Excel 2007 :: Formatting and Basic Calculations
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1.0 - Introduction

Microsoft Excel is used to create, revise and save data in spreadsheet format. Formulas and functions
are used to perform calculations. This data can be analsteted and managed using themes, styles,
charts and tables.

This workshop will introduce yao the basic concepts in the Microsddicel 2007 environment. We will
begin with navigating and saving in the new environment. We will then explore this nemmment to

learn how to modify data and perform basic calculations in worksheets and workbooks. In addition we
will learn to use basic formatting techniques and tools for styles and themes. We will end this $gssion
learning about printing options.

2.0 - Exploring Excel

The following figure identifies core components of the Excel application window.
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Saving Excel Workbooks
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The new version of Office uses a new file format based on (EMtensible Markup Languag&his new
format allows us to compact files nmefficiently,integrate easilywith other applicationsand improve
the recovery of damaged files

O K

Open

Save

Save As

Print

Prepare

Send

Publish

Close

Save a copy of the document

fizl}

Excel Workbook

Save the workbook in the default file
format.

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enakbled file format.

Excel Binary Workbook

Save the workbook in a binary file format
optimized for fast loading and saving.

Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

Find add-ins for other file formats

Other Formats

Open the Save As dialog box to select from
all possible file types.

Quick Access Toolbar

2] Excel Options | | X Exit Excel

You can save Excel files in
different file formats with the
Sava As type dregown list.
There are several formats in
which to save your file. The
Excel 972003 Workbok
option allows compatibility
with older versions of Excel.
There is also a Compatibility
Checker on the Publish drop
down list.

The Quick AccessToolbar is located next to the Microsoft Office Button and is always visible. You can
customize this toolbar to include any command, making your most commonly used commands easily
accessible. To customize the Quick Access Toolbar you can simply right ¢fiekcommand you would

like to add and seleal td to Quick Access ToolbailYou can also customizke toolbar by selecting

& hstomizev dziA O
located at the bottom right othe Microsoft Office Buttormenu Excel Options is very useful when you

do not know where the command you would like to use is located. Just click on the Microsoft Office
Button, click on Excel Options and sel@aistomize¢ You will be able to choose ypcommand from

the list on the left and click thé td¢ button to place it on the Quick Launglmolbar

I O O Srand the®d2dbvin lamkv next to it or by using the Excel Options
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3.0 - Navigating Excel

An Excel worksheet contains 16,384 columns and 1,048,576 rows and can contain text, numbers,
formulas, graphics, charts, or t&sl. Navigating throughout these cells in an Excel workbook is easily
accomplished with the mouse or keyboard. However, there are shortcuts that will assist you with large
spreadsheets.

Keyboard Shortcuts

Home The home button on the keyboard returns youtke first column of the active row
Ctrl+Home This key combination returns you to cell Al in the current worksheet
Pageup/down ¢ KSasS (Seéea |ff2¢ &2dz 12 OASe 2yS ao

Name Box The Name Box allows you to type in any logation to quickly go to a cell

Tabs

Microsoft made navigation more intuitive with Excel 2007; insteadmeihus we now haveaabs
containing our commands. The@mmands on each tab are grouped and you will find a Dialog Box
Launcher in each group. The B@mBox Launcher allows you to view and manipulate the commands as
you did in earlier versions of Excel. Once you get acquainted with the new environment, you will find the
commands are easy to locate. You may even find commands or tools you did not Xistad .e

Contextual Tabs

Additional tabscalled Contextualabs appearon the Ribbon as you work witbjects. These tabs are
contextbaseda 2 2yt & O2YYlIyRa GKIFdG NBtIrGS G2 GKS 202501

4.0 - Modifying Workbooks

Thetools used to modify a workbook in Excel 2007 have not changed from previous versions. Microsoft
did, however, improve the placement of some commonly used commands. The Undo/Redo option was
efficiently placed in the new Quick AcceBmlbar. This toolbarsi customizablgallowing you to put
commands you commonly use to modify your workbooks in a location that is accessible no matter which
tab you have selected.
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Manipulating Rows and Columns

There are various ways to cut, copy, and paste so you can gaiudklgfficiently manipulate the data in

your worksheet. These and other commonly used commands can be found on the tdbpshown
0St2d . dzi GKSaAS FINByQu (GKS 2yfeée G22ta ¢S Oly dzas$s
The Home Tab

The Home tab is used for clipboayderations,andtext and cell formatting.

(D)l 9 - s Bookl - Microsoft Excel - 2 X
3 =
—/) Home Insert Page Layout Formulas Data Review View Add-Ins @ - T X
= % - (= = ) o} || g=Insert = Z - g ¢
Calibri 11 - (A = = General & - T |4
J £ £ *‘ﬁ _‘d 3% Delete - | @] 7
Paste B 7 U~~~ A= % - 9, o |[[%28 ;00 Conditional Format Cell - _ Sort& Find &
- F = = = = B Formatting = as Table ~ Styles = | (2| Format ~ || Z2~ Fijter - Select~
Clipboard ™= Font F] Alignment F] Number (F] Styles Cells Editing
AutoFill

To fill cells quickly with a series of data in a row or coluwe can use the Auto Fill feature. Once you
have data entered in to a cell you simply select the fill handle and drag it. The fill harilée Gex
located in the bottom right corner of the selected cell. The Auto Fill feature is activated when you put
the mouse over the fill handle. This works with formudaswell.

Searching for Data

You may need to search through your workbook to find tlata you need to manipulate. There are
several methods to searching in a workbook.

Name Box

A cell is defined by the column and row it is in, called a Cell Reference. Any cell in a workbook can be
located by typing the cell reference in the Name Boxated above the worksheet just to the left of the
function bar. You can also use the Name Box to label the cells in your workbook.

Cell Names greatly enhance your ability to search in a workbook. You can name a single cell or a range of
cells. Cell nameand ranges should relate to the data that they contain. You can use these cell names
and ranges when you create formulas.

Find and Replace

You can also manipulate data in a workbook with the Find and Replace command. The Find and Replace
command is locatedn the éEditing group on the Homeéab. You can search for specific data using the
Findtab, or you can replace existing data using the Replate The advanced options allow you to
define the location and search criteria.
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Go To X Autosum * A? L?a
The Go T@ommand is anther search tool used to locate data in a g Fill - 7
Find &

workbook. Using the Go Teammand you can find data in a specific .2 ciear - Eﬁtr:raf Select ™

cell by the Cell Reference or Cell Name. You can type in the Cell | sa g4
Reference or Cell Namer you can select one that you have already |
set up. TheGo Tocommand is also located in th@diting group on —
the Hometab and is listed under the Find and Replaoenmand.

a
wac | Replace...

= GoTo..

Go To Special...

5.0 - Formatting

Now that you have calculated the data in your workshgeu need to learn how to format it to make it
appealing for presentation. Formatting data also makes your workbook easier to read and locate
information. The new interface anteatures in Excel 2007, including a Gallery and Live Premiake
formatting your workbook simple. Most cell formatting commands can be found on the Halme

The Home Tab

=N = Bookl - Microsoft Excel - =2 X
H —
—/ Home Insert Page Layout Formulas Data Review View Add-ns e - 0 X
=1 ! S TEIE= = Euj L =) | g=Insert - E - 1%? \}a
Calibri 11 - (I =|| @~ = General < = = Lo i
B __ A a =¥ |= =5 ol gl e petete - | 3] A
Paste B I U-|i#-|&- A= =|[s<E = - ||% - % ¢ |[%2 ;2| Conditional Format  Cell - ~ Sort& Find &
= &4 = = = = || = 2 Ll Formatting ~ as Table = Styles = | tecl Format ~ || &2~ Fiter ~ Select~
Clipboard ™= Font (F] Alignment (F] Mumber = Styles Cells Editing
Mini Toolbar

The Mini Toolbar makes working with data much easier in Excel. When you select -@liciglon data

in the workbook the Mini Toolbar will float nearby allowing you to easily perform basic formatting
functions such as bold or font color. The Mini Toolbar is conteaged; the commands displayed on it
depend on what you select.

Modifying Fonts

The & @hté group located a the Hometab can be used to modify your fonts. If you cannot find the
option you are looking foryou can use theDialog Box launcher to view the options as you did in
previous versions of Excel.

Cell Borders and Colors
Cell borders can be changed wittetBorder dropdown list in thedFon€ group located on the Home

tab. This drop down list contains preset borders but also allows you to draw your own borders and
select the border color and style.
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Adjusting Column Width and Row Height

Your workbook is novisually appealing if the data is not clearly visible. There are a few tools that enable
you to make sure your data is displayed correctly. You can adjust the column and row width or height
manually by placing your cursor over the boundary to the righd oolumn or below a row, then select

and drag the column or row boundary to the desired size. You can also use AutoFit to adjust the size of a
column or row. Simply double click on the column or feeundaryand Excel will automatically adjust

the size o the contents of the cell.

Wrap Text

Wrap ext enables you to automatically wrap data to the next line within a cell once the data has
reached the defined boundaries of the cell. The Wrap Text button can be found iéAtlgament
group, located on the ldme tab.

Row and Column Hide

Thed Ideg option is on the Format menu in thCellg group located on the Home tab. Hidden rows or
columns still exist budre not visible to the user. This may be useful for calculating values with formulas
then displayingliem in a chart rather than in a column or row.

Merging Cells

You can use the Merge & Center button in twdignment group located on the Home tab to merge
cells or separate already merged cells. Merging cells is extremely useful when applying ehgteliog
for your data.

Number Formats

Number Format options can be found on tldlumbeg group located on the Home tab. Number
Formats change the appearance of the data but not the actual data stored in the cell. Number Formats
can be customized using tli¥alog Box Launcher under Custom Category on the Number tab.

Cell Alignment

You can manipulate the horizontal or vertical alignment of the contents of the cells in your workbook
from the GAlignment group on the Homéab.

Find and Replace Formats

If youfind a new format you likeyou can use the Find and Replace feature to easily change all the
formatting in your workbook. You may remember that the Find and Replace Command is located in the
oEditing group on the Homéab.

AutoFormat

AutoFormat allows you to apply formatting to a group of cells with predefined formats. You will need to
add AutoFormat to the Quick AcceBsolbarbefore using it. Once you have added AutoFormat to the
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Quick Accessoolbar you just select the cells you wiato apply the format, andhen select AutoFormat
from the Quick AccesBoolbarand choose the predefined format you like.

Cell Styles

You can enhance the visual appeal of your workbook by applying Cell Styles. You can use a predefined
style, or create yur owncustom style andock it so it cannot be changed. The Cell Styles Gallery is in
the oStyles group located on the Hom&ab. You can create a new Cell Style using the New Cell Style
option or modify an existing Cell Style by rightking on it angelecting Modify.

Themes

If you want to apply a consistent format to an entire workbpgéu can use Themes. These predefined
formats can be found in the Themes Gallery in difilbemes group located on the Page Laydab. You
can also save a customizlSYS 2NJ R2g6yf 2F R Y2NB GKSYSAa FNRY aiON

6.0 - Calculations

This section will introduce you to basic formulas and functions in Microsoft Excel 2007. Anytime you
select a formula or functigra tool tip appears describing what the formulafonction will do.

The Formula Tab

D's\ = 9- N Bookl - Microsoft Excel - 2 x
o —
- Home Insert Page Layout Formulas Data Review View Add-Ins @ - =7 X
ﬁ ¥ AutoSum ~ ﬁ! Logical ~ [_Jv Lookup & Reference = @ 22 Define Name ~ f:ﬂTrace Precedents @Show Formulas j ["" \j
E} Recently Used = ﬁ,\ Text ~ E,é Math & Trig ~ £i~ Use ormula ECETrace Dependents ‘@} Error Checking = L= l—”
Insert . X o X . X Name X 3 Watch Calculation [T
Function @} Financial = EE,* Date & Time ~ lm:.] More Functions ~ Manager ES Create from Selection ¢« Remove Arrows ~ &Evaluate Farmula | window | Options~

Function Library Defined Mames Formula Auditing Calculation

Basic Formulas

An Excel formula is a set of instructions used to perform mathematical calculations in a worksheet. Excel
formulas contain components such as functions, references, constants operators. All formulas
begin with an equal sign (=).

Formula Example: =A1+A2

Formula Elements

References Identifies the Cell or Range of cells to apply the formula to
Operators Specifies the type of calculation ¢7, /, 2, ()
Constants Values that do not change

Functions Predefined formulas built in to Excel
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Order of Operations

To use formulas you need to know the Order of Operations. The Order of Operations is a sequence of
computations that formulas follow that can affect the outcome of the returned vaM#hen a
combination of operators is usethe following list is the order in which they are executed.

1. Parentheses in the order they appear
2. Exponents
3. Multiplication and Division in the order they appear
4. Addition and Subtraction in the order theyppear
Example: (82+4/2*24)-12

Functions

Functions are predefined formulas built in to Excel to simplify complex calculations. Functions contain a
name followed by an argument in parentheses. The function name is usually an abbreviation of the
function. The argument is the source of the valueattthe function will use to perform the calculation

and can be numbers, cell references, constants, formulas, another function, text, or logical values. The
following table shows some commduanctions.

Function Example: SUM (B7:B10)

Common Functions

SUM Adds the values specified.

AVERAGE Calculates the average of the values specified.

MIN Finds the minimum value.

MAX Finds the maximum value.

COUNT Counts the number of cells that contain numeric value.

COUNTA Counts the number of cells that contadata (Does not count empty cells).
AutoSum

The SUM function is one of the most widely used functid®ecause of this Microsoft developed
AutoSum. AutoSum is a function that when selected adds contiguous numeric values inracumn.

The AutoSum Hton = #¥°%m * can be found on the Formul@b. Some other common functions
were conveniently placed on the AutoSum drop down menu.
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Formula AutoComplete

Microsoft madeformulas even more convenient to enter with a dynamic feature called AutoComplete.
AutoComplete simplifies entering formulas and also reduces errors. When you enter the equal sign
followed by a letter in a cell, Excel knows you are beginning a formula or function and displays a drop
down menu with all the formulas and functions beginniwgh that letter. You can type additional
letters to get closer to the function you would like to yuse you can scroll through the list to find and
select the function you are looking for.

A B C D E F G H | 1 K

Returns the average of the absolute deviations of data paints from their mean. Arguments can be numbers or names,
arrays, or references that contain numbers

1

2 |&

3 | | ® avErasE
4

5

(=

() AVERAGEA
() AVERAGEIF
(#) AYERAGETFS

Error Checking Button

To prevent errors in data outpuExcé checks our formulas for errors. If an error is detected in a
formula, the Error Checking Button appears next to the cell. You can click on this button to see what the
error is, edit the formulaor get help on the error. The options on this menu will e depending on
which type of error Excel found.

Function Library

You can use the Function Library to select from various categories of functions. The Function Library is
located on the Formulgab, show in the figure below. Thansert Functioa button is located in the
Function Library. When selecteid will display the Insert Function dialog box to help you select the
function you would like to use.

a7
—-/l Home Insert Page Layout Formulas Data Review View 2

FZPE@AE A @ D

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Function E Used ~ E 4 E Time =~ Reference = & Trig = Functions =

Function Library

References

Now that you are familiar with formulas and functions we need to learn how to use the &amala or
function in several cells. Up to this paintou have been using Relative References. When using a
Relative Referengeyou can simply copy the formula and paste it in the desired cell. When you use
Relative References, Excel automatically changeir formula to the corresponding Cell References. If
you do not want Excel to update your formulas automaticaylgu will need to use an Absolute
Reference or a Mixed Reference.
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Relative Reference

A Relative Reference is a cell reference that when copied changes to reflect the position in which it is
pasted. Foexample if you copied the formula =SUM (B1:B4) from celaB&then pasted it into cell G5
the formula would change to =SUM (C1:C4).

Absolute Reference

ly 10a2ftdziS wSTSNBEyOS Aa | OSttf NBFSNByYyOS GKI
When you need the value in your formula or function to be constgou would make the Cell
References absolute by entering a dollar sigrb¢ffore the column and row heading.

Example: =A1*SES5

Mixed Reference

A Mixed Reference contains both a Relative and Absolute Reference and allows you to specify either a
column to be constant while the row changes or the row to be constant while thencotdhanges.

Example:
Constant Column =A1*SES
Constant Row =A1*ES5

7.0 - Layout

Excel provides tools to customize the layout of the data you are working with to make viewing,
analyzingand comparing data easier. Most of these tools are located on the Miew

The View Tab
The Viewtab is used to modify the display of the open worksheet.

E;ﬁ d9- N Bookl - Microsoft Excel - a3 x
3 =
A - @ - 7 x

V| FormulaBar | () = lemut ew Side by Side -
) [ | SFIEENEREE =N
= ¥ Gridiines V| Headings VoL A0 JJ SR TG . ':—[H =)

nal| Page Page Break | Custom F\I B Zoom 100% Zoomto Naw Arrange Fre B - ave Switch | Macros
layout Preview | Views Ser Selection | Window Al Panes+ ] Unhide Reset Window Position | worj kp e Windows ™ | -

orkbook V Show/Hide Zoom Window Macros

Split Worksheet

When you work with a spreadsheeyou may need to view data that is in differeparts of the
worksheet. You would normally scroll through a worksheet to find the data you are lookirgutosis

your worksheet grows this becomes a tedious task. To make it easier you can split a worksheet to view
non-adjacent data. Thé&Spli€ option dlows you to view distant parts of the worksheet in multiple
panes so you can view, compaand update specific data simultaneously without spending a lot of time
searching for it. You can easily resize the panes to accommodate the data you are viewit8pliT
command can be found in théVindowé group located on the Vietab.
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Arrange Windows

When the data you need to view is in different workbooks you can use Arrange Windows commands to
view this data simultaneously. Tli&rrange A command can be found in th@Vindowg group on the
View tab. When selected, you can choose any of the four views: tiled, horizontal, vertical, or cascade.

Freeze Panes

oFreeze Panésnables you to make a specific portion of your worksheet static. Thisefsil when the
first row or column of your worksheet contains lahels when you want to compare specific cells to the
remaining data in the worksheet. The Freeze Panes command can be founddwitidowe group on
the Viewtab. This button acts as a tglp. When this option is enablethe dFreeze Panésbutton
changes taUnfreeze Panes.

Hide and Unhide Worksheets

If your workbook contains multiple worksheetmd you currently need to switch between a worksheet
located at the beginning of the workboand one located at the end of the workbook, rather than
spending a lot of time scrolling through the worksheets when switching back and yodtcan use the
oHide Worksheet option. The Hide and Unhide Worksheet commands can be found on the Format
menuin the 6Cellg group located on the Homiab.

8.0 - Printing

Now that you have created, formattednd manipulated the data in your workboojou are ready to
prepare your worksheet for printing. You can use layouts to preview the document as you pitefpare
printing.

The Page Layout Tab

The Page Layout tab is used for choosing layout, orientation, maagidpage settings.

O 2 - ¥ Bookl - Microsoft Excel - o x
H -
—/) Home Insert Page Layout Formulas Data Review View Add-Ins @ - @ X
j ECCHUFS ks B3y lj 7 N : % ,_JJ Width: Automatic - Gridlines |Headings 4 Bring to Front = Align ~
=l [A]Fonts - = Ll I : _J 41| Height: Automatic ~ || (¥ view | ¥ view 1 Send to Bac I8} Group
Themes Margins Orientation  Size Print Breaks Background Print o @
B Effects = - - +  Aresv - Titles || 7] Seale: 100% Print print || S, selection Pane ate

Themes Page Setup F] Seale to Fit T | Sheet Options [ Arrange

Page Margins

A page margin is the space between the data and the edge of the paper. Setting an appropriate
boundary for thispage margin is an important part of preparing your document for printing. Setting
page margins ensures your data or diagram will not exceed the edge of the page.nRagms are
defined automatically in all Excel documents, but you can adjust them witletpogsions or customize
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them by defining the margin width or height. Predefined and custoargins can be set using the
Margin drop down list found in théPage Setupgroup located on the Page Laydab.

Page Orientation

The data in your document can biésplayed vertically or horizontally by changing the page orientation.
The data in your document may be more visibly appealing if you change the orientation of the page.
Page orientation can be changed on tiitage Setupgroup located on the Page Laydab.

Page Breaks

Excel automatically determines how much data can fit on a page based ongiapgpage orientation,
manually inserted breaks, and number of pages. You can, however, manually insert page breaks to
change where your data appears when printed. Page Breaksbe set and removed in th@age

Setug group located on the Page Laydab. You can easily preview and change page breaks in Page
Break Previevayout.

Print Titles

When a workbook with multiple pages is printdtie data is often hard to read and uestand. To
resolve this you can sefprint titles so the column and row headings are printed on each page. The
OPrint Titles command can be found in th@Page Setupgroup located on the Page Laydab. Once
selected, you can specify the range of cilsprint titles in the Page Setup dialog box by typing the cells
in the range or selecting the cells in the workbook with the selection button.

Headers and Footers

You can use Headers and Footers to include consistent data on each of the printedidhgter itQ
page numbers, dates, or an organization lggpe information inheaders andooters make your printed
document visually appealingnd easy to organize. You can creatdeader orfooter within the Page
Setup dialog box, opened with tHaialog Box Launcher in thedPage Setupgroup located on the Page
Layouttab or by clicking in thdieader orfooter while in Page Layout View. You can create predefined
headers andooters using the options on the Header and Footer Design contextual tab, sredow.b

,an = ¥ Bookl - Microsoft Excel Header & Footer Tools
=Y
>

Home Insert Page Layout Formulas Data Review View Add-Ins Dresign

= B L) = LT' Different First Pag | scale with D t
= B ___j o 7 '\‘_;_‘,"' _;. [¥ i ol _41 mTerent Firs age cale wi ocumen

Header Footer Page MNumber Current Current File File  Sheet Picture Goto Different Odd & Even Pages || Align with Page Margins
- hd Mumber of Pages Date Time Path Mame Mame Footer

Header & Footer Header & Footer Elements Mavigation Options
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The Review Tab

The Review tab provides access to tools such as spell check, thesaurus, and comments.

(Do) H 92 - 5 Bookl - Microsoft Excel - = X
H -
- Home Insert Page Layout Formulas Data Review View Add-Ins @ - T X
- de Comment = &
A = + 4 Show/Hide Co ent Protect and Share Workbook
’? J)l E-lwagge (@t T T 8 B e
.3 Show All Comments @AIIUW Users to Edit Ranges
Spelling Research Thesaurus Translate New  Delete Previous MNext . ) Protect  Protect Share N
Comment Shawn Sheet Workbaok = Workbook L2 Track Changes ~
Proofing Comments Changes
Spell Check

The final step to prepare your document to print is to run a spell check. Spell check is located on the
Reviewtab and has not changed from earlier versions of Microsoft Office. speé check dialog box
displays words not recognized by Excel and contains various options to update your document and the
Spell Check feature.

Print Range

If you only need to print a padn of the data in your workshegyou can select a range of cells and use
the Print dialog box options to print only the selected cells. If you need to print a range frequently
can set a print area so that when you select print only this area witrinéed. You can set or clear the
Print Area with the drop down box in tii®age Setupgroup located on the Page Laydab.

Print Preview

Before printing you may want to check the visual appeal of your printed document with the Print
Preview option. Ant Preview can be accessed from the Print menu on the Microsoft Office Button.



Page]| 15

9.0 - Resources

Microsoft Excel Home Page:
http://office.microsoft.com/en-us/excel/FX100487621033.aspx

Microsoft Excel Help and How to:
http://office.microsoft.com/en-us/excel/FX100646951033.aspx

Microsoft Excel Templates
http://office.microsoft.com/en-us/templates/default.aspx

Microsoft Excel 2003 to Excel 2007 interactive command reference guide:
http://office.microsoft.com/assistance/asstvid.aspx?assetid=XT101493291033&vwidth=1044&vheigh
t=788&type=flash&CTT=11&0rigin=HA101491511033

Interactive command reference guide download:
http://www.microsoft.com/downloads/details.aspx?familyid=89718ABD-2758-47B3-9F90-
93788112B985&displaylang=en

lftSy 2@l :6Qa 9EOSt ¢ALk

http://www.excelresources.com/

Vertex™42- The Excel Nexus
http://lacher.com/search.htm



