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Introduction

rle Excel 2007 All-in-One Desk Reference For Dummies brings together
plain and simple information on using all aspects of the latest and great-
est version of Microsoft Excel. It’s designed to be of help no matter how
much or how little experience you have with the program. As the preemi-
nent spreadsheet and data analysis software for the personal computer,
Excel offers its users seemingly unlimited capabilities too often masked in
technical jargon and obscured by explanations only a software engineer
could love. On top of that, many of the publications that purport to give you
the lowdown on using Excel are quite clear on how to use particular features
without giving you a clue as to why you would go to all the trouble.

The truth is that understanding how to use the abundance of features
offered by Excel is only half the battle, at best. The other half of the battle
is to understand how these features can benefit you in your work, in other
words, “what’s in it for you.” [ have endeavored to cover both the “how to”
and “so what” aspects in all my discussions of Excel features, being as clear
as possible and using as little tech-speak as possible.

Fortunately, Excel is well worth the effort to get to know because it’s defi-
nitely one of the best data processing productivity tools that has ever come
along. Its all new Ribbon user interface, Live Preview feature, and tons of
ready-made galleries make this version of the program the easiest to use
ever. In short, Excel 2007 is a blast to use when you know what you’re doing,
and my great hope is that this “fun” aspect of using the program comes
through on every page (or, at least, every other page).

About This Book

As the name states, Excel 2007 All-in-One Desk Reference For Dummies is a

reference (whether you keep it on your desk or use it to prop up your desk
is your business). This means that although the chapters in each book are
laid out in a logical order, each stands on its own, ready for you to dig into
the information at any point.

As much as possible, I have endeavored to make the topics within each
chapter stand on their own. When there’s just no way around relying on
some information that’s discussed elsewhere, I include a cross-reference
that gives you the chapter and verse (actually the book and chapter) for
where you can find that related information if you're of a mind to.
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Foolish Assumptions

Use the full Table of Contents and Index to look up the topic of the hour and
find out exactly where it is in this compilation of Excel information. You'll find
that although most topics are introduced in a conversational manner, [ don’t
waste much time cutting to the chase by laying down the main principles

at work (usually in bulleted form) followed by the hard reality of how you

do the deed (as numbered steps).

Foolish Assumptions

\NG/
vg,\\

I'm only going to make one foolish assumption about you and that is that you
have some need to use Microsoft Excel in your work or studies. If pushed, I
further guess that you aren’t particularly interested in knowing Excel at an
expert level but are terribly motivated to find out how to do the stuff you
need to get done. If that’s the case, then this is definitely the book for you.
Fortunately, even if you happen to be one of those newcomers who’s highly
motivated to become the company’s resident spreadsheet guru, you've still
come to the right place.

As far as your hardware and software go, I'm assuming that you already have
Excel 2007 (usually as part of Microsoft Office 2007) installed on your com-
puter, using a standard installation running under either Windows Vista or
Windows XP. Although most of the figures in this book all show Excel 2007
happily running on Windows Vista, you will see the occasional figure show-
ing Excel running on Windows XP in the rare cases (as when opening and
saving files) where it does make a difference as to which operating system
you’re using.

This book is intended only for users of Microsoft Office Excel 2007! Because of
the deep and significant changes to the user interface in Excel 2007, if you're
using any previous version of Excel for Windows (from Excel 97 through 2003),
the information in this book will only confuse and confound you, as your ver-
sion of Excel works nothing like the 2007 version this book describes.

So, please put this book down slowly and instead pick up a copy of Excel 2003
All-in-One Desk Reference For Dummies, published by Wiley Publishing.

How This Book Is Organized

Excel 2007 All-in-One Desk Reference For Dummies is actually eight smaller
books rolled into one. That way, you can go after the stuff in the particular
book that really interests you at the time, putting all the rest of the material
aside until you need to have a look at it. Each book in the volume consists of
two or more chapters consisting of all the basic information you should
need in dealing with that particular component or aspect of Excel.
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In case you're the least bit curious, here’s the lowdown on each of the eight
books and what you can expect to find there.

Book I: Excel Basics

This book is for those of you who’ve never had a formal introduction to the
program’s basic workings. Chapter 1 covers all the orientation material
including how to deal with the program’s new Ribbon user interface. Of special
interest may be the section on migrating to Excel 2007 from earlier versions
of Excel: This section is intended to ease users who have some experience
with earlier versions of Excel (97 through 2003) through the initial meeting
and the first moments of getting used to Excel’s new way of doing business.

Chapter 2 is your place to go to find out how to get online help in Excel.
Believe it or not, after you have the All-in-One basics down, some of the
online help topics actually start making sense!

Chapter 3 is not to be missed, even by those of you who do not consider
yourselves beginners by any stretch of the imagination. This chapter covers
the many ways to customize Excel and make the program truly your own.

It includes information on customizing the Quick Access toolbar as well

as great information on how to use and procure add-in programs that can
greatly extend Excel’s considerable features.

Book I1: Worksheet Design

Book Il focuses on the crucial issue of designing spreadsheets in Excel.
Chapter 1 takes up the call on how to do basic design and covers all the
many ways of doing data entry (a subject that’s been made all the more
exciting with the addition of voice and handwriting input).

Chapter 2 covers how to make your spreadsheet look professional and read
the way you want it through formatting. Excel offers you a wide choice of
formatting techniques, from the very simple formatting as a table all the
way to the now very sophisticated and super-easy conditional formatting.

Chapter 3 takes up the vital subject of how to edit an existing spreadsheet
without disturbing its design or contents. Editing can be intimidating to the
new spreadsheet user because most spreadsheets not only contain data
entries that you don’t want to mess up but formulas that can go haywire if
you make the wrong move.

Chapter 4 looks at the topic of managing the worksheets that contain the
spreadsheet applications that you build in Excel. It opens the possibility of
going beyond the two-dimensional worksheet with its innumerable columns
and rows by organizing data three-dimensionally through the use of multiple
worksheets (each Excel file already contains three blank worksheets to which
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How This Book Is Organized

you can add more). This chapter also shows you how to work with and
organize multiple worksheets given the limited screen real estate afforded
by your monitor and how to combine data from different files and sheets
when needed.

Chapter 5 is all about printing your spreadsheets, a topic that ranks only
second in importance to knowing how to get the data into a worksheet in the
first place. As you expect, you find out not only how to get the raw data to
spit out of your printer but also how to gussy it up and make it into a profes-
sional report of which anyone would be proud.

Book 111: Formulas and Functions

This book is all about calculations and building the formulas that do them.
Chapter 1 covers formula basics from doing the simplest addition to
building array formulas and using Excel’s built-in functions courtesy of the
Function Wizard. It also covers how to use different types of cell references
when making formula copies and how to link formulas that span different
worksheets.

Chapter 2 takes up the subject of preventing formula errors from occurring,
and, barring that, how to track them down and eliminate them from the
spreadsheet. This chapter also includes information on circular references
in formulas and how you can sometimes use them to your advantage.

Chapters 3 through 6 concentrate on how to use different types of built-in
functions. Chapter 3 covers the use of date and time functions, not only so
you know what day and time it is, but actually put this knowledge to good
use in formulas that calculate elapsed time. Chapter 4 takes up the financial
functions in Excel and shows you how you can use them to both reveal and
determine the monetary health of your business. Chapter 5 is concerned
with math and statistical functions (of which there are plenty). Chapter 6
introduces you to the powerful group of lookup, information, and text func-
tions. Here, you find out how to build formulas that automate data entry by
returning values from a lookup table, get the lowdown on any cell in the
worksheet, and combine your favorite pieces of text.

Book 1U: Worksheet Collaboration and Review

Book IV looks at the ways you can share your spreadsheet data with others.
Chapter 1 covers the important issue of security in your spreadsheets.
Here, you find out how you can protect your data so that only those to
whom you give permission can open or make changes to their contents.
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Chapter 2 takes up the subject of building and using hyperlinks in your Excel
spreadsheets (the same kind of links that you know and love on Web pages
on the World Wide Web). This chapter covers how to create hyperlinks for
moving from worksheet to worksheet within the same Excel file as well as for
opening other documents on your hard disk, or logging onto the Internet and
browsing to a favorite Web page.

Chapter 3 introduces Excel’s sophisticated features for sending out spread-
sheets and having a team of people review and make comments on them.

It also covers techniques for reviewing and reconciling the suggested
changes.

Chapter 4 is concerned with sharing spreadsheet data with other

programs that you use. It looks specifically at how you can share data

with other Office 2007 programs such as Microsoft Word, PowerPoint,

and Outlook. This chapter also discusses the role of Smart Tags in

enabling you to automatically bring information into your spreadsheets
from outside sources such as your Outlook Address Book and special

Web sites on the Internet, how to save Excel files in a bunch of other easily-
accessed file formats (PDF, XPS, and HTML), and how to publish them to
shared spaces.

Book U: Charts and Graphics

Book V focuses on the graphical aspects of Excel. Chapter 1 covers charting
your spreadsheet data in some depth. Here, you find out not only how to
create great looking charts but also how to select the right type of chart for
the data that you're representing graphically.

Chapter 2 introduces you to all the other kinds of graphics that you can have
in your spreadsheets. These include graphic objects that you draw as well as
graphic images that you import including clip art included in Microsoft Office
as well as digital pictures and images imported and created with other hard-

ware and software connected to your computer.

Book Vl: Data Management

Book VI is concerned with the ins and outs of using Excel to maintain large
amounts of data in what are known as databases or, more commonly, data
lists. Chapter 1 gives you basic information on how to set up a data list and
add your data to it. This chapter also gives you information on how to reor-
ganize the data list through sorting and how to total its numerical data with
the Subtotal feature.
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Chapter 2 is all about how to filter the data and extract just the information
you want out of it (a process officially known as querying the data). Here,
you find out how to perform all sorts of filtering operations from the sim-
plest, relying upon the AutoFilter feature, to the more complex that use
custom filters and specialized database functions. Finally, you find out how
to perform queries on external data sources such as those maintained with
dedicated database management software for Windows such as Microsoft
Access or dBASE as well as that run on other operating systems such as DB2
and Oracle.

Book VII: Data Analysis

Book VII looks at the subject of data analysis with Excel; essentially how to
use the program’s computational abilities to project and predict possible
future outcomes. Chapter 1 looks at the various ways to perform what-if sce-
narios in Excel. These include analyses with one- and two-input variable data
tables, doing goal seeking, setting a series of different possible scenarios,
and using the Solver add-in.

Chapter 2 is concerned with the topic of creating special data summaries
called pivot table reports that enable you to analyze large amounts of data
in an extremely compact and modifiable format. Here, you find out how to
create and manipulate pivot tables as well as build pivot charts that depict
the summary information graphically.

Book VIlI: Excel and UBA

Book VIII introduces the subject of customizing Excel through the use of its
programming language called Visual Basic for Applications (VBA for short).
Chapter 1 introduces you to the use of the macro recorder to record tasks
that you routinely perform in Excel for later automated playback. When you
use the macro recorder to record the sequence of routine actions (using the
program’s familiar menus, toolbars, and dialog boxes), Excel automatically
records the sequence in the VBA programming language.

Chapter 2 introduces you to editing VBA code in Excel’s programming editor
known as the Visual Basic Editor. Here, you find out how to use the Visual
Basic Editor to edit macros that you've recorded that need slight modifica-
tions as well as how to write new macros from scratch. You also find out how
to use the Visual Basic Editor to write custom functions that perform just the
calculations you need in your Excel spreadsheets.
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Conventions Used in This Book

This book follows a number of different conventions modeled primarily
after those used by Microsoft in its various online articles and help mate-
rials. These conventions deal primarily with Ribbon command sequences
and shortcut or hot key sequences that you encounter.

Excel 2007 is a sophisticated program with a whole new and wonderful user
interface, dubbed the Ribbon. In Chapter 1, I explain all about this new Ribbon
interface and how to get comfortable with its new command structure.
Throughout the book, you'll find Ribbon command sequences using the short-
hand developed by Microsoft whereby the name on the tab on the Ribbon
and the command button you select are separated by vertical bars as in:

Home | Copy

This is shorthand for the Ribbon command that copies whatever cells or
graphics are currently selected to the Windows Clipboard. It means that you
click the Home tab on the Ribbon (if it’s not already displayed) and then
click the Copy button (that sports the traditional side-by-side page icon).

Some of the Ribbon command sequences involve not only selecting a com-
mand button on a tab but then also selecting an item on a drop-down menu.
In this case, the drop-down menu command follows the name of the tab and
command button, all separated by vertical bars, as in:

Formulas | Calculation Options | Manual

This is shorthand for the Ribbon command sequence that turns on manual
recalculation in Excel. It says that you click the Formulas tab (if it’s not
already displayed) and then click the Calculation Options command button
followed by the Manual drop-down menu option.

Although you use the mouse and keyboard shortcut keys to move your way in,
out, and around the Excel worksheet, you do have to take some time to enter
the data so that you can eventually mouse around with it. Therefore, this book
occasionally encourages you to type something specific into a specific cell in
the worksheet. Of course, you can always choose not to follow the instructions.
When I tell you to enter a specific function, the part you should type generally
appears in bold type. For example, =SUM(A2:B2) means that you should type
exactly what you see: an equal sign, the word SUM, a left parenthesis, the text
A2:B2 (complete with a colon between the letter-number combos), and a right
parenthesis. You then, of course, have to press Enter to make the entry stick.
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When Excel isn’t talking to you by popping up message boxes, it displays
highly informative messages in the Status bar at the bottom of the screen.
This book renders messages that you see on-screen like this:

Calculate

This is the message that tells you that Excel is in manual recalculation mode
(after using the earlier Ribbon command sequence) and that one or more of
the formulas in your worksheet are not up-to-date and are in sore need of
recalculation.

Occasionally I give you a hot key combination that you can press in order to
choose a command from the keyboard rather than clicking buttons on the
Ribbon with the mouse. Hot key combinations are written like this: Alt+FS or
Ctrl+S (both of these hot key combos save workbook changes).

With the Alt key combos, you press the Alt key until the hot key letters appear
in little squares all along the Ribbon. At that point, you can release the Alt key
and start typing the hot key letters (by the way, you type all lowercase hot
key letters — I only put them in caps to make them stand out in the text).

Hot key combos that use the Ctrl key are of an older vintage and they work a
little bit differently as you have to hold down the Ctrl key as you type the hot
key letter (though again, type only lowercase letters unless you see the Shift

key in the sequence as in Ctrl+Shift+C).

Excel 2007 uses only one pull-down menu (the File pull-down menu) and one
toolbar (the Quick Access toolbar). You open the File pull-down menu by
clicking the Office Button (the four-color round button in the upper-left corner
of Excel program window) or pressing Alt+F. The Quick Access toolbar with
its four buttons appears to the immediate right of the Office Button.

All earlier versions of this book use command arrows to lead you from the
initial pull-down menu, to the submenu, and so on, to the command you ulti-
mately want. For example, if you need to open the File pull-down menu to get
to the Open command, that instruction would look like this: Choose Filew>
Open. This is the equivalent of Office Button | Open and Alt+FO. Commands
using the older command arrow notation rather than the vertical bar nota-
tion occur only in the tables in Chapter 1 for people upgrading to Excel 2007
from older versions of Excel.

Finally, if you're really observant, you may notice a discrepancy between the
capitalization of the names of dialog box options (such as headings, option
buttons, and check boxes) as they appear in the book and how they actually
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appear in Excel on your computer screen. [ intentionally use the convention
of capitalizing the initial letters of all the main words of a dialog box option
to help you differentiate the name of the option from the rest of the text
describing its use.

Icons Used in This Book
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The following icons are strategically placed in the margins throughout all
eight books in this volume. Their purpose is to get your attention, and each
has its own way of doing that.

This icon denotes some really cool information (in my humble opinion) that
if you pay particular attention to will pay off by making your work a lot more
enjoyable or productive (or both).

This icon denotes a tidbit that you ought to pay extra attention to; other-
wise, you may end up taking a detour that wastes valuable time.

This icon denotes a tidbit that you ought to pay extra attention to; other-
wise, you'll be sorry. I reserve this icon for those times when you can lose
data and otherwise screw up your spreadsheet.

This icon denotes a tidbit that makes free use of (oh no!) technical jargon.
You may want to skip these sections (or, at least, read them when no one
else is around).

Where to Go from Here

The question of where to go from here couldn’t be simpler — why, off to
read the great Rich Tennant cartoons at the beginning of each of the eight
books, of course. Then, go to Chapter 1 and find out what you're dealing
with. And, if you’re someone with some experience with earlier versions of
Excel, I want you to head directly to the section, “Migrating to Excel 2007
from Earlier Versions” in Chapter 1, where you find out how to stay calm as
you become familiar and, yes, comfortable with the new Ribbon user interface.

Which book you go to after that is a matter of personal interest and need.
Just go for the gold and don’t forget to have some fun while you’re digging!
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Chapter 1: The Excel 2007
User Experience

In This Chapter

v Getting familiar with the Excel 2007 program window
v Selecting commands from the Ribbon

1~ Starting and quitting Excel

v Getting around the worksheet and workbook

v Quick start guide for users migrating to Excel 2007 from earlier
versions

In Excel 2007, Microsoft introduces its brand-new Ribbon user interface to
everybody’s favorite spreadsheet program. This new interface is so
called because of its reliance on a new on-screen element called the Ribbon
as the means by which the vast majority of Excel commands are selected.

A testament to this fact is that this latest version of Excel now supports

just a single pull-down menu (the Office menu with common file commands)
and toolbar (the Quick Access toolbar) along with a handful of task panes
(Clipboard, Clip Art, and Research), a far cry from its earlier versions like
Excel 2003 with its 9 pull-down menus, over 20 built-in toolbars, and 10 stan-
dard task panes.

As part of the new and improved Excel 2007 user interface, the program
includes all sorts of graphical improvements. First and foremost is the Live
Preview feature that shows you how your actual worksheet data would
appear in a particular font, table formatting, and so on before you actually
select it. In addition, Excel now supports an honest to goodness Page
Layout view that displays rulers and margins along with headers and
footers for every worksheet and that has a zoom slider at the bottom of
the screen that enables you to zoom in and out on the spreadsheet data
instantly. Last but not least, Excel 2007 is full of pop-up galleries that make
spreadsheet formatting and charting a real breeze, especially in tandem
with Live Preview.
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Meet Excel’s Ribbon User Interface

When you first launch Excel 2007, the program opens up the first of three
new worksheets (named Sheet1) in a new workbook file (named Book1)
inside a program window such as the one shown in Figure 1-1.

The Excel program window containing this worksheet of the workbook is
made up of the following components:

4+ Office Button: When clicked, this button opens a pull-down menu con-
taining all the file-related commands including Save, Open, Print, and
Exit as well as the Excel Options button that enables you to change
Excel’s default settings.

4 Quick Access toolbar: You can click the Save, Undo, and Redo buttons
to perform common tasks to save your work and undo and redo editing
changes. You can also click the Customize Quick Access Toolbar button
to the immediate right of the Redo button to open a drop-down menu
containing additional common commands such New, Open, Quick Print,
and so on as well as to customize the toolbar, change its position, and
minimize the Ribbon.

4+ Ribbon: Most Excel commands are contained in the Ribbon. They are
arranged into a series of tabs ranging from Home through View.

4 Formula bar: The address of the current cell along with the contents of
that cell appears in this bar.

4+ Worksheet area: This area contains all the cells of the current work-
sheet identified by column headings, using letters along the top, and row
headings, using numbers along the left edge with tabs for selecting new
worksheets. You use a horizontal scroll bar on the bottom to move left
and right through the sheet and a vertical scroll bar on the right edge to
move up and down through the sheet.

4 Status bar: This bar keeps you informed of the program’s current mode
and any special keys you engage, and enables you to select a new work-
sheet view and to zoom in and out on the worksheet.

Making the most of the Office Button

At the very top of the Excel 2007 program window, you find the Office Button
(the round one with the Office four-color icon in the very upper-left corner
of the screen) followed immediately by the Quick Access toolbar.

When you click the Office Button, a pull-down menu similar to the one
shown in Figure 1-2 appears. This menu contains all the commands you need
for working with Excel workbook files, such as saving, opening, and closing
files. In addition, this pull-down menu contains an Excel Options button that
you can select to change the program’s settings and an Exit Excel button
that you can select when you're ready to shut down the program.
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Figure 1-3:
Excel’s
Ribbon
consists of
a series

of tabs
containing
command
buttons
arranged
into different
groups.

Ripping through the Ribbon

The Ribbon (shown in Figure 1-3) radically changes the way you work in
Excel 2007. You no longer need to memorize (or guess) which pull-down
menu or toolbar contains the command you want to use. The designers and
engineers at Microsoft came up with the Ribbon, which always shows you all
the most commonly used options needed to perform a particular Excel task.

Tab

Group Dialog Box Launcher

The Ribbon is made up of the following components:

4+ Tabs: Excel’s main tasks are brought together and display all the com-
mands commonly needed to perform that core task.

4+ Groups: Organize related command buttons into subtasks normally per-
formed as part of the tab’s larger core task.

4 Command buttons: Within each group that you select to perform a
particular action or to open a gallery from which you can click a particu-
lar thumbnail, you find command buttons. Note that many command
buttons on certain tabs of the Excel Ribbon are organized into mini-
toolbars with related settings.

4+ Dialog Box launcher: This button is located in the lower-right corner of
certain groups and opens a dialog box containing a bunch of additional
options you can select.

To get more of the Worksheet area displayed in the program window, you
can minimize the Ribbon so that only its tabs are displayed — simply choose
Minimize the Ribbon on the menu opened by clicking the Customize Quick
Access Toolbar button, double-clicking any one of the Ribbon’s tabs, or
pressing Ctrl+F1. To redisplay the entire Ribbon and keep all the command
buttons on its tab displayed in the program window, click Minimize the
Ribbon on the Quick Access Toolbar’s drop-down menu, double-click one of
the tabs, or press Ctrl+F1 a second time.
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When you work in Excel with the Ribbon minimized, the Ribbon expands
each time you click one of its tabs to show its command buttons, but that
tab stays open only until you select one of its command buttons. The moment
you select a command button, Excel immediately minimizes the Ribbon
again so that only the tabs display.

Keeping tabs on the Excel Ribbon

The very first time you launch Excel 2007, its Ribbon contains the following
seven tabs, proceeding from left to right:

4 Home: Use this tab when creating, formatting, and editing a spreadsheet.
This tab is arranged into the Clipboard, Font, Alignment, Number, Styles,
Cells, and Editing groups (see Color Plate 1).

4+ Insert: Use this when adding particular elements (including graphics,
PivotTables, charts, hyperlinks, and headers and footers) to a spread-
sheet. This tab is arranged into the Tables, Illustrations, Charts, Links,
and Text groups (see Color Plate 2).

4+ Page Layout: Use this tab when preparing a spreadsheet for printing
or reordering graphics on the sheet. This tab is arranged into the
Themes, Page Setup, Scale to Fit, Sheet Options, and Arrange groups
(see Color Plate 3).

4+ Formulas: Use this tab when adding formulas and functions to a
spreadsheet or checking a worksheet for formula errors. This tab is
arranged into the Function Library, Defined Names, Formula Auditing,
and Calculation groups (see Color Plate 4). Note that this tab also con-
tains a Solutions group when you activate certain add-in programs, such
as Conditional Sum and Euro Currency Tools — see Book I, Chapter 3 for
more on Excel add-ins.

4+ Data: Use this tab when importing, querying, outlining, and subtotaling
the data placed into a worksheet’s data list. This tab is arranged into the
Get External Data, Connections, Sort & Filter, Data Tools, and Outline
groups (see Color Plate 5). Note that this tab also contains an Analysis
group if you activate add-ins, such as the Analysis Toolpak and Solver
Add-In — see Book I, Chapter 3 for more on Excel add-ins.

4+ Review: Use this tab when proofing, protecting, and marking up a
spreadsheet for review by others. This tab is arranged into the Proofing,
Comments, and Changes groups (see Color Plate 6). Note that this tab
also contains an Ink group with a sole Start Inking button if you're run-
ning Office 2007 on a Tablet PC.

4+ View: Use this tab when changing the display of the Worksheet area
and the data it contains. This ta is arranged into the Workbook Views,
Show/Hide, Zoom, Window, and Macros groups (see Color Plate 7).
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Figure 1-4:
When you
select cer-
tain objects
in the work-
sheet, Excel
adds contex-
tual tools to
the Ribbon.

Although these seven tabs are the standard ones on the Ribbon, they are not
the only tools that can appear in this area. Excel can display contextual tools
when you’re working with a particular object that you select in the work-
sheet, such as a graphic image you’ve added or a chart or PivotTable you've
created. The name of the contextual tools for the selected object appears
immediately above the tab or tabs associated with the tools.

For example, Figure 1-4 shows a worksheet immediately after [ selected the
embedded chart. As you can see, doing this causes the contextual tool
called Chart Tools to be added to the very end of the Ribbon. Chart Tools
has its own three tabs: Design (selected by default), Layout, and Format.
Note too that the command buttons on the Design tab are arranged into
groups: Type, Data, Chart Layouts, Chart Styles, and Location.

The moment you deselect the object (usually by clicking somewhere on the
sheet outside of its boundaries), the contextual tool for that object and all of
its tabs immediately disappears from the Ribbon, leaving only the regular
tabs — Home, Insert, Page Layout, Formulas, Data, Review, and View —
displayed.

Contextual tab

—
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If you do a lot of work with macros (see Book XIII, Chapter 1) and XML files
in Excel, you’ll want to add the Developer tab to the Ribbon. This tab con-
tains all the command buttons normally needed to create, play, and edit
macros as well as to import and map XML files. To add the Developer tab to
the Excel Ribbon, follow these steps:

1. Click the Office Button to open its pull-down menu.

2. Click the Excel Options button at the bottom of the File pull-down
menu to open the Excel Option window.

3. Click the Show Developer Tab in the Ribbon check box in the Top
Options for Working with Excel section of the Popular tab and then
click OK.

Selecting commands on the Ribbon

The most direct method for selecting commands on the Ribbon is to click
the tab that contains the command button you want and then click that
button in its group. For example, to insert a piece of Clip Art into your
spreadsheet, you click the Insert tab and then click the Clip Art button to
open the Clip Art Task pane in the Worksheet area.

The easiest method for selecting commands on the Ribbon — if you know
your keyboard at all well — is to press the Alt key and then type the letter of
the hot key that appears on the tab you want to select. Excel then displays all
the command button hot keys next to their buttons along with the hot keys
for the dialog box launchers in any group on that tab (see Figure 1-5). To select
a command button or dialog box launcher, simply type its hot key letter.
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If you know the old Excel shortcut keys from versions Excel 97 through
2003, you can still use them. For example, instead of going through the
rigmarole of pressing Alt+HC to copy a cell selection to the Windows
Clipboard and then Alt+HV to paste it elsewhere in the sheet, you can

still press Ctrl+C to copy the selection and then press Ctrl+V when you're
ready to paste it. Note, however, that when using a hot key combination
with the Alt key, you don’t need to keep the Alt key pressed while typing the
remaining letter(s) as you do when using a hot key combo with the Ctrl key.

Adjusting to the Quick Access toolbar

When you first begin using Excel 2007, the Quick Access toolbar contains
only the following few buttons:

4+ Save: Saves any changes made to the current workbook using the same
filename, file format, and location.

4 Undo: Undoes the last editing, formatting, or layout change you made.

4 Redo: Reapplies the previous editing, formatting, or layout change that
you just removed with the Undo button.

The Quick Access toolbar is very customizable because you can easily add
any Ribbon command to it. Moreover, you're not restricted to adding buttons
for just the commands on the Ribbon; you can add any Excel command you
want to the toolbar, even the obscure ones that don’t rate an appearance on
any of its tabs. (See Book I, Chapter 3 for details on customizing the Quick
Access toolbar.)

By default, the Quick Access toolbar appears above the Ribbon tabs to the
right of the Office Button. To display the toolbar beneath the Ribbon above the
Formula bar, click the Customize Quick Access Toolbar button (the drop-down
button to the direct right of the toolbar with a horizontal bar above a down-
pointing triangle) and then click Show Below the Ribbon on its drop-down
menu. Doing this helps you avoid crowding out the name of the current work-
book that appears to the toolbar’s right.

Fooling around with the Formula bar

The Formula bar displays the cell address and the contents of the current
cell. The address of this cell is determined by its column letter(s) followed
immediately by the row number as in cell Al, the very first cell of each
worksheet at the intersection of column A and row 1, or cell XFD1048576,
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the very last of each Excel 2007 worksheet at the intersection of column

XFD and row 1048576. The contents of the current cell are determined by the
type of entry you make there: text or numbers if you just enter a heading or
particular value, and the nuts and bolts of a formula if you enter a calcula-
tion there.

The Formula bar is divided into three sections:

4 Name box: The left-most section displays the address of the current cell
address.

4+ Formula bar buttons: The second, middle section appears as a rather
nondescript button displaying only an indented circle on the left (used
to narrow or widen the Name box) with the Function Wizard button
(labeled fx) on the right until you start making or editing a cell entry,
at which time its Cancel (an X) and its Enter (a check mark) buttons
appear in between them.

4+ Cell contents: The third, right-most white area to the immediate right of
the Function Wizard button takes up the rest of the bar and expands as
necessary to display really, really long cell entries that won't fit in the
normal area.

The Cell contents section of the Formula bar is really important because it
always shows you the contents of the cell even when the worksheet does
not. (When you’re dealing with a formula, Excel displays only the calculated
result in the cell in the worksheet and not the formula by which that result is
derived.) You can edit the contents of the cell in this area at any time. By the
same token, when the Cell contents area is blank, you know that the cell is
empty as well.

Assigning 26 letters to 16,384 columns

When it comes to labeling the 16,384 columns
of an Excel 2007 worksheet, our alphabet with
its measly 26 letters is simply not up to the task.
To make up the difference, Excel first doubles
the letters in the cell's column reference so that
column AA follows column Z (after which you
find column AB, AC, and so on) and then triples

them so that column AAA follows column ZZ
(after which you get column AAB, AAC, and the
like). At the end of this letter tripling, the 16,384th
and last column of the worksheet ends up being
XFD so that the last cell in the 1,048,576th row
has the cell address XFD1048576.
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What's up with the Worksheet area?

The Worksheet area is where most of the Excel spreadsheet action takes
place because it’s the place that displays the cells in different sections of the
current worksheet and it’s right inside the cells that you do all your spread-
sheet data entry and formatting, not to mention the majority of your editing.

Keep in mind that for you to be able to enter or edit data in a cell, that cell
must be current. Excel indicates that a cell is current in three ways:

4+ The cell cursor — the dark black border surrounding the cell’s entire
perimeter — appears in the cell.

4+ The address of the cell appears in the Name box of the Formula bar.

4 The current cell’s column letter(s) and row number are shaded (in an
orange color on most monitors) in the column headings and row head-
ings that appear at the top and left of the Worksheet area, respectively.

Moving around the worksheet

Each Excel worksheet contains far too many columns and rows for all of its
cells to be displayed at one time. (It’s true, 17,179,869,184 cell totals equal an
illegible black blob, regardless of the size of your monitor.) Excel offers many
methods for moving the cell cursor around the worksheet to the cell where
you want to enter new data or edit existing data:

4 Click the desired cell — assuming that the cell is displayed within the
section of the sheet currently visible in the Worksheet area.

4+ Click the Name box, type the address of the desired cell directly into this
box, and then press the Enter key.

4+ Press F5 to open the Go To dialog box, type the address of the desired
cell into its Reference text box, and then click OK.

4 Use the cursor keys, as shown in Table 1-1, to move the cell cursor to
the desired cell.

4+ Use the horizontal and vertical scroll bars at the bottom and right edges
of the Worksheet area to move the part of the worksheet that contains
the desired cell, and then click the cell to put the cell cursor in it.

Keystroke shortcuts for moving the cell cursor

Excel offers a wide variety of keystrokes for moving the cell cursor to a new
cell. When you use one of these keystrokes, the program automatically
scrolls a new part of the worksheet into view, if this is required to move the
cell pointer. In Table 1-1, I summarize these keystrokes and how far each one
moves the cell cursor from its starting position.
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Table 1-1 Keystrokes for Moving the Cell Cursor

Keystroke Where the Cell Cursor Moves

— or Tab Cell to the immediate right.

« or Shift+Tab Cell to the immediate left.

) Cell up one row.

2 Cell down one row.

Home Cellin Column A of the current row.

Ctrl+Home First cell (A1) of the worksheet.

Ctrl+End or End, Cell in the worksheet at the intersection of the last column that has any

Home data in it and the last row that has any data in it (that is, the last cell of
the so-called active area of the worksheet).

PgUp Cell one screenful up in the same column.

PgDn Cell one screenful down in the same column.

Ctrl+— or End, —

First occupied cell to the right in the same row that is either preceded
or followed by a blank cell. If no cell is occupied, the pointer goes to the
cell at the very end of the row.

Ctrl+< or End, <

First occupied cell to the left in the same row that is either preceded or
followed by a blank cell. If no cell is occupied, the pointer goes to the
cell at the very beginning of the row.

Ctrl+T or End, T

First occupied cell above in the same column that is either preceded or
followed by a blank cell. If no cell is occupied, the pointer goes to the
cell at the very top of the column.

Ctrl+d or End, 4

First occupied cell below in the same column that is either preceded or
followed by a blank cell. If no cell is occupied, the pointer goes to the
cell at the very bottom of the column.

Ctrl+Page Down

Last occupied cell in the next worksheet of that workbook.

Ctrl+Page Up

Last occupied cell in the previous worksheet of that workbook.

Note: In the case of those keystrokes that use arrow keys, you must either use the arrows on the cursor
keypad or have the Num Lock key disengaged on the numeric keypad of your keyboard.

The keystrokes that combine the Ctrl or End key with an arrow key (listed in
Table 1-1) are among the most helpful for moving quickly from one edge to
the other in large tables of cell entries. Moving from table to table in a sec-
tion of the worksheet that contains many blocks of cells is also much easier.

When you use Ctrl and an arrow key to move from edge to edge in a table or
between tables in a worksheet, you hold down Ctrl while you press one
of the four arrow keys (indicated by the + symbol in keystrokes, such as

Ctrl+—).
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When you use End and an arrow-key alternative, you must press and then
release the End key before you press the arrow key (indicated by the comma
in keystrokes, such as End, —). Pressing and releasing the End key causes
the END indicator to appear on the Status bar. This is your sign that Excel is
ready for you to press one of the four arrow keys.

Because you can keep the Ctrl key depressed as you press the different
arrow keys that you need to use, the Ctrl-plus-arrow-key method provides a
more fluid method for navigating blocks of cells than the End-then-arrow-key
method.

You can use the Scroll Lock key to “freeze” the position of the cell pointer in
the worksheet so that you can scroll new areas of the worksheet in view with
keystrokes such as PgUp (Page Up) and PgDn (Page Down) without changing
the cell pointer’s original position (in essence, making these keystrokes work
in the same manner as the scroll bars).

After engaging Scroll Lock, when you scroll the worksheet with the key-
board, Excel does not select a new cell while it brings a new section of the
worksheet into view. To “unfreeze” the cell pointer when scrolling the work-
sheet via the keyboard, you just press the Scroll Lock key again.

Tips on using the scroll bars

To understand how scrolling works in Excel, imagine the worksheet is a
humongous papyrus scroll attached to rollers on the left and right. To bring
into view a new section of a papyrus worksheet that is hidden on the right,
you crank the left roller until the section with the cells that you want to see
appears. Likewise, to scroll into view a new section of the worksheet that

is hidden on the left, you crank the right roller until that section of cells
appears.

You can use the horizontal scroll bar at the bottom of the Worksheet area to
scroll back and forth through the columns of a worksheet. Likewise, you can
use the vertical scroll bar to scroll up and down through its rows. To scroll
one column or a row at a time in a particular direction, click the appropriate
scroll arrow at the ends of the scroll bar. To jump immediately back to the
originally displayed area of the worksheet after scrolling through single
columns or rows in this fashion, simply click the black area in the scroll bar
that now appears in front of or after the scroll bar.

You can resize the horizontal scroll bar making it wider or narrower by drag-
ging the button that appears to the immediate left of its left scroll arrow.
When working in a workbook that contains a whole bunch of worksheets, in
widening the horizontal scroll bar, you can end up hiding the display of the
workbook’s later sheet tabs.
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To scroll very quickly through columns or rows of the worksheet, hold down

the Shift key and then drag the mouse pointer in the appropriate direction

within the scroll bar until the columns or rows that you want to see appear

on the screen in the Worksheet area. When you hold down the Shift key as

you scroll, the scroll button within the scroll bar becomes really narrow, and

a ScreenTip appears next to the scroll bar, keeping you informed of the
letter(s) of the columns or the numbers of the rows that you're currently

whizzing through.

If your mouse has a wheel, you can use it to scroll directly through the

columns and rows of the worksheet without using the horizontal or vertical

scroll bars. Simply position the white-cross mouse pointer in the center of
the Worksheet area and then hold down the wheel button of the mouse.
When the mouse pointer changes to a four-point arrow, drag the mouse

pointer in the appropriate direction (left and right to scroll through columns

or up and down to scroll through rows) until the desired column or row
comes into view in the Worksheet area.

The only disadvantage to using the scroll bars to move around is that the

scroll bars bring only new sections of the worksheet into view — they don’t

actually change the position of the cell cursor. If you want to start making

entries in the cells in a new area of the worksheet, you still have to remem-

ber to select the cell (by clicking it) or the group of cells (by dragging
through them) where you want the data to appear before you begin

entering the data.
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One good reason for adding
extra sheets to a workbook

You may wonder why on earth anyone would
ever need more than three worksheets given
just how many cells each individual sheet con-
tains. The simple truth is that it's all about how
you choose to structure a particular spread-
sheet rather than running out of places to put
the data. For example, say you need to create a
workbook that contains budgets for all the var-
ious departments in your corporation; you may
decide to devote an individual worksheet to each

department (with the actual budget spread-
sheet tables laid out in the same manner on
each sheet) rather than placing all the tables in
different sections of the same sheet. Using this
kind of one-sheet-per-budget layout makes it
much easier for you to find each budget, print
each one as a separate page of a report, and, if
ever necessary, consolidate their data in a sep-
arate summary worksheet.
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Figure 1-6:
The Sheet
tab scroll
buttons,
sheet tabs,
and Insert
Worksheet
button
enable you
to activate
your work-
sheets and
add to them.

Surfing the sheets in a workbook

Each new workbook you open in Excel 2007 contains three blank work-
sheets, each with its own 16,384 columns and 1,048,576 rows (giving you a
truly staggering total of 51,539,607,552 blank cells!). But that’s not all, if ever
you need more worksheets in your workbook, you can add them simply by
clicking the Insert Worksheet button that appears to the immediate right of
the last sheet tab (see Figure 1-6).

Sheet tab scroll buttons Insert Worksheet

i

First sheet || Last sheet

Previous sheet- ~Next sheet

On the left side of the bottom of the Worksheet area, the Sheet tab scroll but-
tons appear followed by the actual tabs for the worksheets in your work-
book and the Insert Worksheet button. To activate a worksheet for editing,
you select it by clicking its sheet tab. Excel lets you know what sheet is
active by displaying the sheet name on its tab in boldface type and making
its tab appear to be on top of the others.

Don’t forget the Ctrl+Page Down and Ctrl+Page Up shortcut keys for select-
ing the next and previous sheets, respectively, in your workbook.

If your workbook contains too many sheets for all their tabs to be displayed
at the bottom of the Worksheet area, use the Sheet tab scroll buttons to
bring new tabs into view (so that you can then click them to activate them).
You click the Next Sheet button to scroll the next hidden sheet tab into view
or the Last Sheet button to scroll the last group of completely or partially
hidden tabs into view.



Figure 1-7:
The Status
bar displays
the pro-
gram’s
current
standing
and enables
you to
select new
worksheet
views.
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Taking a tour of the Status bar

The Status bar is the last component at the very bottom of the Excel pro-
gram window (see Figure 1-7). The Status bar contains the following areas:

4 Mode: This button indicates the current state of the Excel program
(Ready, Edit, and so on) as well as any special keys that are engaged
(Caps Lock, Num Lock, and Scroll Lock).

4 Macro Recording: This button (the red dot on a tiny worksheet) opens
the Record Macro dialog box where you can set the parameters for a
new macro and begin recording it (see Book XIII, Chapter 1).

4 AutoCalculate: An indicator that displays the Average and Sum of all the
numerical entries in the current cell selection along with the Count of
every cell in the selection.

4+ Layout: A selector that enables you to select between three layouts for the
Worksheet area: Normal, the default view that shows only the worksheet
cells with the column and row headings; Page Layout View, which adds
rulers and page margins, and shows page breaks for the worksheet; and
Page Break Preview, which enables you to adjust the paging of a report.

4 Zoom: A slider that enables you to zoom in and out on the cells in the
Worksheet area by dragging the slider to the right or left, respectively.

Mode button Autocalculate indicator  Zoom slider
Macro Recorder button Layout selector

The Num Lock indicator tells you that you can use the numbers on the numeric
keypad for entering values in the worksheet. This keypad is often separate
on the right side of a stand-alone keyboard connected to a desktop computer,
and embedded into the regular typing keys on almost all laptop computers.
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Launching and Quitting Excel

Excel 2007 runs under both the older Windows XP operating system and the
brand-new Windows Vista operating system. Because of changes made to
the Start menu in Windows Vista, the procedure for starting Excel from this
version of Windows is a bit different from Windows XP.

Starting Excel from the Windows Uista Start menu
You can use the Start Search box at the bottom of the Windows Vista Start
menu to locate Excel on your computer and launch the program in no time
at all:

1. Click the Start button on the Windows taskbar to open the Windows
Start menu.

2. Click the Start Search text box and type the two letters ex to have
Vista locate Microsoft Office Excel 2007 on your computer.

3. Click the Microsoft Office Excel 2007 option that now appears in the
left Programs column on the Start menu.

If you have more time on your hands, you can also launch Excel from the
Vista Start menu by going through the rigmarole of clicking Start | All
Programs | Microsoft Office | Microsoft Office Excel 2007.

Starting Excel from the Windows XP Start menu

When starting Excel 2007 from the Windows XP Start menu, you follow these
simple steps:

1. Click the Start button on the Windows taskbar to open the Windows
Start menu.

2. With the mouse, highlight All Programs on the Start menu and then
click Microsoft Office on the Start continuation menu before clicking
the Microsoft Office Excel 2007 option on the Microsoft Office contin-
uation menu.

Pinning Excel to the Start menu

If you use Excel all the time, you may want to make its program option a
permanent part of the Windows Start menu. To do this, you pin the program
option to the Start menu (the steps for doing this are the same in Windows XP
as they are in Windows Vista):



1.
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Start Excel from the Windows Start menu.

In launching Excel, use the appropriate method for your version of
Windows as I outline earlier in this chapter.

After launching Excel, Windows adds Microsoft Office 2007 to the
recently used portion on the left side of the Windows Start menu.

2. Click the Start menu and then right-click Microsoft Office Excel 2007

to open its shortcut menu.

3. Click Pin to Start menu on the shortcut menu.

After pinning Excel in this manner, the Microsoft Office Excel 2007 option
always appears in the upper section of the left-hand column of the Start
menu. You can now launch Excel simply by clicking the Start button and
then clicking this option.

Creating an Excel desktop shortcut
for Windows Vista

Some people prefer having the Excel Program icon appear on the Windows
desktop so that they can simply double-click the program icon to launch
Excel. To create an Excel program shortcut for Windows Vista, follow these
steps:

1.

Click the Start button on the Windows taskbar.

The Start menu opens where you click the Start Search text box.

. Click the Start Search text box and type excel.exe.

Excel.exe is the name of the executable program file that runs Excel.
After finding this file on your hard drive, you can create a desktop short-
cut from it that launches the program.

. Right-click the file icon for the excel.exe file at the top of the Start

menu and then highlight Send To on the pop-up menu and click
Desktop (Create Shortcut) on its continuation menu.

A shortcut named excel.exe - Shortcut appears on your desktop. I sug-
gest renaming the shortcut to something a little more friendly, such as
Excel 2007.

. Right-click the excel.exe - Shortcut icon on the Vista desktop and then

click Rename on the pop-up menu.

. Replace the current name by typing a new shortcut name, such as

Excel 2007 and then click anywhere on the desktop.
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Creating an Excel desktop shortcut for Windows XP

If you're running Excel 2007 on Windows XP, use the following steps to create
a program shortcut for your desktop:

1.

Click the Start button on the Windows taskbar.

The Start menu opens the Search item.

. Click Search in the lower-right corner of the Start menu.

The Search Results dialog box appears.

. Click the All Files and Folders link in the panel on the left side of the

Search Results dialog box.

The Search Companion pane appears on the left side of the Search
Results dialog box.

. Type excel.exe in the All or Part of the File Name text box.

Excel.exe is the name of the executable program file that runs Excel.
After finding this file on your hard drive, you can create a desktop short-
cut from it that launches the program.

. Click the Search button.

Windows now searches your hard disk for the Excel program file. After
locating this file, its name appears on the right side of the Search Results
dialog box. When this filename appears, you can click the Stop button in
the left panel to halt the search.

. Right-click the file icon for the excel.exe file and then highlight

Send To on the pop-up menu and click Desktop (Create Shortcut) on
its continuation menu.

A shortcut named Shortcut to excel.exe appears on your desktop.

. Click the Close button in the upper-right corner of the Search Results

dialog box.

After closing the Search Results dialog box, you should see the icon
named Shortcut to excel.exe on the desktop. You should probably
rename the shortcut to something a little friendlier, such as Excel 2007.

. Right-click the Shortcut to excel.exe icon and then click Rename on

the pop-up menu.

. Replace the current name by typing a new shortcut name, such as

Excel 2007 and then click anywhere on the desktop.

After creating an Excel desktop shortcut on the Windows XP desktop, from
then on, you can launch Excel by double-clicking the shortcut icon.
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Adding the Excel desktop shortcut to the Windows Book |

Ouick Launch toolbar Chapter 1

If you want to be able to launch Excel 2007 by clicking a single button, drag
the icon for your Excel Windows Vista or XP desktop shortcut to the Quick
Launch toolbar to the immediate right of the Start button at the beginning of
the Windows taskbar. When you position the icon on this toolbar, Windows
indicates where the new Excel button will appear by drawing a black, verti-
cal I-beam in front of or between the existing buttons on this bar. As soon as
you release the mouse button, Windows adds an Excel 2007 button to the
Quick Launch toolbar, which enables you to launch the program by a single-
click of its icon.
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L00Z |139X3 3y

a ’ a a a
When it’s quitting time
When you’re ready to call it a day and quit Excel, you have several choices
for shutting down the program:

4+ Click the Office Button followed by the Exit Excel button.
4 Press Alt+FX or Alt+F4.

4 Click the Close button in the upper-right corner of the Excel program
window.

If you try to exit Excel after working on a workbook and you haven’t saved
your latest changes, the program beeps at you and displays an alert box
querying whether you want to save your changes. To save your changes
before exiting, click the Yes command button. (For detailed information on
saving documents, see Book I, Chapter 2.) If you’ve just been playing around
in the worksheet and don’t want to save your changes, you can abandon the
document by clicking the No button.

Migrating to Excel 2007 from Earlier Uersions

If you're a brand-new Excel user, you're going to take to the program’s
new Ribbon User Interface like a duck to water. However, if you're coming
to Excel 2007 as a dedicated user of any of the earlier Excel versions
(from Excel 97 all the way through Excel 2003), the first time you launch
Excel 2007 and take a gander at the Ribbon, you're probably going to feel
more like someone just threw you into the deep end of the pool without a
life preserver.
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Don’t panic! Simply use this section of the chapter as your Excel 2007 floata-
tion device. It’s intended to get you oriented, keep your head above water,
and have you swimming with the new interface in no time at all. Just give me
five minutes of your precious time and I promise I'll have you up and running
with Excel 2007 and maybe even smiling again.

First, the bad news: There is no Classic mode in Excel 2007 that will magi-
cally turn that fat, screen real estate-stealing Ribbon back into those sleek
and tried-and-true pull-down menus (thanks Microsoft, I needed that)!
After the wonderful designers and engineers at Microsoft got through
dumping all the pull-down menus and toolbars that you worked so dili-
gently to master, there was just nothing left for them to hang a Classic
mode onto.

Now, for the good news: You really don’t need a Classic mode — you just
need to find out where those scoundrel engineers placed all the stuff you
used in the versions of Excel you used before the Ribbon User Interface.
After all, you already know what most of those pull-down menu items and
toolbar buttons do; all you have to do is locate them.

Cutting the Ribbon down to size

The first step is to get that busy Ribbon out of your face. At this point,

it’s just taking up valuable work space and probably making you crazy.

So, please double-click any one of the tabs or press Ctrl+F1 right now to cut
the Ribbon display down to only its tabs (single-clicking a tab temporarily
redisplays the Ribbon until you select one of its command buttons, and
pressing Ctrl+F1 immediately redisplays the Ribbon and keeps it open).

When only the tabs — Home through View — are showing at the top of the
Excel program window, you should feel a whole lot more comfortable with
the screen. The Excel 2007 screen is as clean and uncluttered as the earlier
version of Excel that you were using with only the Quick Access toolbar,
Ribbon tabs, and Formula bar displayed above the Worksheet area.

Now, you're probably wondering where those pesky Microsoft engineers
moved the most important and commonly used pull-down menu commands.
Table 1-2 shows the Excel 2007 equivalents for the menu commands you
probably used most often in doing your work in the earlier versions of Excel.

When a particular command is assigned to one of the tabs on the Ribbon,
Table 1-2 lists only the tab and command button name without naming the
group because the group name plays no part in selecting the command.
So, for example, the table lists the tab+command button equivalent of the
View>Header and Footer command as Insert | Header & Footer without
regard to the fact that the Header & Footer button is part of the Text group
on the Insert tab.
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Table 1-2 Excel 2007 Equivalents for Common Pull-Down
Menu Commands in Excel 2003

Excel 2003 Excel 2007 Equivalent Common Excel 2007

Command Shortcut Keys  Shortcut Keys

File Menu

Filec>New Office Button=>New Ctrl+N Alt+FN

File=>0pen Office Button=>0pen Ctrl+0 Alt+FO

Filec>Save Office Button=>Save or Ctrl+S Alt+FS
Save button on the Quick
Access Toolbar

FilecoSave As Office Button=>Save As F12 Alt+FA

FilecoPrint Office Button=>Print Ctrl+P Alt+FP

Filee>Send To=>Mail Office Buttonc>Send=>Email Alt+FDE

Recipient

FilecoSend ToroRecipient  Office Button=>Sende Alt+FDX

Using Internet Fax Internet Fax

Service

Filer>Close Office Button=>Close Ctrl+W Alt+FC

Edit Menu

Edit=>0ffice Clipboard Home | Dialog Box launcher Alt+HFO
in the Clipboard group

Edit>Clear=DAll Home | Clear (eraser icon) | Alt+HEA
Clear All

Edit->Clear=>Formats Home | Clear (eraser icon) | Alt+HEF
Clear Formats

Edit=>Clear=>Contents Home | Clear (erasericon)|  Delete key Alt+HEC
Clear Contents

Edit=>Clear=>Comments ~ Home | Clear (eraser icon) | Alt+HEM
Clear Comments

Edit=>Delete Home | Delete Alt+HD

Edit=>Move or Copy Home | Format | Move or Alt+HOM

Sheet Copy Sheet

Edit=>Find Home | Find & Select | Find  Ctrl+F Alt+HFDF

Edit=>Replace Home | Find & Select | Ctrl+H Alt+HFDR
Replace

View Menu

View=>oHeader and Insert | Header & Footer

Footer

View=>Full Screen

View | Full Screen

(continued)
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Table 1-2 (continued)

Excel 2003 Excel 2007 Equivalent Common Excel 2007

Command Shortcut Keys  Shortcut Keys

Insert Menu

Insert=>Cells Home | Insert | Insert Cells Alt+HII

Insert=>Rows Home | Insert | Insert Alt+HIR
Sheet Rows

Insert=>Columns Home | Insert | Insert Alt+HIC
Sheet Columns

Insert>Worksheets Home | Insert | Insert Sheet Alt+HIS

Insert>Symbol Insert | Symbol Alt+NU

Insert>Page Break Page Layout | Page Breaks | Alt+PBI
Insert Page Break

Insert>Name=>Define Formulas | Define Name | Alt+MMD
Define Name

Insertro>Namer>Paste Formulas | Use in Formula Alt+MS

Insert>Namec>Create Formulas | Create from Alt+MC
Selection

InserteoNamer>Label Formulas | Name Manager Alt+MN

Insert=>Comment Review | New Comment Alt+RC

Insert=>Picture Insert | Picture Alt+NP

Insert=>Hyperlink Insert | Hyperlink Ctrl+K Alt+NI

Format Menu

Format=>Cells Home | Format | Format Cells  Ctrl+1 Alt+HOE

Format>Rowr>Height Home | Format | Row Height Alt+HOH

Format=>Rowr>AutoFit Home | Format | AutoFit Alt+HOA
Row Height

Format=>Rowe> Home | Format | Hide & Alt+HOUR/

Hide/Unhide Unhide | Hide Rows/ Alt+HOUO
Unhide Rows

Format>Columne>Width  Home | Format | Column Alt+HOW
Width

Format=>Columne Home | Format | Hide & Alt+HOUC/

Hide/Unhide Unhide | Hide Columns/ Alt+HOUL
Unhide Columns

Format=>Column=> Home | Format | Alt+HOD

Standard Width Default Width

Format=>Sheet>Rename  Home | Format | Rename Alt+HOR

Sheet
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Excel 2003 Excel 2007 Equivalent Common Excel 2007
Command Shortcut Keys  Shortcut Keys
Format Menu
Format=>Sheet>Hide/ Home | Format | Hide & Alt+HOUS/
Unhide Unhide | Hide Sheet/Unhide Alt+HOUH
Sheet
Format=>Sheet=> Page Layout | Background Alt+PG
Background
Format>Sheet> Home | Format | Tab Color Alt+HOT
Tab Color
Format=>oAutoFormat Home | Format as Table Alt+HT
Format=>Conditional Home | Conditional Alt+HL
Formatting Formatting
Format=>Style Home | Cell Styles Alt+HJ
Tools Menu
Tools=>Spelling Review | Spelling F7 Alt+RS
ToolseoResearch Review | Research Alt+RR
Tools=>Error Checking Formulas | Error Checking Alt+MK
Tools>Speech=>Show Available only as custom
Text to Speech Toolbar Speak Cells, Speak Cells -
Stop Speak Cells, Speak
Cells by Columns, Speak
Cells by Rows and Speak
Cells on Enter buttons added
to Quick Access toolbar
Tools=>Track Changes Review | Track Changes Alt+RG
Tools=>Protection=> Review | Protect Sheet Alt+RPS
Protect Sheet
Tools=>Protection=>Allow  Review | Allow Users to Alt+RU
Users to Edit Ranges Edit Ranges
Tools=>Protection=> Review | Protect Workbook Alt+RPW
Protect Workbook
Tools=>Protection=> Review | Protect and Share Alt+RO
Protect and Share Workbook
Workbook
Tools=>Macro View | Macros Alt+F8 Alt+WM
Tools=>Add-Ins Office Button=> Alt+FIAA and
Excel Options=>Add-Ins Alt+G
Tools=>AutoCorrect Office Button=>Excel Alt+FIPP and
Options Options=>Proofing=> Alt+A
AutoCorrect Options
Tools=>0ptions Office Button=>Excel Options Alt+Fl

(continued)
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Table 1-2 (continued)

Excel 2003 Excel 2007 Equivalent Common Excel 2007
Command Shortcut Keys  Shortcut Keys
Data Menu
Data=>Sort Data | Sort or Home | Sort & Alt+AS or
Filter | Custom Sort Alt+HSU
Data>Filter=>AutoFilter ~ Data | Filter Alt+AT
DatacoFilterc>Advanced  Data | Advanced Alt+AQ
Filter
DatacoForm Available only as a custom
Form button added to Quick
Access toolbar
Data=>Subtotals Data | Subtotal Alt+AB
DataroValidation Data | Data Validation | Alt+AVV
Data Validation
DatacbTable Data | What-If Analysis | Alt+AWT
Data Table
Data=>Text to Columns Data | Convert Text to Columns Alt+AE
Data=>Consolidate Data | Consolidate Alt+AN
Data=>Group and Outline  Data | Group/Ungroup Alt+AG/Alt+AU
Data> Insert | PivotTable | PivotTable/PivotChart Alt+NVT/
PivotTable and Alt+NVC
PivotChart Report
Data=>Import External Data | From Other Sources Alt+AFO
Data
Window Menu
Window=>New Window  View | New Window Alt+WN
Window=>Arrange View | Arrange All Alt+WA
Window=>Compare View | View Side by Side Alt+WB
Side by Side (two-page icon in Window
group)
Windowe>Hide, Unhide View | Hide/Unhide Alt+WH/
Alt+Wu
Window=>Split View | Split Alt+WS
Window=>Freeze Panes  View | Freeze Panes Alt+WF

For the most part, the pull-down menu commands listed in Table 1-2 are logi-
cally located. The ones that take the most getting used to are the Header &
Footer PivotTable/PivotChart commands that are located on the Insert tab
rather than the View tab and Data tab as might be expected given that they
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inhabited, respectively, the View and Data pull-down menus in earlier Excel

versions. In addition, the worksheet background command ended up all by

its lonesome on the Page Layout tab rather than going to the Home tab with
all its fellow formatting commands.

Finding the Standard Toolbar buttons equivalents

If you're like me, you came to rely heavily on the buttons of the Standard
toolbar for doing all sorts of everyday tasks in earlier versions of Excel.
Table 1-3 shows you the Excel 2007 equivalents for the buttons on the
Standard toolbar in Excel 2003. As you can see from this table, most of these
Standard toolbar buttons are relegated to one of the following places in
Excel 2007:

4 File pull-down menu, which is activated by clicking the Office Button or
pressing Alt+F (New, Open, Save, and Print Preview)
4 Quick Access toolbar (Save, Undo, and Redo)

4 Home tab in the Clipboard group (Cut, Copy, Paste, and Format Painter)
and Editing group (AutoSum, Sort Ascending, and Sort Descending)

Table 1-3 Excel 2007 Equivalents for the Standard Toolbar Buttons in Excel 2003

Toolbar button  Excel 2007 Equivalent Common Excel 2007
Shortcut Keys  Shortcut Keys

New Office Button>New Ctrl+N Alt+FN

Open Office Button=>0pen Ctrl+0 Alt+FO

Save Office Button=>Save or Save Ctrl+S Alt+FS

button on Quick Access toolbar

Permission Available only as a custom
Permission button added to
Quick Access toolbar

E-mail Office Button=>Send=>Email Alt+FDE

Print Office Button=>Print or Quick Ctrl+P Alt+FP
Print custom button on Quick
Access Toolbar

Print Preview Office Button=>Print=>Print Preview Alt+FWV
Spelling Review | Spelling F7 Alt+RS
Research Review | Research Alt+RR
Cut Home | Cut (scissors icon in Ctrl+X Alt+HX

Clipboard group)

(continued)
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Table 1-3 (continued)

Toolbar button  Excel 2007 Equivalent Common Excel 2007
Shortcut Keys  Shortcut Keys
Copy Home | Copy (double-sheeticon in Ctrl+C Alt+HC
Clipboard group)
Paste Home | Paste Ctrl+V Alt+HV
Format Painter ~ Home | Format Painter (brush icon Alt+HFP
in Clipboard group)
Undo Undo button on Quick Access toolbar  Ctrl+Z
Redo Redo button on Quick Access toolbar  Ctrl+Y
Insert Ink Review | Start Inking Alt+RK
Annotations
Insert Hyperlink  Insert | Hyperlink Ctrl+K Alt+NI
AutoSum Home | Sum (( - Sigma icon) Alt+HU
Sort Ascending  Home | Sort & Filter [Sort Ato Z Alt+HSS
Sort Descending  Home | Sort & Filter [Sort Zto A Alt+HSO
ChartWizard Not available except as specific
chart type command buttons in
the Charts group on the Insert tab
Drawing Not available except as command
buttons in the Shapes, lllustrations,
and Text groups on the Insert tab
and as custom buttons added to
Quick Access toolbar
Zoom View | Zoom Alt+Wa
Microsoft Excel ~ Microsoft Office Excel Help button F1

Help

to the right of the Ribbon tabs

Because Excel 2007 supports only the Quick Access toolbar, the Drawing
toolbar disappears completely from Excel 2007 and thus the Drawing button
on the Standard toolbar has no equivalent. Most of its main features, includ-
ing Clip Art, inserting graphics files, and creating diagrams and WordArt are
now found on the Insert tab. Also, keep in mind that Excel 2007 doesn’t have
an equivalent to the ChartWizard button on the Standard toolbar because
you can create a chart in a split second by clicking the Column, Line, Pie,
Bar, Area, Scatter, or Other Charts command button on the Insert tab (see
Book V, Chapter 1 for details).
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Finding the Formatting Toolbar buttons equivalents

Finding the Excel 2007 equivalents for the buttons on the Formatting toolbar
in earlier versions of Excel couldn’t be easier. Every one of the buttons on
the Formatting toolbar is prominently displayed on the Home tab of the
Excel 2007 Ribbon. They're all easy to identify as they use the same icons as
before and are located in the Font, Alignment, or Number group on the Home
tab (refer to Figure 1-3).

In addition to the Font, Font Size, Bold, Italic, Underline, Borders, Fill Color,
and Font Color buttons from the Formatting toolbar, the Font group also con-
tains the following two buttons:

4+ Increase Font: Use this button to bump up the current font size a point.

4+ Decrease Font: Use this button to reduce the current font size by a point.

In addition to the Left Align, Center, Right Align, Decrease Indent, Increase
Indent, and Merge and Center buttons, the Alignment group also contains
the following buttons:

4+ Top Align: Click this button to vertically align the data entered into the
current cell selection with the top edge of the cell.

4 Middle Align: Use this button to vertically center the data entered into
the current cell selection.

4+ Bottom Align: Click this button to align the data entered in the current
cell selection with the bottom edge of the cell.

4 Orientation: Use this button to open a pop-up menu of orientation
options. You can change the direction of the text entered into the cur-
rent cell selection by angling it up or down, converting it to vertical text,
rotating it up or down, as well as opening the Alignment tab of the
Format Cells dialog box.

4+ Wrap Text: Click this button to apply the wrap text function to the cur-
rent cell selection so that Excel expands the row heights as needed to fit
all of its text within the current column widths.

In addition to the Percent Style, Comma, Increase Decimal, and Decrease
Decimal buttons from the Formatting toolbar, the Numbers group contains
the following buttons:

4 Accounting Number Format: This button enables you to select among
several different currency formats from U.S. dollars to Swiss francs as
well as to open the Number tab of the Format Cells dialog box with the
Accounting number format selected.
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Figure 1-8:
Excel 2007
window after
minimizing
the Ribbon
and adding
all but
three of
the buttons
from the
Standard
and
Formatting
toolbars to
the Quick
Access
toolbar.

4 Number Format: This button opens a drop-down menu of different
number options from General through Text, as well as opens the Number
tab of the Format Cells dialog box when you select its More Number
Formats option.

Putting the Quick Access toolbar to its best use

Figure 1-8 shows you the Excel 2007 program window with the Ribbon mini-
mized and a completely customized Quick Access toolbar that’s moved
down so that it appears under the tabs and immediately above the Formula
bar. This completely custom version of the Quick Access toolbar should
seem very familiar to you: It contains every button from the Standard and
Formatting toolbars in Excel 2003 with the exception of the Permission,
Zoom, and Help buttons in the original order in which they appear on their
respective toolbars. The Permission button is so esoteric and seldom used
that I didn’t bother to add it, and neither the Zoom button nor the Help
button is really needed, as the Zoom slider that enables you to quickly select
a new screen maghnification percentage is always displayed in the lower-right
corner of the Excel 2007 Status bar and the Help button is always displayed
on the right side of the bar containing the Ribbon tabs.
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To customize your Quick Access toolbar so that it matches the one shown
in Figure 1-8 with every button from the Standard and Formatting toolbars
except the Permission, Zoom, and Help buttons, follow these steps:

1.

Click the Customize Quick Access Toolbar button at the end of the
Quick Access toolbar and then click the Show Below the Ribbon
option.

When filling the Quick Access toolbar with buttons, you need to place
the bar beneath the Ribbon so that it won’t crowd out the name of the
current workbook file.

. Click the Customize Quick Access Toolbar button again and this time

click the More Commands option.

Excel opens the Excel Options dialog box with Customize Tab selected.
The Customize Quick Access Toolbar list box on the right side of this
dialog box shows all three default buttons in the order in which they
now appear on the toolbar.

. Click the New option in the Popular Commands list box and then click

the Add button.

Excel adds the New command button at the end of the toolbar; you can
see the New button in the Customize Quick Access Toolbar list box on
the right.

. Click the Move Up button (with the triangle pointing upward) three

times to move the New button to the top of the Customize Quick Access
Toolbar list box and the first position on the Quick Access toolbar.

Note that the New button is now in front of the Save button on the tool-
bar.

. Click the Open option in the Popular Commands list box on the left

and then click the Add button.

Excel inserts the Open button in the Customize Quick Access Toolbar
list box in between the New and Save buttons, which is exactly where it
appears on the Standard toolbar.

. Click the Save button in the Customize Quick Access Toolbar list box

on the right to select this button. Then, click the Quick Print option
near the bottom of the Popular Commands list box on the left and
then click the Add button.

Excel inserts the Quick Print button after the Save button.
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7.

10.

11.

12.

Click the Print Preview button near the bottom of the Popular
Commands list box and then click the Add button.

Excel inserts the Print Preview button after the Quick Print button in the
Customize Quick Access Toolbar list box.

Now, you need to add the Spelling and Research buttons. They are located
on the Review tab in Excel 2007. Before you can add their buttons to the
Quick Access toolbar, you need to replace Popular Commands with
Review Tab by selecting this option on the Choose Commands From
drop-down list.

. Click the Choose Commands From drop-down button and then click

Review Tab in the drop-down list.

Excel now displays all the command buttons on the Review tab of the
Ribbon in the list box.

. Add the Spelling and Research buttons from the Review Tab list box

to the Customize Quick Access Toolbar list box and position them
so that they appear one after the other following the Print Preview
button.

Next you need to add the Cut, Copy, Paste, and Format Painter buttons
to the Quick Access toolbar. These command buttons are on the
Home tab.

Click the Home Tab option on the Choose Commands From drop-down
list and then add the Cut, Copy, Paste, and Format Painter buttons
from the Home Tab list box to the Customize Quick Access Toolbar in
this order in front of the Undo button.

Note when adding the Paste button that Choose Commands From displays
two Paste buttons. The first is the regular Paste button that was on the
Standard toolbar. The second is a Paste button with a drop-down button
that, when clicked, opens a drop-down menu with all the special Paste
options. You can add either one, although the second Paste button with
the drop-down menu is much more versatile.

Click the Format Painter option in the Insert Tab list box and then
click the Add button.

Excel adds the Format Painter button after the Paste button in the
Customize Quick Access Toolbar list box on the right.

Click the Redo button in the Customize Quick Access Toolbar list box
to select it and then click Insert Tab on the Choose Commands From
drop-down list and add the Insert Hyperlink button from the Insert
Tab list box to the Customize Quick Access Toolbar list box.
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13. Add the remaining Standard toolbar buttons, AutoSum, Sort Ascending,
Sort Descending, and Create Chart, to the Quick Access toolbar.

The AutoSum, Sort Ascending, and Sort Descending buttons are available
in the Home Tab list box and the Create Chart button (the closest thing
to the Chart Wizard in Excel 2007) is available in the Insert Tab list box.

14. Add the buttons on the 2003 Formatting toolbar to the Quick Access
toolbar in the order in which they appear.

The Formatting toolbar contains these tools (all found in the Home Tab
list box): Font, Font Size, Bold, Italic, Underline, Align Left, Center, Align
Right, Merge and Center, Accounting Number Format (corresponding the
Currency Style button), Percent Style, Comma Style, Increase Decimal,
Decrease Decimal, Decrease Indent, Increase Indent, Borders, Fill Color,
and Font Color.

15. Click the OK button to close the Excel Options dialog box and return
to the Excel program window.

Your Quick Access toolbar should now have the same buttons as the
one shown in Figure 1-8.

After adding all the buttons on the Standard and Formatting toolbars

(with the exception of the Permission button that almost nobody uses, the
Drawing button that has no equivalent in Excel 2007, and the Zoom and Help
buttons that are always available in the Excel 2007 program window), the
Quick Access toolbar fills the entire width of the screen on many monitors.
Keep in mind that if you need to add extra buttons that can no longer be dis-
played on the single row above the Formula bar, Excel automatically adds a
More Controls button to the end of the Quick Access toolbar. You then click
this More Controls button to display a pop-up menu containing all the but-
tons that can no longer be displayed on the toolbar.

To add vertical bar separators to divide the buttons into groups as you see
in the original Standard and Formatting toolbars and as shown in Figure 1-8,
click the <Separator> option located at the top of each Choose Commands
From list box followed by the Add button.

Coming up to speed with Excel 2007

The version of the Excel 2007 program window shown in Figure 1-8, with the
Ribbon minimized to just tabs and the Quick Access toolbar displayed above
the Formula bar with all but a few of the buttons from the Standard and
Formatting toolbars, is as close as I can get you to any sort of Excel 2003
Classic mode.
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Combine this simplified screen layout with the common shortcut keys (see
Table 1-2) that you already know, and you should be pretty much good to go
with Excel 2007. You need to keep in mind that in the course of using the pro-
gram, the Ribbon can’t always stay reduced to just its tabs. As you find out
as you explore the features covered in the remaining chapters of this book,
there’ll be times when you need the tools (especially in the form of those
fantastic galleries) that a particular tab has to offer.

The only other issues that should be of any concern to you right now are the
new Excel 2007 file formats and running all those Excel macros on which
you’ve come to rely.

Dealing with the new Excel file formats

Yes, it’s true that Excel 2007 introduces yet another new native file format in
which to save its workbook files (although Microsoft insists that this one is
truly an “open” XML file format and not at all proprietary like all the previ-
ous ones).

Fortunately, Excel 2007 has no trouble opening any workbook files saved in
the good old .XLS file format used by versions 97 through 2003. More impor-
tantly, the program automatically saves all editing changes you make to
these files in this original file format.

Therefore, you don’t have a worry in the world when it comes to making
simple edits to existing spreadsheets with Excel 2007. Simply open the work-
book file and then make all the necessary changes. When you finish, click
the Save button on the Quick Access toolbar to save your changes in the
good old .XLS file format that everybody in the office who is still using a pre-
vious version of Excel can open, edit, and print. Excel also warns you if you
ever add a new 2007 element to the existing workbook that’s not supported
by its earlier versions.

The challenge comes when you need to use Excel 2007 to create a brand-
new spreadsheet. The program automatically wants to save all new work-
books in its fancy new .XLSX file format (see Book I, Chapter 2 for a complete
rundown on this new workbook file format and the pros and cons of using
it). If you don’t want to save your workbook in this format, you need to
remember to click the Save as Type drop-down button and then click the
Excel 97-2003 Workbook (*.xIs) option on its drop-down menu before you
click Save.
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If you're working in an office environment where all the workbooks you
produce with Excel 2007 must be saved in the old 97-2003 file format for
compatibility sake, you can change the program’s default Save setting so
that the program always saves all new workbooks in the old file format.

To do this, open the Save tab of the Excel Options dialog box (Office Button |
Excel Options or Alt+FIS) and then click Excel 97-2003 Workbook in the Save
Files in This Format drop-down list box before you click OK.

Matking the most of your macros

The good news is that Excel 2007 supports the creating and running of
macros, using the same Microsoft Visual Basic for Applications of earlier ver-
sions. It even enables you to edit these macros in a version of VBA Editor, if
you're sufficiently skilled to do so.

The biggest problem with macros comes about if you have a tendency, like

I do, to map your global macros (the ones you save in the PERSONAL.XLS
workbook so that they’re available when working in any Excel workbook) onto
custom pull-down menus and toolbars. Because Excel 2007 retains only the
single pull-down menu and Quick Access toolbar, none of the custom menus
and toolbars to which you’ve assigned macros comes over to Excel 2007.
Therefore, although the macros are still a part of their respective workbooks
and continue to run, you must now run all macros either using keyboard
shortcuts you assigned to them or via the Macro dialog box (click View |
Macros | View Macros or press Alt+WMV or Alt+F8).

You can assign macros to buttons on the Quick Access toolbar and then run
them by clicking their buttons. The only problem is that all macros you
assign to this toolbar use the same generic macro button icon so that the
only way to differentiate the macros is through the ScreenTip that appears
when you position the mouse over the macro button.

To assign a macro to a generic macro on the Quick Access toolbar, open the
Customize tab of the Excel Options dialog box (Office Button | Excel Options
or Alt+FIC) and then select Macros in the Choose Commands From drop-down
list. Excel then displays the names of all the macros in the current workbook
(including all global macros saved in the PERSONAL.XLS workbook) in the
Macros list box on the left. To assign a macro to a macro button, click its name
in this list box and then click the Add button. You can then move the macro
button to the desired position on the Quick Access toolbar with the Move Up
and Move Down buttons and, if you so desire, make it part of a separate sec-
tion on the toolbar by adding a <Separator> before and after its button.
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Chapter 2: Getting Help,
Tips, and Updates

In This Chapter

v Browsing Excel’s help topics in the Help Viewer
v Looking up help topics in the Help Viewer’s Table of Contents
1 Searching for help information in the Help Viewer

v Getting online updates and diagnosing problems with Excel

Fere’s nothing quite like the feeling of getting just the help you need
when you need it. That’s where the program’s extensive and completely
modified Help Viewer comes in. You can use it to get help on almost any
aspect of using the program and, provided you have Internet access, it can
supply you with the most up-to-date information on using Excel.

In this chapter, you find out just how helpful the Excel 2007 Help feature can
be as you use its Help Viewer to get answers to your immediate questions
on using Excel features. You also gain access to the latest tips and articles
on mastering the program along with links to online goodies such as work-
book templates, training, and other downloads.

Browsing Excel 2007 Help

When you first open the Excel Help window — either by clicking the Help
button (the one with the question mark to the right of the last tab on the
Ribbon) or by pressing F1 — the Help Viewer appears in the window (see
Figure 2-1).

To display information on any topic in the Browse Excel Help list, simply
click its link. For example, to get help on charting data in Excel, you click the
Creating Charts link under Charts in the list.

Excel then replaces the list of browsing topics with a list of articles related
to creating a chart. To display the actual help information in this pane, click
the name of the article you want to see (Create a Chart, in this example).
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window.

Excel displays the text of the article in the Help Viewer (see Figure 2-2). You
can read the article in the Help Viewer. Or you can print a copy. Click the
Print icon on the Help toolbar to open the Print dialog box and then click
the Print command button in this dialog box to send the article to the
default printer.

P You can click the Show All link at the top right of an article to expand all the
subtopics throughout the article before printing it. If you don’t want to
expand all the subtopics throughout the article, you can click individual
links to expand just those sections in which you're interested.

s&N\BER You can find links to related articles in the See Also section at the very
& bottom of each article. Be sure to check these links out whenever you feel

that you need more information about a topic than the article you selected
gives you.



Figure 2-2:
Displaying
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Help Viewer.
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Using the Table of Contents

When you click the Show Table of Contents button on the Help Viewer tool-
bar (the one with the closed book), a Table of Contents pane appears on the
left side of the window. The Table of Contents pane contains a list of all Excel
2007 help topics arranged hierarchically in topical categories.

When you first open the Table of Contents pane, only the main help categories
are shown — the subtopics are collapsed beneath the main categories, as
Figure 2-1 shows. To display a subcategory, click the closed book icon in
front of the topic’s name. As soon as you do this, the closed book icon
becomes an open book icon, and all the subtopics for that section of pane
are displayed, indented below the main topic.

After you've displayed the subcategories beneath a main help topic, you can
start burrowing deeper into a particular category by clicking its closed book
icon. All main categories have subcategories, and some subcategories have
their own subcategories. Regardless of the number of nested levels, how-
ever, you'll eventually come to a list of help pages, indicated by the blue
question mark icon.

When you click a link with a blue question mark icon in the Table of Contents
pane, Excel displays the help article in the right pane of the Help Viewer
(see Figure 2-3). You can then expand all the information in the article by
clicking the Show All link, and print the text by clicking the Print button.
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Figure 2-3:
Displaying a
help article
in the Help
Viewer by
clicking itin
the Table of
Contents.

Searching Office Online for Help

When you can’t readily find the help information you need in the Browse
Excel Help topics or the Table of Contents pane of the Help Viewer, you can
search for the information you need on Office Online, a Microsoft Web site
that supplements the help topics copied onto your computer as part of the
Office or Excel 2007 installation.

To get help from Office Online, all you have to do is follow these three easy
steps:

1. Click the Microsoft Office Excel Help button (the one with the ques-
tion mark) or press F1.

Excel opens the Help Viewer in the Excel Help window, similar to the one
shown in Figure 2-1. Notice that this window opens as a less than full-
size window that is floating on top of the Excel program window.

2. Type the keywords describing the topic that you want help with in the
Search text box.

Note that Excel automatically places the insertion point in the Search
text box of the Help Viewer whenever you first open the Excel Help
window.

3. Click the Search button or press Enter to display a list of possible help
topics in the Search Results Task pane (see Figure 2-4).



Figure 2-4:
Searching
Office
Online for
help topics
related to
printing
headings in
an Excel
worksheet.

WMBER
Q&
&

Searching Office Online for Help 51

If your computer doesn’t have access to the Internet at the time you're
searching for help topics, Excel then automatically displays only local help
topics on your computer related to the search text you use (indicated by the
Offline indicator in the lower-right corner of the Help window).

Displaying a help topic in the Search Results

After searching Office Online for help, Excel displays the results of the
search in the main pane of the Help Viewer. If the key words you search for
bring up more than one page of results, Excel adds Page buttons at the top
of the pane along with a Go to Previous Page and Next buttons you can click
to advance to later pages and revisit previous ones.

Excel identifies each item listed in the Search Results with an icon, such as a
blue question mark icon to denote a text article or a green XL icon to denote
an Excel template file. To display the text of one of the listed articles in the
Help Viewer, click its link with the blue question mark icon. Whenever you
click a link to an article when the Table of Contents pane is open in the Excel
Help window, Excel automatically displays the article’s name in the Table of
Contents hierarchy in the left pane as it displays the article’s information in
the pane on the right.
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To return to the previous page of search results after displaying a particular
help article in the Help Viewer, click the Back button on the toolbar at the
top of the Excel Help window.

To download an Excel template file listed in the search results, click its link
with the XL icon. Excel then launches your Web browser and opens the
Microsoft Office Online Template Web page from which you can download
that template file simply by clicking its Download Now button. After you
finish downloading a template file, close your Web browser’s window by
clicking its Close button to return to Excel where the program automatically
opens a new workbook generated from the template. Then, to return to the
Excel Help window, simply click the Excel Help button on the Windows Task
pane.

Tiling the Excel Help and program windows

When you first open the Excel Help window, it opens as a less than full-size
window that floats over the Excel program window. By default, the program
selects the Keep on Top button so that the Excel Help window always
appears on top of any other windows you have open along with it.

You can easily reposition the Excel Help window so that it’s side by side with
the Excel program window, assuming that you’re not running any other
programs. This window configuration enables you to peruse the help
information in the Help Viewer and then immediately try applying it to the
worksheet you have open (see Figure 2-5).

To set up this side-by-side window arrangement, you right-click the Windows
taskbar and then, if you're running Excel on Windows Vista, you click the
Show Windows Side by Side option on the taskbar’s shortcut menu.

(If, however, you're running Excel on Windows XP, you have to click the

Tile Windows Vertically option on its shortcut menu, instead.)

Close the Table of Contents pane in the Excel Help window by clicking

the Close button in the upper-right corner of its pane or the Hide Table of
Contents button (the one with the open book icon) on the Help toolbar
before you tile it side by side with the Excel program window. Closing this
pane gives you a lot more room in which to read the help information — you
can always use the Search text box to look up the topic on which you need
help and with which you want to experiment in the Excel program window.

After you finish using the help information in the Excel Help window, you can
manually resize the window by dragging its sizing handle in the lower-right
corner before you close it by clicking its Close button. Then, maximize the
Excel program window by clicking its Maximize button, the middle one of the
three in the upper-right corner of the window.



Figure 2-5:
Screen after
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and Excel
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side by side.

Using Microsoft Update Service 53

Using Microsoft Update Service

N\\3

The Microsoft Update service enables you to check for any critical Windows
updates, updates to Microsoft Office, as well as new drivers for the hardware
connected to your computer.

If you've turned on Automatic Updates for your computer using the Install
Updates Automatically (Recommended) setting on Windows Vista or the
Automatic (Recommended) setting on Windows XP, Windows automatically
downloads and installs all critical system and program updates on your com-
puter usually while you're home in your bed fast asleep. (See my Windows
Vista For Dummies Quick Reference or my Windows XP For Dummies Quick
Reference, both published by Wiley Publishing, for details on setting up
Automatic Updates.)

To manually check for updates when you don’t use Automatic Updates, you
open the Excel Options dialog box by clicking Office Button | Excel Options
or pressing Alt+FI and then clicking the Resources tab. At the top of the Get
Updates section of the Resources tab, you then click the Check for Updates
button.
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Using the Microsoft Office Diagnostics

When you click this button, Windows launches your Web browser and opens
the Microsoft Update Web page. This page contains two buttons:

4+ Express: Click this button to check for higher-priority updates to the
system and your Office programs.

4 Custom: Click this button to check for lower-priority updates for your
system software and Office programs.

After you click one of these buttons and Windows finishes checking for
higher- or lower-priority updates, the Review and Install Updates Web page
lists all the updates you need to download and install. Click its Expand
button (the one with the + sign) to expand a particular update to include a
description along with the download size and estimated download time.

Click the Install Updates button to install all the high- or low-priority updates.
Keep in mind that you may have to accept one of those obscure license
agreements before downloading and installing the updates, and that you
may have to reboot your computer to complete the installation of some
system and program updates.

Using the Microsoft Office Diagnostics

As computer application programs, such as Excel, and the operating sys-
tems that run them, such as Windows Vista and Windows XP, become ever
more sophisticated and complex, you run a greater and greater risk that
something will suddenly start running amok at some point in their usage,
and they will — how can I put this delicately — come unglued and go
absolutely berserk on you (or at least won’t work like you know they
should). In the past, when this kind of thing happened in Excel, you had
no choice but to completely reinstall the program.

Fortunately, Excel 2007 offers an alternative to complete reinstallation in the
form of the new Microsoft Office Diagnostics command. When you click
Microsoft Office Button | Excel Options | Resources or press Alt+FIR and
then click the Diagnose button, Excel opens the Microsoft Office Diagnostics
dialog box, shown in Figure 2-6.

To have the Microsoft Office Diagnostics utility begin its work, click the
Continue button in the dialog box. Excel then runs the diagnostics (which
can take up to 15 minutes or more, so be prepared). At the end of running
the diagnostics, your Web browser opens a Results of Microsoft Office
Diagnostics Tests Web page on the Microsoft Office Web site.



Figure 2-6:
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This Web page then lists all the problems that the diagnostic test found,
including computer memory, Windows and Office updates, program compat-
ibility, as well as hard drive and setup errors. It also has links to click to get
more information on each of these problems and their possible solutions
along with links to Microsoft Update, Security, and Office Product Support
Web pages where you can go for more help.

Close the Web browser after you finish perusing the information about your
problems with Excel and perusing suggested solutions from the Results of
Microsoft Office Diagnostics Tests Web page to return to Excel 2007.
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Chapter 3: Customizing Excel

In This Chapter

v Customizing the Quick Access toolbar
+ Changing various and sundry Excel program settings

v Extending Excel’s capabilities with add-in programs

Chances are good that Excel, as it comes right out of the box, is not always
the best fit for the way you use the program. For that reason, Excel gives
an amazing variety of ways to customize and configure the program’s settings
so that they better suit your needs and the way you like to work.

This chapter covers the most important methods for customizing Excel set-
tings and features. The chapter looks at three basic areas where you can
tailor the program to your individual needs:

4+ The first place ripe for customization is the Quick Access toolbar. Not
only can you control which Excel command buttons (on and off the
Ribbon) appear on this toolbar, but you can also assign macros you
create to this toolbar, making them instantly accessible.

4+ The second place where you may want to make extensive modifications
is to the default settings (also referred to as options) that control any
number of program assumptions and basic behaviors.

4 The third place where you can customize Excel is in the world of add-
ins, those small, specialized utilities (sometimes called applets) that
extend the built-in Excel features by attaching themselves to the main
Excel program. Excel add-ins provide a wide variety of functions and are
available from a wide variety of sources, including the original Excel
2007 program, the Microsoft Office Web site, and various and sundry
third-party vendors.

Tailoring the Quick Access Toolbar to Vour Tastes

Excel 2007 enables you to easily make modifications to the Quick Access
toolbar, the sole toolbar remaining in this newest version of the program.
When you first launch Excel, this toolbar appears above the Ribbon with the
three most commonly used command buttons: Save, Undo, and Redo.



58 Tailoring the Quick Access Toolbar to Your Tastes

Figure 3-1:
Use the
buttons on
the
Customize
tab of the
Excel
Options
dialog box
to customize
the
appearance
of the Quick
Access
toolbar.

Adding command buttons on the Ribbon
to the Quick Access toolbar

Excel 2007 makes it super easy to add a command from any tab on the
Ribbon to the Quick Access toolbar. To add a Ribbon command, simply
right-click its command button on the Ribbon and then click Add to Quick
Access Toolbar on its shortcut menu. Excel immediately adds the command
button to the very end of the Quick Access toolbar, immediately in front of
the Customize Quick Access Toolbar button.

If you want to move the command button to a new location on the Quick
Access toolbar or group it with other buttons on the toolbar, you need to
click the Customize Quick Access Toolbar button and then click More
Commands on its drop-down menu.

Excel then opens the Excel Options dialog box with the Customize tab
selected (similar to the one shown in Figure 3-1). Here, Excel shows all the
buttons currently added to the Quick Access toolbar with the order in which
they appear from left to right on the toolbar corresponding to their top-down
order in the list box on the right side of the dialog box.

To reposition a particular button on the bar, click it in the list box on the right
and then click either the Move Up button (the one with the black triangle point-
ing upward) or the Move Down button (the one with the black triangle pointing
downward) until the button is promoted or demoted to the desired position on
the toolbar.
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You can add separators to the toolbar to group related buttons. To do this,
click the <Separator> selection in the list box on the left and then click the
Add button twice to add two. Then, click the Move Up or Move Down button
to position one of the two separators at the beginning of the group and the
other at the end.

If you've added too many buttons to the Quick Access toolbar and can no
longer read the workbook name, you can reposition it so that it appears
beneath the Ribbon immediately on top of the Formula bar. To do this, click
the Customize Quick Access Toolbar button at the end of the toolbar and
then click Show Below the Ribbon on the drop-down menu.

Adding non-Ribbon commands to the Quick Access toolbar

You can also use the options on the Customize tab of the Excel Options
dialog box (refer to Figure 3-1) to add a button for any Excel command even
if it’s not one of those displayed on the tabs of the Ribbon:

1. Click the type of command you want to add to the Quick Access toolbar
in the Choose Commands From drop-down list box.

The types of commands include the default Popular Commands, Commands
Not in the Ribbon, All Commands, Macros, the Office Menu, as well as each
of the standard and Contextual tabs that appear on the Ribbon. To display
only the commands that are not displayed on the Ribbon, click Commands
Not in the Ribbon near the top of the drop-down list. To display a complete
list of all the Excel commands, click All Commands near the top of the drop-
down list.

2. Click the command option whose button you want to add to the Quick
Access toolbar in the Choose Commands From list box on the left.

3. Click the Add button to add the command button to the bottom of the
list box on the right.

4. (Optional) To reposition the newly added command button so that it’s
not the last one on the toolbar, click the Move Up button until it’s in
the desired position.

5. Click the OK button to close the Excel Options dialog box.

Adding macros to the Quick Access toolbar

If you've created favorite macros (see Book XIII, Chapterl) that you routinely
use and want to be able to run directly from the Quick Access toolbar, click
Macros in the Choose Commands From drop-down list box and then click
the name of the macro to add in the Choose Commands From list box fol-
lowed by the Add button.
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Exercising Your Options

Adding commands lost from earlier Excel
versions to the Quick Access toolbar

Although certain commands such as Data> add their command buttons to the Quick Access
Form and Filec>Save as Web Page from earlier  toolbar after choosing the Commands Not in the
versions of Excel did not make it to the Ribbonin  Ribbon category on the Choose Commands
Excel 2007, this does not mean that they were  From drop-down list on the Customization tab of
entirely eliminated from the program. The only  the Excel Options dialog box.

way, however, to revive these commands is to

QQN\BER Excel 2007 then adds a custom macro command button to the end of the
& Quick Access toolbar whose generic icon displays the branching of a pro-

gramming diagram. However, you can change the icon that displays on a
macro button. On the Customize tab of the Excel Options dialog box, click
the macro name in the list box on the right. Then, click the Modify button,
select the picture you want to use in the Modify Button dialog box, and
click OK.
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Each time you open a new workbook, Excel makes a whole bunch of assump-
tions about how you want the spreadsheet and chart information that you
enter into it to appear on-screen and in print. These assumptions may or
may not fit the way you work and the kinds of spreadsheets and charts you
need to create.

In the following five sections, you get a quick rundown on how to change
the most import default or preference settings in the Excel Options dialog
box. This is the biggest dialog box in Excel, with a billion tabs (nine actu-
ally). From the Excel Options dialog box, you can see what things appear
on-screen and how they appear, as well as when and how Excel 2007 calcu-
lates worksheets.

Nothing discussed in the following five sections is critical to your being
able to operate Excel. Just remember the Excel Options dialog box if you
find yourself futzing with the same setting over and over again in most of
the workbooks you create. In this situation, it’s high time to get into the
Excel Options dialog box and modify that setting so that you won’t waste
any more time tinkering with the same setting in future workbooks.




Figure 3-2:
The Popular
tab’s options
enable you
to change
many
universal
Excel
settings.
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Changing some of the more universal

settings on the Popular tab

The Popular tab (shown in Figure 3-2) is the first tab in the Excel Options dialog
box. This tab is automatically selected whenever you first open this dialog box
by clicking Microsoft Office Button | Excel Options or by pressing Alt+FI.

The options on the Popular tab are arranged into three groups: Top Options
for Working with Excel, When Creating New Workbooks, and Personalize
Your Copy of Microsoft Office.

The Top Options for Working with Excel group contains the following check
boxes and buttons:

4 Show Mini Toolbar on Selection: Disables or re-enables the display of
the Mini Toolbar containing essential formatting buttons from the Home
tab above a cell selection or other object’s shortcut menu when you
right-click it.

4+ Enable Live Preview: Disables or re-enables the Live Preview feature
whereby Excel previews the data in the current cell selection using the
font or style you highlight in a drop-down list or gallery before you actu-
ally apply the formatting.

4 Show Developer Tab in the Ribbon: Displays or hides the Developer
tab on the Excel Ribbon containing tools that you can use when working
with macros (see Book VIII, Chapter 1) and XML files (see Appendix: Using
XML File Formats).
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Color Scheme: Selects a new color scheme for the Excel 2007 screen:
Silver (the default color scheme), Blue, or Black.

ScreenTip Style: Changes the way ScreenTips (that display information
about the command buttons you highlight with the mouse) are displayed
on-screen. Click Don’t Show Feature Descriptions in ScreenTips on the
ScreenTip Style drop-down list to display a minimum amount of descrip-
tion in the ScreenTip and eliminate all links to online help, or click Don’t
Show ScreenTips to completely remove the display of ScreenTips from
the screen.

Edit Custom Lists: Opens the Custom Lists dialog box where you can
create a new custom AutoFill list (see Book II, Chapter 1 for details).

The options in the When Creating New Workbooks section of the Popular
tab of the Excel Options dialog box include only these four combo and text
boxes:

<+

Use This Font: Select a new default font to use in all cells of new work-
sheets (Arial is the default font for Excel running on Windows XP, and
Body Font, which is actually Calibri in the worksheet, is the default font
when running it on Windows Vista) by entering the font name in the
combo box or selecting its name by clicking it on the drop-down list.

Font Size: Select a new default size to use in all cells of new worksheets
(10 points is the default size for Excel running on Windows XP, and 11
points is the default size when running it on Windows Vista) by entering
the value in the box or selecting this new point value by clicking it on
the drop-down list.

Default View for New Sheets: Select either Page Break Preview (display-
ing page breaks that you can adjust) or Page Layout (displaying page
breaks, rulers, and margins) as the default view (rather than Normal)
for all new worksheets.

Include This Many Sheets: Increase or decrease the default number of
worksheets in each new workbook (3 being the default) by entering a
number between 1 and 225 or selecting this new number by clicking the
spinner buttons.

The final section, Personalize Your Copy of Microsoft Office, enables you to
change your user name or to select new languages to use in Microsoft Office
2007 applications such as Excel:

<+

+

User Name: In this text box, you can enter the new name to be used as
the default author for new Excel workbooks you create.

Language Settings: Use the command button to open the Microsoft
Office Language Settings 2007 dialog box where you enable available for-
eign languages by adding them to the Enabled Editing Languages list box
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on the Editing Languages tab, or you can review an alphabetical listing
of information about all foreign languages available for Office 2007.

Changing common calculation

options on the Formulas tab

The options on the Formulas tab (see Figure 3-3) of the Excel Options dialog
box (Office Button | Excel Options | Formulas or Alt+FIF) are divided into
Calculation Options, Working with Formulas, Error Checking, and Error
Checking Rules.

The Calculation options enable you to change when formulas in your work-
book are recalculated and if and how a formula that Excel cannot solve on
the first try (such as one with a circular reference) is recalculated. Choose
from the following items:

4+ Automatic option button (the default) to have Excel recalculate all for-
mulas immediately after you modify any of the values on which their cal-
culation depends.

4+ Automatic Except for Data Tables option button to have Excel automati-
cally recalculate all formulas except for those entered into what-if data
tables you create (see Book VII, Chapter 1) — to update these formulas,
you must click the Calculate Now (F9) or the Calculate Sheet (Shift+F9)
command button on the Formulas tab of the Ribbon.

4 Manual option button to switch to total manual recalculation whereby
formulas that need updating are only recalculated when you click the
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Calculate Now (F9) or the Calculate Sheet (Shift+F9) command button on
the Formulas tab of the Ribbon.

4 Enable Iterative Calculation check box to enable or disable iterative
calculations for formulas that Excel finds that it cannot solve on the
first try.

4 Maximum Iterations text box to change the number of times (100 is the
default) that Excel recalculates a seemingly insolvable formula when the
Enable Iterative Calculation check box contains a check mark by enter-
ing a number between 1 and 32767 in the text box or by selecting by
clicking the spinner buttons.

4 Maximum Change text box to change the amount by which Excel incre-
ments the guess value it applies each time the program recalculates the
formula in an attempt to solve it by entering the new increment value in
the text box.

The Working with Formulas sections contains four check box options that
determine a variety of formula-related options:

4+ RIC1 Reference Style check box (unchecked by default) to enable or
disable the R1C1 cell reference system whereby both columns and rows
are numbered as in R45C2 for cell B45.

4 Formula AutoComplete check box (checked by default) to disable or
re-enable the Formula AutoComplete feature whereby Excel attempts
to complete the formula or function you’re manually building in the
current cell.

4+ Use Table Names in Formulas check box (checked by default) to disable
and re-enable the feature whereby Excel automatically applies all range
names you've created in a table of data to all formulas that refer to their
cells (see Book IlI, Chapter 1).

4+ Use GetPivotData Functions for PivotTable References check box
(checked by default) to disable and re-enable the GetPivotTable function
that Excel uses to extract data from various fields in a data source when
placing them in various fields of a pivot table summary report you're
creating (see Book VII, Chapter 2 for details).

The remaining options on the Formulas tab of the Excel Options dialog box
enable you to control error checking for formulas. In the Error Checking sec-
tion, the sole check box, Enable Background Error Checking, which enables
error checking in the background while you’re working in Excel, is checked.
In the Error Checking Rules, all the check box options are checked with the
exception of the Formulas Referring to Empty Cells check box that indicates
a formula error when a formula refers to a blank cell.
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To disable background error checking, click the Enable Background Error
Checking check box to remove its check mark. To change the color used to
indicate formula errors in cells of the worksheet (when background error
checking is engaged), click the Indicate Errors Using This Color drop-down
button and click a new color square on its drop-down color palette. To
remove the color from all cells in the worksheet where formula errors are
currently indicated, click the Reset Ignored Errors button. To disable other
error-checking rules, click their check boxes to remove the check marks.

Changing correction options on the Proofing tab

The options on the Proofing tab (see Figure 3-4) of the Excel Options dialog
box (Office Button | Excel Options | Proofing or Alt+FIP) are divided into
two sections: AutoCorrect Options and When Correcting Spelling in
Microsoft Office Programs.

Click the AutoCorrect Options button to open the AutoCorrect dialog box for
the primary language used in Microsoft Office 2007. This dialog box contains
the following three tabs:

4 AutoCorrect with check box options that control what corrections Excel
automatically makes, an Exceptions button that enables you to indicate
what words or abbreviations are not to be capitalized in the AutoCorrect
Exceptions dialog box, and text boxes where you can define custom
replacements that Excel makes as you type.
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4 AutoFormat As You Type with check box options that control whether
or not to replace Internet addresses and network paths with hyperlinks,
and to automatically insert new rows and columns to cell ranges defined
as tables and copy formulas in calculated fields to new rows of a data list.

4+ Smart Tags with various options for enabling and controlling Smart Tags
that automatically link particular cell entries in the workbook with other
data sources (see Book IV, Chapter 4 for details on using Smart Tags).

The options in the When Correcting Spelling in Microsoft Office Programs
section of the Proofing tab control what type of errors Excel flags as possible
misspellings when you use the Spell Check feature (see Book II, Chapter 3). It
also contains a Custom Dictionaries command button that opens the Custom
Dictionaries dialog box where you can specify a new custom dictionary to
use in spell checking the worksheet, define a new dictionary, and edit its
word list.

Changing various save options on the Save tab

The options on the Save tab (see Figure 3-5) of the Excel Options dialog box
(Microsoft Office Button | Excel Options | Save or Alt+FIS) are divided into
four sections: Save Workbooks, AutoRecover Exceptions for the Current
Workbook (Bookl), Offline Editing Options for Document Management
Server Files, and Preserve Visual Appearance of the Workbook.

Figure 3-5:
The Save
tab’s options
enable you
to change
the
automatic
backup and
recover
options.

The settings in the Save Workbooks section on this tab include the pro-
gram’s AutoRecover settings. The AutoRecover feature enables Excel to save
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copies of your entire Excel workbook at the interval displayed in the Minutes
text box (10 by default). You tell Excel where to save these copies in the
AutoRecover File Location text box by specifying a drive, a folder, and
maybe even a subfolder.

If your computer should crash or you suddenly lose power, the next time
you start Excel the program automatically displays an AutoRecover pane.
From this pane, you can open a copy of the workbook file that you were
working on when this crash or power loss occurred. If this recovered work-
book (saved at the time of the last AutoRecover) contains information that
isn’t saved in the original copy (the copy you saved the last time you used
the Save command before the crash or power loss), you can then use the
recovered copy rather than manually reconstructing and reentering the oth-
erwise lost information.

You may also use the recovered copy of a workbook, should the original
copy of the workbook file become corrupted in such a way that Excel can
no longer open it. (This happens very rarely, but it does happen.)

Don’t disable the AutoRecover feature by selecting the Disable AutoRecover
for This Workbook Only check box on the Save tab, even if you have a battery
backup system for your computer that gives you plenty of time to manually
save your Excel workbook during any power outage. Disabling AutoRecover in
no way protects you from data loss if your workbook file becomes corrupted
or you hit the computer’s power switch by mistake.

If your company enables you to share the editing of certain Excel workbooks
through the Excel Services offered as part of the new SharePoint Services
software), you can change the location where Excel saves drafts of the work-
book files you check out for editing. By default, Excel saves the drafts of
these checked-out workbook files locally on your computer’s hard drive
inside a SharePoint Drafts folder in the Documents (Windows Vista) or My
Documents (Windows XP) folder. If your company or IT department prefers
that you save these draft files on the Web server that contains the Share-
Point software, click the Web Server option button to deselect the Server
Drafts Location on This Computer option button and then enter the network
path in the Server Drafts Location text box or click the Browse button and
locate the network drive and folder in the Browse dialog box.

If you share your Excel 2007 workbooks with other less fortunate workers
who are still using older versions (97 through 2003) of Excel, use the Colors
command button to determine which color in the Excel 2007 worksheet to
preserve in formatted tables and other graphics when you save the work-
book file for them using the Excel 97-2003 file format option (see Book II,
Chapter 1).
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Figure 3-6:
The Editing
and Cut,
Copy, and
Paste
options

at the top
of the
Advanced
tab control
how Excel
behaves
during
editing.

Changing a whole lot of other common

options on the Advanced tab

The options on the Advanced tab (see Figure 3-6) of the Excel Options
dialog box (Office Button | Excel Options | Advanced or Alt+FIA) are divided
into 11 sections: Editing Options; Cut, Copy, and Paste; Print; Display;
Display Options for This Workbook; Display Options for This Worksheet;
Formulas; When Calculating This Workbook; General; Lotus Compatibility;
and Lotus Compatibility Settings.

The various and sundry options in these 11 sections of the Advanced tab
actually fall into four somewhat distinct areas: options for editing in the
worksheet; options controlling the screen display; a potpourri area of formu-
las, calculating, and general options; and Lotus compatibility options for old
Lotus 1-2-3 users (assuming that there are still some of you left) who are just
now upgrading to Excel to make the transition easier.

Working the worksheet editing options

As you can see in Figure 3-6, the options in the Editing Options and Cut, Copy,
and Paste sections at the top of the Advanced tab control what happens
when you edit the contents of an Excel worksheet.
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When you first open the Advanced tab of the Excel Options dialog box, all of
the check box options in the Editing Options and Cut, Copy, and Paste sec-
tions are checked with the exception of these two:

4+ Automatically Insert a Decimal Point to have Excel add a decimal point
during data entry of all values in each worksheet using the number of
places in the Places text box (see Book II, Chapter 1 for details).

4 Zoom on Roll with IntelliMouse to have Excel increase or decrease the
screen magnification percentage by 15 percent on each roll forward and
back of the center wheel of a mouse that supports Microsoft’s IntelliMouse
technology — when this option is not checked, Excel scrolls the work-
sheet up and down on each roll forward and back of the center wheel.

Most of the time you’ll want to keep all the check box options in the Editing
Options and Cut, Copy, and Paste sections checked. The only one of these you
might want to disengage is the Use System Separators check box when you rou-
tinely create spreadsheets with financial figures expressed in foreign currency
that don’t use the period (.) as the decimal point and the comma (,) as the thou-
sands separator. After removing the check mark from the Use System Separators
check box, Decimal Separator and Thousands Separator text boxes become
active and you can then enter the appropriate punctuation into these two boxes.

By default, Excel selects Down as the Direction setting when the After
Pressing Enter, Move Selection check box option is checked. If you want
Excel to automatically advance the cell cursor in another direction (Right,
Up, or Left), click this direction on its drop-down list. If you don’t want Excel
to move the cell cursor outside of the active cell upon completion of the
entry (the same as clicking the Enter button on the Formula bar), click the
After Pressing Enter, Move Selection check box to remove its check mark.

Playing around with the display options

The display options in the middle of the Advanced tab of the Excel Options
dialog box (see Figure 3-7) fall into three categories: general Display options
that affect the Excel program, Display Options for This Workbook that affect
the current workbook, and Display Options for This Worksheet that affect
the active sheet in the workbook.

Most of the options in these three categories are self-explanatory as they

either turn off or on the display of particular screen elements such as the

Formula bar, ScreenTips, scroll bars, sheet tabs, column and row headers,
page breaks, (cell) gridlines, and the like.
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Figure 3-7:
The various
display
options in
the center
of the
Advanced
tab control
what'’s
shown on
the screen.
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< When using these display options to control the display of various Excel
screen elements, keep the following things in mind:

4 The Ruler Units drop-down list box automatically uses the Default Units
for your version of Microsoft Office (Inches in the U.S. and Centimeters
in Europe). These default units (or those you specifically select on the
drop-down list: Inches, Centimeters, or Millimeters) are then displayed
on both the horizontal and vertical rulers that appear above and to the
left of the column and row headings only when you put the Worksheet
area display into Page Layout View (Alt+WP).

4 Click the Comments and Indicators option button under the For Cells
with Comments, Show heading when you want Excel to display the text
boxes with the comments you add to cells at all times in the worksheet
(see Book IV, Chapter 3).
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4+ Click the Nothing (Hide Objects) option button under the For Objects,
Show heading when you want Excel to hide the display of all graphic
objects in the worksheet, including embedded charts, clip art, imported
pictures, and all graphics that you generate in the worksheet (see Book
V, Chapters 1 and 2 for details).

4 Click the Show Page Breaks check box to remove its check mark when-
ever you need to add the dotted lines indicating page breaks in Normal
(Alt+WN) view after viewing the Worksheet area in either Page Break
Preview (Alt+WI) or Page Layout View (Alt+WP).

4+ Instead of going to the trouble of clicking the Show Formulas in Cells
Instead of Their Calculated Results check box to display formulas in the
cells of the worksheet, simply press Ctrl+" or click the Show Formulas
button on the Formulas tab of the Ribbon — both the keystroke shortcut
and the button are toggles so that you can return the Worksheet area to
its normal display showing the calculated results rather than the formulas
by pressing the Ctrl+" shortcut keys again or clicking the Show Formulas
button.

4+ Instead of going to the trouble of removing the check mark from the
Show Gridlines check box whenever you want to remove the column and
row lines that define the cells in the Worksheet area, click the Gridlines
check box in the Show/Hide group on the View tab or the View check
box in the Gridlines column of the Sheet Options group on the Page
Layout tab to remove their check marks.

Use the Gridline Color drop-down list button immediately below the Show
Gridlines check box to change the color of the Worksheet gridlines (when
they’re displayed, of course) by clicking a new color on the color palette that
appears when you click its drop-down list button. (I find that navy blue is
rather fetching.)

Caring about the Formulas, Calculating, and General options

At the bottom of the Advanced tab of the Excel Options dialog box (see
Figure 3-8), you find a regular mélange of options in five sections. The first
three sections, Formulas, When Calculating This Workbook, and General,
contain a veritable potpourri of options.

The settings of most of the options in these three sections won’t need chang-
ing. In rare cases, you may find that you have to activate the following
options or make modifications to some of their settings:

4+ Set Precision as Displayed: Click this check box only when you want
to permanently change the calculated values in the worksheet to the
number of places currently shown in their cells as the result of the
number format applied to them.
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Figure 3-8:
The options
atthe
bottom of
the
Advanced
tab control
various
calculation,
general,
and 1-2-3
compati-
bility
settings.

4+ Use 1904 Date System: Click this check box when you’re dealing with a
worksheet created with an earlier Macintosh version of Excel that used
1904 rather than 1900 as date serial number 1.

4 Web Options: Click this command button to display the Web Options
dialog box, where you can modify the options that control how your Excel
data appears when viewed with a Web browser, such as Internet Explorer.

4+ Service Options: Click this command button to display the Service
Options dialog box, where you can modify various settings regarding
when and how Excel gets online content from Microsoft.com, privacy
settings that determine whether or not Microsoft can automatically col-
lect information about your hardware configuration, and settings for
Excel spreadsheets that are part of a SharePoint Team Services Web site.

Laying on the Lotus 1-2-3 compatibility
The last two sections on the Advanced tab, Lotus Compatibility and Lotus
Compatibility Settings For (see Figure 3-8), are only of interest to Lotus 1-2-3
users who are just now coming to use Microsoft Excel as their spreadsheet
program.

P If you're a dyed-in-the-wool 1-2-3 user, you’ll definitely want to put a check

mark in all three check boxes, Transition Navigation Keys, Transition Formula
Evaluation, and Transition Formula Entry, in both the Lotus Compatibility
and Lotus Compatibility Settings For sections. That way, you'll be able to
start formulas with built-in functions with the @ symbol — which Excel will
dutifully convert to an equal sign (=) — as well as use all the keys for navi-
gating the worksheet to which you’ve become so accustomed.
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Keep in mind that you can activate the hot keys on the Excel Ribbon by
pressing the forward slash (/) key even when none of the Lotus compatibil-
ity options are selected. When [ want to use the program’s hot keys to select
an Excel command, I find pressing the forward slash, which activated the
pull-down menus in Lotus 1-2-3, much easier than pressing the Alt key — this
is because / is part of the QWERTY keyboard. This means that whenever you
see a keyboard shortcut such as Alt+WP in the book, you can just press /WP
(which in this particular case puts the Worksheet display area into Page
Layout View).

Add-In Mania

Add-ins are small, specialized programs that extend Excel’s built-in features
in some way. Most of the add-in programs created for Excel offer you some
kind of specialized function or group of functions that extend Excel’s compu-
tational abilities. Before you can use any add-in program, the add-in must be
installed in the proper folder on your hard drive, and then you must select
the add-in in the Add-Ins dialog box.

There are three different types of add-in programs you can use to extend the
features in Excel 2007:

4 Built-in add-ins available when you install Excel 2007

4 Add-ins that you can download for Excel 2007 from Microsoft’s Office
Online Web site (www.office.microsoft.com)

4 Add-ins developed by third-party vendors for Excel 2007 that often must
be purchased

When you first install Excel 2007, the built-in add-in programs included with
Excel are not loaded and therefore are not yet ready to use. To load any or
all of these built-in add-in programs, you follow these steps:

1. Click the Office Button, then click Excel Options or press Alt+FI to
open the Excel Options dialog box, and then click the Add-Ins tab.

The Add-Ins tab lists all the names, locations, and types of the add-ins to
which you have access.

2. Click the Go button while Excel Add-Ins is selected in the Manage
drop-down list box.

Excel opens the Add-Ins dialog box (similar to the one shown in Figure 3-9)
showing all the names of the built-in add-in programs you can load.

3. Click the check boxes for each add-in program that you want loaded
in the Add-Ins Available list box.
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Figure 3-9:
Activating
built-in add-
ins in the
Add-Ins
dialog box.
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Click the name of the add-in in the Add-Ins Available list box to display a
brief description of its function at the bottom of this dialog box.

4. Click the OK button to close the Add-Ins dialog box.

As soon as you close the Add-Ins dialog box, an alert dialog box asking
you if you want to install each selected add-in appears.

5. Click the OK button in each alert dialog box to install its add-in.

After loading add-ins in this manner, Excel automatically places an Add-Ins
tab at the end of the Ribbon. This Add-Ins tab displays the names of all the
add-in programs that you’ve loaded. To then use any of these add-ins, click
the Add-Ins tab (or press Alt+X) and then click the name of the particular
add-in you wish to use.

If you end up never using a particular add-in you've loaded onto the Add-Ins
tab, you can unload it (and thereby free up some computer memory) by fol-
lowing the previously outlined procedure to open the Add-Ins dialog box and
then clicking the name of the add-in to remove the check mark from its check
box before you click OK.

Excel add-in programs are saved in a special file format identified with the
.XLA or .XLAM (for Excel Add-in) filename extension. These files are nor-
mally saved inside the Library folder (sometimes in their own subfolders)
that is located in the Office 12 folder. The Office 12 folder, in turn, is located
in your Microsoft Office folder inside the Program Files folder on your hard
drive (often designated as the C: \ drive). In other words, the path:

c:\Program Files\Microsoft Office\Office 12\Library

After an add-in program has been installed in the Library folder, its name
then appears in the list box of the Add-Ins dialog box.



\\3

Add-in Mania 75

If you ever copy an XLA add-in program to a folder other than the Library
folder in the Office 12 folder on your hard drive, its name won’t appear in the
Add-ins Available list box when you open the Add-Ins dialog box. You can,
however, activate the add-in by clicking the Browse button in this dialog box
and then selecting the add-in file in its folder in the Browse dialog box before
you click OK.

Add-Ins included with Excel

Whether you know it or not, you already have a group of add-in programs
waiting for you to install and load. The following add-in programs are
included with Excel 2007:

4+ Analysis ToolPak: Adds extra financial, statistical, and engineering func-
tions to Excel’s pool of built-in functions.

4 Analysis ToolPak - VBA: Enables VBA programmers to publish their own
financial, statistical, and engineering functions for Excel.

4+ Conditional Sum Wizard: Helps you set up formulas that sum data only
when the data meets the criteria you specify.

4 Euro Currency Tools: Enables you to format worksheet values as euro
currency and adds a EUROCONVERT function for converting other cur-
rencies into euros.

4+ Internet Assistant VBA: Enables VBA programmers to publish Excel
data to the Web.

4 Lookup Wizard: Helps you set up formulas that return data from an
Excel list by using known data in that list (see Book Ill, Chapter 6).

4+ Solver Add-In: Calculates solutions to what-if scenarios based on cells that
both adjust and constrain the range of values (see Book VII, Chapter 1).

The first time you attempt to load any of these add-ins included with Excel,
the program immediately displays an alert dialog box, telling you that the
add-in is not currently installed and asking you if you want to install it. (All
the included add-ins are marked for installation on first use so that they
show up in the list box in the Add-Ins dialog box but do not actually take up
disk space until you're ready to use them.) Click the Yes button in this alert
dialog box to have the selected add-in (or add-ins) in this list installed. Keep
in mind that Excel needs access to your Office 2007 DVD or its files on your
network in order to install any of these included add-in programs.

After you install and load these add-in programs, Excel displays new com-
mand buttons for most of them on the Add-Ins tab of the Ribbon that you
click when you want to use them. So, for example, you click the Conditional
Sum button on the Add-Ins tab when you want to use the Conditional Sum
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Wizard add-in, and the Euro Conversion button when you want to open
the Euro Conversion dialog box to convert a range of values from some
old European currency such as francs or deutsch marks to euros.

To use one of the additional statistical or financial functions added as part of
the Analysis ToolPak add-in, you don’t access the Add-Ins tab. Instead, click
the Function Wizard button on the Formula bar, then click either Financial or
Statistical in the Select a Category drop-down list, and then locate the func-
tion to use in the Select a Function list box below.

Purchasing third-party add-ins

The add-ins included with Excel are not the only Excel add-ins that you can
lay your hands on. Many third-party vendors sell Excel add-ins that you can
often purchase online and then immediately download onto your hard drive.

To find third-party vendors and get information on their add-ins, open your
Web browser and do a search for

Excel add-ins

Even before you do a Web search, you may want to visit Macro Systems Web
site at

www.add-ins.com

This online outfit offers a wide variety of useful Excel add-ins. One example
is the Name Splitter that automatically splits full names that have been
entered into single cells into individual first name, middle name or initial,
and last name cells (so that the list can then be better sorted and filtered
by parts of the names).

Note that you can expect to pay Macro Systems between $25.00 and $50.00
for add-in programs such as these (really reasonably priced if you consider
how many man-hours it would take to split up names into separate cells in

huge worksheets).
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Chapter 1: Building Worksheets

In This Chapter

v Designing worksheets

v Understanding the different types of cell entries

v~ Different ways of entering data in the worksheet

v Using Data Validation to restrict the data entries in cells

v~ Saving worksheets

Before you can begin building a new spreadsheet in Excel, you must
have the design in mind. As it turns out, the design aspect of the cre-
ative process is often the easiest part because you can borrow the design
from other workbooks that you've already created or from special workbook
files, called templates, which provide you with the new spreadsheet’s form,
along with some of the standard, or boilerplate, data entries.

After you've settled upon the design of your new spreadsheet, you're ready
to begin entering its data. In doing the data entry in a new worksheet, you
have several choices regarding the method to use. For this reason, this
chapter not only covers all the methods for entering data — from the most
basic to the most sophisticated — but also includes hints on when each is
the most appropriate. Note, however, that this chapter doesn’t include infor-
mation on building formulas, which comprises a major part of the data
entry task in creating a new spreadsheet. Because this task is so specialized
and so extensive, you find the information on formula building covered in
Book IIl, Chapter 1.

Designer Spreadsheets

Each and every time you start Excel without also opening an existing work-
book file, the program presents you with a new workbook (with the generic
filename, Book1), consisting of three totally blank worksheets. At this point,
you can either launch into building your new spreadsheet by using the
workbook’s three blank worksheets, or you can open a spreadsheet tem-
plate or existing workbook file and then adapt the template’s or workbook
file’s design by entering the data for the new spreadsheet.



80

Designer Spreadsheets

Take it from a template

Spreadsheet templates are the way to go if you can find one that fits the
design of the spreadsheet that you're building. You can choose from a
couple of good sources for ready-made spreadsheet templates. First, you can
try using the spreadsheet templates automatically installed with the Excel
program. Second, you can also download free spreadsheet templates from
the Microsoft Office Web site.

Instead of using ready-made templates, you can create your own templates
from your favorite Excel workbooks. After you save a copy of a workbook as a
template file, Excel automatically generates a copy of the workbook whenever
you open the template file. This way, you can safely customize the contents
of the new workbook without any danger of inadvertently modifying the orig-
inal template.

Using the installed templates

The following templates are automatically installed when you start using
Excel 2007:

4+ Billing Statement

4+ Blood Pressure Tracker
4+ Expense Report

4 Loan Amortization

4 Personal Monthly Budget
4 Sales Report

4 Time Card

To create a new worksheet based on any of these templates, click Office
Button | New or press Alt+FN to open the New Workbook dialog box.

Then, click Installed Templates under Templates in the pane on the left to
display a thumbnail for each of the installed templates in the middle pane
and a preview of the selected thumbnail in a preview pane on the right (see
Figure 1-1).



Figure 1-1:
Selecting an
installed
template
from which
to generate
anew
workbook.
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Figure 1-2 shows a copy of a blank billing statement generated from the
Billing Statement template. As you can see on the Excel window title

bar in this figure, when Excel generated this first workbook from the
original template file, the program also gave it the temporary filename,
BillingStatement1. If you were to then create a second copy of the sales
invoice by once again opening the Billing Statement template, the program
would name that copy BillingStatement2. This way, you don’t have to worry
about one copy overwriting another, and you never risk mistakenly saving
changes to the original Billing Statement template file itself (which actually
uses a completely different filename extension — . x1tx for an Excel tem-
plate as opposed to .x1sx for an Excel worksheet).

To fill in the blanks in a spreadsheet generated from one of the installed tem-
plates, you click the first blank cell that requires a data entry, type in the
necessary data, and then press Tab or the Enter key to advance to the

next blank cell (either over or down, depending on the template’s design).

If pressing Tab or Enter takes you past a blank cell in the worksheet that
needs data, simply click the cell, type in the data, and then press Enter to
complete the entry and advance to the next blank.

Note that when filling in a spreadsheet generated from an installed
Solutions template, you have access to all the cells in the worksheet, those
that contain standard headings as well as those that require personalized
data entry.
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Figure 1-2:
A new billing

statement

worksheet

generated
from the
Billing
Statement
template.
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After you finish filling in the personalized data, save the workbook just
as you would a workbook that you had created from scratch (see the
“Saving the Data” section at the end of this chapter for details on saving
workbook files).

You can customize the installed templates to make them easier to fill out and
then save those modifications in a new template that you save on disk. For
example, you can make your own custom billing template from one gener-
ated by the Billing Statement template by filling in your company name and
address in the top section and your billing terms and a thank-you message in
the bottom sections.

Saving changes to your customized templates
To save your changes as a new template file, follow these steps:

1. Click the Save button on the Quick Access toolbar (the one with the
disk icon), click Office Button | Save on the File pull-down menu, or
press Ctrl+S.

Following any one of these methods opens the Save As dialog box,
where the temporary filename (such as BillingStatement1) appears
in the File Name text box.
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2. Edit the filename for your new template in the File Name text box.

Next, you need to change the file type from a regular Microsoft Excel
Workbook to a Template in the Save as Type drop-down list box.

3. Click the Save as Type drop-down button and then click Excel
Template in the drop-down menu.

If you need your new template file to be compatible with earlier versions
of Excel (versions 97 through 2003), click Excel 97-2003 Template rather
than Excel Template on the Save as Type drop-down list. When you do
this, Excel saves the new template file in the older binary file format
(rather than the new XML file format) with the old .XLT filename extension
instead of the new .XLIX filename extension. If your template contains
macros that you want the user to be able to run when creating the work-
sheet, click Excel Macro-Enabled Template.

Note that Excel automatically selects the Templates folder (indicated by
the appearance of Templates in the address bar of the Save As dialog
box on Windows Vista and in the Save In combo box on Windows XP) as
the place to save your template. All spreadsheet template files that you
save in this folder automatically appear.

4. Click the Save button to close the Save As dialog box and save your
customized template in the Templates folder.

After the Save As dialog box closes, you still need to close the cus-
tomized template file in the Excel work area.

5. Click Office Button | Close or press Alt+FC or Ctrl+W to close the cus-
tomized template file.

After saving the customized template file in the Templates folder, you can
generate new workbooks from it by simply opening the New Workbook
dialog box and then clicking the My Templates link in the pane on the left.
Excel then opens the New dialog box with a My Templates tab showing all
the template files you've saved in your Templates folder. The file icon for the
customized template appears on this tab of the New dialog box. To generate
a new workbook from the customized spreadsheet template, double-click
this template file icon oy, if you prefer, click the icon and then click OK.

Figure 1-3 shows a new Billing Statement worksheet file in Excel created from
the original Billing Statement template after customizing a copy of it for my
company, Mind Over Media, Inc.

To open this worksheet, all I had to do was double-click its template file icon
on the My Templates tab of the New dialog box (opened by clicking the My
Templates link in the Navigation pane of the New Workbook dialog box —
Office Button | New or Alt+FN).
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Figure 1-3:
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Downloading Microsoft spreadsheet templates
If you have Internet access, you can easily check out and download any of
the spreadsheet templates offered by Microsoft directly from the New
Workbook dialog box.
Simply click the category of the template you want to download (featured
through More Categories) under Microsoft Office Online in the Navigation
pane on the left to search the Microsoft Online Web site for all templates in
the category. The thumbnails are displayed in the center pane of the New
Workbook dialog box, and the preview of the selected thumbnail is displayed
in the preview pane on the right. Figure 1-4 shows the New Workbook dialog
box after selecting Budgets in the Navigation pane and then previewing the
Expense Budget template by clicking its thumbnail in the center column list-
ing the available Budget templates.

P If you can’t locate the type of template you want to use in any of the

categories listed in the Navigation pane, click the More Categories link.
Excel then displays a list of subcategories (Address Books through Other
Templates) in middle pane of the New Workbook dialog box. Then, if you
locate the kind of template you need in this list, click its subcategory name.
Excel then replaces the subcategory list in the middle pane with thumbnails
of the actual templates in that subcategory.
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Excel sorts the thumbnails of templates in the category you select in order
by their customer ratings. To sort them by name, click the Sort by Name
button (the one with the A above Z and an arrow pointing downward). To
display the preview for a particular template in the preview pane in the
right, click its thumbnail image in the middle pane.

When you find the template you want to download, click its thumbnail image
if it’s not already selected and then click the Download button at the bottom
of the New Workbook dialog box to have Excel begin downloading it.

After Excel finishes downloading the template, the program automatically
opens the Excel Help dialog box, displaying information on the template
and how to use it. After you close the Excel Help dialog box, you return

to the Excel program window where a new workbook generated from the
downloaded template is automatically opened. You can then customize the
worksheet(s) in this workbook and save your changes (Ctrl+S) as you would
a spreadsheet that you created from scratch.

Keep in mind that after downloading a template from Microsoft Office
Online, you can use the template to generate new workbooks by opening it
from the My Templates tab of the New dialog box (open this dialog box by
clicking the My Templates link in the Navigation pane of the New Workbook
window — Office Button | New or Alt+FN).

If you know the type of template you want to find on the Microsoft Office
Online Web site, you can do a search for it from the New Workbook dialog
box. Simply click the Search text box at the top of the New Workbook dialog
box, then enter the type of templates to locate before you click the Start
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Searching button on the right (the one with the arrow pointing to the right).
Excel then searches the Microsoft Office Online Web site for all templates fit-
ting your search terms and displays their thumbnails in the center column of
the dialog box, where you can select and download them as you would any
of the templates you find by selecting their category or subcategory.

Creating your own spreadsheet templates

You certainly don’t have to rely on spreadsheet templates created by other
people. Indeed, many times you simply can’t do this because, even though
other people may generate the type of spreadsheet that you need, their
design doesn’t incorporate and represent the data in the manner that you
prefer or that your company or clients require.

When you can'’t find a ready-made template that fits the bill or that you can
easily customize to suit your needs, create your own templates from sample
workbooks that you've created or that your company has on hand. The easi-
est way to create your own template is to first create an actual workbook
prototype, complete with all the text, data, formulas, graphics, and macros
that it requires to function.

When readying the prototype workbook, make sure that you remove all
headings, miscellaneous text, and numbers that are specific to the prototype
and not generic enough to appear in the spreadsheet template. You may also
want to protect all generic data, including the formulas that calculate the
values that you or your users input into the worksheets generated from the
template and headings that never require editing (see Book IV, Chapter 1 for
information on how to protect certain parts of a worksheet from changes).

After making sure that both the layout and content of the boilerplate data
are hunky-dory, save the workbook in the template file format (.x1tx) in the
Templates folder so that you can then generate new workbooks from it by
opening it on the My Templates tab of the New dialog box (for details on
how to do this, refer back to the steps in the previous section, “Saving
changes to your customized templates™).

As you may have noticed when looking through the Spreadsheet Solutions
templates included in Excel (see Figure 1-2, for example) or browsing
through the templates available on the Microsoft Office Online Web site,
many spreadsheet templates abandon the familiar worksheet grid of cells,
preferring a look very close to that of a paper form instead. When converting
a sample workbook into a template, you can also remove the grid, use cell
borders to underscore or outline key groups of cells, and color different cell
groups to make them stand out (for information on how to do this kind of
stuff, refer to Book II, Chapter 2).
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Keep in mind that you can add online comments to parts of the template
that instruct coworkers on how to properly fill in and save the data. These
comments are helpful if your coworkers are unfamiliar with the template
and may be less skilled in using Excel (see Book IV, Chapter 3, for details on
adding comments to worksheets).

Designing a workbook from scratch

Not all worksheets come from templates. Many times, you need to create
rather unique spreadsheets that aren’t intended to function as standard
models from which certain types of workbooks are generated. In fact, most
of the spreadsheets that you create in Excel may be of this kind, especially if
your business doesn’t rely on the use of highly standardized financial state-
ments and forms.

Planning your workbook

When creating a new workbook from scratch, you need to start by consider-
ing the layout and design of the data. When doing this mental planning, you
may want to ask yourself some of the following questions:

4 Does the layout of the spreadsheet require the use of data tables (with
both column and row headings) or lists (with column headings only)?

4+ Do these data tables and lists need to be laid out on a single worksheet or
can they be placed in the same relative position on multiple worksheets
of the workbook (like pages of a book)?

4 Do the data tables in the spreadsheet use the same type of formulas?

4 Do some of the columns in the data lists in the spreadsheet get their
input from formula calculation or do they get their input from other lists
(called lookup tables) in the workbook?

4+ Will any of the data in the spreadsheet be graphed, and will these
charts appear in the same worksheet (referred to as embedded charts),
or will they appear on separate worksheets in the workbook (called
chart sheets)?

4+ Does any of the data in the spreadsheet come from worksheets in sepa-
rate workbook files?

+

How often will the data in the spreadsheet be updated or added to?

<+

How much data will the spreadsheet ultimately hold?

4+ Will the data in the spreadsheet be shared primarily in printed or
online form?
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All these questions are an attempt to get you to consider the basic purpose
and function of the new spreadsheet before you start building it, so that you
can come up with a design that is both economical and fully functional.

Economy

Economy is an important consideration because when you open a work-
book, all its data is loaded into your computer’s dynamic memory (known
simply as memory). This may not pose any problems if your computer is one
of the latest generation of PCs with more memory than you can conceive of
using at one time, but it can pose quite a problem if you share the workbook
file with someone whose computer is not so well equipped. Also, depending
on just how much data you cram into the workbook, you may even come to
see Excel creep and crawl the more you work with it.

To help guard against this problem, make sure that you don’t pad the data
tables and lists in your workbook with extra empty “spacer” cells. Keep the
tables as close together as possible on the same worksheet (with no more
than a single blank column or row as a separator, which you can adjust to
make as wide or high as you like), or — if the design allows — keep them in
the same region of consecutive worksheets.

Functionality

Along with economy, you must pay attention to the functionality of the
spreadsheet. This means that you need to allow for future growth when
selecting the placement of its data tables, lists, and charts. This is especially
important in the case of data lists because they have a tendency to grow
longer and longer as you continue to add data, requiring more and more
rows of the same few columns in the worksheet. This means that you should
usually consider all the rows of the columns used in a data list as “off limits.”
In fact, always position charts and other supporting tables to the right of
the list rather than somewhere below the last used row. This way, you can
continue to add data to your list without ever having to stop and first move
some unrelated element out of the way.

This spatial concern is not the same when placing a data table that will total
the values both down the rows and across the columns table — for example,
a sales table that sums your monthly sales by item with formulas that calcu-
late monthly totals in the last row of the table and formulas that calculate
item totals in the last column. In this table, you don’t worry about having

to move other elements, such as embedded charts or other supporting or
unrelated data tables, because you use Excel’s capability of expanding the
rows and columns of the table from within so that as the table expands or
contracts, surrounding elements move in relation to and with the table
expansion and contraction. You do this kind of editing to the table because
inserting new table rows and columns ahead of the formulas ensures that
they can be included in the totaling calculations. In this way, the row and
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column of formulas in the data table acts as a boundary that floats with
the expansion or contraction of its data but which keeps all other elements
at bay.

Finalizing your workbook design

After you've more or less planned out where everything goes in your new
spreadsheet, you're ready to start establishing the new tables and lists.
Here are a few general pointers on how to set up a new data table that
includes simple totaling calculations:

4+ Enter the title of the data table in the first cell, which forms the left and
top edges of the table.

4+ Enter the row of column headings in the row below this cell, starting in
the same column as the cell with the title of the table.

4 Enter the row headings down the first column of the table, starting in the
first row that will contain data (doing this leaves a blank cell where the
column of row headings intersects the row of column headings).

4 Construct the first formula that sums columns of (still empty) cell
entries in the last row of the table, and then copy that formula across all
the rest of the table columns.

4+ Construct the first formula that sums the rows of (still empty) cell entries
in the last column of the table, and then copy that formula down the rest
of the table rows.

4+ Format the cells to hold the table values, and then enter them in their
cells or enter the values to be calculated and then format their cells
(this is really your choice).

When setting up a new data list in a new worksheet, enter the list name in
the first cell of the table, and then enter the row of column headings in the
row below. Then, enter the first row of data beneath the appropriate column
headings (see Book VI, Chapter 1, for details on designing a data list and
inputting data into it).

Generating a new workbook from another workbook

The Templates area of the Navigation pane of the New Workbook dialog box
contains a New from Existing link. You can click this link to open a copy of an
existing workbook that you want to modify and then save as a new work-
book. Use New from Existing when you have access to an existing workbook
that contains a spreadsheet, which is very similar to the spreadsheet that
you now need to build, and modifying the data in the original workbook
would be faster than copying extensive sections of the original data into a
blank workbook.
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When you click the New from Existing link, Excel opens the New from Existing
Workbook dialog box, where you select the original Excel workbook that you
want to modify. After selecting its file icon and then clicking the Create New
button, Excel opens a copy of the original file (indicated by adding a number
to the original filename) that you can then safely modify to your heart’s con-
tent without any danger of corrupting the original.

Please don’t open the original workbook and start making modifications to
its spreadsheet with the intention of then using the Office Button | Save As
(Alt+FS) command to save your changes in a copy of the original file. It’s just
far too easy to select the Office Button | Save command by mistake and
thereby save your changes in the original workbook. Always play it safe and
use the New from Existing link in the New Workbook dialog box instead.

Opening new blank workbooks

Although Excel automatically opens a new workbook (called Bookl when
you first start the program) that you can use in building a new spreadsheet
from scratch, you will encounter occasions in using Excel when you need to
open your own blank workbook. For example, if you launch Excel by opening
an existing workbook that needs editing and then move on to building a new
spreadsheet, you'll need to open a blank workbook (which you can do
before or after closing the workbook with which you started Excel).

The easiest way to open a blank workbook is to press Ctrl+N. Excel responds
by opening a new workbook, which is given a generic Book name with the
next unused number (Bookl, if you opened Excel with a blank Book1).

You can also open a blank workbook by choosing Office Button | New. Unlike
when clicking the New button or pressing Ctrl+N, Excel responds to this
action by opening the New Workbook dialog box where you then double-
click the Blank Workbook option or click it and then click the Create button
to open a new workbook.

As soon as you open a blank workbook, Excel makes its document window
active. To then return to another workbook that you have open (which you
would do if you wanted to copy and paste some of its data into one of the
blank worksheets), click its button on the Windows taskbar or press Alt+Tab
until its file icon is selected in the dialog box that appears in the middle of
the screen.

If you ever open a blank workbook by mistake, you can just close it right
away by pressing Ctrl+W, clicking Office Button | Close, or pressing Alt+FC.
Excel then closes its document window and automatically returns you to the
workbook window that was originally open at the time you mistakenly
opened the blank workbook.
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It Takes All Kinds (Of Cell Entries)

Before covering the many methods for getting data into the cells of your new
spreadsheet, you need to understand which type of data that you're enter-
ing. To Excel, everything that you enter in any worksheet cell is either one of
two types of data: text (also known as a label) or a number (also known as a
value or numeric entry).

The reason that you should care about what type of data you're entering
into the cells of your worksheet is that Excel treats your entry differently,
depending on what type of data it thinks you’ve entered.

Book Il
4+ Text entries are automatically left-aligned in their cells, and if they con- Chapter 1
sist of more characters than fit within the column’s current width, the
extra characters spill over and are displayed in blank cells in columns
on the right (if these cells are not blank, Excel cuts off the display of s
any characters that don’t fit within the cell borders until you widen its S z
column). L=
=
4+ Numbers are automatically right-aligned in their cells, and if they con- &<

sist of more characters (including numbers and any formatting charac-
ters that you add) than fit within the column’s current width, Excel
displays a string of number signs across the cell (######), telling you to
widen the column (in some cases, such as decimal numbers, Excel will
truncate the decimal places shown in the cell instead of displaying the
number-sign overflow indicators).

So, now all you have to know is how Excel differentiates text data entries
from numeric data entries.

What’s in a label?

Here’s the deal with text entries:

4+ All data entries beginning with a letter of the alphabet or a punctuation
mark are considered text.

4+ All data entries that mix letters (A-Z) and numbers are considered text,
even when the entry begins with a number.

4 All numeric data entries that contain punctuation other than commas
(,), periods (.), and forward slashes (/) are considered text, even when
they begin with a number.

This means that in addition to regular text, such as First Quarter Earnings
and John Smith, nonstandard data entries, including C123, 666-45-0034, and
123C, are also considered text entries.
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However, a problem exists with numbers that are separated by hyphens
(also known as dashes): If the numbers that are separated by dashes corre-
spond to a valid date, then Excel converts it into a date (which is most
definitely a kind of numeric data entry — see the “Dates and times” section
in this chapter for details). For example, if you enter /-2-§ in a cell, Excel
thinks that you want to enter the date January 2, 2008, in the cell, and the
program automatically converts the entry into a date number (displayed as
1/2/2008 in the cell).

If you want to enter a number as text in a cell, you must preface its first digit
with an apostrophe (). For example, if you're entering a part number that
consists of all numbers, such as 12-30-09, and you don’t want Excel to con-
vert it into the date December 30, 2009, you need to preface the entry with
an apostrophe by entering into the cell:

'12-30-09

Likewise, if you want to enter 3/4 in a cell, meaning three out of four rather
than the date March 4, you enter

'3/4

(Note that if you want to designate the fraction, three-fourths, you need to
input =3/4, in which case Excel displays the value 0.75 in the cell display.)

When you complete an entry that starts with an apostrophe, the apostrophe
is not displayed in the cell (it does appear, however, on the Formula bar).
Instead, a tiny green triangle appears in the upper-left corner of the cell, and
an alert symbol appears to the immediate left (as long as the cell cursor is
in this cell). When you position the mouse pointer on this alert indicator, a
drop-down button appears to its right (shown in the left margin). When you
click this drop-down button, a drop-down menu similar to the one shown in
Figure 1-5 appears. In this example, the first option indicates that the number
is currently stored as text, and the second option enables you to convert it
back into a number (by removing the apostrophe).

If you start a cell entry with the equal sign (=) or the at symbol (@) followed
by other characters that aren’t part of a formula, Excel displays an error
dialog box as soon as you try to complete the data entry. Excel uses the
equal sign to indicate the use of a formula, and what you have entered is not
a valid formula. The program knows that Lotus 1-2-3 used the @ symbol to
indicate the use of a built-in function, and what you have entered is not a
valid built-in function. This means that you must preface any data entry
beginning with the equal sign and at symbol that isn’t a valid formula with
an apostrophe in order to get it into the cell.
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Alert indicator with drop-down button

What's the value?

In a typical spreadsheet, numbers (or numeric data entries) can be as
prevalent as the text entries — if not more so. This is because traditionally,
spreadsheets were developed to keep financial records, which included
plenty of extended item totals, subtotals, averages, percentages, and grand
totals. Of course, you can create spreadsheets that are full of numbers that
have nothing to do with debits, credits, income statements, invoices, quar-
terly sales, and dollars and cents.

Number entries that you make in your spreadsheet can be divided into three
categories:

4 Numbers that you input directly into a cell. (You can do this with the
keyboard, your voice if you use the Speech Recognition feature, or even
by handwriting if your keyboard is equipped with a writing tablet.)

4+ Date and time numbers that are also input directly into a cell but are
automatically displayed with the default Date and Time number formats
and are stored behind the scenes as special date serial and hour decimal
numbers.

4 Numbers calculated by formulas that you build yourself by using simple
arithmetical operators and/or Excel’s sophisticated built-in functions.
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Inputting numbers

Numbers that you input directly into the cells of the worksheet — whether
they are positive, negative, percentages, or decimal values representing
dollars and cents, widgets in stock, workers in the Human Resources depart-
ment, or potential clients — don’t change unless you specifically change
them, either by editing their values or replacing them with other values.
This is quite unlike formulas with values that change whenever the work-
sheet is recalculated and Excel finds that the values upon which they
depend have been modified.

When inputting numbers, you can mix the digits 0-9 with the following key-
board characters:

+ -0 $ .., %
You use these characters in the numbers you input as follows:

4+ Preface the digits of the number with a plus sign (+) when you want to
explicitly designate the number as positive, as in +(53) to convert nega-
tive 53 into positive 53. Excel considers all numbers to be positive
unless you designate them as negative.

4+ Preface the digits of the number with — or enclose them in a pair of
parentheses to indicate that the number is a negative number, as in =53
or (53).

4+ Preface the digits of the number with a dollar sign ($), as in $500, to
format the number with the Currency style format as you enter it
(you can also apply this format after it’s entered).

4+ Input a period (.) in the digits of the number to indicate the position of
the decimal point in the number, as in 500.25. (Note that you don’t have
to bother entering trailing zeros after the decimal point because the
General number format automatically drops them, even if you type
them in.)

4+ Input commas (,) between the digits of a number to indicate the position
of thousands, hundred thousands, millions, billions, and the like, and to
assign the Comma style number format to the number, as in 642,153.
(You can also have Excel add the commas by assigning the Comma
format to the number after you input the number.)

4+ Append the percent sign (%) to the digits of a number to convert the
number into a percentage and assign the Percent number style to it,
as in 12%.
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The most important thing to remember about the numbers that you input is
that they inherit the type of number formatting currently assigned to the
cells in which they’re entered. When you first open a blank workbook, the
number format appropriately called General (which some have called the
equivalent of no number formatting because it doesn’t add any special
format characters, such as a constant number of decimal places or thou-
sands separators) is applied to each cell of the worksheet. You can override
the General format by adding your own formatting characters as you input
the number in a cell or, later, by selecting the cell and then assigning a differ-
ent number format to it (see Book I, Chapter 2 for details).

Dates and times

Excel stores dates and times that you input into a spreadsheet as special
values. Dates are stored as serial numbers, and times are stored as decimal
fractions. Excel supports two date systems: the 1900 date system used by
Excel for Windows (also used by Lotus 1-2-3), which uses January 1, 1900, as
serial number 1, and the 1904 system used by Excel for the Macintosh, which
uses January 2, 1904, as serial number 1.

If you use Excel on the IBM-compatible PCs and Macintosh computers in
your office, you can switch from the default 1900 date system to the 1904
date system for those worksheets that you create in the Windows version
and then transfer to the Macintosh version. To switch to the 1904 date
system, click the Advanced tab of the Excel Options dialog box (Office
Button | Excel Options or Alt+FI) and then click the Use 1904 Date System
check box in the When Calculating This Workbook section.

By storing dates as serial numbers representing the number of days that
have elapsed from a particular date (January 1, 1900, or January 2, 1904),
Excel can perform arithmetic between dates. For example, you can find out
how many days there are between February 15, 1949, and February 15, 2009,
by entering 2/15/09 in one cell and 2/15/49 in the cell below, and then creat-
ing a formula in the cell below that one that subtracts the cell with 2/15/49
from the one containing 2/15/09. Because Excel stores the date 2/15/09 as
the serial number 39859 and the date 2/15/49 as the serial number 17944, it
can calculate the difference and return the result of 21915 (days, which is
equal to 60 years).

Although Excel has no problem calculating the number of days that have
elapsed between two dates in a worksheet, this doesn’t mean that it knows
how to properly display the result. In the previous example referring to a
formula that subtracts the date 2/15/49 entered in one cell from the date
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2/15/09 entered in another, Excel displays the result in the cell with this sub-
traction formula as the date 12/31/59! This happens because the program
mistakenly assumes that you want to see the calculated result in the same
(date) number format as you used in the cells referred to in the formula.
Fortunately, you can instantly rectify this mistake by clicking the drop-down
button attached to the Number Format button in the Number group on the
Home tab of the Ribbon and then clicking General on its drop-down list, or
by clicking the Comma Style button and then clicking the Decrease Decimal
button twice (in the same area of the Home tab) if you want to see the
number of days as 21,915 — see Book II, Chapter 2 for all about formatting
values in the spreadsheet.

When you use a date directly in a formula that performs date arithmetic, you
must enclose the date in quotation marks. For example, if you want to enter
a formula in a cell that calculates the number of days between February 15,
1949, and February 15, 2009, in the cell you have to enter the following formula:

="2/15/09"-"2/15/49"

Times of the day are stored as decimal numbers that represent the fraction
of the 24-hour period starting with 0.0 for 12:00 midnight through 0.999 for
11:59:59 p.m. By storing times as decimal fractions, Excel enables you to per-
form time calculations such as those that return the elapsed time (in minutes)
between any two times of the day.

Inputting dates and times using recognized formats

Although Excel stores dates as serial numbers and times as decimal frac-
tions, luckily you don’t have to use these numbers to enter dates or times

of the day into cells of the worksheet. You simply enter dates by using any of
the recognized Date number formats that are used by Excel, and you enter
times by using any of the recognized Time number formats. Excel then
assigns and stores the appropriate serial number or decimal fraction at the
same time the program assigns the date or time format that you used for this
value. Table 1-1 shows you typical date and time entries that you can use as
examples when entering dates and times in the cells of a worksheet.

Table 1-1 Common Ways to Enter Dates and Times

What You Enter in the Cell Date or Time Recognized by Excel
(As Displayed on the Formula Bar)

1/6/2008 January 6, 2008

1/6/08 January 6, 2008

1-6-08 January 6, 2008

6-Jan-08 January 6, 2008

6-Jan January 6

Jan-08 January, 2008
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What You Enter in the Cell Date or Time Recognized by Excel
(As Displayed on the Formula Bar)

1/6/08 5:25 1/6/2008 5:25 a.m.

5:25 5:25:00 AM

5:25P 5:25:00 PM

17:25 5:25:00 PM

17:25:33 5:25:33 PM

Understanding how Excel treats two-digit years

The only thing that’s a tad bit tricky about inputting dates in a spreadsheet
comes in knowing when you have to input all four digits of the year and
when you can get away with entering only two. As Table 1-1 shows, if you
input the date 1/6/08 in a cell, Excel recognizes the date as 1/6/2008 and not
as 1/6/1908. In fact, if you enter the date January 6, 1908, in a spreadsheet,
you must enter all four digits of the year (1908).

Here’s how Excel decides whether a year for which you enter only the last
two digits belongs to the 20th or 21st century:

4+ 00 through 29 belong to the 21st century, so Excels interprets 7/30/29 as
July 30, 2029.

4 30 through 99 belong to the 20th century, so Excel interprets 7/30/30 as
July 30, 1930.

This means that you don’t have to enter the four digits of the year for dates
in the years 2000 through 2029 or for dates in the years 1930 through 1999.

Of course, if you can’t remember these cutoffs and are just generally con-
fused about when to enter two digits versus four digits, just go ahead and
enter all four digits of the year. Excel never misunderstands which century
the date belongs to when you spell out all four digits of the year.

Numeric formulas

Many numeric entries in a typical spreadsheet are not input directly but are
returned as the result of a calculation by a formula. The numeric formulas
that you build can do anything from simple arithmetic calculations to com-
plex ANOVA statistical analyses (see Book Il for complete coverage of all
types of numeric formulas). Most spreadsheet formulas use numbers that
are input into other cells of the worksheet in their calculations. Because
these formulas refer to the address of the cell containing the input number
rather than number itself, Excel is able to automatically recalculate the
formula and return a new result anytime you change the values in the
original cell.
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The most important thing to remember about numeric formulas is that their
calculated values are displayed in their cells in the worksheet while the
contents of the formulas (that indicate how the calculation is done) are
displayed on the Formula bar whenever its cell contains the cell cursor.

All numbers returned by formulas inherit the nondescript General number
format. The only way to get these calculated numbers to appear the way you
want them in the worksheet is to select them and apply a new, more appro-
priate number format to them (see Book II, Chapter 2 for details).

Data Entry 101
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[ want to pass on to you a few basic rules of data entry:

4 You must select the cell where you want to make the data entry before
you can make the entry in that cell.

4+ Any entry that you make in a cell that already contains data replaces the
original entry.

4+ Every data entry that you make in any cell must be completed with
some sort of action such as clicking the Enter button on the Formula bar
(the button with the check mark that appears when you start entering
data), pressing the Enter key, or clicking a new cell before the entry is
officially entered in that cell.

[ know that the first rule sounds so obvious that it should go without saying,
but you’d be surprised how many times you look at the cell where you
intend to add new data and then just start entering that data without realiz-
ing that you haven’t yet moved the cell cursor to that cell. As a result, the
data entry that you’re making is not destined to go into the cell that you
intended. In fact, you're in the process of making the entry in whatever cell
currently contains the cell cursor, and if that cell is already occupied, you're
in the process of replacing its entry with the one you meant to go some-
where else!

This is where the third rule is so important because even if you're in the
process of messing up your spreadsheet by entering data in the wrong cell
(and, if that cell is occupied, you're destroying a perfectly good entry), you
haven’t done it until you take the action that completes the entry (such as
clicking the Enter button on the Formula bar or pressing the Enter key).

This means that you can recover simply by clicking the Cancel button on the
Formula bar or by pressing the Escape key on your keyboard. As soon as
you do that, the errant data entry disappears from the Formula bar (and the
original data entry — if it exists — returns), and you’re then free to move the
cell cursor to the desired cell and redo the entry there.
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Data entry keyboard style

The only trick to entering data from the keyboard is to figure out the most
efficient way to complete the entry in the current cell (and Excel gives you
many choices in this regard). You can, of course, complete any data entry
by clicking the Enter button on the Formula bar (presumably this is what
Microsoft intended; otherwise, why have the button?), but clicking this
button is not at all efficient when the mouse pointer isn’t close to it.

You should know of another potential drawback to clicking the Enter button
on the Formula bar to complete an entry: When you do this, Excel doesn’t
move the cell cursor but keeps it right in the cell with the new data entry.
This means that you still have to move the cell cursor before you can safely
make your next data entry. You're better off then pressing the Enter key
because doing this not only completes the entry in the cell, but also moves
the cell cursor down the cell in the next row.

Of course, pressing the Enter key is efficient only if you’re doing the data
entry for a table or list down each row across the succeeding columns.

If you want to enter the data across each column of the table or list down
succeeding rows, pressing Enter doesn’t work to your advantage. Instead,
you’d be better off pressing the — key or the Tab key to complete each entry
(at least until you get to the cell in the last column of the table) because
pressing these keys completes the entry and moves the cell cursor to the
next cell on the right.

Take a look at Table 1-2 to get an idea of the keys that you commonly use to
complete data entries. Keep in mind, however, that any key combination that
moves the cell cursor (see Table 1-1 in Book I, Chapter 1, for a review of
these keystrokes) also completes the data entry that you’re making, as does
clicking another cell in the worksheet.

Table 1-2 Keys Used in Completing Data Entry
Keys Cell Cursor Movement

Enter Down one row

l Down one row

Tab Right one column

- Right one column

Shift+Tab Left one column

«— Left one column

T Up one row
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If you have more than one cell selected (see Book I, Chapter 2 for more

on this) and then press Ctrl+Enter to complete the data entry that you're
making in the active cell of this selected range, Excel simultaneously enters
that data entry into all the cells in the selection. You can use this technique
to enter a single label or value in many places in a worksheet at one time.

If you have more than one worksheet selected (see Book II, Chapter 4) at the
time that you make an entry in the current cell, Excel makes that entry in
the corresponding cells of all the selected worksheets. For example, if you
enter the heading Cost Analysis in cell C3 of Sheet]l when Sheet1 through
Sheet3 are selected, Excel enters Cost Analysis in cell C3 of Sheet2 and
Sheet3 as well.

VYou AutoComplete this for me

Excel automatically makes use of a feature called AutoComplete, which
attempts to automate completely textual data entries (that is, entries that
don’t mix text and numbers). AutoComplete works this way: If you start a
new text entry that begins with the same letter or letters as an entry that
you’ve made recently in the same region of the worksheet, Excel completes
the new text entry with the characters from the previous text entry that
began with those letters.

For example, if you type the spreadsheet title Sales Invoice in cell Al of a
new worksheet and then, after completing the entry by pressing the |, start
entering the table title Summary in cell A2, as soon as you type S in cell A2,
Excel completes the new text entry so that it also states Sales Invoice by
adding the letters ales Invoice.

When the AutoComplete feature completes the new text entry, the letters
that it adds to the initial letter or letters that you type are automatically
selected (indicated by highlighting). This way, if you don’t want to repeat the
original text entry in the new cell, you can replace the characters that Excel
adds just by typing the next letter in the new (and different) entry. In the pre-
vious example, in which Sales Invoice was repeated in the cell where you
want to input Summary, the ales Invoice text appended to the S that you type
disappears the moment you type u in Summary.

Note that when you have two different entries that begin with the same first
letter but have different second letters, typing the second letter of one entry
causes Excel to complete the typing of that entry, leaving you free to insert
its text in the cell by pressing the Enter key or using any of the other meth-
ods for completing a cell entry.
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To make use of automatic text completion rather than override it as in the
previous example, simply press a key (such as Enter or an arrow key), click
the Enter button on the Formula bar, or click another cell to complete the
completed input in that cell. For example, say you're building a sales table in
which you’re inputting sales for three different account representatives —
George, Jean, and Alice. After entering each name manually in the appropriate
row of the Account Representative column, you only need to type in their
first initial (G to get George, J to get Jean, and A to get Alice) in subsequent
cells and then press the | or Enter key to move down to the next row of that
column. Of course, in a case like this, AutoComplete is more like automatic
typing, and it makes filling in the Account Representative names for this
table extremely quick and easy.

If the AutoComplete feature starts to bug you when building a particular
spreadsheet, you can temporarily turn it off; simply click the Enable
AutoComplete for Cell Values check box, and remove the check mark on
the Advanced tab of the Excel Options dialog box (Office Button | Excel
Options or Alt+FI).

You AutoCorrect this right now!

Along with AutoComplete, Excel has an AutoCorrect feature that automati-
cally fixes certain typos that you make in the text entries as soon as you
complete them. For example, if you forget to capitalize a day of the week,
AutoCorrect does this for you (turning friday into Friday in a cell as soon as
you complete the entry). Likewise, if you mistakenly enter a word with two
initial capital letters, AutoCorrect automatically lowercases the second capital
letter (so that QUarter typed into a cell becomes Quarter upon completion of
the cell entry).

In addition to these types of obvious capitalization errors, AutoCorrect also
automatically takes care of common typos, such as changing hsi to his (an
obvious transposition of two letters) or inthe to in the (an obvious case of a
missing space between letters). In addition to the errors already recognized
by AutoCorrect, you can add your own particular mistakes to the list of auto-
matic replacements.

To do this, open the AutoCorrect dialog box and then add your own replace-
ments in the Replace and With text boxes located on the AutoCorrect tab,
shown in Figure 1-6. Here’s how:

1. Click Office Button | Excel Options or press Alt+FI, and then click the
Proofing tab followed by the AutoCorrect Options button.

The AutoCorrect dialog box opens for your language, such as
English (United States).
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Figure 1-6:
You can add
your own
automated
replace-
ments to the
AutoCorrect
tab.
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2. If the AutoCorrect options aren’t already displayed in the dialog box,
click the AutoCorrect tab to display them.

3. Click the Replace text box and then enter the typo exactly as you usu-
ally make it.

4. Click the With text box and enter the replacement that AutoCorrect
should make (with no typos in it, please!).

Check the typo that you've entered in the Replace text box and the
replacement that you've entered in the With text box. If everything
checks out, go on to Step 5.

5. Click the Add button to add your new AutoCorrect replacement to the
list of automated replacements.

6. Click the OK button to close the AutoCorrect dialog box.

You can use the AutoCorrect feature to automatically replace favorite
abbreviations with full text, as well as to clean up all your personal typing
mistakes. For example, if you have a client with the name Great Lakes
Securities, and you enter this client’s name in countless spreadsheets that
you create, you can make an AutoCorrect entry so that Excel automatically
replaces the abbreviation gls with Great Lakes Securities. Of course, after you
use AutoCorrect to enter Great Lakes Securities in your first cell by typing
gls, the AutoComplete feature kicks in, so the next time you type the g of gls
to enter the client’s name in another cell, it fills in the rest of the name, leav-
ing you with nothing to do but complete the entry.

Keep in mind that AutoCorrect is not a replacement for Excel’s spelling
checker. You should still spell check your spreadsheet before sending it out
because the spelling checker finds all those uncommon typos that haven’t
been automatically corrected for you (see Book II, Chapter 3 for details).
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Constraining data entry to a cell range

One of the most efficient ways to enter data into a new table in your spread-

sheet is to preselect the empty cells where the data entries need to be made
and then enter the data into the selected range. Of course, this trick only works
if you know ahead of time how many columns and rows the new table requires.

The reason that preselecting the cells works so well is that doing this
constrains the cell cursor to that range, provided that you press only the
keystrokes shown in Table 1-3. This means that if you're using the Enter key
to move down the column as you enter data, Excel automatically positions
the cell cursor at the beginning of the next column as soon as you complete
the last entry in that column. Likewise, when using the Tab key to move the
cell cursor across a row as you enter data, Excel automatically positions the
cell cursor at the beginning of the next row in the table as soon as you com-
plete the last entry in that row.

That way you don’t have to concentrate on repositioning the cell cursor at
all when entering the table data; you can keep your attention on the printed
copy from which you’re taking the data.

Table 1-3 Keystrokes for Moving Within a Selection
Keystrokes Movement
Enter Moves the cell cursor down one cell in the selection (moves one cell to

the right when the selection consists of a single row)

Shift+Enter Moves the cell cursor up one cell in the selection (moves one cell to the
left when the selection consists of a single row)

Tab Moves the cell cursor one cell to the right in the selection (moves one
cell down when the selection consists of a single column)

Shift+Tab Moves the cell cursor one cell to the left in the selection (moves one cell
up when the selection consists of a single column)

Ctrl+period (.) Moves the cell cursor from corner to corner of the cell selection

You can’t very well use this preselection method on data lists because
they’re usually open-ended affairs to which you continually append new
rows of data. The most efficient way to add new data to a new or existing
data list is to format it as a table (see Book I, Chapter 2).

Getting Excel to put in the decimal point

Of course, if your keyboard has a ten-key entry pad, you’ll want to use it
rather than the numbers on the top row of the keyboard to make your
numeric entries in the spreadsheet (make sure that the Num Lock key
is engaged, or you’ll end up moving the cell cursor rather than entering
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numbers). If you have a lot of decimal numbers (suppose that you're build-
ing a financial spreadsheet with loads of dollars and cents entries), you may
also want to use Excel’s Fixed Decimal Places feature so that Excel places a
decimal point in all the numbers that you enter in the worksheet.

To turn on this feature, click the Automatically Insert a Decimal Point check
box in the Editing Options section of the Advanced tab of the Excel Options
dialog box (Microsoft Office Button | Excel Options or Alt+FI) to put a check
mark in it. When you do this, the Places text box immediately below it deter-
mines the number of decimal places that the program is to add to each
number entry. You can then specify the number of places by changing its
value (2 is, of course, the default) either by entering a new value or selecting
one with its spinner buttons.

After turning on the Automatically Insert a Decimal Point option, Excel adds
a decimal point to the number of places that you specified to every numeric
data entry that you make at the time you complete its entry. For example, if
you type the digits 56789 in a cell, Excel changes this to 567.89 at the time
you complete the entry.

Note that when this feature is turned on and you want to enter a number
without a decimal point, you need to type a period at the end of the value.
For example, if you want to enter the number 56789 in a cell and not have
Excel change it to 567.89, you need to type

56789.

Ending the number in a period prevents Excel from adding its own decimal
point to the value when Fixed Decimal Places is turned on. Of course, you
need to turn this feature off after you finish making the group of entries
that require the same number of decimal places. To do this, click the
Automatically Insert a Decimal Point check box on the Advanced tab of the
Excel Options dialog box (Microsoft Office Button | Excel Options or Alt+FI)
to remove its check mark.

VYou AutoFill it in

Few Excel features are more helpful than the AutoFill feature, which enables
you to fill out a series of entries in a data table or list — all by entering only
the first item in the series in the spreadsheet. You can sometimes use the
AutoFill feature to quickly input row and column headings for a new data
table or to number the records in a data list. For example, when you need

a row of column headings that list the 12 months for a sales table, you can
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enter January or Jan. in the first column and then have AutoFill input the
other 11 months for you in the cells in columns to the right. Likewise, when
you need to create a column of row headings at the start of a table with suc-
cessive part numbers that start at L505-120 and proceed to L505-128, you
enter L505-120 in the first row and then use AutoFill to copy the part num-
bers down to L505-128 in the cells below.

The key to using AutoFill is the Fill handle, which is the small black square
that appears in the lower-right corner of whatever cell contains the cell
cursor. When you position the mouse pointer on the Fill handle, it changes
from the normal thick, white-cross pointer to a thin, black-cross pointer
(shown in the left margin). This change in shape is your signal that when you
drag the Fill handle in a single direction, either down or to the right, Excel
will either copy the current cell entry to all the cells that you select or use it
as the first entry in a consecutive series, whose successive entries are then
automatically entered in the selected cells.

Note that you can immediately tell whether Excel will simply copy the cell
entry or use it as the first in a series to fill out by the ScreenTips that appear
to the right of the mouse pointer. As you drag through subsequent cells, the
ScreenTip indicates which entry will be made if you release the mouse
button at that point. If the ScreenTip shows the same entry as you drag, you
know Excel didn’t recognize the entry as part of a consecutive series and is
copying the entry verbatim. If, instead, the ScreenTips continue to change as
you drag through cells showing you successive entries for the series, you
know that Excel has recognized the original entry as part of a consecutive
series.

Figures 1-7 and 1-8 illustrate how AutoFill works. In Figure 1-7, [ entered
January as the first column heading in cell B2 (using the Enter button on
the Formula bar so as to keep the cell cursor in B2, ready for AutoFill).
Next, | positioned the mouse pointer on the AutoFill handle in the lower-
right corner of B2 before dragging the Fill handle to the right until I reached
cell G2 (and the ScreenTip stated June).

Figure 1-8 shows the series that was entered in the cell range B2:G2 when

I released the mouse button with cell G2 selected. For this figure, I also
clicked the drop-down button attached to the Auto Fill Options button that
automatically appears whenever you use the Fill handle to copy entries or
fill in a series to show you the items on this pop-up menu. This menu contains
a Copy Cells option button that enables you to override Excel’s decision to
fill in the series and have it copy the original entry (January, in this case) to
all the selected cells.
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Figure 1-7:
Dragging
the Fill
handle to fill
in a series
with the first
six months
of the year.

Figure 1-8:
The series
of monthly
column
headings
with the
Auto Fill
Options
drop-down
menu.

Note that you can also override Excel’s natural decision to fill in a series or
copy an entry before you drag the Fill handle. To do so, simply hold down
the Ctrl key (which adds a tiny plus sign to the upper-right corner of the Fill
handle). Continue to depress the Ctrl key as you drag the Fill handle and
notice that the ScreenTip now shows that Excel is no longer filling in the
series or copying the entry as expected.
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When you need to consecutively number the cells in a range, use the Ctrl
key to override Excel’s natural tendency to copy the number to all the cells
you select. For example, if you want to number rows of a list, enter the start-
ing number (1 or 100, it doesn’t matter) in the first row, then press Ctrl to
have Excel fill in the rest of the numbers for successive rows in the list

(2, 3, 4, and the like, or 102, 103, 104, and so on). If you forget to hold down
the Ctrl key and end up with a whole range of cells with the same starting
number, click the Auto Fill Options drop-down button and then click the

Fill Series option button to rectify the mistake by converting the copied
numbers to a consecutively numbered series.

When using AutoFill to fill in a data series, you don’t have to start with the
first entry in that particular series. For example, if you want to enter a row
of column headings with the last six months of the year (June through
December), you enter June first and then drag down or to the right until the
mouse pointer selects the cell where you enter December (indicated by the
December ScreenTip). Note also that you can reverse-enter a data series by
dragging the Fill handle up or left. In the June-to-December column headings
example, if you drag up or left, Excel enters June to January in reverse order.

Keep in mind that you can also use AutoFill to copy an original formula
across rows and down columns of data tables and lists. When you drag the
Fill handle in a cell that contains a formula, Excel automatically adjusts

its cell references to suit the new row or column position of each copy
(see Book III, Chapter 1 for details on copying formulas with AutoFill).

Filling series with increments other than one

Normally, when you drag the Fill handle to fill in a series of data entries,
Excel increases or decreases each entry in the series by a single unit (a day,
month, hour, or whatever). You can, however, get AutoFill to fill out a series
of data entries that uses some other increment, such as every other day,
every third month, or every hour-and-a-half.

Figure 1-9 illustrates a number of series all created with AutoFill that use
increments other than one unit. The first example in row 3 shows a series

of different times all 45 minutes apart, starting with 8:00 a.m. in cell A3 and
extending to 2:45 p.m. in cell J3. The second example in row 6 shows a series
of days of the week that uses every other day of the week starting with
Monday in cell A6 and extending to Saturday in cell G6. The third example in
row 9 shows a series of numbers, each of which increases by 15, that starts
with 35 in cell A9 and increases to 170 in cell J9. The last example in row 13
shows a series with every other month, starting with Jan. in cell A13 and
extending to Nov. in cell F13.
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Figure 1-9:
Various
series
created with
AutoFill

by using
different
increments.

To create a series that uses an increment other than one unit, follow these
four general steps:

1.

Enter the first two entries in the series in consecutive cells above one
another in a column or side by side in a row.

Enter the entries one above the other when you intend to drag the
Fill handle down the column to extend the series. Enter them side
by side when you intend to drag the Fill handle to the right across
the row.

. Position the cell cursor in the cell with the first entry in the series,

and drag through the second entry.

Both entries must be selected (indicated by being enclosed within the
expanded cell cursor) before you use the Fill handle to extend the
series. Excel analyzes the difference between the two entries and uses
its increment in filling out the data series.

Drag the Fill handle down the column or across the row to extend the
series by using the increment other than one unit.

Check the ScreenTips to make sure that Excel is using the correct incre-
ment in filling out your data series.



Figure 1-10:
Creating a
custom list
of cities for
AutoFill.
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4. Release the mouse button when you reach the desired end of the series
(indicated by the entry shown in the ScreenTip appearing next to the
black-cross mouse pointer).

Creating custom AutoFill lists

Just as you can use AutoFill to fill out a series with increments different

from one unit, you can also get it to fill out custom lists of your own design.
For example, suppose that you often have to enter a standard series of city
locations as the column or row headings in new spreadsheets that you build.
Instead of copying the list of cities from one workbook to another, you can
create a custom list containing all the cities in the order in which they nor-
mally appear in your spreadsheets. After you create a custom list in Excel,
you can then enter all or part of the entries in the series simply by entering
the first item in a cell and then using the Fill handle to extend out the series
either down a column or across a row.

To create a custom series, you can either enter the list of entries in the
custom series in successive cells of a worksheet before you open the
Custom Lists dialog box, or you can type the sequence of entries for
the custom series in the List Entries list box located on the right side
of the Custom Lists tab in this dialog box, as shown in Figure 1-10.
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If you already have the data series for your custom list entered in a range of
cells somewhere in a worksheet, follow these steps to create the custom list:

1. Click the cell with the first entry in the custom series and then drag

the mouse pointer through the range until all the cells with entries are
selected.

The expanded cell cursor should now include all the cells with entries
for the custom list.

. Click Office Button | Excel Options or press Alt+FI and then click the

Edit Custom Lists button on the Popular tab.

The Custom Lists dialog box opens with its Custom Lists tab where you
now should check the accuracy of the cell range listed in the Import List
from Cells text box (the range in this box lists the first cell and last cell
in the current selected range separated by a colon — you can ignore the
dollar signs following each part of the cell address). To check that the
cell range listed in the Import List from Cells text box includes all the
entries for the custom list, click the Collapse Dialog Box button, located to
the right of the Import List from Cells text box (shown in the left margin).
When you click this button, Excel collapses the Custom Lists dialog

box down to the Import List from Cells text box and puts a marquee
(the so-called marching ants) around the cell range.

If this marquee includes all the entries for your custom list, you can
expand the Custom Lists dialog box by clicking the Expand Dialog box
button (which replaces the Collapse Dialog Box button and is shown in
the left margin) and proceed to Step 3. If this marquee doesn’t include all
the entries, click the cell with the first entry and then drag through until
all the other cells are enclosed in the marquee. Then, click the Expand
Dialog box button and go to Step 3.

. Click the Import button to add the entries in the selected cell range to

the List Entries box on the right and to the Custom Lists box on the
left side of the Custom Lists tab.

As soon as you click the Import button, Excel adds the data entries in
the selected cell range to both the List Entries and the Custom Lists
boxes.

4. Click the OK button to close the Custom Lists dialog box.

If you don’t have the entries for your custom list entered anywhere in the
worksheet, you have to follow the second and third steps listed previously
and then take these three additional steps instead:
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1. Click the List Entries box and then type each of the entries for
the custom list in the order in which they are to be entered in
successive cells of a worksheet.

Press the Enter key after typing each entry for the custom list so that
each entry appears on its own line in the List Entries box, or separate
each entry with a comma.

2. Click the Add button to add the entries that you’ve typed into the List
Entries box on the right to the Custom Lists box, located on the left
side of the Custom Lists tab.

Note that when Excel adds the custom list that you just typed to the
Custom Lists box, it automatically adds commas between each entry in
the list — even if you pressed the Enter key after making each entry.

It also automatically separates each entry on a separate line in the List
Entries box — even if you separated them with commas instead of car-
riage returns.

3. Click the OK button to close the Custom Lists dialog box.

After you've created a custom list by using one of these two methods, you
can fill in the entire data series by entering the first entry of the list in a cell
and then dragging the Fill handle to fill in the rest of the entries. If you ever
decide that you no longer need a custom list that you've created, you can
delete it by clicking the list in the Custom Lists box in the Custom Lists
dialog box and then clicking the Delete button. Excel then displays an alert
box indicating that the list will be permanently deleted when you click OK.
Note that you can’t delete any of the built-in lists that appear in this list box
when you first open the Custom Lists dialog box.

Keep in mind that you can also fill in any part of the series by simply enter-
ing any one of the entries in the custom list and then dragging the Fill handle
in the appropriate direction (down and to the right to enter succeeding
entries in the list or up and to the left to enter preceding entries).

Limiting data entry with Data Validation

The Data Validation feature in Excel can be a real timesaver when doing
repetitive data entry and can also go a long way in preventing incorrect
entries in your spreadsheets. When you use Data Validation in a cell, you
indicate what type of data entry is allowed in the cell. As part of restricting
a data entry to a number (which can be a whole number, decimal, date,

or time), you also specify the permissible values for that type of number
(a whole number between 10 and 100 or a date between January 1, 2008,
and December 31, 2008, for example).
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When you restrict the data entry to text, you can specify the range of the
minimum and maximum text length (in characters), or even better, a list of
permissible text entries that you can select from a pop-up menu (opened
by clicking a pop-up button that appears to the right of the cell whenever it
contains the cell cursor).

When using Data Validation to restrict the type of data entry and its range of
acceptable values in a cell, you can also specify an input message that is
automatically displayed next to the cell when you select it and/or an error
alert message that is displayed if you try to input the wrong type of entry or
a number outside the permissible range.

To use the Data Validation feature, put the cell cursor in the cell where you
want to restrict the type of data entry that you can make there, and then click
the Data Validation button on the Data tab of the Ribbon (or press Alt+AVV).
The Data Validation dialog box opens with the Settings tab selected (similar
to the one shown in Figure 1-11).

You then click the drop-down button attached to the Allow drop-down list
box and select among the following items:

4+ Any Value to remove any previous restrictions thereby canceling data
validation and once again enabling the user to enter anything he wishes
into the cell.

4 Whole Number to restrict the entry to a whole number that falls within
a certain range or adheres to particular parameters that you specify

4 Decimal to restrict the entry to a decimal number that falls within a cer-
tain range or adheres to particular parameters that you specify

4+ List to restrict the entry to one of several text entries that you specify,
which you can select from a pop-up menu that’s displayed by clicking a
pop-up button that appears to the right of the cell whenever it contains
the cell cursor

4+ Date to restrict the entry to a date that falls within a certain range or on
or before a particular date

4+ Time to restrict the entry to a time that falls within a certain range or on
or before a particular time of the day

4+ Text Length to restrict a text entry so that its length in characters doesn’t
fall below or go above a certain number or falls within a range that you
specify

4 Custom to restrict the entry to the parameters specified by a particular
formula entered in another cell of the worksheet
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Figure 1-11:
Creating a
custom
drop-down
listinthe
Data
Validation
dialog box.
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To specify an input message after selecting all the items on the Settings tab,

click the Input Message tab of the Data Validation dialog box where you enter a
short title for the input message (such as How to Proceed) in the Title text box,
and then enter the text of your message in the Input Message list box below.

To specify an alert message, click the Error Alert tab of the Data Validation
dialog box, where you can choose the kind of warning in the Style drop-down
list: Stop (the default, which uses a red button with a cross in it), Warning
(which uses a yellow triangle with an exclamation point in it), and Information
(which uses a balloon with a blue / in it). After selecting the type of alert, you
then enter the title for its dialog box in its Title text box, and enter the text of
the alert message in the Error Message list box.

To apply the restriction you're defining in the Data Validation dialog box to
all the other cells that are formatted the same way as in a cell range formatted
as a table (see Book II, Chapter 2 for details), click the Apply These Changes
to All Other Cells with the Same Settings check box before you click OK.

To copy the restriction to a range that is not formatted as a table, use the
Data Validation feature to set up the type of entry and permitted range in the
first cell and then use the Fill handle to copy that cell’s Data Validation set-
tings to subsequent cells in the same column or row.

By far, the most popular use of the Data Validation feature is to create a drop-
down menu from which you or someone who uses your spreadsheet can select
the appropriate data entry. Figures 1-11 and 1-12 illustrate this type of usage.
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Figure 1-12:
Selecting

a city from

the custom
drop-down

list.

As Figure 1-11 shows, on the Settings tab of the Data Validation dialog box,

I chose List from the Allow drop-down list box and then in the Source text
box, I designated the cell range J3:J7, which just happens to contain the list
of allowable entries (you can type them in the Source text box separated
by commas if the list doesn’t already exist someplace on the worksheet).
Notice in this figure that, as soon as you select List in the Allow combo box,
a check box appears. Keep this check box selected because it tells Excel to
create a drop-down list (or pop-up menu, as it’s also called) containing only
the entries specified in the Source text box.

Figure 1-12 shows you what happens in the spreadsheet after you close the
Data Validation dialog box. Here, you see the pop-up menu (with a list of
cities taken from the cell range J3:J7) as it appears when you click the cell’s
new pop-up button. In this figure, you can also see the input message box
that I created for this cell by using the options on the Input Message tab of
the Data Validation dialog box. Note that you can reposition this message
box (officially known as a comment box) so that it’s close to the cell, but
doesn’t get in the way of selecting an entry, simply by dragging it with the
mouse pointer.

Figure 1-13 demonstrates what happens if you try to input an entry that isn’t
on the drop-down list. For this figure, I deliberately disregarded the input
instructions and typed Chicago as the location. As soon as I clicked the Enter
button on the Formula bar, the custom alert dialog box (which [ named Entry
Not on the List!) appears. I created this alert dialog box by using the options
located on the Error Alert tab of the Data Validation dialog box.

To find cells to which Data Validation has been applied, open the Go To
dialog box (Ctrl+G or F5), and then click the Special button and click the
Data Validation option button in the Go To Special dialog box. Click the Same
option button under Data Validation to have Excel go to the next cell that
uses the same Data Validation settings as the active cell. Leave the All option
button under Data Validation selected to go to the next cell that uses any
kind of Data Validation setting.



Figure 1-13:
Getting an
error mes-
sage after
trying to
input a city
that's not on
the list.
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To get rid of Data Validation settings assigned to a particular cell or cell
range, select the cell or range, then open the Data Validation dialog box
(Alt+AVV), and then click the Clear All button before you click OK.

Although Data Validation is most often used to restrict new data entries in a
spreadsheet, you can also use it to quickly identify values that are outside
desired parameters in ranges of existing numeric data entries — see Book II,
Chapter 3 for details.

the Data

One of the most important tasks you ever perform when building your
spreadsheet is saving your work! Excel offers three different ways to invoke
the Save command:

4+ Click the Save button on the Quick Access toolbar (the one with the
disk icon).

4 Press Ctrl+S or F12.
4 Click Office Button | Save.

To encourage frequent saving on your part, Excel provides you with a Save
button on the Quick Access toolbar (the one with the picture of a floppy
disk, the very first on the toolbar). You don’t even have to take the time
and trouble to choose the Save command from the File pull-down menu
(opened by clicking the Office Button) or even press Ctrl+S; you can simply
click this tool whenever you want to save new work on disk.
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Figure 1-14:
The Save As
dialog box in
Windows
Vista
enables you
to selectthe
filename
and folder
for the new
workbook
file as well
as add tags
to it.

When you click the Save button, press Ctrl+S, or click Office Button | Save
for the first time, Excel displays the Save As dialog box. Use this dialog box
to replace the temporary document name (Bookl1, Book2, and so forth) with
a more descriptive filename in the File Name text box, to select a new file
format in the Save As Type drop-down list box, and to select a new drive and
folder before you save the workbook as a disk file.

When you finish making changes in the Save As dialog box, click the Save
button or press Enter to have Excel 2007 save your work. When Excel saves
your workbook file, the program saves all the information in every worksheet
in your workbook (including the last position of the cell cursor) in the desig-
nated folder and drive.

You don’t have to fool with the Save As dialog box again unless you want to
rename the workbook or save a copy of it in a different folder. If you want to
do either of these things, you must click Office Button | Save As or press
Alt+FA to choose the Save As command rather than click the Save button on
the Quick Access toolbar or press Ctrl+S.

The Save As dialog box in Windows Uista

Figure 1-14 shows you the Save As dialog box as it appears in Excel 2007
when running the program under Windows Vista. Here, you can replace
the temporary filename (Book1, Book2, and so on) with a more descriptive
name by clicking the File Name text box and typing in the new name (up to
255 characters total including spaces).
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To select a new folder in which to save the new workbook file, follow these
steps:

1. Click the Browse Folders button (with the triangle pointing downward)
to expand the Save As dialog box.

When you expand the Save As dialog box, the dialog box displays the
Navigation pane. You can select folders listed in the Favorite Links or
Folders section.

2. In the Navigation pane, click the name of the Favorites link containing
the folder in which you want to save the file or click the Folders
button (with the upward-pointing triangle) and then click the name
of the folder.

3. (Optional) If you want to save the workbook file inside a new sub-
folder within the folder currently open in the Save As dialog box,
click the New Folder button on the toolbar and then replace the sug-
gested New Folder name by typing the actual name of the folder and
pressing Enter.

4. Click the Save button to save the file in the selected folder.

When the Save As dialog box is expanded, you can add a title, subject, and
tags to the new workbook file by clicking the Add a Title, Specify the Subject,
or Add a Tag link. You can then use any or all of these pieces of information
you add to the file when later searching for the workbook.

The Save As submenu options

When you click the Office Button and then highlight Save As option (rather
than clicking it) or press Alt+FF, Excel opens a submenu containing the follow-
ing save options:

4+ Excel Workbook: Click this option to save the workbook in the default
Xxlsx file format.

4+ Excel Macro-Enabled Workbook: Click this option to save the workbook
in the default .xlsm file format with all macros (see Chapter 12) it con-
tains enabled.

4+ Excel Binary Workbook: Click this option to save the workbook in the
binary file format optimized that enables faster loading of really large
workbooks with tons of data.

4+ Excel 97-2003 Workbook: Click this option to save the workbook in the
xls file format used by earlier versions of Excel 97 through Excel 2003 —
note that an alert dialog box appears if Excel finds any features used in
the workbook that aren’t supported in this file format.
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Figure 1-15:
The Save As
dialog box in
Windows XP
makes it
easy to
select the
filename
and folder
location for
your new
workbook
file.

4 Other Formats: Click this option to open the Save As dialog box where

you can select other file formats such as Excel templates and add-ins by
selecting its option on the Save as Type drop-down list before clicking
the Save button.

The Save As dialog box in Windows XP

Figure 1-15 shows you the Save As dialog box as it appears in Excel 2007
when running the program under Windows XP.

The Windows XP version of the Save As dialog box contains a bunch of large
buttons that appear on the left side of the dialog box: My Recent Documents,
Desktop, My Documents, My Computer, and My Network Places. Use these but-
tons to select the following folders in which to save your new workbook file:

4 Click the My Recent Documents button to save your workbook in the

Recent folder. The Recent folder resides in this hierarchy: Windows
folder (on your hard drive)\Application Data folder\Microsoft folder\
Office folder\Recent folder.

Click the Desktop button to save your workbook on your computer’s
desktop.

Click the My Documents button to save your workbook in the My
Documents folder.

Click the My Computer button to save your workbook on one of the
disks on your computer or in your own or a shared documents folder
on your hard drive.

Click the My Network Places button to save your workbook in one of the
folders on your company’s network.
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To save your workbook in a new subfolder within the folder open in the Save
As dialog box, click the Create New Folder button on the toolbar (or press
Alt+4) and then type the name for the folder in the New Folder dialog box
before you click OK.

Changing the default file location

Whenever you open the Save As dialog box to save a new workbook file,
Excel 2007 automatically selects the folder listed in the Default File Location
text box on the Save tab of the Excel Options dialog box (Office Button |
Excel Options | Save or Alt+FIS).

When you first start using Excel, the default folder is either the My Documents
(Windows XP) or the Documents folder (Windows Vista) under your user
name on your hard drive. So, for example, the directory path of the default
folder where Excel 2007 automatically saves new workbook files on my com-
puter running Windows XP is

C:\Documents and Settings\Greg\My Documents

However, the directory path of the default folder where Excel 2007 automati-
cally saves new workbook files on my other computer running Windows
Vista is

C:\Users\Greg\Documents

The very generic My Documents or Documents folder may not be the place
on your hard drive where you want all the new workbooks you create auto-
matically saved. To change the default file location to another folder on your
computer, follow these steps:

1. Click Office Button | Excel Options | Save or press Alt+FIS to open the
Save tab of the Excel Options dialog box.

The Default File Location text box displays the directory path to the cur-
rent default folder.

2. Click the Default File Location text box to select the current
directory path.

To edit part of the path (such as the My Documents or Documents folder
name after your user name), click the mouse pointer at that place in the
path to set the Insertion point.

3. Edit the existing path or replace it with the path to another existing
folder in which you want all future workbooks to automatically be
saved.

4. Click OK to close the Excel Options dialog box.
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Saving a new workbook in the old file format

Excel 2007 automatically saves each new workbook file in the new XML-
based file format (see the Appendix for details) which carries the filename
extension .xIsx. The problem with this XML file format is that it’s not one
that earlier versions of Excel can open. This means that if everybody who
needs to work with the workbook you’ve just created hasn’t yet upgraded to
Excel 2007, you need to save the new workbook in the earlier file format
used in versions 97 through 2003 with the old .xls filename extension.

To save a new workbook in the old binary Excel file format for back compati-
bility, be sure to click the Save as Type drop-down button and then click
Excel 97-2003 Workbook on the drop-down menu.

Excel automatically displays the Excel Compatibility Checker dialog box
whenever you try to save a workbook file containing Excel 2007 features that
aren’t supported in earlier versions of the program from Excel 97 through
2003. This dialog box lists each incompatible feature in the workbook and
gives you details on what will happen to the feature if you go ahead and save
the workbook file in the older file format. To ignore these warnings and go
ahead and save your workbook in the 97-2003 binary format, click the
Continue button in the Excel Compatibility Checker dialog box.

If you still want to have access to all the features in the Excel 2007 workbook
but you still need to create a backwardly compatible version of the work-
book file (even if it has less fidelity), first save the workbook in the XML file
format with the .xlsx file extension. Then, save a copy in old 97-2003 binary
file format with the .xls file extension by opening the Save As dialog box
(Office Button | Save As or Alt+FA) and then selecting Excel 97-2003 on the
Save as Type drop-down list before clicking the Save button.

Keep in mind that filename extensions such as .xlsx and .xls do not appear as
part of the filename (even though they are appended) in the File Name text box
in the Save As dialog box unless you’ve removed the check mark from the
Hide Extensions for Known File Types check box found on the View tab of the
Folder Options dialog box (Tools=>Options) in any Windows Explorer window
such as My Documents in Windows XP or Documents in Windows Vista.

Document Recovery to the Rescue

Excel 2007 offers a document recovery feature that can help you in the event
of a computer crash because of a power failure or some sort of operating
system freeze or shutdown. The AutoRecover feature saves your workbooks
at regular intervals. In the event of a computer crash, Excel displays a
Document Recovery Task pane the next time you start Excel after rebooting
the computer.
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When you first start using Excel 2007, the AutoRecover feature is set to auto-
matically save changes to your workbook (provided that the file has already
been saved) every ten minutes. You can shorten or lengthen this interval as
you see fit. Click Office Button | Excel Options | Save or press Alt+FIS to open
the Excel Options dialog box with the Save tab selected. Use the spinner but-
tons or enter a new automatic save interval into the text box marked Save
AutoRecover Information Every 10 Minutes before clicking OK.

The Document Recovery Task pane shows the available versions of the
workbook files that were open at the time of the computer crash. It identifies
the original version of the workbook file and when it was saved along with
the recovered version of the file and when it was saved. To open the recov-
ered version of a workbook (to see how much of the work it contains that
was unsaved at the time of the crash), position the mouse pointer over

the AutoRecover version. Then click its drop-down menu button and click
Open on its pop-up menu. After you open the recovered version, you can

(if you choose) then save its changes by clicking the Save button on the
Quick Access toolbar or by clicking Office Button | Save.

You then have these choices:

4+ To save the recovered version of a workbook without bothering to first
open it, place your mouse over the recovered version, click its drop-
down button, and choose the Save As option on the pop-up menu.

4+ To permanently abandon the recovered version (leaving you with only
the data in the original version), click the Close button at the bottom of
the Document Recovery Task pane. When you click the Close button, an
alert dialog box appears, giving you the chance to retain the recovered
versions of the file for later viewing.

4+ To retain the files for later viewing, select the Yes (I want to view these
files later) option button before clicking OK.

4 To retain only the original versions of the files shown in the Task pane,
select the No (remove these files. | have saved the files | need) option
button instead.

The AutoRecover feature only works on Excel workbooks that have been
saved at least one time (as explained in the earlier section “Saving the Data™).
In other words, if you build a new workbook and don’t bother to save and
rename it prior to experiencing a computer crash, the AutoRecover feature
will not bring back any part of it. For this reason, it’s really important that
you get into the habit of saving new workbooks with the Save button on the
Quick Access toolbar very shortly after beginning to work on a worksheet.
Or you can use the trusty keyboard shortcut Ctrl+S.
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Chapter 2: Formatting Worksheets

In This Chapter

1 Selecting cell ranges and adjusting column widths and row heights
v~ Formatting cell ranges as tables

v~ Assigning number formats

» Making alignment, font, border, and pattern changes

v Using the Format Painter to quickly copy formatting

1+ Formatting cell ranges with Cell Styles

v~ Applying conditional formatting

F)rmatting — the subject of this chapter — is the process by which you
determine the final appearance of the worksheet and the data that it
contains. Excel’s formatting features give you a great deal of control over
the way the data appears in your worksheet.

To all types of cell entries, you can assign a new font, font size, font style
(such as bold, italics, underlining, or strikethrough), or color. You can also
change the alignment of entries in the cells in a variety of ways, including
the horizontal alignment, the vertical alignment, or the orientation; you

can also wrap text entries in the cell or center them across the selection.
To numerical values, dates, and times, you can assign one of the many built-in
number formats or apply a custom format that you design. To the cells that
hold your entries, you can apply different kinds of borders, patterns, and
colors. And to the worksheet grid itself, you can assign the most suitable
column widths and row heights so that the data in the formatted worksheet
are displayed at their best.

Excel 2007 has a new Live Preview feature. And with the Table Styles and
Cell Styles galleries and the command buttons in the Font, Alignment, and
Number groups on the Home tab of the Ribbon, formatting the spreadsheet
is quicker and easier than ever. Thanks to Live Preview, you can see how a
new font, font size, or table or cell style would look on your selected data
before you actually apply it (saving you tons of time otherwise wasted apply-
ing format after format until you finally select the right one). Thanks to
having buttons for all the most commonly used formatting commands right
up front on the Home tab, you can now readily fine-tune the formatting of cell
in a worksheet by making almost all needed changes right from the Ribbon.
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Figure 2-1:
Worksheet
with a non-
adjacent cell
selection
made up of
several dif-
ferent sized
ranges.

Although you have to select the cells of the worksheet that you want to work
with before you can accomplish many tasks used in building and editing a
typical spreadsheet, perhaps no task requires cell selection like that of for-
matting. With the exception of the special Format as Table feature (which
automatically selects the table to which its multiple formats are applied),
selecting the cells whose appearance you want to enhance or modify is
always your first step in their formatting.

In Excel, you can select a single cell, a block of cells (known as a cell range),
or various discontinuous cell ranges (also known as a nonadjacent selection).
Figure 2-1 shows a nonadjacent selection that consists of four different cell
ranges (the smallest range is the single cell 19).

Note that a simple cell selection consisting of a single cell range is denoted
in the worksheet both by highlighting the selected cells in a light blue color
as well as by extending the border of the cell cursor so that it encompasses
all the highlighted cells. In a nonadjacent cell selection, however, all selected
cells are highlighted but only the active cell (the one whose address is
displayed in the Name Box on the Formula bar) contains the cell cursor
(whose borders are quite thin when compared to the regular cell cursor).
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A range by any other name

Cell ranges are always noted in formulas by the
first and last cell that you select, separated by
a colon (:); therefore, if you select cell A1 as the
first cell and cell H10 as the last cell, and then
use the range in a formula, the cell range
appears as A1:H10. This same block of cells can

depending upon which corner cell you select
first and which opposite corner you select last.
Keep in mind that despite the various range
notations that you can use (A1:H10, H10:A1,
H1:A10, and A10:H1), you are working with the
same block of cells, the main difference being

just as well be noted as H10:A1 if you selected that each has a different active cell whose Book Il

cell H10 before cell Al. Likewise, the same address appears in the Name box on the Chapter 2
range can be equally noted as H1:A10 or A10:H1,  Formula bar (A1, H10, H1, and A10, respectively).
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Selecting cells with the mouse i
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Excel offers several methods for selecting cells with the mouse. With each
method, you start by selecting one of the cells that occupies the corner

of the range that you want to select. The first corner cell that you click
becomes the active cell (indicated by its cell reference in the Formula bar),
and the cell range that you then select becomes anchored on this cell.

After you select the active cell in the range, drag the pointer to extend the
selection until you have highlighted all the cells that you want to include.
Here are some tips:

4 To extend a range in a block that spans several columns, drag left or
right from the active cell.

4+ To extend a range in a block that spans several rows, drag up or down
from the active cell.

4+ To extend a range in a block that spans several columns and rows, drag
diagonally from the active cell in the most logical directions (up and to the
right, down and to the right, up and to the left, or down and to the left).

If you ever extend the range too far in one direction, you can always reduce
it by dragging in the other direction. If you've already released the mouse
button and you find that the range is incorrect, click the active cell again
(clicking any cell in the worksheet deselects a selected range and activates
the cell that you click). Then select the range of cells again.
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You can always tell which cell is the active cell forming the anchor point of a
cell range because it is the only cell within the range that you've selected
that isn’t highlighted and is the only cell reference listed in the Name box on
the Formula bar. As you extend the range by dragging the thick white-cross
mouse pointer, Excel indicates the current size of the range in columns and
rows in the Name box (as in 5R x 2C when you’ve highlighted a range of five
rows long and two columns wide). However, as soon as you release the mouse
button, Excel replaces this row and column notation with the address of the
active cell.

You can also use the following shortcuts when selecting cells with the mouse:

<+

+

To select a single-cell range, click the thick white-cross mouse pointer
somewhere inside the cell.

To select all cells in an entire column, position the mouse pointer on the
column letter in the column header and then click the mouse button.

To select several adjacent columns, drag through their column letters

in the column header.

To select all cells in an entire row, position the mouse pointer on the row
number in the row header and then click the mouse button. To select
several adjacent rows, drag through the row numbers in the row header.

To select all the cells in the worksheet, click the box in the upper-left
of the worksheet at the intersection of row and column headers with
the triangle in the lower-right corner. (You can also do this from the
keyboard by pressing Ctrl+A.)

To select a cell range composed of partial columns and rows without
dragging, click the cell where you want to anchor the range, hold down
the Shift key, and then click the last cell in the range and release the
Shift key (Excel selects all the cells in between the first and the last cell
that you click). If the range that you want to mark is a block that spans
several columns and rows, the last cell is the one diagonally opposite
the active cell. When using this Shift+click technique to mark a range
that extends beyond the screen, use the scroll bars to display the last
cell in the range (just make sure that you don’t release the Shift key until
after you've clicked this last cell).

To select a nonadjacent selection comprised of several discontinuous
cell ranges, drag through the first cell range, and then hold down the
Ctrl key as you drag through the other ranges. After you have marked
all the cell ranges to be included in the nonadjacent selection, you can
release the Ctrl key.
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Selecting cells with the keyboard

Excel also makes it easy for you to select cell ranges with the keyboard by
using a technique known as extending a selection. To use this technique, you
move the cell cursor to the active cell of the range; then press F8 to turn on
Extend Selection mode (indicated by Extend Selection on the Status bar) and
use the direction keys to move the pointer to the last cell in the range. Excel
selects all the cells that the cell cursor moves through until you turn off
Extend Selection mode (by pressing F8 again).

You can use the mouse as well as the keyboard to extend a selection when
Excel is in Extend Selection mode. All you do is click the active cell, press F8,
and then click the last cell to mark the range.

You can also select a cell range with the keyboard without turning on Extend
Selection mode. Here, you use a variation of the Shift+click method by moving
the cell cursor to the active cell in the range, holding down the Shift key, and
then using the direction keys to extend the range. After you’ve highlighted
all the cells that you want to include, release the Shift key.

To mark a nonadjacent selection of cells with the keyboard, you need to
combine the use of Extend Selection mode with that of Add to Selection mode.
To turn on Add to Selection mode (indicated by Add to Selection on the
Status bar), you press Shift+F8. To mark a nonadjacent selection by using
Extend Selection and Add to Selection modes, follow these steps:

1. Move the cell cursor to the first cell of the first range you want to select.

2. Press F8 to turn on Extend Selection mode.

3. Use the arrow keys to extend the cell range until you’ve highlighted
all its cells.

4. Press Shift+F8 to turn off Extend Selection mode and turn on Add to
Selection mode instead.

5. Move the cell cursor to the first cell of the next cell range you want to
add to the selection.

6. Press F8 to turn off Add to Selection mode and turn Extend Selection
mode back on.

7. Use the arrow keys to extend the range until all cells are highlighted.

8. Repeat Steps 4 through 7 until you've selected all the ranges that you
want included in the nonadjacent selection.

9. Press F8 to turn off Extend Selection mode.
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You AutoSelect that range!

Excel’s AutoSelect feature provides a particularly efficient way to select all
or part of the cells in a large table of data. AutoSelect automatically extends
a selection in a single direction from the active cell to the first nonblank cell
that Excel encounters in that direction.

You can use the AutoSelect feature with the mouse or keyboard. The general
steps for using AutoSelect to select a table of data with the mouse are as
follows:

1. Click the first cell to which you want to anchor the range that you are
about to select.

In a typical data table, this cell may be the blank cell at the intersection
of the row of column headings and the column of row headings.

2. Position the mouse pointer on the edge of the cell in the direction that
you want the range extended.

To extend the range up to the first blank cell to the right, position the
pointer on the right edge of the cell. To extend the range left to the first
blank cell, position the pointer on the left edge of the cell. To extend the
range down to the first blank cell, position the pointer on the bottom
edge of the cell. And to extend the range up to the first blank cell, posi-
tion the pointer on the top edge of the cell.

3. When the pointer changes shape from a cross to an arrowhead, hold
down the Shift key and then double-click the mouse.

As soon as you double-click the mouse, Excel extends the selection to
the first occupied cell that is adjacent to a blank cell in the direction of
the edge that you double-clicked.

To get an idea of how AutoSelect works, consider how you use it to select
the data table (in the cell range A2:J7) shown in Figures 2-2 and 2-3. With the
cell cursor in cell A3 at the intersection of the row with the Date column
headings and the column with the Part row headings, you can use the
AutoSelect feature to select all the cells in the table in two operations:

4 In the first operation, hold down the Shift key and then double-click the
bottom edge of cell A2 to highlight the cells down to A7, selecting the
range A2:A7 (see Figure 2-2).

4+ In the second operation, hold down the Shift key and then double-click
the right edge of cell range A2:A7 to extend the selection to the last
column in the table (selecting the entire table with the cell range A2:J7,
as shown in Figure 2-3).
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If you select the cells in the first row of the table (range A2:J2) in the first
operation, you can then extend this range down the remaining rows of the
table by double-clicking the bottom edge of one of the selected cells (it doesn’t
matter which one).

To use the AutoSelect feature with the keyboard, press the End key and one of
the four arrow keys as you hold down the Shift key. When you hold down Shift
and press End and an arrow key, Excel extends the selection in the direction of
the arrow key to the first cell containing a value that is bordered by a blank cell.

In terms of selecting the table of data shown in Figures 2-2 and 2-3, this
means that you would have to complete four separate operations to select
all of its cells:

1. With A2 as the active cell, hold down Shift and press End+! to select
the range A2:A3.

Excel stops at A3 because this is the first cell containing a value bor-
dered by a blank cell.

2. Hold down Shift and press End+| again, extending the range down to
cell A7.

Excel stops at A7 because this is the last occupied cell in that column.
At this point, the cell range A2:A7 is selected.

3. Hold down Shift and then, this time, press End+—.

Excel extends the range only to column B (because B2 is the first cell to
the right of the active cell that contains a value and is bordered by the
blank cell, A2). At this point, the cell range A2:B7 is selected.

4. Hold down Shift and then press End+— again.

This time, Excel extends the range all the way to column J (because cell
J3 contains an entry and is bordered by a blank cell). Now all the cells in
the table (the cell range A2:J7) are selected.

Selecting cells with Go To

Although you usually use the Go To feature to move the cell cursor to a new
cell in the worksheet, you can also use this feature to select a range of cells.
When you click the Go To option on the Find & Select button’s drop-down
menu on the Home tab of the Ribbon (or press Ctrl+G or F5), Excel displays
a Go To dialog box similar to the one shown in Figure 2-4. To move the cell
cursor to a particular cell, enter the cell address in the Reference text box
and click OK. (Excel automatically lists the addresses of the last four cells or
cell ranges that you specified in the Go To list box.)



Figure 2-4:
Selecting
the cell
range with
the Go To
dialog box.
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Instead of just moving to a new section of the worksheet with the Go To fea-
ture, you can select a range of cells by taking these steps:

1.

Select the first cell of the range.

This becomes the active cell to which the cell range is anchored.

. On the Ribbon, click the Find & Select command button in the Editing

group on the Home tab and then click Go To on its drop-down menu
bar or press Ctrl+G or F5.

The Go To dialog box opens.

. Type the cell address of the last cell in the range in the Reference

text box.

If this address is already listed in the Go To list box, you can enter this
address in the text box by clicking it in the list box.

. Hold down the Shift key as you click OK or press Enter to close the

Go To dialog box.

By holding down Shift as you click OK or press Enter, you select the
range between the active cell and the cell whose address you specified
in the Reference text box.

Instead of selecting the anchor cell and then specifying the last cell of a
range in the Reference text box of the Go To dialog box, you can also select a
range simply by typing in the address of the cell range in the Reference text
box. Remember that when you type a range address, you enter the cell refer-
ence of the first (active) cell and the last cell in the range separated by a
colon. For example, to select the cell range that extends from cell B2 to G10
in the worksheet, you would type the range address b2:g10 in the Reference
text box before clicking OK or pressing Enter.
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Name that range!

One of the easiest ways to select a range of data is to assign a name to it and
then choose that name on the pop-up menu attached to the Name box on the
Formula bar or in the Go To list box in the Go To dialog box. Of course, you
reserve this technique for cell ranges that you work with on a somewhat reg-
ular basis; for example, ranges with data that you print regularly, consult
often, or have to refer to in formula calculations. It’s probably not worth
your while to name a range of data that doesn’t carry any special impor-
tance in the spreadsheet.

To name a cell range, follow three simple steps:

1. Select all the cells in the range that you intend to name.

You can use any of the cell selection techniques that you prefer.
When selecting the cells for the named range, be sure to include all
the cells that you want selected each time you select its range name.

2. Click the Name box on the Formula bar.

Excel automatically highlights the address of the active cell in the
selected range.

3. Type the range name in the Name box and then press Enter.

As soon as you start typing, Excel replaces the address of the active cell
with the range name that you're assigning. As soon as you press the
Enter key, the name appears in the Name box instead of the cell address
of the active cell in the range.

When naming a cell range, however, you must observe the following naming
conventions:

4 Begin the range name with a letter of the alphabet rather than a number
or punctuation mark.

4+ Don’t use spaces in the range name; instead, use an underscore between
words in a range name (as in Qtr_1).

4+ Make sure that the range name doesn’t duplicate any cell reference in
the worksheet by using either the standard Al or R1C1 notation system.

4 Make sure that the range name is unique in the worksheet.
After you've assigned a name to a cell range, you can select all its cells

simply by clicking the name on the pop-up menu attached to the Name box
on the Formula bar. The beauty of this method is that you can use it from
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anywhere in the same sheet or a different worksheet in the workbook
because as soon as you click its name on the Name box pop-up menu, Excel
takes you directly to the range, while at the same time automatically select-
ing all its cells.

Range names are also very useful when building formulas in your spread-
sheet. For more on creating and using range names, see Book IIl, Chapter 1.

Adjusting Columns and Rows
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Along with knowing how to select cells for formatting, you really also have to
know how to adjust the width of your columns and the heights of your rows.
Why? Because often in the course of assigning different formatting to certain
cell ranges (such as new font and font size in boldface type), you may find
that data entries that previously fit within the original widths of their column
no longer do and that the rows that they occupy seem to have changed
height all on their own.

In a blank worksheet, all the columns and rows are the same standard width
and height. All columns start out 8.43 characters wide (or 64 pixels) and all
rows start out 15 points high (or 20 pixels). As you build your spreadsheet,
you end up with all sorts of data entries that can’t fit within these default
settings. This is especially true as you start adding formatting to their cells
to enhance and clarify their contents.

Most of the time, you don’t need to be concerned with the heights of the
rows in your worksheet because Excel automatically adjusts them up or
down to accommodate the largest font size used in a cell in the row and
the number of text lines (in some cells, you may wrap their text on several
lines). Instead, you’ll spend a lot more time adjusting the column widths to
suit the entries for the formatting that you assign to them.

Remember what happens when you put a text entry in a cell whose current
width isn’t long enough to accommodate all its characters. If the cells in
columns to the right are empty, Excel lets the display of the extra characters
spill over into the empty cells. If these cells are already occupied, however,
Excel cuts off the display of the extra characters until you widen the column
sufficiently. Likewise, remember that if you add formatting to a number so
that its value and formatting can’t both be displayed in the cell, those nasty
overflow indicators appear in the cell as a string of pound signs (#####)
until you widen the column adequately.
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Vou AutoFit the column to its contents

The easiest way to adjust the width of a column to suit its longest entry is
to use the AutoFit feature. AutoFit determines the best fit for the column or
columns selected at that time, given their longest entries.

4+ To use AutoFit on a single column: Position the mouse pointer on the
right edge of that column in the column header and then, when the
pointer changes to a double-headed arrow, double-click the mouse.

4 To use AutoFit on multiple columns at one time: Select the columns
by dragging through them in the column header or by Ctrl+clicking
the column letters, and then double-click the right edge of one of the
selected columns when the pointer changes to a double-headed arrow.

These AutoFit techniques work well for adjusting all columns except for
those that contain really long headings (such as the spreadsheet title that
often spills over several blank columns in row 1), in which case, AutoFit
makes the columns far too wide for the bulk of the cell entries.

For those situations, use the AutoFit Selection command, which adjusts the
column width to suit only the entries in the cells of the column that you have
selected. This way, you can select all the cells except for any really long ones
in the column that purposely spill over to empty cells on the right, and then
have Excel adjust the width to suit. After you’ve selected the cells in the
column that you want the new width to fit, click the Format button in the
Cells group on the Home tab and then click AutoFit Selection on the drop-
down menu.

Adjusting columns the old fashioned way

AutoFit is nothing if not quick and easy. If you need more precision in adjust-
ing your column widths, you have to do this manually either by dragging its
border with the mouse or by entering new values in the Column Width
dialog box.

4+ To manually adjust a column width with the mouse: Drag the right
edge of that column onto the Column header to the left (to narrow) or
to the right (to widen) as required. As you drag the column border, a
ScreenTip appears above the mouse pointer indicating the current width
in both characters and pixels. When you have the column adjusted to
the desired width, release the mouse button to set it.

4+ To adjust a column width in the Column Width dialog box: Position the
cell cursor in any one of the cells in the column that you want to adjust,
click the Format button in the Cells group on the Home tab of the



Figure 2-5:
Adjusting
the column
width in the
Column
Width
dialog box.
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Ribbon and then click Column Width on the drop-down list to open the
Column Width dialog box, shown in Figure 2-5. Here, you enter the new
width (in the number of characters between 0 and 255) in the Column
Width text box before clicking OK.

You can apply a new column width that you set in the Column Width dialog
box to more than a single column by selecting the columns (either by drag-
ging through their letters on the Column header or holding down Ctrl as you
click them) before you open the Column Width dialog box.

Setting a new standard width

You can use the Default Standard Width command to set all the columns in a
worksheet to a new uniform width (other than the default 8.43 characters).
To do so, simply click the Format button in the Cells group on the Home tab
of the Ribbon and then click Standard Width on the drop-down menu. Doing
this opens the Standard Width dialog box where you can replace the default
8.43 in the Standard Column Width text box with your new width (in charac-
ters), and then click OK or press Enter.

Note that when you set a new standard width for the columns of your
worksheet, this new width doesn’t affect any columns whose width you’'ve
previously adjusted either with AutoFit or in the Column Width dialog box.

Hiding out a column or two

You can use the Hide command to temporarily remove columns of data from
the worksheet display. When you hide a column, you're essentially setting
the column width to 0 (and thus, making it so narrow that for all intents and
purposes, the sucker’s gone). Hiding columns enables you to remove the dis-
play of sensitive or supporting data that needs to be in the spreadsheet but
may not be appropriate in printouts that you distribute (keeping in mind
that only columns and rows that are displayed in the worksheet get printed).
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To hide a column, put the cell cursor in a cell in that column, click the
Format button in the Cells group on the Home tab, and then click Hide &
Unhide on the drop-down menu and Hide Columns on the continuation menu
(or you can just press Alt+HOHC).

To hide more than one column at a time, select the columns either by drag-
ging through their letters on the Column header or by holding down Ctrl as
you click them before you choose this command sequence.

Excel lets you know that certain columns are missing from the worksheet
by removing their column letters from the Column header so that if, for
example, you hide columns D and E in the worksheet, column C is followed
by column F on the Column header.

To restore hidden columns to view, select the visible columns on either side
of the hidden one(s) — indicated by the missing letter(s) on the column
headings — and then click the Format button in the Cells group on the Home
tab before you click Hide & Unhide on the drop-down menu and Unhide
Columns on the continuation menu (or you can just press Alt+HOHL).

Because Excel also automatically selects all the redisplayed columns, you
need to deselect the selected columns before you select any more formatting
or editing commands that will affect all their cells. You can do this by clicking
a single cell anywhere in the worksheet or by dragging through a particular
cell range that you want to work with.

Keep in mind that when you hide a column, the data in the cells in all its
rows (1 through 1,048,576) are hidden (not just the ones you can see on your
computer screen). This means that if you have some data in rows of a
column that need printing and some in other rows of that same column that
need concealing, you can’t use the Hide command to remove their display
until you've moved the cells with the data to be printed into a different
column (see Book I, Chapter 5 for details).

Rambling rows

The controls for adjusting the height of the rows in your worksheet parallel
those that you use to adjust its columns. The big difference is that Excel
always applies AutoFit to the height of each row so that even though you
find an AutoFit Row Height menu item under Cell size on the Format button’s
drop-down menu, you won't find much use for it (personally, 've never had
any reason to use it).
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Instead, you’ll probably end up manually adjusting the heights of rows with
the mouse or by entering new height values in the Row Height dialog box
(opened by clicking Row Height on the Format button’s drop-down menu on
the Home tab) and occasionally hiding rows with sensitive or potentially
confusing data. Follow these instructions for each type of action:

4+ To adjust the height of a row with the mouse: Position the mouse
pointer on the lower edge of the row’s border in the Row header and
then drag up or down when the mouse pointer changes to a double-
headed, vertical arrow. As you drag, a ScreenTip appears to the side of
the pointer, keeping you informed of the height in characters and also
pixels (remember that 15 points or 20 pixels is the default height of all
rows in a new worksheet).

4+ To change the height of a row in the Row Height dialog box: Click Row
Height on the Format button’s drop-down menu in the Cells group of the
Ribbon’s Home tab and then enter the value for the new row height in
the Row Height text box before you click OK or press Enter.

4+ To hide a row: Position the cell cursor in any one of the cells in that row
and then click the Format button in the Cells group on the Home tab
before you click Hide & Unhide on the drop-down menu and Hide Rows
on the continuation menu (or press Alt+HOHR). To then restore the rows
that you currently have hidden in the worksheet, click the Format
button and then click Hide & Unhide | Unhide Rows on the drop-down
and continuation menus (or just press Alt+HOHO) instead.

As with adjusting columns, you can change the height of more than one row
and hide multiple rows at the same time by selecting the rows before you
drag one of their lower borders, open the Row Height dialog box, or click
Format | Hide & Unhide | Hide Rows on the Home tab, or press Alt+HOHR.

Formatting Ranges as Tables with Table Styles

Excel’s new Format as Table feature enables you to both define an entire
range of data as a table and format all its data all in one operation. After you
define a cell range as a table, you can completely modify its formatting
simply by clicking a new style thumbnail in the Table Styles gallery. Excel
also automatically extends this table definition — and consequently its table
formatting — to all the new rows you insert within the table and add at the
bottom as well as any new columns you insert within the table or add to
either the table’s left or right end.
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Figure 2-6:
Selecting a
format from
the Table
gallery and
indicating
its range in
the Format
As Table
dialog box.

The Format as Table feature is so automatic that to use it, you only need to
position the cell cursor somewhere within the table of data prior to clicking
the Format as Table command button on the Ribbon’s Home tab. Clicking the
Format as Table command button opens its rather extensive Table Styles
gallery with the formatting thumbnails divided into three sections — Light,
Medium, and Dark — each of which describes the intensity of the colors
used by its various formats (see Color Plate 11).

As soon as you click one of the table formatting thumbnails in this Table
Styles gallery, Excel makes its best guess as to the cell range of the data
table to apply it to (indicated by the marquee around its perimeter), and the
Format As Table dialog box similar to the one shown in Figure 2-6 appears.

This dialog box contains a Where Is the Data for Your Table text box that
shows the address of the cell range currently selected by the marquee and
a My Table Has Headers check box (selected by default).

If Excel does not correctly guess the range of the data table you want to
format, drag through the cell range to adjust the marquee and the range
address in the Where Is the Data for Your Table text box. If your data table
doesn’t use column headers, click the My Table Has Headers check box
before you click the OK button — Excel will then add its own column head-
ings (Column1, Column2, Column3, and so forth) as the top row of the new
table.

Keep in mind that the table formats in the Table Styles gallery are not avail-
able if you select multiple nonadjacent cells before you click the Format as
Table command button on the Home tab. You can only convert one range of
cell data into a table at a time.



Figure 2-7:
After you
selectan
initial table
format, the
Design tab
under the
Table Tools
contextual
tab appears.
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After you click the OK button in the Format As Table dialog box, Excel
applies the format of the thumbnail you clicked in the gallery to the data
table, and the command buttons on the Design tab of the Table Tools
contextual tab appear on the Ribbon.

Figure 2-7 shows the Design tab and its command buttons after defining the
cell range A3:J8 (with the scheduled production of various parts for 2008 as
a table) by applying Table Style Light 1 to this cell range.

As you can see in Figure 2-7, when Excel defines a range as a table, it auto-
matically adds AutoFilter drop-down buttons to each of the column head-
ings. To hide these AutoFilter buttons, click the Filter button on the Data tab
or press Alt+AFF (you can always redisplay them by clicking the Filter button
on the Data tab or by pressing Alt+AFF a second time).

The Design contextual tab enables you to use the Live Preview feature to see
how your table data would appear in other table styles. Simply position the
mouse pointer over any of the format thumbnails in the Table Style group to
see the data in your table appear in that table format. Click the More button
(the one with the horizontal bar above the downward pointing triangle) to
redisplay the Table gallery and then mouse over the thumbnails in the Light,
Medium, and Dark sections to have Live Preview apply them to the table.
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Click the button with the triangle pointing downward to scroll up new rows
of table formats in the Table Styles group and the button with the triangle
pointing upward to scroll down rows without opening the Table gallery and
possibly obscuring the actual data table in the Worksheet area.

In addition to enabling you to select a new format from the Table gallery in
the Table Styles group, the Design tab contains a Table Styles Options group
you can use to further customize the look of the selected format. The Table
Style Options group contains the following check boxes:

4+ Header Row: Add Filter buttons to each of the column headings in the
first row of the table.

4 Total Row: Add a Total row to the bottom of the table that displays the
sum of the last column of the table (assuming that it contains values).
To apply another Statistical function to the values in a particular
column, click the cell in that column’s Total row to display a drop-
down list button, and then the function to use the drop-down menu of
functions, Average, Count, Count Numbers, Max, Min, Sum, StdDev
(Standard Deviation), or Var (Variation), that appears when you click its
drop-down button.

4 First Column: Display the row headings in the first row of the table
in bold.

4 Last Column: Display the row headings in the last row of the table
in bold.

4+ Banded Rows: Apply shading to every other row in the table.
4+ Banded Columns: Apply shading to every other column in the table.

Keep in mind that whenever you assign a format in the Table Styles gallery
to one of the data tables in your workbook, Excel automatically assigns that
table a generic range name (Tablel, Table2, and so on). You can use the
Table Name text box in the Properties group on the Design tab to rename
the data table by giving it a more descriptive range name.

When you finish selecting and/or customizing the formatting of your data
table, click a cell outside of the table to remove the Design contextual tab
from the Ribbon. If you later decide that you want to further experiment with
the table’s formatting, click any of the table’s cells to redisplay the Design
contextual tab at the end of the Ribbon.
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Formatting Cells from the Home Tab

Some spreadsheet tables require a lighter touch than the Format as Table
command button offers. For example, you may have a data table where the
only emphasis you want to add is to make the column headings bold at the
top of the table and to underline the row of totals at the bottom (done by
drawing a borderline along the bottom of the cells).

Figure 2-8:
The Font,
Alignment,
and Number
groups on
the Home
tab contain
almost all
the format-
ting tools
you ever
need.

The formatting buttons that appear in the Font, Alignment, and Number
groups on the Home tab enable you to accomplish just this kind of targeted
cell formatting. Figure 2-8 shows you the Home tab with all the buttons in
these three groups identified. See Table 2-1 for a complete rundown on the
use of each of these formatting buttons.

Decrease Font Size Top Align

Increase Font Size
Font Size

Font

Bold

Italic

Underline

More Borders

Fill Color

Font Color

Align Left

Middle Align
Bottom Align

Orientation
Wrap Text

Align Right

Align Center

Number Format

Increase Decimal
Decrease Decimal

Comma Style

Percent Style

Accounting Number Format
Merge and Center
Increase Indent

Decrease Indent
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Table 2-1 The Formatting Command Buttons in the Font,
Alignment, and Number Groups on the Home Tab
Group Button Function Hot Keys
Name
Font
Font Displays a Font drop-down menu from which you Alt+HFF
can select a new font for your cell selection
Font Size Displays a Font Size drop-down menu from which Alt+HFS
you can select a new font size for your cell
selection — click the Font Size text box and enter
the desired point size if it doesn’t appear on the
drop-down menu
Increase Increases the size of the font in the cell selection Alt+HFG
Font Size by one point
Decrease Decreases the size of the font in the cell selection Alt+HFK
Font Size by one point
Bold Applies boldface to the entries in the cell selection  Alt+H1
Italic Italicizes the entries in the cell selection Alt+H2
Underline Underlines the entries in the cell selection Alt+H3U
Borders Displays a Borders drop-down menu from which Alt+HB
you can select a border style for the cell selection
Fill Color Displays a Color drop-down palette from which Alt+HH
you can select a new background color for the
cell selection
Font Color Displays a Color drop-down palette from which you  Alt+HFC
can select a new font color for the cell selection
Alignment
Align Left Aligns all the entries in the cell selection with the Alt+HAL
left edge of their cells
Center Centers all the entries in the cell selection within Alt+HAC
their cells
Align Right  Aligns all the entries in the cell selection with the Alt+HAR
right edge of their cells
Decrease Decreases the margin between entries in the cell Alt+H5
Indent selection and their left cell borders by one tab stop
Increase Increases the margin between the entries in the cell ~ Alt+H6
Indent selection and their left cell borders by one tab stop
Top Align Aligns the entries in the cell selection with the top Alt+HAT
border of their cells
Middle Vertically centers the entries in the cell selection Alt+HAM

Align

between the top and bottom borders of their cells
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Group Button Function Hot Keys
Name
Bottom Aligns the entries in the cell selection with the Alt+HAB
Align bottom border of their cells
Orientation  Displays a drop-down menu with options for Alt+HFQ
changing the angle and direction of the entries
inthe cell selection
Wrap Text ~ Wraps the entries in the cell selection that spill Alt+HW
over their right borders onto multiple lines within
the current column width
Merge Merges the cell selection into a single cell and Alt+HMC
and Center  then centers the entry in the first cell between its
new left and right borders — click the Merge and
Center drop-down button to display a menu of
options that enable you to merge the cell selection
into a single cell without centering the entries as
well as to split up a merged cell back into its
original individual cells
Numbers
Number Displays the number format applied to the active Alt+HN
Format cellin the cell selection — click its drop-down
button to display a menu showing the active cell
in the cell selection formatted with all of Excel’s
major Number formats
Accounting  Formats the cell selection using Accounting Alt+HAN
Number Number format, which adds a dollar sign, uses
Format commas to separate thousands, displays two
decimal places, and encloses negative values in a
closed pair of parentheses — click the Accounting
Number Format drop-down button to display a
menu of other major currency number formats
from which you can choose
Percent Formats the cell selection using the Percent Style Alt+HP
Style Number format, which multiplies the values by 100
and adds a percent sign with no decimal places
Comma Formats the cell selection with the Comma Style Alt+HK
Style Number format, which uses commas to separate
thousands, displays two decimal places, and
encloses negative values in a closed pair of
parentheses
Increase Adds a decimal place to the values in the cell Alt+H0
Decimal selection
Decrease Removes a decimal place from the values in the Alt+H9

Decimal

cell selection
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Don’t forget about the shortcut keys: Ctrl+B for toggling on and off bold in
the cell selection, Ctrl+I for toggling on and off italics, and Ctrl+U for toggling
on and off underlining for quickly adding or removing these attributes from
the entries in the cell selection.

Formatting the Cell Selection with the Mini Toolbar

Figure 2-9:
Use the
buttons on
the mini
toolbar to
apply
common
formatting
changes to
the cell
selection
within the
Worksheet
area.

Excel 2007 makes it easy to apply common formatting changes to a cell
selection right within the Worksheet area thanks to its new mini toolbar
feature — nicknamed the mini-bar, which makes me thirsty just thinking
about it!

To display the mini-bar, select the cells that need formatting and then
right-click somewhere in the cell selection. The mini-bar then appears
immediately above the cell selection’s shortcut menu (see Figure 2-9).

As you can see in this figure, the mini-bar contains most of the buttons from
the Font group of the Home tab (with the exception of the Underline button).
It also contains the Center and Merge and Center buttons from the Alignment
group (see “Altering the alignment” later in this chapter) and the Accounting
Number Format, Percent Style, Comma Style, Increase Decimal, and Decrease
Decimal buttons from the Number group. Simply click these buttons to apply
their formatting to the current cell selection.
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In addition, the mini-bar contains the Format Painter button from the Clipboard
group of the Home tab, which you can use to copy the formatting in the
active cell to a cell selection you make (see “Hiring Out the Format Painter”
later in this chapter for details).

Using the Format Cells Dialog Box

\\3

Although the command buttons in the Font, Alignment, and Number groups
on the Home tab give you immediate access to the most commonly used
formatting commands, they do not represent all of Excel’s formatting com-
mands by any stretch of the imagination.

To have access to all the formatting commands, you need to open the
Format Cells dialog box either by clicking the Dialog Box Launcher in the
Number group on the Ribbon’s Home tab, clicking the More Number Formats
option at the bottom of the Number Format button’s drop-down menu in the
same Number group, or by simply pressing Ctrl+1.

The Format Cells dialog box contains six tabs: Number, Alignment, Font,
Border, Fill, and Protection. (In this chapter, [ show you how to use them all
except the Protection tab; for information on that tab, see Book IV, Chapter 1.)

The keystroke shortcut that opens the Format Cells dialog box — Ctrl+1 —is
one worth knowing. Just keep in mind that the keyboard shortcut is pressing
the Ctrl key plus the number 1 key, and not the function key F1.

Assigning number formats

When you enter numbers in a cell or a formula that returns a number, Excel
automatically applies the General number format to your entry. The General
format displays numeric entries more or less as you enter them. However,
the General format does make the following changes to your numeric entries:

4+ Drops any trailing zeros from decimal fractions so that 4.5 appears when
you enter 4.500 in a cell.

4+ Drops any leading zeros in whole numbers so that 4567 appears when
you enter 04567 in a cell.

4+ Inserts a zero before the decimal point in any decimal fraction without a
whole number so that 0.123 appears when you enter .123 in a cell.

4 Truncates decimal places in a number to display the whole numbers in a
cell when the number contains too many digits to be displayed in the
current column width. It also converts the number to scientific notation
when the column width is too narrow to display all integers in the whole
number.
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Remember that you can always override the General number format when
you enter a number by entering the characters used in recognized number
formats. For example, to enter the value 2500 and assign it the Currency
number format that displays two decimal places, you enter $2,500.00 in

the cell.

Note that although you can override the General number format and assign
one of the others to any numeric value that you enter into a cell, you can’t
do this when you enter a formula into a cell. To apply another format to a
calculated result, select its cell and then assign the Currency number format
that displays two decimal places by clicking Accounting Number Format in
the Number group on the Ribbon’s Home tab or by selecting Currency or
Accounting on the Number tab of the Format Cells dialog box (Ctrl+1).

Using one of the predefined number formats

Any time you apply a number format to a cell selection (even if you do so
with a command button in the Number group on the Ribbon’s Home tab
instead of selecting the format from the Number tab of the Format Cells
dialog box), you're telling Excel to apply a particular group of format codes

to those cells.

Figure 2-10 shows the Number tab of the Format Cells dialog box as it
appears when you first open the dialog box. As you can see in this figure,
when the Number tab is initially selected, the General category of number
formats is highlighted in the Category list box with the words “General
format cells have no specific number format” showing in the area to the
right. Directly above this cryptic message (which is Excel-speak for

“We don’t care what you’ve put in your cell; we're not changing it!”) is the
Sample area. This area shows how the number in the active cell appears in
whatever format you choose (this is blank if the active cell is blank or if it
contains text instead of a number).

What you see is not always what you get

The number format that you assign to cells with
numeric entries in the worksheet affects only
the way they are displayed in their cells, and not
their underlying values. For example, if a for-
mula returns the value 3.456789 in a cell and you
apply a number format that displays only two
decimal places, Excel will display the value 3.46

in the cell. If you then refer to the cell in a for-
mula that multiplies its value by 2, Excel returns
the result 6.913578 instead of the result 6.92
which would be the result if Excel was actually
multiplying 3.46 by 2. If you want to modify the
underlying value in a cell, you use the ROUND
function (see Book Ill, Chapter 5 for details).




Figure 2-10:
Opening the
Number

tab of the
Format Cells
dialog box
to selecta
number
format.

Figure 2-11:
Selecting
Currency in
the Category
list box of the
Number tab.

Using the Format Cells Dialog Box ’4 7

When you click the Number, Currency, Accounting, or Percentage category
in the Category list box, more options appear in the area just to the right of
the Category list box in the form of different check boxes, list boxes, and
spinner buttons. (Figure 2-11 shows the Format Cells dialog box when
Currency is selected in the Category list box.) These options determine how
you want items such as decimal places, dollar signs, comma separators, and
negative numbers to be used in the format category that you’'ve chosen.

When you choose the Date, Time, Fraction, Special, or Custom category, a
large Type list box appears that contains handfuls of predefined category
types, which you can apply to your value to change its appearance. Just like
when you're selecting different formatting categories, the Sample area of the
Format Cells dialog box shows you how the various category types will affect
your selection.
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Figure 2-12:
Selecting
Custom in
the Category
list box of the
Number tab.

[ should note here that Excel always tries to choose an appropriate format
category in the Category list box based on the way you entered your value in
the selected cell. If you enter 3:00 in a cell and then open the Number tab of
the Format Cells dialog box (Ctrl+1), Excel highlights the h:mm time format
in the Custom category in the Type list box.

Deciphering the Custom number formats

You probably noticed while clicking around the Category list box that, for
the most part, the different categories and their types are pretty easy — if
not a breeze — to comprehend. For most people, that self-assured feeling
goes right out the window as soon as they click the Custom category and get
a load of its accompanying Type list box, shown in Figure 2-12. It starts off
with the nice word General, then 0, then 0.00, and after that, all hell breaks
loose! Codes with Os and #s (and other junk) start to appear, and it only goes
downhill from there.

As you move down the list, the longer codes are divided into sections sepa-
rated by semicolons and enclosed within square brackets. Although at first
glance these codes appear as so much gibberish, you’ll actually find that
they’re quite understandable (well, would you believe useful, then?).

And these codes can be useful, especially after you understand them. You can
use them to create number formats of your own design. The basic keys to
understanding number format codes are as follows:

4 Excel number formats use a combination of 0, ?, and # symbols with
such punctuation as dollar signs, percent signs, and commas to stand
for the formatted digits in the numbers that you format.
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4 The 0 is used to indicate how many decimal places (if any) are allowed
in the format. The format code 0. 00 indicates that two decimal places
are used in the number. The format code 0 alone indicates that no
decimal places appear (the display of all values is rounded up to whole
numbers).

4+ The » is used like the 0, except that it inserts spaces at the end as
needed to make sure that values line up on the decimal point. For exam-
ple, by entering the number format 0. ??, such values as 10.5 and
24.71 line up with each other in their cells because Excel adds an extra
space after the 5 to push it over to the left so that it’s in line with the 7
of 71. If you used the number format 0. 00 instead, these two values
would not line up on the decimal point when they are right-aligned in
their cells.

4+ The # symbol is used with a comma to indicate that you want thousands,
hundred thousands, millions, zillions, and so on in your numbers, with
each group of three digits to be separated with a comma.

4 The $ (dollar sign) symbol is added to the beginning of a number format
if you want dollar signs to appear at the beginning of every formatted
number.

4+ The % (percent sign) symbol is added to the end of the number format
if you want Excel to actually transform the value into a percentage
(multiplying it by 100 and adding a percent sign).

Number formats can specify one format for positive values, another for nega-
tive values, a third for zero values, and even a fourth format for text in the
cells. In such complex formats, the format codes for positive values come
first, followed by the codes for negative values, and a semicolon separates
each group of codes. Any format codes for how to handle zeros and text in a
cell come third and fourth, respectively, in the number format, again sepa-
rated by semicolons. If the number format doesn’t specify special formatting
for negative or zero values, these values are automatically formatted like
positive values. If the number format doesn’t specify what to do with text,
text is formatted according to Excel’s default values. For example, look at the
following number format:

#,o##0_) 5 (#, ##0)

This particular number format specifies how to format positive values (the
codes in front of the semicolon) and negative values (the codes after the
semicolon). Because no further groups of codes exist, zeros are formatted
like positive values, and no special formatting is applied to text.
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If a number format puts negative values inside parentheses, the positive
number format portion often pads the positive values with a space that is the
same width as a right parenthesis. To indicate this, you add an underscore
(by pressing Shift and the hyphen key) followed immediately by a closed
parenthesis symbol. By padding positive numbers with a space equivalent to
a right parenthesis, you ensure that digits of both positive and negative values
line up in a column of cells.

You can assign different colors to a number format. For example, you can
create a format that displays the values in green (the color of money!) by
adding the code [GREEN] at the beginning of the format. A more common
use of color is to display just the negative numbers in red (ergo the saying
“in the red”) by inserting the code [RED] right after the semicolon separat-
ing the format for positive numbers from the one for negative numbers.
Color codes include [BLACK], [BLUE], [CYAN], [GREEN], [MAGENTA],
[RED], [WHITE], and [YELLOW].

Date number formats use a series of abbreviations for month, day, and year
that are separated by characters, such as a dash (—) or a slash (/). The code
m inserts the month as a number: mmm inserts the month as a three-letter
abbreviation, such as Apr or Oct, and mmmm spells out the entire month, such
as April or October. The code d inserts the date as a number: dd inserts the
date as a number with a leading zero, such as 04 or 07; ddd inserts the date
as a three-letter abbreviation of the day of the week, such as Mon or Tue;
and dddd inserts the full name of the day of the week, such as Monday or
Tuesday. The code yy inserts the last two digits of the year, such as 05 or 07;
vyyy inserts all four digits of the year, such as 2005, 2007, and so on.

Time number formats use a series of abbreviations for the hour, minutes,
and seconds. The code h inserts the number of the hour; hh inserts the
number of the hour with leading zeros, such as 02 or 06. The code m inserts
the minutes; the code mm inserts the minutes with leading zeros, such as 01
or 09. The code s inserts the number of seconds; ss inserts the seconds
with leading zeros, such as 03 or 08. Add AM/PM or am/pm to have Excel tell
time on a 12-hour clock, and add either AM (or am) or PM (or pm) to the time
number depending on whether the date is before or after noon. Without
these AM/PM codes, Excel displays the time number on a 24-hour clock, just
like the military does. (For example, 2:00 PM on a 12-hour clock is expressed
as 1400 on a 24-hour clock.)

So that’s all you really need to know about making some sense of all those
strange format codes that you see when you select the Custom category on
the Number tab of the Format Cells dialog box.
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Designing your own number formats

Armed with a little knowledge on the whys and wherefores of interpreting
Excel number format codes, you are ready to see how to use these codes to
create your own custom number formats. The reason for going through all
that code business is that, in order to create a custom number format, you
have to type in your own codes.

To create a custom format, follow this series of steps:

1. Open a worksheet and enter a sample of the values or text to which
you will be applying the custom format.

If possible, apply the closest existing format to the sample value as
you enter it in its cell (for example, if you're creating a derivative of a
Currency format, enter it with the dollar sign, commas, and decimal
points that you know you’ll want in the custom format).

2. Open the Format Cells dialog box and use its categories to apply the
closest existing number format to the sample cell.

3. Select Custom in the Category list box and then edit the codes applied
by the existing number format that you chose in the Type list box
until the value in the Sample section appears exactly as you want it.

What could be simpler? Ah, but Step 3, there’s the rub: editing weird format
codes and getting them just right so that they produce exactly the kind of
number formatting that you’re looking for!

Actually, creating your own number format isn’t as bad as it first sounds,
because you “cheat” by selecting a number format that uses as many of the
codes as possible that you need in the new custom number that you're cre-
ating. Then you use the Sample area to keep a careful eye on the results as
you edit the codes in the existing number format. For example, suppose that
you want to create a custom date format to use on the current date that you
enter with Excel’s built-in NOW function (see Book III, Chapter 3 for details).
You want this date format to display the full name of the current month
(January, February, and so on), followed by two digits for the date and four
digits for the year, such as November 06, 2008.

To do this, use the Function Wizard to insert the current date into a work-
sheet cell; then with this cell selected, open the Format Cells dialog box and
scroll down through the Custom category Type list box on the Number tab
until you see the date codes m/d/yyyy h:mm. Highlight these codes and
then edit them as follows in the Type text box directly above:

mmmm dd, yvvyyy
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The mmmm format code inserts the full name of the month in the custom
format; dd inserts two digits for the day (including a leading zero, like 02
and 03); the yyyy code inserts the year. The other elements in this custom
format are the space between the mmmm and dd codes and a comma and a
space between the dd and yyyy codes (these being purely “punctuational”
considerations in the custom format).

What if you want to do something even fancier and create a custom format
that tells you something like “Today is Saturday, January 11, 2008” when you
format a cell containing the NOW function? Well, you select your first custom
format and add a little bit to the front of it, as follows:

"Today is" dddd, mmmm dd, yyyy

In this custom format, you've added two more elements: Today is and
dddd. The Today is code tells Excel to enter the text between the quotation
marks verbatim; the dddd code tells the program to insert the whole name
of the day of the week. And you thought this was going to be a hard section!

Next, suppose that you want to create a really colorful number format — one
that displays positive values in blue, negative values in red (what else?), zero
values in green, and text in cyan. Further suppose that you want commas to
separate groups of thousands in the values, no decimal places to appear
(whole numbers only, please), and negative values to appear inside parenthe-
ses (instead of using that tiny little minus sign at the start). Sound complex?
Hah, this is a piece of cake.

Take four blanks cells in a new worksheet and enter 1200 in the first cell,
-8000 in the second cell, 0 in the third cell, and the text Hello There! in the
fourth cell. Then select all four cells as a range (starting with the one con-
taining 1200 as the first cell of the range). Open the Format Cells dialog box
and select the Number tab and Number in the Category list. Then select the
#,##0_) ; [Red] (#, ##0) code in the Custom category Type list box (it’s
the seventh set down from the top of the list box) and edit it as follows:

[Bluel#, ##0_) ; [Red] (#, ##0) ; [Green] ; [Cyan]

Click OK. That’s all there is to that. When you return to the worksheet, the
cell with 1200 appears in blue as 1,200, the -8000 appears in red as (8,000),
the 0 appears in green, and the text “Hello There!” appears in a lovely cyan.

Before you move on, you should know about a particular custom format
because it can come in really handy from time to time. I'm referring to the
custom format that hides whatever has been entered in the cells. You can
use this custom format to temporarily mask the display of confidential infor-
mation used in calculating the worksheet before you print and distribute the
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worksheet. This custom format provides an easy way to avoid distributing
confidential and sensitive information while protecting the integrity of the
worksheet calculations at the same time.

To create a custom format that masks the display of the data in a cell selec-
tion, you simply create an “empty” format that contains just the semicolon
separators in a row:

This is one custom format that you can probably type by yourself!

After creating this format, you can blank out a range of cells simply by
selecting them and then selecting this three-semicolon custom format in the
Format Cells dialog box. To bring back a cell range that’s been blanked out
with this custom format, simply select what now looks like blank cells and
then select one of the other (visible) formats that are available. If the cell
range contains text and values that normally should use a variety of different
formats, first use General to make them visible. After the contents are back
on display, format the cells in smaller groups or individually, as required.

Altering the alignment

You can use Excel’s Alignment options by using command buttons in the
Alignment group of the Ribbon’s Home tab and by using options on the
Alignment tab of the Format Cells dialog box to change the way cell entries
are displayed within their cells.

Alignment refers to both the horizontal and vertical placement of the charac-
ters in an entry with regard to its cell boundaries as well as the orientation
of the characters and how they are read. Horizontally, Excel automatically
right-aligns all numeric entries and left-aligns all text entries in their cells
(referred to as General alignment). Vertically, Excel aligns all types of cell
entries with the bottom of their cells.

In the Horizontal drop-down list on the Alignment tab of the Format Cells
dialog box, Excel offers you the following horizontal text alignment choices:

4 General (the default) right-aligns a numeric entry and left-align a text
entry in its cell.

4+ Left (Indent) left-aligns the entry in its cell and indent the characters
from the left edge of the cell by the number of characters entered in the
Indent combo box (which is 0 by default).

4+ Center centers any type of cell entry in its cell.
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4+ Right (Indent) right-aligns the entry in its cell and indent the characters
from the right edge of the cell by the number of characters entered in
the Indent combo box (which is 0 by default).

4+ Fill repeats the entry until its characters fill the entire cell display.
When you use this option, Excel automatically increases or decreases
the repetitions of the characters in the cell as you adjust the width of
its column.

4+ Justify spreads out a text entry with spaces so that the text is aligned
with the left and right edges of its cell. If necessary to justify the text,
Excel automatically wraps the text onto more than one line in the cell
and increases the height of its row. If you use the Justify option on num-
bers, Excel left-aligns the values in their cells just as if you had selected
the Left align option.

4+ Center Across Selection centers a text entry over selected blank cells in
columns to the right of the cell entry.

4 Distributed (Indent) indents the text in from the left and right cell mar-
gins by the amount you enter in the Indent text box or select with its
spinner buttons (which appear when you select this option on the
Horizontal drop-down list) and then distribute the text evenly in the
space in between.

For text entries in the worksheet, you can also add the Wrap Text check box
option to any of the horizontal alignment choices (note that you can also
access this option by clicking the Wrap Text button in the Alignment group
of the Home tab on the Ribbon). When you select the Wrap Text option,
Excel automatically wraps the text entry to multiple lines within its cells
while maintaining the type of alignment that you've selected (something
that automatically happens when you select the Justify alignment option).

Instead of wrapping text that naturally increases the row height to accom-
modate the additional lines, you can use the Shrink to Fit check box option
on the Alignment tab of the Format Cells dialog box to have Excel reduce the
size of the text in the cell sufficiently, so that all its characters fit within their
current column widths.

In addition, Excel offers the following vertical text alignment options from
the Vertical drop-down list:
4+ Top (the default) aligns any type of cell entry with the top edge of its cell.

4+ Center centers any type of cell entry between the top and bottom edges
of its cell.

4+ Bottom aligns any type of cell entry with the bottom edge of its cell.

4+ Justify wraps the text of a cell entry on different lines spread out with
blank space so that they are vertically aligned between the top and
bottom edges of the cell.



Figure 2-13:
Spreadsheet
with long
text entries
that spill
over into
blank cells
on the right.
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4+ Distributed wraps the text of the cell entry on different lines distributed
evenly between the top and bottom edges of its cell.

Finally, as part of its alignment options, Excel lets you alter the orientation
(the angle of the characters in an entry in its cell) and text direction (the way
the characters are read). The direction is left-to-right for European languages
and right-to-left for some languages, such as Hebrew and Arabic (Chinese
characters can also sometimes be read from right-to-left, as well).

Wrapping text entries to new lines in their cells

You can use the Wrap Text button on the Ribbon’s Home tab or the Wrap
Text check box in the Text Control section of the Alignment tab to have Excel
create a multi-line entry from a long text entry that would otherwise spill
over to blank cells to the right. In creating a multi-line entry in a cell, the
program also automatically increases the height of its row if that is required
to display all the text.

To get an idea of how text wrap works in cells, compare Figures 2-13 and
2-14. Figure 2-13 shows you two long text entries that spill over to succeed-
ing blank cells to the right. Figure 2-14 shows you these same entries after
they have been formatted with the Wrap Text option. The first long text
entry is in cell A9 and the second is in cell A11. They both use General align-
ment (same as Left for text) with the Wrap Text option.
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Figure 2-14:
Spreadsheet
after
wrapping
long text
entries in
their cells.
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When you create multi-line text entries with the Wrap Text option, you can
decide where each line breaks by inserting a new paragraph. To do this, you
put Excel in Edit mode by clicking the insertion point in the Formula bar at
the place where a new line should start and pressing Alt+Enter. When you
press the Enter key to return to Ready mode, Excel inserts an invisible para-
graph marker at the insertion point that starts a new line both on the
Formula bar and within the cell with the wrapped text.

If you ever want to remove the paragraph marker and rejoin text split on dif-
ferent lines, click the insertion point at the beginning of the line that you
want to join on the Formula bar and press the Backspace key.

Reorienting your entries

Excel makes it easy to change the orientation (that is, the angle of the baseline
on which the characters rest) of the characters in a cell entry by rotating
up or down the baseline of the characters.

The Orientation command button in the Alignment group on the Ribbon’s
Home tab contains the following options on its drop-down menu:

4 Angle Counterclockwise rotates the text in the cell selection up 45 degrees
from the baseline.

4+ Angle Clockwise rotates the text in the cell selection down 45 degrees
from the baseline.



Figure 2-15:
Spreadsheet
after rotating
the column
headings up
45 degrees.
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4+ Vertical Text aligns the text in the cell selection in a column where one
letter appears over the other.

4 Rotate Text Up rotates the text in the cell selection up 90 degrees from
the baseline.

4 Rotate Text Down rotates the text in the cell selection down 90 degrees
from the baseline.

4+ Format Cell Alignment opens the Alignment tab on the Format Cells
dialog box.

You can also alter the orientation of text in the cell selection on the
Alignment tab of the Format Cells dialog box (Ctrl+1) using the following
options in its Orientation area:

4+ Enter the value of the angle of rotation for the new orientation in the
Degrees text box or click the spinner buttons to select this angle. Enter a
positive value (such as 45) to have the characters angled above the
normal 90-degree line of orientation and a negative value (such as —-45)
to have them angled above this line.

4+ Click the point on the sample Text box on the right side of the Orientation
area that corresponds to the angle of rotation that you want for the
characters in the selected cells.

4 Click the sample Text box on the left side of the Orientation area to have
the characters stacked one on top of the other (as shown in the orienta-
tion of the word “Text” in this sample box).

After changing the orientation of entries in a selection, Excel automatically
adjusts the height of the rows in the cell selection to accommodate the rota-
tion up or down of the cell entries. Figure 2-15 shows a spreadsheet after
rotating the column headings of the data table up 45 degrees. Note how
Excel increased the height of row 3 to accommodate this change.
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Fancy fonts and colors

You can assign any of the fonts that you've installed for your printer to cells
in a worksheet. Along with selecting a new font (also known as a typeface),
you can choose a new font size (in points), assign a font style (such as bold,
italic, underline, or strikethrough), as well as change the color of the font.

Note that you can always tell the font and font size of the cell entry in the
active cell by looking at the font name displayed in the Font combo box and
the point size displayed in the Font Size combo box in the Font group on the
Home tab of the Ribbon. You can also tell which, if any, text attributes are
assigned to the entry by looking at the Bold, Italic, and Underline buttons in
this group. Excel indicates which of these attributes have been assigned to the
cell by highlighting the B, I, or U button in the standard beige highlight color.

Selecting fonts and colors from the Ribbon

You can change the font, font size, font style, and font color using the com-
mand buttons in the Font group on the Home tab of the Ribbon. The only
aspects you can’t change or assign are the type of the underlining (besides
single or double) and special font styles including strikethrough, superscript,
and subscript.

To change the font with the command buttons in the Font group on the
Ribbon’s Home tab, select the cell, cell range, or nonadjacent selection to
which you want to assign the new font, size, style, or color, and then do one
of the following:

4+ To assign a new font to the selection, click the Font drop-down button
and then click the font in the drop-down menu.

4+ To assign a new point size to the selection, click the Font Size pop-up
button and then click the size on the pop-up menu (you can also do this
by clicking the Font text box, typing the point size, and pressing Enter).

4+ To increase the font size a single point at a time, click the Increase Font
Size button.

4+ To decrease the font size a single point at a time, click the Decrease Font
Size button.

4+ To assign a new font style to a selection, click the appropriate tool in the
Formatting toolbar: Click the Bold button (the one with B) to bold the
selection, the Italic button (the one with /) to italicize the selection, and
the Underline button (the one with the U) to underline the selection —
to assign double underlining to the cell selection, click the drop-down
button attached to the Underline button and then click Double Underline
on its drop-down menu.

4+ To assign a new font color, click the Font Color pop-up button and then
click the new color in the drop-down palette.
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Figure 2-16:
You can
change
fonts, font
sizes, attrib-
utes, and
colors on
the Font tab.
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Live Preview enables you to see how the cell selection looks in a font or font
size that you highlight on the Font or Font-Size drop-down menu — provided,
of course, that the selection is not in the columns and rows obscured when
these drop-down menus are displayed.

Note that you can immediately remove any font change that you make by
clicking the Undo button on the Standard toolbar (or by pressing Ctrl+Z).
You can also remove boldface, italics, and underlining assigned to a cell
selection by clicking the appropriate button (Bold, Italic, and Underline) on
the Formatting toolbar. This action removes the golden box that outlines the
button’s B, , or U icon.

Selecting fonts and colors in the Format Cells dialog box

You can also select a new font, font size, font style, and font color for your
selection in the Font tab of the Format Cells dialog box (Ctrl+1). Figure 2-16
shows the Font tab of the Format Cells dialog box that appears when an
empty cell that uses the Normal style is active in Excel 2007 on a computer
running Windows Vista. In this figure, the current Font is Calibri (Body), the
Font Style is Regular, the Font Size is 11 (points), the Underline is None, and
the Color is Automatic (in Excel 2007 running on Windows XP, the font is
Arial and the font size is 10 points).

To select a new font color from the Font Color drop-down palette in the Font
group on the Ribbon’s Home tab or from the Color drop-down palette on the
Font tab of the Format Cells dialog box, click its drop-down button. Both drop-
down palettes contain color swatches arranged in two groups: Theme colors
to select one of the colors used in Excel’s themes (see Book V, Chapter 2)
and Standard colors to select one of the primary Windows colors. To select a
font color from either of these two groups, click its color swatch.
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Changing the Automatic color

The Automatic color in Excel always refers to
the Window Font color that is currently
selected in the Advanced Appearance dialog
box in Windows Vista or Windows XP. This
color is black unless you change it in the
Advanced Appearance dialog box.

To open the Advanced Appearance dialog box
in Windows Vista, right-click the desktop and
then click Personalize on the shortcut menu;
click Window Color and Appearance in the
Personalization Control Panel window; click the
Open Classic Appearance Properties for More
Color Options link in the Window Color and
Appearance Control Panel window; and finally
click the Advanced button in the Appearance

Settings dialog box and click Window in the
Item drop-down list box.

To open the Advanced Appearance dialog box
in Windows XP, right-click the desktop and then
click Properties on the shortcut menu; click the
Appearance tab in the Properties dialog box;
and finally click the Advanced button on the
Appearance tab.

In the Advanced Appearance dialog box, click
Window on the Item drop-down menu and then
click a new color on the Color drop-down
palette in the last row (opposite Font) immedi-
ately above the OK and Cancel buttons and
then click OK.

If none of the preset colors will do, click the More Colors option at the

bottom of the drop-down palette to open the Colors dialog box. This dialog
box contains a Standard tab where you can select a new color by clicking its
hexagram swatch in the color honeycomb or shade of gray hexagram below.
The Custom tab enables you to select a custom color by changing the RGB
(Red, Green, and Blue) or HSL (Hue, Saturation, and Luminosity) values.
You can do this either by dragging through the color grid and tint slider at
the top of the Custom tab or by entering new values in the Red, Green,

and Blue (when the RGB Color Model is selected) or the Hue, Sat, and Lum
(when the HSL Color Model is selected) text boxes below or by selecting
them with their spinner buttons.

Note that Excel adds a swatch for each custom color you select or define to
a Recent Colors section that then appears on both the Font Color and Fill
Color buttons’ drop-down palettes, making it easy to apply these custom
colors to the text and fills of other cells in the worksheet.
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Basic borders, fills, and patterns

Excel makes it easy to add borders as well as to assign new background fill
colors, gradients, and shading patterns to cells in the worksheet. You can
use the borders to outline tables of data — particularly important cells — or
to underscore rows of key data. You can also apply various color gradients
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Figure 2-17:
The border
options on
the Borders
button’s
drop-down
menu.
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and shading patterns to cells to draw attention to significant aspects of the
spreadsheet.

When adding borders and shading, you can make your job a great deal easier
by removing the light blue gridlines used in the Worksheet area to indicate
the borders of the cells in the worksheet. To remove these gridlines, click
the Gridlines check box on the View tab of the Ribbon (or press Alt+WVG) or
click the View check box in the Gridlines column of the Sheet Options group
on the Page Layout tab (or press Alt+PVG) to remove the check mark from
its check box. After you've dispensed with a worksheet’s gridlines, you can
immediately tell whether you've added the kind of borders that you want
and better judge the effect of the color and shading changes that you make.

Note that removing the display of the gridlines in the Workbook window has
no effect whatsoever on the appearance of gridlines in a printed copy of the
spreadsheet. If you turn on gridlines for a printout by clicking the Print
check box in the Gridlines column of the Sheet Options group on the Page
Layout tab (or press Alt+PPQG) to add a check mark to this check box, Excel
prints these lines on the printed version of the worksheet even when they do
not appear on-screen.

Right on the borderline

When applying borderlines to a cell selection, you have a choice between
using the options on the drop-down menu that’s attached to the Borders
button in the Font group on the Home tab and using the options on the
Border tab of the Format Cells dialog box. You can compare the options
offered by each in Figures 2-17 and 2-18. Figure 2-17 shows the border
options on the drop-down menu and Figure 2-18 shows the options on the
Border tab of the Format Cells dialog box.
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Figure 2-18:

The border

options on

the Border

tab of the

Format Cells

dialog box.
To apply borders to the cell selection by using the options on the Borders
button’s drop-down menu, click the option on the menu with the type of
border you want drawn. To remove a borderline that you select in error,
simply click the No Border option at the top of this drop-down menu.
While defining the borderlines to apply in the Border tab, you can select a
new style for the borderlines by clicking the Line style in the Style sample
area. To select a new color (besides boring old black) for the borderlines
that you're about to apply, click the swatch of the new color you want to use
in the Color drop-down palette.
When using the Borders palettes to assign borderlines to a cell selection,
your options are limited to just the Border buttons displayed on the palette.
This means that you don’t have as much choice in terms of line style and
type of borderlines (in other words, you can’t be applying any dashed diago-
nal borderlines from this palette). You also can’t change the color of the
borderlines from the Borders palette.

A\

To get rid of borderlines that you've added to a cell range, no matter which
method you used to add them, select the range and then click the No Border
option at the top of the Border button’s drop-down menu.

Fun fills, great-looking gradients, and pretty patterns

In Excel 2007, you can not only select new background colors (referred to as
fill colors) for the cell selection but you can also assign gradients (fills that
gradually go from one color to another) and new dotted and crosshatched
patterns to them.
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When simply assigning a new fill color to the current cell selection, you can
do this either by clicking a new color swatch on the Fill Color button’s drop-
down palette (located in the Font group on the Ribbon’s Home tab) or by
clicking the swatch in the Background Color area of the Fill tab in the Format
Cells dialog box (Ctrl+1) shown in Figure 2-19.

Figure 2-19: Book Il
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4 To assign a gradient to the cell selection, click the Fill Effects button to
open the Fill Effects dialog box (see Figure 2-20) and then select the
beginning gradient color by clicking its swatch on the Color 1 drop-down
color palette and the ending gradient color by clicking its swatch on the
Color 2 drop-down palette. Note that you can then further refine the gra-
dient by selecting a new shading style option button that determines the
direction of the gradient pattern before you click OK. Try the following:

Figure 2-20:
Selecting
anew
gradient to
use in the
Fill Effects
dialog box.
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4 To add a dotted or crosshatched shading pattern to the cell selection
(instead of a gradient — they don’t go together), click the pattern square
on the Pattern Style’s drop-down palette. To change the color of the
shading pattern (which is by default the black Automatic color), click a
color swatch on the Pattern Color’s drop-down palette.

Check the Sample area at the bottom of the Fill tab of the Format Cells dialog
box to check out the shading pattern and make sure that it’s the one you
want to use before you click OK to apply it to the cell selection. If you don’t
like the effect once you’ve applied it to the cell selection, click the Undo
button on the Quick Access toolbar or press Ctrl+Z immediately to remove it.

To get rid of all fill colors, gradients, and shading patterns used in a cell
selection, click the No Fill option at the bottom of the Fill Color button’s
drop-down palette on the Home tab.

Hiring Out the Format Painter

The Format Painter button (with paintbrush icon) in the Clipboard group of
the Home tab takes formatting from the current cell and applies it to cells
that you “paint” by dragging its special thick-white-cross-plus-paintbrush
mouse pointer through them. This tool, therefore, provides a quick-and-easy
way to take a bunch of different formats (such as a new font, font size, bold,
and italics) that you applied individually to a cell in the spreadsheet and then
turn around and use them as the guide for formatting a new range of cells.

To use the Format Painter, follow these steps:

1. Position the cell cursor in a cell that contains the formatting that you
want copied to another range of cells in the spreadsheet.

This cell becomes the sample cell whose formatting is taken up by
Format Painter and copied in the cells that “paint” with its special
mouse pointer.

2. Click the Format Painter button (with the paintbrush icon) in the
Clipboard group on the Home tab of the Ribbon.

As soon as you click this button, Excel adds a paintbrush icon to the
standard thick white-cross mouse pointer, indicating that the Format
Painter is ready to copy the formatting from the sample cell.

3. Drag the mouse pointer through the range of cells that you want for-
matted identically to the sample cell.
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The moment that you release the mouse button, the cells in the range that
you just selected with the Format Painter become formatted the same way
as the sample cell.

P Normally, using the Format Painter is a one-shot deal because as soon as you
release the mouse button after selecting a range of cells with the Format
Painter, it turns off, and the mouse pointer reverts back to its normal func-
tion of just selecting cells in the worksheet (indicated by the return of the
regular thick white-cross icon). If you ever want to keep the Format Painter
turned on so that you can use it to format more than one range of cells in the
worksheet, you need to double-click the Format Painter button on the Home
tab instead of just single-clicking it. When you do this, the Format Painter

button remains depressed (indicated by the orange highlight) on the Home C:ZD:;:IZ
tab until you click its command button again. During this time, you can i
“paint” as many different cell ranges in the worksheet as you desire.
5¢
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Cell styles combine a number of different formatting aspects that can
include number format, text alignment, font and font size, borders, fills,
and protection status (see Book IV, Chapter 1).

In Excel 2007, cell styles really come alive in the form of the new Cell Styles
gallery (see Color Plate 12) that you open by clicking the Cell Styles button
in the Styles group on the Ribbon’s Home tab.

The Cell Styles gallery contains loads of readymade styles you can immedi-
ately apply to the current cell selection. These predefined cell styles are
arranged into various sections: Good, Bad, and Neutral; Data and Model;
Titles and Headings; Themed Cell Styles; and Number Format.

To apply one of the styles on the Cell Styles gallery, simply click the thumb-
nail of the desired style in the gallery after using the Live Preview feature to
determine which style looks best on the data in your cell selection.

Using the Number Format cell styles

The Number Format section near the bottom of the Cell Styles gallery (see
Figure 2-21) contains the following five predefined styles that you can use to
format the values entered into the cell selection as follows:

4 Comma sets the number format to the Comma Style (same as click-
ing the Comma Style command button in the Number group of the
Home tab).
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Figure 2-21:
Cell selec-
tionin a
worksheet
after assign-
ing the
Currency (0)
Number
Format style
and then the
Input Data
and Model
style.

4 Comma (0) sets the number format to the Comma Style format without
any decimal places.

4 Currency sets the number format to the Currency style format (same as
clicking the Accounting Number Format command button in the Number
group of the Home tab).

4 Currency (0) sets the number format to the Currency style format
without any decimal places (making your financial figures all dollars
and no cents).

4 Percent sets the number format to Percent style (same as clicking the
Percent Style command button in the Number group of the Home tab).

You can combine the number formatting assigned from one of the Number
Format cell styles with the other cell formatting assigned by the cell styles in
the other three cell style groups: the Good, Bad, and Neutral (except for
Normal which applies the General number format); Data and Model; and
Themed Cell Styles. To do this, however, assign the number formatting by
clicking its style in the Number Format section of the Cell Styles gallery
before you assign the other formatting by clicking its style in one of the
other three sections of the Cell Styles gallery.
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Click Normal, the first style in the Good, Bad, and Neutral section, in the Cell
Styles gallery to return the formatting in the cell selection to its original
state: General number format, left or right (depending on the contents),
horizontal and bottom vertical alignment, Calibri (body) or Arial font, 11-

or 10-point font size (depending on the operating system, Vista or XP), no
borders, no fill, and locked protection status.

Defining a custom cell style by example

You don’t have to live with just the predefined styles that Excel gives you on
the Cell Styles gallery because you can readily create custom cell styles of
your own.

By far the easiest way to create a new custom cell style is by example.
When you create a cell style by example, you choose a cell that already dis-
plays all the formatting attributes (applied separately using the techniques
discussed previously in this chapter) that you want included in the new cell
style. Then, you follow these simple steps to create the new style by using
the formatting in the sample cell:

1. Position the cell cursor in the cell with the formatting that you want in
the new style.

2. Click the New Cell Style option at the bottom of the Cell Styles drop-
down gallery (opened by clicking the Cell Styles button in the Styles
group on the Ribbon’s Home tab).

This action opens the Style dialog box with a generic style name (Style 1,
Style 2, and so on), and the formatting attributes applied to the cell are
listed in the Style Includes (By Example) section of the dialog box.

3. Type the name for the new style in the Style Name text box (replacing
the Style 1, Style 2, generic style name).

4. Click OK to close the Style dialog box.

When defining a style by example, select only one cell that you know
contains all the formatting characteristics that you want in the new style.
This way, you avoid the potential problem of selecting cells that don’t share
the same formatting. If you select cells that use different formatting when
defining a style by example, the new style will contain only the formatting
that all cells share in common.

After you close the Style dialog box, Excel adds a thumbnail for the new style
to a Custom section at the top of the Cell Styles gallery. To apply this new
custom cell style to other cell selections in the worksheet, all you have to do
is click its thumbnail in the Custom section of the gallery.
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Creating a new cell style from scratch

You can also create a custom cell style from scratch by defining each of its
formatting characteristics in the Style dialog box as follows:

1.

6.

Position the cell cursor in a cell that doesn’t have any formatting
applied to it and then click the New Cell Style option at the bottom of
the Cell Styles drop-down gallery (opened by clicking the Cell Styles
button in the Styles group on the Ribbon’s Home tab).

This action opens the Style dialog box with a generic style name (Style 1,
Style 2, and so on), and with the attributes for the Normal style listed in
the Style Includes (By Example) section of the dialog box.

. Type a name for the new style that you are defining in the Style Name

text box (replacing Style 1, Style 2 generic name).

Now you need to select the formatting settings for the new style.

. (Optional) Click the check box for any attribute (Number, Alignment,

Font, Border, Fill, or Protection) that you don’t want included in the
new style.

. Click the Format button in the Style dialog box.

This action opens the standard Format Cells dialog box, where you can
use the options on its six tabs (Number, Alignment, Font, Border, Fill,
and Protection) to select all the formatting attributes that you do want
used when you apply the new style to a cell selection.

. After you finish assigning the formatting attributes that you want in

the new style in the Format Cells dialog box, click OK to return to the
Style dialog box.

The Style Includes (By Example) section now lists all the attributes that
you assigned in the Format Cells dialog box.

Click OK to close the Style dialog box.

As soon as you click OK, Excel applies the formatting in your newly defined
custom style to the current cell and adds the new style to the Custom sec-
tion of the Cell Styles gallery. To apply this new custom cell style to other
cell selections in the worksheet, all you have to do is click its thumbnail in
the Custom section of the gallery.

To remove a custom style from the Cell Styles gallery that you've defined by
example or from scratch, you have to right-click its thumbnail in the gallery
and then click Delete on its shortcut menu.



Using Cell Styles 16 9

Merging styles into other workbooks

All custom cell styles that you create are saved, along with the data and for-
matting in the worksheet, when you save the file. The only styles, however,
that are available when you begin a new worksheet are those predefined
styles provided by Excel.

If you've created custom styles in another workbook that you want to use in
a new workbook or in an existing one that you’'ve opened for editing, you
have to merge them into that workbook as follows:

1. Open the workbook file containing the custom styles that you want to
copy and use.

You must have the workbook containing the custom styles to merge open,
along with the workbook into which these custom styles will be copied.

2. Click the button on the Windows Vista or XP taskbar for the workbook
into which the custom styles will be merged.

This action makes the workbook into which the custom styles are to be
copied the active one.

3. Click the Merge Styles option at the bottom of the Cell Styles drop-
down gallery (opened by clicking the Cell Styles button in the Styles
group on the Ribbon’s Home tab).

This action opens the Merge Styles dialog box with a list box that displays
the filenames of the all the workbooks that are currently open in Excel.

4. Click the name of the workbook that contains the custom styles you
want merged into the active workbook and then click OK.

This action closes the Merge Styles dialog box. If the worksheet file that
you selected contains custom styles with the same names as the custom
styles defined in the active worksheet, Excel displays an alert box that
asks if you want to merge the styles that have the same names. Click Yes
to replace all styles in the active workbook with those that have the same
name in the workbook file that you’re copying from. Click No if you don’t
want the styles in the active workbook to be overwritten, in which case
Excel merges the styles with unique names from the other worksheet.

After merging styles from another open workbook, you can close that work-
book by clicking its button on the Windows taskbar and then clicking its
Close Window. You can then begin applying the merged custom styles, which
now appear in the Custom section at the top of the Cell Styles gallery, to cell
selections by clicking their thumbnails in the gallery.
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Conditional Formatting

Excel 2007’s greatly expanded Conditional Formatting feature enables you
to format a range of values so that unusual or unwanted values, or values
outside certain limits, are automatically formatted in such a way as to call
attention to them.

When you click the Conditional Formatting button in the Styles group on the
Ribbon’s Home tab, a drop-down menu appears with the following options:

4+ Highlight Cells Rules opens a continuation menu with various options
for defining formatting rules that highlight the cells in the cell selection
that contain certain values, text, or dates, or that have values greater or
less than a particular value, or that fall within a certain ranges of values.

4+ Top/Bottom Rules opens a continuation menu with various options for
defining formatting rules that highlight the top and bottom values, per-
centages, and above and below average values in the cell selection.

4 Data Bars opens a palette with different color data bars that you can
apply to the cell selection to indicate their values relative to each other
by clicking the data bar thumbnail.

4+ Color Scales opens a palette with different three- and two-colored scales
that you can apply to the cell selection to indicate their values relative
to each other by clicking the color scale thumbnail.

4+ Icon Sets opens a palette with different sets of icons that you can apply
to the cell selection to indicate their values relative to each other by
clicking the icon set.

4 New Rule opens the New Formatting Rule dialog box where you define a
custom conditional formatting rule to apply to the cell selection.

4+ Clear Rules opens a continuation menu where you can remove condi-
tional formatting rules for the cell selection by clicking the Selected
Cells option, for the entire worksheet by clicking the Entire Sheet option,
or for just the current data table by clicking the This Table option.

4 Manage Rules opens the Conditional Formatting Rules Manager dialog
box where you edit and delete particular rules as well as adjust their
rule precedence by moving them up or down in the Rules list box.

Graphical conditional formatting

Perhaps the coolest (and certainly easiest) conditional formatting that
you can apply to a cell range is with the sets of graphical markers pop-up
palettes attached to the Data Bars, Color Scales, and Icon Sets options on
the Conditional Formatting button’s drop-down menu:



Figure 2-22:
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4+ Data Bars represents the relative values in the cell selection by the
length of the color bar in each cell — data bars are great for helping you
quickly spot the lower and higher values within a large range of data.

4 Color Scales classify the relative values in a cell selection with a color
gradation using a one-, two-, or three-color scale — color scales are great
for identifying the distribution of values across a large range of data.

4+ Icon Sets classify the values in the cell selection into three to five cate-
gories and each icon within the set represents a range of values that go
from high to low — icon sets are great for quickly identifying the differ-
ent ranges of values in a range of data.

Figure 2-22 shows how the Data Bars option appears when applied to a cell
selection in the cell range C2:C29 that contains a simple series of whole num-
bers, ranging from 0 to 27. As you can see, the Data Bars increase in length
as the numbers increase, creating, in effect, a data bar chart in column C.

Identifying particular values or

text entries in a cell range

The options attached to the Highlight Cell Rules and Top/Bottom Rules items
on the Conditional Formatting button’s drop-down menu enable you to spec-
ify a particular type of formatting when certain conditions are met.
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The rules that you set up for meeting these formatting conditions can vary
widely. You can set up a rule whereby a particular type of formatting is applied
when a cell in the range contains a certain text entry (such as Fixed or
Variable). You set up a rule whereby a particular type of formatting is applied
when a cell in the range is exactly a particular value or exceeds or falls below
a particular value. So too, you can set up a rule whereby a particular type of
formatting is applied when the value is one of the top ten in the range, is
below the average value in the range, or falls into the lower ten percent.

For example, to set up the rule that Excel formats any cell within a range
with a light red fill color and dark red font color whenever it contains the
word “Fixed,” you follow these steps:

1. Select the range of cells in the worksheet to which this conditional for-
matting rule is to be applied.

2. Click the Conditional Formatting button on the Ribbon’s Home tab
and then choose Highlight Cell Rules on the drop-down menu and
click Text That Contains on the continuation menu.

Excel opens the Text That Contains dialog box with a text box on the left
where you enter or select in the worksheet the text that tells Excel when
to apply the conditional formatting and a drop-down list box on the right
where you select or define the conditional formatting the program is to
apply.

3. Type Fixed in the Format Cells That Contain the Text box.

In this case, you don’t have to change the formatting in the drop-down
list box as Red Fill with Dark Red Text is the default formatting.

4. Click OK to apply the conditional formatting rule to the selected cell
range.

Let’s say you wanted to apply three different types of conditional formatting
to the cells in a single range of the worksheet: one type of formatting when-
ever a cell in the range contains a target value, another when it exceeds this
target value, and third when it falls below the target value.

Here are the steps for setting up the rules to apply a yellow fill with a dark
yellow font to cells in a range when they contain 100,000, a green fill with
dark green text when they’re greater than 100,000, and a red fill with dark
red text when they’re less than 100,000:

1. Select the range of cells in the worksheet to which the three condi-
tional formatting rules are to be applied.

Start by defining the rule that applies yellow fill with dark yellow font to
all values in the range that are equal to 100,000.

2. Click the Conditional Formatting button on the Home tab and then
highlight Highlight Cell Rules on the drop-down menu and click Equal
To on the continuation menu.
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Excel opens the Equal To dialog box (shown in Figure 2-23) where you
define the formatting rule when a cell contains 100,000.

3. Type 100,000 in the Format Cells That Are EQUAL TO text box and
then click Yellow Fill with Dark Yellow Text in the drop-down list
box to the right before you click OK.

Next, you define the rule that applies green fill with dark green font to all
values that are greater than 100,000.

4. Click the Conditional Formatting button on the Home tab and then
choose Highlight Cell Rules on the drop-down menu and click Greater
Than on the continuation menu.

Excel opens the Greater Than dialog box where you define the format-
ting rule when a cell contains a value higher than 100,000.

5. Type 100,000 in the Format Cells That Are GREATER THAN text box
and then click Green Fill with Dark Green Text in the drop-down list
box to the right before you click OK.

Finally, you define the rule that applies red fill with dark red font to all
values that are less than 100,000.

6. Click the Conditional Formatting button on the Home tab and then
choose Highlight Cell Rules on the drop-down menu and click Less
Than on the continuation menu.

Excel opens the Less Than dialog box where you define the formatting
rule when a cell contains a value below 100,000.

7. Type 100,000 in the Format Cells That Are LESS THAN text box and
then leave the default Red Fill with Dark Red Text selected in the
drop-down list box to the right when you click OK.

As you define the three rules, Excel applies them to the range selected in the
worksheet. If the cell range is blank at the time you set up these three rules,
all the blank cells in the range are given a red fill. As you enter values into
the cells, their text takes on the color assigned to their values: dark red font
for values below 100,000, dark yellow for all values of 100,000, and dark
green for all values above 100,000. In addition, when the values are equal to
100,000, Excel fills the cell with a light yellow background color and when
values are above 100,000, a light green background color.

Book Il
Chapter 2

SEETTTT VY
fumeunoq



1 74 Conditional Formatting

Finally, here are the steps you’d follow to create a rule that formats all values in
a cell range that are below the average value in the range with a custom condi-
tional format that applies bold italic to the font and a bright yellow fill color:

1. Select the range of cells in the worksheet to which this conditional for-
matting rule is to be applied.

2. Click the Conditional Formatting button on the Home tab and then
highlight Top/Bottom Rules on the drop-down menu and click Below
Average on the continuation menu.

Excel opens the Below Average dialog box that contains a single drop-
down list box where you define the formatting to be used when a value
is below the calculated average for the cell range.

3. Click Custom Format at the bottom of the Format Cells That Are
BELOW AVERAGE drop-down list box.

Excel opens the Format Cells dialog box where you define all the attrib-
utes to be part of the custom conditional formatting.

4. Click the Font tab in the Format Cells dialog box and then click Bold
Italic in the Font Style list box.

5. Click the Fill tab in the Format Cells dialog box and then click the bright
yellow swatch in the Background Color section before you click OK.

Excel closes the Format Cells dialog box, returning you to the Below
Average dialog box which now displays Custom Format in the Format
Cells That Are BELOW AVERAGE drop-down list box.

6. Click OK to close the Below Average dialog box.

Excel then applies the custom formatting of bold italic text with bright
yellow fill color to all values in the cell selection that are below the calcu-
lated average (displayed after the Average heading on the Status bar at the
bottom of the Excel program window).

Comparing columns in a table

The Compare Columns option on the Highlight Cells Rules continuation
menu enables you to compare the values in two different columns within a
cell range that you've formatted as a table (see “Formatting Ranges as Tables
with Table Styles” earlier in this chapter for details).

When comparing columns of a table, you can set up a rule whereby Excel
compares the values in the current column of the table to another column
that you select and then formats the values in a particular way depending
upon whether or not the values in the same rows of the table are greater
than, less than, or equal to one another.

To compare values in two columns of a table, follow these steps:
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1. Select the column in the table with the values you want to compare to
those in another column.

For example to compare the values in the Estimated column to those in
the Actual column in a table of expenses, you'd select the cells in the
Estimated column.

2. Click the Conditional Formatting button in the Styles group of the
Home tab of the Ribbon; then highlight the Highlight Cells Rules
option on the drop-down menu and click Compare Columns on the
continuation menu.

Excel opens the Compare Columns dialog box containing three drop-

down list boxes: the first where you indicate the comparison operator Book I
(Greater Than, Less Than, or Equal To) to use, the second where you Chapter 2
indicate the other column containing the values you want compared to

those in the selected column, and the third where you indicate the type

of formatting to apply when the comparison between values in the same OE eyl
row of the two columns is true. ;,‘e 3

(Y]

3. Click the Greater Than, Less Than, or Equal To option in the first § 5‘
drop-down list box to designate the comparison operator to use in &<

comparing the columns.

4. Click the name of the column in the second drop-down list box that
holds the values that are to be compared to those in the column cur-
rently selected in the table.

5. Click the type of preset formatting (Red Fill with Dark Red Text,
Yellow Fill with Dark Yellow Text, Green Fill with Dark Green Text,
and so forth) or click the Custom Format option and select the custom
formatting in the Format Cells dialog box.

If you define a custom format rather than select one of the preset for-
mats, use the options on the Number, Font, Border, and Fill tabs of the
Format Cells dialog box to designate all the formatting to be applied, and
then click OK to close the Format Cells dialog box and return to the
Compare Columns dialog box (where Custom Format appears in the
third drop-down list box).

6. (Optional) Click the Format Entire Row check box to put a check mark
in it so that Excel applies the type of conditional formatting you
defined in Step 5 to all the entries in the entire row of the table when
the values in the current column and the one you selected in Step 4 fit
the rule you set up in Step 3.

This Format Entire Row check box option is quite useful when you want
Excel to mark the entire rows of a table with the conditional formatting
when the values in the two compared columns don’t add up in a particu-
lar way (either by equaling each other or by being higher or lower than
one another).

7. Click OK to close the Compare Columns dialog box.
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Excel then formats all the cells in the current column of the table whose
values fit the selected rule when they’re compared to those in the other
designated column.

If you selected the Format Entire Row check box, Excel formats all the entries
in each row of the table where values in the two compared columns fit the
selected rule.

Creating your own conditional formatting rules

Although Excel 2007 gives you a ton of readymade Highlight Cells Rules and
Top/Bottom Rules to define, you may still find that you need to create your
own rules for conditional formatting. To do this, you click the New Rule
option near the bottom of the Conditional Formatting button’s drop-down
menu or you click the New Rule button in the Conditional Formatting Rules
Manager dialog box (see the “Managing conditional formatting rules” section
that immediately follows).

Figure 2-24 shows you the New Formatting Rule dialog box as it first appears
after clicking the New Rule option or button. To create a new conditional for-
matting rule, you first click the type of rule to create in the Select a Rule
Type list box and then specify the criteria and define the formatting using
the various options that appear in the Edit the Rule Description section
below — note that these options vary greatly depending on the type of rule
you click in the Select a Rule list box above.

Select the Use a Formula to Determine Which Cells to Format rule type
when you want to build a formula as the rule that determines when a partic-
ular type of conditional formatting is applied. Note that this formula can
refer to cells outside the current cell selection to which the conditional
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formatting is applied, but it must be a logical formula, meaning that it uses
comparison operators (see Book Ill, Chapter 1) and/or Logical functions (see
Book IIl, Chapter 2) that when calculated return either a logical TRUE or
FALSE value.

Managing conditional formatting rules

The Conditional Formatting Rules Manager dialog box (see Figure 2-25),
which is opened by clicking the Manage Rules option at the very bottom of
the Conditional Formatting button’s drop-down menu, enables you to do all
of the following:

4+ Create new rules by clicking the New Rule button to open the New
Formatting Rule dialog box (see the “Creating your own conditional
formatting rules” section immediately preceding).

4 Edit existing rules by selecting the rule in the Rule list box and clicking
the Edit Rule button in the Editing Formatting Rule dialog box (which
looks just like the New Formatting Rule dialog box except it contains the
rule type, criteria, and formatting for the particular rule you selected).

4 Delete rules by clicking the rule in the Rule list box and then clicking the
Delete Rule button — click the Apply button to remove formatting from
the worksheet that was applied to the rule you just deleted.

4+ Change the order of precedence in which multiple conditional formatting
rules assigned to the same cell selection or table are applied by promoting
or demoting individual rules in the Rule list box by clicking the rules and
then clicking either the Move Up button (with the thick arrow pointing
upward) or Move Down button (with the thick arrow pointing downward)
until the rules appear in the desired order of precedence.

Book Il
Chapter 2

SEETTTT VY
fumeunoq



178 cConditionat Formatting

P By default, the Conditional Formatting Rules Manager dialog box shows all
the rules assigned only to the current cell selection. To see all the condi-
tional formatting rules in a particular worksheet or table, click its name on
the Show Formatting Rules For drop-down list at the top of the dialog box.

®gN\BEH A rule that appears higher in the Rule list box of the Conditional Formatting
> Rules Manager dialog box has a higher precedence and is therefore applied
before one lower in the list. When more than one rule is true, what happens
depends on whether or not the formatting applied by those rules conflict.
When they don’t conflict (as when one rule formats the cells in bold italic
and the other formats the cells with a light red fill), both formats are applied.
However, when the formats conflict (as when one rule formats the cells with
black fill and bright yellow text and the other formats the cells with yellow
fill and black text), the rule with the higher precedence wins and only its
conditional formatting is applied.



Chapter 3: Editing and
Proofing Worksheets

In This Chapter

v+ Opening workbooks for editing

v+~ Using basic cell-editing techniques

v Zooming in and out on the worksheet

v Freezing columns and rows on the screen

v Copying and moving data entries

v~ Finding and replacing data entries

v+ Proofing the worksheet

v Using Data Validation to circle invalid data entries in the worksheet

v+~ Finding and eliminating errors with the Text to Speech feature

Creating a spreadsheet is almost never a one-time experience. Some of
the spreadsheets that you’'ll create with Excel will require routine
changes on a regular basis, while others will require more radical changes
only once in a while. Regardless of the extent of the changes and their fre-
quency, you can be sure that sooner or later, most of the spreadsheets you
create in Excel will require editing.

In this chapter, you find out how to make simple editing changes in a work-
sheet by modifying the contents of a cell as well as how to do more complex
editing in your worksheets. These techniques include how to use the Undo
and Redo feature, zoom in and out on data, move and copy data, delete data
entries and insert new ones, search and replace data entries, and proof the
contents of the final worksheet.

However, before you can use any of these fine editing techniques, you have
to open the workbook whose contents require editing. So, with that in mind,
this chapter starts out by giving you the lowdown on finding and opening
workbooks in Excel.
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Opening a Workbook

One of the simplest ways to open a workbook for editing in Excel is to open
its folder in Windows and then double-click the workbook file icon. If you
haven’t yet started Excel at the time you open the workbook, Windows auto-
matically launches Excel at the same time that it opens the file. Remember
that you can use the Documents or Computer Start menu options (when run-
ning Excel 2007 on Windows Vista) and the My Documents or My Computer
Start menu or desktop shortcuts (when running Excel 2007 on Windows XP)
to locate and then open your workbook files.

Keep in mind that Excel automatically saves workbook files in your
Documents folder (when running the program on Windows Vista) and the
My Documents folder (when running the program on Windows XP) unless
you specifically select another folder.

If Excel is already running and you want to open a workbook file for editing
from within Excel, you can click Microsoft Office Button | Open or press
Alt+FO to launch the Open dialog box and locate and open the file.

If you can’t remember where you saved the workbook that you need to edit
(a common occurrence) and you're running Excel 2007 on Windows Vista,
you can use the Search text box in the Open dialog box to locate the file, so
you can open it right from within the dialog box. See the “Searching for work-
books when running Excel on Windows Vista” section later in this chapter
for details. (If you're running Excel 2007 on Windows XP, you need to use

the Windows Search feature on the Start menu to find the workbook file

and then open it from the Search Results window outside of Excel — see
“Searching for workbooks when running Excel on Windows XP” later in this
chapter for details.)

The Open dialog box in Excel 2007
running on Windows UVista

If you're running Excel 2007 on Windows Vista, an Open dialog box very
much like the one in Figure 3-1 appears. This dialog box is divided into two
panes: the Navigation pane on the left where you can select a new folder to
open and the main pane on the right showing the icons for all the subfolders
in the current folder as well as the documents that Excel can open.

This current folder, whose contents are displayed in the Open dialog box, is
either the one designated as the Default File Location on the Save tab of the
Excel Options dialog box or the folder you last opened during your current

Excel work session.
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To open a workbook in another folder, click its link in the Favorite Links sec-
tion of the Navigation pane or click the Expand Folders button (the one with
the triangle pointing upward) and click its folder in this list.

If you open a new folder and it appears empty of all files (and you know that
it’s not an empty folder), this just means the folder doesn’t contain any of the
types of files that Excel can open directly, such as workbooks, template files,
and macro sheets. To display all the files whether or not Excel can open them
directly (meaning without some sort of conversion), click the drop-down
button that appears next to the drop-down list box that currently contains
Microsoft Office Excel Files and click All Files on its drop-down menu.

When the icon for the workbook file you want to work with appears in the
Open dialog box, you can then open it either by clicking its file icon and then
clicking the Open button or, if you’re handy with the mouse, by just double-
clicking the file icon.

Keep in mind that you can use the slider attached to the Views drop-down
list button in the Open dialog box to change the way folder and file icons
appear in the dialog box. When you select Large Icons or Extra Large Icons
on this slider (or anywhere in between), the Excel workbook icons actually
show data in the upper-left corner of the first worksheet for all Excel 2007
workbooks saved with the Save Thumbnail check box selected and Excel 97
through 2003 workbooks saved with the Save Preview Picture check box on
the Summary tab of the workbook’s Properties dialog box selected. This pre-
view of part of the first sheet helps you quickly identify the workbook you
want to open for editing or printing.

Book Il
Chapter 3

SEETSTTT
fuijooid pue bunip3



182 Opening a Workbook

Figure 3-2:
Use the
Open dialog
box to find
and open a
workbook
for editing.

The Open dialog box in Excel 2007
running on Windows XP

Figure 3-2 shows you the Open dialog box that appears when running Excel
2007 under Windows XP. This dialog box is divided into two sections: a
My Places panel on the left and a folder and file list box on the right.

Delete
Up One Level | New Folder

Back Views

When you can’t find the filename you're looking for in the list box, check to
make sure that you're looking in the right folder — because if you're not,
you’re never going to find the missing file. To tell which folder is currently
open, check the Look In drop-down list box at the top of the Open dialog box
(refer to Figure 3-2).

If the folder that is currently open is not the one that has the workbook file
you need to use, you then need to open the folder that does contain the file.
In Excel, you can use the Up One Level button (refer to Figure 3-2) in the
Open dialog box to change levels until you see the folder you want to open
in the list box. To open the new folder, click its icon in the list box and then
click the Open button or press Enter (or you can just double-click its icon).

If the workbook file you want is on another drive, click the Up One Level
button until the C: drive icon appears in the Look In drop-down list box.
You can then switch drives by clicking the drive icon in the list box and then
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choosing the Open button or pressing Enter (or you can just double-click the
drive icon).

When you locate the file you want to use in the list box in the Open dialog
box, open it by clicking its file icon and then clicking the Open button or
pressing Enter (or by double-clicking the file icon).

Use the buttons displayed in the My Places panel on the left side of the Open
dialog box (My Recent Documents, Desktop, My Documents, My Computer,
and My Network Places) to easily open any folders associated with these
buttons that contain workbook files:

4+ My Recent Documents: Click this button to open workbook files you
save in the Recent folder (located inside the Office folder within the
Microsoft folder).

4 Desktop: Click this folder to open workbook files you save directly on
the desktop of your computer.

4+ My Documents: Click this button to open workbook files you save in the
Personal folder inside the Windows folder. (In fact, on some computers,
the My Documents button in the Excel 2007 Open dialog box appears
as the Personal button.)

4+ My Computer: Click this button to open workbook files you save in fold-
ers on the local disks on your computer.

4+ My Network Places: Click this button to open workbook files you save in
folders on the disks attached to your company’s network.

Keep in mind that you can select Preview on the Views button’s drop-down
menu. Doing so displays a preview pane on the right side of the Open dialog
box. This dialog box shows data in the upper-left corner of the first work-
sheet for all Excel 2007 workbooks saved with the Save Thumbnail check
box selected and all Excel 97 through 2003 workbooks saved with the Save
Preview Picture check box on the Summary tab of the workbook’s Properties
dialog box selected. This preview of the first part of the initial worksheet can
really help you quickly identify the workbook you want to open for editing or
printing.

Opening more than one workbook at a time

If you know that you're going to edit more than one of the workbook files’
sheets shown in the list box of the Open dialog box, you can select multiple
files in the list box and Excel will then open all of them (in the order they’'re
listed) when you click the Open button or press Enter.
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Remember that in order to select multiple files that appear sequentially in
the Open dialog box, you click the first filename and then hold down the
Shift key while you click the last filename. To select files that are not listed
sequentially, you need to hold down the Ctrl key while you click the various
filenames.

After the workbook files are open in Excel, you can then switch documents
by selecting their filename buttons on the Windows taskbar or by using the
Flip feature (Alt+Tab) to select the workbook’s thumbnail. (See Book II,
Chapter 4 for more information on working on more than one worksheet at
a time.)

Opening recently edited workbooks

If you know that the workbook you now need to edit is one that you had
opened recently, you don’t even have to fool around with the Open dialog
box. Just click Microsoft Office Button to open the File pull-down menu and
then click the link to the workbook file in the Recent Documents list dis-
played in the column on the right side.

Excel 2007 keeps a running list of the last nine files you opened in the Recent
Documents list on the File pull-down menu. If the workbook you want to
work with is one of those shown on this list, you can open its file by clicking
its filename in the list or by typing its number (1, 2, 3, and so on).

If you want, you can have Excel list more or fewer files in the Recent
Documents list on the File pull-down menu. To change the number of
recently opened files listed, follow these simple steps:

1. Click Office Button | Excel Options | Advanced or press Alt+FIA to
open the Advanced tab of the Excel Options dialog box.

2. Type a new entry (between 1 and 50) in the Show This Number of
Recent Documents in Recent Documents List or use the spinner but-
tons to increase or decrease this number.

3. Click OK or press Enter to close the Options dialog box.

Note that if you don’t want any files displayed in the Recent Documents list
on the File pull-down menu, enter 0 in the Number of Documents in Recent
Documents List text box or select it with the spinner buttons.

Finding misplaced workbooks

The only problem you can encounter in opening a document from the Open
dialog box is locating the filename. Everything’s hunky-dory as long as you
can see the workbook filename listed in the Open dialog box or know which
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folder to open in order to display it. But what about those times when a file
seems to have mysteriously migrated and is now nowhere to be found on
your computer?

Searching for workbooks when running Excel on Windows Uista
When you run Excel 2007 under Windows Vista, the new operating system
adds a Search text box to the Open dialog box (see Figure 3-3) that enables
you to search for missing notebooks right from within the dialog box.

To use Vista’s aptly-named Quick Search feature to find a workbook, click the
Search text box in the upper-right corner of the Open dialog box and then
begin typing search characters used in the workbook’s filename or con-
tained in the workbook itself.

As Vista finds any matches for the characters you type, the names of the
workbook files (and other Excel files such as templates and macro sheets as
well) appear in the Open dialog box. As soon as the workbook you want to
open is listed, you can open it by clicking its icon and filename followed by
the Open button or by double-clicking it.

Searching for workbooks when running Excel on Windows XP
Unfortunately, the Open dialog box in Excel 2007 when running the program
under Windows XP does not have a search feature built into it. This means
that to search for missing workbooks, you have to do it outside of Excel by
using the Windows XP search feature.
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Figure 3-4:
Use the
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To use the Windows search feature to find an Excel workbook, follow these
steps:

1. Click the Start button on the Windows XP taskbar and then click

Search in the right column of the Search menu.

Windows opens a Search Results dialog box similar to the one shown in
Figure 3-4.

. Click the Documents (Word Processing, Spreadsheet, and so on) link

in the left panel of the Search Results dialog box.

. (Optional) If you know the last time the workbook file was modified,

click the appropriate option button (Within the Last Week, Past Month,
or Within the Past Year).

If you haven’t the slightest idea the last time the workbook was edited,
leave the Don’t Remember option button selected.

. Click the All or Part of the Document Name text box and then type the

filename or the part of the name that you’re sure of.

Type an asterisk (*) for multiple missing characters and a question mark
(M for single missing characters that you can’t supply in the workbook
filename such as Budget* .xls?, for which Budget 1-2005.xlsx and Budget
2-2005.xlIs are both matches.

5. (Optional) To search for the workbook on a particular hard drive or

folder or by a phrase or name entered in the spreadsheets in the file,
click the Use Advanced Search Options link and then enter contents
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to search for in the workbook in the A Word or Phrase in the
Document text box.

Change the location to search as well as any other of the advanced
options that help narrow the search.

Note that if you don’t know the workbook filename but you do know
the size, a key phrase, or a name it contains, just enter the appropriate
advanced search criteria, leaving the All or Part of the Document Name
text box blank.

6. After you finish specifying all your search criteria, click the Search
button to have Windows XP begin searching for the workbook file.

After you click Search, Windows displays all the workbook files that match
your search criteria in the list box on the right side of the Search Results
dialog box. When you locate the workbook file you want to edit in Excel,
right-click its file icon and filename and then click Open on the shortcut
menu or simply double-click it.

Using the other Open options

The drop-down menu attached to the Open button in the Open dialog
box enables you to open the selected workbook file(s) in special ways.
These ways include

4 Open Read-Only: This command opens the files you select in the Open
dialog box’s list box in a read-only state, which means that you can
look but you can’t touch. (Actually, you can touch; you just can’t save
your changes.) To save changes in a read-only file, you must use the
Filec>Save As command from the Excel menu bar and give the workbook
file a new filename.

4+ Open as Copy: This command opens a copy of the files you select in the
Open dialog box. Use this method of file opening as a safety net: If you
mess up the copies, you always have the originals to fall back on.

4 Open in Browser: This command opens workbook files you save as Web
pages in your favorite Web browser (which would normally be Microsoft
Internet Explorer). Note that this command is not available unless the
program identifies that the selected file or files were saved as Web pages
rather than plain old Excel worksheet files.

4 Open and Repair: This command attempts to repair corrupted work-
book files before opening them in Excel. When you select this command,
a dialog box appears giving you a choice between attempting to repair
the corrupted file, or opening the recovered version, extracting the data
out of the corrupted file, and placing it in a new workbook (which you
can save with the File®>Save command). Click the Repair button to
attempt to recover and open the file. Click the Extract Data button if you
previously tried unsuccessfully to have Excel repair the file.
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Cell Editing 101
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The biggest thing to remember about basic cell editing is that you have

to put the cell cursor in the cell whose contents you want to modify.

When modifying a cell’s contents, you can replace the entry entirely, delete
characters from the entry, and/or insert new characters into the entry:

4+ To replace a cell’s contents, position the cell cursor in the cell and just
start inputting your new entry over it. (Remember you can do this by
typing from the keyboard, speaking the new entry with the Dictation
function of the Speech Recognition feature, or writing it by hand with
the Handwriting Recognition feature.) The moment you start inputting
the new entry, the first characters that are input entirely replace the
existing data entry. To finish replacing the original entry, complete the
new cell entry by using whatever technique you like (such as pressing
an arrow key or Enter, or clicking the Enter button on the Formula bar).
To abort the replacement and restore the original cell entry, click the
Cancel button on the Formula bar or press the Escape key on your
keyboard.

4+ To delete characters in a cell entry, click the insertion point in the entry
on the Formula bar, press F2, or double-click the mouse pointer in the
cell to get Excel into Edit mode (indicated by Edit on the Status bar).
Then, use the Home, End, or < and — keys to move the insertion point
to a proper place in the entry and the Backspace and Delete keys to
remove unnecessary or incorrect characters. (Backspace deletes char-
acters to the left of the insertion point, and Delete removes characters
to the right of the insertion point.)

4+ To insert new characters in a cell entry, click the insertion point in the
entry on the Formula bar, press F2, or double-click the mouse pointer in
the cell to get Excel into Edit mode (indicated by Edit on the Status bar).
Then, use the Home, End, or < and — keys to move the insertion point
to the place in the entry where the new characters are needed and
start inputting the new characters. Excel automatically inserts the new
characters at the insertion point, thus pushing existing text to the right.
If Excel replaces existing characters instead, you need to press the
Insert key to get out of overtype mode (in which the new characters you
input eat up the existing ones on the right) before you start inputting.

When you edit the contents of a cell by inserting and/or deleting characters
in it, you need to remember to click the Enter button on the Formula bar or
press the Enter key to complete the editing change and switch the program
from Edit back to Ready mode (indicated by the reappearance of Ready on
the Status bar). If you're editing a cell with a simple text or number entry,
you can also do this by clicking the mouse pointer in another cell to make it
current (this doesn’t work, however, when editing a formula because Excel
will just include the address of the cell that you click as part of the edited
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formula). Also, you can’t use any of the keystrokes that normally complete a
new cell entry except for the Tab and Shift+Tab keystrokes for moving to the
next and previous columns in the worksheet (all the rest, including the arrow
keys, Home, and End, just move the insertion point within the cell entry).

Undo and Redo

Excel supports multiple levels of undo that you can use to recover from
potentially costly editing mistakes that would require data re-entry or exten-
sive repair operations. The most important thing to remember about the
Undo command is that it is cumulative, meaning that you don’t use it right
away after making a boo-boo. In fact, you may have to select it multiple
times to reverse several actions that you've taken before you get to the one
that sets your spreadsheet right again.

You can select the Undo command either by clicking the Undo button on the
Quick Access toolbar or by pressing Alt+Backspace or Ctrl+Z. Excel will then
reverse the effect of the last edit you made in the worksheet. For example, if

you edit a cell entry and erase some of its text in error, selecting Undo will
restore the characters that you just erased to the entry. Likewise, if you
delete a group of cells by mistake, selecting Undo will restore both their
contents and formatting to the worksheet.

Editing in the cell versus on the Formula bar

When doing simple editing to a cell’s contents,
the question arises as to whether it's better to
edit the contents in the cell directly or edit the
contents on the Formula bar. When editing short
entries that fit entirely within the current column
width, it really is a matter of personal choice.
Some people prefer editing on the Formula bar
because it's out of the way of other cells in the
same region of the worksheet. Other people
prefer editing on the Formula bar because they
find it easier to click the insertion point with the
I-beam mouse pointer at precisely the place in
the entry that needs editing. (When you press
F2to editin the cell, Excel always positions the
insertion point at the very end of the entry, and
when you double-click the thick white mouse
pointer in the cell, you really can't tell exactly
where you're putting the insertion point until

you finish double-clicking, at which time you
see the flashing insertion point.)

When it comes to editing longer cell entries
(that is, text entries that spill over into empty
neighboring cells, and numbers that, if their
digits weren't truncated by the number format
assigned, wouldn't fit within the current cell
width), you probably will want to edit their con-
tents on the Formula bar. You can click the
Expand Formula bar button (the one with two
greater than symbols turned downward on top
of the other) to display the entire contents of
the cell without obscuring any of the cells of the
worksheet, or you can click the Next Row (the
one with the triangle pointing down) and the
Previous Row buttons (the one with the triangle
pointing up) to display the contents a row a time.
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On the Quick Access toolbar, you can click the drop-down button attached
to the Undo command button to display a pop-up menu that shows a brief
menu of the actions that you’'ve recently taken in the spreadsheet. Instead of
undoing one action at a time, you undo multiple actions by dragging through
them in the pop-up menu. As soon as you release the mouse button, Excel
then restores the spreadsheet to the state that it was in before you took

all the actions that you selected on this pop-up menu.

When you make an editing change in a spreadsheet, the Undo item on the
Undo button’s drop-down menu actually changes to reflect the action that
you just took. For example, if you delete a group of cells by pressing the
Delete key and then open the Undo button’s drop-down menu, the first item
on the Undo menu appears as follows:

Clear

If you then apply new formatting to a cell selection, such as assigning a new
center alignment, and then open the Undo drop-down menu, the first item on
the Undo menu now appears as follows:

Center Alignment

The Undo feature works by storing a “snapshot” of the worksheet in the
memory of your computer at each stage in its editing. Sometimes, if you
attempt a large-scale edit in a worksheet, Excel will determine that sufficient
free memory doesn’t exist to hold a snapshot of the worksheet in its current
state and complete the planned editing change as well. For example, this can
happen if you try to cut and paste a really large range in a big worksheet.

In such a case, Excel displays an Alert dialog box that indicates a lack of
enough memory and asks if you want to continue without Undo. If you then
select the Yes option, Excel completes the planned edit but without the pos-
sibility of you being able to reverse its effects with Undo. Before you take
such an action, consider how much time and effort would be required to
manually restore the worksheet to its previous state if you make a mistake in
carrying out your editing change.

After you use the Undo feature to reverse an editing change, the Redo
button on the Quick Access toolbar becomes active. The Redo command
item on the Redo button’s drop-down menu has the name of the latest type
of editing that you just reversed with the Undo button, such as Redo Clear
when the last action you took was to restore a cell entry that you just
deleted.
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You use the Redo command to restore the worksheet to the condition that it
was in before you last selected the Undo command. As with using the Undo
button on the Quick Access toolbar, when you click the drop-down button
attached to the Redo button, you can drag through a series of actions that
you want repeated (assuming that you used the Undo command multiple
times). You can also restore edits that you’ve undone one at a time by press-
ing Ctrl+Y.

You can use Undo and Redo to toggle between a Before and After view of
your spreadsheet. For example, suppose that you update an entry in a cell
that was used in formulas throughout a data table. As soon as you enter the
new number in this cell, Excel recalculates the table and displays the new
results. To once again view the original version of the table before you make
this latest change, you use Undo (Ctrl+Z). After checking some values in the
original table, you then restore the latest change to its numbers by selecting
the Redo command (Ctrl+Y). You can then continue in this manner as long
as you want, switching between Before and After versions by holding down
the Ctrl key as you type Z and then type Y, alternating between Undo and
then Redo.

Get that out of here!

Sometimes you need to delete an entry that you made in a cell of the spread-
sheet without replacing it with any other contents. Excel refers to this kind
of deletion as clearing the cell. This is actually more correct than referring to
it as “emptying” the cell because although the cell may appear empty when
you delete its contents, it may still retain the formatting assigned to it, and
therefore not truly be empty.

For this reason, clicking the Clear button (the one with the eraser icon) in
the Editing group on the far right of the Home tab (or pressing Alt+HE)
opens a drop-down menu with these options:

4 Clear All: Use this to get rid of both the contents and the formatting
assigned to the current cell selection.

4+ Clear Formats: Use this to get rid of just the formatting assigned to the
current cell selection without getting rid of the contents.

4 Clear Contents: Use this to get rid of just the contents in the current cell
selection without getting rid of the formatting assigned to it (this is the
equivalent of pressing the Delete key).

4 Clear Comments: Use this to get rid of just the comments assigned to
the cells in the selection without touching either the contents or the
formatting.
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The Clear All option is great when you need to truly empty a cell of all for-
matting and contents while at the same time retaining that empty cell in the
worksheet. However, what about the times when you need to get rid of the
cell as well as all its contents? For example, suppose that you entered

a column of numbers that you've totaled with a summing formula only to
discover that midway in the list, you entered the same number twice, in one
cell above the other. You don’t want to just delete the duplicate number in
one of the two cells, thus leaving a single empty cell in the middle of your list
of values (although having an empty cell in the middle of the list won’t skew
the total, it just won’t look professional!).

In this case, you want to delete both the duplicate entry and remove the
newly emptied cell while at the same time pulling up the cells with the rest
of the numbers in the list below along with the cell at the end that contains
the formula that sums the values together. Excel offers just such a command
on the Home tab in the form of the Delete button and its drop-down menu.
When you click Delete Cells on the Delete button’s drop-down menu (or
press Alt+HDD), a Delete dialog box appears, similar to the one shown in
Figure 3-5. This dialog box lets you choose how you want the remaining
cells to be shifted when the selected cell (or cells) is removed from the
worksheet.

®gN\BEH Keep in mind that when you use the Delete Cells option, Excel zaps every-
> thing, including the contents, formatting, and any and all attached com-
ments. Don’t forget about the Undo button on the Quick Access toolbar or
Ctrl+Z in case you ever zap something you shouldn’t have!

Figures 3-5 and 3-6 illustrate how Delete works in the example where a
duplicate entry has been mistakenly entered in a column of numbers that
is totaled by a summing formula. In Figure 3-8, I selected cell B5 containing
the duplicate $175,000 entry before clicking the Delete button’s drop-down
button and then clicking Delete Cells on its drop-down menu to display the
Delete dialog box.

As this figure shows, when the Delete dialog box opens, the Shift Cells Up
option button is automatically selected. Figure 3-6 shows the same work-
sheet after clicking the OK button in the Delete dialog box. Notice how Excel
pulled up the entries in the cells below when it deleted the duplicate in cell
B5, while at the same time automatically recalculating the summing formula
to reflect the total of the remaining entries.



Figure 3-5:
Deleting a
cell with a
duplicate
entry.

Figure 3-6:
Worksheet
after delet-
ing the cell
with the
duplicate
entry.
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Don’t confuse the use of the Delete key and the Delete Cells command. When
you press the Delete key, Excel automatically deletes just the contents of the
cells that are selected (keeping whatever formatting is used intact), leaving
seemingly blank cells in the worksheet. When you choose Delete Cells on the
Delete button’s drop-down menu, Excel displays the Delete dialog box, which
deletes the selected cells and then shifts the remaining cells in the direction
that you designate (up or to the left) to fill in what would otherwise be blank
cells.

If you know that you want to use the Shift Cells Up option when deleting the
current cell selection, you don’t have to bother with opening the Delete dialog
box at all: simply click the Delete button (rather than its drop-down button)
and Excel will instantly delete the selection and pull all remaining cells up.
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Figure 3-7:
Inserting
three blank
cells for
missing
entriesin a
column of
summed
numbers.

Can | just squeeze this in here?

The Insert command button in the Editing group of the Ribbon’s Home tab is
set very much like the Delete button immediately below it. You click the
Insert button’s drop-down button and then its Insert Cells option (or press
Alt+HII) to open an Insert dialog box (see Figure 3-7) where you indicate how
Excel is to deal with existing cell entries in order to accommodate the blank
cells you need to squeeze in.

For example, suppose that you discover that you've left out three numbers
from a column of summed numbers and that these values should have
appeared in the middle of the column. To make this edit, position the cell
cursor in the first cell of those cells whose values need to be shifted down to
make room for the three missing entries and then drag the cell cursor down
two rows so that you have selected the three cells with entries that you want
to retain but also need to have moved down.

Figures 3-7 and 3-8 illustrate this situation. In Figure 3-7, [ selected the cell
range B5:B7, where cells for the three missing entries are to be inserted. I
then clicked the drop-down button on the Insert button followed by Insert
Cells on its drop-down menu. This action opened the Insert dialog box with
the Shift Cells Down option button selected. Because | needed to have the
cells in the selected range moved down to make room for the missing
entries, [ then simply clicked OK.

Figure 3-8 shows the spreadsheet after clicking OK in the Insert dialog box to
insert three new blank cells in the cell range B5:B7; move down the existing
$125,000, $350,000, and $285,000 entries to the cell range B8:B10; and then
enter the missing entries in the newly inserted and blank range B5:B7.



Figure 3-8:
Worksheet
after
entering the
missing
valuesin
the newly
inserted
cells.
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As you can see, the sum formula in the last cell in this column (now shifted
down to cell B11 from cell B8) has automatically been recalculated so that
the total reflects the addition of the missing values that I entered in the
newly inserted cells.

If you know that you want to move existing cells down with the Shift Cells
Down option when inserting new cells in the current cell selection, you don’t
have to bother with opening the Insert dialog box at all: Simply click the
Insert button (rather than its drop-down button) and Excel will instantly
insert new cells while moving the existing ones down.

A Spreadsheet with a View

The biggest problem with editing is finding and getting to the place in the
worksheet that needs modification and then keeping your place in the work-
sheet as you make the changes. This problem is exacerbated by the fact that
you probably often work with really large spreadsheets of which only a small
portion can be displayed at any one time on your screen.

Excel provides a number of features that can help you find your way and
keep your place in the spreadsheet that needs editing. Among these are its
Zoom feature that enables you to increase or decrease the magnification of
the worksheet window, thus making it possible to switch from a really up-
close view to a really far-away view in seconds, and its Freeze Panes feature
that enables you to keep pertinent information, such as column and row
headings, on the worksheet window as you scroll other columns and rows
of data into view.
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“Zoom, zoom, zoom”

Excel 2007 makes it easier than ever before to see more data in the active
worksheet window with its Zoom slider feature on the Status bar in the
lower-right corner of the window (see Figure 3-9).

The Zoom slider contains two buttons on either end: a Zoom Out button on
the left side that reduces the Worksheet area’s magnification percentage by
10 percent each time you click it and a Zoom In button on the right side that
increases the Worksheet area’s magnification percentage by 10 percent each
time you click it. You can also quickly change the Worksheet area’s magnifi-
cation percentage (and thus zoom out and in on the data) by dragging the
slider’s button to the left or right.

Note that the Zoom slider button is always located in the very center of the
Zoom slider, putting the Worksheet area magnification at 100% (the normal
screen, depending upon your computer monitor’s screen resolution) when
you first open the worksheet. As you click the Zoom Out or Zoom In button
or drag the slider button, Excel keeps you informed of the current magnifica-
tion percentage by displaying it to the immediate left of the Zoom Out
button on the Status bar. Note too, that 10% is the lowest percentage you can
select by dragging the button all the way to the left on the slider and 400% is
the highest percentage you can select by dragging the button all the way to
the right.

Although the Zoom slider is always available on the Status bar in any work-
sheet you have open, you can change the Worksheet area’s magnification
percentage by clicking the Zoom button on the Ribbon’s View tab or by
pressing Alt+WO. Doing this opens the Zoom dialog box where you can
select preset magnification percentages 200%, 100%, 75%, 50%, and 25% by
clicking its option button before you click OK. In addition, you enter any
magnification percentage between a minimum of 10% and a maximum of
400% by clicking its Custom options button and entering the percentage in
its text box before you click OK.

You can also have Excel change the magnification to suit the cell range that
you've selected. To do this, select your cell range, click the Zoom to
Selection button on the View tab, or press Alt+WY1. Note that you can

also do this same thing by clicking the Fit Selection option button when the
Zoom dialog box is open before you click OK.

If you own a version of Microsoft’s IntelliMouse (that is, a mouse with a
wheel in between the two mouse buttons), you can set it up in Excel so that
rolling the wheel back and forth zooms out and in on the current worksheet.
To do this, click the Zoom on Roll with IntelliMouse check box in the Editing
Options section of the Advanced tab of the Excel Options dialog box (Office
Button | Excel Options or Alt+FI). After you select this check box, instead of
scrolling up the rows of the worksheet, rolling the wheel forward increases



Figure 3-9:
Income
Analysis
spreadsheet
after
zooming out
to a 53%
magnifica-
tion setting.
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the magnification (by 15% until you reach the maximum 400%), and instead
of scrolling down the rows of the sheet, rolling the wheel backward
decreases the magnification (by 15% until you reach the minimum 10%
value).

Figures 3-9 and 3-10 illustrate how you can use the Zoom feature to first
zoom out to locate a region in a large spreadsheet that needs editing and
then zoom in on the region to do the editing. In Figure 3-9, [ zoomed out on
the Income Analysis to display all its data by selecting a 53% magnification
setting (I actually did this by dragging the Zoom slider button to the left until
53% appeared on the Status bar to the left of the Zoom Out button.). At the
53% setting, I could just barely make out the headings and read the numbers
in the cells. I then located the cells that needed editing and selected their
cell range (J20:L25) in the worksheet.

After selecting the range of cells to be edited, I then clicked the Zoom to
Selection button on the View tab. You can see the result in Figure 3-10. As
you can see on the Status bar, Excel boosted the magnification from 53% up
to 273% the moment I clicked the Zoom to Selection button: a comfortable
size for editing these cells on even one of the smaller computer monitors.

Zoom Out
Zoom Slider

Zoom In
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Figure 3-10:
Spreadsheet
after
zooming in
ona cell
selection.
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Because Excel immediately puts the slider button at whatever point you
click, you can instantly return the magnification percentage to the normal
100% after selecting any other magnification. Simply click the line at the mid-
point in the Zoom slider on the Status bar.

Freezing window panes

Figure 3-10 could be the poster-boy for the Freeze Panes feature. Although
zooming in on the range of cells that needs editing has made their data
entries easy to read, it has also removed all the column and row headings
that give you any clue as to what kind of data you're looking at. If I had used
the Freeze Panes command to freeze column A with the row headings and
row 2 with the column headings, they would remain displayed on the screen —
regardless of the magnification settings you select or how you scroll through
the cells.

To use the Freeze Panes feature in this manner, you first position the cell
cursor in the cell that’s located to the immediate left of the column or
columns that you want to freeze and immediately beneath the row or rows
that you want to freeze before you click the Freeze Panes button on the
Ribbon’s View tab followed by Freeze Panes on the button’s drop-down
menu (you can also do this by pressing Alt+WF and pressing the Enter key
to select the Freeze Pane option on the drop-down menu).
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Figure 3-11:
Income
Analysis
spreadsheet
after
freezing
column A
and rows 1:2
on-screen.
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To freeze the top row of the worksheet (assuming that it contains column
headings) from anywhere in the worksheet (it doesn’t matter where the cell
cursor is), click the Freeze Top Row option on the Freeze Panes button’s
drop-down menu. If you want to freeze the first column (assuming that it
contains row headings) from anywhere in the worksheet, click the Freeze
First Column option on the Freeze Panes button’s drop-down menu instead.

Figures 3-11 and 3-12 illustrate how this works. Figure 3-11 shows the Income
Analysis spreadsheet after freezing column A and rows 1 and 2. To do this,

I positioned the cell cursor in cell B3 before clicking Freeze Panes on the
Freeze Panes button’s drop-down menu. Notice the thin black line that runs
down column A and across row 2, marking which column and rows of the
worksheet are frozen on the display and that will now remain in view —
regardless of how far you scroll to the right to new columns or scroll down
to new rows.

As Figure 3-12 shows, frozen panes stay on the screen even when you zoom
in and out on the worksheet. For Figure 3-12, [ repeated the steps [ took in
changing the magnification for Figures 3-9 and 3-10 (only this time with the
frozen panes in place). First, | zoomed out on the Income Analysis spread-
sheet by dialing the 35% magnification setting on the Zoom slider; second,
I selected the range J20:L25 and then clicked the Zoom to Selection button
on the View tab.

Book Il
Chapter 3

SEETSTTT
fuijooid pue bunip3



200 4 Spreadsheet with a Uiew

\\J

WMBER
@?—
&

Figure 3-12:
Spreadsheet
after zoom-
inginona
cell selec-
tion after
freezing
panes.

Figure 3-12 shows the result. Note that with the frozen panes in place, this
time Excel only selected a 129% magnification setting instead of the original
177% setting. This lower magnification setting is worth it because of all the
important information that has been added to the cell range.

When you press the Ctrl+Home shortcut key when you've frozen panes in a
worksheet, instead of positioning the cell cursor in cell Al as normal, Excel
positions the cell cursor in the first unfrozen cell. In the example illustrated
in Figure 3-11, pressing Ctrl+Home from anywhere in the worksheet puts the
cell cursor in B3. From there, you can position the cell cursor in Al either by
clicking the cell or by pressing the arrow keys.

To unfreeze the panes after you've finished editing, click the Unfreeze Panes
option on the Freeze Panes button’s drop-down menu (this option replaces
Freeze Panes at the top of the menu).

Frozen Panes in the worksheet display have a parallel feature when printing
a spreadsheet called Print Titles. When you use Print Titles in a report,

the columns and rows that you define as the titles are printed at the top
and to the left of all data on each page of the report (see Book II, Chapter 5
for details).
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Saving custom views

In the course of creating and editing a worksheet, you may find that you
need to modify the worksheet display many times as you work with the doc-
ument. For example, you may find at some point that you need to reduce the
magnification of the worksheet display to 75% magnification. At another
point, you may need to return to 100% magnification and hide different
columns in the worksheet. At some later point, you may have to redisplay
the hidden columns and then freeze panes in the worksheet.

Excel’s Custom Views feature enables you to save any of these types of
changes to the worksheet display. This way, instead of taking the time to
manually set up the worksheet display that you want, you can have Excel
re-create it for you simply by selecting the view. When you create a view,
Excel can save any of the following settings: the current cell selection, print
settings (including different page setups), column widths and row heights
(including hidden columns), display settings on the Advanced tab of the
Excel Options dialog box, as well as the current position and size of the doc-
ument window and the window pane arrangement (including frozen panes).

To create a custom view of your worksheet, follow these steps:

1. Make all the necessary changes to the worksheet display so that the
worksheet window appears exactly as you want it to appear each time
you select the view. Also select all the print settings on the Page
Layout tab that you want used in printing the view (see Book II,
Chapter 5 for details).

2. Click the Custom Views command button on the View tab or press
Alt+WCV.

This action opens the Custom Views dialog box, shown in Figure 3-13,
where you add the view that you’ve just set up in the worksheet.

3. Click the Add button.

This action opens the Add View dialog box, where you type a name for
your new view.

4. Enter a unique descriptive name for your view in the Name text box.
Make sure that the name you give the view reflects all its pertinent settings.

5. To include print settings and hidden columns and rows in your view,
leave the Print Settings and Hidden Rows, Columns and Filter Settings
check boxes selected when you click the OK button. If you don’t want
to include these settings, clear the check mark from either one or both
of these check boxes before you click OK.

When you click OK, Excel closes the Custom Views dialog box. When you
next open this dialog box, the name of your new view will appear in the
Views list box.
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Figure 3-13:
Adding a
new view in
the Custom
Views
dialog box.
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6. Click the Close button to close the Custom Views dialog box.

Custom views are saved as part of the workbook file. To be able to use
them whenever you open the spreadsheet for editing, you need to save
the workbook with the new view.

7. Click the Save button on the Quick Access toolbar or press Ctrl+S to
save the new view as part of the workbook file.

After you create your views, you can display the worksheet in that view at
any time while working with the spreadsheet. To display a view, follow these
steps:

1. Click the Custom Views command button on the View tab or press
Alt+WCV.

2. Double-click the name of the view that you want to use in displaying
your worksheet in the Views list box or click the name and then click
the Show button.

Always start by defining a Normal 100% view in the Custom Views dialog box
that represents the standard view of the worksheet before you go about
defining custom views that hide columns, freeze panes, and mess with the
worksheet’s magnification. This way, you can recover from a special view
(especially one that you only use in printing part of the spreadsheet but
never use when editing it) simply by double-clicking Normal 100% in the
Views list box of the Custom Views dialog box.

Copying and Moving Stuff Around

Moving and copying worksheet data are among the most common editing
tasks that you perform when editing a typical spreadsheet. Excel offers two
basic methods for moving and copying a cell selection in a worksheet: First,
you can use drag-and-drop to drag the cells to a new location, or second,
you can cut or copy the contents to the Clipboard and then paste them into
the desired area. Moving and copying data to new areas in a spreadsheet are
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basically very straightforward procedures. You need to keep a few things in
mind, however, when rearranging cell entries in a worksheet:

4 When you move or copy a cell, Excel moves everything in the cell,
including the contents, formatting, and any comment assigned to the cell
(see Book IV, Chapter 3, for information on adding comments to cells).

4+ If you move or copy a cell so that it overlays an existing entry, Excel
replaces the existing entry with the contents and formatting of the cell
that you’re moving or copying. This means that you can replace existing
data in a range without having to clear the range before moving or copy-
ing the replacement entries. It also means that you must be careful not
to overlay any part of an existing range that you don’t want replaced
with the relocated or copied cell entries.

4 When you move cells referred to in formulas in a worksheet, Excel auto-
matically adjusts the cell references in the formulas to reflect their new
locations in the worksheet.

4+ When you copy formulas that contain cell references, Excel automati-
cally adjusts the cell references in the copies relative to the change in
their position in the worksheet (see Book Ill, Chapter 1, for details on
copying formulas in a spreadsheet).

For situations in which you only need to copy a single data entry to cells in a
single row or to cells in a single column of the worksheet, keep in mind that
you can use AutoFill to extend the selection left or right or up or down by
dragging the Fill handle (see Book II, Chapter 1, for information about using
AutoFill to extend and copy a cell entry).

Doing it with drag-and-drop

Drag-and-drop provides the newest and quickest way to move or copy a
range of cells in a single worksheet. To move a range, simply select the cells,
position the pointer on any one of the edges of the range, and then drag the
range to its new position in the worksheet and release the mouse button.

Note that you can’t use drag-and-drop to copy or move a cell selection unless
the first cell of the range into which the cells are being copied or moved is visi-
ble in the Excel work area. This means that you can’t use drag-and-drop to copy
or move cells between different worksheets in the same workbook or between
different workbook files unless you first set up windows in the Excel work area
that display both the cells that you’re moving or copying and the cells into
which they’re being moved or copied (see Book I, Chapter 4, for information
on setting up windows that enable this). Use the cut-and-paste method (as
described in the following section) to move and copy cell selections beyond
the current worksheet when you don’t have such windows set up.
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Moving cells with drag-and-drop

The only thing that you need to be mindful of when using drag-and-drop is
that you must position the pointer on one of the edges of the cell range and
wait until the pointer changes shape from a thick white cross to an outlined
arrowhead pointing to the center of a black cross, (shown in the margin)
before you begin dragging the range to its new position in the worksheet.
Also, when positioning the pointer on an edge of the range, avoid the lower-
right corner because locating the pointer there transforms it into the Fill
handle (a simple black cross) used by the AutoFill feature to extend the cell
range rather than move the range.

As you drag a cell range using drag-and-drop, Excel displays only the outline
of the range with a ScreenTip that keeps you informed of its new cell or
range address. When you have positioned the outline of the range so that

it surrounds the appropriate cells in a new area of the worksheet, simply
release the mouse button. Excel moves the selected cells (including the
entries, formatting, and comments) to this area.

If the outline of the cell selection that you're dropping encloses any cells
with existing data entries, Excel displays an Alert dialog box asking if you
want to replace the contents of the destination cells. If you click OK in this
dialog box, the overlaid data entries will be completely zapped when they're
replaced by the incoming entries.

Copying cells with drag-and-drop

You can use drag-and-drop to copy cell ranges as well as to move them.
1\‘; To modify drag-and-drop so that the feature copies the selected cells rather
than relocating them, hold down the Ctrl key when you position the pointer
on one of the edges of the selected range (remember to avoid that lower-
right corner!). Excel indicates that drag-and-drop is ready to copy rather
than move the cell selection by changing the mouse pointer to an outline
pointer with a small plus sign in the upper-right (shown in the margin).
When the pointer assumes this shape, you simply drag the outline of the
selected cell range to the desired position and release both the Ctrl key and
mouse button.

Carried away with cut-and-paste

Given the convenience of using drag-and-drop, you may still prefer to use the
more traditional cut-and-paste method when moving or copying cells in a
worksheet. Cut-and-paste uses the Clipboard (a special area of memory
shared by all Windows programs), which provides a temporary storage area
for the data in your cell selection until you paste the selection into its new
position in the worksheet.
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To move a cell selection, click the Cut command button (the one with the
scissors icon) in the Clipboard group at the beginning of the Ribbon’s Home
tab (or press the shortcuts, Alt+HX, Ctrl+X, or Shift+Delete). To copy the
selection, click the Copy command button (with the two sheets of paper side
by side immediately beneath the Cut button) on the Home tab (or press the
shortcuts, Alt+HC, Ctrl+C, or Ctrl+Insert).

When you cut or copy a selection to the Clipboard, Excel displays a marquee
around the cell selection (sometimes called marching ants), and the follow-
ing message appears on the Status bar:

Select destination and press ENTER or choose Paste

To complete the move or copy operation, simply select the first cell in the
range where you want the relocated or copied selection to appear and then
press the Enter key, click the Paste button on the Home tab (or press the
shortcuts Alt+HV, Ctrl+V, or Shift+Insert). Excel then completes the move or
copy operation, pasting the range as required, starting with the active cell.
When selecting the first cell of a paste range, be sure that you have sufficient
blank cells below and to the right of the active cell so that the range you're
pasting doesn’t overlay any existing data that you don’t want Excel to
replace.

Unlike when moving and copying a cell selection with drag-and-drop, the cut-
and-paste method doesn’t warn you when it’s about to replace existing cell
entries in cells that are overlaid by the incoming cell range — it just goes
ahead and replaces them with nary a beep or an alert! If you find that you
moved the selection to the wrong area or replaced cells in error, immediately
click the Undo button on the Quick Access toolbar or press Ctrl+Z to restore
the range to its previous position in the worksheet.

“Paste it again, Sam”

When you complete a copy operation with cut-and-paste by clicking the
Paste button in the Clipboard group at the beginning of the Ribbon’s Home
tab instead of pressing the Enter key, Excel copies the selected cell range to
the paste area in the worksheet without removing the marquee from the
original range. You can continue to paste the selection to other areas in the
worksheet without having to open the Clipboard Task pane to recopy the
cell range to the Clipboard. If you don’t need to paste the cell range in any
other place in the worksheet, you can press Enter to complete the copy
operation. If you don’t need to make further copies after using the Paste
command, you can remove the marquee from the original selection simply
by pressing the Escape or the Enter key.
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Also, when you paste a cell selection that you've copied to the Clipboard
(this doesn’t apply when pasting cells that you've cut to the Clipboard),
Excel displays the Paste Options button in the lower-right corner of the cell
selection (shown in the margin). When you position the mouse pointer over
this Paste Options button on a selection that contains only numbers and/or
text with no formulas, a pop-up button appears that, when clicked, displays
a pop-up menu with the following options:

4 Use Destination Theme: Uses the colors, fonts, and graphics effects of
the theme (see Book V, Chapter 2) you've assigned to the worksheet
where you’re pasting the cells that have been copied from another
worksheet that uses a different theme.

4 Match Destination Formatting: Uses the formatting applied to the cells
where the selection is being copied.

4+ Keep Source Formatting: Uses the formatting applied to the cell selec-
tion that you're copying.

4 Values and Number Formatting: Copies only the number formatting
applied to the cell selection that you copied to the Clipboard.

4+ Keep Source Column Widths: Adjusts the columns in the cells where
the selection is being copied to match the widths of the columns in the
cell selection that you copied to the Clipboard.

4 Formatting Only: Copies all the formatting (and only the formatting)
applied to the cell selection that you copied to the Clipboard.

4+ Link Cells: Creates linking formulas that bring the data entries in the
copied cell selection forward to the destination cells (rather than actu-
ally copying the contents to these cells). When you link cells, any
changes that you make to the original cell entries are automatically
applied to the linked copies.

When you’re dealing with a selection that contains formulas as well as
numbers and/or text, Excel adds two additional items to the Options
pop-up menu:

4 Values Only: Copies just the calculated values in the formulas in the cell
selection without the formulas themselves.

4 Values and Source Formatting: Copies only the calculated values in the
formulas within the cell selection along with the formatting assigned to
its original cells.

By default, Excel selects the Use Destination Theme item to copy the theme
used in the original selection. To switch to one of the other options, click its
item on the Paste Options drop-down menu.
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Taking it out of the Clipboard Task pane

Excel puts the contents of all cell selections that you copy and paste (using
the Copy and Paste command buttons or their keyboard equivalents) into
the Office Clipboard. In fact, as you edit your spreadsheet in this manner, the
Clipboard stores the contents of up to the last 24 copied-and-pasted cell
selections (before replacing them with new copied-and-pasted selections).
Up to that time, you can examine the contents of the Clipboard and even
paste your cell selections in other places in your spreadsheet or even in
documents open in other programs that you’re running (see Book IV,
Chapter 4 for information about pasting Excel data from the Clipboard into
other applications).

To open the Clipboard Task pane on the left side of the Excel program window,
click the Dialog Box Launcher in the Clipboard group on the Ribbon’s Home
tab (the button in the lower-right corner of the Clipboard group with an
arrow pointing downward at a diagonal forty-five degree angle).

When the Clipboard Task pane is displayed, it shows all the individual copied-
and-pasted items that have been placed there (up to a maximum of 24).
While this pane is open, Excel also places there all selections that you cut or
copy in the worksheet, even those that you paste by pressing the Enter key
as well as those you don’t paste elsewhere.

If you want Excel to place all selections that you cut and copy in the work-
sheet into the Office Clipboard even when the pane is not open, click the
Collect Without Showing the Office Clipboard item on the Options button’s
drop-down menu at the bottom of the Clipboard pane.

To paste an item on the Clipboard into a cell of one of your worksheets, click
the cell, and then position the mouse pointer over the item in the Clipboard
Task pane. When the item’s pop-up button appears, click this button and
then click Paste on the pop-up menu, shown in Figure 3-14.

If you're doing a lot of cut-and-paste work in a spreadsheet using the
Clipboard, you can have Excel automatically display the Clipboard Task pane
as you do the editing. Simply open the Clipboard Task pane, click the
Options button at the very bottom, and then click the Show Office Clipboard
Automatically option on its pop-up menu to select this setting. When this
setting is selected, Excel automatically opens the Clipboard Task pane if you
put more than two items in the Clipboard during your work session. To have
Excel display the Clipboard Task pane when you press Ctrl+CC, click the
Show Clipboard When Ctrl+C Pressed Twice option on this menu.
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Figure 3-14:
Pasting an
entryinto a
new cell
from the
Clipboard
Task pane.
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Inserting rather than replacing copied cells

When you use cut-and-paste to move or copy a cell selection, you can have
Excel paste the data into the worksheet without replacing existing entries in
overlaid cells by clicking the Insert Cut Cells or Insert Copied Cells on the
Insert button’s drop-down menu (depending on whether you cut or copied
the cells to the Clipboard) on the Ribbon’s Home tab instead of clicking the
normal Paste command button. Excel then displays the Insert Paste dialog
box, where you can choose between a Shift Cells Right or a Shift Cells Down
option button. Select Shift Cells Right to have existing cells moved to
columns on the right to make room for the moved or copied cells. Select
Shift Cells Down to have the existing cells moved to lower rows to make
room for them.

If you want to shift existing cells down to make room for the ones you’ve cut
or copied to the Clipboard, you can simply click the Insert button on the
Home tab rather than bothering to click the Insert Cut Cells or Insert Copied
Cells option on the button’s drop-down menu.

Pasting just the good parts with Paste Special

Normally, when you paste worksheet data from the Clipboard, Excel pastes
all the information (entries, formatting, and comments) from the cell selec-
tion into the designated paste area, thus replacing any existing entries in
the cells that are overlaid. You can, however, use the options on the Paste
button’s drop-down menu or use the options in the Paste Special dialog box



Figure 3-15:
The options
in the Paste
Special
dialog box
give you lots
of control
over how the
selectionin
the Clipboard
is pasted
into the
worksheet.
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(by clicking Paste Special on this drop-down menu or pressing Alt+HVS) to
control what information is pasted into the paste range. If you open the
Paste Special dialog box (see Figure 3-15), you also have access to options
that perform simple mathematical computations (Add, Subtract, Multiply,
and Divide) between the number of cell entries that overlay each other. (See
Table 3-1.)

The options on the Paste button’s drop-down menu include the following
(the last three options appear on the As Picture pop-up menu):

4 Formulas: Use this option to paste the actual formulas (and not just the
calculated results) in the cell selection placed on the Clipboard into the
new area of the worksheet.

4+ Paste Values: Use this option to paste only the calculated values from
the formulas in the cell selection placed on the Clipboard into the new
area of the worksheet.

4 No Borders: Use this option to paste everything in the cell selection
placed on the Clipboard into the new area of the worksheet except the
borders assigned to it.

4+ Transpose: Use this option to switch the orientation of the entries in the
cell selection placed on the Clipboard so that data that originally ran
across the rows now runs down the columns in the new area of the
worksheet and the data that ran down columns now runs across rows.

4+ Paste Link: Use this to paste links to the original cell selection placed on
the Clipboard in the new areas of the worksheet, which are then immedi-
ately updated whenever you make changes to the original cell entries.

4+ Paste Special: Use this option to open the Paste Special dialog box.
(Refer to Figure 3-15.)

Book Il
Chapter 3

SEETSTTT
fuijooid pue bunip3



210 Copying and Moving Stuff Around

4+ Paste as Hyperlink: Use this option to paste the cell selection placed on
the Clipboard as a hyperlink in the new area of the worksheet (see Book
IV, Chapter 2 for details).

4+ Paste Picture Link: Use this option to paste the cell selection placed on
the Clipboard as a linked graphic object in the worksheet whose con-
tents is updated whenever you make changes to the original cell entries
(see Book V, Chapter 2 for details).

4+ Paste As Picture: Use this option to paste the cell selection placed on
the Clipboard as a graphic object in the worksheet (see Book V, Chapter
2 for details).

4 Copy As Picture: Use this option to open the Copy Picture dialog box
where you can specify whether the cell selection is to be copied to the
Clipboard as it appears on-screen (the default) or will print as a Microsoft
Office graphic object (the default) or a Bitmap graphic — after copying.

The Paste Special dialog box, opened by clicking the Paste Special option on
the Paste button’s drop-down menu (Alt+HVS) and shown in Figure 3-15, con-
tains two areas: Paste and Operation. The Paste option buttons (some of
which duplicate the options on the drop-down menu) enable you to specify
which components of the copied cell selection you want copied; see Table 3-1
for a list of options. The Operation option buttons in the Paste Special dialog
box enable you to specify which mathematical operation, if any, should be
performed between the overlaying values in copy and paste ranges. Select
the Skip Blanks check box when you don’t want Excel to replace existing
entries in the paste range with overlaying blank cells in the copy range.

Table 3-1 The Paste Special Dialog Box Options
Option What It Does
All Pastes all types of entries (numbers, formulas, and text), their for-

mats, and comments from the selection in the paste area

Formulas Pastes only the entries (numbers, formulas, and text) from the
selection in the paste area

Values Pastes only numbers and text from the selection in the paste area,
converting all formulas to their current calculated values so they're
pasted into the worksheet as numbers

Formats Pastes only the formats from the selection into the paste area

Comments Pastes only the comments from the selection into the paste area

Validation Pastes only the entries in cells that use Data Validation in the paste
area (see Book Il, Chapter 1 for info on Data Validation)

All' Using Source Pastes all types of entries (numbers, formulas, and text), their

Theme formats, and comments from the selection in the paste area and

uses the colors, fonts, and graphic effects in the theme assigned to
their source worksheet (see Book V, Chapter 2)
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Option

What It Does

All Except Borders

Pastes everything but the borders assigned to the cell selection into
the paste area

Column Widths

Pastes everything into the paste area and adjusts the column
widths in this area to match those of the original cell selection

Formulas and
Number Formats

Pastes only the formulas and number formatting (omitting all text
and numeric entries) from the cell selection into the paste area

Values and
Number Formats

Pastes only the numbers and number formatting (omitting all text
and converting all formulas to their calculated values) from the cell
selection into the paste area

None

Performs no mathematical operation between the values in the cell
selection placed on the Clipboard and those in the destination
range in the worksheet (the default)

Add

Adds the values in the cell selection placed on the Clipboard to
those in the destination range in the worksheet

Subtract

Subtracts the values in the cell selection placed on the Clipboard
from those in the destination range in the worksheet

Multiply

Multiplies the values in the cell selection placed on the Clipboard
with those in the destination range in the worksheet

Divide

Divides the values in the cell selection placed on the Clipboard by
those in the destination range in the worksheet

Skip Blanks

Does not replace existing entries in the worksheet with any overlay-
ing blank cells placed on the Clipboard as part of the cut or copied
cell selection

Transpose

Switches the orientation of the entries in the cell selection placed
on the Clipboard so that data that originally ran across the rows
now runs down the columns in the new area of the worksheet and
the data that ran down columns now runs across rows

Paste Link

Pastes links to the original cell selection placed on the Clipboard

The Transpose option on the Paste button’s drop-down menu (duplicated by
the Transpose check box in the Paste Special dialog box) is particularly help-
ful when you have a row of column headings that you want to convert into a
column of row headings or when you have a column of row headings that
you want to convert into a row of column headings. You can also use this
option to pivot an entire table of data so that the data that runs across the
rows now runs down the columns and vice versa.

Figure 3-16 illustrates just such a situation. Here, I selected the data and
headings in the cell range A2:J7, clicked the Copy button on the Home tab of
the Ribbon, and then moved the cell cursor to cell A12. After that, I clicked
the Transpose option on the Paste button’s drop-down menu.
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Figure 3-16:
Transposing
a row of
column
headings
into a
column of
row
headings.
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The results of this transposition appear in the cell range A12:F21 in Figure 3-16.
As you can see, in the transposed table, the original row headings are now
the column headings just as the original column headings are now the row
headings. Note, too, that in transposing the table, Excel retained the formu-
las that total the units produced each month, although now they appear in
the last column of the table instead of the last row.

To convert a cell range that contains formulas to its calculated values (as
though you had input them as numbers), select the cell range, click the Copy
button on the Home tab, and then click the Paste Values option on the Paste
button’s drop-down menu without moving the cell cursor. This causes Excel
to paste the calculated values on top of the formulas that created them, thus
zapping the overlaid formulas and leaving you with only the computed
values!

Find and Replace This Disgrace!

No discussion of spreadsheet editing would be complete without including
the Find and Replace features in Excel. You can use the Find feature to
quickly locate each and every occurrence of a specific string (a series of
characters) in a worksheet. You can use the Replace feature to have Excel
actually update the cells that it finds with new text or numbers.
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Both the Find and the Replace features share the same dialog box (aptly called
the Find and Replace dialog box). If you only want to find a cell’s particular con-
tents, you just use the options on the Find tab (which is automatically selected
when you open the Find and Replace dialog box by clicking the Find option on
the Find & Select button’s drop-down menu on the Home tab of the Ribbon, or
when you press Alt+HFDF or simply Ctrl+F). If you want to update the contents
of some or all of the cells that you find, use the options on the Replace tab
(which is automatically selected when you open the Find and Replace dialog
box by clicking the Replace option on the Find & Select button’s drop-down
menu, or when you press Alt+HFDR or simply Ctrl+H).

The Find and Replace tabs in the Find and Replace dialog box contain a
bunch of search options that you can use in finding and replacing stuff in
your spreadsheet. The only problem is that these options are hidden when
you first open the Find and Replace dialog box. To expand the Find and
Replace dialog box to display the extra search options on the Find and
Replace tab, click the Options button.

Finding stuff
To use the Find command to locate information in your worksheet, follow
these steps:

1. To search the entire worksheet, select a single cell. To restrict the
search to a specific cell range or nonadjacent selection, select all the
cells to be searched.

2. Click the Find option on the Find & Select button’s drop-down menu
on the Ribbon’s Home tab or press Ctrl+F.

Excel opens the Find and Replace dialog box with the Find tab selected.

3. Type the search string that you want to locate in the Find What
combo box.

When entering the search string, you can use the question mark (?) or
asterisk (*) wildcards to stand in for any characters that you're unsure
of. Use the question mark to stand for a single character as in Sm?th,
which will match either Smith or Smyth. Use the asterisk to stand for
multiple characters as in 9*1, which will locate 91, 94901, or even 9553
1st Street. To search for a wildcard character, precede the character with
a tilde (~), as in ~*2.5, to locate formulas that are multiplied by the
number 2.5 (the asterisk is the multiplication operator in Excel).

If the cell holding the search string that you're looking for is formatted in
a particular way, you can narrow the search by specifying what format-
ting to search for.
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4. Click the Options>> button and then click the Format drop-down
button to specify the formatting to search for in addition to your
search string, and then click the Format item to select the formatting
from the Find Format dialog box or click Choose Format from Cell to
select the formatting directly from a cell in the worksheet.

When you click the Format item, Excel opens a Find Format dialog box
with the same tabs and options as the standard Format Cells dialog box.
You then select the formatting that you want to search for in this dialog
box and click OK.

When you click the Choose Format from Cell item on the Format button
pop-up menu, the Find and Replace dialog box temporarily disappears
until you click the cell in the worksheet that contains the formatting that
you want to search for with the thick, white-cross mouse pointer with
eyedropper icon.

Note that when using the Find feature to locate a search string, by
default, Excel searches only the current worksheet for your search
string. If you want Excel to search all the cells of all worksheets in the
workbook, you need to follow Step 5.

5. Click the Workbook option on the Within drop-down menu to have
Excel search all worksheets in the workbook.

If the Within drop-down list box doesn’t appear at the bottom of your Find
and Replace dialog box, click the Options>> button to expand it and add
the Within, Search, and Look In drop-down list boxes along with the Match
Case and Match Entire Cell Contents check boxes shown in Figure 3-17.

By default, Excel searches across the rows in the worksheet or current
selection (that is, to the right and then down from the active cell). If you
want to have the program search down the columns and then across the
rows, you need to follow Step 6.

6. Click the By Columns option on the Search drop-down menu to have
Excel search down the columns (that is, down and then to the right
from the active cell).

By default, Excel locates the search string in the contents of each cell as
entered on the Formula bar. This means that if you're looking for a cell
that contains 1,250 and the spreadsheet contains the formula =750+500,
whose calculated value as displayed in the cell is 1,250, Excel won’t con-
sider this cell to be a match because in searching the Formula bar, it
finds =750+500 instead of 1,250.

To have Excel search the contents of each cell (and thus, consider a cell
that displays your value to be a match even when its contents on the
Formula bar don’t contain the search string), you need to change the
Look In setting from Formulas to Values. If you want Excel to search for
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the search string in the comments you’ve added to cells, you need to
change the Look In setting to Comments.

. Click Values on the Look In drop-down menu to have Excel locate the

search string in the contents of each cell as it’s displayed in the work-
sheet. Click Comments on this pop-up menu instead to have Excel
locate the search string in the comments that you’ve added to cells.

Note that when you select Comments to search the comments you've
added to the spreadsheet, you can’t specify any formatting to search for
because the Format button in the Find and Replace dialog box becomes
grayed out.

By default, Excel ignores case differences between the search string and
the content of the cells being searched so that Assets, ASSETS, and assets
all match the search string, Assets. To find only exact matches, follow
Step 8.

. Click the Match Case check box to find occurrences of the search

string when it matches the case that you entered.

By default, Excel considers any occurrence of the search string to be a
match — even when it occurs as part of another part of the cell entry. So
when the search string is 25, cells containing 25, 15.25, 25 Main Street,
and 250,000 are all considered matches. To find only complete occur-
rences of your search string in a cell, follow Step 9.

. Click the Match Entire Cell Contents check box to find occurrences of

the search string only when it’s the entire cell entry.

After you've entered the search string and search options as you want
them, you're ready to start searching the spreadsheet.

Click the Find All button to find all occurrences of the search string.
Click the Find Next button to find just the first occurrence of the
search string.

When you click Find All, Excel lists all the cells containing the search
string in a list box at the bottom of the Find and Replace dialog box, as
shown in Figure 3-17. You can then have Excel select the cell with a partic-
ular occurrence by clicking its link in this list box. You may have to drag
the Find and Replace dialog box out of the way to see the selected cell.

When you click Find Next, Excel selects the next cell in the spreadsheet
(using the designated search direction). To find subsequent occurrences
of the search string, you need to continue to click Find Next until you
reach the cell that you're looking for. Again, you may have to drag the
Find and Replace dialog box out of the way to see the cell that Excel has
located and selected in the worksheet.

After you finish searching the spreadsheet for the search string, click
the Close button.
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Figure 3-17:
Finding a
valuein a
spreadsheet
by using the
options on
the Find tab.

Note that Excel retains your search string and search option conditions even
after closing the Find and Replace dialog box. To repeat a search, just press
Ctrl+F and then click Find All or Find Next. You can also reinstate a search
string that you used earlier in your work session by clicking it on the Find
What drop-down menu.

Finding and replacing stuff

The Find feature is sufficient if all you want to do is locate an occurrence of a
search string in your worksheet. Many times, however, you will also want to
change some or all of the cells that match the search string. For those situa-
tions, you use the Replace feature to locate the search string and replace it
with some other string.

To search and replace information in your worksheet, follow these steps:

1. To search and replace the entire worksheet, select a single cell. To
restrict the search and replace operation to a specific cell, range, or
nonadjacent selection, select all the cells to be edited.

2. Click the Replace option on the Find & Select button’s drop-down
menu on the Ribbon’s Home tab or press Ctrl+H.

Excel opens the Find and Replace dialog box with the Replace tab
selected (similar to the one shown in Figure 3-18). Note that if the Find
and Replace dialog box is already open from clicking the Find option on
the Find & Select button’s drop-down menu or pressing Ctrl+F, all you
have to do is click the Replace tab.

3. Type the search string that you want to locate in the Find What combo
box and specify any formatting to be searched by using its Format
button.

Refer back to the previous steps on finding a search string for details on
specifying the search string in the Find What combo box and specifying
the formatting to be searched for.



Find and Replace This Disgrace! 217

4. Type the replacement string in the Replace With combo box.

Enter this string exactly as you want it to appear in the cells of the work-
sheet. Use uppercase letters where uppercase is to appear, lowercase
letters where lowercase is to appear, and the question mark and asterisk
only where they are to appear (they don’t act as wildcard characters in a
replacement string).

5. Click the Options>> button and then click the Format drop-down
button and select Format to select the formatting to be added to your
replacement string from the Find Format dialog box. Or click Choose
Format from Cell and select the formatting directly from a cell in the

worksheet. Book Il
When you click the Format item, Excel opens a Find Format dialog box Chapter 3
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6. Make any necessary changes to the Within, Search, Look In, Match
Case, and Match Entire Cell Contents options for the search string.

These options work just as they do on the Find tab. If these options
aren’t displayed on the Replace tab of your Find and Replace dialog box,
click its Options button to expand the dialog box.

7. Click the Find Next button to locate the first occurrence of the search
string. Then, click the Replace button to replace the first occurrence
with the replacement string or click the Find Next button again to skip
this occurrence.

Using the Find Next and Replace buttons to search and replace on a
case-by-case basis is by far the safest way to use the Find and Replace
feature. If you're certain (really certain) that you won’t mess up anything
by replacing all occurrences throughout the spreadsheet, you can click
the Replace All button to have Excel make the replacements globally
without stopping to show you which cells are updated.

8. When you finish replacing entries on a case-by-case basis, click the
Close button.

This action abandons the Find and Replace operation and closes the
Find and Replace dialog box. When you globally replace the search
string, Excel automatically closes the Find and Replace dialog box after
replacing the last search string match.



218 Spell Checking Heaven

‘x‘g\v\BEIf
Q
<« Remember that you can click the Undo button on the Quick Access toolbar

or press Ctrl+Z to restore any replacements that you made in error.

Figure 3-18:
Replacing
datesina
spreadsheet
by using the
options on
the Replace
tab.

Spell Checking Heaven

You can use Excel’s Spell Check feature to catch all the spelling mistakes that
AutoCorrect lets slip through. To spell check your spreadsheet, click the
Spelling button at the beginning of the Ribbon’s Review tab or press Alt+RS
or, simply, F7.

When you spell check a spreadsheet, Excel looks up each word in the Excel
Dictionary. If the word is not found (as is often the case with less-common
last names, abbreviations, acronyms, and technical terms), Excel selects the
cell with the unknown spelling and then displays a Spelling dialog box show-
ing the unknown word in the Not in Dictionary text box with suggested cor-
rect spellings shown in a Suggestions list box below, which is similar to the
one shown in Figure 3-19.

Figure 3-19:
Spell
checking
the
spreadsheet
with the
Spelling
dialog box.

You can then take any of the following actions to take care of the unknown
word:
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4+ Click one of the words in the Suggestions list box and then click the
Change button to have Excel replace the unknown word with the selected
suggestion and continue spell checking the rest of the spreadsheet.

4+ Click one of the words in the Suggestions list box and then click the
Change All button to have Excel replace all occurrences of the unknown
word with the selected suggestion throughout the entire spreadsheet
and then continue spell checking.

4 Click the Ignore Once button to let the misspelling slide just this once
and continue spell checking the rest of the spreadsheet.

4 Click the Ignore All button to ignore all occurrences of the unknown
word in the spreadsheet and continue spell checking.

4+ Click the Add to Dictionary button to add the unknown word to a
custom dictionary so that Excel will know the word the next time you
spell check the worksheet.

4+ Click the AutoCorrect button to have Excel add the unknown word to
the AutoCorrect list with the selected suggestion as its automatic
replacement.

Keep in mind that Excel checks the spelling of the cells only in the current
worksheet (and not all the sheets in the workbook). If you want Excel to
spell check another worksheet, you need to click its sheet tab to make it
active and then click the Spelling button on the Review tab (or press F7). If
you want to spell check just a portion of the worksheet, select the range or
nonadjacent cell selection before you start the spell check.

When Excel finishes checking the current worksheet or cell selection, the
program displays an alert dialog box that indicates that the spell checking
has been completed.

Changing the spelling options

When you use Spell Check feature, you can change certain spelling options
to better suit the spreadsheet that you're checking. To change the spelling
options, click the Options button at the bottom of the Spelling dialog box.
This action opens the Proofing tab of the Excel Options dialog box with the
following options in the When Correcting Spelling in Microsoft Office
Programs section:

4+ Ignore Words in UPPERCASE: Remove the check mark from the check
box so that Excel marks acronyms and other words entered in all upper-
case letters as misspellings.

4+ Ignore Words That Contain Numbers: Remove the check mark from the
check box so that Excel marks words such as B52 that contain letters
and numbers as misspellings.

Book Il
Chapter 3

SEETSTTT
fuijooid pue bunip3



220 Spell Checking Heaven

4 Ignore Internet and File Addresses: Remove the check mark from
the check box so that Excel marks Web URL addresses such as www .
dummies .com and file pathnames such as c: \documents\ finance
as misspellings.

4+ Flag Repeated Words: Remove the check mark so that Excel no longer
marks repeated words such as Bora Bora as misspellings.

4+ Enforce Accented Uppercase in French: Add a check mark so that Excel
marks uppercase French words that don’t have the proper accent marks
as misspellings.

4 Suggest From Main Dictionary Only: Have Excel use only the main dic-
tionary when doing a spell check (thus, ignoring all words that you've
added to a custom dictionary).

4 Custom Dictionaries: Open the Custom Dictionaries dialog box where you
can edit the words in a custom dictionary or add a new custom dictionary
to be used in spell checking (see “Adding words to a custom dictionary”
that follows).

4 French Modes: Choose between the traditional or more modern
spellings of French words.

Adding words to the custom dictionary

You use the Add to Dictionary button in the Spelling dialog box to add
unknown words to a custom dictionary. By default, Excel adds words to a
custom dictionary file named cusTOM. DIC. This file is located in the UProof
folder, which is located within the Microsoft folder inside the Application
Data folder. The Application Data folder is either inside the Windows folder
on your C: drive or, if you're on a network, this file may be located in your
user name folder inside the Profiles folder that lies within the Windows
folder on your C: drive.

If you want, you can create other custom dictionaries to use when spell
checking your worksheets. To create a new custom dictionary, follow these
steps:

1. Click the Custom Dictionaries button in the When Correcting Spelling
in Microsoft Office Programs section of the Proofing tab.

Excel opens the Custom Dictionaries dialog box where you can create a
new custom dictionary to use.

2. Click the New button in the Custom Dictionaries dialog box.
Excel opens the Create Custom Dictionary dialog box.

3. Type the name for your new custom dictionary and then click the
Save button.
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After the Create Custom Dictionary dialog box closes, the name of the
custom dictionary you created appears underneath CUSTOM.DIC
(Default) in the Dictionary List box.

4. (Optional) To restrict the language of a custom dictionary, click the
language in the Dictionary Language drop-down list after clicking the
dictionary’s name in the Dictionary List box to select it.

5. To make the new custom dictionary the default dictionary into which
new words are saved, click the dictionary’s name in the Dictionary
list box to select it and then click the Change Default button.

6. Click OK to close the Custom Dictionaries dialog box and then click

OK again to close the Excel Options dialog box. Book I
Excel returns you to the Spelling dialog box. Chapter 3
7. Click the Add to Dictionary button to add the unknown word to the E
new default custom dictionary and then continue spell checking your sS3
spreadsheet. o
S
Note that Excel continues to add all unknown words to your new custom dic- E 5?
tionary until you change the default back to the original custom dictionary ¢ %
«

(or to another custom one that you've created). To change back and start
adding unknown words to the original custom dictionary, select the CUSTOM.
DIcC file in the Custom Dictionaries dialog box and then click the Change
Default button.

You can directly edit the words that you add to your custom dictionary.
Click the Custom Dictionaries button on the Proofing tab of the Excel
Options dialog box (Office Button | Excel Options | Proofing or Alt+FIP) and
then click the Edit Word List button. Excel then opens a dialog box with the
default dictionary’s name that contains a Word(s) text box where you can
enter new words to add to the custom dictionary and a Dictionary list box
below that lists all the words added to the dictionary in alphabetical order.
To add a new word to the dictionary, type it in the Word(s) text box (care-
fully, you don’t want to add a misspelling to the dictionary) and then click
the Add button. To remove a word, click it in the Dictionary list box and then
click the Delete button.

A\

Looking Up and Translating Stuff

In addition to the very useful Spelling button (discussed in the previous sec-
tion), the Proofing group on the Review tab contains three other command
buttons that can come in handy from time to time:
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4 Research opens the Research pane with the All Reference Books option
selected where you can look up text that you enter in the Search For text
box or the contents of the current cell automatically entered into this
text box.

4+ Thesaurus opens the Research pane with the Thesaurus option selected
where you can look up synonyms for a particular term that you enter
into the Search For text box or for the contents of the current cell auto-
matically entered into this text box.

4+ Translate opens the Research pane with the Translation option selected
where you can look up a translation for a particular term that you enter
into the Search For text box or for the contents of the current cell auto-
matically entered into this text box in the language listed in the To drop-
down list box.

When the Research Task pane is open, you can change the online resource
to use when looking up the term in the Search For text box by selecting it

on the Show Results From drop-down list box immediately beneath. These
online resources include the Encarta World Dictionary, Thesaurus (available
for a variety of European languages), Translation (for translating to and from
English and a variety of languages), Factiva iWorks, HighBeam Research,
MSN Search (for Web searches), MSN Money Stock Quotes, and Thomson
Gale Company Profiles (for the latest stock info and business information).

After you click the Start Searching button (the arrow pointing to the right in
the green square to the immediate right of the Search For text box) or you
select a new online resource, Excel searches for your search text online in
the selected resources, and the program displays these results in the lower
part of the Research Task pane (beneath the Show Results From drop-down
list box and the Back button). Depending on the resource used, these results
may appear in the form of links to specific Web pages that you can pursue by
clicking them or in the form of listed information that you can read in the
Research Task pane.

When you click a Web link in the research results, Excel opens your Web
browser (usually Microsoft Internet Explorer 7.0, which ships with Microsoft
Office 2007) where it displays the targeted linked page. After you finish read-
ing its information and/or following the links on its page, you can return to
Excel by clicking the Close button in the upper-right corner of the Web
browser window.

To change which online resources appear on the Show Results From drop-
down menu, click the Research Options link that appears at the very bottom
of the Research Task pane. When you click this link, Excel opens a Research
Options dialog box that enables you to add or remove particular reference
books and sites by either removing or adding check marks to their check
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box items. To widen or narrow the Research Task pane, position the mouse
pointer on the border between the right edge of the Excel program window
and the Task pane and then when the pointer becomes a two-headed arrow,
drag to the left (to widen) or right (to narrow).

Circling Invalid Data

In addition to using the Data Validation feature to restrict what kind of data can
be entered into cell ranges of a worksheet, you can use it to mark all the data
(by circling their cells) that are outside of expected or allowable parameters.

To use the Data Validation feature in this way, you follow this general procedure:

4+ Select the cell range(s) in the worksheet that need to be validated and
marked.

4 Open the Data Validation dialog box by clicking the Data Validation
button on the Data tab of the Ribbon or by pressing Alt+AVV, and then
use its options to set up the validation criteria that determine which
values in the selected cell range are out of bounds (see Book I, Chapter
1 for details).

4+ Click the Circle Invalid Data option on the Data Validation button’s drop-
down list on the Data tab of the Ribbon.

Figure 3-20 shows an example of how you might use Data Validation to mark
entries that are below a certain threshold. In this case, I set it up for Excel to
mark all the monthly sales cells entries in this Sales worksheet that are
above $50,000 by drawing a red circle around their cells.

To set this up in the 2008 Sales worksheet, I followed these three steps:

4 Selected all the cell ranges (B3:D11, F3:H11, J3:L11, and N3:P11) with
monthly sales data for all four quarters of the year as nonadjacent cell
selections.

4 Opened the Data Validation dialog box (Alt+AVV) and then on the
Settings tab selected Decimal in the Allow drop-down list and Greater
Than in the Data drop-down list, and entered 50000 in the Minimum text
box before clicking OK.

4+ Clicked the Circle Invalid Data option on the Data Validation button’s
drop-down menu on the Data tab (you can also press Alt+AVI).
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Figure 3-20:
Circling
invalid
entriesin a
worksheet
where the
monthly
sales
entries are
above
$50,000.
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To remove the circles from the cells marked as invalid, click the Clear
Validation Circles option on the Data Validation button’s drop-down menu or
press Alt+AVR. To clear the validation settings from the cells, select the range,
then open the Data Validation dialog box and click its Clear All button before
you click OK.

Eliminating Errors with Text to Speech

Find and Replace is a great tool for eliminating errors that you've flagged in
the worksheet. Likewise, the Spell Check feature is great for eliminating input
errors that result from typos. Unfortunately, neither of these features can
help you to identify data input errors that result from actions, such as
mistyping the entry (without misspelling it) or transposing one entry with
another. The only way that you can flag and then correct these errors is by
checking and verifying the accuracy of each and every data entry in the
worksheet. Usually, you do this by checking the columns and rows of data in
a spreadsheet against the original documents from which you generated the
spreadsheet.
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The Text to Speech translation feature requires no prior training or special
microphones: All that’s required is a pair of speakers or headphones con-
nected to your computer.

Now for the bad news: Text to Speech is not available from any of the tabs

on the Ribbon. The only way to access Text to Speech is by adding its vari-
ous Speak Cells command buttons as custom buttons on the Quick Access
toolbar as follows:

1. Click Office Button | Excel Options | Customize or press Alt+FIC.

Doing this opens the Customize the Quick Access Toolbar tab of the
Excel Options dialog box.

. Click Commands Not in the Ribbon on the Choose Commands From

drop-down menu.

The Text to Speech command buttons include Speak Cells, Speak Cells —
Stop Speaking Cells, Speak Cells by Column, Speak Cells by Row, and
Speak Cells on Enter.

. Click the Speak Cells button in the Choose Commands From list box

on the left and then click the Add button to add it to the bottom of the
Customize Quick Access Toolbar list box on the right.

. Repeat the process outlined in Step 3 until you’ve added the remain-

ing Text to Speech buttons to the Quick Access toolbar: Speak Cells -
Stop Speaking Cells, Speak Cells by Columns, Speak Cells by Rows,
and Speak Cells on Enter.

If you want to reposition the Text to Speech buttons on the Quick Access
toolbar, select each button in the Customize Quick Access Toolbar list
box and then move it left on the bar by clicking the Move Up button or
right by clicking Move Down. If you want to set off the Text to Speech
buttons as a separate group on the Quick Access toolbar, add a
<Separator> icon ahead of the Speak Cells command button (and follow-
ing the Speak Cells on Enter button if you have buttons not related to
the Text to Speech function that follow on the Quick Access toolbar).

5. Click the OK button to close the Excel Options dialog box.

Figure 3-21 shows the Quick Access toolbar in my Excel 2007 program
window after adding all the Speak Cells command buttons to it and grouping
them together with a <Separator> icon.
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Figure 3-21:
After adding
the Speak
Cells
command
buttons to
the Quick
Access
toolbar, you
can use
them to
audibly
check cell
entries.

Speak Cells
Speak Cells-Stop Speaking Cells
Speak Cells by Columns
Speak Cells by Rows

Speak Cells on Enter

After adding the Text to Speech commands as custom Speak Cells buttons
on the Quick Access toolbar, you can use them to corroborate spreadsheet
entries and catch those hard-to-spot errors as follows:

1.

2.

Select the cells in the worksheet whose contents you want read aloud
by Text to Speech.

Click the Speak Cells custom button on the Quick Access toolbar to
have the computer begin reading back the entries in the selected
cells.

By default, the Text to Speech feature reads the contents of each cell in
the cell selection by first reading down each column and then across the
rows. If you want Text to Speech to read across the rows and then down
the columns, click the Speak Cells by Rows button on the Quick Access
toolbar (the button with the two opposing horizontal arrows).

. To have the Text to Speech feature read back each cell entry as you

press the Enter key (at which point the cell cursor moves down to the

next cell in the selection), click the Speak Cells on Enter custom button
(the button with the curved arrow Enter symbol) on the Quick Access

toolbar.
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As soon as you click the Speak Cells on Enter button, the computer tells
you, “Cells will now be spoken on Enter.” After selecting this option, you
need to press Enter each time you want to hear an entry read back to you.

4. To pause the Text to Speech feature when you’re not using the Speak
Cells on Enter option (Step 3) and you locate a discrepancy between
what you’re reading and what you’re hearing, click the Speak Cells -
Stop Speaking Cells button (the Speak Cells button with the x).

Keep in mind that after you click the Speak Cells on Enter button on the
Quick Access toolbar, the computer only speaks each new cell entry that you
complete by pressing the Enter key (which moves the cell cursor down one
row) and not by some other method, such as clicking the Enter button on
the Formula bar or pressing the | key.
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Chapter 4: Managing Worksheets

In This Chapter

v~ Inserting and deleting columns and rows in a worksheet

v~ Splitting the worksheet into separate panes

v Outlining data in a worksheet

v~ Inserting, deleting, and reordering worksheets in a workbook
+* Opening windows on different worksheets in a workbook

v+ Working with multiple workbooks

v Opening windows on different workbooks

1+ Creating and using custom workspaces

v Consolidating worksheet data

Being able to manage and reorganize the information in your spread-
sheet is almost as important as being able to input data and edit it.
As part of these skills, you need to know how to manipulate the columns
and rows of a single worksheet, the various worksheets within a single
workbook, and, at times, other workbooks that contain supporting or rele-
vant data.

This chapter examines how to reorganize information in a single worksheet
by inserting and deleting columns and rows, as well as how to apply outlining
to data tables that enables you to expand and collapse details by showing and
hiding columns and rows. It also covers how to reorganize and manipulate
the actual worksheets in a workbook and discusses strategies for visually
comparing and transferring data between the different workbooks that you
have open for editing.

Reorganizing the Worksheet

Every Excel 2007 worksheet that you work with has 16,384 columns and
1,048,576 rows — no more, no less, regardless of how many or how few of
its cells you use. As your spreadsheet grows, you may find it beneficial to
rearrange the data so that it doesn’t creep. Many times, this involves delet-
ing unnecessary columns and rows to bring the various data tables and lists
in closer proximity to each other. At other times, you may need to insert
new columns and rows in the worksheet so as to put a minimum of space
between the groups of data.
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Within the confines of this humongous worksheet space, your main chal-
lenge is often keeping tabs on all the information spread out throughout the
sheet. At times, you may find that you need to split the worksheet window
into panes so that you can view two disparate regions of the spreadsheet
together in the same window and compare their data. For large data tables
and lists, you may want to outline the worksheet data so that you can imme-
diately collapse the information down to the summary or essential data and
then just as quickly expand the information to show some or all of the sup-
porting data.

Inserting and deleting columns and rows

The first thing to keep in mind when inserting or deleting columns and rows
in a worksheet is that these operations affect all 1,048,576 rows in those
columns and all 16,384 columns in those rows. As a result, you have to be
sure that you're not about to adversely affect data in unseen rows and
columns of the sheet before you undertake these operations. Note that, in
this regard, inserting columns or rows can be almost as detrimental as delet-
ing them if, by inserting them, you split apart existing data tables or lists
whose data should always remain together.

One way to guard against inadvertently deleting existing data or splitting
apart a single range is to use the Zoom slider on the Status bar to zoom out
on the sheet and then check visually for intersecting groups of data in the
hinterlands of the worksheet. You can do this quickly by dragging the Zoom
slider button to the left to the 25% setting. Of course, even at the smallest
zoom setting of 10%, you can see neither all the columns nor all the rows in
the worksheet, and because everything’s so tiny at that setting, you can’t
always tell whether or not the column or row you intend to fiddle with inter-
sects those data ranges that you can identify.

Another way to check is to press End+— or End+{ to move the cell pointer
from data range to data range across the column or row affected by your
column or row deletion. Remember that pressing End plus an arrow key
when the cell pointer is in a blank cell jumps the cell pointer to the next
occupied cell in its row or column. That means if you press End+— when the
cell pointer is in row 52 and the pointer jumps to cell XFD52 (the end of the
worksheet in that row), you know that there isn’t any data in that row that
would be eliminated by your deleting that row or shifted up or down by your
inserting a new row. So too, if you press End+| when the cell pointer is in
column D and the cell pointer jumps down to cell D1048576, you’re assured
that no data is about to be purged or shifted left or right by that column’s
deletion or a new column’s insertion at that point.
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When you’re sure that you aren’t about to make any problems for yourself in
other, unseen parts of the worksheet by deleting or inserting columns,
you’re ready to make these structural changes to the worksheet.

Eradicating columns and row's

To delete columns or rows of the worksheet, select them by clicking their
column letters or row numbers in the column or row header and then click
the Delete button in the Cells group on the Ribbon’s Home tab. Remember
that you can select groups of columns and rows by dragging through their
letters and numbers in the column or row header. You can also select nonad-
jacent columns and rows by holding down the Ctrl key as you click them.

When you delete a column, all the data entries within the cells of that
column are immediately zapped. At the same time, all remaining data entries
in succeeding columns to the right move left to fill the blank left by the now-
missing column. When you delete a row, all the data entries within the cells
of that row are immediately eliminated, and the remaining data entries in
rows below move up to fill in the gap left by the missing row.

You can also delete rows and columns of the worksheet corresponding to
those that are a part of the current cell selection in the worksheet by click-
ing the drop-down button attached to the Delete command button on the
Home tab of the Ribbon and then clicking the Delete Sheet Rows or Delete
Sheet Columns option, respectively, on its drop-down menu. If you find you
can’t safely delete an entire column or row, delete the cells you need to get
rid of in the particular region of the worksheet instead by selecting them and
then clicking the Delete Cells option on the Delete command button’s drop-
down list (see Book II, Chapter 3 for details).

Remember that pressing the Delete key is not the same as clicking the Delete
button on the Home tab of the Ribbon. When you press the Delete key after
selecting columns or rows in the worksheet, Excel simply clears the data
entries in their cells without adjusting any of the existing data entries in
neighboring columns and rows. Click the Delete command button on the
Home tab when your purpose is both to delete the data in the selected
columns or rows and to fill in the gap by adjusting the position of entries to
the right and below the ones you eliminate.

Should your row or column deletions remove data entries referenced in for-
mulas, the #REF! error value replaces the calculated values in the cells of the
formulas affected by the elimination of the original cell references. You must
then either restore the deleted rows or columns or re-create the original for-
mula and then recopy it to get rid of these nasty formula errors. (See Book
IlI, Chapter 2 for more on error values in formulas.)
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Adding new columns and rows

To insert a new column or row into the worksheet, you select the column
or row where you want the new blank column or row to appear (again by
clicking its column letter or row number in the column or row header) and
then click the Insert command button in the Cells group of the Ribbon’s
Home tab.

In inserting a blank column, Excel moves the existing data in the selected
column to the column to the immediate right, while simultaneously moving
any other columns of data on the right over one. In inserting the blank row,
Excel moves the existing data in the selected row down to the row immedi-
ately underneath, while simultaneously adjusting any other rows of existing
data that fall below it, down by one.

To insert multiple columns or rows at one time in the worksheet, select the
columns or rows where you want the new blank columns or rows to appear
(by dragging through their column letters and row numbers in the column
and row header) before you click the Insert command button on the Home
tab of the Ribbon.

You can also new insert rows and columns of the worksheet corresponding
to those that are a part of the current cell selection in the worksheet by
clicking the drop-down button attached to the Insert command button on
the Home tab and then clicking the Insert Sheet Rows or Insert Sheet
Columns option, respectively, on its drop-down menu. If you find that you
can’t safely insert an entire column or row, insert the blank cells you need in
the particular region of the worksheet instead by selecting their cells and
then clicking the Insert Cells option on the Insert command button’s drop-
down list (see Book I, Chapter 3 for details).

Whenever your column or row insertions reposition data entries that are
referenced in other formulas in the worksheet, Excel automatically adjusts
the cell references in the formulas affected to reflect the movement of their
columns left or right, or rows up or down.

Splitting the worksheet into panes

Excel enables you to split the active worksheet window into two or four
panes, each of which is equipped with its own scroll bars. After splitting
up the window into panes, you can then use the pane’s scroll bars to bring
different parts of the same worksheet into view. This is great for comparing
the data in different sections of a table that would otherwise not be legible
if you zoomed out far enough to have both sections displayed in the work-
sheet window.
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To split the worksheet window into panes, you can use any of the following
methods:

4 To split the window horizontally into two panes (upper and lower), drag
the horizontal split bar (the thin bar located above the up scroll arrow
on the vertical scroll bar) down until you reach the row border in the
worksheet where you want the window divided.

4+ To split the window vertically into two panes (left and right), drag the
vertical split bar (the thin bar located behind the right scroll arrow on
the horizontal scroll bar) to the left until you reach the column border
in the worksheet where you want the window divided.

4+ To split the window both horizontally and vertically into four panes
(upper-left, upper-right, lower-left, and lower-right), drag the horizontal
split bar down to the desired row and then the vertical split bar left to
the desired column (or vice versa).

Note that you can also split the window by positioning the cell pointer
position in the worksheet in the cell whose top border marks the place
where you want the horizontal division to take place and whose left
border marks the place where you want the vertical division to take place
before clicking the Split button on the View tab of the Ribbon (or pressing
Alt+WS).

Excel displays the borders of the window panes you create in the document
window with a bar that ends with the vertical or horizontal split bar. To
modify the size of a pane, you position the white-cross pointer on the appro-
priate dividing bar. Then as soon as the pointer changes to a double-headed
arrow, drag the bar until the pane is the correct size and release the mouse
button.

When you split a window into panes, Excel automatically synchronizes

the scrolling, depending on how you split the worksheet. When you split

a window into two horizontal panes, as shown in Figure 4-1, the worksheet
window contains a single horizontal scroll bar and two separate vertical
scroll bars. This means that all horizontal scrolling of the two panes is syn-
chronized, while the vertical scrolling of each pane remains independent.

When you split a window into two vertical panes, as shown in Figure 4-2, the
situation is reversed. The worksheet window contains a single vertical scroll
bar and two separate horizontal scroll bars. This means that all vertical
scrolling of the two panes is synchronized, while horizontal scrolling of each
pane remains independent.
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Figure 4-1:
Dragging
the split bar
to divide the
worksheet
window
into two
horizontal
panes.
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When you split a window into two horizontal and two vertical panes, as
shown in Figure 4-3, the worksheet window contains two horizontal scroll
bars and two separate vertical scroll bars. This means that vertical scrolling
is synchronized in the top two window panes when you use the top vertical
scroll bar and synchronized for the bottom two window panes when you use
the bottom vertical scroll bar. Likewise, horizontal scrolling is synchronized
for the left two window panes when you use the horizontal scroll bar on the
left, and synchronized for the right two window panes when you use the hor-
izontal scroll bar on the right.

To remove all panes from a window when you no longer need them, you
simply click the Split button on the View tab of the Ribbon, press Alt+WS, or
drag the dividing bar either for the horizontal or vertical pane until you
reach one of the edges of the worksheet window. You can also remove a
pane by positioning the mouse pointer on a pane-dividing bar and then,
when it changes to a double-header arrow, double-clicking it.

Keep in mind that you can freeze panes in the window so that information

in the upper pane and/or in the leftmost pane remains in the worksheet
window at all times, no matter what other columns and rows you scroll to or
how much you zoom in and out on the data. (See Book I, Chapter 3 for more
on freezing panes.)
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Figure 4-2: Book Il
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Outlining worksheets

The Outline feature enables you to control the level of detail displayed in a
data table or list in a worksheet. After outlining a table or list, you can con-
dense the table’s display when you want to use only certain levels of sum-
mary information, and you can just as easily expand the outlined table or list
to display various levels of detail data as needed. Being able to control
which outline level is displayed in the worksheet makes it easy to print sum-
mary reports with various levels of data (see Book I, Chapter 5) as well as to
chart just the summary data (see Book V, Chapter 1).

Spreadsheet outlines are a little different from the outlines you created in
high school and college. In those outlines, you placed the headings at the
highest level (I.) at the top of the outline with the intermediate headings
indented below. Most worksheet outlines, however, seem backward in the
sense that the highest level summary row and column are located at the
bottom and far right of the table or list of data, with the columns and rows of
intermediate supporting data located above and to the left of the summary
row and column.

The reason that worksheet outlines often seem “backwards” when compared
to word processing outlines is that, most often, to calculate your summary
totals in the worksheet, you naturally place the detail levels of data above
the summary rows and to the left of the summary columns that total them.
When creating a word processing outline, however, you place the major
headings above subordinate headings, while at the same time indenting each
subordinate level, reflecting the way we read words from left to right and
down the page.

Outlines for data tables (as opposed to data lists) are also different from reg-
ular word processed outlines because they outline the data in not one, but
two hierarchies: a vertical hierarchy that summarizes the row data, and a
horizontal hierarchy that summarizes the column data. (You don’t get much
of that in your regular term paper!)

Creating the outline
To create an outline from a table of data, position the cell cursor in the table
or list containing the data to be outlined, and then click the Auto Outline

option on the Group command button’s drop-down menu on the Data tab on
the Ribbon (or press Alt+AGA).

By default, Excel assumes that summary rows in the selected data table are
below their detail data, and summary columns are to the right of their detail
data, which is normally the case. If, however, the summary rows are above
the detail data, and summary columns are to the left of the detail data, Excel
can still build the outline.
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Simply start by clicking the Dialog Box Launcher button in the lower-right
corner of the Outline group on the Data tab of the Ribbon to open the
Settings dialog box. In the Settings dialog box, clear the check marks from
the Summary Rows below Detail and/or Summary Columns to Right of Detail
check boxes in the Direction section. Also, you can have Excel automatically
apply styles to different levels of the outline by selecting the Automatic
Styles check box. (For more information on these styles, see the “Applying
outline styles” section, later in this chapter.) To have Excel create the out-
line, click the Create button — if you click the OK button, the program
simply closes the dialog box without outlining the selected worksheet data.

Figure 4-4 shows you the first part of the outline created by Excel for the CG
Media Sales worksheet. Note the various outline symbols that Excel added to
the worksheet when it created the outline. Figure 4-4 identifies most of these
outline symbols (the Show Detail button with the plus sign is not displayed
in this figure), and Table 4-1 explains their functions.

Table 4-1 Outline Symbols

Symbol Function

Row and column Displays a desired level of detail throughout the outline (1, 2, 3, and so

level symbol on up to 8). When you click a row or column level symbol, Excel dis-
plays the level and all levels above it in the worksheet display.

Row and column Hides the display of the detail rows or columns the level bar includes,

level bar which is the same as clicking the collapse symbol (see below).

Expand (+) symbol Expands the display to show the detail rows or columns that have
been collapsed.

Collapse (-) symbol  Condenses the display to hide the detail rows or columns that are
included in its row or column level bar.

If you don’t see any of the outline symbols identified in Figure 4-4 and

Table 4-1, this means that the Show Outline Symbols If an Outline Is Applied
check box on the Advanced tab in the Excel Options dialog box (Alt+FIA)

is not checked. All you have to do is open the Advanced tab of the Excel
Options dialog box and click the Show Outline Symbols If an Outline Is
Applied check box before you click OK to have Excel display the various
outline symbols specific to your worksheet outline.

You can have only one outline per worksheet. If you’ve already outlined one
table and then try to outline another table on the same worksheet, Excel will
display the Modify Existing Outline alert box when you choose the Outline
command. If you click OK, Excel adds the outlining for the new table to the
existing outline for the first table (even though the tables are nonadjacent).
To create separate outlines for different data tables, you need to place each
table on a different worksheet of the workbook.
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Figure 4-4:
Outlining the
2008 CG
Media

Sales table
arranged by
category
and date.

Applying outline styles

You can apply predefined row and column outline styles to the table or list
data. To apply these styles when creating the outline, be sure to select the
Automatic Styles check box in the Settings dialog box before you click its
Create button, opened by clicking the Dialog Box Launcher button in the
Outline group on the Data tab of the Ribbon. If you didn’t select this

check box in the Settings dialog box before you created the outline, you can
do so afterwards by selecting all the cells in the outlined table of data, open-
ing the Settings dialog box, clicking the Automatic Styles check box to put

a check mark in it, and then clicking the Apply Styles button before you
click OK.

Figure 4-5 shows you the sample CG Media Sales table after applying the
automatic row and column styles to the outlined table data. In this example,
Excel applied two row styles (RowLevel_1 and RowLevel_2) and two column
styles (ColLevel_1 and ColLevel_2) to the worksheet table.

The RowLevel_1 style is applied to the entries in the first-level summary row
(row 15) and makes the font appear in bold. The ColLevel_1 style is applied
to the data in the first-level summary column (column R, which isn’t shown
in the figure), and it, too, simply makes the font bold. The RowLevel_2 style
is applied to the data in the second-level rows (rows 8 and 14), and this style
adds italics to the font. The ColLevel_2 style is applied to all second-level
summary columns (columns E, I, M, and Q), and it also italicizes the font.
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Applying
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Displaying and hiding different outline levels

The real effectiveness of outlining worksheet data becomes apparent only
when you start using the various outline symbols to change the way the
table data are displayed in the worksheet. By clicking the appropriate row or
column level symbol, you can immediately hide detail rows and columns to
display just the summary information in the table. For example, Figure 4-6
shows you the CG Media Sales table after clicking the number 2 row level
button and number 2 column level button. Here, you see only the first- and
second-level summary information, that is, the totals for the quarterly and
annual totals for the two types of media.

You can also hide and display levels of the outlined data by positioning the
cell cursor in the column or row and then clicking the Hide Detail (the one
with the red minus sign) or the Show Detail button (the one with the green
minus sign) in the Outline group of the Data tab of the Ribbon. Or you can
press the hot keys, Alt+AH, to hide an outline level, and Alt+Al to redisplay
the level. The great thing about using these command buttons or their hot
key equivalents is that they work even when the outline symbols are not dis-
played in the worksheet.

Figure 4-7 shows you the same table, this time after clicking the number

1 row level button and number 1 column level button. Here, you see only
the first-level summary for the column and the row, that is, the grand total
of the annual CG Media sales. To expand this view horizontally to see the
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Figure 4-6:
Collapsed
outline with
the first- and
secondary-
level
summary
information
displayed.

total sales for each quarter, you would simply click the number 2 column
level button. To expand this view even further horizontally to display each
monthly total in the worksheet, you would click the number 3 column level
button. So too, to expand the outline vertically to see totals for each type of
media, you would click the number 2 row level button. To expand the outline
one more level vertically so that you can see the sales for each type of music
as well as each type of media, you would click the number 3 row level button.

When displaying different levels of detail in a worksheet outline, you can use
the collapse or expand symbols along with the row level and column level
buttons. For example, Figure 4-8 shows you another view of the CG Media
outlined sales table. Here, in the horizontal dimension, you see all three
column levels have been expanded, including the monthly detail columns
for each quarter. In the vertical dimension, however, only the detail rows for
the CD sales have been expanded. The detail rows for cassette tape sales
are still collapsed. To create this view of the outline, you simply click the
number 2 row level button, and then click the expand symbol (+) located to
the left of the Total CD Sales row heading. When you want to view only the
summary-level rows for each media type, you can click the collapse symbol
(=) to the left of the Total CD Sales heading, or you can click its level bar
(drawn from the collapse symbol up to the first music type to indicate all the
details rows included in that level).
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Figure 4-7: Book Il
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Excel adjusts the outline levels displayed on the screen by hiding and redis-
playing entire columns and rows in the worksheet. Therefore, keep in mind
that changes that you make that reduce the number of levels displayed in
the outlined table also hide the display of all data outside of the outlined
table that are in the affected rows and columns.

After selecting the rows and columns you want displayed, you can then
remove the outline symbols from the worksheet display to maximize the
amount of data displayed on-screen. To do this without having to open the
Options dialog box and fool around with the Outline Symbols check box on
the View tab, press Ctrl+8 (the number eight on the top row of the standard
keyboard). Ctrl+8 switches between showing and hiding all the outline sym-
bols in a worksheet.

Manually adjusting the outline levels

Most of the time, Excel’s Auto Outline feature correctly outlines the data in
your table. Every once in a while, however, you will have to manually adjust
one or more of the outline levels so that the outline’s summary rows and
columns include the right detail rows and columns. To adjust levels of a
worksheet outline, you must select the rows or columns that you want to
promote to a higher level (that is, one with a lower level number) in the out-
line and then click the Group button on the far right side of the Data tab of
the Ribbon. If you want to demote selected rows or columns to a lower level
in the outline, select the rows or columns with a higher level number and
then click the Ungroup button on the Data tab.

Before you use the Group and Ungroup buttons to change an outline level,
you must select the rows or columns that you want to promote or demote.
To select a particular outline level and all the rows and columns included in
that level, you need to display the outline symbols (Ctrl+8), and then hold
down the Shift key as you click its collapse or expand symbol. Note that
when you click an expand symbol, Excel selects not only the rows or
columns visible at that level, but all the hidden rows and columns included
in that level as well. If you want to select only a particular detail or summary
row or column in the outline, you can click that row number or column letter
in the worksheet window, or you can hold down the Shift key and click the
dot (period) to the left of the row number or above the column letter in the
outline symbols area.

If you select only a range of cells in the rows or columns (as opposed to
entire rows and columns) before you click the Group and Ungroup command
buttons, Excel displays the Group or Ungroup dialog box which contains a
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Manually
adjusting
the level 1
rows in the
outlined
sales table.

Figure 4-10:
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Rows and Columns option button (with the Rows button selected by default).
To promote or demote columns instead of rows, click the Columns option
button before you select OK. To close the dialog box without promoting or
demoting any part of the outline, click Cancel.

To see how you can use the Group and Ungroup command buttons on the
Data tab of the Ribbon to adjust outline levels, consider once again the CG
Media Sales table outline. When Excel created this outline, the program did
not include row 3 (which contains only the row heading, Compact Discs) in
the outline. As a result, when you collapse the rows by selecting the number
1 row level button to display only the first-level Total Sales summary row
(refer to Figure 4-7), this row heading remains visible in the table, even
though it should have been included and thereby hidden along with the
other summary and detail rows.

You can use the Group command button to move this row (3) down a level
so that it is included in the first level of the outline. You simply click the row
number 3 to select the row and then click the Group command button on the
Data tab (or press Alt+AGG). Figure 4-9 shows you the result of doing this.
Notice how the outside level bar (for level 1) now includes this row. Now,
when you collapse the outline by clicking the number 1 row level button, the
heading in row 3 is hidden as well (see Figure 4-10).
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Removing an outline

To delete an outline from your worksheet, you click the drop-down button
attached to the Ungroup button on the Data tab of the Ribbon, and then click
the Clear Outline option on its drop-down menu (or you press Alt+AUC).
Note that removing the outline does not affect the data in any way — Excel
merely removes the outline structure. Also note that it doesn’t matter what
state the outline is in at the time you select this command. If the outline is
partially or totally collapsed, deleting the outline automatically displays all
the hidden rows and columns in the data table or list.

Keep in mind that restoring an outline that you've deleted is not one of the
commands that you can undo (Ctrl+Z). If you delete an outline by mistake,
you must re-create it all over again. For this reason, most often you’ll want to
expand all the outline levels (by clicking the lowest number column and row
level button) and then hide all the outline symbols by pressing Ctrl+8 rather
than permanently remove the outline. Note that if you press Ctrl+8 when
your spreadsheet table isn’t yet outlined, Excel displays an alert dialog box
indicating that it can’t show the outline symbols because no outline exists.
This alert also asks you if you want to create an outline. To go ahead and
outline the spreadsheet, click OK or press Enter. To remove the alert dialog
box without creating an outline, click Cancel.

Creating different custom views of the outline

After you've created an outline for your worksheet table, you can create
custom views that display the table in various levels of detail. Then, instead
of having to display the outline symbols and manually click the Show Detail
and Hide Detail buttons or the appropriate row level buttons and/or column
level buttons to view a particular level of detail, you simply select the appro-
priate outline view in the Custom Views dialog box (View | Custom Views or
Alt+WCV).

When creating custom views of outlined worksheet data, be sure that you
leave the Hidden Rows, Columns, and Filter Settings check box selected
in the Include in View section of the Add View dialog box. (See Book II,
Chapter 3 for details on creating and using custom views in a worksheet.)

Reorganizing the Workbook

Any new workbook that you open comes already equipped with three
blank worksheets. Although most of the spreadsheets you create and
work with may never wander beyond the confines of the first of these
three sheets, you do need to know how to organize your spreadsheet
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information three-dimensionally for those rare occasions when spreading all
the information out in one humongous worksheet is not practical. However,
the normal everyday problems related to keeping on top of the information
in a single worksheet can easily go off the scale when you begin to use
multiple worksheets in a workbook. For this reason, you need to be sure
that you are fully versed in the basics of using more than one worksheet

in a workbook.

‘X@N\BER To move between the sheets in a workbook, you can click the sheet tab for
> that worksheet or press Ctrl+PgDn (next sheet) or Ctrl+PgUp (preceding sheet)
until the sheet is selected. If the sheet tab for the worksheet you want is not
displayed on the scroll bar at the bottom of the document window, use the

tab scrolling buttons (the buttons with the left- and right-pointing triangles) c::::;:l 4
to bring it into view.

To use the tab scrolling buttons, click the one with the right-pointing triangle

to bring the next sheet into view, and click the one with the left-pointing tri- g §
angle to bring the preceding sheet into view. The tab scrolling buttons with e
the directional triangles pointing to vertical lines display the very first or §‘§
very last group of sheet tabs in a workbook. The button with the triangle 7

pointing left to a vertical line brings the first group of sheet tabs into view;
the button with the triangle pointing right to a vertical line brings the last
group of sheet tabs into view. When you scroll sheet tabs to find the one
you’re looking for, for heaven’s sake, don’t forget to click the desired sheet
tab to make the worksheet current.

Renaming sheets

The sheet tabs shown at the bottom of each workbook are the keys to
keeping your place in a workbook. To tell which sheet is current, you

have only to look at which sheet tab appears on the top, matches the back-
ground of the other cells in the worksheet, and has its name displayed in
bold type. Typically, this means that the active sheet tab’s background
appears in white in contrast to the nonactive sheet tabs, which sport a light
gray background.

When you start a new workbook, the sheet tabs are all the same width
because they all have the default sheet names (Sheet1, Sheet2, and so on).
As you assign your own names to the sheets, the tabs appear either longer
or shorter, depending on the length of the sheet tab name. Just keep in
mind that the longer the sheet tabs, the fewer you can see at one time,
and the more sheet tab scrolling you’ll have to do to find the worksheet
you want.
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To rename a worksheet, you take these steps:

1. Press Ctrl+PgDn until the sheet you want to rename is active, or
click its sheet tab if it’s displayed at the bottom of the workbook
window.

Don’t forget that you have to select and activate the sheet you want to
rename, or you end up renaming whatever sheet happens to be current
at the time you perform the next step.

2. Click Rename Sheet on the Format button’s drop-down menu on the
Home tab, press Alt+HOR, or right-click the sheet tab and then click
Rename on its shortcut menu.

When you choose this command, Excel selects the current name of the
tab and positions the insertion point at the end of the name.

3. Replace or edit the name on the sheet tab and then press the
Enter key.

When you rename a worksheet in this manner, keep in mind that Excel then
uses that sheet name in any formulas that refer to cells in that worksheet.
So, for instance, if you rename Sheet2 to 2008 Sales and then create a for-
mula in cell A10 of Sheetl that adds its cell B10 to cell C34 in Sheet2, the
formula in cell A10 becomes:

=B10+'2008 Sales'!C34

This is in place of the more obscure =B10+Sheet2 ! C34. For this reason,
keep your sheet names short and to the point so that you can easily and
quickly identify the sheet and its data without creating excessively long
formula references.

Designer sheets

Excel 2007 enables you to color-code the worksheets in your workbook.
This makes it possible to create a color scheme that helps either identify
or prioritize the sheets and the information they contain (as you might with
different colored folder tabs in a filing cabinet).

When you color a sheet tab, note that the tab appears in that color only
when it’s not the active sheet. The moment you select a color-coded sheet
tab, it becomes white with just a bar of the assigned color appearing under
the sheet name. Note, too, that when you assign darker colors to a sheet tab,
Excel automatically reverses out the sheet name text to white when the
worksheet is not active.
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Color coding sheet tabs
To assign a new color to a sheet tab, follow these three steps:

1. Press Ctrl+PgDn until the sheet whose tab you want to color is active,
or click its sheet tab if it’s displayed at the bottom of the workbook
window.

Don’t forget that you have to select and activate the sheet whose tab
you want to color, or you end up coloring the tab of whatever sheet
happens to be current at the time you perform the next step.

2. Click the Format button on the Home tab and then highlight Tab
Color, press Alt+HOT, or right-click the tab and then highlight Tab
Color on the shortcut menu to display its pop-up color palette.

3. Click the color swatch in the color palette with the color and shade
you want to assign to the current sheet tab.

To remove color-coding from a sheet tab, click the No Color option at the
bottom of the pop-up color palette (Alt+HOT) after selecting it to make the
worksheet active.

Assigning graphic sheet backgrounds

If coloring the sheet tabs isn’t enough for you, you can also assign a graphic
image to be used as the background for all the cells in the entire worksheet.
Just be aware that the background image must either be very light in color
or use a greatly reduced opacity in order for your worksheet data to be read
over the image. This probably makes most graphics that you have readily
available unusable as worksheet background images. It can, however, be
quite effective if you have a special corporate watermark graphic (as with
the company’s logo at extremely low opacity) that adds just a hint of a back-
ground without obscuring the data being presented in its cells.

To add a graphic file as the background for your worksheet, take these
steps:

1. Press Ctrl+PgDn until the sheet to which you want to assign the
graphic as the background is active, or click its sheet tab if it’s dis-
played at the bottom of the workbook window.

Don’t forget that you have to select and activate the sheet to which the
graphic file will act as the background, or you end up assigning the file
to whatever sheet happens to be current at the time you perform the
following steps.
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2. Click the Background command button in the Page Setup group of the
Page Layout tab or press Alt+PSB.

Doing this opens the Sheet Background dialog box where you select the
graphics file whose image is to become the worksheet background.

3. Open the folder that contains the image you want to use and then
click its graphic file icon before you click the Insert button.

As soon as you click the Insert button, Excel closes the Sheet Background
dialog box, and the image in the selected file becomes the background
image for all cells in the current worksheet. (Usually, the program does
this by stretching the graphic so that it takes up all the cells that are vis-
ible in the Workbook window. In the case of some smaller images, the
program does this by tiling the image so that it’s duplicated across and
down the viewing area.)

Keep in mind that a graphic image that you assign as the worksheet back-
ground doesn’t appear in the printout, unlike the pattern and background
colors that you assign to ranges of cells in the sheet.

To remove a background image, you simply click the Delete Background
command button on the Page Layout tab of the Ribbon (which replaces the
Background button the moment you assign a background image to a work-
sheet) or press Alt+PSB again, and Excel immediately clears the image from
the entire worksheet.

Adding and deleting sheets

Although you only start out with three worksheets, you can have as many
worksheets as you need in building and remodeling your spreadsheet.

To add a new worksheet, click the Insert Worksheet button which always
appears on its own tab immediately after the last sheet tab in the workbook.

Excel then inserts a new sheet at the back of the existing sheets in the work-
book (and immediately in front of the tab with the Insert Worksheet button),
and the program assigns it the next available sheet number (as in Sheet4,
Sheet5, Sheet6, and so on).

You can also insert a new sheet (and not necessarily a blank worksheet) into
the workbook by right-clicking a sheet tab and then clicking Insert at the top
of the tab’s shortcut menu. Excel opens the Insert dialog box containing dif-
ferent file icons that you can select — Chart, MS Excel 4.0 Macro, and MS
Excel 5.0 Dialog, along with a variety of different worksheet templates —

to insert a specialized chart sheet (see Book V, Chapter 1), macro sheet
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(Book VIII, Chapter 1), or worksheet following a template design (see Book II,
Chapter 1). Note that when you insert a new sheet using the Insert dialog
box, Excel inserts the new worksheet, chart sheet, or macro sheet in front of
the sheet that’s active (and not at the end of the workbook as when you
insert a worksheet by clicking the Insert Worksheet button).

If you find that three worksheets just never seem to be enough for the kind
of spreadsheets you normally create, you can change the default number of
sheets that are automatically available in all new workbook files that you
open. To do this, open the Popular tab of the Excel Options dialog box
(Office Button | Excel Options or Alt+FI), and then enter a number in the
Include This Many Sheets text box or select the number with the spinner
buttons (up to a maximum of 255 — that’s a lotta sheets!). Of course, if you
find that three sheets are always too much (because you only use one), you
can reduce the default number from three by entering 1 or 2 in this text box
(remember you can’t go lower than 1 because a workbook with no work-
sheet is no workbook at all).

To remove a worksheet, make the sheet active and then click the drop-down
button attached to the Delete button on the Home tab of the Ribbon and
click Delete Sheet on its drop-down menu — you can press Alt+HDS or right-
click its tab and then click Delete on its shortcut menu. If Excel detects that
the worksheet contains some data, the program then displays an alert dialog
box cautioning you that data may exist in the worksheet you’re just about to
zap. To go ahead and delete the sheet (data and all), you click the Delete
button. To preserve the worksheet, click Cancel or press the Escape key.

Deleting a sheet is one of those actions that you can’t undo with the Undo
button on the Quick Access toolbar. This means that after you click the
Delete button, you've kissed your worksheet goodbye, so please don’t do
this unless you’re certain that you aren’t dumping needed data. Also, keep in
mind that you can’t delete a worksheet if that sheet is the only one in the
workbook until you’ve inserted another blank worksheet: Excel won’t allow
a workbook file to be completely sheetless.

Changing the sheets

Excel makes it easy to rearrange the order of the sheets in your workbook.
To move a sheet, click its sheet tab and drag it to the new position in the row
of tabs. As you drag, the pointer changes shape to an arrowhead on a dog-
eared piece of paper, and you see a black triangle pointing downward above
the sheet tabs. When this triangle is positioned over the tab of the sheet that
is to follow the one you're moving, release the mouse button.
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If you need to copy a worksheet to another position in the workbook, hold
down the Ctrl key as you click and drag the sheet tab. When you release the
mouse button, Excel creates a copy with a new sheet tab name based on the
number of the copy and the original sheet name. For example, if you copy
Sheetl to a new place in the workbook, the copy is renamed Sheet1 (2).

You can then rename the worksheet whatever you want.

Group editing

One of the nice things about a workbook is that it enables you to edit more
than one worksheet at a time. Of course, you should be concerned with
group editing only when you’re working on a bunch of worksheets that share
essentially the same layout and require the same type of formatting.

For example, suppose that you have a workbook that contains annual sales
worksheets (named YTD04, YTDO05, and YTDO6) for three consecutive years.
The worksheets share the same layout (with months across the columns and
quarterly and annual totals, locations, and types of sales down the rows) but
lack standard formatting.

To format any part of these three worksheets in a single operation, you
simply resort to group editing, which requires selecting the three sales work-
sheets. Simply click the YTDO04, YTDO05, and YTDO06 sheet tabs as you hold
down the Ctrl key, or you can click the YTDO04 tab and then hold down the
Shift key as you click the YTDOG6 tab.

After you select the last sheet, the message [Group] appears in the title bar
of the active document window (with the YTD04 worksheet, in this case).

The [Group] indicator lets you know that any editing change you make to
the current worksheet will affect all the sheets that are currently selected.
For example, if you select a row of column headings and add bold and italics
to the headings in the current worksheet, the same formatting is applied to
the same cell selection in all three sales sheets. All headings in the same cell
range in the other worksheets are now in bold and italics. Keep in mind that
you can apply not only formatting changes to a cell range, but also editing
changes, such as replacing a cell entry, deleting a cell’s contents, or moving
a cell selection to a new place in the worksheet. These changes also affect all
the worksheets you have selected as long as they're grouped together.

After you are finished making editing changes that affect all the grouped
worksheets, you can break up the group by right-clicking one of the sheet
tabs and then clicking Ungroup Sheets at the top of the shortcut menu.
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As soon as you break up the group, the [Group] indicator disappears from
the title bar, and thereafter, any editing changes that you make affect only
the cells in the active worksheet.

To select all the worksheets in the workbook for group editing in one opera-
tion, right-click the tab of the sheet where you want to make the editing
changes that affect all the other sheets, and then click Select All Sheets on
its shortcut menu.

“Now you see them; now you don’t”

Another technique that comes in handy when working with multiple work-
sheets is hiding particular worksheets in the workbook. Just as you can hide
particular columns, rows, and cell ranges in a worksheet, you can also hide
particular worksheets in the workbook. For example, you may want to hide a
worksheet that contains sensitive (for-your-eyes-only) material, such as the
one with all the employee salaries in the company or the one that contains
all the macros used in the workbook.

As with hiding columns and rows, hiding worksheets enables you to print the
contents of the workbook without the data in worksheets that you consider
either unnecessary in the report or too classified for widespread distribu-
tion, but which, nonetheless, are required in the workbook. Then after the
report is printed, you can redisplay the worksheets by unhiding them.

To hide a worksheet, make it active by selecting its sheet tab, then click the
Format command button on the Home tab of the Ribbon and highlight the
Hide & Unhide option on its drop-down menu, and then click Hide Sheet on
its continuation menu (or press Alt+HOHS). Excel removes this sheet’s tab
from the row of sheet tabs, making it impossible for anyone to select and dis-
play the worksheet in the document window.

To redisplay any of the sheets you’'ve hidden, click the Format command
button on the Home tab and highlight the Hide & Unhide option on its drop-
down menu and then click Unhide Sheet on its continuation menu (or press
Alt+HOHH) to display the Unhide dialog box.

In the Unhide Sheet list box, click the name of the sheet that you want to dis-
play once again in the workbook. As soon as you click OK, Excel redisplays
the sheet tab of the previously hidden worksheet — as simple as that!
Unfortunately, although you can hide multiple worksheets in one hide opera-
tion, you can select only one sheet at a time to redisplay with the Unhide
command.

Book Il
Chapter 4

S}93YSHIOM
buifeuepy



252 Reorganizing the Workbook

Opening windows on different sheets

The biggest problem with keeping your spreadsheet data on different work-
sheets rather than keeping it all together on the same sheet is being able to
compare the information on the different sheets. When you use a single
worksheet, you can split the workbook window into horizontal or vertical
panes and then scroll different sections of the sheet into view. The only way
to do this when the spreadsheet data are located on different worksheets is
to open a second window on a second worksheet and then arrange the win-
dows with the different worksheets so that data from both desired regions
are displayed on the screen. The easiest way to do this is to use Excel’s View
Side by Side command to tile the windows one above the other and automat-
ically synchronize the scrolling between them.

Comparing windows side by side

Figure 4-11 helps illustrate how the View Side by Side feature works. This figure
contains two windows showing parts of two different worksheets in the
same workbook (CG Media Sales - 03-05.xls). These windows are arranged
horizontally so that they fit one above the other. The top window shows the
upper-left portion of the first worksheet with the 2003 sales data, while the
lower window shows the upper-left portion of the second worksheet with
the 2004 sales data. Note that both windows contain the same sheet tabs
(although different tabs are active in the different windows) but that only the
top, active window is equipped with a set of horizontal and vertical scroll
bars. However, because Excel automatically synchronizes the scrolling
between the windows, you can use the single set of scroll bars to bring
different sections of the two sheets into view.

Here is the procedure I followed to create and arrange these windows in the
CG Media Sales 03-05 workbook:

1. Open the workbook file for editing and then create a new window by
clicking the New Window command button on the View tab of the
Ribbon — you can also do this by pressing Alt+WN.

2. Arrange the windows one on top of the other by clicking the View
Side by Side command button (the one with the pages side by side to
the immediate right of the Split button) in the Window group of the
View tab or by pressing Alt+WB.

3. Click the lower window (indicated by the “:1” after the filename on its
title bar) to activate the window and then click the 2008 Sales sheet
tab to activate it.

4. Click the upper window (indicated by the “:2” following the filename
on its title bar) to activate the window.
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Immediately below the View Side by Side command button in the Windows
group on the View tab of the Ribbon, you find these two command buttons:
4+ Synchronous Scrolling: When this button is selected, any scrolling that
you do in the worksheet in the active window is mirrored and synchro-
nized in the worksheet in the inactive window beneath it. To be able to
scroll the worksheet in the active window independently of the inactive
window, click the Synchronous Scrolling button to deactivate it.
4+ Reset Window Position: Click this button if you manually resize the
active window (by dragging its size box) and then want to restore the
two windows to their previous side-by-side arrangement.
To remove the side-by-side windows, click the View Side by Side command
button again or press Alt+WB. Excel returns the windows to the display
arrangement selected (see “Window arrangements” that follows for details)
before clicking the View Side by Side command button the first time. If you
haven’t previously selected a display option in the Arrange Windows dialog
box, Excel displays the active window full size.
P Note that you can use the View Side by Side feature when you have more

than two windows open on a single workbook. When three or more windows
are open at the time you click the View Side by Side command button, Excel
opens the Compare Side by Side dialog box. This dialog box displays a list of
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all the other open windows with which you can compare the active one.
Once you click the name of this window and click OK in the Compare Side
by Side dialog box, Excel places the active window above the one you just
selected (using the arrangement shown in Figure 4-11).

Note, too, that you can use Excel’s View Side by Side feature to compare
worksheets in different workbooks just as well as different sheets in the
same workbook (see “Comparing windows on different work