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Objectives

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

e Enter formulas using the keyboard * Set margins, headers and footers in
and Point mode Page Layout View

* Apply the AVERAGE, MAX, and MIN e« Preview and print versions of a
functions worksheet

* Verify a formula using Range Finder ¢ Use a Web query to get real-time

* Apply a theme to a workbook data from a Web site

* Add conditional formatting to cells * Rename sheets in & workbook

* E-mail the active workbook from

* Change column width and row within Excel

height

* Check the spelling of a worksheet
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Microsoft Office Excel 2007

Formulas, Functions, Formatting,
and Web Queries

Introduction

In Chapter 1, you learned how to enter data, sum values, format the worksheet to make it
easier to read, and draw a chart. You also learned about using Help and saving, printing,
and opening a workbook. This chapter continues to highlight these topics and presents
some new ones.

The new topics covered in this chapter include using formulas and functions to
create a worksheet. A function is a prewritten formula that is built into Excel. Other new
topics include smart tags and option buttons, verifying formulas, applying a theme to a
worksheet, adding borders, formatting numbers and text, using conditional formatting,
changing the widths of columns and heights of rows, spell checking, e-mailing from within
an application, renaming worksheets, using alternative types of worksheet displays and
printouts, and adding page headers and footers to a worksheet. One alternative worksheet
display and printout shows the formulas in the worksheet, instead of the values. When
you display the formulas in the worksheet, you see exactly what text, data, formulas, and
functions you have entered into it. Finally, this chapter covers Web queries to obtain
real-time data from a Web site.

Project — Worksheet with Formulas, Functions,
and Web Queries

The project in the chapter follows proper design guidelines and uses Excel to create the
two worksheets shown in Figure 2—1. The Silver Dollars Stock Club was started and is
owned by a national academic fraternity, which pools contributions from a number of
local chapters. Each local chapter contributes $150 per month; the money is then invested
in the stock market for the benefit of the organization and as a tool to help members learn
about investing. At the end of each month, the club’s treasurer summarizes the club’s
financial status in a portfolio summary. This summary includes information such as the
stocks owned by the club, the cost of the stocks to the club, and the gain or loss that the
club has seen over time on the stock. As the complexity of the task of creating the sum-
mary increases, the treasurer wants to use Excel to create the monthly portfolio summary.
The treasurer also sees an opportunity to use Excel’s built-in capability to access real-time
stock quotes over the Internet.

Recall that the first step in creating an effective worksheet is to make sure you
understand what is required. The people who will use the worksheet usually provide
requirements. The requirements document for the Silver Dollars Stock Club Portfolio
Summary worksheet includes the following: needs, source of data, summary of calcula-
tions, Web requirements, and other facts about its development (Figure 2-2 on page
EX 84). The real-time stock quotes (shown in Figure 2—1b) will be accessed via a Web
query. The stock quotes will be returned to the active workbook on a separate worksheet.
Microsoft determines the content and format of the Real-Time Stock Quotes worksheet.

EX 82
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Figure 2-1

EX 83
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Aesthetics versus
Function

In designing a worksheet,
functional considerations
should come first, before
visual aesthetics. The
function, or purpose, of a
worksheet is to provide a
user with direct ways to
accomplish tasks. Avoid
the temptation to use
flashy or confusing visual
elements within the
worksheet, unless they
will help the user more
easily complete a task.

BTW
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REQUEST FOR NEW WORKSHEET

Date Submitted: April 8, 2008

Submitted By: Juan Castillo

Worksheet Title: Silver Dollars Stock Club Portfolio Summary

Needs: An easy-to-read worksheet that summarizes the club’s investments

(Figure 2-3). For each stack, the worksheet is to include the stock
name, stock symbol, date acquired, shares, initial price per share, initial
cost, current price per share, current value, gain/loss, and percent
gain/loss. Also include totals and the average, highest value, and
lowest value for each column of numbers. Use the import data
capabilities of Excel to access real-time stock quotes using Web
queries.

Source of Data: The data supplied by Juan includes the stock names, symbols, dates
acquired, number of shares, initial price per share, and current price
per share. This data is shown in Table 2-1 on page EX 88.

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

1. Initial Cost = Shares x Initial Price Per Share

2. Current Value = Shares x Current Price Per Share

3. Gain/Loss = Current Value — Initial Cost

4. Percent Gain/Loss = Gain/Loss / Initial Cost

5. Compute the totals for initial cost, current value, and gain/loss.

6. Use the AVERAGE function to determine the average for the number
of shares, initial price per share, initial cost per share, current price per
share, current value, and gain/loss.

7. Use the MAX and MIN functions to determine the highest and lowest
values for the number of shares, initial price per share, initial cost per
share, current price per share, current value, gain/loss, and percent
gain/loss.

Web Requirements: Use the Web query feature of Excel to get real-time stock quotes for
the stocks owned by the Silver Dollars Stock Club.

Approvals
Approval Status: | X Approved
Rejected
Approved By: Members of the Silver Dollars Stock Club
Date: April 15, 2008
Assigned To: J. Quasney, Spreadsheet Specialist
Figure 2-2
Overview

As you read this chapter, you will learn how to create the worksheet shown in
Figure 2-1 by performing these general tasks:
* Enter formulas and apply functions in the worksheet

* Add conditional formatting to the worksheet

* Apply a theme to the worksheet

* Work with the worksheet in Page Layout View
* Print a part of the worksheet

* Perform a Web query to get real-time data from a Web site and create a new
worksheet

¢ F-mail the worksheet
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Project—Worksheet with Formulas, Functions, and Web Queries EX 85

General Project Decisions Plan
While creating an Excel worksheet, you need to make several decisions that will determine Ahead
the appearance and characteristics of the finished worksheet. As you create the worksheet
required to meet the requirements shown in Figure 2-2, you should follow these general
guidelines:
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1. Plan the layout of the worksheet. As discussed in Chapter 1 and shown in Figure 2-3,
rows typically contain items analogous to items in a list. In the case of the stock club’s
data, the individual stocks serve this purpose and each stock should be placed in a row. As
the club adds more stocks, the number of rows in the worksheet will increase. Information
about each stock and associated calculations should appear in columns.

2. Determine the necessary formulas and functions needed. Values such as initial cost and
current value are calculated from known values. The formulas for these calculations
should be known in advance of creating the worksheet. Values such as the average, high-
est, and lowest values can be calculated using Excel functions as opposed to relying on
complex formulas.

3. Identify how to format various elements of the worksheet. As discussed in Chapter 1 and
shown in Figure 2-3, the appearance of the worksheet affects its ability to communicate
clearly. Numeric data should be formatted in generally accepted formats, such as using
commas as thousands separators and parentheses for negative values.

4. Establish rules for conditional formatting. Conditional formatting allows you to format a
cell based on the contents of the cell. Decide under which circumstances you would like
a cell to stand out from similar cells and determine in what way the cell will stand out. In
the case of the Percent Gain/Loss column on the worksheet, placing a different background
color in cells that show losses is an appropriate format for the column.

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

(continued)
Stlver Dollars Stock Club
Porg%lio Swmumary
Initial Curvent
Date Price Initial Price Curvent Pevcent
Stock .lebot Acqm'red Shares  Per Share Cost Per Sharve Value Gain/Loss Gain/Loss
XXXXXXXXK XXX 99/99/99 999 $ 29999 $ 2Z,2Z9.99 § ZZ9999 $ 2Z2,229.99 § 2Z,2Z9.99 Z9.99%

skl

Total $ 222,229.99 $ 222,229.99 222,229.99 Z29.99%
Amﬂﬁ& 99 $ 29999 § 22,2Z9. $229.999 § 22,229.99 22,229.99
Hichast i i i ¢ ¢ Z29.99%
v
Lowest — \ v
o 9s indicate
Xs indicate numeric data Zs indicate $ not adjacent to
text data numeric data with Z indicates a fixed
0s suppressed dollar sign

$ adjacent to Z
indicates floating
dollar sign

Figure 2-3
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Plan
Ahead
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(continued)

6. Gather information regarding the needed Web query. You must also know what information
the Web query requires in order for it to generate results that you can use in Excel.

7. Choose names for the worksheets. When a workbook includes multiple worksheets,
each worksheet should be named. A good worksheet name is succinct, unique to the
workbook, and meaningful to any user of the workbook.

In addition, using a sketch of the worksheet can help you visualize its design. The sketch
for Silver Dollars Stock Club Portfolio Summary worksheet (Figure 2-3 on the previous page)
includes a title, a subtitle, column and row headings, and the location of data values. It also
uses specific characters to define the desired formatting for the worksheet as follows:

1. The row of Xs below the leftmost column defines the cell entries as text, such as stock
names and stock symbols.

2. The rows of Zs and 9s with slashes, dollar signs, decimal points, commas, and percent
signs in the remaining columns define the cell entries as numbers. The Zs indicate that
the selected format should instruct Excel to suppress leading 0s. The 9s indicate that the
selected format should instruct Excel to display any digits, including Os.

3. The decimal point means that a decimal point should appear in the cell entry and indicates
the number of decimal places to use.

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

5. The slashes in the third column identify the cell entry as a date.

6. The dollar signs that are not adjacent to the Zs in the first row below the column head-
ings and in the total row signify a fixed dollar sign. The dollar signs that are adjacent to
the Zs below the total row signify a floating dollar sign, or one that appears next to the
first significant digit.

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

When necessary, more specific details concerning the above guidelines are presented
at appropriate points in the chapter. The chapter also will identify the actions you per-
form and decisions made regarding these guidelines during the creation of the worksheet
shown in Figure 2-3 on page EX 83.

With a good understanding of the requirements document, an understanding of the
necessary decisions, and a sketch of the worksheet, the next step is to use Excel to create
the worksheet.

To Start Excel

If you are using a computer to step through the project in this chapter and you want
your screen to match the figures in this book, you should change your computer’s resolu-
tion to 1024 X 768. For information about how to change a computer’ resolution, read
Appendix E.

@ 3/6/07 3:28:04 PM



C6161_EXC_02.4c.indd 87

Entering the Titles and Numbers into the Worksheet EX 87

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

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

Point to All Programs on the Start menu and then point to Microsoft Office 2007 in the All
Programs submenu.

Click Microsoft Office Excel 2007 on the Microsoft Office 2007 submenu.

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

® 00 ©0

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

Entering the Titles and Numbers into the
Worksheet

The first step in creating the worksheet is to enter the titles and numbers into the worksheet.

To Enter the Worksheet Title and Subtitle

The following steps enter the worksheet title and subtitle into cells Al and A2.

o
12

Select cell A1. Type Silver Dollars Stock Club in the cell and then press the DOWN
ARROW key to enter the worksheet title in cell A1.

Type Portfolio Summary in cell A2 and then press the down arrowkey to enter the
worksheet subtitle in cell A2 (Figure 2-4 on page EX 90).

To Enter the Column Titles

The column titles in row 3 begin in cell A3 and extend through cell J3. The
column titles in Figure 2-3 include multiple lines of text. To start a new line in a cell,
press ALT+ENTER after each line, except for the last line, which is completed by clicking
the Enter box, pressing the ENTER key, or pressing one of the arrow keys. When you
see ALT+ENTER in a step, press the ENTER key while holding down the ALT key and then
release both keys.

The stock names and the row titles Totals, Average, Highest, and Lowest in the
leftmost column begin in cell A4 and continue down to cell A16. This data is entered
into rows 4 through 12 of the worksheet. The remainder of this section explains the steps
required to enter the column titles, stock data, and row titles as shown in Figure 2-4 on
page EX 90 and then save the workbook.

o With cell A3 selected, type Stock and then press the right arrowkey.

9 Type Symbol in cell B3 and then press the right arrowkey.

Starting Excel

You can use a
command-line switch to
start Excel and control
how it starts. First, click
the Start button on the
Windows taskbar, and
then click Run. Next,
enter the complete path
to Excel’s application file
including the switch (for
example, “C:\Program
Files\Microsoft Office\
Office12\Excel.exe"”

/e). The switch /e starts
Excel without opening a
new workbook; /i starts
Excel with a maximized
window; /p “folder” sets
the active path to folder
and ignores the default
folder; /r “filename”
opens filename in read-
only mode; and /s starts
Excel in safe mode.
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EX 88 Excel Chapter 2 Formulas, Functions, Formatting, and Web Queries

Wrapping Text

If you have a long

text entry, such as a
paragraph, you can
instruct Excel to wrap the
text in a cell, rather than
pressing ALT+ENTER to
end a line. To wrap text,
right-click in the cell,
click Format Cells on the
shortcut menu, click the
Alignment tab, and then
click Wrap text. Excel
will increase the height
of the cell automatically
so the additional lines
will fit. If you want to
control where each line
ends in the cell, rather
than letting Excel wrap
based on the cell width,
however, then you

must end each line with
ALT+ENTER.

Two-Digit Years
When you enter a
two-digit year value,
Excel changes a two-
digit year less than 30
to 20xx and a two-digit
year of 30 and greater
to 19xx. Use four-digit
years to ensure that Excel
interprets year values
the way you intend, if
necessary.

Formatting a
Worksheet

With early worksheet
programs, users often
skipped rows to improve
the appearance of the
worksheet. With Excel it
is not necessary to skip
rows because you can
increase row heights to
add white space between

information.
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In cell C3, type Date and then press alt+enter. Type Acquired and then press the right
arrowkey.

In cell D3, type shares and then press the right arrowkey.

In cell E3, type Initial and then press alt+enter. Type price and then press alt+enter.
Type Per Share and then press the right arrowkey.

Type Initial in cell F3 and then press alt+enter. Type cost and then press the RIGHT
ARROW key.

In cell G3, type Current and then press al t+enter. Type price and then press al t+enter.
Type Per Share and then press the right arrowkey.

Type Current in cell H3 and then press alt+enter. Type value and then press the RIGHT
ARROW key.

In cell 13, type Gain/Loss and then press the right arrowkey.

In cell J3, type Percent and then press al t+enter. Type Gain/Loss.

To Enter the Portfolio Summary Data

The portfolio summary data in Table 2—1 includes a purchase date for each stock.

Excel considers a date to be a number and, therefore, it displays the date right-aligned in
the cell. The following steps enter the portfolio summary data shown in Table 2-1.

Q000000

Select cell A4, type Apple Computers, and then press the RIGHT ARROW key.
Type AAPL in cell B4 and then press the right arrowkey.

Type 12/1/04 in cell C4 and then press the right arrowkey.

Type 440 in cell D4 and then press the right arrowkey.

Type 64.59 in cell E4 and then click cell G4.

Type 82.99 in cell G4 and then click cell A5.

Enter the portfolio summary data in Table 2-1 for the eight remaining stocks in rows 5
through 12 (Figure 2-4).

To Enter the Row Titles

12)

Select cell A13. Type Totals and then press the dOWn arrowkey. Type Average in
cell A14 and then press the down arrowkey.

Type Highest in cell A15 and then press the dOWN arrowkey. Type Lowest in cell A16
and then press the enter key. Select cell F4.
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o~

1

(V)
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Table 2-1 Silver Dollars Stock Club Portfolio Summary Data g

9

Symbol Date Initial Price Current <

Acquired Per Share Price Per ¥

Share w
Apple Computers AAPL 12/1/04 440 64.59 82.99
AT&T T 12/16/03 870 28.71 27.99

Citigroup C 1/17/04 960 49.46 44.675

Comcast CMCSA 2/11/02 380 33.62 41.39
Google GOO0G 2/20/04 920 390.32 492.55
Home Depot HD 11/14/05 770 34.54 31.72
IBM IBM 9/14/04 990 74.08 81.47
Merck MRK 1/14/05 950 42.125 38.34
Sprint Nextel S 9/10/03 560 17.79 21.18

s % et Bolars Stock b PrToho Sumary - Micrasalt Excel

height of row 3

with four-digit year
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bt column titles on automatically
multiple lines |ncre.ased .to fit
Y NN - T | R . |1 | multiple lines of text
| 1 iSilver Dollars Stock Club worksheet title
L Portfolio Summary | | and subtitle l
Initial Current Percent
Date Price Initial Price Current Gain/Los
3 |Stock ‘Symbol Acquired  Shares | PerShare Cost PerShare Valus Gain/Loss 5
& Apple Cor AAPL 12/1/2004 440 64.59111 82.99
| 5 |AT&T ir 12/16/2003 870 28.71 27.99
| 6 |Citigroup C | 1/17/2003 960 4946 24,675
| 7 |Comeast CMCSA | 2/11/2002 380 3362 4139
| 8 |Google GODG  2/20/2004 920 39032 49255
| 5 |Home DegHD | 11/14/2005 770 3454 3L72
| 10 |18Mm 1BM | 9/14/2004 950  74.08 8147
|11 Merck MRK | 1/14/2005 980  42.175 38.34
£ Sprint Ne: 5 | 9}'1{]]2&]]3 560 17.79 21.1_8
| 13 |Total
| 14 | Average
| 15 [Highest
o =
117
|18 |
19 dates entered with two-
|30 digit year are displayed
EiS
|22
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Figure 2-4
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BTW

BTW

Entering Numbers

in a Range

An efficient way to enter
data into a range of

cells is to select a range
and then enter the first
number in the upper-left
cell of the range. Excel
responds by entering the
value and moving the
active cell selection down
one cell. When you enter
the last value in the first
column, Excel moves the
active cell selection to the
top of the next column.

Plan
Ahead

Automatic
Recalculation

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

C6161_EXC_02.4c.indd 90

To Change Workbook Properties and Save the Workbook

With the data entered into the worksheet, the following steps save the workbook
using the file name, Silver Dollars Stock Club Portfolio Summary. As you are building a
workbook, it is a good idea to save it often so that you do not lose your work if the com-
puter is turned off or if you lose electrical power. The first time you save a workbook, you
should change the workbook properties.

o Click the Office Button, click Prepare on the Office Button menu, and then click Properties.
Update the document properties with your name and any other information required.
Click the Close button on the Properties pane.

With a USB flash drive connected to one of the computer’s USB ports, click the Save button
on the Quick Access toolbar.

When Excel displays the Save As dialog box, type Silver Dollars Stock Club
Portfolio Summary in the File name text box.

@ O 000

If necessary, click UDISK 2.0 (E:) in the Save in list (your USB flash drive may have a
different name and letter). Click the Save button in the Save As dialog box to save the
workbook on the USB flash drive using the file name, Silver Dollars Stock Club Portfolio
Summary.

Entering Formulas

One of the reasons Excel is such a valuable tool is that you can assign a formula to a cell
and Excel will calculate the result. Consider, for example, what would happen if you had
to multiply 440 X 64.59 and then manually enter the product, 28,419.60, in cell F4. Every
time the values in cells D4 or E4 changed, you would have to recalculate the product and
enter the new value in cell F4. By contrast, if you enter a formula in cell F4 to multiply
the values in cells D4 and E4, Excel recalculates the product whenever new values are
entered into those cells and displays the result in cell F4.

Determine the necessary formulas and functions needed.
The formulas needed in the worksheet are noted in the requirements document as follows:

1. Initial Cost (column F) = Shares X Initial Price Per Share

2. Current Value (column H) = Shares X Current Price Per Share
3. Gain/Loss (column I) = Current Value - Initial Cost

4. Percent Gain/Loss (column J) = Gain/Loss / Initial Cost

The necessary functions to determine the average, highest, and lowest numbers are
discussed shortly.
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To Enter a Formula Using the Keyboard

The initial cost for each stock, which appears in column F, is equal to the number of shares in column D times
the initial price per share in column E. Thus, the initial cost for Apple Computers in cell F4 is obtained by multiplying
440 (cell D4) by 64.59 (cell E4) or =D4*E4. The following steps enter the initial cost formula in cell F4 using the
keyboard.

o With cell F4 selected, type =d4 *e4

(o}
S
[}
]
Q
@©
{=
Y
o
v
x
LLl

h I disol he | Y- 5 Silver Dollars stock Club Portfolio Summary - Microsoft Ex
in the cell to display the formula A p— . _ .
. play - ' | Home | Insert  Pagelayout  Formulas  Dats  Review  View
in the formula bar and in cell F4 —
and to display colored borders bj : = | Eﬁ
. " | .
around the cells referenced in the Paste iR EEiE =5~ Y ||~,,g 28|[| conditinnal
) - J with equal sign Formatting ©
formula (Figure 2-5). Clipboard 5| i =
. . -~
< | What is happening on the worksheet e v QK Fe| Zdares \
g as | enter the formula? oy o~ |8 e | D | E F G | H | [
1 Silver Dollars Stock Club . R
i = i - as formula is typed, it
The eqyal Sl_gn (=) precedlng | 2 |Portfolio Summary appears in the formula
d4*ed is an important part of the bar and in active cell F4
formula. It alerts Excel that you Initial Current Percent
are entering a formula or function Date Frice Initial Price Current  Gain/Los Gain/Los
and not text. Because the most 3 |5tock Sytnbaol  Acquired  Shares  Per Share Cost PerShare Walue 5 5
. 4 2pple Cor aapL 12/1/20040  aa0]  easgl=da*eq | 8299
common error when entering a
. |5 [aT&T T 12/16/2003 37.99
formula is to reference the wrong 6 citigroup C 1/17/2004 e
cell in a formula mistakenly, Excel 7 |Comcast (CMCSA | 2/11/2002 41.39
colors the borders of the cells ref- | & Google  GOOG 2/20/2004 492,55
i 3 Home DepHD 11/14/2005 72
erenced in the formula. The color- 2o Flw 9;14;2004 7 colored cell borders |-
ing helps in the reviewing process et indicate cells
t th | ref |11 [herck MARK 1/14/2005 950 42| included |n”formula 24
O ensure e ce .re erences are 12 sprint Ness 3/10/2003 560 41 in active cel 15
correct. The asterisk (*) follow- 19 Total
ing d4 is the arithmetic operator |14 average
that directs Excel to perform the |15 Highest
multiplication operation. Loyt

17|

Figure 2-5

12)

© Press the RIGHT '_A‘RRO\N_ key tWIC.e to Y- 5 Silver Dollars stock Club Portfolio Summary - Microsoft E
complete the arithmetic operation E
indicated by the formula, display

) ——— >
| Home | Insert  Pagelayout  Formulas Data  Review  \iew

the result, 28419.6, and to select _Jj - jjcaiibe =} i‘ Ny o %
cell H4 (Figure 2-6). P::m- |n rou-| v||a,1 = | ] .nn Fc;nmgu:;i .
Cl.lphaarﬂ Font Mumber fw)|

~ {3

Ha

P~ | & | e | o | e | Fr | & H L]
| L Silver Dollars Stock Club value of formuia active cell is H4
| 2 |Portfalio Summary (440 x 64.59) after pressing RIGHT
ARROW key twice
Initial Current Percent
Date Price Initial Price Current [ GainfLos Gain/Los
3 |Stock Symhbaol  Acquired  Shares  Per Share Cost Per Share ‘Walue 5 5
4 Apple Cor &8PL 124172004 440 64,59 28419.6 82,939
i.ﬂ\T&T T 12/16,/2003 870 28,71 2799
| & |Citigroup C 1/17/2004 980 49,46 44,675
Figure 2-6
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Arithmetic Operations

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

Table 2-2 Summary of Arithmetic Operators

Arithmetic Meaning Example of Meaning

Operator Usage
- Negation -34 Negative 34
% Percentage =72% Multiplies 72 by 0.01
A Exponentiation =416 Raises 4 to the sixth power
* Multiplication =226 *F4 Multiplies the contents of cell F4 by 22.6
/ Division =C3/C6 Divides the contents of cell C3 by the contents of cell C6
+ Addition =7+3 Adds 7 and 3
- Subtraction =F12-22 Subtracts 22 from the contents of cell F12

Troubling Formulas You can enter the cell references in formulas in uppercase or lowercase, and you can

If Excel does not accept
a formula, remove the
equal sign from the
left side and complete
the entry as text. Later,

after you have entered Order Of Operations

additional data or

determined the error, When more than one arithmetic operator is involved in a formula, Excel follows

reinsert the equal sign to the same basic order of operations that you use in algebra. Moving from left to right in a

change the text back to f la. th d . i . foll . first tion (), th 1l c (%)

a formula and edit the ormula, the order of operations is as follows: first negation (-), then all percentages (%),

formula as needed. then all exponentiations (%), then all multiplications (*) and divisions (/), and finally, all
additions (+) and subtractions (-).

You can use parentheses to override the order of operations. For example, if Excel
follows the order of operations, 5 * 9 + 8 equals 53. If you use parentheses, however, to
change the formula to 5 * (9 + 8), the result is 85, because the parentheses instruct Excel
to add 9 and 8 before multiplying by 5. Table 2-3 illustrates several examples of valid

Excel formulas and explains the order of operations.

Table 2-3 Examples of Excel Formulas

BTW

add spaces before and after arithmetic operators to make the formulas easier to read. The
formula, =d4*e4, is the same as the formulas, =d4 * e4, =D4 * e4, or =D4 * E4.

Formula Meaning

=K12 Assigns the value in cell K12 to the active cell.

=10+ 472 Assigns the sum of 10 + 16 (or 26) to the active cell.

=3 * C20 or =C20 * 3 or =(3 * C20) Assigns three times the contents of cell C20 to the active cell.

=50% * 12 Assigns the product of 0.50 times 12 (or 6) to the active cell.

—(H3 * Q30) Assigns the negative value of the product of the values contained in cells H3 and Q30 to the active cell.

=12 * (N8 - 08) Assigns the product of 12 times the difference between the values contained in cells N8 and 08 to the
active cell.

=M9/78-C3 *Q19 + A3 B3 Completes the following operations, from left to right: exponentiation (A3 A B3), then division (M9 / Z8),

then multiplication (C3 * Q19), then subtraction (M9 /Z8) — (C3 * Q19), and finally addition (M9 /Z8
-C3*Q19) + (A3 A B3). Ifcells A3=2,B3=4,C3=6,M9=3,Q19 =4, and Z8 = 3, then Excel assigns
the active cell the value 18; thatis, 3/3-6*4+2 /"4 =-7.
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To Enter Formulas Using Point Mode

The sketch of the worksheet in Figure 2-3 on page EX 85 calls for the current value, gain/loss, and percent
gain/loss of each stock to appear in columns H, I, and J respectively. All three of these values are calculated using
formulas in row 4:

Current Value (cell H4) = Shares X Current Price Per Share or =D4*G4
Gain/Loss (cell 14) = Current Value — Initial Cost or H4-F4
Percent Gain/Loss (cell J4) = Gain/Loss / Initial Cost or 14/F4

An alternative to entering the formulas in cells H4, 14, and J4 using the keyboard is to enter the formulas
using the mouse and Point mode. Point mode allows you to select cells for use in a formula by using the mouse. The
following steps enter formulas using Point mode.

(o]
S
[}
]
Q
©
{=
Y
o
v
x
Ll

* With cell H4 Se|ECtEd' type = (equal ﬁﬂ, HY-- = Silver Dollars Stock Club Portfolio Summary - Microsoft E
H H i M —
sign) tC? begin the formula and } | Home | Insert  Pagelayout  Formulas Data Review  Wiew
then click cell D4 to add a = _ _
reference to cell D4 to the formula B =  EER 5 28 = | ' EJ'
Figure 2-7). Paste B o | | [ e || = &S| | ol ||| 8t o 7 0 Catiditiatial
(Fig ) [y |!| S| | il || =) = | | ok 'g|z| Foiatting
|Cliphoard T« i : Font || Alignment || Mumber | &
UM * Qi f-_] =D4 \
=-. - | =& . e b | E |l E |G H [
| 1 |Silver Dollars Stock Club
2 |Portfolio Summary marquee surrounds cell reference D4
il selected cell D4 appended to formula
Iritial Current Percert
Date Price Initial Price Currght  Gain/Los Gain/Lo
3 |Stock Symbol  Acguired  Sheres  PerShare Cost Per Share “Walpe H H
il LR
4 Apple Cor asPL 12/1/2004; 5@ 440, 6453 284136 62,9904
ig.ﬁ\T&T T 12/16,/2003 a70 28.71 200
| 6 |Citigroup C 141742004 360 49.46 44,675
l?CDmcast CIACES, 241142002 380 3362 41.33
| 8 (Google GOOG  2/20/2004 320 390,32 492,55
| 9 Home DepHD 11/14/2005 70 3454 .72
10 1B
Figure 2-7
® Type * (asterisk) and then click ( E W) 7 Silver Dollars Stock Club Portfolio Summary - Microsoft E
cell G4 to add a multiplication TR (T e TR
operator and reference to cell G4 "
to the formula (Figure 2-8). By 5 -l -A W= = = =ne!
Paste B e | | [ ) ':__ = G | | RSP YRR |[ T Carditianal
| o | A 5 ‘| o[ | Conaea
| Cliphoard T« '_ Font | | Alignment | | Mumber | &
T v (0 X o fo| =Da"Ga \
P | B | 15 | | H | J
4 1 /6 1 border of cell and PR ———
| 1 |Silver Dollars Stock Club / s @l EmEneE
| 2 |Portfolio Summary in formulas are
formula appears colored blue
in formula bar
Percent
Diate Initial Current  Gain/Los Gain/Log
3 |Stock Symbol  Acguired  Shares )" PerShare Cost Per Share H
=
4 apple Cor A8PL 12/1/2004]  4a0] 6453 2041360 op 62.95/=D4"
ig.ﬁ\T&T T 12/16,/2003 aps SO el
| & |Citigroup C 1/17/2004 9 S";fe’gt"e'zec‘e‘fl"é’:"ds 44,675 cell reference G4
| 7 |Comeast CMCSA  2/11/2002 L 41.39 appended to formula
| 8 (Google GOOG  2/20/2004 320 390,32 492,55
| 9 Home DepHD 11/14/2005 70 3454 .72
10 || 330

Figure 2-8
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13

e Click the Enter box and then click
cell 14 to select cell 14.

e Type = (equal sign) and then click
cell H4 to add a reference to cell
H4 to the formula.

e Type — (minus sign) and then
click cell F4 to add a subtraction
operator and reference to cell F4
to the formula (Figure 2-9).

When should | use Point mode to
enter formulas?

Q&A

Using Point mode to enter
formulas often is faster and more
accurate than using the keyboard
to type the entire formula when
the cell you want to select does
not require you to scroll. In many

o

e Click the Enter box to enter the
formula in cell 14.

e Select cell J4. Type = (equal sign)
and then click cell 14 to add a
reference to cell 14 to the formula.

Type / (forward slash) and then
click cell F4 to add a reference to
cell F4 to the formula.

Click the Enter box to enter the
formula in cell J4 (Figure 2-10).

Why do only six decimal places
show in cell J4?

Q&A

The actual value assigned by Excel
to cell J4 from the division op-
eration in Step 4 is 0.284873819.
While not all the decimal places

Figure 2-9

H9-© * Silver Dollars Stock Club Portfolio Summary - Microsoft E
Data  Rewiew  View
e — .
O e T E—
| =
Paste | (el s || i | [ e B - || | | S = a=|| § o8 oe || Conditional
w B rT |_ Ferel [ - |18 %o 28] | consteons |
Clipboard 1 Font | Alignment “ll humber il st
SUM ~ (0 % « fe|=H4-F4 «——] formula appears
- - . — - in formula bar - \
P~ [ e ]| c N o [ e T F [ G [ H I
1 Silwer Dollars Stock Club
= nter box
2 |Portfolio Summary value of formula
| (440 x 82.99)
Initial Current Percent
Date Price Initial Price Current /GainfLos Gain/LDs
3 |Stock Symbol  Acquired  Shares  PerShare Cost ParShare Value 5
4 Apple Cor AAPL 12/1/2004 440 64.59€ EQBMB.EF 82,99 36515 6|=H4-F
5 |ATET T 12/16/211 marquee L 27.99
| surrounds
| 6 |Citigroup C 1/17/20 selected cell F4 | 49.46 44,675
—TTT kL] - cell reference
‘“\ F4 appended
to formula

instances, as in these steps, you may want to use both the keyboard and mouse when entering
a formula in a cell. You can use the keyboard to begin the formula, for example, and then
use the mouse to select a range of cells.

HOy = Silver Dollars Stock Club Portfolio Summary - Microsoft Excel
)
| Home | Insert  Pagelayout  Formulas  Dats  Review  View
Jj & |Ca\|br| L4 PEERE ||§ B =i General % w @
P — | |
| s || : =. || |
B 7 = -|| Ly - P o - 9 || %8 Conditional Format el
|7H 5 = o | ||$%'ﬁ||@ Formatting * as Table = Styles +
Cﬂphua:tl | Font = 4l it Gl Mumber | Styles
formula
14 v i =|4/F4 !
L "R’E'l / : assigned to : .
=
|4 - B £ | D_ | _E el 6 _J_H | value of formula
| 1 Silver Dallars Stack Club (8096 / 28419.6)
| 2 Portfalio Summary
Initial Current Percent
Date Price Initial Price Current  GaingfLos GaindLds
3 Stock Symhol  Acquired  Shares  Per Share Cost Per Share Walue s
4 Apple Cor &8P 12/1/2004 440 64,59 284196 82,99 365156
| 5 ATET 1k 12/16/2003 a7 28,71 27.99
| 6 Citigroup C 1/17/2004 960 49,46 44,675
| 7 Comcast CMCSA  2/11/2002 w0 362 41.39| | value of formula
| 5 Google GOOG 242042004 920 330.32 43255 | (36515.6 - 28419.6)
| 3 HomeDe 770 3454
i tiums

Figure 2-10

appear in Figure 2-10, Excel maintains
all of them for computational purposes. Thus, if referencing cell J4 in a formula, the value
used for computational purposes is 0.284873819, not 0.284874. Excel displays the value in
cell J4 as 0.284874 because the cell formatting is set to display only six digits after the deci-
mal point. If you change the cell formatting of column J to display 15 digits after the decimal
point, then Excel displays the true value 0.284873819.
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To Copy Formulas Using the Fill Handle

The four formulas for Apple Computers in cells F4, H4, I4, and J4 now are complete. You could enter the
same four formulas one at a time for the eight remaining stocks. A much easier method of entering the formulas,
however, is to select the formulas in row 4 and then use the fill handle to copy them through row 12. Recall from
Chapter 1 that the fill handle is a small rectangle in the lower-right corner of the active cell or active range. The
following steps copy the formulas using the fill handle.

(o]
S
[}
]
Q
©
d=
Y
o
v
x
Ll

® Select cell F4 and then point to { \ ﬂ ', iy = Silver Dollars stock Club Portfolio Summary - Microsoft E
the fl” handle' . I Home | Insert Page Layout Farmulas Data Few eu e
e Drag the fill handle down through B S - A== =i ||/ ceneral = ﬂ

cell F12 and continue to hold the
mouse button to select the
destination range (Figure 2-11).

|[Snr A == R R [ ;.“.E|: Fc;nr:‘liﬂionngalv :

| Clipboard ™ || Font [s Alignment [s Mumber T} 5
Fq - (a fe | =Da*E4 \
Z . - | 8 | & | b | E F 6 | H | - ‘
1 |Silver Dollars Stock Club
2 %Por‘tfolio Surmmary

Paste J .|B I u -|

source area is cell F4 L .
initial location

Initial Current of fill handle Parcent
Date Price Initial Price Cwfent  Gainflos Gain/Los
3 |5tock Sytnhal  Acquired  Shares  Per Share Cost PerSh Walue 5 5
4 Apple Cor &8PL 12/1/2004 440 64,59  28419.6 82,93 36515.6 809 0.28487
5 ;AT&T T 12/16,/2003 870 28.71 27.99
6 |Citigroup C 1/17/2004 960 49,46 44,675
ok @CDmcast CIACS A, 241172002 380 33.62 41.33
g ?GDDgIE G00G 242042004 920 390,32 492,55
H EHDmE DepHD 11,/14/2005 70 34.54 3172
l!J__fIBM 1B 9/14/2004 930 74.08 81.47
L1k fMerck IRE 11442005 950 ﬁ; 38,34
12 |Sprint Me: s 3/10/3 f:;;'gits"’Fq;’ea 17.73 2118 .
m ill handle dragged
through cell F12
Figure 2-11

(2

® Release the mouse button to copy
the formula in cell F4 to the cells
in the range F5:F12.

=
| =0 General

=i .| FYTET fs | 8 1..l:g| Conditional  F
| Formatting = as

Clipboard /| Font | Alignment (] Mumber Il Sty
e Select the range =
. . H4 - f= | =Da*ca |
H4:J4 and then point to the fill — = c —— - = B | 1
handle (Flgure 2-1 2)' _1 ?Silver Doll.ars Stmoc:k Club . . a . .
2 |Portfolia Summary initial costs of

individual stocks

Initial Curren Percent

Date Price Initial Price Current  Gain/Los Gain/Los

3 |Stock Syrbal  Acquired  Shares  Per Share Cost Per Share Walue 5 5
4 Apple Cor ALPL 124142004 440 £4.59 28419.6 ) & .99' 36515.6 8096 0.2848?4!_
5 |aTAT T 12/16/2003 870 28,71 249777 7,93 2
6 |Citigroup C 1/17/2004 a60 49,46 474816 | 4pe7S o~
T |Comcast ChCSA 21172002 380 33.62 127736

! range H4:J4 selected
g ;GDDgIE G00G 22042004 920 390,32 339054.4 >492 as source area
3 EHDmE DepHD 11/14/2005 T 34,54 26595.8 31,72
10 1B IBIA 9/14/2004 930 F4.08  73339.2 81.47
11 :Merck MRE 1/14/2005 950 42,125 40018.75 38,34 Auto Fill Options
12 |Sprint Meis 3/10/20032 a60 LT3 99624 J  21.1% button appears

| -z after copying cell F4
13 |Total M| to range F5:F12

Figure 2-12
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3]

e Drag the fill handle
down through the
range H5:J12 to copy
the three formulas
=D4*G4 in cell H4,
=H4-F4 in cell 14,
and =I4/F4 in cell J4
to the range H5:J12
(Figure 2-13).

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

Q&A

Recall that when

you copy a formula,
Excel adjusts the

cell references so

the new formulas
contain references
corresponding to the
new location and
performs calculations

using the appropriate

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

Other Ways

1. Select source area, click
Copy button on Ribbon,
select destination area,
click Paste button on
Ribbon

2. Select source area,
right-click copy area,
click Copy on shortcut
menu, select destination
area, right-click paste
area, click Paste on
shortcut menu

1 silverDollars stock Club
2 Portfolio Summary

Initial Current Fercent

Date Price Initial Price Current  GainfLos Gaindlas
3 Stock Symhol  Acouired hare Per Share Cosf Per share Walue H H
4 Apple Cor A8PL 127142004 current value, gain/loss, & 82,990 365156 8096 0.284874
5 ATRT i 12/16/2003 | and percent gai”/'“s_ P 27.99] 24351.3  -626,4 -0.02508
6 Citigroup C 1/17/2004 Zgg;:;':é :,:;‘;29:5';']‘:‘;4 F—icgs| 42088 -4593.6 -0.09674
7 Comcast CMCS& 2/11/2002 o T TZrrah 41,39) 15728.2 29526 0.,231112
8§ Google GOOG 272042004 320 390,32 3590594.4 432,35 453146 340516 0261913
3 Home DepHD 11/14/2005 i 34.54  26593.8 31,72 244244 -2171.4 -0.08164
10 IBM IBIA a,/14/2004 930 74.08° 73339.2 81.47] 80655.3 il bl
11 herck WRK 1/14/2005 950 43,125 40018.75 38,34 36423 -3595.75 -0.08985
12 Sprint MNe:s 9,10/2003 SE0 1 BT 98624 21.18) 11860.8 1898.4 0.190556 q}\
13 Total / -
& erage Auto Fill Options
15 Highest button appears after
16 Lowest copying the range
17 H4:J4 to range H5:J12

Figure 2-13
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Smart Tags and Option Buttons

Excel can identify certain actions to take on specific data in workbooks using smart
tags. Data labeled with smart tags includes dates, financial symbols, people’s names, and
more. To use smart tags, you must turn on smart tags using the AutoCorrect Options in
the Excel Options dialog box. To change AutoCorrect options, click the Office Button,
click the Excel Options button on the Office Button menu, point to Proofing, and then
click AutoCorrect Options. Once smart tags are turned on, Excel places a small purple tri-
angle, called a smart tag indicator, in a cell to indicate that a smart tag is available. When
you move the insertion point over the smart tag indicator, the Smart Tag Actions button
appears. Clicking the Smart Tag Actions button arrow produces a list of actions you can
perform on the data in that specific cell.

In addition to smart tags, Excel also displays Options buttons in a workbook while
you are working on it to indicate that you can complete an operation using automatic
teatures such as AutoCorrect, Auto Fill, error checking, and others. For example, the Auto
Fill Options button shown in Figure 2—13 appears after a fill operation, such as dragging
the fill handle. When an error occurs in a formula in a cell, Excel displays the Trace Error
button next to the cell and identifies the cell with the error by placing a green triangle in
the upper left of the cell.

"Table 2-4 summarizes the smart tag and Options buttons available in Excel. When
one of these buttons appears on your worksheet, click the button arrow to produce the list
of options for modifying the operation or to obtain additional information.
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Table 2-4 Smart Tag and Options Buttons in Excel

Button Name Menu Function

Auto Fill Options  Gives options for how to fill cells following a fill operation, such as dragging

Fil

the fill handle
AutoCorrect Undoes an automatic correction, stops future automatic corrections of this
Options type, or causes Excel to display the AutoCorrect Options dialog box

Insert Options Lists formatting options following an insertion of cells, rows, or columns

Paste Options Specifies how moved or pasted items should appear (for example, with

original formatting, without formatting, or with different formatting)

Smart Tag
Actions

Lists information options for a cell containing data recognized by Excel, such
as a stock symbol

Trace Error Lists error checking options following the assignment of an invalid formula

to a cell

e e @ [«

To Determine Totals Using the Sum Button

The next step is to determine the totals in row 13 for the initial cost in column F,
current value in column H, and gain/loss in column I. To determine the total initial cost
in column F, the values in the range F4 through F12 must be summed. To do so, enter the
function =sum(f4:f12) in cell F13 or select cell F13 and then click the Sum button on the
Ribbon and then press the ENTER key. Recall that a function is a prewritten formula that
is built into Excel. Similar SUM functions or the Sum button can be used in cells H13 and
I13 to determine total current value and total gain/loss, respectively.

o Select cell F13. Click the Sum button on the Ribbon and then click the Enter button.

9 Select the range H13:113. Click the Sum button on the Ribbon to display the totals in row
13 as shown in Figure 2-14.

HSM-+ Silver Dollars Stock Club Portfolio Summary - Microsoft Excel ,—l - T X
e . Sum button
Home | Inset  Pagelayout  Formulas  Data  Review  Wiew @ - = x
e — T
Uj & | calibri ||| |Si | General - ﬁ Lﬂ |2 skt > Jﬁ ﬂ
(EF ] | —— le— ’__ 3 Delete +
Paste B - e || @ s ||%8 ;08| Conditional Farmat  Cell 5 . Sort & Find &
& o ‘|——H . ‘Llisi—u Formatting = as Table ~ Styles ~ {ElFormat= || 2" Fiter~ Select-
Cliphoard || Font ﬁ‘l Alignment & | Number )| Styles cells Editing
H13 - £ | =sumHa 1) ¥
4 T [T [T - T TN RN U I [NNICYN NN T -
| 1 Silver Dollars Stock Club R
| 2 |Portfolic Summary
Initial Current Percent
Date Price Initial Price Current  Gainflos Gain/los
| 3 Stock Symbol  Acguired  Shares  Per Share Cost PerShare value 5 5
| 4 2£pple CoraspL 12/1/2004 440 64,59 28419.6 82,93  36515.6 8096 0.284574
iAT&T T 12/16/2003 870 2871 249777 2799 243513 -626.4 -0,02508
| B Citigroup C 1/17/2004 960 49,46 474816 44675 42888 -4593.6 -0.09674
| 7 Comcast CKCSA 2/11/2002 280 3362 12775.6 41,39 15728.2 29526 0.231112
8 Google GODOG 272042004 920 390,37 359094.4 49255 453146 940516 0.261913
| & Home DepHD 1171472005 70 3454 26595.8 3172 244244 -2171.4 -0.081led =
|10 18M 1B 9/14/20p- ano-- 8% 733390 4 otal current value  [216-1 0.099757
|11 Merck  MRK 1/14/20( total initial cost | apo1g. : 75 -0.0g3es
1215prmt|\|e;s 9/10,/2003 SE0 N 9962.4 2118 1\,&5&3 1593.4;,1& total gain/loss I
13 Total 622665.1 I 7259926 103327’.6.
| 14 Aver:
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Selecting a Range
You can select a range
using the keyboard. Press
the F8 key and then use
the arrow keys to select
the desired range. After
you are finished, make
sure to press the r8 key
to turn off the selection
or you will continue to
select ranges.
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Entering Functions
You can drag the Function
Arguments dialog box
(Figure 2-20 on page

EX 101) out of the way in
order to select a range.
You also can click the
Collapse Dialog button to
the right of the Number 1
box to hide the Function
Arguments dialog box.
After selecting the range,
click the Collapse Dialog
button a second time.

BTW

Statistical Functions
Excel usually considers
a blank cell to be equal
to 0. The statistical
functions, however,
ignore blank cells. Excel
thus calculates the
average of 3 cells with
values of 7, blank, and 5
tobe6or(7+5)/2and
not4or(7+0+5)/3.

BTW
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To Determine the Total Percent Gain/Loss

With the totals in row 13 determined, the next step is to copy the percent gain/loss
formula in cell J12 to cell J13 as performed in the following steps.

o
12

Select cell J12 and then point to the fill handle.

Drag the fill handle down through cell J13 to copy the formula in cell J12 to cell J13
(Figure 2-15).

g Why was the formula 113/F13 not copied to cell J13 earlier?
©'| The formula, 113/F13, was not copied to cell J13 when cell J4 was copied to the range J5:J12
because both cells involved in the computation (113 and F13) were blank, or zero, at the
time. A blank cell in Excel has a numerical value of zero, which would have resulted in an
error message in cell J13. Once the totals were determined, both cells 113 and F13
(especially F13, because it is the divisor) had nonzero numerical values.
Initial Current Fercent
Date Price Initial Price Current  Gain/Los Gain/Los
3 |Stock Symbol  Acquired  Shares  Per Share Cost Per Share “alug H H
4 |Apple Cor &aPL 12/1/2004 440 64,59 284196 82,99 365156 8096 0.254874
5 ATAET T 12/‘16/2003 a70 PB.TL ASTET 2799  24351.3 -626.4 0 -0.02508
6 Citigroup C 1f17f2004 960 45,46 4T48L.6 A4.675 43888 -4593. 6 -0.05674
7 |Comcast ChMCSs | 241142002 280 33,62 12775.6 41,39 15728.2 29526 0.231112 | formula is =112/F12
2 GDDglE G006 2/20/2004 220 390,32 3590944 492,55 453146 940516 0.261913
9 Home DepHD 11/14/2005 770 34,54 265358 3172 244244 -2171.4 -0.081e4
10 (1BM 1BM 9/14/2004 30 74,08 733392 81.47 806553 73161 0.099757 formula is =113/F13
11 Merck MR 1/14/2008 Q50 42,125 40018.75 38,34 36423 -3595.75  -0.08985
12 Sprint Me: 5 3,/10/2003 a60 17.79 9962.4 21,18 11860.8 1898.4) 0.1903556
13 |Total 6226631 7259926 103327.6) 0.165944 Auto Fill Options
14 | & 3] button appears
1 H-VEhragtE “'4— after copying cell
Ighes J12 to cell J13
16
Figure 2-15

Using the AVERAGE, MAX, and MIN Functions

The next step in creating the Silver Dollars Stock Club Portfolio Summary worksheet is
to compute the average, highest value, and lowest value for the number of shares listed in
the range D4:D12 using the AVERAGE, MAX, and MIN functions in the range D14:D16.
Once the values are determined for column D, the entries can be copied across to the
other columns.

Excel includes prewritten formulas called functions to help you compute these
statistics. A function takes a value or values, performs an operation, and returns a result to
the cell. The values that you use with a function are called arguments. All functions begin
with an equal sign and include the arguments in parentheses after the function name. For
example, in the function =AVERAGE(D4:D12), the function name is AVERAGE, and the
argument is the range D4:D12.

With Excel, you can enter functions using one of five methods: (1) the keyboard or
mouse; (2) the Insert Function box in the formula bar; (3) the Sum menu; (4) the AutoSum
command on the Formulas tab on the Ribbon; and (5) the Name box area in the formula
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bar (Figure 2-16). The method you choose will depend on your typing skills and whether
you can recall the function name and required arguments.

In the following pages, each of the first three methods will be used. The keyboard
and mouse method will be used to determine the average number of shares (cell D14).
The Insert Function button in the formula bar method will be used to determine the
highest number of shares (cell D15). The Sum menu method will be used to determine
the lowest number of shares (cell D16).
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To Determine the Average of a Range of Numbers Using the Keyboard and Mouse

The AVERAGE function sums the numbers in the specified range and then divides the sum by the number
of nonzero cells in the range. The following steps use the AVERAGE function to determine the average of the
numbers in the range D4:D12.

[ ]
SEIeCt Ce“ D14 n_.,' H L B CR Silver Dollars Stock Club Portfolio Summary - Microsoft Excel - O X
2 e
. ; | Home | Inset  Pagelsmout  Formulas  Data  Review  View @ - o x
e Type =av in the = —— [ = Semset - || Zir A
. I -l - R = (5] al - ] it , Saied -
cell to display NSl I J ‘4 ' IR s | S g 2r £
Past ||m | s | ey | i 3 w0 0| Conditional Format  Cell || o Sort & Find &
the Formula el ol S [z~ A {|= || $ % | ..E|| S e e | Elromat- || 2+ S
. Clipbaard & | _ Fant Gl eignment Gl Number | Styles cells || Edtng
AutoComplete list. o - Gl . =
- : "
3 |4 A~ © 5] E | F | 6 [ H | L4 | ok | L | M | N | o |
e Point to the | 1 Silver Dollars Stock Club
AVERAGE function iipmfnhn surmmary Name_ box changes to
K Function box as soon as
name (Flgure 2-1 6) = (equal sign) is entered | rrant Percent
. i Date to start function rice Current  Gain/Los Gain/Los
< What IS happenlng i?stnck Symbol  Acquired  Shares Per Share Cost Per Share Walue 5 5
g as | type7 _4_§Apple Cor A8PL 12/1/2004 440 64,59 18419.6 82,99  36515.6 2036 0.294874
. |5 |aT&RT T 12/16/2003 870 28,71 249777 27.99 24351.3  -626.4 -0.02508
_G_EC\tigrUup C 1/17/2004 260 43,46 47486 44,675 42888 -4593.6 -0.09674 -
As you type the | 7 |Comcast CMCSA | 3/11/2002 380 33.62 12775.6 41,39 15728.2 29526 (.231112 csjcersec?ir;,).l';ligrl\ngiucieriently
equal sign followed | 8 |Google  GOOG 2/20/2004 920, 39032 359084.4) 49255 453146 940516 0.261913 sellmes) funetien fin
| 9 |Home DepHD 11/14/2005 770 3454 265958 372 244244  -21714 -0.08164 Formula AutoComplete list | |~
by the CharaCterS 7107|\BM {1=10) 9/14/2004 a3 —av typed in cell D14 47 B0e55.3 73161 0.083757
in the name of |11 Merck  MRK 1/14/2005 35 34 36433 -3595.75 -0,08935
f ti E | |12 |Sprint Mess 9/10/2003 1779 9962.4 21.18 118608  1898.4 0.190555
atunction, exce 13 iTDta\ 622665.1 7259926 103327.6 0.163944
i 14 A
dISp|ayS the FormU|a 15 IHIVgEhr:iE Returns the average of the absolute deviations of data points from their mean, Arguments can be numbers or names, l
Au‘tOComp|e‘te ||St == arrays, or references that contain numbers |
- iﬁilLDwest
This list contains 17| Formula
. |18 AutoComplete list
those functions that 19! /
alphabetically match 20
| AVERAGE
21|
the letters you have B function name
typed. Because you W4 b | Sheet1 Sheet2 Sheets (N
Enter | ]
typed =av, Excel _ e
. &) 209PM
displays all the
functions that begin Figure 2-16
with the letters av.
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12)

e Double-click AVERAGE in the
Formula AutoComplete list to
select the AVERAGE function.

Select the range D4:D12 to insert
the range as the argument to the
AVERAGE function (Figure 2-17).

As | drag, why does the
function in cell D14 change?

Q&A

When you click cell D4, Excel
appends cell D4 to the left
parenthesis in the formula bar
and surrounds cell D4 with a mar-
quee. When you begin dragging,
Excel appends to the argument a
colon (:) and the cell reference of
the cell where the mouse pointer
is located.

(3

e Click the Enter box to compute
the average of the nine numbers
in the range D4:D12 and display
the result in cell D14 (Figure 2-18).

s
Paste |B &\ B ||_ ||m= n,.l | |$ - g | %8 _‘]g' Conditional
k4 Formatting = 3|
Cliphoard ™ Font Alignment Mumber . 5
sum v (0 X o fe| =AVERAGE(DSDL? w \
®l ~ | 8 | c \Lb E | F ' L
1 |Silver Dollars Stock Club AVERAGE function
| E with range to average
2 ;Por‘tfolm Summary shows in active cell
and formula bar
Initial Current Percent
Date Price Initial Price Current ain/Los Gain/Los
3 | Stock Symbol  Acquired S.bf.['?i, Per Share Cost FerShare waly 5 s
4 g.&;:l[::lle Car A8PL 12/1/2004?- 440: 64,59  28419.6 82,99 6515.6 8096 0.28487
5_5 marquee surrounds /16/209‘35 S?D: 2871 249777 27, 24351.3 -626.4 -0.0250
+ | oelisis] e DHRI2 /17/2004§ 960 49.46 474816 675 42888 -4593.6 -0.0967
7 |Comeast  CRCSA 2/11/2002: SBUE 33.621 12779, 41,39 157282 295326 0,23111
a QGDDgle cislelc] 2/20/2004E 920; 390.321:359 4 492,55 453146 940516 0,261913
3 |Home DepHD 11/14/2005: ??D: 34.54. 6395.8 31,72 244244 -2171.4 -0.08164
10 ;IBI\.-"I 1BMA 9/14/2004; 73339.2 81.47 80635.3 4316:11.0:099757
_11 :Merck RK 1/14/2005: 40018.75 3I8.34 36423 -3595.75  -0.08985
12 éSprint Me:s S/ID/EDDEEkL 9962.4 21.18  118e0.8 1898.4 0.190556
13 Tatall  AVERAGE function £22665.1 7259926 103327.6 0.16594
14 aver{ ScreenTip |=AvERAGE(Da:Dlz|
15 Highest [ AVERAGE[mumberd, [numberZ], ..} |
16 ;Lowest

Figure 2-17

< | Can | use the arrow keys to -
oJ | h . a2 when cell D14 is active
complete the entry instead? Function box changes cell, formula bar displays = ; )
=4 P y back to Name box AVERAGE function = ;Igrotn?:{iecgrse:gpended ing~ 3
No. When you use Point mode Clipboard 7§ wy Alignment o when Enter box clicked 5
you cannot use the arrow keys to D14 - (» (J=| =oVERAGE(DADLZ) or ENTER key pressed
complete the entry. While in Point [ & ] 58 ] ¢ L R E | F L & [ o [ i ] 3 |
mode, the arrow keys change 1 Silver Dollars Stock Club
the selected cell reference in the 2 Portfolio Summary
range you are selecting.
Initial Current Percant
. Date Price Initial Price Current  GainfLos Gain/Los
é What is the purpose of the 3 Stock Sytnbol  Acquired  Shares  Per Share Cost PerShare walue 3 5
o| parentheses in the function? 4 Apple Cor AAPL 12/1/2004 440 £4.59 28419.6 82,99  36515.6 B0%6 0.28487
The AVERAGE function requires 5 ;AT&T it 12/16/2003 870 268,71 249777 2799 243513 -626.4 -0.0250
that the argument (in thi 6 |Citigroup C 1/17/2004 960 49,46 474816 44675 42888 -4593.6 -0,0967
atthe argument 4 ) IS case, 7 |Comcast CMICS4  2/11/2002 380 33.62 127756 41,39 157282 29526 0.23111
the range D4:D12) be included B [Google GOOG | 3/20/2004 920 390,32 3390344 49255 453145 940516 0261913
within parentheses following the 3 Home DepHD 11/14/2005 770 34,54 265958 3172 244244  -217L4 -0.08164
nction name. Ex mati 10 | IBh IBI 9/14/2004 390 7408 _73339.7 B1.47 806553 73161 0.099757
unction name. Excel automatically
. . | average shares i b
appends the right parenthesis to 11 Merck  MRK 1?14;2005 950 42,125 perstgck 4 36423 -3595.75 -0.08985
. 12 | Sprint Mess 5/10/2003 560 17.79 118608 18984 0,190556
complete the AVERAGE function =P
) 13 |Tatal 622665.1 725992.6 103327.6 0.16594
when you click the Enter box or Anerage 7e0]
press the ENTER key. L
Figure 2-18
Other Ways

1. Click Insert Function box in
formula bar, click AVERAGE
function

2. Click Sum button arrow
on Ribbon, click Average
function

3. Click Formulas tab on
Ribbon, click AutoSum
button, click Average
function
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To Determine the Highest Number in a Range of Numbers Using the Insert
Function Box

The next step is to select cell D15 and determine the highest (maximum) number in the range D4:D12.
Excel has a function called the MAX function that displays the highest value in a range. Although you could
enter the MAX function using the keyboard and Point mode as described in the previous steps, an alternative
method to entering the function is to use the Insert Function box in the formula bar, as performed in the
following steps.
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o Insert Function Or select a
dialog box category box

e Select cell D15. = -

|2 | search fora = f
. . . _.!_5[ function box e 0 =
e Click the Insert Function box in the ol 1 STy
. - j |B _I B A Search for a function: ks i
formula bar to display the Insert . _ 2 _ prmetting ™4
. . [Clipboard T« Type a brief description of what you want to g’and then click [ Go ] &
Function dialog box. — ' G0 '
pik [ o
i = O select a category: | Most Recenthy Used v|
e \When Excel displays the Insert ‘,I_AF—bD_L—E LI [
. . . nsert Function box = elect a function: T
Function dialog box, click MAX L Clu S =
: . . Partfalin s |
in the ‘Select a function list’ Zbamtiatio Sinman: AVERAGE |
. MAX selected in IF g
(Flgure 2-1 9). Select a function list HYPERLINE | ; .
—_ |count - =EeRl
Diat E Gain/Los
| SIN Ll
3 |Stock Symhbol  Acc — 5
i MaxX{numberl,number2,...}
4 :Apple car AsPL 1z Returns the largest value in a set of values, Ignores logical values and kext, 6 0.28487
al EAT&T T 12 4. -0.0250
& |Citigroup C ¢ 6 -0.0967.
7 %CDmcast CIACES, 2 6 0.23111
8 Google GOOG 2 : ; 6 0.26191
—— g Help on this Function L oK ] [ Cancel J
3 Home DepHD 11 % i 4 -0.08164
10 (BN B 3,/14/2004 \ 930 7408 79339.2  BLJA7 806553  73l6l| 0.093757
11 Merck  MRE 1/14/2005 | = " 22,125 40018.75 36423 -3595.75  -0.08985
1 Help on this -
equal sign 9/10/2003 N T L7739 99624 iR 860.8 18%8.4 0.130556
1 automatically 6226651 7239926 1033276 0.163594
1 inserted in active 760
cell and formula bar \:l
16 Lowe

Figure 2-19
9 Function Arguments o
i dizloolboX Number 1 box Collapse
e Click the OK button.

Dialog button

igs e
e When Excel displays the Function Pt o | ek
Arguments dialog box, type o) ] "™ my -~ " I
) d4:d1z| = (4405570 360;380;520;770;990; 350,55
d4:d12 in the Number 1 box AMAX Mumberz | = number 7
(Flgure 2—20) 1__ESiI\}er Dalla T r |
< | Why did numbers appear in the E-atrolin N first few numbers
g Function Arguments dialog box? — B
AS ShOWn in Figure 2_20, Excel dis_ Returns the largest value in a set of values, Ignores logical values and text.

|Stack E Numberi: numberl,numberZ, ... are 1 to 255 numbers, empty cells, logical values, or

plays the value the MAX function 3 |apple Cor text numbers for which you want: the maimom,
will return to cell D15 in the Func- 5 ?A_T_&T T
tion Arguments dialog box. It also 2 CIHETBUR. q Formja resuk = 300
lists the first few numbers in the 5
selected range, next to the 3

|Comeast
|Google Hieln op bhjs function :O:K

117180000 (LY LT [N 3l r 44s4, -Z17L 4 -U0gled

3/14/2004 230 74.08  T3339.2 81.47 1| 40.099757
Number 1 box. .

Help on this 1/14/2005 950 42135 4001875 3834 | OKbutton |75 .0.08385
function link 9/10/2003 560 ¥y 98624 21.18  11860.8 1898.4. 0.190556
| 6226651 7259926 1033276 0.165%44

14 |verage 760 last part of function

15 Highest d4:cdl2) _I appears in active cell

Figure 2-20
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13

e Click the OK button to display the

highest value in the range D4:D12 == — %l =MA}<_(D4:D12!)!9nﬂ?ent. - - - \
in cell D15 (Figure 2-21). = - = 5 ' 2 — =5 ——
< | Why should | not just enter the _1__§"Si|\5é'r_Do||'érs Stock Club | - | MAX function I
g highest value that | see in the | 2 [Portfolio Summary gle;;rsqlczlsue in
range D4:D12 in cell D15? range D4:D12
Initial Current FPercent
In this example, rather than Date Frice Initial Price Current  Gain/los Gain/Los
entering the MAX function, | 3 |stock Symhol  Acquired  Shares  PerShare Cost Per share Walue g g
you easily could scan the range 4 Apple Cor AsPL 12/1/2004 440 6453 28419.6  B82.99 365156 8096 0.28487
D4:D12, determine that the ATET T 12/16/2003 870 28,71 249777  27.93 243513  -626.4 -0.0250
highest number of shares is 990 6 Citigroup C 1/17/2004 960 49,46 474816 44675 42888  -4593.6 -0.0967
’ 7 |Comcast CMCS& | 2/11/2002 280 3362 127756 4133 15728.2 29526 0.23111
and manually enter the number | & Googla GOOG 2/20/2004 510 390,37 3590844 49255 453146 WMOS16 0.261913
990 as a constant in cell D15. | 3 Home DepHD 11,/14/2005 770 3454 265958 3172 244244 -2171.4 -0.08164
Excel would display the number 10 IBM IBR 9,/14/2004 990 7408 733392/  81.47 806553  73l6.l 0.099757
the same as in Figure 2-21. Because 11 Merck  MRK 1/14/2005 950/ 42,125 4001875 38,34 36423 -3595.75 -0.08985
it contains a constant. however |12 Sprint Ne:s 9/10/2003 560 1779 99624 2118 118608  1898.4 0.190556
’ ! 13 Total 622665,1 7259926 103327.6 0.16594
Excel will continue to display 990 14 |average 260
in cell D15, even if the values in 15 Highest | 990!<_ highest value in
the range D4:D12 change. If you 16 Lowest range D4:D12
use the MAX function, Excel will
recalculate the highest value in Figure 2-21
the range D4:D9 each time a new
value is entered into the worksheet.
Other Ways
1. Click Sum button arrow on 2. Click Formulas tab on 3. Type =MAXin cell

Ribbon, click Max function Ribbon, click AutoSum
button, click Max function

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

The next step is to enter the MIN function in cell D16 to determine the lowest (minimum) number in the
range D4:D12. Although you can enter the MIN function using either of the methods used to enter the AVERAGE
and MAX functions, the following steps perform an alternative using the Sum button on the Ribbon.

o Select cell D16. } = Silver Dollars Stoc\ \Ycrosoft Excel
sert

Page Layout Formulas Data Rewiew mox
> e g E‘ﬂ Trvseet = ||| q
) R A
=] ; FDeiete - ||| =

Ribbon to display the Sum button -lu - [Nt (=
menu (Figure 2-22). Ube| i) [ Oaeilhee || | S i~ e e = e || rPamen || | ayerage

Font | Alignment ] & |
Why should | use the Sum > | Sum button menu % SRR
Max
button menu? | > Min
Maore Functions...

e Click the Sum button arrow on the

Q&A

A | k.

Using the Sum button menu allows
you to enter one of five often-used
functions easily into a cell, without

having to memorize its name or the
required arguments. D6 sesimal

Figure 2-22
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e Click Min to display the function Qm-0-)* T — e o
. = : = Iver Lallars [o] u Qroralo surmmary - ICroso
=MIN(D14:D15) in the formula bar e =
. . Home Insert Page layout Formulas Diata Rewview e
and in cell D16 (Figure 2-23). | |
i == = a—
g Why does Excel select the S _|‘§ I = |_I_ ——
. 2 Paste - oo ot | | (o || | - || o o e |0 conditional
©| range D14:D157 | - F I|| S| G- T | — = || [kl 's||| Formatting = a
The range D14:D15 automatically Clipboard || Font | Alignment “1l humber | E
selected by Excel is not correct. MA ~ QX =MIN(D14:D15) \
Excel attempts to guess which _ A T R SN - o S [ -S|SO € S [N = S L J
cells you want to include in the - slibaellpath aa MIN function appears
. . . 2 Portfolio Summary in formula bar
function by looking for adjacent —
ranges to the selected cell that Initial St E——
contain numeric data. Date Frice Initial Price Current  Gain/Los Gain/Los
iistock Symbol  Acquired  Shares  Per Share Cost Per Share “alue 5 5
| 4 |~pple Cor AaPL 12/1/2004 440 64,59 28419.6 82,99 365156 8096 0,28487
|5 [ATET [T 12/16/2003 870 28,71 249777 27.99 243513 -626.4 -0.0250
| & |Citigroup C 1/17/2004 360 49,46 474816 44675 42885 -4593.6 -0.0967
| 7 Comcast CMCSA  2/11/2002 340 33,62 12775.6 41,39 157282 29526 0.23111
| 5 |Google GOOG 272072004 920 390,32 3590944 492,55 453146 940516 0,261913
| 9 Home DepHD 11/14/2005 770 3454  26595.8 31,72 244244 -2171.4 -0.08164)
| 10 |IBRY | Excel selects range 004 590 7408 73339.2 §1.47 806553 73161 0.033757
11 Merg D14:D15becauseit g5 950 42,125 40018.75 38,34 36423 359575 -0.08985
I~ | includes numbers and
|12 |Sprir| s adjacent to cell D16 103 560 1779 9962.4 21,18 11860.8 18984 0.130556
13 |Tatal 6226651 725992,6 1033276 0.16594
s XH,
| 14 ~verage | ?EDS
i | !
13 [Highest - MIN function appears
16 Lowest =M <— in active cell D16
17| KN numberl, [numberz], .. |

©

e Click cell D4 and then drag s Enter box
through cell D12 to display the ] =l |General 1%
function in the formula bar and - (B z w-||E- e[| Consitiana)
in cell D14 with the new range | Fant 51 Alig !| g
(Figure 2-24). v (0 % o« fe| =MINDED1Z)N
[« | H [
| 1 |Silver Dollars Stock Club
i!Por‘tfoIio SUrnmary range D4:D12 selected
using Point mode
Initial Percent
Date Price Initial Current  GainfLos GaindLos
| 3 [Gtock Symbol  Acquired  Sharesy  Per Share Cost PerShake Walue 5 3
4 |Apple Cor AAPL 12/1/2004?""1&0; 6459 284196 Far 096 0.28487
| 5 laTRT T 12/18/2003) S?DE 28,71 243777 ;e'eaed.'ange. B6.4 -0.0250
e i ! ppears in active cell
| & |Citigroup C 1/17/2004! 960  49.45 47486 4 andinformulabar P36 -0.0967
| 7 |Comeast CMCS& | 2/11/2002) 3800 33.62 127756 4134 157282 29526 023111
| 8 Google  GOOG 2/20/2004? 9205 390,32 3590944 55 453146 940516 0.26191
| 3 Home DepHD 11/14/2005) 7700 3454 265958 0 31,77 244244 21714 -0.0816
10 1BM 1B 9/14/2004§ 9905 7408 73339 81,47 B06S5.3 7361 009975
|11 Merck  MRK 1/14/2005) 950 42125 4000475 3834 36423 -3595.75 -0,08985
12 Sprint Mess sflufznuainﬁgg_uj 17.79 /@9%62.4 21,18 118608  1893.4 0,190556
|13 | Total 622665,1 725992.6 103327.6 0,165944
14 Average 760
15 |Highast EEL
16 Lowest [=minpa:012)
17 [Miinumbert, Fambers, .1 )

Figure 2-24
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(4

¢ Click the Enter box to determine Iri}:,._,;) HY-x- = Silver Dollars Stock Club Portfolio Summary - Microsoft E
tl?e |OW€St value I_n D4:D12 and Home | Insert Page Layout Farmulas Data Rewig e
display the result in the formula e ﬁ : — ==
. . ibri s - [ =] = B = - !
bar and in cell D14 (Figure 2-25). B || iz 1 &K [E==B] & | e }éj]
. Paste Bl = Eh~ || % - 5 o« ||%0 00| Conditional
g How can | use other functions? el - === b | %8 ] Farmatting ~ a
L Clipboard ™ Fant [ Algnment L Mumber ] g
©'| Excel has more than 400 additional %] \
. . Dl6 ~(a =MD D12
functions that perform just about [s Lo ) \
. 2 B & DI | | = |
every type of calculation you can - ; , ! ! ! ! !
i . h £ ) 1 Silver Dollars Stock Club MIN function
'mag_me' T ese tunctions arg cat- 2 | Portfolio Summary determines lowest
egorized in the Insert Function value in range D4:D12
dialog box shown in Figure 2-19 Initial Current Percent
on page EX 101. To view the Date Price Initial Price Current  Gain/Los Gain/Laos
categories, click the ‘Or select a 3 Stock Symbol  Acquired  Shares  Per Share Cost Per Share “alue s 5
t b To obtai 4 |Apple Cor AapL 12/1/2004 440 64,59 28419.8 82,99 365156 8056 0.28487
ca 69_0“_’ oxarrow. 1o © am. d 5 ATAT T 12/16,/2003 870 2871 249777 27.99 243513 -626.4 -0.0250
description of a selected function, 6 |Citigroup C 1/17/2004 960 49.46 4748L6  44.675 42888 -4593.6 -0.0967
select its name in the Insert 7 (Comcast CMCSA  3/11/2002 380 33.62 127756 41,39 157282 29526 0.23111
Function dialog box. Excel displays g Google GOOG 2/20/2004 920 390,32 3590944 49255 453146 940516 0.261913
the description of the function 3 Home DepHD 11/14/2005 770 3454 26595.8 3172 244744 21714 -0.08164
. L 10| 1Bk 1B/ a9/14/2004 330 7408 73338.2 8147 806553 73161 0.093757
below the Select a function list in =
. 11 Merck  MRK 1/14/2005 950 42,125 4001875 2834 26423 -3595.75  -0.08985
the dialog box. 12 Sprint Me3s 9/10/2003 S60 1779 99624 7118 11860.8  1898.4 0.190556
13 |Total 632665.1 725992.6 103327.6 0.16594
14 | Average Te0 -
15 :Highest 990 result of MIN function
appears in cell
16 Lowest 380_

Figure 2-25
Other Ways
1. Click Insert Function box 2. Click Formulas tab on 3. Type =MIN in cell
in formula bar, click MIN Ribbon, click AutoSum
function button, click Min function

To Copy a Range of Cells across Columns to an Adjacent Range Using the Fill Handle

The next step is to copy the AVERAGE, MAX, and MIN functions in the range D14:D16 to the adjacent
range E14:J16. The following steps use the fill handle to copy the functions.

e Select the 006G . ; 3
range D14:D16. 9 |Home DepHD 11,/14/2005 7T copy range D14:D16 3172 244244  -2171.4 -0.08164
10 |IBM 1B 5/14/2004 3 selected ’ r 81.47 806553  73l6.1 0.099757
e Drag the fill handle 11 Merck  MRK 1/14/2005 950 2,125 4001875 38,34 36423 -3595.75 -0.08985
in the lower-right 12 |Sprint Mes 5 5/10/2003 56 1779 99624 21,18 11860.8  1898.4 0.130556
13 Total 622665,.1 725932.6 103327.6 0.165944
corner of the
| d 14 |Average Te0
selected range 15 |Highest 330
through cell J16 and 16 |Lowest 380 .
continue to hold 17 T /i"
down the mouse L - ;
. 19 fill handle dragged mouse pointer
button (Figure 2-26). to select destination

area, range E14:J16

Figure 2-26
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e Release the mouse button to copy
the three functions to the range
E14:)16 (Figure 2-27).

How can | be sure that the
function arguments are proper
for the cells in range E14:J16?

Q&A

Remember that Excel adjusts

the cell references in the copied
functions so each function refers
to the range of numbers above it
in the same column. Review the
numbers in rows 14 through 16
in Figure 2-27. You should see
that the functions in each column
return the appropriate values,
based on the numbers in rows 4
through 12 of that column.

13)

e Select cell J14 and press the
DELETE key to delete the
average of the percent
gain/loss (Figure 2-28).

Why is the formula in cell J14
deleted?

The average of the percent gain/
loss in cell J14 is deleted because
an average of percentages of this
type is mathematically invalid.

Q&A

Other Ways

1. Select source area and
point to border of
range, while holding
down CTRL key,
drag source area to
destination area

2. Select source area,
on Ribbon click
Copy button, select
destination area, on
Ribbon click Paste
button

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

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

Using the AVERAGE, MAX, and MIN Functions EX 105

Date Frice Current

Per Share Cost

i?stnck Symbol  Acquired  Shares FerShare “Walus H H
4_§App\e Cor &aPL 12/1/2004 440 64,53 28419.6 82,99 36515.6 8096 0.284874
i;AT&T A 12/16/2003 a70 2871 249707 2799  24351.3 -626.4  -0.02508
7§7§Citigr0up (2 1/17/2004 960 43,46 474816 44675 43888 -4593 6 -0.09674
iicamcast CRACSS, 2/11/2002 ] 3362 127756 41,39 157282 28526 0.231112
8__GDDg|E 300G 2/20/2004 920 390,32 3590944 492,55 453146 940516 0.261913
_EHDmE DepHD 11/14/2005 70 34,54 26595.8 31.72 244244 -2171.4 -0.08164
_1__@__!IBM 1BMA 3/14/2004 230 74.08  T3339.2 81.47 80655.3 73161 0.099757
iiMEer FIRK 1/14/2005 950 42,125 40018.75 38,34 36423 -3595.75  -0.08985
12 Sprint Mess 9/10/2003 560 17.79 99624 21,18 118608 1898.4 0,190556
lET;TDtal 226651 7259926 1033276 0.165944
14 Average TEO 8169273 6918501 95891167 80665 84 1148084 0.086099
15 Highest 930 390,32 359094.4 492,55 453146 940516 0.284874
16 Lowest 380 lfartd 9962.4 21.18 11860.8 -4593.6 -0.09674)

M 7 —r

15| AVERAGE, MAX, and
20 | MIN functions in . :
£ . Auto Fill Options
2 | range D14:D16 copied button ¥

22 | to range E14:J16

53
I
M 4 » M| Sheetl - Sheet? Shest3 - J
Ready |

- il
Muerage: 5181347172 Count: 21 Sumi 1098082,908

Figure 2-27

n%, | S — Silver Dollars stock Club Portfolio Summary - Microsoft Ex
: | Home | Insert  Pagelayout  Formulas  Data  Review  View
ey

General " I @

f | calibri Slu A x| [= | S
,

(o A

[l———
|P|3t: ;’f|!|n e

T | Pl £ i
e - -0 .00 Conditional F
!|$ % v || % a-.l'.||”FD oty
|

|Clipboard || Font ] Alignment I humber | Sty
114 - @ |
i A, B | 2 | (i) | E I E I (€] | H | ]
| 1 Silver Dollars Stock Club
| 2 |Portfalio Summary
Initial Current Percent

Date Price Initial Price Current  GainfLos Gain/Los
i Stock Symbol  Acquired  Shares  Per Share Cost Per Share “alue s 5
_ﬂ_;Apple CorAaPL 127172004 440 64,59  28419.8 82,99  36515.6 809 0.284374
i!AT&T T 12/16/2003 870 2871 249707 27:99] 243513 -626.4 -0.02508
__6_ Citigroup C 1,17 2004 980 49,46 474816 44,675 472888 -4593.6 -0.09674
L. Comcast  ChICSA 2/11/2002 380 3362 127756 41,35 15728.2 29526 0.231113
_ﬁ_fGDDglE Go0G 2/20/2004 920 390,32 3590944 492,55 433146 940516 0,26191
i?HDmE DepHD 11/14/2005 770 34,54 26595.8 3172 24424.4 average percents
10 B 1B 3/14/2004 330 7408 733392 8147 806553 :a'fh"egrsa’g;’;ﬁy
11 Merck [ARK 1/14/2005 950 42,125 40018.73 38.34 36423|  invalid
_]:g_jSprint Me: s 9/10/2003 560 179 9962.4 21,18  118e0.8 1898.4
13 |Total 622665.1 7259926 1033276 0465944
14 _Average TEO 8169278 E9185.01 59581167 8066584 11480.84 1
Einghest 290 390,32 3550944 452,55 433146 940516 0,2848374
£5| Lowest 380 LTrg 9962.4 21,18 11860.8  -4393.6 -0.09674

Figure 2-28
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EX 106 Excel Chapter 2 Formulas, Functions, Formatting, and Web Queries

To Save a Workbook Using the Same File Name

Earlier in this project, an intermediate version of the workbook was saved using the file name, Silver Dollars
Stock Club Portfolio Summary. The following step saves the workbook a second time using the same file name.

o Click the Save button on the Quick Access toolbar to save the workbook on the USB flash
drive using the file name, Silver Dollars Stock Club Portfolio Summary.

Why did Excel not display the Save As dialog box?

Q&A

When you save a workbook a second time using the same file name, Excel will not display
the Save As dialog box as it does the first time you save the workbook. Excel automati-
cally stores the latest version of the workbook using the same file name, Silver Dollars
Stock Club Portfolio Summary. You also can click Save on the Office Button menu or press
SHIFT+F12 or CTRL+S to save a workbook again.

Verifying Formulas Using Range Finder

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

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

To Verify a Formula Using Range Finder

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

i . = . _/_
e Double-click cell J4 to activate i o — cells referenced in
i i — formula in active cell
Range Finder (Figure 2-29). i s P e s e s s | are highlighted with J
|5ilver Dollars Stock Club corresponding colors

12)

e Press the ESC key to quit Range

|Portfolio Summary

. Initial urrent Percent
Finder and then select Date Price Initia Price Current  Ggin/Los Gain/Los
cell A18. |Stock Symbol  Acguired  Shares  PerShare C Per share Walue 5 5

pple Cor A8PL 12/1/2004 840 6459 28a13.6] 6299 365156 80sg=1a/Fq] |
|aTRT T 12/16,/2003 870 2871 249777 2799 243513 -626.4 -0002508
Citigroup C 1/17/2004 960 49,46 474816 44675 43888 -4593.6 -A.09674
|Comecast CMICSA  2/11/2002 380 3367 127756 41,39 157282 —2as2c fa2iiag
|Google GOOG  2/20/2004 920 390327 359094.4 49255 45314 ::]lg:efc:”

|Home DegHD 11/14/2005 770 3454 265958 3172 24424 corresponds to color
IEM 1B 5,/14/2004 330 7408  73339.2 81,47 sosss| of highlighted cells
|Merck  MRK 1/14/2005 950 42,125 4001875 28,34 36423 -3595.75 -0.08985
|5print Mes s 5,/10/2003 S60 1779 99624 2118 118608 18984 0,190556
Tatal £23665.1 725992.6 1033276 0.165944
\Average 760 B1.63278 £9185.01 9581167 S06E5.54 11480.84

|Highest 990 390,37 3590944 492,55 453146 940516 0.284874
|Lowest 380 1779 99624 2118 118608 -4593.6 -0,09674

Figure 2-29
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Formatting the Worksheet EX 107

Formatting the Worksheet

Although the worksheet contains the appropriate data, formulas, and functions, the text
and numbers need to be formatted to improve their appearance and readability.

In Chapter 1, cell styles were used to format much of the worksheet. This section
describes how to change the unformatted worksheet in Figure 2-30a to the formatted
worksheet in Figure 2—-30b using a theme and other commands on the Ribbon. A theme
is a predefined set of colors, fonts, chart styles, cell styles, and fill effects that can be
applied to an entire workbook. Every new workbook that you create is assigned a default
theme named Office. The colors and fonts that are used in the worksheet shown in
Figure 2-30b are those that are associated with the Concourse theme.

(o]
S
[}
]
Q
©
d=
Y
o
v
x
Ll

(On) D)5 Silver Dollars Steck Club Portfalie Summary - Micresoft Excel - T X (a) Unformatted
: | Home | Inset  Pagelsyout  Fomulss  Dats  Review  View @ - = x Worksheet
[ 5 = i ﬁ B il || Geinsetr | E - ﬂ |
| Calibri » |11~ |l General - 2 % 3 |
“3 qa B | | | ij 3 Delete - | @]~ lﬁ
Paste D || EE - - - == g - - =0 .00 Conditional Format Cell e Sort & Find &
= 7 B e e | & H ji== ‘l $- % 0| 21| Farmatting = as Table = Styles = || L Format = | 2= Fiiter~ Select=
Clipboard ™ | Font Lol Alignment (] Mumber M) Styles Cells Editing
218 - fe | ¥
AR B C |\ o | E | F | &6 | H | 1 | 3 | k | v | M | N | o |-
1 silver Dollars Stock Club
2 |Portfolio Summary 4‘ turquoise background l
fﬁn ﬂ o Silver Dollars Stock Club Portfolio Summary - Microsoft Excel - =
Home Insert Pw:Lan Formulas Data | _ Review Wit @ - =
Ligkz = Fram & ! ! i 5 Connect s i Clear tion ~ || ®I[F] @rOE
3 stock Symhbol  Acquired  Shares lfe, I Q [ |@ (B metin AR | i t - Title cell style applied £ &E ‘T_IB £
- Fram e h ' Properties s Reapply il d subtit! E
4 |Apple Cor AAPL 12/1/2004 4490 From Other | Edisfing | Refresh _ | son ‘ Fiter to title and subtitle Group Ungroup Subtotal
s |AT&T T 12/16/2003 a70 |l HFromTed  soupces~ | Conngetions All> == Editlinks A7 Aduanced Ipyu DURNCStEs = I - -
o Get External Data Sort & Filter Data Tools 2 0
R UETOLE L7004 2k { column titles centered ; thick box border =
7 (Comeast CMCS& 271147002 380 Al s I P ~ syrrounds wo_rksheet ¥
5 [Google GOOG | 2/20/2004 920 [N A L J e D] Eo | F/ L G| H title and subtitle E
| s R S I S| Silver Dollars Stock Club
10 |IBM B 9/14/2004 990 | : y
11 Merck  MRK 1/14/2ngi/5f 2 Portfolio Summary
12 |Sprint Mep af1nian 560
13 |Tatal row height increased Initial Current negative numbers
14 Average 760w Date Price Initial Price €y displayed with light- Percent
15 |Highest 3| stock 'Symbol Acquired Shares Per Share Cost Per Share Y red background | Gain/Loss |
T i sa0| 4 |Apple Computers AAPL 12/1/04 440 % 64.590 § 2841960 § 82.990 6,515.60 & 8,096> % 28.49%
| Heading 3 cell style 5 AT&T T 12/16/03 870  28.710 24,977.70  27.990 24,351.30 {626.40) -2.51%
18 ]1 applied to row 3 6 | Citigroup C 1/17/04 960  49.460 47,481.60 14675 42,888.00 (4,593.60) ~9.67%
13 " 7 | Comcast CMCSA 2/11/02 380 33.620 12,775.60 41.390 15,728.20 2,952.60 23.11%
50| 8 Google GOOG 2/20/04 920  390.320 359,094.40 492.550 453,146.00 94,051.60 26.19% |5
71| 9 Home Depot HD 11/14/05 770 34.540 Q00 24,424.40 (2,171.40) -8.16%
7 10 |IBM IBM 9/14/04 990 74.080| Comma style format 80,655.30 7,316.10 9.98%
et T°ta|! Cs't' sl E 11 Merck MRK  1/14/05 950  42.125 40,018, ; 36,423.00 (3,595.75)  -8.99%
W 4 ¥ 0| sheer| APPUIEATOTOW 13 [l 15 Isprint Nextel 5 9/10/03 560 17.790 9,962.40  21.180 11,860.80 1,898.40 19.06%
Ready | Total f * $622,665.05 $725,992.60 %$103,327.55 16.59%
= 14 |Average / 760 $81.69 $69,185.01 $95.81 $80,665.84 $11,480.84
» Highest 990  $390.32 $359,094.40 $492.55 $453,146.00 $94,051.60 28.49%
row height increased ‘ 16 Lowest data centered 80 $17.79 $9,962.40  $21.18  $11,860.80 ($4,593.60)  -9.67%
17 in cells
I
19 | dates formatted
ZAIH] to mm/dd/yy style l Currency style format '
21
* M| portfolio Summary - Real-Time Stock Quotes Sheet3 <70 48 .
Rewsy

"istat @®m

column width changed ‘

(b) Formatted Worksheet

Figure 2-30

C6161_EXC_02.4c.indd 107 3/6/07 3:28:42 PM



EX 108 Excel Chapter 2 Formulas, Functions, Formatting, and Web Queries

Plan
Ahead

Colors

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

is ideal.

BTW

C6161_EXC_02.4c.indd 108

Identify how to format various elements of the worksheet.
The following outlines the formatting suggested in the sketch of the worksheet in Figure 2-3
on page EX 85:

1. Workbook theme - Concourse
2. Worksheet title and subtitle
a. Alignment — center across columns A through J
b. Cell style —Title
c. Font size — title 18; subtitle 16
d. Background color (range A1:J2) — Turquoise Accent 1, Lighter 60%
e. Border — thick box border around range A1:J2
3. Column titles
a. Cell style — Heading 3
b. Alignment — center
4. Data
a. Alignment — center data in column B
b. Dates in column C — mm/dd/yy format
¢. Numbers in top row (range E4:14) — Accounting style
d. Numbers below top row (range E5:112) — Comma style and decimal places
5. Total line
a. Cell style — Total
b. Numbers — Accounting style
6. Average, Highest, and Lowest rows
a. Font style of row titles in range A14:A16 — bold
b. Numbers — Currency style with floating dollar sign in the range E14:116
7. Percentages in column J

a. Numbers — Percentage style with two decimal places; if a cell in range J4:J12 is less
than zero, then cell appears with background color of light red

8. Column widths

a. Column A — 14.11 characters

b. Columns B and C — best fit

¢. Column D — 6.00 characters

d. Column E, G, and J — 9.00 characters

e. Columns F, H, and | — 12.67 characters
9. Row heights

a. Row 3 — 60.00 points

b. Row 14 — 26.25 points

¢. Remaining rows — default

3/6/07 3:28:46 PM



Formatting the Worksheet EX 109

To Change the Workbook Theme

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

o Page Layout tab

e Click the Page Layout tab on the

(o}
S
[}
]
Q
@©
{=
Y
o
v
x
LLl

. ) HS )= / Silver Dollars Stock Club Portfolio Summary - Microsaft Excel
by (e A

Ribbon. Home  Insert | Pagelayout | Formulas  Data  Review  Wiew

) | Ml cotors - & = @ = m L | SHwidth Automatic - Gridlines | Headings | 4, ring fo Front - !

° ClICk the Themes button on the A [A]Fonts = M w%; ]Sg prscy :—m‘; . cl:‘;;lu ’ :% | Uﬂunhr Automat\c - || W view | W Miew | dhsendto Back - ]

. - ar g on e a il T
Ribbon to display the Theme gal- 7 : - T aae o OO nie | Bdsee  Jwme D | Fipint | O paat | B selection Pene
lery (Figure 2-31) : : P et ¢ feeosi

El el ol Hul L4 ok L oM |

Experiment

‘i Current theme

e Point to several themes in the |

. a Percent
Theme gallery to see a live Growe G~ Ao o |- Concourse theme | arvios curvios

preview of the themes. Hnre ‘ i Aa Share Cost PerShare Value s H
= . —— 6459 78419.6 8299 385156 8096 0.784874
< | Why should | change the theme of || Medan  Mewo  Module  Cpulent 0,71 248777 27.99 243513 -626.4 -0.02508
o : ; : 49,45 4 BB 45936 009674
o| a workbook? i Aa} Aa }‘ 1 Aa 1 e 13 Themegallery foo ssms noaine
1 ";”: = ";"; o= B30 3590944 45255 493146 9A0SLE 0261913
A company or department may i . = 3454 26995.8  3L72 244244 21714 -0.08164
standardize on a specific theme so | As Ad TAU8 73332 BL4T 806553 7361 0.039757
. ||| muammn W |Sammmn| | |smssss| | | sossan M2125 40018.75 3034 36423 -3595.75 -0.08385
that all of their documents have || Technic Trek Urban Verie  «|17.79  9952.4 21,18 118608 18984 0,190555
a similar appearance. Similarly, || More Themes on Microsoft Office Online.. £22665.1 7259926 1033276 0.165944

R ) ' || (5 Browse for Themes... 69278 6918501 9581167 BO665.84 11480.84

an individual may want to have a LR Save cumrent Theme... 90,32 359094.4 49255 453146 940516 0.284874

L1779

9362.4 2118 118&0.8  -4593.6 -0.09674

theme that sets their work apart
from others. Other Office applica-
tions, such as Word and Power-
Point, include the same themes

. . . Figure 2-31
included with Excel, meaning that 9
all of your Microsoft Office documents
can share a common theme.
. . Home tab
e Click Concourse in the Theme
” h h kb k @ H ", Silver Dollars Stock Club Portfelio Summary - Microsoft Excel
gallery to change t ev.vor 00 e ‘ s IS
theme to Concourse (Flgure 2_32) n“'“" T, @ % @J Q 3;:3 || 3 width: | Automatic - ‘Ermms Headings | 4 Bring to Front -
[&] Fants - 13 h = ﬁg} | 31| Height: (utomate + i@ Wiew |V View | <4 Sendto Back -
. . ; k] i / 1y
< | Why did the cells in the worksheet mlms@mm. TGRSkl S S e e EaRa | O Al T 1ime ||| Rk T ke |y salerrer PG
g Change? Themes | Page Setup ] Scalato Fit G SheetOptions = Arrang
. o 218 - @ £
The cells in the worksheet originally Bams e | c [ o [ f [ F [ G [ A0 [[, ... —
i il Dollars Stock Club CIBETELEAS
were formatted with the default 7; ,S,' ‘:f{ e cells reflects theme’s
) ortfolio Summary -+
font for the default Office theme. i Initial Current default font
Date Price Initial Price Current Percent
The default font fOI’ the Concourse 3 |Stock Symbol  Acquired Shares Per Share Cost Per Share Value Gain/Loss Gain/Loss
theme is different than that of the 4 Apple Con AAPL 12/1/2004 440 64.59 28419.6 82.99  36515.6 8096 0.284874
. 5 AT&T T 12/16/2003 870  28.71 249777 27.99 24351.3 -626.4 -0.02508
default font for the Office theme | 6 Citigroup C 1/17/2004 960 49.46  47481.6  44.675 42888 -4593.6 -0.09674
| 7 Comcast CMCSA  2/11/2002 380 33.62  12775.6 41.39  15728.2  2952.6 0.231112
and therefore changed on the | 8 Google GOOG 2/20/2004 920 390.32 359094.4 492,55 453146  94051.6 0.261913
worksheet when you changed the | 9 Home DepHD 11/14/2005 770 34.54  26595.8 31,72 244244 -2171.4 —0.08164
e | 10 | 1BM IBM 9/14/2004 990 74.08  73339.2 81.47 80655.3  7316.1 0.099757
theme. If you had modified the font | 11 |Merck  MRK 1/14/2005 950 42,125 40018.75  38.34 36423 -3595.75 —0.08985
for any of the cells, those cells would 12 Sprint Nex5 9/10/2003 560 17,79 9962.4 2118 11860.8  1898.4 0.190556
not receive the default font for the
Concourse theme. Figure 2-32

C6161_EXC_02.4c.indd 109

3/6/07 3:28:46 PM
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Background Colors
The most popular
background color is
blue. Research shows
that the color blue is
used most often because
this color connotes
serenity, reflection, and
proficiency.

BTW

Q&AQ 9

To Format the Worksheet Titles

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

o Click the Home tab on the Ribbon.
e Select the range A1:J1 and then click the Merge and Center button on the Ribbon.

9 Select the range A2:J2 and then click the Merge and Center button on the Ribbon.

Select the range A1:A2, click the Cell Styles button on the Ribbon, and then click the Title
cell style in the Cell Styles gallery.

Select cell A2 and then click the Decrease Font Size button on the Ribbon (Figure 2-33).

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

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

selected range.

Increase Font Decrease Font
Size button Size button
- 7 Merge and Cell Styles button
‘f./l,".n\_ H _" ey + Silver Dollars Stock Club Portfol|l  Center button [t Excel = o
S e e layout  Fhrmulas  Data  Review  Miew @ - T x
= = = g i [ ol || g=insetr | E - £
[ LuddasansUn = |16~ || A A7||[|1Z = =|&=| = ¥ 43 | |2 § ﬂ
,_j 2y A% H | | D E ﬁ g 3 Delete - | [§]- iﬁ
| =y B - - E = | - - *0 .00 I 5
| P ) | == a8 o | o - Sotes - || B Fomat= | - Frtmre Semect
Clipboard ™ ‘ Fa 5‘ Alignment [ Mumber I Styles Cells Editing
A7 - ‘/ b3 | Deciease Font Size ¥
A B Cl Decrease the font size, F G H | ] K L E
I Silver Dollars Stock Club
2 / _Portfolio Summary |
font size of worksheet Im.t'al e Cl._lrrent
S e Price Initial Price Current Percent
3 red Shares Per Share Cost Per Share Value Gain/Loss Gain/Loss
12/1/2004 440 .6 82,99 36515.6
Figure 2-33

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

and Subtitle

The final formats assigned to the worksheet title and subtitle are the turquoise background color and thick
box border (Figure 2-30b on page EX 107). The following steps complete the formatting of the worksheet titles.

o Select the range A1:A2
and then click the
Fill Color button
arrow on the Ribbon
to display the Fill
Color palette
(Figure 2-34).
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Fill Color button arrow |

—.’.:( = = 7 _ o — J=lInsert =
| Lucida Sans Un = 18 = | A === @yv = General - | .-e-!ﬂ 4 ;
,:_9 - = |_|—_ <0 00| Conditionsl Format  Cell il e 5
aste - - - - = = - - ! = on ona orma e e
= = | | B | 1 = H@ l'& ‘ |= = |@ | ‘ $ il ” oo a.nl_ Formatting > as Table ~ Styles v || b=| Farmat - (2=
Clipboard T Font Colors '_ La Mumber K] - Cells
- H EEEEEEm desired
Al > ub background color
| A B I B F G H 1
1 i IIi'llI' ars oC Fill Color palette
2 Standard Colars tfolio Summary
(1] MWW W nitial Current
i e Fill Price Initial Price Current Percent
3 Stock Symbol A T Per Share Cost Per Share Value Gain/Loss Gain/Loss
4 | Apple CanAAPL - S 64.59 28419.6 82.99 365156 8096 0.284874
|5 ATET ange atiazis [o12/16/2003 977.7  27.99 24351.3 ~0.02508

active range

Figure 2-34
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60% (column 5,
row 3) on the Fill

(o]

—

(]

e}

[«

(2] 2
. . :

e Click TUI'qUOISE rﬂ." g Wiy = Silver Dollars Stock Club Pertfolio Summary - Microsoft Excel g
Accent 1, lighter ' \ Home | e Babiumik | Parmaed Dt | oaies e =
x

Ll

j || Lucida Sans Un = 18
=t

=

{%- @ General B ﬁ @ g;:x:r::nv' 5: g

Color palette to Bz ||B|I i == : "‘ e '“|'\;;nﬁgfnn;i ot Toble - ses | [ElFormat= | 2+ fit
|clipboard 1= | Fant = | Alignment | Humber | Styles || Eq
Change the back- Al - .fr‘] Silver Dollars Stock Club
ground color of 2T B T {CTRR S ST PR S PRI T B
cells A1 and A2 1 Silve llars Stock Club
from white to 5
turquoise [ Initial Current
(Figure 2_35)_ Date Price Initial Price Current Percent
| 3 |Stock Symbol  Acquired Shares Per Share Cost Per Share Value background of ain/Loss
| 4 Apple Con AAPL 12/1/2004 440 64.59 28419.6 82.99 3651 range A1:A2is }.284874
| 5 AT&T T 12/16/2003 870 28.71 249777 27.99 2435 turquoise 0.02508
6____C|t|gr0up C 1/17/2004 960 49.46 47481.6 44.675 42888 45936 -0.09674
| 7 | Comcast CMCSA 2/1172002 380 33.62 12775.6 41.39 15728.2 2952.6 0.231112
| 8 Google GOaG 2/20/2004 920 390.32 359094.4 492.55 453146 94051.6 0.261913
| 9 Home Dep HD 11/14/2005 770 34.54  26595.8 31.72 244244 -2171.4 -0.08164
| 10 |IBM IBM 9/14,/2004 990 74.08 73339.2 81.47 80655.3 7316.1 0.099757
| 11 Merck MRK 1/14/2005 950 42,125 40018.75 38.34 36423 -3595.75 -0.08985
l__Z__Sprlnt NexS 9/10/2003 560 17.79 9962.4 21.18 11860.8 1898.4 0.190556
| 13 Total 622665.1 725992.6 103327.6 0.165944
| 14 Average 760 81.69278 69185.01 9581167 80665.84 11480.84
_l_fS___nghest 990 390.32 359094.4 492.55 453146 94051.6 0.284874
| 16  Lowest 380 17.79 9962.4 21.18 11860.8 -4593.6 -0.09674

Figure 2-35
L] C|Ick the Borders Silver Dollars Stock Club Portfolio Summary - Microsoft Excel - =
button arrow on the Dats  Redew  View @ .- =

m— |

Ribbon to displa Borders button arrow E ﬁ ig_J gefnoet = || X - ﬁr
he Bord pny & row: 3 & 8
" = =@ ool Conditional Format G | Sort & Find &
the Borders ga ery = m 5 - H = 'nl‘l F:rrnatt\‘::‘g" as%‘;‘l‘e' S(*p:es' I:EJF"-"'"""’-' i -2' F:ter' Salat~
(Figure 2-36). S — Styes | ces | eding
Battom Border b
Top Border
E H | K L
Left Border — Borders gallery = R
Right Border ars -
Mo Border
tial Current
All Borders | s 5
ice Initial Price Current Percent
| 3 |Stock Symba Olftim o er Share Cost Per Share Value Gain/Loss Gain/Loss
| 4 Apple ConAAPL | D Thick BoxBorder 64.59 28419.6 82.99 36515.6 8096 0.284874
| 5 |AT&T B i | Bottom Double Border 28.71 249777 27.99 24351.3 -626.4 -0.02508

| 6 Citigroup C
| 7 Comcast CMCS5/
| 8 Google GODOG
| 9 Home DepHD

T W s 4046 47481.6  44.675 42888 -4593.6 —0.09674
33, .39 15728.2 29526 0.231112

Top and Bottom Bard :

S 390, desiredborder by oo 453146 94051.6 0.261913

i 34.54  26595.8  31.72 244244 2171.4 —0.08164

| 10 |IBM IBM TepandDaghle baltefodts | 051 7337977 81.47 80655.3  7316.1 0.099757

| 11 Merck  MRK | Draw Borders | 42.125 40018.75 38.34 36423 -3595.75 —0.08985

| 12 Sprint Nex5 | oraw Barder 17.79  9962.4 2118 11860.8  1898.4 0.190556
OB rnmera g 622665. 1 725992.6 103327.6 0.165944

| 14 | o R 1.69278 69185.01 95.81167 80665.84 11480.84

| 15 |Highest e , | 390.32 359094.4 49255 453146 940516 0.284874

16 Lowest i | Hne-Lolar 1779 9962.4  21.18 11860.8 -4593.6 -0.09674

17 Line Style >

jﬁj [ More Barders...

| 19

20

Figure 2-36
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4]

e Click the Thick Box Border
command on the Borders gal-
lery to display a thick box border
around the range A1:A2.

e Click cell A18 to deselect the
range A1:A2 (Figure 2-37).

Other Ways

1. On Ribbon click Format
Cells Dialog Box Launcher,
click appropriate tab, click
desired format, click OK
button

. Right-click range, click
Format Cells on shortcut
menu, click appropriate
tab, click desired
format, click OK button

Figure 2-

37

HMaa = Silver Dollars Stock Club Portfolio Surmmary - Microsoft Excel
Home Insert Page Layout Formulas Data Rewview SWiew
[F2) = - Tkl [l || Geinset | =
Ludda Sans Un = |11~ || A° AT ||= =i | General - o2 | | 2
B A = oS 2
Paste - = %8 ;08| Conditional Format Cell || .,
f (AT B O i i | Yo || % £ Fourrr:\altt‘\cr"\n;' asDnglae' Sty\!es' (= Format ~ || 4|
Clipboard | _ Font = Alignment = Humber Bl Styles Cells
a18 - £
[ B = 3] E F 7 1 ]
1| Silver Dollars Stock Club Format Cells: Number
2 Portfolio Summary Dleltog (o Lewimenar
1 — button
Initial Current
Date Price Initial Price Current Percent
3 Stock Symbol  Acquired Shares Per Share Cost Per Share Value Gain/Loss Gain/Loss
4 |Apple ConAd thick box border 440  64.59 28419.6 8299 36515.6 8096 0.284874
5 AT&T  T| surroundsworksheet | 870  28.71 249777  27.99 24351.3  -626.4 -0.02508
6 |Citigroup €| title and subtitle in 960  49.46 47481.6 44675 42888 -4593.6 -0.09674
7 Comcast CH cells AT:A2 380 12775.6 41.39  15728.2  2952.6 0.231112

. Press CTRL+1, click
appropriate tab, click
desired format, click OK
button

To Apply a Cell Style to the Column Headings and Format the
Total Rows

As shown in Figure 2-30b on page EX 107, the column titles (row 3) have the
Heading 3 cell style and the total row (row 13) has the Total cell style. The summary
information headings in the range A14:A16 should be bold. The following steps assign
these styles to row 3 and row 13 and the range A14:A16.

0000

Select the range A3:J3.
Apply the Heading 3 cell style to the range A3:J3.

Apply the Total cell style to the range A13:J13.

Select the range A14:A16 and then click the Bold button on the Ribbon (Figure 3-38).
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"I;;a‘ d9-0o- s Bold button H Center button [ .| Format Cells Dialog i ¢, . T
| _,.1) Box Launcher =
Home Insert Fyout Formulas i @ - =
= 5 . puas) 7 || G=mnsertr | X v
Lucida § - ||t ||| = General - 2 Bt (|2
D4 B 55 2@
uste - [ " -5 <0 o conditional Format  Cell ||, Sort& Find &
“k I I A-[EESE I8~ % ||k o) Foc:"rjna‘télunnga' S Talie= Slyl!es' Blrormat = || 3° Fiter= selscie
Clipboard & || Fant = Alignment & Mumber ] Styles Cells Editing
Al - I | Ayerage
A B C D E F G H | 1 K L
1| Silver Dollars Stock Club
2 | Portfolio Summary
Initial Current -
Price Price Percent column headings
Date Per Initial Pear Current Gain/Los Gmn,flos Lorn‘rtteg W'ﬁht |
3 |Stock  Symbol Acquired Shares Share  Cost Share  Value s eacing > cell style
4 | Apple Con AAPL 12/1/2004 440 64.59 28419.6 82.99 365156 8096 0 284874
5 AT&T 2003 870 28. 9 24351.3 -626.4 -
nt Nex5 9/10 9962.4 21.18 - 556
13 Total 622665 725993 103328 0 16594 «— tqta| row formatted
14 [Average 760 81.69278 69185.01 95.81167 80665.84 11480.84 with Total cell style
15 |Highest 990 390.32 359094.4 492.55 453146  94051.6 0.284874
16 [Lowest [ \,ngeataate | 280 17.79 99624 2118 11860.8 -4593.6 -0.09574
17 formatted bold
18
Figure 2-38
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To Center Data in Cells and Format Dates
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With the column titles and total rows formatted, the next step is to center the stock symbols in column B and
format the dates in column C. If a cell entry is short, such as the stock symbols in column B, centering the entries
within their respective columns improves the appearance of the worksheet. The following steps center the data in

the range B4:B12 and format the dates in the range C4:C12.

e Select the range B4:B12 and = —— ]
H Format Cells [
then click the Center button S g Format Cells
on the Ribbon to center the (= "‘ : Murnber | Alignment " Font " Border " Fill ” Protection
data in the range B4:B12. e o e
! | Cateqgary:
Paste B I U Laruh Jitional
L o s
| Clinhoard G|l Currency 12/1/04 <t
e Select the range C4:C12. | | Dateselectedin | ] ey | Lo
.| Category list — > L #3714/2001 Al
. (| A | B i *Wednesday, March 14, 2001 —] H \
e Click the Format Cells: — | e 314 =
. 1 ent 3/14/01 style
Number Dialog Box 1 skl 031401 selected in
Launcher on the Ribbon 2 | spedal M - Type list
. | uskam =
to display the Format Cells Locale {lacation):
dialog box. |Engish (11.5.) v
3 Stock Symb
e When Excel 4 ",&Hp;ié_némcfr{lﬁ
displays the Format Cells 5 AT&T 7
dialog bOX, if necessary 6 Citigroup 4 Eate Forn;ats displaykdea’fia and tin":ule ser'i.lal rumbers as da::ed valuesc.l Date Formats 'L;hat
. . eqin with an asteris respond o changes in regional date and time settings that are
click the Number ta b, click ; EomclaSt %h'g) specified for the operating system, Formats without an asterisk are not affected by
. . 0ogie i o ttings.
Date in the Category list, 5 Homge Der  H e
and then click 3/14/01 in 10 IBM B
the Type list to choose the 11w 1 M OK button I——»L oK J l Cancel J
yP datacentered | __ o U707 20031 560 T7.79 99629 ZT.18
format for the range C4:C12 in range B4:812 | L2t : : :
. T3 ToULdr / 622665
(Figure 2-39). St
—W / 69185.01 95.8116

dates in range

(o]
S
[}
]
Q
©
d=
Y
o
v
x
Ll

C4:C12 selected

Figure 2-39
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13

e Click the OK button to format the
dates in column C using the date
format style, mm/dd/yy.

e Select cell E4 to deselect the
range C4:C13 (Figure 2-40).

Can | format an entire column
at once?

Q&A

Yes. Rather than selecting the
range B4:B12 in Step 1, you could
have clicked the column B heading
immediately above cell B1, and
then clicked the Center button on
the Ribbon. In this case, all cells in
column B down to the last cell in
the worksheet would have been
formatted to use center alignment.
This same procedure could have
been used to format the dates in

W

column C.

Other Ways

1. Right-click range, click
Format Cells on shortcut
menu, click appropriate
tab, click desired
format, click OK button

2. Press CTRL+1, click
appropriate tab, click
desired format,
click OK button

BTW

Rotating and Shrinking
Entries in Cells

In addition to aligning
entries horizontally and
vertically, you also can
rotate and shrink entries
to fit in a cell. To rotate
or shrink entries to fit in
a cell, click Format Cells
on the shortcut menu,
click the Alignment tab
in the Format Cells dialog
box, and then select the
type of control you want.
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E4 - (- fe | 64,59 \
A B r: T E F G H
1 Silver Dollars Stock Club
2 Portfolic Summary
| Initial Current
Price Price
Date Per Initial Per Curre
2astock symbol Acquired Shares Share _Cost IShare Yalue
4 Apple Con AAPL 12/1/04 440 pea.59] 28419.6 82.99 3651
5 AT&T T 12/16/03 870  28.71 249777  27.99 2435
6 Citigroup @ 1/17/04 960  49.46 47481.6  44.675 42
7 Comcast CMCSA 2/11/02 380 33.62  12775.6 41.39 1572
8 Google GOOG 2/20/04 920  290.32 359094.4 492,55 4531
9 Home Dep  HD 11/14/05 770 34.54  26595.8 31.72 24424
10 | IBM IBM 9/14/04 990 74.08 73339.2 81.47 80655
11 Merck MRK 1/14/05 Excel displays dates. 1018:75 38.34 364
12 Sprint Nex S 9/10/03e—| inrangecaci2  |9962.4 21.18 1186
13 Total using datestyle  |22665 7259(
14 Average format, mm/ddlyy _ J185.01 95.81167 80665
15 Highest 990  390.32 359094.4  492.55 453
16 Lowest 380 17.79  9962.4 21.18 1186
17|
18
19 |
20 |
21 |
23] D
M 4 » b Sheetl ~Sheet?  Sheets  J JICE /
Ready

F7 start

ﬁ Microso

Figure 2-40

Formatting Numbers Using the Ribbon

As shown in Figure 2-30b on page EX 107, the worksheet is formatted to resemble
an accounting report. For example, in columns E through I, the numbers in the first row
(row 4), the totals row (row 13), and the rows below the totals (rows 14 through 16) have
dollar signs, while the remaining numbers (rows 5 through 12) in columns E through I
do not.

"To append a dollar sign to a number, you should use the Accounting number format.
Excel displays numbers using the Accounting Number Format with a dollar sign to the
left of the number, inserts a comma every three positions to the left of the decimal point, and
displays numbers to the nearest cent (hundredths place). Clicking the Accounting Number
Format button on the Ribbon assigns the desired accounting number format. When you
use the Accounting Number Format button to assign the accounting number format, Excel
displays a fixed dollar sign to the far left in the cell, often with spaces between it and the first
digit. To assign a floating dollar sign that appears immediately to the left of the first digit
with no spaces, use the Currency Style in the Format Cells dialog box.

The Comma Style format is used to instruct Excel to display numbers with commas
and no dollar signs. The Comma Style format, which can be assigned to a range of cells by
clicking the Comma Style button on the Ribbon, inserts a comma every three positions to
the left of the decimal point and causes numbers to be displayed to the nearest hundredths.
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To Apply an Accounting Style Format and Comma Style Format Using the Ribbon

Comma Style button on the Ribbon.

The following steps show how to assign formats using the Accounting Number Format button and the

(o]
S
[}
]
Q
©
d=
Y
o
v
x
Ll

® Select the range E4:14. r Dollars stock Club Portfali = Excel - = X
. . A ting Numb:
e While holding down the CTRL key, “ e i Format button " 5 u » Fw e 2 =
select the ranges F13:113. | =g ; = ¥ Feee! (g || EInsertr %
@ = = A 1] - .= [ | |
| bl |:| : ccounti ij ﬁ @ SR : ﬂ ['ﬁ
i H i= r B+ - %2 ;08 i s
e Click the Accounting Number (e - | - o | oo v con | || 5. pote e
Format button on the Ribbon ment F Mumber ] Styles Cells Editing
(Figure 2-41) to apply the \ ¥
Accounting style format with fixed . E F (@ H I 1 E
dollar signs to the nonadjacent Silver Dollars Stock Club
ra'nges E4:14 and F13:113 Portfolio Summary
(Figure 2-41). Initial Current
. . Price Price Percent
g What is J_(he effect of apr:;lylng the Per Initial Per Current Gain/Los
(o4 Accounting style format? 5 Share Cost B Share__ i "Value __ Gainfloss s
The Accounting Number Format 40 $ 64 59 $ 60 § 8299 % 36 5] 5. 60 % 8,096, 00 0.284874
button assigns a fixed dollar sign 28.71 24977.7 27.99 24351.3 -626.4 -0.02508
h b . 49.46 47481.6 44.675 42888 -4593.6 -0.09674
to the numbers in o 22 62 12775.6 41.39 15728.2 2952.6 0.231112
the ranges E4:14 and Erceldisplavlionadiace gy 359094.4  492.55 453146 94051.6 0.261913 |-
; ranges E4:14 and F13:113 using =
F13:113. In each cell in the Accounting style format 54 26595.8 31.72 24424.4 -2171.4 -0.08164
these ranges, Excel dis- with fixed dollar signs 08 73339.2 81.47 80655.3 7316.1 0.099757
| he d |'| . EO \4%1\213 40018.75 38.34 36423 -3595.75% -0.08985
plays the dollar sign to . 0 1 9962.4  21.18 11860.8 1898.4 0.190556
the far left with spaces between it | "[$622,665.05 | $725,992.60 $103,327.55 0.16594
and the first digit in the cell. 60 B81.69278 69185.00556 95.81167 80665.84444 11480.83889
90 094.4 492, 94051.6 el
Figure 2-41
® Select the range E5:12. /er Dollars Stock Club Portfolio Summary - Micrasoft Excel - o
c Style b
e Click the Comma Style button on i iSO omma Style butten _ BB

the Ribbon to assign the Comma (|| | =i ||[accounting / *:J Sansetr | X - ﬁ lﬂ
. A (3] 3P Delete ~
style format to the range E5:112 i || FT | $ « % o |%B B Conditional Format Cel | ., Sart & Find &
(Figure 2-42). % Formatting = as Table = Styles ~ |§JFD”'”“' -2' Filter~ Select=
ment 'T- | Mumber (] Styles Cells Editing
E F G H 1 5

width of columns

Silver Dollars Stock Club fn“;gg’je;;fgﬂgto
Portfolio Summary formatting
Initial Current
Price Percent
Per Initial Curre GainfLos
3 Sharf: Cost _Share ”‘f‘alu . Gain/Loss’ |s
e E5I125e|ected p4. 59 b 28 419.60 5 8299 % 36, 515.60 $ 8 096.00 0.284874
" 8.71 24,977.70 27.99 24,351.30 {626.40)] -0.02508
49.46 47,481.60 44.68 42,888.00 (4,593.60)] -0.09674
33.62 12,775.60 41.39 15,728.20 2,952.60 | 0.231112
390.32 359,094.40 492.55 453,146.00 94,051.60 | 0.261913 2
34.54 26,595.80 21.72 24,424.40 (2,171.40)] -0.08164
74.08 73,339.20 81.47 80,655.30 7,316.10 | 0.099757
42.13 40,018.75 38.34 36,423.00 13,595.75)] -0.08985
17.79 9,962.40 21.18 11,860.80 1,898.40 1 0.190556
£%622,665.05 $ 725992 60 /1103,327.55 0.16594
60 A&1.69274 69185.00556 9581167 parentheses indicate | 180, 83889
E_q Excel displays range numberiis negative
E5:112 using Comma
style format Figure 2-42
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e Click cell E4. s Increase Decimal | partfolio Sumimary - Microsoft | Decrease Decimal
button button

: = LR i |= - -
||$/"| = Custom ")Qj/ﬁ | 'Ej. o Insert z
et = 2 Delete J'

ert Page Layout Formulas

e While holding down the CTRL key,

select cell G4. anzUn =11 = (SIS
u-|B-|&- A EE = G- | § - % o [[58)s%(|| Conditional Format  Cell | ., ol
. . L Formatting = as Table = Styles - || (5] Format= || ZJ -

e Click the Increase Decimal button Font | — o — _r._mma 'n_g ;;:5 e I~ |

on the Ribbon to increase the - fe | 2739

number of decimal places dis- B C D E F G u 1

. : Excel displ
played in cell E4 and G4. Silver Dollars Stock Club nﬁ‘m'fbe',i";yfh,ee
) Portfolio Summary aleaiel plEees
o Select the range E5:E12. While Initial
Price rice

holding down the CTRL key, select

Date Per Initi Per urrent
the range G5:G12. mbol Acquired Shares Shar ost Share Value _ Gain/Loss

) ] AAPL 12/1/04 440 $64.590 § 28,419.60 $82.990 $ 36,515.60 &  8,096.0
e Click the Increase Decimal button on T 12/16/03 370 28.710 24,977.70 24,351.30 (626.4

the Ribbon to increase the num- C 1/17/04 960  49.460 47,481.60  44.675 42,388.00 (4,593,

: . , CMCSA 2/11/02 380  32.620 12,775.60  41.390 15,728.20 2,952.

ber of decimal places displayed in GOOG 2/20/04 920 390.320  359,094.40 492.550  453,146.00 94,051.

HD 11/14/05 770 34.540 26,595.80  31.720 24,424.40

selected ranges (Figure 2-43).
9 20 81.470

14/04

< | What is the effect of clicking the
Increase Decimal button?

Figure 2-43

Q&

The Increase Decimal button
instructs Excel to display additional decimal places in a cell. Each time you click the Increase Decimal button, Excel adds

a decimal place to the selected cell.

To Apply a Currency Style Format with a Floating Dollar Sign Using the Format Cells
Dialog Box

The following steps use the Format Cells dialog box to apply the Currency style format with a floating dollar
sign to the numbers in the ranges E14:116.

e Select the range E14:116 and . £ -
H . E==E - y || %8 00 Conditional  Format cell T
then pomt. to the Format Cells |2~ |||8 ~ % o % S| et = 2y Table » Stytes = || [ Format -
Number Dialog Box Launcher on Al et & Number o[ Styles Ceils
the Rlbbon (Flgure 2_44) E?;g‘;t;:)lli;ﬁgg‘k:r Format Cells: Mumber
Showsthe Mumbertab of the

) E E

Silver Dollars Stc

Format Cells dialog box,

Portfolio Sumi

Enhanced ScreenTip

Per Initial

ired Shares Share Cost Sn ! — 33 5
2/1/04 440 $64.590 $ 28,419.60 $82.990 § 36,51560 $  8,096.00
/16703 870 28.710 24,977.70  27.990 24,351.30 (626.40)
10/03 560 17.790 9,962.40  21.180 11,860.80 1,898.40

$622,665.05 $725,992.60_$103,327.55
’ : 760 81.69278  69185.00556 95.81167  80665.84444  11480.83889
range E14116 __gap|  390.32 359094.4  492.55 453146 94051.6

Figure 2-44
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Q&A

e Click the Format Cells: Number

Dialog Box Launcher.

o If necessary, click the Number tab

in the Format Cells dialog box.

Click Currency in the Category
list and then click the third style
($1,234.10) in the Negative
numbers list (Figure 2-45).

How do | select the proper format?

You can choose from 12 categories
of formats. Once you select a
category, you can select the number
of decimal places, whether or not
a dollar sign should be displayed,
and how negative numbers
should appear. Selecting the
appropriate negative numbers
format is important, because doing
so adds a space to the right of
the number in order to align the
numbers in the worksheet on

the decimal points. Some of

the available negative number
formats do not align the numbers
in the worksheet on the decimal
points.

13

e Click the OK button to assign

Q&A

the Currency style format with a
floating dollar sign to the
range E14:116 (Figure 2-46).

Should I click the Accounting
Number Style button on the
Ribbon or use the Format Cells
dialog box?

Recall that a floating dollar sign
always appears immediately to
the left of the first digit, and the
fixed dollar sign always appears
on the left side of the cell. Cell E4,
for example, has a fixed dollar
sign, while cell E14 has a floating
dollar sign. The Currency style
was assigned to cell E14 using the

Formatting the Worksheet

Format Cells
dialog box

EX 117

Number tab

| Home_| In

Ca

)

Currency style

Format Cells

a
Accounting

Date

Decimal places: ZE ...f

sample of how
P & : Hurnbey | Alignment || Fant || EBorder " Fill " number in upper-left
| j Lucida Sans L) ce_II of selected range
—tua || Category: will appear
| Pavste 7 ||| B I U General Sample /
| Mumber
|Clipboard || St $61.69 number of

decimal places

(o]
S
[}
]
Q
©
{=
Y
o
v
x
Ll

28.710

= Ti ;
selected E P:j:sentage Swrnbal: |$\ v|
Fraction Megative numbers: $ symbol selected [
1 N Siertific -§1,234.10 L
Texk . “ |
2 | Special . q
i Custorn s s Negative numbers list ‘
3 Stock  Syml ; |
| 4 Apple Con  AAl 990
| 5 AT&T 1 990
| 6 |Citigroup O | Currency Formats are used for general monetary values, Use Accounting Formats ta 675
7 Comcast M align decimal points in a column, 290
| 8 Google GO 550
9 Home Dep H — 720
!Q l|B|\-"| IR OK button 470
11 Merck M Lok J[ comel Jf340
| 12 Sprint Nex 5 9710703 5650 17.790 96240 21.180
132 Total $622,665.05 1
14 Average 760] 81.69278 69185.00556 95.81167 !
15 Highest 990 390.32 359094.4 492.55
16 Lowest 380 17.79 9962.4 21.18
17 |

Figure 2-45

27.990

24,977.70 24,351.30 {626.40) -0.02508

00 49.460 47,481.60 44.675 42,888.00 (4,593.60) -0.09674

80  33.620 12,775.60 41.390 15,728.20 2,952.60 0.231112
200390320 3259,094.40  492.550 453,146.00 94,051.60 0.261913 2

] E);fle'll1%isljpsli?1);$?|'geency 6,595.80 31.720 24,424.40 (2,171.40) -0.08164

. L1 F oSl il i Fa Y

: ;Ityle_format with 3,339.20 81.470 S e — 7,.316.10 ?.099757

9 floating dollar signs  |0,018.75 38.340 S B (3,595.75 -0.08985

0 17790 9,962.40 21.180 ooy 1,898.40 0.190556

Y $622,665.05 $725,992.60\ $103,327.55 0.16594

pbO| $81.69 $69,185.01 $95.81 $80,665.84 $11,480.84
ROl $390.32 $359,094.40 $492.55 $453,146.00 $94,051.60 | 0.284874
80| %$17.79 $9,962.40 $21.18 $11,860.80 ($4,593.6011 -0.09674

Figure 2-46

Format Cells dialog box and the result is a floating dollar sign.

Other Ways
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1. Press CTRL+1, click Number
tab, click Currency in
Category list, select format,
click OK button

2. Press CTRL+SHIFT+

DOLLAR SIGN ($)
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To Apply a Percent Style Format and Use the Increase Decimal Button

The next step is to format the percent gain/loss in column J. Currently, Excel displays the numbers in column J
as a decimal fraction (for example, 0.284874 in cell J4). The following steps format the range J4:J16 to the Percent style

format with two decimal places.

o

e Select the range J4:J16.

e Click the Percent Style button on
the Ribbon to display the numbers
in column J as a rounded whole
percent.

What is the result of clicking the
Percent Style button?

Q&A

The Percent Style button instructs
Excel to display a value as a
percentage, determined by
multiplying the cell entry by 100,
rounding the result to the nearest
percent, and adding a percent
sign. For example, when cell J4 is
formatted using the Percent Style
and Increase Decimal buttons,
Excel displays the actual value
0.284874 as 28.49%.

12)

e Click the Increase Decimal button
on the Ribbon two times to display
the numbers in column J with
the Percent style format and two
decimal places (Figure 2-47).

Other Ways

Increase

Percent Style button Decimal button
ya

er Dallars Stodk Club Portfolio Summ - Microsoff = - =
Decrease =
ata Review Decimal button @ - o2 X
||@w| =; £ o . == %’i g Salnsert - ¢ 2L ﬁ l_ﬁ
i =2 I Delete + IE'
|[===| - ||[$ - % o [|L8] Conditional Format  cen ||, _|| . sorta Find&
Formatting = as Table ~ Styles = || b=l Format L7 Filter~ Select~
ment T Mumber | Styles Cells Editing
\ ¥
E F G H | 1 R
Silver Dollars Stock Club
Portfolio Summary
Initial Current
Price Price Percent
Per Initial Per Current Gain/Los
..Sl."".e. Cost ISha_re .Value_ __Gain/Loss s
40 $§64.590 § 28,419.60 % 82.990 § 36,515.60 % 8,096.00 28.49%
70 28.710 24,977.70 27.990 24,351.30 {626.40) -2.513%
o0 49.460 47,481.60 44.675 Excel displays range 93.60) -9.67%
80  33.620 12,775.60 41.390 J4:316 using Percent 122,60 | 23,11%
0 390.320 359,094.40 492.550 45 style format with two 51,60 26.19% |_
0 34.540 26,595.80  31.720 2| decimal places 71400 -8.16%| |
0 74.080 73,339.20 81.470 80,655.30 7.316.10 9.98%
0 42125 40,018.75 38.340 36,423.00 (3,595.75) -8.99%
0 17.790 9,962.40 21.180 11,860.80 1,898.40 19.06%
/ $622,665.05 $725,992.60 %$103,327.55 16.59%
60 $81.69 $69,185.01 $95.81 $80,665.84 $11,480.84
90 $390.32 $359,094.40 $492.55 $453,146.00 $94,051.60 28.49%
80 %$17.79 $9,962.40 $21.18 $11,860.80 ($4,593.60) —9.6 7%
Figure 2-47

1. Right-click range, click
Format Cells on shortcut
menu, click Number
tab, click Percentage
in Category list, select
format, click OK button

2. Press CTRL+1, click
Number tab, click
Percentage in Category
list, select format, click
OK button

3. Press CTRL+SHIFT+
PERCENT SIGN (%)

Conditional Formatting

The next step is to emphasize the negative percentages in column J by formatting
them to appear with a tinted background. The Conditional Formatting button on the
Ribbon will be used to complete this task.

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

contains values you want to highlight, if conditions warrant. For example, you can instruct
Excel to change the color of the background of a cell if the value in the cell meets a condition,
such as being less than 0 as shown in Figure 2-48.
A condition, which is made up of two values and a relational operator, is true or
false for each cell in the range. If the condition is true, then Excel applies the formatting.
If the condition is false, then Excel suppresses the formatting. What makes conditional
formatting so powerful is that the cell’s appearance can change as you enter new values in
the worksheet.

C6161_EXC_02.4c.indd 118

3/6/07 3:29:08 PM



Formatting the Worksheet EX 119

~N
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]
To Apply Conditional Formatting o
<
. . .. . . 9
The following steps assign conditional formatting to the range J4:J12, so that any cell value less than zero will <
cause Excel to display the number in the cell with a light red background. <
(1) -
® Select the range J4:J12. EDollars Stock Club Portfolio Summary - Microsoft Excel gg?n?::gzglbutton -
e Click the Conditional Formatting s O e B T Wk
button on the Ribbon to display ||'§;| = | T ) LELE (il || Bensetr || X v ﬂ cﬁ
o : e Delete = %
the Conditional Formatting |&== & 8 - % o[58 28 |Conditional) Formst cen ,;: o 'S_ Sort & Find &
H E Formatting = as Table = Styles = || ormat = T Filter= Select=
gallery (Figure 2-48). =——]| — e Format~ || 2
ment F] Mumber i ::—] Cells Editing
\ _5, Hi t Cells Rules * -
l Eol F mj: B I s N
Eal e YoHarsStoel
Formatting gallery : A ;
Portfolio Summa v
Initial (
Price P ¥ Percent
Per Initial P GainflLos
Share  Cost S | Gain/loss _\s
40 5 64 9.60 = b5 8,096.00 28.49%
2{ New Rule command [, 70 | Hew Rule.. ] (626.40) -2.51%
3620 1277560 | D] Seernes h—e i
390.320 359,004.40 | IZ Manage Rules.. ) 94.051.60 |  26.19% L
34.540 26,595.80 31.720 24,424.40 (2,171.40) -8.16%
74.080 73,339.20 81.470 80,655.30 7.316.10 9.98%
42,125 40,018.75 38.340 36,423.00 (3,595.75) -8.99%
17.790 9,962.40 21.180 11,860.80 1,898.40 19.065%
$622,665.05 $725,992.60 %103,327.55 16.59%
0l %95.81 11,480.84
Figure 2-48
e New Formatting
. . . Rule dialog box
e Click New Rule in the Conditional s p—— R ———— T T=lx=
. . SIMENT Select a Rule Type list [ ILETSOLERCE|
Formatting gallery to display the Page Lavout f  Formulas  Dats — R i @ - o x
New Formatting Rule dialog box. e b aite il T ':,5‘1? A
. A Select a Rule Type: Sar & Find &
° ClICk _For_mat Only ce”S that w Format all cells based on their values 27 Fiter - Select
contain’in the SeIECt a RUIe » Format only cells that contain Editing

» Format only top or battom ranked values

Type area.

W Farmat only values that are above or below averages

-F t only unique or duplicate values

e In the Edit the Rule

Edit the Rule Formula ko determine which
Description area, click the pesaiptionlarcs relational operator value 2
box arrow in the relational s
b d text Format only cells with: Percent
operator box (second tex [cavalie 3 [t e Gain/Los
box) and then select less than. 1\ g e 28
,096.00 [ 28.49%
e Type 0 (zero) in the rightmost Preview: N Format Set ‘ [Eomar._J—] Formatbutton (ggg-gg} :g-zg
box in the Edit the Rule value 1 | | ’952.50 23. 11%)
. . . | > £ -
Description area (Figure 2-49). 051.60 1 26.19%| |-
A0 TT/T3/05 770 33.530 76,595.80  31.720 171.40)|  -8.16%
IBM 9/14/04 990  74.080 73,339.20  81.470 316.10 9.98%
MRK 1/14/05 950  42.125 40,018.75  38.340 595.75) -8.99%
5 9/10/03 560  17.790 9,962.40  21.180 898.40 | 19.06%
$622,665.05 $7] }27.55 16.59%
760  $81.69 $69,185.01  $95.81 480.84
990 $390.32  $359,094.40 $492.55 051.60  28.49%
$17.79 $9,962.40  $21.18 593.60) -9.67%

Figure 2-49
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3

e Click the Format
button.

e When Excel displays
the Format Cells
dialog box, click the
Fill tab and then click
the light red color
in column 6, row 2
(Figure 2-50).

4]

e Click the OK button
to close the Format
Cells dialog box and
display the New
Formatting Rule
dialog box with
the desired color
displayed in the
Preview box
(Figure 2-51).
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o Click the OK button
to assign the condi-
tional format to the
range J4:J12.

e Click cell A18 to
deselect the range
J4:J12 (Figure 2-52).

Formatting the Worksheet EX 121

o
-
(V)
]
o
©
N
Silver Dollars Stock Club Portfolio Summary - Microsoft Excel - 5 X S
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2/1/04 440 $64.590 § 28,419.60 § 82.990 $\B,.[)&_2; 28.49%
/16703 870 28.710 24,977.70 27.990 (626. -2.51%
1704 960  49.460 47,481.60 44.675 (4,593.60) —-9.67%
11/02 380 33.620 12,775.60 41.390 15,728.2 ,952.60 23.11%
20/04 920 390.320 359,094.40 492.550 453,146.00 26.19% 2
14,/05 770 34.540 26,595.80 31.720 24,424.40 —8.16%
14,04 990 74.080 73,339.20 81.470 80,655.30 9.98%
14,/05 950  42.125 40,018.75 38.340 36,423.00 3 -8.99%
10,03 560 17.790 9,962.40 21.180 11,860.80 1,898.40 19.06%
$622,665.05 $725,992.60 %$103,327.55 16.59%
760 $81.69 $69,185.01 $95.81 %80,665.84 $11,480.84
990 $%390.32 $359,094.40 $492.55 %453,146.00 $94,051.60 28.49%
380 $172.79 $9,962.40 $21.18 $11,860.80 ($4,593.60) -9.67%

Figure 2-52

Conditional Formatting Operators

As shown in Figure 2—49 on page EX 119, the second text box in the New Formatting
Rule dialog box allows you to select a relational operator, such as less than, to use in the con-
dition. The eight different relational operators from which you can choose for conditional
formatting in the New Formatting Rule dialog box are summarized in Table 2-5.

Table 2-5 Summary of Conditional Formatting Relational Operators

Relational Operator

Between

Not between

Equal to

Not equal to

Greater than

Less than

Greater than or equal to

Less than or equal to

C6161_EXC_02.4c.indd 121

Description

Cell value is between two numbers

Cell value is not between two numbers

Cell value is equal to a number

Cell value is not equal to a number

Cell value is greater than a number

Cell value is less than a number

Cell value is greater than or equal to a number

Cell value is less than or equal to a number

Conditional
Formatting

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

or an entire workbook
conditionally. If the
value of the cell changes
and no longer meets
the specified condition,
Excel suppresses the
conditional formatting.

BTW
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Trying to unhide a range
of columns using the
mouse can be frustrating.
An alternative is to use
the keyboard: select the

BTW

and left of the hidden
columns and then press
CTRL+SHIFT+) (RIGHT

of columns, press CTRL+0
(zerO0).

Hidden Columns Changing the Widths of Columns and Heights of Rows

When Excel starts and displays a blank worksheet on the screen, all of the columns
have a default width of 8.43 characters, or 64 pixels. A character is defined as a letter,
number, symbol, or punctuation mark in 11-point Calibri font, the default font used by
columns to the right Excel. An average of 8.43 characters in 11-point Calibri font will fit in a cell.

Another measure of the height and width of cells is pixels, which is short for picture
element. A pixel is a dot on the screen that contains a color. The size of the dot is based
PARENTHESIS). To use the on your screen’s resolution. At a common resolution of 1024 X 768, 1024 pixels appear
keyboard to hide arange  across the screen and 768 pixels appear down the screen for a total of 786,432 pixels. It is
these 786,432 pixels that form the font and other items you see on the screen.

The default row height in a blank worksheet is 15 points (or 20 pixels). Recall
from Chapter 1 that a point is equal to 1/72 of an inch. Thus, 15 points is equal to
about 1/5 of an inch. You can change the width of the columns or height of the rows at
any time to make the worksheet easier to read or to ensure that Excel displays an entry
properly in a cell.

To Change the Widths of Columns

When changing the column width, you can set the width manually or you can instruct Excel to size the column
to best fit. Best fit means that the width of the column will be increased or decreased so the widest entry will fit in the
column. Sometimes, you may prefer more or less white space in a column than best fit provides. Excel thus allows you

to change column widths manually.

When the format you assign to a cell causes the entry to exceed the width of a column, Excel automatically
changes the column width to best fit. If you do not assign a format to a cell or cells in a column, the column width
will remain 8.43 characters. To set a column width to best fit, double-click the right boundary of the column heading

above row 1.

The following steps change the column widths: column A to 14.11 characters; columns B and C to best fit;
column D to 6.00 characters; columns E, G, and J to 9.00 characters; and columns F, H, and I to 12.67 characters.

e Point to the boundary on the right
side of the column A heading
above row 1.

When the mouse pointer changes
to a split double arrow, drag until
the ScreenTip indicates Width:
14.11 (134 pixels). Do not release
the mouse button (Figure 2-53).

What happens if | change the
column width to zero (0)?

Q&A

If you decrease the column width to
0, the column is hidden. Hiding cells
is a technique you can use to hide
data that might not be relevant to
a particular report or sensitive data
that you do not want others to see.
To instruct Excel to display a hidden
column, position the mouse pointer
to the right of the column heading
boundary where the hidden column
is located and then drag to the right.
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Initial Current
Price Price
Date Per Initial Per Current
Stock | Symbol Acquir_ed Shﬂres‘Share Cost Sh.arg__ “Valu.e Gain/Loss
Apple Computers;  AAPI 12104 440 % 64.590 $  28,419.60 $82.990 § 3651560 § 8,09
AT&T dotted line shows 28.710 24,977.70 27990 24,351.30 (626
Citigroup ~¢— proposed right 49.460 47,481.60  44.675 42,888.00 (4,593
Comcast CM border of column A 33.620 12,775.60  41.390 15,728.20 2,952
Google GG Ui vzu 390,320 359,004.40 492,550 453,146.00 94,051
Home Depot HD  11/14/05 770  34.540 26,595.80  31.720 24,424.40 2,171
IBM IBM 9/14/04 990  74.080 73,339.20  81.470 80,655.30 7,316
Merck MRK  1/14/05 950  42.125 40,018.75  38.340 36,423.00 (3,595
_ Sprint Nextel 3 9/10/03 560  17.790 9,962.40  21.180 11,860.80 1,898.
Total $622,665.05 $725,992.60 $103,327.4
Average - 81.69 $69,185.01  $95.81 $80,665.84 §11,480.
|Highest «—| currentrightborder &gq 25 4259 094.40  $492.55  $453,146.00 $94,051.
| Lowest of column A K17.79 $9,962.40  $21.18 $11,860.80 ($4,593.
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e Release the mouse button.

e Drag through column headings B
and C above row 1.

e Point to the boundary on the
right side of column heading C
to cause the mouse pointer to
become a split double arrow
(Figure 2-54).

What if | want to make a large
change to the column width?

Q&A

If you want to increase or decrease
column width significantly, you
can right-click a column heading
and then use the Column Width
command on the shortcut menu
to change the column’s width. To
use this command, however, you
must select one or more entire
columns.

13)

e Double-click the right boundary
of column heading C to change
the width of columns B and C to
best fit.

e Click the column E heading
above row 1.

e While holding down the CTRL key,
click the column G heading and
then the column J heading above
row 1 so that columns E, G, and J
are selected.

e Point to the boundary on the
right side of the column J heading
above row 1.

e Drag until the ScreenTip indicates
Width: 9.00 (88 pixels). Do not
release the mouse button
(Figure 2-55).
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Initial Current
Price Price
Date Per Initial Per Current

3 Stock Symbol Acquired|Shares Share Cost Share Value Gain fLoss J
4 AAPL 12/1/04 440 $ 64.590 § 28,419.60 § 82.990 % 26,515.60 % 8,096.0
5 AT&T i 12/16/03 870 28.710 24,977.70 27.990 24,351.30 (626.
&6 Citigroup C 1/17/04 960 49.460 47,481.60 44.675 42,888.00 (4,593.
7 Comcast CMCSA 2/11/02 380 33.620 12,775.60 41.390 15,728.20 2,952
8 Google 2/20/04 920 390.320 359,094.40 492.550 453,146.00 94,051
9 Home Depot 11/14/05 770 34.540 26,595.80 31.720 24,424.40 2,171
10 IBM IBM 14/04 990 74.080 73,339.20 81.470 80,655.30 7,316
11 Merck new column A width @ 42.125 40,018.75  38.340 6,423.00 (3,595.
12 Sprint Nextel 17.790 9,962.40 21.180 11,860.80 1,898.
13 Total $£622,665.05 $725,992.60 % 103,327.5‘
14 Average 760 $81.69 $69,185.01 $95.81 $80,665.84 $11,480.8
15 Highest 990 $390.32 $359,094.40 $492.55 $453,146.00 $94,051.6
16 Lowest 380 $17.79 $9,962.40 $21.18 $11,860.80 ($4,593.6

Figure 2-54

el |

,ﬂ,"LP, - ilver Dollars Stock Cluh Portfolio Summary - Micri =
| e | tsert column widths Band C |5, Review w4 columnsE, G, ScreenTip shows . 7 X
— X are set to best fit | andJselected | | proposed columnwidth |
_3 B Ludda Sans Un = 11 = \ General = .
ey [ w(ES s Gl o S | sems e X
Clipboard & | Font & Number 1 ‘i Editing
132 - 4% / \ ‘idth: 9,00 [68 pixels]
T al A | B | < | o NN F — s 7 e
1] Dollars Sto
2 olio Summ mouse pointer
Current
Price Percent
Date Initial Per Cuy Gain/Los
3 Stock Symbol Acquired Shares Cost Share v <
4 Apple Computers AAPL 12/1/04 440 $64.590 §&  28,419.60 582990 § M
5 AT&T T 12/16/03 870 28.710 24,97 cyrrent right =751%
6 Citigroup € 1/17/04 960  49.460 47,48 porder of column J
7 Comcast CMCSA  2/11/02 380 33.620 12, 7ioo o
8 Google GOOG 2/20/04 920 390.320 359,094.40 492.550
9 Home Depot HD 11/14/05 770 34.540 X
10 1BM IBM  9/14/04 990  74.080 dotted line shows
11 Merck MRK  1/14/05 950  42.125 proposed right
12 Sprint Nextel s 9/10/03 560 17.790 border of column J
13 Total $622,665.05 37
14 Average 760  $81.69 $69,185.01 $95.81
15 Highest 990 5390.32 $359,094.40 $492.55
16 Lowest 380 f$17.79 $9,962.40 $21.18
17
18
19
20
21
22
L7 - T | —
4 4 b M| Sheetl - Sheet2 Sheet3 - ]
Ready Awerage: 74.94481698  Count: 39 Su
&3
Figure 2-55
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(4

* Release the Silver Dollars Stock Club Portfolio Summary - Microsoft Excel ScreenTip shows =
mouse button. yout Formulas Data Rewiew iews column widths of proposed column width | =
E, G, and J set to
e Click the - A A= ||-@/v| § General 9.00:;:h._{a‘raders-. ;‘ﬂ:sler: 4 ; B 7 Lﬁ
H L= " Delgte - T
column F headlng Iy - A || 3%8||| Conditipnal Format  Cell =t I Sort & \Find &
above row 1 to = Formatting = as Table = Styles - || L% T Filter= Jelect~
Ia Styles Editing
select column F. A = =
e While holding { D E F G H
down the CTRL key, Silver Dollars Stock Club
click the column H Portfolioc Summary mouse pointer
heading and then
the column | Initial Current
heading above Date_ Price Initial Price Current ) Pe!cent
row 1. 10 select ol Acqmred_Shares_Per Shar_e Cost Per S_hﬂre Yalue ______iGain/Loss Gain/Loss
! L 12/1/04 440 $ 64.590 § 28,419.60 § 82990 § 36,515.60 i % 8,096.00 28.49%
columnsF, H, and 1. 12/16/03 870  28.710 24,977.70  27.990 24,351.30 (626.40)  -2.51%
. 1/17/04 960 49460 47.481.60 44.675 42,888.00 (4,593.60) -9.67%
* Point to the A 2/11/02 380 33.620 12,775.60 41.390 15,728.20 2,952.60 23.11%
boundary on the 2,/20/04 920 390.320 359,094.40 492.550 453, 146.00 94,051.60 26.19%_
I’ight side of the 1171405 770 34.540 26,595.80 31.720 24,424.40 (2,171.40) -8.16%
column | headin 914704 990 74.080 73,339.20 81.470 80,655.30 731610 9.98%
9 1/14/05 a50 42,125 40,0187 38.340 3?,423.00 (3,595.75) -8.993
above row 1. 9/10/03 560 17.790 9,962.40 > 11 8A0 8 1,898.40 19.06%
$£622,665.05 CO'(;"'“”SI F'tH'd 0: $103,327.55% 16.59%
* Drag to the left 760  $81.69  $69,185.01  $95.81 | 9lCel $11,480.84
until the ScreenTip 990  $390.32 $359,094.40 $492.55 $453,146.00 $94,051.60 28.49%
indicates Width: 380 $17.79 $9,962.40 $21.18 dotted line shows ] -9.67%

. proposed right
12.67 (121 plXElS). border of column |
Do not release g | |
the mouse button i 2-56
(Figure 2-56). igure 2-

9 widths of columns
== = E, G, and J set to —
* Release the width of column Aset | | width of columns B °| width of column D 9.00 characters e
mouse button. to 14.11 characters and C set to best fit set to 6.00 characters @ - = x
PR\ o <ors O < 12 - 5 ]
e Point to the - @- %? o
e UEEEE T B | oot St S8 e - S £
boundary on the Clipboard & | Font Mumber & g Styles Cells diting
right side of the a18 - {a ™
column D heading A B < D_|__E F o H ! 1__In
above row 1. | Silver Doll_ars St Club T /
2 Portfolic Summary -
widths of columns F,
e Drag to the left — o HH andtl setto 12.67
until the ScreenTip Date Price Initial Price | Characters Percent
. . . i 2 |Stock Symbol Acquired Shares Per Share Cost Per Share Value Gain/Loss Gain/Loss
indicates Width: 6.00 4 |Apple Computers AAPL  12/1/04 440 $ 64.590 $ 2841960 $ 82.990 % 3651560 &  8,096.00 28.49%
(61 pixels) and then 5 AT&T T 12/16/03 870  28.710 24,977.70  27.990 24,351.30 626.40)  -2.51%
6 | Citigroup g 1/17/04 960  49.460 47,481.60  44.675 42,888.00 (4,593.60)  -9.67%
release the mouse 7 Comcast CMCSA  2/11/02 380 33.620 12,775.60  41.390 15,728.20 2,952.60 23.11%

. 8 Google GOOG  2/20/04 920 390.320 359,094.40  492.550  453,146.00 94,051.60 26.19% |_
button to display the 9 HomeD 11/14/05 770 34.54 0 31.720 24,424.40 —8.16% |
worksheet with the =
new column widths. Figure 2-57

Click cell A18 to deselect
columns F, H, and | (Figure 2-57).

Other Ways
1. Right-click column heading column width, click OK
or drag through multiple button

column headings and right-
click, click Column Width on
shortcut menu, enter desired

2. Right-click column heading
or drag through multiple
column headings and right-

C6161_EXC_02.4c.indd 124

click, click Format button on
Ribbon, click Column Width
in Format gallery, enter
desired column width, click
OK button
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To Change the Heights of Rows

When you increase the font size of a cell entry, such as the title in cell A1, Excel automatically increases the
row height to best fit so it can display the characters properly. Recall that Excel did this earlier when multiple lines
were entered in a cell in row 3, and when the cell style of the worksheet title and subtitle was changed.

You also can increase or decrease the height of a row manually to improve the appearance of the worksheet.
The following steps show how to improve the appearance of the worksheet by decreasing the height of row 3 to
60.00 points, and increasing the height of row 14 to 26.25 points.

(o]
S
[}
]
Q
©
d=
Y
o
v
x
Ll

* Point to the @ E ', L R Silver Dollars Stock Club Portfolio Surmmary - Microsoft Excel
ﬁoucr;_dar); below row N 2 | Home_| Insert Page layout Formulas Data Rewview g
eadin . ey iE 3 TEp— =
9 @j ‘* Lucida SansUn ~ 11~ | A& A" |§ = —J|$| |§i General L ié ﬁ % =
e Drag up until the e - = | e O )
U e [ s B[ (S = Sl |8 %o 5 8| consmonal romat cen |y
ScreenTip indicates lie Al = =l L “la e shesy ||
Height: 6000 | Clipboard "« |I=ont u | Alignment Fl Mumber | Styles
(80 pixels). Do not = - £ |
A B | C — - E | F | G | H
release the mouse e . = > : s : : g
button (Figure 2-58). 1| et Silver Dollars Stock Club
2| height of row 3 Portfolio Summary
current bottom
border of row 3 Initial Current
Date Price Initial Price Current
g Stock Symbol Acquired Shares Per Share Cost Per Share Value
"prpIe Computers  AAPL \LQI;’(M 440747645907 %28, 4719.60 5 82,990 % 36,515.60
AY&T F 12/ otted line shows 28.710 24,977.70 27.990 24,351.3
6 Citigroup C proposed bottom 49.460 47,481.60 44.675 42,888.0
7 Comca CMC5A 2| borderofrows3 33.620 12,775.60 41.390 15,728.2
8 Goof GOOG 2/20/04 920  390.320 359,094.40  492.550 453,146.0
9 Ho HD 11/14/05 770 34.540 26,595.80 31.720 24,424.4
10 |IBM IBM 9/14/04 990 74.080 73,339.20 81.470 80,655.3
11 ':Merck MRK 1/14/05 950 42.125 40,018.75 38.340 36,423.01
12 Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21.180 11,860.8
13 Total $622,665.05 $725,992.60
14 Average 760 $81.69 $69,185.01 $95.81 $80,665.84
15 Highest 990 $390.32 $359,094.40 %492.55 $453,146.00)
16 Lowest 380 $17.79 $9,962.40 %21.18 $11,860.80
17 |
w1
19
20
21
22 |
Eart T ———
4 4 » M| Sheetl ~Sheetz - Sheet3 - .l
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12)

e Release the mouse button. s a7
e Point to the boundary below row A T — ¥ - £ £ &
heading 14. 1 Silver Dollars Stock Club
] ] 2 | Portfolio Summary
e Drag down until the ScreenTip row 3 height is
. . . . 60.00 point:
indicates Height: 26.25 (35 pixels). e points Initial Current
Do not release the mouse button Date Price Initial Price
(Figure 2-59). 3 Stock Symbol Acquired Shares Per Share Cost Per Share
4 Apple Computers AAPL 12/1/04 440 § 64.590 $§ 28,419.60 3 82.990
5 ATE&T T 12/16/03 870 28.710 24,977.70 27.990
6 Citigroup C 1/17/04 960 49.460 47,481.60 44.675
7 Comcast CMCSA 2711702 380 33.620 12,775.60 41.390
8 Google GOOG  2/20/04 920 390.320 359,094.40 492.550
9 Home Depot HD 11/14/05 770 34.540 26,595.80 31.720
10 IBM IRAA 9/14/04 990 ‘d"‘t‘;"‘d i h *339.20 81.470
. otted line shows
11 _Metck zcrf:gsgs ;2?;;’; 05 950 4 e (i 18.75 38.340
12 |Sprint Nextel of row 14 03 560 border of row 14 162.40
Thieiont 26,35 55 phel £ 3622,665.05
~ |Average ‘/?60/ $81.69 $69,185.01 $95.81
I¢ Highest I~ 990, 5390.32.....%259,094. 40 . 5492 55
15 Tow $17.79 $9,962.40 $21.18
16| border of ow 14

Figure 2-59

©

e Release the mouse button to

=TT T

. formatting of Formatting = a
change the row height of row 14 T Font o aligd worksheet complete fper B 5
t0 26.25. ST - @ & ' \
e Select cells A3:J3 and then click A R i & D i L : 3 : G ]
the Center button on the Ribbon 1| Silver Dollars Stock Club
to center the column headings. 2 Portfolio Summary
o Select cell A18 (Figure 2-60). Initial Current
<! Can | hid 5 Date Price Initial Price
g| —onihidearow: 3| Stock  Symbol Acquired Shares Per Share  Cost _ Per Shar
©'| Yes. As with column widths, when 4 Apple Computers AAPL 12/1/04 440 $ 64.590 $  28,419.60 § 82.990
you decrease the row height to 5 AT&T T 12/16/03 870  28.710 24,977.70  27.990
0. the row is hidden. To instruct 6 Citigroup c 1/17/04 960 49.460 47,481.60 44675
! ) N 7 Comcast CMCS5A  2/11/02 380 33.620 12,775.60 41.390
Excel to display a hidden row, 8 G o ianeights | GOOG  2/20/04 920 390.320 359,094.40  492.550
position the mouse pointer just 9 |H 26.25 points HD  11/14/05 770 34.540 26,595.80 31.720
below the row heading boundary 10 IB IBM  9/14/04 990  74.080 73,339.20  81.470
L 11 Mer MRK 1/14/05 added white space 40,018.75 38.340
‘(;"herz the row is hidden E”Fj :}he” 12 s;nt Nextel 5 9/10/03| | inrow 14 impraves 9,962.40  21.180
appearance o
rag .own. To set. arow height to 13 Yotal ol $622,665.05
best fit, double-click the bottom ¥ }‘/
boundary of the row heading. 14 _A\_.!erﬂge 760 $81.69 $69,185.01 $95.81
15 Highest 990 $390.32 $359,094.40 $492.55
16 Lowest 380 $17.79 $9,962.40 $21.18
17
18
Figure 2-60
Other Ways
1. Right-click row heading on shortcut menu, enter
or drag through multiple desired row height, click
row headings and right- OK button

click, click Row Height
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~N
S
7]
i o
H H = | Hidden Rows

CheCkIng Spelllng E You can use the keyboard 2
. to unhide a range of v
Excel has a spell checker you can use to check the worksheet for spelling errors. The rows by selecting the )
spell checker looks for spelling errors by comparing words on the worksheet against words | rows immediately above %
contained in its standard dictionary. If you often use specialized terms that are not in the and below the hidden =

standard dictionary, you may want to add them to a custom dictionary using the Spelling 2?—;{1?:,?—,-21((2(&?;%5'“9

dialog box. ) o o o PARENTHESIS). To use the

When the spell checker finds a word that is not in either dictionary, it displays the keyboard to hide a range
word in the Spelling dialog box. You then can correct it if it is misspelled. of rows, press CTRL+9.

To Check Spelling on the Worksheet

To illustrate how Excel responds to a misspelled word, the word, Stock, in cell A3 is misspelled purposely as
the word, Stcok, as shown in Figure 2-61.

e Click cell A3 and = 7 o
then tvbe Steok to @ silver Dollars Stik club Po - Microsoft Excel
yp co i Insert Page layout Farmulas

Data | Review | ‘iew

misspell the word == F—
=3 ote
Stock. Ay id. I_ I aﬁ J & J J | Spelling dialog box | ! i Alows U
T - ? oW
Speli Research Thesaurus Translate e Delete Prewious Mext || Protect Protect Share J
e Click cell A1. | HES || comment _s Showy Tnk || sheet Workbook Workhook L Track €
Proofing ; : Changes
i X ; Spelling: English {U.5.) [l
e Click the Review 43 - @ ——
. = Mat in Dictionary: \
tab on the Ribbon. _ A
1 - || | Steok || 1anoreonce |4 Ignore Once button
. . ] up
e Click the Spelling - '
2 Ignore All and
button on the Change All Add to Dictionary Add to Dictionary
i desired word in ) buttons impact button
Ribbon to run Suggestions list | | | Std@estions: words throughout Ent
the spell checker [~ S document j
2 shel ched [ G
and display the pore——~-

990 % 36,515.6

AutoCorrect button

misspelled word,
Stcok, in the

AutoCorrect |
Spelling dialog box |
(Figure 2-61). | 8 Google optors. AN

Dictionary language: | English {LJ.5.) v |

<| What h n 9 _Home Depot T TT7 13705 | indicates 'ﬁ"ﬁual?“o 75,595, 80 3T. 720
3 at happens 10 IBM IBM  9/14704 L Useinspellchec 73,339.20  81.470 80,655.30
o| when the spell |11 Merck MRK  1/14/05 950  42.125 40,018.75  38.340 36,423.0
checker finds a | 12 Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21.180 11,860.8
misspelled word? 13 Total $622,665.05 $725,992.6(
When the spell 14 Average 760  $81.69  $69,185.01 $95.81 $80,665.8
checker identifies 15 Highest 990 $390.32  $359,094.40  $492.55  $453,146.0
that a cell contains | 16 Lowest 380  S$I7.79 $9,962.40  $21.18 $11,860.8
17
a word not in its 18 |
standard or custom 19
dictionary, it selects | 20 |
that cell as the %
active cell and |4 4 » »| Sheetl  Sheet2 Sheet3  (d
displays the Spell- kil
iﬂg dlalog box. The = start B Microsoft Excel - Sikve..,
Spelling dialog box
(Figure 2-61) lists Figure 2-61
the word not found in
the dictionary and a list of suggested corrections.
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12)

e With the word Stock highlighted
in the Suggestions list, click the
Change button to change
the misspelled word, Stcok, to the
correct word, Stock and then
select cell A18 (Figure 2-62).

e If the Microsoft Office Excel
dialog box is displayed, click the
OK button.

13

e Click the Close button.
e Click the Home tab on the Ribbon.

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

What other actions can | take in
the Spelling dialog box?

Q&A

If one of the words in the
Suggestions list is correct, click it
and then click the Change but-
ton. If none of the suggestions is
correct, type the correct word in
the Not in Dictionary text box and
then click the Change button. To
change the word throughout the
worksheet, click the Change All
button instead of the Change but-
ton. To skip correcting the word,
click the Ignore Once button. To
have Excel ignore the word for
the remainder of the worksheet,
click the Ignore All button.

Other Ways

n-. Pl
d
|Hm|

Silver Dollars stock Club Portfolio Surmmary - Microsoft E‘

an'nulus Diata Rewi e “wigw
= Lucida 5ans Un = 111~ | A° A7) |_ = = |@ | |@ General ™ ‘
_3 = = :J : | ;2 00 ij
" | S S O O | S|
_Clipboard | | Fant | | Alignment L Mumber |
218 - | }
| A g L _c D E F
1 Sllver Dollars Stock Clu
2 | Portfolio Summary
il Stcok changed
to Stock
Initial Current
J Date Price Initial Price
£ Stock ' Symbol Acquired Shares Per Share Cost Per Share
4 Apple Computers AAPL  12/1/04 440 § 64.590 $ 28,419.60 $ 82.990
5 AT&T T 12/16/03 870 28.710 24,977.70 27.990
6 Citigroup C 1/17/04 960 49.460 47,481.60 44.675
7 Comcast CMCSA  2/11/02 380 33.620 12,775.60 41.390
8 Google GOOG 2/20/04 920 390.320 359,094.40 492.550
9 Home Depot HD 11/14/05 770 34.540 26,595.80 31.720
10 IBM IBM 9/14/04 990 74.080 73,339.20 81.470
11 Merck MRK 1/14/05 950 42.125 40,018.75 38.340
12 Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21. 180
13 Total $622,665.05
14 Average 760  $81.69  $69,185.01 $95.81
15 Highest 990 $390.32  $359,094.40  $492.55
16 Lowest 380 $17.79 $9,962.40  $21.18
17|
18 T ]
19
20
21 |
L - P | ——
M4+ ¥ Sheetl ~Shestz . Sheet3 3 (|
Ready
:"' start B Microsof
Figure 2-62

1. Press F7
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Additional Spell Checker Considerations Spell Checking
While Excel’s spell

Consider these additional guidelines when using the spell checker: checker is a valuable
* To check the spelling of the text in a single cell, double-click the cell to make the formula tool, it is not infallible.

bar active and then click the Spelling button on the Review tab on the Ribbon. You should proofread

. . . your workbook carefully
* If you select a single cell so that the formula bar is not active and then start the by pointing to each

spell checker, Excel checks the remainder of the worksheet, including notes and word and saying it

embedded charts. aloud as you point to it.
. Be mindful of misused
* If you select a cell other than cell Al before you start the spell checker, Excel will words such as its and it’s,

display a dialog box when the spell checker reaches the end of the worksheet, asking through and though,

if you want to continue checking at the beginning. and to and too. Nothing
. undermines a good
* If you select a range of cells before starting the spell checker, Excel checks the impression more than

spelling of the words only in the selected range. a professional looking

* To check the spelling of all the sheets in a workbook, click Select All Sheets on the \r;g%r: with misspelled
sheet tab shortcut menu and then start the spell checker. To instruct Excel to display '
the sheet tab shortcut menu, right-click any sheet tab.

BTW

(o]
S
[}
]
Qo
©
d=
Y
©
v
x
Ll

* To add words to the dictionary such as your last name, click the Add to Dictionary E Error Checking
B Always take the time

button in the Spelling dialog box (Figure 2-61 on page EX 127) when Excel identifies to check the formulas
the word as not in the dictionary. of a worksheet before

* Click the AutoCorrect button (Figure 2-61) to add the misspelled word and the correct submitting it to your

. : R supervisor. You can check
version of the word to the AutoCorrect list. For example, suppose you misspell the formulas by clicking the

word, do, as the word, dox. When the spell checker displays the Spelling dialog Error Checking button on
box with the correct word, do, in the Change to box, click the AutoCorrect button. the Formulas tab on the
Then, anytime in the future that you type the word, dox, Excel automatically will Ribbon. You also should

. test the formulas by
change it to the word, do. employing data that tests

the limits of formulas.
Experienced spreadsheet

Preparing to Print the Worksheet shecialists spend 3

time testing a workbook

.. . . as they do creating it,
Excel allows for a great deal of customization in how a worksheet appears when printed. before placing it into

For example, the margins on the page can be adjusted. A header or footer can be added to production.
each printed page as well. Excel also has the capability to work on the worksheet in Page

Layout View. Page Layout View allows you to create or modify a worksheet while viewing

how it will look in printed format. The default view that you have worked in up until this

point in the book is called Normal View.

Specify how the printed worksheet should appear. Plan
Before printing a worksheet, you should consider how the worksheet will appear when Ahead
printed. In order to fit as much information on the printed page as possible, the margins of
the worksheet should be set to a reasonably small width and height. The current Portfolio

Summary worksheet will print on one page. If, however, the club added more data to the = | Certification
worksheet, then it may extend to multiple pages. It is, therefore, a good idea to add a page i | The Microsoft Certified
header to the worksheet that prints in the top margin of each page. Application Specialist

In Chapter 1, the worksheet was printed in portrait orientation, which means the printout (MCAS) program provides
is printed across the width of the page. Landscape orientation means the printout is printed an opportunity for you

to obtain a valuable
industry credential —
proof that you have the
Excel 2007 skills required
by employers. For

more information, see
Appendix F or visit the
Excel 2007 Certification
Web page (scsite.com/
ex2007/cert).

across the length of the page. Landscape orientation is a good choice for the Silver Dollars
Stock Club Portfolio Summary because the printed worksheet's width is greater than its
length.
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To Change the Worksheet’s Margins, Header, and Orientation in Page Layout View

The following steps change to Page Layout View, narrow the margins of the worksheet, change the header of the
worksheet, and set the orientation of the worksheet to landscape.

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

What are some key
features of Page
Layout View?

Q&A

Page Layout View
shows the worksheet
divided into pages.
A blue background
separates each page.
The white areas sur-
rounding each page
indicate the print
margins. The top of
each page includes a
Header area, and the
bottom of each page
includes a Footer
area. Page Layout
View also includes

a ruler at the top

of the page that
assists you in placing

12)

e Click the Page
Layout tab on the
Ribbon.

e Click the Margins
button on the
Ribbon to display
the Margins gallery
(Figure 2-64).

C6161_EXC_02.4c.indd 130

o |
Page Layout tab = -
A/A—Irﬁolm Summary - Microsoft Excel

g ') - = = R
Home | Insert  Pagelayout  Formulas  Data  Review  View @ - = X
Iﬂ & | Luida Sans Un = |11 =i Genenl -l I [ |;"I"""' ZuT ﬂ |
i;[ i ! i . 7| —ﬂ Conditional i L? | sort & rf«njm
- & ‘lLH'H e e ‘wl\i& =21 | Formatting = as Table = Styles + [ElFormat~ || 2+ Fitar~ Select~
Cliphoard || Font | Number i Styles clls || Editing |
ol 7] R
; 5 . c | o | E | 3 C
L | Portfolio Summ, Fewe layaut i
i «—— | View shows how
Initial worksheet will look |
o Date Price Initial in printed format !
[ 3 Stock Symbol Acquired Shares Per Share Cost Per 5|
- 4 Apple Computers AAPL 12/1/04 440 § 64.590 § 28,419.60 5 &
[ 5 AT&T = 12/16/03 870 28.710 24,977.70 2]
[ e Citigroup {6 1/17/04 960 49.460 47,481.60 44
H Ll Comcast CMCSA 2/11/02 380 33.620 12,775.60 4]
[ e Google GOOG 2/20/04 920 390.320 359,094.40 49,
- [E9E] Home Depot HD 11/14/05 770 34.540 26,595.80 3]
[ [E103 IBM IBM 9/14/04 990 74.080 73,339.20 8
11 Merck MRK 1/14/05 950 42.125 40,018.75 3
3 |12 Sprint Nextel S 9/10/03 560 17.790 9,962.40 2
F Total $ 622,665.05
[ [ 14| Average 760 $81.69 $69,185.01 3¢
2EH Highest 990 $390.32 $359,094.40 $4¢
| i Lowest 380 $17.79 $9,962.40 32
I L1¥
|| BE 1
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[ (20 Page Layout
HETH View button
22 I
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Figure 2-63

objects on the page, such as charts and pictures.
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i ?:,‘;'w 0.75" Bottom: 0,75° |ate Price Initial
3 lHert:fj ggs Ejgr;t: ggs pired Shares Per Share Cost worksheet margins
e leader: 0. ooter. 0.
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[ |10 IBM 9 4.080 73,33
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(o]
S
(]
]
[«
(3] 8
e Click Narrow in the a) e 9 - ™ - = siver Dollars Stock Club Portfolio Summary - Micros.. | Header & Footer Taols | - 5 X v
Margins gallery D e wwt vk powues Dia s Wew | Deisn ©-- B
'tO Change the \% % @ % @ ,A\/ @ |E H 4} j k-';] | Different First Page [¥] Scale with Document é
worksheet margins Nexsr Foor | mge Mmber cumek Carant e e Sheet s Forst | oo Gote | 5 orentOdd & v a9 it Fge g
to the Narrow Header & Footer Header & Footer Elements Mavigation
margin style = -G Bployein endie
g yle. ‘7 = Header area 17— isplays in Header area — —
LA A T T g e e et \ G H |
e Drag the scroll bar
H H Heacler
on the rlght side Of Treasurer: Juan Castillo
the worksheet to castillo_juan37@hotmail. com| Y
the top so that row 1 8 1 Silver Dollars Stock Club | worksheet margins set
. B Porifolin 5 ) to Narrow margin style
of the worksheet is = 2 ortiolio summary and column H now is
. i displayed on first page
dlsplayed. | Initial Current
f Date Price Initial Price Current|
e Click above the i 3 | Stock Symbol Acquired Shares Per Share Cost Per Share Value |5
ksh itl L"i Apple Computers AAPL 12/1/04 440 $ 64.590 % 28,419.60 $ 82.990 % 36,51
worksheet title N 5 B aTar T 12/16/03 870  28.710 24,977.70 27.990 24,35
in cell A1in the LG Citigroup c 1/17/04 960 49.460 47,481.60  44.675 42,88
. 7 Comcast CMCSA 2/11/02 380 33.620 12,775.60 41.390 15,72i
Header area. I Google GOOG  2/20/04 920 390.320 359,094.40  492.550 453,141
. 9 Home Depot HD 11/14/05 770 34.540 26,595.80 31.720 24,424
e Type T . L 10 IBM IBM 9/14/04 990 74.080 73,339.20 81.470 80,65
ype Treasurer: 1l Merck MRK  1/14/05 950 42125 10,018.75 38.340 36,421
Juan Castillo B 12 Sprint Nextel 3 9/10/03 560 17.790 9,962.40 21.180 11,864
and then press i 13 Total $ 622,665.05 $ 725,992
il 14 Av $69,185.01 $80,66"
the ENTER key. il : AT
Type castillo
juan37@hotmail. Figure 2-65

com to complete the
worksheet header (Figure 2-65).

4]

L4 SeleCt Ce” B16 to + Silver Dollars Stock Club Portfolio Summary - Microsoft Excel - = X
deselect the header. Insert | Pegelsyout | Fomalss | Orientation button ® - = x
C|ICk the Ol’lentatlon @ 5 Width: | Automatic = | Gridiines | Headings | Bring to Front - |Z aslign =
b h | - - E:‘\J Height: Automatic = | ¥ View | ¥ View <4 Send to Back - !EGrDup Vi

{ Background 1
utton on the Im?w | 1 ::;:t. g Landscap:m |‘ P Seater  a00% 3| T prink | T Print ‘ iy Selection Pane  “ Rotate -
. . | e T | 5l o
R|bbon to d|sp|ay s etup e Il _ Scaletofit  fi| SheetOptions 4| Arrange
the Orientation ] e e e e ———r—] worksheet set to print =
gallery. leadsee B C—| e Fop— F I G in portrait orientation [~

° .

Point to Landlscape Treasurer: Juan Castillo

but do not click castillo_juan37@hotmail.com

the mouse button Silver Dollars Stock Club

(Figure 2-66). 82 Portiolioc Summary
[ Initial Current
- Date Price Initial Price Current
I stock Symbol Acquired Shares Per Share Cost Per Share Yalue |5
g Apple Computers = AAPL 12/1/04 440 § 64.590 § 28,419.60 $ 82.990 $ 36,51!
L 58 AT&T T 12/16/03 870 28.710 24,977.70 27.990 24,35
A Citigroup (G 1/17/04 960 49.460 47,481.60 44.675 42,88i
oo Comcast CMCSA 2/11/02 380 33.620 12,775.60 41.390 15,72i
o Google GO0G 2/20/04 920 390.320 359,094.40 492.550 453,141
- IR Home Depot HD 11/14/05 770 34.540 26,595.80 31.720 24,424
| |10l IBM IBM 9/14/04 990 74.080 73,339.20 81.470 80,65!
L1 Merck MRK 1/14/05 950 42.125 40,018.75 38.340 36,42:
Sl Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21.180 11,861
o Total $ 622,665.05 $ 725,992
[ [ 14 $69,185.01 $80,66"
[ | : M

Figure 2-66
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(5]

e Click Landscape in
the Orientation

Tnsert | Pagelayout | Formulas

Silver Dollars Stock Club Portfolie Summary - Micresoft Excel - = X

Dats Review  View @ - x

r 3 o = L | 3 width: Butomatic | | Gridlines | Headini 4y Bring to Front - |2 Align ~

allery to change B colors @ @J S 3wt | I g5 | Choiing 2 Align
g y ,g Fur‘ki L ‘l - lé Ij ﬁ;‘ ‘;‘ '—‘E E:‘\J Height: Automatic = | ¥ View | ¥ View <y Send to Back - !EGrDup vi
the worksheet’s ‘Th!‘me: 16 v ‘Imv_gms Ortentation  sizs ::Emat' Breaks Background ml}: :\ P scles 0% 3| Pink | ok | 3y Selection Pane % Rotate -
orientation to 1L | T T ] ) WSSO |, | sheet set to
landscape L - @ x| print in landscape ¥

: | ‘;‘ T P T T~ = T gl orientation Tal
(Figure 2-67). L4 A c_ [ D | E F [ G H I

1. Click Page Layout tab
on Ribbon, click Page
Setup Dialog Box
Launcher button, click
appropriate tab, change
desired options, click
OK button

< | Do I need to change
o h . . Treasurer: Juan Castillo
o the orientation castillo_juan37@hotmail.com
every time | want to i Silver Dollars Stock Club
print the 4 Portfolio Summary
worksheet?
[ Initial Current
No. Once you change - Date Price Initial Price Current
. . F N Stock Symbol Acquired Shares Per Share Cost Per Share Value GainfLoss |=
the orientation and - Apple Computers  AAPL 12/1/04 440 $ 64.590 & 28,419.60 $ 82990 % 3651560 & 8,096.1
save the workbook AT&T T 12/16/03 870 28710 24,977.70 27.990 24,351.30 {626.1
) ! [ | o & 1717 0 47,481.60 0 (4,593.1
Excel will save the =
orientation setting Figure 2-67
for that workbook
until you change it.
When you open a new workbook, Excel sets the orientation to portrait.
Other Ways

Previewing and Printing the Worksheet

In Chapter 1, the worksheet was printed without first previewing it on the screen. By pre-
viewing the worksheet, however, you see exactly how it will look without generating a
printout. Previewing a worksheet using the Print Preview command can save time, paper,
and the frustration of waiting for a printout only to discover it is not what you want.

To Preview and Print a Worksheet

The following steps preview and then print the worksheet.

e Click the Office Button and then
point to Print on the Office
Button menu to display the Print
submenu (Figure 2-68).

C6161_EXC_02.4c.indd 132

HM--)= Office Silver Dollars Stock Club Portfolio Summary - Microsoft Ex
Button
b view
Preview and print the document

Mew

&

Qpen

= P
E Save fis b
L@ﬂ PBrint %l‘q

54 Width: | Automatic || Gridli

ety Brint 51| Height: Automatic = @
Select a printer, number of copies, and Print || — — i [
other printing options before printing, Titles | @ Scale: ]I |

@ Quick Print =) | Seale to Fit || Shes
Send the workbook directly to the default
printer without making changes. Print Preview

J | command B FosgR ot L T ag]
Print Preview E F g

| Previews and make changes to pages before | i
printing.

Treasurer: Juan Castill
castillo_juan37@hotmail.

Silver Dollars Sto
\__/____ ;
Figure 2-68
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12)

e Click Print Preview
on the Print sub-
menu to display

a preview of the
worksheet in land-
scape orientation
(Figure 2-69).

Silver Dollars Stock Club Portfolio Summary - Microsoft Excel

Preview window

e,
| Print Preview

Page
Rl

(o}
S
[}
]
Q
@©
{=
Y
o
v
x
LLl

L§ Mext Page
_‘5 Preul_bus?ajg“t_a
7] Show Margins

]

Zoom

[ Je=id ]
=

Print

3
Close Print

Preview
Zoom

Treasurer: Juan Castilla
castillo_jwan 37 @hotmail.cam

T

Print button

Q&A

What is the purpose
of the buttons in the
Print Preview area?

The Print button

Initial

Date Price
Stock Symbol Acquired Shares Per Share
Apple Computers  AAPL 124104 440 § E4.5890
ATET T 12416/03 |70 28710
Citigroup =) 1417 /04 360 43 460
Comcast ChICEA 2inngoz 380 F2E20

displays the Print
dialog box and Google GOOG 2j20/04 920 390.320
allows you to print i M S14/04 690 74oa0
Merck hRKE 141405 950 42.125
the worksheet. The Sp tint Mexel s 3/10/03 560 17.730
Page Setup button =
displays the Page
Setup dialog box.
The Zoom button al-
lows you to zoom in
and out of the page
displayed in the
Preview window.
You also can click the previewed page in the Preview window when the mouse pointer
shape is a magnifying glass to carry out the function of the Zoom button.

13

e Click the Print

Current
Price
Per Share
§ 82830
27890
44 EFE
41.290
432.550
N7
81.470
32.340
21.150

nitial

Cost
22,419.60
24,977 .70
47,421 €0
12,7750
359,094 .40
2E,535.80
73,339.20
40,018.75
3,962.40
$ 62266505

Current
Value
26,615.60 §
24,387 .20
42,828.00
15.722.20
453,145.00
24,424 .40
80,655.30
36.423.00
11.850.80
$ 725.992.60

Gan/floss
2,096.00
(E26.40)
14,592 £0)
2,352.E0
54,051 60
(2,171 400
7.316.00
(3,595.75)
1.535.40
$ 103,327 55

$81.69
$390.3¢8
$17.79

$63,185.01
$353,094 40
$3.962 .40

$35.81
$492.55
2108

$80,665.84
$4535,146.00
$11,660.80

$11.480.84
$34.051 B0
1§4,.593 60

Average
Highest
Lovest

Figure 2-69

X @ H L RS er Dollars Stock Club Portfolio Summary - Microsoft Excel
button to display e . e+ e el

the Print dlalog box o Width: {ustomatic - || Gridlines | Headings | 4 Bring ta Front - [ Align -

B cotors -

(Figure 2-70). "ﬂﬂﬂf" c | vl view |?:9lia-- 2 send to Back < 18] Group -
- [Ofemects - Ed[E3 Frivt | print | S selection Pane 5 Fiotte -
Themes % - t Options Arrange
How can | use the [Pt

- ¥ K
[ Properties... |

| snagnt 7 ¥ —
|

Status: Idle
Typei Snaglt 7 Printer
Where! SNAGIT?
Camment:

Hame:

Q&A

Print dialog box?

When you click the
Print command on
the Print submenu
of the Office Button
menu or a Print but-
ton in a dialog box
or Preview window,
Excel displays the
Print dialog box
shown in Figure 2-70.
Excel does not display
the Print dialog box
when you use the

]:l Prink ko File
Print range
@ al
) Pageis)
Print what
) selection
(%) Active shast(s)

‘Copigs
Number of copies: 2

:
ij Ij;l M callate

Erom:

) Entire workbook

Table
[l1gnare print areas

sto Per Share
Apple Co OK button I—»r ok [ ccel |[60 $ 82,990
AT&T 70 27.990
Citigroup C 1/17/04 960 49.460 47.,481.60 44,675
Comcast CMCSA 2/11/02 380 33.620 12,775.60 41.390
Google G0aG 2/20/04 920 390.320 359,094.40 492.550
Home Depot HD 11/14/05 770 34.540 26,595.80 31.720
IBM IBM 9/14/04 990 74.080 73,339.20 81.470
Merck MRK 1/14/05 950  42.125 40,018.75 38.340
Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21.180

Current

Price Current

Value
36.515.60 %
24,351.30
42,888.00
15,728.20

453,146.00
24,424.40
80,655.30
36,423.00
11,860.80

Gain/Loss
8,096.
(626.
(4,593,
2952,
94,051.

Print button on the
Quick Access toolbar,
as was the case in
Chapter 1. The Print
dialog box allows
you to select a
printer, instruct Excel

C6161_EXC_02.4c.indd 133

Total

$ 622,665.05 $ 725,992.60

$81.69
5390.32
$17.79

Average
Highest
Lowest

$69,185.01
$359,094.40
59,962.40

$95.81
$492.55
521.18

$80,665.84
5453,146.00
$11,860.80

$11,480.¢
$94,051.4
($4,593.4

Figure 2-70

what to print, and indicate how many copies of the printout you want.
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4]

e Click the OK
button to print
the worksheet
(Figure 2-71).

worksheet printed in

landscape orientation

Other Ways

1. Click Page Layout tab
on Ribbon, click Page
Setup Dialog Box

desired options, click
OK button

Launcher button, click
appropriate tab, change

\ Treasurer: Juan Castillo
castillo_juan37@hotmail.com
Silver Dollars Stock Club
Portfolio Summary
Initial Current
Date Price Initial Price Current
Stock Symbol Acquired Shares Per Share Cost Per Share Value Gain/Loss
'AppJe Computers AAPL 12/1/04 440 § 64.590 § 28,419.60 § 82990 $ 36,515.60 § 8,096.00
AT&T T 12/16/03 870 28.710 24,977.70 27.990 24,351.30 (626.40)
Citigroup € 1/17/04 960 49.460 47,481.60 44.675 42,888.00 (4,593.60)
Comcast CMCSA 2/11/02 380 33.620 12,775.60 41.390 15,728.20 2,952.60
Google GOOG 2/20/04 920 390.320 359,094.40 492.550 453,146.00 94,051.60
Home Depot HD 11/14/05 770 34.540 26,595.80 31.720 24,424.40 (2,171.40)
IBM 1BM 9/14/04 990 74.080 73,339.20 81.470 80,655.30 7,316.10
Merck MRK 1/14/05 950 42.125 40,018.75 38.340 36,423.00 (3,595.75)
Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21.180 11,860.80 1,898.40
Total $ 622,665.05 $ 725,992.60 $ 103,327.55
Average 760 $81.69 $69,185.01 $95.81 $80,665.84 $11,480.84
Highest 990 £390.32 $359,094.40 $£492.55 $453,146.00 £94,051.60
Lowest 380 $17.79 $9,962.40 §21.18 $11,860.80 ($4,593.60)

Figure 2-71

W

To Print a Section of the Worksheet

You might not always want to print the entire worksheet. You can print portions of the worksheet by selecting
the range of cells to print and then clicking the Selection option button in the Print what area in the Print dialog
box. The following steps print the range A3:F16.

e Select the range A3:F16.

e Click the Office Button and then
click Print on the Office Button

menu to display the Print

dialog box.

e Click Selection in the Print

what area to instruct Excel to
print only the selected range

(Figure 2-72).
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—— T4 ] Fonts =

Selection option
button selected

5to

Print

Prinker

g&:tige sheet(s) Tahls

| S 7

() Entrire workbook,

Qrore prnk: areas

Apple Cor

Presigw

Marne: v | [ Properties. .. ]
Skatus: Idle - -

Type: anaglt 7 Prinker A
‘Where: SHAGITT

Carnrment:

1 Print o File

Prink range Copies

& al Mumber of copies: |1 s
() Page(s)  From: % | To: | $|
Print what Ijg .11 Collate

1

Rill

OK button |—>£ Ok ][ Caneel ]

range A3:F16 selected

AT&T

—— . 49.460 4

Sprint Nexte /10/03 560 ,962.4
Total $ 622,665.05|
Average 760 $81.69 $69,185.01
Highest 990 $390.32 $359,094.40
Lowest 380 $17.79 $9,962.40
T e |

Sl—4p  Sheetd o J 4 Bl
T‘\ e 442
Figure 2-72
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Displaying and Printing the Formulas Version of the Worksheet EX 135

(2

e Click the OK button

header prints Treasurer: Juan Castillo

to print the selected castillo_juan37@hotmail.come| selected
range
range of the work- - prints
. nitial
sheet on the printer Date Price Initial
(Figure 2_73). Stock Symbol Acquired Shares Per Share Cost
Apple Computers  AAPL  12/1/04 440 § 64.590 §  28,419.60
. AT&T T 12/16/03 870 28710 24,977.70
o Click the Normal Citigroup c 1/17/04 960  49.460 47,481.60
. Comcast CMCSA  2/11/02 380  33.620 12,775.60
View button on the Google GOOG  2/20/04 920 390.320 359,094.40
status bar. Home Depot HD  11/14/05 770  34.540 26,595.80
1BM IBM 9/14/04 990  74.080 73,339.20
. Merck MRK  1/14/05 950  42.125 40,018.75
e Click cell A18 to Sprint Nextel s 9/10/03 560  17.790 9,962.40
deselect the range Jotal $ 622,665.05
A3:F13. Average 760 $81.69 $69,185.01
Highest 990  $390.32  $359,094.40
<« | What are the Lowest 380  $17.79 $9,962.40
g options in the Print
what area?

The Print what area
of the Print dialog
box includes three
option buttons
(Figure 2-72). As
shown in the previous
steps, the Selection
option button instructs
Excel to print the
selected range. The
Active sheet(s) option

Figure 2-73

Displaying and Printing the Formulas Version of
the Worksheet

Thus far, you have been working with the values version of the worksheet, which shows
the results of the formulas you have entered, rather than the actual formulas. Excel also
can display and print the formulas version of the worksheet, which shows the actual
formulas you have entered, rather than the resulting values. You can toggle between the
values version and formulas version by holding down the CTRL key while pressing the
ACCENT MARK () key, which is located to the left of the number 1 key on the keyboard.

The formulas version is useful for debugging a worksheet. Debugging is the process
of finding and correcting errors in the worksheet. Viewing and printing the formulas
version instead of the values version makes it easier to see any mistakes in the formulas.

When you change from the values version to the formulas version, Excel increases
the width of the columns so the formulas and text do not overflow into adjacent cells on the
right. The formulas version of the worksheet thus usually is significantly wider than the
values version. To fit the wide printout on one page, you can use landscape orientation,
which has already been selected for the workbook, and the Fit to option in the Page sheet
in the Page Setup dialog box.

=

[
-]

m

button instructs Excel to print the active worksheet (the worksheet currently on the screen) or the selected worksheets.
Finally, the Entire workbook option button instructs Excel to print all of the worksheets in the workbook.

Other Ways

1. Select range, click Page
Layout tab on Ribbon,
click Print Area button,
click Quick Print button
on Quick Access toolbar,
click Print Area button,
click Clear Print Area
button

Values versus
Formulas

When completing class
assignments, do not
enter numbers in cells
that require formulas.
Most instructors require
their students to hand in
both the values version
and formulas version

of the worksheet.

The formulas version
verifies that you entered
formulas, rather than
numbers, in formula-
based cells.
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To Display the Formulas in the Worksheet and Fit the Printout on One Page

The following steps change the view of the worksheet from the values version to the formulas version of the
worksheet and then print the formulas version on one page.

® Press CTRL+ACCENT adl - 3
MARK () L & H : . k
) 1 1b
h | disol 2 numbers displayed
e When Exce Isplays — | using General format
the formulas version ek elsliaged
of the Worksheet, Aﬁ_:t/ as entered Percent
i A | o al | ANTKLOSS __Gain/Loss
click the right -D#G4 —H4-F4 -14/F4
. =D5"G5 =H5-F5 =I5/F5
horizontal scroll s ST _I6/F6
arrow until column J =07'G7 =H7-F, =17/F7
. =D8&"GA8 =H8-§8 =I8/F8
appears to display -D9*GY —H9-F9 =19/F9
: =DI10"G10 =HI10-F10 =I10/F10
the Worksheet Wlth =DI1"G11 =HI11-F11 =I11/F11
fOfmU'aS =DI12"G12 =HI12-F12 =I12/F12
. =SUM{H4:H12) =SUM{14:112} =113/F13
(Figure 2-74).
14 | =AVERAGE(G4:G12) =AVERAGE(H4:H12) =AVERAGE(14:112)
15 | =MAX(G4:G12) =MAX(H4:H12) =MAX(I4:112) =MAX(4:]12)
9 16 | =MIN{G4:G12) =MIN{H4:H12) =MIN(I4:112) =MIN(4:]12)
. 17 |
o If necessary, click -
the Page Layout tab Figure 2-74

on the Ribbon and
then click the Page Setup Dialog Box Launcher to display the Page Setup dialog box.

o If necessary, click Landscape to select it and then click Fit to in the Scaling area.

13

e Click the Print button in the Page Setup dialog box to print the formulas in the worksheet on
one page in landscape orientation (Figure 2-75).

e When Excel displays the Print dialog box, click the OK button.

Treasurer: Juan Cantillo
castilio_juani 7@hotmail.com

Silver Dollars Stock Club
Portfolio Summary

laitiad Current
Date Price Initial Price Cusrent Pereent
Stock Symbal At iguired Shares Peer Share Cost Per Share Value Gain /Lo Gain fLos
Agple Computen AAPL 8122 440 64,59 =D4'T4 29 =D4'G4 “Ha-f4 T4
AT&T T 39T Bra 2871 =D5'L5 27.9% =05°GS =H5-¥5 =15/F5
Citigroup < 18003 964 4346 ~D6'E6 AL6TS D6 GE =Hi-F§ =0T
Coumcant CMCSA 17298 L 1r62 =DFE? L1s =DrGr =HI-§7 =177
Google GOOG w017 920 200,32 ~DREs 492.%5 ~D8GE ~HE-F8 ~18F8
Home Depot D 10670 o 14,94 -0FEs I7E -05°G3 ] ~18,F9
m [0 241 954 .08 =DIGE 1D BLATY AT =H1D-F 10 -10/F 10
Merck M3, 366 950 42055 =0EIELL 1834 =011 <HIT-F 11 =1
Sqrind Newiel 3 3787 564 17,7 =[ZEI? 718 =262 =HIZ-F 12 =N2F12
Tatal ~SAIM{T 4717 ~SUM[HA 112 ~SUM{T4 117} 113113
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font size automatically

/\ formulasinstead [ 7——~—__ - reducedsoworksheet ~__ ="

of values printed fits on one page

Figure 2-75

4]

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

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

Other Ways

1. Click Show Formulas
button on Formulas tab
on Ribbon
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To Change the Print Scaling Option Back to 100%

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

o If necessary, click the Page Layout tab on the Ribbon and then click the Page Setup Dialog
Box Launcher to display the Page Setup dialog box.

Click Adjust to in the Scaling area.
If necessary, type 100 in the Adjust to box.
Click the OK button to set the print scaling to normal.

Click the Home tab on the Ribbon.
What is the purpose of the Adjust to box in the Page Setup dialog box?

The Adjust to box allows you to specify the percentage of reduction or enlargement in the
printout of a worksheet. The default percentage is 100%. When you click the Fit to option, this
percentage automatically changes to the percentage required to fit the printout on one page.

axr QOO

Importing External Data from a Web Source Using
a Web Query

One of the major features of Excel is its capability of importing external data from Web
sites. To import external data from a Web site, you must have access to the Internet. You
then can import data stored on a Web site using a Web query. When you run a Web
query, Excel imports the external data in the form of a worksheet. As described in Table 2-6,
three Web queries are available when you first install Excel. All three Web queries relate
to investment and stock market activities.

Table 2-6 Excel Web Queries

Query External Data Returned

MSN MoneyCentral Investor Currency Rates Currency rates

MSN MoneyCentral Investor Major Indices Major indices

MSN MoneyCentral Investor Stock Quotes Up to 20 stocks of your choice

Gather information regarding the needed Web query.

As shown in Table 2-6, the MSN Money Central Investor Stock Quotes feature that is included
with Excel allows you to retrieve information on up to 20 stocks of your choice. The Web
query requires that you supply the stock symbols. The stock symbols are located in column B
of the Portfolio Summary worksheet.

=
@

Web Queries

Most Excel specialists that
build Web queries use
the worksheet returned
from the Web query as
an engine to supply data
to another worksheet

in the workbook. With
3-D cell references, you
can create a worksheet
similar to the Silver
Dollars Stock Club
worksheet to feed the
Web query stock symbols
and get refreshed stock
prices in return.

Plan
Ahead
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To Import Data from a Web Source Using a Web Query

Although you can have a Web query return data to a blank workbook, the following steps have the data for
the nine stock symbols in column B of the Portfolio Summary worksheet returned to a blank worksheet in the Silver
Dollars Stock Club Portfolio Summary workbook. The data returned by the stock-related Web queries is real time
in the sense that it is no more than 20 minutes old during the business day.

e With the Silver
Dollars Stock Club
Portfolio Summary
workbook open,
click the Sheet2 tab
at the bottom of
the window.

e With cell A1 active,
click the Data tab
on the Ribbon,
and then click the
Existing Connections
button to display
the Existing
Connections dialog
box (Figure 2-76).
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A1 is active cell
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Sheet2 tab
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(Cia [ Existing Connections Silver Dollars) patatab [@rifolio Summary - Microsoft Excel
. ) 19
1 ﬂ' . "
' Lutton Layout Formulas Data | Rewiew e E)_('Stmg Connections
N s dialog box @0z [
g5 Fram decess. . -3y | | LY |B |C5] conmections s &2 | W Tl = E = =] Data Validg
| | LA i = =
1 From Web St =T I 21 Properties W Reapply L —  [EpConsalidat
Fram Cther Existin Refresh - il Sort er ., Textto  Remowe .
EjFromTet  sources ~ Ccmnectiﬁ%& All» == Editlinks 7 Advanced || Columns Duplicates = YWhatIf &)
GRs Exkam Il Baky £ Existing Connections
a1 _e |
Show: | )l Connections v
A B | C

Select a Connection:

Connections in this Workbook

«<No connections found
Connection files on the Metwork

«<No connections found >
Connection files on this computer

MSM MoneyCentral Investor Currency Rates

e-| MSN MoneyCentral Investor Major Indicies
ER) (5

MsM MoneyCentral Investor Stock Quotes

e

T

MSN MoneyCentral
Investor Stock
Quotes connection

en ][ Cancel ]

12

[

T

Ready

] "; start B Microsoft Excel - Silve, .,

Figure 2-76
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(o}
—
(V)
e}
o
(2 e
. 9
e Double-click MSN Moneycentral bl ¥ - - = Silver Dollars Stock Club Portfolio Summary - Microsoft E —
H g = e : [}
Investor Stock Quotes to display Home  Insert  Pagelayout  Formulas | Data | Review  View =
the Import Data dlalog box g From Access =1 = P _T:IJ Conneckions hl I3 Z f’ i Clear | Tl i-ﬂ L
i - 1 | : £ AN | 3 : AT
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From Cther Existing Reffesh — ﬁl Sort Filter 7 Textto  Re
% From Test Soutces = | Conhections ajl~ == Editlinks A2 Advanced || columns Dup|
Get External Data Connections Sort & Filter
instructs Excel to
place external data on Import Data
current worksheet D dialog box | F | G | H
2 | £
3 Import Data
4 _ | Where do you want to put the data?
5 g:;ir:ﬁt;::ﬁefio (%) Existing workshest:
] corner of external B
7 data in cell A1 e
8
9 [P[operties... ] i ik i [ Cancel ]
AN
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i OK butt
12 o utton
13
14
i)
16
17
|18
19
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13

e Click the OK button.

e When Excel displays the Enter
Parameter Value dialog box, type
the nine stock symbols aapl t ¢
cmcsa goog hd ibm mrk sin
the text box.

e Click the ‘Use this value/reference
for future refreshes’ check box to
select it (Figure 2-78).

What is the purpose of clicking
the check box?

Once Excel displays the worksheet,
you can refresh the data as often
as you want. To refresh the data
for all the stocks, click the Refresh
All button on the Data tab on

the Ribbon. Because the ‘Use

this value/reference for future
refreshes’ check box was selected,
Excel will continue to use the same
stock symbols each time it refreshes.

Q&A
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Figure 2-77
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4]

* Click the OK button '/E\ - L AT Silver rtfolio Summary - Microsoft Excel
to retrieve the stock fa Refresh All button
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As shown in 1l Stock Quotes Provided by MSN Money

Figure 2-79, Excel 2 | Chck | : '

displays the data 3| xLas{ Previous Close High Lo/
returned from the 4 | 51,12 51.32 52,05 El
Web query in an 5 | 3424 34 3458 3,

. 6 &0 1538 50.18 19,
organized, 7o 4083 A0BT 40,96 40,
formatted il 454,65 4508 457 43 479,
worksheet, which 9 | 3.2 3097 047 .4
h ksheet 5351 9125 53,95 02,

as a workshee i
title, column titles, 11 | ML 147 506 159 T
and a row of data 12 | porat 1873 19.4 198 19.4]

for each stock
symbol entered.

Find stocks, mutual funds, options, indizes, and lis r MSM Maoney's tools, columns,
Other than the R
first column, which 16 | A
contains the stock :; | oot
name and stock To | Webjsite
symbol, you have 20 |
no control over the 21|
remaining columns §§ .
of data returned. 24 | Copyriaht © 2006 Reuters. Click for Restrictions.
The latest price of M 4> ¥ | Sheetl | Sheet2 ~Shest3 — (J T pr—
each stock appears s o ‘
in column D. r; start Micros:

Figure 2-79

Other Ways

1. Press ALT+A, X, select
data source

Changing the Worksheet Names

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

Plan Choose names for the worksheets.
Ahead Use simple, meaningful names for each worksheet. Name the first worksheet that includes
the portfolio summary Portfolio Summary. The second worksheet that includes the stock
quotes should be named Real-Time Stock Quotes to reflect its contents.
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To Change the Worksheet Names

The following steps show how to rename worksheets by double-clicking the sheet tabs.

e Double-click the sheet tab labeled
Sheet2 in the lower-left corner of
the window.

Type Real-Time Stock Quotes
as the worksheet name and then
press the ENTER key to display the
new worksheet name on the sheet
tab (Figure 2-80).

What is the maximum length for a
worksheet tab?

Q&A

Worksheet names can be up to

31 characters (including spaces) in
length. Longer worksheet names,
however, mean that fewer sheet
tabs will show. To view more sheet
tabs, you can drag the tab split
box (Figure 2-81) to the right. This
will reduce the size of the scroll
bar at the bottom of the screen.
Double-click the tab split box to
reset it to its normal position.

12)

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

e Type Portfolio Summary as
the worksheet name and then
press the ENTER key to change
the name of the worksheet from
Sheet 1 to Portfolio Summary
(Figure 2-81).

How can | quickly move between
worksheet tabs?

Q&A

You can use the tab scrolling
buttons to the left of the sheet
tabs (Figure 2-81) to move
between worksheets. The
leftmost and rightmost scroll
buttons move to the first or last
worksheet in the workbook. The
two middle scroll buttons move
one worksheet to the left or right.

(3]

e Click the Home tab on the Ribbon.

nc. WS | e — |
6 |Citigroup Inc. Chart News &0 48,35 \
7 |Comcast Corporation Chart MNews 40.83 40.61
8 |Google Inc. Chart MNews 454,85 4308 4
9 |The Home Depot, Inc. Chart MNews 35.2 38.97
International Business Machines Chart News 9341 91.25
10 |Corp.
11 |MERCK AND CO INC Chart MNews 44.7 45.05
12 |Sprint Nextel Corporation Chart MNews 19.73 19.4

Svymbaol Lookup MSN Money Home
es, Jiscover MSN Money's to

nols, columns,

17 |Terms of Use. © 2002 Microsoft Corporation and/or its suppliers. All rights reserved.

18 Sheet2 name
19 changed to Real-

20 |Data providers Time Stock Quotes
21 |Canadian investment fund pricing (¢} 2906 CANMNEX Financial Exchanges Limited.
22 |Analyst Recommendations data proyiﬁed by Zacks Investment Research.

23 |Fund data provided by Morninq;tﬁr, Inc. © 2006. All rights reserved.

24 | Copyright © 2006 Reuters. pl‘i{k for Restrictions.
4 4 » b | Sheetl | Real-Time Stock Quotes

Ready |
‘4 start

[ Microsoft Excel - Silve. ..

Figure 2-80

_ OMmpuULers i ;

| 5 AT&T L 12/16/03 870 28.710 24,977.70 27.990
| & | Citigroup C 1/17/04 960 49.460 47,481.60 44.675
| 7 | Comcast CMCSA 2/11/02 380 33.620 12,775.60 41.390
| 8 Google GOO0G 2/20/04 920  390.320 359,094.40 492.550
| 9 Home Depot HD 11/14/05 770 34.540 26,595.80 31.720
| 10 IBM BM  9/14/04 990  74.080 73,339.20  81.470
| 11 Merck MRK 1/14/05 950 42.125 40,018.75 38.340
| 12 Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21.180
13 Total $622,665.05
| 14 |Average 760  $81.69 $69,185.01 $95.81
| 15 Highest 990 $390.32  $359,094.40  $492.55
| 16 Lowest 380 $17.79 $9,962.40  $21.18
17 |

18

19 | tab split box
20 Sheet1 name changed
Sy to Portfolio Summary
| 21

4 4 » ¥ Pportfolio Summary . Real-Time Stock Quotes ~ Sheet3 - J -

Ready |

!E Microsoft Excel - Silve.

Figure 2-81
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Obtaining an E-Mail
Account

Several Web sites that
allow you to sign up for

BTW

Some choices are MSN
Hotmail, Yahoo! Mail,
and Google Gmail.

free e-mail are available.

E-Mailing a Workbook from within Excel

The most popular service on the Internet is electronic mail, or e-mail, which is the
electronic transmission of messages and files to and from other computers using the
Internet. Using e-mail, you can converse with friends across the room or on another con-
tinent. One of the features of e-mail is the capability to attach Office files, such as Word
documents or Excel workbooks, to an e-mail message and send it to a coworker. In the
past, if you wanted to e-mail a workbook, you saved the workbook, closed the file, started
your e-mail program, and then attached the workbook to the e-mail message before sending it.
With Excel, you have the capability of e-mailing a worksheet or workbook directly from
within Excel. For these steps to work properly, you must have an e-mail address and one
of the following as your e-mail program: Microsoft Outlook, Microsoft Outlook Express,
Microsoft Exchange Client, or another 32-bit e-mail program compatible with Messaging
Application Programming Interface.

To E-Mail a Workbook from within Excel

The following steps show how to e-mail the Silver Dollars Stock Club Portfolio Summary workbook from
within Excel to Juan Castillo at the e-mail address castillo_juan37@hotmail.com.

e With the Silver
Dollars Stock Club
Portfolio Summary
workbook open,
click the Office
Button and then
click Send to display
the Send submenu
(Figure 2-82).
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Office
Button

Silver Dollars stock Club Portfolio Summary - Microsoft Excel

Send a copy of the document to other people

E-mail command

*( e

ﬂ E-mail
™ - = Send a copy of the workbook in an e-mail | $ - 5 9 | <0 .00| | Conditional Format Cell -
Fi Spen message as an attachment., 2 sl Formatting = as Table = Styles~ || &
;1 Internet Fax l'_; Mumber r,._ _ Styles |
H Sawe @ Use an Internet fax service to faxthe \
wiorkbook, 1
i i F G H
B sess Dollars Stock Club
@ _ ortfolio Summary
el Print ] L
'''' 1al Current
ﬁ Fgpere: ce Price Current
— hare Cost Per Share Value
i_bﬁ Send k ‘ '_.590 $ 28,41960 $ 82990 $ 36,5156
% .710 24,977.70 27.990 24,351.3
L/ Pubiish ¥ .460 47,481.60 44.675 42,888.0
.620 12,775.60 41.390 15,728.2
L - L320 359,094.40 492.550 453,146.00
B e .540 26,595.80 31.720 24,424.4
= ; : .080 73,339.20 81.470 80,655.30]
— (2 Eeeet Options J{ X gkt ][ |5 40,018.75  38.340 36,423.00,
12 Sprint Nextel 5 9/10/03 560 17.790 9,962.40 21.180 11,860.8
13 $622,665.05 92.6
Figure 2-82
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o
—
: (]
e-mail Message b
window [«X
(2 o
. . X s
e Click E-mail on the = s Silver Dollars Stock Club Portfolio Summaryxlsx - Message (HTML) o T -
Send submenu. e [}
Options  Format Text (7] §
e When the =) (BR @ | 0 == L
2| i t
e-mail Message - oE | :
) | Address Check ; || Follow 3 |‘ spelling
window appears, | Book Mames & || up- [
Basic Text "/ Mames |incude || Options ' | Proofing

type castillo

To text box
juan37@hotmail. Thig/message has not been sent. -
e-mail address

com in the [ T ] |castillo_juanS?@hotmaiI.com <«+——— of person
To text box i [ e ] | receiving e-mail
. [

h Subject: |Si|\ter Dollars Stock Club Portfolio Summarysxds:

° Type the message workbook attached
shown in the Attached: | B3] Sitver Dollars Stock Club Portfolic Summaryxlse (21 KBl *— 1o o-mail
message area in
Figure 2-83.

13 5 | -

duan, attached iz a copy of the workbook you requested. Double-click the file name in the Attached box to open it. |

9 T g-mail message

In message area

e Click the Send

button to send I

the e-mail with

the attached
workbook to

castillo_juan37@
hotmail.com.

How can the
recipient use the
attached workbook?

Q&A

4

Because the
workbook was sent H— L —— e —
as an attachment,
Juan Castillo can
double-click the
attachment in the e-mail to open it in Excel, or he can save it on disk and then open it later.

Figure 2-83

To Save the Workbook and Quit Excel

With the workbook complete and e-mailed, the following steps save the workbook E Quick Reference

and quit Excel. o For a table that lists how
to complete the tasks
o Click the Save button on the Quick Access toolbar. covered in this book
using the mouse, Ribbon,
9 Click the Close button on the upper-right corner of the title bar. shortcut menu, and

keyboard, see the Quick
Reference Summary at
the back of this book, or
visit the Excel 2007 Quick

Chapter Summary Reference Web page

(scsite.com/ex2007/qr).

In creating the Silver Dollars Stock Club Portfolio Summary workbook, you learned how to enter formulas, calculate
an average, find the highest and lowest numbers in a range, verify formulas using Range Finder, draw borders, align
text, format numbers, change column widths and row heights, and add conditional formatting to a range of num-
bers. In addition, you learned to spell check a worksheet, preview a worksheet, print a section of a worksheet, display
and print the formulas version of the worksheet using the Fit to option, complete a Web query, rename sheet tabs,
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and send an e-mail directly from within Excel with the opened workbook as an attachment. The items listed below

include all the new Excel skills you have learned in this chapter.

1. Enter a Formula Using the Keyboard (EX 91) 13.
2. Enter Formulas Using Point Mode (EX 93)
3. Copy Formulas Using the Fill Handle (EX 95)
4. Determine the Average of a Range of Numbers 14.
Using the Keyboard and Mouse (EX 99)
5. Determine the Highest Number in a Range of 15.
Numbers Using the Insert Function Box (EX 101) 16.
6. Determine the Lowest Number in a Range of 17.
Numbers Using the Sum Menu (EX 102) 18.
7. Copy a Range of Cells across Columns to an 19.
Adjacent Range Using the Fill Handle (EX 104)
8. Verify a Formula Using Range Finder (EX 106) 20.
9. Change the Workbook Theme (EX 109) 21.
10. Change the Background Color and Apply a Box 22.
Border to the Worksheet Title and Subtitle
(EX 110) 23.
11. Center Data in Cells and Format Dates (EX 113)
12. Apply an Accounting Number Format and Comma  24.
Style Format Using the Ribbon (EX 115) 25.

Apply a Currency Style Format with a Floating
Dollar Sign Using the Format Cells Dialog Box
(EX 116)

Apply a Percent Style Format and Use the Increase
Decimal Button (EX 118)

Apply Conditional Formatting (EX 119)

Change the Widths of Columns (EX 122)

Change the Heights of Rows (EX 125)

Check Spelling on the Worksheet (EX 127)
Change the Worksheet’s Margins, Header, and
Orientation in Page Layout View (EX 130)
Preview and Print a Worksheet (EX 132)

Print a Section of the Worksheet (EX 134)

Display the Formulas in the Worksheet and Fit the
Printout on One Page (EX 136)

Import Data from a Web Source Using a Web
Query (EX 138)

Change the Worksheet Names (EX 141)

E-Mail a Workbook from within Excel (EX 142)

A
SAM

If you have a SAM user profile, you may have access to hands-on instruction, practice, and
assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned
training activities or exams that relate to the skills covered in this chapter.
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Learn It Online

Learn It Online is a series of online student exercises that test your knowledge of chapter

content and key terms.

Instructions:

To complete the Learn It Online exercises, start your browser, click the Address bar, and

then enter the Web address scsite.com/ex2007/1learn. When the Excel 2007 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

Chapter Reinforcement TF, MC, and SA

A series of true/false, multiple choice, and short
answer questions that test your knowledge of the
chapter content.

Flash Cards

An interactive learning environment where
you identify chapter key terms associated with
displayed definitions.

Practice Test
A series of multiple choice questions that test

your knowledge of chapter content and key terms.

Who Wants To Be a Computer Genius?
An interactive game that challenges your
knowledge of chapter content in the style of a
television quiz show.

Wheel of Terms

An interactive game that challenges your
knowledge of chapter key terms in the style of the
television show Wheel of Fortune.

Crossword Puzzle Challenge
A crossword puzzle that challenges your
knowledge of key terms presented in the chapter.
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Apply Your knowledge

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

Excel Chapter 2

Profit Analysis Worksheet

Instructions Part 1:  Start Excel. Open the workbook Apply 2-1 Car-B-Clean Profit Analysis. See

the inside back cover of this book for instructions for downloading the Data Files for Students or see
your instructor for information on accessing the files required in this book. The purpose of this exercise
is to open a partially completed workbook, enter formulas and functions, copy the formulas and
functions, and then format the worksheet titles and numbers. As shown in Figure 2-84, the completed
worksheet analyzes profits by product.

Conditional  Format el
Formatting ~ as Table = Styles ~
Styles

w0
=
4
w
=
2
=
w0
"]
<
=
2
w
[=]
=)
=
("]

Al8 ~ @ 5|

Car-B-Clean Accessories

Profit Analysis

Unit Unit % Total
3 Item Cost Profit Units Sold Total Sales Total Profit Profit
4 | Brush $ 584 % 3.15 36,751 % 330,391.49 % 115,765.65 35.039%
| 5 Bucket i.14 2.75 57,758 571,226.62 158,834.50 27.8063%
6 Drying Cloth 3.52 1.17 42,555 199,582.95 49,789.35 24.94 73
7 Duster 2.55 1.04 78,816 282,949.44 81.968.64 28.969%
§ Polish 7.19 7.80 57,758 865,792.42 450,512.40 52.035%
_ﬂ__|50ap 8.52 4.09 50,646 638,646.06 207,142.14 32.435%
| 10 iSponge 2.05 1.84 23,154 90,069.06 42.603.36 47.301%
11 |Wax 10.15 7.44 53,099 934,011.41 395,056.56 42.2973%
12 Vacuum 43.91 33.09 17,780 1,369,060.00 588,340.20 42.974%
12 Totals 418,217 $5,281,729.45 3$2,090,012.80 39.571%
14 Lowest %2.05 $1.04 17,780 $90,069.06 $42,603.36 24.947%
LiHighest $43.91 $33.09 78,816 $1,369,060.00 $588,340.20 52.035%
| 16 Average $10.10 $6.93 46,480 $586,858.83 $232,223.64

17

Figure 2-84

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

Total Sales (cell E4) = Units Sold * (Unit Cost + Unit Profit) or =D4 * (B4 + C4)

Total Profit (cell F4) = Units Sold * Unit Profit or = D4 * C4

% Total Profit (cell G4) = Total Profit / Total Sales or = F4 / E4

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

2. Determine totals for the units sold, total sales, and total profit in row 13. Copy cell G12 to G13 to
assign the formula in cell G12 to G13 in the total line.

Continued >
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Apply Your Knowledge continued

3. In the range B14:B16, determine the lowest value, highest value, and average value, respectively,
for the values in the range B4:B12. Use the fill handle to copy the three functions to the range
C14:G16. Delete the average from cell G16, because an average of percentages of this type is
mathematically invalid.

4. Format the worksheet as follows:

a. change the workbook theme to Concourse by using the Themes button on the Page Layout tab
on the Ribbon

b. cell A1 — change to font size 24 with a green (column 6 of standard colors) background and
white font color by using the buttons in the Font group on the Home tab on the Ribbon
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c. cell A2 — change to a green (column 6 of standard colors) background and white font color

d. cells B4:C4, E4:F4, and E13:F13 — Accounting style format with two decimal places and fixed
dollar signs (use the Accounting Style button on the Home tab on the Ribbon)

STUDENT

e. cells B5:C12 and E5:F12 — Comma style format with two decimal places (use the Comma Style
button on the Home tab on the Ribbon)

f. cells D4:D16 — Comma style format with no decimal places
cells G4:G15 — Percent style format with three decimal places

US

=

. cells B14:C16 and E14:F16 — Currency style format with floating dollar signs (use the Format
Cells: Number Dialog Box Launcher on the Home tab on the Ribbon)

5. Switch to Page Layout view and enter your name, course, laboratory assignment number
(Apply 2-1), date, and any other information requested by your instructor in the Header area.
Preview and print the worksheet in landscape orientation. Change the document properties, as
specified by your instructor. Save the workbook using the file name, Apply 2-1 Car-B-Clean Profit
Analysis Complete in the format specified by your instructor.

6. Use Range Finder to verify the formula in cell F4.

7. Print the range A3:E16. Press CTRL+ACCENT MARK () to change the display from the values
version of the worksheet to the formulas version. Print the formulas version in landscape
orientation on one page (Figure 2—85) by using the Fit to option in the Page sheet in the Page
Setup dialog box. Press CTRL+ACCENT MARK () to change the display of the worksheet back to
the values version. Do not save the workbook. If requested, submit the three printouts to your
instructor.

Instructions Part 2:
1. In column C, use the keyboard to add manually $1.00 to the profit of each product with a unit
profit less than $7.00 and $3.00 to the profits of all other products. You should end up with
$2,765,603.80 in cell F13.

2. Print the worksheet. Do not save the workbook. If requested, submit the revised workbook in the
format specified by your instructor.
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Apply Your Knowledge 2-1 U
: (V]
Car-B-Clean Accessories ¥
Profit Analysis w
e Unit Cost Unit Profit Units Sald Total Sales Total Profit % Total Profit
Brush 5.84 315 36751 —D47(B4+C4) -Da"C4 ~F4/E4
Bucket 7.14 2.75 57758 =D5*(B5+C5) =D5*C5 =F5/E5
Drying Cloth 3.52 117 42555 =DE*BE+C6) =DE"CH =F6/E6
Duster 2,55 1.04 78816 =D7*(B7+C7) =D7*C7 =F7/E7
Polish 7.19 7.8 57758 =D8*ES+CH) =D8"C8 =F8/EB
Soap 8,52 4.09 50646 =D9*(B9+C9) =D9*Co =F9/E9 (7,)
Sponge 2.05 1.84 23154 =D107(B10+C10) =DI0*CI0 =FI0/EID -
Wax 10,15 7.44 53099 =D11*{BI1+CI11} =pi=ch =F11/E11 z
Vacuum 43.91 33.09 17780 =D127(B12+C12) =D12*C12 =F12/E12 w
Totals =SUM[D4:012) =SUMIE4:E12) =SUM{F4:F12) =F13/E13 s
Lowast ~MIN(B4:E12) =MINIC4:C1 2} ~MIND4:D12) ~MIN{E4:E12) ~MINIF4:F12) =MINIG4:G12) =
Highest =MAX(B4:B12} =MAXIC4:C12) =MAX(D4:01 2} =MAXIE4-E]2) =MAX(F4:F12) =MAXICA:G12) u
Average -AVERAGEB4B12)  -AVERACEIC4:C12)  -AVERAGED4:DI2) ~AVERAGE(E4:E12) ~AVERAGEF4:F12) =
("]
<
W -
2
= 1]
Figure 2-85 =)
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Extend Your Knowledge

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

Applying Conditional Formatting to Cells

Instructions: ~ Start Excel. Open the workbook Extend 2-1 Biology 201 Midterm Scores. See the inside back

cover of this book for instructions for downloading the Data Files for Students, or see your instructor

for information on accessing the files required in this book. Perform the following tasks to apply new

conditional formatting to the worksheet.

1. Select the range C4:C18. Click the Conditional Formatting button on the Home tab on the

Ribbon and then select New Rule in the Conditional Formatting gallery. Select 'Format only top
or bottom ranked values' in the Select a Rule Type area (Figure 2-86). Enter a value between 20
and 35 of your choosing in the text box in the Edit the Rule Description area and click the ‘% of
selected range’ check box to select it. Click the Format button and choose a format to assign to this
conditional format. Click the OK button in each dialog box to close the dialog boxes and view the

worksheet.

2. With range C4:C18 selected, apply a
conditional format to the range that highlights
scores that are below average.

3. With range D4:D18 selected, apply a

Mew Formatting Rule

Sslect 3 Auls Typs:

» Format all cells based on their values
» Format only cells that contain

conditional format to the range that highlights » Format only top or battom rarked values
any grade that iS a D or an F »> r:ormat only ‘,'a!ues that are above or below average
» Format only unigue or duplicate valuss

» Usge a formula to determine which celiz to format

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

Edit the Rule Descniption:

Format values that rank in the:

¥ [0

|T0|3 | [ = of the selected rangs

5. Change the document properties, as specified
by your instructor. Change the worksheet
header with your name, course number,
and other information requested by your
instructor. Save the workbook using the file
name, Extend 2-1 Biology 201 Midterm
Scores Complete, and submit the revised Figure 2-86
workbook as specified by your instructor.

Preview: No Format Set

E O ][ Cancel ]
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Make It Right

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

Correcting Functions and Formulas in a Worksheet
Instructions: ~ Start Excel. Open the workbook Make It Right 2-1 El Centro Diner Payroll Report.
See the inside back cover of this book for instructions for downloading the Data Files for Students, or

()]
z see your instructor for information on accessing the files required for this book. Correct the following
E formatting, function, and formula problems (Figure 2—87) in the worksheet.
Y
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Dependen  Rate per Hours Federal State
3 Employee ts Heou Worked Gross Pay Tax Tax MNet Pay = % Taxes
4 Vincent Flores | $9.90 2000 §198.00 $3497 | §7.92 | §16203 | 20.660%
5 v onda Jefferson 2 120 4000 44800 8033 1792 36567 21.931%
& |Anthony Sanchez 2 1590 2125  337.88 583 13.52)  277.57|  21257%
7 | Alexa Martin 3 130 2350 26855 392l 10,62 22334 |B765%
B |Maria Reyes | 1030 2125 21888  39.04 B76 17873 21.883%
9 |Lori Reomanoff 2 1075 4000 43000 7673 1720 35127 21.845%
10 | Carmen Alvarez | 1260 2150 27090 4955 1084 22035  22289%
Il |Peter Lane 4 1450 37.50 54375 90.2l 2175 44954 20.591%
12 | Claudi Morano | 1600 3300 52800 10097 20112 42603 23.122%
13 [Wayne Vargas 3 BOO 20.25 23400 3290 936 19810 1B.OS9%
14 | Totals 207.25 $3474.95 60231 § 13900 $2,85264  20.333%
15 | Average |.8388889 §1249 2867 $360.01  $60.23 1390 §29495  20.040%
16 |Highest 4 $1600 4000  $54375  $100.97  $21.75  $44954  23.022%
I7 Lowest | $B.O0 2000  $198.00  $3290  $7.92  §16203  1B.O59% | )
_Iﬂ/\_/\_/\/
Figure 2-87

1. Adjust the width of column B to 11.25 pixels so that the word in the column header does not wrap.

2. Spell check the worksheet and correct any spelling mistakes that are found, but ignore any spelling
mistakes found with the worksheet title and the employee names.

3. The averages in several columns do not include the employee in row 13. Adjust the functions in
these cells so that all employees are included in the calculation.

4. The net pay calculation should be:
Net Pay = Gross Pay — (Federal Taxes + State Taxes)
Adjust the formulas in the range H4:H13 so that the correct formula is used.

5. The value for the highest value in column C was entered as a number rather than as a function.
Replace the value with the appropriate function.

6. The currency values in row 4 should be formatted with the Accounting Number Format button on
the Home tab on the Ribbon. They are currently formatted with the Currency format.

7. Delete the function in the cell containing the average of % Taxes because it is mathematically
invalid.
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8. Change the document properties, as specified by your instructor. Change the worksheet header
with your name, course number, and other information requested by your instructor. Save the
workbook using the file name, Make It Right 2-1 EI Centro Diner Payroll Report Corrected.
Submit the revised workbook as specified by your instructor.
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Create a workbook using the guidelines, concepts, and skills presented in this chapter. Labs
are listed in order of increasing difficulty.

ASSIGNMENTS

Lab 1: Sales Analysis Worksheet

Problem: You have been asked to build a sales analysis worksheet for Facade Importers that determines
the sales quota and percentage of quota met for the sales representatives in Table 2—8. The desired
worksheet is shown in Figure 2-88.

Table 2-8 Facade Importers Sales Data

STUDENT

Sales Representative Sales Amount Sales Return Sales Quota
Polizzi, Bernard 591518 12638 765130
Li, Grace 895050 12015 776381
Volpe, Pamela 716502 18141 733309
Khan, Anwer 709672 22326 566940
Hudson, Emma 802525 11138 712222
Huerta, Teresa 885156 18721 778060

Facade Importers

Sales Analysis

Sales Sales Sales Net
Representative Arnount Return Sales Sales Quota Above Quota
Polizzi, Bernard £591,518.00 £12,638.00 £578,880.00 $765,130.00  ($186,250.00)
|Li, Grace £95,050.00 12,015.00 $53,035,00 776,381,00 106,654.00
\Volpe, Pamela 716,502.00 18,141,00 693,361,00 733,309,00 (34,948.00)
Khan, Anwer F09,672.00 22,326.00 687,346,000 566,940,000 120,40&.00
Hudson, Emma 202,525.00 11,138.00 791,387.00 712,222.00 79,165.00
Huerta, Terese 285,156.00 158,721.00 265,435, 00 778,060.00 28,37 5.00
b | Total $4,600,423.00 $94,979.00 $4,505,444,00 $4,332,042.00 $173,402.00
1 |Average $766,737.17 £15,829.83 £750,907.33 $722,007.00 $28,900.33
5 Highest £895,050,00 £22,326.00 £853,035.00 £778,060,00 £120,406.00
5 |Lowest 591,518.00 £11,138.00 £578,880.00 £566,940.00  ($186,250.00)
L | % of Quota Sold =====>
| oy 1
|
|
_/\/\/\/l
Figure 2-88

Continued >
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In the Lab continued

Instructions Part 1:  Perform the following tasks to build the worksheet shown in Figure 2-88.
1. Apply the Aspect theme to the worksheet by using the Themes button on the Page Layout tab on the
Ribbon.

2. Increase the width of column A to 19.00 points and the width of columns B through F to 13.50 points.

3. Enter the worksheet title Facade Importers in cell Al and the worksheet subtitle Sales
Analysis in cell A2. Enter the column titles in row 3 as shown in Figure 2-88. In row 3, use
ALT+ENTER to start a new line in a cell.

4. Enter the sales data described in Table 2-8 in columns A, B, C, and E in rows 4 through 9. Enter
the row titles in the range A10:A14 as shown in Figure 2-88 on the previous page.
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5. Obtain the net sales in column D by subtracting the sales returns in column C from the sales
amount in column B. Enter the formula in cell D4 and copy it to the range D5:D9.

. Obtain the above quota amounts in column F by subtracting the sales quota in column E from the
net sales in column D. Enter the formula in cell F4 and copy it to the range F5:F9.

STUDENT
N

7. Obtain the totals in row 10 by adding the column values for each salesperson. In the range B11:B13,
use the AVERAGE, MAX, and MIN functions to determine the average, highest value, and lowest
value in the range B4:B9. Copy the range B11:B13 to the range C11:F13.

8. Determine the percent of quota sold in cell B14 by dividing the total net sales amount in cell D10
by the total sales quota amount in cell E10. Center this value in the cell.

9. If necessary, click the Home tab on the Ribbon. One at a time, merge and center the worksheet
title and subtitle across columns A through F. Select cells Al and A2 and change the background
color to red (column 2 in the Standard Colors area on the Fill Color palette). Apply the Title cell
style to cells Al and B1 by clicking the Cell Styles button on the Home tab on the Ribbon and
clicking the Title cell style in the Titles and Headings area in the Cell Styles gallery. Change the
worksheet title in cell Al to 28-point white (column 1, row 1 on the Font Color gallery). Change
the worksheet subtitle to the same color. Assign a thick box border from the Borders gallery to the
range AL:A2.

10. Center the titles in row 3, columns A through F. Apply the Heading 3 cell style to the range A3:F3.
Use the Italic button on the Home tab on the Ribbon to italicize the column titles in row 3 and the
row titles in the range A10:A14.

11. Apply the Total cell style to the range A10:F10. Assign a thick box to cell B14. Change the
background and font colors for cell B14 to the same colors applied to the worksheet title in Step 9.

12. Change the row heights of row 3 to 33.00 points and rows 11 and 14 to 30.00 points.

13. Select cell B14 and then click the Percent Style button on the Home tab on the Ribbon. Click the
Increase Decimal button on the Ribbon twice to display the percent in cell B14 to hundredths.

14. Use the CTRL key to select the ranges B4:F4 and B10:F13. That is, select the range B4:F4 and
then while holding down the CTRL key, select the range B10:F13. Use the Format Cells: Number
Dialog Box Launcher button on the Home tab on the Ribbon to display the Format Cells dialog
box to assign the selected ranges a Floating Dollar Sign style format with two decimal places and
parentheses to represent negative numbers. Select the range B5:F9 and click the Comma Style
button on the Home tab on the Ribbon.

15. Rename the sheet tab as Sales Analysis. Change the document properties, as specified by your
instructor. Change the worksheet header with your name, course number, and other information
requested by your instructor.
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16. Save the workbook using the file name Lab 2-1 Part 1 Facade Importers Sales Analysis. Print the
entire worksheet in landscape orientation. Print only the range A3:B10.

17. Display the formulas version by pressing CTRL+ACCENT MARK (°). Print the formulas version using
the Fit to option button in the Scaling area on the Page tab in the Page Setup dialog box. After
printing the worksheet, reset the Scaling option by selecting the Adjust to option button on the
Page tab in the Page Setup dialog box and changing the percent value to 100%. Change the display
from the formulas version to the values version by pressing CTRL+ACCENT MARK (*). Do not save
the workbook.

18. Submit the assignment as specified by your instructor.

Excel Chapter 2

Instructions Part 2:  With the workbook created in Part 1, manually decrement each of the six values
in the net sales column by $10,000.00 until the percent of quota sold in cell B14 is below, yet as close
as possible to, 100%. All six values in column E must be incremented the same number of times.
The percent of quota sold in B14 should equal 99.85%. Update the worksheet header and save

the workbook as Lab 2-1 Part 2 Facade Importers Sales Analysis. Print the worksheet. Submit the
assignment as specified by your instructor.
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Instructions Part 3: With the percent of quota sold in cell B14 equal to 99.85% from Part 2, manually
decrement each of the six values in the sales return column by $1,000.00 until the percent of quota
sold in cell B14 is above, yet as close as possible to, 100%. Decrement all six values in column C the
same number of times. Your worksheet is correct when the percent of quota sold in cell B14 is equal
to 100.12%. Update the worksheet header and save the workbook as Lab 2-1 Part 3 Facade Importers
Sales Analysis. Print the worksheet. Submit the assignment as specified by your instructor.

Lab 2: Balance Due Worksheet

Problem: You are a spreadsheet intern for Jackson’s Bright Ideas, a popular Denver-based light fixture
store with outlets in major cities across the western United States. You have been asked to use Excel to
generate a report (Figure 2—89) that summarizes the monthly balance due. A graphic breakdown of the
data also is desired. The customer data in Table 2-9 is available for test purposes.

Table 2-9 Jackson’s Bright Ideas Monthly Balance Due Data

Customer Beginning Balance Credits Payments Purchases
Costa, Dan 160.68 18.70 99.33 68.28
Hernandez, Abraham 138.11 48.47 75.81 46.72
Mc Cartan, John 820.15 32.11 31.23 29.19
Paoli, Pam 167.35 59.32 52.91 33.90
Ramirez, Alberto 568.34 55.17 18.53 36.34
Vaughn, Noah 449.92 25.90 82.05 99.77
Xiong, James 390.73 48.12 19.35 92.13

Continued >
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In the Lab continued

Instructions Part 1: ~ Create a worksheet similar to the one shown in Figure 2-89. Include the five columns
of customer data in Table 2-9 in the report, plus two additional columns to compute a service charge
and a new balance for each customer. Assume no negative unpaid monthly balances.

N — = " _—
Gl 2 Fe | ‘
§ 4 A B ' c i D ; E ; F G H |
m -
5 | Jackson's Bright Ideas
g 2 Monthly Balance Due Report
2 Beginning Service New
- 3 | Customer Balance Credits = Payments Purchases | Charge | Balance |
E 4 |Costa, Dan $160.68 $18.70 $99 .33 $65 28 $117 $112.10
g 5 |Hernandez, Abraham 13811 4247 7581 4672 038 6093
= B MWic Cartan, John 82015 2249 3125 2419 20.81 306.31
7 Paoli, Fam 167.35 5291 3390 252 90 54
B Ramirez, Alberto 56834 1853 36.34 1380 544 58
8 Waughn, Moah 449 92 2590 82.05 ag 77 940 45114
10 Xiong, James 390.73 48.12 19.35 9213 389 424 25
11 Totals $2695.28 $287.79 $379.21 $406.33 $66.78  $2,490.39
12 Highest $820.15 $59.32 $99.33 $99.77 $20.31 $306.81
13 |Lowest $138.11 $18.70 $1853 $29.19 $0.38 $60 93
14 |Average $335.04 $41.11 $54 17 5305 $7.97 35577

Figure 2-89

Perform the following tasks:

1. Enter and format the worksheet title Jackson's Bright Ideas and worksheet subtitle
Monthly Balance Due Report in cells Al and A2. Change the theme of the worksheet to
the Technic theme. Apply the Title cell style to cells Al and A2. Change the font size in cell Al
to 28 points. One at a time, merge and center the worksheet title and subtitle across columns A
through G. Change the background color of cells Al and A2 to yellow (column 4 in the Standard
Colors area in the Font Color palette). Draw a thick box border around the range A1:A2.

2. Change the width of column A to 20.00 characters. Change the widths of columns B through G to
12.00. Change the heights of row 3 to 36.00 and row 12 to 30.00 points.

3. Enter the column titles in row 3 and row titles in the range A11:A14 as shown in Figure 2-89.
Center the column titles in the range A3:G3. Apply the Heading 3 cell style to the range A3:G3.
Bold the titles in the range A11:A14. Apply the Total cell style to the range A11:G11. Change the
font size of the cells in the range A3:G14 to 12 points.

4. Enter the data in Table 2-9 in the range A4:E10.

5. Use the following formulas to determine the service charge in column F and the new balance in
column G for the first customer. Copy the two formulas down through the remaining customers.

a. Service Charge (cell F4) = 2.75% * (Beginning Balance — Payments — Credits)
or=0.0275* (B4-C4-D4%4)

b. New Balance (G4) = Beginning Balance + Purchases — Credits — Payments + Service Charge
or=B4+E4-C4-D4+F4

6. Determine the totals in row 11.

C6161_EXC_02.4c.indd 152 @ 3/6/07 3:30:19 PM



In the Lab EX 153

7. Determine the maximum, minimum, and average values in cells B12:B14 for the range B4:B10 and
then copy the range B12:B14 to C12:G14.

8. Use the Format Cells command on the shortcut menu to format the numbers as follows: (a) assign the
Currency style with a floating dollar sign to the cells containing numeric data in the ranges B4:G4 and
B11:G14; and (b) assign the Comma style (currency with no dollar sign) to the range B5:G10.

9. Use conditional formatting to change the formatting to white bold font on a red background in any
cell in the range C4:C10 that contains a value greater than 50.

10. Change the worksheet name from Sheetl to Balance Due. Change the document properties, as
specified by your instructor. Change the worksheet header with your name, course number, and
other information requested by your instructor.

11. Spell check the worksheet. Preview and then print the worksheet in landscape orientation. Save the
workbook using the file name, Lab 2-2 Part 1 Jackson’s Bright Ideas Monthly Balance Due Report.

12. Print the range A3:D14. Print the formulas version on one page. Close the workbook without
saving the changes. Submit the assignment as specified by your instructor.

Instructions Part 2:  'This part requires that a 3-D Bar chart with a cylindrical shape be inserted on a
new worksheet in the workbook. If necessary, use Excel Help to obtain information on inserting a chart
on a separate sheet in the workbook.
1. With the Lab 2-2 Part 1 Jackson’s Bright Ideas Monthly Balance Due Report workbook open, draw
the 3-D Bar chart with cylindrical shape showing each customer’ total new balance as shown in
Figure 2-90.

Balance Due

¥iong, James

“Yaughn, Moah

Ramirez, Alberto

Paoli, Pam wSeries

M Cartan, John

Hernandez, Abraham

Costa, Dan

$0.00 $200.00 $400.00 $600.00 $800.00 $1,000.00 §1,200.00

Figure 2-90

2. Use the CTRL key and mouse to select the nonadjacent chart ranges A4:A10 and G4:G10. That is,
select the range A4:A10 and then while holding down the CTRL key, select the range G4:G10. The
customer names in the range A4:A10 will identify the cylindrical bars, while the data series in the
range G4:G10 will determine the length of the bars.
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ASSIGNMENTS

STUDENT

Continued >
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STUDENT
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In the Lab continued

3. Click the Insert tab on the Ribbon. Click the Bar button in the Charts group on the Ribbon and
then select Clustered Horizontal Cylinder in the Cylinder area. When the chart is displayed on the
worksheet, click the Move Chart button on the Ribbon. When the Move Chart dialog box appears,
click New sheet and then type Bar Chart for the sheet name. Click the OK button.

4. When the chart is displayed on the new worksheet, click the wall behind the bars and then click
the Format contextual tab. Click the Shape Fill button on the Ribbon and then select Gold,
Accent 2, Lighter 80% in the gallery (column 6, row 2). Click the Layout contextual tab. Click
the Chart Title button on the Ribbon and then select Above Chart in the Chart Title gallery. If
necessary, use the scroll bar on the right side of the worksheet to scroll to the top of the chart.
Click the chart title to select it and then type Balance Due as the chart title.

5. Drag the Balance Due tab at the bottom of the worksheet to the left of the Bar Chart tab to
reorder the sheets in the workbook. Preview and print the chart.

6. Click the Balance Due sheet tab. Change the following purchases: customer John Mc Cartan to
$406.58, and customer Pam Paoli to $74.99. The company also decided to change the service
charge from 2.75% to 3.25% for all customers. After copying the adjusted formula in cell F4 to
the range F5:F10, click the Auto Fill Options button and then click Fill without Formatting to
maintain the original formatting in the range F5:F10. The total new balance in cell G11 should
equal $2,919.01.

7. Select both sheets by holding down the SHIFT key and then clicking the Bar Chart tab. Preview
and print the selected sheets. Submit the assignment as requested by your instructor. Save the
worksheet using the file name, Lab 2-2 Part 2 Jackson’s Bright Ideas Monthly Balance Due Report.

8. Submit the assignment as specified by your instructor.

Instructions Part 3:  With your instructor’s permission, e-mail the workbook created in this exercise
with the changes indicated in Part 2 as an attachment to your instructor. Close the workbook without
saving the changes.

Lab 3: Equity Web Queries
Problem: A friend of your family, Benson Yackley, has Table 2-10 Benson Yackley’s Stock Portfolio
learned that Excel can connect to the Web, download
real-time stock data into a worksheet, and then refresh Company Stock Symbol
the data as often as needed. Because you have had

. . Exxon Mobil XOM
courses in Excel and the Internet, he has hired you as xxon Mobi 0
a consultant to develop a stock analysis workbook. His el DE
portfolio is shown in Table 2-10. Hewlett-Packard HPQ
. Intel INTC
Instructions Part 1:  Start Excel. If necessary, connect to ,
; g MetLife MET
the Internet. Perform a Web query to obtain multiple
PepsiCo PEP

stock quotes (Figure 2-91), using the stock symbols in
the second column of Table 2-10. Place the results of the
Web query in a new worksheet. Rename the worksheet
Real-Time Stock Quotes. Change the document properties, as specified by your instructor. Add a header
with your name, course number, and other information requested by your instructor. Save the workbook
using the file name, Lab 2-3 Part 1 Benson Yackley Equities Online. Preview and then print the
worksheet in landscape orientation using the Fit to option.
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Click the following links and print the Web page that appears in the browser window: Click ©
here to visit MSN Money; Dell Inc.; Chart (to the right of MetLife, Inc.); and News (to the right of 9]
PepsiCo, Inc.). Submit the assignment as specified by your instructor. <
v
x
L
ey ¥y ¥ Lab 2-3 Part 1 Benson Yackley Equities Online - Microsoft Excel - O X
Home Insert Page layout Formulas Data Reni e Wiewt @ - = x
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Figure 2-91

Instructions Part 2:  While connected to the Internet and with the Lab 2-3 Benson Yackley Equities
Online workbook open, create a worksheet listing the major indices and their current values on Sheet2
of the workbook (Figure 2-92). After clicking the Sheet2 tab, create the worksheet by double-clicking
MSN MoneyCentral Investor Major Indices in the Select Data Source dialog box. The dialog box is
displayed when you click the Existing Connections button on the Data tab on the Ribbon. Rename
the worksheet Major Indices. Preview and then print the Major Indices worksheet in landscape
orientation using the Fit to option. Save the workbook using the same file name as in Part 1. Submit
the assignment as specified by your instructor.
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Figure 2-92
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EX 156 Excel Chapter 2 Formulas, Functions, Formatting, and Web Queries

Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

® Easier ® ® More DirricuLt

® 1: Design and Create a Weight-Loss Plan Worksheet
As a summer intern working for Choose to Lose, a local weight-loss clinic, you have been asked to
create a worksheet that estimates the monthly weight lost for an individual based on recommended
average daily activities. You have been given the numbers of calories burned per hour and the average
number of hours for each activity (Table 2-11). Use the following formulas:

Formula A: Total Calories Burned per Day = Calories burned per Hour X Average Hours Daily

Formula B: Total Pounds Lost per Month (30 days) = 30 X Total Calories Burned per Day X 3500

Formula C: Average function

(%)
-
4
w
=
4
=
(%)
(%)
<

STUDENT

Formula D: Max function
Formula E: Min function

Use the concepts and techniques presented in this project to create and format the worksheet. Include an
embedded 3-D Pie chart that shows the contribution of each activity to the total calories burned per day.
Use Microsoft Excel Help to create a professional looking 3-D Pie chart with title and data labels.

Table 2-11 Activities with Corresponding Calories Burned per Hour and Worksheet Layout

Calories Average Total Calories  Total Pounds

Activity Burned Hours Burned per Lost per Month
per Hour D ETLY Day (30 Days)

Aerobics class 450 0.50 Formula A Formula B

Brisk walking 350 0.50

House work 150 1.00

Office work/sitting 120 6.00

Sleeping 70 9.00

Standing 105 2.00

Swimming 290 0.50

Tennis 315 0.25

Walking 240 4.25

Totals — r —

Average Formula C

Highest Formula D

Lowest Formula E
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® 2: Create a Profit Potential Worksheet

You work part-time for Doze-Now, a retailer of sleep-related products. Your manager wants to know
the profit potential of their inventory based on the categories of inventory in Table 2—12. Table 2-12
contains the format of the desired report. The required formulas are shown in Table 2-13. Use the
concepts and techniques developed in this project to create and format the worksheet. Submit a
printout of the values version and formulas version of the worksheet. The company just received a
shipment of 175 additional comforters and 273 items of sleepwear. Update the appropriate cells in the
Units on Hand column.
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Table 2-12 Doze-Now Profit Potential Data and Worksheet Layout s
=
v
Units on Average Total Average Total Potential A
Hand Unit Cost Cost Unit Price  Value Profit <
[
Comforters 216 46.52 Formula A Formula B Formula C Formula D E
Night lights 4,283 6.89 =
=
Pillows 691 47.64 i
Sleep sound machines 103 45.06
Sleepwear 489 16.77
Total — — — — —
Average Formula E »
Lowest Formula F
Highest Formula G =

Table 2-13 Doze-Now Profit Potential Formulas

Formula A = Units on Hand * Average Unit Cost
Formula B = Average Unit Cost * (1 /(1 —.58))
Formula C = Units on Hand * Average Unit Price
Formula D = Total Value — Total Cost

Formula E = AVERAGE function

Formula F = MIN function

Formula G = MAX function

Continued >
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Cases and Places continued

¢ 3: Create a Fund-Raising Analysis Worksheet

You are the chairperson of the fund-raising committee for a local charity. You want to compare
various fund-raising ideas to determine which will give you the best profit. The data obtained from
six businesses about their products and the format of the desired report are shown in Table 2-14. The
required formulas are shown in Table 2-15. Use the concepts and techniques presented in this project
to create and format the worksheet.

()]
=
2
E Table 2-14 Fund-Raising Data and Worksheet Layout
G
b Cost Profit per Profit per
i Product Company per Unit Margin Selling Price 2000 Sales 5000 Sales
E Candles Woodland Farms $4.75 40% Formula A Formula B Formula C
= Candy Polkandy 3.00 70%
* Coffee Garcia Coffee 6.50 45%
Cookie dough Oh, Dough! 2.90 65%
Flower bulbs Early Bloom 2.40 50%
T-shirts Zed's Sports 5.75 42% \ \
Minimum Formula D
Maximum Formula E &

Table 2-15 Band Fund-Raising Formulas

Formula A = Cost per Unit/ (1 — Margin)

Formula B = 2000 * (Selling Price — Cost per Unit)
Formula C = 5000 *110% * (Selling Price — Cost per Unit)
Formula D = MIN function

Formula E = MAX function

ee 4: Design and Create a Projected Budget

Make It Personal

For the next six-month period, forecast your income for each month, your base expenditures for each
month, and your special expenditures for each month. Base expenditures include expenses that occur
each month, such as food and loan payments. Special expenditures include expenses that are out of the
ordinary, such as the purchase of gifts, automobile insurance, and medical expenses. With this data,
develop a worksheet calculating the amount of remaining money at the end of each month. You can
determine this amount by subtracting both expenses from the anticipated income.

Include a total, average value, highest value, and lowest value for income, base expenditures,
special expenditures, and remaining money. Use the concepts and techniques presented in this project
to create and format the worksheet.

Create a 3-D Pie chart on a separate sheet illustrating the portion each month’s special expenditures
deducts from the total remaining money after all six months have passed. Use Microsoft Excel Help to
create a professional looking 3-D Pie chart with title and data labels.
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ee 5: Design and Create a Stock Analysis Worksheet

Working Together

Have each member of your team select six stocks — two bank stocks, two communications stocks, and
two Internet stocks. Each member should submit the stock names, stock symbols, and an approximate
six-month-old price. Create a worksheet that lists the stock names, symbols, price, and number of
shares for each stock (use 350 shares as the number of shares for all stocks). Format the worksheet so
that it has a professional appearance and is as informative as possible.

Have the group do research on the use of 3-D references, which is a reference to a range that
spans two or more worksheets in a workbook (use Microsoft Excel Help). Use what the group learns to
create a Web query on the Sheet2 worksheet by referencing the stock symbols on the Sheetl work-
sheet. On the Sheetl worksheet, change the cells that list current price per share numbers on the
Sheetl worksheet so that they use 3-D cell references that refer to the worksheet created by the Web
query on the Sheet2 worksheet. Present your workbook and findings to the class.

Excel Chapter 2
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