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What is Excel and What Can It Do?

Excel is an excellent tool for keeping track of data and for data analysis.  The information can be typed by the user or retrieved from other sources.  It is a spreadsheet application that enables users to organize their data into lists and do lots of wonderful things with it, such as summarize data and make charts and graphs.  You can apply mathematical formulas allowing you to sum and average, find the minimum and maximum, calculate percentages – all with minimal effort – allowing you more time to analyze your data and spend less time manually calculating and presenting the information.  

Excel is primarily a number cruncher.  It is very good at doing math.  If you have a group of cells that need adding up, it’ll do it just fine.  If you change one of the cells, Excel will automatically recalculate the result!  (Word, for instance, doesn’t do that!)  If you have a group of cells that could best be exemplified by a chart, Excel makes it simple to present those cells as a chart, making it easier for you or your audience to more quickly assess their value or meaning.  If you collect large amounts of data about things, Excel can be used to narrow the focus of large quantities of data (filter), down to a few rows.

However, like most tools, it is best to have an understanding of how Excel works, how it acts, how it “thinks” and what is required of the user in order to best take advantage of the tools.  This workshop is geared to getting users started using Excel.  From a blank worksheet to printing, basic formulas to charts, this workshop is designed to familiarize end users with the basic tools that come with Excel, as well as tips and tricks and some tools usually taught at the 2nd level.  

Please note that, as with most Microsoft applications, there are two, three, (sometimes more) ways of doing the same thing.  In this workshop, we’re not going to try to show every way, just the basic ways.  

Workshop Objectives:

Upon completion of this workshop users will be able to:

Create, Save and Print workbooks

Enter/Edit data in Excel

Understand Undo and Redo

Understand and use basic formulas

Understand and use the AutoSum function

Move and Copy cells/formulas

Fix their toolbars (move/relocate)

Format data (including Paintbrush)

Print a worksheet

Send a workbook via Outlook

Upon completion of this workshop users will be exposed to:

Charting Data (demo only)

Sorting Data (demo only)

AutoFilter (demo only)

Getting Started

[image: image4.png]


Each time you open Excel, it automatically displays a blank spreadsheet document.  You can begin entering text, formulas, etc., or you can Open a document that already exists.  Either way, you are ready to begin!  Below is a blank Excel document (called a Workbook) with the significant parts labeled.  Two new features of Excel XP are the “Ask A Question” box and the Task Pane.   If the Task Pane becomes a “pain”, close it with the X in the top right corner of the Task Pane.  You can open or close it by navigating to View (in the Menu Bar) and choosing Task Pane.

There are 256 columns and 65,536 rows in an Excel worksheet.  A cell is the intersecting point between a row and column (A1, B4, etc.) and is displayed in the formula bar.  Excel starts each new document with three (3) worksheets, as a default.  You can have up to 256 worksheets in an Excel document, which is referred to as a Workbook.  A cell with a formula in it will display the result of the formula in the cell and the formula itself in the Formula Bar. To easily select the cells in all rows and columns, use the Select All button.  
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 The large plus sign is used to select cells.  

The left pointing arrow is used to move the contents of cells [image: image6.png]
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The thin plus sign is used to copy the contents of cells

Let’s begin a new document by closing the Task Pane (click the “x” or select View, Task Pane from the Menu Bar). 

Entering Text
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Click in cell A1 and follow the Instructor’s lead to enter the data as shown below.

Enter text by clicking in any cell, type, and then press [Enter].  The cursor will move to the cell below where you typed to allow you to type again or move to another cell.  You can also enter text and press one of the arrow keys or the [TAB] key to move the cursor off the cell the text was entered in.  

Notice that the title “Apex Candy Company Sales” is not confined to cell A1 – actually it is, but because there is no information in B1 or C1, Excel allows the information in A1 to “merge” through those other cells.  If you were to type something into cell B1 or C1, the title in A1 would be truncated.

You can navigate around a worksheet using the [Enter] key, the mouse, the arrow keys and the [TAB] key.  You can enter numbers using the numbers keypad, but you have to make sure the [Num Lock] key is on.
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Handy Tip!

Notice that text is left aligned, whereas numbers are right aligned.  In Excel, by default, numbers always line up along the right side of a cell, (you can change this), and text always left aligns.  It’s a great way to tell if a number you are looking at is a number or text format.  For instance, we never add up the Sum total of employees’ SSNs, so SSNs are usually are formatted as text, even though they look like numbers.  More on formatting later.

Saving a Workbook

People often ask “What’s the difference between Save and Save As?”  Save is used to save a document for the first time or to update a document you’ve made changes to.  If you are updating an already existing workbook, the Save command will not allow you to change the name and/or location.  Save As allows you to change the name and/or location of a document.  That’s true in all Microsoft applications.  Whether you choose Save or Save As, the dialogue box that opens will always be titled “Save As”.

To save a workbook, simply click File (in the Menu Bar) and select Save or Save As; name your file, and then tell it where to live.  Once you’ve selected Save or Save, the Save As dialogue box opens as shown below:
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· Name this file Apex Candy Company Sales.  Accept the default Save as Type. Click the drop down arrow Save in and choose Desktop.  This will place your workbook on your PC’s desktop.  
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Fixing Your Toolbars
When Microsoft introduced the Office 97 Suite of packages (Word 97, Excel 97, etc.) they changed the way toolbars are presented to end users.  Unfortunately, many users did not know about this and wrongly assumed their toolbars now had fewer tools than before.  

Microsoft claims they heard from end users that toolbars were too numerous and took up too much space on the screen.  To alleviate this, they instituted a new toolbar protocol:  instead of a Menu Bar that was stationary, with the Standard Toolbar and Formatting Toolbar under the Menu Bar, Office 97 products would have a non-stationary (floating) Menu Bar and the Standard and Formatting toolbars would be combined into one, with a tool to view the tools that used to be visible!!!  This led to mass user confusion/frustration which persists to this day!  
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The Old Way:  Standard and Formatting toolbars were on separate rows.  

The New Way:  Standard and Formatting toolbars are merged into one - separated by an anchor.  The anchor allows you to relocate a toolbar.  
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The New Way “Fixed”:  The toolbars are on separate rows.  Now all you have to do is drag and drop the anchor along that row to line it up on the left.
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To “fix” your toolbars:

· Find the anchor for the formatting toolbar

· Press and hold the right mouse button down on the anchor bar line, and drag the toolbar to below the standard toolbar

· Relocate the toolbar by dragging the anchor

Once “fixed”, your toolbars will stay like that every time you open Excel.

Basic Formulas

A formula is a mathematical expression that performs calculations on your data.  You can total the inventory items, salaries, etc.  You can find the highest or lowest values (Max and Min).  The nice thing about formulas is that if you change the data in one of the cells referenced in the formula, Excel will automatically recalculate the expression (formula).  

To write a formula, you MUST begin with the equal sign (=).  When Excel sees an equal sign at the beginning of a cell, it knows that what follows is a mathematical expression.  You use the cell reference (C2), not the data in the cell to write the formula.  If you want Excel to total the contents of C4 and D4, the formula would be:  =C4+D4.  You can use the minus sign (-), multiply (*), divide (/).  There are several ways to write formulas::

· writing the formula (typing)

· clicking the formula (using the mouse)

· using the arrow keys

With each of the above, the = sign must precede the formula.  Revise formulas by clicking on cell, edit the contents, and press Enter (or click the green check mark in the formula bar).

For our example, we wish to minus our Sold from our Stock.  

Writing a formula:

· In cell D5 type:  =B5-C5

· Press Enter or click the green check mark in the formula bar (answer is 65)

Clicking a formula:

· In cell D6, type the = sign (or click the = sign in the formula bar), then

· Click on B6

· Type a minus (-) sign

· Click on C6

· Press Enter or click the green check mark in the formula bar (answer is 54)

Using the arrow keys

· In cell D7, type the = sign (or click the = sign in the formula bar), then

· arrow to B7 (Excel will place dashed lines around the cell)

· Type a - sign (Excel will type B7 and return to the formula call)

· Arrow to C7 (Excel will place dashed lines around the cell)

· Press Enter or click the green check mark in the formula bar (answer is 38)

· Use any of the above techniques to create formulas for D8 and D9

· Save (update) your document
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AutoSum

The AutoSum tool (Sigma) is used to automatically create a SUM (total) formula for a range of cells that Excel proposes.  You can go with the range that Excel proposes, or change it.  You can also create a basic SUM formula and then edit the formula with a different function (Average, COUNT, etc.).

To use AutoSum:

· Click on the cell where the formula will reside (B10)
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Click the AutoSum button  
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If the range is acceptable, click AutoSum again.  If not, use you mouse to select a new range, then click the AutoSum button again.  

Excel looks straight up the column from where you are entering the formula and proposes to SUM all the cells above, up to the point it finds a blank cell or a cell with text (as shown above).  If you like what you see, click AutoSum again and Excel will write the formula and display the result.  If not, use your mouse to manually select cells that need to be summed.  It’s that easy!

· Click on cell C10 and create an AutoSum for the range C5 through C9

· Use Auto Fill to copy C10 to D 10

If you select a range of cells that need to be totaled, you can do so.  Then, when you click AutoSum, Excel will automatically create SUM formulas in each of the cells.  You can also use the AutoFill to make relative formula copies to other cells.  (See page 9.)
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Handy Tip!

Once you create an AutoSum, you can then edit the cell to make it an Average, Count, MIN, MAX, etc.  Just double click the cell with the formula and edit the contents.  Delete the word SUM and replace it with AVERAGE or COUNT, etc.  Click the green checkmark or press Enter.  Your formula will now perform the new function!

[image: image22.png]Apex Candy Company Sales;




Handy Tip!

Auto Calculate

The Auto Calculate feature is very cool!.  Try highlighting a few cells that contain numbers.  Now, observe the lower right corner of the status bar.  Right Click on blank area (or the number displayed) and choose SUM, Average, Count, etc.  The operator you select will stay in Auto Calculate.  Highlight other cells to see the calculation change in the Auto Calculate area.
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· Select cells D5 through D9 (use the big plus sign or use Click + shift click to select)

· Observe the status bar to see if Auto Calculate is invoked)

· Right click in the Status Bar (near the NUM indicator as shown above)

· Observe Choices and select SUM

· Highlight other cells and observe Auto Calculate – change options if desired

· Use Control + click to select non-adjacent cells and observe Auto Calculate

Using AutoFill

Once you’ve created a formula, you may want to repeat that formula in the adjoining cells.  The AutoFill tool does just that!.  It’s a thin, black plus sign that appears when you place your mouse on the bottom right hand corner of a cell or range.   When you hold down and drag the mouse using this tool (called the pull handle, or fill handle), Excel will copy the formula to the next cell – AND – will change the reference of the formula correctly.  This is called a relative formula copy.  It is a copy of a formula that takes into account that you want the same basic formula, only on a different set of cells.   

[image: image25.bmp][image: image26.bmp]
· Click on cell D5

· Place your mouse on the bottom right hand corner of the cell (as shown above)

· When you see the thin black plus sign, hold down the right mouse button and drag to your mouse to cell D9 and let go of the left mouse button

Relative vs. Absolute Formula References

Typically, users wish to add or subtract cells that are right next to each other.  When they copy the formula, they want Excel to automatically change the formula relative to the cell(s) they are copying from.  This is called a Relative Reference.  When we used Auto Fill, we took advantage of this Excel feature.  

Other times, users wish to create a formula that has, as one part of its formula, a cell whose reference cannot change, yet the rest of the formula can.  The is referred to as an absolute cell reference.  If, for example, you wanted to see what percentage of all On-Hand items were just Twix and then wanted to copy that to the other items, you would need to tell Excel that cell D10 cannot change, when the formula is copied.  To create an absolute cell reference, simply type (or click) the cell reference and then press the F4 Function Key.  The F4 Function Key will place dollar symbols ($) around the cell reference (e.g., $D$10), indicating that cell D10 cannot change if the formula is copied.  

· Click on cell E5

· Type =D5/D10

· Press the F4 Function Key

· Observe the formula Bar ($ signs now precede the D and the 10)

· Use Auto Fill to copy the formula to the other items

· Click to observe each formula – notice that D10 does not change in each formula)
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Complex Formulas

If you have a range of cells that need to be totaled, it can be a headache typing that many references (for instance =C4+D4+E4+F4).  Excel has Functions that allow you to apply formulas to a range of data.  Examples are:  SUM, MIN, MAX, COUNT, AVERAGE.  Auto Sum takes advantage of just one of these functions (SUMS).  See the Handy Tip on page 8.  You can also use the Function Wizard to create complex formulas (not covered in this course).  

Editing Data

As in all Microsoft applications, there are always two or three ways to do the same thing.  Below are different ways to edit data (text, numbers, dates, etc.).

· To replace the entire contents of a cell, simply click on a cell, then type new information and press [Enter].  

this will replace the data in the cell with your typing

· Double click on the cell or press the F2 Function Key, navigate to and edit the data and press [Enter]


this will allow you to edit all or some of the data

· Click in the Formula Bar, navigate to and edit the data and press [Enter] or click the green checkmark symbol in the formula bar
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this will allow you to edit all or some of a cell

The red X equals cancel (“never mind”, like escape), the green checkmark equals [Enter] and the = is one way to begin formulas.

[image: image30.bmp]Handy Tip!

If you accidentally begin to edit something that you don’t wish to edit, simply press the Escape [Esc] key on your keyboard.  That’s a great way to tell Excel “never mind”.  

[image: image31.bmp]In the bottom left corner of the Status Bar, Excel will display either:  Ready, Enter or Edit.  If there is no information in a cell, Excel is Ready to enter data.  If information already exists in a cell and you double click the cell (or use F2), Excel thinks you want to Edit the contents of the cell, and if you double click on a cell that has no data in it, Excel thinks you want to Enter data.  
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· Click on cell A1 and type hello

· DO NOT PRESS ENTER

· Press Escape

[image: image33.bmp]
· Edit Cell A1 to use your last 
name as the company name

· Change Baby Ruth to Kit Kat

· Delete the dash (-) from D4

Be careful – if Excel thinks you are in Edit or Enter mode, there are many things (commands) you won’t be able to do, such as Open, Print, Sort, Insert Rows, etc.  That’s because Excel thinks you are in the middle of doing something inside a cell and it can’t, for instance, insert a row inside a cell! Try it once (double click a cell) and look at your toolbars – many tools become inactive (unavailable).  Once you press Escape, Excel returns to Ready mode.

On Your Own

· Click on Sheet 2 in the document you are in

· Enter the information below starting at cell A1

· Enter a formula for Inventory Minus Sales

· Copy to the other candy items

· Enter an AutoSum for each column

· Copy the formula to the other columns

· Check the formulas 

· Save As:  My Own Sales

· Close the workbook

	My Own Candy Company Sales
	

	
	
	
	

	
	
	
	

	Candy    
	Inventory
	Sales
	On-Hand

	Good & Plenty
	120
	60
	

	Mounds
	95
	32
	

	Nutrageous
	162
	122
	

	Totals
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Handy Tip!

Shift + Click selects a range, Control + Click lets you be picky (select non-adjacent cells – cells that aren’t right next to each other).  


To increase or decrease the size of a selected range, use Shift + arrows.  

Note – Microsoft Press publishes a number of excellent reference books for Microsoft applications and are available at an excellent discount to UMB employees and students.  Contact Kent Buckingham at 6-0343 to get your copy.

Move Data

Excel makes it easy to Move data from one cell to another.  You can relocate data either by moving it, which we’ll cover now, or by cutting and pasting it, which we’ll cover next.  To move data from one cell to another, simply point the cursor to the boundary of a cell.  When you do, the cursor will change shape – into a left pointing arrow – this is the tool used to drag and drop the contents of a cell.  You can use the same technique to move a group of cells (called a range), but you first have to select the range, using the large plus sign indicated below.  
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Cursor symbols:

 The large plus sign is used to select cells.  

The left pointing arrow (when the cursor is on a cell or range border) is used to move the contents of cells [image: image36.bmp]
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The thin plus sign (when the cursor is pointed at the bottom right corner of a cell or range) is used to copy the contents of cells and to invoke AutoFill (see copy).  

To Move the contents of cell A1 to C1:

· Click on cell A1 (using the large plus sign)

· Point at the border of cell A1

· Hold down your left mouse button

· While holding down the left mouse button, drag the contents to cell C1

· [image: image38.png]Candy On-Hand
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 Release the left mouse button (this is called drag and drop)

Practice moving the contents of other cells and putting them back.

Moving a Range of cells:

· Use the big plus sign to select cells A4 through D10

· Point the cursor at any border of the selected range

· Hold down the left mouse button and drag and drop the range to G4.

· Release the left mouse button
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The selected range now begins at cell G4

Click anywhere away from the selected range.  

Reselect the range and Move it back starting at A4.

Cut &Paste

Another way to Move data from one location to another is to Cut it.  Sometimes the location of where you want your data to reside isn’t on the same screen as where it came from.  The difference between Cut and Move is that cutting places the data into the Clipboard before it moves it, forcing you to Paste it to a new location, whereas Move relocates it when the technique is used.

To Cut something and Paste it to another location:
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Select the cell or range of cells to be relocated

· Click the Scissors toolbar button (or choose Edit, Cut from the Menu Bar, or use the Quick Menu and choose Cut).  This will place your selection into the Clipboard.  


Note:  Flashing dashed lines will surround your selected area
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Click or navigate to the first cell of the area you wish to relocate the data to

· Click the Paste toolbar button (or choose Edit, Paste from the Menu Bar, or use the Quick Menu and choose Paste)

The data will now be relocated. 

Note:  The flashing dashes surrounding the selected cells indicate that information is in the Clipboard.  The Clipboard is an internal storage area for information users Cut or Copy.  In Excel, this information is immediately available until the flashing dashes stop flashing.  

To Cut the contents of cell A1 to C13:

· Click on cell A1 (using the large plus sign)

· Use the Scissors to Cut the contents and place it in the clipboard.  

· Click on cell A13 and Paste.  

[image: image42.png]A B

[Apex Candy Company Sales
Candy Stock  Sold _ On-Hand

Tuix 85 il 105
Mars 62 il 110
Snickers 50 52 142
Mounds 56 18 74
Baby Ruth 68 w0 108

Totals @



Undo/Redo
The Undo          button (a.k.a. the “oops” button), is used to reverse the last action – in most Microsoft applications (Excel, Word, etc.).  

· Click the Undo button to reverse the Copy you just performed.  Press Escape
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The Redo          button can be used to reverse your reversal (redo) – or to repeat your last action.  

The Quick Menu

[image: image44.bmp]The Quick Menu provides users with the commonly used commands for whatever you have selected – be it a single cell, a range of cells, a worksheet, toolbar, etc.  You invoke the Quick Menu by right clicking on something, then use the left mouse click to select the command, such as Cut, Copy, etc.  The illustration on the right shows the list of Quick Menu commands available when you select a range of cells.  

Be careful, it is very easy to select something, move your mouse away from that area and then right click.  If you do, the commands listed will be associated with the area your mouse has moved away to, not necessarily the area you wanted. 

Copy &Paste

There are several ways to copy data from one cell to another.  The easiest way is to select a cell or range and use the Edit, Copy command from the Menu Bar.  Then simply navigate to where you wish to have the data copied and choose Edit, Paste from the Menu Bar.  Like Cut, there is a toolbar button you can use to Copy, and you can use the Quick Menu.  

To Copy something and Paste it to another location:

· [image: image45.bmp]Select the cell or range of cells to be relocated

· Click the Copy toolbar button (or choose Edit, Copy from the Menu Bar, or use the Quick Menu and choose Copy). This will place your selection into the Clipboard.


Note:  Flashing dashed lines will surround your selected area

· [image: image46.bmp]Click or navigate to the first cell of the area you wish to relocate the data to

· Click the Paste toolbar button (or choose Edit, Paste from the Menu Bar, or use the Quick Menu and choose Paste)

The data will now be located here as well as the prior area.

To get rid of the flashing dashed lines, simply press the Escape key.

To Copy the contents of cell A1 to C13:

· Click on cell A1 (using the large plus sign)

· Use the Copy tool to Copy the contents and place it in the clipboard.  

· Click on cell A13 and Paste.  Press Escape
Control + ‘ (apostrophe key)

To quickly Copy data from one cell use Control + “.  Hold the Control key down with one hand and press the “ (apostrophe) key with the other hand.   Excel will copy the contents from the cell directly above the cell you are on into that cell.

Control + Drag (Copy Tool)

If the information you want to copy is not directly above the cell you wish to copy the data to, you can use the Control + Drag technique.  This tool allows you to copy the contents of one cell to another cell that is not adjacent to the source cell.  This is an expansion of the Move technique on page 7.  

To use Control + Drag:

· Use the big plus sign to select cell A13

· Point the cursor at any border of the cell

· While holding down the Control key, hold down the left mouse button and drag and drop the range to A1.

· Let go of the mouse.
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The selected range is now copied to a nonadjacent cell.  The content is NOT in the clipboard.

· Delete Cell A13

Insert/Delete Columns and Rows
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To insert an entire column, right click the column heading (A, B, C, etc.) and choose Insert from the Quick Menu.  Excel will insert a new column and move the existing columns to the right.  The same technique is used for rows.  Select the row heading (1, 2, etc.), right click and choose Insert.  Excel will insert a row and move existing rows down.  An alternative to the Quick Menu is to select a single cell, and choose Insert, Columns, from the Menu Bar.

To insert a column using the Quick Menu:

· Point to and right click on Column C and Choose Insert 

To delete a column, point at and right click a column and select Delete from the Quick Menu.  

· Delete the new Column C
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To insert a row using the Quick Menu:
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Point to and right click on row 9

· Choose Insert 

To delete a row, point at and right click a row, then select Delete from the Quick Menu. 

· Delete the new row 9.

Format Cells – Making it Look Pretty

Formatting a cell or cells changes the appearance, not the contents.  It’s a way of making data either more presentable (bold, italics, borders), or making it look the way we normally associate a given type of data (November 1, 2003 rather than 11/01/2003).  Many of the tools used are similar to ones found in Word, PowerPoint, etc.  However, because in Excel, we use many different types of data (numbers, text, dates, percentages, etc.), we have many more formatting options to choose from.  Here are the basics and beyond.

Formatting Text:

· Select the text (one cell or more)

· Use the toolbar buttons (Bold, Italics, Underline, Center, etc.)

or use the Menu Bar (which always gives you more choices)

· Select the text (one cell or more)

· Choose Format, Cells from the Menu Bar
· Choose one or more of the tabs (font, alignment, etc.), select your choices

· Click OK

Let’s first use the toolbar buttons and start with our Title.  Since it’s Text, we wish to make it bold, italic and 16 point font.
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Click on cell A1
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Click the toolbar button for Bold
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Click the toolbar button for Italics

· Click the toolbar button for Center

Notice that each of these was a separate operation. 

If you use the Menu Bar, you can apply multiple formatting changes, in one operation.  The nice thing about this is that Excel thinks of it as one change.  Clicking the Undo button (oops), reverses all of the changes, because Excel thinks they were one change!
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Now, let’s do the same thing using the Menu Bar
· Click on cell A1

· Click Format, Cells from the Menu Bar
· Select Bold, Italic from the Font Tab
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Select 14 for Size
· Click OK
Format Options

As you can see the picture above, there are several areas (tabs) you can apply formatting to.  They are:  Number, Alignment, Font, Border, Patterns, Protection.  Each of these tabs has several options available.  The key is that Excel will format whatever Excel thinks is selected!  For instance, if you are on a single cell, only the contents of that cells will be changed with whatever format(s) you choose.  If you select a range of data, the format(s) will affect only the cells selected.  This idea, that Excel does things to that which it thinks is selected, is a key part of understanding and working with Excel.  

At the beginning of this manual it was suggested that you enter your data, spell check it, save it, and then do your formatting.  Understanding the idea of how Excel works with selections, you can reduce the time you spend “making it look pretty”, while ensuring the consistency of the presentation of the information you are creating.  

Formatting a Range – The Click, Shift + Click Technique
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To format a range, one must understand how to select the range.  The most common way is to use the large plus sign      to select the 1st cell and then, while holding down the left mouse button, drag the mouse until the area you desire is highlighted.  Sometimes your data is too large to do this easily.  An alternative is the Click, Shift + Click technique.  Click on the cell that begins your desired area, then scroll down to view the cell that ends your desired selected area.  Hold the Shift key down and then click on the last cell in the area you want selected.  Excel will automatically select the area between the 1st and 2nd clicks – only if you hold the Shift key down before pressing the 2nd click!  Once you have selected a range, the same techniques used for formatting a single cell are available for a range.

Remember:  Shift + Click selects a range, Control + Click lets you be picky (non-adjacent).  To increase or decrease the size of a selected range, use Shift + arrows.  

Printing and Print Preview

When you are ready to print, do yourself a big favor and first do a preview.  Oftentimes what we think is a one page document is really a two-page document.  And it only gets worse.  That’s because of the default settings for the way the document is setup, hence Page, Setup.  So, when we’re ready to Print, there are really four areas that are of concern to us:

1. File, Print from the Menu Bar (or the toolbar button)

2. File, Print Preview  (or the toolbar button)

3. File, Page Setup from the Menu Bar (also accessible from within Print Preview)

4. View, Page Break Preview from the Menu Bar
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1.  The File, Print command allows you to set the “Properties” of a print job before sending.  Properties include:  the printer, number of copies, paper size, etc.  The Print toolbar button 
skips this and sends a document directly to a default printer.  It also has a “trap door” to the Print Preview tool, which has a “trap door” to the Page Setup tool.
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2.  File, Print Preview lets you “try it before you buy it”.  It provides many tools for setting up and previewing a document before sending it to the printer.

Next, Previous, Zoom, Print, Setup, Margins, Page Break Preview, Close and Help are the choices you have with Print Preview.

Next and Previous allow you to view multiple pages (if any)

Zoom allows you to “zoom in or out” your preview (use the magnifier to zoom in or out) 

Print opens the Print dialogue box

Setup allows you to change Page, Margins, Headers/Footers and Sheet options

Close will close the preview

Help opens the Help dialogue system

Page Setup

Whether you open Page Setup through the Menu Bar or through Print Preview, it works the same way.  Here are the different options you have:
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Page Break Preview
Another quick and easy way to change see what you will print before you print it is to use the Page Break Preview feature.  This feature allows you to drag and drop your print margins quickly and easily.  Simply turn on the feature, click OK at the prompt and then drag the blue border lines to the appropriate column and/or row and let go.  It’s that easy.
· Click on View, Page Break Preview, in the Menu Bar

· Read the dialogue box that appears and click OK

· Drag and Drop the column margin indicator line (colored blue) to the column and/or row desired

· What you see is what will print!
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Sending to Others via Outlook

You can send an Excel document (workbook) to other users while in Excel.  It’s easy – IF you are using MS Outlook.  You can send the document either as an attachment or in the body of your message.  Most people choose as attachment.  Here’s how.

· Save your document (in Excel, Word, etc)

· Click on File on the Menu Bar (while in Excel, Word, etc.)

· Move your mouse down to the Send To command

· When you see the arrow to the right of the Send To command, move your mouse to the right

· This will display the Send To options

· Choose (click on) Mail Recipient (As Attachment)
· An Outlook email will automatically open with the document as an attached file and your cursor in the To part of Outlook – ready for you to address the email

· Address the email using the To button or by typing the recipient’s name (for the class, choose citsinstructor) 

· Press [TAB] to get to the Subject area and type a subject line 

· Type Excel Class document.

· Press [TAB] to get to the message area and type any message you wish to send along with the document

· Click Send – it’s on its way!

That’s it!

Be careful – it you do not save the document first, it will be sent in the body of your message and NOT as an attached file.

Freeze Panes

Sometimes, not all the data you want to look at can be viewed at the same time.  Freezing Panes is a technique that allows users to "freeze" certain columns and rows to allow one to scroll to other areas of the sheet without losing site of the columns or rows desired.

To Freeze Panes, click in the cell below and to the right of the columns and rows you wish to keep in view (cell C2 in the example above).  Then click on Window, Freeze Panes and Excel will keep the rows above and columns to the left in view.  To Unfreeze Panes, simply click on Window in the Menu Bar and select Unfreeze Panes from the list.

Renaming Sheets

To rename a sheet tab, simply double click on the sheet tab, type the new name and then press the Enter key.  Make copies of the original sheet tab and use them to perform any of the techniques described in this workshop, naming them with the tools used (e.g., Filtered Data, Sorted Data, etc.).  Then, if you want to use another of the tools, copy the original again, rename it, and use that tool.  This way, each tool used has a dedicated working copy of the information.  This will be especially helpful when you wish to chart subtotals.   
Another way to copy a sheet tab is to Right Click the sheet tab (opens the Quick Menu) and select Rename from the list.  Type the new name and press Enter.

Basic Filtering (Demo Only)

AutoFilter is by far the coolest, easiest to learn and use tool in Excel’s toolbox!  It works just like the Sort tool.  Excel "searches" your database for the perimeters or boundaries of your data and assumes that the first row refers to the names of your data elements, fields, or columns.  Simply click on a single cell in your data area, and then click on Data, Filter, AutoFilter.  Use this same command to turn off AutoFilter.
Excel will place down-pointing arrows in each of your column headers, allowing you to click the arrow and get a "pick list" of the data found in that column.  When you click on one of the values in the list, Excel displays only rows that have that value in that column, “hiding” all other rows from view.  The down arrow for a column’s pick list will turn blue where the filter has been applied – that way you know which column you’ve filtered on.  You can filter on multiple columns.  The Status Bar (at the bottom left of the screen, below the sheet tabs) will indicate the number of records selected (e.g., 12 of 265 records found).  This is great if all you need is an answer!  And the best part about this is what you see is what you print!  To get the original data back, click the down arrow and select All from the pick list, or choose Data, Filter, Show All from the Menu Bar.  Try it!  You’re gonna like the way you look…

Create and Work with Charts (Demo Only)

Like the other advanced features of Excel (sort, filter, etc.), we rely on "selecting" in order to perform charting.  Unlike the other features though, charting requires the user to select the data to be charted.  Excel needs to know what information you wish to graphically represent.  The bottom line is, if you do not select a group of cells, or have a blank cell selected when you execute the chart command, Excel will give you exactly asked for - nothing!  Usually in the form of one big column or a chart with nothing in it!

For the purpose of this presentation, we will use the results from subtotaling to create a chart, apply formatting, and then save that format so we can apply it to other charts - saving us valuable time formatting in the future and creating consistency in the presentation of our charts.  

Charts typically represent summary data.  Instead of charting every student’s admission decision, we tend to chart admissions decisions by program, school, etc.  So somewhere along the line, we need to summarize data in order for a chart to be visually useful.

To chart the results of a subtotaled datasheet, simply select the first set of cells you want to chart.  Then, hold the Control key down with one hand and select, with the mouse, the cells that represent the corresponding data.  It is vital that you select the same number of rows from each column, and you do not select the grand total!  Otherwise you will get yuck!


Now press the F11 Function Key and Excel will create a new, separate sheet tab called a "chart sheet.”  The chart sheet is nothing more than the graphical representation of the selected data, on a separate sheet tab, and is tied directly to the data in the sheet you selected the data from.  Changes made to the data will automatically update the chart!  You can also use the Chart Wizard toolbar button to create chart sheets or charts within the data sheet.

As a default, Excel creates a standard two-dimensional Chart Type (from its list of available chart styles).  You can modify the chart type, add or modify titles, formatting and style of the chart.  Use the Chart Toolbar to access the most common tools for formatting a chart.  Please note that this toolbar initially may appear in the chart area and can be relocated by dragging it to the toolbar area.  Once "docked" in the toolbar area, the chart toolbar will always come up in the same location.  Use the line at the end of a toolbar to relocate it when docked.

You can change the chart to three-dimensional, pie or any of the standard styles of charts.  You can do this via the Chart Toolbar or by clicking on Chart in the Menu Bar and selecting Chart Type or Chart Options.  Make sure you have clicked on a part of the chart before using the Menu Bar.  The easiest way to format a chart is to Right Click on any part of the chart and select Format from the Quick Menu.  This menu will verify what part is to be formatted (i.e., Format Chart Area as shown below).



Sort Data with Toolbar Buttons (Demo Only)

Sorting data is very simple.  Click on a single cell in the column you want the information sorted by, then click one of the two Sort toolbar buttons as shown below (ascending or descending).  In the example, a descending sort was applied to date of birth (DOB).

Sort Data the Menu Bar (Demo Only)

The Sort Menu Bar allows you to apply more than one sort at the same time, up to three (3) levels.  It also assumes that the first row of your data is a "header row", namely, the names of the fields or columns of your data.

To use the Sort Menu Bar, simply click in a single cell in your data area, then click on Data, Sort from the Menu Bar.  When the Sort dialogue box appears, choose the column name for each column (header) desired and whether it should be sorted in ascending or descending order.  Note that Excel defaults to your data having a header row and you have the option to change it.

This example shows how Excel selects the data area.  Notice the first row is not selected - that's because it is considered a header row.  It will not be sorted with the rest of the rows. 

If you want to sort more than three, here’s a tip: write out the columns you wish to sort – left to right (on a sheet of paper).  Then sort the fields, 3 at a time, right to left! 

Windows Tips and Tricks

· As a general rule:  type it first, spell check, save it and then make it look pretty!  

· Windows loves selections:

When you select something in Windows, you tell the computer to ignore everything except that which is selected.  You select something and do something to whatever is selected.  This works in Word, Excel, PowerPoint, Outlook.    

· So, select the information and then apply the trick/technique (copy, format, etc.)

· In Word, use the formatting toolbar, the ruler and the show/hide toolbar as a substitute for Reveal Codes (for those suffering from Reveal Codes Withdrawal).

Alternative Keyboard techniques

	Control + C, X, V
	Copy, Cut, Paste a selection 

	Control + A
	Select All (in a document)

	Click + Shift/Click
	To select a range (Excel or Word)

	Shift + Arrow keys
	To increase or decrease a selection

	Control + Click
	To select non-adjacent cells (in Excel)

	Control + D
	Duplicate a drawing object

	Control + P
	To open the print dialogue box

	Control + F
	To open the Find dialogue box – this works on the Internet, and eUMB as well

	Control + S
	Save a document (Quick Save)

	Control + “
	Copies the data from the cell above (Excel only)

	Control + Arrow Keys
	Move a drawing object (nudge)

	Control + Delete
	To delete the word in front of the cursor

	Control + Backspace
	To delete the word in back of the cursor

	Control + F4
	To close a document

	Control + F6
	Toggle between open documents

	Control + Home
	Go to the top of the document

	Control + End
	Go to the bottom of the document

	F7
	Starts Spellchecker

	Shift + F7
	Open the Thesaurus

	F4 
	Repeat last action

	Double click gray area of ruler in Word
	Opens Page Setup Dialog box

	Alt+Tab
	Toggle between open applications


	Tab or Shift + Tab
	Move to the right or left between cells 
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Choosing Format or Chart lets you change individual area of the chart, or the entire chart.  





Right clicking gives you the Quick Menu.  The first choice is Format and will be specific to that which you right clicked on.





Chart Toolbar in "docked" position.





Press and hold the Control key and select, with the mouse, the cells that represent the numbers you are charting.  Include the header.  Notice the header cell is white, not black - that's OK.  Now press F11.





First, use you mouse to select your data - be sure to include the column header (title).
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�Handy Tip!


Use the Control + Click trick to Auto Calculate nonadjacent cells!





Right click the Status Bar to get the Quick Menu for Auto Calculate
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To adjust the width of a column (or row, place your mouse between the headers and drag right or left (or up or down)
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You can also double click the fill handle to automatically copy the formula along the column.  Excel will stop at the 1st blank cell it finds








To adjust columns or rows, drag  and drop the lines between the column/row.  Double click between them to “auto fit” them.  You can also select multiple columns/rows and double click between one of them to auto-fit all.  The Select All button is helpful.
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Change to Legal size for bigger print jobs
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