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Beginning Excel 2003

Introduction

Excel is a spreadsheet program. It's the bean-counter of Office 2003. Excel activities include adding up
budget totals, calculating sales commissions, totaling enroliment, figuring loan payments, and performing
other math-oriented chores. Excel presents its’ data as a large table that consists of rows and columns

Excel Basics

When you first open up Excel, the worksheet appears. The default window will have three worksheets
present.
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Menus

Menus are used to perform specific activities and functions in Excel. The following menus are within

Excel:

Wigww Insert  Formak  Tools Data  Window

Eile | Edit

CerHM

1| Mew...

=

= Chrl+O

Chrl45

g B

Save as Web Page. ..
Save Workspace. ..

Filz Search. ..

Permission 3

Web Page Preview

Page Setup...
Print Area 3

Prink Prewview

agy'=

Prink... Chrl+P

Send To 3

Properties

1 ¥ Timesheets\MAST., \CurrentI TASchedule0304, old
2 W\ Timesheets\MASTERCIdywintO4copy. xls

3 %1 Timesheets\MAST., \CurrentI TASchedule0z03, xls
4 ¥\ Timesheets\MASTE. . \CurrentITAScheduleold. xls

Exit

Edit

la

bk F o<

ﬁ&_‘.

Vieww  Imsert  Farmat
Can't Undo Chrl+2
Can't Repeak Chrl+Y
Zuk ikl
Copy ki
Office Clipboard. ..

Paste Chrl4+y
Paste Special. .,

Paste as Hyperlink,

Fill 3
Clear 3
Delete. ..

Delete Sheet

Move or Copy Sheet. .,

i

=
4

[<][<]

Insert  Format  Tools

Marmal

Fane Break Preview

Task Pane Chrl+F1
Toolbars 3
Eormula Bar

Skakus Bar

Find. .. Chrl+F
Replace. .. Ckrl+H
Go To,.., Chrl+G
Links...
Chject

Header and Fooker, ..

Cormments

Cuskom Yiews., ..
Full Screen

ZOamm...
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Formak | Tools | Data  Window  Help

¥ spelling... F7
étl Research,., Alk+Click,

‘@) Error Checking. ..

Insert | Format  Tools v Speech 3

Cells... Shared Workspace, .,
Rows Share Workboak, .
Columns Track Changes k
‘Wiorksheet Compare and Merge Workbooks, .

Wl chart... Protection 3
Symbal... Cnline Collaboration 3
Page Break m‘ Tl o Data  Window Goal Seek. ..

Je Eunction. . r Cels... Chri+1 SCEnarios. .
Mame b Row » Faormula Auditing 3

- Comrnerk Calurn » Macro »
Picture r Sheet 3 fdd-Ins...

.3 Diagram... PtERETTEE 7 AutoCarrect Options. ..
Object... Conditional Formatting. .. Customize. .

W Hyperlink...  Ctrl+k Style... Options. ..

Format  Tools | Data | Window  Help
‘%l Sort...

Eilter 4

Farm...

Subtatals.. .

Validation...

Table. . . m Tools  Data  Wwindow | Help L

Text to Colurnns. .. . I:::j Wing::\' e Iﬂ @l S "
oo = Show the Office Assistant

Conso . £rrange. . Microsaft Office Online

Group and Cutline r Compare Side by Side with, .. Contact Us

i PivokTable and PivotChart Report.., Hide Azl oy Wkt

Import External Data » Unhide. .. Detect and Repair. ..

Lisk r Splik Activate Product...

ML 3 Freeze Panes Customer Feedback Options. ..

Refresh Data 1 Bookl Abaut Microsaft OFfice Excel
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Toolbars

Point to the toolbars and highlight each button on your toolbars to view a description.

E3 Microsoft Excel - Book1

E_] File Edit Wew Inserk Formak  Tools Data  Window  Help Type aquestion forhelp =/ 2 & X

=N - HE -0 -|B 7 u|EEESES %/E-5-A- F
A1 - f

Toolbars are used for quick access to functions. Toolbars can be either “anchored” i to one edge of the
screen or “floating” at any position on the screen. They can also be customized and/or created from
scratch.

Moving Toolbars
There are several methods of moving toolbars:

1. Click on # and drag the toolbar. The bar
can be moved to any location on the
screen. When the toolbar is away from the
stationary position, the bar will float and
can be moved around by the click and
drag method on the title bar.

2003 -

Worksheet Menu Bar

E_] File Edit Yiew Insert Farmat Tools Data  window  Help  Twpe aquestionforhelp « 2 & X

Adding and Removing Toolbars To add a toolbar to Wiew | Insert Format  Tools  Data  Window  Help
the desktop: Normal B 7 uU|=E=
1. Select View > Toolbars, then check a L Fage Bresk Preview

desired toolbar from the list.

2. When a toolbar has a check mark by it in | Standard
the View >Toolbars menu, then it is on the Header and Foater... Farmatting
desktop. To remove a floating toolbar from Zoom. .. Borders
the desktop, click on the close button at the Chart
upper right corner on the toolbar’s title bar
or uncheck the toolbar by going to the View
>Toolbars menu, and clicking on the

toolbar to uncheck it. Exit Design Mode
External Data

-

Toolbars

£

Caonkral Toolbox

Drawing

Farms

Formula Auditing
List

Picture
PivotTable

Praotection

wtl { Sheet2 £ Sheet3 / Reviewing
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Getting Help

If you run into a problem while using Excel there are a number of things you can do to get some additional
help.

1. Pressthe F1 key. That is the key that is located at the top left side of your keyboard. The F1 key
is above the number 2 and @ key.
2. Goto Help up on the Menu Bar and select Microsoft Excel Help.

H adobe PDF

| Lg;l Microsoft Excel Help F1

Microsaft Office Online
Contact Us
Customer Feedback Options. ..

About Microsoft Office Excel

b

3. The help tasks are shown in the task pane.
Excel Help % r X
CIRC A
Assistance

Search for:

[ 1>

&3 Table of Contents

Microsoft Office Online
Connect ko Microsoft Office
Cnline

Get the latest news about using
Excel

Automatically update Ehis list
From the web

More, ..

Q] Assistance
g?J Training

g& Communities
ﬁj Downloads

See also

What's Mew

Conkack Us

Accessibility Help

Cnline Content Setkings. ..
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4. Inthe Search for: field, type “create a sheet” and click on the right arrow.
Excel Help

S En

Assistance

Search Far;

||:reate a sheet

&3 Table of Cantents

5. The following information may appear depending upon the question asked. For help instructions,
click on the blue link that contains the information needed.

Search Results X
2 Nl

30 resulks Fram Qffice Online D,,—a

@) Insert a new worksheet =
Help = Formatking Workshests

@ Rename a workshest
Help = Formatting Worksheets

) Create atemplate |
Help = Templates

@ Fresze or lock rows and
colurins
Help » Arranging and Yiewing

@ Dema: Close the books
frticles = Finance

--t_)) Displaw or hide sheet tabs
Help = Formatting Worksheets

) Change the number of
worksheets in a new waorkbook,

Help = Arranging and Yiewing
t_)) Display ar hide a waorkbook ar

sheet

Help = Formatting Warksheets

@ Create named cell references
ar ranges on mulkiple
il

E

Search

|Min:rn:ns::nft Office Online | v|
&) Can't find it?

For additional help, a search may be done at Microsoft on-line or anywhere on the Internet as
well.
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Moving around in the Excel worksheet

Keep this cheat sheet handy!
(Reminder: Save often or shortcuts and subtotals may not be correct.)

To move from one cell to another cell using the keyboard

Press this To move:
- One cell to the right
«— One cell to the left
J One cell down
) One cell up
Ctrl + > To the right hand edge of the current region
Ctrl + « To the left hand edge of the current region
Ctrl=4 To the bottom edge of the current region
Ctrl+ T To the top edge of the current region
Home To the first cell in the row
Ctrl + Home To the first cell in the worksheet
Ctrl = End To the lowest right hand cell in the worksheet that
contains a data entry
Page Down One screen down
One screen up
Page Up
Alt = PgDn One screen to the right
Alt = PgUp One screen to the left
To move within a selected range
Tab To the right one cell
Shift + Tab To the left on cell
Enter One cell down
Shift + Enter One cell up
Keyboard Shortcuts
Alternate between displaying cell values and displaying cell formulas |[CTRL+" (single left quotation mark)
Calculate the active worksheet SHIFT+F9
Copy CTRL+C
Create a chart that uses the current range F11 or ALT+F1
Display the Format Cells dialog box CTRL+1
Display the Go To dialog box F5
Insert the current time CTRL+:
Insert today’s date CTRL+;
Open CTRL+O
Paste CTRL+V
Print CTRL+P
Save CTRL+S
Select all (when you are not entering or editing a formula) CTRL+A
Select the current column CTRL+SPACEBAR
Select the current row SHIFT+SPACEBAR
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Worksheet Basics
Rows, Columns and Cells

A cell is an individual box within the worksheet where data is entered. Worksheets consist of several cells.

A,
1
= | |
Rows go across the worksheet from left to right Columns go top to bottom
A | B [ ¢ | D | A | B
b = o March
SUsan 12555 16545 16543 Susan 12554

Ho ) e | D) B =

Cells are identified by their location using a number and letter system. For example, the cell shown in the
following figure is “C2.”

A | B | ¢ | D |
1 March Lo ay
2 |Susan 1255 16545 16545
3

The formula bar is used for entering data and formulas.

Arial
=517 -
A :
1 March April SEN
2 |Susan 12455 16545 16545
3

The following worksheet shows cell B3.

UM v X A& =E3
A | B c D
1 March April May
2 Susan 12555 16545 16545
3 . I=B3 I

Changing Worksheets
Every new document in Excel contains three worksheets. You can add and remove worksheets as well.

il a]

M 4 » »)Sheetl / Sheet? f Sheet3 /
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Adding, Moving and Deleting Sheets
Add a new sheet:
1. Select Insert > Worksheet (You may also right-click on a sheet and click insert.)

Be careful what sheet you have highlighted. The following may occur:

26

27
M4 r My ShEeEl 4 Sheet4 Sh,etz £ Sheeta /
Ready

To move a worksheet:
2. Select worksheet 4 until you get an arrow and a picture of paper.
2. Drag with your mouse sheet 4 and drop after sheet 3.
3. The sheets are now in numerical order.

To delete a worksheet:
1. Highlight sheet 4 and Select Edit > Delete Sheet
2. You may be prompted to permanently delete the sheet. Click OK.

Microsoft Excel .

! ‘_i., Diata may exist in the sheet(s) selected For deletion. To permanently delete the data, press Delete.

Cancel

Note: You may also right-click on the sheet and click on delete. There is no extra prompt to delete a
sheet.

Data Entry
Perform the following functions:

1. Clickonacell
2. Move through the sheet with arrow keys.
3. Use the tab key to move forward (hold shift and press tab to move backwards)
4. Pressing Enter will highlight the cell in the next row directly under the cell you originally highlighted.
5. Enter the number 30 in cell b2 on worksheet 1. Complete the worksheet as shown below.
A, B C
1 Total Students Classes
2 30 2
3 20 1
4 15 1
5 25 2
b 22 3
7 40 2
- =

Once the data for a cell has been entered, you can do any of the following: Select the return key, arrow

key or tab key to proceed to another cell.

Information Technology Services Support
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1. Select Sheet 2 and enter more data. Be careful to put your information in the correct rows and
columns. Use the example below for the new data.

A, B

1 Students

2 WWord 10
3 Excel 15
4 PowerFoint 18
5 Windows 20
_E' hac 05 I 12!

This worksheet shows that there are a specific number of students in each class type. Save your file.

Go back to worksheetl and edit some cells:
1. Click on cell b2 and type over existing data with 10
2. Double click cell b3 and change to 50.
3. Select cell b4 and make all changes from within the formula bar to 20

Aral - 1U

FiN B -
Total Students Clagsses

10

a0

|20 |

25

22

40

BRI | R —= | = b2

H=d o e | L b —

Note: to delete the contents of a cell you can click the space bar, use the backspace or click the delete
key. Save your workbook.

More practice

1. Open a new workbook.

1

a. Select the new workbook icon from the standard toolbar
Or
b. Goto File > New
2. Rename Sheet 1 to Practice
a. Double click on the Sheet 1 tab and type Practice (or, right-click and select rename)
3. Delete Sheet2 and Sheet3

a. Hold the Ctrl key and highlight Sheet 2 and Sheet 3 tabs. Release the Ctrl key, right-click

and select Delete

Information Technology Services Support
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4. Enter the following information on Practice sheet.

A | B | ¢ | D |

1 12 74 a6
2 15 B3 a3
3 36 12 27
4 a7 36 4
5 52 14 28
6 |

L ]
7

5. Add a column to the left of the worksheet (Al).
a. Click on the letter A at the top of the first column. This will highlight the entire column.
b. Right click on the letter A at the top of the selected column.
i. Select Insert

‘_\
[
[y
g

T

% 23 Copy
4 [ Paste
i Paste Special. ..
5]
7 Inserk
? Delete
| 9 | Clear Contents
10 |
11 2 Format Cells...
| 12 | Column Width. ..
% Hide
15 Unhide

6. Add two rows to the top of this worksheet.
a. Leftclick and drag across the row numbers 1 and 2 to the left of your worksheet. This will
highlight both rows.
b. Right click on the heading 1 or 2
c. Selectinsert

Sa Chpy
| | [ Paste

= Paste Special...

Insert

o Delete

Clear Conkents
|| 25 Format Cels. .,
H R.ow Height...
Hide

Unhide

Information Technology Services Support 12




Beginning Excel 2003

7.

8.

9.

In cell Al type in Widgets

In cell B2 type in January

In cell A3 type in Store 1

Fill Handle: move your mouse to the lower right-hand corner of a cell to get the fill handle as shown.
To use the fill handle, left mouse click and hold, drag until you reach the last cell to copy.

10.

11.
12.
13.

14.

15.

16.

Using the fill handle copy the month headings until you get March

Using the fill handle copy the stores down the rows until you get Store5.
In cell A9 type in Totals
In cell E2 type in Totals

Resize the columns

a. Columns and rows can be resized by putting your cursor between two column or row
headings until the cursor changes into a two headed cursor then left clicking and
dragging the rows or columns to the size you want

Or

b. Double clicking on the line between the columns or row headers

Merge and center the table title by dragging across cells Al to F1

a. Select the Merge and Center button from the formatting toolbar

Bold the word Widgets by selecting the word and clicking on the Bold button on the formatting

toolbar —

Your workbook should look like the following:

A | B | ¢ | D | E |
1 Widgets
2 Jdanuary February  March Totals
3 |Storel 12 74 ]
4 | Store2 15 B3 83
5 |Store3 36 12 27
B |Stored g7 36 41
7 |Stored 52 14 2a
5
8 [Totals

For more practice, insert another sheet and enter the same information. Use only the keyboard to move
between cells. Save the worksheet.

Information Technology Services Support
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Formulas

A formula is an equation that performs operations on worksheet data. Formulas can perform
mathematical operations, such as addition and multiplication, or they can compare worksheet values or
join text. Formulas can refer to other cells on the same worksheet, cells on other sheets in the same
workbook, or cells on sheets in other workbooks. The following example adds 25 to the value in cell B4
and then divides the result by the sum of the values in cells D5, E5, and F5.

Cell reference
Mumeric constant
Warksheet function

=(B4+25)/SUM{D5:F5)

Range reference

Divizion operator
Addition operator

Formulas calculate values in a specific order. A formula in Microsoft Excel always begins with an equal
sign (=). The equal sign tells Excel that the succeeding characters constitute a formula. Following the
equal sign are the elements to be calculated (the operands), which are separated by calculation
operators. Excel calculates the formula from left to right, according to a specific order for each operator in
the formula. You can change the order of operations by using parentheses.

In the example below, the parentheses around the first part of the formula force Excel to calculate B4+25
first and then divide the result by the sum of the values in cells D5, E5, and Fb5.

=(B4+25)/SUM(D5:F5)

Order of operations: parentheses, exponents, multiplication, division, addition and subtraction.

Calculation operators in formulas

Operators specify the type of calculation that you want to perform on the elements of a formula. Microsoft
Excel includes four different types of calculation operators: arithmetic, comparison, text, and reference.

Arithmetic operators To perform basic mathematical operations such as addition, subtraction, or
multiplication; combine numbers; and produce numeric results, use the following arithmetic operators.

Arithmetic
operator Meaning Example

+ (plus sign) Addition 3+3

— (minus sign) Subtraction 3-1

Negation -1

* (asterisk) Multiplication 3*3

/ (forward slash) Division 3/3

% (percent sign) Percent 20%

N (caret) Exponentiation 372 (the same as 3*3)

Information Technology Services Support 14
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Comparison operators You can compare two values with the following operators. When two values are
compared by using these operators, the result is a logical value, either TRUE or FALSE.

Comparison
operator Meaning Example

= (equal sign) Equal to Al=B1

> (greater than sign) Greater than Al>B1

< (less than sign) Less than Al<B1

>= (greater than or equal to  Greater than or equal to Al1>=B1

sign)

<= (less than or equal to Less than or equal to Al<=B1

sign)

<> (not equal to sign) Not equal to Al<>B1

Text concatenation operator Use the ampersand (&) to join, or concatenate, one or more text strings
to produce a single piece of text.

Text
operator Meaning Example
& (ampersand) Connects, or concatenates, two “North” & “wind” produce
values to produce one continuous “Northwind”
text value

Reference operators Combine ranges of cells for calculations with the following operators.

Reference
operator Meaning Example
: (colon) Range operator, which produces B5:B15
one reference to all the cells
between two references, including
the two references
, (comma) Union operator, which combines SUM(B5:B15,D5:D15)
multiple references into one
reference
Practice 1

Using what you've learned about formulas, manually enter data in the following Widgets cells.
1. Type the formula needed in cell B9, C9, and D9

2. Type the formula needed in cell E3, E4, E5, E6, E7 and E9

3. Type the formula needed in F3, F4, F5, F6, F7 and F9.

4. The worksheet totals should all add up correctly.

Information Technology Services Support 15
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Functions

Functions are predefined formulas that perform calculations by using specific values, called arguments, in
a particular order, or structure. For example, the SUM function adds values or ranges of cells, and the
PMT function calculates the loan payments based on an interest rate, the length of the loan, and the

principal amount of the loan (6% * 120pmts * Loan$).

Arguments Arguments can be numbers, text, logical values such as TRUE or FALSE, arrays, error
values such as #N/A, or cell references. The argument you designate must produce a valid value for that
argument. Arguments can also be constants, formulas, or other functions.

Structure The structure of a function begins with the function name, followed by an opening
parenthesis, the arguments for the function separated by commas, and a closing parenthesis. If the
function starts a formula, type an equal sign (=) before the function.

Equal =ign (if the function is at the beginning of a formula)

Function name
| Argumerts

—SUM{A10,B5:B10,50,37)

& comima separates each

Parerthezesz enclose arguments

argument

In another worksheet, fill in the following information or use an existing copy.

A | B | ¢ | D] E | F | & |
1 Widgets
2 January [February March Total FPercent of Total
3 [Store 1 12 74 a1
4 |Store 2 15 B3 83
5 |Store 3 36 12 27
B |Store 4 av 36 41
7 |Store 5 52 14 28
a
9 |Total
10

Use AutoSum to add the columns and rows.
Select cell B9

Select the AutoSum button from the standard toolbar 22

Select enter

A

I

5. Do the same thing to total each row.
6. Delete the 0 in cell E8

Creating a percent of total
1. Selectcell F3

Using the fill handle and copy the formula to the other cells. (click and drag)

Information Technology Services Support
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2. Inthe formula bar enter =E3/E9
a. To activate the cell select enter
3. To convert the decimal to a percentage

a. Highlight the cell and select the percent icon from the formatting toolbar -

4. Now copy the formula down
5. WHAT HAPPENED? Did you get #DIV/01? Read on!

Relative and Absolute References

Relative vs. absolute references Depending on the task you want to perform in Excel, you can use
either relative cell references, which are references to cells relative to the position of the formula, or
absolute references, which are cell references that always refer to cells in a specific location. If a dollar
sign precedes the letter and/or number, such as $A$1, the column and/or row reference is absolute.
Relative references automatically adjust when you copy them, and absolute references don't.

Relative references In the following example, cell B6 contains the formula =A5; Microsoft Excel finds the
value one cell above and one cell to the left of B6. This is known as a relative reference.

A B | A | B |
5 100] 5 100
F 2|:||:||:,.-1-..5 -| 5] 200 100
7 7

When you copy a formula that uses relative references, Excel automatically adjusts the references in the
pasted formula to refer to different cells relative to the position of the formula. In the following example,
the formula in cell B6, =A5, which is one cell above and to the left of B6, has been copied to cell B7. Excel
has adjusted the formula in cell B7 to =A6, which refers to the cell that is one cell above and to the left of
cell B7.

A | B | A | B |
5 100 5 100
B 200] 100, | & 200 100
7 |=AG 17 200

Absolute references If you don't want Excel to adjust references when you copy a formula to a different
cell use an absolute reference. For example, if your formula multiplies cell A5 with cell C1 (=A5*C1) and
you copy the formula to another cell, Excel will adjust both references. You can create an absolute
reference to cell C1 by placing a dollar sign ($) before the parts of the reference that do not change. To
create an absolute reference to cell C1, for example, add dollar signs to the formula as follows:

=A5*$C$1

Using the Widgets workbook, we need to make the second number in our formula absolute.

Cell F3 formula: ﬁ‘ :E3I$E$9

Place the cursor in the second cell reference before (E9)
Select the F4 key at the top of your keyboard

Select enter

Now copy the formula down

Delete the 0 from cell F8

Your table should like the following:

oukhwnE
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A E C D E | F |
1 Widgets
2 January [February March Total Fercent of Total
3 [Store 1 12 74 56 142 22%
4 |Store 2 15 B3 83 161 25%
5 |Store 3 36 12 27 75 12%
B |Store 4 av 36 41 164 26%
7 |Store 5 a2 14 23 94 15%
g
3 [Total 202 199 235 B35 100%
10

The #DIV/01 error message should now be cleared. Repeat this exercise to get a better understanding of
relative and absolute references.

Switching between relative and absolute references
relative references to absolute (and vice versa), select the cell that contains the formula. In the formula
bar, select the reference you want to change and then press F4. Each time you press F4, Excel toggles
through the combinations: absolute column and absolute row (for example, $C$1); relative column and
absolute row (C$1); absolute column and relative row ($C1); and relative column and relative row (C1).
For example, if you select the address $A$1 in a formula and press F4, the reference becomes A$1.

Press F4 again and the reference becomes $A1, and so on.

Examples of References

Farmula being copied

Reference {(Description)

Changes to

$0%1 (absolute colurn and absoluke row) $Aa51
A8%1 (relative column and absolute raw) T4l

$a1 (absolute column and relative row)  $43

a1 (relative column and relative row) 3

If you created a formula and want to change

Information Technology Services Support
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Tips

View Excel in another window.

1. Open My computer

ormpuker

2. Select Tools and then folder options.

¢ My Computer

File Edit ‘iew Faworites  Tools  Help

Map Mebwork Drive. ..
[ﬁ Disconnect Metwork Drive. ..
Synchronize. .. —

\_.«’:I ezl \_/'I

Address | i My Computer

Folder Options. .. M

— !
System Tasks — Hard Disk Drives

YWiew system information e Lacal Disk (1)

-'__:b &dd ar remaove prograns

3. The following window will appear.
Folder Options

General |View File Types | Offline Files

Tasks
(%) Show common tasks in folders
() Use Windows classic folders

Browse folders

E () Dpen each folder in the same window
() Open each folder in itz own window

Click items as follows
() Single-click to open an item [paint to select]
k Underling icon titles conzsistent with my browser
Underling icon titlez only when | point at them
(&) Double-click ta open an item [single-click to select)

Restore Defaults

[ Ok, H Cancel ] Apply

4. Make sure that Open each folder in its own window is selected. Select OK.

Information Technology Services Support
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Paste Special

Instead of pasting information from the clipboard, you may use Paste Special to copy only specific parts.

1. Highlight the cell that contains the information you want to copy.

2. Select Edit and copy.

3. Select Edit and Paste Special. This function will allow you to paste the information in a different

format.

For Example: Instead of copying all the cell information from cell B9 to cell C9 and D9, you can copy
specific information available from the Paste Special window.

Paste Special

Ax]

Paste
A | B | | D | lfg:).ﬁ._ll () walidation

1— A B C ") Eormulas ) All except borders
i 1 2 3 ) yalues ) Column widths
i 2 4 B ) Formats () Farrnulas and number Formats
i 3 B 3 () Comments () walues and number Formats
i 4 g 12 Operation
b 5 10 15 (%) None ) Multiply
7 O Add ) Divide
i ) Subtract
9 |Total 15 a0 45
ﬂ [] skip blanks [] Transpose
1

172 [ Paste Link ] [ Ok ] [ Cancel ]
Subtotaling

Always save the document before subtotaling. Your numbers may not add up correctly while analyzing
data. For more information, see Microsoft Excel Help “subtotal”. The various types of subtotaling are

beyond the scope of this class.

SUBTOTAL
L

Returns a subtaotal in a lisk or database, Ik is
generally easier to create a lisk with subkoka
the Subtotals command (Data menu). Cn
subkakal list is created, wou can modify it by
the SBTOTAL Function.

Syntar
SUBTOTAL{function_num, refl, refz, ..

Function_num is the number 1 ta 11 {inc
hidden walues) or 101 to 111 {ignores hidder
values) that specifies which Function bo use i
calculating subtokals wikhin a lisk,

Function_num  Function_num
(includes hidden {ignores hidden
values) values) Fur

1 1m &WE

4

Information Technology Services Support
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Page Setup to fix Margins.

If your Excel document needs to be adjusted for printing, then use specific settings in Page Setup.
1. Select File and then Page Setup.
2. Select the Margins tab.

Page Setup

Margins
Top: I

Eotkarn: 1"

(¢l <l

Left: 1 Right: 1"

(el <l <l

isutker: o isutter position: |Left

=

Orientakion

A)

Porkr ait Landscape

Pages :
Multiple pages: Mormnal B4

Presview
Apply ko

This section v

-

3. You will notice that under the category called, “margins”, you will find the settings for the various

sides of your document. You can also change the Orientation if necessary.

Correcting Errors

Take advantage of Microsoft Office Help whenever you have a question or problem about Excel. Use the

most common word, title or phrase for your question or problem.
For example: If you see a # sign in a cell, go to the Help and use English version “pound sign” for the
search.
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# Error in a cell

The problem is most likely that the cell is too narrow for the information to fit. Put your cursor between the

two columns to get the cross-arrow and double-click the column to resize. You may also follow the
directions listed in the Microsoft Excel help.

Correct a #5555 error

b s

Occurs when a column is not wide enough, ©
negative date or time is used,

Review the possible causes and solutions.

Possible causes and solutions

| P Coluran is not wide enough to display the
! '-I'-' J | content

P Dates and Hmes are negative numbers

#DIV/O! Error in a Cell
There are many possibilities for getting a #DIV/0! error in a cell. For the best solution, follow the
instructions in Microsoft Excel help.

Correct a ZDIV/O! error

Cccurs when a number is divided by zero (0.

2, Review the possible causes and solutions,

Possible causes and solutions
P Entering a formula that conkains explicit division by zero (00— for example, =50
P Using the cell reference to a blank cell or to a cell that contains zero as a divisor

PP Rurning & macro thak uses a Funckion or a Farrula Ehak returns #0101

1. Click the cell that displays the error, dlick the button that appears J and then click Trace Error if it appears,

Find
Are you ever trying to locate something in a very large Excel spreadsheet and it takes forever? Use

Windows Find and Replace feature. This function will not only find what you want in the spreadsheet, but

can replace it with another option as well.

1. Open a spreadsheet
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2. On your keyboard select Ctrl + F.
Find and Replace

Find Replace Go To

Find what: | : v

[T Highlight all items Found in:

Mare ¥ Mect Cancel

3. Type in what you want to find and select Find Next.
4. For this example, | would type 23486880 and select Find Next.

5. The cell that contains the information is highlighted.

D E F = i
Serialz Model  [Dperating SystemHardware Addresd Replac
23486924 E-3400 Win #P O0EOES30BEDE
234865596 E-3400 Win #P O0EDES30C017
23486550 E-3400 Win XP O0EOES30EFC3
23486917 E-3400 Win XP O0EOES30BFD1
23485922 E-3400 Win XP O0EOESS0EF1F
23485922 E-3400 Win XP Q0EOESS0CO1S
23486902 E-3400 Win #P O0EOBSZ0BCCE -

Find and Replace -

Find Replace L

Find what: 23486530 ¥

i

[ Find Al ][Eil'ldNE=><t | [ Close ]_

T A=A =TT T FF_ =TI T TR T T T IT T TTRF=7 T

6. If | wanted to replace the information, then select the Replace tab. You may find and replace at
the same time by selecting Replace.

Find and Replace

Find Replace
Find what: 23486580 B
Replace with: | 23486830 Ed
Feplace Al ] [ Replace ] [ Find All ] [ Eind Mexk ] [ Close ]
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#value Error in a Cell
There are many possibilities for getting a #value error in a cell. For the best solution, follow the
instructions in Microsoft Excel help.

Correct a #/ALUE! error

COccurs when the wrong bype of argument or operand is used,

2, Review the possible causes and solutions,

Possible causes and solutions

Entering texk when the Formula requires a number or a logical value, such as TRUE or FALSE
Entering ar editing an array Formula, and then pressing EMTER.

Entering a cell reference, a Formula, or a Funckion as an array conskank

Supplying a range to an operator or & function that requires a single value, not a range

IJsing a matrix that is nok valid in one of the makrix worksheet Funckions

A A A A

Running a macra thak enters a Funckion that rekurns #YALLE!

1. Click the cell that displays the error, click the button that appears J and then click, Trace Error if it appears,
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