Creating an Excel2007 Spreadsheet

Starting Excel 2007

In the following exercises you wikarn some of the necessary stepsteatea spreadsheet
usingMicrosoft Excel 2007, You will learn not only how to type various items into the
spreadsheet, batso how to copy columns, widen columns, fill columns, add, subtract, multiply,
divide,do graphicsand a variety of othdithingso

To begin,oad the spreadsheet loyickly clicking twice on theExcel 2007
Windows Iconin theWindows Desktop. If youdo not seeanExcel Icon,
click the Start Button in thelower left corner of the screen, move the cursor
up toPrograms, then move tdlicrosoft Office. Move down toMicrosoft
Excel 2007andclick.

A spreadsheei s nuanbefi manipulator. 0 T o hardlikgef nantbers easigall
spreadsheetare organized intoows andcolumns. Your initial spreadsheet will look
something like thene below
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Noticet hatmainhh ep dirt of t he s p rRews(Labbledd t2, 3jdetc.)c o mp o s e ¢
andColumns (Labeled A, B, C, D etc.). There are a lot of rows and columns in a spreadsheet.

T h entersectiond eath rowandcolumnis called aell. In the image above thirsor is on

t heomdédcelli Al. Noti ce Row 1 and ,aadcwmm rréadaghes i bol d
indicateswh at i s addrdsdofahecelt Naticeright above cellAl, thatAl is

displayedin asmall boxcalled theName Box Whenever you fAclicko on
that cell will be shown in the Name Box.

If you have usedprevious versions of Microsoft Excel you will quickly notice that the above
image is very different from what you are used to seeing. In Excel 2007 you will now use
Tabs, Ribbons and Groups, as well as special TaBsbbons. These replace the Menu Bar
and Buttons in older versions. For an overview of 2007 Office, please see the Introduction
to Microsoft Office 2007 Tutorial. This short tutorial introduces you to the many
enhancementsn the 2007 Office Suite.
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In this tutorial, whenever we indicate thatyou need to click the mouse, it will
mean to click the left mouse buttori unless we indicate that you should click
theRIGHT mouse button. So, always #dclick |

Moving Around the Spreadsheet

You can move around thergadsheet/cells bgticking your mouseon variouscells, or by using
theup, down, right and left arrow movement keys on the keyboard Or, you can move up
and down belevao®i @ r tyighe anébottbre of the spreadsheet. Go ahead
andmovearound the spreadsheet Hold down the

down arrow key on thekeyboard for a few seconds A7145 &
. . —
thenclick-on acell. Notice how theName — [ Name Box |
- R A Y AZ
Box alwaystellsy o wvhefe you are 0 Now h e |:|
down theright arrow key on the keyboard for a few =

seconds.Notice how the alphabet changedrom

single | ett e)tesseveral JetteBcombibations (BA, AR AQ. There are

hundreds of columnsandthousands of rowsin a spreadsheeAnytime you desire taeturn

to theHome Cell (A1)simply click-in theName Boxandtype-in A1. Thentap the Enter key

and you willgoto cellAl. You can go to any cell by this method. Simply typa row and
column, tap the Enter key, and youdll go to t

If you want to go to the last column on the right, hold down tinekéy and XFD
tap the right arrow key.

Al048576

A
1048576 I

If you want to go to the last row at the bottom, hold down the Ctrl key |
and tap the down arrow key.

Now that you have t he theExeetdpreadshdap lothecellsas mov e a
indicated belowandtype-in the following:

Cl (Your Name)'s Budget. It shouldlook similar to the image below Do not tap Enter
when you finish

c1 - X v [ | Janie & Greg's Budget
il B C D E F

1 |Janie & Greg'%

Look at cellsC1 andD1. Notice how youentry has spilled over from C1 into D1
Sometimes this is a problem, and séimes it is not.
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———3 D1 - f« | BONZO

Tap the Enter key and therclick-

on cellD1 andtype-in the word A B c D E
BONZO andtap theEnter key. 1 Janie & G§BONZO
2

Notice how BONZO now COVERS theright part of your original entry !! Moveyour
cursor over cell C1 andclick-on it. Look at the upgr part of the spreadsheguist above the
cells where you typeBONZO. Your name and the word budget are still théBenzo only
COVERED theportion in cell D1. See the image and arrowbelow.

> (1 - S | Janie & Greg's Budget
A B C D E F
1 IJame & G]_BGNZG
2

There areseveral waydo take careof this. Forthe momentnove backto cellD1 andclick-on
cellD1. Tap theDeletekey (above the arrow movement keys on kiegboard). Notice that
Bonzodisappearsand yourentire entry reappears This is one way texposethe entry. We'll
look at some others as \ge along.

Now we'll continueentering text and dataNe think that creating a simple personal budget
would be a | ogical way to dMowtwthgfalawingcell a spr e
andtype-in theinformation indicated. You can clickon eat cell and then typen the entries.

If you happen tanake a mistakesimplyretype the entries Later on we'll see how to
edit mistakes. Any time you want to replace something in a cell you can simplyaatypee
new entry and it will replace thedbne.

Cell Type-in

A3 Income

B4 Parents

B5 Job

B6 Investments
B7 Total

Al10 Expenses

B11 Food

B12 Beverages
B13 Parties

B14 Miscellaneous
B15 Total
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1 Janie & Greg's Budget
2
Your spreadsheeshould nowook similar to 3 |Income
H H 4 Parents
theimageon theright.
5 Job
6 Investments
7 Total
8
9
10 Expenses
11 Food
12 Beverages
13 Parties
14 Miscellaneous
15 Total

16

At this point you probablyoticed, the words Ihvestments' and 'Miscellaneous run over the
spaces givenintheells Do not be concerned at this point.

Now, type thenumbersin thecells

indicated: | c7 - fe |
A B C D E
C4 300 1 Janie & Greg's Budget
C5 50 =
C6 150 3 |Income
a Parents 300
. 5 Job 50
When youtype-in the 150, tap Enter. E Investmel 150
7 Total 1
Your spreadsheeshouldlook like theimage 8
on theright. 9
10 Expenses
Notice, when you enter text that theords E ;‘ézzrages
line up on thdeft S|de_ of the cells._ Whe_n you . Darties
enternumbers, they line up on taright side. 14 Miscellaneous
This is because we are using the United States:s Total

(English) version of Excel. Other
international versions will line up logically for
their text and monetary forms.

We would like toplace an underlineat thebottom of the three figuresso tha we canindicate
atotal belowi in cell C7. Point to cellC7 (with the mousg That's where we want the lire
always move the cursor to the place where you want to insert a ling/ith the Arrow on cell

C7tap theRIGHT mouse button
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A submenu wih a captiorFormat Cells

o /E'
¢ Cut
TheRIGHT click wi lallvaysibring <2 Copy

upd menut h a tailoiedd it oplateh e i £ Paste

. . . . Paste Special...
where you click This will work in any ;°°d e
Microsoft Windows product. You can Sverages || e
alwayst el |  fAwher eod ou Gl t "€ r i ght
y . y CM scelllaﬁe&]s Clear Contents g
mousebutton for thecursor arrow will Total = .
. I r
always be in a corner of the menu that ; : X
0

appears exactly where you clicked the right

mouse button - Insert Comment

a‘»ﬁ" Format Cells...

SelectFormat Cells. s

When the Format Cells menu screen(below) appears,selectthe Border Tab.

Look at theline Sty|e box onthe Mumber | Alignment | Font | Border Fil || Protection |
right sideof themenu screen Line Presets
There are several types of lines that | = ‘ . 1] [
you can choose. Point to ttigck s
single linein theStyle Area (see\ e e[S B
arrow) andclick theleft mouse (T~ —— BT s
button. Aboxwill go aroundthe | 7T —
line. Look at the area which says L TERS
Border. Pointto theupper part of w8 , )
the Text box (see arrowjndclick

. a £ B
theleft mouse button. Ahick D O
b| aCk "ne will appear at thetop Of ;Etet ;ﬁlse;i)eodv I:lnrder style can be applied by clicking the presets, preview diagram or the
the Text box.

OK ] [ Cancel ]

If the thick line does not showup at the topof theText box, click-againat t he #Atop | in
intheTexb ox 0 and the | i ne wankheéthickdingledinemehalkine. Then
Style box again and repeat the previous instructions. If, somehow, you rmédtalee, simply
click fion and off in the Text lineboxex You wi | | n o ppea and dishppdar. t he | i

This is call ed at #&ISdwgogklathis untiln/ougei timplinetoe the tip
the cell We have indicated that we want a single thick underline at the top of the cell C7. Point
to OK andclick theleft mouse bubn.
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A B L

When youreturn to thespreadsheetclick somewhere 1 Janie & Gre
other than cell C7. T hi slickingawaya d | ¥ d u?f
should nowseealine at thetop of cell C7. Sometimes the 2 'ncome
box highlightngacelhi des the | i nepo, I f yPEbef]“ Amé’ s ed
try again. = ‘o 20
B Investmet 150
7 Total
Now type in the numbers in the cells indicated. ' ™ B c
i Janie & Gre
Cl1 30 .
3 |Income
C12 50 4 Parents 300
C13 150 = Job 0
Cl4 70 (After youtype 70, taptheEnter key) 6 Investmet 150
7 Total
Now, underline thetop of cell C15like you did cellC7. o
9
10 Expenses
. . 11 Food 30
Your spreadsheet should now look like the image on the 12 Beverages 50
right. 13 Parties 150
14 Miscellam 70
15 Total

Widening Columns

You probablynoticed, as you typed in the numbesgmeof thewords were justtoo wide for
the defaultcell width (Investments and Miscellanequd_et'swiden column Bto take care of
this.

Slowly movethemouse arrowto theright Al - Jx |
edgeof theB cell (between the B and the

: ; A Bt FtacC D
C). The arsorwill turn into anarrow 1 |:|. / Janie & Greg's Budget

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.

—’_'?| Width: 13,71 {101 pixels) |
B bt D

As soon as yostart to move @drag) themouse a dotted | Janie & Greg's Budget
vertical line will go down the spreadsheedndit will move as ===
you hold down the left button and drag the mouséo the Parents 300
right. Keep moving your mouseto the rightuntil you arepast Jab 50
thewidest word - and a bit more (fosome space). Release the 'Tr;‘:::tme”ts =
button. The column is widened. Notiedove the two headed
arrow cursorthat as you hold down and dréigindicates the
current width of the column.
Food 30
Beverages 50
Parties 150
Miscellaneous 70
www.gallestar.com Total |
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#\

Here isanother wayto widen a column Point to theB at the top of
D column B (in theGray area) anatlick t_heleft mouse button (Theell
1ob should turndark blue and thecolumn light blue.).
Investments =
Total Now, keepingthe cursor somewhere Ga copy

i n blle@ dclicktheRIGHT % Paste

Mouse Button. Notice that anenu Fasteapechly

withCo |l umn \Wapglirsh é i
Food Click-onCol umn WA dt heé | oo
Beverages new Column Width menu appears. | [
Parties Typein 15andclick-onOK. This is ) Forpstochs
Miscellaneous another way to widen a column. i::mnw'dm'"
Total anhide

Column Width  [2)[X]

Colurnn width: 15

[ OK ]l Cancel ]

Inserting Rows

Oops.. amistake (on purpose). Whaven't left enough roomat the top of the spreadshéet
insert same budgetnonths. So... move the cursor to theay 2 along thdeft edge (this is the
second rowyo we can insert two new rows.Click theleft mouse button. You will notice that
the whole row goelght blue and the 2t u r datk lue. Make surethecursorarrow is
eitheron the 2or somewhere in the blue row

B B e
1 Janie's & Greq's Budget
—
3 |Income
4 Parents 300
Click theRIGHT mouse button. A drop down menu will appear. | # ©ut
Point tolnsert. Click the leftbutton onInsert. Notice howone =3 Copy
row wasinserted and howeverything belowmoved down. Do this 4 paste
againto insert another row. Excel, and all spreadsheets, will Paste Specil...
remember where they moved your work and automatically
adjust for these changebicome shouldnow be incell A5. P MY
Delete
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Aligning Cells
Now we'll type some mornext Go tocell
C3  SEPT (Typein SEPT andtap the Enter key)

Notice howSEPT is automatically left aligned. Logically,
since you are using Exce¢he English version, the textis left
aligned so that all of the tegnhtrieswill line up nicely in the | =

o = =| = 5| =2 Merge & Center -

column cells.Wewould like tocenter SEPTin cell C3, = i !
Click on cellC3t omarko t h eOneway tdcenter —
SEPT is to simplyclick-on the Center button in thebutton

Data view View

|| | SFwrap Text

Center

E Center text.
bar at thetop of the screenMake surethat you ar€ON cell
C3, thenclick-on thecenter button (see mage aboveight).
Youol | notice that SEPT is now centered in c
[SEFT __|
$  Cut
153 copy
e Here is aother way taenter SEPT Click RIGHT on
- B cell C3. Then click orFormat Cells.
Insert...
Delete...

3 Clear Contents

wd Insert Comment /
. Format Cells
|j‘ Format Cells...

| Number 7A|ignment " Font VVBorder Pvattrernsi A_‘VPVrotéctVion |
Text alignment Orientation
Horizontal: M 1le .
When theFormat Cells Menu ik [
I- k- h - )ggenter ﬁv" T
appears click-on thei = et =
Alignment Tab and then ok o 10 8 el
: : — TN % [
click-on -- Horizontal - i g _ t ] )
Center --Vertical - Center -- then ; e
click OK. Try it. Tt connl . —
[] wrap text o o
: |0 2 | Degrees
. . . Sh kt ﬁt L — Yo
This is how you can align words for SM i °“
. Merge cells
neatness. You can also point to Right-to-eft
several cells you want aligned and do Text direction:
this. We'll try that next. j"c;},”t'é;(;""' G
[ oK ] [ Cancel ]
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Now typethe below textn the cells idicated.

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

Column G)

Next we 0l dells®3ithgpagh G3y Ma do this, point t&€3 and click thelLeft
mouse button Then,holding down the left maise buttondrag (move)the mouse to the right
through G311 when the cells are highlighted take your finger off of the left mouse button

| B e N G | H
Janie's & Greg's Budget \

| SEPT OCT MOV DEC MON'I'I—lLYTOTALS!

Thenpoint to thegroup of cellsand click
theRIGHT mouse button to bring up
theFormat Cells menu. Clickthe
Alignment Tab and choos€enter
(Vertical & horizontal) . Then pOint to I SEPT OcT NOV DEC MONTHLY TOTALS]
OK andclick theleft mouse button. All
of the cells will be asentered.You could
alsoclick the Center button as you did before.

£ D E F G
Janie & Greg's Budget

Donét fwmengeumn GandMONTHLY TOTA LS. You know what to do. Move
the cursor over the line between cells G and H and drag the line to the right to widen the G
column, just like you did a few minutes ago.

Saving Spreadsheets

We have done quite a bit of work so now is a good time toygawespreadsheet.
If you have used previous versions of Microsoft Off@@)7 Office will be quite different- in

many ways. noteced the Tabs antRibbaans] and thathere isno File choicein a
Menu Bar. Mselactiondi h eéhangedsignificantly in 2007 Office. This is one of them.
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Microsoft Office Button

Cia [%H 9= v
. . ol
The Microsoft Office Button has - Home Insert Page Layout Formulas Dz
replaced Filein the Menu Bar. In the 5| Office Button
upper left corner of your Excel 2007 o= Click here to open, save, or print,
. P Past ¢ and to see everything else you can
screen you wilseea button similar to the N D~ = do with your document.
imageon theright. This is theMicrosoft B~ =
[ A
Office Button. L l&-
Click theMicrosoft Office Button. 1 R
2 (@) Press F1 for more help.
2

You will now see the Excel 2007

. : . N R
Microsoft Office Button selections. @
j e Save a copy of the document
. . ~ 4 = Excel Workbook
FIrSt! notice thatmany Of then 0 I d 0 ~ h,_u Save the workbook in the default file
File-Menu Bar choicesare iy 2open format.
included in this menu(they areall [y Dot Macm Fabled Workhook
. A Save [=54]] Save the workbook in the XML-based and
herei we 6 | | show you. H = macro-enabled file format.

(,; Excel Binary Workbook
N'“I Save the workbook in a binary file format

When wemoveourcursor over > H SavERS)\¥

optimized for fast loading and saving.

Save Asan expanded_ menu 8hve EH o > | [ Bl 27-2003 Workbook e
Ch0|cesappear on thEg ht. W ___J] Save a copy of the workbook that is fully
o compatible with Excel 97-2003.
. 57 4 Prepare » PDF or XPS

Notice that You can save your J = g) =

. . == Publish a copy of the workbook as a PDF or
spreadsheet in many different - XPS file.
formats _ﬂ Send —] Other Formats

[B\Y Open the Save As dialog box to select from
. Publish all possible file types.

If you save agxcel Workbook, it il
will saveyour spreadsheat an “
xlsx format. This will save your . o
spreadsheet in dixtensible [ Excel Options | [ XX Ext Excel |

Markup Language (XLS) format.
This formatrequiresless storagespace and makehe spreadsheemo r shardabled wi t h
others. However, folks using previous version may have a problem openingrearosheet
(and may have to download a special program to assist them).

Many folks really like to save their files Portable Document Format (PDF) One of the neat
new features of 2007 Officas theability to save applicatiorssPDF.

Forthisintoduct ory Excel tutorial, wedd-200Bggest tha
Workbook format.

| t 6 s y o uyouselécothedoamat yau desire.
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Notice in theupper left corner that

t her édoxd st @ightiofSave In:
with adown pointing arrow to the Save in: ﬂi) My Documents v
right. Click-onthearrow.‘This will ‘ = | [ colio =

§howy01\1 alof dries0o Aand [ £ “@My SRR

fifoldersc wher e you may save your

work.

Save As

Savein: l»o Local Disk {C:) v; @~ | Q X i B~ Tools~

My Recent
Documents

My Documents

5

My Computer

‘3 File name: imYbUdgeﬂ v } [ Save ]

My Network :
Places Save as type: jMicrosoft Office Excel Workbook (*.xls) v } | Cancel |
— ! /.

d

When you see the dragown list in the Save in: area, choose the drive where you want to save
your file. If you are going tose a disketteyut a formatted 3 ¥ diskette in the A Drive then
click-on the3 %2 Floppy (A):. We are going to save our file on the Local Disk ({Cour hard

drive, so we chose that drive in the image aliseetop arrow).

To the right ofFile name:;, deletethe information(which is in the boxandtype-in

MYBUDGET (seelower left arrow aboveg. This is the name under which you are saving your
file. (In the future you will choose logical names for your spreadsheets as you save them.) Now
point toSave andclick theleft mouse buttoriseelower right arrow above.
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Exiting Spreadsheets

Anytime you need to leave your spreadshelatk the i [ =
Microsoft Office Button in theupper left corner of your — === ';’;,\
Excel screenthenclick Exit Excel. If youhave notsaved ; Home [ inseet
your spreadsheet, a reminder box will apesking you to
do sa

Jﬂ Close

‘ 2] Excel Options | )X Exit Excel '

Notice the Excel Options buttonto theleft of Exit Excel. Earlier we indicated that all of the
choices under File in the Menu Bar are still available using the Microsiide®utton. Click
theExcel Options button TheExcel Options menu screen (belowyill appear. As you can
see, all of the choices available under File in the menu bar aré asnell as many more.

Excel Options @
Popular Y s i v
u _% Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection '
Enable Live Preview '
Advanced
|:| Show Developer tab in the Ribbon G
Customize Always use ClearType
Add-Ins Color scheme:
Trust Center ScreenTip style: | Show feature descriptions in ScreenTips o |
Resources Create lists for use in sorts and fill sequences: | Edit Custom Lists...
When creating new workbooks
Use this font: |Body Font bt |
Font size:
Default view for new sheets:
Include this many sheets: 3 &

Personalize your copy of Microsoft Office

User name: |Murray_T |

Choose the languages you want to use with Microsoft Office: Language Settings...

I OK l [ Cancel
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If you click the Resourcesselection in the Ecel Options menu, you will see some greatina
resources available to assist you with Excel.

Excel Options

Popular s Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office
L9 programs.
Formulas
Proofing get updates Check for Updates
Save Get the latest updates available for Microsoft Office.
Advanced run Microsoft Office Diagnostics
Customize Diagnose and repair problems with your Microsoft Office programs.
Add-Ins contact us Contact Us
Trust Center Let us know if you need help, or how we can make Microsoft Office better,
_:.WI activate Microsoft Office
Activation is required to continue using all the features in this product.
go to Microsoft Office Online
Get free product updates, help, and online services at Microsoft Office Online,
about Microsoft Office Excel 2007 (Beta)

Microsoft® Office Excel® 2007 (Beta) (12.0.4407.1004) M5O (12.0.4407.1005) BETA

Retrieving Spreadsheets

When you need teeturn to a spreadsheetopen .

Excel, as you dicbn Page 1 When Excebpensglick Oa) d 9 -~ ;
the Microsoft Office Button in the upper left corner o> ﬂ T
the Excel screen.

Insert

When you click the Microsoft Office Button you wike on theright of the Microsoft Office
Buttonmenu screenyour spreadsheetRécent Documents YourMYBUDGET should be on
the list. Click on MYBUDGET and your spreadsheet wilben

E Recent Documents
_] New
1 mybudget.xis =
~ =
' Open 2 mybudget 2003 .xs :
o 3 mybudget 2003.xis e

If you do not see your spreadshegtlick the Open button and follow the steps you used to save
your spreadsheet (on Page$19i exceptchoose Open
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Adding Numbers

Next we want to learn how to add numbeTfhere are several ways to do this. Each method has
its advantages and disadvantages.

Begin bymoving your cursor to ceIC9, andclicking-oncell C9

Always move to the cell where you want the answer
to be located.
TYPE-IN METHOD

We want toadd thethree numbers in cell§6, C7andC8. To use this methodlype-in (using
the keys on the keyboarjlthe followingformulain cell C9:

=C6+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 equatio. Note: youd on 6t hal?® Investments 150
use capital(upper case)ettersi we 3 Total —CEHCTHCE
only did this because they are easier to 10
Afseeo0 in the tutori al
4
Nowi tap the ENnter key. Thenclick 5 |INCOME
] 6 Parents 300
on cellC9 again. Thetotal of these 7 Job 50
cells will nowappearin C9. 8 Investments 150
10

fi | =ce+CTHCE

C D
Janie & Greg's Budget

When youhave completed typingour equationyou will see
thisformula in the aredelow the menu bar

Changethe number in celC6 to 500 (andtap Enter). See how the totdd UTOMATICALLY
recalculates!!!

THIS IS THE TRUE POWER OF THE SPEADSHEET !!!

Whenever a number is entered in a cell the entire spreadsheet will
automatically recalculate.
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Something happened hereNotice: you typedan(equal sigr) = before the cell location If
you had typed in C6 + C7 + C8, Excel would have thought this emtsyaword (text) and this
entry would have shown as you typed it.

Try this if you want. Any ti me ytypeoréditthee at e o
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 thermula, which are on several scredhss is not
such agreatmethod he next met hod will work a | ot bette

Subtraction, Multiplication, and Division

You cantype a (minus) - for subtraction, (asterisk) * for multiplication , and(slash) / for
division. As you become mokilled we'll, build someeffectiveformulasi using these
features

Point Method

Move to cellC9 againandclick-on it. We'll now add the numbers a second wagp the
Delete keyon thekeyboard to deletethe current formula.

First, tap the= andthenPOINT (move)thecursor overcell C6 andtap theLEFT mouse
button on cell C6(you will see a marquee box ground

the cell). Nowtap a+ andmovecursor toC7, tap the

left mouse button,andtap anothert andmovethe Parents

cursor toC8 and tap theleft mouse button(notice how Job Lk 50

as you' + and point " the additiorformula is being Investments L 1a0¢

built in cell C9), nowtap Enter. Thesame formulacan  Total =C6+CT+Ca

bebuilt using thearrow movement keys on the

keyboard( ex cept that you donét have to click each
the cell is marked whenyou movewith the arronkeys. Notice, as you arentering the cell

addressesthat as you place anatht in theformula, that thecursorfir et ur nso0. t o cel |
Also notice, as yoypoint to eachcell that it ishighlighted b y mearqu@e box 0 tdllkoi s N

you whatcelly o u poineed to. Pretty neat!

This method is goodwhen you need to move tmmbersthat are spread out all over the
place Some people like it best and use it all the times your choice.
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Function Method

Move again tocell C9 andDeletetheformula by tapping the Delete key

Now type in the following
Total =sum |
=SUM( el
) sumIF
. . ) SUMIFS
[This tells Excelthat we are going to food () SUMPRODLICT
sumsomenumbersin aRANGE Beverages jgﬁmifm
which will follow the :SUM(] Parties -fr}sumxzpvz

Miscellaneous () sUMzMyz

Adds all the numbers in a range of cells

Noticei a new feature in Excel 2007:As you are typing SUM in cell C9 thapap-up menu

appearsunder the cell. What you see are mathematical functions. One efisf®gM. As you

become more comfortable with numbers in Excel, you can select the functions you need without
typing in the entire function. We 61 | get int

There aréwo waysto put in this range:

Arrow Key and Anchor Method: With thekeyboard arrow keys, move the cursor to cell
C6. As you move you will notice that tloell where the cursor is locateghpearsafter 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, fgically, that these are the numbers you want to add. tsp\nter. 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 C9by tapping the Delete
key. Type in =SUM( as you did beforePoint to CellC61 with yourmouse cursor Click
and hold down the left mouse buttorandmove/frag the cursordown toCell C8 (Cells C6, C7
and C8 should be highlightetlfake your finger off the left mouse button Tap Enter.

This=SUM Function is agreat wayto add a lot of numbers, or a blockrange of numbers.
By simply anchoring, and using page doyarsusing the mouse, you can highlight lots and lots
of numbers to add quickly. However, sincenty sumsyou can't do subtraction, etc.

Point to cellC9 again. Tap the Deletekey to remove the formula currently in cell CBhis is a

really important DELETE, si nce what weodl |l explain below w
delete the formula inell C9.
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Functions —
g a-e - \
There are a number &drmulas built e e e . i

into Excel, like Sum. These formulas -

are called’:unctions. fx Z mj @ @ ‘

Insert AutoSum Recently Financial Logncal Text Date &
Function X Used ~ ¥ Y Time ~

Function Library

Another new feature of Excel 2007
Tabs/Ribbons. Look at thiep of your
Excel screerandclick on the
Formulas Tab. The Formulafibbon
will display.

Insert Function (Shift+F3) |

Edit the formula in the current cell C D

by choosing functions and editing R '
S i fie & Greg's Budget

On the left of theFormulas
Tab/Ribbon is an hsert Function
button. Click thelnsert Function button.

&) Press F1 for more help. SEPT ocT

Thelnsert Function menu screenwill
appear (imageat right).

Let 6s wo iIngertlunctiom t h e
menu screenClick thesmall down

arrow to theright of Or select a
/ category. (seearrow atleft).

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, finacial, etc.). Instead
of havingto go to math, financial, or
statistical tables in a book, you can
enter data from your spreadsheet into
the formulas and receive answers.

www.gallestar.com



http://www.gallestar.com/

