COURSE: Mechanical Engineering / Automotive Engineering
SUBJECT: AMEM 100 Freshman ME / AUTO 100 Freshman AE
Lecturer: Charalambos Athanasiou

Starting Excel 2003
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Inserting Rows
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1 Janie's & Greq's Budget

3 |Income
4 Parents 300
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More Cell Formatting

4

5 [INCOME

B Parents 500

7 Job 50

8 Investments 150

19[] Total Ll Now point anywher e in thehighlighted area
I andclick theRIGHT mouse button. A pop-up
12 |EXPENSES menu will appearClick-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

MNumber |AJignment Font Border || Patterns || Protection

Category: Sample
General £300.00
Mumber
G@Corency | Decimal 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




4
5 | INCOME
B Parents 50000
7 Job $50.00
8 Investments 5150.00
g Tuotal 700.00
1? Your spreadsheet numbers should now look like
12 |EXPENSES the one on the left.
13 Food §30.00
14 Beverages $50.00
15 Parties $150.00
16 Miscellaneous 70.00
17 Total £300.00
18
19 [Met Income 5£400.00
20
Graphics
A B e e e
1 Janie's & Greqg's Budget
P
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4
5 (INCOME
B Parents $400.00 $300.00 $300.00 $500.00
i Job $50.00 $50.00 $50.00 $50.00
8 Investments $150.00  $150.00 5300.00 $150.00
g Income $600.00 350000 $650.00 F7v00.00
10
11
12 |EXPENSES
13 Food $50.00 $30.00 %100.00 $200.00
14 Beverages $50.00 55000 55000  §50.00
15 Parties 5200.00 500 $150.00 $300.00
16 Miscellaneous 370.00  $100.00 70.00 70.00
17 [Expenses | $370.00 $185.00 $370.00 $620.00
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TheChart Wizard shows the
various types of charts in
Chart type: (on theleft side
of the menu screen).

Click Next.

ﬁ

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types Custom Types

Chart type:

Mo B
E Bar

|ﬁ Line

i Pie

.o XY (Scatter)
‘ Area

2 Doughnut
@f Radar

@ Surface

oy Bubble

Chart sub-type:

b

i

| £

Clustered Column. Compares values across
categories,

Press and Hold to Yiew Sample

| |

Cancel

Mext = Einish

TheStep 2 portion of the
menu appears (own on
theright).

Chart Wizard - S5tep 2 of 4 - Chart Source Data

Data Range

Series
$500.00
$700.00
$600.00
$500.00 —
400,00 O Income
$400.00 1 B Expenzes
$a00.00 1—
$e00.00 14—
$1o0.00 — I
$0.00 .
SEPT QT MO DEC
Data range: | =Sheet1!S8B£3: 553 Sheetl! 559 S50 Sheetl! SBS1]
Series in: %) Rows
) Columns
[ Cancel ] [ < Back ” Mext = ] [ Einish




Chart Wizard - Step 3 of 4 - Chart Options

Titles | Axes Gridlines | Legend | Datalabels | Data Table

Chart title:
|Janie & Greg's Budget |

Janie & Greg's Budget

Category (X) axis: $500.00
T00.00
|I'~'1|:|nths | $
$500.00 47—
Value () axis: % $500.00 1
n 400,00 || O Incom:
|D|:|IIars | 3 0000 B Expenses
& 30000 H |
Second category (X) axis: fza0.00 H
| | $100.00 1 |
0,00

{*) Az new sheet: |

) As object in: |Sheet1 L |
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Changing (Renaming) Excel 2003 Tabs
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% Chartl / Sheetl / Sheet2 / Sheet3 /

Rename

/ Move or Copy...
Select All Sheets

Tab Colar...
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