregory Merrill, MI 48637 (989) 555-3433  3/13/2010 7 $17.29
existing 1025 Drake Ave.
customer 4 |Garcia Susan Exeter, NH 03833 (603)555-1001  3/14/2010 25 $15.79
orders 5 North Ln.
shift down 5 |Torbet Dr. Lilla Oswego, NY 13126 (315)555-7823  3/17/2010 32 $12.99 =
24 Mountain Dr.
6 Rhoden Tony Auburn, ME 04210 (207)555-9915  3/24/2010 20 $15.79
7
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Deleting and Clearing a Row or Column

* Clearing data from a worksheet removes the
data but leaves the blank cells

* Deleting data from the worksheet removes both
the data and the cells
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Selecting Cell Ranges

‘/) W9

RipCity Digital Orders - Microsoft Excel

B -2 x

Adjacent range A1:G5 selected Figure 1-17

. iew
column and row headings | | active cell in
N . . geinsert~ || X -
used in the selected range [T the selected [ e B e ny 37 &
are highlighted firangelisiwhitelp - % || 5| SoRow fom e | ElFomat- || 2+ fes Setets
8 LIl Tont ¥ mgnment [ Number i Styles Celis Editing
LA |-G ] Last |
N1 a2 8 c D E F 6 H I
Last \J First Address Phone Date DVDs Price per DVD!
135 College Ave. I
2 [Ferris Andrew Bar Harbor, ME 04609 (207)555-0101  3/5/2010 2 $17.29 || selected
1025 Drake Ave. cells are
3 |Garcia Susan Exeter, NH 03833 (603) 555-1091  3/14/2010 25 $15.79 highlighted
S North Ln. and
4 |Torbet Dr. Lill, 0 NY 13126 315)555-7823  3/17/2010 32 12.99
Latiz il Eacen E1) i $ surrounded
24 Mountain Dr. by a thick
5 |Rhoden Tony Auburn, ME 04210 (207) 555-9915  3/24/2010 20 $15.79 b?, k bord
= ack bor er

NCERES

Home | Insert

RipCity Digital Order Repd]

Pagelayout  Formulas  Data  Review

View

active cell in the nonadjacent

Nonadjacent range A1:A5;F1:G5 selected Figure 1-18

@ - o x

range is white and surrounded
=([®:| = s | by ablack border 5 47 &

== G- (|8 - % 5% 5 CONCWGHI FOTMITCer ., Sort& Find &
& I8 | o rmatting - as Tabid- styies - || B Format~ || 2= Fitter~ setect

4 |adjacent =

J
paste *j_ range AT:AS | A
is selected

Clipboarl I« ) Alignment hx Number 7 Styles Cells Editing
L al-0G #[ ovos ]
A B G D E | G G H I F
1 last First Address Phone Date DVDs Price per DVD<_|
135 College Ave.
2 Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010 2 $17.29 adjacent
1025 Drake Ave. range F1:G5
3 Garcia Susan Exeter, NH 03833 (603) 555-1091 | 3/14/2010 25 515.79 |js selected
5 North Ln.
4 Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823 | 3/17/2010 32 $12.99
24 Mountain Dr.
5 Rhoden Tony Auburn, ME 04210 (207) 555-9915 | 3/24/2010 20 $15.79 1
g =
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Moving or Copying a Cell or Range

Selected range being moved Figure 1-19

d@w-> = RipCity Digital Orders - Microsoft Excel - =
m{;\ Insert Page Layout Formulas Data Review View @ -2 x
= (= = 3 - 1 | S=lnset~ E -
e [ T B T e R T St
e | e o ) (N 0 5| FRe o) i SR 2| e | - 228° T
Clipboard Font E Alignment & Number & Styles Cells Editing |
‘ A ~(a fe | Last E
A B C D A G T —
1 |Last First Address Phone Date DVDs Price per DVD|
135 College Ave.
2 |Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010 2 §17.29
1025 Drake Ave.
3 |Garcia Susan Exeter, NH 03833 (603) 555-1091  3/14/2010 25 $15.79
5 North Ln.
4 |[Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823  3/17/2010 32 $12.99
24 Mountain Dr.
5 iRhoden Tony Auburn, ME 04210 (207) 555-9915  3/24/2010 20 $15.79 1
: outline indicates
¢ | | the new location of L ref th
o | | the selected range j cel prIerence ofthe
= = new Iocat'lon is :
= 2 R displayed in a ScreenTip

New Perspectives on Microsoft Office Excel 2007 14




Inserting and Deleting a Cell Range

Figure 1-21 Cells inserted within a cell range

A B G D £ F G H | A B c D E F G H |
1 1
2 A B C D E 2 A B c D E
3 A B = [} E 3 A B c o 3
a A B = D E 4 A B c D 3
5 A B c 0 E 5 A B c D E
6 A B c o E 6 | A 8 c 5} E
7 A B c o E 7 A B [S D E
8 A B C D E 8 | A 5 B [= ] 3
9 A e J ¢ o E 9 A B 3 D E P
1‘1’ selected x ﬁ:}fsmg
2 range “linserted cells :
shifted

new cells are inserted within the range, shifting the existing cells to the right |right two

columns

| 4 B o T G H A B c i 3 ; G T T
1 1
2 A B C D E 2 A B C D E
3 A B C D E 3 A E
4 A 8 C D E 4 A E " ”
5 A WG 0 £ 5 A B ch o ¢ ex]stmg

6 A B C D E
7 A s [ c o : P T | cells
8 A B c D E 8 A ] [ D E H
9 A B c o E 9 y N C N : shifted
= selected = s o down
11 11 ! C Dé
12 range =[inserted cells two rows
13 13

new cells are inserted within the range, shifting the existing cells down
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Entering a Formula

* Aformulais an expression that returns a value

* A formula is written using operators that
combine different values, returning a single
value that is then displayed in the cell

— The most commonly used operators are arithmetic
operators

 The order of precedence is a set of predefined
rules used to determine the sequence in which
operators are applied in a calculation
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Entering a Formula

Figure 1-22 Arithmetic operators

Operation  Arithmetic Description
Operator
Addition + =10+A1 Adds 10 to the value in cell A1
=B1+B2+B3 Adds the values in cells B1, B2, and B3
Subtraction = =C9-B2 Subtracts the value in cell B2 from the value in cell C%
=1-D2 Subtracts the value in cell D2 from 1
Multiplication L =C9*B9 Multiplies the values in cells C9 and B9
=E5*0.06 Multiplies the value in cell ES by 0.06
Division / =C9/B9 Divides the value in cell C9 by the value in cell B9
=D15/12 Divides the value in cell D15 by 12
Exponentiation A =B573 Raises the value of cell BS to the third power
=3/B5 Raises 3 to the value in cell BS
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Entering a Formula

Figure 1-23 Order of precedence rules

Formula Order of Precedence Rule

(A1=50, B1=10, C1=5)

=A1+B1*C1 Multiplication before addition 100

=(A1+B1)*C1 Expression inside parentheses executed before expression 300
outside

=A1/B1-C1 Division before subtraction 0

=A1/(B1-C1) Expression inside parentheses executed before expression 10
outside

=A1/B1*C1 Two operators at same precedence level, leftmost operator 25
evaluated first

=A1/(B1*C1) Expression inside parentheses executed before expression 1
outside
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Entering a Formula

* Click the cell in which you want the formula
results to appear

 Type = and an expression that calculates a value
using cell references and arithmetic operators

* Press the Enter key or press the Tab key to
complete the formula
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Entering a Formula

Figure 1-24 Formula references color coded

(Bn) H9 ™ v RipCity Digital Orders - Microsoft Excel - x
| Home | Insert Page Layout Formulas Data Review View @ = x
= = TR = B ) ! %3 Insert E- A
| i Calibri u A= - Currency . ! ﬁléx“ A —‘ﬁ ;\DM! . %J? lﬁ
ree S EE e @A i | ot o o | o | - e oo
Clipboard = Font - Alignment i Number g Styles Cells Editing |
[ s - x « £|=reco~e—— formula visible in the formula bar |
N—F b B Lo f I - Eic 6 | selected cell | &
1 RipCity Digital shows the
5 | customer Orders cell reference colors F I
3 3/31/2010 match the cell border colors ormuia
4
5 |Last First Address Phone Date DVDs " Price per DVD Charfe
135 College Ave.
6 |Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010 2 $17.29 |=F6*G6
1025 Drake Ave.
7 |Garcia Susan Exeter, NH 03833 (603) 555-1091  3/14/2010 25 $15.79 =
5 North Ln.
8 |Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823  3/17/2010 32 512,99
24 Mountain Dr.
9 |Rhoden Tony Auburn, ME 04210 (207) 555-9915  3/24/2010 20 $15.79
10
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Copying and Pasting Formulas

 With formulas, however, Excel adjusts the
formula’s cell references to reflect the new
location of the formula in the worksheet

Formula copied and pasted Figure 1-25

,D_E) H9-™ = RipCity Digital Orders - Microsoft Excel
Home Insert Page Layout Formulas Data Review View @ - 8 X

I—j : Calibri w11 A ]| g\‘@/'\ =] Currency - tgj ﬁ gdl g=insert - ;l: %? ‘ﬁ

3% Delete -

paste ][0 0] - | 8o e o [ | et~ siea | BFormat- || O~ Fiter~ Seiet
Clipboard ™ Font i) Allgﬂment T Nu_lnbzr i) St“IE_s Cells Editing
| w8 ~0 1| =r3-cs ~€——— formula pasted into cells H8 and H9 | =
A B G D R — G T ﬁ
1 RipCity Digital
2 Customer Orders formula copied results of the
3 3/31/2010 from this cell pasted formula
4
5 |Last First Address Phone Date DVps Price per DVD Charge
135 College Ave.
6 |Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010 2 $17.29 __§_3_ﬂ:._5_8_
1025 Drake Ave. | e 1
7 Garcia Susan Exeter, NH 03833 (603) 555-1091  3/14/2010 25 $15.79 | $394.75 | =
| 5 North Ln.
8 Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823  3/17/2010 32 $12.99 | $415.68 |
| 24 Mountain Dr. -
9 Rhoden Tony Auburn, ME 04210 (207) 555-9915  3/24/2010 20 $15.79 | $315.80
10 ®
11
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Introducing Functions

* A function is a named operation that returns a
value

* For example, to add the values in the range
A1:A10, you could enter the following long
formula:

=A1+A2+A3+A4+A5+A6+A7+A8+A9+A10

Or, you could use the SUM (ou SOMA) function
to accomplish the same thing:

=SUM(A1:A10)
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Entering a Function

Figure 1-26 SUM function being entered

HAo-> v RipCity Digital Orders - Microsoft Excel - @ X
[ Home | Inset  Pagelayout Formulas  Data  Review  View © - 5 x
. & 1 - [l E &5 3 z.éf E A7 A
e Bz u e @A il | S Pt 8 o - | - e
Clipboard & Font = Alignment £l Mumber 0 Styles Celis Editing |
[ sm ~ (%~ | ssum(Fe:Fo
A 7 B [ D E_ R G H I |
1 RipCity Digital a colored border surrounds the
2 |Customer Orders . .
= == range entered in the function
a
5 |Last First Address Phone Date DVDs " Price per DVD Charge
135 College Ave. ';
6 |Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010£ 2 $17.29 $34.58
1025 Drake Ave. :
7 |Garcia Susan Exeter, NH 03833 (603) 555-1091 3/14/2010; 25 $15.79 | $394.75 =
5 North Ln. :
8 Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823 3/17/20102 32 $12.99 | $415.68
24 Mountain Dr. E
9 |Rhoden Tony Auburn, ME 04210 (207)555-0915  3/24/2010} 20| $15.79 | $315.80
10 ScreenTip shows the 10TAL __|_:5“JM‘FE“F9| -
E function being entered P e punbed )
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Entering Functions with AutoSum

SUM function entered with AutoSum

d9-> ¥ RipCity Digital Orders - Microsoft Excel - o X
(= f —— =
; > | Hom: Insert Page Layout  Formulas Data Review  View] CliCk v (T AT AutoSum : @ -2 X
e v |l (= =ml®] o | function in the active cell [ 3 2r &
| = 5 [ E A = || el T 0 | o | o P
|| Clipboatd = Font Alignment u Mumber F Styles Celis Editing |
[ M~ (% o F ] =SUM(H6:HS)
A B C D E F G . LN
1 |RipCity Digital
2  Customer Orders
<] 3/31/2010
4
5 Last First Address Phone Date DVDs Price per DVD (;P_@_rggn
135 College Ave. ?r |
6 |Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010 2 $17.29 ; $34.58 ;
1025 Drake Ave. | i
i Garcia Susan Exeter, NH 03833 (603) 555-1091 | 3/14/2010 25 $15.79 ; 5394.75 ; =
S North Ln. ! i
8 Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823 | 3/17/2010 32 $12.99 ; $415.68 ;
24 Mountain Dr. 2 2
9 |Rhoden Tony Auburn, ME 04210 (207)555-9915  3/24/2010 20 $15.79 | $315.80 |
10 Excel inserts the SUM function | TOTAt 79 |_’}‘:5UM(@
i; into the selected cell st
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Inserting and Deleting a Worksheet

* To insert a new worksheet into the workbook, right-click
a sheet tab, click Insert on the shortcut menu, select a
sheet type, and then click the OK button

* You can delete a worksheet from a workbook in two
ways:
— You can right-click the sheet tab of the worksheet you

want to delete, and then click Delete on the shortcut
menu

— You can also click the Delete button arrow in the Cells
group on the Home tab, and then click Delete Sheet

New Perspectives on Microsoft Office Excel 2007
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Renaming a Worksheet

* To rename a worksheet, you double-click the
sheet tab to select the sheet name, type a new
name for the sheet, and then press the Enter key

e Sheet names cannot exceed 31 characters in
length, including blank spaces

 The width of the sheet tab adjusts to the length
of the name you enter
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Moving and Copying a Worksheet

* You can change the placement of the worksheets
in @ workbook

* To reposition a worksheet, you click and drag the
sheet tab to a new location relative to other
worksheets in the workbook

* To copy a worksheet, just press the Ctrl key as
you drag and drop the sheet tab
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Editing Your Work

* To edit the cell contents, you can work in editing
mode

* You can enter editing mode in several ways:
— double-clicking the cell
— selecting the cell and pressing the F2 key

— selecting the cell and clicking anywhere within the
formula bar

New Perspectives on Microsoft Office Excel 2007
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Editing Your Work

Working in editing mode Figure 1-28

| e - X« £ 1829 ¥
[ 4 A \ B g D RN SR SO & H | F
1 |RipCity Digital
2 Customer Orders insertion point to edit
3 3/31/2010 the text within the cell
4
5 Last First Address Phone Date DVDs Price per DVD Charge |
135 College Ave. y
b | Ferris Andrew Bar Harbor, ME 04609 (207) 555-0101 3/5/2010 2 1829 $34.58
1025 Drake Ave.
| Garcia Susan Exeter, NH 03833 (603) 555-1091  3/14/2010 25 $15.79 $394,75 =
5 North Ln.
_8 |Torbet Dr. Lilla Oswego, NY 13126 (315) 555-7823  3/17/2010 32 $12.99  5415.68
24 Mountain Dr,
9 Rhoden Tony Auburn, ME 04210 (207) 555-9915  3/24/2010 20 $15.79 $315.80
10 TOTAL 79 $1,160.81
il
12
13
14
15 status bar indicates

Excelis in editing mode

Customer Orders %] | i

=i [ El=] ™)
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Using Find and Replace

 You can use the Find command to locate
numbers and text in the workbook and the
Replace command to overwrite them

Figure 1-29 Find and Replace dialog box

Find and Replace E@
| search value I replaces the
Replace 1 c?nl:lent D(ZCLII1 rrerIn:e
of the search value
replace value Find what:{y, | Ave. [=| [ MoFormatset | [ Format.. -
— Replace with: | Averue Mo Format Set Format... - H H
limits the search to —_ﬂi- [=] [ ] highlights all i
the current sheet Wi | Sheet [= ]| £l Match case occurrences of the
[F] Match entrre cell contents search value
Search: |ByRows IZ|
replaces all Lookin: |Formb [ finds the nex‘;th
occurrences of Y ¥ : - occurrence of the
the search value T Replace Al ] [ Replace l [ Find All l [ EanNext J [ Close ] search value
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Viewing and Printing Worksheet

Formulas

* You can view the formulas in a workbook by
switching to formula view, a view of the
workbook contents that displays formulas
instead of the resulting values

* To change the worksheet to formula view, press
the Ctrl+" keys

* Scaling a printout reduces the width and the
height of the printout to fit the number of pages
you specify by shrinking the text size as needed
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Viewing and Printing Worksheet

Formulas

Figure 1-34 Worksheet in formula view
‘.,/L'!—n‘ d9-> s RipCity Digital Order Reportxlsx - Microsoft Excel e
= e rooeLoout | Formulas Data  Review  View @ -2 x
A; B colos- | [ s =5 L = T2L | 5 Width: |Automatic - || Gridlines | Headings | < Bring to Front - |2 Align -
j [A]Fonts~ ‘_J Jj ]j )Q:I l_\ tc'é! 'J 4] Height: Automatic ~|| (¥ View [¥| View | ZySendtoBack - 2] Group
Themes 1o mecs- || OO Orlenition. Sce  Prnt  Bresks Background Pont || o L Pl ot g e R
Themes Page Setup i Scale to Fit Sheet Options ™ Arrange |
[ A& -@ Je| RipCity Digital
o underlying date values & ki |
; text and numbers displayed rather than the formulas displayed instead
_ [remain unchanged formatted dates of the resulting values
4 |
5 Phone Date DVDs Price per DVD Charge "
e e,
6 |(207)555-0101 40242 2 18.29 =F6*G6
7 |(603) 555-1091 40251 25 15.79 =F7*G7 =
8 |(315)555-7823 40254 32 12.99 =F8*G8
9 |(207) 555-9915 40261 20 15.79 =F9*G9
10 TOTAL —SUM(F6:F9) & =SUM(H6:HS)
11
12
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lewing and
ormulas

Printing Worksheet

Printout scaled to one page Figure 1-35

a - s RipCity Digital Orders - Microsoft Excel - 8
e =
Home Insert | Page Layout Formulas Data Review View . . @ -2
= e printout width
Colors = s =Rt =l [ [F= 1 Width: |1 page + Il Griglines  Heal . lign -
Aa Q \ | @ = B = and height set
[a] Fonts - ‘{fﬁ j =l = El-l 3| Height: (1 page  ~ f ¥ View [V N gl roup
Themes Margins Orientation Size Print Breaks Background Print
- [O]Effeas ~ L - *  Areav - o Titles || £hl Scate: ss% 2 (|| [F] pant | [F toa single page | .
Themes Page Setup fa Scale to Fit = Sheet Options = Arrange
[ a ~@ Jf= | RipCity Digital ¥
T T T Tev—— T e ¥ T T —— =
T 0 o [ E E © H |
|
| Chekinaddhead
T 1
Tartamar Ortare
25
Lot Furn [y Data v PricoporDID Ghorso
Faet e aomusont wsa : s s ]
Surcia Suran (o sEs-1s st s s rrar
Tarksr DL sy ansa n e rigr
3 9 Fibaden Tany (ROT)S55-9915. 261 20 1579 P9
0 ToraL “sumFeFs) Ui )
i
" =

e

text size reduced to
fit the worksheet
on one page

zoom level
set to 50%

4 4 b W[ Documentation | Customer Orders 7] 4

Ready | ZJ | Pagerlofi
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Objectives

 Format text, numbers, and dates
* Change font colors and fill colors
 Merge a range into a single cell

* Apply a built-in cell style. Select a different theme.
Apply a built-in table style

* Add conditional formats to tables with highlight rules
and data bars

* Hide worksheet rows
* Insert print titles, set print areas, and insert page breaks

e Enter headers and footers

New Perspectives on Microsoft Office Excel 2007
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Formatting Text

* The appearance of text is
determined by its
typeface, which is the
specific design used for
the characters

— Font
e Serif fonts
e Sans serif fonts

* Theme font
e Non-theme font

— Font Style

— Font Size
* Measured in points

New Perspectives on Microsoft Office Excel 2007
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Formatting Data

e By default, values appear in the General number
format, which, for the most part, displays numbers
exactly as you enter them

* The Number group on the Home tab has buttons for
formatting the appearance of numbers

 Comma style button
* Decrease Decimal button
* Percent Style button
* Increase Decimal button

* Accounting Number Format button

New Perspectives on Microsoft Office Excel 2007
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ormatting Data

Figure 2-8 Worksheet after formatting numbers

i = = _ - _ S— T —
6 |Units Sold !Region 2008 Sales 2009 Sales Increase % Increase
7 RO1 3,605 3,853 248 6.88%
8 RO2 3,966 3,842 (124) -3.13%
units include RO3 3,760 4,035 275 7.31% percente_!ges include
commasand no - we = e
decimal Places RO6 3,656 3,037 281 7.69% i
13 RO7 3,554 3,875 321 9.03%
14 RO8 3,344 3,844 . 0.00%
15 Total 30,136 31,174 1,038 3.44%
16
17 Revenue Region 2008 Sales 2009 Sales Increase . % Increase |
18 RO1 — 5 104,364.75 $  115397.35 $ 11,032.60 10.57% 1
19 RO2 114,815.70 115,067.90 252.20 0.22%
RO3 108,852.00 120,848.25 11,996.25 11.02% -
fmt a:;ld IT:t RO4 109,344.15 121,686.85 12,342.70 11.20% | revenues include
g nay ROS 115,047.30 111,563.75 (3,483.55) ¢ ~€——=-p==| COmmas and two
the currency ek 2 = 2 :
hol RO6 105,841.20 117,913.15 12,071.95 11.41% | decimal piaces
3yno RO7 102,888.30 116,056.25 13,167.95 12.80%
25 RO8 111,283.80 115,127.80 3,844.00 3.45%
26 Total L3-S 872,437.20 $  933,661.30 S 61,224.10) 7.02%
M 4 » W[ Documentation | Yearly Sales . Monthly Sakes - %2 N L m
Ready | 2 |
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Formatting Dates and Times

e Although dates and times in Excel appear as text,
they are actually numbers that measure the
interval between the specified date and time and

January 1, 1900 at 12:00 a.m.
Formatted date
@ = 1 "“m: E‘i l\liymber Format arrow | i

IIIII

3 o -
number format of v 5 %
& = Y : e  mm! | gelset- | E - A
Blllcal 1 - Date };'j qd_ld ) 4 iy Z ?‘j’ Lfa
- 0 .0 Conditional Format Cell S_olt & Find &

the selected cell

Alignment ] Number ] Styles Cells

™
-
2
=
E
2
)
=
2
=]

A
date in the Long
1 EXGI’COHID Date format
the Intelligent path to Fitness

4 ENGTT S Tom Uhen |
5 A Monday, January 11 , 2010
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Aligning Cell Content

* |n addition to left and right alignhments, you can
change the vertical and horizontal alignments of
cell content to make a worksheet more readable

e Alignment buttons are located on the Home tab

Aligns the cell content with the cell's top edge

3

Vertically centers the cell content within the cell

Aligns the cell content with the cell's bottom edge

Aligns the cell content with the cell's left edge

Horizontally centers the cell content within the cell

Aligns the cell content with the cell's right edge

Decreases the size of the indentation used in the cell

Increases the size of the indentation used in the cell

Rotates the cell content to an angle within the cell

Forces the cell text to wrap within the cell borders

] ] o] o) ] (o) [

Merges the selected cells into a single cell
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Indenting Cell Content

* You increase the indentation by roughly one
character each time you click the Increase Indent
button in the Alighnment group on the Home tab

Centered and indented text
oy id - o s ExerComp Sales Report - Microsoft Excel i
'y Home | Insert | Pagelayout  Formulas  Data  Review  View -2 x
3 : Calibri o A AT | e =¢ | General ¥ h: % Sd 2:::::'- ;' i{ J&
n o | B e | - | (e oo S 2 i G- 5 2R
Clipboard Font ~ Alignment £ Number i r WL Lall Editing
as v (2 J| units sold * 1
A | B C ] D E ] E ] G
Units Sold _I Region 2008 Sales 2009 Sales Increase % Increase
RO1 3,605 3,853 248 6.88%
RO2 3,966 3,842 (124) -3.13%
9 RO3 3,760 4,035 275 7.31%
10 - J RO4 3,777 4,063 286 7.57%
11 ROS 3,974 3,725 (249) -6.27% centered
12 RO6 3,656 3937 281 7.69% | text
13 RO7 3,554 3,875 321 9.03%
14 RO8 3,844 3,844 - 0.00%
15 | text Total 30,136 31,174 1,038 3.44%
16 indented ’
17 | ONE SPace | Region 2008 Sales 2009 Sales Increase % Increase i
18 RO1 S 104,364.75 | $ 115,397.35 $ 11,032.60 10.57% |

0~

19 RO2 114,815.70 115,067.90 252.20 0.22%
20 RO3 108,852.00 120,848.25 11,996.25 11.02%
21 RO4 109,344.15 121,686.85 12,342.70 11.29%
22 ROS 115,047.30 111,563.75 (3,483.55) -3.03%
23 RO6 105,841.20 117,913.15 12,071.95 11.41%
24 RO7 102,888.30 116,056.25 13,167.95 12.80%
25 G 111,283.80 115,127.80 3,844.00 3.45%

26 Total $ 872,437.20 § 933,661.30 $ 61,224.10 7.02%
H 4> | Documentation | Yearly Sales . Monthly Sales <%0 il | ™
Ready ]
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Merging Cells

* One way to align text over several columns or
rows is to merge, or combine, several cells into
one cell

Merged range with centered text

'i';'!n\‘l 0 * ExerComp Sales Report - Microsoft Excel - =2 x
Toa) :
Home Insert Page Layout Formulas Data Review View W - = X
o | p—— = et e o e ™ H 7 ml | Selnset- | E - A £
o Calibri u -~ =@ S Genenl bj,-J g 5{ o Z? Lﬁ
t [ |- A iE &= E3- - 0 s ||%8 M8 Conditional Format Cell || .. Sort & Find &
a-, 2 7 BLu = = A B | 4 )|l B - W 3 F‘:‘r;‘nattlir:' as?::rle o StyI:s - | EFomat- || 2~ Fucllter' slerl‘ect'
Clipboard = Font fu Alignment fi||  Number fa Styles Cells Editing
| aa -0 fe | x310 vearly sales Analysis text centered in [#]
A B the merged cell E F G
1 ExerComp
2 the Intelligent path to Fitness
3 [
4 | %310 Yearly Sales Analysis |
5
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Rotating Cell Content

* To save space or to provide visual interest to a
worksheet, you can rotate the cell contents so
that they appear at any angle or orientation

* Select the range

* |In the Alignment group, click the Orientation
button and choose a proper rotation

New Perspectives on Microsoft Office Excel 2007
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Rotating Cell Content

Merged and rotated cell text Figure 2-13
A B C D E F G H

6 Region 2008 Sales 2009 Sales Increase % Increase

7 RO1 3,605 3,853 248 6.88%

8 RO2 3,966 3,842 (124) -3.13%

9 o RO3 3,760 4,035 275 7.31%

10 ﬁ <04 3,777 4,063 286 7.57%

11| & RO5 3,974 3,725 (249) -6.27%

12 2 RO6 3,656 3,937 281 7.69%

13 RO7 3,554 3,875 321 9.03%

14 rog | rotated labels| ; 544 3,844 - 0.00%

15 Total | take up less o136 31,174 1,038 3.44%

16 space in the

17 Region merged cells ples 2009 Sales Increase % Increase .
18 RO1 10736475 S 115397.35 § 11,032.60 10.57%

19 RO2 114,815.70 115,067.90 252.20 0.22%

20 RO3 108,852.00 120,848.25 11,996.25 11.02%

21 % RO4 109,344.15 121,686.85 12,342.70 11.29%

22 3:, RO5 115,047.30 111,563.75 (3,483.55) -3.03%

23 RO6 105,841.20 117,913.15 12,071.95 11.41%

24 RO7 102,888.30 116,056.25 13,167.95 12.80%

25 RO8 111,283.80 115,127.80 3,844,00 3.45%

26 Total S 872437.20 S 93366130 S 61,224.10 7.02%
W 4+ MW Documentabon | Yi Sales . Monthly Sales 7. S N . - —I
Ready 13 ; .
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Adding Cell Borders

* You can add borders to the left, top, right, or
bottom of a cell or range, around an entire cell,
or around the outside edges of a range using the

Border button arrow
Borders added to cells

A B I _ D E E G H
——6—-—-—b:lﬁegion | 2008 Sales | 2009 Sales | Increase _ %ncrease
7 RO1 3,605 3,853 248 6.88%
8 RO2 3,966 3,842 (124) -3.13%
9 % RO3 3,760 4,035 275 7.31%
10 &  Ro4 3,777 4,063 286 7.57%
11 £ ros 3,974 3,725 (249) -6.27%
122 Ros 3,656 3,937 281 7.69%
column titles RO7 3,554 3,875 321 9.03%
have a single ROS 3,844 3,844 - 0.00%
bottom border| Total 30,136 31,174 1,038 3.44%
1% ‘_I
I—l—’—» Region 2008 Sales 2009 Sales Increase % Increase Total rows 1
18 RO1 $ 10436475 $§ 11539735 $ 11,032.60 10.57% [Eees
19 RO2 114,815.70 115,067.90 252.20 0.22% | %
20 RO3 108,852.00 120,848.25 11,996.25 11025 | Single top
1) ¥ 4 »
21, 2 RM4 109,344.15 121,686.85 12,342.70 11.20% | Dorder and
22 % ROS 115,047.30 111,563.75 (3,483.55) 3.03% | adouble
23| © RO6 105,841.20 117,913.15 12,071.95 11.41% | bottom
24 RO7 102,888.30 116,056.25 13,167.95 12.80% | border
25 RO8 111,283.80 115,127.80 3,844.00 3.45% |
26 Total S 87243720 § 93366130 § 61,224.10 7.02%
W 4 » M| Documentation | Yearly Sales .~ Monthly Sales - ¥J I m
Ready | 7
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Working with the

Format Cells Dialog Box
 The Format Cells dialog — R

Mumber | Algrment | Font | Border | Fil | Fratechion ow the

box has six tabs, each ==

number Decimal feces: |0
format

Time: [#] use 1000 separator ()

. Percentage
categories Fracton Negattve numbers:

focusing on a different e
set of formatting options f

category
Murnber i weed for general display of nunbers, Currency and Accounting offer cpedalzed formattng
far menetary value.

=) =s

Figure 2-16 Border tab in the Format Cells dialog box
—  adds lines around
:::Ti::st::d urber [ slgoment [ Font | Border | il | [ fretecton the cell or range
the cell or range . I
I adds lines within
b the range
border line Qutine  Inside :
styles mi T preview of
- the selected
bord !
selected H Text Text ‘ order style
border line . e e
= e @ ws e
'I'I;;s.elemed Barder style ean be sppled by ciddng the precets, praview diagram or the buttans
[ e ][ co
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Copying Formats with the

Paste Options Button

Using the Paste Options button

_ A L e i L R - H I J
1
2
g 11,361} pastes only
4 1,875 1,924 2,112 5911} the formats
5 850 912 750 2,512,
i ' Keep Source Formatting
B 6'330 6'832 6’622 19'?84‘ ' Use Destination Theme
7 | ' Match Destination Formatting
8 | ©  Values Only
9 2 24 . SRS O Values and Number Formatting
10 3»853 31842 4-035 11:730 ©  Values and Source Formatting
11 2,112 1,801 2,304 6,217 O  Keep Source Column Widths "
12 1025/ 1,115 912 3,052 romatting only N
13 o : 6,990 6,758 7,251  20,999] O Link Cells
14 IPaste Options button
15
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Copying Formats with Paste Special

Figure 2-18 Paste Special dialog box

paste values Paste Special [ ]
and formats | e
o ;‘!;l- 0 &l using Source theme
paste only formulas —s= " ormuas 7 Al exzzpt bordera
= alies 1 Column widths
| L Formats T Farmulas and number farmats
PESte unly values 71 Comments 1 Valyes and number formats
7 Validation
paste only formats Operabon
@) Mone 0 Multiply
0 Add 7 Divide
apply the =
selected el palststg;lie
. sele
operation to the skip hianka Transpose -
copied value range rotated
| Faste Link | i oK [ Cancal J 90 dEEI'E
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Selecting Table Style Options

e After you apply a table style, you can choose
which table elements you want included in the
style

Revised table style Figure 2-25

Y-~ )s

Haome Insert

Table Tools

. |se|ected table elements

Design

Table Name: {8 summarize with PivetTable e ¥ Header Row First Column

Tablel [ Remave Duplicates & Or Total Rowr ¥/ Last Column
T Resize Table | 5 Convert to Range e Banded Rows [ Banded Columns
Properties Tools External Table Data Table Style Options “ Table Styles
B6 v (3 J| Month Bl
A C > E E S i | table styles show L
1 Exe r Nmn formatting for
...| header row selected elements
banded | | formatted
:‘::ls:wed ’ X310 Monthly Sales Analysis }?;trr(l::tltl:ém
7 288 345 326
8 278 304 294 297 310 278 275 294
9 Mar 294 320 297 304 316 291 297 307
10 @1 Apr 288 313 300 300 320 284 275 295
11 2 May 284 329 304 297 313 288 275 310
12 .E Jun 313 339 316 315 326 307 288 329
13 = 4 Jul 313 332 320 310 313 300 304 336
14 *g Aug 294 339 315 339 339 304 307 323
15 2| Sep 284 310 310 304 316 284 281 304
16 Oct 284 326 304 297 316 281 281 300
17 Nov 339 364 326 320 364 345 294 336
18 Dec 346 345 348 387 377 384 361 358
19 L Total 3,605 3,966 3,760 3,777 3,974 3,656 3,554 3,844
W Documentation - Yearly Sales | Monthly Sales -2 [

Reagy ]
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Adding Data Bars

e A databaris a horizontal bar added to the

background of a cell to provide a visual indicator
of the cell’s value

e Select the cell(s)

* |n the Styles group on the Home tab, click the
Conditional Formatting button, point to Data
Bars, and then click the DataBar option you wish

to apply
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Adding Data Bars

Data bars added to the regional monthly sales data

January sales for
the RO1 region
are lower than

| 27308 304 2078 310} 278) 2758

expected E 2 320B 34F 3168 29 207

10| 8 FE 2l ::B 300l 3200 284 275

11| & i 24 300 2078 313 288 275§

12| £ | JNEVE]  NEET) I s 326l 307F 2e3[B

13 3 B ;i 332 308 330 338 330F 0B

14 £ E 2040 3390l 35500 339 339 3¢ 3071

15 > i 224 30 30 304 3160 284 281

16 i 248 3260 304 297 316 281 2811

17 B ol el 36 20 sl 35 200l

18 B 3l 3ol ;xR ;7B s o [l 3ss

19 3,605 3,966 3,760 3,777 3,974 3,656 3,554 3,844

20

21

22 345

93] 207 14 3 ann 207

WA Sales | Monthly Sales <% )

Ressy | 23|
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Hiding Worksheet Data

* Hiding rows, columns, and worksheets is an
excellent way to conceal extraneous or
distracting information

* |n the Cells group on the Home tab, click the
Format button, point to Hide & Unhide, and
then click your desired option

52
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Defining the Print Area

e By default, all parts of the active worksheet
containing text, formulas, or values are printed

* You can select the cells you want to print, and
then define them as a print area

e Select the range, in the Page Setup group on the
Page Layout tab, click the Print Area button, and

then click Set Print Area

53
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Setting and Removing Page Breaks

HEBSEHERaE:
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Adding Print Titles

* You can repeat information, such as the
company name, by specifying which rows or
columns in the worksheet act as print titles,
information that prints on each page

* |[n the Page Setup group on the Page Layout tab,
click the Print Titles button

* Click the Rows to repeat at top box, move your
pointer over the worksheet, and then select the
range

 Click the OK button
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Adding Print Titles

ExerComp } -

ke dredipont paeh £o Fitners

X310 Monthly Sales Analysis

Click. tor add header E

Chek 1o

Click to add data

297 36 R 379
332 M a0 MR 334 M
Td
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Adding Headers and Footers

* A header is the text printed in the top margin of
each page

* A footer is the text printed in the bottom margin
of each page

e Scroll to the top of the worksheet, and then click
the left section of the header directly above cell
Al to display the Header & Footer Tools
contextual tab
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Adding Headers and Footers

Page header Figure 2-37

o B A ‘ ExerComp Sales Report - Microsoft Excel Header & Footer Tosls - 7 X
Home Insert Page Layout Formulas Data Review View Design i -

j j J i % d _ﬂ ‘/ | l [ Different First Page ¥ Scale with Document

H""-‘ ar FW‘*" Page MNumber Cument Current File  File  Sheet P‘“‘-"* ma Goto Gotoe || [ Different Odd & Even Pages (W] Align with Page Margins
Number of Pages Date  Time Fath Mame MName u Header Footer
Header & Footer Header & Footer Elements Navigation code to display the current
- . u .
A~ Q & date in the right section

_ K L
— code displays the \
Filename: ExerComp Sales Report -s—— current filename in &[Date]
the left section
Exe rC om p
Figure 2-38 Page footer
Page 1 of Prepared by: Tom UheJ
Footer jh j\
Filename: ExerComp Sales Report codes il"l ﬂ'le center S‘ecﬁoﬂ

your name

display the current page and
s | appears here

W 4> W Dowmentation .~ Yearl Sales | Monthly sales | the total number of pages
Rreaty | 20

New Perspectives on Microsoft Office Excel 2007

58



MICROSOFT*OFFICE

Excel 2007

Excel Tutorial 3

Working with Formulas
and Functions

NEW PERSPECTIVES
COMPREHENSIVE




Objectives

 Copy formulas

e Build formulas containing relative, absolute, and mixed
references

* Insert a function with the Insert Function dialog box
e Search for a function

* Type a function directly in a cell

e Use AutofFill to fill in a formula and complete a series
* Enter the IF logical function

* Insert the date with the TODAY function

e Calculate monthly mortgage payments with the PMT financial
function
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Using Relative References

Formula using a relative reference

A B C D
110 120 30
original formula >
with a relative
reference 3 |-A1 !
4
5
A B c D
formula copied .~ [20 130
to a new range
(columnandrow 2
references shift 3 |2a1 {(=-B1 =C1 I
based on cell . i)
location)
5
| A __ B | £ | D
1 10 20 30
formula results ~ S———
- N 10§ 20 30
4 il
3
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Using Absolute References

Formula using an absolute reference Figure 3-3
A B C D '
10 J20 30

original formula
with an absolute
reference

[=5AS1 |

U s W N

formula copied | |
into a new range 10 ]2 0 -
(Cﬂlumn androw 2

1
2
references fixed 3 1=5AS1 {=SAS1 =SAS1 |
4
5

re?ardless of TSRO
cell location)

10 20 30

1

2

formula results = r--mmemmmemieeee

3| 10} 10 10|
4

3
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Using Mixed References

Formulas using mixed references Figure 3-5
A B | C D
1 10 120 30
original formula
with a mixed
reference B -A51 |
4
5
formula copied | 2 B & B
to a new range 1 10 ]20 30
(row reference 2
fixed on row 1, ' T
column reference -3 i=A>1 E=B$1 =C51
shifts based on 4 1=AS1 1=BS1 =Cs1
the cell location) 5 i_a41 =B$1 =C$1
A B G D
1 10 20 30
f I It -
ormula results 3 E 105 20 30
4 10! 20 30
R 10} 20 30
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Understanding Function Syntax

Math, Trig, and Statistical functions

Function

Category

AVERAGE(numberl [, number2, Statistical
number3, ...])

Description

Calculates the average of a collection of numbers, where number1, number2, and so
forth are either numbers or cell references. Only numberT is required. For more than
one cell reference or to enter numbers directly into the function, use the optional
arguments number2, number3, and so forth.

COUNT(valuel [, value2, Statistical Counts how many cells in a range contain numbers, where value7, value2, and so forth

values, ...]) are text, numbers, or cell references. Only valueT is required. For more than one cell ref-
erence or to enter numbers directly into the function, use the optional arguments value2,
value3, and so forth.

COUNTA(valuet, [,value2, Statistical Counts how many cells are not empty in ranges valuel, value2, and so forth, or how

value3, ...] many numbers are listed within value, value2, and so forth.

INT(number) Math & Trig  Displays the integer portion of a number, number.

MAX(numberT [, number2, Statistical Calculates the maximum value of a collection of numbers, where numberT,

numbers3, ...]) number2, and so forth are either numbers or cell references.

MEDIAN(numberl [, number2,  Statistical Calculates the median, or middle, value of a collection of numbers, where

number3, ...]) numberl, number2, and so forth are either numbers or cell references.

MIN(numberT [, number2, Statistical Calculates the minimum value of a collection of numbers, where numberT,

number3, ...]) number2, and so forth are either numbers or cell references.

RAND() Math & Trig  Returns a random number between 0 and 1.

ROUND(number, num_digits) Math & Trig  Rounds a number to a specified number of digits, where number is the number you want
to round and num_digits specifies how many digits to which you want to round the
number.

SUM(numberT [, number2, Math & Trig ~ Adds a collection of numbers, where number1, number2, and so forth are either num-

number3, ...])

bers or cell references.
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Inserting a Function

e Click the Formulas tab on the Ribbon

* To insert a function from a specific category, click the
appropriate category button in the Function Library
group. To search for a function, click the Insert Function
button in the Function Library group, enter a description
of the function, and then click the Go button

e Select the appropriate function from the list of
functions

* Enter the argument values in the Function Arguments
dialog box, and then click the OK button
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Inserting a Function

Figure 3-8 Function Arguments dialog box

T (2 165)| [Tstof values
: suM Box button ! in the range
You can click the Collapse required 3= Humberl [D21:071 [2%] - rze50,2950,250,2950,2950,3600,5..,
Dialog Box button to argument e Bl ——
shrink the Function Argu- I o R
ments dialog box to see optional | preview of the value
more of the worksheet, argument returned by the function
Ze_le:t I:h%:lge; [?11; then 7! with the current
ick the Expan og . argument values
mﬁjm to restore the Adds all the rumbers in @ range of cels,
9 : Numberl: number 1 number?,,.. are 1to 255 rumbers to sum, Legical values and text
descripﬁnn nf are ignared in cells, nduded f byped as arguments.
the function text that will + description of the
Formua et = 37,950 —=| b displayed in Number1 argument
e the worksheet o [ cna |
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Inserting a Function

Figure 3-10 Insert Function dialog box

You can also open the
Insert Function dialog
box by clicking the Insert
Function button on the
formula bar.

New Perspectives on Microsoft Office Excel 2007

Insert Functisn Ex =

Search for a function:

descriptionl L coiranmemenie S

of function

list of functions
that match the —
search description

I—)

syntax and description
of the selected function

or gelect a category: Recommended E|

Seleck a function:

-

VALLE

LINEST [
DVAR

DSTLEY

DWARP

DSTCEYR i

AVERAGE{mumberl number2,...}

Aeturna the awerage (arithmetic mean) of its arguments, which can be rumbers ar
ames, arrays, or references that contain numbers.

Help on this funchion

ok || cana
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Typing a Function

e As you begin to type a function name within a
formula, a list of functions that begin with the

letters you typed appears

2 ScreenTip describes
9 Year-End Summary EEAL i e L3 the selected function
: 10 | o o ag 3,163
11 O =Ml +
12 & Returns the characters from the middie of a text string, given a starting position and lengt!
13 e (1) IN
= e S (| list shows functions
- @ mnvense startmg with M/
) MIRR
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orking with AutoFill

Formulas and formats copied with AutoFill Figure 3-17

19 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500 2,500

20 950 a50 a50 1,800 1,800 1,800 950 a50 950 a50

21 3,450 3,450 3,450 4,300 4,300 4,300 3,450 3,450 3,450 3,450

22 850 850 850 850 850 850 850 850 850 850

23 650 650 650 650 650 650 650 650 650 650

24 175 165 120 135 145 145 140 140 170 210

25 75 75 75 75 75 75 75 75 75 75

26 175 175 175 175 175 175 175 175 175 175

27 125 125 125 125 125 125 125 125 125 125 i
28 1] 0 0 900 0 1,900 0 0 0 0

29 0 0 [ 300 0 700 0 0 [ 0 :
30 150 450 120 180 720 400 130 150 250 300 Aut(.)FI"
31 150 150 150 150 150 150 150 150 150 150|| Options
32 2,350 2,640 2,265 3,540 2,890| 5,170 2,295 2,315 2,445 2,535 button
- -

34 - .d

35 A A

36 formula and formats copied e

LR | B

Ready SPC = the se'eded range average: 676 Count:12  Sume 8110 B[O Z
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Using the AutoFill Options Button

* By default, AutoFill copies both the formulas and
the formats of the original range to the selected
range

* You can specify what is copied by using the

AutoFill Options button that appears after you
release the mouse button

AutoFill options Figure 3-18

= ; copies the cells, filling in
2L A both formats and formulas

| copies only the formats I—)-f“ Fill Formatting Only
O Fill Withgut Formatting -€—— copies only the formulas |
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Filling a Series

 AutoFill can also be used to create a series of
numbers, dates, or text based on a pattern

AutoFill extends a numeric sequence

A B [ 4
1 1 initial range 1
2 2 }4— establishes the 2 2
3 3 series pattern 3 3
4 “ 4 4
5 3 5
6 | 6 6 dragging the fill handle
7 M 7 7 extends the pattern to
8 | 8 8 a larger range
9 9 9
10 10 10
1 11 =5
12| 12
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Filling a Series

Figure 3-20 AutoFill applied to different series

Type Initial Entry Extended Series
Values 1,23 4,5,6, ..
2,4,6 8,10, 12, ...
Dates and Times Jan Feb, Mar, Apr, ...
January February, March, April, ...
15-Jan, 15-Feb 15-Mar, 15-Apr, 15-May, ...
12/30/2010 12/31/2010, 1/1/2011, 1/2/2011, ...

12/31/2010, 1/31/2011

2/28/2011, 3/31/2011, 4/30/2011, ...

Mon

Tue, Wed, Thu, ...

Monday Tuesday, Wednesday, Thursday, ...
11:00AM 12:00PM, 1:00PM, 2:00PM, ...

Patterned Text 1st period 2nd period, 3rd period, 4th period, ...
Region 1 Region 2, Region 3, Region 4, ...
Quarter 3 Quarter 4, Quarter 1, Quarter 2, ...
Qtr3 Qtrd, Qtr1, Qtr2, ...
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Working with Logical Functions

* Alogical function is a function that works with
values that are either true or false

* The IF function is a logical function that returns
one value if the statement is true and returns a
different value if the statement is false

* |F(logical test, value if true, [value if false])
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Working with Logical Functions

* A comparison operator is a symbol that indicates
the relationship between two values

Comparison operators Figure 3-27
Operator Statement Tests whether
= A1l =B1 the value in cell A1 is equal to the value in cell B1
> Al>B1 the value in cell A1 is greater than the value in cell B1
< A1 <B1 the value in cell Al js less than the value in cell B1
>= A1>=B1 the value in cell Al is greater than or equal to the value in cell B1
<= Al <=B1 the value in cell A1 is less than or equal to the value in cell B1
<> A1l <> B1 the value in cell A1 is not equal to the value in cell B1
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Working with Logical Functions

o :|F(A1="YES", "DONE", "RESTART")

e =|F(A1="MAXIMUM", MAX(B1:B10),
MIN(B1:B10))

- =IF(D33>0, $K$10, 0)
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Working with Logical Functions

Function arguments for the IF function Figure 3-28

test condition thatis| | Punction Arguments (e
either true or false F
e L ogacal_test  [33:0 [ - Fuse
value-_ retu fned if the aae- Voluc if truc | k10 F&| - eoo
condition is true S e
value returned if the =k
. . Checks whether & condition i= met, and returmns one value iFTRUE, and another vabe iFFALSE.
condition is false
Value_if_false i the value thatia returned if Legical_testis FALSE. If amitted,

FALEE ig retumed.

Farmuareailt = 0

Help on this furction [ ok ][ cona
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Working with Date Functions

Date functions Figure 3-31

Function Description

DATE(year, month, day) Creates a date value for the date represented by the year,
month, and day arguments

DAY(date) Extracts the day of the month from the date value

MONTH(date) Extracts the month number from the date value where 1=January,
2=February, and so forth

YEAR(date) Extracts the year number from the date value

WEEKDAY(date, [return_type]) Calculates the day of the week from the date value, where
1=Sunday, 2=Monday, and so forth; to choose a different number-
ing scheme, set the optional return_type value to “1" (1=Sunday,
2=Monday, ...), "2" (1=Monday, 2=Tuesday, ...), or “3" (0=Monday,
1=Tuesday, ...)

NOw() Displays the current date and time

TODAY( ) Displays the current date
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Working with Financial Functions

Figure 3-33 Financial functions for loans and investments

Function Description

FV(rate, nper, pmt, [pv=0][,type=0]) Returns the future value of an investment, where rate is the
interest rate per period, nper is the total number of periods,
pmt is the payment in each period, pv is the present value of
the investment, and type indicates whether payments should
be made at the end of the period (0) or the beginning of the
period (1)

PMT(rate, nper, pv, [fv=0][,type=0)) Calculates the payments required each period on a loan or
investment

IPMT(rate, per, nper, pv, [fv=0][,type=0]) Calculates the amount of a loan payment devoted to paying
the loan interest, where per is the number of the payment
period

PPMT(rate, per, nper, pv, [fv=0][,type=0]) Calculates the amount of a loan payment devoted to paying
off the principal of a loan, where per is the number of the
payment period

PV(rate, nper, pmt, [fv=0] [,type=0]) Calculates the present value of a loan or investment based on
periodic, constant payments

NPER(rate, pmt, pv, [fv=0][,type=0]) Calculates the number of periods required to pay off a loan
or investment

RATE(nper, pmt, pv, [fv=0][,type=0]) Calculates the interest rate of a loan or investment based on
periodic, constant payments
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Using the PMT Function to Determine

a Monthly Loan Payment

* For loan or investment calculations, you need to
know the following information:

— The annual interest rate

— The payment period, or how often payments are due
and interest is compounded

— The length of the loan in terms of the number of
payment periods
— The amount being borrowed or invested

 PMT(rate, nper, pv, [fv=0] [type=0])
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Using the PMT Function to Determine
a Monthly Loan Payment

Function Arguments dialog box for the PMT function Figure 3-35

"Function Arguments BB )
PMT
Rate g5 (%] - o.00s416657
Nper &7 [l = 240
Pv &3 [BsE] = ss0000
Fv 7 :ﬁ:. = number
Tyoe rfi] = imbey
= -1192.917017

Calculates the payment for a loan based an constant payments and a constont interest rate,

Fv I3 the future vale, or a cash balance you want to attan after the last
payment s made, O (22ro) If omitted,

Formua result = -1192.917017

Help o0 this Anchon —-— | canca
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Using the PMT Function to Determine
a Monthly Loan Payment

Monthly payment for a $160,000 loan

.'_/E;. ) Drake Family Budget - Microsoft Excel e
=/ | Wome | Inset  Pagelayout  Formulas  Data  Review  View @ -7 x
- - - {[ 28~ - . : A ) | S=lngert> || E - A
B @ Calibri 12 A AT || - '.|».| =F || Cumrengy : 2 ‘?:j ; F_gil %’ ;ﬁuﬂg"- E- Szri lﬁi&
(] [ || F = - - == - .8 onditignal ‘ormal el S 0 i
- i 80 =Rl - Sl U_SE_JE Il S oo Formatting ~ a5 Table - Styles = || (SdFormat~ || (2~ Fimer~ Select~
Clipboard = Font ) Alignment A Styles Cells Editing
B ~(a Jfie| =-PMT(B5,57, 58) <o} PMT ﬂ-::l“_cuc'““ Bo &
= | B . entered in ce . . E & 7 E
1 Home Loan
2
3 Annual Interest Rate 6.50%
4 | Interest Payments per Year 12
5 |Interest Rate per Period 0.0054167
6 Number of Years 20
7 Number of Payments 240
8 Loan Amount 160,000
- value returned by 4
9 | Monthly Loan Payment m-‘— % 1
16 the PMT function
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