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What is Excel 2003

Excel is a spreadsheet and analysis program. It
has the tools to manage data and perform
mathmatical functions. It can do many simple
database functions and simple to complex
mathamatical formulas.

Excel Workbooks, Worksheets, and
Cells

An Excel file is called a workbook. A

workbook can contain one or more worksheets.

For organizational purposes, it is helpful to
separate different sets of data by using different
worksheets. A worksheet consists of 256
columns and 65,536 rows, for a total of
16,777,216 cells per worksheet.

Identifying Parts of the Worksheet

Column — A vertical group of cells in a
worksheet. A letter ranging from A to IV
identifies each column.

Column Headings — Sequential letters at the
top of the worksheet.

Row — A horizontal group of cells in a
worksheet. The row number identifies each
row.

Row Headings — Sequential numbers along
the left side of the worksheet.

Cell — Intersection of a column and row.
Referred to by the column letter and then the
row number.

Example: A2
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Label - Identifies information on the
spreadsheet. For example a column might be
labeled expenses.

Value — The raw data in a spreadsheet.
Opening a Workbook from the A: Drive

1. On the File Menu, click Open.

2. Click the down arrow next to the Look in:
field.

3. Click 3%z Floppy (A:) to select the A:
drive. This will open a list of files on the
floppy diskette.

4. Click on the workbook that you would like
to open.

5. Click the Open button.

Saving a Workbook

—

On the File menu, click Save.

2. Click the down arrow next to the Save in:
field and navigate to the folder on the hard
drive where you would like to save your
document or click 3 %2 Floppy (A:) if you
would like to save the document to
diskette.

3. In the File name: field, type a name for
your document (up to 255 characters).

4. Click Save.

Use Save As if you want to save the workbook
under a new name or stove it in a different

folder or to disk while also keeping the original
VErsion.

Opening a New Blank Workbook

1. On the File Menu, click New.
2. The task Pane will now open.
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New Workbook *

MNew
_] Blank warkbook:

@J From existing workboak, ,

Templates
Search anline Far:

Dﬁ Templates on Office Online
I_EJ onomy compuker., .,
[& On oo Web sites...

3. On the task pane Click Blank Workbook.
4. A new blank workbook should appear on
the screen.

Changing Options

1. On the Tool menu, click Options.

Options E g|
Color International Save Error Checking Spelling Security
Wigw Calculation Edit Transition Cuskom Lists Chart

Settings
[CIrici reference style
[ 1anare ather applications
Function tooltips

[ erampt For warkbook properties
[ pravids feedhack with sound
[[] zaom on roll with TnkeliMoose

Recently used file lisk: | 4 % | entries
[ web Options... ] [ Setvice Options. ..
Sheets in new workbook: |3 a1
-
Standard Fant: Arial | Size: |10 v

Default file location: C:\Documents and Settingstgrammer NEWADMCt
At startup, open all files in:

User name: Computer Services

2. Select and change the options you want.
Displaying toolbars

Sometimes the standard toolbars may not
appear or you may want to use a special
toolbar.
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On the View menu, trace to Toolbars.

2. The Toolbar selection window appears,
from which you can choose the Toolbars
you wish to see.

3. Or uncheck the ones you want to hide.

Standard
Farmatking

Borders

Chart

Conkrol Toolbo:
Drawing
External Data
Forms

Formula Auditing
Lisk

Picture
PivotTable
Praotection

Reviewing

[<][<]

Task Pane

Text To Speech
Wisual Basic
Wakch wWindow
Web

Wordart
PDFMaker 6.0

Cusktomize. ..

4. Right clicking on the Toolbar will also
bring up the Toolbar

Undo and Redo

Excel provides an easy way to undo or reverse

many of the actions you take when entering or
editing formulas or values in a spreadsheet. It
also provides an easy way to redo an action or

actions that have been recently undone.
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Do one or more of the following;:

1. To undo recent actions one at a time, click

Undo| - .

2. To undo several actions at once, click the
arrow next to Undo and select from the

listl:ﬂ_vl. Microsoft Excel reverses the
selected action and all actions above it.
3. To cancel an entry in a cell or the formula
bar before you press ENTER, press ESC.
4. Ifyou change your mind, click Redo or
click the arrow next to Redo and select

from the listL.

Changing Screen Magnification

1. On the tool bar click the Zoom drop down
arrow as seen below.

25%
=|5election

2. Choose to zoom in or out based on the
percentage you choose.

Entering and Editing Cell Data

There are two possible ways to enter data onto
the worksheet:

1. Click to select the desired cell and then
type the new information directly into the
cell.

2. OR you may click the desired cell and then
click in the Formula Bar at the top of the
screen.
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a

3. When the blinking insertion point (cursor)
appears, type the new information in the
formula bar.

4. To confirm an entry, press either the Enter,

Tab, Green check mark v (located on the
formula bar), or any of the arrow keys.
5. To cancel an entry, press the Red X mark

X (located on the formula bar).

Controling Column Width

Often the standard column width is not wide
enough to display the complete contents of a
cell. When the contents exceed the column
width it will appear as shown below:

oz

To change column width:

1. Place the mouse pointer on the column-
heading divider line that divides the
column that you want to change from its
neighbor to the right.

A, B C

Column Heading Divider Lines

IR

2. When your mouse pointer changes to a
two-way arrow, click, hold, and drag the
column divider line to the right or left.

3. To change the width of multiple columns,
click, hold, and drag through the column
headings that you want to change (select
non-adjacent columns by pressing and
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holding the CTRL as you click). Then
click, hold, and drag any divider line.
4. To automatically adjust a column to its

widest entry: in the column headings area,

double-click the divider line between

columns. The column size will adjust to

the width of the widest entry.

Controlling Row Height

1. In the row heading area, place the mouse
pointer on the divider line under the row

you want to change.

Row Heading Divider
Lines

m‘mln r_u|m‘—u
I

2. When your mouse pointer changes to a

two-way arrow, click, hold, and drag the

row heading divider line up or down.

3. To change the height of multiple rows,
click hold, and drag through the row

headings that you want to change (select
non-adjacent rows by pressing and holding

the CTRL key as you click). Then click,
hold, and drag any divider line.

4. To automatically adjust row height to the

height of the tallest entry: in the row-

headings area, double-click the divider line
between rows. The row will adjust to the

height of the tallest entry.

Inserting Cells

1. Click where you want to insert the cell or

select a range of cells that you want to
insert.
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3.

Right-click on the selected cell(s) and
choose Insert. The Insert dialog box
should appear.

Insert
" ghift cells right

.......................................

" Entire row
" Entire colurmn

(o)1 | Cancel

Make a choice for how you want the cells
to shift and click okay.

Deleting Cells

1. To delete a cell, select and highlight the
cell you wish to delete.

2. Right click on it and choose Delete.

3. The Delete dialog box should appear.

Delete §|

Delete
) shift cells left

{:} Entire row
) Entire column

[ O, ][ Cancel ]

4. Make a choice for how you want the cells

to shift and click okay.

Inserting a Column

1. In the column heading area, click the
column heading to the right of where
you want to insert the new column.

2. On the Insert menu, click Columns.
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Cuk

Copy

£e i

Paste

Paste Special. .,

| Insert

Delete

Clear Contents

:-f]“ Formnat Cells. .,
1
Column width, .,

2003

Hide

Unhide
Tota m r v

Deleting a Column

2.

To delete a column, in the column heading
area, click the column heading that you
want to delete.

On the Edit menu, click Delete.

Inserting a Row

1.

In the row heading area, click the row
heading under the row where you want to
insert a new row.

On the Insert menu, click Rows.

Or just right click the row heading below
where you want to insert a new row and
click Insert from the shortcut menu box.
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Insert | Farmak  Tools Da

Cells

| Rows |

Columns

A Worksheet

[|H_:E Chart...

Symbal..,

Page Break
Je  Funcion...
5 Mame 4

A Comrment

Picture 3

]

#% Diagram...

Obiject. ..

5;__‘;__] Hyperlink,..,  Ckrl+k

Deleting a Row

1. To delete a row, in the row heading area,
click the row heading that you want to
delete.

2. On the Edit menu, click Delete.

3. Or just right click the row heading of the
row you want to delete and click Delete
from the shortcut menu.

Selecting with the SHIFT key

The shift key is used to select all the cells in a
row column or range from one point to
another.

1. Select the starting cell.

2. Hold the SHIFT key.
3. Click the ending cell of the selection.
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Ma‘rcel D'ekker )
Faderal Express

reprints for lopez
letter to gartside

QU Printing

FPhane Bill

FPhane Long Distance

University Printing Resources
Academic Press

Computer Services
Communication Netwark Services
Communication Metwark Services
Communication Metwork Services
Communication Metwark Services
Frojected Phone Bl

Projected Phone Long Distance
Metered Mail Charges

Projected Metered Mail Charges
Frojected Meterad Mall Charges
Projected Metered Mal Charges

Undergraduate Flier
harch

Warch

paulos teaser
jain reprints
Eudara Manual
April

April long dist
May

hay Long Dist
June

June

March

April

Mane

June

University Printing Resources

Certificates

Selecting with the CTRL key

The control key lets you select non-contiguous
cells. This simply means cells that are not
adjacent to one another.

o=

Merge and Center Cells

Select a cell.

Hold the CTRL key select another cell.
Continue holding CTRL and selecting

cells until all the cells you want selected are.

FPhane Bill

Phone Long Distance

University Printing Resources
Academic Press

Computer Services
Communication Metwark Services
Communication Netwark Services
Communication Netwark Services
Communication Netwark Services
Frojected Phone Bill

Projected Phone Long Distance
Metered Mail Charges

Projected Metered Mail Charges
Projected Metered Mail Charges
Projected Metered Mail Charges
University Printing Resources
MillerlUpton ¥Wallbaum

Alden Library

March

March

paulos teaser
Jjain reprints
Eudora Manual
April

April long dist
hay

May Long Dist
June

June

March

April

May

June
Cerificates
photos
binding theses

To create a title for an Excel worksheet you
often merge cells and center the titles text.

1. Select the cells you want to merge.
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2. Click the Merge and Center button.

——Merge and Center |—

3. Type the title.

Selecting a Range Of Cells

To select a range (two or more cells) of cells
(adjacent or non-adjacent) on a worksheet:

To select a range
of cells:

To select all cells
on a worksheet:

To select
nonadjacent cells
or cell ranges:

Click the first cell of the
range, and then drag to the
last cell.

Click the Select All button.
|
A

Select the first cell or range of
cells, and then press and hold
the CTRL key while you
select other cells or ranges.

Moving Cells through Cutting

& Cutting cell contents means that
the data will be moved to another cell.

1. Select the cell or cells you want to cut.
2. On the Edit menu, select Cut.

3. Or click the £ Cut button on the
standard toolbar.

4. Sclect the location to move the data to and
on the Edit menu click Paste.

5. The short cut key for cutting is Ctrl+X.
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Moving Cells Drag and Drop

If you are moving the cell contents only
a short distance, the drag-and-drop
method may be more efficient.

1. Simply click and hold the highlighted
border, of the selected cell.

2. Drag it to the destination cell with the
mouse.

3. Release the mouse button and the selected
data moves.

Moving Cells using Copy and Paste

When you want the same data to be present at
several locations, it is best to copy this data
rather then type it at each location. You can
copy data within a worksheet, across
worksheets, across workbooks, and even to and
from other applications.

1. Select the cells you wish to copy.

2. Click the Copy button =9

3. Select the location where you would like
the copied cells to appear.

b

4. Click the Paste button

5. The shortcut keys copying and pasting are
Ctrl+C to Copy and Ctrl+V to Paste.
Pasting Linked Data

When you paste data from one cell to another
you can link the data so if is changed in the
original cell it will change in any copied cell.

Highlight the data you want to copy.
Right click and choose Copy.

Go to the cells you wish to copy to.
Right click and click Paste Special.

il A
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. Paste Special @El

Paste

(O]} () validation

() Formulas () all except borders

() values () Column widths

() Formats () Formulas and number Formats

() Comments () values and number Formats
Operation

(%) Mone ) Mulkiply

O add ) Divide

() Subtract

[ skip blanks [ Transpose.

[ Paste Link ] [ K l [ Cancel

5. Click the Paste Link Button.

The Office Clipboard

In addition to the standard Windows
Clipboard, Office Clipboard task pane.

1 7 of 24 - Clipboard v X

Chpaste al | (Sk Clear Al

Click an item to paste:

EX

R

Ch

EY siedl, Birgit Vacation hours
used Medical leave hours
used

] 2002 Jan Feb Mar Apr May
Jun Jul Aug Sep Ock Mow
Dec

Eloooooo002800000
nooe

Oj Employes Absence Tracking

Ta display this task pane again, click
Office Clipboard on the Edit menu or
press Chrl+C bwice.

.
|
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This Clipboard is integrated across all office
applications and holds up to 24 copied items
instead of a single item. You can use
information from existing files in Word,
PowerPoint, Internet explorer, and other
applications by using the Clipboard task pane.
It can be opened in the following manner.

1. On the Edit menu, click Office
Clipboard.

Use Another Sheet in the Workbook

An Excel workbook by default contains three
worksheets. To navigate to a new worksheet,
click on the desired sheet tab (bottom left
corner of the screen).

72
23

24

|4 | 4 [p [#] Sheetl % Sheet? / Sheets /
Feady

To insert a new single worksheet:
1. From the Insert menu, click Worksheet.

Rename a Worksheet

1. Double-click the sheet tab that you would
like to rename.

2. Type a new name over the current name
and press Enter.

Moving a Worksheet

1. Click and hold the mouse button on the
sheet tab that you would like to move.

2. Drag the sheet to it’s new location, a small
black insertion arrow shows where the
worksheet will be inserted = .
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Checking Spelling

You can use the spelling checker to find and
correct spelling errors. You can check an entire
worksheet by selecting a single cell or check a
range of cells by selecting the range. When
you check an entire worksheet, the spelling
checker looks at all the elements of the
worksheet, including cells, comments, graphics,
and headers and footers. The spelling checker
begins searching from the selected cell and will
prompt you to continue from the beginning
when it reaches the end of the worksheet.

—

On the Tools menu click Spelling

2. Or use the F7 key as a shortcut to begin
the Excel spell checker.

3. It will first check any highlighted cell and

then ask if you want the whole worksheet

spell checked.

Spelling: English (U.S.) Px

Mot in Dictionary

[ Ignore Once |
Ianore Al

Add to Dictionary

Changs

Suggestions:

hange All
oF
i ~| AutaCotract
Dictionary languag [Enalish (0.5.) |
Options... ‘ ‘ Cancel |

Page Setup Options

You have control over many aspects of how
your worksheets will print, For the most part,
you use the Page Setup dialog box for this
purpose.

1. On the File menu click on Page Setup

2. A setup box like the one below will appear.

3. From here you can select the page
orientation (Portrait or Landscape and
other printing options.)
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Page Setup @El

Page Margins | Header/Footer | Sheet
Orientati
s Iy
©rat Ot
S
(&) adjust to: (100 |4 |% normal size
O Fittor |1 % | page(shwide by |1 % tall
Paper size! Letter 4
Print guality: | 600 dpi 4
First page number: Auto

For example:

1. To print gridlines select the sheet tab.
2. Then put a check in the print grid lines
selection box.

Print
v i
[ Black and white
[ Draft guality

[ Row and colurmn headings

Comments: |(Nane) ﬂ

displaved -

Cell errors as;
Page order

3. Click OK.

Print Preview

Print preview is a way to see what the printout
would look like without performing an actual

print. This is a good way to see if the data is
going to look as you expect it to.

1. On the File menu, click Print Preview.

2. Click the Close button to go back to the
Normal view.

Printing

—

On the File menu, select Print.

2. Specity the desired Page Range and
Number of Copies.

3. Click OK.
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Selecting a Print Area

1.

2.
3.

Highlight the cells on worksheet you want
to print.

On the File menu, click Print Area.
Select Set Print Area.

Prink Area 4 || Sek Prink Area

E‘ Print Prewview

Clear Print Area

4. To remove the set print area select Clear
Print Area.

Use Help

1. On the Help menu, click Microsoft Excel
Help.

2. Type your question.

3. Click Search.

4. When the bulleted list of suggestions

appears, click on the blue button next to
the desired help topic.

After reading the help suggestion, close the on-

line help by clicking the Close A button in
the top right corner of the Help window.

Excel Help v X
@8 | a
Assistance .
Search for:

&3 Table of Contents

2 Sffice Online

Connect to Microsoft Office
Onling

izet the latest news about using
Exrel

Automatically update this list
From the web

More..,

@] Assistance
&l Training

g& communities
ﬁj Downloads

See also R |

What's Mew

Contack Us

Accesshility Help

Onling Content Settings. ..
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Short Cut Menu

When you right click on something it brings up
the shortcut menu. Editing a comment is even
simpler when you right click on the cell with
the comment and choose edit comment!

Cut

Copy

bE i %<

Paste

Paste Spedial...

Insert. .,
Delete, .,

Clear Contents

Insert Comment

L

Farmat Cells. .,

Pick Fram Drop-down List, .
Add Watch

Create List, ..

9,
&

Hyperlink. ..

Look Up...

This shortcut menu can save you time try right
clicking on different areas of the spread sheet
and learn what you can do.

Templates

If you develop a workbook for a monthly
budget a good way to recreate that same work
book from month to month is to create a
template. You can save any Excel workbook
you create as an Excel template.

—

On the File menu select Save as.

Click the arrow in the Save as type box.
3. Select Template notice it will have an .xlt
extension instead of the normal Excel .xls
extension.

b
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P

v| @~ @@ X Ci - Toos-

Save As

Savein: [ [3) Templates

[g2Endnote

My Recent
Documents

=

Deskkop

My Documents

My Computer

Fils name: e |

Cancel

|Employee sbsence tracking 2002l . ‘ I

Py Metwork.
Flaces

Save as kype: T,:_n

Microsoft has developed a web based site that
includes many templates for the Microsoft
office suite.

1. On the Help menu click Office Online.
2. A web browser will open up to the
Microsoft website.

Clry wimsar ,
L 13 Office Online

Home Demo: Manage e-mail in

Assistance 15 minutes

Training [ | Get some work
done in the 15

Templates minutes you have

Clip &t and Media before your next
meeting,

Covwnloads

Office Marketplace

Product Information

Features

Use Office in the

Microsoft Office classroom

=*

Display students' success in charts

Believe it or not, school is

Access .
just around the carner.

Excel
FronkPage
InfoPath

Live Communications
Server

Design a classroom newsletter
Start: practicing multiplication tables

Get Office Student and Teacher

Live Meeting Edition 2003

Cnehlote

3. Then select Templates.

4. In the search for box at the top type in
Excel and click Go.

5. You will be presented with a list of Excel
templates you can use to build upon or
learn how certain forms could be created.
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AutoFill

Fills are a good way to save time when entering
data. AutoFill allows you to fill a row or
column of adjacent cells with a series based on
the information in a single cell. You can do
this with dates, time, months, years, numbers,
and even formulas.

1. Select the cell with data that you would like
to begin your series with.

2. Place your mouse pointer in the lower right
corner of the active cell.

3. The mouse pointer will change to a fill

pointert. Click, hold, and drag the fill
pointer into a row or column of adjacent
cells.

AutoFill by Example

Excel also allows you to create a new series by
entering the first two or three values in a series
to establish a pattern for Excel to follow.

1. Select the series of cells with the data
pattern that you would like to fill the series
with.

2. Place your mouse pointer in the lower right
corner of the active cell.

3. The mouse pointer will change to a fill

pointer ¥, Click, hold, and drag the fill
pointer into a row or column of adjacent
cells

Understanding Cell References

A cell reference identifies a cell or a range of
cells on a worksheet and tells Microsoft Excel
where to look for the values that you want to
use in a formula. With references, you can use
data contained in different parts of a worksheet
in one formula. You can also refer to cells on
other sheets in the same workbook or to other
workbooks.
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Excel uses cell references which refer to
columns with letters (A through IV, for a total
of 256 columns) and rows with numbers (1
through 65,536). To refer to a cell, enter the
column letter followed by the row number.
Examples of references include:

To refer to Use

The cell in column A and Al0

row 10

The range of cells in column Al10:A20
A and rows 10 through 20

The range of cells in row 15 B15:E15
and columns B through E

All cells in row 5 5:5

All cells in rows 5 through 10 5:10

All cells in column H H:H

All cells in columns H H:J
through J

The range of cells in columns Al10:E20

A through E and rows 10
through 20

AutoSum

AutoSum creates a SUM function that
automatically selects a range of cells and
calculates the total of that range.

Select the cells you would like to Sum or select
the cell where you would like the Sum to
appear.

1. Click the AutoSum button. i

2. Confirm that the selected cells are the ones
you want to Sum.

3. DPress Enter.
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Auto Calculate

When two or more cells are selected, and at
least one of them contains a value, Excel
displays the total in the status bar. This is
called the AutoCalculate feature. The
autocalculate area normally displays the sum of
the selected values, however, if you right-click
the autocalculate area, you will see a menu
where you can select an average of the selected
values (Average); a count of the number of non
blank cells (Count); a count of selected cells
that contain only numbers (Count Nums); or
the maximum (Max) or minimum (Min) values
in the selection.

More
Awerage
Count
Count Mums
Max

in

Surn=89

—

Select the cell or range of cells.

2. Look in the AutoCalculate area of the
status bar to view the Sum of the selected
cells.

3. To select a different AutoCalculate option,

right-click on the AutoCalculate area,

and select the desired option.

Creating a Formula

A formula is an equation that performs
operations on worksheet data. Formulas can
perform mathematical operations, such as
addition (+), subtraction (-), multiplication (*),
and division (/). Formulas can refer to other
cells on the same worksheet, cells on other
sheets in the same workbook, or cells on sheets
in other workbooks.
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The structure or order of the elements in a
formula determines the final result of the
calculation. Formulas in Microsoft Excel follow
a specific order that includes an equal sign (=)
followed by the elements to be calculated.

Example: =A1+A2

Excel performs the operations from left to
right. You can control the order of calculation
by using parentheses to group operations that
must be performed first. Excel follows these
rules:

Expressions within parentheses are processed
first. Multiplication and division are performed
before addition and subtraction. Calculations
are performed from left to right. This is called
the order of operations. An easy way to
remember is the mnemonic.

Please Excuse My Dear Aunt Sally

P E M D A S
a X u i d u
r p | Y% d b
e 0 t i i t
n n i S t r
t e p i i a
h n | 0 0 c
e t i n n t
S S c i
i a 0
S t n

i

0

n

Entering a Formula Manually

1. Click the cell in which you want to enter a
formula.

2. Type = key. The equal sign tells Excel that
the succeeding characters constitute a
formula.

3. Enter the formula. Example: =Al1+A2
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4. DPress Enter.
Entering a Formula with mouse clicks

1. Another way to enter a formula is to click
the cell in which you want the formula.

2. Type the = Key.

3. Click the cell that you want to perform a
calculation on.

4. Then type your operator (+, -, *, /).

5. Click on the 2™cell you want to add,
subtract, multiply, or divide by.

6. Continue in this manner until your formula
is complete.

7. DPress Enter.

Relative, Absolute, and Mixed
References

-SCIIL‘,J_F

Est
u”fam STRE
ET

v

T4

PE-EE
:'D-F.ﬂ.l
r
3T

s

For example if I am in building 12 I might say
building 13 (Computer Service Center) is next
door. This is an accurate relative location. If I
am anywhere on campus and say the CSC
building is at 3 President Street then I have
given an absolute location for the building.

Yeer

F Y |

Relative references refer to cells by their
position in relation to the cell that contains the
formula. The following is a relative reference to
cell Al:

=Al
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Absolute references refer to cells by their fixed
position in the worksheet. The following is an
absolute reference to cell Al:

=$AS$1

A Mixed reference contains a relative reference
and an absolute reference. The following is a
mixed reference:

Note: The dollar sign ($) precedes the
absolute coordinate.

=$A1 (column A is absolute; row 1 is relative)
=A$1 (column A is relative; row 1 is absolute)

Absolute and mixed references are important
when you begin copying formulas from one
location to another in your worksheet.

Function

A function is a predefined formula that operates
on values and returns a value. All functions
consist of a function name followed by a set of
arguments enclosed in parentheses. To use a
pre-defined function:

1. Select the cell where you want the formula
to calculate.
2. Click the Paste Function button  fe

Insert Function Ewg|

Search For a function:

Tvpe a brief description of what you want ko do and then
click Go

O select a category:

Select a function;

all
Financial

Date & Time

Math & Trig
Skatistical

Lookup & Reference
Database

AYERAGE
IF
HYPERLINE
COUNT
A

Text

SIM -
Logical
SUM{number1,nun eocoanion

Adds all the numbers i User Defined v

Help on this Function QK l [ Cancel
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3. Click to select the desired Function
Category (Most Recently Used, All,
Financial.).

4. Click to select the desired Function Name

(Average, Sum, If] etc.).

5. Click OK. The Functions Argument box

will appear.

Function Arguments

?X]

=]

Number1 ‘

7|
Kurnberz2 ‘ E =

Adds all the numbers in a range of cells.

are ignored in cells, included if typed as arguments.

Formula result =

Help on this function

MNumber1: numberl,numberz, ... are 1 to 30 numbers to sum. Logical values and text

6. In the formula palette, verify that the cells
referenced are correct for the function. If

the cells referenced are incorrect, specify
the desired cells to be referenced.
7. Click OK.

More Functions

Excel provides over 200 functions that can

calculate everything from a sum to a Weibull

distribution. Four functions that are very

useful, and that the MOS certification expects

you to be able to use are AVERAGE, MIN,
MAX, and COUNT.

Using AVERAGE

This function is used to calculate the average of

a list of values.
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F108 A A =AWERAGE(FI:F104)
A B C D Formula Bar E F

78 " 11301998 Corrnunication Metwork Sewices | Telephone Hardware §  160.75
79 2281998 Communication Metwork Services  |February Long dist  §  236.61
80 2/281998 Communication Network Serices | GTE Billing $ 1930
81 211995 Metered Mail Charges February $ 19247
82 20271998 Key Shop Charges $ 3000
83 31181998 Marcel Dekker reprints for lopez 5 500
B84 273363 4721995 Federal Exprass letter to gartside $ 2762
85 3141993 X QU Printing Undergraduate Flier  § 478.00
86 211995 Fhane Bill March $ &73.40
87 211993 Fhaone Long Distance March $ 29886
88 4211995 University Printing Resources paulos teaser $ 8480
89 273365 4131998 Academic Press Jain reprints $ &0.00
90 100150 | 4/30/1995 ® Computer Services Eudora Manual $ 2600
a1 2011995 Communication Metwark Services | April $ 57340
92 211998 Communication Metwork Services | April long dist $ 32831
23 211993 Cormraunication Metwork Serices  May $ 67340
24 2011995 Communication Metwork Services  |May Long Dist $ 39226
95 211993 Projected Phone Bill June 4 575.00
96 211993 Profected Phone Long Distance June & 28000
97 2011995 X Metered Mail Charges March $ 28693
98 211993 3 Projected Metered Mail Charges April $ 24904
29 211998 Profected Metered Mail Charges May 4 350.00
100 2011995 Projected Metered Mail Chaiges June & 350.00
101 5/30M1998 University Printing Resources Certificates % 225
102 B/5/1998 MillerUpton ¥Wallbaum photos $ 2400
103/ G110240 | 5/26M1995 Alden Library binding theses $ 15000
104|03518JA08 B/12A1998 Federal Express dr. jain % B.75
105

106 I 326073

1
2.
3.
4

Select a cell.

Type = Average.

Select range to average (B10:B40).
Type ) and press Enter.

Using MIN

The MIN function returns the smallest number
from a list of values.

il

Select a cell.

Type = MIN.

Select range to average (D15:D40).
Type ) and press Enter.

Using MAX

The MAX function returns the largest number
from a list of values.

il

Select a cell.

Type = MAX.

Select range to average (E5:E40).
Type ) and press Enter.

Using COUNT

Counts the number of cells that contain

numbers and also numbers within the list of
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arguments. Use COUNT to get the number of
entries in a number field that's in a range or
array of numbers.

Select a cell.

Type = COUNT.

Select range to average (C5:C20).
Type ) and press Enter.

il

e =COLNTFS:F104)

=

Applying and Modifying Cell Formats
Currency, Percents, and Decimals

1. Select the cell or range of cells.

2. On the Format menu, click Cells, and
select the Number tab.

3. Select the desired Category.

4. Click OK.
You may also click Currency Style 8 ,
Percent Style % |

%

or Increase/Decrease Decimal.
Find

Excel provides an easy way to search for values
and text through the find command.

1. On the Edit menu select Find.

Find and Replace @
Find Replace
Find what: | “
[ Find Al ] [ Eindmext | [ Close ]

2. Type in what you want to locate.
3. Now click Find Next or Find All.
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Replace

Excel provides an easy way to search for and
replace values and text through the find
command and replace command.

1. On the Edit menu select Replace.

Find and Replace @
Find Replace
Find what: v
Replace with: v
[Replace al ] [ Replace ] [ Find Al ] [ Findrext | [ Clase ]

2. Enter the information you want to replace
in the Find what field

3. What you we want to replace it with should
be in the Replace with field.

4. You can then click the button Replace All
or Replace (one at a time).

Filtering and Sorting Data

Excel has excellent filtering and sorting tools to
help you organize and examine your data.

1. Place your cursor in the column you wish
to filter.

2. On the Data menu, trace to Filter and
select Autofilter.

3. You will see drop down arrows next to your
column headers like the following.

A B
DIVISIO w| REPRE w |54

Carolyn

1
2
3
4 |south

= | I

By selecting these arrows you can filter out by
the data contained in the column. You can
even produce custom filters based on certain
criteria.
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Example: I could select south from the list and
then have a list of the people in the south
division ORI could do a custom filter that
includes both south and west and have a list
that includes those two groups.

Freezing Columns and Rows

1. Select the row below where you want to
freeze to occur or the column to the right.

2. On the Window menu, click Freeze
Panes.

Wiindow | Help  Adobe PDF

e Window

Arrange. ..
Compate Side by Side with trvscemailclient, xls

Hide =

Split

| Freeze Panes

1 Bookz

Z trvscemailclient, xls

Unfreezing Columns and Rows

1. On the Window menu, Unfreeze Panes.

Window | Help  Adobe PDF

Mew Yyindow

Arrange...
Compare Side by Side with
Hide

Split

Urfreeze Panes

1 BookZ

2 trvscemailclient, xls
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Hiding Columns and Rows

You might have some data in your worksheet
that you do not want to use or view all the
time. For example, you might want to view
total sales without seeing monthly details. In
such cases, you can hide rows and columns of
data you do not need.

1. Select the rows or columns you want to
hide.

2. On the Format menu, point to Row or
Column, and then click Hide.

& | B
1
2
3 Client: Project:
4 West, Jennifer Esqg. Entertainment law
5 YanMatter Imports Mew location
24 Catanzarite's Gym Membership discount
25 Camp, James & Assoc. Tax law changes
26 Callahan Brothers Carpet sale
a7 Beckert & Kinsev Strateaic Internet Services

Un-hiding Columns and Rows

1. Select a row or column on each side of the
hidden rows or columns you want to
display.

2. On the Format menu, point to Row or
Column, and then click Unhide.

Note:
Sometimes un-hiding is a bit tricking and this
almost always works.

1. Click the select all sheet square.
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&1 Microsoft el - trvscemailclient. xds

] Fle Edt ¥ew Insert Format Tools Data  Window Help  Adobe PDF

NEEH RS RIT RS RR- S e- @ s el
H B2 1 2 e R N | 0| YéReply with Changss.., EndRevien.. [l
: trial 10 |BIU\§§—.\£ o a8 00 ) F= sE

2. On the Format menu, point to Row or
Column, and then click Hide.

Defining Styles

You can save time using styles. A style is a
defined set of formatting that can be applied to
data in an excel spreadsheet. For example: If
you want to Bold, change the font size, change
the font, and highlight key text throughout a
sheet. It would take multiple steps after
selecting the key text to normally accomplish
this. With a defined style you could just
choose the style and apply it and save time.

1. Select a cell that has the combination of
formats you want to include in the new
style.

2. On the Format menu, click Style.

3. In the Style name box, type a name for the
new style.

4. To define and apply the style to the
selected cells, click OK.

5. To define the style without applying it,
click Add, and then click Close.
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!

Style

Skyle name:

piormal |4 OK

Skyle includes
Cancel

Hurmber General
Alignment General, Bottor Aligned todify...
Eont Arial 10
Border Mo Borders
Patterns Mo Shading
Protection  Locked
Using Styles

1. Select the required cell(s).

2. On the Format menu, select Cells and
click the Font tab.

3. Choose the desired font, size, style, etc.

4. Click OK.

Emphasizing Cells Using Borders and
Shading

Borders and shading can be used to emphasize
information in an excel spreadsheet.

—

Select the required cell(s).

2. On the Format menu, select Cells and
click the relevant tab (Border/Pattern).

3. Select the desired border/shading pattern.

4. Click OK.

B.75

dr. Jam ]

Changing the Alignment of Cells

Text is automatically aligned to the left and

numbers to the right of a cell. To change the

alignment or center a title, do the following.

1. Select the cell(s).

2. On the Format menu, click Cells and
choose the Alignment tab.
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3. Select the desired Horizontal /Vertical

alignment.
4. Click OK.
Sorting

To Sort rows in ascending (A to Z) order based
on the contents of one column:

1. Click a cell in the column you would like to
sort by. _
2. Click the Sort Ascending button 2.
Z
3. The Sort Descending button A Sorts

from (Z to A).

To Sort columns based on the contents of

rows:

1. Click a cell in the list that you would like to
Sort.

2. On the Data menu, click Sort.

3. Click Options.

4. Under Orientation, click Sort left to
right, and then click OK.

5. In the Sort by and Then by boxes, click
the rows that you would like to sort.

Subtotals

Subtotals mode automatically calculates
subtotal and grand total values, inserts and
labels the total rows, and outlines the list for
you.

1. Select a non-empty cell.

2. On the Data menu click Subtotals.

3. Click the At Each Change In arrow and
select a column.

4. Click the Use Function arrow, then trace
to and select SUM.

5. Click the Add subtotal arrow and then
scroll to and place a check mark next to the
desired column name.

6. DPlace check marks beside Replace current
subtotals and Summary below data.
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Chart Wizard ol

In Excel you can create charts from your

worksheet data. A wide range of standard,
business, and technical charts are available.
It is important to accurately represent your data
using the appropriate chart.

There are three types of basic charts:

Bar charts: illustrate individual values at a
specific point at time.

Line charts: illustrate changes in a large
number of values over a long period of time.
Pie charts: show the relationship of each part
to the whole.

To create a chart:

1. Select a cell in the data to be plotted.

|
2. Click the Chart Wizard button i .

Step 1:
Choose Chart Type

1. Select chart type.

2. Select sub-type.
3. View your chart

Press and Hold ko View Sample

4. Click Next.

OHIO
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Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types

Chart bype: Chart sub-type:
1ud I ~
E Bar
|ﬁ Line
& Fie
5 Y (Scatker) Uﬂ Iﬂ |
‘ Area
@ Doughnut 3 IlILII,
@ R.adar
@ Surface
&y Bubble v
Chustered Column, Compares values across
categories,
[ Press and Hold to view Sample ]

Mext =

|

Einish |

Step 2:
Specify the Data to Plot

1. Confirm that the Data Range is correct. If
it is incorrect, select the data that you want
to plot.

Click Next.

Chart Wizard - Step 2 of 4 - Chart Source Data

PIX]

Data Range Series

zdaz

Data range:
Series in: () Rows
) Columns
Cancel ] [ < Back ” Mext = ] [ Finish ]
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Step 3:
Choose Chart Options

1. Type in a title.
2. Define the X (axis).
3. Define the Y (axis).
4. Click Next.
T E— - —clid

(3]0 DR pee e yws fw Qe e D Adidge it c.Ex

A Lil [ ' |

R e

o w Rl shen et f et Is al
o e

Step 4:
Select Chart Location

1. Ensure that As object in: Sheet 1 is
selected.
2. Click Finish.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

() as gbject in: ':'-hEeEetl - |

[ Cancel ][ = Back.

Quick Chart View

Using the quick chart view is a good way to see
data visually but often it requires more
tweaking and editing to create a useful chart.

1. Click a cell in the worksheet
2. Press the F11 key
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Text Wrap in Cells

A | B c

1 | The default action for text
Text wrap
2 lin action

—

Select the cells you want to format.

2. On the Format menu, click Cells, and
then click the Alignment tab.

3. Under Text control, select the Wrap text

check box.

Inserting a Picture in a Worksheet

You may want to change the appearance of a
worksheet by adding a picture. For example,
you may want to include the Ohio University

logo on the worksheet. & QIO In

addition, pictures are sometimes added to
illustrate data contained in a worksheet. For
instance, you might want to insert a smile in a
worksheet that indicates good financial results.

You may insert a picture from the Clip Art
Gallery in the Office software or from a file that
contains a picture.

Clip Art Gallery

1. Select where you want to insert the
graphic.
On the Insert menu click Picture.
Then select Clip Art.

The Insert ClipArt task pane opens.
A selection can be made by searching using
a key word.

g

Insert a picture from a file

1. Select where you want to insert the
graphic.

2. On the Insert menu click Picture.

3. Then select From File.
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4. Now the Insert Picture window opens.

Insert Picture @
15 Family v @-3|Q@Q X i &~ Toos-

S F

Dan.ipg

Lok in:
Y
F
1My Recert: 3
Documents

Deskicp e

] = = f |
2 | PN L ]

cyndianddan.ipa

ddwyernorkjpg

My Computer

diwyerjpg EmmaMshiz, PG EmmaMsNL, PG Flo Trip

. ~
—_'L] File pame: 3

Iy Metwork

Places Files of Eype: | Al Pictures (*,emf;* wif;* jpg;* ineq;* iff . ipe; .png;* bmp; . v

5. Navigate to where the picture is located on
your computer or a disk and select it.
6. Click Insert.

Using Auto Format

The AutoFormat feature performs many
predefined formatting combinations
automatically for you.

—

Put your cursor anywhere in the table

2. From the Format menu, select
AutoFormat.

3. Select the desired format and click OK.

AutoFormat §|
5

Jan Feb Mar Total Jan Feb Mar Todal

East T T 5 19| | East 7 T & 19
Wigst [ 4 T 17 | | west =1 4 7 7

South g T8 24 | | South & 7 8 24
Total 21 18 M 60 | | Total 2183 ™ =1

Classic 1

Jan Feb Mar Total

South & 7 9 24
Total 21 158 2 B0

Classic 2

dare  Feb Mar Total

WWgst B 4 T
South g 7 9

East 3 7% 7% 53 19

Classic 3

Jan  Feb  Mar Total

Bazt § 7% 73F 5% 18
st g 4 T
South ] 7 9 4

Total 8 M % 158% 21 § 60

Total § 21 % 18% 21 § 60

Accounting 1

Accounting 2
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Painting Formats

Format painting allows you to copy the format
of a worksheet cell with out copying the
contents of the cell. For example, after
formatting one cell for a percentage, you may
format other cells for a percentage by painting
the format.

1. To paint a format, begin by highlighting a
cell that has the format you prefer.

wh
on

2. Click the format Painter button
the toolbar.

3. Next highlight the range of cells or cell that
you would like to format.

4. The new format should be applied once
you release the mouse button.

Changing Headers and footers

1. On the View menu, click Header and
Footer.

2. Click Custom Header or Custom Footer.

3. Seclect the text in the Left section, Center
section, or Right section box, and then
click Font.

4. Select the options you want.

3-D References

Think of the collections of worksheets in a
workbook as a third dimension. You know
that you can reference rows and columns in a
worksheet. You can also reference worksheets.
You can, therefore, have a reference in a
worksheet that pertains to a cell in another
worksheet. The reference Sheet3!A5 is a
reference to cell A5 on Sheet3. You can place
the reference in any cell on any worksheet
within the workbook.

In a workbook, you often have several
worksheets that represent the same kind of data
but for different entities. It may be beneficial
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for you to summarize the data onto one
worksheet, or consolidate the data. When you
consolidate, each worksheet must have the
same format and structure.

You can easily copy the contents and /or
formats of a worksheet to a whole group of
worksheets with the “Fill Across Worksheets”
dialog box. On the sheet you intend to use to
summarize the data of the worksheets, you can
use 3-D Cell References to calculate totals
across the worksheets involved in the summary.

In addition 3d references can be made between
workbooks as well. The reference will take the
form of:

=[workbookname.xls [Worksheetname! SAC$6
Notice these references are automatically
absolute cell references. Since they referrer to
another workbook the work books should be
in the same directory or on the same disk.

Saving Spreadsheets as WebPages

If you save your Excel workbooks, worksheets,
and charts as Web pages, you can make them
available to anyone who has a browser and
access to the Internet. Some Excel
functionality can even be used and other users
can update and manipulate data through their
browsers.

1. On the File menu, click Save as a Web
Page.

File | Edit Wiew Insert Format Tools Data  Window
Mew, .. Chrl4+M

@

Qpen... Chrl+0

i &
Lo L

=l Save Chrls

Save as Web Page...

&

Save Workspace..,

File Search...

Permission 3

‘wieb Page Preview

xzg OHIO
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2. Then choose where to save it and what to
call it.

Data Analysis

Microsoft Excel provides a set of data analysis
tools — called the Analysis ToolPak — that
you can use to develop complex statistical or
engineering analyses. You provide the data and
parameters for each analysis; the tool uses the
appropriate statistical or engineering functions
and then displays the results in an output table.

This feature can be used for Regression,
Correlations, t-tests, z-tests, and Descriptive
Statistics.

To use Data Analysis:

1. On the Tools Menu, select Data Analysis.
2. If this option does not appear, go to Add
Ins, select Analysis Toolpak and click OK.

Naming a Range of Data

Ranges may be referred to by a word instead of
cell addresses. If you work frequently with a
range of data, it may be easier to remember a
range name rather than cell references
separated by a colon. For example, a range of
expenses contained in B4:B28 might be named
“expenses.” To determine the sum of items in
this range, the function formula
=SUM(expenses) would display the same
amount as the function formula
=SUM(B4:B28).

1. A range is named by first selecting the
range.

2. Then entering a name in the Name box
located to the left of the Formula bar.

3. Finally press Enter.

4. Whenever the range is selected, the range
name appears in the Name box.
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Costs
Expenses

5. A named range can be easily reselected by
clicking the drop down arrow of the name
box and choosing the appropriate name.

Using Comments

A comment is a brief explanatory note attached
to a cell explaining its contents. They are often
used when reviewing and for tracking changes
to cells.

Inserting a Comment

1. Click on the cell where you want to
comment.

From the Insert menu, choose Comment.
Type your comment.

When done, click on another cell.

You will see a small red triangle in the cell
indicating a comment.

I

Y P AL R )
2 grammer:

This is a monthy bill that
[{we need to by to lower

the: cost onl|

i

“ederal Express

Zommunication Metwork Services
Zommunication Metwork Services
Zomrmunication Metwork Services
Zolumbus Dispatch

wetered Mail Charges

¢

Viewing Comments

1. To see a comment, hold the mouse on the
cell containing a comment. You do not
need to click unless you want to edit the
comment.

2. To display comments at all times, On the
View menu, choose Comments. You may
want to press and drag the comment boxes
so they do not overlap.

To turn off a display of comments, from
the View menu, choose Comments.
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Editing a Comment

1. Click the cell with the comment you want
to edit.

2. On the Insert menu, click Edit Comment.

3. When you finish editing, click outside the
comment box.

Printing Comments

1. On the File menu, choose Page Setup.

Click on the Sheet tab.

3. Under the Print section, change the
Comments box to say “As displayed on
sheet” or “At end of sheet”.

N

Creating a Text Box

A text box is different from a comment, it is
always visible on the excel worksheet.

1. Display the Drawing toolbar.

2. Click the text box Icon .

3. Point the cursor to where you want the text

box.

Click and drag to create the box.

. Type the text you want and then deselect
the box.

Sl

Inserting Hyperlinks

Hyperlinks are links in a worksheet that
“jump” to other files, worksheets, workbooks,
or web pages on the Internet. For example,
you may want to create a link to another Excel
file that contains the source data for
information used in your current worksheet.
Or you might want to create a link to a Web
page that contains the source data for
information used in your current worksheet.
You may also want to create a link to a Web
page that contains information that relates to
items contained in the worksheet or for help
filling out an excel form.
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First select text or graphic you wish to link.

2. Right-click the item and select Hyperlink
on the shortcut menu or use the toolbar
icon e .

3. When the Insert Hyperlink dialog box

appears, key the filename or Web page
address into the address text box.

Insert Hyperlink @EJ
Link ta: Text ko display: | ScreenTip..
Lockin: (3) My Documents - =
Existing File or ‘ B J @ J
hieh Page [ Adobe -~ Bookmark,..
Current AL
Foder (=
) | =) CSCGRAMMER My Documents
Place in This | Dist
Document Browsed | Digital Cards
Pages | Doug My Documerts
| =) DougPocket_PC My Documerts
Gl Recent | DougPocket_PC3 My Documents
Document Fles |5 Dougs_Pocket PC My Dacuments
) DougsPocket My Docurments hd
Address: | |
E-mal Address
Cancel

4. Click OK, you will be returned to the
spreadsheet and the pointer will appear as a
pointed finger when it is passed over the
linked item.

If you create a hyperlink to a file, that file will
be opened when the text or graphic is clicked
in the worksheet. If you create a hyperlink to a
Web page, that page will be opened in your
browser when you click the text or graphic that
has been linked.

Protection

1. On the Tools menu, trace to Protection.

I
| Protection 4 ||% Protect Sheet... |
Online Collaboration » _@ allow Users to Edit Ranges. ..
Goal Seek... T—I‘j Protect Workbook, .
SCenarios. .. 'Elfl Protect and Share Workbook, ..

2. Click Protect Sheet.
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Protect Sheet E|g|

¥ Protect worksheet and contents of locked cells

Password ko unpratect sheet:

Allovs all users aof this warksheet to:
Select locked cells

v Select unlocked cells

[~ Format cells

[~ Format columns

[~ Formak rows

[ Insert columns

[ Insert roms

[ Insert hyperlinks

[ Delete columns

[ Delete rows j

oK | Cancel |

3. Enter a password.

4. Check the boxes you want.

5. Click OK.

6. A confirm Password dialog box will appear.
7. Enter the same password and click OK.
Tracking Changes

Microsoft Excel can maintain and display
information about how a worksheet was
changed.

Change tracking logs details about workbook
changes each time you save a workbook. You
can use this history to understand what changes
were made, and to accept or reject revisions.

This capability is particularly useful when
several users edit a workbook. It's also useful
when you submit a workbook to reviewers for
comments, and then want to merge input into
one copy, selecting which changes and
comments to keep.

Change tracking is available only in shared
workbooks. As a result, features that are
unavailable for use in shared workbooks also
are not tracked as changes.

Sometimes there will be multiple people
working on a worksheet. If this is the case, the
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workbook must be made shareable by clicking
the Share Workbook option on the Tools
menu. Once a workbook becomes a shared
workbook, it is important that changes made
by an individual user do not conflict with
changes made by other individuals. The
reviewing toolbar will allow users to track
comments that have been inserted. When
multiple users are working on a workbook,
they should provide comments indicating the
changes they have made. You can also track
changes that have been made by selecting
Track Changes on the Tools menu. You can
choose to highlight changes that have been
made or to list all the changes on a separate
worksheet. Finally, you can choose to either
accept or reject the changes that have been
made by individual users.

When you first create a new workbook do the
following:

1. On the Tools menu, click Share
workbook.

2. Place a check in the box “Allow changes by
more than one user at the same time.”

Share Workbook E| E|

Advanced l

v allow changes by more than one user at the same time,
This also allows workbook merging.

‘“Who has this workbook open now:
11:26 &M

grammer

Remowve User
ok | Cancel |

3. Click the Advance tab.
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Editing |

Track changes

+ Keep change history for: |30 3: days
" Don't keep change history

Update changes
+ when file is saved

" automatically every: |15 3

=
~

Conflicting changes between users
+ ask me which changes win

" The changes being saved win

Include in personal view
[¥ Print settings I¥ Filter settings

O | Cancel |

4. Make the appropriate choices for your
situation.

5. Save the work book and put it on a shared

drive.

Accepting and Rejecting Changes to a
Workbook

1. On the Tools menu, click Track Changes.

2. Then select Accept or Reject Changes.

Tools | Data Window Help Adobe PDF

" Speling... 7oz 100% - @,
(% EEE DA

h
]

Speech 3

share workbook, ..

Track Changes » | Er Highlight Changes...
Compare and Merge Workhooks... | Arcept or Reject Changes. ..
Prakection ] e

Online Collaboration 3

3. You should see a box like the one below.

Select Changes to Accept or Reject @g|

‘ehich changes
v when:
[~ wha: |Every0ne j
[~ where: | j
04 | Caneel |

Computer Services” Central Technology Services
http:/ /www.ohio.edu/cts/
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4. Select the appropriate options can click
OK.

Auditing Features

You can use Excel’s auditing features to trace
errors in a worksheet. It can also trace the
relationships between cells and formulas on
your worksheets.

Formula Auditing v X
S imE e LA O 9 BE BHE
1 2 3 45 6 7 8 9 101112

1. Error Checking — Traces the error and
resolves the error. It also locates previous
occurrences of the error.

2. Trace Precedents — Draws arrows to the
selected cell from any cells that are referred
to by the formula in the cell.

3. Remove Precedent Arrows — Removes the
tracer arrows from the precedent cells.

4. Trace Dependents — Draws arrows from
the selected cell to any cells containing
formulas that refer to the cell.

5. Remove Dependent Arrows - Removes
the tracer arrows from the dependent cells.

6. Remove All Arrows — Removes all arrows
from the worksheet.

7. Trace Error — Draws tracer arrows
connecting the selected cell and all
precedent and dependent cells. Red tracer
arrows point to the cell containing the
error and blue tracer arrows point to other
dependent cells that do not contain errors.

8. New Comment — Insert a new comment in
the worksheet.

Show Watch Window — Displays the
Watch window where you can see the result
of changes to the source cell on destination
cells without navigating between
worksheets.

10. Evaluate Formula — Opens the Evaluate
Formula dialog box, which you can use to
see the different steps in a nested formula.
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