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Sales 252,773,916 252,922,421

Cost of Goods 153,560,154 153,650,371
Gross Margin 99,213,762 99,272,050
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Objectives
You will have mastered the material in this chapter when you can:
* Rotate text in a cell * Use the Format Painter button to
format cells

* Create a series of month names

* Copy, paste, insert, and delete cells ‘ Sr:g?,fi:ezf Pie chart on a separate

* Format numbers using format symbols Color and rearrange worksheet tabs

* Freeze and unfreeze titles « Change the worksheet view

* Show and format the system date « Answer what-if questions

* Use absolute cell references in a

formula » Goal seek to answer what-if questions

* Use the IF function to perform a
logical test
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Introduction

Worksheets normally are much larger than those created in the previous chapters, often
extending beyond the size of the window. Because you cannot see the entire worksheet on
the screen at one time, working with a large worksheet sometimes can be frustrating. This
chapter introduces several Excel commands that allow you to control what displays on the
screen so you can view critical parts of a large worksheet at one time. One command lets
you freeze the row and column titles so Excel always displays them on the screen. Another
command splits the worksheet into separate window panes so you can view different parts
of a worksheet on the screen at one time. Hiding the Ribbon will allow a larger portion of
the worksheet to be visible.

When you set up a worksheet, you should use cell references in formulas whenever
possible, rather than constant values. The use of a cell reference allows you to change a
value in multiple formulas by changing the value in a single cell. The cell references in
a formula are called assumptions. Assumptions are values in cells that you can change to
determine new values for formulas. This chapter emphasizes the use of assumptions and
shows how to use Excel to answer what-if questions such as, what happens to the semi-
annual operating income if you decrease the marketing expenses assumption by 2%? Being
able to analyze quickly the effect of changing values in a worksheet is an important skill in
making business decisions.

"This chapter also introduces you to techniques that will enhance your ability to
create worksheets and draw charts. From your work in Chapter 1, you are aware of how
easily you can create charts. This chapter covers additional charting techniques that allow
you to convey your message in a dramatic pictorial fashion such as an exploded 3-D Pie
chart. This chapter also covers other methods for entering values in cells, such as allowing
Excel to enter values for you based on a pattern of values that you create, and formatting
these values. In addition, you will learn how to use absolute cell references and how to use
the IF function to assign a value to a cell based on a logical test.

Project — Financial Projection Worksheet with
What-If Analysis and Chart

The project in the chapter follows proper design guidelines and uses Excel to create the
worksheet and pie chart shown in Figure 3—1. Campus Clothiers manufactures and sells
customized clothing to college students on campuses around the country. Each June and
December, the director of finance and accounting submits a plan to the management team
to show projected monthly revenues, costs of goods, gross margin, expenses, and operating
income for the next six months. The director requires an easy-to-read worksheet that
shows financial projections for the next six months. The worksheet should allow for quick
analysis if projections for certain numbers change, such as the percentage of expenses
allocated to marketing. In addition, a 3-D Pie chart is required that shows the projected
operating income contribution for each of the six months.
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Correctness

Studies have shown that
more than 25 percent of
all business worksheets
have errors. If you are
not careful entering
data and formulas,

then your worksheet

is prone to errors. You
can ensure correctness
in your formulas by
carefully checking them
using Range Finder. The
Formula Auditing group
on the Formulas tab on
the Ribbon also can be
helpful when verifying
formulas.

Excel’s Usefulness
Just a few short years
ago, a what-if question
of any complexity only
could be answered
using a large, expensive
computer programmed
by highly paid

computer professionals.
Generating a result
could take days. Excel
gives the noncomputer
professional the ability
to get complex business-
related questions
answered instantaneously
and economically.

The requirements document for the Campus Clothiers Semiannual Financial
Projection worksheet is shown in Figure 3-2. It includes the needs, source of data,
summary of calculations, chart requirements, and other facts about its development.

REQUEST FOR NEW WORKBOOK

Date Submitted:

October 27, 2008

Submitted By:

Norm Armand

Worksheet Title:

Campus Clothiers Semiannual Projected Gross Margin,
Expenses, and Operating Income

Needs:

The needs are: (1) a worksheet (Figure 3-3a) that shows
Campus Clothiers’s projected monthly sales, cost of goods,
gross margin, expenses, and operating income for a six-month
period; and (2) a 3-D Pie chart (Figure 3-3b) that shows the
projected contribution of each month’s operating income to
the six-rmonth period operating income.

Source of Data:

The data supplied by the Finance department includes
projections of the monthly sales and expenses (Table 3-1) that
are based on prior years. All the remaining numbers in the
worksheet are determined from these 13 numbers using
formulas.

Calculations:

The following calculations must be made for each month:
1. Cost of Goods = Sales — Sales * Margin

2. Gross Margin = Sales — Cost of Goods

3. Bonus Expense = $100,000.00 if the Sales exceeds the
Revenue for Bonus; otherwise Bonus Expense = 0

4. Commission Expense = Commission Assumption * Sales
5. Marketing Expense = Marketing Assumption * Sales

6. Research and Development = Research and Development
Assumption * Sales

7. Support, General, and Administrative Expense = Support,
General, and Administrative Assumption * Sales

8. Total Expenses = Sum of Expenses

9. Operating Income = Gross Margin — Total Expenses

Chart Requirements:

A 3-D Pie chart is required on a separate sheet (Figure 3-3b)
to show the contribution of each month’s operating income
to the six-month period operating income. The chart should
also emphasize the month with the greatest operating
income.

Approvals

Approval Status: | X

Approved

Rejected

Approved By:

Shauna Hendricks, CFO

Date:

November 1, 2008

Assigned To:

J. Quasney, Spreadsheet Specialist

Figure 3-2
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Overview

As you read this chapter, you will learn how to create the worksheet shown in Figure 3-1
by performing these general tasks:
* Create a series of month names

Excel Chapter 3

* Use absolute cell references in a formula

* Use the IF function to perform a logical test

* Use the Format Painter button to format cells

* Create a 3-D Pie chart on a separate chart sheet
* Answer what-if questions

* Manipulate large worksheets

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 3-2, you should follow these general
guidelines:

1. Plan the layout of the worksheet. The requirements state that six months are necessary
in the worksheet. It is therefore sensible to place the months across columns so that the
financial headings can be placed in rows. The what-if assumptions should not clutter the
worksheet, but they should be placed in an easily located portion of the worksheet.

2. Determine the necessary formulas and functions needed. Except for the monthly sales
numbers, the remaining numbers in the main portion of the worksheet are calculated based
on the numbers in the what-if portion of the worksheet. The formulas are stated in the
requirements document (Figure 3-2). The Bonus expense is included only if a certain condition
is met. A function can check for the condition and include the bonus when necessary.

3. Identify how to format various elements of the worksheet. Sales and Expenses are two
distinct categories of financial data and should be separated visually. Gross Margin and
Total Expenses should stand out because they are subtotals. The Operating Income is the
key piece of information being calculated in the worksheet and, therefore, should be
formatted in such a manner as to draw the reader’s attention. The what-if assumptions
should be formatted in a manner which indicates that they are separate from the main
area of the worksheet.

4. Specify how the chart should convey necessary information. The requirements document
indicates that the chart should be a 3-D Pie chart and emphasize the month with the
greatest operating income. A 3-D Pie chart is a good way to compare visually a small set
of numbers. The month, which is emphasized, also should appear closer to the reader in
order to draw the reader’s attention.

5. Perform what-if analysis and goal seeking using the best techniques. What-if analysis allows
you quickly to answer questions regarding various predictions. In Campus Clothiers
Semiannual Financial Projection worksheet, the only cells that you should change when
performing what-if analysis are those in the what-if portion of the worksheet. All other
values in the worksheet, except for the projected sales, are calculated. Goal seeking allows
you automatically to modify values in the what-if area of the worksheet based on a goal
that you have for another cell in the worksheet.

(continued)
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Plan (continued)

Ahead In addition, using a sketch of the worksheet can help you visualize its design. The sketch

of the worksheet (Figure 3-3a) consists of titles, column and row headings, location of data
values, calculations, and a rough idea of the desired formatting. The sketch of the 3-D Pie
chart (Figure 3-3b) shows the expected contribution of each month’s operating income to the
semiannual operating income. The projected monthly sales will be entered in row 4 of

the worksheet. The assumptions will be entered below the operating income (Figure 3-3a).
The projected monthly sales and the assumptions will be used to calculate the remaining
numbers in the worksheet.

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 perform
and decisions made regarding these guidelines during the creation of the worksheet shown
in Figure 3-1 on page EX 163.

Campus Clothiers

Semiannual Projected Gross Margin, Exp and Op ing | 99/99/9999
Month 1 Month 2 Month 3 Month 4 Month 5 Month 6 Total
Sales $: 9.99  §. 9.99 & 9.99 $Z 9.99 $: 9.99 §. 9.99 §. 9.99
Cost of Goods Sold l l l l l l l
Gross Margin
Expenses
Bonus 8. 9.99 8 '9.99 9.99 8 9.99 8 9.99 8. 9.99 S '9.99
Commission
Marketing
Research and Development
Support, General, and Administrative
Total Expenses $; 9.99  §: 9.99  §; 9.99 8 9.99 8 9.99  §; 9.99  §; 9.99
Operating Income $: 9.99  §. 9.99  §. 9.99  $ 9.99 $: 9.99  §: 9.99  §: 9.99

What-If Assumptions

Bonus 72,272,779.00
Commission 79.99%
Margin 79.99%
Marketing 29.99%
Research and Development Z9.99%
Revenue for Bonus 22,2722,779.99
Support, General, and Administrative 29.99%
(a) Worksheet ¢ F . . .
Semiannual Finantial Pro \cf.{',lon
Month 4 ot
onth 3
Month § %
%
%

Month 2

Month & *

(b) 3-D Pie Chart

Figure 3-3
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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.

Excel Chapter 3

Table 3-1 Campus Clothiers Semiannual Financial

Projections Data and What-If Assumptions

Projected Monthly Total Net

Revenues

January $3,383,909.82
February 6,880,576.15
March 9,742,702.37
April 4,818,493.53
May 4,566,722.63
June 8,527,504.39

What-If Assumptions

Bonus $100,000.00
Commission 3.25%
Margin 61.00%
Marketing 9.00%
Research and Development 5.75%
Revenue for Bonus $4,750,000.00
Support, General, and Administrative 17.00%

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 reso-
lution to 1024 X 768. For information about how to change a computer’s resolution, see
page APP 36 in Appendix E.

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 in the All
Programs submenu.

Click Microsoft Office Excel 2007 on the Microsoft Office 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 00

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.

BTW

The Startup Submenu
Any application on the
Startup submenu starts
automatically when

you turn your computer
on. To add Excel to the
Startup submenu, do
the following: (1) Click
the Start button on the
Windows taskbar, point
to All Programs on the
Start menu, and then
point to Microsoft Office
on the All Programs
submenu; (2) Right-drag
Microsoft Office Excel
2007 from the Microsoft
Office submenu to the
Startup submenu; (3)
When the shortcut menu
appears, click Copy Here.
The next time you turn
your computer on, Excel
will start automatically.




BTW

EX 168 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

Rotating Text in a Cell
In Excel, you use the
Alignment sheet of the
Format Cells dialog box,
as shown in Figure 3-5, to
position data in a cell by
centering, left-aligning,
or right-aligning;
indenting; aligning at the
top, bottom, or center;
and rotating. If you enter
90 in the Degrees box in
the Orientation area, the
text will appear vertically
and read from bottom to
top in the cell.

Plan
Ahead

To Enter the Worksheet Titles, Change Workbook Properties,
Apply a Theme, and Save the Workbook

The worksheet contains two titles, one in cell Al and another in cell A2. In the
previous chapters, titles were centered across the worksheet. With large worksheets that
extend beyond the size of a window, it is best to enter titles in the upper-left corner as
shown in the sketch of the worksheet in Figure 3-3a. The following steps enter the
worksheet titles and save the workbook.

Click cell A1 and then enter Campus Clothiers as the worksheet title.

Click cell A2 and then enter Semiannual Projected Gross Margin, Expenses, and
Operating Income as the worksheet subtitle and then press the ENTER key.

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 relevant information.
Click the Close button in the Document Properties pane.

Apply the Trek theme to the worksheet by clicking the Themes button on the Page Layout
tab on the Ribbon and then return to the Home tab on the Ribbon.

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 Campus Clothiers Semiannual
Financial Projection in the File name text box.

©O © 0 0000 00

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.

Rotating Text and Using the Fill Handle to Create
a Series

The data on the worksheet, including month names and the What-If Assumptions section,
now can be added to the worksheet.

Plan the layout of the worksheet.

The design of the worksheet calls specifically for only six months of data. Because there
always will be only six months of data in the worksheet, the months should be placed across
the top of the worksheet as column headings rather than as row headings. There are more
data items regarding each month than there are months, and it is possible that more expense
categories could be added in the future. A proper layout, therefore, includes placing the
data items for each month as row headings. The What-If Assumptions section should be
placed in an area of the worksheet that is easily accessible, yet does not impair the view

of the main section of the worksheet. As shown in Figure 3-3a, the What-If Assumptions
should be placed below the calculations in the worksheet.

When you first enter text, its angle is zero degrees (0°), and it reads from left
to right in a cell. Text in a cell can be rotated counterclockwise by entering a number
between 1° and 90° in the Alignment sheet in the Format Cells dialog box.
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To Rotate Text and Use the Fill Handle to Create a Series of Month Names

Chapters 1 and 2 used the fill handle to copy a cell or a range of cells to adjacent cells. The fill handle also can
be used to create a series of numbers, dates, or month names automatically. The following steps enter the month

name, January, in cell B3; format cell B3 (including rotating the text); and then use the fill handle to enter the
remaining month names in the range C3:G3.

o Format Cells
Home tab active
o Select cell B3. :

m
S
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©
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o
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X
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ermiatinual Financial Projection -
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e Type January as the cell entry
and then click the Enter box. st N

Orientation area

Franklin Gothic = |11 | Murnber l Alignment |’ Font | Border | Fil || Pratection |
LS Vg
Texk alignment Crientation
. . Fast
e Click the Format Cells: Alignment | || et 7
Dialog Box Launcher on the Clipboard || | General # tron +
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1 Campus Clathiers Juistify dhis i 4
2 | Semiannual Projected Grof | Test contral .
3 [ wirap bext a %1 0e
¥ |Degrees
[ shrink ta fit :
[ Merge cells 1

Right-to-left

Text direction:

Contesxt Bt

L Ok ][ Canicel ]

Figure 3-4
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3]

e Click the OK button to rotate the
text in cell B3 at a 45° angle and
automatically increase the height
of row 3 to best fit the rotated
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Figure 3-6
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® Release the mouse bUtto':] to - R Campus Clothiers Semiannual Financial Projection - Microsoft Excel T)
create a month name series S ] e Lo e g
anuary through June in the = T w
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the fill area to display the Auto , - - - - -
Fill Options menu (Figure 3-8) £l
P 9 ' Projected Gross Margin, Expenses, and Operating Income
i ths of
g What if | do not wan.t to copy the \@d o‘?d & . . . ;ﬁga;ﬁeﬁ;ng
o fgrmat of _ceII B3 during the auto & & & & & & fill handle
fill operation? =
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In addition to creating a series of / Auto Fill O Copy Cells
values, dragging the fill handle format of cell B3 opticnslbution Bl Filseries
instructs Excel to copy the format Gl e e O i ccritatting oay
Of Ce” B3 to the I’ange C3:G3. 0 Fill Without Formatting
With some fill operations, you ' Fill Manths
may not want to copy the formats AN
of the source cell or range to the Auto Fil
destination cell or range. If this is Setionsiment
the case, click the Auto Fill
Options button after the range
fills (Figure 3-8) and then select
the option you desire on the Auto Figure 3-8
Fill Options menu.
e Click the Auto Fill Options button to hide the Auto Fill Options menu.
e Click cell H3, type Total, and then press the RIGHT ARROW key.
g Why is the word Total automatically formatted with the Heading 3 cell style and 45° rotation?
©'| Excel tries to save you time by automatically recognizing the adjacent cell format in cell G3
and applying it to cell H3. The Heading 3 cell style in cell G3 causes this action to occur.
Other Ways

1. Enter start month in
cell, apply formatting,
right-drag fill handle

H H H in direction to fill,

Using the Auto Fill Options Menu in airection to fil.

shortcut menu

As shown in Figure 3-8, Fill Series is the default option that Excel uses to fill the

. . . . . . . . 2. Enter start month in
area, which means it fills the destination area with a series, using the same formatting as

cell, apply formatting,

the source area. If you choose another option on the Auto Fill Options menu, then Excel select range, click Fill
. : . : : button on Home tab
immediately changes the contents of the destination range. Following the use of the fill on Ribbon, click Series,

handle, the Auto Fill Options button remains active until you begin the next Excel operation. click AutoFill
Table 3-2 summarizes the options on the Auto Fill Options menu.
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The Mighty Fill Handle
If you drag the fill handle
to the left or up, Excel
will decrement the series
rather than increment
the series. To copy a
word, such as January

or Monday, which Excel
might interpret as the
start of a series, hold
down the cTrL key while
you drag the fill handle
to a destination area. If
you drag the fill handle
back into the middle of

a cell, Excel erases the
contents.

Table 3-2 Optio

Auto Fill Option Description

Copy Cells Fill destination area with contents using format of source
area. Do not create a series.
Fill Series Fill destination area with series using format of source

area. This option is the default.

Fill Formatting Only Fill destination area using format of source area. No content

is copied unless fill is series.

Fill Without Formatting Fill destination area with contents, without the formatting

of source area.

Fill Months Fill destination area with series of months using format of

source area. Same as Fill Series and shows as an option
only if source area contains a month.

You can use the fill handle to create a series longer than the one shown in Figure 3-8.
If you drag the fill handle past cell G3 in Step 4, Excel continues to increment the months
and logically will repeat January, February, and so on, if you extend the range far enough
to the right.

You can create several different types of series using the fill handle. Table 3-3 illustrates
several examples. Notice in examples 4 through 7, 9, and 11 that, if you use the fill handle
to create a series of numbers or nonsequential months, you must enter the first item in the
series in one cell and the second item in the series in an adjacent cell. Next, select both
cells and drag the fill handle through the destination area.

Table 3-3 Examples of Series Using the Fill Handle

Next Three Values of
Extended Series

Contents of Cell(s) Copied Using
the Fill Handle

Example

1 2:00 3:00, 4:00, 5:00
2 Qtr3 Qtr4, Qtr1, Qtr2
3 Quarter 1 Quarter 2, Quarter 3, Quarter 4
4 5-Jan, 5-Mar 5-May, 5-Jul, 5-Sep
5 2007, 2008 2009, 2010, 2011
6 1,2 3,4,5
7 430, 410 390, 370, 350
8 Sun Mon, Tue, Wed
9 Sunday, Tuesday Thursday, Saturday, Monday
10 4th Section 5th Section, 6th Section, 7th Section

—_
-

—205, —208 =211, =214, =217
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To Increase Column Widths and Enter Row Titles

In Chapter 2, the column widths were increased after the values were entered into the worksheet. Sometimes,
you may want to increase the column widths before you enter the values and, if necessary, adjust them later. The
following steps increase the column widths and then enter the row titles in column A down to What-If Assumptions

in cell A18.

e Move the mouse pointer to
the boundary between column
heading A and column heading B
so that the mouse pointer changes
to a split double arrow.

e Drag the mouse pointer to the right
until the ScreenTip displays, Width:
35.00 (322 pixels). Do not release
the mouse button (Figure 3-9).

12)

e Release the mouse button to
change the width of column A.

e Click column heading B and then
drag through column heading G
to select columns B through G.

e Move the mouse pointer to
the boundary between column
headings B and C and then drag
the mouse to the right until the
ScreenTip displays, Width: 14.00
(133 pixels). Do not release the
mouse button (Figure 3-10).
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13)

e Release the mouse button to

'l:j H9-w- = Campus Clothiers Semiannual Financial Projection - Microso
Change the width of columns B . - dieii S sapk Prgh L Increase Indent | i Decrease Indent
through G - button button
LA inssthic- |11~ AT A= . /g‘{ General b *él
. . . = _|a — =
e Use the te.chnlque descrl.bed in e (B2 W (=A== : ($ - % %R %] Conatonat
Step 1 to increase the width of Al
lumn H to 15.00 Clipboard Font [ Alignment [ Mumber ] 5
co .00. = — - =
a13 e £ \
e Enter the row titles in the range A B | ®
A4:A18 as shown in Figure 3-11, 1 |Campus Clothiers
but without the indents 2 |Semiannual Projected Gross Margin, Expenses, and Operating Income
) = %
e Click cell A5 and then click the \’é\& Qéé@ %@@
3
Increase Indent button on the { R
4 Sales

Ribbon.

e Select the range A9:A13 and
then click the Increase Indent
button on the Ribbon.

o Click cell A19 to finish entering
the row titles (Figure 3-11).

Other Ways

1. To indent, right-click
range, click Format
Cells on shortcut menu,
click Alignment tab,
click Left (Indent) in
Horizontal list, type
number of spaces to
indent in Indent text
box, click OK button

5 | Cost of Goods Sold
B~ Gross Margin

indented
row titles

:Expenses

Bonus

Cormmission

tarleting

Research and Development

>

< | What happens when I click the |\ Support, General, and Administrative

& | Increase Indent button? E | Totel ExpEnnes
The Increase Indent button indents 16 |Operating Income
the contents of a cell to the right by 17 |
three spaces each time you click it. 18 |What-if Assumptions U
The Decrease Indent button =S| op |
decreases the indent by three
spaces each time you click it.

Figure 3-11

Fitting Entries in a Cell
An alternative to
increasing the column
widths or row heights is to
shrink the characters in the
cell to fit the current width
of the column. To shrink
to fit, click Format Cells:
Alignment Dialog Box
Button Launcher on the
Ribbon, and click Shrink to
fit in the Text control area.
After shrinking entries to
fit in a cell, consider using
the Zoom slider on the
status bar to make the

entries more readable.

Copying a Range of Cells to a Nonadjacent
Destination Area

As shown in the sketch of the worksheet (Figure 3—3a on page EX 166), the row titles in the
Expenses area are the same as the row titles in the What-If Assumptions table, with the exception
of the two additional entries in cells A21 (Margin) and A24 (Revenue for Bonus). Hence, the
What-If Assumptions table row titles can be created by copying the range A9:A13 to the range
A19:A23 and then inserting two rows for the additional entries in cells A21 and A24. The source
area (range A9:A13) is not adjacent to the destination area (range A19:A23). The first two chapters
used the fill handle to copy a source area to an adjacent destination area. To copy a source area to
a nonadjacent destination area, however, you cannot use the fill handle.

A more versatile method of copying a source area is to use the Copy button and
Paste button on the Home tab on the Ribbon. You can use these two buttons to copy a
source area to an adjacent or nonadjacent destination area.

The Copy button copies the contents and format of the source area to the Office
Clipboard, a reserved place in the computer’s memory that allows you to collect text and
graphic items from an Office document and then paste them into any Office document.
The Copy command on the Edit menu or shortcut menu works the same as the Copy button.
The Paste button copies the item from the Office Clipboard to the destination area.
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To Copy a Range of Cells to a Nonadjacent Destination Area

The following steps use the Copy and Paste buttons to copy the range A9:A13 to the nonadjacent range A19:A23.

Q&A

o Select the range A9:A13 and
then click the Copy button on
the Home tab on the Ribbon to
copy the values and formats of
the range A9:A13 to the Office
Clipboard.

Click cell A19, the top cell in the
destination area (Figure 3-12).

Why do | not need to select the
entire destination area?

You are not required to select the
entire destination area (range
A19:A23) before clicking the Paste
button. Excel needs to know only
the upper-left cell of the destina-
tion area. In the case of a single
column range, such as A19:A23,
the top cell of the destination area
(cell A19) also is the upper-left cell
of the destination area.
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12

Q&A

o Click the Paste button on the Ribbon
to copy the values and formats of
the last item placed on the Office
Clipboard (range A9:A13) to the
destination area A19:A23.

e Scroll down so row 5 appears at the
top of the window (Figure 3-13).

What if data already existed in the
destination area?

When you complete a copy,

the values and formats in the
destination area are replaced
with the values and formats

of the source area. Any data
contained in the destination
area prior to the copy and paste
is lost. If you accidentally delete
valuable data, immediately click
the Undo button on the Quick
Access Toolbar.

13)

e Press the ESC key to remove the
marquee from the source area
and disable the Paste button on
the Ribbon.

Other Ways

5 | Costof Goods Sold

6 |Gross kargin
|
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21 Marketing

Paste Options
button

Be—

Figure 3-13

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

Paste on shortcut menu

. Select source area and

point on border of
range; while holding
down CTRL key,

drag source area to
destination area

. Select source area,

press CTRL+C, select
destination area, press
CTRL+V

Using the Paste Options Menu

After the Paste button is clicked, Excel immediately displays the Paste Options button,
as shown in Figure 3-13. If you click the Paste Options button arrow and select an option
on the Paste Options menu, Excel modifies the most recent paste operation based on your
selection. Table 3—4 summarizes the options available on the Paste Options menu.

Table 3-4 Options Available on the Paste Options Menu

Paste Option Description

Keep Source Formatting Copy contents and format of source area. This option is the default.

Match Destination Formatting Copy contents of source area, but not the format.

Copy contents and format of source area for numbers or formulas,
but use format of destination area for text.

Values and Number Formatting

Copy contents and format of source area. Change destination column
widths to source column widths.

Keep Source Column Widths

Formatting Only Copy format of source area, but not the contents.

Link Cells Copy contents and format and link cells so that a change to the cells

in source area updates the corresponding cells in destination area.
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The Paste button on the Ribbon (Figure 3-13) includes an arrow, which displaysa
list of advanced paste options (Paste, Paste Special, and Paste Hyperlink). These options £
will be discussed when they are used.

An alternative to clicking the Paste button is to press the ENTER key. The ENTER
key completes the paste operation, removes the marquee from the source area, and dis-
ables the Paste button so that you cannot paste the copied source area to other destination
areas. The ENTER key was not used in the previous set of steps so that the capabilities of
the Paste Options button could be discussed. The Paste Options button does not appear
on the screen when you use the ENTER key to complete the paste operation.

Using Drag and Drop to Move or Copy Cells

You also can use the mouse to move or copy cells. First, you select the source area
and point to the border of the cell or range. You know you are pointing to the border of
the cell or range when the mouse pointer changes to a block arrow. To move the selected =
cell or cells, drag the selection to the destination area. To copy a selection, hold down the
CTRL key while dragging the selection to the destination area. You know Excel is in copy
mode when a small plus sign appears next to the block arrow mouse pointer. Be sure to
release the mouse button before you release the CTRL key. Using the mouse to move or
copy cells is called drag and drop.

Using Cut and Paste to Move Cells

Another way to move cells is to select them, click the Cut button on the Ribbon
(Figure 3-12 on page EX 175) to remove them from the worksheet and copy them to
the Office Clipboard, select the destination area, and then click the Paste button on the
Ribbon or press the ENTER key. You also can use the Cut command on the shortcut menu,
instead of the Cut button.

BTW

Inserting and Deleting Cells in a Worksheet

At any time while the worksheet is on the screen, you can insert cells to enter new data or
delete cells to remove unwanted data. You can insert or delete individual cells; a range of
cells, rows, columns; or entire worksheets.

To Insert a Row

The Insert command on the shortcut menu allows you to insert rows between rows
that already contain data. According to the sketch of the worksheet in Figure 3-3a on
page EX 166, two rows must be inserted in the What-If Assumptions table, one between
Commission and Marketing for the Margin assumption and another between Research
and Development and Support, General, and Administrative for the Revenue for Bonus
assumption. The following steps accomplish the task of inserting the new rows into the
worksheet.

Move It or Copy It
You may hear someone
say, “Move it or copy it,
it's all the same.” No, it
is not the same! When
you move a cell, the data
in the original location is
cleared and the format
is reset to the default.
When you copy a cell, the
data and format of the
copy area remain intact.
In short, you should
copy cells to duplicate
entries and move cells to
rearrange entries.

Cutting

When you cut a cell or
range of cells using the
Cut command or Cut
button, Excel copies

the cells to the Office
Clipboard, but does not
remove the cells from
the source area until
you paste the cells in
the destination area by
clicking the Paste button
or pressing the ENTER key.
When you complete the
paste, Excel clears the
cell entry and its formats
from the source area.

Inserting Multiple
Rows

If you want to insert
multiple rows, you have
two choices. First, you
can insert a single row by
using the Insert command
on the shortcut menu
and then repeatedly
press F4 to keep inserting
rows. Alternatively, you
can select any number

of existing rows before
inserting new rows. For
instance, if you want to
insert five rows, select
five existing rows in the
worksheet, right-click the
rows, and then click Insert
on the shortcut menu.

Excel Chapter 3
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e Right-click row heading 21, the
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12)

e Click Insert on the shortcut menu to s
insert a new row in the worksheet | 8 |Bxpenses
a Bonus

by shifting the selected row 21 and —1 —
” b | t d _10_ Cummlssmn
all rows below it down one row. 11| Marketing

Click cell A21 in the new row and R - End Deseiipment

X . 13 Suppaort, General, and Administrative
then enter Margin as the row title o

! | 14 |Total Expenses
(Figure 3-15). ECH

< | What is the resulting format of B Opcrating (ncome
A - 17
o| the new row? e i
) ) ) 18 What-if Assump-——— :
The cells in the new row inherit 18 | Bonus :}‘;Ve"_'et('jeir':"s;?&"row Excel
the formats of the cells in the 20 | commission e
row above them. You can change 21 Margin 4 |‘/
this by clicking the Insert Options 22 | Marketing
button that appears immediately B Rosearon and Develop original row 21
above the inserted row. Following | 24 | Support, General, and Administrative|  shifted down
. . - 25 one row
the insertion of a row, the Insert S
Options button lets you select o7
from the following options: -8 |
(1) Format Same As Above; W4 0] Sheetl <Shests Shests 7T Z
(2) Format Same As Below; and Enter
(3) Clear Formatting. The Format 2
Same as Above option is the
default. The Insert Options button Figure 3-15
remains active until you begin the
next Excel operation.
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13)

e Right-click row heading 24 and

. 155 Support, General, and Administrative
then click Insert on the shortcut =1 B :
. R 14 | Total Expenses
menu to insert a new row in the ECH
worksheet. 16 Operating Income
. . 17
° = |

Click cell A24 in the new row and 15 |Wnatr Assumptions

then enter Revenue for Bonus el Eonus

as the row title (Figure 3-16). 50 | commission

[ - row title Revenue

< | What would happen if cells in e85l barsin for Bonus entered
] . . . 22 | Marketing in new row
o| the shifted rows are included in i

formulas? _23 | Research and Develuprpeﬁf

: 24 RevenueforBonus®” | -
If the rows that are shifted down 25 | Support, General, and Administrative
include cell references in formulas 26 | X f"éf;'r‘(;‘jf"‘s
. 2T original row 24

located in the worksheet, Excel B shifted down

automatically adjusts the cell —— e (&

references in the formulas to :r;tr. In| Sheetl ~Sheet? - Shestz 70 JEEEE

their new locations. Thus, in Step 2,
if a formula in the worksheet
references a cell in row 21 before

x’r' start B Microsaft Excel - Cam..

click Insert, click Insert
Sheet Rows

. Figure 3-16
the insert, then the cell reference 9
in the formula is adjusted to row 22
after the insert.
Other Ways
1. On Home tab on Ribbon, 2. Press CTRL+SHIFT+PLUS SIGN,

click Entire Row, click OK
button

Inserting Columns

You insert columns into a worksheet in the same way you insert rows. To insert =
columns, select one or more columns immediately to the right of where you want Excel &
to insert the new column or columns. Select the number of columns you want to insert.
Next, click the Insert tab on the Ribbon and then click Insert Sheet Rows in the Insert
gallery or click Insert on the shortcut menu. The Insert command on the shortcut menu
requires that you select an entire column (or columns) to insert a column (or columns).
Following the insertion of a column, Excel displays the Insert Options button, which
allows you to modify the insertion in a fashion similar to that discussed earlier when
inserting rows.

Inserting Single Cells or a Range of Cells

The Insert command on the shortcut menu or the Cells command on the Insert gallery
of the Insert button on the Ribbon allows you to insert a single cell or a range of cells. You
should be aware that if you shift a single cell or a range of cells, however, it no longer may
be lined up with its associated cells. To ensure that the values in the worksheet do not get
out of order, it is recommended that you insert only entire rows or entire columns. When
you insert a single cell or a range of cells, Excel displays the Insert Options button so that
you can change the format of the inserted cell, using options similar to those for inserting
rows and columns.

TW

Dragging Ranges

You can move and insert
a selected cell or range
between existing cells by
holding down the SHIFT
key while you drag the
selection to the gridline
where you want to insert.
You also can copy and
insert by holding down
the cTRL+SHIFT keys while
you drag the selection to
the desired gridline.

The Insert Options
Button

When you insert

columns or rows, Excel
only displays the Insert
Options button if formats
are assigned to the
leftmost column or top
row of the selection.
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Ranges and Undo
Copying, deleting,
inserting, and moving
ranges of cells have

the potential to render

a worksheet useless.
Carefully review these
actions before continuing
on to the next task. If you
are not sure the action

is correct, click the Undo
button on the Quick
Access Toolbar.

Deleting Columns and Rows

The Delete button on the Ribbon or the Delete command on the shortcut menu
removes cells (including the data and format) from the worksheet. Deleting cells is not
the same as clearing cells. The Clear command, which was described earlier in Chapter 1
on page EX 66, clears the data from the cells, but the cells remain in the worksheet. The
Delete command removes the cells from the worksheet and shifts the remaining rows
up (when you delete rows) or shifts the remaining columns to the left (when you delete
columns). If formulas located in other cells reference cells in the deleted row or column,
Excel does not adjust these cell references. Excel displays the error message #REF! in
those cells to indicate a cell reference error. For example, if cell A7 contains the formula
=A4+AS5 and you delete row 5, Excel assigns the formula =A4+#REF! to cell A6 (originally
cell A7) and displays the error message #REF! in cell A6. It also displays an Error Options
button when you select the cell containing the error message #REF!, which allows you to
select options to determine the nature of the problem.

Deleting Individual Cells or a Range of Cells

Although Excel allows you to delete an individual cell or range of cells, you should
be aware that if you shift a cell or range of cells on the worksheet, it no longer may be
lined up with its associated cells. For this reason, it is recommended that you delete only
entire rows or entire columns.

Entering Numbers with Format Symbols

"The next step in creating the Semiannual Financial Projection worksheet is to enter the what-if
assumptions values in the range B19:B25. The numbers in the table can be entered and then
formatted as in Chapters 1 and 2, or each one can be entered with format symbols. When a
number is entered with a format symbol, Excel immediately displays it with the assigned
format. Valid format symbols include the dollar sign ($), comma (,), and percent sign (%).

If you enter a whole number, it appears without any decimal places. If you enter a number
with one or more decimal places and a format symbol, Excel displays the number with two
decimal places. Table 3-5 illustrates several examples of numbers entered with format symbols.
The number in parentheses in column 4 indicates the number of decimal places.

Table 3-5 Numbers Entered with Format Symbols

Format Typed in Formula Bar  Displays in Cell Comparable Format
Symbol
83,341 83,341 Comma (0)
1,675.8 1,675.80 Comma (2)
$ $278 $278 Currency (0)
$3818.54 $3,818.54 Currency (2)
$45,612.3 $45,612.30 Currency (2)
% 23% 23% Percent (0)
97.50% 97.50% Percent (2)
39.833% 39.83% Percent (2)
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To Enter Numbers with Format Symbols

The following step enters the numbers in the What-If Assumptions table with format symbols.

e Enter 100,000.00 in

cell B19, 3.25% in cell B20, 18 | Whatif Assumptions
61.00% in cell B21, 9.00% 19 | Bonus 100,000.00
in cell B22, 5.75% in 20 | COMMT comma and decimal entered / 3.25%\ decimal and o
- ith ber instructs Excel ecimal and percent sign
cell B23, 4,750,000.00 | 21 | Margi ‘t’gforr:;?: c:IT; {:l:;nsm:(:teyle 51.00% entered with number instructs
in cell B24, and 17.00% in 22 | Markg with two decimal places 9.00% Etxclel tth;]otl'mat(jce[l tolPeIrcent
X «—| style with two decimal places
cell B25 to display the 23 | Research and Development \ 5. 75%
entries using a format 24 Rewvenue for Bonus 4,750,000.00
9 25 Support, General, and Administrative I :L?.OO%I
based on the format o6 "
symbols entered with the a7
numbers (Figure 3-17). 28 |
|4 4 » ¥| Sheetl Sheet? Sheet3 i J
Ready |

74 start {8 Microsaft Exc

Figure 3-17

Other Ways

1. Right-click range, click 2. Press CTRL+1, click Number
Format Cells on shortcut tab, click category in
menu, click Number tab, Category list, [select desired
click category in Category format], click OK button
list, [select desired format],
click OK button

Freezing Worksheet Titles

Freezing worksheet titles is a useful technique for viewing large worksheets that extend = | Freezing Titles
beyond the window. Normally, when you scroll down or to the right, the column titles | 'f you want to freeze only

. . . column headings, select
in row 3 and the row titles in column A that define the numbers no longer appear on the INGs, €
the appropriate cell in

screen. This makes it difficult to remember what the numbers in these rows and columns column A before you
represent. 1o alleviate this problem, Excel allows you to freeze the titles, so that Excel click the Freeze Panes
displays the titles on the screen, no matter how far down or to the right you scroll. button on the View tab

on the Ribbon. If you
only want to freeze
row titles, then select
the appropriate cell in
row 1. To freeze both
column headings and
row titles, select the cell
that is the intersection
of the column and row
titles before you click
the Freeze Panes button
on the View tab on the
Ribbon.
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Q&A

To Freeze Column and Row Titles

The following steps use the Freeze Panes button on the View tab on the Ribbon to freeze the worksheet title
and column titles in rows 1, 2, and 3, and the row titles in column A.

® Press CTRL+HOME to

Campus Clothiers Semiarinual Fman Microsoft Excel = X
select cell A1 and Freeze Panes
Formulas Data Reeview | \f’lew B @ -
ensure that Excel - == Etiol
disol 1 d | Ruler V| Formula Bar : %lewmdnw 71 split 1] I Eg .
Isplays row 1 an Grdiines (] Headings = Arange &l THide | ] ||
Zoom 100% Zoomto || Suwitch Macros
column A on the | Message Bar ‘ Selection @ Freeze Pﬂej = Unkide |14 Wnrkwace Windows « | -
screen.  ShowMide gl Zoom [ w— | Macros.
Freeze ?’ Eg Eeep rowes and columns visible while the rest of i
° SE|ECt CEH B4. Panes the worksheet scrolls [based on current selection), Wl
B | command i —— Freeze Top Row | F i_
. . ——| Keepthe top row wisible while scrolling through T
e Click the View tab the rest of the worksheet,
on the Ribbon and rgin, Expenses, and Operating Income Freeze First Column
) Eeep the first column wisible while scrolling
then CIICk the ) £ through the rest of the warksheet, |
& 0‘@ & =)
Freeze Panes NG & R &

cell below column
titles and to the
right of row titles
to freeze

button on the
Ribbon to

—L 1

display the
Freeze Panes
gallery (Figure 3-18).
Why is cell A1
selected first?

Freeze Panes gallery

Figure 3-18

Before freezing the titles, it is important that Excel displays cell A1 in the upper-left corner of the
screen. For example, if cell B4 was selected without first selecting cell A1 to ensure Excel displays
the upper-left corner of the screen, then Excel would freeze the titles and also hide rows 1 and 2.
Excel thus would not be able to display rows 1 and 2 until they are unfrozen.

12)

Q&A

e Click Freeze Panes in the Freeze

Q.,| H_";F'_ - Campus Clothiers Semiannual Financial Projection - Microso
Panes gallery to freeze column A ome ot Pl Fomus D feies | vew
and rows 1 throu igure 3-19). — _
9 (Fig ) | - | Ll Page Break Preview o mula Bar (% = Mew Window

) NNE il row titles in column o

What happens after | click the 15 Custom Views Awillremainon  fadings | = arange an
Page the screen when Zoam 100% Zoomto |
Freeze Panes . Layout Bl Full Screen scrolling right | Selection || B Freeae panes -
command? |_ WWorkbook Yiews e SO bl I. o ~ Zoom
. column titles in [V sia A £l
Excel displays first three rows will |- = - =
. remain on the screen i | A E (153
a thin black when scrolling down i
I th | 1 |Carmnpus Clothiers
I_ne On_ € o 2 |Semiannual Projected Gross Margin, Expenses, and Operating Income
right side of column A, indicating -
the split between the frozen | (\&c\ QQ‘? &
. . )
row titles in column A and the rest 3 ¥ A W
of the worksheet. It also displays a oo |
thin black line below row 3, —Z-G CDStMDr il
. . . . ross Margin
indicating the split between the = =
H H == thin black lines
frozen column titles in rows 1 8 |Expensd indicate border of
through 3 and the rest of the g | Bonu frfizen rows and
. el columns
worksheet (Figure 3-19). 10 | Comrmssmr
11 | Marketi
Figure 3-19
Other Ways

1. Press ALT+W, F
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To Enter the Projected Monthly Sales

The following steps enter the projected monthly sales, listed earlier in Table 3—1 on
page EX 167, in row 4 and compute the projected semiannual sales in cell H4.

Excel Chapter 3

o If necessary, click the Home tab on the Ribbon.

9 Enter 3383909.82 in cell B4, 6880576.15 in cell C4, 9742702.37 in cell D4, 4818493.53
in cell E4, 4566722 .63 in cell F4, and 8527504 .39 in cell G4.

9 Click cell H4 and then click the Sum button on the Ribbon twice to total the semiannual

sales in cell H4 (Figure 3-20). = | Your Age in Days
'E How many days have you
been alive? Enter today’s
date (e.g., 12/5/2008) in
cell A1. Next, enter your
Ira B+ Campus Clothiers Semiannual Financial Projection - Microsoft Excel birth date (e.g., 6/22/1 986)
", — um button .
2 Home | Insert Page Layout Formulas Data Review e -— - in cell A2. Select cell A3
_n;.'-_ . - s . T m and enter the formula
j Franklin Gothic = 11~ | AT A7| || : ‘I_E‘l‘ Senel e P *flj ﬁ ! 2 Delete - E =A1- A2. Format cell A3
- J CEEEE T E R A SO)E = = CDOLiTZ?s%IaCQeadnd Bl Fcoon:wdar:éﬁﬂngal' Forsns sqcn?l- Sienrent || 2= £ to the General style using
Clipboard | Font P Alignment }Nl.qen active cell ’3- Styles Cells | the Number D|a|og Box
H4 ML - fe | =sun(paisa) B CMmin Launcher. Cell A3 will
! A “ E _ F _ G H display your age in days.
1 _Campus Clothiers
2 Semiannual Projected Gross Margin, Expenses, ar
& o) ] &
3 & ¥ & <8
4 Sales 4818493 53 4566722 63 8527504 39| 37919908 89|
5 | Costof Goods Sold \ T / f
-0 Harein projected monthly N
| sales for last three projected
& Expenses months semiannual sales
9 Bonus
i commission le— row titles frozen
= on screen
Figure 3-20
The sketch of the worksheet in Figure 3-3a on page EX 166 includes a date stamp on = | UPdating the System
the right side of the heading section. A date stamp shows the date a workbook, report | Date and Time
g g : R ) , FEpOrt, If the system date and
or other document was created or the period it represents. In business, a report often time appear in an active
is meaningless without a date stamp. For example, if a printout of the worksheet in this worksheet, Excel will

chapter were distributed to the company’s analysts, the date stamp would show when the not update the date and
time in the cell until you

six-month projections were made, as well as what period the report represents. enter data in another cell
A simple way to create a date stamp is to use the NOW function to enter the system | or complete some other
date tracked by your computer in a cell in the worksheet. The NOW function is one of activity, such as undoing
14 date and time functions available in Excel. When assigned to a cell, the NOW function | @ Previous activity or
returns a number that corresponds to the system date and time beginning with December 31, ' Pr¢*"9 function key F9.
1899. For example, January 1, 1900 equals 1, January 2, 1900 equals 2, and so on. Noon
equals .5. Thus, noon on January 1, 1900 equals 1.5 and 6 P.M. on January 1, 1900 equals
1.75. If the computer’ system date is set to the current date, which normally it is, then the
date stamp is equivalent to the current date.
Excel automatically formats this number as a date, using the date and time format,
mm/dd/yyyy hh:mm, where the first mm is the month, dd is the day of the month, yyyy is
the year, hh is the hour of the day, and mm is the minutes past the hour.
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To Enter and Format the System Date

The following steps enter the NOW function and change the format from mm/dd/yyyy hh:mm to mm/dd/yyyy.

e Click cell H2 and : Insert Function | : = x

A jahinual Financial Prejedion - Microsoft Excal -
dialog box il =

then click the Insert ert Page Layout MW!W i @ . o x
Function box in the — - - =

=t | Salnsert = x
Gothic= 11 = = g
formula bar. = 9 perete - || @]~ %Li lﬂ

Insert Function

Or select a category

= e = el el
i ” ” Search For a Function: box arrow Iees - ‘j:_l Format =| Insert Function box
e \When Excel displays Font Q;pe a brief description of what you want to do and then click Go  Styles || Cells :zssgiv:l]cifll ;:?dnin 4
. v (2% v formula bar 57

the Insert FunCtlon A Or select a categary: |Date&Time\ s G i _.

dlalog bOX, CIICk the iers Select a Function: . |

I ’ Date & Time

Or select a category rojected Gross | |[MONTH e ~ =
METWORKDAYS - o

box arrow, and then
select Date & Time in
the list.

S
NOW function &
selected = 2527504 39 37515908 89

NOW()
Returns the current date and time Formatted as & date and tima\

e Scroll down in the
Select a function list
and then click NOW
(Figure 3-21).

| description of

selected function

Help on this function OK button oK Caneel

nd Developmernt
eneral, and Administrative
5

M—
Figure 3-21

12)

e Click the OK button.

Filter = Sele

Ta Alignment I Cells Editing
e When Excel L =Nowhe cell H2 | system date | system time ¥|
displays the Function ascs)igned = G R VREERP Y ~ Ty
. NOW. - . = )
Arguments dialog e = <A
box, click the OK rgin, Expenses, ary L 11/5/2008 1513 |
button to display & Cut
a5 = C

the system date and & & &° - i

. . I . ¥ [ Paste
time in cell H2, using 4818493 53 4566722 63 8527504 39

Paste Special...

the default date

and time format Insert..,

Delete..,
mm/dd/yyyy hh:mm.

Clear Contents

e Right-click cell H2 to Filter ’
display the shortcut Format Clls Sort L ,
menu (Figure 3-22). ~ L d Insert Camment

ﬁ Format Cells..,

strative Fick From Drop-dawen List...
Mame a Range...

g, Hyperlink..,

I ———— —————

Figure 3-22
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m
1
()
e
Q
© ©
Format Cells =
o Click Format Cells on the shortcut ' dialoglbox ()
menu. )
g
e When Excel displays the Format a 3 y , =
Cells dlalog box. if necessary, click ?-Q ‘gﬁ Mumber | Alignment: || Fonk || Border || Fill || Protection |
r I
the Number tab. 481849353 454 | Sategary: sample of date
General | Sample in cell H2 using
. . . Mumber 11!5!2008/ selected format
o Click Date in the Category list. Currency

. i Accountin Type:
Scroll down in the Type list and qqm R

then click 3/14/2001 to display a 1 e St/ {3001 Al

sample of the data in the active Al M '

cell (H2) using the selected format L SR §|

in the Sample area (Figure 3-23). Custom ;:a';":kfljifilon): 2
desired format type | |Eng|ish (.5 ‘P.|

Dake formats display date and time serial numbers as date values, Date Formats that

begin with an asterisk {*) respon in regional date and time settings that are | |
/_\ ~_specified for the o ' isk are not affe

Figure 3-23

4]

o Click the OK button in the Format ==
Cells dialog box to display the sys- =ik
tem date in the form mm/dd/yyyy
(Figure 3-24). \

Formatting ~ a3 Table = Styles =
Styles

T Filter= Select=
Editing

g How does Excel format a date? ' i 1=
©| In Figure 3-24, the date is bxcel displays | |——=1 11/5/2008]
H H H H t dat ith
displayed right-aligned in the cell & N emidcliyyyy format @
because Excel treats a date as a & K = A8
number formatted to display as 481849353 4566722 63 8527504.39 37919908 .89

a date. If you assign the General
format (Excel’s default format for
numbers) to a date in a cell, the
date is displayed as a number with
two decimal places. For example, /_\/_\/
if the system time and date is 6:00
PM on December 28, 2007 and the
cell containing the NOW function is
assigned the General format, then Excel displays the following number in the cell:

Figure 3-24

39444.75
Number of days since time of day is 6:00 PM T
December 31, 1899 (portion of day complete) er fays
1. On Formulas tab on
Ribbon, click Date &
The whole number portion of the number (39444) represents the number of days since Tilme?gncck'cNo\:,e
December 31, 1899. The decimal portion of the number (.75) represents 6:00 PM as the time 2. Press CTRL+SEMICOLON
of day, at which point 3/4 of the day is complete. To assign the General format to a cell, click (not a volatile date)
General in the Category list in the Format Cells dialog box (Figure 3-23). 3. Press CTRL+SHIFT+#
to format date to
day-month-year
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Absolute versus Relative Addressing

The next sections describe the formulas and functions needed to complete the calculations
in the worksheet.

Plan Determine necessary formulas and functions needed.

Ahead The next step is to enter the formulas that calculate the following values for January: cost of
goods sold (cell B5), gross margin (cell B6), expenses (range B9:B13), total expenses (cell B14),
and the operating income (cell B16). The formulas are based on the projected monthly sales
in cell B4 and the assumptions in the range B19:B25.

The formulas for each column (month) are the same, except for the reference to the
projected monthly sales in row 4, which varies according to the month (B4 for January, C4 for
February, and so on). Thus, the formulas for January can be entered in column B and then
copied to columns C through G. Table 3-6 shows the formulas for determining the January
costs of goods, gross margin, expenses, total expenses, and operating income in column B.

If the formulas are entered as shown in Table 3-6 in column B for January and then copied
to columns C through G (February through June) in the worksheet, Excel will adjust the cell
references for each column automatically. Thus, after the copy, the February Commission
expense in cell C10 would be =C4 * C20. While the cell reference C4 (February Sales) is
correct, the cell reference C20 references an empty cell. The formula for cell C7 should
read =C4 * B20, rather than =C4 * C20, because B20 references the Commission % value in the
What-If Assumptions table. In this instance, a way is needed to keep a cell reference in a
formula the same, or constant, when it is copied.

Table 3-6 Formulas for Determining Cost of Goods, Margin, Expenses, Total Expenses,
and Operating Income for January

Row Title Formula Comment

B5 Cost of Goods Sold =B4 * (1 — B21) Sales times (1 minus Margin %)

B6 Gross Margin =B4 — B5 Sales minus Cost of Goods

B9 Bonus =IF(B4 >= B24, B19, 0) Bonus equals value in B19 or 0

B10 Commission =B4 * B20 Sales times Commission %

B11 Marketing =B4 * B22 Sales times Marketing %

B12 Research and =B4 * B23 Sales times Research and
Development Development %

B13 Support, General, and  =B4 * B25 Sales times Support, General, and
Administrative Administrative %

B14 Total Expenses =SUM(B9:B13) Sum of January Expenses

B16 Operating Income =B6 — B14 Gross Margin minus Total Expense

Absolute Referencing
Absolute referencing is

one of the more difficult "To keep a cell reference constant when copying a formula or function, Excel uses a

worksheet concepts to technique called absolute cell referencing. To specify an absolute cell reference in a formula,
understand. One point to enter a dollar sign ($) before any column letters or row numbers you want to keep constant
keep in mind is that the in formulas you plan to copy. For example, $B$20 is an absolute cell reference, while B20 is a
paste operation is the only . .

. relative cell reference. Both reference the same cell. The difference becomes apparent when
operation affected by an . o .
absolute cell reference. they are copied to a destination area. A formula using the absolute cell reference $B$20
An absolute cell reference  instructs Excel to keep the cell reference B20 constant (absolute) in the formula as it copies
instructs the paste it to the destination area. A formula using the relative cell reference B20 instructs Excel to

operation to keep the . . .o .. .
P phe. adjust the cell reference as it copies it to the destination area. A cell reference with only one
same cell reference as it

copies a formula fromone  dollar sign before either the column or the row is called a mixed cell reference. Table 3-7
cell to another. gives some additional examples of absolute, relative, and mixed cell references.
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Table 3-7 Examples of Absolute, Relative, and Mixed Cell References

Meaning

Cell Type of
Reference Reference

$B$20 Absolute cell reference
B$20 Mixed reference

$B20 Mixed reference

B20 Relative cell reference

Both column and row references remain the same when you copy
this cell, because the cell references are absolute.

Th

is cell reference is mixed. The column reference changes when

you copy this cell to another column because it is relative. The row
reference does not change because it is absolute.

This cell reference is mixed. The column reference does not change
because it is absolute. The row reference changes when you copy
this cell reference to another row because it is relative.

Both column and row references are relative. When copied to

an

other cell, both the column and row in the cell reference are

adjusted to reflect the new location.

To Enter a Formula Containing Absolute Cell References

The following steps enter the cost of goods formula = B4*(1 — $B$21) in cell BS using Point mode. To enter
an absolute cell reference, you can type the dollar sign ($) as part of the cell reference or enter it by pressing F4 with
the insertion point in or to the right of the cell reference to change to absolute.

® Press CTRL+HOME and then click
cell B5.

e Type = (equal sign), click cell B4,
type * (1-b21 and then press F4
to change b21 from a relative
cell reference to an absolute cell
reference.

Type ) to complete the formula
(Figure 3-25).

Is an absolute reference required
in this formula?

Q&A

No, because a mixed cell reference
could have been used. The formula
in cell B4 will be copied across
columns, rather than down rows.
So, the formula entered in cell B4
in Step 1 could have been entered
as =B4*(1-$B21), rather than
=B4*(1-$B$21). That is, the formula
could have included the mixed

cell reference $B21, rather than
the absolute cell reference $B$21.
When you copy a formula across
columns, the row does not change
anyway. The key is to ensure that
column B remains constant as you
copy the formula across rows. To
change the absolute cell reference
to a mixed cell reference, continue
to press the F4 key until you get
the desired cell reference.

7 e ) = Campus Clothiers Semiannual Finandial Projection - Micrcsnﬁ'

= | Home I Insert Page Layout Formulas Data Reeview Wiew

[ T [ e e

Paste =4 Enter box ||_, ﬁ! formula appears s = w0, a0 I Conditional

= J e | - | | in formula bar Ex |7§- i |’E| Foorr;ﬂaltéionr;a. 4
Clipboard %ﬁ\‘ "*h | Mumber & :
N v (" % « f|=Bar1-2Bg21)

[ A B iz

1 |Campus Clothiers

2 Semiannual Projected Gross Margin, Expenses, and Operating Income

Q@d 0{@@ &

3 ¥ & F

4 |Sales LP 3383000.82 B2205T6.15

5 Costof Goods Sold [-Bax(1sms21) | ' '

6 |53ross hargn

’ cell B4 is cell $B$21 is

&2 | Expenses relative absolute

9 Bonus

10 | Commission

11 | Marketing

12 Research and Development

13 | Support, General, and Administrative

14 | Total Expenses

1%

16 |Dperating Income

i

18 |What-if Assumptions

19 Bonus 100,000.00 Excel colors

20 | Commission | 3.25% border of

21 | Margn . 61.00% 1« | formula
22 e

Figure 3-25

Excel Chapter 3
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12)

e Click the Enter box in the I.’@ H9-w- = Campus Clothiers Semiannual Financial Projection - Microso
. e
formula bar '.tO dlsplay the reSU|t' : Haome Insert Page Layout Formulas Data R e
1319724.83, in cell B5, instead of e M ;
: _ (=] Franklin Gothic = 11~ | A A7 |= formula General - =
the formula (Figure 3-26). Bl = assigned to cell *gj
aste B I U~ || by~ - = B5 appearsin |+ iaE <0 .00 Conditional
! F | u | || _-& | |_ formula bar | & o * || .00 5.0 mdiring vt
Clipboard T Font [ [ Mumber ] 5
BS » (0 B =Berdesy \
| A B C
1 |Carmpus Clothiers
2 |Seriannual Projected Gross Margin, Expenses, and Operating Incorme
& )
& 0‘@ &
3 ¥ @ &
4 Sales 338300962 G880576.15
= Cost of Goods Sald projected ; 13197 24.83!
= January cost o
6 |Gross Margin goods sold
? i
& |Expenses
Figure 3-26
e Click cell B6, type = (equal Slgn)' Ir_j M+ Campus Clothiers Semiannual Financial Projection - Microso
. i . -
click cell B4’ type (mInUS Slgn) ~ Home Insert Page Layout Formulas Data Feewi e e
and then click cell B5. S
B ® | FankinGothic - |11~ | A° 47| [= = =(|®| = cenenl = ﬁjl
. . - 2y — | =3
e Click the: Enter box in the forrnula e L B 7 U-| [ A= H formula § - % s ||%3 %[ conditional
bar to display the gross margin o ; il - = appears in — = F°"“a“'”9'sa
. Ipboars o arn b umber -
for January, 2064184.99, in cell B6 - - — formula bar -
. B6 -] =8-S \
(Figure 3-27). e \
_ A B C
1 Campus Clothiers
2 |Semiannual Projected Gross Margin, Expenses, and Operating Income
& S
& @‘? &
3 S @ F
4 Sales 338300082 EEA05TE.15
5 Cost of Goods Saold 131972483
6 (3ross Margin 2064184.99!
-
< -EXpenses active cell
=] | Bonus shows result
10 | Cornmission aif e
11 Marlketing
Research and Develapment
inistrative

Figure 3-27
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Making Decisions — The IF Function

According to the Request for New Workbook in Figure 3-2 on page EX 164, if the projected
January sales in cell B4 is greater than or equal to the revenue for bonus in cell B24
(4,750,000.00), then the January bonus value in cell B9 is equal to the bonus value in
cell B19 (100,000.00); otherwise, cell B9 is equal to 0. One way to assign the January bonus
value in cell B9 is to check to see if the sales in cell B4 equal or exceed the revenue for
bonus amount in cell B24 and, if so, then to enter 100,000.00 in cell B9. You can use this
manual process for all six months by checking the values for the corresponding month.

Because the data in the worksheet changes each time a report is prepared or the
figures are adjusted, however, it is preferable to have Excel assign the monthly bonus to
the entries in the appropriate cells automatically. To do so, cell B9 must include a formula
or function that displays 100,000.00 or 0.00 (zero), depending on whether the projected
January sales in cell B4 is greater than, equal to, or less than the revenue for bonus value
in cell B24.

The IF function is useful when you want to assign a value to a cell based on a
logical test. For example, using the IF function, cell B9 can be assigned the following IF
function:

Excel Chapter 3

=IF(B4>=$B$24, $B$19, 0)

logical_test value_if true value_if false

The IF function instructs Excel that, if the projected January sales in cell B4 is
greater than or equal to the revenue for bonus value in cell B24, then Excel should display
the value 100000 in cell B19, in cell B9. If the projected January sales in cell B4 is less than
the revenue for bonus value in cell B24, then Excel displays a 0 (zero) in cell B.

The general form of the IF function is:

Logical Operators in
IF Functions
=IF(logical_test, value_if_true, value_if_false) IF functions can use logical
operators, such as AND,

The ar: ent, logical_test, is made up of two expressions and a comparison operator. OR, and NOT. For example,
gument, logical_test, p Xp p P the three IF functions

Each ex.pression can be a c'ell refer'ence, a number, text, a f}mctio'n, or a forrpula. Valid —IF(AND(B3>C3, D3<C5),
comparison operators, their meaning, and examples of their use in IF functions are shown | “ok”, “Not OK”) and
in Table 3-8. The argument, value_if_true, is the value you want Excel to display in the =IF(OR(C3>G5, D2<X3),

cell when the logical test is true. The argument, value_if_false, is the value you want Excel | “OK". "Not OK") and

. . . : =IF(NOT(A6<H7), “OK",
to display in the cell when the logical test is false. “Not OK") use logical

operators. In the first
tests must be true for
the value_if true OK to
be assigned to the cell.
In the second example,

BTW

Comparison Meaning Example
Operator

= Equal to =IF(H7 = 0, J6 A H4, L9 + D3) one or the other logical
tests must be true for the

< Less than =IF(C34 * W3 < K7, $K$6, L33 - 5) value if true OK to be

> Greater than =IF(MIN(K8:K12) > 75, 1, 0) assigned to the cell. In the

>= Greater than or equal to =IF(P8 >= $H$6, J7/ V4, 7.5) third example, the logical
test A6<H7 must be false

<= Less than or equal to =IF(G7 - G2 <= 23, L$9, 35/Q2) for the value if true OK

<> Not equal to =IF(B1 <> 0, "No”","Yes") to be assigned to the cell.
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To Enter an IF Function

The following steps assign the IF function =IF(B4>=$B$24,$B$19,0) to cell BY. This IF function determines
whether or not the worksheet assigns a bonus for January.

o Click cell B9. Type

=if(b4>=$b$24,
$bs$19,0) in the cell
(Figure 3-28).

12)

Q&A

e Click the Enter box

in the formula bar
to display 0 in

cell B9 (Figure 3-29),
because the value in
cell B4 (3383909.82)
is less than the value
in cell B24 (4,750,000)
(Figure 3-29).

Why does the value
0 display in cell B9?
The value that Excel
displays in cell B9
depends on the
values assigned to
cells B4, B19, and

HOW » (0 X & | =if(ba-=5b824,5b513,0)
4 lCampUS Clothiers Excel colors border
2 Seriannual Projected GroggMargin, Expenses, and Operating Income ?:risﬂfa“”d i
N
if value in cell B4 is greater \@6 \{‘9 i
3 than or equal to 4,750,000, \é\ Qéo @@P e
then bonus equals 100,000; 7
4 _SEIE otherwise, bonus equals 0 383009 82 GAA0STE 15 ar42v02.37
5 | CostofGoods Sold 131972483
6 |Gross Margin 206418499
? 4
L CApanses ———— IF function typed
9  Bonus =if(bd==4 0§ 24,583 19,0+ in active cell
10 e —— L —
/\
18 |What-if Assumptions Excel colors border
| of cells used in
19 Bonus _ A00, 00000 [« formula

(20 | cpmmessee—

Figure 3-28
5] W les
B3I v (0 fe | =IF(B4-=5B824,3BS15,0) \
[ o A V B C . D
1 campus Clothi Fr—
2 |Semiannual Prd  assigned to  pargin, Expenses, and Operating Income
I cell B9 & 3
aF ,0(‘@ & .
3 b & & &
{1—_ lSaIES 38380952 Ga30576.15 Q74270237
] | Cost of Goods Sold 1319724 23
6 |Gross Margin 20641584 99
? 4
& |Expenses value of 0 assigned to cell
g B '—OI B9 because value in cell
OH | B4(3383909.82) is less than
10 Commission value in cell B24 (4,750,000.00)
Figure 3-29

B24. For example, if the value for January sales in cell B4 is reduced below 4,750,000.00, then
the IF function in cell B9 will cause Excel to display a 0. If you change the bonus in cell B19 from
100,000.00 to another number and the value in cell B4 is greater than or equal to the value in
cell B24, it will change the results in cell B9 as well. Finally, increasing the revenue for bonus

in cell B24 so that it is greater than the value in cell B4 will change the result in cell B9.

Other Ways

1. On Formulas tab on
Ribbon, click Logical
button, click IF

2. Click Insert Function

box in formula bar, click
Logical in ‘Or select a
category list’, click IF in
drop-down list, click
OK button
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To Enter the Remaining January Formulas

Replacing a Formula
with a Constant

You can replace a
formula with its result so
it remains constant. Do
the following: (1) Click
the cell with the formula;
(2) press F2 or click in the
formula bar; (3) press F9
to display the value in
the formula bar; and

(4) press the ENTER key.

The January commission expense in cell B10 is equal to the sales in cell B4 times =
the commission assumption in cell B20 (3.25%). The January marketing expense in cell @
B11 is equal to the projected January sales in cell B4 times the marketing assumption in
cell B22 (9.00%). Similar formulas determine the remaining January expenses in cells B12
and B13.

The total expenses value in cell B14 is equal to the sum of the expenses in the range
B9:B13. The operating income in cell B16 is equal to the gross margin in cell B6 minus
the total expenses in cell B14. The formulas are short, and therefore, they are typed in the
following steps, rather than entered using Point mode.

Excel Chapter 3

Click cell B10. Type =b4*$bs$20 and then press the DOWN ARROW key. Type =b4*$b$22
and then press the DOWN ARROW key. Type =b4*$b$23 and then press the DOWN ARROW
key. Type =b4+*s$bs25 and then press the DOWN ARROW key.

With cell B14 selected, click the Sum button on the Home tab on the Ribbon twice. Click
cell B16. Type =b6-b14 and then press the ENTER key (Figure 3-30a).

Press CTRL+ACCENT MARK (°) to instruct Excel to display the formulas version of the
worksheet (Figure 3-30b).

O © 0O

When you are finished viewing the formulas version, press CTRL+ACCENT MARK (') to
instruct Excel to display the values version of the worksheet.

Why should | view the formulas version of the worksheet?

Q&A

Viewing the formulas version (Figure 3-30b) of the worksheet allows you to check the
formulas assigned to the range B5:B16. Recall that formulas were entered in lowercase.
You can see that Excel converts all the formulas from lowercase to uppercase.

(a)

start

B Microsoft Excel - Cam,

Values Version

(b) Formulas Version

Figure 3-30
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I - =IF(B4>=4%B%24,5B519,0) version, Excel
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To Copy Formulas with Absolute Cell References Using the Fill Handle

The following steps show how to use the fill handle to copy the January formulas in column B to the other
five months in columns C through G.

e Select the range
B5:B16 and then
point to the fill
handle in the
lower-right corner
of cell B16
(Figure 3-31).

ﬂ" sl F Campus Clothiers Semiannual Financial Projection - Microsoft Excel
Home | Insert Page Layout Formulas [Data Rewvig e
E b | Frankiin Gothic = |11~ [ A& A== =H£| =0 || - E ﬁ j
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BS _e fe| =Ba*(1-28421)
; A B g D
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Ready | Awerage: 736040,3608  Count 0 Sumi 6632463247

Figure 3-31
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12)

Q&A

Q&A

° Drag th_e fill handle Campus Clothiers Semiannual Financial Projection - Microsoft Excel = o
to the rlght jco select T B R G @ . = x
the destination area S T =

) = | t i ' = T | = ﬂ
C5:G16 to copy the columns B (January), ﬁ‘ ﬂ i Fepeiete - || [@]- ﬂ
formulas from the C (February), and Conditional Format  Cell o Sort & Find &

D (March) do not Formatting = as Takle ~ Styles ~ Funmt' 27 Filter~ Select~
source area (B5:B16) " Hlianment appear Styles i | Ediing
to the destination U =B4*(1-2B521) ¥
area (C5:G16) and | E = G H [ [
display the calculated
amounts and Auto rgin, Expenses, ar 11,/5/2008
Fill Options button
. . P Yy
_ & ) v

(Figure 3-32). & & & 8
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. . 1786472.736 1598362 921 3084626 537
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to the range C5:G16. projected June expenses /

based on projected June sales X
(cell G4) and assumptions in Auto Fill
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the fill handle is
dragged to the
right, columns B, C, Figure 3-32
and D no longer
appear on the screen. Column A, however, remains on the screen, because the row titles
were frozen earlier in this chapter.
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Error Messages

When Excel cannot
calculate a formula, it
displays an error message
in a cell. These error
messages always begin
with a number sign (#).
The more commonly
occurring error messages
are: #DIV/0! (tries to
divide by zero); #NAME?
(uses a name Excel does
not recognize); #N/A
(refers to a value not
available); #NULL!
(specifies an invalid
intersection of two
areas); #NUM! (uses a
number incorrectly); #REF
(refers to a cell that is
not valid); #VALUE! (uses
an incorrect argument
or operand); and #####
(cell not wide enough to
display entire entry).

Toggle Commands
Many of the commands
on the Ribbon, in

the galleries, and the
shortcut keys function as
a toggle. For example,

if you click the Freeze
Panes command on the
Freeze Panes gallery, the
command changes to
Unfreeze Panes the next
time you view the gallery.
These types of commands
work like an on-off
switch, or toggle.

To Determine Row Totals in Nonadjacent Cells

The following steps determine the row totals in column H. To determine the row
totals using the Sum button, select only the cells in column H containing numbers in
adjacent cells to the left. If, for example, you select the range H5:H16, Excel will display
Os as the sum of empty rows in cells H7, H8, and H15.

o Select the range H5:H6. Hold down the CTRL key and select the range H9:H14 and cell H16
as shown in Figure 3-33.

9 Click the Sum button on the Ribbon to display the row totals in column H (Figure 3-33).

s Clothiers Semiannual Financdal Projection - Microsoft Excel - 8 X
ata Rewiew Wiew — ® - = x
= = ] Bl I g || Einse - d 4
||§”'_| =S¢ | General EPEJ:EI @ | a‘ S I%}- z‘? Lﬁ
i= 5= A - e L |0 .00 Conditional Format Cell e - Sort & Find &
ik 211 1K Sl (AR Al Farmatting = as Table - Styles = || e Format = | (2= Filter - Select~
ment F] Mumber ] Styles Cells | Editing :
E F @ H =
11,/5/2008
S 3 e &
R ¥ ¥ <8
4518493.53 456672263 8527504.39 3TIL9908.89 )
1879212477 1781021.826 3325726712 14788764 47
2939281.053 2785700.804 5201777.678 23131144 42
100000 0 100000 400000 3
156601.0397 148418 4858 2771438927 1232397.039 >\
433664.4177 411008 0367 TET475.3951 34127918 cted semi :
projected semiannual cost
277063.378 262586.5512 490331.5024 2180394 761 of goods, gross margin,
519143.9001 7763428471 1449675.746 5446384511 expenses by category, and

1786472736

1152808.318

1598352.921

1187347 .2584

3084626537

136719658 11

operating income

2117151.141 9450176.311 4

Figure 3-33

To Unfreeze the Worksheet Titles and Save the Workbook

All the text, data, and formulas have been entered into the worksheet. The following
steps unfreeze the titles and save the workbook using its current file name, Campus Clothiers

Semiannual Financial Projection.

o Press CTRL+HOME to select cell B4 and view the upper-left corner of the screen.

9 Click the View tab on the Ribbon and then click the Freeze Panes button on the Ribbon to
display the Freeze Panes gallery (Figure 3-34).

e Click Unfreeze Panes in the Freeze Panes gallery to unfreeze the titles.
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= | Work Days %

Click the Home tab on the Ribbon and then click the Save button on the Quick Access E Assume that you have two <

Toolbar. dates: one in cell F3 and v

< Whvd . | Il B4? the other in cell F4. The §

3 y does pressing CTRL+HOME select ce ? date in cell F3 is your >

©'| When the titles are frozen and you press CTRL+HOME, Excel selects the upper-left cell of starting date and the =
the unfrozen section of the worksheet. For example, in Step 1 of the previous steps, Excel date in cell F4 is the

ending date. To calculate
the work days between
the two dates (excludes
weekends), use the

following formula:

selected cell B4. When the titles are unfrozen, then pressing CTRL+HOME selects cell A1.

X
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Figure 3-34

Nested Forms of the IF Function

A nested IF function is one in which the action to be taken for the true or false
case includes yet another IF function. The second IF function is considered to be nested,
or layered, within the first. Study the nested IF function below, which determines the
eligibility of a person to vote. Assume the following in this example: (1) the nested IF
function is assigned to cell K12, which instructs Excel to display one of three messages in
the cell; (2) cell H12 contains a person’s age; and (3) cell I12 contains a Y or N, based on
whether the person is registered to vote.

=IF(H12>=18, IF112="Y","Registered","Eligible and Not Registered"),"Not Eligible to Register")

The nested IF function instructs Excel to display one, and only one, of the following
three messages in cell K12: (1) Registered; or (2) Eligible and Not Registered; or (3) Not
Eligible to Register.

You can nest IF functions as deep as you want, but after you get beyond a nest of
three IF functions, the logic becomes difficult to follow and alternative solutions, such as
the use of multiple cells and simple IF functions, should be considered.

Formatting the Worksheet

The worksheet created thus far shows the financial projections for the six-month
period, from January to June. Its appearance is uninteresting, however, even though
some minimal formatting (formatting assumptions numbers, changing the column
widths, and formatting the date) was performed earlier. This section will complete the
formatting of the worksheet to make the numbers easier to read and to emphasize the
titles, assumptions, categories, and totals.
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Plan
Ahead

Selecting Nonadjacent
Ranges

One of the more
difficult tasks to

learn is selecting
nonadjacent ranges.
To complete this task,
do not hold down the
cTrRL key when you
select the first range
because Excel will
consider the current
active cell to be the
first selection. Once the
first range is selected,
hold down the cTRL key
and drag through the
nonadjacent ranges. If
a desired range is not
visible in the window,
use the scroll arrows
to view the range. It is
not necessary to hold
down the cTRL key
while you scroll.

Identify how to format various elements of the worksheet.
The worksheet will be formatted in the following manner so it appears as shown in Figure 3-35:
(1) format the numbers; (2) format the worksheet title, column titles, row titles, and operating
income row; and (3) format the assumptions table. Numbers in heading rows and total rows
should be formatted with a currency symbol. Other dollar amounts should be formatted with a

Comma style. The assumptions table should be diminished in its formatting so it does not distract

from the main calculations and data in the worksheet. Assigning the data in the assumptions table
a font size of 8-point would set it apart from other data formatted with a font size of 11-point.

range A1:H2
.
Tpboard Font TORmETT Tl Number THiles Cells has orange
= . - background
126 - @ | &
s B ——= 1 1 B F [3 H
36-point font /
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2 height of rows
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& ES &
3 ) & &+ I, & & £
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5 Costof Goods Sold 1,319,724.63 2,683,424.70 3,799,653.92 1,679,212 48 1,761,021.83 3,325, 726,71 14,766,764.47
B $2,064,184.99  $4,197,151.45  $5,943,045.45  §2,939,28108  $2,785,700.50 $5,201,777.66 / $23,131,144.42
7
3

Bonus

Gommission

Marketing

Research and Development

Support, Gen -
] 14-point italic
underlined font

What-If Assumpfions
Bonus
Commission

$0.00
108,977.07
304,551 83
184,574 81
575,264 67
$1,184,368.44

$100,000.00
2264

$100,000.00 i
Comma style 3

385,633.43
1,189,697 95
$2,508,201.65

560,205.33
1,656,259.40
$3,509,945.83

$100,000.00
158,601 04
277,083 58
518,143.90
$1,786,472.74

$0.00
14841843
411,005.04
262,586.55
776,342.55
$1,598,352.92

Currency style

21 Margin £100x - with flcfatmg
22 Marketing s00-e—— fontinrange dollar sign
25 Research and Development 5.75% A19:B25is 8
24 Revenue for Bonus $4,750,000.00
25 g=1 17.00%
Figure 3-35

To Assign Formats to Nonadjacent Ranges

$400,000.00
1,232,397 04
3,412,791 80
2,180,504 76
5,448,534 51
$13,671,968.11

The numbers in the range B4:H16 are to be formatted as follows:
1. Assign the Currency style with a floating dollar sign to rows 4, 6, 9, 14, and 16.

2. Assign a Comma style to rows 5 and 10 through 13.

"To assign a Currency style with a floating dollar sign, use the Format Cells dialog box rather than the

Accounting Style button on the Ribbon, which assigns a fixed dollar sign. Also use the Format Cells dialog box to
assign the Comma style, because the Comma Style button on the Ribbon assigns a format that displays a dash (-)

when a cell has a value of 0. The specifications for this worksheet call for displaying a value of 0 as 0.00 (see cell B9
in Figure 3-35), rather than as a dash. To create a Comma style using the Format Cells dialog box, you can assign a
Currency style with no dollar sign. The following steps assign formats to the numbers in rows 4 through 16.



e Select the range
B4:H4.

e While holding down
the CTRL key, select
the nonadjacent
ranges B6:H6,
B9:H9, B14:H14, and
B16:H16, and then
release the CTRL key.

e Click the Format
Cells: Number
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Dialog Box
Launcher on the

Ribbon to display
the Format Cells
dialog box
(Figure 3-36).

12)

e Click Currency in the
Category list, select
2 in the Decimal
places box, click $
in the Symbol list
to ensure a dollar
sign shows, and click
the black font color
($1,234.10) in the
Negative numbers
list (Figure 3-37).

Why was the
particular style
chosen for the
negative numbers?

Q&A

In accounting,
negative numbers
often are shown
with parentheses
surrounding the
value rather than
with a negative sign
preceding the value.
Thus, the format
(1,234.10) in the
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Figure 3-37

Negative numbers list was clicked. The data being used in this chapter contains no negative
numbers. However, you must select a format for negative numbers, and you must be consistent
if you are choosing different formats in a column, otherwise the decimal points may not line up.

11,/5,/2008

37919908 .29
14788764.47
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400000
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(3]

e Click the OK button.

e Select the range
B5:H5.

e \While holding down
the CTRL key, select
the range B10:H13,
and then release the
CTRL key.

o Click the Format
Cells: Number Dialog
Box Launcher on the
Ribbon to display
the Format Cells
dialog box.

e When Excel displays
the Format Cells
dialog box, click
Currency in the
Category list, select
2 in the Decimal
places box, click
None in the Symbol
list so a dollar sign

does not show, and click

"3
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Figure 3-38

the black font color (1,234.10) in the Negative numbers list (Figure 3-38).

4]

e Click the OK button.
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Figure 3-39
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To Format the Worksheet Titles

The following steps emphasize the worksheet titles in cells Al and A2 by changing the font type, size, and
color. The steps also format all of the row headers in column A with a Bold font style.
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e Click the column A headmg to Ir/i‘E;) | Campus Clothiers Semiannual Financial Projection - Microso
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column A (Figure 3-40). ¥ = : | EHTILMRT
Clipboard ™ | Font column A selected |Alignment ] Mumber ] kS
a1 >3 ‘/?ﬂ Campus Clothiers \
ol A B z
Campus Clothiers 1
2 |Semiannual Projected Gross Margin, Expenges, and Operating Income
& S
& & &
3 ¥ @ &
4 |[Sales $3,383,000.82 $6,880,576.15 $a)
5 Cost of Goods Sold 1,319,724.83 2,683,424.70 3
6 |Gross Margin 52,064,184 99 §4,197,151.45 55,
-
2 |Expenses
9 Bonus § 400,000 00
Figure 3-40
e Click cell A1 to select it. Click Ir’@ HO~-- = Campus Clothiers Semiannual Financial Projection - Microso
. ety =
tl?e Font Size bOX ar.row Or] the Home | Insert Page Layout Formulas Data Reewi e Wie
Ribbon, and then click 36 in the o 7 =
Font Size list. _j # Franklin Gothic = 18 = | A ﬁ'| |§ = @ General - E

: =3
Paste + |B|I u -

@v | § - 8 9 | %8 ;80| Conditional
| =220 Formatting ~ g
Clipboard Font [ Alignment [ Mumber ] %

e Click cell A2, click the Font Size
box arrow, and then click 18 in the
Font Size list (Figure 3-41).

a2 a2 fe | Semiannual Projected Gross Margin, Expenses, and Operatinglncom\
A B | C

: _Campus\CIothiers

2 \Semiannual ProjeEteq Gross|l’¥largin, Expenses, and Oper
<

. S
- changed o 3 and & &
4 |sales zf,Zf,;fo;ﬁes"Az 0082  $6880576.15 §9,
5 | Cost of Goods Sold 1,319,124.63 268342470 3
6 (Gross Margin $2,064,184.99  $4,197,151.45  §5]
2
=) :Expenses
9 | Bonus $0.00 $100,000.00 $
10 = Commission 108,977.07 223,618.72
11 | Marketing 304,551.88 619,251 85

Research and Development 194574 84 305,623.13

1,169

Figure 3-41
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13)

© Select the range A1:H2 and then ['_a“ H)-t-y= Campus Clothiers Semiannual Financial Projection - Microso
click the Fill Color button arrow on i _a/) - : .
i ome A Golbr ayout Fo Font Color Reei g e
the Ribbon. o o i button arrow ) -
j Fr - || A AT == | =i General - i;l
e Click O Accent 1 (col 5 e aa — = -
(e range, Accen column 5, Peste ||l 2 w3 A2 === B[ $ - % o |[%8 408 conditional
row 1) on the Fill Color palette. A FOrmELing > &
Clipboard Font [ Alignment [ Mumber ] %
o Click the Font Color button arrow a1 ~ 3 S | Campus Clothiers
on the Ribbon and then select A B G
White, Background 1 (column 1,
row 1) on the Font Color palette 1
(Figure 3-42).
2

__——— | fill color and font

color of range
Figure 3-42 A1:H2 changed

Other Ways

1. Right-click range, click
Format Cells on shortcut
menu, click Fill tab to

color background (or To Assign Cell Styles to Nonadjacent Rows and Colors to a Cell

click Font tab to color

font), click OK button . . . .
_— The next step to improving the appearance of the worksheet is to format the heading
2. Press CTRL+1, click Fill tab

to color background (or in row 3 and the totals in rows 4, 14, and 16. The following steps format the heading in row 3
dlick Font tab to color with the Heading 3 cell style and the totals in rows 4, 14, and 16 with the Total cell style.
font), click OK button .

Cell A4 also is formatted.

Select the range A3:H3 and apply the Heading 3 cell style.

Select the range A6:H6 and while holding down the CTRL key, select the ranges A14:H14
and A16:H16.

Apply the Total cell style.
The Fill and Font Color
Button

You may have noticed
that the color bar at the
bottom of the Fill Color Click the Font Color button arrow on the Ribbon, and then click the White, Background 1
and Font Color buttons color (column 1, row 1) on the Font Color palette (Figure 3-43).

on the Home tab on the
Ribbon (Figure 3-42)
changes to the most
recently selected color.

Click cell A4, click the Fill Color button arrow on the Ribbon, and then click the Orange,
Accent 1 color (column 5, row 1) on the Fill Color palette.

® 00 00

f e e Heading 3 cell
To apply this same color style applied ————> ‘@d &
to a cell background or 5 Sg,"»‘ &
text, select a cell and
. . 4 3,383,909.82 6,880,576.15
then click the Fill Color | L b
] Cost of G 5 Sold 1,319,724 83 2,683,424.70
button to use the color as -
back d lick th & |Gross Margin $2,064,184. 99 _$4,197,151.45
a backgrounad or click the - font color and fill
Font Color button to use color changed
the color as a font color. EM| Expenses Total cell
Q Bonus Fo.00 500,000,000 style applied
10 Commission 109,97 707 223,618.7
aLdl Marketing J04,551.88
il2 Research and Development 194,574 81
i3 Support, General, and Administrative BTG, 264 67 1
14 |Total Expenses $1,184,368. 44 $2 $3.,5
i3
16 |Operating Income $870,816 55 $1,688,04980 $2.4

Figure 3-43



Copying a Cell’s Format Using the Format

Painter Button

Using the Format Painter button on the Ribbon, you can format a cell quickly by copying
a cell’s format to another cell or a range of cells.

To Copy a Cell’s Format Using the Format Painter Button

Copying a Cell’s Format Using the Format Painter Button EX 201

Excel Chapter 3

The following steps format cells A6, A14, and the range A16:H16 using the Format Painter button.

e Select cell A4.

e Click the Format Painter button
on the Ribbon and then move the
mouse pointer onto the worksheet
to cause the mouse pointer to
change to a block plus sign with a
paintbrush (Figure 3-44).

@ \.H e
S I Home L_!

Campus Clothiers Sermiannual Financial Projection - Microsof

Format Painter |
button ;

IGeneraI e

o |z

] Fra |hGoth|'c_'1-]T "! A
B CEUCTRT

13 = Support, G

19 Bonus

14 Total Expenses
16 Operating Income

18 What-if Assumptions

Paste = = =|e&==|EH- |8 - % o %8 58| conational

> =5 (8- % %8s i
Clipboard Alignment ] Mumber ) :

a4
B (8
block plus sign
with paint brush . a®
1 4 mouse pointer
o RS o|e ] D29 aArgl " P4 anad up
cell A4 S @*
selected {‘0‘2’ é
)
3 r4 ¥ &
NN $3,383,909.82 |  $6,880,576.15 |  §9
3 Cost of Goods Sold 1,319,724 83 2,683,424 70 3
& | Gross Margin $2,064,184. 99 $4,197,151.45 4§5,9
ki marquee is
5 |Expenses displayed around
cell A4

9 Bonus $O.QO $:_LOO,_OO_0.00 $21_
10 Commission 109,877.07 22361872 3
11 Marketing 30455188 619,251.8% s
12 Research and Development 19457481 395,633.13 Lz

575,264.67
$1,184,368.44

1,169,697.95 i

eneral, and Administrative i
$2,508,201.65 $3,5

$879,81655 $1,688,949.80 §$2,

100,000.00

i A )

_ Sheet3 - 1J

Figure 3-44
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(2]

o Click cell A6 to assign the format
of cell A4 to cell A6 (Figure 3-45).

(3)

e With cell A6 selected, click the
Format Painter button on the
Ribbon and then click cell A14.

e With cell A14 selected, click the
Format Painter button on the
Ribbon and then click cell A16.

o Select the range B16:H16, click the
Fill Color button on the Ribbon, and
then click the Orange, Accent 1 color
(column 5, row 1) on the Fill Color
palette.

e Click the Font Color button on
the Ribbon, and then click the
Background 1 color (column 1,
row 1) on the Font Color palette
(Figure 3-46).

e Apply the Currency style to the
range B16:G16.

||Frank|in Gothic ~in ~ A

General

e e

i | |18

=

8 e

Figure 3-45

- Gorss Margin

B [ |
1 L . . e
o FI0|E ' 0 arg| N i g Upn

A S

o"‘b a&&?} @

5 ¥ «
4 $3,383,9Q9.:8? | $6_,(_3(3Q_,5?6.15 | $9,
& Cost of Goods Sold 131972483 2,653,424 70 | 3f
5] $2,064,184 99 §4,197,151.45 §5.9
B
& Expenses forrpat of cell A4 |
9 Bonus copied to cell A6 $0.00 $100,00000  §
10 Cl:lmmﬁﬁm" 109 97707 22361872

o

it o (B2 0@ 0 A==

| Operating lncome

AlE -
1 : ) @ v
5 & - HTOe (] (3 = Fy & - 1 UpDe
5
s@é s
< ¥ &
4 $3,383,00082  $6,880576.15  $9,
5 | Cost of Goods Sold 1,319,724.83 262342470 3,
& $2,064,184.99 $4,197,151.45 $5,94
=
2 Expenses
9 | Bonus $0.00 $100,00000  §
10 Commission 109,977 anc 518 T2 |
11 Marketing 304,551 jomatcopied o) ae
12 | Research and Development 19 range A16:H16 53313
13 | Support, General, and Administrative 575,264.67 1,169,697.95 4
14 [0 : $1,184,368.44/ $2,508,201.65 $3.5
15
15 [0 0 179816 55 GAR
17
18
Figure 3-46

Other Ways

1. Click Copy button, select
cell, click Paste button, click
Paste Special command on
Paste menu, click Formats,
click OK button

button

2. Double-click Format Painter
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To Format the What-If Assumptions Table and Save the Workbook

The last step to improving the appearance of the worksheet is to format the What-If 3 Painting a Format to
Assumptions table in the range A18:B25. The specifications in Figure 3-35 on page EX 196 & Nonadjacent Ranges

Double-click the Format
require a 14-point italic underlined font for the title in cell A18 and 8-point font in the range Painter button on the

A19:B25. The following steps format the What-If Assumptions table. Home tab on the Ribbon
and then drag through
the nonadjacent ranges
to paint the formats to
the ranges. Click the
Format Painter button to
deactivate it.

Excel Chapter 3

Scroll down to view rows 18 through 25 and then click cell A18.

Click the Font Size box arrow on the Ribbon and then click 14 in the Font Size list. Click the
Italic button and then click the Underline button on the Ribbon.

Select the range A19:B25, click the Font Size button on the Ribbon, and then click 8 in the
Font Size list.

Click cell D25 to deselect the range A19:B25 and display the What-If Assumptions table as
shown in Figure 3-47.

Click the Save button on the Quick Access Toolbar.
What happens when | click the Italic and Underline buttons?

@ @O @ OO0

Recall that when you assign the italic font style to a cell, Excel slants the characters slightly
to the right as shown in cell A18 in Figure 3-47. The underline format underlines only the
characters in the cell, rather than the entire cell, as is the case when you assign a cell a
bottom border.

» HY-w- = Campus Clothiers Semiannual Financial Projection - Microsuf"
2| Wome | muset| Underine & Fomwiss  bata  Review  view
S bUtton e
“1 .& ‘| Franklin Goy/' 11 |A ﬂ |— =%@ = General ﬁ
Paste Lﬂ ! : === = . |’F| Conditional
> Faormatting =
Clipboard Alignment | Humber fil st
—_— Italic button
D25 ‘-v-v—-—.:_.J-J
W A | : | c L
s IS 53,38300082 683057645 $9,7
5 Cost of Goods Sold 1,319,724 83 2,683,424 70 &
LS
(ESH Operaling nee SATEHIASS $1 63840080 32
1T
18 \What-If Assumptions
149 Bonus 100,000.00
20 Commission 3.25%
Hh Margin £4.00%
22 M arketing 9.00%
2 Research and Development 5.75%
24 Revenue for Bonus 4 780,000.00
25 Support, General, and Administrative 17.00%

Figure 3-47
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Adding a 3-D Pie Chart to the Workbook

The next step in the chapter is to draw the 3-D Pie chart on a separate sheet in the
workbook, as shown in Figure 3-48. Use a Pie chart to show the relationship or
proportion of parts to a whole. Each slice (or wedge) of the pie shows what percent
that slice contributes to the total (100%).

Plan
Ahead

Specify how the chart should convey necessary information.

The 3-D Pie chart in Figure 3-48 shows the contribution of each month'’s projected operating
income to the six-month projected operating income. The 3-D Pie chart makes it easy to
evaluate the contribution of one month in comparison to the other months.

Unlike the 3-D Column chart created in Chapter 1, the 3-D Pie chart shown in Figure 3-48
is not embedded in the worksheet. Instead, the Pie chart resides on a separate sheet, called
a chart sheet, which contains only the chart.

In this worksheet, the ranges to chart are the nonadjacent ranges B3:G3 (month names)
and B16:G16 (monthly operating incomes). The month names in the range B3:G3 will identify
the slices of the Pie chart; these entries are called category names. The range B16:G16 contains
the data that determines the size of the slices in the pie; these entries are called the data

Chart . . . . . o
are series. Because six months are being charted, the 3-D Pie chart contains six slices.

You are aware that,

BTW

when you change a
value on which a chart
is dependent, Excel

The sketch of the 3-D Pie chart in Figure 3-3b on page EX 166 also calls for emphasizing the
month of June by offsetting its slice from the main portion. A Pie chart with one or more
slices offset is called an exploded Pie chart.

immediately redraws the
chart based on the new
value. Did you know
that, with bar charts, you ]

can drag the bar in the it ) B —
chart in one direction or L Semiannual Financial Projection

another to change the
harch

corresponding value in
26%

chart title
underlined and
font size changed

the worksheet, as well?

February
18%

Certification

The Microsoft Certified
Application Specialist
(MCAS) program provides
an opportunity for you

to obtain a valuable
industry credential — proof | e
that you have the Excel i 9% il
2007 skills required by 12%
employers. For more
information, see Appendix
F or visit the Excel 2007
Certification Web page
(scsite.com/ex2007/cert).

BTW

default color of
slices changed

data labels
changed to
month and
percentage

Chart Items

When you rest the
mouse pointer over

a chart item, such as

a legend, bar, or axis,
Excel displays a chart tip
containing the name of
the item.

exploded slice

BTW

H = =
lannual Financial Projection | 3-D Pie.Chart | Sheet2  Sheet3 0

Figure 3-48

As shown in Figure 348, the default 3-D Pie chart also has been enhanced by rotating
it, changing the colors of the slices, adding a bevel, and modifying the chart title and labels that
identify the slices.
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To Draw a 3-D Pie Chart on a Separate Chart Sheet

The following steps draw the 3-D Pie chart on a separate chart sheet.

e Select the range B3:G3.

m
S
()
-
Q
©
=
(9
o
()
x
L

[ Prajection - Mimsuﬁf
} U ke Q| &

e While holding down the CTRL key,
select the range B16:G16.

.%@@E ﬁﬁc

e Click the Insert tab on the Ribbon. PTG | RNy NG IMCIRE |

Ifﬂ‘ Anb w Wlt Hypzrllnk
- At - Charts
Click the Pie b h Tables Tllustrations | 2-ppie ] links
e Click the Pie button on the I: E
Bl& i : =B&-B14
Ribbon to display the Pie gallery = _ O ‘@.‘ “}} =

(Figure 3-49).

Pie gallery

&

L ; @
¥ @ il 20 Chart Types...

3

4 $3,383,00082 §688057615  §9,74270237 FASIEAUIED  $4,566,722
5 1,319,724.63 2,683,424 70 3,799,653.92 1,670,21248 1,761,021
6 | $2,064,184.99 $4,197,151.45 $5,943,048.45 $2,939,281.05 $2,785,700.
- Ak . : _ :
g

9

$0.00 $400,000.00 $100,000.00 $100,000.00 $0.
10 223,618.72 156,601.04

Figure 3-49

12

° CI'Ck P|e in 3-D Chart in the / \ampus Clothiers Senmannual Finandal Projection - M., gmm = =
Pie gaIIery. Formulas  Data Review  View ll B || ki Vit Move Chart button @ 8 %
B= =~ @)
e When Excel draws the chart, = '| ¢ & O H- H- ‘- ‘- | o
. JColumn Data | = T || chart
click the Move Chart button | —— r—— |me!
on the Ribbon to display G ] ¥
the Move Chart dialog box c ] E P G H =
(Figure 3-50). e
dialog box
.y - - 1 L) . . : U
f‘%
Qéd. Choose where you want the chart ko be placed: &&?\
2 $6,880,576.1 O New sheet: [Charta ,94—99——-34 New sheet name textbox |
PEP = 726.71 14,788,754 47 l
New sheet Y 7768 $23,131,144 42 2
option button k| © objectin: |k9§J ary i
0 $100,000.0 Bls ©00.00 $400,000.00
7 203,618.72 WAy 143 89 1,232,397 04
619,251 A5 wlune 175 40 3,412,791 80
395,633.13 3150 2,180,394.76
1,169,687.95 575.75 6,446,384.51
$2,508,201 65 2654 $13,671,968.11
B 49 B0 - ably » 5

Figure 3-50
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e Click the New sheet option button
and then type 3-D Pie Chartin
the New sheet name textbox.

e Click the OK button to move the
chart to a new chart sheet with the
name 3-D Pie Chart (Figure 3-51).

wJanuarny
wFebruary
" March
sapril

= May

=June

new sheet
created with
new name

M 4+ 4| 3D PieChart  Shestl - Shest? Sheetd  J T
[EEERTY

Figure 3-51

Other Ways

1. Select range to chart,
press F11

To Insert a Chart Title and Data Labels

The next step is to insert a chart title and labels that identify the slices. Before you can format a chart item,
such as the chart title or data labels, you must select it. You can format a selected chart item using the Ribbon or
shortcut menu. The following steps insert a chart title, remove the legend, and add data labels.

. . Layout tab
(1 ,—!
o Click anyWhere in the chart area /¥ Campus Clothiers Sermiannual Finandal Prejection - M. | Chart Teals
outside the chart. it Pagelayout  Formulas  Data  Review  View ] oo | tayoul” Fomat
« Click the Layout tab on the Ribbon B ‘- H- H- ‘- ‘
and then click the Chart Title button.  [raeitatin as
Data il Chart Layauts  Chart Styles
e Click the Centered Overlay Title |~ £] \

- Semlannual Fnanua[[PrOJectlom
-------------------

command in the Chart Title gallery.

o Select the text in the chart
title and then type Semiannual
Financial Projection asthe
new chart title (Figure 3-52).

w January
mFebruary
B March
whpril

= hay

= lune

Figure 3-52
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m
1
(7]
e
[« X
(2 L
- . :
e Select the text in the new title and : Clothiers Semiannual Financial Projection - M., | Chart Toals ’ 2
then click the Home tab on the IS Set  Pagelmout  Fomulss  Dats  Rediew  View  Desipn  layout  Fomat 9
Ribbon. R e e e . ;L x
j. s !Fr_ar.wklln.(s.o_leic:g '_|1& A ._. IEJ‘  Currenay -| ng _—& ;4 L
o Click the Underline button to Pte o (B2 T[] (= 28~ | [l SR | Comoitional Famar | cel
assign an underline font style to | — = sk z ot e =l
the chart title (Figure 3-53). —b-'—&-]

chart title
underlined

Underline button

W
Figure 3-53

13

e Click the Layout tab on the /¥ Campus Clothiers Semiannual Financial Projection - | Layout tab | ’
Ribbon and then click the Pigetapeit  Fowauiss  Duta Bedme’  View | Design | Lweut | Pawet |

Legend button to display =
the Legend gallery. @

lin] ] | i)

1L
Data Data Axes

[ | ik | 8] Chartidall = | 7
= |8 chart Floar = | - -

Picture Shapes Text Chart  ALuis Trerdline Lines U

le - Box Title ~ Titles = Labels = Table - - i Area~ | 3-D Rotation |
e Point to None in the Legend ol 1 Insert o /% - MNone : | Background |  Analysis
. = il Tu Legend
gallery (Figure 3-54). \ E. ¢ £ s} R | ]

None legend option Show Legend at Right
‘-IJE Show Legend and align
right:

Show Legend at Top
Show Legend and top
align

Show Legend at Left
Show Legend and align

Legend gallery

Uil

ilwhl

left

I Show Legend at Bottom

||'IT’-. Show Legend and align

bottom

= Overlay Legend at Right

||I_rg Show Legend at right of
the chart without resizing

Overlay Legend at Left
Show Legend at left of

wlanuary
mFebruary
Ehlarch
Bapril
uhiay
=lune

A RTE G AR PRSI legend

| More Legend Options.

w
Figure 3-54
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(4

e Click None to turn
off the legend on
the chart.

© 7 Campus Clothiers Semiannual Find  pata Labels button MTQZQ];_ | }
P - ey |
dnsert  Pagelayout  Formulas  Data  Review | Wiew  Design | Llayout  Format

|Ser|eleata Labels ‘I . @ E‘; @ J @ @ lj h_J Ji:::\:’::r‘ ;J _J j
p

By, Format Selection
| Picture Shapes Text Chart Axis  legend Data Drata Lzes  Gridlines Plot Trendlme lmes u
| &4 Resetto Match Style - Box Tile~ Titles~ = labels= Table= || = - Area - [ 3-D Rotation

e Click the Data
Labels button | CurentSelection | nsert )l Labels | mes || PBackground |

on the Ribbon é;—k]
and then click '
Outside End in
the Data Labels
gallery to display
data labels outside
the chart at the
end of each slice
(Figure 3-55).

ipeey

Analysis

Semiannual Financial Projection

IR

data labels selected @ 9
L.

o o
151,668,949.80 |

legend no longer
is displayed

Figure 3-55

(5

o If necessary, right- - =
click any data label '
to select all of the
data labels on the

Lok Tonts, -
Dats  Review  View mltm|hmn

‘o] g [ga] (T I J =l

Campus Clethiers Semiannual Financial Projection -
Format
Data Labels

Tnsert Page Layout
dialog box

P

UL
Picture Shapes Text

b ] |

chart and to displa Trendline  Lines
play Syle || - Box T Format Data Labels Iil":-: j Rotation - -
the shortcut menu. on | nsert ind | _ Analysis
A Im| Label Options | Series Name check box |
e Click the Format K ben:

Data Labels com-
mand on the short-
cut menu to display
the Format Data
Labels dialog box.

Label;W
[(1%eries name Category Name check box |

ategory Mame
] value

»%S
how Leader Lines
/

Reset Label Text

Show Leader Lines
check box

e If necessary, click the Algresit Label Pasition
Series Name, Value, O et
and Show Leader 8 :ji;:”;d
Lines check boxes - —

to deselect them
and then click the

Category Name and

Percentage check

boxes to select them

(Figure 3-56).

[ 1nclude legend key in label

Close button I__ ~

Figure 3-56
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m
1.
()
-
Q
(6] S
. =
e Click the Close ¥ Campus Clothiers Semiannual Financal Projection - M. | Chart T - g x v
button to close the t Pagelaout  Formuiss  Datn  Review  View  Design | laout ' @ - o x 0
Format Data Labels . @ :IA :I ___] :] il || .ﬁrhmww- Chart Name; X
dialog box and ‘ =} | L ;J e ;'J | ] ] | (i (& chartFloar - —‘l —_I ‘|.3DP\E Chart -
g Picture Shapes Text || Chart Axis legend Data Data Baxes  Gridlines Plat |J3DR i Trendlme lines Up/Down | |-
. | - T - - - - - - " o 1 -
dISpIay the Chart Insert - 1 AL Labels il | Ayes | — Background | Analysis el | Properties |
as shown in \ > (‘ _&J =SERIES(,5heetl!3B83:8G53,5heat LI SBS16: G5 1E,1) 22

Figure 3-57.

Semiannual Financial Projection

January
a%

chart selected

February

Lo data labels
include category
name and
percentage

Figure 3-57

To Rotate the 3-D Pie Chart

With a three-dimensional chart, you can change the view to better show the section of the chart you are trying
to emphasize. Excel allows you to control the rotation angle, elevation, perspective, height, and angle of the axes by
using the Format Chart Area dialog box.

When Excel initially draws a Pie chart, it always positions the chart so that one of the dividing lines between
two slices is a straight line pointing to 12 o’clock (or 0°). As shown in Figure 3-57, the line that divides the January
and June slices currently is set to 0°. This line defines the rotation angle of the 3-D Pie chart.

"To obtain a better view of the offset June slice, the 3-D Pie chart can be rotated 250° to the right. The following
steps show how to rotate the 3-D Pie chart.
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o

o Click the 3-D Rotation
button on the Ribbon
to display the Format
Chart Area dialog box.

Click the Increase

X Rotation button
in the Rotation area
of the Format Chart
Area dialog box until
the X rotation is at
250° (Figure 3-58).

What happens as |
click the Increase
X Rotation button?

Excel rotates the
chart 10°in a
clockwise direction
each time you click
the Increase

X Rotation button.
The Y box in the
Rotation area allows
you to control the
tilt, or elevation,
of the chart. You
can tilt the chart

Q&A

(2]

e Click the Close button
in the Format Chart
Area dialog box to
display the rotated
chart (Figure 3-59).

towards or away from
your view in order to enhance the view of the chart.

ial Projection - M.

@\Eﬂ:‘ - ) F Campus Clothier

L s Sy Format Chart s B
j Wy Mg Baabmemt | oo Gilog box [MMeN Ve | (B Format :
Chart Area bt @ A= Ii!': Mt | (antd r’i | 'Ii | @J [ chart wyall = | il
&y, Farmat Selection — | - — - | . [&] chartFlaar = | = 3-D Rotation
Picture Shapes Text C T
& Resetto Match Style s sl Il 7 Rotation T button
Current Selection Insert I d /| Analysis
v (a fe A 3-D Rotation
i Barder Colar P
Presets! R
Border Styles / Rotation area |
3-D Rotation Shadow RLaOn
category 30 Format : Y|
February Nlm| i
18%
=4 Increase X
= Rotation button
Perspechive: -15° _g @ @
chart rotated -
Text
n Keep kexk Flat
Ohject position
Distance from ground:  (Opk -
January
Chart Scale 12%
[ Rright Angle Axes
Aukoscalz
Depth (% of bass) 100 %
Heioht (% of base)
| Close button I——»i R i
w ——

Figure 3-58

annual Financl

February
18%

chart rotated to
show June slice

Figure 3-59
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To Apply a 3-D Format to the Pie Chart

Excel allows you to apply dramatic 3-D visual effects to charts. The chart shown in Figure 3—59 could be enhanced
with a bevel along the top edge. A bevel is a curve that is applied to soften the appearance of a straight edge. Excel also
allows you to change the appearance of the material from which the surface of the chart appears to be constructed. The
following steps apply a bevel to the chart and change the surface of the chart to a softer-looking material.

m
S
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-
Q
©
=
(9
o
()
x
L

o Right-click the chart . - : —
. Semiannual Financial Projection
to display the shortcut
menu (Figure 3-60).
February
18%
| Delete

. shortcut menu

@ Reset to Match Style

Jangt;:ry Change Sefies Chart Type..,

Select Data...
3-D Rotation...
Add Trendline..
Format Data Labels...

@l Eormat Data Series,., } Eormadbars

) Series command
Figure 3-60
9 Format Data Series
. . dialog b
e Click the Format Data Series - : T cras e e -
- - = |‘ Trendline  Lines  UpfDown ———

Rotation - Bars =

command on the shortcut menu
[ Analysis || Properties |

to display the Format Data Series

| Top bevel button f

Setigs Options =
dialog box and then click the 3-D = >0 Format
Format category on the left side of e . width:  [opt &
the dialog box. Bodsessies || (el ] et o @
Shadaw 0 Devey

Botkomn:

o Click the Top button in the Bevel
area to display the Bevel gallery
(Figure 3-61).

I 1l
February| || | “ }
e Depth

Color:

3-D Format category

Conkour

Bevel gallery

Calor:

surface

il
—

Material:

Figure 3-61
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(3]

o Click the Circle bevel
button (column 1,
row 1) in the Bevel
gallery to add a
bevel to the chart.

e Type 50 pt inthe
top Width box in the
Bevel area of the
dialog box and then
type 50 pt inthe
uppermost Height
box in the Bevel area
of the dialog box to
increase the width
and height of the
bevel on the chart
(Figure 3-62).

o

e Click the Material
button in the
Surface area of the
Format Data Series
dialog box and
then point to the
Soft Edge button
(column 2, row 2) in
the Material gallery
(Figure 3-63).

—— -
Picture Shapes Text | [ — h |Trend|ine Lines  Ups
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Top: x gy | = | bevel width and
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Shadowt s wadthe Jopt & %
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Februany| | @D Format | gt
8% Depth
Color: Oy ~ Depth:
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Q
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ey R
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12%
1
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Figure 3-62
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I

Material:

Material button

January
9%

Lighking: .-_!’ -

Reset
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Figure 3-63
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e Click the Soft Edge
button and then Ko
click the Close 18%
button in the
Format Data Series
dialog box
(Figure 3-64).

Excel Chapter 3

lanuary
9%

soft edge is
displayed
on chart

Figure 3-64

To Explode the 3-D Pie Chart and Change the Color of a Slice

The next step is to emphasize the slice representing June by offsetting, or exploding, it from the rest of the
slices so that it stands out. The following steps explode a slice of the 3-D Pie chart and then change its color.

e Click the slice labeled e
June twice (do not Februany
double-click) to select e

only the June slice.

e Right-click the slice June slice selected
labeled June to
display the shortcut
menu and then point
to Format Data Point
(Figure 3-65).

e Click Format \ Delete Series
Data Point. &4 Resetto Match Style

‘| Change Series Chart Tupe..,
3 select Data..
()| 3-D Rotation,.,

Add Trendlineg,.

Format Data Label..

Format Data
Point command

Figure 3-65
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12)

e When Excel
displays the Format
Data Point dialog
box, drag the Point
Explosion slider to
the right until the
Point Explosion
box reads 28%
(Figure 3-66).

Should | offset more
slices?

Q&A

You can offset as
many slices as you
want, but remember
that the reason for
offsetting a slice

is to emphasize

it. Offsetting
multiple slices tends
to reduce the impact
on the reader and
reduces the overall
size of the Pie chart.

13

e Click the Fill category
on the left side of the
dialog box.

o Click the Solid fill
option button and
then click the Color
button to display
the color palette.

e Point to the Orange
color in the Standard
Colors area
(Figure 3-67).

4]

o Click the Orange
color on the color
palette and then
click the Close button
on the Format Data
Point dialog box to
change the color of
the slice labeled June
to orange.

Format Data
Point dialog box

Text
B

Picture Shapes
tyle -

b = Insert
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2]
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=SERIES(, 3
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3-D Farmat

Series Options

Angle of first slice
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Figure 3-67
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Exploding a
3-D Pie Chart
If you click the 3-D Pie

The colors of the remaining slices also can be changed to enhance the appeal of the | chartso thatall of the
slices are selected, you can

chart. The following steps change the color of the remaining fives chart slices. .
drag one of the slices to
explode all of the slices.

BTW

To Change the Colors of the Remaining Slices

Excel Chapter 3

Click the slice labeled January twice (do not double-click) to select only the January slice.

Right-click the slice labeled January to display the shortcut menu and then point to Format
Data Point.

Click the Fill category on the left side of the dialog box.
Click the Solid fill option button and then click the Color button to display the color palette.

Click the Green color on the color palette and then click the Close button in the Format
Data Point dialog box to change the color of the slice labeled January to green.

@ 00 00

Repeat steps 1 through 5 for the remaining four slices. Assign the following colors in the
Standard Colors area of the color palette to each slice: February — Yellow; March - Light
Blue; April - Red; May - Blue. The completed chart appears as shown in Figure 3-68.

| ¥ Campus Clothiers Semiannual Finandal Projection - M. | Chart Toals |
P M&_LW Fun_wm m Rewiew ‘aw_ Design __f Layout | Farmat

) @ )| () el o ] (B ] (| 2 D

Picture Shapes Text Chart  2xis legend Data [rata Axes  Gridlines Plot 5 A Trendline  Lines  Up/
tule - Bo Titles Titles= = Labels~ Table~ - - Apes = | 3-D Rotation - - B
n | Insert ', Labels Aes i Background Analysis

|\ -~ | :SEﬁlﬁs(-,sheetl!SB53:$Gs:3,sheet1!5551s:$6516,1) \

Semiannual Financial Projection

February
16%

slice colors
changed

January
9%

.'E Microsofk Excel - Cam,

Figure 3-68
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Renaming and Reordering the Sheets and Coloring
Their Tabs

The final step in creating the workbook is to reorder the sheets and modify the tabs at the
bottom of the screen.

To Rename and Reorder the Sheets and Color Their Tabs

The following steps rename the sheets, color the tabs, and reorder the sheets so the worksheet precedes the
chart sheet in the workbook.

o

e Right-click the tab labeled 3-D Pie T rateh stye
Chart at the bottom of the screen current Selection || o

to display the shortcut menu. » (0 fe| =SERIES(Sheetl!$B83:2G53,Sheet1 2R $16:3GS16, 1)
e Point to the Tab Color command |

to display the color palette
(Figure 3-69).

Llegend Dafa
e = Titles = - Labels = Table =

-

Lahels

Semiannual Financial Projection

Marih
February
18%

desired color

Delete

Rename
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Hide
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Unhide...
=i EEN A EEEEN

EH Mo Calor

i1/} | Mare Calars.,.

Mowe ar Copy...
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-

Select All Sheets
drt - SNeetl -~ ol

Figure 3-69
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e Click Brown, Accent 2 (column 6, ‘s&.;
. x~
row 1) in the Theme Colors area & e @0 & & ?ﬁp
to change the color of the tab =B s 5 ¥
| 4 | $3383,90082 | §688057615 | $9,74270237 | $4,81849353  §456672263 | $A5
to brown. 5 | 1,319,724.83 2,683,424.70 3,700,653.92 1,879,212.45 1,781,021.83 3,3

6 | $2,064,184.99 $4,197,151.45 $5,943,048.45 §2,939,281.05 $2,785,700.80 $5,20
=

i

e Double-click the tab labeled

Sheet1 at the bottom of | & |
the screen. [ & $0.00 §100,000,00 $100,000.00 $400,000.00 §0.00 §10
10 109,977.07 =y 316,637.831m|.04 148,418.49
e Type Semiannual Financial = bk 2o B iiiifii = i A e
i . L 063.38 262,586.55 49
Projection as the new sheet il e Cupg, | 143.90 776,342.85 1,44
name and then press the 14| $1,184368M4 310 yocose | mi e ®h7o 74 $150835292 $3,084
ENTER key. 23 Ngi | Brotect Sheet., Slange. Seeanty —
T st il | | | [T (1] |Rasa dusnsaes g2t
e Right-click the tab and then click B ide Vil
Tab Color on the shortcut menu. . L EED EEEEEE
] SelectAll Sheets || || Mo Color
e Point to the Orange, Accent 1 —a | r— mnm W__ﬂ pro————

(column 5, row 1) color in the
Theme Colors area of the palette
(Figure 3-70). Figure 3-70

13

e Click Orange, Accent 1 (column 5,
row 1) in the Theme Colors area & -
to change the color of the tab s‘z’o &

3 |
to orange. 4 [ 53000082 688057645

5 Cost of Goods Sold 1,319,724.83 2,683,424.70

e Drag the Semiannual Financial o T 52,064,184.99 | $4,197,151.45  $5,94
=

Projection tab to the left in

7 s start B Microsoft Excel

ront o e 3-D Pie Chart ta |Expenses
front of the 3-D Pie Chart tab | & Exp
to rearrange the sequence of | @ | Bonus $0.00 $100,000.00 $
the sheets and then click | 10 | Commission 109,977 07 223,618.72
cell E18 (Figure 3_71) _;l:;l___ Marketing 204,551 .88 519,251 85
Al _' Research and Development 184,574 81 205,623.132
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Figure 3-71

Other Ways

1. To rename sheet,
right-click sheet tab,
click Rename on
shortcut menu

2. To move sheet,
right-click sheet tab,
click Move or Copy
on shortcut menu
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Checking Spelling
Unless you first select

a range of cells or an
object before starting the
spell checker, Excel checks
the selected worksheet,
including all cell values,
cell comments, embedded
charts, text boxes, buttons,
and headers and footers.

Printing in Black and
White

You can speed up the
printing process and

save ink if you print
worksheets with color in
black and white. To print
a worksheet in black and
white on a color printer,
do the following: (1) Click
the Page Setup Dialog
Box Launcher on the Page
Layout tab on the Ribbon,
click the Sheet tab, and
then click ‘Black and white’
in the Print area. (2) Click
the Preview button to

see that Excel has removed
the colored backgrounds,
click the Close button, and
then click the OK button.
You are now ready to
print economically, in

black and white.

Quick Reference

For a table that lists how
to complete the tasks
covered in this book
using the mouse, Ribbon,
shortcut menu, and
keyboard, see the Quick
Reference Summary at
the back of this book, or
visit the Excel 2007 Quick
Reference Web page

(scsite.com/ex2007/qr).

Checking Spelling, Saving, Previewing, and
Printing the Workbook

With the workbook complete, this section checks spelling, saves, previews, and then prints
the workbook. Each set of steps concludes with saving the workbook to ensure that the
latest changes are saved.

To Check Spelling in Multiple Sheets

By default, the spell checker checks the spelling only in the selected sheets. It will
check all the cells in the selected sheets, unless you select a range of two or more cells.
Before checking the spelling, the following steps select the 3-D Pie Chart sheet so that
the entire workbook is checked for spelling errors.

With the Semiannual Financial Projection sheet active, press CTRL+HOME to select cell A1.
Hold down the CTRL key and then click the 3-D Pie Chart tab.

Click the Review tab on the Ribbon and then click the Spelling button on the Ribbon.

Correct any errors and then click the OK button when the spell check is complete.

000

Click the Save button on the Quick Access Toolbar.

To Preview and Print the Workbook

After checking the spelling, the next step is to preview and print the sheets. As
with spelling, Excel previews and prints only the selected sheets. In addition, because the
worksheet is too wide to print in portrait orientation, the orientation must be changed to
landscape. The following steps adjust the orientation and scale, preview the workbook,
and then print the workbook.

Ready the printer. If both sheets are not selected, hold down the CTRL key and then click
the tab of the inactive sheet.

Click the Page Layout tab on the Ribbon and then click the Page Setup Dialog Box
Launcher. Click the Page tab and then click Landscape. Click Fit to in the Scaling area.

Click the Print Preview button in the Page Setup dialog box. When the preview of the first
of the selected sheets appears, click the Next Page button at the top of the Print Preview
window to view the next sheet. Click the Previous Page button to redisplay the first sheet.

Click the Print button at the top of the Print Preview window. When Excel displays the
Print dialog box, click the OK button to print the worksheet and chart (Figure 3-72).

Right-click the Semiannual Financial Projection tab. Click Ungroup Sheets on the shortcut
menu to deselect the 3-D Pie Chart tab.

@ 06 00

Click the Save button on the Quick Access Toolbar.
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Campus Clothiers

Semiannual Projected Gross Margin, Expenses, and Operating Income

<
& & & & >
& & & @ Nl <

$338300082  $688057615  $074270237  §481849353  §456672263  $852750438  $37,919,00889

Cost of Goods Sold 131972483 268342470 379965392 187921248 178102183 332572671 1478876447
$2,064,184.99  $4,107,156145 $5,04304845 $2930,28105 $2,785,700.80 $5,201,777.68 $23,131,144.42
Expenses

Bonus $000 $100,00000 $100,00000 $100,00000 $000 $100,00000 $400,00000

Commission 109,977.07 223,61872 31663783 15660104 148,418.49 277,143.89 123239704

Marketing 30455188 619,251.85 87684321 433,664.42 411,00504 76747540 341279180

Research and Development 19457481 395,633.13 560,205.39 277,06338 262,586.55 490,331.50 218039476

Support, General, and 57526467 116069795 166625940 819,143.90 77634285 144967575 6446384 51
$1,184,36844  $2,508,20165 $3,500,94583 $1,78647274 $159835292 $3,084,62654 $13,671,968 11

Operating Income $879,816.55 $1,688,949.80 $1,187,347.88

What-if Assumptions

Bonus 100,000.00
Commission 3.25%
Margin 51.00%
Marketing 2.00%
Research and Development 5.75%
Revenue for Bonus 4,780,000.00
Support, General, and Administrative 17.00%

B, NS RS

(a) Worksheet

emiannual Financial Projection

March
February
18%

January
9%

April
12%

22%

(b) 3-D Pie Chart
Figure 3-72
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2| Zooming Changing the View of the Worksheet

E You can use the Zoom In

and Zoom Out buttons . . .
on the status bar to zoom  With Excel, you easily can change the view of the worksheet. For example, you can

from 10% to 400% to magnify or shrink the worksheet on the screen. You also can view different parts of the

reduce or enlarge the worksheet through window panes.
display of the worksheet.

To Shrink and Magnify the View of a Worksheet or Chart

You can magnify (zoom in) or shrink (zoom out) the appearance of a worksheet or chart by using the Zoom
button on the View tab on the Ribbon. When you magnify a worksheet, Excel enlarges the view of the characters on
the screen, but displays fewer columns and rows. Alternatively, when you shrink a worksheet, Excel is able to display
more columns and rows. Magnifying or shrinking a worksheet affects only the view; it does not change the window
size or printout of the worksheet or chart. The following steps shrink and magnify the view of the worksheet.

o If cell A1 is not active, press @ H9-0i- = Camipus uaI Financial Projection [Group] - Micr
CTRL+HOME. R4 Home  Inset  Pagelayout  Formulss  Dals  RedmwN View |
] e

Zoom 100% Zoomto
Selection I Freeze Panes -

S———— ]

e Click the View tab on the Ribbon
and then click the Zoom button
on the Ribbon to display a list

L Page Break Preview | [ ] Ruler
@fiusto’m.\f‘ieius W Gridling
al| Page '

Layaut |5 Full Sereen [] rtessage Bar

of Magnifications in the Zoom - A .
. . A1 > - | Campus Clothiers
dialog box (Figure 3-73). - & \
A _ B c |
Zoom
" - . ' dialog box
N e = [ [ f] B
S
@s‘z’
3 AP Fit selection
: - option zooms
4. SEIE JhEs window to §9,
5 | Cost of Goods Sold 1,319 selectedrange | 3
& B ! $2,064,1 b $5,9
T () Fit selection
& |Expenses ) Custam: a
] Bonus D 1
= N
10 Commission 104 &
el Marketing J04,551.88 519 25185
12 Research and Development 194 574 81 395,623.13
HEE] Support, General, and Administrative 57D, 264 67 1,169,697 95 1.
15
16 [(CTEE '-Fn.. IAT9.M1655 §4.684 949 80
i
18 |What-If Assumptions
19 Bonus 100,000.00

Figure 3-73
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e Click 75% and then click the OK
button to shrink the display of the
worksheet to 75% of its normal
display (Figure 3-74).

(3]

e Click the Zoom In button on the
status bar until the worksheet
displays at 100% (Figure 3-75).
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To Split a Window into Panes

When working with a large worksheet, you can split the window into two or four panes to view different parts
of the worksheet at the same time. Splitting the Excel window into four panes at cell D7 allows you to view all four
corners of the worksheet easily. The following steps split the Excel window into four panes.

e Select cell D7, the intersection of : 1" B Bl R Campus Clothiers Semiannual Financial Proje S’uﬁ:E!cﬂi
the four proposed panes. — Home et Pagelwmout  Formules  Dats  Rewew | View | !
. . | A P reak preview | [l ¥ Fomu Bar Q - %mwwmdovﬁalﬁ 1 E
o If necessary, click the View tab ’ ol IQIN:"'\W iojsibaes ™ e imention! | iy %mmm T |l
on the Ribbon and then point to i ‘@';'w - ME‘“B;:‘M'_ R Freeze Panes :lu"h:;“iﬁ Workspace Wind
the Split button on the Ribbon - -

]

split

(Figure 3-76).

Split the windowr into multiple
resizable panes cantaining views
of your worksheet,

Yo can use this feature toview
multiple distant parts of your
wnrksheet at once.

2 A Ab et
Ag
@‘e’é d“’é &‘? &
3 b id <& «
2 EE e 53,383,90082 | $6,880576.15 $9,742,70237 | $4,818,493
| 5 Cost of Goods Sold 1,310,724 83 2,683,424.70 3,790,653.92 1,879,212
5 $2,064,184 99 $4,197,151 45 §5,943,04845 $2,939,281
p
5
2 Expenses
| @ Bonus panes will be mov $100,000.00 $100,000
| 10 Commission divided above |3 515 72 316,637.83 156,501
|11 Marketing g?‘:ctt‘i’vtehfelﬁﬂ 19,251 85 a76.843 21 433,664 4
12 Research and Development 95,633.13 560,205.39 277,063 3
E Support, General, and Administrative 575,264 .67 1,168 687 9% 1,656,255.40 819,143 Gi
14 $1,184,368.44 $2,508,201.65 $3,500,04583 §1,786,472.74
it
16 $ATS.AL655 $1684 04080 243310262
17 |
18 Whatif Assumptions
138 Bonus 100,000.00
Sheat2 , chesta  (d_

EEET

4 start B Microsoft Excel - Cam

Figure 3-76
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o Click the Split button to divide the
window into four panes.

e Use the scroll arrows to show the
four corners of the worksheet at
the same time (Figure 3-77).

What is shown in the four panes?

Q&A

The four panes in Figure 3-77 are
used to show the following:
(1) range A1:C6 in the

upper-left pane;

upper panes

e
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- s Carnpus Clothiers Semiannual Financial Projection [Group] - - 8 x
el z = )
Home  dnset  Pagelwout  Formuls  Dat  Reiew | View | ®- = x
ST pmtmetne 2 e piiirmste | 2ol fy 2
1] custam Views W Gridlines ¥ Headings Y s = Arrange =
(Morm; Page Zoom 100% Zoomto e Swwitch Macros
Layout B Full Screen [] Message Bar Selection || B Freeze space Windows ~ o
Workbook Views ShowyHide Zoom Macros
818 @ P { F

horizontal

scroll bars

(2) range G1:16

move in vertical
synchronization

in the upper-
right pane;

(3) range A14:C26
in the lower-left
pane; and (4) range G14:126 in

the lower-right pane. The

vertical split bar is the vertical bar
going up and down the middle of
the window. The horizontal split
bar is the horizontal bar going
across the middle of the window.
If you use the scroll bars below
the window and to the right of
the window to scroll the window,
you will see that the panes split by
the horizontal split bar scroll together

lower panes
move in vertical
synchronization

panes, drag either split bar to the desi

Cost of Goods Sold

split bar ‘&é éﬁﬁ
a
L &®
$3,383,909.82 $6,880,576.15
1,318,724.83 2,683,424.70

$2,064,184.99 §4,197,151.45

for top and
bottom panes

\

,131,144.42

il

1 e ¢ 104.956.44  §2,508,201.65 671,968 11
15 |
16 (18 Income SATAA1A55 1§11 6GAA 949 A0
|17
18 What-If Assumptions
19 Bonus 100,000.00.
E Commission 326%
| 21 Margin 61.00% samalll e
z Marketing 9.00% for left and
| 23 Research and Development 5.75% right panes
24 Revenue for Bonus 4,750,000.00
E Support, General, and Administrative 17.00%
| 26
i+ « + ¥ Semiannual Financial Projection |
sl
X
left panes move
snchronzation | Figure 3-77 ehonmona

red location in the window.

vertically. The panes split by the vertical split bar scroll together horizontally. To resize the

in horizontal
synchronization

To Remove the Panes from the Window

Other Ways

1. Drag horizontal split
box and vertical split
box to desired locations

o Position the mouse pointer at the intersection of the horizontal and vertical split bars.

e When the mouse pointer changes to a four-headed arrow, double-click to remove the four

panes from the window.

What-If Analysis

The automatic recalculation feature of Excel is a powerful tool that can be used to analyze
worksheet data. Using Excel to scrutinize the impact of changing values in cells that are
referenced by a formula in another cell is called what-if analysis or sensitivity analysis.
When new data is entered, Excel not only recalculates all formulas in a worksheet, but

also redraws any associated charts.

BTW

Window Panes

If you want to split the
window into two panes,
rather than four, drag the
vertical split box to the
far left of the window or
horizontal split box to the
top of the window (Figure
3-78 on the next page).
You also can drag the
center of the four panes
in any direction to change
the size of the panes.
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In the workbook created in this chapter, many of the formulas are dependent on
the assumptions in the range B19:B25. Thus, if you change any of the assumption val-
ues, Excel immediately recalculates all formulas. Excel redraws the 3-D Pie chart as well,
because it is based on these numbers.

To Analyze Data in a Worksheet by Changing Values

A what-if question for the worksheet in Chapter 3 might be what would happen to the semiannual operating
income in cell H16 if the Bonus, Commission, Support, General, and Administrative assumptions in the What-If
Assumptions table are changed as follows: Bonus $100,000.00 to $75,000.00; Commission 3.25% to 2.25%; Support,
General, and Administrative 17.00% to 14.50%? To answer a question like this, you need to change only the first,
second, and seventh values in the What-If Assumptions table as shown in the following steps. The steps also divide

the window into two vertical panes. Excel instantaneously recalculates the formulas in the worksheet and redraws
the 3-D Pie chart to answer the question.

e Use the vertical scroll bar to move
the window so cell A6 is in the

r/wf W horizontal | ]

book Yiews ShowyHide

i\ — split box
| - £ | 14.5% | v
upper-left corner of the screen. f . - s =
[ A B n E H
° Drag the vertical Sp||t box from Al | $2,064 184 99 § |939,281 | $23,131,144 42
the lower-right corner of the
screen to the left so that the E8
vertical split bar is positioned as ; 1000 $Ea 00 300,900
h . P . P ission TE,137.97 108,416 853,187.9%
shown in Figure 3-78. ting 304,551.88 433,664 3,412,791 80
. . rch and Development 194,574 .81 277,063 2,180,394.76
e Use the right scroll arrow to view — -
h Is i | Hi h ort, General, and Administrative 490,666.92 598,681 5,498,386.79
t_ e totals In column in the $1,065,931.59 592,895 | $12,244,771.30
right pane.
e Enter 75000 in cell B19, 2.25 in . . . . —— .
cell B20, and 14.50 in cell B25 T \

. . . new projected
(Flgure 3_78)1 which causes the changes to assumptions affect (| 25.00 gl.;r\;::\tticlaolcatlon — semiannual =
semiannual operatlng income projected monthly expenses and L split box operating
i} i} operating incomes, which in turn affect 2 income
in cell H16 to increase from projected semiannual operating income
$9,459,176.31 to $10,886,373.12. ing \<

ch and Development E.
e for Bonus 4,750,000
rt, General, and Administrative J % I
original location
of vertical
split box

_ Sheet3

Figure 3-78
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To Goal Seek

If you know the result you want a formula to produce, you can use goal seeking to determine the value of
a cell on which the formula depends. The following steps close and reopen the Campus Clothiers Semiannual
Financial Projection workbook. They then show how to use the Goal Seek command on the Data tab on the Ribbon
to determine the Support, General, and Administrative percentage in cell B25 that will yield a semi annual operat-
ing income of $10,500,000 in cell H16, rather than the original $9,459,176.31.
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Data tab

¢ Close the workbook Campus Clot ual Financial Projection - Microsoft Excel What-If - X
i i - ] Analysi o
without saving o oo “ e vew iy @0 x
changes and then = = — 7 =
it ”@ _:@RM!Ma 8l & Clear, g_g =] pata vafidation - ? FE =
reopen IT. jpr'ob_er‘kres_. k .Q Reapoly et ] m | " Ih T= dn =] ;rjf
Refresh o Sort | Filter Textto - Graup Ungroup Subtotal
e Drag the vertical all= == Edit Links il W advanced || columns Duplicates ’@'Mﬁ-’.!m’.-l - »
. ‘Connections Sort & Filte Datg i Gutlin =
split box so that the - = o SOOANS M S | =
. . . \| =sume1e:G16) Goal Seek... [ v
vertical split bar is | | | Goal Seek ey What-If =
g D 'T - .
positioned as shown B C | command o R Takrie Qr::zs.s
in Figure 3-79. ° .
e Show column H in
the right pane. e D5 4 $ ] Upere : 0 O
. P 3
 Click cell H16, the & @‘9 & 3 &
cell that contains ¥ <& \@ @ A
the semiannual $3383,00082 $688057615 | $9,74270237 | $4,8184935 $37,919,908.89
operating income. 1,319,724.83 2,683,424.70 3,799,653.92 1,879,242, 14,788,764.47

$2,064,184.99 $4,197,151.45 $5,943,048.45 $2,939,281.(| $23,131,144.42
e Click the Data tab on !

the Ribbon and then

click the What-If $0.00 $400,000.00 $100,000.00 $400,000.0 $400,000.00

Analysis button on 109,977.07 223,618.72 316,637.83 156,601 1,232,397.04

the Ribbon to display 304,551.85 £10,251.85 876,843.21 433,664 3.412,791.80

the What-If Analysis nt 194.574.84 395,633.13 560,205.39 277,083 2,180,304,76

(Fi 3-79) ministrative 575,264.67 1,169,697.95 1,656,259.40 19,143 6,446,384 51

menu trigure 2=73). $1,184,368.44 $2,508,201.65 $3,509,94 cellonwhich 36,472 7 $13,671,968.11
0 seek goa

vertical split bar
dragged to this
100,000.00 location

ion, MeSRREERNs Sheet2  Sheeta il

Figure 3-79



EX 226 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

12)

e Click Goal Seek to @ o] e - )= Campus Clothiers Semiannual Finandia / -|-[8]x

display the Goal Seek T e e aiisi | Vewna | oa | T @ - o x
dlalog box with the 5 From dccess ) = || connections Al ﬁ‘ [ = | ‘-';J_J -‘,'—:J ;TJ o=
Set cell box set to the Srromyes, 3 =T Goalseck  fres || LAl EEE e e ES -z
Selected Ce”, H16. _ﬁ P F;Enargatsh:ar cgix::gi%m Re ) dialog box o il Sort Filter _{)'ﬂ B Grovup Ung:oup Subtotal
. Get External Data Conlqtﬂsms Sort & Filter cell on which I
e When Excel displays . - — R to seek goal is
the Goal Seek dialog a4 =3 . i oo = :iii‘v’zsfe‘f.“
box, click the To : i B z: $6,8 8,493" 37,919,908.89'
value text box, type 5 | Cost of Goods Sold Set cell: Hie 3 26 9212, 14,788,764.47
10500000 and then El Gross Marg el $4,1 ,281.() $23,131,144 .42
click the By changing 5 goal &y changing cell
cell box. 8 Expenses T
o | Bonus T = $ 00,0001 $400,000.00
e Scroll down so row 4 10 | Commission 109,977.07 56,6010 1,232,397.04
is at the top of 11 | Marketing 304,551.88 ol o thanae b,412,791.80
the screen. 12 | Research and Development 194574.81 to reach gogl 1180,394.76
13 Support, General, and Administrative 5TG, 264 67 1:; Q143 Bl446,384 51

Click cell B25 onthe | 1 [T I I $1.184.360.44 $25q / ba72

worksheet to assign 15
cell B25 to the By 16 I i 79,016 55 p.A08 Y 90,450,176 1)
changing cell box ir

6|Ff 1,968.11

i -80). 18 \What-If Assumptions
(Figure 3-80)
19 Bonus 100,000.00
20 Commigsion 3.26%,
21 Margin E4.0
28 Marketing 9. 40%
23 Research and Development TE%
24 Revenue for Bonus 4 7eg/non.on
e -
25 Support, General, and Administrative I Q__‘}E_Dg‘}_&:
26
e — -

Figure 3-80
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m
_
Q
e
Q
(3] 8
® Click the OK ) Yl i) = Campus Clothiars Semiannual Financial = Bx L_)
) AL i :
bu‘tl'ic;n tohgoall > Home  Insert  Pagelayout  Formulas | Data | Review  ‘iew @ - = x 8
= x
seek tor the value | |5 From diccess 5 - 3 ‘sl cannedions Al ;—7] ¥ ko s '-r:EJ -—'{EJ ;J o= | (1T}
s '] H . & Ay | : - i3 TH—. X
$10'500'00000 3 Fram Weh -—k —d =1 S properties || Al : y GR [ . - e
in Ce” H16 % From Other Existing Refresh £] sort Filter v Graup  Ungroup Subtokal
) 7 Fram Text Sources~ | Conhections Al Goal Seek Status J A * | » -
(Figure 3-81). B _ Get bxternal Data & dialog box Sort & Filter ' Outline ol
g What happens when H16 - @ fe | =5UM(BL6Z16) \ x
ol | click the OK button? | A l Goal Seek Status 2| M E H
E li diatel 4 |5 PR = 56,8 83,4938 $37,919,908.89
Xxcel Immeadaiately [ oal Seeking with Cel Ste
h Il H16 5 | Cost of Goods Sold it : 2,64 9,212 14,788,764.47
changes ce 6§ G orasendie sosonmmn Palks $4,19 5,281 (| $23,131,144 .42
from $9’45.9'176'31 7 | Current value: $10,500,000,
to the desired value & Expenses : ;
Ll £ oo 4 [ Cancel J
of $10,500,000.00. 9  Bonus OK button Bt & $ 00,0000 $400,000.00
i 10 Commission Colaz T o DE,601.1 1,232,397.04
More importantly, |
11 | Marketing el (uidiern 33,664 . 341279180
Excel changes the Sl
Support General 12 | Research and Development 194574 581 V7,063 2,180,394.76
nd Adr;fn' tr t.' 13_ Support, General, and Administrative 48238329 6,886 5,405 560 82
N Hnistrative 44 | $1,091,487.06  $231 $12,631,144 42
assumption in 15 |
cell B25 from 15 (3 SO0, OO0 “|=I
17.00% to 14.26% i 1
(Figure 3-81). Excel 18 Whal-If Assumptions
also displays the 19 Bonus 100,000.00 semiannual projected
e operating income changes
Goal Seek Status 20 | commission 3.26% from $9,459,176.31 to
dialog box. If you | 21 | Margin B1.00% $10,500,000.00
click the OK button, |22 Marketing e At 2l
Excel keeps the 23 | Research and Development expenses changes from 5.7E%
new values in the _24_! Revenue for Bonus 17.00% to 14.26% {5‘0,000.00
ksh If el Support, General, and Administrative 14.926%
wpr sheet. If you ER
click the Cancel o7 |
button, Excel |4 4 » ¥ | semiannual Financial Projection 4= SiiiEisiiiee Sheet? | Sheetd |
redisplays the e

2 start B Campus Clath

ori g inal values. E_TH Campus Clakhiers Se, .

Figure 3-81

4]

e Click the Cancel button in the Goal Seek Status dialog box.

Other Ways

1. Press ALT+T, G

Goal Seeking

Goal seeking assumes you can change the value of only one cell referenced

Undoing What You Did . . . . .

E T:e 8:;% buttaon ic;u I directly or indirectly to reac.h a specific goal er a value in another cell. In this
ideal for returning the example, to change the semiannual operating income in cell H16 to $10,500,000.00,
worksheet to its original the Support, General, and Administrative percentage in cell B25 must decrease by
siate after you nave 2.74% from 17.00% to 14.26%.
change e valuesina . .
worksheet to answer a You can see from this goal seeking example that the cell to change (cell B25) does

what-if question. Toview ~ not have to be referenced directly in the formula or function. For example, the semiannual
the original worksheet operating income in cell H16 is calculated by the function =SUM(B16:G16). Cell B25 is
after answering a what-if ot referenced in this function. Instead, cell B25 is referenced in the formulas in rows 9
gﬂfig:?}’n c,'(:: gfiindo through 13, on which the monthly operating incomes in row 16 are based. Excel thus is
Access Toolbar for each capable of goal seeking on the semiannual operating income by varying the value for the

value you changed. Support, General, and Administrative assumption.




EX 228 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

To Quit Excel

To quit Excel, complete the following steps.

o Click the Close button on the title bar.

9 If the Microsoft Excel dialog box is displayed, click the No button.

Chapter Summary

In this chapter you learned how to work with large worksheets that extend beyond the window, how to use the fill
handle to create a series, new formatting techniques, about the difference between absolute cell references and
relative cell references, how to use the IF function, how to rotate text in a cell, freeze titles, change the magnification
of the worksheet, show different parts of the worksheet at the same time through multiple panes, create a 3-D Pie
chart, and improve the appearance of a 3-D Pie chart. This chapter also introduced you to using Excel to do what-if
analysis by changing values in cells and goal seeking. The items listed below include all the new Excel skills you have
learned in this chapter.

1.

2.

Nk

©

11.
12.

Rotate Text and Use the Fill Handle to Create a
Series of Month Names (EX 169)

Increase Column Widths and Enter Row Titles
(EX 173)

Copy a Range of Cells to a Nonadjacent Destination
Area (EX 175)

Insert a Row (EX 177)

Enter Numbers with Format Symbols (EX 181)
Freeze Column and Row Titles (EX 182)

Enter and Format the System Date (EX 184)
Enter a Formula Containing Absolute Cell
References (EX 187)

Enter an IF Function (EX 190)

Copy Formulas with Absolute Cell References
Using the Fill Handle (EX 192)

Assign Formats to Nonadjacent Ranges (EX 196)
Format the Worksheet Titles (EX 199)

13

14.
15.
16.
17.
18.
19.
20.

21.
22.

Copy a Cell’s Format Using the Format Painter
Button (EX 201)

Draw a 3-D Pie Chart on a Separate Chart Sheet
(EX 205)

Insert a Chart Title and Data Labels (EX 206)
Rotate the 3-D Pie Chart (EX 209)

Apply a 3-D Format to the Pie Chart (EX 211)
Explode the 3-D Pie Chart and Change the Color
of a Slice (EX 213)

Rename and Reorder the Sheets and Color Their
Tabs (EX 216)

Shrink and Magnify the View of a Worksheet or
Chart (EX 220)

Split a Window into Panes (EX 222)

Analyze Data in a Worksheet by Changing Values
(EX 224)

. Goal Seek (EX 225)

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
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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/0f£2007/1learn. When the Office 2007 Learn It Online

v
page is displayed, click the link for the exercise you want to complete and then read the instructions. E
=
Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius? E
A series of true/false, multiple choice, and short An interactive game that challenges your §
answer questions that test your knowledge of the =~ knowledge of chapter content in the style of a N
chapter content. television quiz show. =
a
Flash Cards Wheel of Terms E
An interactive learning environment where An interactive game that challenges your
you identify chapter key terms associated with knowledge of chapter key terms in the style of the
displayed definitions. television show Wheel of Fortune.
Practice Test Crossword Puzzle Challenge
A series of multiple choice questions that test your A crossword puzzle that challenges your
knowledge of chapter content and key terms. knowledge of key terms presented in the chapter.

Apply Your Knowledge

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

Understanding Logical Tests and Absolute Cell Referencing

Instructions Part 1:  Determine the truth value (true or false) of the following logical tests, given the
following cell values: X4 = 25; Y3 = 28; K7 = 110; Z2 = 15; and Q9 = 35. Enter true or false.

a. Y3 <X4 Truth value:
b. Q9 =K7 Truth value:
c. X4+15*72/5 <>K7 Truth value:
d. K7/72>X4-Y3 Truth value:
e. Q%2 —42<(X4+Y3 -8)/9  Truth value:
f. K7+300<=X4*72+10 Truth value:
g. Q9 +K7>2*(Q9+25) Truth value:
h. Y3=4*(Q9/5) Truth value:

Instructions Part 2:  'Write cell K23 as a relative reference, absolute reference, mixed reference with the
row varying, and mixed reference with the column varying.

Instructions Part 3:  Start Excel. Open the workbook Apply 3-1 Absolute Cell References. 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. You will
recreate the numerical grid pictured in Figure 3-82.

Continued >
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Apply Your Knowledge continued

Perform the following tasks:
1. Enter a formula in cell C7 that multiplies cell C2 times the sum of cells C3 through C6. Write the
formula so that when you copy it to cells D7 and E7, cell C2 remains absolute. Verify your formula
by checking it with the values found in cells C7, D7, and E7 in Figure 3-82.

2. Enter a formula in cell F3 that multiplies cell B3 times the sum of cells C3 through E3. Write the
formula so that when you copy the formula to cells F4, F5, and F6, cell B3 remains absolute. Verify
your formula by checking it with the values found in cells F3, F4, F5, and F6 in Figure 3-82.

3. Enter a formula in cell C8 that multiplies cell C2 times the sum of cells C3 through C6. Write the
formula so that when you copy the formula to cells D8 and E8, Excel adjusts all the cell references

according to the destination cells. Verify your formula by checking it with the values found in
cells C8, D8, and E8 in Figure 3-82.
4. Enter a formula in cell G3 that multiplies cell B3 times the sum of cells C3, D3, and E3. Write the
formula so that when you copy the formula to cells G4, G5, and G6, Excel adjusts all the cell
references according
to the destination cells.
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f_“l i —— e e g - Verify your formula by
e e (|t g | =— pe— = checking it with the
| Pavste ¥ '|B (L A =||iEE £ | - |.| § - 0% 9 H*_-ig -i?g|! Conditional 3

=2 £ ' ' values found in cells

| = | || Formatting * a
cliphoard 5| Font Rl Alignment Bl Number G| st

e = ] G3, G4, G5, and G6 in
Pl N S R S - SO Los | Figure 3-82.
T Writing Formulas With Absolute And Relative Cell References 5. Change the document
£ properties, as specified
2| 6 4 2 by your instructor.
E 4 3 1 4 32 32 Change the worksheet
Ex 2 6 5 8 76 38 header with your name,
3| | 7 2 0 1 48 84 course number, and other
5 | 3 1 2 6 36 27 information requested by
7 your instructor. Save the
8 workbook using the file
name, Apply 3-1 Absolute
Figure 3-82 Cell References Complete,

and submit the revised
workbook as requested by
your instructor.

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.

Nested IF Functions and More About the Fill Handle
Instructions Part 1:  Start Excel. You will use nested IF functions to determine values for sets of data.

Perform the following tasks:
1. Enter the following IF function in cell CI:
=IF(B1="CA”,“West”, IF(B1=“N]”,“East”, IF(B1=“IL”,“Midwest”,“State Error”)))
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2. Use the fill handle to copy the nested IF function down through cell C7. Enter the following data
in the cells in the range B1:B7 and then write down the results that display in cells C1 through C7
for each set. Set 1: B1 = CA; B2 = NY; B3 = NJ; B4 = MI; B5 = IL; B6 = CA; B7 = IL.. Set 2: B1= WI;
B2 =NJ; B3 =IL; B4 = CA; B5S = NJ; B6 = NY; B7 = CA.

Set 1 Results:
Set 2 Results:

Instructions Part 2:  Start Excel. Open the workbook Extend 3-1 Create Series. 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.

Excel Chapter 3

Perform the following tasks:
1. Use the fill handle on one column at a time to propagate the fourteen series through row 16 as shown
in Figure 3-83. For example, in column A, select cell A2 and drag the fill handle down to cell A16.
In column C, hold down the CTRL key to repeat Monday through cell C16. In column D, select
the range D2:D3 and drag the fill handle down to cell D16. Likewise, in columns F and I through K,
select the two adjacent cells in rows 2 and 3 before dragging the fill handle down to the corresponding
cell in row 16.

2. Select cell D21. While holding down the CTRL key, one at a time drag the fill handle three cells
to the right, to the left, up, and down to generate four series of numbers beginning with zero and
incremented by one.
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3. Select cell 121. Point to the cell border so that the mouse pointer changes to a plus sign with four
arrows. Drag the mouse pointer down to cell 122 to move the contents of cell 121 to cell 122.

4. Select cell 122. Point to the cell border so that the mouse pointer changes to a plus sign with four
arrows. While

holdlng dOWn F-DHT T mumEE—_ m\
Mzl bl
the CTRL key, A B g D E_|Fla] H | T p— " L MmN | O
drag the mouse
Eoiar i @l | Using the Magical Fill Handle
2 &:00 AM Monday  Mondoy  Mon Jonuary Jon 1 %ersion 1 1st Year -1 T00% 02 2007
M22 to copy the 3| 7:00 AM Tuesdoy  Monday  Tue Februory Feb 2 Version2 2ndYewr | -3 300% 04 2008
contents of Cell 4 800 AWM Wednesdo Mondoy  Wed March Mar 3 Wersion 3 3rd Year -5 500% 04 2008
5 %00 AM Thursdoy  Mondoy  Thu April Apr 4 Wersiond  4dth Year By J00% 08 2010
122 to Cell Mzz- 4 | 10:00 AM Friday Monday  Fri May May 5 Wersion 5 Sth Year -8 9.00% 1 2011
70 1100 AM Soturday  Manday  Sat June Jun & Wersion & Gth Year =) 1100% 1.2 2012
5. Select cell M21. 8 | 12.00PM Sunday  Monday Sun  July Jul 7 Wersion7 TthYear | 13 13.00% 14 2013
9 1:00 PM Monda Mando Man  August Au 8 %ersion 8 Bth Yeaor -15 1500% 1.4 2014
Drag the fill - Y i 2 a
K 10 200 PM Tuesday  Mondoy  Tue  September Sep 9 Wersion 9 Pth Year 17 1700% 1.8 2015
handle 1n to the il 300 PM Wednesdo Mondoy  Wed Odober et 10 Version 10 10th Year  -19 12.00%, 2 2018
f H 12 400 PM Thursdoy  Maondoy  Thu Movember MNov 11 Wersion 11 17th Year = -21 21009 22 2017
center ot ce 3] 500bM|Friddy  |Mondey Fri Docembsr: et | 12| Varsion 12112¢h Yasr |.-23] 23005 24 2018
le SO that tl‘le 14 &:00 PAM Saturdoy  Mondoy 3ot Jonuary Jon 13 Wersion 13 13th Year 25 2500% 2.4 2019
. . 15 700 PM Sundoy Mondoy  Sun Febroary  Feb 14 Wersion 14 14th Year 27 2Z700% 28 2020
cell is shaded in 16| 800PM Mondamy  Monday  Mon March Mar 15 Version 15 | 15th Year | -29  29.00% 3 2021
17
order to delete -
18 3
the cell contents. 19| 2
20 1
6. Change the 21 3 i a0 i I —
22 1 Move Move
document i -
properties, as 24 | 3
. 25 |
specified by W43 W] Sheet1 /Gheets “Shests 7 4 [ m \
your instructor. e I ‘
Change the
rksheet header -
worksheet heade Figure 3-83

with your name,

course number, and other information requested by your instructor. Save the workbook using the
file name, Extend 3-1 Create Series Complete, and submit the revised workbook as requested by
your instructor.
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Make It Right

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

Inserting Rows, Moving a Range, and Correcting Formulas in a Worksheet
Instructions: ~ Start Excel. Open the workbook Make It Right 3-1 e-MusicPro.com Annual Projected

n Net Income. See the inside back cover of this book for instructions for downloading the Data Files for
z Students, or see your instructor for information on accessing the files required for this book. Correct
= the following design and formula problems (Figure 3—84a) in the worksheet.
=
v
]
<
[
2
T
=)
E <o 0 : i Cl D
(]
e
2 CD Title Sales Royalty Royalty Bonus Manu. Costs Net Income
Bl 01 [sasaands 3612,968 87 3000 $423,034.85 $2,417,312.03
|4 D2 2,372,915.50  118,645,775,000.00 0.12 0.00 | (19643, 002.08¢ 52)
5 D3 2,945.238.25 360,791.69 0.00 0.00 2,584,446.56
Total $8,771,499.50  $118,646,748,760.56 $0.12  $423,034.85 (100000 HI0 0
E—— _ Lﬂ‘{/—"_”\.\ ___—TyTE|
7154 e -9 £
¥500,908 119 A B C | D | E | E |
225 DO

(a) Before
e-MusicPro.com Annual Projected Net Income

7 CD Title Sales Royalty Royalty Bonus Manu. Costs Net Income
ERE $3,453,345.75 $612,068.87 $50,000.00  $423,034.85 $2,367,342.03
=l Cch2 2,372,915.50 421,192.50 0.00 290,682.15 1,661,040.85

10 CD3 2,945,238.25 522,779.79 50,000.00 360,791.69 2,011,666.78

| 11 Total $8,771,499.50 $1,596,941.16 $100,000.00 $1,074,508.69 $6,040,049.65

(b) After

Figure 3-84

1. The Royalty in cell C3 is computed using the formula =B9*B3 (Royalties % X Sales). Similar
formulas are used in cells C4 and C5. The formula in cell C3 was entered and copied to cells C4
and C5. Although the result in cell C3 is correct, the results in cells C4 and C5 are incorrect.
Edit the formula in cell C3 by changing cell B9 to an absolute cell reference. Copy the corrected
formula in cell C3 to cells C4 and C5. After completing the copy, click the Auto Fill Options
button arrow that displays below and to the right of cell C5 and choose Fill Without Formatting.

2. The Royalty Bonus amounts in cells D3, D4, and D5 are computed using the IF function. The
Royalty Bonus should equal the amount in cell B10 ($50,000) if the corresponding Sales in
column B is greater than or equal to $2,750,000. If the corresponding Sales in column B is less
than $2,750,000, then the Royalty Bonus is zero ($0). The IF function in cell D3 was entered and
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copied to cells D4 and D5. The current IF functions in cells D3, D4, and D5 are incorrect. Edit
and correct the IF function in cell D3. Copy the corrected formula in cell D3 to cells D4 and DS5.
After completing the copy, click the Auto Fill Options button arrow that displays below and to the
right of cell D5 and choose Fill Without Formatting.
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3. The Manufacturing Costs in cell E3 is computed using the formula =B11*B3 (Manu. Costs % x
Sales). The formula in cell E3 was entered and copied to cells E4 and ES. Although the result in
cell E3 is correct, the results in cells E4 and ES are incorrect. Edit and correct the formula in cell
E3 by changing cell B11 to an absolute cell reference. Copy the corrected formula in cell E3 to
cells E4 and ES. After completing the copy, click the Auto Fill Options button arrow that displays
below and to the right of cell ES and choose Fill Without Formatting.

4. Change the design of the worksheet by moving the Assumptions table in the range A8:B11 to
the range A1:B4 as shown in Figure 3—-84b. To complete the move, insert five rows above row 1
and then drag the Assumptions table to the range A1:B4. Use Figure 3-84b to verify that Excel
automatically adjusted the cell references based on the move. Use the Undo button and Redo
button on the Quick Access Toolbar to move the Assumptions table back and forth while the
results of the formulas remain the same.

ASSIGNMENTS

STUDENT

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, Make It Right 3-1 e-MusicPro.com Annual Projected Net Income
Complete, and submit the revised workbook as requested by your instructor.

Create a workbook using the guidelines, concepts, and skills presented in this chapter. Labs
are listed in order of increasing difficulty.

Lab 1: Eight-Year Financial Projection

Problem: Your supervisor in the Finance department at Salioto Auto Parts has asked you to create

a worksheet that will project the annual gross margin, expenses, total expenses, operating income,
income taxes, and net income for the next ten years based on the assumptions in Table 3-9. The desired
worksheet is shown in Figure 3-85. In Part 1 you will create the worksheet. In Part 2 you will create

a chart to present the data, shown in Figure 3-86. In part 3 you will use Goal Seek to analyze three
different sales scenarios.

Table 3-9 Salioto Auto Parts Financial Projection Assumptions

Units Sold in Prior Year 11,459,713

Unit Cost $13.40
Annual Sales Growth 4.50%
Annual Price Decrease 4.25%
Margin 39.25%

Continued >



EX 234 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

In the Lab continued

126 -0 5]
L I VI r— . — < D E | F | S | H I
1 Assumptions
2 :Units Sold in Prior Year 11,459,713
3 Unit Cost 13.40
4 :Armua] Sales Growth 4.50%
5 Annual Price Decrease 4.25%,
& |Margin 39.250%
(2]
> 7]
“E‘ . .
s . SALIOTO AUTO PARTS
v = Eight-Year Financial Projection 14 Dec-06
< 05’& Q:{b 05“3 0509 0;0 05‘0 05'\ 05%
- 10 4}: _tm _\yw *E; *E; *ﬁ: _L/ln _tm
E 11 |Sales 252,773,916 252,922,421 253,071,013 253,219,692 253,368,459 253,517,313 253,666,254 253,815,283
=) 12 Cost of Goods 153,560,154 153,650,371 153,740,640 153,830,963 153,921,339 154,011,767 154,102,249 154,192,784
=] 13 | Grass Margin 99,213,762 99,272,050 99,330,373 99,388,729 99,447,120 99,505,545 99,564,005 99,622,499
';1 14 =E:a':penses
15 Advertising 32,861,109 32,880,415 32,899,732 32,919,060 32,938,400 32,957,751 32,977,113 32,996,487
16 | Maintenance 1,905,000 5,550,000 4,250,000 5,050,000 2,500,000 3,150,000 2,945,000 3,560,000
17| Rent 1,700,000 1,870,000 2,057,000 2,262,700 2,488,970 2,737,867 3,011,651 3,312,819
15 Salaries 56,242,196 56,275,239 56,308,300 56,341,382 56,374,482 56,407,602 56,440,742 56,473,900
19| Supplies 3,791,609 3,793,836 3,796,065 3,798,295 3,800,527 3,802,760 3,804,991 3,807,229
20 !Toial Expenses 96,499,914 100,369,490 99,311,097 100,371,437 98,102,379 99,055,979 99,179,502 100,150,436
21 |
22 :Operating Income 2,713,848 (1.097,439) 19,275 (982,708) 1,344,741 449,566 384,503 (527,937)
23 | Income Taxes 1,085,539 0 7,710 0 537,897 179,826 153,801 0
21 Net Income 1,628,309 {1,097,439) 11,565 {982,708) 806,845 269,739 230,702 {527,937)

4 4 » »| Eight-Year Financial Projection Sheetz

Sheet3 ~ J _ [ ) |

Figure 3-85

Instructions Part 1:
1. Start Excel. Apply the Apex theme to the worksheet by using the Themes button on the Page
Layout tab on the Ribbon. Bold the entire worksheet by selecting the entire worksheet and using
the Bold button on the Home tab on the Ribbon.

2. Enter the worksheet title Salioto Auto Parts in cell A8 and the subtitle Eight-Year Financial
Projection in cell A9. Format the worksheet title in cell A8 to 36-point Algerian (or a similar font).
Format the worksheet subtitle in cell A9 to 20-point Rockwell (or a similar font). Enter the system
date in cell F9 using the NOW function. Format the date to the 14-Mar-01 style.

3. Change the following column widths: A = 25.00 characters; B through I = 15.00 characters.
Change the heights of rows 7, 10, and 21 to 42.00 points.

4. Enter the eight column titles Year 1 through Year 8 in the range B10:110 by entering Year 1 in
cell B10 and then dragging cell B10% fill handle through the range C10:110. Format cell B10 as
follows: (a) increase the font size to 14; (b) center and italicize; and (c) rotate its contents 45°. Use
the Format Painter button to copy the format assigned to cell B10 to the range C10:110.

5. Enter the row titles in the range A11:A24. Change the font in cells A14, A20, A22, and A24 to 14-point
Rockwell (or a similar font). Add thick bottom borders to the ranges B10:110 and B12:112.

6. Enter the table title Assumptions in cell Al. Enter the assumptions in Table 3-9 in the range A2:B6.
Use format symbols when entering the numbers. Change the font size of the table title to 14-point
Rockwell and underline it.

7. Select the range B11:124 and then click the Format Cells: Number Dialog Box Launcher on the
Home tab on the Ribbon to display the Format Cells dialog box. Use the Number category in the
Format Cells dialog box to assign the Comma style with no decimal places and negative numbers
enclosed in parentheses to the range B11:124.
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8. Complete the following entries:

a.  Year 1 Sales (cell B11) = Units Sold in Prior Year * (Unit Cost/ (1 — Margin)) or=B2 * (B3 / (1 — B6))
b. Year 2 Sales (cell C11) = Year 1 Sales * (1 + Annual Sales Growth) * (1 — Annual Price Decrease)
or =B11 * (1 + $B$4) * (1 — $BS$5)
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c. Copy cell C11 to the range D11:I11.

d. Year 1 Cost of Goods (cell B12) = Year 1 Sales — (Year 1 Sales * Margin) or =B11 * (1 — $B$6)

e. Copy cell B12 to the range C12:112.

f.  Gross Margin (cell B13) = Year 1 Sales — Year 1 Cost of Goods or =B11 — B12 »

g. Copy cell B13 to the range C13:113. z

h. Year 1 Advertising (cell B15) = 500 + 13% * Year 1 Sales or =500 + 13% * B11 E

i.  Copy cell B15 to the range C15:115. )

j. Maintenance (row 16): Year 1 = 1,905,000; Year 2 = 5,550,000; Year 3 = 4,250,000; Year 4 = £
5,050,000; Year 5 = 2,500,000; Year 6 = 3,150,000; Year 7 = 2,945,000; and Year 8 = 3,560.000. -

k. Year I Rent (cell B17) = 1,700,000 &

I Year 2 Rent (cell C17) = Year 1 Rent + 10% * Year 1 Rent or =B17 * (1 + 10%) s

m. Copy cell C17 to the range D17:117. =

n. Year 1 Salaries (cell B18) =22.25% * Year 1 Sales or =22.25% * B11

o. Copy cell B18 to the range C18:118.

p- Year 1 Supplies (cell B19) = 1.5% * Year 1 Sales or =1.5% * B11

q. Copy cell B19 to the range C19:119.

r.  Year 1 Total Expenses (cell B20) or =SUM(B15:B19)

s. Copy cell B20 to the range C20:120.

t.  Year 1 Operating Income (cell B22) = Year 1 Gross Margin — Year 1 Total Expenses or =B13 — B20

u. Copy cell B22 to the range C22:122.

v.  Year 1 Income Taxes (cell B23): If Year 1 Operating Income is less than 0, then Year 1 Income

"Taxes equal 0; otherwise Year 1 Income Taxes equal 40% * Year 1 Operating Income or
=IF(B22 <0, 0, 40% * B22)
w. Copy cell B23 to the range C23:123.
x. Year 1 Net Income (cell B24) = Year 1 Operating Income — Year 1 Income Taxes or =B22 — B23
y.  Copy cell B24 to the range C24:124.

9. Change the background colors as shown in Figure 3-85. Use orange (column 3 under Standard
Colors) for the background colors.

10. Zoom to: (2) 200%:; (b) 75%; (c) 25%; and (d) 100%.
11. 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, Lab3-1 Salioto Auto Parts Eight-Year Financial Projection.

12. Preview the worksheet. Use the Page Setup button to fit the printout on one page in landscape
orientation. Preview the formulas version (CTRL+) of the worksheet in landscape orientation using
the Fit to option. Press CTRL+ to instruct Excel to display the values version of the worksheet.
Save the workbook again and close the workbook.

13. Submit the workbook as requested by your instructor.

Instructions Part 2:

1. Start Excel. Open the workbook Lab 3-1 Salioto Auto Parts Eight-Year Financial Projection.

2. Use the nonadjacent ranges B10:110 and B24:124 to create a 3-D Cylinder chart. Draw the chart
by clicking the Column button on the Insert tab on the Ribbon. When the Column gallery is
displayed, click the Clustered Cylinder chart type (column 1, row 3). When the chart is displayed,
click the Move Chart button on the Ribbon to move the chart to a new sheet.

Continued >
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In the Lab continued

3. Select the legend on the right side of the chart and delete it. Add the chart title by clicking the
Layout tab on the Ribbon, then clicking the Chart Title button. Click Above Chart in the Chart
Title gallery. Format the chart title as shown in Figure 3-86.

4. 'To change the color of the cylinders, click one of the cylinders and use the Shape Fill button on
the Format tab on the Ribbon. To change the color of the wall, click the wall behind the cylinders
and use the Shape Fill button on the Format tab on the Ribbon. Use the same procedure to change

v
= the color of the base of the wall.
)
= 5. Rename the sheet tabs Eight-Year Financial Projection and 3-D Cylinder Chart. Rearrange the
(] sheets so that the worksheet is leftmost, and color their tabs as shown in Figure 3-86.
v
< 6. Click the Eight-Year Financial Projection tab to display the worksheet. Save the workbook using
5 the same file name (Lab 3-1 Salioto Auto Parts Eight-Year Financial Projection) as defined in
- Part 1. Submit the workbook as requested by your instructor.
2
"]
: el 9 - ™ - F Lab 3-1 Salioto Auto Parts Eight-Year Finandial Project..M Chart Toals - = x
- | Home | Insert  Pagelaout  Formulas  Date  Review  View  Design  Layout  Format @ -2 x
‘-:] |Eook Antiqua ]_ ‘A w ] |1=‘| ="‘| j- General Il b —Lﬁ _;C‘{ :::;Zter- e ﬁ? m
s [Bru [l A (E=E=EEE 8% W J Formatting - o Toble - Syies - | E1 Pomat = :Zv Fite1 - St~
émmd i Fant a Alignment E hlumber 5 Styles Cells Editing i
- a _&J N
L L L]
Eight-Year Net Income Projection
2,000,000
1,500,000
1,000,000
500,000
0
(500,000)
(1,000,000}
(1,500,000 ¢

Figure 3-86



In the Lab EX 237

Instructions Part 3:

1. Start Excel. Open the workbook Lab 3-1 Salioto Auto Parts Eight-Year Financial Projection.
Divide the window into two panes by dragging the horizontal split box between rows 6 and 7.
Use the scroll bars to show both the top and bottom of the worksheet. Using the numbers in
columns 2 and 3 of Table 3-10, analyze the effect of changing the annual sales growth (cell B4)
and annual price decrease (cell BS) on the net incomes in row 24. The resulting answers are in
column 4 of Table 3-10. Submit the workbook or results of the what-if analysis for each case as
requested by your instructor.
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Table 3-10 Salioto Auto Parts Data to Analyze and Results E
)

Annual Sales Growth Annual Price Decrease Year 8 Resulting Net Income =

in Cell 124 <

=

1 7.45% 5.25% 174,568 E
2 12.75% ~3.00% 6,677,903 -
=

3 —7.25% 1.65% (3,552,156) L

2. Close the workbook without saving it, and then reopen it. Use the What-If Analysis button on the
Data tab on the Ribbon to goal seek. Determine a margin (cell B6) that would result in a Year 8 net
income of $2,000,000 (cell 124). You should end up with a margin of 40.68% in cell B6. Submit the
workbook with the new values or the results of the goal seek as requested by your instructor. Do
not save the workbook with the latest changes.

Lab 2: Modifying a Weekly Payroll Worksheet
Problem: As a summer intern at Britney’s Music Emporium, you have been asked to modify the weekly
payroll report shown in Figure 3—87a. The workbook, Lab 3-2 Britney’s Music Emporium Weekly
Payroll Report, is included with the Data Files for Students. 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 for this book.

"The major modifications to the payroll report to be made in this exercise include: (1) reformatting
the worksheet; (2) adding computations of time-and-a-half for hours worked greater than 40;
(3) adding calculations to charge no federal tax in certain situations; (4) adding Social Security and
Medicare deductions; (5) adding and deleting employees; and (6) changing employee information. The
final payroll report is shown in Figure 3—-87b.
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215 - 5| . |
D | | |

Britney's Music Emporium

Weekly Payroll Report

Rate Hours Federal
& Employee Hire Date Dependents per Hour Worked Gross Pay Tax State Tax MNet Pay % Taxes
4 Aguire, Raul 1372007 2 $7.25 2725 $197 28 $27.07 $68.91  $183.58  17.201%
5 |Kwasny, Casimir  11/5/2004 1 16.25 23.50 381.88 54.49 13.37 J04.02  20.38B%
6 |Mohammed, Aadil  2/6/2002 1 1180 1875 21563 34.57 7.55 17381 18.531%
7 |\Ruiz, Tepin 11/10/2003 3 14325 29.00 41328 61.65 14 .46 33714 18417%
g |James, Delmar 8/8/2000 3 8.70 32.00 27840 3737 §.74 231.28  1B6.924%
9 |Holkavich, Fred 4/15/1955 2 13.40 26.80 35912 56.15 12.57 25040  18.135%
10 | Tatals 157.30 /$1.84583  $281.30 $64 60 $148593 18739%
11 Average 2 $11.89 2622 $307 B4 $46.88 $10.77  $24999
12 |Highest 3 $16.25 3200 $41325 $64.49 $1446  $337.14  20388%
13 |Lowest 1 $7.25 1876 $197 56 $27.07 $6.91  $16358 16.924%
14 |
f E—|
1? | T Ho9--)= Lab 3-2 Britney's Music Emporium Weekly Payroll Report Complete - Microsoft Excel
i e ) =
18 | - | Home | Insert  Pagelsyout  Formulas Data Review  ‘iew
19 oy " = [|= = P
20 = L e -l A || = General - ﬂ(- ﬁ | agipatz || B ﬂ [ﬁ
o - ;;I - b <y | g .08l ¢ drt:) I Format  Cel Mo | > Sort & Find &
| aste B | |55 - - || |= | - 0 onditiona orma e . ] n
44+ ¥ Weekly Payr = = | ‘—'l 41 ”7 ” A’ ‘. |7 '|s i H = "n‘: Farmatting ~ as Table ~ Styles ~ || (=) Format = A7 Filter~ Select~
it Cliphoard | Fant | Mumber 0| Styles | eete | Editin
| Clipb " oyl a
g 217 - £
4| A B R—— D [ E F G H — " L[ M ]
1
(a) Before 5
3
5
Britney's Music E '
;| DritNey S MUsIC cmporium
B Weekly Payroll Report 12/14/2008
| Rate Hours Federal
7 Employee Dependents  per Hour  YTD Soc. Sec. Worked  Gross Pay Soc. Sec.  Medicare Tax State Tax  NetPay % Taxes
8 quuire, Raul 2 125 767.00 250 18.13 1.39 0.26 0.00 0.63 15.84 12.60%
9 |Kwasny, Casimir 7 8.25 1,307.75 23.50 193.88 14.83 2.81 7.85 6.79 161.60 16.65%
10 |Mohammed, Aadil 1 11.50 930.25 18.75 215.63 16.50 313 387 7.55 149.75 30.55%
11 |Ruiz, Tepin 3 14.25 7,4598.75 49.50 F73.06 0.00 121 141.36 27.06 593.44 23.24%
2 13.40 7457.75 57.00 B77.70 1.00 12.73 166.70 30.72 666.55 24.06%
4 13.50 2,952.78 3725 502.88 38.47 7.29 82.90 17.60 356.61 29.09%
5 23.25 7.430.00 46.75  1,165.41 28.75 16.90 210.99 40.79 867.98 25.52%
235.25  3,746.67 100,93 54.33 648.51 13113 2,811.76 20.81%

(b) After

Figure 3-87

Instructions Part 1:

1. Start Excel. Open the workbook, Lab 3-2 Britney’s Music Emporium Weekly Payroll Report.

2. Select the worksheet by clicking the Select All button. Click the Clear button on the Home tab
on the Ribbon and then click Clear Formats on the Clear menu to clear the formatting. Bold the
entire worksheet.

3. Delete rows 11 through 13 to remove the statistics below the Totals row. Change all the row
heights back to the default height (12.75).

4. Insert four rows above row 1 by selecting rows 1 through 4, right-clicking the selection, and
clicking Insert on the shortcut menu.

5. Change the row heights as follows: row 5 = 48.00; rows 6 and 7 = 25.50. One at a time, select cells
D7, E7, and G7. For each cell, press the F2 key and then the ENTER key to display the column
headings on multiple rows. Center the range B7:J7.
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6. Delete column B by right-clicking the column heading and clicking Delete on the shortcut menu.

7. Insert a new column between columns C and D. Change the column widths as follows: A = 25.00;
D =13.00; and E through K = 9.71. Enter the new column D title YTD Soc. Sec. in cell D7.

8. Insert two new columns between columns F and G. Enter the new column G title Soc. Sec. in
cell G7. Enter the new column H title Medicare in cell H7.

9. Enhance the worksheet title in cell AS by using a 36-point light blue Arial Rounded MT Bold (or a
similar font) font style as shown in Figure 3-87b.
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10. Assign the NOW function to cell B6 and format it to the 3/14/2001 style. E
Ll
11. Delete employee James, Delmar (row 12). Change Raul Aquire’s (row 8) hours worked to 2.5. E
Change Casimir Kwasny’s (row 9) number of dependents to 7 and rate per hour to $8.25. Change )
Tepin Ruiz’s (row 11) hours worked to 49.5 and Fred Holkavich’s (row 12) hours worked to 57. §
12. Freeze column A and rows 1 through 7 by selecting cell B8, clicking the Freeze Panes button on s
the View tab on the Ribbon, and then clicking Freeze Panes on the Freeze Panes menu. ui
>
1. I coumn D, nte he -
YTD Soc. Sec. values listed
in Table 3-11. Employee YTD Soc. Sec.
14. Insert two new rows Aquire, Raul 767.00
immediately above the Kwasny, Casimir 1307.75
Totals row. Add the new Mohammed, Aadi 93025
employee data as listed in Ruiz, Tepin S
Ll 312 Holkavich, Fred 7457.75

Table 3-12 The Britney Music Emporium’s New Employee Data

Employee Dependents Rate per Hour YTD Soc. Sec. Hours Worked
Jordan, Leon 4 13.50 2952.78 37.25
Wright, Louis 5 23.25 7430.00 46.75

15. Center the range B6:B14. Use the Currency category in the Format Cells dialog box to assign a
Comma style (no dollar signs) with two decimal places and negative numbers within parentheses to
the range C8:K15. Assign a Percent style and two decimal places to the range L8:1.15. Draw a thick
bottom border in the ranges A7:L7 and A14:L14.

16. As shown in Figure 3-87b, enter and format the Social Security (7.65% with a maximum of
$7,458.75) and Medicare tax (1.45%) information in the range A1:B3. Use format symbols where
applicable.

17. Change the formulas to determine the gross pay in column F and the federal tax in column I as
follows:

a. In cell F8, enter an IF function that applies the following logic and then copy it to the range
F9:F14. If Hours Worked <= 40, then Rate per Hour * Hours Worked, otherwise
Rate per Hour * Hours Worked + 0.5 * Rate per Hour * (Hours Worked — 40) or =IF(E8 <= 40,
C8*EB, C8* E8 + 0.5 * C8 *(E8 — 40))

b. In cell I8, enter the IF function that applies the following logic and then copy it to the range
19:114. If (Gross Pay — Dependents * 22.09 > 0, then 20% * (Gross Pay — Dependents * 22.09),
otherwise 0 or =IF(F8 — B8 * 22.09 > 0, 20% * (F8 — B8 * 22.09), 0)

Continued >
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In the Lab continued

18. An employee pays Social Security tax only if his or her YT'D Soc. Sec. in column D is less than the

Maximum Social Security value in cell B3. Use the following logic to determine the Social Security
tax for Raul Aquire in cell G8 and then copy it to the range G9:G14.
Soc. Sec. (cell G8): If Social Security Tax * Gross Pay + YT'D Soc. Sec. > Maximum Social
Security, then Maximum Social Security — YTD Soc. Sec., otherwise Social Security Tax * Gross
Pay or =IF($B$1 * F8 + D8 >= $B$3, $B$3 — D8, $BS1 * F8)

19. In cell HS, enter the following formula and then copy it to the range H9:H14:

Medicare (cell H8) = Medicare Tax * Gross Pay or =$B$2 * F8
20. In cell K8, enter the following formula and copy it to the range K9:K14:

Net Pay (K8) = Gross Pay — (Soc. Sec. + Medicare + Federal Tax + State Tax) or =F8 — (G8 + H8 +
18 +J8)

21. In cell L8, enter the following formula and copy it to the range L9:L14:
% Taxes (cell L8) = (Soc. Sec. + Medicare + Federal Tax + State Tax) / Gross Pay or = (G8 + H8 +
18 +J8) / F8

22. Use the Range Finder (double-click cell) to verify the new totals as shown in row 15 in Figure 3-87b.
Unfreeze the worksheet by clicking the Freeze Panes button on the View tab on the Ribbon, and
then clicking Unfreeze Panes on the Freeze Panes menu.
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23. Preview the worksheet. Use the Page Setup button to change the orientation to landscape and fit
the report on one page.

24. 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 Lab 3-2 Britney’s Music Emporium Weekly Payroll Report
Complete.

25. Use the Zoom button on the View tab on the Ribbon to change the view of the worksheet. One by
one, select all the percents on the Zoom dialog box. When you are done, return the worksheet to
100% magnification.

26. Preview the formulas version (CTRL+") in landscape orientation. Close the worksheet without
saving the latest changes.

27. Submit the workbook as requested by your instructor.

Instructions Part 2:  Start Excel. Open Lab 3-2 Britney’s Music Emporium Weekly Payroll Report
Complete. Using the numbers in Table 3-13, analyze the effect of changing the Medicare tax in cell B2.
The first case should result in a total Medicare tax in cell H15 of $106.78. The second case should
result in a total Medicare tax of
$166.73. Close the workbook without

saving changes. Submit the results of Case Medicare Tax
the what-if analysis as requested by

1 2.85%

2 4.45%

Table 3-13 The Britney Music Emporium’s Medicare Tax Cases

your instructor.

Instructions Part 3:  Submit results for
this part as requested by your instructor.

1. Start Excel. Open Lab 3-2 Britney’s Music Emporium Weekly Payroll Report Complete. Select
cell F8. Write down the formula that Excel displays in the formula bar. Select the range C8:C14.
Point to the border surrounding the range and drag the selection to the range D17:D23. Click
cell F8, and write down the formula that Excel displays in the formula bar below the one you wrote
down earlier. Compare the two formulas. What can you conclude about how Excel responds when
you move cells involved in a formula? Click the Undo button on the Quick Access Toolbar.
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2. Right-click the range C8:C14 and then click Delete on the shortcut menu. When Excel displays
the Delete dialog box, click Shift cells left and then click the OK button. What does Excel display
in cell F8? Click cell F8 and then point to the Trace Error button that is displayed to the left of
the cell. Write down the ScreenTip that is displayed. Click the Undo button on the Quick Access
Toolbar.
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3. Right-click the range C8:C14 and then click Insert on the shortcut menu. When Excel displays
the Insert dialog box, click Shift cells right and then click the OK button. What does Excel display
in the formula bar when you click cell F8? What does Excel display in the formula bar when you
click cell G8? What can you conclude about how Excel responds when you insert cells next to cells
involved in a formula? Close the workbook without saving the changes.
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Lab 3: Analysis of Indirect Expense Allocations

Problem: Your classmate works part time as a consultant for RockieView Resort and Spa. She has asked
you to assist her in creating an indirect expense allocation worksheet (Figure 3—88) that will help the resort
and spa administration better evaluate the profit centers described in Table 3—14 on the next page.

L oy T mEr—
D23 - 5| \

RockieView Resort & Spa

' Analysis of Indirect Expenses

Hangoet Bosiness CAiddren s Copference

3 Room Centar Fame Boom Rocms Fhan Loonge Aestavrant Fpa Foval

4 | Total Net Revenue $345.819.00  $192190.00  $52,750.00 $212.300.00  $H2.100.00 $622.350.00 $615.350.00  $92,900.00 $2.245759.00
5 |Cost of Sales 19.750.00 16,235.00 12,900.00 55,250.00 42,100.00 11540000  175,000.00 42,150.00 478,785.00
E | Direct Ezpenses 9,245.00 9,245.00 7,250.00 19,300.00 37,400.00 101,000.00 115,600.00 24,800.00 323,840.00
(8 Indirect Expenses
| & | Administrative $10,394.16 $5.776.59 $1.585.49 $6,381.03 $3.369.35  $18.705.76  $18.495.36 $2.792.26 $67.500.00
| & | Depreciation 16,414.60 1,367.88 2,227.70 9,770.60 2,071.37 172472 10,474.08 4,299.06 58,350.00
| 10 | Energy 6.513.67 3.620.00 993 57 3,998.78 2.111.46 1.722.28 1.,590.43 1.749.82 42,300.00
| 1 | Insurance 3,347 62 27897 45437 1.992.63 42244 2,39116 2,136.10 376,76 11,900.00
| 2 | Maintenance 7.637.64 G647 1,036.54 4,546.22 963,80 5,455.46 4,873.54 2.000.33 27,150.00
| 12 | Marketing £,203.69 4.559.23 1.251.36 5,036.29 2,659.29 14.763.69 14,597 64 2.203.82 53,275.00
# |Total Indirect Expense 52,511.39 16.239.13 7.548.98 31.725.53 1159770 64,763.06 62.167.15 13.922.06 260,475.00

MNet Income 22641261 $150.470.87 $25.051.02  $106,024 47 $21.002_30 $341186.94  $262.582 85 $12.027 94  $1.182 659,00

Square Footage 10,500 875 1425 6,250 1.325 7.500 6.700 2.750 37,325

Planned Indirect Expenses
il Administrative 67.500
Depreciation 58,350
E Energy 42,300
| Insurance 11,900
Maintenance 27.150

Marketing 53.275

Figure 3-88

Continued >
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EX 242 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

In the Lab continued

Table 3-14 RockieView Resort and Spa Worksheet Data

Banquet Business Children’s Conference Gift Lounge Restaurant

Room Center Game Room Rooms Shop
Total Net Revenue 345819 192190 52750 212300 112100 622350 615350 92900
Cost of Sales 19750 16235 12900 55250 42100 115400 175000 42150
Direct Expenses 9245 9245 7250 19300 37400 101000 115600 24800
Square Footage 10500 875 1425 6250 1325 7500 6700 2750

Instructions Part 1: Do the following to create the worksheet shown in Figure 3-88.

1.

Apply the Solstice theme to the worksheet. Bold the entire worksheet by selecting the entire
worksheet and using the Bold button on the Ribbon.

. Change the following column widths: A = 28.00; B through I = 13.00; J = 14.00.

3. Enter the worksheet titles in cells Al and A2 and the system date in cell J2. Format the date to the

14-Mar-01 style.

. Enter the column titles, row titles, and the first three rows of numbers in Table 3-14 in rows 3

through 6. Center and italicize the column headings in the range B3:J3. Add a thick bottom border
to the range B3:J3. Sum the individual rows 4, 5, and 6 in the range J4:J6.

. Enter the Square Footage row in Table 3-14 with the comma format symbol in row 16. Sum row

16 in cell J16. Use the Format Painter button to format cell J16. Change the height of row 16 to
39.00. Vertically center the range A16:J16 through the use of the Format Cells dialog box.

. Enter the remaining row titles in the range A7:A17 as shown in Figure 3—88. Increase the font size

in cells A7, A14, and A15 to 16-point.

. Copy the row titles in range A8:A13 to the range A18:A23. Enter the numbers shown in the range

B18:B23 of Figure 3-88 with format symbols.

. The planned indirect expenses in the range B18:B23 are to be prorated across the profit center as

follows: Administrative (row 8), Energy (row 10), and Marketing (row 13) on the basis of Total Net
Revenue (row 4); Depreciation (row 9), Insurance (row 11), and Maintenance (row 12) on the basis
of Square Footage (row 16). Use the following formulas to accomplish the prorating:

a. Banquet Room Administrative (cell B8) = Administrative Expenses * Banquet Room Total Net
Revenue / Resort Total Net Revenue or =§B$18 * B4 / $]$4

b. Banquet Room Depreciation (cell B9) = Depreciation Expenses * Banquet Room Square
Footage / Total Square Footage or =$B$19 * B16 / $§J$16

c. Banquet Room Energy (cell B10) = Energy Expenses * Banquet Room Total Net Revenue /
Resort Total Net Revenue or =$B$20 * B4 / $]$4

d. Banquet Room Insurance (cell B11) = Insurance Expenses * Banquet Room Square Feet / Total
Square Footage or =$B$21 * B16 / §J$16

e. Banquet Room Maintenance (cell B12) = Maintenance Expenses * Banquet Room Square
Footage / Total Square Footage or =$B$22 * B16 / $J$16

f.  Banquet Room Marketing (cell B13) = Marketing Expenses * Banquet Room Total Net
Revenue / Resort Total Net Revenue or =§B$23 * B4 / $]$4

g. Banquet Room Total Indirect Expenses (cell B14) = SUM(B8:B13)

h. Banquet Room Net Income (cell B15) = Total Net Revenue — (Cost of Sales + Direct
Expenses + Total Indirect Expenses) or =B4 — (BS + B6 + B14)

i.  Copy the range B8:B15 to the range C8:I15.
j. Sum the individual rows 8 through 15 in the range J8:J15.
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9. Add a thick bottom border to the range B13:J13. Assign the Currency style with two decimal places
and show negative numbers in parentheses to the following ranges: B4:J4; B8:J8; and B14:J15.
Assign the Comma style with two decimal places and show negative numbers in parentheses to the
following ranges: B5:J6 and B9:J13.

10. Change the font in cell Al to 48-point Britannic Bold (or a similar font). Change the font in
cell A2 to 22-point Britannic Bold (or a similar font). Change the font in cell A17 to 18-point italic
Britannic Bold.

11. Use the background color blue and the font color white for the ranges A1:]2; A7; A15:J15; and
A17:B23 as shown in Figure 3-88.

12. Rename the Sheetl sheet, Analysis of Indirect Expenses, and color its tab blue.

13. Update the document properties with your name, course number, and name for the workbook.
Change the worksheet header with your name, course number, and other information requested
by your instructor. Save the workbook using the file name, Lab 3-3 RockieView Resort and Spa
Indirect Expenses Allocations.

14. Preview the worksheet. Use the Page Setup button to change the orientation to landscape and
fit the report on one page. Preview the formulas version (CTRL+) of the worksheet in landscape
orientation using the Fit to option button in the Page Setup dialog box. Press CTRL+ to show the
values version of the worksheet. Save the workbook again.

15. Divide the window into four panes and show the four corners of the worksheet. Remove the four panes.
Close the workbook but do not save the workbook.

Instructions Part 2:  Start Excel. Open Lab 3-3 RockieView Resort and Spa Indirect Expenses
Allocations. Draw a 3-D Pie chart (Figure 3-89) on a separate sheet that shows the contribution

of each category of indirect expense to the total indirect expenses. That is, chart the nonadjacent
ranges A8:A13 (category names) and J8:J13 (data series). Show labels that include category names and
percentages. Do not

show the legend or g £
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leader lines. Format .
the 3-D Pie chart as Indirect Expenses
shown in Figure 3-89. R
Rename the chart Marketing

sheet 3-D Pie Chart e -
and color the tab red.
Move the chart tab

to the right of the
worksheet tab. Save
the workbook using
the file name, Lab 3-3

RockieView Resort
and Spa Indirect -
Expenses Allocations. -y

Submit the workbook
as requested by your
instructor.

Energy
16%

.3-D.Pie.Chart - Sheet2 -~ Sheet3 1 J |

Figure 3-89

Continued >
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In the Lab continued

Instructions Part 3:  Start Excel. Open Lab 3-3 RockieView Resort and Spa Indirect Expenses Allocations.
1. Using the numbers in Table 3-15, analyze the effect of changing the planned indirect expenses in
the range B18:B23 on the net incomes for each profit center. You should end with the following
totals in cell J15: Case 1 = $892,684.00 and Case 2 = $869,634.00. Submit the workbook or results
for each case

as requested by Table 3-15 RockieView Resort and Spa Indirect Expense Allocations What-If Data

m .

= your instructor.

= Case 1 Case 2

s 2. Use the What-If

G Analysis button ~ Administrative 234000 210000

t on the Data tab ~ Pepreciation 123500 152000

: on the Ribbon Energy 67750 48000

2 to goal seek. Insurance 26200 53000

w

S Determine a Maintenance 42000 38000

a planned indirect ~ Marketing 57000 72500
Administrative

expense (cell B18) that would result in a total net income of $1,200,000 (cell J15). You should end
up with a planned indirect Administrative expense of $50,159 in cell B18. Submit the workbook
with the new values or the results of the goal seek as requested by your instructor.
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Apply your creative thinking and problem solving skills to design and implement a solution.

® Easier  ®® More DirricuLt

® 1: Five-Year Sales Projections

v
You have been asked to develop a worksheet for Millennium Steel that shows annual growth for the E
next five years based on the prior year’s sales and growth data. Include an embedded exploded 3-D Pie E
chart that shows the contribution of each year to the total gross margin. The data and general layout of [T}
the worksheet, including the totals, are shown in Table 3-16. t
<
.
Table 3-16 Millennium Steel Sales Data and General Layout &
a
>
Year 1 Year 2 Year 3 Year 4 Year 5 Total 7
Sales Formula A —
Cost of Goods Formula B —
Gross Margin Formula C —

Prior Year's Sales 35234500

Annual Growth Rate —1.75% 12.35% 5.00% —1.25% 8.75%
Annual Cost Rate 41.25% 44.00% 33.00% 43.75% 34.25%
Premium 2.90% 3.10% 4.95% 2.50% 4.50%

Enter the formulas shown in Table 3-17 in the locations shown in Table 3-16. Copy formulas A, B, and
C to the remaining years. The gross margin for the five years should equal $118,986,982.

Table 3-17 Millennium Steel Sales Projection Formulas

Formula A = Prior Year's Sales * (1 + Annual Growth Rate)
Formula B = IF(Annual Growth Rate < 0, Sales * (Annual Cost Rate + Premium), Sales * Annual Cost Rate)

Formula C = Sales — Cost of Goods

Use the concepts and techniques developed in the first three projects to create and format the
worksheet and embedded 3-D Pie chart.

Use the Goal Seek command to determine the Year 1 annual growth rate that will generate a
total gross margin of $125,000,000. You should end up with a Year 1 annual growth rate of 2.35%.
Submit the workbook and results of the goal seek as requested by your instructor.

¢ 2: Bimonthly Projected Earnings and Expenditures
The Chesterton Trib is a small newspaper that publishes stories of local interest. Revenues are earned
from subscriptions and the sale of advertising space. A fixed percentage of the Net Revenue is spent on
marketing, payroll, commissions (advertising sales only), production costs, and reportorial expenses.
The editor has summarized the paper’s expenditures over the past year and the anticipated income from
subscriptions and advertising on a bimonthly basis as shown in Table 3-18.

With the data, you have been asked to prepare a worksheet for the next shareholder’s meeting
showing total revenues, total expenditures, and operating incomes for each bimonthly period. Include
a 3-D Cylinder chart on a separate sheet that compares the six bimonthly operating incomes. Use the
concepts and techniques presented in this project to create and format the worksheet and chart.
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Table 3-18 Chesterton Trib Bimonthly Projected Earnings and Expenditures

Revenue February April June August October December
Subscriptions 12178.30 8391.50 15714.50 16340.10 12567.25 12800.15
Advertising 4130.20 6425.00 4123.15 5023.30 7015.75 9273.20

v Marketing 15.60%

= Payroll 21.50%

E Commissions on 3.25%

] Advertising

2 Production Costs 12.50%

- Reportorial Expenses 5.00%

2

1]

)

= One shareholder lobbied to reduce marketing expenditures by 3% and payroll costs by 5%.

Perform a what-if-analysis reflecting the proposed changes in expenditure assumptions. The reduction in
expenditures should result in a total operating income of $59,696.91 or an increase of $9,118.59. Submit
the workbook and results of the what-if analysis as requested by your instructor.

® o 3: Projected Used-Truck Savings

Cousin Abe and Aunt Esther own a paint company. Their good friend Billie Bob is retiring after 35 years
of delivering the morning newspaper. Billie Bob has offered them the opportunity to take his place
next year. The job requires, however, that they own a truck. They need to save enough money over the
next six months to buy a $10,000 used truck.

They have job orders at their paint company for the next six months: $22,150 in July, $22,480
in August, $32,900 in September, $31,200 in October, $45,301 in November, and $32,190 in
December. Each month, they spend 34.55% of the job order income on material, 3.00% on rollers
and brushes, 4.75% on their retirement account, and 39.5% on food and clothing. The remaining
profits (orders — total expenses) will be put aside for the used truck. Aunt Esther’s retired parents have
agreed to provide a bonus of $250 whenever the monthly profit exceeds $2,000. Use the concepts and
techniques presented in this project to create and format the worksheet.

Cousin Abe has asked you to create a worksheet that shows orders, expenses, profits, bonuses,
and savings for the next six months, and totals for each category. Aunt Esther would like to save for
another used truck for $17,000. She has asked you to (a) perform a what-if analysis to determine the
effect on the savings by reducing the percentage spent on material to 25% (answer total savings =
$16,084.49), and (b) with the original assumptions, goal seek to determine what percentage of profits
to spend on food and clothing if $15,000 is needed for the used truck (answer = 29.165%). Submit the
workbook and results of the what-if analysis as requested by your instructor.

® e 4: College Expense and Resource Projections

Make It Personal

Attending college with limited resources can be a trying experience. One way to alleviate some of the
financial stress is to plan ahead. Develop a worksheet following the general layout in Table 3—19 that shows
the projected expenses and resources for four years of college. Use the formulas listed in Table 3-20 and the
concepts and techniques presented in this project to create the worksheet.
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Table 3-19 College Expense and Resource Projectio _tcu
(V)
Expenses Freshman Sophomore Junior Senior 2
o)
Room & Board $6,125.00 Formula A » — |_|>j
Tuition & Books 8,750.00 Formula A > —
Clothes 750.00 Formula A > —
Entertainment 1,025.00 Formula A =
Miscellaneous 675.00 Formula A > — a
=
Total Expenses — — — — _ =
=
Resources Freshman Sophomore Junior Senior Total 5
n
Savings Formula B > — 2
Parents Formula B — E
w
Job Formula B — o
Loans Formula B — E
n
Scholarships Formula B —

Total Resources — — — — _

Savings 10.00%
Parents 20.00%
Job 10.00%
Loans 30.00%
Scholarships 30.00%
Annual Rate Increase 7.50%

After creating the worksheet: Table 3-20 College Expense and Resource Projections Formulas

(a) perform what-if analysis by
changing the percents of the resource
assumptions; (b) perform a what-if
analysis to determine the effect on the
resources by increasing the Annual Rate Increase to 9%; and (c) with the original assumptions, goal
seek to determine what the Annual Rate Increase would be for the total expenses to be $100,000.
Submit the workbook and results of the what-if analysis as requested by your instructor.

Formula A = Prior Year's Expense * (1 + Annual Rate Increase)

Formula B = Total Expenses for Year * Corresponding Assumption

® o 5: Cost of Storing Radio Isotopes

Working Together

A government agency plans to conduct experiments that will result in some radioactive waste. Although
the isotopes will break apart into atoms of other elements over time, agency watchdogs are concerned
about containment costs while the material still is radioactive. The agency director has asked your
group to prepare a worksheet showing the amount of radioactive material remaining, containment
costs, estimated agency appropriations, and the percentage of appropriations that will be spent on
containment every year for the next decade. The director has outlined the desired worksheet as shown
in Table 3-21 on the next page.

Continued >
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Cases and Places continued

These formulas have been supplied:

Formula A: Amount Remaining = Original Amount X 0.5(Number of Years Stored / Half-Life)
Formula B: Containment Costs = Containment Cost Per Kilogram X Total Amount Remaining
Formula C: Estimated Appropriations = Appropriations X (1 + Estimated Yearly Increase)
(Number of Years Stored / Half-Life)

Formula D: Percentage Spent on Containment = Containment Costs / Estimated Appropriations

The director has asked your group to include a function that prints “Acceptable” below the percentage
spent on containment whenever the percentage is less than 1%, otherwise print “Not Acceptable.”

Have each member of your team submit a sketch of the proposed worksheet and then implement
the best one. Use the concepts and techniques presented in this project to create and format the worksheet.
Submit the sketches and workbook as requested by your instructor.
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Table 3-21 Cost of Storing Radioactive Isotopes

Number of Years Stored

Number of Years Stored 1 2 3 10

Amount of Isotope X Formula A
Remaining (in kg)

Amount of Isotope Y Formula A
Remaining (in kg)

Total Remaining (in kg) — — TSP OO PP TR TOPPRPPOPRU _

Containment Costs Formula B

Estimated Appropriations ~ Formula C

Percentage Spent on Formula D
Containment

Message

Original Amount of Isotope X Remaining (in kg) 650

Half-Life of Isotope X (in years) 1
Containment Cost per Kilogram 1000
Estimated Yearly Increase 10.00%

Original Amount of Isotope Y Remaining (in kg) 3000
Half-Life of Isotope Y (in years) 0.45
Appropriations 6000000



