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Starting Excel 2003

In the following exercises you wiléarn some of the necessary stepsteate aspreadsheet
usingMicrosoft Excel 2003for Windows 2000, Me, and XP. You will learn natlphow to
type various items into the spreadsheet, but asotb copy columns, widen columns, fill
columns, add, subtract, multiply, divide, do graishand a variety of other “things.”

To begin,oad the spreadsheet loyickly clicking twice on theExcel 2003 R_—‘E
Windows Icon in theWindows Screen If youdo not seeanExcel Icon, Mﬂwﬁ
click-on theStart Button in thelower left corner of the screen, move the s Exce

cursor up tdPrograms, and then move tMicrosoft Excel 2003andclick-on it. 2003

A spreadsheeis a ‘number manipulator.” To make the manipulation of numbers eaaler
spreadsheetsare organized intoows andcolumns. Your initial spreadsheet will look
something like the one below:
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Notice that the ain” part of the spreadsheet is compose®oWs (Labeled 1, 2, 3, 4etc.)
andColumns (Labeled A, B, C, D etc.). There are a lot of rows and columns spr@adsheet.
The ‘intersection” of each rowandcolumn is called acell. In the image above tloeirsor is on
the “homé€’ cell—Al. Notice Row 1 and Column A are “bold,”andcolored “orange.” This
indicateswhat is called thedddressof thecell. Noticeright above cellAl, thatAl is
displayedin asmall box called theName Box Whenever you “click” on a cell the address of
that cell will be shown in the Name Box.
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In this tutorial, whenever we indicate that you ned to click the mouse, it will
mean to click the left mouse button — unless we ichte that you should click
the right mouse button. So, always “click left” uness we tell you otherwise.

Moving Around the Spreadsheet

You can move around the spreadsheet/celldibking your mousen variouscells or by using
theup, down, right and left arrow movement keys on th&eyboard. Or, you can move up
and down by using theefevator’ bars on theight andbottom of the spreadsheet. Go ahead
andmove around the spreadsheetHold down thedown arrow key on thekeyboard for a
few seconds — thetlick-on acell. Notice how theName Boxalwaystells you “where you
are.” Now hold down theight arrow key on the keyboard for a few secondsotice how the
alphabet changedrom single letters (A, B, C,. .... Ztoseveral letter combinations (AA, AB,
AC). There ardaundreds of columnsandthousands of rowsin a spreadsheefnytime you
desire tareturn to theHome Cell (Al)simplyclick-in theName Boxandtype-in A1. Then
tap theEnter key and you willgoto cellAl. You can go to any cell by this method. Simply
type-in a row and column, tap the Enter key, andllygo to that cell.

Now that you have the “feel” of how to move arouBeacel spreadsheajp tothecellsas
indicated below andtype-in the following:

Cl (Your Name)'s Budget. It shouldlook similar to the image below Do not tap Enter
when you finish
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Look at cellsC1 andD1. Notice how youentry has spilled over from C1 into D1
Sometimes this is a problem, and sometimes ittis Tiap theEnter key and therclick-on cell
D1 andtype-in the wordBONZO andtap Enter key.
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Notice howBonzonow COVERS theright part of your original entry !! Now move backto
cell C1 andclick-on it. Look at the upper part of the spreadsheetgogve the cells where you
typed Bonzo. Your name and the word budget altdlstre! Bonzo onlyfCOVERED the
portion in cell D1. See the image and arrow below.
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There areseveral waysto take careof this. For the momemhove backto cellD1 andclick-on
cellD1. Tap theDeletekey (above the arrow movement keys onkégboard). Notice that
Bonzodisappearsand yourentire entry reappears This is one way to expose the entry. We'll
look at some others as we go along.
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Now we'll continue making some entrigglove to thefollowing cells andtype-in the
information indicated. You can click-on each cell and then type-in thiies.

If you happen tanake a mistakesimplyretype the entries Later on we'll see how to
edit mistakes. Any time you want to replace somegtim a cell you can simply retype
a new entry and it will replace the old one.

Cell Type-in
A3 Income
B4 Parents
B5 Job
B6 Investments
B7 Total

Al10 Expenses

B1l1 Food

B12 Beverages
B13 Parties

B14 Miscellaneous
B15 Total



Your spreadsheetshould nowook
like thepicture on theright.
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2
3 |[INCOME
4 Parents
5 Joh
G Investments
T Total
g8
9
10 |[EXPEMNSES
11 Food
12 Beverages
13 Parties
14 Miscellaneous
15 Total
40

At this point you probably have noticed, the wotilwestments" and "Miscellaneous” run over
the spaces given in the cells. Do not be conceahéus point. We'll soon fix this.

Now, type thenumbersin thecells
indicated:

C4 300
C5 50
C6 150

When youtype-in the150, tap Enter.

Your spreadsheeshouldlook like the
one on theight. We would like to
place an underlineat thebottom of
the three figuresso that we can
indicate atotal below — in cellC7.
Point to cellC7 with the mouse.
That's where we want the line --
always move the cursor to the place
where you want to insert a line With
the Arrow on cellC7 tap theRIGHT
mouse button
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1 Janie's & Greg's Budget
2
3 [INCOME
4 Parents £300.00
5 Job H50.00
B Investment  $150.00
[ Total
| |
g8
g
10 |EXFEMNSES
11 Food
12 Beverages
13 Parties
14 Miscellaneous
15 Total
1R




A sub-menu with a captioRormat Cells appears

Theright click will * always bring up’ a menuthat is
“tailored” to the “place’ where you click This will
work in any Microsoft Windows product. You can
alwaystell “where” you click the right mouse button
for thecursor arrow will always be in a corner of
the menu thatappears — exactly where you clicked
the right mouse button..

SelectFormat Cells.

Investment 150

— | — | —

Insert...

When the Format Cells menu screen below appears,
selectBorder.

Format Cells

14
] Delete. ..
(15 4 °
16 Clear Contents
7] _d Insert Comment
15—
=3 () i “f  Format Cells...
ﬂ Pick From Drop-down List...

Look at theLine Style box

in thelower right. There Mumber || Alignment Font Border | Patterns | Protection
are several types of lines e i

that you can choose. Point Style:

to thethick single linein MNone =====
the Style Area (see arrow) A Bt A .
andclick theleft mouse — — —F————— | ____ __ _
button. Abox will go ——— —

around the line. Look at
the area which says
Border. Point to theupper

part of the Text box (see
arrow) andclick theleft
mouse button. Ahick

Text

black line will appear at The selected border style can be applied by dicking the presets, preview

diagram or the buttons above.,

thetop of theText box.

Color:

Automatic »

/ ok ] [ conce

If the thick line does not show-up at the tomf theText box, click-again at the “top line area
in the Text box” and the line will “disappear”. Tihelick-on the thick, single line in the Line

Style box again and repeat the previous instrustidf) so
click “on and off in the Text line boxes.You will notice

This is called a “toggle” in computer jargon. 8ayrk at this until you get the line on the top or
where you want it. We have just indicated thatwest a single thick underline at the top of the

cell C7. Point tdDK andclick theleft mouse button.

mehow, you makenaistake, simply
that the lines appear and disagpe



When youreturn to thespreadsheetgclick somewhere other than cell C7 This is called
“clicking away.” You should nowseealine at thetop of cell C7. Sometimes the box
highlighting a cell hides the lines. If you “medsgp”, try again.

Now type in the numbers in the cells indicated.

Cl1 30
Cl2z 50
C13 150

Ci4 70 (Afteryou type 70, tapthe Enter key)

Now, underline thetop of cell C15 like you did cellC7.

Widening Columns

You probablynoticed, as you typed in the numbesameof thewords were justoo wide for
the defaultcell width (Investments and Miscellaneous). Letlden column Bto take care of
this.

Slowly movethemouse arrowto theright edge of theB cell (between the B and the & The
cursor will turn into ararrow pointing right and left with a small vertical line in the middle
(see arrow below).Hold down theleft mouse buttonandmove (drag) the line to the right.
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As soon as yostart to move (drag),adotted vertical line will go down the spreadsheednd

it will move as you hold down the left button and drag thenouse Keep draggingto the right
until you arepast thewidest word and a bit more (for some space). Release therbuithe
column is widened. Notice in the upper left corakthe screen, below File in the menu bar, and
above the buttons, that as you hold down and diragtttells you that current width of the
column.



Parents
Job
Investments

Total

Food
Beverages
Parties
Miscellaneous
Total

Column width:

g\

This is one way to widen a column. Heramother way. Point to theB at
the top of columnB (in theGray area) analick theleft mouse button (The
cell should turrdark blue and thecolumn light blue.).

# | Cut
. . 53| Copy

Now, keepingthecursor somewhere in the

“blue” area,click theRight Mouse Button G

Notice that anenu with Column Width... et eiiston

appears.Click-on Column Width... and Insert

type in 15andclick-on OK. This is another Delete

way to widen a column. Clear Contents
Eormat Cells, ..
Column Width. ..
Hide
LInhide

l

oK ] [ Cancel

Inserting Rows

Oops.. amistake (on purpose). Whaven't left enough roomat the top of the spreadshé®t
insert some budganonths. So... move the cursor to theay 2 along thdeft edge (this is the
second row}o we can insert two new rows.Click theleft mouse button. You will notice that
the whole row goelight blue and the 2 turn’s dark blue. Make surethe cursoarrow is
eitheron the 2or somewhere in the blue row

a B s e
1 Janie's & Greqg's Budget
—
3 |Income
4 Parents 300
Click theRIGHT mouse button. A drop down menu will appear. | # it
Point tolnsert. Click the leftbutton on Insert. Notice howone =3/ Copy
row wasinserted and howeverything belowmoved down Do this G, paste
againtoinsert another row. Excel, and all spreadsheets, will paste Spedial...
remember where they moved your work and automatical
adjust for these changeBicome shouldnow be incell A5. > Insert
Delete




Aligning Cells
Now we'll type some more. Go to cell

C3 SEPT (Type-in SEPTandtap the Enter key)

JEA!

Notice again hovBEPT is automatically left aligned. Logically, since you
are using Excel, the English version, the texefsdligned so that all of the
text entries will line up nicely in the column llWe would like taenter ; Center

SEPT in cell C3. Click on cellC3 to “mark” the cell. One way toenter

SEPT is to simplyclick-on the Center button in thebutton bar at thetop

of the screenMake surethat you aréON cell C3,thenclick-on thecenter button (see image
aboveright). You'll notice that SEPT is now centered in c&#.

[SEFT __l
| cut
153 Copy
il paste Here is another way tenter SEPT. Click RIGHT on
- [ cell C3. Then click orFormat Cells.
Insert
Delete. ..

: Clear Contents
A InsertComment

. Format Cells
|_’§?' Format Cells...

Mumber | Alignment Font | Border | Patterns || Protection |

Text alignment Orientation
When theFormat Cells Menu Horizontal: .
appears, click-onthe—  e—(—-Center v| \d
Alignment Tab and then Vertical: R T
click-on -- Horizontal - ——)M v| i Text —*#
Center --Vertical - t .
Center -- then clickOK. Try it. .t

Text contral hd

|:| Wrap text

[ Shrink to fit Degrees

This is how you can align words

for neatness. You can also point Rigth_giif per

to several cells you want aligned R

and do this. We'll try that next. = :
|C-:untext b

QK ] [ Cancel




Now type the below text in the cells indicated.

D3 OCT
E3 NOV
F3 DEC
G3 MONTHLY TOTALS (tap theEnter key and themrorrect the width of

this column)

Next we’ll highlight cellsC3 through G3. To do this, point t&€3 and click theLeft

mouse button Then,holding down the left mouse buttomlrag the mouse to the right
through G3 — when the cells are highlighted — takgour finger off of the left mouse button
Thenpoint to thegroup of cellsand click the'ight mouse button to bring up tfi@rmat Cells
menu. Click orAlignment and choos€enter (vertical & horizontal). Then point tdOK and
click theleft mouse button. All of the cells will then be astesed.

| B T G | H |
Janie's & Greg's Budget

[ SEPT OCT MOV DEC MONTHLYTOTALS!

You couldalsoclick theCenter button as you did before.

MONTHLY TOTALS will not fit its spacewhen you do this. Buyou know what to da
Move the cursor over the line between cells G arah#l drag the line to the right to widen the G
cell just like you did a few minutes ago.

Saving SpreadSheetS File | Edit View Insert Format 1
1| Mew... Cirl+M

We have done quite a bit of work SO now is a good 23 open Rl

time to save our spreadsheet. Poirftite in the

Menu Bar at thetop of thespreadsheet Point to Close

Save Asandclick-on Save As A Save As menu ~. | save Ctrl+5

box appears(like the onebelow). M Save As

Notice in theupper left corner that

there is abox’ to theright of Save In: Save in: (£} My Documents v
with adown pointing arrow to the . 5 Coligo Received Fies
right. Click-on thearrow. This will ‘) (=] My Data Sources

showyouall of the ‘drives” and
“folders” where you may save your wark



Save As E]

Savein: | Local Disk (C:) v @-21Q X Ci B

My Recent
Documents

* Tools -

€
Desktop

My Documents

9

My Computer

g File name: |my|:||_||:|getl v | O |

My Metwork
Places Save as type: |I'~"Ii|:r|:uscu1‘t Office Excel Workbook (*,xds) w | Cancel

When you see the drop-down list in the Save ima,actboose the drive where you want to save
your file. If you are going to use a diskettef a formatted 3 ¥z diskette in the A Drive then
click-on the3 ¥z Floppy (A):. We are going to save our file on the Local DiGK)  our hard
drive, so we chose that drive in the image aboget(p arrow).

To the right ofFile name:, delete the information (which is in the box) appe-in

MYBUDGET (seelower left arrow). This is the name under which you are saving ¥ite!

(In the future you will choose logical names fouygpreadsheets as you save them.) Now point
to Saveandclick theleft mouse button (sdewer right arrow ).

Exiting Spreadsheets

Edit

View Insert Format 1

Anytime you need to leave your spreadsheet simply

click onFile in themenu bar, thenclick-on Ex_it. If I = o : Crl+1
{v?lllj gsgg ;Z; E;\;e%%utrosgge:gsheet, a reminder box | -

Retrieving Spreadsheets

When you need teeturn to a spreadsheetyou first a2 Edit Wiew Insert Format 1
load Excel as you didbriginally (Page 1). When 1| New... Ctrl+

Excel is on the screealick-onFile in the _)L:? Open. . Cirl+0
menu bar theolick-on Open. :

10



The followingOpen menu screen will appear:

Laok in: Ied..-mcm Disk {C:) W1

3 _

My Recent
Documents

rlf‘ﬂ%

Desktop

My Documents

e &

My Computer

= | _
.i File narme: | o | s

My Metwork

Places Files of type: !AII Micrasoft Office Excel Files (%% =.xds; *.xit; =.htm; * [+ | Cancel _
r.'

Click on thedown arrow to the right of the_ook in: box (Similar to the arrow in the Save in:
box — sedop arrow). Click-on the3 ¥z Floppy (A:), or the drive or folder you chose. Files
saved on a disk or in a folder will appear in to& below. Click-on your file MYBUDGET ),
and therclick-on Open. Your file will open. You could alsdouble-click quickly on the file

to open it

Also, if you have not done so alreadypve your cursor slowly over the "buttons” located
below the menu bar You will notice dlittle box appears that tells you what these buttons do.
These little boxes are calldaxt Help boxes. Many of them wiaveyou extra tlicks” by

using them.Notice, that undeFile andEdit in theMenu bar, there are amall folder (Open)
and adiskette (Save) Clicking-on them will take you directly to Opand Save.

Adding Numbers

Next we want to learn how to add numbers. Thegesaveral ways to do this. Each method has
its advantages and disadvantages.

To do this, begin bynoving your cursor to ceIC9, andclicking-on cell C9.

Always move to the cell where you want the answer
to be located.

11



TYPE-IN METHOD

We want toadd the three numbers in cel6, C7 and C8 To use this method/pe-in (using
the keys on the keyboard) the following in ¢e¥:

=Co6+C7+C8 4
5 [INCOME
Your spreadsheet should look like the 6 Parents
image to the right as you are typing in 7 Job
this equation. Note: you don't haveto |8 Investments 150
use capital letters — we only did this J Total |=C6+CT7+C8
because they are easier to “see” in the -
tutorial.
4
Now —tap the ENter key. Thenglick g INCOME S 100
on ceII_CQ again. Thetotal of these 7 Job 50
cells will nowappearin C9. g Investments 150
10
0w ~|B F U |E:
A =CE+CT+0S When you have completed typing your equation, yduseethis
B ¢ | formula inthe aredelow the menu bar

Changethe number in celC6 to 500 (andtap Enter). See how the tot&dUTOMATICALLY
recalculates!!!

THIS IS THE TRUE POWER OF THE SPEADSHEET !!!

Whenever a number is entered in a cell the entirgpseadsheet will
automatically recalculate.

Something happened here Notice how you typed in gequal sign)= before the cell
location. If you had simply typed in C6 + C7 + C8, Excalwld have thought this entry was a
word (text) and this entry would have shown as you typed it.

Try this if you want. Any time you “create” an eriin Excel, you can simply re-type or edit the
formula to correct the error.

TheType in Method is really easy if you havefaw numbers and can see their cell locations
on the screenlf you have a lot of cells in the formula, whictean several screens, this is not
such a great method. The next method will wordtdeétter for numbers “all over the place.”

12



Subtraction, Multiplication, and Division

You can put ira (minus)- for subtraction, (asterisk)* for multiplication , and (slashj for
division. As you become more capable we'll, build somiy fidrmulas — using these features.

Point Method

Move to cellC9 again anctlick-on it. We'll now add the numbers a second wagp the
Delete keyon thekeyboard to deletethecurrent formula.

First, tap the= and therPOINT (move) thecursor over cellC6 usingthe mouse tap theleft
mouse button on cell Cqyou will see a marquee box go
around the cell). Nowap a+ andmove cursor toC7,

tap theleft mouse button,andtap anothert andmove Parents
the cursor taC8 and taptheleft mouse button(notice Job T 50
how as you' + and point " the additiorformula is Investments L. 150¢
being built in cell C9), nowtap Enter. Thesame Total =CE+CT+C8

formula can bebuilt using thearrow movement keys

on the keyboard(except that you don’t have to click-on

each cell as the cell is marked - as you move toava). Notice, as you arentering the cell
addressesthat as you place anotherin theformula, that thecursor “returns” to cell C9.
Also notice, as youoint to eactcell that it ishighlighted by a ‘marquee box” This “tells”
you whatcell you've pointed to. Pretty neat!

This method is goodwhen you need to move tmmbers that are spread out all over the
place Some people like it best and use it all the timgs your choice.

Function Method

Move again tocell C9. Deletetheformula bytapping theDelete keyagain.

Now type in the following =SUM( Total |=sum
| SUM{numberl, [number?], ...} |

[This tells Excelthat we are going tsum somenumbersin aRANGE which will follow the
=SUM(]

There aréwo waysto put in this range:

13



Arrow Key and Anchor Method: With thekeyboard arrow keys, move the cursor to cell
C6. As you move you will notice that tleell where the cursor is locategppearsatfter the
=SUM(. When you get t&6 tap the. (Period) Key. This is called aNCHOR andholds
one endof theRANGE in place. You will notice that @6:C6 appearsin theformula area
under the button bar. This is aone cell range Nowmove, with the arrow keys, to cell C8
See how cell€6, C7 and C8 are highlighted This indicates thRange is C6:C8 Excel
assumes, logically, that these are the numbersvgmiti to add. Nowap Enter. The numbers

still add, but now the formula reagSUM(C6:C8) instead of =C6+C7+C8 like it did before.

Mouse Method Move again tocell C9. Deletetheformula in cell C9bytapping theDelete
key. Typein SUM( as you did beforePoint to CellC6 —with yourmouse cursor Click
and hold down the left mouse buttorandmove/dragthe cursor down to ce€t8. (Cells C6,
C7 and C8 should be highlighted.) Ntap Enter.

This=SUM Function is agreat wayto add a lot of numbers, or a block/range of numbers
By simply anchoring, and using page downs, or uiegnouse, you can highlight lots and lots
of numbers to add quickly. However, since it asiynsyou can't do subtraction, etc.

Point to cellC9 again. Tap theDeletekey to remove the formula currently in cell Cbhis is a
really important DELETE , since what we’ll explain below won’t work corricif you do not
delete the formula in cell C9.

Functions /

There are a number @rmulas built into Excel, like Sum. ) - - | o4 WL E -
These formulas are call&édinctions. Below the Menu Bar Sum I

(seeright) you will see a “sigmaz with asmall down 1 Average
triangl e to theright of the sigma (searrow ondiagram to 1
theright). Click on thedown triangle. The drop down g
menu that you see on the right will appear. Mool to

More Functions andlick-on More Functions.

Count

Max

Mir

More Functions. ..

Two menu screensvill now appear at thesame time An “Office Assistant’ will appear (see
imageonleft of next pagg and you camsk it questions(the little assistant may be a paper clip
or just about anything). THasert Function menu screenwill also appear(seeimageon

right of next pagg. The two menu screens work together to assisiwten you are using
functions.

14



Insert Function

L i i

— B
- Dffice Search for a function:
| Assistant
7 Type a brief description of what you want to do and then | | Go
{1 vihat kind of help dick Gol
il
4 wouilel yau ke Or select a cateqory: |I'~"I|:|st Recently Used W |
P mm e — - 1
& Helpwith ;
:1_1’|_i5: fe_a_tl__Jr_E_.r Select a function:
@ Helpwith
sormething
elze HYPERLIME
COUNT i
MAX
SIM ~
SUM({numberl, numberl,...)

Adds all the numbers in a range of cells,

Help on this function K. ] [ Cancel

Let’s work with thelnsert

Insert Function . .
Function menu screenClick -

Search for a function: _~ On thesmall down arrow to
Type a brief description of what you want to do and then G the right of Or select a
diick Go category: (seearrow atleft).

Or select a category: | Most Recently Used
Most Recently Used

In the drop down menu that
appears you can see that there
are all kinds of formulas
(functions) that come with
Excel spreadsheet (e.g.
statistical, mathematical,
financial, etc.). Instead of
having to go to math, financial,
or statistical tables in a book,
you can enter data from your
spreadsheet into the formulas
and receive answers.

Select a function:

Statistical

Lookup & Reference
Database

Text

Loaqical
SUM(numberl,nu Ingormaﬁcun

Adds all the numbers in a range of cells,

Help on this function [ QK ] [ Cancel ]

This is a really great, timesaving feature. Wieiv show you how to use the Help features of
Excel 2003 to work with and understand these fonsti

15



Maost Recently Used b_!
Most Recently Used

Financial : . .

Date & Time = Click-onAll in thedrop down menu
Math & Trig
Statistical

Lookup & Reference
Database
Text
Logical
Inﬁ:urmaﬁu:uq_

The Select a function menuwill look like theimage below

Select a function:

ABS s

>
(]
%]
=
£

ABS(number)
Returns the absolute value of @ number, a number without its sign.

Look at all the functions (formulas)! We’'ll jusbghrough how to use the addition formula
(SUM) in this tutorial. If you need these formulaghe future, you’ll know they’re here.

Usetheelevator bar on theright side of the Select a function menu screem¢éoe downthe
list until youseeSUM. Click-on SUM.

Select a function:

STEYX
SUBSTITUTE
SUBTOTAL

(>

SUMIF =
SUMPRODUCT
SUMSQ

SUM{numberl,number2....)
Adds all the numbers in a range of cells,

[ £

Thenclick-on OK.

16



Remember, youclicked-on CellC9 — which was émpty” because you deleted the formula in

that cell. \

9 Total licsce) |
Function Arguments @

UM
Number1 | = £300:50; 150}
Number2| =

= 500

Adds all the numbers in a range of cells.

MNumberl: number 1,number2,... are 1 to 30 numbers to sum. Logical values and text
are ignored in cells, induded if typed as arguments.

Formula result = 500

Help on this function [ QK ] [ Cancel ]

When youclick-on OK, theFunction Arguments menu screerapove will appear. If you

look at thetop of the screenin theSUM area, you'll seethat Excel 2003 hagjiessed that

you desire tadd thenumbers above cell C3- where you clicked in your spreadsheet. Smart
Excel! Notice that it indicates thatells C6:C8will be added (sum cells C6 through C8 — the

colon () means “through.” It also indicates themiers in cells C6, C7 and C8 and give you the
sum {300;50;150} = 500 (right arrow above).

But it’s a little unclear how Excel did this. Thklp in Excel Functions is excellent. So, to see
how this SUM equation works, we’ll go to Help. @o this,click-onHelp on this function in
the lower left corner of the screeseé lower left arrow above

-..a'--‘-;-. H
F = &

= Show all
SUM

See Also

Adds all the numbers in a range of cells.

On the right side of your screen you veilea Microsoft Office Excel Help window appear
(similar to the oneabove that will show youhow to usethis SUM function (or any function).

17



One of the reallypeat things about these Help windows is that thereezeanplesfor each
function. Wemoved down theSUM help screenusing theeslevator bar on theright of thehelp
screen Thebottom of the screetooks like theimage at thetop of the next page Spend a
few minutes looking at the SUM Help window and netall of the features.

Example
The example may be easier to understand if you copy it to a blank worksheet,
P How?
A
1 Data
2 -5
3 15
a 30 -
55
& TRUE
Formula Description (Result)
=5UM({3, Z) Adds 3and 2 (5)
=SUM({"5",  Adds 5, 15 and 1, because the text values are translated into
15, TRUE) numbers, and the logical value TRUE is translated into the number 1

(21)
=5UM(AZ:A4) Adds the first three numbers in the column above (40)

=SUM(AZ:A4, Adds the first three numbers in the column abave, and 15 (55)
15)

=5UM(AS, AR, Adds the values in the last two rows above, and 2. Because
2 nonnumeric values in references are not translated, the values in the
column above are ignored (2)

—

Thebottom of the
SUM help screen
looks like the
imageon theleft.
Notice that it gives
you examples
from a small
spreadsheet that
has data in cells
Al through A6. It
uses these numbers
in the examples at
the bottom of the
help screen.

When you have reviewed all of the help you carsetcarefully click-on theX at theupper
right corner of theMicrosoft Office Excel Help blue bar to closethe Microsoft ExceHelp
window. If you accidentally close the spreadsheet, simpleply yes to Save, and then re-
open the spreadsheet as you did on pages 10 & 11.

9 Total lccece) |
10
Function Arguments @
SUM
TheFunction nemberl SHCHI = {300;50;150}
Arguments Number2 i

menu screen
will still be on
the screen.

Adds all the numbers in a range of cells.

Formula result = 500

Mumberl: number 1,number2, ... are 1 to 30 numbers to sum. Logical values and text
are ignored in cells, induded if typed as arguments.

300

Help on this function [

Ok

] [ Cancel
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If the Office Assistantis still on the screensimply point to it analick theRIGHT mouse
button. A pop-upmenu will appear. Click-onHide. This will put the Assistant away until we
need it again

Function Argumenkts

14

Mumber1 I 6o
Mumberz I

Adds all the numbers in a range of cells,

Mumber1: number1,numberz, ... are 1 to 30 numbers to sum, Logical values and kext
are ignored in cells, included if typed as arguments.

Formula result = oo

Help on this Funckion (8]4 I Cancel |

As you can see, in the area to the righlaomber 1, the “Wizard” hasguessed”that you want
to add the numbers in the rangé to C8 Now that you are becoming proficient with Excel,
we’ll try something specialCarefully, point to somé‘plain part,” in thegray area above.
Click andhold down theleft mouse button, andrag the aboveSUM box “away” so that you
canseeyournumbersin C column cells When you have done this, release the mouserbutto
Now click-on the ‘small box' on theright edge of theNumber 1 area (see arrow above)lt

has a littlered arrow in it.

Thebelow Function Arguments window will appear.

Function Arguments

CoiCE+C0:C8

Highlight cellsC6 to C8in the spreadsheatlick-on C6, hold down the left mouse button,
and drag until the three cells are highlighted. A “marquee” will begin toflash around the
cells, indicating they are highlightekkit arrow above). TheFunction Arguments area will
appear as above Nowclick-on thesmall button on theright of thecell (see right arrow
above. Thenumberswill showin the area to theght of Number 1. Now,click-onOK at
thebottom of the Function Arguments menu screen You'll seethat theSUM formula
[=SUM(C6:C8)] shows in the formula area at the topf the screen This is a really handy
method to highlight a “group” of numbers you wamadd.
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AutoSum METHOD - >

Since we add numbers more than any other operatigpreadsheets, Excel
spreadsheet has an additional featukato Sum. Move to cellC9 againand E
tap thedeletekey toeraseyour last formula. Novook at theupper area of

thescreen just below the menu bar, foa (summation) symbdjutton.

Point to it and click with the left mouse button. WOW !!
Automatic addition!! Notice that thecells you'd logically
desire to add, havemarquee around themand that the
SUM function is displayed in ce€9. You'll need to
confirm that this is theorrect formula. Sotap theEnter i‘;s-gr;,lm]

key and the SUM function will now be set in c€®. Any |SUM['““mber1r |
time you want to add using this method just clicktioe cell

where you desire the total to be and click-on fhe

This would be a good time to save your work.

PERIODICALLY SAVE AND REPLACE YOUR WORK IN CASE YOU LOOSE
POWER TO YOUR COMPUTER

Now move to cell C17 and add the total Expenses oells
C13 to C16 -using each _of the four methods

While you aren cell C17, go ahead anplace a line at the top of cell C11sing the format
cells — bordemethod that you learned oRage 5.

Subtraction

In cell A19 type-in Net Income Next,adjust the width of column A (Page 6).

Click-on cell C19

In cell C19we want tasubtract ( - )the amount in foExpensesn cell C17 from the amount for

Incomein cellC9. This can be accomplished by using eitherTiyyge-In Method orPoint
Method. Go ahead and do this. Don'’t forgetap theEnter key toconfirm yourformula.

The formula should look like =C9-C17

More Cell Formatting

We want ounumbersto look better. To do this we'll includéollar signsanddecimal points
in ournumbers. This is done bysing the mouse. Pointo cellC6, hold down the left mouse
button anddrag down slowly to highlight cellsC6 through C19 Yourscreenshouldlook
like the one at theop of the next page
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4

5 |INCOME

B Parents 500

[ Job 50

8 Investments 1560

19[] Total o Now point anywherein thehighlighted area
P andclick theRIGHT mouse button A pop-up
12 |EXPENSES menu will appear Click-on Format Cells (like
13 Food 30 you have done before).

14 Beverages 50

15 F'grhes 150 Clear Contents /

16 Miscellaneous 70

17 Total — 300l | Insert Comment /

18 |§* Format Cells. ..

19 |Met Income 400 - )

20 —n Pick From Drop-down List...

Click-on theNumber “Tab” at the top of thd&-ormat Cells menu screen Point toCurrency
andclick-on Currency.

Format Cells

Mumber | Alignment Font Border || Patterns || Protection

Category: Sample
General £300.00
Mumber
Decmal places: |2 %
Accounting
Date Symbal:
Time 3 » |
EFE;EEEEQE Megative numbers:
Scentific
Text £1,234.10
Spedial (£1,234.10)
Custom ($1,234.10)

Currency formats are used for general monetary values. Use Accounting
formats to align dedimal points in a column.

K ] [ Cancel
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Noticeseveral things Theright side shows thenumber of decimal places. The & the
default for centsWe'll use 2 Notice abovetheDecimal Placeghat there is aampleof what
ournumber will look like. At the lower right ishows how negative numbers can appear,
depending oryour choice When a negative number is calculated, it wijpegr with your
choice. Nowclick-on OK. All the numbers now have $. If you have largenbers that are
"too wide" for the currentolumn width you will seesomet########n thecellswhere these
numbers are located. If this occurs in your spgbadt, go ahead amdden the columns as you

did previously Page §.

4
5 (INCOME

b Parents

i Job

8 Investments
g Total

10

11

12 |EXPEMNSES

13 Food

14 Beverages

15 Parties

16 Mizscellaneous
17 Total

18

19 [Met Income

20

Division and Percent

$500.00
$50.00

$150.00

5700.00

$30.00
$50.00
515000
570.00

$300.00

40000

Your spreadsheet numbers should now look like
the one on the left.

Now move to cellA21 and type in the worBercent.We're going to calculate a fun percentage
to show you how division works and give you someearmractice with numbers.

Now move to celC21. Using either th@ype-In Method or thePoint Method, divide (/) the
amount fodincome in cell C9 by the amount foExpensesn cell C17.

[The formula should look like =C9/C17]

This will give you a horrid number so why not pytercent symbolwith it. Now we’ll repeat
what we didabove to format our $$$$.

Point to cellC21 and click theRIGHT mouse buttonPoint to Format Cells, thenclick the
Number tab, thenclick-on Percentage. Select zero ( O ) Decimaldees Click OK. Ta Da

I'a %.
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Copying

Now, point toEdit in theMenu bar. Click theleft button. Point taCopy in
the menu that appeasSlick theleft button. The menu disappears.

You will notice that once again, when ydighlight an area, anarquee of
running lights movearound thecopy area So, you'll know you
highlighted the correct aream@ageonright).

Now we'll tell the programvhere to copythe information. Point to cell6,
click and hold down the left mouse button and draglown and to the
right to cell F21 (This will highlight three columns-- OCT, NOV, DEC --
to copy to.). When you have finished your hightig, your screen should
look like the one at theop of the next page

A B B
1 Janig's & Gr
2
3 SEPT C
4
5 |INCOME
4] Parents $500.00
T Job 55000
B Investments $150.00
g Total §700.00
10
11
12 |EXPEMNSES
13 Food $30.00
14 Beverages $50.00
15 Parties $150.00
16 Miscellaneous 570.00
17 Total $300.00
18
19 [Met Income 5400.00
20
21 |Percent 233%_

We could repeat what we did to this point and
fill in the Income and Expenses for each of the
remaining columns. There issanpler way to

do this. Assumingour income and expense
amountsare about theame,throughout the
months, we want toopy theamountsin

Column C to ColumnsD, E and FE This will
require two “steps.”

Move your cursor to celC6. First, we'll
highlight what we want to copy next we'll tell
thespreadsheet where we want to place what
we've copied So, point taC6, hold down the
left mouse button and drag down the column
until cells C6 through C21are high-lighted.
Your highlighted area shouldlook like the one
on theleft.

$300.00)
$50.00]
%150.00)

550000}

$30.00]
$50.004
$150.nn§
$70.009
 —
$300.00}

L
$200.00]
i
L

167%4
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A | B | ¢ FaB e e
1 Janie's & Greg's Budget
P
3 SEPT QcT MOy DEC |1
4
5 |INcOME
] Parents E $500.00]
7 Job | 550.00y
8 Investments ! $150.004
g Total v $700.00)
10 : \
11 E :
12 |EXPENSES ; \
13 Food | $30.00y
14 Beverages y  $50.004
15 Parties y $150.00¢
16 Miscellaneous | $70.00
17 Tatal v 530000
18 : :
19 |Net Income | 5400 00}
20 ; :
21 |Percent L 2339 1
of o

Now point toEdit in theMenu Bar again andclick theleft button. Point td?aste Click left
button. Wow !" All those numbers and dollar signs and formias - EVERYTHING - was
copied in a flash!! That sure saved us a lot of tim

|[INCOME
Parents $500.00 $500.00 3500.00 5500.00
Job $50.00  5$50.00  $50.00 55000
Investments 150,000 $150.00  $150.00  $150.00
Total 5700.000 5700.00 5700.00 5700.00
|EXPENSES
Food $30.00  $30.00  $30.00 53000
Beverages 550.000  §50.000 50,000 §50.00
Parties 5150.000 515000 5150.00 5150.00
Miscellaneous 570.00 570.00 570.00 570.00
Total 5300.000 5300.000 5300.000 5300.00
:Net Income $400.00 5400.00 3400.00 540000
:F'ercent 233% 233% 233% 233%
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Click on acell away from the areawhere thenumbers are located. This will “turn-off” the
highlight. Tap the Esc keyand themarqueewill also disappear.

Note: You can also utilize the copy and paste bigins in the button bar to do this if you
desire.

wl

—|_==|

Changeafew numbersin eachof themonthsin both theincome andexpenseareas to
seehow the spreadsheet works(This will make the graphs we’ll create more isai
when we create them later in the tutorial.)

This would be a great time to Save again.

Now for something to do on your own.

| F_| <]
Entering formulas in the Monthly Totals
Column DEC MONTHLY TOTALS
Move to cellG6 under the titlMonthly Totals. $300.00: 51,200.00;
Choose one of the formulas you learned earlier $50.00
to add each of the amountsn Parentsfor the —5150.00
four months. Use any of the four methods you $500.00
desire Yourspreadsheeshouldlook like the
one toright, just before you copy the formulas
$30.00
550.00
MONTHLY TOTALS $150.00
370.00
$300.00
$1,200.00
$200.00 5200.00 1
$600.00
$2,000.00 After you have completed your formuwapy it to cellsG7 through
Eggg <= G19. You will see soméstuff (zeroes)" in cellsG10, 11, 12, and
50.00 18. This is because there wamothing there" to add. So, go in
£120.00 andclean-upthese cells bygleletingthe zeros in these cells.
$200.00
$600.00 Next, go tocellsG9 andG17 andunderline like you did
$280.00 before Page 5.
$1.200.00
$0.00
$800.00
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: MONTHLY TOTALS
Copying Percentage Formula

Notice thatwe didn’t copy the percentageformula when we $1,500.00
started this last copying effort. If we had copee8UM $200.00
formula, it would have added the four percentags'e don't $750.00
want the sum of the percentages. Wt apercentageof 52.450.00

just the Monthly Totals. So, we need to copy tlescpntage
separately. Nowgopy thepercentage formula in celF21to
cellG21. Now put & in cellsG6 through G19if you need

to, and &6 in G21. Yourspreadsheet column Ghould EEEE
look something likethe image on thaght $655.00
5310.00

51.545.00

This would be a great time to Save again. 5905 00

159%
Absoluting (and multiplication)

There are times, when we are working with a spteaets that welo not wanta cell to

"roll" to the next columnwhen weusethecopy feature of the spreadsheet — like it did in our
last copying exercise. Tgiop thecellsfrom “rolling” we utilize something calledbsoluting.
The following is an illustration of absoluting.

Go to cellA23 and type-irNumber. Go to cellA25 and type-irResult
Go to cellC23 and type in & —andtap the Enter key.

We'll nowcreate a formulato multiply ournumber timesNet Income You may use either the
Type-in or Point method. Go to cellC25, and type-in a formula taultiply cell C23 times cell
C19.

The formula should look like:=C23*C19

The result inC25 should bawo times the net income in cell C19

Now copy the formula in celC25to cellsD25, E25, F25 and G25Your row 25 should look
similar to the one below.

25 [Result $460.00 50.00 50.00 50.00 50.00

Uh Oh!ll Where did all of those "0's" come from?
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Point to each of the cellB25, E25, F25 and G25Notice, as you click on each cell and look
at the screen, how C28the cell with the 2)rolled" and became D23, E23, F23 and G23

(which are blank - this caused the0's"). A blank timesa number is a “OWe want the 2
to be in each formula and not to "roll".

To do this we utilize something callédbsoluting or Anchoring.

Go back to cell C25 Now we'llenter the formula again but alittle differently
(to anchor the 2.

Type-in a=C23 (or you could type = and point to C23)NOW, tap the F4 key.

Notice, in theEdit bar at thetop of the screenthat the=C23 changes to: $C$23 (This
tells you that celC23 is absolutedoranchored The"$'s" indicate theabsoluting.) Now
finish the formula by typing in or pointing €17 as before. Tagnter.

The formula should look like: $€$23*C19

Now copy theformula in cell C25to cellsD25, E25, F25 and G2%&gain. Your row 25 should
look similar to the image below.

25 |Result 3460.00 $630.00 $560.00 §$160.00 51.810.00

The numbers should now lberrect. Point to cellD25, E25, F25 and G2%like you did
before). You will notice thé$'s" havecopiedthe=$C$23to each cell (absolutingand the Net
Income figures have rolled as they should. Ab&oduis something you should know and
understand.

Pause and reflect- Look at all you have accomplished. If you waatig and change
some more numbers or change the income and exp#gesd¢o something you feel is
more fun or appropriate, please do so.

This would be a great time to Save again.

The next important lesson is to learn howtmt. This done with a few easy steps.
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Printing
First, moveto cell Al.

All of the Windowsspreadsheetdry to figure out what you want to print. Sometimes they'mght,
sometimes they'rerong. So........

The most important thing with printing is to tell t he printer what to print.

Unlike a word processor, yonay needto highlight what you want to print. For the moment,
we’ll assume that Excel 2003 will “guess” correctiynd that you have not “clicked” somewhere
that will cause a problem. If you do have problernich we’ll know in a second, we’ll show
you how to take care of the problem a bit later.

It's usually a good idea s®eewhat ourprintout will look like — before you

printit . First, we'll use @rint Preview to “seé€ what our spreadsheet 100KS sy %
like. To do this we’llclick-on thePrint Preview Button in the Button Bar.

Point to thePrint Preview button ancclick on it.

A picture, of what ourprintout will look like , appearson thenext page

Microsoft Office Excel 2003 - mybudget.xls

[_ Zoom ] [Print...] [SEth...] [Margins] [Page BreakPreuiew] [ Close ] [ Help ]
N

At thetop of thePrint Preview screenyou will seethebutton bar above We’ll use a number
of the buttons on this bar to assist us with ourtjmg.

Notice that theNext andPreviousbuttons at théeft end of the bararenot highlighted with
text — they are just gray. Thiseansthat the buttons amot “active.” Thisindicatesthat we
areOK with our spreadsheet — itadl on one page If we saw that the Next button was active,

this would mean that there are other pages toeagsheet. If you'llook at thelower left

corner of thePrint Preview screenyou’ll see: Preview: Page 1 of 1Thisconfirms that our
spreadsheet @n one page If you do not see this “combination,” we’ll show ya how to
take care of it later.

If you do see this combinationclick-on the Print button. Click-on OK in thePrint menu
screenthat appearsLabel this printout as: Default Spreadsheet Printout
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Janke's & Srags Budget

SEPT oCT RO DEC MONTHY TOTALS

NCOME

PaEnts F400.00 30000 FF000  F500.00 ¥1,500.00

Joy 35000 335000 35000 350.00 320000

nvestments 315000 5135000 330000 315000 375000

— I —r————

Tokal F600.00 350000 FE50.00  FV0000 3243000
EXPEMNSES

Food 350.00 33000 310000 320000 338000

Beverages 35000 33000 25000 35000 220000

FPalles 320000 3500 315000 330000 5500

Miscelianeos 7000 10009 F70.00 F70.00 F310.00

Tatal 337000 518500 FIT000 3E2000 3154500
Met Income F230.00  F1500 FZE0.00 F60.00 20500
Percent 162% 270% 176% 113% 159%
um ber 2
Resul 345000 553000 356000 316000 31.51000

Next, notice that anifnagée’ of your spreadsheet appeardelow thebutton bar (above).

If you move your cursor over the spreadsheeyou’ll notice that the

cursor changesfrom anarrow to atiny magnifying glass If youclick the

left mouse button yourmagnifying glass will “zoom-in” on the exact @l
spot where the magnifying glass is locatedlf you click-again, it will NEONE
zoom-out Try this a couple of time. It is a really harfdgture.

Now click-on Setupin thetop button bar.

Microsoft Office Excel 2003 - mybudget.xls

Previous [ Zoom ] [Print...] Setup... [Margins] [Page BreakPreuiew] [ Close ] [ Help ]

ThePage Setup menu screeat thetop of thenext pagewill appear.
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: Margins || Header/Footer Sheet
Orientation
[
) Portrait (%) Landscape
Scaling Options...

(® Adjust to: [125 |3 % normal size

) Fitto: |1 % | page(s) wide by |1 |l
Paper size: Letter w
Print guality: | 300 dpi L

First page number: Auto

[ Ok ] [ Cancel ]

Notice that thdage Setupmenu screemdicatesthat you are ifPortrait view. Now we’ll
enhancethe spreadsheet to make it a bit more presentadibliweOrientation areaclick-in the
small circle in front of Landscape (see arrow above)The spreadsheet will now print on the
page as indicated. Next, in tBealingareaclick-in the box to the left of % normal size
Using either thetp/down” arrows, or by typing in the information, change the sizel?5.
Then click-onOK.

Your spreadsheet will now be larger and fill thegramore appropriatelyClick-on Print and
when this spreadsheet comes out of the printet iablndscape — enlarged to 125 %

Go ahead anddjust the “size” of your spreadsheet so that it becotoedarge to fit on a single
page. Set th8calingto 200andclick-on OK. When you return to the Preview screen,Nleat
andPreviousbuttons at the top will now hkactive, and you'll seél of 3 or 4 pagesn thelower

left corner of the screen. Go ahead and click-on the NextRaedious buttons to get a “feel” of
the “size” of your spreadsheet. If you click-onnP(please don’t do it), you'll get these 3 or 4
pages. If you made a mistake when you createdgieadsheet, you might see that you have 58
pages in your spreadsheet!

Now, click-in thesmall circle to theleft of Fit 1 page(s) wide by 1 tall in the Scalingrea and
make sure that pageis set. Excel 2003 will noweturn your spreadsheet tmepage. Try

other things here. Work with tiargins, Header/ Footer, and Sheetabs at the top of the
Page Setup menu screen. Any time you desire b, g ahead and do so. This will give you a
feel for how the spreadsheets will print. When goe finished, simply click-o€loseand you

will return to your spreadsheet.

Many folks ask how taenter a spreadsheet on the pagerThis feature is located Margins at
the bottom of the Margins screen. Simply clickMargins at the top of the Preview screen or
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on the Margins tab when you are in the Page Setges.
Many folks also ask about how to plagredlines andshow the row and column heading$A,

B, C and 1, 2, 3) in their spreadsheet printodisis feature is located on the Sheet tab in the
Setup screen menu.

Cure for the problem — if you have too many spreadset pages.

Simplyclick-oncell Al andhighlight your

spreadsheet dowthrough cell G25 This time il

however after you've highlighted Al @al

through G25, click-on File in theMenu Bar O Page(s)  From: v | To: §
and therclick-onPrint. In thelower left Ermt what

corner of thePrint menu screenyou will see ® Eeiecion e

anareathatlooks like the image on the righIA' O Active sheat(s)
Click-in thesmall circle to the left of

Selection This indicates to Excel that you only want topthe area you’ve highlightedClick
OK. Only the section that you've highlighted wilipi: You can still modify your
spreadsheet if you desireOnce you've clicked by Selection, you may cligktbe Preview
button in the Print menu screen and you will speeaiew of your highlighted area. Follow the
instructions above to modify as you desire.

Now we'll call it a day and close Excel 2003 forntfows. First, let'saveour work one more
time. If youforget, Excel will remind youto do it. What a nice program!!

Point to theEdit menu and click the left button. PointEait. Click theleft button. That's it for
now.

When you return, we'll retrieve our work and do samally neat graphics. To open your
spreadsheet again, follow the instructions on Pagemnd 11.

Graphics

This will be a lot offun. We are now going to turn your spreadsheet nusnbé&s graphics --
bar charts, pie charts, etc. This will greatlyistsgou when you display and explain your work.

Before we do this there are a coupleasisentiakteps First we have ttell an Excel 2003
"Wizard" what we want to chartand therwere we want the chart to go.

First: in cellB9 type-in Income (to replace the wordTotal). Next,type-in Expensesn
cell B17 for the same reason.

VERY IMPORTANT..........

Something new...Hold down the left mouse buttonandhighlight cells B3 to F3 Next
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HOLD DOWN theCtrl key at thebottom of the keyboard andwhile you are holding it
down, highlight cells B9 through FQ You will nowsee two "ranges" highlighted Hold
down the Ctrl again, andhighlight cells B17 through F17 These three ranges will
make up your chart. The x-axis will be made ugéf F4. And, the two sets of bars (series)

will make-up Income and Expense. When you completeabove instructions, your screen
should look like the one below.

A B e D E b
1 Janie's & Greqg's Budget
2
5 SEPT OcT NOV DEC |
4
5 |INCOME
B Parents $400.00 $300.00 $300.00 $500.00
7 Job $50.00  550.00  550.00  550.00
B Investments $150.00 $150.00 $300.00 §150.00
g Income 5600.00 $500.00 $650.00 §700.00
10
11
12 |EXPENSES
13 Food $50.00  §30.00 §100.00 5200.00
14 Beverages $50.00 55000 55000  §50.00
15 Parties $200.00 $5.00 $150.00 $300.00
16 Miscellaneous 57000 $100.00 570.00 570.00
17 [Expenses | $370.00 $185.00 $370.00 $620.00
10

If your spreadsheetoes not IookexaCtlyIike the one abovepleasdry again. This is a bit

tricky and it often takes even experienced spresetdiolks a couple of “tries” to get the

highlighting just right.
We'll use theeasiest methodor our first chart (graph).
In theMenu Bar click-on tolnsert, thenclick onChart. The

Chart Wizard — Step 1 of 4 Chart Typemenu screen will
appear (like the one at thap of the next page.
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Chart Wizard - Step 1 of 4 - Chart Type

Standard Types Custom Types

Chart type: Chart sub-type:
TheChart Wizard shows the
various types of charts in = Ear T m m
Chart type: (on theleft side |t Line
of the menu screen). g Ff.e

.o XY (Scatter)

s W

Examplesof the selected & Doughnut -
chart type show on thight iy Radar
underChart sub-type. We'll i Surface @
stay withColumn and the 91 Bubble o

chart selected for now.

Clustered Column. Compares values across

categories,
Click Next.
Qﬂnd Hold to View Sample ]
(o) (o)
Chart Wizard - Step 2 of 4 - Chart Source Data
Data Range Series
$500.00
$700.00
$£.00.00 ]
$500.00 +—
O Income
$400.00 1 B Expenzes
$300.00 +—
$200.00 +—
The Step 2 portionof the $100.00 .
menu appears (ahownon B e oot mov | Dec
theright).
Data range: =Ei|'|EET.1!EEIEE!:EFEE.Sl'lEn':tl!EEIE'E':EFE'E'.Sl'lEET.I!EEiE1..
Series in: (%) Rows
) Columns
’/
. Cancel ] [ < Back ” Mext = ] [ Einish
TheWizard (on thelast

page shows youvhat your
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chart will look like. The ‘fanges' you selectedoriginally areshownin theData range: area.
If you did not highlight as indicated, your chart won't "look right. " Your chart should
look like the example above If you click-on theSeries tabat thetop of theWizard screen,
you'll see a new Wizard screen that shows you wtlexdncome and Expenses series came
from. Click-back on théata range tabat the top. Novelick-in thelittle circle in front of
Columns. The Wizard willindicate that the chart has beerotated” 90 degreesand thus the
axis has changed. This is often called a “pivBlitk-back in thesmall circle in front of Rows.

Click Next again.

Chart Wizard - Step 3 of 4 - Chart Options

Titles Axes Gridines | Legend || Datalabels | Data Table

Chart title:
Janie & Greg's Budget Janie & Greg's Budget

Category {X) axis: $500.00

Months $700.00 —
$600.00
$500.00 -

£400.00 4

Dollars B Expenses
$300.00
£200.00
$100.00 - F
$0.000 4 T T T

ZEPT acT MO DEC
Month=

Value () ais:

O Income

Dollar=

[ Cancel ][ < Back ” Mext = ][ FEinish ]

The Chart Wizard Step 3 of 4 menu will appdatles (similar to the image above)Click-in
theblank areaunderChart Title. A flashing cursor will appeaiType-in your name with an
apostrophe (‘) s and the word Budget (ex. Janie'suglget). Now, click-in thearea under
Category (X) axis:and type irMonths. Next,click-in theareaunderValue (Y) axis: and type
in Dollars. You probably noticed that as you entered thiédles tthe chart in the area on the
right of the Wizard changed to give you an “instareview of your final chart. You will also
notice that there are sevetabs at thetop of the Wizard.Click-on eachof thetabs andsee
what “they do”. Notice how some change axis andipgrid lines. Thdegendis thesmall box
on theright, whichindicateswhat thecolors of the ‘bars” represent (Income and Expenses).
Click Next one last time. Th&tep 4 pageof the Wizard will nowappear (image at théop of
thenext pagg

34



Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

@ hsnewsheet | EETT|

) as object in: |5heet1 " |

[ Cancel ][ < Back ]

This is the final Wizard page. You'll notice thatisks youvhere you want tgout your chart.
Since this is your first chart, it is best if yoelectAs a new sheet(seearrow above). This will
put your chart on aew tab calledChart 1. Now click-onFinish, You'll see that you chart has
a tab of its own at the bottom of the screen, dilid™an entire screen.

7 P

WOW!IT - There's your chart. Again, notice that Excel mdanew tab at the bottom of the
spreadsheet that sa@bart 1. Any time the numbers change on Sheet 1, the bars @hart 1
will reflect the change automatically! Click on theSheet landChart 1 tabsto get the feel of
going back and forth between the data and the.cidier you make your changedick on the
Chart 1 tab and you’ll see how the chart has changed.

Now it would be a good time to Save again.

In Excel 2003 when you save yowpreadsheetyou also save yougraph. Your graph is saved
wherever you are working in the graph.

Changing (Renaming) Excel 2003 Tabs

If you would like to have logical names for yourdek 2003 spreadsheet tabs — rather than
Sheet 1 and Chart 1, we’ll now show you how tohds.t

At the bottom of yourspreadsheetyou
will see youtabs (like theimage on the
right). To change the name of one of
the tabsplace your cursor over a tab = |
andclick theRIGHT mouse button. Rename |
We’ll change the name of Chart 1 first. Move or Copy...

% Chartl / Sheetl / Sheet2 / Sheet3 /

Select All Sheets

When you click the Right mouse button the drop dowenu
screen to the right will appea€hoose Rename

When you choose Rename, tBeart 1 tab will “turn black” — G| View Code
like theimage on theright. As soon as you see this, type in the [H H\m}{"
name you want for your chart Wetyped in Budget Chart.

Tab Color...
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As soon as we began typing, the tab name changédn we
finished, our chart tab looked like the one onright. % Budget Chart {

Go ahead and name your Sheet 1 tab something ogoall than
Sheet 1. We named our Sheet 1 tab Budget Data. % Budget Data {

Note: we are about to do some things which caoukbs-upyour graph.If you do get

"messed-up" in the graph don't save again SimplyClosethe worksheet anBON'T
SAVE. Openthe worksheet again and you will be in a nice geaph where you can
experiment some more.

Let's really getSnazzzyyy".
Click on the Budget Chart (or whatever you named i tab.

Click-once on your title at the top. A box” with little squares on the corners will appear.
These are “sizing grabbers”. When you move thearunver them you will notice that the
cursor changes to small, directional arrows. i gbck, hold down the left mouse button, and
drag when you see these arrows, you will noticettieTitle Box gets larger or smaller as you
drag. Nextglick-on thename of your budgetuntil you get dlashing cursor somewhere in
the title. With thearrow movement keys or mouse moveto theend of the title, to the right of
the "t" in Budget, and tagnter. Type inFall 2003 Nowclick at the beginning of your name,
hold down the left mouse button, and dragitghlight the first line of the budget title with

your name in it. Keeping the cursor on the dark amk theright mouse button Click-on
Format Chart Title .

Format Chart Title E|
. Font: Font style: Size:
A Format Chart Title menu Times MNew Roman Bold 20
screen, like the one on the " Tahoma | |Regular 14 A
. T Tempus Sans ITC Ttalic 16
right, should appear. Termingl s
s & Times New Roman  [Nal RS EH | <a————
Instructions on how to change el el
9 None 7 -
the font appear at the top of = =omp
the next page. [ strikethrough
[ superscript - AaBbCcYvZz _|
] subscript v

This is a TrueType font. The same font will be used on both your printer and
your screen.

OK, ] [ Cancel
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