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Introduction

The most widely used spreadsheet application in the world, Excel is a key part of the Microsoft
Office suite of applications. You can use Excel for anything from a small spreadsheet of household
finances to monster databases of all your company’s products, customers, and sales. You can use
Excel either on its own or together with the other Office applications.

Excel 2003 builds on the many previous versions of Excel to deliver powerful functionality
and many new features along with a slick and easy-to-use interface. If you’re new to Excel, you’ve
got a large amount to learn. If you’re coming to Excel 2003 as an experienced user of earlier versions,
you’ve still got plenty to learn. But either way, this book will get you up to speed quickly.

Who Is This Book For?

This book is designed to help beginning and intermediate users get the most out of Excel 2003 in
the shortest possible time. If you fall into either of those categories, you’ll benefit from this book’s
comprehensive coverage, focused approach, and helpful advice. If you’re an Excel expert seeking
super-advanced coverage, look elsewhere.

What Does This Book Cover?

Here’s what this book covers:

B Chapter 1, “Get Started with Excel,” shows you how to launch Excel in the many ways
that Windows provides and how to navigate the main components of the Excel screen.
You’ll also learn what workbooks and worksheets are, how to select objects, and how to
get help on using Excel.

B Chapter 2, “Configure Excel to Suit Your Working Needs,” discusses how to improve
your view of worksheets by splitting the view, displaying extra windows, hiding and
redisplaying windows, zooming the view, and freezing particular rows and columns so
they never move while everything else scrolls. You’ll learn how to set the most important
of Excel’s many options to customize its behavior, how to load add-ins when you need
the extra functionality they provide, and how to configure AutoCorrect to save you time
and effort.
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Chapter 3, “Create Spreadsheets and Enter Data,” starts by explaining how to create a new
workbook in any of several convenient ways and how to save it, and then shows you how to
create your own templates to use as the basis for future worksheets. You’ll also find out
how to enter data in your worksheets manually and by using Excel’s AutoFill feature, how
to use Excel’s Find and Replace features, and how to recover your work if Excel crashes.

Chapter 4, “Format Worksheets for Best Effect,” discusses how to manipulate the worksheets
in a workbook, and then moves on to cover formatting cells and ranges using the many
types of formatting that Excel supports.

Chapter 5, “Add Graphics and Drawings to Worksheets,” shows you how to add visual
impact to your worksheets by including pictures, shapes, diagrams, and other graphical
objects. This chapter also explains how Excel’s drawing layer handles graphical objects
and how you can position, resize, and format objects.

Chapter 6, “Check, Lay Out, and Print Worksheets,” explains how to get your worksheets
into shape for printing and how to print them. Topics covered include checking spelling,
setting the print area, specifying the paper size and orientation, creating headers and footers,
and using Print Preview to avoid wasting paper. You’ll also learn to set and adjust page
breaks and specify which extra items to include in the printout.

Chapter 7, “Perform Calculations with Functions,” covers what functions are and how
you enter them in your worksheets. You’ll also learn about the nine categories of functions
that Excel provides, with examples of some of the most useful functions in each category.

Chapter 8, “Create Formulas to Perform Custom Calculations,” starts by teaching you
the basics of formulas in Excel and the components from which formulas are constructed.
After that, you’ll learn how Excel handles numbers, and how to create both regular
formulas and array formulas. The end of the chapter shows you how to troubleshoot
formulas when they don’t work correctly.

Chapter 9, “Organize Data with Excel Databases,” shows you how to create Excel
databases, enter data, and sort and filter the data to find the information you need. This
chapter also covers how to link an Excel worksheet to an external database (for example,
an Access database) so that you can extract data to an Excel worksheet and manipulate it
there, and how to perform web queries to bring web data into worksheets.

Chapter 10, “Outline and Consolidate Worksheets,” discusses how to outline a worksheet
so that you can collapse it to show only the parts you need and how to consolidate multiple
worksheets into a single worksheet. Both outlining and consolidation can save you welcome
amounts of time.

Chapter 11, “Analyze Data Using PivotTables and PivotCharts,” explains how to use
Excel’s powerful PivotTables and dynamic PivotCharts to manipulate your data so that
you can draw conclusions from it. You’ll also learn how to create a conventional (static)
chart from PivotTable data.

Chapter 12, “Solve Problems by Performing What-If Analysis,” discusses how to create
data tables that enable you to assess what impact one or two variables have on a calculation.
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This chapter then describes how to use Excel’s scenarios to explore the effects of alternative
data sets within the same worksheet, how to solve one-variable problems using Goal
Seek, and how to use the Solver to solve multi-variable problems.

Chapter 13, “Create Effective Charts to Present Data Visually,” covers how to use
Excel’s chart features to create compelling charts. You’ll learn how to create charts by
using the Chart Wizard, how to choose the right type of chart for your data, and how to
edit and format charts to give them the effect you need. You’ll also learn how to copy
formatting you’ve applied to one chart to another chart, how to unlink a chart from its
data source, how to print your charts, and how to add custom chart types to Excel’s
existing types.

Chapter 14, “Share Workbooks and Collaborate with Colleagues,” explains the range
of features that Excel provides for sharing workbooks, protecting them from types of
changes you don’t want others to make, and collecting and reviewing input from your
colleagues to produce a final version of a workbook. Among other things, you’ll learn
how to work with comments, how to send workbooks via e-mail, how to track changes
to a workbook, and how to merge multiple workbooks into a single workbook.

Chapter 15, “Using Excel’s Web Capabilities,” describes Excel’s key features for creating
and working with Web data. You’ll learn when to save files directly to intranet sites and
Internet servers, how to save a worksheet or workbook as a web page, how to configure
Excel’s web options, and how to work in an interactive web workbook. If your company
uses XML for data exchange, you can also learn how to use Excel’s powerful XML
capabilities, including external schemas.

Chapter 16, “Use Excel with the Other Office Applications,” discusses how to transfer
data smoothly and easily among Excel and the other Office applications (such as Word
and PowerPoint). This chapter starts by discussing data transfer via the Clipboard, then
covers embedding and linking, two different technologies for including a part of one

document in another document. The end of the chapter explains how to insert Excel objects

in Word documents and PowerPoint presentations, and how to insert Word objects and
PowerPoint objects in worksheets.

Chapter 17, “Customize Excel’s Interface,” describes how to customize Excel’s toolbars
and menus to put the commands you need at your fingertips while maximizing the amount
of space available onscreen. This chapter is short, but it can save you considerable time
and effort, so it’s worth a visit.

Chapter 18, “Use Macros to Automate Tasks,” explains how to use Office’s built-in
Macro Recorder feature to record macros (sequences of commands) so you can perform
them automatically later. To use macros, you must configure Excel’s macro virus—protection
mechanism, so you’ll learn about that in this chapter as well.

The Appendix lists the keyboard shortcuts you can use to make Excel do your bidding
without touching the mouse.

XVil
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Excel 2003 runs on Windows XP and Windows 2000 (not on Windows Me, Windows 9x,
or Windows NT). The illustrations in this book show how Excel looks with Windows XP's
default interface, which is somewhat different than Windows 2000’s interface. Looks
aside, Excel’s functionality is the same on both Windows XP and Windows 2000. However,
you sometimes need to use different commands when working in Windows itself. For example,
Windows XP's default Start menu is laid out differently than Windows 2000’s Start menu,
so where in Windows XP you launch Excel by choosing Start | All Programs | Microsoft
Office | Microsoft Office Excel 2003, in Windows 2000 you choose Start | Programs |
Microsoft Office | Microsoft Office Excel 2003.

Conventions Used in This Book

To make its meaning clear without using far more words than necessary, this book uses a number
of conventions, three of which are worth mentioning here:

Note, Tip, and Caution paragraphs highlight information you should pay extra attention to.

The pipe character or vertical bar denotes choosing an item from a menu. For example,
“choose File | Open” means that you should pull down the File menu and select the Open
item. Use the keyboard, mouse, or a combination of the two as you wish.

Most check boxes have two states: selected (with a check mark in them) and cleared
(without a check mark in them). This book tells you to select a check box or clear a
check box rather than “click to place a check mark in the box” or “click to remove the
check mark from the box.” (Often, you’ll be verifying the state of the check box, so it
may already have the required setting—in which case, you don’t need to click at all.)
Some check boxes have a third state as well, in which they’re selected but dimmed and
unavailable. This state is usually used for options that apply to only part of the current
situation.

This book assumes you re using Internet Explorer rather than another browser. Given
that Internet Explorer currently enjoys a market share of more than 95 percent at this
writing (according to OneState.com, a web analytics firm), that’s probably a reasonable
assumption. But if you re using another browser, you'll see different behavior when you
take an action that causes Excel to access your default browser.
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4 How to Do Everything with Microsoft Office Excel 2003

How to...

Start Excel manually or automatically

Use or hide the task pane

Understand the components of the Excel screen
Understand the basics of worksheets and workbooks
Open an existing workbook

Open other formats of spreadsheet file in Excel
Navigate in workbooks and worksheets

Select cells, ranges, and other objects

Get help with Excel

Excel is a powerful spreadsheet application for organizing, calculating, summarizing, and
presenting data. Coming to grips with Excel involves a bit of a learning curve, but you’ll find
that your experience with other Windows applications helps you get the hang of things quickly.

In this chapter, you’ll see how to navigate the Excel screen and understand its components.
You’ll learn the basics of worksheets (the spreadsheet pages that Excel uses) and workbooks
(files that contain worksheets), how to open existing workbooks, and how to navigate through
them and select objects in them. At the end of the chapter, you’ll learn how to use Excel’s
built-in help features to find information you need.

Start Excel

The basic way to start Excel is to choose Start | All Programs | Microsoft Office | Microsoft Office
Excel 2003. When it opens, Excel creates a new blank workbook containing three worksheets. By
default, Excel displays the Getting Started task pane when you launch it. You can dismiss the task
pane by clicking its Close button (the X button).

If you want to start Excel and open an existing workbook at the same time so that you can
work in that workbook, start Excel in either of these ways:

B Choose Start | My Recent Documents and select the workbook from the My Recent
Documents submenu.

If the My Recent Documents item doesn 't appear on your Start menu, right-click the Start
button and choose Properties to display the Taskbar and Start Menu Properties dialog
box. Click the upper Customize button to display the Customize Start Menu dialog box.
On the Advanced tab, select the List My Most Recently Opened Documents check box.
Click the OK button in each dialog box to close that dialog box.

B Double-click the icon for an existing workbook in a Windows Explorer window or on
your desktop.



For instructions and illustrations, this book uses a default configuration of Windows XP
as the operating system on which Excel is running. If you re using Windows 2000
Professional, the user interface will look a little different, because Windows 2000 uses a
different color scheme by default and doesn’t support the round upper corners on windows
and dialog boxes that Windows XP uses by default. More important, Windows 2000’s Start
menu is arranged a little differently than Windows XP's default Start menu. For example,
Windows 2000 has a Programs menu rather than an All Programs menu, so to start Excel
in Windows 2000, you choose Start | Programs | Microsoft Olffice | Microsoft Office
Excel 2003 rather than Start | All Programs | Microsoft Office | Microsoft Office Excel 2003.

If you start Excel more frequently than most other applications, Windows XP automatically
places a shortcut to Excel on the most frequently used applications section of the Start menu,
as shown here. You can then start Excel by choosing Start | Microsoft Office Excel 2003.

Pinned
Applications

Most Frequently
Used Applications
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That makes launching Excel easier—but you can make it even easier by pinning Excel
to the pinned items section of the Start menu, so that it always appears there no matter
which applications you launch most frequently. To pin Excel, choose Start | All Programs |
Microsoft Office to display the submenu, right-click the Microsoft Office Excel 2003 item,
and choose Pin to Start Menu from the shortcut menu. (If there’s an icon for Excel on the
most frequently used programs section of the Start menu, you can right-click that icon
instead of displaying the Microsoft Office submenu.)

If you use Excel in every Windows session, consider configuring Windows to launch
Excel automatically each time you log on to Windows. Doing this makes the logon process
take a few seconds longer, but it saves you the trouble of launching Excel manually.

To configure Windows to launch Excel automatically when you log on, follow these steps:

1.

Choose Start | All Programs | Microsoft Office to display the Microsoft Office
submenu.

Right-click the Microsoft Office Excel 2003 item and choose Copy from the shortcut
menu to copy it to the Clipboard.

Choose Start | Run to display the Run dialog box.

Type %ouserprofile%\Start Menu\Programs\Startup. (%userprofile% is a system
variable that returns the path to your user profile folder—the folder that contains
your My Documents folder and the folders in which your settings are stored.)

Run @@

= Type the name of a program, folder, document, or
E Internet resource, and Windows will open it For you.

Cpen: “ouserprofile®s\Start Menul\ProgramsiStartup v

1 oK |[ Cancel |[ Browse...

Click the OK button. Windows opens the Startup folder, which contains shortcuts to
applications that run when you log on to Windows.

Right-click in the Startup folder and choose Paste from the shortcut menu to paste a
copy of the Excel shortcut into the folder.

Click the Close button (the X button) or choose File | Close to close the Windows
Explorer window.

If you re using Windows XP Professional in a corporate environment,

e an administrator may have prevented you from customizing your startup

group. If this is the case, you'll need to have an administrator customize
the startup group for you.
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Use or Hide the Task Pane

By default, Excel displays the Getting Started task pane (Figure 1-1) when you launch the
application. The task pane’s default position is to be docked (attached) to the right side of the
Excel window, but you can drag it by the handle to any other edge of the window to dock it
there if you prefer. Alternatively, you can display the task pane floating free anywhere in the
Excel window by dragging it away from the side of the window to which it’s currently docked.

When the task pane is docked, you can resize it by dragging the border on its open side to
change its width or depth. When the task pane is floating free, you can resize it by dragging any
side or corner.

If you’ve used any of the Office XP applications (or any of the other Office 2003 applications),
you’ll be familiar with task panes; if you’re coming to Excel 2003 fresh or from Office 2000 or an
earlier version, task panes should be a welcome addition to the interface. The task pane area can

Handle  Task Pane

£ osoft O g g 00 Boo L]
(5] Fle Edi Wiew Insert Format Tools Data  Window Help vpe a qyestion for help =12 @ X
i3 g -0 - /B ZU|SESEHES % o % FE
Al - & v
=] A

1 A l B | © | D | E | F | G | # i Getting Started v X
> ®|®|a
= | |
|3 Ol e

4 L 10ffice Online
5 |

5] Connect ko Microsoft Office

7 Online

a Get the latest news about using
ER Excel
—— Automatically update this list
10 from the web
l Mare...
12| |

13 Search for: i
[14] |
% Example: "Print more tbén one copy” |
17 Open E |
% Acme Heavy Industries database
A Department staffing needs

21 {Joanne's input)

22 temp - Stats For Kevin's

23 Presentation

24 Acme Productivity Statistics

25 5 More., o
% —

a7 |1 Create a new workbook;.

28 v i

W « » w]Sheetl  Sheet2 / Sheet3 / | >

Ready

FIC{U 2B When you launch Excel and create a new workbook, Excel displays the Getting
Started task pane by default.
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display any one of a variety of different task panes built into Excel. I’ll introduce these task panes
briefly in a moment and then discuss each one in detail in the part of the book that covers the
functionality that the task pane provides.

Each task pane draws together previously disparate functions that are commonly needed
for a particular group of tasks. For example, the Getting Started task pane (which you can see in
Figure 1-1) lets you open recently used files (instead of having to use the File menu or the Open
dialog box), create a new workbook, or search Microsoft Office Online. Once you’ve taken an
action from the Getting Started task pane or an action that removes the need for the Getting
Started task pane, Excel hides the task pane.

Whether you find the Getting Started task pane useful or an irritating waste of screen real
estate depends on how you work (and perhaps your temperament). You can control the task pane
manually as follows:

B Click the Close button (the X button) to dismiss the task pane.

B Choose View | Task Pane or press CTRL-F1 to toggle the display of the task pane. Excel
displays the task pane you last used in the current session. If you haven’t used a task
pane in this session, Excel displays the Getting Started task pane.

B To prevent Excel from displaying the Getting Started task pane when you launch Excel,
choose Tools | Options, clear the Startup Task Pane check box on the View tab of the
Options dialog box, and click OK.

Excel displays the other task panes when they’re needed. For example, Excel displays the
Clipboard task pane when you copy or cut two items in succession without pasting the first item.

You can also display most of the task panes manually by using the drop-down menu of
whichever task pane is currently displayed. There are several exceptions that don’t appear on this
menu. For example, you can’t display the two file-search task panes (the Basic File Search task
pane and the Advanced File Search task pane) from the menu; instead, display them by choosing
File | File Search and then, if necessary, clicking the Advanced File Search link or the Basic File
Search link in the task pane. Another exception is the Document Recovery task pane, which
appears only when you’ve restarted Excel after a crash or after closing it with Microsoft Office
Application Recovery.

Most of the task panes are available most of the time when you’re working in a workbook
in Excel, but some are available only for specific files. When a task pane isn’t available, it
appears dimmed in the list. For example, the Template Help task pane is available only when
you’re working in a Smart Document that has custom help attached.

Excel also offers these task panes:

B Excel Help Enables you to search the local help files and (if you have an Internet
connection available) the Microsoft Office Online support site. This task pane also
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contains links for accessing additional content on Microsoft Office Online. You can also
display this task pane by choosing Help | Microsoft Office Excel Help or by pressing F1.

B Search Results After you begin a file search (by choosing File | File Search and
specifying the details in the Basic File Search task pane or the Advanced File Search
task pane), Excel displays the Search Results pane to show the results of the ongoing
search. You can continue working on open workbooks while the search is under way.

B Clip Art Enables you to search for graphics files organized by collection, file type,
and location. You can also display this task pane by choosing Insert | Picture | Clip Art.

B Research You can search specified encyclopedias, thesauruses, and translation tools
for more information about selected words. You can also display this task pane by
clicking the Research button on the Standard toolbar or choosing Tools | Research.

M Clipboard The Office Clipboard can hold up to 24 items copied or cut from any Office
application. You can then paste these items elsewhere. You can also display this task
pane by choosing Edit | Office Clipboard.

B New Workbook Offers workbook-creation options based on various formats or
templates. You can also display this task pane by choosing File | New.

B Template Help Displays custom help content included in the template that’s attached
to the document you’re currently using.

B Shared Workspace Provides features for sharing a central copy of a document with
others from a SharePoint Team Services web site.

B Document Updates This feature works with the Shared Workspace, enabling you to
get the most recent version of the workbook from the server.

B XML Source Displays the XML schema attached to the currently displayed XML
file. You can map schema elements to parts of the worksheet by dragging them to the
worksheet. You can also display this task pane by choosing Data | XML | XML Source.

Once you’ve moved from one task pane to another, you can retrace your steps by clicking
the Back button, and go forward again by clicking the Forward button. Click the Home button
to display the Getting Started task pane.

Understand the Excel Screen

Figure 1-2 shows the Excel application window with a workbook open and a worksheet displayed.
In addition to standard Windows elements such as the task pane (if you choose to display it), menu
bar, toolbars, scroll bars, and status bar, Excel has a reference area that shows the active cell’s
address, a formula bar for entering and editing data and formulas, row and column headings,
and worksheet tabs.
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Understand Worksheets and Workbooks

Excel’s basic unit is the worksheet, a grid of cells in which you enter data. Each worksheet
consists of 256 columns and 65,536 rows. The intersection of each row and column is a cell,
so each worksheet contains 16,777,216 cells.
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By default, Excel uses the Al reference scheme to refer to columns, rows, and cells:

M Columns are designated by letters: A to Z for the first 26 columns, AA to AZ for the
next 26 columns, then BA to BZ, and so on. The last column is IV.

B Rows are numbered from 1 to 65536.

B Cells are designated by column and row. The first cell on a worksheet is cell A1, and the
last cell is IV65536. This designation is called the cell address.

Instead of A1, Excel can also use the R1C1 reference format, which uses the letter R and a
number to indicate the row and the letter C and a number to indicate the column. For example,
cell B2 is R2C2 in R1Cl1 reference format. You can change to R1C1 format on the General tab of
the Options dialog box (Tools | Options).

Excel saves worksheets in workbook files. These files use the Microsoft Excel Worksheet
file format, which has the .XLS file extension. Each workbook can contain either one or more
worksheets. By default, new workbooks contain three worksheets and can contain up to 256
worksheets. The worksheets are named Sheet1, Sheet2, and so on. You can change these names
as needed.

Workbooks make it easy to keep related information on separate sheets that you can access
quickly. For example, you might use a separate worksheet to track the sales results for each of
your company’s sales territories. As you’ll see shortly, Excel provides features for entering the
same data on multiple worksheets simultaneously, so you can quickly create a group of worksheets
that contain the same basic information—for example, the layout of those sales results and
associated information. On the top sheet of the workbook, you might put a summary worksheet
that presented an executive overview of the sales results. Excel lets you create formulas that link
from one worksheet to another, so the sales-territory worksheets could automatically update the
summary worksheet.

See “Divide Data Among Workbooks and Worksheets,” in Chapter 3, for guidelines on how
to divide your data.

Open an Existing Workbook

Excel offers a variety of ways to open an existing workbook—from the Getting Started task pane,
the Open dialog box, the File menu, a Windows Explorer window, or the Desktop. And those
are only the conventional means of opening a workbook. (I won’t discuss the unconventional
means here.)

Open a Workbook from the Getting Started Task Pane

The newest way of opening a workbook is by using the Getting Started task pane, which displays
a brief list of the workbooks you’ve used recently. Click a link to open the workbook, or click the
Open link to display the Open dialog box (discussed next).

11
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If you have the Getting Started task pane displayed by default, this can be a convenient way
of opening recently used files. (If not, the recently used list at the bottom of the File menu is more
convenient.) But if you do have this task pane displayed all the time, you’re probably wasting
precious screen space. So your chances of finding the Getting Started task pane a key way of
opening a workbook seem destined to remain slim.

Open a Workbook from the Open Dialog Box

The most conventional way of opening an existing workbook is to use the Open dialog box. To

do so, follow these steps:

1. Click the Open button on the Standard toolbar or the Open link in the Getting Started
task pane, or choose File | Open, or press CTRL-O, to display the Open dialog box:

Open E]

Loak in: 7 Public V| = [@|Q X - Tods~
\Cias329
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My Recent CHCB898
Documents Gaaez
- Im9E3
9 IP738
Desktop L7839
:@CODY of Project Budget.xls
<2 'xjproject Budget 2.xls
J . Praject Budget.xls
My Documents | B]uML Example Document 42.xml
(=
My Computer
&
My Metwork s — s R
_PEC_ES Files of type: | Al Microsaft Excel Files (% cl®; * sy * by * hitmg * . hkml; s '

2. Navigate to the folder that contains the workbook:

B Use the My Recent Documents button on the Places bar to display a list of your
recently opened workbooks.

M Use the other buttons on the Places bar to quickly access your desktop, My Documents
folder, My Computer folder, or My Network Places folder as necessary.

B Navigate up and down the folder tree as usual.

3. Select the workbook. If the Open dialog box doesn’t show the workbook file, you may
need to choose a different filter in the Files of Type drop-down list. The default filter is
All Microsoft Excel Files, which displays all the file types that Excel claims as its own.

4. Click the Open button to close the Open dialog box and open the workbook.
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Know When to Use the Alternate Open Commands

As well as opening the workbook for editing, the Open dialog box also enables you to open
the workbook in the following ways by clicking the drop-down button on the Open button and
choosing the action from the resulting menu:

B Open Read Only Opens the workbook in a read-only format, which prevents you from
saving changes to this copy of the file. You can save changes by using a Save As command
to save the workbook under a different file name or path. Use this command when you
need to ensure that you don’t unthinkingly save changes to a workbook that you’re not
supposed to change. (If an administrator or another user decides to allow you to view
their workbooks but not change them, Excel enforces the read-only status automatically
when you try to open the workbook.)

B Open As Copy Opens a copy of the workbook under the name Copy (1) of filename—
for example, Copy (1) of Project Budget.xls. This command can be useful for quickly
creating a copy of the workbook, but renaming the copy from its default name is
cumbersome: even if you use a Save As command to save the copy under a different name,
you’ll need to subsequently delete the Copy (1) Of file so as not to leave it lying around.

B Open in Browser Opens the file in your computer’s default browser (for example,
Internet Explorer). This command is available only for HTML files.

M Open and Repair Opens the workbook and attempts to repair the damage it has
sustained. With luck, you’ll rarely need to use this command.

Open a Recently Used Workbook from the File Menu

The bottom of the File menu lists the workbooks you’ve used most recently. You can open one
of these workbooks by displaying the File menu (for example, press ALT-F) and choosing the
appropriate entry.

By default, Excel lists your four most recently used workbooks. You can change this number
by setting the Recently Used File List Entries text box on the General tab of the Options dialog
box (Tools | Options).

Open a Workbook from Windows Explorer or Your Desktop

You can open a workbook directly from a Windows Explorer window (or from your desktop)
by double-clicking it. This technique is useful for files you’ve chosen to store on your desktop
and when you’ve just used Windows Explorer to find, move, or copy a file. By opening the
folder directly from Windows Explorer, you avoid having to navigate in the Open dialog box
to the folder.

Another advantage is that when you open a workbook in this way, Excel doesn’t change
the working directory to the folder that contains the workbook. So the next time you display the
Open dialog box, it still displays the folder from which you last opened a workbook using the
dialog box.
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Open Other Formats of Spreadsheet in Excel

If you’ve used another spreadsheet application before migrating to Excel, you may need to transfer
data from your old spreadsheets to Excel. To help you do so, Excel includes filters for converting
data from other formats, such as Lotus 1-2-3, Quattro Pro, Microsoft Works, and dBASE, not to
mention files in earlier Excel formats (for example, Excel 95 or Excel 97) and XML.

Excel can also open text files in widely used formats, such as comma-separated values
(CSV)—a format that uses commas to denote the divisions between data fields. To get data from
applications such as address books or organizers into an Excel worksheet, you’ll often need to
export the data to a CSV file and then open that file in Excel. Similarly, if Excel doesn’t have a
converter for a spreadsheet file that you need to open, use the application that created the file to
save a copy in CSV format, then open that copy in Excel.

To convert a file, open it via the Open dialog box as usual. Use the Files of Type drop-down
list to specify the type of file you want to display in the main list box. If the type of file doesn’t
appear in the list, select the All Files item to display all files—but be warned that Excel probably
won’t be able to convert the file. If it can’t, Excel displays a message such as this, claiming the
file format is not valid:

wicrosoft Excel

! E Motebkz,gpw: file Format is not valid,

“Not valid” almost always means that Excel doesn’t have a converter for the file format. (On
rare occasions, you may find that the file has become corrupted and useless, giving Excel a valid
complaint.) When this happens, open the file in the application that created it (or an application
that does have a converter), export the data to a CSV file, and then import that file into Excel.

Navigate in Workbooks and Worksheets

After creating a new workbook or opening an existing workbook, you’ll need to navigate to the
worksheet on which you want to work. You’ll then need to navigate on that worksheet to access
the right cells or ranges.

Like almost all other Windows applications, Excel supports navigating with both the mouse
and the keyboard. For most purposes, the mouse is quicker and faster than the keyboard.

Navigate to the Worksheet You Need

To move to another worksheet with the mouse, click its tab. If necessary, use the scroll buttons
(shown with labels in the following illustration) to make the tab appear in the list.
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Excel offers these keyboard shortcuts for navigating among and selecting worksheets:

Action

Keyboard Shortcut

Move to the next worksheet
Move to the previous worksheet
Select the current and next worksheets

Select the current and previous worksheets

CTRL-PAGEDOWN
CTRL-PAGEUP
CTRL-SHIFT-PAGEDOWN
CTRL-SHIFT-PAGEUP

Navigate to Cells and Ranges in a Worksheet

Most people find the mouse the easiest way of navigating in worksheets:

B Click a worksheet or cell to access it.

B Use the horizontal and vertical scroll bars and scroll boxes to scroll to different areas of

the worksheet.

But you can also navigate easily by using the arrow keys (T, |, <, and —) and keyboard
shortcuts. Keyboard shortcuts are especially effective when you’re working in a large worksheet

that requires extensive scrolling to navigate.

These are the most useful keyboard shortcuts:

Action

Keyboard Shortcut

Move to the specified edge of the data region
Move to the first cell in the row

Move to the first cell in the worksheet

Move to the last cell ever used in the worksheet
Move down one screen

Move up one screen

Move to the right by one screen

Move to the left by one screen

Scroll the workbook to display the active cell

cTRL-T, -, -, or- —
HOME

CTRL-HOME

CTRL-END

PAGEDOWN

PAGEUP

ALT-PAGEDOWN
ALT-PAGEUP
CTRL-BACKSPACE

15
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You can move to a specific cell by typing its address in the Name box and pressing ENTER.
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Select Objects

After navigating to the right areas of the appropriate worksheets, you select objects (such as cells
and ranges) so that you can work with them. You can select most objects with either the mouse
or the keyboard.

Select Cells and Ranges of Cells

Much of your work in Excel will be with ranges of cells. Excel supports ranges of both
contiguous and noncontiguous cells:

—

A range of contiguous cells is a rectangle of cells defined by the starting and ending cell
addresses, separated by a colon. For example, the range C3 to E5 (shown on the left in
Figure 1-3) consists of a block of nine cells.

Technically, a range can consist of a single cell, but most people understand ranges to
have two or more cells.

A range of noncontiguous cells consists of a collection of cell addresses separated by
commas. For example, a range consisting of the cells B3, B5, B7, and B9 (as shown on
the right in Figure 1-3) would be represented as B3,B5,B7,B9. Ranges of noncontiguous
cells can include ranges of contiguous cells—for example, B3,B5:B7,B9.

You can select objects in worksheets by using the mouse, the keyboard, or both. These are
the basic techniques you need to know:

To select a cell, click it, or use the arrow keys to move the active cell outline to it.

To select a row or column, click its heading. Press SHIFT-SPACE to select the row or
CTRL-SPACE to select the column that the active cell is in.

To select a contiguous range of cells, click the cell at one corner of the range and then drag
to the other corner. You can drag in any direction—up, down, sideways, or diagonally. This
technique works best when the full range of cells appears on screen. If you need to scroll
the window to reach the end of the range, you may overrun the far corner of the range. In
this case, use the next technique instead.

To select a contiguous range of cells, click the cell at one corner of the range, scroll
if necessary to display the far corner of the range, hold down SHIFT, and click. This
technique works well for ranges that run beyond the current window.

To make multiple selections, make the first selection, hold down CTRL, and then make
the other selections.
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FIC{U{=MEXE Ranges can be either contiguous (left) or noncontiguous (right).

To select all the cells in the active worksheet, click the Select All button, the unmarked
button at the intersection of the column headings and row headings.

You can also select cells and ranges by using the names assigned to them, and by using the Go
To dialog box and the Go To Special dialog box. The next two sections discuss these techniques.

Assign a Name to a Range

To make a range easier to access and identify quickly, you can assign a name to it. You can then
select the range easily by using the Name box’s drop-down list or the Go To dialog box, quickly
apply formatting to the range, and use the range’s name in calculations rather than having to

specify their addresses.

To assign a name to a range, follow these steps:

1. Select the range.

2. Choose Insert | Name | Define to display the Define Name dialog box (shown here with

a name added).

Mames in workbook:
Parts_List

X

Goaling
Management_Team

Refers

[=st pu'sssu 43427

Close

Ulalals
¥« 5

3. Type the name in the Names in Workbook text box.

Collapse
Dialog
button
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4. To create just this name and dismiss the dialog box, click the OK button. To create other
names, click the Add button, enter a new name, click the Collapse Dialog button and use
the mouse to identify the range, and click the Add button again. (See the sidebar “Use
the Collapse Dialog Buttons to Specify Ranges,” following, for a demonstration of using
the Collapse Dialog buttons.)

5. Click the Close button to close the Define Name dialog box.
To delete a range name from a workbook, follow these steps:

1. Choose Insert | Name | Define to display the Define Name dialog box.
2. Select the name in the Names in Workbook list box.

3. Click the Delete button.

4. Click the Close button to close the Define Name dialog box.

You can also name a range by selecting it, clicking in the Name box, typing the name
for the range, and pressing ENTER. However, using the Define Name dialog box lets you
more easily see which other range names you 've defined, which can help you implement
an orderly naming scheme and avoid duplicating names.

_ Use the Collapse Dialog Buttons
to Specify Ranges

Many of Excel’s dialog boxes require you to specify the range to affect. In some cases, you
can enter the range automatically by selecting the range before displaying the dialog box.
Alternatively, you can type the range, but it’s easy to get the address wrong. So these dialog
boxes contain one or more Collapse Dialog buttons to help you specify the range by selecting
it on the worksheet. Use any Collapse Dialog button as follows:

1. Display a dialog box that contains one or more Collapse Dialog buttons. The
Conditional Formatting dialog box, shown here (and discussed in “Use Conditional
Formatting,” in Chapter 4), uses one or more pairs of Collapse Dialog buttons:

Conditional Formatting

Condition 1

T V| |between V| | and
Preview of format o use Ma Format Set
when condition is true: =

[ Add == ][ Delete... ] [ OF ][ Cancel ]




CHAPTER 1: Get Started with Excel

2. Click the Collapse Dialog button to reduce the dialog box to its bare bones.

3. Select the cell or range in the worksheet. Excel enters the cell or range address in
the dialog box. This illustration shows the reduced version of the Conditional
Formatting dialog box and a selection being made:

=441 =

4. Click the Collapse Dialog button again to restore the dialog box.

Select Ranges by Using the Go To Dialog Box and the Go To
Special Dialog Box

For selecting ranges and cells with specific contents, Excel provides the Go To dialog box and
the Go To Special dialog box. The Go To dialog box (shown on the left in Figure 1-4; choose
Edit | Go To or press CTRL-G) largely duplicates the functionality of the Name box, but it also
offers you quick access to unnamed ranges you’ve worked with recently—if you can identify
them by their addresses.

Go To E]f§| Go ToSpecial [X|
Go to: Select:
iGoaIing ) Row differences
| Management_Team ) Column differences
[Parts_List ) Precedents
Nurmbers ) Dependents
Text
Logicals Al levels
Errors O Last call
() Elanks () Visible cells anly
B’Feren&: (O Current region () Conditional Formats
| | ) Current array () Data validation
(i ) o) [ ] (bt !
[ Ok ] [ Cancel ]

HIC{UI{=ME¥N Use the Go To dialog box (left) to select named ranges or unnamed ranges
you’ve recently worked with, and the Go To Special dialog box (right) to select
cells that match specific criteria.
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The Go To Special dialog box (shown on the right in Figure 1-4) tends to be of more interest
than the Go To dialog box, as it enables you to easily select cells that match specific criteria,
such as containing comments, conditional formats, or data validation.

To display the Go To Special dialog box, click the Special button in the Go To dialog box.
Choose the appropriate options (discussed below) and click the OK button to select the cells with
those characteristics. You can then move through the range of cells selected by using ENTER,
SHIFT-ENTER, TAB, and SHIFT-TAB.

Table 1-1 explains the options that the Go To Special dialog box offers.

Option

Explanation

Comments

Constants

Formulas

Blanks

Current Region

Current Array
Objects

Row Differences

Column Differences

Precedents

Dependents

Cells that contain comments.

Cells that contain constant data (text, numbers, or dates) rather than formulas.
Select or clear the Numbers check box and Text check box under Formulas to
specify whether to include numbers and text in the search.

Cells that contain formulas rather than constant data. (In other words, the
cell’s contents begin with =.) Select or clear the Numbers check box, Text
check box, Logicals check box, and Errors check box to specify whether to
include numbers, text, logical values (TRUE or FALSE), and error values,
respectively. For example, you might use this option button to check all your
formulas or to quell errors.

Cells that contain no data or formatting. Excel excludes cells after the last cell
in the worksheet that contains data.

The active cell and all cells around it up to the first blank row and blank
column in each direction.

The active cell and the array it’s in.

Objects such as text boxes, charts, AutoShapes, and other objects (for example,
sounds).

Cells within the selected range whose contents are different from the contents
of the comparison cells you specify. Select the range to evaluate, click a cell in
the comparison column to make it active, then select this option button in the
Go To Special dialog box.

Cells within the selected range whose contents are different from the contents
of the comparison cells you specify. Select the range to evaluate, click a cell in
the comparison row to make it active, then select this option button in the Go
To Special dialog box.

Cells to which the active cell refers. Under the Dependents option button, select
the Direct Only option button (the default) or the All Levels option button to
specity whether to select direct references only or indirect references as well.

Cells that refer to the active cell. Select the Direct Only option button (the
default) or the All Levels option button to specify whether to select direct
references only or indirect references as well.

QVAC{HSREBYN  Go To Special Dialog Box Options
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Option Explanation
Last Cell The last cell ever used in the active worksheet.
Visible Cells Only Cells that are visible—not hidden. Use this option to avoid pasting hidden

rows or columns along with visible rows and columns. Select the range,
display the Go To Special dialog box, select this option, then copy the range.

Conditional Formats Cells that have conditional formatting applied. (“Use Conditional
Formatting,” in Chapter 4, explains conditional formatting.) Under the Data
Validation option, choose the All option button (the default) to select all cells.
Select the Same option button to select only those that match the active cell.

Data Validation Cells that contain data validation rules. Choose the All option button (the
default) to select all cells. Select the Same option button to select only those
that match the active cell.

VA:{H=NEBYN  Go To Special Dialog Box Options (continued)

Select Worksheets in a Workbook

You can select worksheets in a workbook as follows:

B Click a worksheet’s tab to select it.

B SHIFT-click another worksheet’s tab to select all the worksheets between the currently
selected worksheet and the one you click.

B CTRL-click another worksheet’s tab to add that worksheet to the selection, or CTRL-click
a selected worksheet’s tab to remove it from the selection.

When multiple worksheets are selected, Excel displays [Group] in the title bar to
remind you.

Excel also offers two keyboard shortcuts for selecting worksheets:

B Press CTRL-SHIFT-PAGEDOWN to select the current and next worksheets.
B Press CTRL-SHIFT-PAGEUP to select the current and previous worksheets.

Get Help with Excel

You can get help from Excel in either of the following ways:

B Type a question (or some keywords) in the Ask a Question box at the right end of the
menu bar and press ENTER. Excel searches the local help files and Microsoft’s web site
(if an Internet connection is available), and displays the results in the Search Results task
pane. Click a link to display Microsoft Excel Help in the Windows Help engine.

B Press F1 or choose Help | Microsoft Excel Help to display the Excel Help task pane
(shown next on the left). Enter a search word or phrase in the Search text box, and then
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press ENTER or click the Start Searching button. Click one of the search results in the
Search Results pane (shown here on the right) to display it in the Windows Help engine.

Excel Help
®|® | A

Assistance

Search For:

|protect a workbook

@ Table of Conkents

Cla e .
L1 Office Online

*  Connect ko Microsoft Office Online
* iget the latest news about using Excel
*  Automatically update this list From the web

Mare, ..

@ fssistance
@ Training

ﬁ Cammunities
ﬂﬂ Downloads

See also

= what's Mew

*  Conkack Us

*  Accessibilicy Help

+  online Content Setfings. ..

Search Results * X

30 resulks From Office Online EF‘

| >

@ Password protect a workshest or workbook
Help = Workbook and Worksheet Protection

@ About worksheet and workbook protection
Help = Workbook and Waorksheet Protection

l@ Remove protection and passwords
Help = Workbook and Waorkshest Protection
i@ Elements vou can protect in workshests and
workbooks
Help = Workbook and Worksheet Protection

QJ Help protect vourself: Secority in Office
Training = Excel

l@ About helping protect files From macro viruses
| Help = Virus Prokection
i@ Troubleshoot shared workbooks

Help = shared Warkbooks

@ Troubleshook koolhars and menus
Help = Toolbars and Commands

Search

|Micrnsnft Office Online v |

| wokeck a workbook

(@) Can't Find it?

Customize Excel’s Online Content

- Settings

To customize the online content settings that Excel uses, follow these steps:

1. Press F1 or choose Help | Microsoft Excel Help to display the Excel Help task pane.
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2. Click the Online Content Settings link in the See Also section to display the Online
Content section of the Service Options dialog box:

Service Options @

Category: Settings:

Customer Feedback Options Online Content Settings

Online Content
Shared Workspace Cia Microsoft Office Online provides thousands of templates, Help topics, and
media clips to help complete your projects,

Show content and brks From Microsoft OFfice Online

Search online content when connected
] Show Template Help automatically when avalable
Shiow Micrasoft Office Online Featured links

o

3. Choose the appropriate settings for your needs:

B Clear the Show Content and Links from Microsoft Office Online check box if
you want to turn off online content completely. Having online content is usually
helpful, but you may want to suppress it if you have a nonpersistent Internet
connection (for example, a dial-up connection) that you prefer not to connect
each time you search for help.

B Clear the Search Office Online Content Automatically When Connected check
box if you prefer not to have the Help feature search the Office Online content
without your explicitly telling it to do so.

B Clear the Show Template Help Automatically When Available check box if you
don’t want Excel to display the Template Help task pane when you open a Smart
Document that has help attached.

B Clear the Show Microsoft Office Online Featured Links check box if you want
to suppress the display of featured links.

4. Click the OK button to close the Service Options dialog box.
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How to...

M Split a window to see different parts of it

Open extra windows to view different parts of the same worksheet
Hide and redisplay windows

Zoom the display

Keep key rows and columns on screen

Set the most important options to make Excel suit your work style

Load and unload add-ins

Configure AutoCorrect to save time and effort

f you’re going to spend any portion worth mentioning of your life using Excel, you owe it to
yourself to configure Excel to suit your working needs as closely as possible.

In an ideal world, you might dream of simply telling Excel to do your work for you. While
this isn’t possible yet, you can automate many routine tasks by creating macros in Visual Basic
for Applications (VBA), the programming language built into Excel. (See Chapter 18 for
information on VBA and how to record macros with it.)

More realistically, you can set many configurable options to specify how Excel’s interface
looks and behaves. By choosing appropriate settings, as discussed in this chapter, you can make
the time you spend using Excel not only more comfortable but also shorter and more productive.

In this chapter, you’ll also learn how to display the appropriate sections of your worksheets
so that you can see the information you need; how to load add-ins (extra components) to provide
added functionality when you need it; and how to use the AutoCorrect feature to correct typos,
expand abbreviations you define, and help enforce consistency in your worksheets.

Improve Your View with Splits, Extra Windows, Hiding,
Zooming, and Freezing

You can greatly improve your view of data and your ability to work effectively in it by splitting
the window to reveal one or three extra parts of it at the same time, opening extra windows,
hiding windows you don’t need, zooming in and out to change your view of detail, and freezing
the display of rows and columns to keep relevant information on screen.

Split the Excel Window to Show Separate Parts at Once

You can split a worksheet window into two or four panes so you can see two or four separate
parts of the worksheet at once. Figure 2-1 shows an example of a window split into four panes to
show different areas of the same worksheet.

The easiest way to apply a two-pane split is to drag the appropriate split box to where you want
the split to be. Then, if necessary, you can drag the other split box to create a four-pane split.
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S{U {7 W Use Excel’s window-splitting feature to display two or four separate parts of the
same worksheet window at once.

To split the window into four panes at once, position the active cell in the row above which
and the column to the left of which you want to split the window. Then choose Window | Split to
split the window both ways.

To adjust the horizontal or vertical split, drag the appropriate split bar. To adjust both split
bars at once, drag where they cross.

To remove a single split, double-click its split bar or drag it out of the worksheet window. To
remove all splitting, double-click the split bars where they cross or choose Window | Remove Split.

Open Extra Windows to Work in Different Areas of a Worksheet

Another way of working more easily in two or more areas of a worksheet or workbook is to open
two or more windows containing the same workbook. To open a new window, choose Window |
New Window.

Excel names extra windows containing the same workbook by adding a colon and a number
after the filename. For example, when you open a second window of Budget.xls, Excel renames
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the first window Budget.xls:1 and names the second window Budget.xls:2. You can easily switch
from window to window by clicking in the target window (if the window is visible) or by using
the Window menu.

You can split each open window as needed, and you can hide and unhide windows as

described later in this chapter.

When you open multiple windows on the same workbook, you can zoom each window
independently of the other. (See “Zoom In and Out,” later in this chapter, for a
discussion of zooming the display.) For example, you might zoom one window out to
display an overview of a worksheet while you work in close-up in another window.

Arrange Open Windows

You can arrange your workbook windows by using standard techniques to resize and position the
windows:

M Click the Maximize Window button to maximize a window so that it occupies all the
space in the Excel application window.

B Click the Restore Window button to restore it to its previous, nonmaximized size.

B Click the Minimize Window button to minimize a window.

B Drag the edges or corners of nonmaximized windows to resize them. Drag the windows
by their title bar to position them where you want them to appear.

Arrange Windows Using the Arrange Windows Dialog Box

To arrange all nonminimized windows, follow these steps:

1. Choose Window | Arrange to display the Arrange Windows dialog box:

Arrange Windows [EX|

Arrange

() ertical
() Cascade
[ windows of active warkbook

[ Ok ][ Caneel ]

2. Select the Tiled option button, Horizontal option button, Vertical option button, or
Cascade option button as appropriate:

M Tiling sizes each nonminimized window as evenly as possible to fill the space
available in the Excel window. Tiling tends to be most useful for getting an overview
of which workbook windows are open. You can then close any workbook windows
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you no longer need, or minimize (or hide) other workbook windows to get them out
of the way, before arranging the remaining windows horizontally or vertically.

B The Horizontal and Vertical arrangements are good for comparing the contents of
two or three windows. Horizontal is better for data laid out along rows; Vertical is
better for data laid out down columns.

B The Cascade arrangement is good for shuffling a stack of windows into an arrangement
where each window is a reasonably large size but you can access any window instantly.

3. If you want the arrangement command to affect only the windows that belong to the
active workbook (the one that had the focus when you issued the Window | Arrange
command), select the Windows of Active Workbook check box.

4. Click the OK button to close the Arrange Windows dialog box. Excel arranges the
windows as you specified.

Arrange Minimized Windows Using the Arrange Icons Command

When all the open windows are minimized, the Window menu contains the Arrange Icons
command rather than the Arrange command. Choose Window | Arrange Icons to arrange the
window icons neatly at the bottom of the Excel window.

Compare Two Windows Side by Side

You can use the Arrange Windows dialog box to position two windows alongside each other to
compare their contents. But Excel also offers an option that goes one better and synchronizes the
scrolling of the two windows so that you can compare their contents more easily.

To compare the contents of two windows, follow these steps:

1. Activate one of the windows whose contents you want to compare.

2. Choose Window | Compare Side by Side With to display the Compare Side by Side
dialog box:

Compare Side by Side r§]

Compare Side by Side with:
lfscme Heavy Industries database 1.x1s:1

| Acme Heavy Industries database 1.xls:2

| Bookd
| Department staffing needs (Joanne's input).xls

l QK ] | Cancel

3. Select the second window for the comparison.

4. Click the OK button to close the Compare Side by Side dialog box. Excel arranges the
windows to occupy the Excel application window and synchronizes their scrolling.
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When you’ve finished comparing the windows, choose Window | Close Side by Side to revert
to the previous arrangement of windows.

If you have only two windows open, Excel lists the other nonactive window's title as
part of the Compare Side by Side With command—for example, Compare Side by Side
with Department Staffing Projections.xls. When you issue the command, Excel arranges
the windows without displaying the Compare Side by Side dialog box.

Hide a Window

When you have multiple windows open, you may find a window is temporarily surplus to
requirements. When this happens, hide the active window by choosing Window | Hide. This

technique can help you both keep your Excel window uncluttered and protect yourself against
inquisitive coworkers snooping your work.

To redisplay a hidden window, follow these steps:

1. Choose Window | Unhide to display the Unhide dialog box:

Unhide X
Unhide workbook:

PERSOMAL, LS
04 June - Manufackuring throughput (raw), xls

temp - Stats For Kevin's Presentation. xls
Q4 Sales Figures, xls

[ OK ][ Cancel ]

2. Select the window you want to redisplay.

3. Click the OK button to close the Unhide dialog box. Excel reveals the specified window.

Zoom In and Out

To make your worksheets easier to read on screen, you can zoom in and out either by selecting the
appropriate item from the Zoom drop-down list on the toolbar (shown on the left in Figure 2-2) or

by choosing View | Zoom and choosing the appropriate option button in the Zoom dialog box
(shown on the right in Figure 2-2).

The following points are worth mentioning:
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10055 -

200%:

100%:

To%

S
2% o

) Fit selection
() Cuskam: ED.E_'.! 3

[ ok, ][ Cancel ]

FIC{U {2Vl Use the Zoom drop-down list or the Zoom dialog box to zoom the display to
make it easier to read.

B Excel’s zoom range is from 10 percent to 400 percent. For percentages other than 25, 50,
75, 100, and 200, type the percentage into the Zoom drop-down list box or the Custom
box in the Zoom dialog box.

B The Selection item in the Zoom drop-down list and the Fit Selection option button in the
Zoom dialog box zoom the worksheet to the largest size possible for the current selection.
This zoom is great for concentrating on a group of key cells you’ve already selected.

B Excel hides the cell gridlines at tiny magnifications to improve visibility.

Use Freezing to Keep Key Rows and Columns Visible

If you work on worksheets that contain more data than will fit on your monitor at a comfortable
size, you’ll need to scroll up and down, or back and forth, to refer to labels and headings in the
leftmost columns or topmost rows of the worksheet. Such frequent scrolling can be both
frustrating and a waste of time.

To reduce scrolling, you can freeze specific rows and columns so that Excel keeps displaying
them even though the other rows and columns scroll. For example, you could freeze column A
and row 1 so that Excel would keep displaying them even when you navigated to cell [IV65536.

To freeze rows and columns, select the cell to the right of the column and below the row you
want to freeze, then choose Window | Freeze Panes. Excel displays a heavier line along the
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FIC{U{=EW You can freeze the leftmost columns and topmost rows of a worksheet to keep
them on screen as you scroll to the depths of the worksheet.

gridlines to show where the frozen section is. The frozen section then remains in place when you
scroll the rest of the worksheet as usual. Figure 2-3 shows a worksheet with column A and the
top six rows frozen. (The first five rows are scrolled off the top of the screen.)

To remove freezing, choose Window | Unfreeze Panes.

Options to Make Excel Easier to Use

Splits, extra windows, zooming, and freezing can make a huge difference in the way you use
Excel. But to have Excel best suit the way you work, you must configure settings on at least
some of the 13 tabs in Excel’s Options dialog box (Tools | Options). In this section, you’ll learn
about the options that affect the way Excel appears and behaves.

There are more options than you can comfortably shake a stick at, and, inevitably, some
options are more immediately useful and relevant than others. In this section, we’ll pass swiftly
over the less useful and relevant options so that we can focus on the options most likely to make
a difference to your work.

Some categories of options affect separate parts of Excel’s functionality rather than Excel’s
behavior as a whole. This book discusses these options in the section that covers their functionality
instead of presenting all the options here. Here are the details of where these options are discussed:

B The options on the Custom Lists tab enable you to create custom AutoFill lists. “Create
Custom AutoFill Lists,” in Chapter 3, discusses how to use these options.
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B The options on the Chart tab are relevant only when you’re creating charts. Chapter 13
covers creating charts and discusses these options.

B “Troubleshoot Formulas,” in Chapter 8, explains the options on the Error Checking tab.

B “Restrict Data and Protect Workbooks,” in Chapter 14, discusses the options on the
Security tab.

Choose View Options to Customize Excel’s Visual Appearance

Using the options on the View tab of the Options dialog box (Figure 2-4) can drastically change
Excel’s appearance, which can make a great difference to your work with it. Which options you
choose depends on the type of work you’re doing and how you prefer to go about it, but it’s
worth experimenting with different combinations of the options to discover which you find most
comfortable and convenient to work with.

Show Options

The check boxes in the Show section of the View tab let you specify whether Excel displays the
task pane, formula bar, and status bar on startup. (You can toggle the display of these options
while working by choosing View | Task Pane, View | Formula Bar, or View | Status Bar.)

The key option here is the Windows in Taskbar check box, which controls whether Excel
displays a separate taskbar button for each open workbook or a single taskbar button for Excel.

Options
Color International Save Error Checking Spelling Security
| Calculation Edit General Transition Cuskom Lists Chart
Shaw
Startup Task Pane Farmula bar Status bar Windows in Taskbar
Carmments
) Mone () Comment indicator anky (%) Comment & indicator
Objects
(%) Show 4l () show placeholders () Hide 4l
Window options
[ Page breaks Row & column headers Horizontal scroll bar
[ Farmulas CQutline symbals Wertical scroll bar
Gridlines Zero values Sheet tabs
Gridines color:
[ QK ] [ Cancel ]

H[elU/{= 2] Experiment with the options on the View tab to find which visual elements and
cues you find most helpful.
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Having separate taskbar buttons for each open workbook can enable you to switch from one
workbook to another more easily, but some people find that the extra clutter on the taskbar
outweighs this convenience.

Comments Options

The options in the Comments section let you specify how Excel displays comments attached to cells
in worksheets. Your choices are to hide comments and comment indicators, display comment indicators
only, or display both comment indicators and comments. This last setting is primarily useful for
worksheets with few comments; worksheets with many comments can get busy with all comments
displayed. Displaying only comment indicators is usually a happy medium, but you may want to hide
all comment indicators to keep a complex worksheet as clean as possible while you work on it.

Objects Options

The options in the Objects section let you specify how Excel displays objects in worksheets.
Excel worksheets can contain a wide variety of objects—anything from charts or pictures to
sounds and videos.

Your choices are to display the objects, to display placeholders (blank rectangles) that indicate
where the objects are, or to suppress the display of all objects. Displaying many complex objects
may slow down the scrolling of worksheets, so displaying placeholders may speed up scrolling.
Hiding all objects enables you to work in cells that are otherwise obscured by objects.

Window Options

The options in the Window Options section let you specify which items are displayed in the
window. Here’s a quick explanation of these items:

B Page Breaks Controls whether Excel displays page breaks on worksheets. Seeing page
breaks can be useful for laying out data but distracting for data entry.

B Formulas Controls whether cells that contain formulas display the formula results (the
default) or the formulas themselves. You may want to display formulas when constructing
or editing a worksheet, but chances are that you’ll usually want to display their results.

B Gridlines Controls whether Excel displays the gridlines for the worksheet, as it does
by default. Seeing the gridlines is useful for most purposes, but you may want to turn off
the display of gridlines when you’re laying out a form.

B Gridlines Color If you choose to display gridlines, you can use this drop-down list to
change their color from the default color (Automatic).

B Row & Column Headers Controls whether or not Excel displays the row headers and
column headers, as it does by default. You may sometimes want to turn off the display of
headers to make more space available on screen or to hide the details of a collapsed outline or
hidden cells or columns, but usually the headers help you keep track of which cell is active.

M Outline Symbols Controls whether or not Excel displays outline symbols to indicate
which outline sections are expanded and which are collapsed. Usually it’s useful to see
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the outline symbols, but you may want to hide them when displaying outlined
spreadsheets to an audience.

B Zero Values Controls whether Excel displays zeroes in cells that contain zero values
(as it does by default) or whether Excel suppresses the display in those cells. Suppressing
zero values can help you focus on nonzero values in worksheets.

B Horizontal Scroll Bar Controls whether Excel displays the horizontal scroll bar, as
it does by default. Hiding this scroll bar can save you valuable real estate on a small
screen, but it reduces navigation options with the mouse.

M Vertical Scroll Bar Controls whether Excel displays the vertical scroll bar, as it does
by default. As with the horizontal scroll bar, hiding this scroll bar can save you valuable
space on a small screen at the expense of easy navigation with the mouse.

B Sheet Tabs Controls whether Excel displays the worksheet tabs at the bottom of the
window, as it does by default. You may choose to hide the worksheet tabs when you
don’t need to use them to move quickly from one worksheet to another. (Any workbook
that includes only a single worksheet has no need for the worksheet tabs.)

Understand (and Maybe Choose) Calculation Options

The Calculation tab of the Options dialog box (Figure 2-5) offers a set of options for specifying
how Excel recalculates all worksheets, and a set of options for specifying how Excel handles the
active worksheet.

Options
Color Save Error Checking Spelling Security
View |i Edit General Transition | Cuskomn Lists Chart
Calculation
&) Automatic 2 Manual Calc Maw (F9)
() Aukomatic except tables
Cale Sheet

[ tteration
Mazximurn ikerations: Maximurn change: |0.001
iorkbook options
Update remate references Save external ink values

[ Precision as displayed [ Aceept labels in Formulas
[] 1904 dake system

[ 0K l [ Cancel ]

F[elUl3{=Z W Unless you have special needs, the default settings on the Calculation tab of the
Options dialog box will probably do fine.
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Calculation Area Options

The three option buttons in the Calculation area of the Calculation tab control how Excel
calculates all worksheets. The default setting is the Automatic option button, which causes

Excel to automatically recalculate all cells in a workbook when the value in any cell changes.
So, by default, when you enter a new value in a cell, Excel automatically recalculates all the
cells in the workbook. Normally, most of the cells won’t be affected by any change you make,

so the recalculation process is so quick as to be unnoticeable. This makes Automatic recalculation
the best choice for most users, because it ensures that all values in a workbook remain up-to-date
no matter how many changes you make.

The exception is if you’re using a workbook complex enough for recalculation to bog down
your computer. For example, suppose you need to change a series of values in a physics calculation,
and each value is involved in a set of complex calculations. In this case, automatic recalculation
may take several seconds (or much longer) each time you enter a value in a cell, which will make
for painfully slow progress. In this case, you would do better to select the Manual option button
so that you could enter all the values without having to wait for each recalculation to finish
before you could proceed.

If you select the Manual option button, you can select or clear the Recalculate Before Save check
box to control whether Excel recalculates formulas before saving the workbook. Recalculating before
the save is the default and is usually a good idea, because it helps avoid someone subsequently opening
the workbook and not realizing that some formula results aren’t up to date.

The third option button, Automatic Except Tables, performs automatic recalculation of all
formulas except those in data tables. Depending on how your data is laid out, this option may
give you the best of both worlds—you can enter data in data tables without recalculation slowing
down the process, but Excel will recalculate all other formulas at each change.

If you choose the Automatic Except Tables option button or the Manual option button, you
can force recalculation of the entire workbook at any time by clicking the Calc Now button or by
pressing F9. You can force recalculation of the worksheet (rather than the workbook) by clicking
the Calc Sheet button or by pressing CTRL-F9. The keyboard shortcuts are worth memorizing
because you can issue them without displaying the Calculation tab of the Options dialog box.

You’ll seldom need to change the Iteration options unless you need to use circular references
in your formulas. (Briefly, a circular reference includes a calculation that refers to its own value.)
Without iteration, circular references cause errors. If you need to use iteration, select the Iteration
check box, adjust the maximum permitted number of iterations in the Maximum Iterations text
box, or adjust the maximum change (per iteration) in the Maximum Change text box.

Workbook Options

The Workbook Options section of the Calculation tab offers five check boxes for controlling how
Excel handles recalculation in this workbook:

B The Update Remote References check box controls whether Excel updates references to
formulas that reference other applications. This check box is selected by default.

B The Precision As Displayed check box on the Calculation tab changes the numbers in the
cells to match the precision with which they’re displayed. For example, if you’re using two
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decimal places in a worksheet, applying this feature would change the numbers in all the
cells in the workbook to using two decimal places (including any rounding involved);
$44.5593 would change to $44.56, and so on. You’ll seldom need to use this feature. If you
do, experiment first with a copy of your data, because the only way of undoing the change
that Precision As Displayed makes is to revert to an unaffected copy of the data.

B The 1904 Date System check box changes Excel’s serial date starting point from January 1,
1900, to January 2, 1904. Windows versions of Excel use 1900 as the starting date, while
Mac versions of Excel use 1904. So when you import a workbook from Excel for the Mac,
you’ll usually need to select this check box to make serial dates display the correct values.
If your Excel workbooks are Windows only, you don’t need to worry about this option.

B The Save External Link Values check box controls whether Excel saves the value of
external links in the workbook. This check box is selected by default.

B  The Accept Labels in Formulas check box controls whether Excel lets you use row labels and
column labels to reference cell addresses in formulas. This check box is cleared by default,
but you may sometimes want to select it. “Use Range Names and Labels in Formulas,” in
Chapter 8, explains when this option may be helpful and why it’s turned off by default.

Set Edit Options to Fine-Tune Editing Maneuvers

The options on the Edit tab of the Options dialog box (Figure 2-6) offer fine control over Excel’s
features for editing columns, rows, and cell contents. It’s a good idea to understand what these
features do even if you don’t need to change the default settings immediately.

Options
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| General Transition Custom Lists Chart
Settings
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Allow cell drag and drop Enable automatic percent entry
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Direction:
[ Fixed decimal

Places: I:I

Cuk, copy, and sort objects with cells
Ask to update automatic links
Provide feedback with Animation
Enable AutoComplete for cell values

[ QK ][ Cancel ]

FIElVI3{= 2N The options on the Edit tab of the Options dialog box can greatly change how
Excel behaves as you edit worksheets.
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Here’s what the options do:

The Edit Directly in Cell check box controls whether or not you can perform editing in
the cell in the worksheet as well as editing in the Formula bar. Most people find editing
in the cell convenient for most purposes, and this check box is selected by default. If you
prefer to restrict editing to the Formula bar, clear this check box.

The Allow Cell Drag and Drop check box controls whether or not you can use drag and
drop to copy or move the contents of cells. This check box is selected by default. If you
leave it selected, you can select or clear the Alert Before Overwriting Cells check box to
control whether or not Excel warns you before overwriting cells that contain data when
you perform a drag-and-drop operation.

The Move Selection After Enter check box lets you specify whether, and in which direction,
Excel moves the selection when you press ENTER to apply an entry to a cell. The default is to
move down to the next cell. You might prefer to move right (or, rarely, up or left).

The Fixed Decimal check box lets you make Excel format each number you enter with
the number of decimal places you specify in the Places text box. This check box is
cleared by default, and you’ll need to turn it on only for specialized purposes. When you
use this option, Excel forces you to use the specified number of decimal places in each
entry. For example, if you set three fixed decimal places and enter 1 in a cell, Excel uses
the value 0.001. To enter the value 1, you enter 1000, and Excel displays it as 1.

The Cut, Copy, and Sort Objects with Cells check box controls whether or not Excel
includes objects (for example, charts) in selections you cut, copy, or sort. This check box
is selected by default.

The Ask to Update Automatic Links check box controls whether Excel gets your
approval before updating automatic links or updates them without asking. This check
box is selected by default.

The Provide Feedback with Animation check box controls whether or not Excel used
animated visual effects to accentuate actions you’re performing. For example, when you
insert a row (Insert | Row), Excel animates the process of sliding down the rows below it.
Animation is on by default. Turn it off if you find it annoying or if it makes your
graphics card struggle.

The Enable AutoComplete for Cell Values check box controls whether, when you’re
entering text in a cell, AutoComplete suggests a matching item from another cell in the
column once you’ve typed enough letters to identify it. For example, if you enter Madrid
in cell A1, enter Malaga in cell A2, and type mad in cell A3, AutoComplete suggests
Madrid to complete that cell. AutoComplete can greatly speed up entering repetitive
information in columns. But if you find AutoComplete distracting, clear this check box.

The Extend List Formats and Formulas check box controls whether Excel applies repeated
formats and formulas to new rows you add to the end of a list. This check box is selected
by default and, in most cases, this feature saves time and effort. If not, clear this check box.
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B The Enable Automatic Percent Entry check box controls whether or not Excel multiplies
percentage entries by 100 before displaying them. Most people find this option helpful—
it enables you to enter percentages without thinking about them. When this option is
turned off, entering 1 in a Percentage-formatted cell displays 100%, entering 2 displays
200%, and so on.

B The Show Paste Options Buttons check box controls whether, when you paste data,
Excel displays the Paste Options Smart Tag, which is useful for changing the format or
content of data you’ve pasted.

B The Show Insert Options Buttons check box controls whether Excel displays the Insert
Options Smart Tag when you insert cells (for example, by using an Insert | Cells command).
This Smart Tag lets you change the way in which inserting the cells has affected the
existing rows and columns in the worksheet.

Choose General Options

The General tab of the Options dialog box (Figure 2-7) contains a wide variety of useful settings—
everything from the number of files in the recently used file list to the folder that Excel opens
by default.

Here are details of the settings:

B The R1CI1 Reference Style check box controls whether Excel refers to cells using Al
reference style (column A, row 1) or RIC1 reference style (Row 1, Column 1). Almost

Options
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FIC{U {22yl The General tab of the Options dialog box includes settings for adjusting the
recently used file list and the folder that Excel opens by default.
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everybody uses Al reference style, which is the default, but you may occasionally need
to use R1C1 reference style.

The Ignore Other Applications check box controls whether Excel ignores Dynamic Data
Exchange (DDE) requests from other applications. This check box is cleared by default.

The Function Tooltips check box controls whether Excel displays ScreenTips when you
hover the mouse over interface items such as the toolbar buttons. This check box is
selected by default.

The Recently Used File List check box controls whether Excel displays the list of
recently used files at the bottom of the File menu and in the Getting Started task pane.
The Entries text box controls the number of entries. The default setting is 4; you can set
any number from 1 to 9.

The Prompt for Workbook Properties check box controls whether Excel displays the
Properties dialog box when you first save a file. This check box is cleared by default. By
entering properties rigorously in every workbook, you can make it easier to identify the
contents of workbooks by searching.

The Provide Feedback with Sound check box controls whether Excel and the other Office
applications give you audio feedback when you take actions such as scrolling, using toolbars,
or displaying dialog boxes. (Turning on sound feedback in one application turns it on for all
of the Office applications.) To receive sound feedback, you must download the Office Sounds
add-in from the Microsoft Office Download Center and install it.

The Zoom on Roll with IntelliMouse check box controls whether rolling the wheel on an
IntelliMouse zooms the display. This check box is cleared by default.

The Sheets in New Workbook text box lets you specify how many worksheets each new
workbook contains. The default is 3. If you frequently have to add or delete worksheets,
adjust the number accordingly. The limits are 0 and 255 sheets.

The Standard Font drop-down list and the Size drop-down list enable you to set the
standard font and font size for workbooks.

The Default File Location text box specifies the folder that dialog boxes such as Open
and Save As use initially. If you want Excel to display a different location, type it or
paste it into this text box.

The At Startup, Open All Files In check box and text box let you specify a folder of
templates, workbooks, or add-ins that you want Excel to open automatically when you
start Excel. Some people find this option useful, but many don’t.

The User Name text box contains Excel’s current idea of your name. Change it if necessary.

Choose Suitable Save Options

The three options on the Save tab of the Options dialog box (Figure 2-8) are crucial for keeping
valuable data as safe as possible.
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Options
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FIC{U (=8N The Save tab of the Options dialog box contains only three options, but each of

them is crucial to keeping your work safe from mishaps.

These are the available options:

——

The Save AutoRecover Info Every NN Minutes check box controls whether AutoRecover
automatically saves data while you’re working so as to be able to recover from a disaster
such as Excel crashing or your computer losing power. This check box is selected by
default, and it’s best to leave it selected. Set the value in the text box to a value that suits
you. The default setting is 10 minutes, but you may want to set a shorter interval if your
computer has been unstable.

You may want to turn off AutoRecover if you prefer to save your documents manually
every time you make an important change, or if you find that AutoRecover’s automatic
saves interfere with your work or your concentration. (The status bar displays Saving
AutoRecover Info and a progress readout during each AutoRecover save.)

The AutoRecover Save Location text box specifies the folder in which AutoRecover
saves its files. The default location is the %userprofile?s\Application Data\Microsoft\
Excel folder. In a network environment, an administrator may have redirected the
AutoRecover save location to a network drive so that AutoRecover files can be backed
up centrally along with other files.

Entering a folder path correctly in the AutoRecover Save Location text box is harder
than it should be, because Excel doesn’t let you browse to the folder. An easy way to
enter the folder path is to open a Windows Explorer window to it, copy the path from the
address bar, and paste it into the AutoRecover Save Location text box.

1
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B The Disable AutoRecover check box lets you disable AutoRecover for the active
workbook. This check box is cleared by default. You may want to disable AutoRecover
for a workbook so large that AutoRecover saves take a disruptive length of time or
a workbook you don’t care so much about—or, again, if you compulsively save
your workbooks manually after any change.

Choose Transition Options

The options on the Transition tab of the Options dialog box (Figure 2-9) provide help with
moving to Excel from Lotus 1-2-3, including using Lotus 1-2-3 Help and 1-2-3—style navigation
keys. The option you’re most likely to need to change here is the Save Excel Files As drop-down
list, which lets you specify the default file format in which to save workbooks. For example, you
might choose XML Spreadsheet rather than the default Microsoft Excel Workbook. You can
override this setting in the Save As dialog box.

Set Spelling Options
The options on the Spelling tab of the Options dialog box (Figure 2-10) are as follows:

B In the Dictionary Language, select the dictionary language—for example, English
(U.S.)—to use for spell checking in Excel.

Options
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FIC{UR{=IEN  You can use the settings on the Transition tab of the Options dialog box to help
make the move from another spreadsheet application to Excel.
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In the Add Words To drop-down list, select the custom dictionary to which you want to
add correct spellings. The default is CUSTOM.DIC. (You can create new dictionaries
from the Spelling tab of the Options dialog box in Excel or from the Spelling &
Grammar tab of the Options dialog box in Word.)

The Suggest from Main Dictionary Only check box controls whether Excel confines its
spelling suggestions to its main dictionary or whether it uses the custom dictionary as
well. This check box is cleared by default.

The Ignore Words in UPPERCASE check box controls whether spelling checks skip
words in all capitals. This check box is cleared by default.

The Ignore Words with Numbers check box controls whether spelling checks skip words
that include numbers. This check box is selected by default.

The Ignore Internet and File Addresses check box controls whether spelling checks skip
Internet addresses (for example, http://www.mcgraw-hill.com) and file paths. This check
box is selected by default.

The AutoCorrect Options button on the Spelling tab displays the AutoCorrect dialog
box. See “Configure AutoCorrect’s Basic Settings,” later in this chapter, for a discussion
of the AutoCorrect options.

Options
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[] 1gnore words in UPPERCASE
Ignore words with numbers
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AutoCarreck Options. ..
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SIC{U {0 Choose the dictionary language and specific types of text to ignore on the

Spelling tab of the Options dialog box.
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Load and Unload Add-Ins

Excel includes several add-ins, optional components that you can load when you need the extra
functionality that they provide. For example, the Euro Currency Tools add-in provides tools for
working with the euro, which can be handy if you do business in Europe.

If you need an add-in frequently, you can always load it. But in general, it’s not a good idea
to load add-ins unless you need them, because they take up memory and may slow down your
computer. So you should load add-ins when you need them, use them, and then unload them
when you’ve finished.

To load or unload an add-in, follow these steps:

1. Choose Tools | Add-Ins. Excel displays the Add-Ins dialog box:

Add-Ins ZIX]
fdd-Ins availsble:
\[ ] Anakysis ToolPak oK

Anzbysis ToclPak - VBA

Corditicnal Sum Wizard

Euro Currency Tooks

Inkernat Assistant VBA

Lookup Wizard Browin s
MapPoink Data Service

Sobver Add-in
Tool for optimization and equation sohving

2. Select the check boxes for the add-ins you want to load, and clear the check boxes for
any loaded add-ins you want to unload.

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

Once you’ve loaded an add-in, you can use its features, which may be implemented as menu
commands, toolbar buttons, Wizards, or other interface elements.

Configure AutoCorrect to Save Time and Effort

AutoCorrect is an automatic-correction feature that watches as you type and substitutes
predefined replacement text when you type a group of characters that match one of its entries.
AutoCorrect cannot only save you the awkwardness of typos and some basic grammatical errors
in your spreadsheets, but it also can make data entry faster and more consistent. It’s well worth
spending a few minutes understanding what AutoCorrect does and how it can help your work.
AutoCorrect is implemented in most of the Office applications, with text-only AutoCorrect
entries stored in a central location so each application can access them. (Word can also use
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Add the Add-ins to Your Installation

——

of Office

If your computer has a complete installation of Office, the add-ins will be installed; if it has a
custom installation, they may be.
If you need to install the add-ins, follow these steps:

1. Choose Start | Control Panel | Add or Remove Programs.

2. Select Microsoft Office 2003 and click the Change button.
3. Click Add or Remove Features.
a4

Select the Choose Advanced Customization of Applications option button and click
the Next button.

5. On the Advanced Customization sheet, expand the Excel item, then expand the
Add-ins item.

For each add-in you want to load, choose the Run from My Computer option.

7. Click the Update button to update your Office installation.

formatted AutoCorrect entries, which it doesn’t share with the other applications.) The entries
are stored in the MSOnnnn.acl file, where nnnn is the numeric designation for the localization of
Office you're using, in the %userprofile%s\Application Data\Microsoft\Office folder, where
Y%userprofile% is the path to your user profile (for instance, C:\Documents and Settings\Jane
Petersen\Application Data\Microsoft\Office). For example, U.S. English AutoCorrect entries are
stored in the MSO1033.acl file.

If you use AutoCorrect extensively, back up your .ACL file. If you use multiple
computers, you may want to copy the .ACL file from one computer to another so you
don’t need to re-create AutoCorrect entries manually.

Configure AutoCorrect’s Basic Settings

To configure AutoCorrect, choose Tools | AutoCorrect Options to display the AutoCorrect tab of
the AutoCorrect dialog box (Figure 2-11).
Choose settings as appropriate:

B The Show AutoCorrect Options Buttons check box controls whether Excel displays
Smart Tags in worksheets for items that AutoCorrect has replaced. The Smart Tag gives
you a visual indication of each AutoCorrect correction and enables you to undo a
correction easily.
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AutoCorrect: English (U.5.)

AuboCorrect |nut0Format As You Type || Smart Tags

Show AutoCarrect Options butkans

Correct TWo INitial CApitals -
Capitalize first letter of sentences

Capitalize names of days

Correct accidental use of cAPS LOCK key

Replace bext as you bype

Replace: hiith:
{c) A
ir ® =
{tm) ™
b

[ K ][ Caniel ]

FIC{U {7l Configure AutoCorrect, and create and delete AutoCorrect entries, on the

AutoCorrect tab of the AutoCorrect dialog box.

The Correct TWo INitial CApitals check box controls whether or not AutoCorrect
lowercases the second of two initial capitals. AutoCorrect comes with some exceptions
built in (such as “COs” and “JScript”), and you can add extra exceptions as necessary by
clicking the Exceptions button and working on the INitial CAps tab of the AutoCorrect
Exceptions dialog box.

The Capitalize First Letter of Sentences check box controls whether AutoCorrect
capitalizes the first letter of everything it takes to be a sentence. Generally this feature
works well, but sometimes you may disagree with what AutoCorrect considers to be a
sentence. (This tends to be more of a problem with Word than with Excel.)

The Capitalize Names of Days check box controls whether AutoCorrect capitalizes the
names of days. Usually this option is useful for speeding up data entry.

The Correct Accidental Use of cAPS LOCK Key check box controls whether AutoCorrect
attempts to detect when you’ve mistakenly switched on the Caps Lock key. AutoCorrect
switches off the key and changes the case of the letters that should have been the opposite
case.

The Replace Text As You Type check box controls AutoCorrect’s main feature—
scanning for entries as you type and replacing them with their designated replacement
text. You’ll seldom want to clear this check box, unless you’re using someone else’s
account on a computer and you find AutoCorrect unexpectedly replacing text you type.
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By leaving this check box selected, and by creating as many AutoCorrect entries as is
reasonable, you can make AutoCorrect shoulder part of the burden of entering text in
your worksheets.

Create and Delete AutoCorrect Entries

AutoCorrect comes with a large number of built-in entries that range from simple typos (for
example, abotu instead of abouf) to basic grammatical mistakes (for example, may of been
instead of may have been) and some symbols (for example, AutoCorrect corrects (c) to a
copyright symbol, ©). You can add as many custom entries as you need, and you can replace
or delete the built-in entries if you find them inconvenient.

Creating and deleting AutoCorrect entries could hardly be easier:

B To create an entry, enter the entry text in the Replace text box and the replacement text in
the With text box. (You can paste copied text into either of these text boxes.) Either click
the Add button to add the entry and keep the AutoCorrect dialog box open, or click the
OK button to add the entry and close the AutoCorrect dialog box.

If an AutoCorrect entry with this name already exists, AutoCorrect prompts you to

decide whether to overwrite it.

B To delete an entry, select it in the list by scrolling or typing its first few letters, and then
click the Delete button.

B To change the name of an existing AutoCorrect entry, select it in the list to enter its name
in the Replace text box and its contents in the With text box. Type the new name and
click Add to create a new entry with that name and contents. Then delete the old entry.

How AutoCorrect Works

As you type, AutoCorrect examines each character. When you type a character that typically
means you’ve finished typing a word, AutoCorrect compares the word (or, more precisely,
the group of characters) against its list of entries. If the word matches an entry, AutoCorrect
substitutes the replacement text for the word. If the word doesn’t match an entry, AutoCorrect
checks the word and its predecessor together to see if they match an entry. If so, AutoCorrect
substitutes the replacement text. If not, AutoCorrect checks those two words with the word
before them—and so on until it has checked all the complete words in the preceding 31
characters, at which point it gives up.

AutoCorrect entries can be up to 31 characters long and can contain spaces and
punctuation. The replacement text for an entry can be up to 255 characters long—plenty to
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enable you to enter a short paragraph or two. (If you try to use more than 255 characters,
AutoCorrect warns you that it’ll need to shorten the replacement text.)

No entry’s name should be a real word in any language you use; otherwise, AutoCorrect
will replace that word each time you try to use it. The exception is if you want to prevent
yourself from using a particular word. For example, if the word purchase sends your boss
into conniptions, you can define AutoCorrect entries to change words based on purchase
(such as purchase, purchases, purchased, purchasing, and so on) to their counterparts based
on buy. AutoCorrect will then censor your language use gently and automatically.

AutoCorrect considers various characters to mean you’ve finished typing a word. As you’d
guess, these characters include spaces, punctuation, tabs, and carriage returns. You might not
guess that various symbols (such as % and #) trigger AutoCorrect checks, but they do.

Undo an AutoCorrect Correction

When AutoCorrect makes a correction that you don’t want to keep, you can undo it by issuing an
Undo command (for example, press CTRL-Z or click the Undo button on the Standard toolbar).
But if you were typing fast at the time when AutoCorrect chose to kick in, you might need to
undo a lot of typing (or other editing) before you can undo the AutoCorrect action.

To make corrections easier, Word, PowerPoint, Excel, and Outlook track corrections applied
by AutoCorrect. When you hover your mouse pointer over an AutoCorrect correction, the
application displays an AutoCorrect Options Smart Tag that you can click to display a menu of
AutoCorrect options. Your choices vary according to the context but include the option to undo
this instance of the correction and to stop correcting this AutoCorrect entry (for the future).

Use AutoCorrect Most Effectively

AutoCorrect is wonderful for fixing typos as you type. But if you enter much text in your
worksheets, define AutoCorrect entries for long words, complex terms, phrases, or sentences
you enter frequently. By doing so, you can both accelerate your typing and avoid typos.

You can also use AutoCorrect for enforcing consistency. For example, if you work for the
vice president for sales and marketing but tend to write the title as “Vice President of Sales and
Marketing,” create an AutoCorrect entry to change “Vice President of Sales and” to “Vice
President for Sales and.” AutoCorrect will then correct the error for you automatically when you
make it. (Note that the phrase is too long to include “Marketing” in the AutoCorrect entry. But
this has a hidden benefit—AutoCorrect will fire as you go on to type “Marketing.” Otherwise,
if the entry included “Marketing” and you typed the wrong phrase and no further, AutoCorrect
wouldn’t fire.)

To continue the previous example, you should create a shorter AutoCorrect entry (called
something like “bossjob”) that expands to your boss’s correct title. The shorter entry will save
you keystrokes and capitalization.
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If you create many AutoCorrect entries, remembering entries that you use less frequently

may be a problem. But there’s nothing to stop you from creating multiple entries for the same
replacement text.

Adding and Deleting AutoCorrect Exceptions

You can also define AutoCorrect exceptions—terms that you don’t want AutoCorrect to
automatically correct. Excel supports first-letter exceptions (for abbreviations such as corp. and
for similar terms that end with punctuation) and initial-caps exceptions (for example, IDs).

To add and delete exceptions, click the Exceptions button on the AutoCorrect tab of the
AutoCorrect dialog box, and work in the AutoCorrect Exceptions dialog box:

AutoCorrect Exceptions [g|
First Letter | INitial CAps |
Don't correck:
CDs
Cis = add
EMusic =
EPs =
Exe Delete
IBa
IBackup b
OK ] [ Cancel
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How to...

M Create a workbook

Save a workbook

Create and save a template

Enter data in worksheets

Use AutoFill to enter data series quickly

Use Find and Replace

Recover your work if Excel crashes

Now that you know how to navigate Excel’s interface, and you’ve chosen such customization
options as necessary to make your work in Excel as smooth and comfortable as possible,
you’re ready to create workbooks of your own. This chapter shows you how to create and save
workbooks and the templates on which workbooks are based, how to enter data in worksheets
manually and by using Excel’s AutoFill feature, how to use Excel’s Find and Replace features,
and how to recover your work if Excel crashes.

Create a New Workbook

Each workbook is based on a template—a file that’s used as the basis for the workbook. A template
can contain anything from basic worksheets with minimal modifications from Excel’s defaults to
a complete complex form with text, formatting, and perhaps VBA macros, that requires the user
to do nothing more than fill in a few pieces of information to complete the form. (For example,
you might use such a template for an invoice, a business proposal, or a psychometric evaluation.)

When you need a new workbook, you have several options, which are discussed in the
following sections:

B You can create what Excel calls a “blank workbook”—a workbook with extremely basic
settings. If you’ve just launched Excel by using the Start menu, Excel will have automatically
created a blank workbook for you.

By default, Excel creates blank workbooks without actually using a template. However,
if you can create a template called Book.xlt in the appropriate folder, Excel then uses it
as the template for default worksheets and workbooks. By creating and formatting
Book.xlt, you can apply default formatting and contents to each new workbook and
worksheet you create. See “Change the Formatting on New Default Worksheets and
Workbooks,” in Chapter 4, for instructions.
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B You can create a new workbook by cloning an existing workbook.

B You can create a new workbook based on a template.

Create a New Blank Workbook

The easiest way to create a new blank workbook is to click the New button on the Standard
toolbar or press CTRL-N.
There are a couple of other ways to create a new blank workbook:

B Display the New Workbook task pane (as described in “Create a New Workbook Based
on an Existing Workbook,” next) and click the Blank Workbook hyperlink.

B Display the Templates dialog box (as discussed in “Create a New Workbook Based on a
Template,” a little later in this chapter), select the Workbook icon on the General tab, and
click the OK button.

Usually, these ways are so much slower and clumsier than clicking the New button that
they’re not worth using, but you may find them useful occasionally.

Create a New Workbook Based on an Existing Workbook

Once you’ve created and formatted a workbook to your (or your boss’s) satisfaction, you can
reuse it as the basis for other workbooks that use the same layout and formatting. Even if you
need to make significant changes to the data in the new copy of the layout, you should be able
to save considerable time and effort over creating the new workbook from scratch.

You can reuse an existing workbook in any of three ways:

B Use the New from Existing Workbook dialog box to create a new workbook based on an
existing workbook, as described in this section. This is an informal but effective way of
reusing material.

B Open the workbook as usual, and then use a Save As command to save a copy of the
workbook under a different name for reuse. This method of reuse is even more informal
but equally effective.

B Create a template from the workbook or, better still, create a template from scratch. See
“Create and Save a Template,” later in this chapter, for instructions.
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To create a new workbook based on an existing workbook, follow these steps:

1. Choose File | New to display the New Workbook task pane:

New Workbook v X

G
New
_] Blank workbaok
@ Fram exisking workbaak, .

Templates
Search Office Cnline:

& Templates home page

@J on my computer, .,
(&) on my Web sites. ..

Recently used templates
Fitness Progress Chark For Women (Metric)
ExpenseStatement

2. Click the From Existing Workbook hyperlink to display the New from Existing Workbook
dialog box. This dialog box is a common Open dialog box with a different name.

3. Navigate to the folder that contains the workbook, and then select the workbook.

4. Click the Create New button to close the New from Existing Workbook dialog box and
create a new workbook based on the workbook.

Create a New Workbook Based on a Template

You can also create a new workbook based on a template—a template that you or your company
has created, a template supplied with Excel, or a template that you download from the Microsoft
Office Online web site. See the next section for instructions on downloading templates from this
site. See “Create and Save a Template,” later in this chapter, for instructions on creating your
own templates.

Create a New Workbook Based on a Local Template
To create a new workbook based on a local template, follow these steps:

1. Choose File | New to display the New Workbook task pane.
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2. Click the On My Computer hyperlink in the Templates area to display the Templates
dialog box:

Templates [X|

General | Spreadsheet Solutions | Acme Heavy Industries |

@as

Balance Sheet  Expensest... Loan Sales Invoice Preview

Amortization
T
==

Timecard

Select anicon to
SEE 3 preview,

[ Templates on Cffice Online ] Ok

In a default configuration, the Templates dialog box displays the General tab and
Spreadsheet Solutions tab. You (or an administrator) can add additional tabs by
creating folders within your Templates folder. The illustration of the Templates dialog
box shows one tab added—the Acme Heavy Industries tab.

3. Click the appropriate tab to display its contents.

4. Select the icon for the template. If necessary, use the Preview pane to check that you’ve
selected the right template.

5. Click the OK button to close the Templates dialog box and create a new document based
on the template.

Create a New Workbook Based on a Web-Site Template

If you have access to templates stored on a web site or a SharePoint site, create a new workbook
as follows:

1. Choose File | New to display the New Workbook task pane.
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2. Click the On My Web Sites hyperlink to display the New from Templates on My Web
Sites dialog box:

New from Templates onmy, Web Sites

Look in: | hg Ity Mebwork Places V| = [} | 'a X ("] |j * Tools »
= @Acme Heawy Industries Sharepoint Site
7 ¥ My Web Sites an MM
My Mebwork,
Places
File name: w |

3. Select the network place (for example, a SharePoint site) and click the Open button to
display its contents. If Excel displays the Connect To dialog box demanding your user
name and password for the site, supply them and click the OK button.

4. Select the template and click the Create New button to create a new workbook based on it.

Download a Template from Microsoft Office Online

To create a new workbook based on a template from Microsoft Office Online, click the Templates
Home Page hyperlink. (Alternatively, if you’ve displayed the Templates dialog box, click the
Templates on Office Online button on either tab.) Excel opens an Internet Explorer window to
the Templates area of the Microsoft Office Online web site. Browse the available templates and,
when you find one you want, click the Download Now button. You’ll need to accept the Terms of
Use policy before you can proceed.

The first time you download a template from Microsoft Office Online, you must install the
Microsoft Office Template and Media Control on your computer. This is a small program
(technically, an ActiveX control) that manages the process of downloading items from the
Microsoft Office Online web site.

Windows displays a Security Warning dialog box (shown here) to prompt you to accept the
Microsoft Office Template and Media Control. Click the Yes button. Leave the Always Trust
Content from Microsoft Corporation check box cleared unless you’re certain you want to install
content signed by Microsoft digital certificates without being prompted. (Because some
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Microsoft digital certificates are known to have been pirated, it’s best to review each Microsoft-
signed item you download rather than allow your computer to accept them all trustingly.)

Security Warning, [z|

Do you want to install and run "Microsoft Office Template
and tedia Control zigned on 4/17/2003 12:36 AM and
distributed by:

Microsoft Corporatiorn

Publisher authenticity verified by Microzoft Cade Signing
PCA

Caution: Microsoft Corporation azserts that thiz content iz

zafe. Yaou should only installAview this content if wou trust
Microzoft Corporation to make that assertion.

] Always tust content from Microsaft Corporation

[ Yes ” Mo H Mare Info ]

If a download from Microsoft Office Online fails, make sure that cookies are enabled in

your browser.
e

After downloading the template, your browser activates Excel and creates a new document
based on that template.

Divide Data Among Workbooks
and Worksheets

More than most other applications, Excel faces you with a choice of how to divide your data
among workbooks and worksheets. Because each workbook can contain up to 256 worksheets,
you might be tempted to keep all of your data in a single workbook, allotting each subject to
a different worksheet. That way, you need to open only one workbook to have access to all
your data.

Even if your work involves a small enough quantity of data to fill only a handful of
worksheets, keeping all of your data together is usually a mistake. Quite apart from increasing
the risk of data loss or damage through a user error (for example, accidental deletion) or a
hardware or software mishap, having all of your data together makes it hard to share some of
the data with other people without sharing all of it. There are various ways around this—for
example, you can copy or move a worksheet to a different workbook, or you can save a copy
of the master workbook and delete all the sheets you don’t want to share—but you’ll be
better off keeping separate data in separate workbooks in the first place.
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In general, try to follow these rough guidelines:

B Divide data by subject, and use a different workbook for each subject. For example,
you might keep a workbook for your company’s (or department’s) sales, another
workbook for staff details and salaries, another workbook for budgeting, and so on.

B Within each subject, divide the data into logical categories, and use a separate
worksheet for each category. For example, in a staff workbook, you might keep staff
address information on one worksheet, salary information on a second worksheet,
and performance information on a third worksheet. (You might prefer to keep a
separate worksheet for each employee, but doing so would make it much more
difficult to sort employee details or compare employee performance.) Similarly, you
might use separate worksheets for months, quarters, or years in a budget workbook.

If you’re using Excel in your work for a company of any size, you’ll probably find that
the decisions for dividing data among workbooks and worksheets have been taken already.
If you get to make such decisions, be prepared to move worksheets to different workbooks
when the need arises. See “Move and Copy Worksheets,” in Chapter 4, for instructions. See
Chapter 9 for a discussion of considerations for creating databases (long or complex lists)
in Excel.

Save a Workbook

In theory, you can leave a workbook unsaved until you’ve finished working with it and are ready
to close it. In practice, it’s a good idea to save your work as soon as you’ve made changes that
you wouldn’t want to have to make again. This is in case a problem occurs with Excel, Windows,
or your computer (for example, a power outage or a hardware failure) and loses your work.

To begin with, you’ll need to save the workbook for the first time, which involves assigning a
file name and specifying the folder in which to save the file. After that, you can save changes to
the workbook by issuing a Save command. At times, you may need to save a workbook under a
different name (making a copy of it) or in a different format (for example, for sharing with someone
who uses a different spreadsheet application). And for some workbooks, you may need to enter
property information to make the workbook more easily identifiable via searching. The following
sections show you how to take these actions.

Save a Workbook for the First Time

To save a workbook for the first time, follow these steps:

1. Issue a Save command in any of the following ways to display the Save As dialog box.
Figure 3-1 shows the Save As dialog box with choices made and key items labeled.

B Click the Save button on the Standard toolbar.
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B Choose File | Save.
M Press CTRL-S or F12.
2. Ifyou don’t want to save the file in the current folder, navigate to the folder you want to use:

B Click a button in the Places Bar to navigate quickly to that place. For example, click
the My Network Places button to display your My Network Places folder.

M Display the Save In drop-down list and select the drive or folder.

B Double-click a folder displayed in the main area of the dialog box to open it. Click
the Up button to move up to the parent folder of the current folder; click the Back
button to return to the previous folder.

3. Enter the file name in the File Name text box:

B The file name can be up to 255 characters in length including the folder path (the
drive and all the folders leading to this folder).

B In practice, most people find they can create usefully descriptive names by using
20 to 50 characters.

Places bar Save In drop-down list
Save in! 5 As329 v|c:'m|la}( [y [ = Tools -
Ty E] Engineering
4 E]Invoices
My Recent =5 ManufFackuring
Dacuments () Marksting
=) Memoranda
|5 other Documents
Deskkop [T Presentations

My Network
Flaces

L7 specifications

File pame: |Pr0ject Eudget]| v | [ Save ]
Save a5 BYPe! | Microsoft Excel Workbook (*,xs) £ Cancel

File Name text box

Save As Type drop-down list

HIC{U{=AW Use the Save As dialog box to specify the file name and location for a workbook

or template.
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B Very long file names can make Windows Explorer windows and common dialog boxes
(for example, the Open dialog box) hard to navigate, and listings such as the recently
used files list on Excel’s File menu have to truncate the names to display them.

4. In the Save As Type drop-down list, choose the appropriate format:

B Choose the Microsoft Excel Workbook item for a normal workbook. This is the
default format for Excel, so this item should be selected already.

B Choose the Template item when creating a template.

B Choose a different format when necessary. For example, if your company uses XML
for data exchange, you may need to save workbooks in the XML Spreadsheet
format. (Chapter 15 discusses XML.)

5. Click the Save button to dismiss the Save As dialog box and save the file.

When you dismiss the Save As dialog box, Excel may display the Properties dialog box
automatically to encourage you to enter property information. See “Enter Property Information
for a Workbook,” later in this chapter, for a discussion of this topic.

Save Changes to a Previously Saved Workbook

After saving a workbook as described in the previous section, you can save any unsaved changes
to the workbook instantly by clicking the Save button on the Standard toolbar, choosing File |
Save, or pressing CTRL-S or SHIFT-F12.

Save a Workbook Under a Different Name

You can save a previously saved workbook under a different name by choosing File | Save As
or pressing F12 to display the Save As dialog box again. Specify a new file name (or folder; or
both) and then click the Save button.

This technique is useful for making a copy of a file you’ve been working on when you
realize you don’t want to overwrite the original file with the changes you’ve made—for example,
when you start tweaking a planning budget and get carried away with the changes you make.
This technique is also useful for read-only files—you can’t save changes to the existing files
anyway, but you can save them under a different name.

You can also use this technique as a quick way of making a copy of a file without leaving
Excel. The more formal alternative is to use Windows Explorer to copy the file, rename the copy
from its default name if necessary, and then double-click the copy to open it in Excel (if you need
to work in the file).

These two techniques have almost the same result—a file with the same contents but a different
name—but not quite. The difference is that creating a copy in Windows Explorer creates a file
identical with the original file, whereas creating a copy by using a Save As command creates a
new file with the same contents as the original file (assuming you haven’t yet changed them) but
with a different Modified date stamp. In most business or home contexts, the different date stamp
is of little consequence, but in some ticklish situations, it may be better to create a copy that has
the same date stamp as the original file.
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Save a Workbook in a Different Format

By default, Excel saves files in its own Microsoft Excel Worksheet format unless you choose to
override the default temporarily or permanently.

Excel also lets you save workbooks in other formats (such as those that various versions of
Lotus 1-2-3 use) for when you need to share data with people who use different spreadsheet
applications.

When you save a workbook in a non-Excel format, data and basic formatting should be saved
without a problem, but complex formatting and advanced features may be stripped from the
workbook during the conversion. So don’t use a non-Excel format for workbooks unless you
must; and if you must, test the required format with noncritical information first in case anything
vital disappears from the workbook.

To save a workbook in a different format, choose the format in the Save As Type drop-down
list in the Save As dialog box. Excel automatically changes the extension on the file to suit the
format, so if you’re using a Save As command to save a previously saved workbook in a different
format, you won’t need to change the file name.

If you usually or always need to save a file in another format than Excel’s native
format, you can make Excel use that format as the default for new workbooks you save.
To do so, choose Tools | Options to display the Options dialog box, click the Transition
tab, select the file type in the Save Excel Files As drop-down list, and then click the OK
button. Excel doesn’t use this default format when you re using a Save As command to
save a workbook youve already saved in another format.

Enter Property Information for a Workbook

To make workbooks easier to identify via searches, and to help the Windows Indexing Service to
store the appropriate key information about workbooks, you can enter property information by
using the Properties dialog box.

You can display the Properties dialog box at any time by choosing File | Properties. You can
also have Excel display the Properties dialog box the first time you save each file, which encourages
you to enter the property information at a relatively convenient time. To make Excel display the
Properties dialog box, choose Tools | Options to display the Options dialog box, select the Prompt
for Workbook Properties check box on the General tab, and click the OK button.

The Properties dialog box contains five tabs, which are discussed here.

General Tab Properties

The General tab contains basic information about the file: its type (for example, Microsoft Excel
Worksheet); the folder it’s located in; its size; its MS-DOS name (in the 8.3 format—for example,
ACMEPR~1.XLS); the dates it was created, last modified, and last accessed; and the status of its
Read Only, Hidden, Archive, and System attributes. You can’t manipulate any of this information
directly on this tab.
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Summary Tab Properties

The Summary tab (Figure 3-2) contains Title, Subject, Author, Manager, Company, Category,
Keywords, Comments, and Hyperlink Base fields. Excel automatically fills in the author information
from the Author property of the template or, if that’s blank, with your user name. Excel automatically
fills in the Company field with the registered organization that’s assigned to the copy of Windows
you’re using. These fields are self-explanatory except for Hyperlink Base, which enables you to
specify the base address for all of the hyperlinks in the workbook. For example, if you enter
http://www.acmeheavyindustries.com/ in the Hyperlink Base text box, you can then create

a hyperlink to http://www.acmeheavyindustries/com/examples/examplel.html by entering
examples/examplel.html rather than the full address.

Statistics Tab Properties and Content Tab Properties

The Statistics tab contains details on when the workbook was created, last saved, last modified,
last accessed, and last printed as well as on the person it was last saved by, the revision number,
and the total time spent editing it.

The Contents tab provides a list of document contents, such as the worksheet names and the
names of named ranges.

Acme Productivity Statistics. xls Properties

General | SUMmmary |Statistics Contents | Custom

Titls: |Productivity Statistics |
Subject: | October 2003 |
Author: |Petra Mernmanden |
Manager: |nndrea Gravis |

|

Company: |Nemmanden Pharmaceuticals

Category: | Skatiskics |

Kewwaords: |statisticsJ productivity, outpuk |

Corrments:

Hyperlink

e |http:,l',l’www.acmeheavyindustries.com,l'statistics,l’ |

|:| Save preview picture

I QK l [ Cancel ]

HICIU{=|cEVE You can enter key information on the Summary tab of the Properties dialog box
to make workbooks easier to identify without opening them.
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Acme Productivity Statistics. xls Properties [5_(|
Gereral | Surmary | Statistics | Conkerks | Cuskom |
Mame: Approved I &dd ]
Checked by A
Client =
Date completed
Departrnent
Destination
Disposition pl
Type: |'r'es ar no L¥3 |
Yalue: @ves OMo [CILink to content
Properties: | Mame Yalue Type
Departrment Marketing Texk
Date completed 11f11/2003 Date
Docurnent number 20408 Text
E2Project ASZE0 Texk
4 *
[ Ok ] [ Cancel ]

HICIUI{=PRW You can enter further identifying details for workbooks on the Custom tab of the
Properties dialog box.

Custom Tab Properties

The Custom tab (Figure 3-3) contains a variety of predefined properties that you can fill in. You
can create custom properties by typing their names in the Name text box. You can also assign to
a property the contents of the first cell in a named range in the workbook. This capability enables
you to store the contents of specific cells automatically in the properties and thus have them
indexed along with the other property information.

To add a property, follow these steps:

1. Select the property in the Name list, or type a new name to create a custom property.

2. In the Type drop-down list, select the appropriate type for the property: Text, Date,
Number, or Yes or No. This choice isn’t relevant if you’re linking the property to a range
in the workbook.

3. Enter the data for the property as appropriate:
B For a Text, Date, or Number value, type it in the Value text box.

B For a Yes or No choice, select the Yes option button or the No option button.
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M For information contained in a named range in a worksheet in the workbook, select
the Link to Content check box. Excel displays a Source drop-down list that contains
the named ranges in the workbook. Select the range from this list.

4. Click the Add button. Excel adds the property and data to the Properties list box. A
property linked to a range displays a chain symbol beside it, as the Project property in
Figure 3-3 does.

To delete a field, select it in the Properties list box and click the Delete button.

Save the Entire Workspace

Instead of just saving the workbooks you’re using, you can save your entire workspace—the
workbooks that are open and the way they’re arranged, together with other settings that don’t
otherwise persist from one Excel session to another. Saving a workspace is great when you use
multiple workbooks, multiple windows, or both in the course of your work. If you tend to have
only a single workbook and window open at a time, saving your workspace is unlikely to help
you much.

To save your workspace, choose File | Save Workspace, specify a file name and folder in the
Save Workspace dialog box, and click the Save button. Workspace files use the extension .XLW,
and Excel suggests the default name resume.xIw for each workspace you save. If you use this
default name, you automatically overwrite each previously saved workspace with the latest workspace
you save. You may prefer to enter another name so that you can save multiple workspaces. Workspace
files contain only the data about the workspace, not copies of the workbooks in it, so the files are
very small and won’t eat up your disk space.

After you dismiss the Save Workspace dialog box, Excel prompts you to save any workbooks
that contain unsaved changes.

The easiest way to open a workspace file is to choose it from the recently used area at the bottom
of the File menu. You can also open a workspace file from the Open dialog box (File | Open). The All
Microsoft Excel Files filter includes workspace files, but you can reduce the listing to only workspace
files by choosing the Workspace item in the Files of Type drop-down list.

If you save your workspace frequently, you may want Excel to open your last saved
workspace automatically when you launch it. To do so, save the workspace file in a
folder of its own, and enter the path to that folder in the At Startup, Open All Files In
text box on the General tab of the Options dialog box (Tools | Options). Don’t save in
this folder any files other than those you want opened for every Excel session.

—

Create Your Own Templates

Excel ships with a small variety of templates built in, and, as you saw earlier in this chapter, you
can download further templates from the Microsoft Office Online web site. You can create as
many of your own templates as you need, either starting from scratch or basing them on an
existing workbook or template. If you work for a company, chances are that the company will
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provide you with templates that its developers and users have created to meet the company’s
business needs.

Understand What Templates Are and What They’re For

A template file is the same as a workbook file except that the template file uses the .XLT extension
instead of the workbook’s .XLS extension. You can create a template simply by changing a
workbook’s extension from .XLS to .XLT in Windows Explorer or another file-management
program if you choose.

As you saw earlier in this chapter, you can base a new workbook on an existing workbook—
so you might reasonably ask why you need templates at all. The answer is that there’s no absolute
need to use templates, but keeping templates separate from workbooks tends to be cleaner and
neater than basing new workbooks on existing workbooks and replacing or excising the parts that
aren’t relevant. By making your templates contain just the basic information for a workbook, you
can avoid awkward errors such as forgetting to delete irrelevant information from a workbook
you’ve based on an existing workbook.

Understand Where Templates Are Stored

Excel keeps its templates in the %userprofile%\Application Data\Microsoft\Templates folder. If
you’re using Excel on a corporate network, an administrator may have redirected the Templates
folder to a different location—for example, on a network drive—so that your templates can be
backed up centrally.

Create and Save a Template

To create a template, create a workbook in any of the ways covered earlier in this chapter: create
a new blank workbook, create a workbook based on an existing workbook, or create a workbook
based on a template. Set up the template so that it contains the data and formatting you want.
Depending on the type of task it’s intended to accomplish, a template might contain anything
from a little cell formatting to a full layout that needs only a few cells filling in to become a
printable document.

To save a template, follow these steps:

1. Display the Save As dialog box in any of the ways discussed in the previous section. For
example, if you’re saving a file for the first time, choose File | Save. If you’re saving an
existing file under a different name, choose File | Save As.

2. In the Save As Type drop-down list, select the Template entry. Excel changes the folder
to your Templates folder to help you save the template in the right place. (If you need to
save the template in another folder, navigate to that folder now.)

3. Type the name for the template in the File Name text box.
4. Click the Save button to close the Save As dialog box and save the template.
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After saving the template, close it (for example, choose File | Close), then issue a File | New
command and create a new workbook based on the template to check that the template has the
contents you expect and that it works satisfactorily.

For most templates, it’s helpful to save a preview picture so that the user can get a
visual impression of the template from the Preview pane in the New dialog box. To save
the preview picture, choose File | Properties, select the Save Preview Picture on the
Summary tab of the Properties dialog box, and click the OK button. Saving the preview
picture increases the file size somewhat, but for templates, it’s usually worth doing.

—

Enter Data in Worksheets

There are three main ways of entering data in worksheets: by typing data in manually, by using
drag and drop to move or copy existing data, and by pasting in existing data that you’ve cut or
copied. The following sections discuss these methods.

Enter Data Manually

You can enter data in a cell by selecting the cell, typing the entry, and then pressing ENTER or
clicking the Enter button. Pressing ENTER moves the active cell to the next cell in the direction
specified by the Move Selection After Enter option on the Edit tab of the Options dialog box.
(The default direction is Down.) Alternatively, move to another cell by clicking in it, by using
one of the arrow keys (T, |, <, or —), or by pressing TAB (to move right), SHIFT-TAB (to move
left), or SHIFT-ENTER (to move the opposite way to that given by ENTER).

When entering data, you can work in either the cell itself (the default position of the insertion
point) or in the Formula bar (by clicking there). Entering data in the cell itself tends to be more
straightforward, because you can see where the data will appear in the worksheet and whether it
will fit in the cell. Entering data in the Formula bar is useful for long or complex entries for
which a lack of space in the cell itself might prove distracting.

Excel also offers the following techniques for speeding up data entry:

B To enter data in a range of cells, select the range, type the entry, and then press
CTRL-ENTER.

B To enter data in multiple worksheets at once, CTRL-click the worksheet tabs to select the
worksheets, and then enter the data. You can combine this technique with CTRL-ENTER
to enter data in a range of cells on multiple worksheets at once.

“Use AutoFill to Enter Data Series Quickly,” later in this chapter, explains how to use
Excel’s AutoFill feature to enter lists and series of data quickly in ranges of cells. Chapter 7
explains how to enter functions in cells, and Chapter 8 discusses how to enter formulas.

——

To delete the existing contents of a cell or range, select that cell or range and press DELETE.
To replace the existing contents of a cell, simply create a new entry over the existing contents
of the cell. To edit the existing contents of a cell, double-click the cell. Alternatively, move to the
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cell and press F2. You can then edit the text either in the cell itself (the default) or in the Formula
bar (by clicking there).

Once you’re editing the contents of a cell, the <~ and — keys move the insertion point right
and left, so you can’t use these keys (or T or 1) to enter the entry. Instead, you need to press
ENTER, press TAB, click the Enter button, or click in another cell.

Undo an Action

As in many Windows applications, you can undo actions in Excel. To undo an action, issue an
Undo command in one of the following ways:

B Press CTRL-Z.

B Choose Edit | Undo Action Name (for example, Undo Typing ‘Bermuda’ in E13).

M Click the Undo button on the Standard toolbar to undo a single action. To undo multiple
actions, click the drop-down button, and then choose the action up to which you want to
perform the undo in the resulting list.

Typing “ancouver' in F
Typing 'Montreal in E1
Typing 'Rochester’ in D1
Typing 'Little Rock! in 1
Typing 'Oakland' in B1

Undo 7 Actions

But unlike Word, which can undo an impressively long sequence of actions, Excel can undo
only 16 actions by default—and even those 16 actions won’t always be available to you. Some
actions in Excel can’t be undone, but Excel doesn’t warn you before clearing the Undo buffer, so
you may find yourself unable to undo actions. So if you suspect that you may need to undo an
action, decide whether or not to undo it before taking any further actions.

When Undo falls short, you can sometimes achieve the effect of undoing actions by
closing the file without saving changes, thus reverting to the last saved version of the
file. The catch is that, unless you can remember exactly when you last saved the file, you
may lose more work than you had bargained for.
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Increase the Number of Undo

Levels in Excel

If you’re willing and able to edit the Registry on your computer, you can change Excel’s number
of Undo levels. Before you edit the Registry, make sure you understand what it is and what
problems you can cause by tampering with it. Briefly, the Registry is a giant hierarchical database
of settings for Windows and the applications running on it. By damaging the Registry, you
can stop Windows from working at all. (Consult a Windows book for details.)

To change the number of Undo levels, follow these steps:

1.
2"
3.

10.
11.

Choose Start | Run to display the Run dialog box.
Enter regedit and press ENTER to launch Registry Editor.

Navigate to the
HKEY CURRENT USER\Software\Microsoft\Office\l1.0\Excel\Options subkey.

Right-click in the right pane and choose New | DWORD Value. Registry Editor creates
the new value with a name such as New Value #1 and selects this name for editing.

Type the name UndoHistory over the default name and press ENTER to apply the name.
Press ENTER to display the Edit DWORD Value dialog box:

Edit DWORD Value

Walue name:

|Und0Hist0ry |
Walue data: Baze
O Hevadeind
(&) Decimal
[ Ok ] [ Cancel ]

In the Base group box, make sure the Decimal option button is selected.

In the Value Data text box, enter the number of Undo levels you want—anywhere
from 0 to 100.

Click the OK button to close the Edit DWORD Value dialog box.
Choose File | Exit to close Registry Editor.

Close Excel if it’s running, and then restart it to make the changes take effect.
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Redo an Undone Action

If you’ve undone one or more actions, you should be able to redo them by issuing a Redo command
in any of the following ways:

Press CTRL-Y.
Choose Edit | Redo Action Name (for example, Redo Clear).

Click the Redo button on the Standard toolbar to redo a single action. To redo multiple
actions, click the drop-down button, and then choose the action up to which you want to
perform the redo in the resulting list.

The number of Redo levels corresponds to the number of actions you’ve undone that can be
redone. If you increase the number of Undo levels as described in the sidebar, the number of
Redo levels also increases, although you won’t see this change until you’ve undone more than
16 redoable actions.

Enter Data Using Drag and Drop

You can also enter data by using drag and drop (unless you’ve cleared the Allow Cell Drag and
Drop check box on the Edit tab of the Options dialog box). Here’s how drag and drop works:

Move the mouse pointer over one of the borders of the selection to produce the drag and
drop pointer. (Don’t click in the selection, because doing so will select the cell you click.)

Drag and drop to move the selection. CTRL—drag and drop to copy the selection.

Right—drag and drop to display a shortcut menu offering options such as Move Here,
Copy Here, Copy Here as Values Only, Copy Here as Formats Only, Link Here, Create
Hyperlink Here, Shift Down and Copy, Shift Right and Copy, Shift Down and Move,
Shift Right and Move, and Cancel. Choose the appropriate option as needed. Copying
values (rather than formulas) is often useful, as is copying formatting. (You can also use
the Format Painter to copy formatting.)

e e i e
F3:F6
Move Here
| Copy Here I |

Wy
Copy Here as Yaluas Only
Copy Here as Formats Only
Link. Here

Create Hyperlink Here

Shift Down and Copy
Shift Right and Copy
Shift Down and Move
Shift Right and Mowe

Cancel
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Enter Data with Paste, Paste Options, and Paste Special

You can cut, copy, and paste data from the Windows Clipboard or the Clipboard task pane much
as in the other Office applications but with the following variations:

B  When you copy an item, Excel displays a flashing border around it to indicate that the
item is available for pasting. To paste a single time without using the Clipboard task
pane, select the destination and press ENTER; Excel removes the flashing border and
clears the item from the Clipboard. To paste multiple times, issue a Paste command (for
example, CTRL-V). Excel maintains the flashing border until you clear it by pressing ESC.

B  When you paste the contents of multiple cells, Excel uses the active cell as the top-left
corner of the destination range. So you don’t need to select the whole of the destination
range, just its top-left cell.

B  When you paste data, Excel displays a Paste Smart Tag below and to the right of the
destination cells. Click this Smart Tag to display a menu of paste options, as shown
below. For example, you can choose between maintaining the formatting of the source
cell and matching the formatting of the destination cell, apply formatting only, or paste a
value rather than the formula that produces it. The available options depend on the type
of data you’ve pasted.

Keep Source Formatking
Match Destination Formatting

Walues Only

Yalues and Nurmber Formatting

0.0 0 o000l

Walues and Source Formatking
Keep Source Column Widths
Formatting Only

Link Cells

When the Smart Tag options don’t give you the fine control you need, issue a Paste Special
command from the Edit menu or the shortcut menu to display the Paste Special dialog box:
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Paste Special [‘S__<|
Paste
| " yalidation

" Formulas O Al exrept borders

" Yalues " Column widths

" Formats " Formulas and nurnber Formats

™ Comments ™ values and number Formats
Operation

* Mone ™ Multiphy

™ add [ Divide

" Subtract

[ Skip blanks [ Transpose

Paste Link | OF | Cancel

The Paste section of the Paste Special dialog box offers these mutually exclusive options:

B All Pastes everything copied: all values, formulas, formatting, etc.
B Formulas Pastes all data—formulas, constants, etc.—without formatting.

M Values Pastes the values of formulas (rather than the formulas themselves)
without formatting.

Formats Pastes all formatting without any data or formulas.

Comments Pastes all comments without other data.

Validation Pastes the data-validation criteria.

All Except Borders Pastes all data and formatting except cell borders.

Column Widths Pastes the column widths without data and without other formatting.

Formulas and Number Formats Pastes formulas and number formatting only.

Values and Number Formats Pastes values and number formatting only.

The Paste Special dialog box limits you to a single operation at a time, but you can use

. multiple Paste Special operations with the same data range to transfer multiple items.

The Operation section of the Paste Special dialog box offers mutually exclusive options for
adding, subtracting, multiplying, dividing, or performing no operation (the default). To use these
options, follow these steps:

1. Copy to the Clipboard the cell or range that contains the number or numbers you want to
add to or subtract from, or by which you want to multiply or divide, the other numbers.
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2. Select the cell or range you want to affect.

3. Display the Paste Special dialog box, choose the appropriate Operation option, and click
the OK button.

The final section of the Paste Special dialog box contains the following options, which you
can use with the Paste options and Operation options:

M Skip Blanks Prevents Excel from pasting blank cells.

B Transpose Transposes rows to columns and columns to rows.

Link Data Across Worksheets or Across Workbooks

Chances are, your work in Excel involves a healthy variety of different worksheets or workbooks,
some of which bear a relationship to one another. To avoid having to copy information manually
from one worksheet or workbook to another each time it changes (let alone retype it), Excel lets
you link data across worksheets or even across workbooks. For example, each departmental
manager might maintain a separate workbook of productivity targets, with summaries from each
of those workbooks linked to an executive-overview workbook used by the VPs.

To create a link, follow these steps:

1. Open the source workbook and the destination workbook. (If you’re linking from one
sheet of a workbook to another, open just that workbook.)

2. In the source workbook, copy the relevant cell or range.

3. Display the destination sheet of the destination workbook, issue a Paste Special
command to display the Paste Special dialog box, and click the Paste Link button.

Excel updates links within the same workbook automatically and immediately when you change
the data in the source. When you link from one workbook to another, here’s what happens:

M If the source workbook is open and contains changes made since the destination
workbook was last updated, Excel updates the links in the destination workbook
when you open it.

M If the source workbook isn’t open but contains changes made since the destination
workbook was last updated, Excel’s default behavior is to prompt you to update
automatic links when you open the destination workbook. To make Excel update the
links without prompting, clear the Ask to Update Automatic Links check box on the
Edit tab of the Options dialog box.

You can also force updating manually by choosing Edit | Links and working in the Edit Links
dialog box. This dialog box also lets you check the status of a link, change a link’s source, or
break a link (for example, if the source isn’t available now and never will be again). See “Edit,
Update, and Break Links,” in Chapter 16, for more information on working with links.
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Use AutoFill to Enter Data Series Quickly

To enable you to fill in series of data quickly and easily in worksheets, Excel provides the
AutoFill feature. You select one, two, or more cells that contain the basis for a series, then drag
the AutoFill handle—the black square that appears at the lower-right corner of the last cell
selected—to show AutoFill the range of cells you want to fill with the series of data. AutoFill
analyzes the starting cells, determines what the contents of the other cells should be, and enters
the information automatically.

The best way to get the hang of AutoFill is to play around with it for a few minutes. Open a
new, blank workbook and try the following examples to see how AutoFill works and what it does:

B Enter January in cell Al and drag the AutoFill handle to cell D1. As you drag, AutoFill
displays a ScreenTip to show you the entry that the current cell will receive. When you
release the mouse button, AutoFill enters the months February through April in the
selected cells.

B Press CTRL-Z to undo the AutoFill operation, and then drag the AutoFill handle from cell
Al to cell M1 instead. AutoFill will start repeating the list and enter January in cell M1.

B Enter 0 in cell A2 and 5 in cell A3, select those cells, and then drag the AutoFill handle
down column A. AutoFill continues the sequence by adding 5 to each number it enters in
the successive cells.

The AutoFill series must be contained in a single row or a single column—it can’t cover
a range consisting of multiple rows and columns at once.

B Drag the AutoFill handle from cell A3 to the right. AutoFill repeats the data in cell A3
(the number 5), because there’s no progression. You can use this behavior to extend a
text label over a range of cells.

M Hold down CTRL and drag the AutoFill handle from cell A3 to the right. Holding down
CTRL forces AutoFill to increment the number entered in the single cell over the AutoFill
range rather than copy the number.

B Enter Monday in cell B2 and press CTRL-B to make it boldface. Then right-drag the
AutoFill handle across to cell H2 and release the mouse button. AutoFill displays a
context menu that includes options such as Copy Series, Fill Series, Fill Formatting
Only, Fill Without Formatting, Fill Days, and Fill Weekdays. (For other content, the
options Fill Months, Fill Years, Linear Trend, Growth Trend, and Series are available as
appropriate.) Select the appropriate item. For example, select Fill Formatting Only to fill
the series with the formatting from cell B2 but skip filling the cells with the content.

You can change the item that AutoFill has entered by clicking the AutoFill Options Smart
Tag that appears below and to the right of the last cell in an AutoFill series and choosing the
appropriate option from the resulting menu.

13
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Create Custom AutoFill Lists

As well as being able to extrapolate AutoFill sequences from data in cells, Excel includes several
custom lists for frequently used data: months, three-letter months (such as Jan and Feb), days of
the week, and three-letter days of the week (such as Sun and Mon). You can supplement these by
defining your own lists.

To create a custom list, follow these steps:

Choose Tools | Options to display the Options dialog box.
Display the Custom Lists tab (Figure 3-4).
In the Custom Lists box, select the NEW LIST item.

Enter the list items in the List Entries text box, one to a line.
Click the Add button.

a pwNd-=

You can import an existing list from a range of cells in a worksheet. Click the button

at the right end of the Import List from Cells box to minimize the Options dialog box,
select the range in the worksheet, and then click Import. (Alternatively, select the range
of cells before displaying the Options dialog box.)

To delete a custom list, select it in the Custom Lists box and click the Delete button.

Options
Calor ] Inkernational ] Save ] Error Checking ] Spelling l Security l
Yigw ] Calculation ] Edit ] General ] Transition Customn Lists Chart
Custom lists: List gnkries:
alicante Add
Sun, Mon, Tue, Wed, Thu, Fri, < Madrid
Sunday, Monday, Tuesday, Wer Malaga|
lan, Feb, Mar, Apr, May, Jun, ]

January, February, March, April

[ |

Press Enter ko separate list entries,

Import list from cells: | ﬂ Import

K | Cancel |

HIC{U{=T W To speed up data entry, you can create custom AutoFill lists on the Custom Lists
tab of the Options dialog box.
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Use Find and Replace

Excel includes Find and Replace functionality with plenty of power to make sweeping changes
in your worksheets in moments.

To find items, choose Edit | Find from the menu or press CTRL-F; Excel displays the Find tab
of the Find and Replace dialog box (on the left of Figure 3-5). To replace items, choose Edit |
Replace or press CTRL-H; Excel displays the Replace tab of the Find and Replace dialog box (on
the right on Figure 3-5).

By default, Excel displays the reduced version of the Find and Replace dialog box. For a
basic Find operation, enter the search text in the Find What text box and click Find Next to find
the next occurrence or Find All to find all occurrences. For a basic Replace operation, enter the
search text and replacement text, and then use the Find Next, Find All, Replace, and Replace All
buttons as appropriate.

For more options, click the Options button to reveal the rest of the dialog box. These are the
extra Find and Replace options:

B The Within drop-down list lets you specify whether to restrict the search or replace
operation to the active worksheet (the default) or to the entire workbook.

B The Search drop-down list lets you choose whether to search by rows (the default) or by
columns. Searching by columns can be quicker, but search performance is rarely an issue
unless you’re working with colossal worksheets.

To reverse the search direction, hold down SHIFT and click Find Next.

B The Look In drop-down list lets you specify whether to search formulas, values,
or comments.

B The Match Case check box enables you to turn case-sensitive searching on and off.

B The Match Entire Cell Contents check box enables you to restrict matches to only the
entire contents of cells rather than partial contents.

Find and Replace i _ Find and Replace
Find ] Replace | Find  Replace I
Frdwhat: =] [MoFomarset | Format.. -] Fiodwhat: || =] [MoFormatset | Format... ||
Replace vith: | =] [MoFormatset | Format... |
Within: IShBet +| [ Makch gase within: Isheet w| [ Makch gase
[ Match entire cell corkents I mMakch entire cal contents
Search: |By'Rov\s = Search: [ByRows =)
Look in: IFormuIas - Options << | Look in: IFormula; - Ophiors << I
Frdal | [CEndmest | cese | Replaceal | geplce | Fpdal | [Endnee | cose |

The full Find tab (left) and full Replace tab (right) of the Find and Replace
dialog box

13
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B The Format button lets you search for or replace specific types of formatting that you
either define using the Format Cells dialog box (choose Format | Format) or specify by
selecting a cell formatted that way (choose Format | Choose Format from Cell). You can
replace text and formatting together or simply replace formatting on its own. This allows
you to make sweeping changes to the formatting of your workbooks.

If you can’t find an item that you re sure is in the worksheet, make sure that Find isn’t
set to use formatting. Click Format and choose Clear Find Format to clear Find
formatting.

Recover Your Work If Excel Crashes

Creating spreadsheets on a computer rather than on paper can save you a huge amount of time,
but it means your work is vulnerable to loss through user error, application crashes, operating
system crashes, hardware failures, or power outages. To help you avoid losing data through
mishaps, Excel has a feature called AutoRecover that automatically saves recovery copies of files
that contain unsaved changes as you work. (By default, AutoRecover saves every 10 minutes.
You can change this interval by choosing Tools | Options and using the controls on the Save tab
of the Options dialog box.) After a crash or a power outage, you can then try to recover one of
the versions that AutoRecover has saved.

Always save your work manually. AutoRecover may be able to save you from disaster,
but you should never rely on it. If you re tempted to rely on AutoRecover, try thinking
of it as akin to a fire sprinkler system—the sprinkler may save your home and its
contents from disaster, but you'd probably rather not find out the hard way whether

it actually works.

Minimize the Risk of Data Loss

To minimize the risk of data loss, practice safe computing and use Excel and Office’s
recovery features. Here are some recommendations:

B Keep your computer hardware well maintained to reduce the risk of hardware
failures.

B Use an uninterruptible power supply (UPS) to enable your desktop computer to ride
out brownouts or brief blackouts, and to enable you to save your work and shut down
your computer if a longer power outage occurs. If you have a laptop computer, you
shouldn’t need a UPS, because your computer’s battery can act as a backup. If your
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company’s building has a backup power supply, you may not need a UPS for your
computer.

B Keep Windows and your applications up-to-date by applying patches to eliminate
known bugs and security vulnerabilities. Run Windows Update (Start | All Programs |
Windows Update) periodically to check for patches to Windows and the applications
you’re using.

B Run an effective antivirus application. Update your antivirus application consistently
and frequently.

B Back up your data to a removable disk or an Internet drive so that you can recover
your data if your computer is destroyed, lost, or stolen. In a corporate environment,
an administrator will probably back up your data centrally.

B Save your work frequently—perhaps even every time you’ve made a significant change.

Configure AutoRecover options to save AutoRecover backups as often as necessary.

B Know how to use Microsoft Office Application Recovery to close down an
application that has crashed.

To reduce the likelihood of losing data if Excel (or one of the other Office applications)
crashes, Microsoft Office includes Microsoft Office Application Recovery, an application for
closing down an Office application that’s crashed. Microsoft Office Application Recovery can
sometimes save data from the crashed application. When the application is relaunched, you can
try to recover the data.

Use Microsoft Office Application Recovery to Close
a Hung Application

Normally, when a Windows application hangs (stops responding to the keyboard and mouse),
you need to use Windows Task Manager to shut it down. Windows Task Manager closes the
application effectively but without finesse. Closing the application loses any unsaved changes in
the files you had open in that application.

Office includes a tool called Microsoft Office Application Recovery for shutting down the
Office applications a bit more gently when they crash. Microsoft Office Application Recovery
can sometimes (but not always) save unsaved changes in the files that the application has open.

If Excel stops responding, follow these steps:

1. Make sure nothing easily fixable is wrong:

B Check that you don’t have a dialog box open for the application but hidden behind
another window.

11
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P

B Ifyou’re running a VBA macro, wait for it to stop. Windows lists an application as
Not Responding when it’s under VBA’s control but is otherwise fine.

B Wait for a couple of minutes to see if the application starts responding again.

Choose Start | All Programs | Microsoft Office | Microsoft Office Tools | Microsoft Office
Application Recovery to display the Microsoft Office Application Recovery window:

L2 Microsoft Office Application Recovery

Use Microsoft Dffice &pplication Recovery to exit an application which is not responding.
‘f'ou will be given the options to repoart the error to Microsoft and, if available, to recaver your

wiork,

Application Status
Microzoft PowerPoint Running
Microsoft Outlook. Running
Microsoft Word Running
i Running

-1 Microzo Mot Responding

[ Recover Application. .. ] [ End Application. .. ]

Select the application that’s not responding.
Click the Recover Application button to try to recover the application.

If Microsoft Office Application Recovery is able to recover data, you’ll see a progress
report such as that shown below. The recovery operation may take anything from a few
seconds to several minutes, depending on how much data was involved.

b5 Microsoft Excel

documents.

i Microsoft Excel is currently recovering your
)
(

Windows displays the error-reporting dialog box that invites you to send Microsoft a
report on the problem. If Microsoft Office Application Recovery may be able to save
some of your work, this dialog box includes an option for recovering your work and
restarting the application. Make sure this option is selected, then click the Send Error
Report button or the Don’t Send button as appropriate.

If the Recover Application option doesn’t work, click the End Application button to end
the application forcibly. (Clicking the End Application button has the same effect as
clicking the End Task button on the Applications tab of Windows Task Manager.)
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Recover a Workbook from an AutoRecover File

When an Office application restarts after a crash or after being closed by Microsoft Office
Application Recovery or Windows Task Manager, it displays the Document Recovery task pane
(shown below) on the left of the application window. The Document Recovery task pane lists any
files the application has recovered, together with original versions of the documents:

Document Recovery

ones you wish to keep,

Available files

Excel has recovered the following files, Save the

b

Last saved with AutoRecover

Last saved by user

2005 Budget - Final {version 1),xks |

12:38 PM sunday, April 20, 2003

2005 Budget - Final.xls [Criginal]

12:27 PM Sunday, April 20, 2003

2 which file do I wank to save?

Close

When you hover the mouse pointer over the entry for an available file in the Document
Recovery task pane, the application displays a drop-down button on the right side of the entry.
Click the button to display the menu, then choose Open, Save As, Delete (for AutoRecover
versions only, not for original files), or Show Repairs. Once you’ve opened a document, the
menu offers the choices View, Save As, Close, and Show Repairs.

The Show Repairs item displays the Repairs dialog box with a report showing which errors
(if any) were detected and repaired in the file. Figure 3-6 shows two examples of the Repairs
dialog box. In the first example, the news is good: Excel was able to repair the file. In the second
example, “damage to the file was so extensive that repairs were not possible” and “some data
may have been lost or corrupted.” Before you ask—yes, the workbook had lost a huge amount

of data, but some parts of it were recoverable.

After deciding which recovered file to keep, choose File | Save As to display the Save As
dialog box, and then save the file under a different name than the original file. This way, you’ll

19
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Repairg to “Tnavel Expense Statementd (version 1).xls®

but Microsoft Excel was able to open the file by making the repairs

"j Errors were detected in 'Travel Expense Statement1 {version 1).xls,"
listed below. Save the file to make these repairs permanent.

Repaired minor File corruption,

Click to views log file listing repairs: 0 \DOCUME~ 1Y ANDREA~1ILOCALS~1 Templrepaird 1220 01, bt

Repairs to “Acme buildings and maintenance. xls*

Microsoft Excel was able to open the file by making the repairs listed

"j Errors were detected in 'Acme buildings and maintenance. /s, but
below, Save the file to make these repairs permanent.

Damage to the file was so extensive that repairs were not possible. Excel attempted ko recover
wour Formulas and values, but some data may have been lost ar corrupted.

Click to view log file listing repairs:  C\DOCUME~1\PETRAMN~11L OCALS~ 1 Templrepaird042d 01,kxk

FIC{UI{=TW The Repairs dialog box tells you whether Excel was able to repair the file or
whether data was lost.

be able to go back to the original file if you subsequently discover that the recovered file has

problems you didn’t identify when viewing it.
Click the Close button to close the Document Recovery task pane.

Approach the recovery of documents with as calm a mind as possible. Don'’t fall sobbing
with relief on a recovered document and save it over your old document before making

——
sure it contains usable data without errors.
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How to...

Add, delete, and manipulate worksheets

Format cells and ranges

Understand the number formats that Excel offers

Apply visual formatting to cells and ranges

Use conditional formatting to make remarkable values stand out
Apply canned formatting instantly with AutoFormat

Create and use styles to apply consistent formatting easily

s you saw in Chapter 3, Excel makes it easy to navigate in and enter data in worksheets.
Excel also offers a wide variety of formatting options for presenting the data in worksheets
as effectively as possible.
In this chapter, you’ll learn how to manipulate worksheets in a workbook before moving on
to discover how to format cells and ranges by using the many types of formatting that Excel supports.

Add, Delete, and Manipulate Worksheets

By default, each Excel workbook contains three worksheets and can contain from one to 255
worksheets. In the following sections, you’ll learn how to add, delete, hide, and redisplay worksheets;
move and copy worksheets; rename worksheets; and change the formatting on default new
worksheets that you create.

Add, Delete, Hide, and Redisplay Worksheets

You can add and delete worksheets to workbooks as follows:

To add a worksheet, select the worksheet before which you want the new worksheet

to appear, and choose Insert | Worksheet or press either SHIFT-F11 or ALT-SHIFT-F1.
Alternatively, right-click the worksheet tab, choose Insert from the shortcut menu, select
Worksheet on the General tab of the Insert dialog box, and click the OK button.

You can change the default number of worksheets in a new workbook by adjusting the
value in the Sheets in New Workbook text box on the General tab of the Options dialog
box (Tools | Options).

To delete a worksheet, right-click its tab and choose Delete from the shortcut menu.
Alternatively, select the worksheet and choose Edit | Delete Sheet. Excel deletes the
worksheet without confirmation and doesn’t let you undo the deletion, so double-check
that you’ve picked the right worksheet before issuing the Delete command.

To hide a worksheet from view, select it and choose Format | Sheet | Hide. To display the
worksheet again, choose Format | Sheet | Unhide, select the sheet in the Unhide dialog
box, and click the OK button.
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Recover from Deleting

~ the Wrong Worksheet

If you delete the wrong worksheet, the only way to recover your work is to revert to the
previously saved version of the workbook—if that version of the workbook contains the
worksheet. (If you’ve just inserted the worksheet in the workbook, entered data on it, and
deleted it, you’re stuck.)

To revert to the previously saved version of the workbook, close the workbook without
saving changes to it, and then open the workbook again.

When you close the workbook like this, you’ll also lose any other unsaved changes to the
workbook, so this isn’t an action to take lightly. But if the alternative is losing a worksheet
that contained valuable information, losing other unsaved changes may be worthwhile.

Move and Copy Worksheets

In a workbook that contains few worksheets, the easiest way to move a worksheet to a new position
in the workbook is to drag its tab to the new position. You can copy the worksheet instead of
moving it by holding down CTRL as you drag. The copy receives the same name as the original
worksheet followed by the number two in parentheses.

In a workbook that contains many worksheets, it’s easier to use the Move or Copy dialog box
to move or copy a worksheet. Follow these steps:

1. Select the worksheet or worksheets that you want to move or copy.

2. Choose Edit | Move or Copy Sheet, or right-click a selected worksheet tab and choose
Move or Copy from the shortcut menu. Excel displays the Move or Copy dialog box:

Move or Copy P§|

Move selecked sheets
To boaok:

|Acme Productivity Statistics.xls  w |

Before sheet:

[ create a copy

[ Ok l[ Cancel ]

3. Select the destination in the Before Sheet list box.
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4. To copy the worksheet, select the Create a Copy check box.

5. Click the OK button to close the Move or Copy dialog box. Excel moves or copies the
worksheet.

The Move or Copy dialog box also enables you to move or copy a worksheet to a different
workbook. Open the workbook and follow the previous steps, but in the To Book drop-down list,
select the destination workbook.

When you copy a worksheet, Excel copies only the first 255 characters of each cell. If
any cell in the worksheet contains more than 255 characters, Excel warns you of this
problem, but it doesn’t specify the cells affected. To work around the problem, click the
Select All button to select the source worksheet, issue a Copy command, and then paste
the copies into the destination worksheet.

—

Rename a Worksheet
By default, Excel names worksheets Sheetl, Sheet2, and so on. You can rename worksheets
with new names of up to 31 characters. Usually, it’s best to keep worksheet names considerably
shorter than the maximum lengths so that there’s enough room for several tabs to appear at once
on an average-resolution screen.

To rename a worksheet, follow these steps:

1. Double-click the worksheet’s tab, or right-click the tab and choose Rename from the
shortcut menu. Excel selects the existing name.

2. Type the new name over or edit the existing name.

3. Press ENTER or click elsewhere.

To make a worksheet tab easier to identify among its siblings, you can change its color.
Issue a Tab Color command from the Format | Sheet submenu or the tab’s shortcut

—
menu, select the color, and click the OK button.

Change the Formatting on New
Default Worksheets and Workbooks

You can change the default formatting of the workbook and worksheets that Excel uses for
the New Blank Workbook command by creating a template named Book.xIt in the XLSTART
folder. This folder is located in your %userprofile%s\Application Data\Microsoft\Excel\
folder (for example, C:\Documents and Settings\Jane Phillips\Application Data\Microsoft\
Excel\XLSTART).
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Before you can navigate to the XLSTART folder, you’ll need to display hidden files and
folders (if you haven’t already done so). Choose Tools | Options in an Explorer window to
display the Folder Options dialog box, select the Show Hidden Files and Folders option on
the View tab, and click the OK button.

Then open an Explorer window to the XLSTART folder and take either of the following
actions:

B Ifyou have a workbook or template that contains the formatting that you want to use
for new default worksheets and workbooks, copy it to the XLSTART folder. Press
F2 and rename the copy Book.xlt. (If the file was a workbook, Windows displays a
Rename dialog box that warns you about the change of file extension. Click the Yes
button.) Open Book.xlt and delete any contents you don’t want to have in the new
default worksheets and workbooks. Save and close the file.

M Ifyou don’t have a workbook or template that contains the formatting you want to
use for new default worksheets and workbooks, create a new one. In the XLSTART
folder, issue a New | Microsoft Excel Worksheet command from the File menu or
context menu. Name the new workbook Book.xIt. Windows displays a Rename
dialog box that warns you about the change of file extension. Click the Yes button.
Open Book.xlt, set it up with the formatting you want to use for new default
worksheets and workbooks, save it, and close it.

Format Cells and Ranges

As you’ve seen already in this book, the cell is the basis of the Excel worksheet. A cell can
contain any one of various types of data—numbers (values that can be calculated), dates, times,
formulas, text, etc.—and can be formatted in a variety of ways. You can adjust everything from
the formats in which Excel displays different types of data to alignment to background color and
gridlines.

The most basic type of formatting controls the way in which Excel displays the data the cell
contains. For some types of entries, Excel displays the literal contents of the cell by default; for other
types of entries, Excel displays the results of the cell’s contents. For example, when you enter a
formula in a cell, by default, Excel displays the results of the formula rather than the formula itself.
So to be sure of the contents of a cell, you need to make it the active cell or edit it. Excel displays the
literal contents of the active cell in the Formula bar; and, when you edit a cell, Excel displays its literal
contents in both the cell itself and in the Formula bar.

Even when Excel displays the contents of the cell, it may change the contents for display
purposes. For example, when you enter a number that’s too long to be displayed in a General-
formatted cell, Excel converts it to scientific notation using six digits of precision. Similarly,
Excel rounds display numbers when they won’t fit in cells, but the underlying number remains
unaffected.
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Apply Number Formatting

The main way of applying formatting to cells and ranges is the Format Cells dialog box (Format |
Cells). You can also apply basic formatting from the Formatting toolbar, shown here with labels.
(If the Formatting toolbar isn’t currently displayed, right-click the menu bar or any displayed
toolbar and choose the Formatting entry to display it.)

Bold Merge and Center Increase Decimal Borders

Font Underline Center

Percent Style Decrease Indent Font Color

-|B I U|

- |10 | $ % » WB[EE | DA

! 1 ! !

Font Size Align Left Currency Style Decrease Decimal Fill Color

>

Italic Align Right Comma Style Increase Indent

If you find the Formatting toolbar to be a more convenient way to apply formatting than
the Format Cells dialog box, customize the Formatting toolbar by adding to it buttons
for the types of formatting you apply most frequently. You'll find a few extra buttons on
the Add or Remove Buttons | Formatting submenu. You'll find all of the formatting
commands under the Format category on the Commands tab of the Customize dialog
box. Chapter 17 explains how to customize toolbars and menus.

Excel’s Format Cells dialog box (choose Format | Cells or press CTRL-1) offers a large
number of options for formatting the active cell or selected ranges. You’ll learn about most of
these options later in this chapter. (Other options, such as those for locking and protecting cells,
you’ll learn about later in this book.)

You can also apply some font formatting via standard Office shortcuts (such as CTRL-B for
boldface, CTRL-I for italic, and CTRL-U for single underline).

Understand Excel’s Number Formats

To make Excel display the contents of a cell in the way you intend, apply the appropriate number
format. You can apply number formats manually in several ways, but Excel also applies number
formats automatically when you enter text that matches one of Excel’s triggers for a number format.
Because some of the triggers for automatic number formatting are less than intuitive, it’s a good idea
to know about them so that you can avoid having Excel apply the number formats unexpectedly.

The central place for applying number formats is the Number tab of the Format Cells dialog
box (Figure 4-1). The Number tab offers 12 categories of built-in formats. The following sections
discuss these formats.
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Format Cells

Furnber l.ﬂ.lignment ] Font ] Border ] Patterns ] Protection]
Cateqgaory: Sample

Decimal places: |2

[™ Use 1000 Separatar ()

Percentage ) .
Frackion Meqgative numbers:

Seientific

Text 1234.10

Special (1234.10)

Custam =l fizzean =

MNumber is used for general display of numbers, Currency and Accounting
affer specialized Farmatting for monetary value.

Ok | Cancel |

Use the options on the Number tab of the Format Cells dialog box to apply
number formatting.

General Number Format

The General number is the default format for all cells on a new worksheet (unless you’ve
customized it). General displays up to 11 digits per cell and doesn’t use thousands separators.
You can apply General format by pressing CTRL-SHIFT-~ (tilde).

Number Format

The Number formats let you specify the number of decimal places to display (0 to 30, with a
default of 2), whether to display a thousands separator (for example, a comma in U.S. English
formats), and how to represent negative numbers.

You can make Excel apply the Number format with the thousands separator by including a
comma to separate thousands or millions (for example, enter 1,000, 1,000,000, or 1,000000—only
one appropriately placed comma is necessary).

Currency Format

The Currency formats let you specify the number of decimal places to display (0 to 30, with a
default of 2), which currency symbol to display (if any), and how to represent negative numbers.
You can make Excel apply Currency format by entering the appropriate currency symbol

before the number. For example, enter $4 to make Excel display dollar formatting. If you enter
one or more decimal places, Excel applies Currency format with two decimal places. For example,
if you enter $4.1, Excel displays $4.70.
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Accounting Format

The Accounting formats let you specify the number of decimal places to display (0 to 30, with a
default of 2) and which currency symbol to display (if any). The currency symbol appears flush
left with the cell border, separated from the figures. The Accounting formats represent negative
numbers with parentheses around them—there’s no choice of format.

You can apply the Accounting format quickly by clicking the Currency Style button on the
Formatting toolbar.

Date Format

The Date formats offer a variety of date formats based on the locale you choose. These options
are easy to understand. What’s more important to grasp is how Excel stores dates and times.

Excel treats dates and times as serial numbers representing the number of days that have
elapsed since 1/1/1900, which is given the serial number 1. For example, the serial date 37955
represents November 30, 2003.

Excel for the Macintosh uses a different starting date—January 2, 1904—instead of
January 1, 1900. If you use spreadsheets created in Excel for the Mac in Windows
versions of Excel, you'll need to select the 1904 Date System check box in the Workbook
Options section of the Calculation tab of the Options dialog box to get Excel to display
the dates correctly.

For computers, serial dates (and times) are a snap to sort and manipulate: to find out how far
apart two dates are, the computer need merely subtract one date from the other, without having to
consider which months are shorter than others or whether a leap year is involved. For humans,
serial dates are largely inscrutable, so Excel displays dates in your choice of format.

If you want, you can enter dates by formatting cells with the Date format and entering the
appropriate serial number, but most people find it far easier to enter the date in one of the conventional
Windows formats that Excel recognizes. Excel automatically converts to serial dates and formats
with a Date format any entry that contains a hyphen (-) or a forward slash (/) and matches one of
the date and time formats Windows uses. For example, if you enter 11/30/04, Excel assumes you
mean November 30, 2004.

If you don’t specify the year, Excel assumes you mean the current year

Time Format
The Time formats offer a variety of time formats based on 12-hour and 24-hour clocks. These
options are easy to understand. Excel treats times as subdivisions of days, with 24 hours making
up one day and one serial number. So, given that 37987 is the serial date for January 1, 2004,
37987.5 is noon on that day, 37987.25 is 6AM, 37987.75 is 6PM, and so on.

You can make Excel automatically format an entry with a time format by entering a number
that contains a colon (for example, 12:00) or a number followed by a space and an uppercase or
lowercase a or p (for example, 1 P or 11 a).
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Percentage Format

The Percentage format displays the value in the cell with a percent sign and with your choice of
number of decimal places (the default is two). For example, if you enter 71 in the cell, Excel
displays 71.00% by default.

You can make Excel automatically format an entry with the Percentage format by entering a
percent sign after the number. If you enter no decimal places, Excel uses none. If you enter one
or more decimal places, Excel uses two decimal places. You can change the number of decimal
places displayed by formatting the cell manually.

Fraction Format

Excel stores fractions as their decimal equivalents—for example, it stores % as 0.25. To display
fractions (for example, ¥4) and compound fractions (for example, 11%) in Excel, you have to use
the Fraction formats. Excel offers fraction formats of one digit (for example, %), two digits (for
example, '%13), and three digits (for example, 3%512)—halves, quarters, eighths, sixteenths, tenths,
and hundreds.

Before worrying about fractions being displayed as their decimal equivalents, however, you
need to worry about entering many fractions in a way that Excel won’t mistake for dates. For
example, if you enter 1/4 in a General-formatted cell, Excel converts it to the date 4-Jan in the
current year.

To enter a fraction in a General-formatted cell, type a zero, a space, and the fraction—for
example, type 0 1/4 to enter Y. To enter a compound fraction in a General-formatted cell, type
the integer, a space, and the fraction—for example, type 11 1/4 to enter 11%. Excel formats the
cell with the appropriate Fraction format, so the fraction is displayed, and stores the corresponding
decimal value.

If you need to enter simple fractions consistently in your worksheets, format the relevant
cells, columns, or rows with the Fraction format ahead of time.

Scientific Format

Scientific format displays numbers in an exponential form—for example, 567890123245 is
displayed as 5.6789E+11, indicating where the decimal place needs to go. You can change the
number of decimal places displayed to anywhere from 0 to 30.

You can make Excel apply Scientific format by entering a number that contains an e in any
position but the ends (for example, 3e4 or 12345E17).

Text Format

Text format is for values that you want to force Excel to treat as text so as to avoid having Excel
automatically apply another format. For example, if you keep a spreadsheet of telephone numbers,
you might have some numbers that start with 0. To prevent Excel from dropping what appears to
be a leading zero and converting the cell to a number format, you could format the cell as Text.
(You could also use the Special format for phone numbers, discussed in the next section.)
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Similarly, you might need to enter a value that Excel might take to be a date (for example, 1/2), a
time, a formula, or another format.

Excel left-aligns Text-formatted entries and omits them from range calculations—for example,
SUM()—in which they would otherwise be included.

You can make Excel format a numeric entry with the Text format by entering a space before
the number.

For safety, force the Text format by typing a space before a numeric entry or manually
format the cell as Text before entering data in it. If you apply the Text format to numbers
you 've already entered, Excel will continue to treat them as numbers rather than as text.
You’ll need to edit each cell (double-click it, or press F2, and then press ENTER to accept
the existing entry) to correct this error.

—

Special Format

The Special formats provide a locale-specific range of formatting choices. For example, the
English (United States) locale offers the choices Zip Code, Zip Code + 4, Phone Number, and
Social Security Number.

As you’ll quickly realize, these formats all have rigidly defined formats, most of which are
separated by hyphens into groups of specific lengths. (Phone numbers are less rigid than the
other formats, but Excel handles longer numbers—for example, international numbers—as well
as could be expected.)

Special formats enable you to quickly enter numbers of the given type and have Excel enter
the hyphens automatically for you. For example, if you format a cell with the Social Security
Number format and enter 623648267, Excel automatically formats it as 623-64-8267.

Custom Format

The Custom format enables you to define your own custom formats for needs that none of the
built-in formats covers.

Excel includes a variety of built-in formats that cover general, numeric, currency, percentage,
exponential, date, time, and custom numeric formats. You can also design your own custom
formats based on one of the built-in formats.

To define a custom format, follow these steps:

1. Enter sample text for the format in a cell, and then select that cell. (Excel then displays
the sample text in the format you’re creating, which helps you see the effects of your
changes.)

2. Display the Number tab of the Format Cells dialog box.

w

In the Category box, select the Custom item.

4. In the Type list box, select the custom format on which you want to base your new
custom format. Excel displays the details for the type in the Type text box.
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5. Ifthe details for the type extend beyond the Type text box, double-click in the Type text
box to select all of its contents, issue a Copy command (for example, press CTRL-C), and
then paste the copied text into a text editor, such as Notepad. (For a shorter type, you can
work effectively in the Type text box. For a longer type, it’s easier to have enough space
to see the whole type at once.)

6. Enter the details for the four parts of the type, separating the parts from each other with a
semicolon. (See the detailed explanation below.)

7. If you’re working in a text editor, copy what you typed and paste it into the Type text
box. Check the sample text to make sure it seems to be correct.

8. Click the OK button.

Each custom format consists of format codes that specify how Excel should display the
information. Each custom format can contain four formats. The first format specifies how to
display positive numbers, the second format specifies how to display negative numbers, the third
format specifies how to display zero values, and the fourth format specifies how to display text.
The four formats are separated by semicolons. You can leave a section blank by entering nothing
between the relevant semicolons (or before the first semicolon, or after the last semicolon).

Table 4-1 explains the codes you can use for defining custom formats.

Code Meaning Example

[color name]  Display the specified color. Enter the appropriate color in brackets as the first item
in the section: [Black], [Red], [Blue], [Green], [White],
[Cyan], [Magenta], or [ Yellow].
For example, #,##0_);|Magenta](#,##0) displays
negative numbers in magenta.

Number Format Codes

# Display a significant digit. ##.# displays two significant digits before the decimal
point and one significant digit after it. (A significant
digit is a nonzero figure.)

0 Display a zero if there would 00000 displays a five-digit number, packing it with
otherwise be no digit in this leading zeroes if necessary. For example, if you enter 4,
place. Excel displays 00004.
% Display a percentage. #% displays the number multiplied by 100 and with a
percent sign. For example, 2 appears as 200%.
? Display as a fraction. # 2772/277? displays a number and four-digit
fractions—for example, 4 1234/4321.
Display a decimal point. ##.## displays two significant digits on either side of

the decimal point.

AR Rl Codes for Creating Custom Formats
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Code

Meaning

Example

Two meanings: Display the
thousands separator or scale
the number down by 1,000.

Date and Time Format Codes

d

dd

ddd

dddd

mmm

mmmm

mmmmm

Display the day in numeric

format.

Display the day in numeric
format with a leading zero.

Display the day as a
three-letter abbreviation.

Display the day in full.

Display the month in
numeric format.

Display the month in
numeric format with a
leading zero.

Display the month as a
three-letter abbreviation.

Display the month in full.

Display the month as a
one-letter abbreviation.

Display the year as a
two-digit number.

Display the year in full.
Display the hour.

Display the hour with a
leading zero.

Display the minute.

Display the minute with a
leading zero.

Thousands separator example: $#,### displays the
dollar sign, four significant digits, and the thousands
separator.

Scale by 1,000 example: €#.##,,, " billion" displays the
euro symbol, one significant digit before the decimal
point and two after, the number scaled down by a
billion, and the word billion (after a space). For
example, if you enter 9876543210, Excel displays
€9.88 billion.

d-mmm-yyyy displays 1/1/04 as I-Jan-2004.

dd/mmm/yy displays 1/1/04 as 01/Jan/04. Use leading
zeroes to align dates.

ddd dd/mm/yyyy displays 1/1/04 as Thu 01/01/2004.

dddd, dd/mm/yyyy displays 1/1/04 as Thursday,
01/01/2004.

d/m/yy displays 1/1/04 as 1/1/04.

dd/mm/yy displays 1/1/04 as 01/01/04.

dd-mmm-yy displays 1/1/04 as 01-Jan-2004.

d mmmm, yyyy displays 1/1/04 as I January, 2004.

January, June, and July appear as J; April and August
appear as A, and so on. This code is seldom useful
because it tends to be visually confusing.

d/m/yy displays 1/1/04 as 1/1/04.

d-mmm-yyyy displays 1/1/04 as I-Jan-2004.
h:m displays 1:01 as /:1.
hh:mm displays 1:01 as 01:01.

h:m displays 1:01 as 7:1.

hh:mm displays 1:01 as 07:01. To distinguish mm from
the months code, you must enter it immediately after hh
or immediately before ss.

QGRS B Codes for Creating Custom Formats (continued)
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Code Meaning Example

s Display the second. h:m:s displays 1:01:01 as 7:7:1.

ss Display the second with a hh:mm:ss displays 1:01:01 as 7:01:01.
leading zero.

.0, .00, .000 Display tenths, hundredths, h:mm:ss.00 displays 1:01:01.11 as /:0/:01.11. Use
or thousandths of seconds. further zeroes for greater precision.

A/P Display A for AM. and P h:mm A/P displays 1:01 as /:01 A. You can use
for PM. uppercase A/P or lowercase a/p to specify which

case to display.

AM/PM Display AM for AM. and PM  h:mm am/pm displays 13:01 as /:01 PM. Excel uses
for PM. uppercase regardless of which case you use.

[ Display the elapsed time in [h]:mm:ss displays the elapsed time in hours, minutes,
the specified unit. and seconds—for example, 33:22:01.

Text Format Codes

_ Display a space as wide as _) makes Excel enter a space the width of a closing
the specified character. parenthesis—for example, to align positive numbers

with negative numbers surrounded by parentheses.

* Repeat the specified *A makes Excel fill the cell with A characters.
character to fill the cell. Sometimes useful for drawing attention to particular

values—for example, zero values.

\ Display the following [Blue]$#,###.00 \*;[Red]$#,###.00 \D displays positive
character. numbers in blue and followed by an asterisk, and

negative numbers in red and followed by a D.

"string" Display the string of text. $#,##0.00" Advance" displays the word Advance
after the entry. Note the leading space between the "
and the word.

@ Concatenate the specified “Username: “(@ enters Username: and a space before
string with the user’s text the user’s text input. This works only in the fourth
input. section (the text section) of a custom format.

N/A Display the specified $-+=/(){}:!"& >~ <>][SPACE]

character.

LACIHR B Codes for Creating Custom Formats (continued)

Apply Visual Formatting

After specifying how Excel should represent the data you enter in worksheet cells, you’ll probably
want to apply formatting to the worksheets to make them more readable. Excel offers a wide range
of formatting options, most of which are easy to understand and applicable to a cell or range.

The following list outlines the main types of formatting that Excel offers. The primary way
of applying these formatting options is the Format Cells dialog box (choose Format | Cells or
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press CTRL-1). You can also apply basic formatting by using the buttons on the Formatting
toolbar.

M Font formatting Change fonts, font size, font style (regular, bold, italic, or bold italic),
underline, and color. When you change the formatting, Excel clears the Normal Font
check box. Reselect this option to reapply the normal font—in other words, remove all
of the font formatting that you’ve applied to the selection. These options appear on the
Font tab of the Format Cells dialog box (shown on the left in Figure 4-2).

B Alignment formatting Change cells’ horizontal and vertical alignment. Options
include horizontal centering across the selection (which can be useful for centering a
heading over several columns), vertical centering in a cell whose height you’ve
increased, and indentation. These options appear on the Alignment tab of the Format
Cells dialog box (shown on the right in Figure 4-2).

B Orientation and text-direction formatting Specify the orientation of the text—for
example, set text at a slant for special emphasis, or create a vertical heading to save
space. Specify the direction of the text: Left-to-Right, Right-to-Left, or Context (Excel
decides based on the context). These options appear on the Alignment tab of the Format
Cells dialog box.

B Text-control formatting Choose whether to wrap text in the cell, shrink it to fit the
cell, or merge multiple cells into one cell. Wrapping text can greatly improve long
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