MICROSOFT OFFICE 2003
EXCEL

Creating and Opening a Spreadsheet

If Excel has already been started, the New
command from the File menu can be used to
display the New dialog box. The Open command
from the File menu can be used to open an
existing spreadsheet.

The New button R on the Standard Toolbar

can also be used to create a new spreadsheet and

=
the Open buttor — can be used to open an
existing spreadsheet when Excel is already

stared.

Cell Reference vs. Cell Contents

Each cell is identified by its cell reference, such
as A3 or C2, and each cell can contain data, such
as the number 5 or the text Paul. This system is
similar to mailboxes at the post office where

each box (or cell) has a name and can store
information. Be careful not to confuse the cell
reference with the data it stores.

Formula Bar

If the Formula bar is not displayed, select the
Formula Bar command from the view menu to
display it

Columns are identified by letters at the top of the spsetaet. In Excel they are lettered from A
to Z and then AA to IV for a total of 256 columms.the spreadsheet above, only columns A

through K are displayed.

Rowsare identified by numbers down the left side @& spreadsheet. In Excel they are numbered
from 1 to 65,536. In the spreadsheet above, omig rbthrough 25 are displayed.

Scroll bars are used to display other rows and columns theahat currently displayed.

Cell is the intersection of a row and column. Each caf store a single item of data. In the
spreadsheet above, the cell in column B row 5lectsd. When a cell is selected, its
corresponding column letter and row number appagtedt then the other column letters and row
numbers. Data can be entered into a selectedrdgll o

Cell referenceis the column letter and row number that idergifiesingle cell. For example, the
cell reference of the selected cell above is Al.

Cell cursor is a solid outline that can be moved to seledalh in the spreadsheet above, the cell

cursor is on cell Al.

Name boxshows the current location of the cell cursor Wwhitthe above spreadsheet is Al.
Formula bar displays the contents of the selected cell.
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Editing in a Cell

Double-clicking on a cell displays a blinking cursio the cell allowing characters to be enteredaieted.
Selecting a cell and then pressing the F2 key alysph blinking cursor in the cell and the conteats then
be edited.

Editing Cell Contents

A cell's data can be edited by first selecting tled to display its contents on the Formula barxtNe
clicking the pointer on the Formula bar displayblimking cursor allowing characters to be entered o
deleted. When the data has been corrected, the Batn is clicked or the Enter key is pressede Th
contents of a selected cell can be erased by petis¢ Delete key. Selecting the All command fritwen
Clear submenu in the Edit menu erases a selectislamntents and its formatting. If a cell is dled by
mistake, immediately selecting the Undo commandI{Z} from the Edit menu or the Undo button

on the Standard Toolbar restores the cell's cont&inu can undo the last 16 actions performed.

Practice Exercise

In this practice you will create a grade book sshaet.
1) CREATE A NEW SPREADSHEET
a. Onthe Taskbar, click on the Start button. A mendisplayed.
b. Select the New Office Document command. A dialog i3 displayed.
1. Click on the Blank Workbook icon to select it.
2. Select OK. Excel starts and a new, empty sphesadss created.
2) ENTER THE COLUMN TITLES IN ROW 1
a. Note that the cell cursor is on cell A)p& Name and then click on the Enter button . Setiow
contains the label Name. Note that the Formuladispiays the currently selected cell's contents.
b. Select cell BI, then type Test 1 and pressTib key. The label is entered and the cell cussor
moved to the next cell in the row, CI.
c. Type Test 2.
d. Pressthe Tab key. The label is enteredtadell cursor is moved to the next cell in the fidk
e. Continue this procedure to place the headings 3escell DI and Test 4 in cell EL
3) ENTER THE TEST DATES
a. Select cell B2 and type the date @3.2Click on the Enter button. Note that Excel tigh
aligns a date when entered into k cel
b. Select cell C2 and type the date 1/0B.CPress the Tab key. The cell cursor is movetdo
next cell in the row, D2.
c. Enter the date 11/14/06 in cell D2 #meldate 12/12/06 in cell E2.
4) ENTER THE STUDENT NAMES AND GRADES
Enter the following labels and values startinget A3:

Douglas, James 85 73 88 92
McCray, John 92 88 85 91
Nelson, Joe 72 63 67 72
Smith, Larry 87 92 85 93
Thomas, George 94 91 93 84
Adams, Cindy 70 74 80 85

5) EDIT A GRADE
a. Select cell E8.
b. On the Formula bar, move the pointer to the riglthe number 5 and click once to place the
cursor.
c. Press the Backspace key once to delete the number 5
d. Type a 3 and then press Enter. The grade is nd88an
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Saving and Closing a Spreadsheet

Selecting the Save command (Ctrl+S) from the Dotted Lines

File menu or clicking on the Save button on the After print previewing a spreadsheet, dotted lines
appear on the spreadsheet. The dotted lines
indicate where one page ends and the next
begins. These lines also appear after printing a
spreadsheet

Standard Toolbar  saves the spreadsheet.
After saving a spreadsheet, it should be closed if
no longer needed by using the Close command
from the File menu.

Previewing and Printing a Spreadsheet

The Print Preview command from the File menu orRhet Preview button  on the Standard
Toolbar is used to view the spreadsheet, as itapiflear when printed. A spreadsheet is printed by
selecting the Print command (Ctrl+P) from the Filenu which displays a dialog box. Selecting the OK
button in the dialog box prints the portion of 8preadsheet that contains data. A spreadsheetstabea

printed by clicking on the Print button on the Standard Toolbar. When the Print buttarsed, the
Print dialog box is not displayed and one copyhefspreadsheet is printed using the default ssttiivgu
should always save the spreadsheet before printing.

Gridlines and row and column headings can makeeadggheet printout easier to read. Gridlines
are solid lines that mark off the rows and colunamsilar to what appears in Excel. Row and column
headings are the row numbers and column lettetsctBey the Page Setup command from the File menu
displays the Page Setup dialog box. Selecting tieeSab displays the Gridlines and Row and column
headings options. Selecting these options and@iewill display gridlines and row and column heaghn
when the spreadsheet is previewed or printed.
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Practice Exercise

Spreadsheets can be helpful in personal time mamage One way to organize your time is to determine
the time you spend on different activities durimge aveek.

a.

b.

—h

— X

In a new spreadsheet enter the following labet®in1 starting in column A: Activity, Sun, Mon,
Tue, Wed, Thu, Fri, Sat.
Bold all the labels in row 1. Right align all thays of the week labels.
Resize the column width of columns B through Hiseytare just wide enough to display the data
entirely.
Starting in row 2, enter the appropriate label anchber of hours you spend each day of the week
on each of the following activities:
- classes

exercise

extracurricular groups and clubs

studying and homework

eating

sleeping

watching television or listening to music

talking on the phone

doing housework

working at a job

Resize column A as necessary to display all thelsadntirely. Format all the hours to display 1
decimal place.

Save the spreadsheet naming it Activity.

Most people's schedules do not account for all@#in a day. Include a row, after the last
activity, and enter formulas that use a functiocatculate the amount of unaccounted time in your
schedule for each day. Include an appropriate faehe unaccounted time.

In cell 11, enter the label Total Hours. Entemfoilas that use a function to calculate the total
hours spent for the week on each activity. Forimatotal hours as number with 1 decimal place if
it is not already formatted.

In cell JI, enter the label Avg. Hours. Enter fatas that use a function to calculate the average
number of hours spent per day on each activitytferweek.

Resize columns as necessary so that all the ddispiayed entirely.

Create a header with your name right aligned.

Save the modified Activity and print a copy withidlines and row and column headings.

Execute the appropriate action to display the fdasiin the cells instead of values. Resize
columns as necessary so that the formulas are ebehptlisplayed. Print a copy with gridlines

and row and column headings.
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Series
name

Charts

Studies show that people remember 10% of what ey, 20% of what they hear, 30% of what they see,
and 70% of what they hear and see. For this reagpoeadsheet data is often presented in a chaghwh
shows the relationship between data.

A chart contains titles, labels, a legend, aneast one data series. Titles and labels are usestwibe
what is charted. A legend contains labels thattifiethe different data series. A data series seBof
related data to be plotted on the chart. The dalee tcharted dictates what type of chart to use.tfitee
most commonly used chart types are pie, bar, awed li

A pie chart can include only one series of data, with eaatesipresenting a value from the series. The
size of a slice varies with its percentage of tialt

<+—— Chart title

T legenc

Data serie

Pie charts are best for charting data that is a pentage of a whole

A bar and column chartscan include several series of data, with eachréyesenting a value. The height
of the bar is proportional to the value it représemBar charts are therefore useful for comparimg t
differences between values. Excel can create tatschvith either vertical bars or horizontal bansExcel,

a vertical bar chart is called a column charthie ¢tolumn chart on the below, only one series astel:

/

X-axis
labels

y-axis
title . /
X-axIs
title -

legend

Bar and column charts are best for comparing thdfdrences between values
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A line chart can include several series of data with eachriépeesenting a series. The values in a series
are represented by a point on the line. Line claadgherefore useful for displaying the differenoédata
over time:

Data Data
Seriesl Series2

Line charts are best for charting data that changesger time

Creating a Pie Chart

Before creating a chart, it should be planned tspeming the following questions:

1. What series should the chart contain?

2. What type of chart should be used?

3. What titles, labels, and legends will make tharteasier to read and understand?

In Excel, a chart can be created usingG@hart Wizard which provides dialog boxes for specifying how
the data should be charted. The steps for usin@Gtiaet Wizard to create a pie chart are:

1. Select the data to be chartedHighlight the portion of the spreadsheet thattams the data to be
charted, which is called thdata range The following spreadsheet data will be used asxample:

2. Start the Chart Wizard . Select the Chart command from the Insert meralick on the Chart Wizard

button on the Standard Toolbar, which displays the fiisart Wizard dialog box.
Or

From the Menu bar select Insert, Chart
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3. Select the Pie chart typeFrom the type list, click on Pie:

4. Verify the source data and chart appearanceSelect the Next button to display the second Char
Wizard dialog box. Here, verify that the correatga of cells was selected and that the chart appaear
desired. The Series in option is used to indicdtetier each series of data is in a row or colunate lthat
the data range entry box includes the name oftibets
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5. Enter the chart title and select data labelsSelect the Next button to display the third Ch&itard
dialog box. Here, a descriptive title for the chattch as This Month's Sales, is typed in the Gkt
entry box:

Because pie charts are useful for showing paréswaiole, the percentage each slice representsdsheul
added to make the chart more descriptive. Selettimdpata Labels tab displays options for including
percentages in a pie chart. In the example belesvShow percent option was selected to show the
percentage of sales for each division:

6. Select the placement of the chartSelecting Next displays the last Chart Wizardadjdox. Here, the
location of the chart is selected. The As new shp8bn creates a new chart sheet in the spreatishee
which contains only the chart. The As object iniapiplaces the chart in a specified sheet in theklaok:
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7. Display the chart Select the button to create the pie chart and display it.

Once created, a chart is linked to the spreadslaat Therefore, if a number is changed in theasjsiecet,
the chart automatically changes to reflect the data. When a spreadsheet is saved, any chartséhat
created are saved with it. Therefore, it is impuairta save a spreadsheet each time a chart iedreat
modified.

Moving, Sizing, and Deleting Charts

A chart isselectedby clicking in theChart Area TheChart Areais the blank portion of the chart. When a
chart is selected, it is displayed withndles and the corresponding data series and labelsudlieed in
color in the sheet:

Chart toolbar

/

Chart
/ arei1r

/

handles

Selected charts are displayed with handles

The Chart Toolbar can be used to change the appearance of a setdardThe Chart Type collapsible

list is used to change the active chart's type. Thm&bbutton is used to format whatever

chart object is selected. The Legend button is used to display or hide the legend. The ChadlFar
can be removed by clicking on its Close box.

Dragging a chart by the Chart Area (not on a hgmuleves it. This is often necessary to display
data stored in cells located behind the chart.
Sometimes it is desirable to display a chart andssociated spreadsheet data on the screensaintiee
time. This may require resizing the chart, whicliymaffect the appearance of its titles and labels.
Dragging a handle changes the size of the chamlEBunctions
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Excel Functions

To remove dashes from data:

Select the Data

Select Edit from the Menu Bar
Select Replace

In the Find what window place “-“ then leave thepRee with Window blank, then click on Replace All.

To combine two columns of data:
Place your cursor in a blank column to the righyatfir data
Select the AutoSum Function Icon form the Menu &adt click the down triangle and select More

Functions

In the Function Category window select Text, thadar Select a function, choose Concatenate, then
Select OK.
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Select  at the end of the Text1 box. This will bring yioack to your spreadsheet to select the first cell

you would like to insert in your new cell. Sel#u cell and hit enter. Then Select at the end of the
Text2 box. Select the cell to insert next, therehter.
Then Select OK.

You could do this over and over again for eachioglhe new column or you could copy the cell yastj
created. Select the cell, Select Edit from the iBar then select copy. Highlight the column betow
new cell, then Select Edit, then select paste.

To turn these cells into values instead of formulghlight the data, Select Edit from the Menu Ben
select copy, then selegaste speciallf it is not available in your menu, select treutlle arrows for
additional options. Select the radio button nex¥adues and then select OK.
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To convert data to Proper case, Lower Case , or Ugp Case:
Place your cursor in a blank column to the righyatfir data

Select the AutoSum Function Icon form the Menu &ad click the down triangle and select More
Functions

Under Function Category select Text, then undecckom Name Select Proper, Lower or Upper, then
Select OK.

Select  at the end of the Text box. This will bring yoadi to your spreadsheet to select the cell you
would like to insert in your new cell. Then Sel&xX.
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You could do this over and over again for eachioglhe new column or you could copy the cell yastj
created. Select the cell, Select Edit from the iBar then select copy. Highlight the column betoe
new cell, then Select Edit, and then select paste.

To turn these cells into values instead of formuigélight the data, Select Edit from the Menu Bam

select copy, then selegaste speciallf it is not available in your menu, select treutlle arrows for
additional options. Select the radio button nex¥#dues and then select OK.

Additional Assistance needed with this softwaretaohCIS Helpdesk a&1S.Helpdesk@armstron.edu
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