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AN A3-1 ueasgluuuesns 1Fauug Excel

lnserting.\ﬂeleuns, and Renaming Sheets in a Workbook
::;Ju‘:::o::.siw insest new worksheets. chart sheets, or macrg sheets into 1
K
vl A
‘c o e R -
1983 Sales by Region
ar1l  ow2  arl  Qu4 Wl Qrz ox3  Ors  Tom
N $40 $48 $17 $40 8175
] 3. A ril:f $11 $35 $35 $38 $149
s .
] FarEas $47 $49 $19 $46 $191
7 [ Toal  N.$128  $13z $131_  $124  $51%
K Insen... 93 Sa!ex Charti <] | _»[j
1 Deleta
—1 Rename...
— Move or Capy...
1 Sel After you insert g new sheet you can rename
_ elect All Sheets the sheet by double-clicking the sheettab.
1 You can delete an unwanted sheet using the
.I:S shoricut menu.
,_H Close . l Practico>» | H

I}ﬂ'g"‘ﬂaﬂl__!_'fhai Mastar 85 Ve...f EMicrosoﬂWordm..,lMicmsoft Excerm...” Miciosoft Exce... gMicmsoﬂ CBY I ggﬂ B2 ‘

b a s 9/ 9 1 g 2 a v o~
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T3] 1988 i $1,000.00 1A Foyalumadaie MRasn thadeyannldouiildlszuiawa
d 1 ' 1 * 3 \ i 1
Aazildounalasddae 1wy seasauvesmildaolu 11 1988 Wudu anwaunsoiilugaruuns

Tsunsulsznnmsaims ademsanaaldeslaedn 1uTA (Automatic recalculating)
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Customizing Toolbars

Microsalt Excel provides several toolbars. each designed for specific tasks.
For example:

LR ude [i

| -

MRREE

You can easily modify these toolbars of create your own for the
buttons you use the most. ,

B My Tooibar !
=] W) 2] (2]#7]

Close | Prns;m.::ﬁiﬂ

[

,!ﬁl!'u-stalll 2 Thai Master 35 Ver.. Microsolt Word M... Microsoft Excel A1... ' Microsoft Excal . [ Microsolt CBT I jEm B I

544
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Filering a List Using AutoFilter

specific information.

Yeou can use the AutoFilter command on the Data menu to find rows that contain

Notfiltered. All rows are displaye E
i A | B ¢ [ D0 1 / |
1 |Salesperson Product Units Sales / ’
_2 {Suyama Dairy 690 $9.862 ||
3 |Dawialio Produce 5585 $5.720
"4 | Buchanan Dairy 9981 $668
T Davolio Produce 767 $6.711
I Suyama Produce 3400 $9.662
7 |Buchearan Dairy 587 $3.522
u—‘ Suyama Dairy 1239 $386
ZDﬂvnliu Produce 6740 $6.040
10 |Suyama Praduce 9435 $7.5E5
Filtered. Only rows that contain Davolio in the Salegperson column are displa
1 A B i c S E
1 Salesperson ¥ _Pmduct —L!_IUnits I_!_ Sales ¥
3 | Davolio Praduce 5585 $5.720
"5 | Davolio Produce 767 $6.711
"9 | Davolio Produce 6740 $6.010
T 13 | Davolio Dairy 3260 $6.805 [
1
Close l Demo > I

Microsolt'Word m. ..

l’;ﬂﬁ'u-ﬁtaﬂl Thai Mastes 95 Ve

Miciosolt Excel an... || 7] Micsasoft Excel... (i Mictosolt CBT

(En &3L|

M A5 asdeyavumnsiinmsiilsnauu EXCEL
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]
Entering Data i
You enter data in Microsoft Excel by selecling the cell or range. and then typing.
&
As you type. your enlry appe -
inthe formulabar. . |
N
i
B5 | DX1s] 234t
A B | ¢ | b
! Jan-93  Feb-93  Mar-93
2 | Payroll $27.540 27540 42854
3 | Commissior $1.234 $9.825 $8.875
4 Retirement $3.570 $3.304 $3.425
5 Insurance 2345

and in the cell Itself.

|

Close l Practice > I
iﬁ!'s‘u-SlaHL!ThaiMaster 35 Ver...l & Microsalt Word ... | EMMiciosaft Excel an.. ”Micm:oﬂ Excel... (3 Microsolt CBT ' JEn 830 ’

MNA3-6 MsimmsAumLtas U1 EXCEL
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Sorting a List

You can use the Sort command on the D ata menu to yeorganize your data
alphabetically, numerically, or chroriologically.

This listis sorted by ... and then by product
salesperson . ..

A ] B [ o) | D /

11| Salesperson 4 Product § Unils Sales

2 {Buchanan Dairy 4,997 $6.656
| 3 |Buchanan Dairy 587 $3.522
__j_ Buchanan Dairy 5.889 $4.953
j_ Buchanan Produce 5,847 $3.179
j_ Buchanan Produce 2.652 $6.715
| 7 | Davolic Dairy 767 $4.711

8 |Dawvolio Dairy 1,452 $8.310

I Eractic.:e > I

Lalueill

L
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3. nsWNU X, Y (XY graph) veiidnuaizadiofunsididuudszaiaiunsafii
1uswiazﬁgmmﬂﬂwﬂ:ﬂsznﬂuiﬂ xy dnaldlumsaSonfivuamwesieiimale
Wus 14 0lums TamanaBsudond 1990 udmsun

4. stacked bar AnvaEARIERUNT AL WATEA 1T LARIR stacked bar 9%

LAAIA T AU MU UAZAUYDIYDAA 1) ﬁnadnn1ﬂ‘i’s’ﬂﬁﬂgﬂvﬁuﬁrﬁu HARAUBA

' 0 A & y
oluuaas lasina Tasdwunamuiuianeg fu

Entering Formulas

Formulas perform operali_ons, such as addition, multiplication, and comparison,
on worksheet values, Using formulas can help you to analyze data on a worksheet,

\
Aperture Photography Studios ’
1 Photographer: AnnaVales( °
| 123 Lakeside Daily Fee: $8%0 )
Phoenix AZ 85021 Week of: 6/7-6412
!
Day Date Client Description Hours Total Fee A
i Mon 7-Jun  Smith Weddmg 5 I =($F$2/8)°EI ! ]
‘ Tue 8-Jun  Mahmood Graduation 3 Y
i Wed 9-Jun  Wwilson Charity ~ Banquet 3
i T l1hu 1 0-Jun Juarez Reunion 1
10 Fri 11-Jun Newhouse Graduation 2
T isat 1 2-Jun Hansen Child's Birf=t =
17— , A formuia always begins with an equal sigi
e W S To compute the total fee. this tormula com
- - - =77 | the daily fee to an houtly fee ard multiplie:
— result by the number of hours.
I . close |

!;Ial?;uosuntl 3 Thai Master 95 Var.‘.] ;KMicmsoltWotdm.“ I Microsnll Excelm... " Microsoft Excel. .. [ Miciosoft CBT I lEn 2
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Managing workbook Windows

Al one time, you can have oper . . _

.. .twowindows in ane sheet. |

= vl ﬁ =
B .[©.¢ [ |p° CE T s A ‘D'—'{P E"“T’ ' h
1 1993 Sales by Region R IR ad
2 ‘ q $47 40
3 | oot o&f buy Ot 5 $35 338
1 $40 $48 [$47 s10 _ ||l 6 t4g  s46 [1m

WA ¥[¥]\93 Sules ¥/ 93 Char /]

Hl {“ }l H|]:93 Sale_s‘ig §§ Chm:
e e e T W1}

450

$0

Salesin ‘93

Qw1 Qtr2 Qu3 Q4

W] 4] ¥| M]:. 93 Sals:

A

[6. Tfc | o |

A R |-

Product Ycar iy

Dairy 1992
Produce 1993
Produce- 1992

93 Chart

‘ another sheetin the same workbook .

Close l

N[ <[ P 0]\Products

jonth

Dec

Sales

7666
Sep 2956
Oct 8165

/Chart1/ |

—-r:

| another workbool \

Demo > |

Thee—ll

i}ﬂl‘!’u-muﬂ‘ 2 Thai Master 95 Vsr.,.l Z Microsolt Word an... I Bl Microsolt Excel ... "-@ Miciosoft Excel... . [ Microsoft CBY
== o — L A

[Ten ex

CT 105
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How a Workbook Works

Documents in Microsoft Excel are called workbooks. Workbooks keep the

sheets you need to use together in the same tile.

The warkbook name
is in the title bar.

11933 ~Sales by "Region

2
3 | 1993 ol (2 @i Qe o6,
4 | Europe $40 $48 $47 $40 $175
5 S Americe $41 $35 $35 $38 $149
s Far East $47 $49 $49 $46 $191
7 Total 3128 $132 $13 $124 $515

M 4] 2] M]* 93 Sales

92 Sales/{ Sales Cha A ]

| I

_J Tab scrolling butto

_| Sheettabs

Close

!

_j Tab splitbe

J iﬁniu-ﬁtarll B hai Maste: 95 Veru.“ mMicmsoflr\;/ord M. I ¥ Miciosoft Excel an... |

Pe

Tie—1T R

mo> I

Seeking a Specific Solution to a Formuta

Miciosoft Excel...

(¥ Microsoit CBT-

l ' Emvy Bd2- I

To find a specific value for a particular cell by adjusting the value of another celi,

use the Goal Seek command an the Tools menu.

Setucall: [$Cs6

Tavalue: - [aa0

By changing call: IsC’4

[ 13T TR

|

LA | ] | c | |
1 ! + —
2 Loan amount $100,000 Goal seeking will by different
EW Interest Rate 8% values in this cell..
[ 4 Term 1n Months 360 4
5] | .
d
-L Payment m M ‘ _ until this cell reaches $800:7
? the solution you're looking for.
I Close l

|§ﬁ|‘s"u-5lull B Thai Master 95 Ve] B Miciosorword ... | EMicmsolt Excel M. ” Mictosoft Excel.. . [ Microsoht CBT
T = ve—

1[en e2e |

550
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Creating Graphic Objects on Worksheets and Chans

Ellipse

You can use the buttons on the Drawing toolbar to create graphic obiects on your
worksheets and charts.

D

[ & ]

@i (| AWM -

-
=]

—
=y

-
nN

-
w

-
&

-
o

A | B
Oct
Boise $6,530
Bend $4.460

Yakima $1.893

armow

Double-heade

$0

$6.u00
$6.000
$4.000
$2.000

m

[

184 | FETRY

L

Freeform polygon

Textbox

2 Thei Master 95 Ver. | B Microsoft Word .. | BiMicrosctt Excelm... |[[2) Microsoft Excel.. (g Microsott BT
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(range) YRUFAA1) NiMUA 15U miAgaga-Srga lugumTeveuwaidoms iy (81..C12)
o
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AI06WMINHUALNY (range) THMTIMIMTIZITINYAINM A3 -7

A < 1 o b P o 2 Aa
ﬁﬂlu@ﬁ'ﬂ’]ﬂ’]ﬂﬂ‘lﬁ'ﬂ cell USAZ cell YUMTWVIMTUHTITHBNTDNIZUUNNYDOUDINU

U
¥
= M
U

Y o & o
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1. Alphameric data U4 en LA TBd 1 I IERan nuFauunge
kT
2. Numeric data 15U §@vuaad 31018 no510n15niaua1e
& d L o . smly o '
3. Formula %4991992111 mathematical formulas %38 string formular A1l A19E1
1 5/ & ar . ﬂ ¥
U3 19 Hant SUM , AVERAGE , MEDIAN 1iludu

ar 1 <o ] o
G‘l'.]ﬂU'N"UﬂQWQﬂ“l)'uuﬂzﬂ']'iﬂl“]gi}\'rlu‘l.luuwu“v’niAlﬂw'iﬂ‘\i

Function Aasult
General  Computational  Functions

@AVERAGE(M) Arithmetic mean of the
values in a list.

@COUNT (list) Number of nonblank entries
in a list.

@MAX(list) Largest value in a list.

@MIN(list) Smallest value in a list.

@SUM(list) Sum of each value in a list.

@NPV Calculates the net present
value of future cash flows.

@NA Avoids error messages when

cells with labels or blanks
are evaluated arithme-

tically.
Arithmetic ~ Functions
@ABS(v) Absolute value of an argu-
ment.
@EXP(v) @ (2.71828. ) to the power
specified by an argument.
@INT(v) Integer portion of an argu-

L

M A3-13 WedFumegisipazdsingluldsunsnlszianmnishmslaeial
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Tsunsamaanins 3 An {Three Dimensional Spreadsheet)
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Cutlining Worksheet Data

You can use outlines on worksheets to hide or show dilferent levels of information. -
Annual Sales Repont |§
Jan Feb Mar a1 :I

Cars  Compact 31.735.00 11,566.00 71.633.00 114.940.00

| -

Midsize  63.074.00 20.519.00 12.828.00  96.421.00
talCars  94.809.00 32.085.00 84.467.00 211.361.00
Trucks Minivans  90.156.00 B5310.00 24.513.00 200.019.00
Fullvans 8026000 18.206.00 6611500 164.581.00

Total Trucks  170.456.00 103.516.00 90.628.00 364,600.00
TotalSales  265.265.00 175.095.00  575.961.00

You can hide the details .

Annual Sales Report

...to create summary repol ' okl Qwe ‘ar3  Qtrd

" TotalCars * 211.361.00 278.287.00 28548400 304,379.00
Total Trucks  364.600.00 . 253,386.00 349.366.00 368.702.00 '
TotalSales  575961.00 531.673.00 634.850.00. £73.081.00

[
T ciose | _ Practiéas.|
| vhi-Stan. B Thai Mastes 95 Vi _| B Microsoft Word . .| BiMictosot Exceln...|[[2) Mictosoft Excel . (g Miciosol{CBTE [ Tenirdie: |
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Creating a Chart with the Chartwizard

Sales figures in

The Chartwizard guides you through the process of creating a chart.

YDu can preview your
chartin the Sample Chan
box in the ChartWizard.

L]

- close - |

worksheet
Qct Nov
$6.530 $7.290|  $8.315]
Bend $4.460 $5.978 $6.272
| Yakima $1.893 $2.346 $2.454
! ChartWizard button
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EdR< View [nsert- Fopmat -Jooks Data  Vindow ﬂelp-'

i) T e [ o o s
[ariai [e]fo [e](BJ2] nde
A3 | I . Linhide....
e. RV
A | B | € | D FesoPams
9923 —————————
%‘! 92 Sales by Region v TSUNMARYXLS
FISALESXLS: -
3 (1092 ol w? z ot -
4 |Europe §32 $35 $43 $35 §145 : .
_5 |S America ) a0 19 23 107
6 |Far East 46 54 43 46 195
7 |Total 5113 §119 $111 $104 §447
8
i
10
1

1 ing Data and ics from Other Applications

Tt

You can insett data or araphics from other
workbook. The inserted data is called an object.

L8 | TR

J Embed an object, such as
this Microsoft WwordArt logo. if v

ST SR , 1
want the objectio become parts
S 2 the workbook itself. |
f ﬁmdf cu'ea eﬁa —
2 Gir1 arz qus . ow4 [ -
7 Total Cars  s411.272 $456.369 . - 3375 632 $474.272f

12 | Total Trucks  $562,1B8 $421.981 355?358 $524.111%
14 Total Sales  $973,460 $876.350 $932,988 ' $998,387\

e

186, Strateqy Changes ! o
17 "
A proposal for opening international markets was pressnted to anoy*
18 ® Sales and Marketing VP's on March 5. Fard
19 white paper. available from Paul Brach. N - -
B We propose special summer catalogs for gay W Lmk an object. guch as this
f Microsoft Word document if you
. spring catalog. ! b
wantto retain the connedion to th

21
— 1 4 | source data or graphic.
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Setting the Dafault Chan

If you want most or all of the charts you create to have a cerntain look, you can
define a default chart. The default charn setting wili stay the same between
wotk sessions unless you change it.

P FirsL formatthe charl the way you want it.

{
March
300 $150.000 | my 1ame
48145000 Soid
150 .{s140,000:| * Avg.
' Price

-+$1356.000:
$130.000

A e

Default Chart Format :s,::

............ We—sammaal

Usethe curent Charti I

Then, choose the Options command from the
Tools menu. select the Chart tab. and define
your chart as the default chart.

April Home Sales m

Week| Homes Solt Avg. Price  create a chart. itwill
have the colors,
1 143 $135.103 formats, and
2 273 $133.193  chart type you
3 198 |$136.273 specified for the defa
_ — chart. Use the Defaull
4 14R $143.065  Chart button to quickly
' create a default chart
f Cloge |
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