ITRC Guide

Excel Fundamentals

The Excel Screen
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1. TheTitle Bar shows the name of the program and the name of the file being viBaekil. This
file is called Bookl because it has not yet been saved. (see Fig. 1)

2. TheMenu Bar includes the list of main commandsp#e that are most commonly used in
Microsoft Programs. (see Fig. 1)

3. Under each Menu Item you will sedrébbon which contains buttons or sub menus which can be
used to preform various functions. (see Fig. 1)

4, TheName Boxshows the location of the selectall that is selected. In this case it shows Al.
(see Fig. 1)

5. TheFormula Bar (located next to the Name Bpdisplaysthe data or formulas that are entered
in the selected cell. (see Fig. 1)

6. Cell Alis the first cell in a worksheet. Cells are referredytohieir column then row location.
CellAli s the fdactiveo cel |, which is indicated b

7. TheCurrent Worksheet is the page currently selected. It is indicated with a white background.
The worksheets that aretraurrently selected are indicated with a gray background. A new
worksheet can be selected by clicking on the appropriate worksheet tab. Located at the bottom of
the screen Multiple worksheets allow the tracking of different types of data and connegting th
sheets together with formulas. For example, a sheet could be used to track personal information
such as names, addresses, phone numbers, etc. and another sheet might track grades. (see Fig. 2)

8. TheStatus Bar (located at the bottom of the page) has ostilmm changing the view (Normal,
Page Layoutand Pag®reak Preview). It also has a slider which allows you to quickly zoom in
and out. (see Fig. 2)
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Excel Vocabulary

Workbook: An Excel file in its entirety.

Worksheet: Onesheet in an Excdile (see item 6 in the picture ¢
page 1.)

Column: A single vertical group of cells labeled with letters

across the top of a worksheet.

Row: the single horizontal group of cells labeled with
numbers along the left border of a worksheet

Cell: A single bcation on a spreadsheet labeled with its
column and row value (see example in item 8 of tt
picture on page 1.)

Active: The currently selected cell or worksheet (see item
the picture on page 1.)

Creating a Spreadsheet
Entering Data

Click on the ell in which you would like to enter information. This will activate the cell and allow you to

type data into the cell. To continue across the row, drasor the directional keyboard arrows to move

to the next cell. To go to the beginning of the next,pressHome on your keyboard followed bignter

or the directional keyboard arrows. You may also move to another cell by selecting and clicking on it

with your mouse. You may specify a cell to which you would like to move by typing the desired cell into

the fAiName Boxo0 and click Enter. Once you have ente
and edit the information by double clicking on the cell.

You can move data from one cell to another by usingtiteor Copy feature. The cells can be engati
of contents by right clicking on the cell and selectiiigar Contents.This can also be done by clicking
Clear on the Home Ribbon.

Sorting Data

Once your data has been entergalimay sort it alphabetically or numerically. This is done by first
highlighting the column you would like to sort. From the menu bar, chood2ati@eRibbon, and then
chooseSort. (SeeFig. 1)
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Get External Data

Figure 1

From the dialog box, you will be able to choose how you would like to sort your data. Use the provided

menus to determinghat column you want to Sort by, what to Sort

o\ Hd9- - FAE D )+ Bookl [Compatibility
J Home Insert Page Layout Formulas Data Review View Developer Add-I
;‘1 3 3 lﬁ Iﬁ ﬂ \-b] Connections Al ?E ? { Cleat
e —‘ Y —J =1 L 21 Properties £ ‘ Reapply
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Access Web  Text Sources~ | Connections Alt~ == Edit Link 7 Advanced
Connections Sort & Fifter

on, and how you want the data

Ordered. $eeFig. 2) If you want to sort more than one column at a time you can use the Add Level

button. SeeFig. 2)
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Figure 2

Formatting the Spreadsheet

There are several thgs that can be done to format the look of the
instructions for some of the formatting options that you can use.

Formatting Columns

spreadsheet. Listed below are

The columns in the spreadsheet will most likely need to be adjusted to make all of thsillata v

Usually, the Student Name <col

umn needs to be

need to be widened. You can change the width of a column using one of the following options:
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1. Hoverwith the mouseursorbetween column ladds A and B. Theursorwill change appearance
and look like a vertical bar with arrows pointing in opposite directions from the middle of the bar.
When you see the vertical bar chakdhold the left mouse button, drag the column to the
desired width, ath release the mouse button.

2. Doubleclick the mouse while it is hovered between the two separate column labels.

3. Select the column you want to change, click on the Home ribbon, select Format from the Cells
menu. From this menu you can manually select roeotumn heifpt or you can select Auto fit.
(See Fig. 2)
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Figure 2
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Adding and/or Deleting Rows/Columns
To add or delete rowsstumns you can use one of the following options:

1. Highlight the rows/columns you wish to delete. Click on the Home Ribbon &sut sesert or
Delete from the Cells menu. (see Fig. 3)
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Figure 3

2. Right click your mouse after selecting the rows/columns you want to delete and click on Insert or
Delete.

Fill and Font Colors
If you want to change the color of the column headingsfifttalor) or the color of the text (font color):

1. Highlight the cells you wish to change.
2. Click on the Fill Color menu or the Font Color menu on the Home Ribbon. (see Fig. 4)

3. Click on the color to be used.
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Figure 4
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The same menu can be used to chahgddnt, the point size of the text, the display of the text (bold,
italic, underline justification) by selecting the cells to be affected, then clicking on the appropriate
command in the Home Ribbon.

Moving Information
To move information with in the spadsheet you can use one of the following options:

1. To move a column/row, click on the label at the top of the column (or left side of the row). Click
Cut on the Home Ribbon. Put your curser where you want the cells and click Paste.

2. To move a certain numbef cells, highlight the information needing to be moved. Click Cut on
the Home Ribbon. Put your curser where you want the cells and click Paste.

3. You can also move columns/rows/cells by highlighting them, hover over the highlighted cells
until the cursoappears as a four sided arrow. Left click and hold the mouse, drag the cells to the
desired location, release the mouse button.

o Remember that formulas do not change when the cells are moved. That is, if it referenced
cell B4, it will continue to referend@4.
o Also, you can use the Paste Special option to paste only values, formulas, etc.

Dragging Information
If you are entering a sequence of numbers you may not want to type in the entire sequence. This can be
avoided by using the drag option. To use thisoopyou need to:

1. Enter first few numbers of a sequence (ile2, 3).
2. Highlight sequence.

3. Drag from bottom right corner until you reach the desired number. (see Fig. 5)

‘ A B
1 Student Name
2 1
3 2
4 3
5 4
6 5
7 6
8
9
10 o)
11 e
Figure 5
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Using the Formatting Cells Menu

For more advanced cell formatting apts you can use the CElbrmatting Menu. To accesgo to the

Home Rbbon, click on Format in the Cells Menu andeseFormat Cells from the drajpwn menu.
(SeeFig. 6)
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Figure 6

A dialog box will open with tabs to help you format the number, alighnfient, border pattern, and
protection. SeeFig. 7)
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Figure 7
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« Number: This tab displays options to allow you to view humerical data in negativesncy
percentages, time, date, and other options.

e Alignment: This tab duplicates some of the buttonghe Formatting toolbar, but there are also
new options here.

o Wrap Text takes text that is too wide for a column and wraps it to next lines within the
same cell. This makes the row taller.

o Merge Text takes several cells and makes them act like one cell

o Changing orientation can make information print vertically. This is another way to deal
with wide pieces of information without making the column wider.

e Font: This tab gives options for changing the font style and name, as well as applying colors and
picking different types of underlining or color changes.These features are also available on the
Formatting toolbar.

o Border: This tab allows you to show, hide, or format cell borders. You can choose the type of line
you wish to use, or change the color of theder in this tab as well.

o Patterns: This tab allows you to pick colors and patterns. Besides changing the colors, you can
pick patterns to help highlight information.

e Protection: This tab allows you to lock cells. You may want to do this if you haveeérmter
formula or a function into a cell and are worried about accidentally altering the information in
that cell. The Protection tab also allows you to hide a formula within a cell.

Importing Data from a Text File

Excel has the capability to import infoation from a text or comma seperated file. This is especially
useful when dealing with grades that have been downloaded from Moodle. Follow these steps to import
data from a text file:

1. Click the Office logo (or the Quick Access Toolbar) and select Qpen.Fig. 1)
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Browse for the file you want to import. You will need to set your File Type to include "all files"
otherwise Excel will only look for .xls files. (see Fig. 2)
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Figure 2

Select the file and click Open.
Use the Text import wizd to complete the process. The wizard uses three steps. They are:

a) Determine whether your information is Delimited or fixed width. Most text files are more
likely to be delimited. (see Fig. 3)
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| Text Import Wizard - Step 1 of 3 C]@

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data,
Original data type
Choose the file type that best describes your data:
® i: - Characters such as commas or tabs separate each field.
(O Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 2 i File origin: 437 : OEM United States v

Preview of file Z:\Employees\L ydia\WebCT 2Moodle_migration_files\archive5-14-08. txt.

1 pOWSO20100WS201, Introduction to WSOOClaudia McCoylmccoclau@isu.edulRlred ™
El'l S020500WS205, Women and Art O0Claudiza McCoylmccoclauffisu.edulAlready
a.. S5040100WS401, Feminist ThoughtOOClsudia McCoylmccoclau@isu.edulAlread
!I ttp://webct.isu.edu/SCRIPT/SOWKZ71 hocper/scripts/serve homeOSummer070S
SDSlCIEElRS_E)lO {RS_310, Radiographic Methods I)0O0Dan HobbsOhobbdaniDAlse
< T | >

Btk [ nNext> | [ Ensh |

Figure 3

b) Select which character is used to delimit youoimation. (see Fig. 4)

Text Import Wizard - Step 2 of 3 @

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters
Tab

emicolon [[] Treat consecutive delimiters as one

Text qualifier: |~ ﬂ
Data preview
1S 01 sz201 Introduction to WM
S 0s S208 Women =nd Art
S 01 15401 Feminist Thought
_home Bummer07 SOWK R71 CWKZ71 _hooper (SOWKZ71 | Introduction to S
S 10 S_310 (RS_310 Radicgraphic Methdw
< | >

[ Cancel J[ < Back J[ Next > ][ Einish J

Figure 4
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c) Select which type of data is in each column. General is the default and it is okay to leave
most of the columns as general columns. However, if you have column of numbers (for
example Student numbers) you will need tbtkis column to a text column so that it will
import correctly. (see Fig. 5)

Text Import Wizard - Step 3 of 3 RX

This screen lets you select each column and set the Data Format.
Column data format

O General
------------ ‘General' converts numeric values to numbers, date values to dates, and all
............ ) ) remaining values to text.

O Date: |MDY v Advanced...

(O Do not import column (skip)

Data preview

rbene'al cpexal |
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15205 Women and 3
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s/serve home OWKZ271_hooper (SOWKZ71 | Intreducti
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Figure 5

Printing the Spreadsheet

The last major task to complete is to print the spreadsheet. The layout of the screen will be of
considerable importance with regard to prigt Also, it may be valuable to have the student names
appear at the left of each page, if there are multiple pages. Some of the options for formatting a
spreadsheet to be printed are listed below:

Surrounding cells with a border:
1. Highlight the includedells.

2. Click on theBorders options commandnthe Home Ribbon, and select the type of border
desired. This can also be accomplished usingrtimmat Cells dialog box. (8e Fig. 1)
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Selecting Cells to Appear on Each Sheet

1. Click the Page Layoulab (see Fig. 2)

fﬂ‘ﬂ:\‘ Ho-c-Z&3) S-14-58 1t - Microsolt Excel
3 %

-j Home Inset Page Layout Formulas Dsta Rewiw View £330

A ‘C{k‘-:ﬁ' — = [? :3 = 7! ':j = ¥hdth: Astomatic - Godines Hesdings Ey B oz 4

= .fl — - = = - = 3 = 3 - H N
[Alronts- — = 1 Ssl . 3| Heght Actomatic - 7 View ¢ View — e e

T’VHEF_ Mzrgins Orientation Soe  Pring Srzaly Sacdkground Print o = : ______ ;EBdnglo nidts Sededbon Align Group FotsE:
[Oiefeas~ < < Neax Ties  9S@iE 100% 3 Frint Pt =
Thznes Fags Szhap = ScetoTE E Sheet Opticas Aerangs

Figure 2

2. Click the arrow at the bottom right of the Page Setup menu.

3. Click on theSheettab of the dialog box that appears. (see Fig. 3)
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4. Click on theColumns to repeat at left selectiocommand.

5. Click the row column label for ¢@mn A and hold down the mouse, then slide to the right to
include column B, then release the mouse button.

6. Click theColumns to repeat at left commandhgain. The screen will return totRage Setup
window.

7. Click theOK button.

Page Setup

mjj_rMargins | Header/Footer | Sheet |

Orientation
@ Portrait - © Landscape
‘ Scaling

(® Adjust to: ;7100 % [ % normal size

(O Fit to: 1 + | page(s) wide by |1

Paper size: Letter
| ;
| Print guality: | 1200 dpi
|

‘ First page number: ‘Auto fl

3 tall

?X]

[ Print... } anntPrevleE] [ Options... ]

L

OK ][ Cancel ]

Figure 3

This dialog ba (Figure 3)can also be used change the page margins, set up the Header/Footer, and
Preview how the spreadsheet will look printed.

Printing a Hard Copy

1. Make sure you have all the desired options set in the dialog box in Figure 3. Some of the more
important options are

a.

b.

Orientation (Portrait or landscape)

Paper size (depending on what you have in your p(prtavably letter siz@)

Margins: This is a separate tab and it allows you to set margins, header size, and footer
size. You can also specify if you wdo center the print.

Header/Footer: This is another tab which gives you options Bnsetext to appear at
the top and bottom of each page (Title, Date, etc).
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2. Once youbve set all t

he options, ywiluookcAd n

the top you have a bunch of options including Page Setup, Zoom, Close Print Paadewint.
The page setup will take you back to the Page Setup dialog box (Figure 3), and Close Print
Preview will take you back to your spreadsheet. If you waptitd this document now, click

print.

Print
Printer

Name:
Status:
Type:
Where:
Comment:

Idle
HP LaserJet 4000 Series PCL6
\\[TRC270_070535\Printers

Print range

@ al

(O Page(s) From: 1' .
Print what

O selection

(%) Active sheet(s)
[] 1gnore print areas

Preview

() Entire workbook

Find Printer...

[C] Print to file
Copies
Number of copies:

3

Collate

| o

][ Cancel ]

Figure4

3. Adialog box (Figure 4) will appear. Here you can select which printer you want (ands
Printer > Nameon the top left of the dialog bpand specify which pages you want to print
(underPrint Rangemiddle lef). If you want to get a feel for how many pages there really are,
click onthe Previewbutton in the lower left cornavhich will take you to Print Preview. You can
alsospecify how many copies of this print you want to make (u@agies middle right) You
can check the Collate option if you want each copy to be completely printed before the next one.
If you uncheck Collate, Excel will prirtach page the specified number of times before moving

on to the next page.

4. Once you havehlanged all the options you wanted to change, click OK to print the document.

Converting the Spreadsheet to a PDF

click

The Office 2007 software package has a built in PDF writer. This means that you can create PDF files
without having Abode Acrobat on your comeufrom any of the Office 2007 programs. It is

recommended that you use

the ASave As0O functi

1. Click on theOffice logo. Hover oversave asand choos®DF from the list (see Fig. 1)
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do-c-Z&QAQ0)-

Save a copy of the document

Excel Workbook

Save the workbook in the default file
Open format.

Excel Macro-Enabled Workbook

Save the workbook in the XML-based and
macro-enabled file format.

Save

Excel Binary Workbook

el
/=
ﬂ Save As | nosn| Save the workbook in a binary file format
12
A
.
.

v

optimized for fast loading and saving.

Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

Print >

Prepare » PDF

Publish a copy of the workbook as a PDF ||
file,

Other Formats

Open the Save As dialog box to select from
all possible file types.

Send >

v

Publish

Close

Lj Excel Options J [X Exit Excel ]

Figure 1

2. Determine where you want the file saved to, if you want it to open after creation, and how you want the
file to be optimized, (see Fig. 2).
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Publish as PDF @

Save in: {tj archive v @ @ XoE-
—a My Recent
L Documents
@ Desktop
i My
'D Documents
" bl
Computer
2y My Network
‘3 Places
Fie name:  |5-14-08.pdf v
Save as type: ‘PDF (*.pdf) v I
Open file after publishing
Optimize for: (%) Standard (publishing online and printing)
O Minimum size (publishing onfine)
[ Publish ] [ Cancel

Figure 2

3. Clicking on theDptions button will give you many more publishing options including which slides
will be pubished and what you want to pringdeFig. 3)

Figure 3

4. Once you have all your options set, cli@k. On the main page clidRublish. (SeeFig. 4)
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