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Is this booklet for you? For words which are directly Windows95 relevant,

This booklet is for Excel beginners. Basic topics €€ the bookldExercises for Windows95.
will be thoroughly discussed with a focus on fun-
damental concepts of spreadsheets in general andYour background

of Excel in particular. | do not expect you to have any knowledge of
If you can relate to one of the following statements spreadsheets. You should have a basic understand-
you can benefit from reading this booklet: ing of Windows95 and have followdtkercises

m You have no idea what a spreadsheet is, and o Windows95.
what it is used for. o
= You have heard of spreadsheets, but never had °U" oplnlor.1 _
the chance to work with one. The booklet is written for you, so | would really

. appreciate hearing your comments, either by letter
= You have worked with other spreadsheet Pro- 1o the publisher, or directly to me via e-mail.
grams, but need to learn about the differences in

Excel.
The structure

This booklet is built up with a series of practical

examples. By following it from start to finish you

= Maybe you are fascinated by numbers and  will learn to use the Excel methodology and in-
mathematics. crease your knowledge in a natural way. The ex-

My goal is that this booklet will quickly help you  amples use Excel 7, but the differences in Excel 5

understand the program in a way that you will con-and Excel 97 are described.

tinue to learn after you have completed the exer- Throughout the booklet some layout rules have
cises. At the same time you will have builtupa  peen used. These make it easier to read and allow

household budget, something that most of us will yoy to practice the most important points quickly
find useful in our daily life. and effectively.

m Arithmetic and calculation have never been
your strong points.

No matter what you will use Excel for, you will
find that the program is easy to get to grips with, Symbols

but advanced enough to be able to solve most |5 some places we have used the following symbols
problems involving numbers. in the left margin to highlight a particular section:

If you feel that Excel is a little bit too difficult at
first, then remember the wise wordsvery begin-

T , 0 This symbol indicates an important and
ning is fun....

useful tip. It will often be especially useful if you
_ follow the exercises a second time.
Technical language — only for nerds?

The computer branch uses a lot of technical abbre

viations and terms, which are difficult for a begin- optimised use of the program. Important in the way

ner. the program has been built up, and for making the
Pentium 150MHz, 32 Mb RAM, 8 x CD-ROM, 2.1 most effective use of it.

GB hard disk etc. etc. . — - - -
. . Text written in this style describes important differ-
‘Pentium — is that part of the keyboard? How does gnces between version 5. 7 and 97.

the computer RAM something? CD-ROM, has that .
something to do with music...?’ Should you need to refer to another subject you

will find a list of contents in the back of the book-
?et, and an index in the last couple of pages. So,
%’njoy yourself both with the booklet and with
Excel itself!

9 This symbol denotes topics important for

As a new user it is easy to get confused with all thi
gobbledegook. To understand the most basic term
then | suggest you read the KnowWare booklet
‘Around the PC’, while terms which are Excel spe-
cific will be explained the first time they appear in
the booklet.
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Excel — the first impression 4

Excel — the first impression

If you have some experience with the program, yowrou can move to another worksheet by clicking on
can skip this section, or just browse through it to the sheet tab. Try clicking on different tabs, then
pick up any useful tips you may not already know. return toSheetlbefore continuing.

Throughout the booklet | will describe the parts of Cells are the individual ‘squares’ in a spreadsheet.

the screen as we meet them, in an attempt to intro—A cell is where a column and a row cross. The

duce them in a relevant way. | will use Microsoft 5 me of a cell comes from the name of the column

names so you can search for more help in the pro-jetter) together with the name of a row (number).

gram’s Online Help. So, the cell where column C and row 5 cross each
other has the address C5.

General concepts

The first time you run Excel, an introduction pro- Inserting text and numbers _
gram shows the most important functions and prin_When a new spreadsheet is selected, the cursor will

ciples in the program on your screen. Exit from this2lways be in celR1 (it is selectedl

window, you can always return to it later. 1. TypeMaterial: and pres&nter. Cell A2 will
Before we begin on a household budget we will automatically be selected. _
first try a little sample budget for redecorating my 2. TypeBrush and pres&nter. Cell A3 will
living room. | suggest that you follow it on your automatically be selected.

own computer. 3. TypePrimer and pres&nter.

4. InA4 typePaint and pres&nter.
What is a spreadsheet?

. . , When you key in data in this way it is obviousl
In principle a spreadsheet is nothing more than a y Y Y y

I heet of d So that an individ Iuseful that the cursor automatically moves down to
‘arge S ’ee ot squared paper. S0 that an Individualy, o ey cell (which is not always practical, as you
square’ can be used in a calculation together with will see later)

other ‘squares’, each has to have a way of differen-

tiating it, a unique address (it is unique because ndf YoU type a mistake, you can correct it immedi-
two are the same). ately by using th®ackspace or Delete keys. This

has to be done before you pré&sser, and the ar-
row keys cannot be used. If you notice a mistake
after pressingnter, you simply rewrite the correct
text over the incorrect text. The contents of the cell

re overwritten when you preBater. Editing the
&Jntents of a cell will be discussed in more detail
throughout the booklet.

For the program to be able to manage individual
‘squares’ in large spreadsheets, it works in three
dimensions, with each individual spreadsheet built
up as a table in two dimensions, called a spread-
sheet. These two dimensions are called respective
rows (horizontal) and columns (vertical). Columns
are always given a letter as a name, and rows are _
always given a number. The third dimensionis ~ Select celA4 by pressing thelp arrow key.
called a spreadsheet (also referred to as worksheet).

There can be up to 256 spreadsheets in a file, faic ~lfo -] Bl
which in Excel is called a workbook . A4 | ( Pairt )
At the bottom of each workbook you will find a A_ | B
sheet tab for every spreadsheet, or page, in the 1 |Material:
workbook. Each time you open a new workbook 2 |Brush
Sheetlwill be selected. 3 |Primer

4 |Paint |

45
K |@hee@ 7 Sheetd / Sheetd ] Notice that the wordPaint is visible both in the

Ready cell and on théormula bar(just under the
toolbars). This field shows what you typed, and the
cell shows the result of your typing.
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5 Excel — the first impression

1. Use the arrow keys, or click with the mouse to formula you musalwaysstart with an equal sign:

select celB1. =125-12 Try the following example:
2. TypeNet price: and pres&nter.
3. InB2typel9and pres&nter. 1. Type two numbers separated by a minus sign in
4. InB3type98and pres&nter. Sheet? cell AL, for examplel20856-2895and
5. InB4typel48and pres&nter. then pres&nter. Even though it is longer than
the cell, it is obvious that the data flows from
A | B | left to right over the next cell. It has been inter-
1 |Material | MNet price: preted as text, which is correct.
2 |Brush 19 2. Now type in the same dataA?, but this time
3 |Primer a8 witg an equal sign in front of i£120856-2895
4 |Paint E and pres&nter.

9 You can also begin a formula with a plus or
It is important to understand how different entries minus sign (‘+', *-"). In every case Excel will add
are interpreted by Excel. an equal sign in front of the formula. But | would
strongly suggest starting formulas with ‘=", It is a
good habit and will help you understand the many

Data types built in functi
Excel differentiates between four data types; text, uiftin functions.

numbers, dates and formula. When you have typed
data in a cell you can immediately see in the cell it-Operators
self how your data has been classified: When you type formulas, you can use any of the

If data is aligned to the left, then it is text (text be- following operators:
ing written from left to right).

If the cell data is right aligned, then Excel has in- + add
terpreted your data to be a number or a formula - subtract

(numbers are usually written right aligned, so that ~ «  mytiply

decimal points line up vertically under each other). / divide

9 ) A raise in the power dhs in 313 = 3*3*3 = 27)
If you think you have typed a number, but

Excel has displayed it left aligned, then you have If you want to type a number as text, you must be-

probably made a mistake. Maybe you have hita .7~ .
comma instead of a point when you typed the decid" with an apostrophe (for example '125).

mal. , o
Calculation priority

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

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

1. Click onSheet2to start with a clean spread-

o ; ) first calculation : ()and”
sheet. We can test the principles for inserting .k
dat tioned ab second : *and/
ata mentioned above. and finally - +and-

Creati ng formulas Type the following formula in ceA3:

Excel always tries to interpret your data as text, =20 + 20 / 4and pres&nter.

numbers, dates or time. If you mix textand num-  The result is 25, as 20 / 4 is calculated first.
bers, your data will be understood as text. If you
type, for examplel25-12 the ‘-’ will be interpre-

. ) Now type the same formula &, but this time in
ted as a hyphen, not a minus sign. When you type YP

Brackets:
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Excel — the first impression 6

= (20 + 20) / 4and presg&nter. Let us look at the buttons a little closer:
The result is now 10, as the numbers in brackets
are calculated first. 1. Try typing your name in ceM5.

Now the formula haapparentlydisappeared,
Even though brackets are not necessary for calcu-  but you can still undo your typing.
lations using operators on the same level, like add
and subtract, they can often make a formula easier
to read. | often use brackets for precisely this rea-
son.

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

3. Type your own name again, and prester

(the same as clicking on the green tick). The

Formula bar formula is replaced by your name.
On the far left this bar refers to thetivecell (the

selected cell). Next to this is a field for displaying
and typing a formula. All entries in cells take place
here.

The third buttonfy, enables you to insert func-
tions, a process described on page 54.

A cell consists of two ‘levels’. The background, . i
containing the data entered (shown on the formula Y€rsion 97: Thef button has been replaced with
bar) and the foreground which contains the result &N €quals sign on the formula bar.

of the entry. It is the foreground which is actually
displayed in the cell, and is printed out, while the
background creates the result. A cell has to be se-
lected to see the background in the formula line.

The buttons show that you are editing the
cell, and that is useful, but | would never click on
them, instead | strongly advise that you usefAbe
Of course, when you type in text or a number, therand Enter keys
is no difference between what you type and the re-
sult — there is only a difference with data which is A word processor inserts text and numbers while
calculated (formula). you are writing them. In Excel they are not inserted

SelectA2 and check the formula on the formula  until you actively choose to do so.
bar. Press thBown arrow and check the formula  Delete the contents of the cefg to A5 using the

in A3. Delete key and click orSheet] so we can con-
tinue with our sample.

9 All changes in the content of a cell happen We have been able to buy everything which is nec-
in the background layer — as shown in the formula essary from a wholesaler. So there is no sales tax
line. included in the price. We must work out ourselves

both this and the total price.

— T = — The heading in columB must be altered.
A3 | ( =20+20/4 )
A | B T L 1. Select celB1, type inNet price and press the
1 120856'28%/ right arrow key. The text is inserted and the cur-
2 117961 sor moves in the direction of the arrow to cell
3 25] c1

You probably noticed that while you were typing 2. Type inSales taxand presgnter.

data in the cell, three small buttons appeared on t

. h\‘?\le now need to type the formula for calculating
formula line:

the sales tax on brushes assuming that the Sales tax
is 25%. We could then choose to type =19*25%,

|ial [0 ~] Bz which would calculate the sales tax of the net price.
Quite honestly, if we did that we could just as eas-
ily forget about the computer and take out our

pocket calculator!

| A5 x| o] &[)Goofie
| | A |
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Excel — the first impression

It is in exactly this situation that a spreadsheet can
show its strength...when you type a new net price,

Your spreadsheet should now look like this:

the new sales tax and gross price should be calcu-

lated automatically.

&)

It is totally wrong to insert variables in a

formula in a spreadsheet. If the value changes at a

later time (for example, an exchange rate), you

would have to change every cell manually. Instead

it is better to point out the cell containing the ap-
propriate value. So all you have to do is edit that
cell every time the value changes, and formulas
will be updated automatically.

This is how it is done:

SelectC2 and type the following formula:
=h2*25%
PressEnter and theUp arrow to see both the re-

sult and the formula. | was quite clear as to wha

| was doing above when | typed a smallih
reference to ceB2. | want to start a dialog with
Excel. When you presséthter the b’ was
changed to a larg®’, which is the program’s
way of saying ‘cell address understood'. If |
discover later that there is a mistake in the for-
mula, | know for certain that it has nothing to
do with the reference to cell addré&a

After typing a formula it should be tested. Type
a new net price in ceB2 and check that the
sales tax irC2 changes. Now type the original
net price again.

formula for the sales tax for two more materials
in the same way. Type the formub3*25% in
cell C3 and=b4*25% in CA4.

For the sake of the exercise you should type the

(I JI'”’% :__IL“IﬁliL
D4 ~] (] =B4+C4)
A | B [ ] D |
1 [Material:  Met price: Sales TaNPrice:
2 |Brush 19
3 |Primer 98
4 [Paint 148

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

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

Editing
Changing the contents of a cell

You have already tried changing the contents of a
cell. However, there are many ways of doing it:

m Type new data over the old and presser. If
you mistakenly start typing data in the wrong
cell, you can undo your mistake by pressing

Esc.

m Press thé&2 key (edit) or click directly on the

formula bar.

Double click on a cell to edit directly in it (a
function which | dislike intensely, and which
we will switch off a little later).

@ As default (standard) only as many decimalslf a long piece of text or formula needs editing |
as necessary are shown in each cell. So even if yopreferF2. If it is a short piece of text or formula, |

type in 24.00, only 24 is shown. Later we will for-
mat numbers to two decimal places.

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

=Net price + Sales tax

1. Start by typing the headimyice: in D1.

2. InD2type the formulas B2 + C2.

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

prefer overwriting the cell.
Try both methods now:

1. Change ceB1 to Net: by usingF2 and the
Backspace key.

2. Change the net price for Primerli@b by over-
writing B3 and pres&nter.

Deleting the contents of a cell

You have deleted the contents of a cell several
times by usindelete. This is simple, when you
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Excel — the first impression 8

know about it. | have seen students try to use the Click Ctrl+Z again (you undo your undo, if you
Backspace key many times, and even seen the understand what | mean). Continue withdo
Space Bar tried. as often as you want until you are certain that
all cells with formulas dependent on dgfl

Try pressing thé&pace Bar in cell C2, followed by
change correctly.

Enter. The cell is apparently empty, but note the er-
ror message in celd2.
0 Undo will switch between the two last ac-

A [ B | ¢ | b tions every time it is used. Pure genius when many
1 [Material: MNet: Sales Tax Price: formulas need to be checked.
2 [Brush 19] _| #VALUE!
3 |Primer 105 2625 131.25 ;
4 |Paint 148 37 185 Column width

A single cell can contain up to 255 characters.
However the standard column width allows only
about 10 characters to Hesplayed When you type
long text strings or numbers, the column width has
to be adjusted.

The formula inD2 tries to calculate the sum of the
net price and a space! There is no way we can ex-
pect an answer.

1. Move toA5, typeFiller and presfight arrow.
9 If a cell should be emptiEd, use/ete! In B5 typeG? and presEnter_

2. InA6 typeEdge filler and pres&nter. As long
Undo as the next cell across is empty, the text will just

The formula in cellC2 should be rewritten. ﬂ flow into it, crossing the cell border.
If you have just deleted it, then click on the 3. Now typel56.25in B6 and pres&nter. The

Undo button, or choose the megdit|Undo. You text in A6 can no longer be shown in its full
can also use thetrl+Z keys, which function the length.

same way in most other Windows programs.

| would strongly suggest that you uSel+Z. Only part of the text can be seen. You can ensure

that the entire text remains in the cell by selecting it
and reading the actual content on the formula bar.

© voucan only undo the last operation. If you you now need to make the cell wide enough for the
have deleted the contents of a cell, and then for- entire text to be displayed.

matted another cell to be in bold type, you can only

undo the bold type. A7 ] [((Glass-fibrd)
A | B [fc ]
If you have used Word, which can undo the last ; g'fj;:'a" et alesg?; P
100 operations, you will probably think that Ex- : :
, h Lo h 3 |Primer 05 26.25
cel's one operation limit is a serious weakness. :
L . S 4 |Paint 148 a7
That was my opinion at first, but now I think it is 5 |Filler 67
Ectuglly a strength. Try following my reasoning 6 |Edge filer / 15625
ere. 7 [Class-fibrd 187

1. We want to test a formula for errors, and we  When you change the width, it will apply to the en-
will do this by changing the net price for a tire column. Can you imagine how confusing it
brush. Select ceB2. would be to work with a spreadsheet where &8l

2. Type a new price, and keep and eye on the salesas double the width of all the other cells? @Gl
tax and the PriceQ2 andD2) when you press  will be under columrC, cellC1 underD...chaos!
Enter.

3. They changed as they should, and you return t(Excel97 has a function to merge two or more cells
the original cost by pressir@fri+Z. (Format|Format Cells, Alignment). If for example

4. The formulas were calculated so fast that it caryou combine celA7 andB7, cell B7 will no longer
be difficult to check them both simultaneously. exist!

Get going with Excel - 15-06-98 - 22:15



9 Excel — the first impression

How to change the column width O s good practice to enter data in adjoining

Place the mouse pointer on the line between col- cells. Avoid using blank columns and rows when
umnA and columrB. The mouse pointer changes data are considered belonging together.

shape to a split arrow and the column divider can
now be dragged in the direction you want by hold-

ing down the left mouse button. Slmple number formattlng

Notice the field over columA. It usually shows I will be using more material for the imminent re-
which cell has théocus(is selected). decorating, which will also give you a chance to
practice copying the formulas for sales tax and
Wickth'8, 22 ey [ C prices.
A (+) B 1. Type the following data in colum#sandB:
1 |Material: Net: | | | |
A B C D
2 Br!JSh 1 1 |Material: MNet: Sales Tax Price:
3 |Primer 10 2 |Brush 19 475 2375
4 |Paint 14 3 |Primer 105 26.25 131.25
5 |Filler 6 4 |Paint 143 37 185
5 |Filler 67
6 |Edge filer 156.2 6 |Edge filler 156.25
7_|Glass-fibrd 18 7 |Glass-fibre 187
8 |Sandpaper 2825
9 |Roller 38.95
When adjusting the column width, the field now 10 |Filling knife 475
shows the column width measurement before you |11 Craft knife 27.35
release the mouse button. The width is shown as %g:jl L;T'ef;ab;iifs 192;22
the typical numb_er of characters which will fit in ™14 |Rubber gloves 1995
the column, and isotan absolute val_ue. The width 45 |Face mask 19 95
of a character depends on the font, its size, and 16 |Wood treatrment 12575

which character you type (an ‘i’ fills much less

than an ‘m’, for instance). Version 7 and 97: Did you notice what happened as

There is an even smarter method of automatically soon as you started typingA10? The moment
altering the width of a column: you started with anFi’, the program suggested the
same text as that l5. It was only a suggestion (it

O Double click when the arrow changei was marked) and as you continued to type it was
to a split arrow, and the width of the column replaced with your new text. You can also accept a

on the left automatically changes (AutoFit). suggestion by pressirignter or reject it by press-
o _ . ing Delete. This principle applies within an ad-
This is a very useful function. Excel adjusts the  joining area.

column width to show all the text, no matter where

itis placed in the column. The numbers need to be formatted so they all ap-
Automatic adjustment can also be used ¢ 4] pear with an equal number of decimal places. In the
rows in the same way. In this picture the _5'1' example this is two decimals.

height of rowd will be adjusted when you =

double click. 1. Select celB2, and click twice on the- 4+

You may want to ask, ‘couldn’t | just insert the text ~ crease decimal button. i

in columnA, leave columtB blank and then type Excel starts with the format of the selected

the numbers in colum@? number, and shows one more decimal each time

you click the button.

Select celB6 and click once on thee- ﬂ
crease decimal button. i
Now the numbel56.25is decreased to one
decimal place. Of course, this does not mean

You could, but it would be a big mistake! Blank
columns or rows divide the data area and makes it“
difficult to add colours and borders or use the many
advanced Excel functions.
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Excel — the first impression 10

that the last decimal has disappeared, which yotiry selecting the following area using the mouse.
can check by looking at the formula bar.

3. Click onDecrease decimal again. Now the 1. SelecB2:D6 (as shown above) by holding the
number is shown without any decimals. Click left mouse button down over c8P and drag-
twice onincrease decimal, to make it appear ging to cellD6.
with two decimals again. 2. Before doing anything else, place the mouse

pointer over celH10, hold the left mouse but-
0 You must have noticed that when you point ~ ton down (the first selection disappears), drag to
to a button on the toolbar, a description of its func-  cell C2 and release the mouse. The area

tion is shown. Notice at the same time that the H10:C2 is now selected.
status bargives an even more detailed description
of the function. The first cell selected will always be white or have

focus, no matter which method you use.
9 No matter how you decide to format a cell,

calculations are performed in the same way. As a 0

standard Excel calculates to 9 decimal places. Itis even easier to select cells using the key-

board. HoldShift down while you expand the se-
lected area using therrow keys. Try this on dif-

All the cells in columrB should be formatted to ferent parts of the spreadsheet.

show two decimals. Before trying to format all

cells, be patient while I just quickly introduce the o o
idea of selecting cells. Remember, selecting is not an action in itself. You

typically select cellbeforecarrying out an action
on them (for example, to display two decimal
places, or change text to bold type).

Move toSheet2

Selecting cells ) o Click on Sheetlagain. We will now format all
To format a cell it has to be selected or highlighted,ympers in colum to display two decimal

By selecting _several cells simultaneously you can places.
format them in the same way, so they all have the
same appearance. A selected range of cells is indi-

cated by the address of the first and the last cell, ; _Sl_ﬁleCt ﬁelliZ LO E}16' hite). in thi
separated by a colon. Selectig:D6 will high- : e cell with the focus (white), in this cas2,

light all the cells in a rectangle wiBR at one cor- Wi" determine h.OW many decimal places appear
ner andDB6 at the opposite corner in each cell.. Clickncrease decimals andDe-

crease decimals until all cells show two deci-
mals.

. Repeat the same process with dgRsD4.
Click onIncrease decimals andDecrease
decimals until all cells display two decimals.

A [ B [ ¢ [ b [ E ] 4

Your model should now look like this:

The mouse pointer should be a larg )
cross when you begin highlighting.

The first highlighted cell will always be white as it
has the ‘focus’. The black frame surrounding the
selection will clearly show thatii a part of the
highlighted area.
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11 Excel — the first impression
. _A | _B | _c _| _ D_ | 0 Formatting a cell means that all future en-
1 |Material: Met: Sales Tax: Price: . in th Il will b h ith deci |
2 |Brush 19.00 475 23 75 tries in the cell will be shown with two decima
"3 |Primer 105 00 2675 13125 places, no matter what numbers you enter. The
4 |Paint 148.00  37.00] 185.00 format is only changed by choosing another format
5 |Filler 67.00 for the cell.
6 |Edge filler 156.25
7 |Glass-fibre 187.00 If till bout h lect I
8 |Sandpaper 28 25 you are still unsure about how you select cells,
9 |Roller 33.05 format decimals or enter simple formula then you
10 |Filling knife 47 50 should practice a little more now. Delete any extra
11 | Craft knife 27.35 data you type after practising before moving to the
12 |Craft knife blades 19.95 next section.
13 |Small stepladder 203.00
14 |Rubber gloves 19.25
15 |Face mask 19.95
16 [VWood treatment 12575
Copying cells

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

Relative references

The formula we typed int€@2 can be understood
as: ‘Take the value in the cell to the left and multi-
ply it by 25%'’. A cell reference is relative when it
refers to a cell which has a distinct position in rela-
tion to the first cell, as here.

9 When you copy data it is the background

you copy, not the result. When you copy a formula

one cell down, the relative cell references in the
formula will also ‘follow’.

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

Copy using the keyboard

To the right of theCopy andPaste commands on
the Edit menu you can see that tG&l+C and
Ctrl+V keys can also be used. | recommend this
method when you want to paste the copied data
into cells not directly next to the cells you copied
from.

The principle is that the selected area is copied to
the Windows Clipboard, from where it can be

The function is carried out by:

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

b) choosingCopy

c) selecting the area which should ‘inherit’ the
formula

d) and choosin@aste.

Try the following example:

1. Use the arrow keys to selé&t.

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

A | B | ¢ | b |
| 1 |Material: Met: Sales Tax: Price:
| 2 |Brush 19.00 475 2375
| 3 |Primer 10500 C 2625 13125
| 4 |Paint 148001 37000 185.00
| 6 |Filler 67.00
| 6 |Edge filler 156.25
| 7 |Glass-fibre 187.00
| 8 |Sandpaper 28.25
| 9 |Roller 38.95
| 10 |Filing knife 47.50
| 11 |Craft knife 27.35
| 12 | Craft knife blades 19.95
| 13 |Small stepladder 208.00
| 14 |Rubber gloves 19.25
| 15 |Face mask 19.95
| 16 [Wood treatment 12575 Il
M| 4] » | »[\Sheet1 /Sheet2 7/ Sheet3 / Sheetd /

Select destination and press ENTER or choose Paste

Note the text

pasted to a new cell or area in the spreadsheet (or3n Select cell€5:C16 usingShift+Down arrow,

any other Windows program, for that matter).

and pres&nter. Copy is now finished.
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Copying cells 12

Notice the difference betweer __€¢ | D |
O ifthe formulais to be copied to several ar-  selectingandcopying When @ Tf’% P”CZ-S e
eas, then paste it by usidyr/+V, which keeps the  you select, all the cells are 625 13135
copy function active. This means you can continueblack (except the first). When 37.00 18500
pasting it by usingCtr/+V. The copying is termi- you copy, all the cells are 16.75
nated by pressingsc. white. i’g ?g
Microsoft calls the little black 7.08
Press Down arrow to check the sales tax formulas sqyare an ‘Fill handle’ 9.74
one by one on the formula bar. | have cheated a lithecause it copies or fills the e
tle in the next picture and shown all formulas di-  grea up’ with data depending 499
rectly in the cells for you to compare with your on the kind of data the cell 52.00
own formulas: contains. jg;
I will return to the ‘Fill 3144
: A B | ¢ handle’ function on page 20.
1 |Material: Met: Sales Tax
> |Erush 19.00 =B7*75% There are buttons for bo@opy andPaste on the
3 |Primer 10500 =B3775% toolbar, but force yourself to use the methods
4 |Fairt 148 00 =B4725% above, it will pay off later.
5 |Filler 67.00 =B5"25%
6 |Edge filler 156.25 =B6"25% .
7 |Glass-fibre 187.00 =B7725% Summing data
8 |Sandpaper 28.25|=B8725% It is now time to work out what our decorating
9 [Roller 38.95 =B9"25% project will cost in total. We could, of course, add
10 Filling knife 47.50)=B10"25% the individual cells together, but there is a faster
iR Craft knife 27.35|=B11"25% and more flexible method. Excel has many built in
12 |Craft knife blades 19.95 2512:25% functions, including one for summation of data. All
130 Small stepladder | 308.00|=B13725% functions are built up in the following way:
14 |Rubber gloves 19.25 =B14*25%
15 |Face mask 189.85 =B15"25%
16 |Wood freatment 12575 =B16725% =NAME(arguments)

Copy using the mouse

Now you are going to copy the formula for the
price by using the mouse. | usually recommend

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

using the keyboard as much as possible, but have i added together as follows:

admit that for this operation the mouse is really
good — a stroke of genius!

1. Click in cellD4 —this formula should be cop-

—3

pointer changes to a little black cross) and then
drag the mouse down to c€llL6 while holding

2.

ied.

Point the mouse to the small
black square at the bottom right

hand corner of the cell (the

down the left mouse button.

The instant you release the mouse button, the
copying is carried out automatically! Voila!

=SUM(B2:B15)

You can type the formula manually, but there is no
need. Microsoft has assumed that you will need to
sum data in the majority of spreadsheets and has
developed the following extremely effective and
easy to use function:

1. InAl7typeTotal: and pres&nter.

2. CellB17 must contain the sum of all theﬂ
net prices. Click on thAutoSum button
on the toolbar and wait a second. It is not
enough that the formula has been written out for
you, Excel has also understood which cells you
want to add together (not so bad!).
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13 Copying cells

Undo the last formula by usirigsc (Delete if you
have entered the formula usiBgter) and instead
Eopy the formula like this:

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

write the references if they are incorrect. 1. With D3 selected drag the Fill handle down to

D16.
=SUM{CE:RIE) If you drag it too far, you can drag the Fill han-
dle back into the selected area. As long as the
3. Presgnter to accept the formula. cells are selected you can expand or reduce the

4. Copy the sum formula for the sales tax and the  copying.
price from cellB17to cellsC17andD17, with 2. Use an arrow key or click with the mouse in any

the following results: other cell to cancel the highlight.
Only version 7 and 97: If you need to see the sum
D7 ~] [ =SUM(D2D16) of the numbers without having the result displayed
A B | c D in a cell, all you need to is select the cells and read
17 [Total 121720 304.30] 152150 the result on the status line:
0 Instead of clicking on thAutoSumbutton, (s:n:mm
use theAlt+=keys (you are actually pressing N—
Alt+Shift+0).

_ _ 0 Click with the right mouse button on the
AutoSum calculates both horlzonta”y and verti- field in the status line and Choose, if need be,
cally on the same principle. Let us prove this by  another calculation of the selected numbers.
changing the formula for calculating the total price

for each material: Our model is now ready. Try changing some of the

. net prices and see how the calculations reflect the
1. SelecD2:D16and pres®elete. The cells are o 5ng64 numbers. You can also smarten the model
empty and the sum formula 7 displays ‘0., 3 hjt by adding a little colour and formatting, but

2. Select celD2 and click onAutoSum. | will tell you how to do this later. Just now it is
3. Presgnter and click onAutoSum from cell more important to repeat and emphasize the princi-
D3. ples involved in building up a formula. Your

4. Presgnter and repeat the click ohutoSumin  spreadsheet should be saved so you do not lose it
cell D4; but be careful, this time the suggestion when you shut down your computer. You must be

is incorrect! able to retrieve it again the next time you decorate
your house.
B | ¢ | b |
t Sales Tax: Price;
19.00 475] 2375

105.00 26.25!  131.35)
148.00 37.00| =SUNM| [ ByNEK

9 If there are numbers in both the cells above
and to the left of the selected cell, Excel will sug-
gest summing the numbers above. Vertical summa-
tion takes priority over horizontal summation.

Even thoughAutoSum is smart and easy to use

you should still remember the principle of a spread-
sheet: When a formula is insertexlce it should

be copied to the other relevant cells!
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Save a file

The first time you save a workbook you will =
be asked to specify a name. UsingFiie

menu, choose th®ave or Save As command. You
can also just click on th®avebutton on the tool-
bar.

In theSave As dialog box you can choose a@
existing folder (directory), or create a new

one for the examples in this booklet. | would sug-
gest the latter. If you feel unsure when working
with folders and files you can follow the example
here:

1. IntheSave infield, chooseC: (the computer’'s
hard disk).

2. Click on theCreate New Folderbutton and
call it Get going with Excel Pres<nter,
which creates the folder and displays it in the
large white field.

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

Sawve in: |J Get going with Excel -

—_—

(=TS

" Name | Type

4. Click on therile namefield, delete the name
suggested by Excel and typeCORATING.
PressEnter (or click OK). Your spreadsheet is
now saved, and the dialog box disappears from
the screen.

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

For a more detailed explanation of how folders and
files are managed, | suggest that you read the
‘Windows95 Exercises’ booklet from KnowWare,
or study Excel's Help program.

Excel's Help lets you search for assistance in more
ways than Windows own Help program. | will
quickly run through them in the next section.
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15 Help

Help

Without any doubt the programs of the future 0 When you see the Help for a subject, you
will contain larger and better Help programs and i notice that some words in the help text are
come with thinner printed manuals. highlighted (usually in green). This is callbg-

You have already seen how the Help function can pertext Click on this text to get even more help.
work. The small yellow ‘tips’ which appear next to

the buttons on the toolbar and the longer descrip- 11PWizard
tion on the status line are both part of the completeFinally there is th&ipWizard tool, which tries to
Help program. follow your working method. If it thinks that you

The ‘real’ Help program is a kind of shortened usercould have performed a procedure in a better and
more effective way, it will suggest it. Well, that is

manual which can be read on screen while you are .
working. the theory...unfortunately the practice does not al-

) ) ways live up to expectations!
If you have a standard installation of the program, . . .
the Help program will be available. If it is not, you TheTipwizard is rgpresented by alittle t.JUIb ’-;;3
can run the installation program again and choose on the toolbar .Wh'Ch turns yeI_Iow when it
to add it. To start the Help program, choose has a suggestion to make. Click on the button to
Help|Microsoft Excel Help or press=1. TheCon- read the Wizard tip.
tents, IndexandFind tabs work identically to the ~ TheTipWizard pops up on its own toolbar or in its
ordinary Windows95 help. own window. Close it by clicking again on the
TipWizard button. This ‘switches off the light’ in
the bulb, and it is ready to ‘switch on again’ as you
carry on working.

In version 971 will start an ‘Office Assistant’
which will give you a tip and let you search for a

subject. Try keeping an eye on the bulb and clicking on it
next time it lights up yellow.
The ‘Answer Wizard’ tab If you keep thélipWizard open it will continuous-

The Answer Wizard tab lets you type in a question Y display tips as you work.

using ordinary language. Try writing iHow can

| create a graph?’. The answers you get here are In version 5 the options for searching for a text
not always as intelligent as your questions! string are not as developed as described here.

Help for dialog boxes

If you want help with a field or button in a dialog
box, then all you need to do is click it with the right

If you double click on the toolbatelp but-
ton you go directly to the Answer Wizard

dialog box. mouse button. You can also click on the small
, question mark on the dialog box’s title bar, then on
Shift+F1 the subject you want help with.
It can be annoying trying to search for a function
without knowing what it is called. It is possible to I
search directly from the screen by clicking on the _EEI

Help button on the toolbar. The mouse pointer

turns into a small arrow with a question mark (or |

usesShift+F1). Now try clicking on theCut button

on the toolbar. A box appears giving you instant It seems unnecessary that Microsoft has inserted a

help for that function. button with a question mark, as you can get help
from dialog boxes in Windows95 by clicking the
right mouse button.
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Household budget 16

Household budget
When | first installed Excel many years ago | only [

had a vague idea what | could use it for. | had hear
much about the program, and | was curious to try it
Well, | thought, it might also help me find out why
my budget never seemed to balance.

It was when | started that | realised that a spread-

Custom Lists l Chart l Calar l
e l Calculation Edit l

sheet did not just function like an adding machir_1e. W Alert before Oveniting Cells
It could also show me the consequences of my in- ove Selection after Enter
. . o )
surance rates increasing by 5% while my salary Diecicn: [Down <]
only increased 2% and my eldest son began to go
fencing...all | need do was type in a couple of fig- I Fixed Decimal
ures and my increased overdraft was calculated in Baces o —]
moment. W Cut. Copy. and Sort Objects with Cells

. . . i~ icLi
At first | found it frustrating that a task could be U

carried out in so many different ways. Which was
the best? Wasn't it enough for example just to be
able to copy ironeway?

Why not limit all these methods to one for the
mouse and one for the keyboard?...But on the
other hand, who would go into a clothes shop
which only stocked black and white sweaters, or a 1. Click on theEdit directly in cell andMove se-
restaurant which only sold meatballs and mushy lection after Enter with the right mouse

peas? People are so different that we need choice. button, to read what they mean. Remove the
So my task here is to guide you so you can choose small tick in both fields to deselect them (click

W Animate Insetion and Deletiaon
W Enable AutoComplete for Call Values

I would strongly suggest that the following two
fields are deselected:

the method which is best fgou on them).
| have decided to describe most of the options 2. PresEnter or click OK to close the dialog box.
availablewhile you are working with a weighty 3. In theDECORATINGfile, select celD17, and

task. So you will not find a section which describes ~ PressEnter —the cursor remains where it was,
copying, for example, alone. Different techniques ~ Which makes it much easier to read and edit
will be described several times, often in a more and formulas when they are entered.

more detailed fashion, but always in situations 4. Double click on the cell. The cells used in the

where they are relevant. This will allow you to re- ~ formula are selected. Smart, especially when
vise and go deeper into the most important func- you refer to cells which are not immediately
tions. It might make it more difficult to look up a visible.

single function, but if you work through this book-

let several times | am sure that you will get the 0 | would suggest that you work for a while

most out of this method. Before starting with our  with both of these options deselected before you
exercise there are a couple of preferences | want tgjecide whether to select them again.

change.

Permanent preferences Let us look at some other things you can do in
Excel comes with a number of default (standard) Tools|Options:

preferencei. The |Qe§1 IS Lhat you can change th%mOn theView tab you can change the screen picture.
as you work to optimise the program to your needseigjines are the small lines surrounding every cell

Try this on your own machine: in the spreadsheet. If you deselect them they will
1. Click on the men@iools|Options. not be seen on the screen or on a printout.
2. The first tab we want to change the options on, Later you will see that it is possible to print a

is theEdit tab: document without the gridlines, even though they

are shown on the screen.
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17 Household budget

You should know about two fields on tkeeneral A | B
tab: 1 |Income
2 | Salary after tax - husband
1. In theSheets in New WorkbooKield you 3 Salary after tax - wife
specify how many spreadsheets new workbooks =4 | Total income
contains as default. Set the number of sheets to "5 |Expenses

four. You can always add more later.

2. IntheDefault File Location field you decide
where Excel saves and looks for its files. Type You can use Excel's suggestion that the teXg3n
in C:\Get going with Excel. When you are fin-  should be the same as the texBl PressEnter to
ished working through the booklet you can accept the suggestion and change ‘husband’ to
change it to another folder. ‘wife’.

Al andA5 should be highlighted usingpld type,
which we will do simultaneously for both cells:

Default File Location: |C:‘-,Fi|es'\ExceI

1. SelecAl

Incidentally, it is strange that you cannot click your 2. HoldCtrl down while you click omS.
way to the folder. You have to write the exact path 3. Pres<trl+B (or click on theBold button).
to it yourself. 4. CellB4 should betalic. Pres<Ctrl+l (or click

Pres<Enter to accept the changes and close the on theltalic button).

dialog box. Close theecoRATINGfile. If Excel

asks you if you want to save the file, then choose 0 Several unconnected cells are selected by
Yes.The program will never close without giving holding theCtr/ key down while you are selecting
you the opportunity to save any changes you may the individual cells. When selecting adjoining cells,

have made. hold down theShift key while pressing the arrow
keys (you can also click on the first cell and then
The budget hold Shift down while you click on the last cell).

Practice these important keys before you continue.
We are going to create a household budget for
covering income and expenditure. You can choose|ysart rows
to enter your own figures immediately, or begin by
following this example using my fictional figures
for a family living in Denmark with two children,
and change them to suit your own situation later.

Start by opening a new workbodki(l+N or the This is easily corrected by inserting a row where

New Workbook button on the toolbar). . . o .
_ row 1 is at present. We will try it first using the
Your new workbook contains four spreadsheets. mouse:

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

W 1. Click on the grey row numbéron the left side,
M| 4| »|»[\Sheet! /Sheet2 / Sheet3 / Sheetd to select the entire row.
Ready 2. While pointing at the selected row, click the
right hand mouse button. Chodsesert on the
In Sheetltype the following text in column& and object menu.
B and adjust the width of colur until the ‘in-
dentation’ of the text in columB is suitable: 9 A click on the right mouse button will open

the object menu for the object the mouse is
pointing at! You should point at one of the selected
cells before opening the object menu. Try pointing
at a cell at random and clicking the right mouse
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button. Close the object menu usiagr. Repeat

Insert/delete several rows

the exercise a couple of times so you are sure youprag the mouse over the rows you want to select,

have understood how it works.

A B
|nc_
I—c Cut

: Copy

Expi

Delete
Clear Contents

Farmat Cells...
Row Height...
Hide

Urnhide

1

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

1. Select a cell iRow 1

2. Pres<trl+Plus using the plus sign on the
numerical keyboard. If you have a laptop PC,
without a numerical keyboard, you might need
to pres<Ctrl+Shift+Plus. (Note that this option
also works withrsomeordinary PC keyboards,
and that the WindowRegional settingshave
an influence on how your keyboard functions.
Try yours to see if it works).
The following dialog box is displayed, allowing
you to choose what you want to insert:

3. Down arrow to Entire row and pres&nter.

Insert [ 2] x|

Insert
" Shift Cells Right

" Shift Cells Down Cancel

it

" Entire Column

or use the keys like this:

1. First select a cell in every row by holding down
Shift while pressing th®own arrow.
Pres<trl+Plus or CTRL+Minus andDown ar-
row to Entire row and pres&nter.

Excel inserts or deletes just as many rows as
there were selected cells.

Delete or insert cells so your spreadsheet has
two blank rows at the toffncome should be in
cell A3).

2.

Inserting and deleting columns
Let us look at editing columns:

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

On the keyboard do the following:

1. Select any cell, for example one in coluBn
Pres<trl+Plus andDown arrow to Entire
Column.

Pres€nter to close the dialog box and insert a
column. The existing columns move to the
right.

Repeat the exercise with more columns using the
same method (select several cells usihit+Right
arrow), and then delete them again. Keep trying
until it becomes second nature.

n

Font and font size

Al is to contain the heading for the entire spread-
sheet. Typ#iousehold budget 199'here, and
pressEnter. The text should be larger and in a
different font to the rest of the spreadsheet:

1. Click on theFont field on the toolbar.

There you are! Any problems about positioning the2. Move down and choose tfienes New Roman

mouse exactly are eliminated.

Deleting rows

You can delete rows in the same way by using ei-
ther the mouse (choofeleteon the object menu)
or the keyboard by pressi@rl+Minus andDown
arrow to Entire row.

font.

Choos&0in theFont sizefield. The size is
given in points, a point being approximately
0.35 millimetres. (You could try typing in a
formula which calculates the size of letters in
mm).

3.
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19 Household budget

~| 0 =] I? B Continue typing unddexpensesdnserting the fol-

lowing text:
] _ | Household bt
= T Technical
|| B Times | ( A | B
8 |House
| budget 1 9 | Mortgage
L T Times New Roman Sp 10 Electricity
|| Bl Tms Fimn - 11 Total house expeanses
T Twpalpright BT * |- husband 12 |Insurance
Al Tl e bmne i E 13 House
14 Accident
. o 15 Total insurance:
If you are looking for a specific appearance for 18T "
. . ranspo
your heading and do not know what the font is 17 Car loan
called, it is better to use tth@nt dialog box: 18 Tax
19 Insurance
1. With the cursor still in celA1, open the object 20 Repairs and maintenance
menu using the right mouse button and choose 21 Total fransport

Format Cells...

2 Ehocjfgtal(jthiont tab alnd (;]Iick.on ar:lamr(]a "; the The text inA8, A12andAl6 is formatted to be

ont field. An example showing what the font 1,4 \jile the text irB11, B15 andB21 is italic.

looks like is displayed at the bottom right of the ) . ]
dialog box. Depending on the size of your screen you might not

3. Use the arrow keys to move around in the in- be able to see the top rows. Use the scroll bar on
stalled fonts. When you find the one you want, the far right, or the?trI+Home keys. The_Iatter is
choose its size, style and any other effects and 'ecommended as it selects dellimmediately.
pressEnter to confirm your choice (remember  Whoops, | forgot a couple of categories, so you will
thatEsc will let you cancel it). Choose a font  need to insert a couple of rows:
and size you like for your heading. The next

piCtUre shows th€review andFont fields: 1. Insert a blank row betwemrtgage(Bg) and
Electricity (B10)and type irHeating (row 10).
2. Betweerinsurance(B19) andRepairs and
Number | Alignment Fot |  Bor MaintenancgB20) there should be a row with
Eont Font Style: the textPetrol & oil (row 20).
Regular 1
B Jorendon Condenced 4] - i L The months should be typed in the empty second
Bold 14 row:
T ComfonBullets h Bold ltalic
Presigw . .
Mo 1. TypeJanuary in C2 and pres&ight arrow.
—)AquCchZz 2. InD2 typeFebr...hang on a momenPress
' Esc to cancel your typing and read this:
T Sunaerscre’ I

If Excel really is smart, the programmers at
' Microsoft must have come up with a smart function
9 A field needs to be selected before you can here. Think how often you have to type every
use the arrow keys to move around in it. Thereforemonth of the year in a new spreadsheet?
you need to click on theont field before using the
arrow keys to select a font. You can also press the
Tabulator key until the field has focus.

Let us look a bit closer at the Fill handle:

Choose a size of 12 points for the wohtisome
andExpensesdn cellsA3 andA7.

Get going with Excel - 15-06-98 - 22:15



Fill (series) 20

Fill (series)

You have already tried copying a few times using 2. TypeMonday in any cell, presg&nter and drag
the Fill handle at the bottom right of a cell. While downwards with the Fill handle...

you were dragging the handle, the status line 3. In another cell, typ@AN, pressEnter and drag
cryptically informed you:Drag outside selection the Fill handle horizontally or vertically (bobt
to extend series or fill, drag inside to clear’ diagonally). Notice that the program continues
Honestly, who has understood that ...! to use capital letters.

Once again Microsoft has introduced another nerd4. Try typing a list withlune and then drag the
term to the computer branch: ‘Fill'. Even though Fill handle. Excel does not mind which month

the text may appear confusing it is actually telling you start with.
you about a simply amazing function.. Try this ex- 5. Typelst quarter in yet another cell and repeat

ample: the procedure. Try dragging further théth
guarter (if you use the English version of
1. Select celC2 (typeJanuary and pres&nter if Excel, it starts again at 1st quarter. If you use it
not already done). in another language, type it as you usually do,

2. Use the mouse to grab onto the Fill handle and ~ for example ‘1. quarter).
drag it to the right. When you get about half
way through celD2, a dotted frame appears.

3. Still keeping the left mouse button down keep
an eye on the field above colurAn It usually
shows which cell is selected, but now it shows Let us try some numbers. Type 1997 in a cell and

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

the wordFebruary. drag. What do you end up with?
Now typeYear 1997in another cell and drag.
(February 3 < | January The function differentiates between numbers and
text. When you mix text and numbers in a cell the
Family blldge whole entry is taken to be text and the function al-

lows the number part to grow.

Inramea

On the other hand, a ‘pure’ number is simply cop-

ied, which is wise...in a moment we will type the

4. Still with the mouse button down keep draggingmortgage payments into the budget. The number is
to the right until you reacBecember(cellN2).  the same every month, so in this case you need to

5. If you drag too far (when you hit the edge of thecopy. It would be a little embarrassing if the func-
window the screen picture can roll very fast), tion made your mortgage increase by a pound every
then just drag back tg2. month.

Let us imagine that you want to type a series of
numbers starting with 12 and growing by 6 every
time (cell). It is done like this:

9 If you dragged to far and accidentally relea-
sed the mouse button, just grab hold on the Fill
handle again and drag into the selected area to

delete the extra text (this is what the words *...drag ) . .
inside to clear means). 1. Typel2in one cell and8in the cell under it.

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

3. Drag the Fill handle as far as you want.

One of the basic principles of Excel is that all triv-
ial and repetitious insertions should be performed
by the program.

And before you come to the conclusion that this is Now try with other number series, like percentages
all the function can do, follow this example: and dates (dates should be typed using hyphens or

1. Click on the sheet tab f@heet3 We can use  Slashes, for example 10/08/97).
this to play with.
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0 It will pay you to try the following if you Then you can create your own lists, which function
often need to insert dates. Type a date in a cell, in exactly the same way as Excel's own built in
and drag using the Fill handle and thight mouse  lists.

button. When you release the mouse button you can

use the object menu to choose how the series 1. Type a number of names, or other relevant text.
should be carried on. If you choosi#l Weekdays 2 select all the names or text and chofisss,

Excel leaves out the weekends (and it also Options and theCustom Liststab.

recognises leap years...and has no problem with
the year 2000. Someone has obviously used their
grey matter at Microsoft).

3. Click on thdmport button:
You can correct your own lists in thést

entries field.
Creating your own lists _ When you want to use your list, just type one of the
Do you often need to type the same data, like names in a cell and drag using the Fill handle. The
names, stock numbers. etc? list starts with the name you wrote and continues in

the correct order.
The lists you create are available in all future

workbooks.
Options [ 7] x|
A= I Calculation I Edit I Transition I General
Custom Lists ‘ Chart I Color I Module General I todule Format
Custom Lists: List Entries:
NEW LIST Smith _ ok |
Sun, Man, Tue, Wed, Thu, Fri Twain Cancel
Sunday, Monday, Tuesday. Fogers
Jan, Feh, Mar, Apr, May, Jun, Gates
Petersen
Znith, Twain, Rogers, Gates, bajar
Irnwing
Al
Delete

Fress Enter to sepaMsimet

[9139:91915

ETFTE™

Import List from Cells:

weet! b Shaat? — e —
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Numbers and formulas in our budget

Click back toSheetlwhere we will now type The heating bill for the entire building last year

numbers and formulas. Type the numbers without was10875 kr. per month, and the family’s

thinking about formatting at the moment. apartment has a floor area corresponding 1@ of

We will start with income: the total. So the formula for calculating the total is

=10875*0,12.

1. The husband has a monthly net incom@sgs ~ The final monthly payment for heating is actually
kr. Type this amount in ce€4. not finalised yet, and our family would like to be

2. His wife earns net0250kr . Type this amount ~ aPle to see the effect of any changes. And the way
into C5. it is divided could also be changed. If we choose to

type 10875 and 0.12 in every formula we would
have to change every single one if either of the fig-
ures changes. At the risk of repetition | will just
repeat a point from earlier in the booklet:

3. Copy both incomes to the other months using
Ctrl+C andEnter.

The formula forTotal income should be typed into
C6 and copied. The formula could be given as
=C4+C5, but this would not be particularly flexi- 9 It is totally wrong to insert variables in a
ble. If you add further rows with other incomes at aformula. They should be put in separate cells. All
later time, these will not appear in the summation. formulas which use this variable will get the value
Instead we use the functis®®UM(C4:C5), which  for this cell. If a variable is changed, just correct
allow us to insert rows between rows four and five,this one cell and the entire spreadsheet will be
and include them in the formulas. We will updated!

demonstrate that later.

You can use thAutosum button, but try using the  With this in mind we will create an area to use for

following keys instead: variables:
1. SelecC6. 1. Insertfive rows above the spreadsheet so that
2. Presq\lt+= and the formula is ready: we can easily see the variables while we work

with the formulas.
2. TypeTotal apartment block: in Al.

A | 3. Continue typing as follows:
Household budget 1997
1 A B | ¢ ]
2 January 1 |Total apartment block:
3 |Income 2 Apartment share: 012
4 Salary after tax - husband | 9585 3 Heating: 11250
5 Salary after tax - wife | 10250 4 Electricity consumption: 3325
6 Total incoms I:UME C4:C5 J! 5

. |Household budget 1997

3. Pres&nter and copy the formula to the other
months.

The mortgage for our fictional family’s apartment The formula for calculating the amount of heating

is constant, but the heating and electricity is basedused should appear as in the next illustration, but
on a shared basis. (This is a Scandinavian systemywait just a moment before typing it.

where the total is taken for the entire building, and First | want to show you two easier methods for
shared out among the tenants in direct proportion t8ntering formulas. One method using the mouse
the floor area of their apartments). The mortgage isand one using thé keyboard
3875kr. per month, which you type iranuary '
and copy.
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Selecting formulas

The more complex formulas become, and the moreClick on theSavebutton, or use th€trl+S keys.
of them you enter, the greater the chance becomesrype Household budgetand pres&nter (the file
of making mistakes when you type them yourself. will be saved in our standard folder). | would sug-
Use this method instead: gest that you presatri+S regularly to save the data
you enter. (In the branch it used to be said that:
1. With C15 selected type to anchor the cursor ~ ‘Real men never backup their data’ — later it was
to the cell. said that ‘Real men cry often’...| know what they
2. Click onC3. A dotted frame surrounds the cell. mean!).
Notice the text ‘Point’ on the left on the status

line. If you click in the wrong cell just carry on - Ahsolute cell references
clicking until you hit the correct one.

3. Pres¢, and then you are ready to click on the The formula for calculating the monthly cost of
next cell. heating is ready for copying...or is it?
4. Click onC2 and pres&nter. Try and copy the formula froi@15 one cell to the
right. There is something wrong here, the result in
c2 ~[x[J[&] =C3°C2 D15is zero! Select D15 and see if you can work
A B | ¢ | b out yourself what is wrong with the formula before

1 |Total apartment block: you go on.

2 Apartment share: L 012

i :ieittlggi:t consumption: 1;&22 A | B | c | D |
5 | Y phor. 1 |Total apartment block:
— 2 Apartment share: 012 -

3 Heating: | 4 11250] 4

6 HOllsehOld budget 1997 4 Electricity consumption: 3325

7 January Febuary 5

8 |Income

9 Salary after tax - husband 9585 9585 . |Household budget 1997

10 Salary after tax - wife 10250 10250 7 Jahuatly Febualy h

1 Total income 19835 19835 8 |Income
| 12 |[Expenses 9 Salary after tax - husband b585 h535
| 13 |[House 10 Salary after tax - wife 10250 1h250
| 14| Mortgage 3875 3875 1 Total incoma 1p8as 1psas

15 Heatlng =C3"C2 1 12 |[Expenses

) o 13 |House

14 Mortgage 2875 RE75

O vou can also select the cells using the arrow—12  Heating =carca [=papa |
keys, a method which is preferable when they are
close together. The formula you have copied was told to use the

content of the cell positioned 12 rows above it in

9 When vou have beaun to tvpe a formula thethe same column, and multiply it with the cell 13
y 9 yp ' rows above it. When you copied the formula to

arrow keys can only be used for pointing out cells. .
L . columnD Excel remembered these relative
This is the reason that entering a formula must al-
references and moved them to colunThe

ways be finished by pressiagter! program did not make a mistake, it did exactly
what it was asked to. Experience has taught me
that:

‘the greatest cause of errors is sitting 40cm in front
of the screen ...’

Save the budget

Before continuing you should save your budget. In
contrast to many other programs Excel does not
automatically save its spreadsheets at fixed inter-

vals. (In fact this can be set, but to do it is s0 So we have to find a way to explain to the program
troublesome that it appears the program designersthat the references should be fixed, no matter
have never intended this function to be used). ~ Where we copy the formula to.
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This fixing of a reference to a cell is called ab-
solute referengeand is defined using a $ (dollar)

The formula forElectricity should be typed in and
made absolute. This time we will do it all in one

character in front of both the column and row referprocess:

ence, like this:
=$C$3*$C$2

Why a $ character?

Well, | cannot really give you a good reason, but
would guess that it is because it was the American

SelecC16, type= and click onC4.
Pres$4 and type*.

Click onC2 and pres&4.
Pres€nter (result 399).

=$CH475C32

PonpE

S

who invented the spreadsheet. No matter, it is stan-

dard in all spreadsheet programs.

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

1. SelecC15.

2. Press$2 to edit the cell, and use theft arrow
until the cursor is placed by the referenc€®
(it does not matter if the cursor is in front, in the
middle or at the end of the reference).

3. Press$-4. The reference is now locked to cell
C3. Try pressind-4 again. Now only the row is
locked, and pressinga yet again will lock the
column only:

=[§CJ3"C2

Only the reference to column C is absolute here

4. Alast press will remove the lock from every-
thing. Finally pres§4 to lock the column and
row references.

5. Use theRight arrow to move the cursor to the
other side of the multiplication sign. Préss
again. NowC2 is locked. Now presBEnter (the
result should be 1350).

6. You can now copy the formula to the heating
for all the other months (D15:N15).

0 When you edit a formula usirg, the
arrow keys can be used for moving backwards an
forwards on the formula line.

Now try changing the result of the monthly heating
bill by typing the overall use of the building in cell
C31t01600Q The moment you pre§nter, you

have the new figures for each month. Go back to
the original figure by pressing undét(l+2). Try

using other figures for the apartment’s share to see

what happens to the total.

We will now copy the formula using the keyboard:

1. SelectC16 and pres€trl+C. Notice the text in
the status line.

2. UseShift+Right arrow to select the cells
D16:N16and pres&nter.

Calculate th@ otal house expensem C17 by
using the sum formula. Remember #ie-= keys.

For January the formula looks like:
=SUM(C14:C16)

and the result should be: 5624 kr.

Copy the formula to the other months using the
keyboard.

Year total

We still have to add the monthly figures to get a
total for the year. l®©7 type the texfTotal:, and in
09 use theAlt+= keys to sum the formula. The
result should be 115020 kr.

All the rowscontaining datsshould be summed.
Of course you could just copy the sum formula all
the way fromO9 to O17, but that will also insert
the formula in cell©12 andO13. Instead use the
keys for copying:

d1. Selec09 and pres€irl+C.

2. Select the are210:011and pres€£trl+V. You
should not presEnter, as that would finish the
copying. When usingtrl+V to paste, the copy
function is still active. In this way you can
insert the formula everywhere you want it.
Move the cursor t©14 and select the area
014:017by usingShift+Down arrow. Since

we are not going to continue copying after this

3.
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range, you can pregster. (If you want to stop
copying without inserting data, preSsc).
Check your formulas

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

Use undo Ctrl+Z) to swap between the two last
entries while you check that all the formulas for
heating, electricity andTotal house expenses
change.

Continue typing the following data. When you

copy the data, try using the keyboard, it will pay off
in the long run.

Insurance:
Home:
January ... 1950
JUIY oo 1950
Accident:
December........cccoviiiiiiii e 975
Transport:
Car loan:
Each month..........cccooi 1950
Car tax:
March.....coocceeveeeii e, 995
Insurance (car):
January.......occocs 1215
Y o] | S 1215
JUIY oo 1215
October ..., 1215
Petrol and oil:
Every month .......cccooeiiiiiiiiiiiiis 500
Repairs & maintenance:
JaNUAIY ..o 800
JUIY oo 800

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

a year total.

SelectC28, Total transport and pres#\lt+= or
click on theAutoSum icon. Now the cells
C25:C27are selected — the empty c€R4 stopped
the selection, so th&tar loan andCar tax were
not included.

czs v x|v|A] =SUM[@

A | B
22 |Transport
23 Car loan 1950
24 Ta
25 Insurance 12151:
26 Petrol and Oil 5001
27 Repairs and maintenance | 8001
28 Total transport I«1§625:(3275!

Change the formula using this method:

1. You have to select the correct cells yourself.
Select cell€23:C27instead and pregnter
(Remember that th&utosum only suggests
cells. As long as they are highlighted in black
you can change the selection. Now you can
copy the formula to the remaining months (to
N28).

Type the formula fofFotal insurance (C21)
and copy it to the remaining months.

The formula for the calculation of the year’s total
in columnO has the same problem — there are a

number of empty cells each month. It seems that
Microsoft want blank cells teurroundan area.

Therefore cells which are part of an area should not
be empty. Instead they should contain a value of ‘0’
(zero), as an accountant would expect.

1. Inserta ‘0’ (zero) in every empty cell in the area
C19:N20
2. Inserta ‘0’ (zero) in every empty cell in the area

C24:N27.

Type a sum formula i®19 and copy it to
020:021and023:028 Remember to copy
usingCtrl+C andCtrl+V.

3.

Your spreadsheet should now look like this:
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A B [ ¢ [ o [ E T F T & [ H ] 1 [ 40 [ w [T L T ™M [ N [ o ]
| 1 |Total apartment block:
[ 2| Apartment share 0.12
| 3 | Heating 11250
[ 4| Electricity consumption 3325
[ 5|
- |Household budget 1997
|7 | January Febuary Warch April Wlay Jure July August September October MNovernber December Total
| 8 |Income
[ 9| Salary after tax - husband 9585 9585 9585 9585 9585 9585 9585 9585 9585 9585 9585 9585 115020
(10 Salary after tax - wife 10250 10250 10250 10250 10250 10250 10250 10250 10250 10250 10250 10250 123000
[ 11 Total income 19835 19835 19835 19835 19835 19835 19835 19835 19835 19835 19835 19835 238020
| 12 |Expenses
| 13 |House
| 14 | Martgage 3875 3875 3875 3875 3875 3875 3875 3875 3875 3875 3875 3875 46500
[ 15| Heating 1350 1350 1350 1350 1350 1350 1350 1350 1350 1350 1350 1350 16200
| 16 | Electricity 399 398 399 398 399 398 399 398 299 398 299 398 4788
117 Total house expenses 5624 5624 5624 5624 5624 5624 5624 5624 5624 5624 5624 5624 67483
| 18 |Insurance
[ 19 House 1950 0 0 0 0 0 1950 0 Q 0 Q 0 3800
[ 20| Accident 0 o 0 o 0 o 0 o o] 0 o] a75 875
| 21 | Total insurance 1650 o 0 o 0 o 1650 o 0 0 0 975 4875
| 22 |Transport
[ 23 | Car loan 1950 1950 1950 1950 1950 1950 1950 1950 1950 1950 1950 1950 23400
|24 | Car tax 0 0 995 0 0 0 0 0 o] 0 o] 0 885
| 25 | Insurance 1215 0 0 1215 0 0 1215 0 0 1215 0 0 4860
| 26 | Petrol and Oil 500 500 500 500 500 500 500 500 500 500 500 500 6000
| 27 | Repairs and maintenance 800 0 0 0 0 0 800 0 a 0 a 0 1600
28 Total transport 4465 2450 3445 3665 2450 2450 4465 2450 2450 3665 2450 2450 36855
Navigation

When you want to move around in a large spread- will move to the last row or column in the direction
sheet (Microsoft calls it navigating) it is not so easyof the arrow.
to use the mouse and the scroll bars. Think about Wy pressingCtri+Right arrow — cursor is now in

You type data using the keyboard and have to o |ymnIV . Pres<Ctri+Down arrow — the cursor is

break off, move your hand to the mouse, move the . iy the last cell in the spreadshd¥t6384 =
mouse pointer, click and then go back to the 4.194.304 cells !11).

keyboard. It is much easier to keep your hands on

the keyboard for the entire operation. In version97 there are 65536 rows. There is no

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

Try the following keys until you feel relaxed using . .
them. Write them out on a piece of paper and put itOpens a‘Go to" dialog box. Type the address of the

next to vour kevboard in the beginning. cell you want to move to in theeference field
y y g g (for exampleCD1250 and pres&nter. Press=5

again, typeD48 and pres&nter. Pres$=5 again.

Home All the cells you have jumped to are displayed in

Selects the first cell in the row. theGo to area. Try to double click on one of them.
These references disappear when you exit the

Ctrl+Home workbook.

Selects cell Al. When you keep pressing thé key, the program
will keep suggesting that you jump back to where

Ctrl+Arrow you have just jumped from.

Selects the last cell containing data in the directionSmart detail!
of the arrow. When the cells are empty the cursor
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Formatting
Now it is time to smarten up the appearance of ourenough for me to say, for you can probably see
spreadsheet. nothing more than some mystic ‘noughts and

The heading imow 7 should be centered and for- Crosses’ (hatches) in your fields: ######.

matted in bold: These characters (called hatches, and meaning
‘number’), tell you that the columns are not wide

1. Click on the row number to select the entire rongnough to display the numbers.
and choose bold by usiri@rl+B (if you run We have seen earlier that if there is not enough
Excel in an other language, the letter used with space in a cell to display all the text, it is simply cut
Ctrl might be different. Use the letter shown on short. Luckily Microsoft has chosen a different

the button). procedure with numbers...if not, can you imagine

2. With the row still selected centre all text = the chaos: You type 17,000,000 — but there is not
by using theCenter button (there isno — enough space in the cell, so Excel just removes the
key for centering datal). last three zeros!

All numbers should be A |

K,
displayed with two decimal 1

2

3

Version 97: When you type or format numbers, the
Selects program automatically adjusts the width of the
entire sheet . . .
column. This only works with cells containing data
other than text (numbers, dates or time).

places. You can choose
between several methods
when you have to select a lot
of data, as here. You can select entire rows, or

entire columns, or even the entire spreadsheet =~ We need to adjust the column’s width, which we
(click on the small grey field at the intersection of do in a single process, like this:

the row numbers and column letters). There is just

one problem with formatting the entire sheet. 1. Select the relevant columns. If you still have

It canlead to printing problems, and will most cellsC9:028 selected this is very easy: press

definitely slow down the machine...just think how  Ctrl+Space. Otherwise you will have to drag

many cells have to be worked through for no rea-  the mouse over all the column headings (f@m

son. So we will format only the cells containing to O).

data using the following method: 2. Now double click between two of the selected
columns. It does not matter which columns you

1. Select the are@9:028 (Shift+Arrow keys). choose. All columns width will be individually

2. Click on thencrease decimakeys until all adjusted.

numbers display two decimals.

This will help a little, but it would be even eas-
ier if the thousands were also selected by com-
mas: 1,000.00 (Note: Many countries use a
point for thousands, and a comma for decimals. @) A double click adjusts every selected column
The way your spreadsheet displays will dependto their individually required width. If you want all

Let the columns remain selected while you try the
following:

on theRegional settingsin Windows control columns to have theamewidth, then drag the
panel). right border of one of the selected columns. When
3. Now click on theComma style(you . you release the mouse, all the other columns in the

really need to have tried this button to selection will be given the same width as the
understand what it does.). column you adjusted.

In version 5 this button is called ‘Decimal separa- Now you can see all the numbers. Note that there is
tor’ (I don’t think that name is any better). a little extra space on the right hand side of the
cells. This is a rather special format Microsoft has
Now all numbers have thousand separators and aré€fined. The appearance of the numbers is depend-
displayed to two decimal places. But that is easy ant on your Windows set-up. Let us just test that:
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1. Select the cell€9:028.
2. Click on theCurrency style button.

Formatting
Remember that a cell has two layers. We have just
% formatted the foreground layer, while the back-
ground layer, the formula, remain unaffected. You
Adjust your column width again if necessary. Now can check this by changing a number in one of the

all your numbers will display the currency unit
defined inControl Panel, Regional settings.

£ 958.00
£ 1,025.00
£ 1,983.00

formatted cells. Try typin@2000in cell C9. As
soon as you pregnter the number will be
displayed in the format you have chosen for the
cell. Return to the original number by usiagl+Z.

Notice that the zeroes in the ‘empty’ cells are
shown as dashes. (This is applied by both currency
style and comma style).

Excel and Windows

This booklet is not about Windows...but all pro-

grams using Windows are dependant on a its confi-
guration, as discussed above when formatting cells

using the currency style.

Without closing or minimising
Excel click on theéStart button
and choosé&ettings, Control

panel. Activate theRegional Settinggprogram.

9

Regional settings

* = Universal currency symbol

Currency symbaol: |£ j
Fosition of currency symbaol: |"‘1.1 ﬂ
MNegative number format: |"—1 ] ﬂ

Click onApply andOK to close thdRegional set-

Version 5 uses Windows 3.1, where Control Paneltings program and th€ontrol panel window.

is found in the System group.

| assume that the value in tRegional Settings

tab is English (British), but it could be any one of a

Return to the household budget. All the cells for-
matted with currency style has been adjusted to
your new settings.

number of languages. This sets a standard for numt09gling formats

bers, currency symbol, time and date. Runber
tab shows the decimal and thousands separator

Select the are@9:028 like this:

(English speaking countries standard: 1,250.00). If1. Select celCO.

you work on a machine which shows the decimal
as a comma, then it is probably set up to
continental European standard (French, German,
Danish, etc. etc.).

The Currency tab shows the currency symbol used

by Excel (and other programs). If you are on the
default English (British) setting, then the £ sign
will be there. Maybe you are sitting in a British
company in Japan, working with Japanese
accounts, and have defined ¥ as your currency
symbol.

You can set all the individual valuesRegional
settingsto your own needs. Check that the cur-
rency is what it should be, and at the same time
specify that it should be placed in front of both
negative and positive amounts:

2. HoldShift down while you presStri+Down ar-
row. Excel selects to the next blank cell. Keep
holding downShift and continue to press the
Down arrow until the selection has reached the
last row of data..

3. Continue holdinghift down and press
Ctrl+Right arrow.

Even though selecting using the keyboard demands

quite a few strokes, it is by far the most precise
method.

Shift between th€omma format andCurrency
format. Notice that the numbers do not actually
change place. The only difference is the display of
your currency unit.

9 You remove a format by choosing another.
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Excel and Windows

0 You can choose to delete only some of a
cell’'s many properties. Choos#ear on theEdit
menu. If you choose to clear only fhermats,the
data in the cell remains untouched.

There are a multitude of formats to choose be-
tween. With the cell€9:028 still selected, press
Ctrl+1 or open the object menu (right mouse
button) and chooseéormat Cells. Click on the
Number tab. Ctrl+E is used in some language
versions of the program).

Version 97: TheCtrl+1 keys open th&ormat
Cells dialog box, which is slightly changed in ap-
pearance. It allows you, among other things, to

rotate the contents of a cell in 1 degree increments.

Click on the different options in th@ategory field
and keep watching tHexample field.

Later on you will define your our own formats.

Version 5 only displays formats as codes (the same

as the formats in theustomin version 7 andJser
definedin version 97). Code formats are described
on page 39.

Format Cells

l Alignment ] Fant l Barder

Sample
J £1.953.00

Decimal Places:

Category:

2

W Use £

More data

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

A | B
29 |Household etc.
30 Telephone
31 TV licence
32 Food and household
33 Banlk loan
34 Total household efc
35 |Total expenses
36 |Income - expenses

This is the time to look at the options for viewing

all your data on screen, before typing the numbers

and formula for the new items.

Viewing the spreadsheet

Our model has now become so large that it is diffi-
cult to keep track on the individual data. Using the
arrow keys, move t®28 — Total transport (press
F5, typeO28 and pres&nter). Depending on the

size of your screen and its resolution, you probably

cannot see any of the headings. It would be an
advantage to keep the text in colundfhandB and
also the months in row fixed on the screen as you
scroll through the data. There are several different
ways to do precisely that:

Zoom

We will start by testing the entire budget on your
screen.

1. Pres<tri+Home to seleciAl.
2. Click on thezoom button on the toolbar. Try
choosings0%. Now you can probably see the

entire spreadsheet, but can you read it? Now try

75%, I'm sure that is better.
Notice that you can click on
theZoom field, type a

number (you do not need to
type %) and pressnter. Try with different

3.

]| GRS

values until all the data is visible on screen. Can

you read it?

Let us just try a smart detail:
Select some cells, try with
A6:E18. Now chooseselection

on theZoom drop down box. This
lets you quickly zoom in and out
on different areas of the spread-
sheet. This does not, of course,
ensure that some areas are always

visible, which is the function we need to look at
now.

Selection
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Return to 100% zoom before continuing.

30

Cell:  Text/month: Data:
Freeze panes A29: Household etc.
Freeze panegives the option of certain columns B30: Telephone:
and rows always appearing on the screen. Select ) January. 805
the first ‘free’ cell. When you choose koeeze ADHL oo '745
panesall the columns to the left and rows above O g
will be ‘frozen’. We want to freeze rowand OGIODET —....rs oo B30
columnsA andB. With this in mind, seled8 and i
choosewindow|Freeze panes. A vertical and B31L  TV-license:
horizontal line show where the freezing has taken January and July .................... 859

effect. Try using the arrow keys to move around in If you want yet another shortcut for copying the
the spreadsheettrl+Home usually selectd\1, but  data below, just type the following numbers and
now the cursor stops at the first ‘free’ cell. You canwait copying until you have read next section.
still move into the locked area using either the

arrow keys or the mouse. Cell:  Text/month: Data:
Switch the function off again usingindow| B32 Food & household:

Unireeze panes. Every month.........ccccccveeen.e. 7200
We do not need to see the total house charges whigess.  gank loan:

we work with the budget, but we do want as much Every month..........cccccoeoee 2250

space as possible for displaying data. Follow the

example here: Total Household etc.

Quick copy using the keys
You already know the principles of copying. The
Ctrl+C andCitrl+V keys are effective, and the Fill

1. Without freezing the panes, scroll down the
spreadsheet untibw 7 is the first visible row.
2. SelecC8 freeze the panes. Now onlyw 7 is

visibly locked: handle is smart, but you have to use the mouse.
Instead, try this to see how creative the folks at
A B C | Microsoft have been:
7 January
8 |Income | 1. UsingAlt+= andEnter insert the formula for
9 Salary after fax - hushand 9585 Total Household etc.in cell C34 (result:

11.134 kr.).
2. Select fronC34 to N34 (December) using
Shift+Right arrow.

In theName boxjust above columi you can see
that the cursor can move up into the top rows using

the Up arrow, even though they are not visible: 3. Pres<trl+R. That is it ('R’ for ‘Right’).
e . Version 5: UseCtrl+J instead Ctrl+R is used to
prial ~lfio = hide the selected rows).
( ~) ] | Tol
AT B In the same way you can copy vertically using

7 Ctrl+D (‘D’ for ‘Down’) after selecting. Try it
8 |Income ; .
using the year totals:

1. In0O30, Total telephonetype a sum formula
usingAlt+= andEnter.

2. With the cursor i©30 useShift+Down arrow
to select the aré@30:034.

3. Pres<itrl+D.

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

More data

Type the following data. Remember to type a zero

in the months not named: Lets continue with the last formula:
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1. In row 35,Total expensesall expenses should
be added together. The formula for January in
C35100ks like this:

0 x| B|r|u| ==
| =C17+C21+C28+C34
| r |

Built the formula by pressing and go taC17
using the arrow keys. Typeand select the next
cell etc. PresEnter when the formula is ready.
Now try double-clicking on the cell. Are the
correct cells selected? (result: 23,173 kr.)

2. Copy the cell to the other months and press
Home andDown arrow (selectsC36).

3. Type the formula foncome — expensein C36
(=C11-C35 and copy it to the other months.
The result inC36 should be -3.338 kr.

4. Create a sum formula in ce@84:036. The
total result for the year i®36 should be:
10,569.00 kr.

0 You can select several unconnected cells or
areas by holding dowgtr/ while you are selecting.

Follow these instructions exactly as written:

1. Select rowi1, holdCtrl down and select the
other rows 17, 21, 28 and34).

2. Pres<trl+1 or click on thdtalic button.

Adjust the column width as necessary (remem-

ber that you can adjust all columns simulta-

neously).

4. Rows35 and36 should be in bold. Select them
and pres<£trl+B or click on theBold button. As
A35is already bold, the first thing happening is
that the bold format is removed from all
selected cells. Pre§xrl+B or click theBold
button again.

w

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

That is a comfortable surplus, even though Januarggye

and July are in the red.

If you have not already done so, save all the chan-

All the rows containing totals should have the samegyes you have made to our budget by clicking the

appearance as the text in colunAhandB.

Savebutton or pressin@trl+S.

Summary

You have now tried just about all the functions
necessary for building up a large spreadsheet.

Maybe it is a good idea to stop a moment and re-
vise some of the most important functions.

| want to focus on the principles of absolute refer-
ences.

Leave the household budget on the screen, and
open theDECORATING.XLS using theCtrl+O keys or
the Open button.

At the bottom of th&Vindow menu you can now
see that both files are open. Click on the file you
want to work with, or us€trl+Tab, to avoid using
the menu and mouse.

The supplier we are buying from is a mail order
company. Apparently they want to deliver the
goods directly from their warehouse in Sweden.

What we thought was Danish kroner, turns out to
be Swedish kroner, which is cheaper as the
Swedish kroner is worth less than the Danish (at

this time). First, calculate the net price of the
ordered goods in Danish kroner, then the sales tax
and finally calculate the gross price. We will be
paying Danish sales tax, but it would be interesting
to see what the result would be with another sales.

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

1. Insert a new rod& (Ctrl+Plus andDown arrow
to Entire Row).

2. Insert a new colum@ (Ctrl+Plus andDown ar-
row to Entire Column).

3. Change the text iB1 to Net price SEK: and in
C1to Net price DKK:

4. Adjust the column width.

Insert the exchange rdie88in C2 and the

sales tax rate t85% in D2.

o
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6. Format rowd and2 with bold, and cente€2 The formula for calculating the sales tax should not
andD2. contain a value of 25%, but should get a value from
cell D2.
The two top rows should now look like this:
1. SelecD3 and pres&2 to edit the formula.
| B | ¢ | b | E 2. Delete25%. Try pressingJp arrow — nothing
Net price SEK.: _ Net p"gengK': VA;-;% Price: happens, because you are in the process of edit-

ing. Pres$-2 again.

3. Now you can predgp arrow to selecD2. Press

You are now ready to build a formula which will
calculate the net price in Danish kroner:

The formula inC3 should multiply the Swedish net 4.
price inB3 with the exchange rate @2. InC4the 5,

net price inB4 should be multiplied by the 6
exchange rate i62 etc. The reference 02 is

used in all column C formulas and should thereforey_

be absolute.

F4 to lock (make absolute) the reference (the
formula should readC3*$D$2)

Pres€nter and select the ar€23:D17.
Pres<trl+D to copy the formula.

. Type a new sales tax and check that the

dependant cells adjust correctly.
Copy the sum formula iB18to C18.

Check the sum formula i&3. It is incorrect at the
O  \When the same cell is to be used in several MoMent, as it adds together all three cells to the left

formulas, the reference to it should be absolute.

of it.

Change the formula so that it only adif3 andD3

Have a go at inserting and copying the formula

together, and then copy it.

yourself first. Use the arrow keys to select the dif- With an exchange rate of 0.88 and sales tax at
ferent cells and for copying. 25%, the total price (in celt18) should be

How did it go? 2,592.64 kr.

This is how | would have done it;

SelecC3 and type=.

Presd eft arrow to selecB3.

Type *’ and presdJp arrow to seleciC2.

Pres$-4 to lock the reference (make it absolu-

te). The formula should now rea@®3*$C$2

5. Pres&nter and select down t817 using
Shift+Down arrow.

6. Pres<trl+D to copy the formula.

7. Type a new exchange rated82 and check us-

ing Ctrl+Z, that all the net prices change.

PonpE

0 F2 switches editing on and off: Preg8
once to edit the contents of a cell, @lagain
when you want to point to a cell reference. Press
Enter when you are finished.

Version 97: When editing a formula usiRg the
involved cells will be shown in a different colour.

Save As

Our new model should be saved, but we want to
keep the originabECORATING as well. Using-12

or File|]Save As change the name tECORATING—

SWEDISHand close the workbook.

It is important to understand why we used a combi-
nation of relative and an absolute reference here!
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Formatting the household budget

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

The gridlines on the screen seldom look good on ab-

printout. The effect is much stronger if you just
have lines whergouwant them to be, to highlight
or separate your data.

Rather than defining all frames and colours manu-
ally, the program can do it all for you with a built
in automatic function:

AutoFormat

One of the smartest things with Excel is that you d
not have to select a consecutive area first. All you

have to do is select just one of the cells in the area

Try it on your own computer:

1. On theHousehold budgetsheet, start by
choosing théVindow menu and thé&nfreeze
panes command. PresStrl+Home to see the
entire spreadsheet.

Save the changes in the fi@i{+S or theSave
button). You can always return to the original
appearance.

Select any cell in the household bud@0

will do fine.

Choose th&ormat menu and thé&utoFormat

also displays an example of each of them in the
centre of the dialog box.

Choose a format and préaser.

Look at the different areas of the spreadsheet
and see how they are formatted.

Choose th€ormat menu andhe AutoFormat
command again, and choose another format for
your spreadsheet.

9. Repeat point 8 above as often as you want.

7.

8.

AutoFormat is a quick method to format your

épreadsheet, even though you have only a limited

influence over what the program actually does. |
mainly use the function when | am busy and have
fo prepare some data for printing in a hurry.

If you want to make your spreadsheet more per-
sonal, using thAutoFormat function is not such a
good idea.

0 You can decide just how much the function
will change the appearance of your data. Click on
the Optionsbutton in theAutoFormat dialog box
and remove the check marks in the fields you do
not want changed by the function.

Removing an AutoFormat

command. Notice how all connected cells in thean gppliedAutoFormat can be removed the follo-

entire budget are automatically selected. If you
had left an empty row or column somewhere
then Excel would have stopped selecting there.
TheDown arrow lets you move among the dif-
ferent options in th&able format field, and

wing way:
1. Choosd-ormat|AutoFormat andNone in the
Table format list (at the bottom). As you can

see, all formatting except the number formats is
removed.

A | B |

Total apartment block:

Aparfmanf charo-

Heal AutoFormat

Elec Tahkle Format:

o kM=

Simple

Classic 1
1e .
Classic

.

East
West
South

Accounting 1
Accounting 2

Cancel

Options »>
g 7 8

Accounting 3

Total

21 18

Accounting 4
Calarful 1

Caolorful 2
Caolorful 3
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2. Luckily we were sensible enough to save our Select: | ) |
spreadsheet before we played with the The mouse pointer is a *
AutoFormat function. Close the file and click large white cross.

No when you are asked if you want to save
changes, then open it again. Fill & copy:
_ Demands precision mouse :-

Remember that you can always find the last four work.

opened files at the bottom of tRée menu. It is

easy to open a file using the keyboard: Move: E

_ _ Point at the frame of the u

1. Preslt+F (theAlt key activates the menu line, selected cell or area, and the
Wh||6|): is the underlined letter in the menu mouse pointer Changes appearance to an arrow.
name).

1. In theHousehold budgef selectA13 and move
it to B13 by dragging, using the mouse when
the mouse pointer is an arrow.

2. Press the number corresponding to the file you
want to openX will always be the last saved
file).

2. Move cellA18toB18.
0 ickly f 3. Move cellA22 to B22.
UseAutqurmatto qwc‘ y ormgt a’ 4. Move cellA29 to B29.
spreadsheet, which you can personalise 5. Format rowl1 to beBold and nottalic using
afterwards by using manual formatting. Cirl+ andCirl+B.
Manual formatting Moving data using the keyboard

It is not practical to have the Total apartment block
expenses at the top of the spreadsheet. They should
not appear in a place where they tend to dominate
the entire budget. When data is to be moved

outside the viewing area, the keyboard is better
than the mouse.

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

The Total income heading inB11 should actually
have been entere&ll1, and have been Bold in-
stead of intalic:

1. Select cellg\1:C4.
2. Cut the selection usir@trl+X. Notice the text

on the status line.
You have probably already guessed that data can Be jse thedown arrow to select celA40 and
moved in many different ways. pressEnter.
| will demonstrate the two most used methods. 4. Pres<trl+Home to select celAl

5. Select rowd:5, (which are now empty), and

Moving data using the mouse remove them usin@trl+Minus.

If you work with the computer in the same way as o ,
me, you will already have discovered that the Now the heading ‘Household budget 1997’ should

mouse is not the easiest tool to control. It is very NOW be inAl, and the “Total apartment block’
sensitive and needs a good deal of precision to be COStS are in the arge85:C38.

used efficiently. What has happened to our formulas for calculating
It is very important to keep an eye on the mouse heating and electricity? They originally took their
pointer’s appearance as you move the mouse. Theinformation from cellC2, C3 andC4.

mouse pointer can have three basic different SelectC10, heating for January:
appearances. You have seen two of them earlier in
the booklet: :$C$3?*$C$35
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That looks better; although the border options were
a little limited. You cannot choose a colour for the
'lines, and there are no thin dotted lines, nor extra
thick lines ...

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

Use the toolbar as a shortcut to more subtle options.
You have seen earlier how everything to do with
formatting cells is contained in ti@rmat Cells

dialog box:

The formatting of our spreadsheet should conform
with its contents:

1. Select rowd?2, 16, 23 and29 (select the first
row and holdCtrl down as you click on the
rest).

2. All cells in this row should be iitalic (Ctrl+l).

1. SelectA2:02. You will add a coloured line un-
der these cells.

2. Open the object menu using the right mouse
button and chooseormat Cells or press

Borders —

You can divide your spreadsheet into appropriate 3. Choose th8order tab.

areas by using borders (lines). Borders should only

be used for cells containing data, not for whole ~ Your choice has to be made in two steps. First you

rows or columns. Even though it is easier to selectchoose the appearance of the line (Style), then

an entire row or column, ihaycause problems which part of the cell should have a line around it

when you print. like this:

The principle is as follows:

First select the area you want a border
around, then use tH&orders button on
the toolbar. If you just click on the button, the
border style shown will be used. If this is not what
you want, then you should click on the small arrow
on the right part of the button.

1. Select the third line in the left hand column of

*| the Style field.

2. Choose a suitable colour for the line. Note that
all the lines in thétyle field now have the cho-
sen colour.

3. You now need to decide where the selected line

i i ) style should be inserted. Click &ottom in the

The following choices are then given: Border field.

Click on the border type you :

4. Presgnter and press an arrow key to cancel the
want to use. The first choice re-

selection (format options are difficult to see
moves all borders in the selecteq — when the cells are selected).
area, while the last three puta |l=|— = hink thi ;
border around the entire selecte{[ [F Do you think this way 0 Border
area. |_ |_ |_ doing things is strange? | did Quiltiz

at first, but now | have to L
admit that | do not think there Right
is a better way of doing it. Lop
While the dialog box is open ==l getem

1. Select cell#\6:06
2. Choose the pattern which puts a single line at
the top and a double line at the bottom of the S R
you can give lines an individ-

3 _f,relectelij a:creah(asf in the _exam_prlle r? bove). ual format. The example on the picture is an
- To make further formatting with the same type attempt to demonstrate what is possible (though

of border easier, the button remembers the last .
' ou cannot see the colours, which maybe a good
border type you used. Selek?0:030and click %/hing') Y g

on theBorders button.

4. SelecB12:012and choose the pattern [
with a thin line above and below (secondi 0 TheOutline field places a border all the
from right in the center row). way around the selected area.

5. Continue adding borders to highlight the part of
the spreadsheet you want.
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Remove gridlines If you prefer a dark basic 5 ,|

Our household budget has a lot of borders in it, bugcolour, then it is sensible to

as long as the gridlines are visible it is hard to see fh0ose white text:

they are going to help produce a clear and under-

standable printout. 1. With the area still

We will remove the gridlines from the screen: selected press tifeont Color button.

2. Use the same method you used for the back-
ground colour to change the font colour.

1. Choosé&ools|Options and remove the tick in
the Gridlines checkbox on th¥iew tab.

2. ChooseK or presEnter to close the dialog oEvery time you make a change you g ~r|
box. want to keep, presstr/+S to save the

file.
Changing and removing a border
If you want to change a border, all you need to do You can combine a background colour with a pat-
is put the new style ‘over’ the old. tern to give exactly the effect you want.

I will just introduce you to the principle, so you can
play around with it as much as you want in your
own time:

If you want to remove a border in g i3
selected area completely, the :
easiest thing to do is click on the
Border button on the toolbar and

choose the first field. — 1. Select an area, chodsermat Cellsand the
Pattern tab.

Shading and colour 2. Press th@attern button. Another colour palette
appears. This is starting to get confusing. The

You can colour and shade cells. Just as g -| new colour palette only applies to the pattern

with borders, you can click on ti@lor you can add over the background colour (the
button to use the colour it displays or click on the cell colour can have two ‘layers’):

arrow on the button to choose another colour.

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

—Select a pattern...

1. Select the ared2:02.

2. Click on theColor button (the standard colour
is grey).

3. Press an arrow key to cancel the selection.

& _.and a color to the pattern

5

Preview the
result here

Let us try another colour. Try usitgndo to select
the cell again (it actually removes the colour
formatting, but as the area was selected before we
applied the colour, it selects the area for us again).
As you are going to choose another colour it is not
important thatJndo removes the grey background.

That is to say, you can lodkroughthe coloured
pattern andeethe background colour.

After you have experimented with this function a
little, choose a light background colour with a

L. Pressul+z, pattern of white dots over it for your cells.

2. Click on the little arrow on th€olor button.
Choose a colour.
3. Press an arrow key to cancel the selection. 0 When a printout of a spreadsheet is to be
copied, it is best to choose a dotted pattern as a
Continue doing this to test different colours. If you background colour. Copy machines don not copy
want to remove the colour completely at some solid colours well.
stage, then just choose the large fidlohe
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Copy formats Scaling
The format of cell812:012should be copied to C Adustio; [s6 3] %nomalsize
Total insurance, Total transport andTotal 1 2] page(sjwide by |1 2] fal

household etc This is done as follows:

2 Choosdéormat Painter button. The <t page, that the printout now fits on one page.
mouse pointer turns into a little brush. Click on theSetup...button again and th&djust

3. Click onB16. CellsB16:016 ‘inherit’ the for- to field will show you how much the spreadsheet
matting (number format, lines and colours). has been compressed (between 10 and 400

There is no need to select all the cells. percent).

The copying stops automatically. When you want P_relff_sglto close théetuph.. dlalokg box and
to copy fo several areas, as in this example, then dgick OnCloseto return to the working area.
the following: All you need to do now is press tReint button to

1. Hold the are®16:016selected andouble see the budget as ‘hardcopy’.
click on theFormat Painter.

2. Click inB23. The function remains active. Data layout

3. Click inB29. End the copying process by
pressingesc (or click again on th&ormat
Painter button).

Centering headings
The heading ‘Household budget 1997’ can be cen-
tered across the entire spreadsheet in the following

Save the workboolQrl+S) and continue to format W&

the budget as you wish. You may want to change 1. Select the heading and the cells it should be
the text colours for income and expenses...itisup  centered acros&\(:01).

to you. 2. Click on theCenter Across Columns
button —
Printing the budget In version 97 the button is calléderge and

The easiest way to print the budget is to u@ Center.
press thé’rint button. However the standar

printout layout is not especially suited to our
spreadsheet. | will now briefly show you how to
adjust a printout. You will find a more detailed
description of printing on page 42.

| recommend that you use tReint Preview y_‘ Vertical layout

button as this function will show you exactl You can create more space in the spreadsheet by
howyour printer prints_ ianeaSing the helght of rows.

You can see how many pages will be printed at thelhis is done by dragging the bottom line of the row
bottom of the screen. It would be best to print the number:
budget in landscape format (horizontal layout).

9 The heading actually stays in cell A1, but is
centered over all the columns. Select cell Al to edit
the heading.

Drag down to Height34.80 ﬂ |

1. From thePrint Preview screen, click on the increase the height] | A | B
Setup... button and chooseandscapeon the ~ Note that the name

Pagetab. field over column @i

2. You can use thBcalingarea to fit your printout A Shows the height
on a single page. This is an efficient function asOf the row. In fact , ,
the printout will be compressed to fit on one the only thing you can use this number for is to

page, even if it otherwise would take many ~ compare the height of other rows.
pages! Seledtit to 1 page wide by 1 page tall
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1. Drag the height abw 1 to be approximately
30. 1. Change the height of roévand row30to be

2. Select the row and chooSermat Cells approximately 20. The height of rd&t should
(Ctrl+1). be about 25.

3. On theAlignment tab, choos€enter in the 2. Select row$, 30 and31 and choos¥ertical

Vertical field. Centering.

Yertical 0 You can select several independent areas by
holding Ctr/ while clicking on other rows or
columns.

O Justify It is difficult to really assess the layout properly

before looking at a hard copy of the spreadsheet. |

suggest that you print one page before deciding
Entire rows or columns can be selected when you whether you are satisfied with the layout or not.
want to format the text to bold, or center it. When
you want to add a border to cells in a spreadsheet
you should only select cells containing data as
previously described. Continue as follows:

This is what my ‘Household budget’ looks like
'now (need a magnifying glass?):

A B | c | D | E | F | G | H | 1 | J | K | L | M | N | 1] |
1 Family budget 1997
2 January Febuary | September | October | November i December
[ 3 |Income
[4]|  Salary aftertax - husband | 958500kr 953500kr{ 958500kri O58500kr 958500kri 958500k 058500k 958500k 959500k 958500k 958500kri 858500kr| 115,020.00 kr
5 Salary after tax - wife 10,250.00 kr | 1025000 kr | 10,250.00 kr | 10.250.00 kr | 10,250.00 kr | 10250.00 kr | 10.250.00 kr | 1025000 kr i 10.250.00 ke | 10,250.00 kr . 10250.00 ke § 10.250.00 kr | 123,000.00 ke
§ |Total income 19,835.00 kr; 19,835.00 kr | 19,835.00 kr | 19,835.00 kr | 19,835.00 kr | 19,835.00 kr | 19,835.00 kr ; 19,835.00 kr | 19,835.00 kr | 19,835.00 kr | 19,835.00 kr | 19,835.00 kr | 238,020.00 kr
| 7 |Expenditure
[ 8 |House
[9]  Morgage 367500 k! 387500kr; 387500kr 3875.00kri 367500k | 387500k 367500k 387500k 367500k 3875.00kr| 3O75.00kr 387500kr|  46,500.00 ke
[10]  Heating 135000kr{ 1350.00kr; 135000k 135000kri 135000ke; 135000kr; 135000kei 135000kr; 135000ke; 1,35000kei 1350.00kr; 135000ke|  16,200.00 kr
[11]  Electricit 399.00 kr 399.00 kr 399.00 kr 399.00 kr 399.00 kr 399.00 kr 399.00 kr 399.00 kr 389.00 kr 399.00 kr 389.00 kr 399.00 kr 4,788.00 kr
[12|  Totalhouse 562400 kr | 5624.00kr| 5,62400kr ©562400kr 562400 kr| 562400kr; 662400 ks 562400k | 6,60400 kr| 562400 ke 562400kr: 562400 kr| 67,488.00 kr
[13 |insurance
[14]  House 1,950.00 kr - ke - ke - ke - ke - kri 1950.00kr - ke -k - ke - ke - ke 3,900.00 kr
[15]  Accident - ke ke - ke - ke - ke - ke - ke kr -k - ke - ke 975.00 kr 975.00 ke
[16]|  Total msurance 1,950.00 hr i - ke - A B -~ kri 4,95000r - ke e i ~ ki 07500kt 4,875.00 kr
[17 | Transport
[18]  carloan 1950.00kr{ 1950.00kr; 1950.00kr; 1950.00kri 195000k} 1895000kr; 195000kei 195000kr; 195000k 1950.00kei 1950.00kr; 195000ke|  23,400.00 kr
[19]  Tax - ke - kr 995.00 kr - ke - ke - kr - ke - ke -k - ke -k - ke 995.00 kr
[20]  Insurance 1,215.00 kr - ke < kri 121500k - ke < ke 121500k - ke - ki 121500k - ke - ke 4,860.00 kr
[21]  Petral and Oil 500.00 kr 500.00 kr 500.00 kr 500.00 kr 500.00 kr 500,00 kr 500.00 kr 500.00 kr 500.00 kr 500.00 kr 500.00 kr 500.00 kr 6,000.00 kr
[22|  Senicing and 800.00 kr - ke - ke - ke - kr - ke 800.00 kr - ke -k - kr - ke - ke 1,600.00 ke
[23|  Totaitranspon 446500 e | 245000k 3,44500kr.  3665.00kr! 245000 kr; 2450.00Ar. 4465.00kr} 2450.00kr . 2,450.00 ki 5,66500 ki 2,450.00kr: 245000 kr|  36,855.00 kr
[24 |Household etc.
[25|  Telephone §25.00 kr - kr - ke 745.00 kr - ke - kr 715.00 ke - ke -k §30.00 kr -k - ke 3,115.00 kr
[26]  TWlicence 859.00 kr - ke - ke - ke - ke - ke 859.00 kr - ke -k - ke - ke - ke 1,718.00 ke
[27]  Food and household 720000kr! 720000k; 720000kr; 7200.00kri 7.20000ke; 720000k, 720000k 720000kr; 720000k 720000kri 720000k} 720000kr|  86,400.00 kr
[28]  Benkloan 225000 k| 225000kr; 225000kr 2250.00kr! 2250.00kei 2260.00kr; 225000kri 225000kr; 225000k 2250.00kr! 2250.00kr} 2250.00kr|  27,000.00 ke
29 Total fiousehold etc 113400 kel 9450.00kr: 945000 ke 10,19500kr! 945000 ke  9450.00kr . 11,024.00kri 945000 ke 9,450.00 kr; 10.280.00kr! 9,450.00 kr 9.450.00 kr| 118,233.00 kr
9 |Total expenditure 2317300 ke | 17,524.00 kr | 18,519.00 kr | 19484.00 kr | 17,524.00 kr | 17,524.00 kr | 23,063.00 kr | 17,524.00 kr | 17,524.00 kr | 19,569.00 kr | 17,524.00 kr | 18,499.00 kr | 227,451.00 kr
31|Income - expenditure |- 333800 ki 231100 kr | 1.316.00 kr 35100 ke 231100 kr; 2311.00kr - 322800 ki i 231100 kr | 2,311.00 kr 26600 kr| 2311.00kri 1336.00kr |  10,569.00 kr
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Create your own number formats

Create your own number formats

It can be necessary to create your own number for-

mats. Excel understands some currency symbols
when you type numbers. It will recognise the cur-
rency symbol for the language (country) you have
set regional settings to (‘kr.’ for Denmark, ‘DM’
for Germany, etc.), plus ‘$’ and ‘£'. If your regio-
nal settings language is either English (British) or
English (United States) you will only have the ‘$’
or ‘£'. All other symbols or characters need to be

Type:
.00

Standard
0

# &R0
###0.00

[TNTY

created as user defined formats before being accep-

ted together with numbers.

Version97: You can type one currency symbol
directly in theNumber tab Currency category)
regardless of the Regional settings.

1. Close th&Household budget deciding whether
you will save your latest changes.
2. Open theECORATING— SWEDISHfile.

We are going to create a format looking like this:

19.00 SEK
105.00 SEK
148.00 SEK

Follow this process:

1. SelecB3:B18(selectB3, hold downShift
while pressingCtrl+Down arrow).

2. Choosd-ormat Cells (Ctrl+1) and theNumber
tab.

The number formats are divided into categories.
Every category allows you to choose how positive

These codes need a little explanation.

Version 97: The category is now callgder de-
fined in stead ofCustom.

You can change the format code in Thge field
(strange name — in version 5 the field is called
Format codes a more logical name).

All text which may be shown together with num-
bers should be set in quotation marks (“SEK” for
example). You can type exactly the text you want,
for example “miles/gallon”, “bananas” or “Transfer
balance to account no.”.

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

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

Click on the code #,##0.00 which will be displayed
in the Type field.

The code should be understood as follows:

and negative numbers should appear in the select® The hatch character (#) specifies that a number

cells, whether or not you want thousand separators,

or how many decimal places should be displayed
etc. Check the options in ti\umber, Currency
andAccounting categories.

You will have to create the format shown above:

1. Click onCustomin theCategoryfield on the
left.

2. The format of the cell is now shown as code in
the center of the dialog box:

will only be displayed in the cell if there is a
digit in this position.

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

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

Get going with Excel - 15-06-98 - 22:15



Create your own number formats 40

If you type: it is shown as: If a colour was specified in theype field code,
1250 oo 1,250.00 Pressing théont Color button on the toolbar has
D 0.50’ no effect. Negative nu_mbers W'I.I always be shown
O P 0.00 in red when the following code is chosen:
1. Click in theType field, insert a space after the Tvpe:
code and typeSEK”. The first quotation mark
tells the program that the code is stopped and |#,##D.DD;[Red]#,##D.DD

that text starts. The next quotation mark stops
the text — Excel can continue to read the code.

The code should now look like this: 1. SelecC3:C18and presstri+1.

#,##0.00 “SEK” 2. Select the format shown on the previous picture,
2. Pres€nter to accept the format and close the and presgnter.

dialog box. 3. Choose another colour than red by using the
3. Type a new number B3 and pres&nter. The Font Color button.

number will be shown in the format we just 4. Just for the test, seld88, type a negative

defined (a rather expensive brush!). number and pregsnter.
4. Undo the new number usi@yrl+Z. 5. The price inC3is shown in red. Colours

specified in the code has a higher priority.

O A cell holds its format even though you may 6- Undo the entry i3 (Ctrl+Z).
delete or overwrite its contents. If you want to de-

lete only the format, choos&lit/Clear|Formats. You can, if you want to, try to interpret the
currency formatised in our household budget (it is

) o not easy). The little ‘underscore’ (_) which appears
For information: . in so many places means that the display of the
Codes are defined in sections separated by a next sign is hidden. In other words, there is space

semicolon: for it, but it is not actually shown.

First Section.........oocoviniiiininnnn, Positive numbergt may seem a little strange that Microsoft has
Second section ..........cccceeiiniienns Negative chosen so advanced a format for a standard button
numbers on the toolbar. The same applies to @@mma

Third section ...........cccceeeiennnin, Zero values Style button.

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

Try changing the way the zero amounts are
i displayed in our household budget to 0.00
When data is entered, the program searches for a e memper that zero values are defined in the third

forlmat r']n tfhe codes. Wr]len é/og type;;\ ?fosr:t've i Section - you can always search for help @ea-
value the first section of code is used. If the result " <o Gefined formats.

of a formula is zero, the third section is used and so )
on. Return toSheetlin theDECORATING— SWEDISH

file.
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Naming cells

The model orSheetlin theDECORATING— You can of course continue to writ if you
SWEDISHfile is very small and easy to maintain.  want. You can see this by selecting a cell
containing a formula for calculating the net price in
=B7*4C47 Danish kroner, likeC3. The formula is unchanged.

Change all formulas in the model so that they refer
to the cell nam€urrency instead of the original

This formula, taken fronT7, is not particularly
cell reference, as here:

difficult to understand. When you can see both
cells on the screen simultaneously, it is easy to .
check that the formula refers to the correct cells. Inl. SelecC3 and pres§2 to edit the content of the
large spreadsheet models it is much more difficult. ~ cell.

You should get into the habit of bUIIdlng up 2. Delete the referen@&C$2and instead typeur-

spreadsheets so that the formulas are easy to under- "€Ncy and pres&nter. Excel will show that the
stand. Remember it might be several months before "€férence is valid by showing ‘currency’ with a

you work with it again and by that time you may capital ‘C",
have forgotten what they refer to. 3. Copy the formula down to cel4:C17.

4. Select some cells in the ag4:C17 to see that

For this purpose the ability to name cells is an in- .
purp y the reference is correct.

dispensable utility. Quite simply it allows you to
give cells a more meaningful name than the ordi- 9

nary cell references. Important: References to cells with names

are automatically absolute. In other words, you do

In principle all cells in a spreadsheet can be called
P P P not have to pres64 when you use names.

something other than their cell references. The cell
containing the exchange ra&2, would be easier

to refer to if it was name@urrency like this: Other advantages using

names
=B7*Currency

As well as making formulas easier to read, there are

other clear advantages in naming cells.
Two cells cannot have the same name, and hames

cannot contain spaces. If you want to name a cell i
for example ‘Danish VAT, it could be done Entering formula
without the space (DanishVAT) or with an Move down the spreadsheet by presstage-

underscore in stead of the space (Danish_VAT). Down (PgDn) a couple of times. The cell
containing the exchange rate is no longer visible.

1. SelectC2, and click on the cell reference in the
name box over columA. The reference will 1. In acell selected at random, typ@urrency
automatically be selected. This means that you  and pres&nter. Excel shows the value Q2 —
can overwrite the original reference with a new  you did not need to remember which cell
name. contained the Exchange rate!

2. Press th®own arrow and type

. =250*Currency. Pres€nter. Easy and

v efficient.

Jumping to named cells
The exchange rate for SEK has changed to 0.92:

2. TypeCurrency, followed byEnter. You can
now refer to the cell simply by writing Eur-
rency .

1. Click the small arrow in the right side of the
name box:
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B9 J% You should select one cell, it does not matter which
* one.

[Currency

2. All the names in this workbook are listed here. 1. We will now apply the names we have created.
In this case it is onlgZurrency. Click on the Choosensert|Name|Apply.

name and the cell is selected. A fast and flexible ) .
‘g0 to’ function. All the names in the workbook will be shown here.

3. Type the new rate iB.92and pres&nter. The {\Qake sure all three names are selected (click on
entire spreadsheet is updated. em).

It is not a good idea to give all cells in a spread- € If you have selected more than one cell when
sheet names; but as you can see&egltells should you choosénsert/Name/Apply the cell references

be named. will only be changed in the selected cells. But if
The cell containing the sales tax rate should also bou have only selected one cell, Excel will change
named. the formulas in every cell in the spreadsheet.

1. SelecD2 and click the name box. Apply Names 2]

2. TypeSalesTaxand presg&nter. e B

3. Change the formula D3 to =B3*SalesTax = i_—————— ' Cancel

and pres&nter.
4. Copy the formula to cell34:D17.

Options >>

Version97: Column and row headings you want to
use throughout the spreadsheet can be defined as ¥ lonore Relative/Absoluts

Labels. Once defined they will automatically be ¥ Use Row and Column Names

applied as you type formula referring to these cells.

Label areas are defined in ttms‘ert|Name|Labels 1. Right click the two check boxdgnore Rela-
command. Search for help on ‘Labels and names in ;. o/Absolute andUse Row and Column

formulas’ for more information. Namesto read what they mean.

) 2. Click onOK or pres€nter to accept the set-
Names in the ‘Household tings.

budget’ 3. Select different cells in rows 10 and 11 to check
the formulasC10, for example:

In the household budget there are three cells which
should be named. Open or move to the budget and =Heating® Apartment_share
selectC36, Apartment share. -

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

1. TypeSharein the name box and preSster. sumption will be higher than expected. By using
2. SelecC37,typeHeating in the name box and the name box, jump up to theating cell and
pressEnter. change the number 11250
3. SelecC38, typeElectricity in the name box 5. Check that the formulas for calculating the
and presg&nter. monthly heating bill in row 10 changes to

1,350.00 kr. Us€trl+Z to check the changes.

All cells referring to these three key figures should 6. Save the folder using the same na@tel{S).
be changed so that they refer to names. Instead of

changing each formula and then copying them, we
will get the program to do the hard work for us:
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Printing
Maybe you have already printed the Household 1. Click theSetup...button, then the

budget a couple of times. There are however, many Header/Footertab.

ways to customise a printout when large models 2. Click the little arrow to the right of tHeooter:
should be printed out over several pages. field.

Margins Excel is incredibly user friendly almost always —

1. With any cell in our household budget BP. put not here. The options shown on this roll down
selected, click on therint Preview list are often totally useless!
button. Create your own footer instead:

2. When the changes were made in print setup last
time (page 37), the spreadsheet was printed on1. Click the arrow again to close the roll down list,

one page in landscape format. and click on theCustom Footer... button
3. Click on theMargins button. All margins can instead.
be changed by dragging them. 2. TheFooter dialog box is divided into three

sections. You can insert text on either the left,
middle or right third of the footer area.

T Column border (width)y—T In the middle is a code which inserts the text
‘Page’ followed by the page number.

Header margin

+

Sheet topmargin Center Section:
= Left margin FPage &[FPage] I

January

Income Text Code
Salary after tax - husband 9,585.00 kr |
Salary after tax - wife 10,250.00 kr

Total income 19,835.00 kr |

There are other codes available, for ex-g
4. Drag the left margin as far to the left as pos- ample the standard header code that

sible. The mouse pointer will stop automatically  inserts the name of the spreadsheet:

at the point where text falls out of the print area

defined by your specific printer. Certer Section Bight S
5. Drag the right margin as far to the right as &[Tab]

L 3

possible.
6. Pull the spreadsheet’s top margin a little closer .|

to the header margin.

7. Try dragging some of the column borders (you
cannot adjust the column widths automatically The codes are commands to the printer All
on thePrint Preview screen). printer codes begin with ‘&’ while the actual

command is within square brackets.

As we specified that the spreadsheet must be prin-3  cJick theRight Sectionfield and click

ted out on one page, its size will be adjusted each  ihe Date button. This code inserts the

time you drag a margin. current date every time you print the spread-
sheet.

Headers and footers 4. Drag the mouse over the cati®ate] to A

We will adjust the text shown at the top and bot- select it and click on théont button. —

tom, the header and footer: 5. Choose a font size of 8 points and clik or

pressEnter to close thd-ont dialog box.
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6. Click OK or pressEnter to accept the footer 8. In theRight sectionfield we want the name of
and return to th€age Setupdialog box. The the file in stead of the date. Select the date code
date and page number is shown in the lower and delete it.
part of the dialog box: 9. Press th&ile namebutton. This code n_gj

ensures that we can always see the nal
-] of the file.
The footer example area 10. The file name should be printed in a very small
Page | oait 2187 point size. Use the same method as 7 above.

Look at the picture on the bottom of the page.
11.ClickOK to close thd-ooter dialog box and

) OK again to close thBage Setupialog box.
The little yellow help label do not appear when you  vqu should now review the page layout on the

point to the buttons in thieage Setupdialog box. Print Preview screen.

Instead you can get help by clicking them with the

right mouse button. You can insert other codes, for example the date, in

The footer still needs some changes: the Custom Header...dialog box if you want.

1. Click on theCustom Footer...button. Scaling the printout

2. In the middle section you can see how text andlt is not always possible to read the printout of a
codes can be combined without putting the textlarge spreadsheet when it has been compressed to
in quotes. just one page. Let us return to normal size:

3. Click after the cod&[Page] and type aspace 1 Remaining ifPrint Preview click theSetup...

4. Typeof, type another space and click th( button and th@agetab.
Total Pagesbutton. 2. Specify that the printout should be adjusted to
Page &[Page] of &Pages] 100% in theAdjust to field (click on the

Adjust to: field and type 100 and preBster
5. Click theLeft Sectionfield and type your ini- or use the small arrows).
tials, followed by a space. 3. Presgnter and look at the bottom of the screen

6. Click theTime button. to see how many pages the printout will be.

7. Select the text and the code, and click

theFont button. This code ensures that we can Manual page breaks .
always read which is the most recent printout. When a spreadsheet takes up more than one page it
The font size should be 6 points. You cannot IS often necessary to decide where the pages should

choose a size of less than 8 points, but click in Pegin and end:

the Sizefield, delete the 8 and typkinstead. 1. While you are in th@rint Preview screen,
Pres<Enter to confirm your choices and close pressPageDown (PgDn) andPageUp (PgUp)
the dialog box. to leaf among the different pages.

Footer HER

Toformat text: select the text, then choose the font button.
Tainser a page number, date. time, filename, ortab name: position the inserion point
inthe editbox, then choose the appropriate buttan. Cancel

oK

Al 8|la] =|e| 8o

Center Section: Eight Section:
Fage &Pags] of &[Pages) EIFile

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

Repeating headings

Earlier you tried to freeze panes so you could

always see the text in the first column and row
while you moved through the spreadsheet. Be

2. We want to start a new page after the first half aware that the Freeze Pane function only works on

year. Presg&sc, or click theClosebutton to
return to the working screen. Notice that this
now contains both a vertical and horizontal
dotted line. This shows you where the new
pages begin.

3. Click in the cell to the right of and below the
position of the new page break (hmm...difficult
to explain — but easier to see on screen). We
want the new page to begin between June and
July. Select33 and choosénsert|Page break.

Vertical and horizontal dotted lines indicate page

breaks. The spreadsheet is now divided into four

pages. Check that the page breaks work properly:

1. ChooseéPrint preview and check the pages one
by one, usindPageDown andPageUp.
Are the page breaks where they should be?

2. Click theSetup...button and th&heettab. In
thePage orderfield at the bottom you can

the screen and not on printouts.
The first two columns and two rows should be re-

peated on every page of the printout.

This is how you do it:

1. Choosdile|Page Setup and theSheettab. The
dialog box is the same as that you saWwrimt
Preview, Setup...but now you should choose
the fields in thePrint titles area (these fields
cannot be chosen froRrint Preview).

2. TheRows to Repeat at Togdield is not
relevant here as the printout is wide and not
high. Click in theColumns to Repeat at Left
field — move the dialog box if necessary so you
can see column& andB on the working
screen. Remember that you move the dialog box
by dragging it by the title bar:

Drag the mouse over columfAisandB, so both

choose which order the pages should be printed.” columns are selected. It should look like this:

3. Pres£sc twice to return to the working screen.

You can insert as many page breaks as you want,
all you need do to insert either a horizontal or a
vertical page break is select a column or row and
then choosénsert|Page break.

Removing page breaks

Manual page breaks can be removed by placing the

Print Titles

Biows to Fepeat at Top: ‘
Caolumns to Repeat at Left: ‘$A;$El|

4. Click thePrint Preview button on the right side
of the dialog box and look at the pages. The text
next to every category will be included on pages
one and three of the four pages printout.

cursor on the right or under the page break which is

to be removed.

cell in columnl, for exampld35 (but notl33).
The mouse pointer is now touching the vertical
page break.

2. Choose thé&nsert menu. The command is how
calledRemove page break. Choose it.

3. The horizontal page break over r8@is still
there. Now select any cell in ro38 and choose
Insert|Remove page break.

If you want to remove both page breaks at once,

select the cell at the intersection of the horizontal

and vertical page breakis8).

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

Version 97: A small button at the right side g ;
1. Try removing one of the page breaks. Select arOf the Print area field and titles gives you

more room to select areas on the spreadsheet (the
size of the dialog box has been reduced). When you
have chosen an area, click again on the little sym-
bol on the reduced dialog box.

9 The headindgdousehold Budget 199Ras
been cut right in the middle of the sentence. Itis
often best to left justify headings when the printout
runs over several pages. See page three of the
printout:
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¥ ' ¥ If you want to specify an area as a fixed print area,
you do not have to select it and cho8stection
every time. It can be done as follows:
Family budget 1° 1. Select the are&1:031 and choose€ile|Print
area|Set print area. Press an arrow key to can-
Income ; ; ; ;
Salary atertax - hussand | 9.585.00 kr cel the selection and click @Tlnt Preview. _
Salary after tax - wife 10,250.00 kr 2. No matter what you select in the future, this
Total income 19,835.00 kr area will always be printed when you click the

Print button.

Excel has done precisely what you asked it to do! i )
3. PresEsc to closePrint Preview.

You asked for colum@sandB to be repeated on

all pages of the printout, and as the heading is h h fth dsheet i b
longer than the two columns, the text has been cut/VN€n another area of the spreadsheet is to be

printed, it is done quite simply, as follows:
Unfortunately the total apartment block charges 1. Select a smaller area, liR&:E6, presCtrl+P
have also been printed on page two, and the text on and choos&election. Press thérint Preview

page four. This should be corrected. button. The print area previously specified is
now ignored.

Print area 2. PresEsc to closePrint Prewew and press any
arrow key to cancel the selection.
You can limit the area to be printed. The idea with 3. Without selecting anything else, pressRhniat

‘key’ cells, like our total apartment block charges, Preview button. The previously defined print
is that it should be easy to change the spreadsheet area will now be active again.
by changing figures in a single cell, making it 4. Presgsc to closePrint preview.

quick and easy to do a ‘what if’ analyses. They do
not necessarily have to be printed together with thEPrinting areas (name)

spreadsheet. When you define print titles and print areas, they

are automatically named.
1. Select the aredl:031.

2. Pres<trl+P or chooseFile|Print. The Print e
. . . 013 -
dialog box is displayed.
3. Choose R glhaée_ _
Selectionfrom . ectricity
Heatin

the Print what " "Selected Sheet(s)
area: " Ertire Workbook Print_Titles

4. Click thePrint Preview button at the bottom of Named areas are used by Excel as a major part of
the dialog box — the printout is now only two the management of more advanced functions.
pages. If you learn to use names from the very start, many

routines will be much easier to manage in the

The choice is only valid as long as the area is future. When you need to print different areas it is

selected. Next time you print a spreadsheet withouebviously best to name each area.

selecting anything, the entire sheet will be shown select areas you often print, click in the name box

as the print area. and type a suitable name (for example, area

A1:E31 could be name#irst_Quarter — note the

underscore as you cannot have spaces in a name).

When you want to print this area, choosing its

name in the name box will select it. Then press

Ctrl+P and choos&election

Or even better, you can add a button to the toolbar
to define a print area as we will try next.

Fixed print area

Version 5: The following does not apply to version
5. See instead what is written in tBastomise
toolbar section on page 47

Get going with Excel - 15-06-98 - 22:15



47
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Toolbars

Nearly all commands can be placed on a toolbar asiow we need a button to help us define printout
a button. There are a number of predefined toolbarareas. This is how to do it:
available.

Toolbars:

¥ Standard
W Formatting

™ Query and Pivat
™ Chart
|7
I— Tiphhizard
™ Farms
||

™ Stop Recording
I “isual Basic
I Auditing

1. ChooseV/iew|Toolbars. You can see in the

Noloho|E] x4 |mlelns]

5

1.

dialog box that there are two toolbars visible,
Standard andFormatting.

Choose th®rawing toolbar and clickOK, to
return to the working screen.

TheDrawing toolbar appears as a floating tool-
bar and can be dragged to wherever you want
(just drag the title bar). You can also place it at
the bottom of the screen or together with the
other toolbars. In these positions their title bars
are hidden. To drag them somewhere else on
the screen, take hold of the toolbar in an area
between two buttons and drag:

3.
A toolbar is closed by clicking on the little cross
on its title bar. Close therawing toolbar now.

Right click anywhere on the toolbar and choose
Customiseon the object menu.

Version 97: Théloolbars andCustomiseop-
tions are merged and contain a dialog box with
three tabs. Choose tB®mmandstab, then
follow the instructions below.

The buttons in th€ustomisedialog box are di-
vided into categories. These correspond to Ex-
cel's menus. Click the different categories and
buttons to read their description at the bottom of
the dialog box:

TOO D,

Categunes

Formula
Formatting
Text Formatting
Drawing

hacra

Charting

Utility

Data
Tipsizard

Description:
Sets selected cells as area to print

Go back to th€&ile category and find the button
described as: ‘Sets selected cells as area to
print’.

4. We want to make space

Another, and faster, way to open a toolbar is to
right click any toolbar button on the screen. You

can then select the toolbar you want on the object
menu.

The object menu also gives you the option of
customising the toolbars.

Customising toolbars
To be really effective the buttons on each toolbar
should reflect your method of working.

When you have worked a while with the program,
you will notice that you have not used some of the

buttons on the toolbars. When this is the case,

for this button on the @] o|=| =[x

Standard toolbar. Thisis 7 ¥ Eta”danf_d Ez
done by dragging one or = U F
more unneeded buttons — I
from it. You can always Forms
find a button again under I‘j:i:'nsas‘c
the category it belongs to WorkGroup
in theCustomisedialog -

oolbars...
box. | suggest that you Customize..

remove theSpelling

button. Drag it anywhere off the toolbar and
release the mouse. (Note that this caly be
done with theCustom dialog box open!).

5. Grab the new button using the mouse and drag

replace them with more relevant buttons. Right

Get going with Excel -

it to the position you want it on the toolbar. This
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button will be used when printing, so why not
position it betweetPrint andPrint Preview:

- geeits description. Drag the buttoriM
toolbar.

Buttons
<al al[a)

| (Bl cnl =l

1

The other buttons on the toolbar move and the
program makes space for the new button when

you release the mouse button. Change the
individual position of the buttons by dragging
them around.

Click onClose,or pres€nter to close theCus-
tom dialog box.

The new button should be tested:

1. Select an are&1:E6, for instance, and click
the new buttonSet Print Area. Click onPrint
Preview — Viola...the area is ready for printing!

2. Repeat with other areas and printout the dif-
ferent areas. Easy and elegant.

Charts

‘A picture says more than a thousand words.” A
wise and well known phrase, highly relevant when
numbers are to be displayed and analysed.

It is very difficult to understand things clearly from
the spreadsheet data alone, especially in large
models.

The amount of data in our household budget is
comparatively large, so before we use it, it would
be a good idea to ‘play’ a little with charts for a
smaller model.

1. Close Household Budget and cho¥sswhen
asked if you want to save changes.

Type the following small model in a new, blank
workbook. It shows a family’s pension plan:

2.

A | B | C |
1 Budgetted Actual
2 |Capital pension 275,000 kr 295,000 kr
3 |State pension 156,000 kv 168,500 kr
4 |Company pension | 185,000 kr 186,250 kr
5
6 |lalt: 616,000 kr 649,750 kr

It is important to decide what the chart should

in two columns, side by side, making them easy to
compare.

At the same time, | will create the chart as a sepa-
rate spreadsheet within the workbook.

In version 97 there is only one route you can follow
— theChartWizard . You can still read through the
section below and follow on your own screen. The
screen shots are not identical, but the Wizard is
very easy to understand.

A chart on a new page

First, the data to be displayed should be selected.
Do not include thdotal (B6 andCb6) cells, as
these columns would be enormous.

We want to see thdetailsin the spreadsheet.

1. Select a cell at random within the afelaC4
and pres<£trl+*. The text is also to be included
in the chart, and should therefore be included in
the selection.

0 Quick selection of consecutive cells is best

show before the it is created. It is possible to distortichieved by usingtr/+* Use the asterisk on the

reality when numbers are presented graphically.

numeric keyboard for selecting cells (to use the

The family wants to see the relationship between asterisk beside the Enter key, the Shift key must be
the budgeted and actual amounts. The chart shouldlepressed as well).
be created to show for example the capital pension
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The chart is built up as follows: each other (you can see the total pension and
also see how large a share of the total, each
1. Choosénsert|Chart|As New Sheet. pension type is). Format number five shows the
same, but as a percentage. We accept format
Version 97: The fourth step of the wizard lets number six.

JEU Enoese wheth_e r_to MEE e el & & N€V\/ersion 97: The Wizard offers you more choices
sheet or on the existing sheet.

than those named above. Try clicking on each of
TheChartWizard will now try and help you to the tabs in step three. Your choice is shown

make the right choices. Note that a new tab hasinstantly in a small chart example on the right side
already appeared, call&hartl. of the Wizard. | can recommend that you look at
theData table tab and th&/iew data tablefield.

43
W] 4| » [ W[\ Chart1} Sheett / 7. Click theNext button to go to step four of the
Ready Wizard.

8. In step four you will be presented with a small
The Wizard's first step asks you to confirm the ~ model of the finished chart. This is set up to
area you have selected. You can select a new show you the finished result. At the same time
area while the dialog box is open. Move the you can change several options.
wizard if it gets in the way of your selection. The data is arranged in columns. ChoBsevs

instead, and note how the data changes place so

Version 97: The first step lets you choose chart  the budget amounts are now arranged in one
type. You choose the data area in Step 2. series, and the actual amounts in another. That
is not what we want, so click again columns.

Click theNext button to go to step 2 of the 9. Take note of the fields:

Wizard. To undo a choice, drop back a step by
choosingBack. If you happen to pregnter in-
stead of thé\ext button, the chart will be cre-
ated Enter selects thé&inish button). If this
should happen, then just start again from
Sheetland create a new chart.

UseFirst 1 EI: Colurmn(s)

for Categany (%) Axis Labels.

The Wizard suggests a column chart as this is UseFirst [1 3 Rowgs)
the most frequently used chart. forLegend Text.
Click theNext button to go to step three of the
Wizard: They show that the first row and first column
; should be taken as text, which is correct.
ChantWizard - Step 3 of 5 [ 7] x] )
T e S 10. Click theNext button to go to the last step of
1 2 3 4 5 the Wizard. It is necessary to have a legend to
F'D D_!ﬂ FJ]T. HEE be able to understand what the chart shows.
Type1996in theChart title field and wait a
.o ? ’ L few seconds. The screen blinks and shows
E }':L:ru J:DLEDJ M m where the title will be inserted on the chart. You
: do not need to type anything in tAgis titles
Cancel | _ <Bock [ Now» ]| gnien | fields, but you can try if you want.
11.The chart is now finished, so cho®&$eish or
The Wizard suggests format number six with presstnter.

gridlines to help read the size of the columns.
Format number three shows the three pensions
with the budgeted and actual amounts on top of
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Excel displays the chart in its standard format. We Adjusting the format in a chart
will change the colours in a moment, but let us first

see if there is a relationship between the data on
Sheetland the columns oGhartl.

Updating a chart

The smallest column Budgetedfor theState
pensionwhere the scale on the Y-axis stops at

Every part of a chart can be changed. No matter
where you click in the chart area, an element will

be selected. Small black *handles’ show the
selected area. When you position the mouse pointer
on one of these it changes to a double arrow which
allow you to change the size of the object.

To change a format, double click the object you

300,000 kr. Let us change this number to see if thyant to change.

chart is automatically updated.

1. Click theSheetltab. Change the value B8 to
365,000 kr.
2. Click again orChartl and see what has hap-

pened to the height of the column. Also notice

that the scale on the Y-axis now goes up to
400,000 kr.

3. Return tcSheetland change the paymentBi3
back to 156,000 kr. and then click Ghart1.

Scale

1. Double click on one of the blue columns
(budgeted).

2. TheFormat data seriesdialog box opens.
Choose another colour in tiieea field. You
can also add a pattern to the column.

3. ChooséK (Enter) and format the other col-
umns to suit yourself.

Chart area

ae— 'Handle'

200, 000 e

250,000 kr 4

Grid lines

Data series
1

Colour key

200,000 kr -

Y-axis =——»

150,000 kr &

100,000 kr 4

20,000 br 4

Okr &
Capital pension

State pension

|

o (B Budgeted
T |m Aol

Company pension

T
T— Catagory column labels (X-axis) J
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9 Warning: If you double click too
slowly on a column, the program thinks
that you only want to select the one col-
umn. When you then choose a different
colour, only this column will change
colour — very confusing (undo it
immediately).

epension

9 The appearance of every element in the
chart can be changed by a double click, or be

moved by dragging using the mouse. Grab hold of
one of the black ‘handles’ (rectangles) to change

the size of an object

Chart types
Have you noticed th€hart toolbar?

It appears automatically when you -] &

select a chart. Y =

=&

1. Click theChart type button and Il %
choose the three dimensional col- |2t |3
umn chart. All your formatting will | @ =
be saved. 2 |

2. Try moving between the different | @ &

options. Our model is best suited to
column, line and area charts.

3. When you finish experimenting, return to the
three dimensional column chart.

3-D perspective

The columns look like skyscrapers seen from a
helicopter. Maybe we want to fly around the sky-
scrapers and see them from another angle:

1. Click on one of the vertical axis. There should
be a small black square at the top and bottom of

the axis.
2. Click on one of the black squares. Now there

should be black squares at the top and bottom of

every axis.
3. When the mouse is over any of the black

squares it will turn into a small, thin cross. Drag

the cross.

Unfortunately | have experienced several &2
times that all my attempts at formatting ha
ended in an unreadable mess. Luckily @ert
toolbar contains a button call®efault chart
which will reset all formatting. One click on this
will removeall your direct formatting.

We have now gone through the majority — and the
most important — principles in formatting charts. In
the following section you will create a couple of
other charts without me detailing each steps.

Save chart

The chart is part of the workbook, and will be
saved together with it.

1. Pres<trl+S and save the workbook using the
namePENSIONSXLS. Let the file remain on
screen.

A chart on this sheet

A chart can be placed directly on the spreadsheet,
which is very sensible when the spreadsheet fills as
little as our pension model.

1. With the cursor in any cell in the ardd:C4,
select all the cells usingtrl+*.

2. Click theChartWizard button. The mouse
pointer changes appearance.

3. Notice the text in the status line. Click or drag a
frame under the area you have used for data, the
chart will be created within this frame. You can
always move and resize it later.

4. When the mouse is released the guide starts.
Follow it step by step to create a column chart.

5. The chart appears in a frame. Drag one of the
black handles to change its size, or in the
middle of the chart to move it around the
spreadsheet.

6. When the chart is selected, the text on the status

line says, you should double click the chart to

change colours etc. Try it now. A hatched frame
shows that you can now edit the chart.

7. When you have made the changes you want,

click on any cell in the spreadsheet to stop edi-

ting. The chart is still selected, so click again on
any cell, and you are back in the spreadsheet.

Notice that theChart toolbar disappeared.

When the chart is selected, the toolbar reap-

pears.

Version 97: A single click on the chart allows you
to edit its elements.

In actual fact the chart is in a frame, on top of the
spreadsheet, and is taken to be an object - a picture.
The arrow keys let you move the cursor under the
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chart’s frame. This also means that you can place
the chart over some of the spreadsheet’s data. 0 Try double clicking on the pie chart to edit
it. Click once on it - now all three layers are

Version 97: Notice the guide lets you choose whicselected. Click again, try the smallest bit, and now

sheet in the workbook should contain the chart. ~ Only itis selected. Drag the piece away from the
center of the circle (it is called ‘exploding’ the

chart).
Selecting data )

You will now create a pie chart of the data in col- P
umnC, but want to use the text from colurn Prmtmg charts
You cannot be sure that the two charts can be
1. Select cell®1:A4. You would usually lose this Printed on the same page before Excel has created
selection as soon as you click in another cell. Téhe printout:
avoid this, proceed as follows:

2. Hold theCtrl key down while using the mouse 1. Click thePrint Preview button. Check the

to select cell€1:C4. number of pages at the bottom of the screen. If
the printout takes up more than one page you
| B | c | will need to go back to the working screen and
Budgetted make the chart frames smaller or move it.

Capital pension 275,000 kr TN g 2
State pension 156,000 kr [ERLGEE G
pension [EESRUIRGE 186,250 kr

. The gridlines are useful on the working screen,
but are distracting (to say the least) on a
printout. Click theSetup... button and the
Sheettab and deselect printing gridlines.

DN (BN (=

| alt: 616,000 kr | 649,750 kr

You can print a chart separately. In this example

O s very important that the area selected in W& Will use the pie chart:

columnA is the same size as that selected in

columnC. In principle you will not be using1 for 1. Double click the chart in the working screen.
anything in the chart, but if you do not select this 2. Choosérint Preview. Excel has even decided
cell, the program will not understand how text and  that a landscape format suits the chart best.

data belong together. Flexible and smart!
3. Click on theClosebutton to return to the
Now we are ready to create the chart: spreadsheet.
4. Close theENSIONSXLS workbook and choose
1. Click theChartWizard and create a frame for Yeswhen prompted to save changes.
the chart under the column chart.
2. In step two of the Wizard, choos8B-pie Household Budget
chart and click oiNext. | would very much like to see both the husband’s
3. Accept chart number seven on step three and and wife’s income shown graphically. The only
click on Next. problem | can see is thRbw 3 should not be a

all cells have been correctly understoBd.has dividually (holding dowrCtrl as we select), but let
become the chart’s heading. We do not need US try to treat it as one area and see how the Wizard

any further headings, so you can just click on treat the data:

Finish.
5. Adjust the size of the chart’s frame so it 1. Select the ared@2:N5 and choosénsert|Chart]|
matches the size of the column chart. As New Sheet.

2. Follow the Wizard to step four, then stop there
for a moment.
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A B | B | D |

Family budget 1997

January

Febuary

Use First (2 EI: Fuows)

The program has, cleverly, realised that the first
two rows and the first two columns are text!

far Categany (<) Axis Labels.

Use First |2 EI: Column(s)

far Legend Text.

Expenditure

House
Mortgage
Heating
Electricity

Now create a chart which companestal income
andTotal expenditure like this

1. SelectA2:N2, holdCtrl now and continue

selectingA6:N6 andA30:N30.

2. Create a column chart on a new sheet and notice

that this time one row and two columns are
correctly understood to be text.

9 Remember that each selection must have the
same size...!

Delete a chart on a speadsheet by selecting it and

Finish the Wizard and notice that the Y-axis starts pressingelete.
at 9,200 kr.

Working with worksheet tabs

Naming tabs
We now have three sheets with different data. They the sheet will be placed when you release the
should have more meaningful names:

1.

spreadsheet. A small triangle indicates where

mouse.

2. Drag the sheet all the way to the left and release

Double click the tab callegheetl

Rename Sheet

Mame

49
AR IiE= —

Ready

It.

Drag to new position

— Household Budget 1997
Sur

Cancel

|Famity budget 1997

Deleting a sheet

We have several unnecessary sheets in the work-
book.

1. Select the unused sheets as follows: Click on

The textSheetlis automatically selected. Press
F1 (Help) to read which characters you can use.
PressEsc, typeHousehold Budget 199and
pressEnter.

Double click orChartl and type: 2

Salary-column. PresEnter.

Double click orChart2 and type: 3.

Results-column Pres$nter.

Sheet2and holdCtrl down while you continue
clicking onSheet3andSheet4(if you have

more empty sheets, select these in the same
way).

Right click on one of the selected tabs to open
the object menu. Choogkelete

A dialog box warns you that the deletion will be
permanent. Click o®K (Enter) to accept.

Version 97: When you double click on a sheet tab Chart sheets are deleted in the same way
you can write the name directly on the tab.

The order of the sheets should be changed. You
will want to work with the budget often, so that

Inserting a sheet

should be placed first.

1.

As noted earlier, a workbook can contain up to 255
spreadsheets.

1. Right click on a tab and chodsesert on the

Grab hold of thélousehold Budget 1997ab
and drag it to the left. A small picture of a page
by the cursor shows you that you hold a

object menu. Th&eneraltab in thelnsert
dialog box lets you choose between inserting a
spreadsheet, a chart and other more advanced
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objects. TheSpreadsheet solutionsab lets you

create models based on built in templates. You
can experiment with these later if you want to —

personally I am not especially enthusiastic about

them (I am a bit of an old fashioned type; |
know how things | have created myself work,
or, to put it another way; if mistakes are going

to be made, | am quite capable of making them

myself...).
Choosespreadsheebn theGeneraltab and

pressEnter. The spreadsheet will be inserted to

the left of the sheet you right clicked.

Drag the new sheet to the right until it is the last

in the workbook.

Copying sheets

If a sheet should be used in another workbook, or if )
5. Choosdmove to end)in theBefore sheet

you need to create a nearly identical sheet in the
same workbook, you can copy it to a new position.

1.

Open the®ECORATING- SWEDISHXLS file. The
spreadsheet is to be copiedHOUSEHOLD
BUDGET.

Right click the spreadsheet tab and choose
Move or Copy... on the object menu.

4.

Move Selected Sheets
ToBook
WMS ﬂ Cancel
Before Sheet:

Househald Budget 1997 2|

Salary - colurmns
Result- columns
{mowve to end)

. Specify that the sheet should be copied to

HOUSEHOLDBUDGET.XLS in the dialog box.
Check theCreate a copyfield (by clicking on
it).

field.

6. ClickOK, and the screen will shift to

Household Budget

7. The sheet will be calleBheet2(2)because

there already is Sheet2in the workbook.
Double click the tab and change the name to
Decorating.

Go back to theECORATING— SWEDISHXLS by
clicking on thewindow menu, followed the
file's name.

CloSEDECORATING— SWEDISHXLS.
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When Microsoft originally developed Excel, itis ~ SUM formula in columrO. Format the column as
unlikely that anyone expected that spreadsheets columnO (best done by selectir@2:031,

would be used for as many tasks as they are todayclicking on theFormat painter and dragging over
That Microsoft wants the program to be used in ascellsP2:P31). You may want to create a printer
many ways as possible is evident from the many area covering just these cells (see page 46).
functions it contains.

A function is a built in formula, built up in a very  Other functions

specific way: As there is a big difference between what argu-
ments different functions need, Microsoft has
=Function name(arguments) chosen to build in a guide to help you create func-

tions, called thé&-unctionWizard.

You have seen examples of a function, namely the

function for adding cells together: =SUM(cells).  Calculating loans

All functions begin by giving the operation the _

program should carry out, while the cells which ~ We are going to create a model to calculate the
should be operated on are given in brackets (the agxact repayment on the bank loan in the Household

guments). Budget:
These arguments can be an area, single cells or ]
even another function. 1. Double click thésheetltab, typeBank loan

and pres&nter.

For example, the function =SUM(C3;D5,C8) add 2. Type the following model in the spreadsheet:

the three given cells. A semicolon separates the
arguments and is called a ‘List separator’ (this is

defined in Windows Control Panel/Regional A | B |
settings). 1 |Bank loan

2

3 |[Total loan 91,250.00 kr
Average . 4 |Interest T7.75%
For example the function: § |Paymerts 48

6

=AVERAGE(B3;C48;SUM(F4:G12)) 7 |Repayment amountl _l

calculates the average of the numbe83nC48
and the sum of the aré&@:G12. Pay special
attention to how the included function SUM is
‘complete’ — it has its own arguments within
brackets.

In B4, two decimals are chosen using the
crease decimabutton.

3. InB7,the formula for calculating the monthly
repayments should be typed in. We do not know
exactly which arguments the formula ﬂ

Alittl . uses, so click thBunction guide button
ittle exercise: (Shift+|:3).

Type a formula to calculate the average income ang A functions are listed by category. The most
expenditure in our Household BudgetRatype used functions are in thdost recently used
the heading\verage, and the formula if4 (type category. But let us see how many functions are
it directly in the formula line): actually available in total. Click th&ll category
and scroll through the list in tHanction
=AVERAGE(C4:N4) nameslist. They are listed alphabetically.
5. Now click theFinancial category and scroll
Copy the formula so that every item in the budget down the list in thé-unction namesfield until
has an average calculated for it. Notice that the you find the functioPMT. Click on it:
function is identical, except for its name, with the
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Function Categony:

Most Recently Used
Al

Financial

Date & Time

Math & Trig
Statistical

Lookup & Reference
Database

Text

Logical

| ation

PMT (rate:nper:pv:fv:type)
RE i ent far an annuity.

Help | Cancel ‘

6. The text in the grey area is supposed to be a
help! Maybe bankers could understand it, but it
was nonsense to me at the beginning! It was
only when | realised that a loan paid back with
equal periodic payments is called an annuity
that | knew this was the correct function. The
first payment is nearly all interest, and very
little instalment, and the last payment is nearly
all instalment and very little interest — but the
total monthly payment is the same.

Click theNext button. Now we are ready to
type the necessary data. Only the fields with
bold type text need to be filled in. TRateis

the interest rate on the loawper is the total
number of payments to make, while is the
amount in total you have borrowed:

7.274.06 kr
Ly

alue: the total amount that & series of future payments is warth now.

rate E‘EH

nperﬂ‘BS
pvﬂ‘EB
|

vpe A

J Cancel |

d - Step 2 of 2

Walue: -

dic payment for an annuity.

0.0775

48

91250

| FEinish |

< Back |

The interest rate isnnual The number of pay-
ments is givemmonthly As it stands we have
told the program that we will pay 8.5% interest
every monttior 48 months — this is a very ex-
pensive loan!

Change th&atefield to a monthly interest rate:
B4/12(click in the field afteB4 and typg12).
The result in th¥/alue field should now be mi-
nus 2,216.99. Pre§snish (Enter).

Version 97: Thd-unctionWizard looks a little
different, but works in the same way. You can
choose a different function on the left side of the
formula line, and minimise the dialog box when
cells are to be selected.

B7 ﬂ | =PMT{B4/12,B5,83)

A | B |

1 |Bank loan

2

3 |Total loan 91, 290.00 lkr

4 |Interest 7.75%

5 |Fayments 43

6

7 |Repayment amount I- 2;216.99 kr _|

Note that the cells are formatted with the currency
format automatically (it is a financial function we
have used). In the picture above | have formatted
B3 with a currency format myself.

0 If you use a function regularly you will
remember what arguments it uses. When this is the
case you can just write the formula directly in the
formula line — the Wizard is only for use when you
need instruction building the function.

Why are the payments negative?

Some people will say that it is always negative
when you owe money; but that is not the reason.
The function tells you that money is ‘flowing
away’ from you — when the loan is positive, the
payments will always be negative.

As shown in the picture above, you should poinBut payments should be shown as positive numbers

to the cells containing the relevant information,
and not write the values in the fields. But there
is something wrong here! Théalue field in the
top right corner shows the result of the
calculation, but the figure is far too high.

— we know that we have to pay. WHT selected,
click again on thé-unctionWizard (Shift+F3).

Get going with Excel - 15-06-98 - 22:15



57 Functions

rate #|[B4/12 l

nper #||B5
pv |-BS)
v 2]

type ||

Naming cells in functions.

The formula is not very easy to read. It would be
easier if the cells we used had more descriptive
names. The text in colunfis good. We can try
and use it to name the ceB8:B5:

1. Select both the text and the cells which should

1. Type a minus in front of the cell reference in
nv, and check that the result in talue cell is
now positive.

2. Pres€nter.

3. Type9 as the interest rate B¥ (when the cell
is formatted to a percentage it is enough just to
type a number — the cell already includes the %

sign).

Version5: You have to type the % sign or type 0.09
yourself. When a cell is formatted to percentage, it

(for example type in 0.15 for 15%).

Continue testing the formula:

1. Type a new loan amount and number of pay-
ments and check that the payment amount
changes in every case.

2. Go back to the original amount again before
proceeding.

The other two fields in the Wizarty; andtype, are
optional, so we can leave them blank.

The optionfv means ‘future value’. When we leave
this blank it means that the loan is to be paid back
in full in the number of payments we have
specified. If you still owe 10,000 kr after you have
made these payments, then enter 10000 ifvthe
field.

The optiontype decides when in the period the
payment is due, and can contain either 1.

When we leave it blanlOj it means that the
payments are due at the end of the month (normal
banking practice). If you insertlathey are due on
the first of the month.

Press thélelp button in theFunctionWizard dia-
log box for further explanations.

n

automatically multiplies the type number with 100 3.

be namedA3:B5.

Choose thénsert|Name|Create command.
Notice that Excel has understood that the left
column contains names and that these should be
used in the right column. However, the develo-
pers who wrote the captions in tBeeate
namedialog box were not as smart. It reads
Create names in left columrbut that is
incorrect, we willusethe names in the left
column. But the function works correctly, so
pressEnter.

SelecB3 and look at the name box. The cell is
now calledTotal_loan. Check the names B4
andB5 as well.

A | B |
1 |Bank loan
2
3 [Total loan
4
5 [ ]
s . Create Names EHE
8| -
9 i .
10 i eft Calurn Earee]
Bottom Row
" ™ Bight Column
12

. We will now use the names in the formula.

Choosdnsert|Name|Apply. The three relevant
names are already selected, so just fDé6s
(Enter) and check the formula B7:

=PMT{ Interest/12;Payments;-Total_loan)

This makes the formula much easier to understand.
Save the workbooKiirl+S).

Get going with Excel - 15-06-98 - 22:15



Links

58

Links

One of the clever things with a spreadsheet is that 8. Return tdSheet2(Ctrl+PageDown), and look at

you only need to store important numbers or for-

the formula inB1:

mulas in one place. Other spreadsheets which need

a number or formula can get it from there. If the
Total apartment costsin Household Budgethad
been in another spreadsheet, we would have said
that we had created a link to the cells.

The principle is very simple. | suggest that we star
by practising in a new workbook.

1. Open a new blank workbook by clicking M
on theNew workbook button.

InAl typeSaleand inB1 25000

Click onSheet2.You can also press
Ctrl+PageDown to move to the next sheet
(Ctrl+PageUp moves to the previous sheet). In
cell Al typeSale from Sheetland adjust the

width of columnA.

2.

You are now ready to get the number frBheetl

='zale 1997'1B1

tThat is the principle of a link. You can also create

links between separate workbooks, but that needs
more practice (and a great deal of discipline!).

Close the workbook without saving it.

Household Budget

On theHousehold Budget 199%heet, row 28, the
family has budgeted that the bank loan costs them
2,250 kr. per month. However tBank loan
spreadsheet we have worked on, shows that the
monthly payment is 2,249.16 kr. It is also quite
usual for interest rates to change several times a
year, and the family wants row 28 to show the cor-
rect monthly payment every time. We will create a
link:

1. The link is to be created BiL on Sheet2 Start
with the usual equals sign. The cursor is now
anchored to the cell. 1. InHousehold Budget 199%elect cellC28 and
2. Click theSheetltab. The tabs and formula line type=.
show you what is happening: 2. Click theBank loan spreadsheet. Both tabs are
selected.
Al v | x|v|&] =Shest1] 3. Click onB7, the monthly payment.
A B c N D | 4. In a moment the formula is to be copied to all
1 |Sale 250000 / \ the other months. All should referB. Press
g = ¢ \ F4 to make the reference absolute &mder.
1 H—|‘|| ) [\ Shoat (Shests 78 The formula now looks like this:
5 Sall ='Bank loan'|$B$7
Both tabs are white, and the formula is referringS' C‘?F’y the formula to celB28:N28
to Sheet1 At the same time the status line 6. CI|c.k theBank loan spreadsheet and change
shows that the program is pointing. the interest rate to 7,75% and prEsger. The
3. Click onB1 and pres&nter. Excel jumps back neyv mont_hly payments should be 2,216.99 kr.
to Sheet2and the formula is finished. 7. Click again orHousehold Budget 199Aand
Let us check the link: check that row 28 has changed.
4. Go toSheetl(Ctrl+PageUp), and change the
number inB1 to 3000Q 0 On pagel6 we corrected Excel’s permanent
5. Back toSheet2(Ctrl+PageDown) — the number preferences so that a double click on a cell con-
in B1 is updated. The link works. taining a formula selects the cells that are used in
6. Double click the tab foBheet1 the formula. Try it here in our household budget:
7. Rename the sheetSalesand pres&nter, Double click on celC28(return to the previous

selected cell by pressirfp and Enter).
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Sorting & filtering data

| have chosen sorting and filtering to be the last
two subjects dealt with in this booklet. This is just
a short introduction to both subjects. Filtering can
be used for relatively advanced procedures, which
is not illustrated here.

Sorting

Close Household Budget and open the file
DECORATING— SWEDISHXLS. You are going to sort
the list to be in alphabetical order, but the way the
spreadsheet is laid out at present is not suitable.

The function expects there to be only one row of
headings.

First you will have to move thExchangerateand
Sales taxcells further down in the spreadsheet:

1. TypeExchange rate:in A21 andSales tax:in
A22.

Move theC2 to B21 andD2 to B22.

Deleterow 2 (which is now empty).

Row 17is not to be sorted, so that should be on
its own. Insert a nelRow 17. TheTotal

formulas should now be iRow 18

Pwn

A | B | c
| 1 |Material: Net price SEK.:  Net price DKK.:
| 2 |Brush 19.00 16.7
| 3 |Primer 105.00 92.4
| 4 |Paint 148.00 130.2
| 5 |Filler 67.00 58.9
| 6 |Edgefiller 156.25 1375
| 7 |Glass-fibre 187.00 164.5
| 8 |Sandpaper 28.25 248
| 9 |Roller 38.95 342
| 10 |Filling knife 47.50 418
| 11 | Craft knife 27.35 24.0
| 12 | Craft knife blades 10.95 175
| 13 |Small stepladder 208.00 183.0
| 14 |Rubber gloves 1925 169
| 15 |Face mask 19.95 175
| 16 |Wood treatment 12575 1106
17
| 18 | 7oral 21720 1077 74
19|
20
| 21 |Exchange rate: 0.88
2 |Sales tax 25%

The spreadsheet is now ready for sorting. All data
to be sorted is placed together without blank rows
and columns. First, we will sort the materials
alphabetically by name:

1. Select any material namedalumn A.
2. Click theSort ascendingbutton. The
function leaves the first row alone —
smart!

Now sort the materials in descending al il
phabetical order.
Select any price ioolumn E and sort the data

so that the most expensive things are at the top
and the cheapest are at the bottom.

All spreadsheets can be sorted in this way, no mat-
ter what data they contain. All you have to do is
check that the cells are adjoining (next to each
other).

If you want to sort using several conditions, then
use theData|Sort function.

24

3.

4.

Filtering

To search for a particular entry a ‘filter’ is used. As
in sorting, to use this function, the areas must be
adjoining.

Let us try USiNQPECORATING— SWEDISHXLS:

1. Select any cell in the ardd.:E16.

2. ChooséatalFilter,

AutoFilter. The cells in 1 MateriaI;A (‘,J)
the first row are now L2 N
given a drop down list, %gﬁomml |
from where you can |5 | Craft knite

choose the value you | 6 pryrr
want. L |Face mask hdi 8

3. Click the drop down list

attached to celA1 and choos€illing knife .

All the other rows are now hidden and only the row
which fulfills your criteria is shown. Note that the
row numbers are shown in blue, and the little arrow
on the roll down list irAl is also blue. This shows
that the list has been filtered, and in which column

the criteria for the filtering has been defined.
The next exercise is not relevant for version 5.

You are to find the three most expensive materials:

1. First, remove the filtering by choosing the roll
down list in rowAl followed by(All).

2. Click the roll down list irB1 and choosé€Top
10...).
This lets you build your own ‘top ten’ list.
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3. In the dialog box, display theop 3 itemsand
pressEnter:

Top 10 AutoFilter
Shiw
Tor ] (e |

4. Choosé€All) on the roll down list to make all
entries visible.

User defined filters

You want to find all materials costing more than
100 kroner. The problem is solved by creating a
user defined filter:

1. Click the roll down list irE1 and choose
(Custom...).

Custom AutoFilter EHEBE
Shqw Rows Where:
Price:
|> ﬂ ‘1 oo| ﬂ Cancel
* And © Or
| =] | =l
Use 7 to represent any single character
Lse *to represent any series of characters

2. Specify the filter criteria to Harger than (>)
100and pres&nter. Eight entries match the
criteria.

3. Change the criteria to ess than 100Nine
entries match the criteria.

You can set criteria which filters entries after their
names, or other text. For example, you can find all
materials starting with ‘P’.

1. ChooséatalFilter, AutoFilter.
2. Click the roll down list irA1 and select
(Custom...). Specify that the criteria should be

= P* where the asterisk specifies that any and
all characters are allowed after the P:

[ L= =Ryt

Use 740 represent any single character
represent any series of characters

Two entries fulfill the criteria.
3. Remove these criteria again by choogiig) .
Up to now you have only filtered, using a single
field (column). If you want to find the materials
beginning with any letter aftét in the alphabet,
andalsocostmore than 100 kr. This is done by
filtering in both cellAl andE1 as here:

1. Click the roll down list irAl and choose
(Custom...).

2. Type the criterizK* (larger than K) and press
Enter.

3. Click the roll down list ire1 and choose
(Custom...).

4. Type the criteriz100 (larger than 100) and
pressEnter.

4. Create the criteria to display only entries with a Primer, Paint, Small stepladderandWood

sales price obetween 100 and 150 kroner

Show Rows Where:

Frice:

> ~] [oo >,
[« ~] [50 ]

Use 7 to represent any single character

Use *to represent any series of characters

Two entries fulfill the criteria.
5. Remove the AutoFilter by selectibgta|Filter,
AutoFilter. All entries are displayed again.

treatment are the entries which fulfill the criteria.

If the you want to find entries whiakitherbegin
with a capital letter after K in the alphaleetcost
more than 100 kr., you cannot usetoFilter . In

this case you will have to use tAdvanced filter.
However this function is not particularly user
friendly. It is obvious that Microsoft thinks that ad-
vanced database tasks should be carried out in a
database program like Access. Nevertheless you
can go a long way with AutoFilter providing you
are careful how you arrange your data.

If you feel you have the courage to explore Excel's
database facilities, then search Aatvanced
Filter in the help program.
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‘Where do you want to go tomorrow?’

So now we have reached the end of the book...or maybe worked through it a couple of times | am
have well! sure you will see what | mean.

| hope you do not think so. If you are now inspired On the next pages you will find a glossary of the
to investigate Excel further, to play with the most used keyboard shortcuts. | suggest that you
program and let your imagination create new and have the booklet open at these pages while you
exciting spreadsheet models, then | have achievedwork further with this wonderful program.

what | set out to do with this booklet. Have fun ...and remember what a wise man once

It must have been obvious from my comments said:

throughout the booklet that | am fascinated by

Excel. But you have probably found out yourself  ‘Whether you think you can, or whether you think
that it could still be improved in many areas. And you can't, you're probably right!!’

that is what computers are all about...!

Programs can still only carry out the tasks they
have been programmed to do. We people make
demands on the way a program works — and people
make mistakes, which are then reflected in the pro-
gram. The biggest danger with the fantastic devel-
opment which is taking place in the computer in-
dustry is that we users are becoming so fascinated
with the technical side that we completely forget
what we really need, we become ‘hi-tech-freaks’.

It is you, dear reader, who should decide what your
programs should be used for and which way they
should be developed.

Originally computers were difficult to master. Or-
dinary users had to learn a mass of codes and were
forced to think like computers...(!)

Then came the graphical interface and the mouse.
In one stroke, the computer was easier to use. The
mouse was the new wonder tool, and we could all

click and click without thinking about codes.

But it was not long before the worm in the apple
(pun intended) became visible, or rather, felt! The
mouse showed that it could easily give arm
problems, in both the wrist and shoulder.

So where are we now, and how does Excel fit in to
these developments?

| am happy to say that Excel has for the most part
been designed with the user in mind. Windows95,
Word and Excel are excellent examples of how the
user has been able to influence program develop-
ment. If you think | have focused (too) much on
how the keyboard can be used — well, you are right.
Over the last few years | have learnt how to work
fast and effectively without a mouse at the end of
my arm. Once you have digested this booklet, and
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Read this while the cat plays with the mouse

Floiiicnenes Help CTRL+PGUP........... Move to the previous sheet in a
SHIFT+F1....c.o........ Click the subject you want workbook

help with CTRL+DEL.............. Delete the text to the end of the
=5 S Activate the formula line line
S Displays thePaste Name  ENTER .o End an entry

dialog box, if names are ALT+ENTER............ Insert a line shift in a cell

definedin the workbook  pomE ... Move to the first column in a row
SHIFTHES oo Displays the CTRL+SHIFT+$ ......Format in currency format with

FunctionWizard two decimals displayed
CTRLAFS oo, Define Namecommand  cTRL+SHIFT+% ..... Format percentage format with no
CTRL+SHIFT+F3.... Create Namecommand decimals displayed
F4 (on formula line) . Absolute referencesy. CTRL+SHIFT+! ....... Format with two decimals and
= S Repeat last actiorcfrl+Y thousand separators

may also be used) CTRL+S. ..o Savecommand
CTRL+F4................. Close window CTRL+1 ..o, Open theFormat Cells dialog
ALT+F4 oo, Exit Microsoft Excel box
= Go tocommand (th&dit  CTRLF B Bold text on and off

menu) CTRLH e Italic text on and off
CTRL+F5.......c..... Restore window size CTRL+U....ccoeeevenee Underlined text on and off
CTRL+F6................. Next window CTRL+X .eeiiiiiieinne Cuts the selected area
CTRL+SHIFT+F6.... Previous window CTRL+C...cccvverrenene Copies the selected area
R Spell check CTRL+V...cooieieen, Inserts the contents of the
F8iiiieireereen Extend a selection (EXT clipboard

displayed on status line). CTRL+Z................... Undo the last action
FO e Calculates all sheets in all CTRL+D.................. Fill downwards

open workbooks CTRL*R..errvvven, Fill to the right
F10 i Activates the menu line TR +Home ........... Move to cellAl
SHIFT+F10.............. Activates the object menu TR +Arrow key.....Move to the last cell containing
CTRL+F10............... Maximise the window data in the direction of the arrow
5 Creates a standard chart o8 TRL+PLUS............ Open thdnsert dialog box

a new sheet, based on the c1R| +gpace......... Select the column

selected data
SHIFT+ Space......... Select the row

F12 e, The Save acommand
TAB...cooiiiieeee Move to the next field in a
dialog box The shortcuts might be a bit different on your machine
) ) depending on your keyboard and regional settings.
SHIFT+TAB............. Move to the previous field

There are far more shortcut keys than those | have listed

in a dialog box ) .
here. You can find them by searching $bortcut keys

ALTH i Opens a roll down list in Excel’s help program.
ESC .o Cancel a command and

close the dialog box
CTRL+PGDN .......... Move to the next sheet in a

workbook
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Index

Absolute cell references, 23
AutoFilter, 59

Autoformat, 33

AutoSum, 13

Borders, 35

Calculating loans, 55
Calculation order, 5

Cells, definition, 4

Deleting rows, 18
Deleting the contents of a cell,
7
Insert rows, 17
Undo, 8
Excel and Windows95, 28
File location, 17
Fill (series), 20

Changing the contents of a cell, 7 Creating your own lists, 21

Charts, 48
3-D perspective, 51
adjusting appearance, 50
on a new page, 48
on this sheet, 51
Printing, 52
Save, 51
Selecting data, 52
Types, 51
Column width, 8
Columns, definition, 4
Copying
Cells, 11

Copying using the keyboard,

11

Copying using the mouse, 12

Formats, 37
Relative references, 11
Sheets, 54
Create your own number
formats, 39
Creating formulas, 5
Creating formulas
Brackets, 6
Calculation order, 5
Formula bar, 6
Formulae, principles, 7
Operators, 5
Customising Excel
Default File Locations, 17
Options, 16
Data layout, 37
Data types, 5
Decimals, 9
Deleting a sheet, 53
Deleting rows, 18

Deleting the contents of a cell, 7

Editing, 7

Changing the contents of a

cell, 7
Column width, 8
Columns, 18

Fill handle, 12
Filtering, 59
User defined filters, 60
Find, 15
Font, 18
Font size, 18
Format Painter, 37
Formatting, 27
Autoformat, 33
Borders, 35
Centering headings, 37
Copy formats, 37
Create your own number
formats, 39
Data layout, 37
Delete formats, 40
Format Painter, 37
Manual formatting, 34
Shading and colour, 36
Toggling formats, 28
Vertical layout, 37
Formula
Absolute cell references, 23
Check your formulas, 25
Linked spreadsheets, 58
Formula bar, 4; 6
Formulae, principles, 7
Functions, 55
Average, 55
FunctionWizard, 55
Loan calculations, 55
Naming cells in functions., 57
Graphs (charts), 48
Headers and footers, 43
Help, 15
‘Answer Wizard’ tab, 15
TipWizard, 15
Household budget, 16
Insert rows, 17
Insert sheet, 53
Inserting text and numbers, 4
Formula bar, 4

Links, 58
Manual formatting, 34
Margins, 43
Moving around in a spreadsheet,
26
Moving data using the keyboard,
34
Moving data using the mouse, 34
Naming cells, 41
Apply name, 42
Entering formula, 41
Jumping to, 41
Naming tabs, 53
Navigation, 26
New Workbook, 17
Operators, 5
Options, 16
Page breaks, 44
Print
Print Preview, 37
Print area, 46
Print Preview, 37
Printing, 43
Headers and footers, 43
Manual page breaks, 44
Margins, 43
Print area, 46
Repeating headings, 45
Scaling the printout, 44
Relative references, 11
Repeating headings, 45
Rows, definition, 4
Save afile, 14
Save, 14
Save as, 14
Selecting, 10
Selecting formulas, 23
Shading and colour, 36
Shortcut keys, summary, 63
Simple number formatting
Decimals, 9
Sorting, 59
Spreadsheets - naming (tabs), 53
Summing data, 12
AutoSum, 13
Undo, 8
Viewing the spreadsheet, 29
Freeze panes, 30
Zoom, 29
Workbook, 4
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