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Importing Data

When you have completed this learning module you will have seen how to:

Import data from external sources
Import data into Excel

Import text files into Excel

Import text using the Text Import Wizard
Refresh data from imported text files

Use Microsoft Query

Add a data source

Create a Query

Query data from the Web

Access the New Web Query dialog box
Create a new Web Query

Save a Web Query

Set Web Query options

Run a saved Web Query

Refresh a Web Query

Refresh external data without losing the formatting
Refresh external data automatically

Importing Data from External Sources

Using Database Terminology

In a corporate environment, data is not usually created and stored within Excel,
but maybe stored on mainframes or database servers. Commonly used
programs include Access,/dBase, FoxPro, Paradox, Oracle, or SQL Server.

Tomimport data from a database, itAs useful to_understand the following ecommon
database terminelogy :

Data Sources: The data [source informs the ODBC Managerraboutithe typeof
data being used and its location.

Microsoft Query: A stand-alone program supplied with Microsoft Excel. It acts
as an interface, allowing you to create queries that are translated into SQL
format.

ODBC: It stands for Open Database Connectivity, and is a term used to describe
an industry standard used to connect cross-platform databases.
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ODBC Add-in: It allows Excel to communicate with the ODBC Manager directly
(without using the Microsoft Query as an intermediary). It also provides the
SQL.REQUEST worksheet function, as well as providing an Application
Programmers Interface (API) for application developers.

ODBC Driver: The ODBC Manager uses the ODBC driver as an intermediate
step. ODBC drivers supplied with Excel include Access, dBase, FoxPro, Paradox,
SQL Server, Oracle, Excel Worksheets, and text files.

ODBC Manager: This is a Microsoft derived technology that allows programs
such as Excel and Microsoft Query to interface with a range of different
databases. When you perform a Microsoft query, an SQL statement is sent to
the ODBC Manager. The ODBC Manager then acts as an intermediary between
the application and the database. This has the advantage that the same query
may be used to access different database servers, including SQL Server, Oracle,
dBase or Paradox.

Structured Query Language (SQL): An industry standard language used for
database communication. Excel queries using Microsoft Query use SQL behind
the scenes.

Importing Data into Excel
e You canimport data using the following methods:

Open command: From the main menu, choose File = Open to display the
Open dialog box, and select the data file type from the File of type dropdown
list. (You can choose from the following types of file: Access, Lotus 1-2-3,
Quattro Pro, Microsoft Works, dBase, SYLK, Data Interchange Format (DIF),
HTML, XML, and previous versions of Excel.) The selected file will be translated
by Excel and imported as an Excel spreadsheet.

Export data into text files: From the database application where your data is
stored, you can usually export the data you want inta text files. You can then
import these /textfiles using the Text Import Wizard.

Microsoft Query:This program is shipped with Microsoft Excel, and is an
excellent tool for querying an externaldatabase. Queries allow you ta specify
the exact’data you want from the external database.

Web Queries: Microsoft Excel 2002 allows you to query and refresh data from
the Internet.

Pivot Tables: Pivot Tables are useful for accessing and integrating external
databases into Excel.
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Importing Text Files

Importing text files into Excel

You can import text from other sources, saving the need to re-enter the data.
To import text into Excel, it must be in a format that can be recognized by Excel.

The following text file formats that are supported by Excel:

Text: Text files are plain text with no formatting information except line returns.
Usually this file type contains one record of information per line, but the means
of identifying the fields in a record varies.

Text (Tab Delimited): With this text file format, tabs are used to identify fields
in a record.

Formatted Text: Formatted text files make use of position to define fields;
each field starts at a defined position on the line. You may find this field type
also referred to as Space Delimited, Fixed Width, or Column Delimited.

Comma Separated Values (CSV): Commas are used by CSV text files to
delimit (separate) fields. Although these files are called Comma Separated
Values text files, commas are not always used as the delimiter. Examples of
other delimiters include vertical bars (]) and at signs (@).

NOTE: If the text to be imported is not in recognized by Excel, Excel will launch
the Text Wizard to provide assistance.

Importing text using the Text Import Wizard

The Text Import Wizard is a set of dialog boxes that guide you through the
customization gffimporteditéxt.

From the main menu, choose File = Open to display, the Open dialog box.
From the Files of type dropdown list, select Text Files (**.prn, *.txt, *.Cs\).
Select the file you,want to open.

Click Qpen to display the Text Import Wizard - Step 1 of 3 dialog box:

FOR USE AT THE LICENSED SITE(S) ONLY
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Text Import ‘Wizard - Step 1 of 3

The Teatk Wizard has determined that your data & Delimdted,
IF this is correct, choose Mext, or choose the data bype that bost describes vour data,
Criginal data type
Choose the e bype that best desarbes your dats;
i+ Debried| - Characters sich as coirenas or babe separate each field.

Stertmport atgow: {1 =  Flegeige: | 437 : OEM Unibed States |

Presdew of File Oy Documentsiexcel A2 _advancelsucercse Ffiles\invantory bk,

DD It enliir Hand ﬂ
2 BooksD0E3E60212
gazinesls TEE0 34
eswspapers0E32 1022
S BooleDO41 73035 -|
L] »

Excel will analyze the selected text file, and determine the file's data type, and
display a preview of the data to be imported. In the above example, Excel
determined the file to be a Delimited file.

You can choose to alter the file type selection as needed. If your file contains
header rows that you do not want imported, you can change the Start import
at row number to exclude the header rows. When you change the Start
import at row number, the preview will be updated to reflect the change.

When you are satisfied with the options selected, click on the Next button to
continue to the Text Import Wizard - Step 2 of 3 dialog box.

NOWRE: You cangalways usegthe Back jputtomgteggegback togthe previousydialeg
box and revise the options:
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Text Impoit Wizaind - Step 2 of 3

This screen lets you set the defimters your data containg. You can see
hvow your ket ks affected in the preview below.

[+ [Teeat consecutive delimiters as ona|

[+ Tab I | Semicolon I | Comma

[ space I Other: | Text guaifer: | ]
~Daka preview
3 tem On Hand ﬂ
ooks AL g1z

AJATings Tee D4
swspapers POZl B2
oks 173 P&

| v
concel | <pock |[ met> | Enin |

From this dialog box, you can set the delimiters your data contains--choose the
type of Delimiters, select to Treat consecutive delimiters as one, and

define the Text qualifier. The Data preview will display the data based on
your choices.

When you are satisfied with the options selected, click on the Next button to
continue to the Text Import Wizard - Step 3 of 3 dialog box.

NOTE: You can always use the Back button to go back to the previous dialog
boxes and revise the options:

Canced <peck | nes enich |
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From this dialog box, you can determine the data format of each column by
selecting each column in the Data preview area and selecting its Column data
format. If you do not want to import one of the columns, click on the column in
the Data preview area, and select the Do not import column (skip) radio
button in the Column data format area.

When you are satisfied with the options selected, click on the Finish button to
import the text into Excel.

NOTE: You can always use the Back button to go back to previous dialog boxes
and revise the options. Alternatively, you can click Cancel to close the wizard
without importing the data:

A Bl
1 |Type [tern Cn Hand
. 2 |Books B356 212
L3 |Magazines 47586 34
4 |Mewspape 8921 22
.5 |Books 4173 95
| B |Books 4392 223
.7 |Candy 7873 a7
|8 |Magazines 2396 12
.9 |Mewspape 5271 9
10 |Magazines 2504 35
(11 |Candy 8762 93
12

Refreshing data from imported text files

Select the Worksheet that contains external data from a text file.
From the main menu, choose Data > Refresh Data

OR from the External Data toolbar, click on the Refresh Data : icon to
display the Import Text File dialog box.

Select the text file you want.
Click Import.

Using Micfosoft Qliery = & & T

Adding a Data Source

Microsoft Query allows you to obtain data from an external database. You can
use the wizard to create filters and define sort order of data from an external
database. Since Microsoft Query is a stand-alone program, it can be started
independently; however, you can run Microsoft Query from within Excel. For
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illustrations purposes, we will run a query with the NorthWind Traders database,
which is a sample database supplied with Microsoft Access.

Make sure that Microsoft Query is installed.

From the main menu, choose Data > Import External Data > New Database
Query to display the Choose Data Source dialog box:

Choose Data Source

Databases | Queries | DLAP Cubes |
Cancel_|
ECDCMuore e |
Egglrglll:?lses -Ward? Dptions..

|3|I:\ha"_5|:n:|rt:" : |
s 7 Dt of| ]

Bl Use the Guey Wizard to create/edit queries

Click on the Databases tab.
With the <New Data Source> selected, click OK to display the Create New
Data Source dialog box:

Create HNew Data Source |

What name do you want ta give vour data source?
1. IMy Data

Select a driver for the ppe of databaze pou want to access:

2 IDriver do Microzoft Access [*.mdb) j

Click Connect and enter any information requested by the driver:

£ [Emtin

h%hfurc finitinﬂ

| 4 4 Canesl |

Selent & defaul A A ET Gl

In the field numbered 1, enter a name for the new data source. In our
example, we will enter My Data.

In the field numbered 2, click on the down arrow and select a driver for your
database. In our example, the selected driver is Microsoft Access Driver
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[*.MDB].

Click Connect. In our example, you will see the ODBC Microsoft Access
Setup dialog box:

ODBC Microsoft Access Setup

; (1] |
e =T
_ Hb |

Databaze: o \Oifice] 0V DIFPHWIND MDE elp

Elepai | Compact... |
tavanced... |
— System [ atabass
" Nong
" Database:
Shsten e e ERe
Dptionss>

Click on the Select button to display the Select Database dialog box:

Select Database |
D atabase Name Directaries:
MWD DB oh . Aoffice] 081033
Eanu:el
FFNWINDMDE =] [ et
[=> Program Files Hel
[=> Microzaft Office 4||:I
[=> Office10 I— R
ead Onl
, E= 1033 i’
| h _I:u:utst_l,lle

]
| izt Filez of L,Ipe:'

Arccezal atabages [*.m

Locate and select the database you want. In our example, we will use the

NorthWind Traders database. You will normally find this in the following
location:

/Program Files/Microsoft Office /Office10/1033/FPNWIND.MDB

Click OK to select the database.

From the ODBC Microsoft Access Setup dialog box, click OK to connect to the
database and redisplay the Create New Data Source dialog box. (Notice that
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field 3 contains a file path):

Create Mew Data Source |

WWhat name do you want b give vour data source?
1. IM_'.-' Data

Select a driver for the bppe of databaze pou want to access:

2 I Drriver da Microzoft Access [F.mdb] j

Click Connect and enter any information requested by the driver:

c:\Program Fileshkdicrosaft

Select a default table for your data source [optional);
4 | =

[~ Save my user D and password in the data source definition

@l (] | Cancel |

o In field 4, you can enter a default table for your data source. In our example,
we will leave this blank, but all the tables in our database are listed in the
dropdown list:

Select a default table for your data source [optional):

Categaries

Cuztomners

Employees
@ Products
— | Shippers
== Supplierz

¢ From the Create New Data Source dialog box, click OK to return to the
Choose Data Source dialog box. (Notice thatthe new data source, My Data,
has been added)®

Choosze Data Source

5 @ries] OLAP Rubes |

dEASE Files™ -

ECD Chluzic®

 Cancel I
Excel Files®

Foxfro Files - Wrd® Browesze...

Global_Sports*
MOl Qptions... |
WS Aocess 97 Database®

Delete |

M5 Access Databasze”

A sl FaiiPee Micbak coan

@l v Usze the Dueny Wizard to create/edit queriss
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e To use the selected data source, click OK.

Creating a Query

¢ From the main menu, choose Data > Import External Data > New Database
Query to display the Choose Data Source dialog box.

e Click on the Databases tab.

o Select the data source you want to use. In our example, we will select My
Data:

Choose Data Source

K
Databases l Gueries | OLAP Cubes |
dBASE Files® -
ECD Chduzic® _I ﬂ,
Ewcel Files"
Fouro Files - Whord® Browee... |
Global_Sports* :
MOl Qptians.. . |
M5 Access 97 Database®
WS Access Database” Delate

|
Teasial MNaiiMeas Mabkak as X

@l ¥ Use the Query ‘Wizard to create/edit queiss

e Click OK to display the Query Wizard - Choose Columns dialog box.

e To add the columns you want to include in your query, locate the columns you
want by expanding the plus icon beside each table, select the column, and click
the right arrow button.

NOTE: You can add all the columns in a table by selecting the table name and
clicking on right arrow button:

Query Wizard - Choose Columns

EEaegories:
[+ Customers
[ Emplopess:
[# Producks
# Shippers
= Supplers

Prenviews of data in selected column

In our example, we will add the columns in the Categories and the Products
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tables to the query.

Click Next to continue to the Query Wizard - Filter Data dialog box.

To add a filter to your query, select the Column you want to filter. In the Only
include rows where: area, select an operand from the first dropdown list and
a column value from the second dropdown list.

NOTE: You can add another filter by selecting the And or Or radio buttons:

Querny Wizard - Filter Data

Filer the data o specify which rowms Lo include in wour quen.
IF you don't weaint b fiter the data, click Mest,

Colurmin bo filer; Dnly irechude rowes where:

CalzgeolD

Categoryhl ame | equals = |z =]
Drescaiption

ProductD O And & Or

ProductM ame

SupgherdD | equals =l e =]
CategarylD & -

QuantilyPerlink * And € Or

UnitPrice — | ﬂ I j
UnitglnStock _

Uritz0nOirder = % Al Oy

@l < Back

In our example, we only want data that has a CategoryID of 2 or 8.

Click Next to continue to the Query Wizard - Sort Order dialog box.
To sort your data, select the Column you want in the Sort by dropdown list and
select the Ascending or Descending radio button.

NOTE: You can add another two other sort criteria:
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In our example, we will sort the data by CategoryName in Ascending order.

e Click Next to continue to the Query Wizard - Finish dialog box.
o To display the results of your query in Excel, select the Return Data to
Microsoft Excel radio button.

NOTE: You can save this query for future use by clicking on the Save Query
button:

Query Wizard - Fimizh

—'what would wou ke to do nest?

* Blabumn Data to Microsoft Excel Save Query... |

" Wiew data or edit queny in Microsoft Qusny

I Create an OLAP Cube from this queny

@l <Back [ Fmish |  cancel |

e Click Finish to display the Import Data dialog box:

Import Data

[ X]
Where do you wank bo put the daka?

¥ Existing worksheet:

| +a%1
" Newhworkshee

e You can determine where you want to place the data. Make your selection and
click OK. In our example, the worksheet may appear as follows:
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B, | E | C |
1 | Cateqor Illl:ategnrghlame Description
2 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
3 2 Condiments Sweet and savory sauces, relishes, spreads, and seaszc
4 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
L] 2 Condiments Sweet and savory auces, relishes, spreads, and seasc
E 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
T 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
kS 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
k)l 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
10 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
11 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
12 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
13 2 Condiments Sweet and savory sauces, relishes, spreads, and seasc
14 & Seafood Seaweed and fish
15 8 Seafood Seaweed and fish
18 & Seabood Seaweed and fish
17 8 Seafood Seaweed and fish
18 2 Seabood Seaweed and fish
13 & Seafood Seaweed and fish
20 2 Seafood Seaweed and fish
z1 & Seafood Seaweed and fish
22 8 Seafood Seaweed and fish
23 & Seabood Seaweed and fish
24 & Seafood Seaweed and fish
25 2 Seafood Seaweed and fish

Querying Data from the Web

Using Web Queries

e The Internet can provide valuable information to your spreadsheet analysis.
Microsoft Excel 2002 has integrated a web query component that allows you to
insert data obtained directly from a Web page into your spreadsheet. The data

can be refreshed as needed. For example, you can obtain stock quotes from the
Internet and insert the data into your spreadsheet for analysis.

Acecessing the/NewWeb Query dialog box

¢ You can accessithe New Web Query dialog box from Microsoft Excel or from
your browser.

To access the New Web Query dialog box from Excel:
¢ From the main menu, choose Data > Import External Data > New Web
Query to display the New Web Query dialog box.

¢ In the Address dropdown list box, enter the URL of the Web page that contains
the data you want. Click on the Go button to display the Web page in the
preview area:
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Hew Weab Quany K E

Tt b it bilank. = @ == @ B i oms.

Chok [#] rwet bo the bables o wank be select, then cick Brpost,
rE! =
To access the New Web Query dialog box from Internet Explorer:
e In Internet Explorer, browse to the Web page that contains the data you want.

e From the toolbar, click on the Edit icon arrow, and select Edit with Microsoft

Excel to display the New Web Query dialog box with the Web page displayed
in the preview area:

% : 5
Frirt Edit Dizcuss
Edit with Netzcape MNavigator 5} Go
£7) Edit with Windaws Motepad
Edit with Microsaft wWard

1 Edit with Microsoft Excel

e

N Edit with kMicrosoft FrontPage

Creating a new Web Query

e Once you have previewed the Web page you want in the New Web Query
dialog box, you can select the data you want to import. The Web Query function
works best with data within HTML table tags. Importable data will be identified
by yellow arrow icons [*].

NOTE: To display the yellow arrow icons, click on the Show lIcons =} button,
located at the top of the dialog box.

e From'the preview area of{the New Web Query dialog box, locate the data you
want to impaort, and click on'its corresponding yellow arrow icon. Thelicon will
change, to a/green ‘check mark icon ¥l to indicaté'that it is selected.

NOTE: To/import the entire page, click on the yellow arrow icon_in_the top-left
corner of‘the preview area.

¢ When all the data you want to import is selected, click on the Import button to
display the Import Data dialog box:
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Import Data EHE |
Where do you want ko put the data?
¥ Existing workshest:
I il :‘J Cancel |

i~ [ew worksheet

Creake a PivatTable repart. ..

Properties... Fararmebers . Edlit Gers ..

From the Import Data dialog box, select the Existing worksheet radio button
to import the data into the existing worksheet, or select the New worksheet

radio button to import the data into a new worksheet. (If you are importing the
data into an existing worksheet, you can place the data in the cell or cell range

you want.)
To change the properties of the data, click on the Properties button, and select
the options you want in the External Data Range Properties dialog box:

External Data Range Properties |

Mame: Ihlank

Cuaery definition
¥ Save guery definition
I Save password

Refresh conkraol
¥ Enable background refresh

[ Refresh every IﬁU 5‘ rninukes

Refresh data on File open

& Insert: cells For new data, delete unused cells
" Insert entire rows For new data, clear unused cells
" Owverwrite existing cells with new data, clear unused cells

[ Fill down Formulas in columns adjacent ko data

Zancel

:
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When you are satisfied with the property options, click OK to return to the
Import Data dialog box.

From the Import Data dialog box, click OK to import the data into Excel.

NOTE: It may take a moment to run the Web Query. You can check the query
status by double-licking the Refresh button.

Saving a Web Query

By default, Web Queries are saved along with your Workbook. (You can change
this by deselecting the Save query definition checkbox in the External Data
Range Properties dialog box.

If you want to access the query from another file, you can save the query as a
separate file.

From the main menu, choose Data > Import External Data > Edit Query to
display the Edit Query dialog box.

Click on the Save Query icon to display the Save As dialog box.

Enter a file name in the File name dropdown list box.

Click Save to save the query as a text file with an .iqy file extension.

From the Edit Web Query dialog box, click Cancel to close the dialog box.

Setting Web Query options

Opkions., ..

From the New Web Query dialog box, click on the Options button to

display the Web Query Options dialog box:

Web Query Options EE
i d =P Bl
inta Ealum

Treat consecutive delimiters as one

™ Use the same import settings for the entire seckion

Other Import: settings
[ Disable dake recognition
™ Disable Web query redirections

Ik I Cancel
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Set the Formatting and Import options you want.
Click OK to apply the options.

Running a saved Web Query

You can run a previously saved Web Query or one that was preloaded with
Microsoft Excel. Excel includes Web Queries such as stock quotes and foreign
exchange rates.

From the main menu, choose Data = Import External Data = Import Data
to display the Select Data Source dialog box:

Select Data Source
Loak in: I My Diaka Sources j @ 7

ﬁ+CDnnect ko Mew Data Source, odc

ﬁ "iﬁﬂ'\lew SoL Server Connection, odc

[ S MoneyCentral Investor Currency Rates.igy

Hiskory

]
il

My Docurnents

Ea M3M MonewCentral Investor Major Indicies.iqy

M3k MoneyCentral Investor Stock Quaokes.igy

Select the Web Query you want.
Click Open to display the Import Data dialog box.
From the Import Data dialog box, select the Existing worksheet radio button

to import the data into the existing worksheet, or select the New worksheet
radio button to import the data into a new worksheet.

Click OK to import the data.

Refreshing a Web Query

Openithe Worksheet that/contains external data fromya Web Query.
Select'one of the'cells that contain Web Query data.
From the main menu, chaose Data/ > Refresh Data

OR fram the External Data toolbar, click on the Refresh Data s icon.

Refreshing Data

Refreshing external datawithout losing the formatting

Select one of the cells that contain external data.

From the main menu, choose Data > Import External Data > Data Range
Properties
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OR from the External Data toolbar, click on the Data Range Properties
icon to display the External Data Range Properties dialog box.

To preserve the cell formatting, select the Preserve cell formatting checkbox.

To keep any custom column widths, deselect the Adjust column width
checkbox:

Drata Formatting and layout
¥ 1nclude Field names [T Preserve column sortjFilker flayout

™ Include row numbers ¥ Preserve cell formatting
[ adjust column width

Click OK to close the External Data Range Properties dialog box.

To refresh the data, choose Data > Refresh Data

OR from the External Data toolbar, click on the Refresh Data ! icon.

Refreshing external data automatically

You can set the external data to refresh automatically when you open the
Workbook or periodically while the Workbook is open.

Select one of the cells that contain external data.

From the main menu, choose Data > Import External Data > Data Range
Properties

OR from the External Data toolbar, click on the Data Range Properties
icon to display the External Data Range Properties dialog box.

Select'the Refresh data on file open checkbox, or select the Refresh every
checkbox, and set the time| period in minutes:
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External Data Range Properties |

Mame: ITl:upFrame

Query definition

W Save guery definition
I Save password
Refrash control
¥ Enable background refresh
[ Refresh every IE'U 5‘ rinukes
v Fefresh data on file open:
I Rem&% external daka Fram worksheet befare saving

e Click OK.

NOTE: To reduce file size, you can save the Workbook with the query definition
but without the external data. Select the Remove external data from
worksheet before saving checkbox. The data will be automatically refreshed
next time you open the Workbook.

Review Questions

How would you:

¢ Import data from external sources?

e Import data into Excel?

o Import text files into Excel?

e Import text using the Text Import Wizard?
¢ Refresh data from imported text files?

e Use Microsoft Query?

e Addra, data source?

e Create a Queny?

o 'Query data from the Webp?

o Accessithe New. \Web Query dialog/box?

e Create a new Web Query?

o Save a Wegb Query?

e Set Web Query options?

¢ Run a saved Web Query?

o Refresh a Web Query?

e Refresh external data without losing the formatting?
e Refresh external data automatically?
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Templates and Styles

When you have completed this learning module you will have seen how to:

Create a template

Use templates

Create a style

Use styles

Edit a style

Delete a style

Copy styles from another Workbook

Working with Templates

Using Templates

When working with spreadsheets, you may wish to use the same layout or
design. Instead of re-creating the design, you can create a template.
Templates have the .XLT file extension, and can contain layout and formatting
information, including text and graphics, layouts and styles, headers and
footers, formulas, and macros.

When templates are used to create a new Workbook, a copy is made, leaving
the original template file intact for further use.

Creating a Template

Create a Workbook that contains all layout and formatting elements you want in
your template.

From,the mainmenu, chooese File > Save Asgtoidisplay the Save As dialoggboxs
In the File name dropdown list box / type a template name.

From the Saye as type dropdown list box, select Template (*.XLT) to display
the existing/templates in the default Templatésifolder and to add the . XLT
extension to the file name:
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Saveln: () Templates Flle-m @ ¥ O - Tok-

o &) ol >

N

Flegames  [gock: o =l Save
Save 35 P! T - | Ecd |

:
|

¢ Click Save to save the template in the Templates folder.

Applying Templates
¢ From the main menu, choose File = New to display the New Workbook pane.

e From the New from template section of the New Workbook pane, click on
General Templates to display the Templates dialog box:

General | speaadshest Sohitwos |

= F el

e Click on the General or the Spreadsheet Solutions tab to locate the template

you want.
e Select the template icon you want.
e Click OK.

NOTE: For the default template, click on the General tab and select the
Workbook icon.
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Working with Styles

Using Styles
o Whereas a template is a collecting of layout and formatting information for a
workbook, a style is a collection of formatting information for a cell. Styles can

contain formatting information, including Number, Font, Alignment, Border,
Patterns, and Protection.

e You can use styles to reapply the pre-defined formatting to multiple cells. When
styles are used to format cells, you can reformat the Worksheet by modifying
the styles. It is possible to copy styles from one Workbook to another.

e Excel 2002 comes with a number of pre-defined styles. By default, all cells are
assigned the Normal style.

Creating a Style

e Select the cell that contains the formatting you want in your style.
¢ From the main menu, choose Format > Style to display the Style dialog box.
e In the Style name dropdown list box, type a style name.

o Select the attributes (Number, Alignment, Font, Border, Patterns, and
Protection) you want to include in the new style:

Style HE |

Style name: IMySter ;I ok I

Style Includes (B Example) Cancel |
¥ mrumber GEMeral

V¥ alignment General, Bottom Aligned M

| ‘

v Border

e Click Add to create the style
o Click OK to closes the Style dialog box.

Applying a Style
e Select the cell or cell range you want to format.
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e From the main menu, choose Format > Style to display the Style dialog box.
¢ From the Style name dropdown list box, select the style you want to use:

Style EE
Syierene: [T - | o |

Style includes {-omma | —
Comma ] _condl_|
¥ tumber Currency
Madify. ..
rormal
v Fant Percent Ldd
¥ Border - Delete |
[V Patterns Shaded Merge. .. |

¥ Protection  Locked

o Click OK to closes the Style dialog box.

Editing a Style

¢ From the main menu, choose Format = Style to display the Style dialog box.
e From the Style name dropdown list box, select the style you want to edit.

o Click on the Modify button to display the Format Cells dialog box:
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Format Cellz |

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

¢ Murnber | Aligniment | Fank | Border | Patterns | F‘ru:uteu:tiu:unl

Eorreprmeecnteonn e

Cateqary: ample
o

Murmnber
Currency

Accounting zeneral Format cells have no
Date specific number Format,
Tirmne

Percentage

Frackion

Scientific

Text

Special

Cuskon LI

K £ I Cancel

Use the tabs to access the attributes you want, and make the changes needed.
Click OK to return to the Style dialog box.
Click OK to apply the changes to all cells formatted with this style.

Deleting a Style

From the main menu, choose Format > Style to display the Style dialog box.
From the Style name dropdown list box, select the style you want to delete.
Click on the Delete button.

Click'©K to close the Style dialog box.

Copying Stylesfrom another Workbook

Open the Workbook'with the styles you want to copy.

Switch to/the Workbook that the styles will lbe copied to.

From the main menu, choose Format > Style to display the Style dialog box.
Click on the Merge button to display the Merge Styles dialog box:
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Review Questions

Merge Styles EHEd |

Merge skyles from:

Select the Workbook that contains the styles you want.
Click OK to copy the styles from the selected Workbook.

If the target Workbook contains styles with the same name, the following
warning message will appear. Click Yes to replace all the existing styles with
the copied styles:

W

@ Microsoft Excel

Merge styles that have the same
names?

Mo Cancel

Click OK to close the Style dialog box.

How would'you:

Create a template?

Use templates?

Create a style?

Use styles?

Edit a style?

Delete a style?

Copy styles from another Workbook?
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Analyzing Data

When you have completed this learning module you will have seen how to:

Use Goal Seek

Use Data Table

Create a one-variable Data Table
Create a two-variable Data Table
Speed up calculations with Data Tables
Use Scenario Manager

Add a scenario

Show a scenario

Delete a scenario

Edit an existing scenario
Summarize scenarios

Using Solver

Install Solver

Use Solver

Change a constraint

Delete a constraint

What-If Analysis

Using What-If Analysis

Excel provides a number of tools to help you find answers to "What-If" type
questions. What-If Analysis allows you to see the effect that input value
changes have on the result of formulas. For example, what happens to a car
loan payment if you reduced the down paymentorinereased the interest rate?

Exeel provides the following What-If Analysis tools:

Goal Seekt Allows you to find'the correct input to produce the desired outcome.
Simple touse, but limited In power and flexibility .

Data Tables: Allows you to see how the results are affected by changes in the
input values displayed in a table. Simple to use, but limited in power and
flexibility .

Scenario Manager: Allows you to create, manipulate, and save a number of
different scenarios that use different input variables, producing different results.
Simple to use, but limited in power and flexibility.
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Solver: Allows you to find the best solution to complex problems that revolve
around the manipulation of multiple variables and constraints. More difficult to
use, but very powerful and extremely flexible.

Goal Seek

Using Goal Seek

¢ Sometime when you are analyzing a problem, you know the end result you want
to achieve, but want to determine the input values to achieve this result. The
Goal Seek command will allow us to accomplish this easily.

Goal seeking is the means to say, "This is the final value that | want to achieve,
what input value do | need?"

Excel calculates the input value needed by varying the value in the formula until
the result is achieved.

Applying Goal Seek
e Build a formula using cell references for each variable of your formula. The

following example shows a simple calculation of the Price of car you can
afford. The formula in cell B3 is: =(B1+B2)/0.2

A | B B
1 |Down payment reguired $ 1,000
2 |Trade-in walue of old car 4 000
3 |Price of car you can afford | 25 000 |
Pl
i

e  Selectthe cell containingfthe formula for which you have an end result to
achieve. In ogur example, select cell B3.

o From'the mainmmenu; choose Tools = Goal Seek to display the Goal Seek
dialog/box/ The cellireference for the selected cell will appear in the Set cell
text box.

¢ In the To value text box, enter the end result you want to achieve. Inour
example, we want to purchase a more expensive car; enter 30000.

e In the By changing cell text box, enter the cell containing the input value that
you want changed to achieve the end result. In our example, we want to know
what Down payment is required. Click on cell B1:
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Goal Seek EE

Set cell: IES :"J
To walue: |3|:||:||:||:|
By changing cell: |$Ei$1| f".]

(a4 I Cancel |

¢ Click OK to run the Goal Seek.

¢ When the Goal Seek is complete, the Goal Seek Status dialog box will appear,
and the results are reflected in the Worksheet:

A | E e
Diawn payment required ] 2,000
Trade-in value of ald car & 4 000

Price of car you can affard | § 30 EIEIEI!
GoslSeckStatis K|

Gaoal Seeking with Cell B3
found a solution,

Zancel

_Concel |
i _om |
[

W00 |3 e kD —

Target walue: 30000
Current value:  $30,000 StEp

12 Eaise

e Click OK to accept the new values.

e Click Cancel to close the Goal Seek Status dialog box and leave the values
unchanged.

BataTables§# W HW AR B B B a

Using Data Tables

e Youcan use Data Tablesto calculate "and compare the outcome of different
inputs of a formula. The different combinations of input values and results are
presented in a table format for easy comparison. Depending on your needs, you
can change one or two variables in Data Tables.

Creating a one-variable Data Table

e A one-variable Data Table allows you to see the effects changes of one variable
(input value) of a formula. In the following example, we will find out the effects
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the Down Payment has on the monthly Payments.

Begin by designing the Worksheet with your initial input values. The input value
that you want varied is referred to as the Input Cell. In our example, the Input
Cell is B3.

Create the Data Table by listing the substitution values of your Input Cell
together, either in a column or in arow. In our example, we will list the
substitution values in range C3:C6.

Enter the formula, using the Input Cell in the formula, as follows:

If your substitution values are column-oriented, enter the formula in the cell
that is one column to the right and one cell above the first substitution value. In
our example, the first substitution value is in cell C3 so we will enter the formula
in cell D2.

If your substitution values row-oriented, enter the formula in the cell that is
one row below and one cell to the left of the first substitution value. For
example, if your first substitution value were in cell C3, then you would enter
your formula in cell B4.

Select a cell range that includes the formula and all the substitution values. In
our example, the selected range is C2:D6:

A | B [
1 |Car Loan Analysis Payments
2 |Car Purchase Price §25 000 f533.87
3 |Less Down Payment §1,000 51,500
4 |Car Loan Amount $24 000 $2.000
& |lnterest Rate 12% §2 500
B |Term (months) GO %3000 1
7

From the main menu, choose, Data/> Table to display the Table dialog box:

olumn input cell; |$E$3 'L:]
]:4 I Cancel I

If your Data Table is column-oriented, in the Column input cell, enter the
cell reference for the Input Cell. In our example, the InputCell is B3.

If your Data Table is row-oriented, in the Row input cell, enter the cell
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reference for the Input Cell.

Click OK to create the one-variable Data Table:

A e e
1 |Car Loan Analysis Payments
2 |Car Purchase Price §25 000 $533.687
3 |Less Down Payment £1,000 $1000( §e2274
4 |Car Loan Amount F24 000 20000 $511.62
5 |Interest Rate 12% $2.500 $a00.50
B |Term (months) B0  $3000f 48938
¥

Creating a two-variable Data Table

A two-variable Data Table allows you to see the effects changes of two
variables (input values) of a formula. In the following example, we will find the
effects the Down Payment and the interest rate have on the monthly Payments.
Begin by designing the Worksheet with your initial input values. The input
values that you want varied are referred to as the Input Cells. In our example,
the Input Cells are B3 and B5.

Create the Data Table by entering your formula, using both Input Cells in your
formula, in a cell that will define the top-left corner of your Data Table. In our
example, we will enter the formula in cell C2.

List the substitution values of your first Input Cell down a column to the below
your formula. In our example, we will list the Down Payment substitution values
in cell range C3:C6.

List the substitution values of your second Input Cell across in a row to the right
of your formula. In our example, we will list the Interest Rate substitution
values in cell range D2:G2.

Select a cell range that includes the formula and all the substitution values. In
our example, the selected range is C2:G6:

I WY A W
1 |Car Loan Analysis |
Bag Purchaze Price
| 3 |Uess Down Paytaent
4 |Car Loan Ageurt

[ 5 [interest Rafe

From the main menu, choose, Data = Table to display the Table dialog box:
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Table K |
Row input cell; |$E$5 :H
Column input cell: |$E$3 EY|

In the Row input cell, enter the cell reference for the row Input Cell. In our
example, the row Input Cell is B5.

In the Column input cell, enter the cell reference for the column Input Cell.
In our example, the column InputCell is B3.

¢ Click OK to create the two-variable Data Table:

______________ e L P D A A B
i |Car Loan Analysis Payments
2 |Car Purchase Prce 25000 $533.87 §008 $005 8010 50.11)
| 3 |Less Down Payment $1000) 91500 $476.50 B487.62 842031 51095
A |Car Loan Amaount 240000 82000} 546536 G477 44 $48868 §500.08
5 (Interezt Rate 12% 32 500 3400, 22 34T 00 547005 R4ES 20
& |Term {manths) B0]  §3/000| $446.03 $456 68 $467 43 §478.33

Speeding up calculationswith Data Tables

o By default, Excel will recalculate Data Tables every time the Worksheet requires
recalculation, slowing your calculations.

e You can adjust this option, such that Data Tables are not automatically
recalculated with the Worksheet.

e From the main menu, choose Tools = Options to display the Options dialog
box, and click on the Calculation tab.

e Select the Automatic except tables radio_button:

o Mmément Eables] W fecaloudste before sove

e Click OK.
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Scenario Manager

Using Scenario Manager

¢ In analyzing your data, you will frequently want to look at a number of differing
options within your spreadsheet. Scenario Manager allows you to change
multiple cells in order and see the effect of the changes, and keep your
scenarios for review later.

e Scenarios are useful in forecasting the results of models, and can be printed in
summary form.

¢ For example, we can use Scenario Manager to see the changes in total
expenditures depending on scenarios that affect expense items differently.

Adding a Scenario
e Begin by creating the initial scenario using our best guess on the percentage

increases:
i B | & | D |
Costs for Expected % Estimated cost
1 this year increase | for next year
2 |Rent $ 30,000 10% & 33,000
3 |Staff ¥ 95,000 10% % 104 500
4 |Energy | § 20,000 20% % 24 000
5 |Other ¥ 55000 % & 57 750
G |Total $ 200,000 ) 219250
7

e Select the cells containing values that will change with different scenarios. In
our example, select cell range C2:C5.

e From the main menu, choose Tools > Scenarios to display the Scenario
Manager dialogibox. (Natice that ngssce nariosthave, beenrdefined):
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Scenarnio Manager |

Mo Scenarios defined, Choose Add to Sa |
add scenarios,
Close |

melete |
Edlitii |

Changing cells: Merge. ..

SIS e |

Comnrmenk:

e Click on the Add button to display the Add Scenario dialog box. In our
example, we will create a scenario for Low Inflation, where the expected
percentage increases are as follow: Rent - 1%, Staff - 2.5%, Energy - 10%, and
Other - 2%:

Add Scenario E |

SCenario narme:
Changing cells;
|cz:cs Ry

Ckrl+click cells bo select non-adjacent

changlng cells,

Created I:uy on 1/15/2002

Prok "
-ri, !L nw

] | Cancel I

¢ In the Scenario name text box, enter a name for the scenario you are about to
create. In this case, enter the name Low Inflation.

e Click OK to display the Scenario Values dialog box:
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Scenario Yalues |

Enter values For each of the changing cells,
il ciz [T
$Ch Cancel |

2 $C43 |10

Add
3 $C44 |20
4: $C45 |5

e Change the value in text box 1 to 1, change the value in text box 2 to 2.5,
change the value in text box 3 to 10, and change the value in text box 4 to 2.

¢ Click OK to add the scenario and return to the Scenario Manager dialog box.
(Notice that 'Low Inflation' is now listed in the Scenarios list box):

Scenario Manager EHE |

SCenarios:

Show

Close

i

Delete
;| Edit. ..
Changing cells; Merge. .. |
$CH21$CH5

Sumnmary, ..

L

Corrmenk:
reated by on 1/15/2002

1
-

e Click Close to close the Scenario Manager dialog box.

Showing a Scenario

e From the main menu, choose Tools > Scenarios to display the Scenario
Manager dialog box:
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Scenario Manager

Close |

From the Scenarios list box, select the scenario you want to see.

Click on the Show button to display the results of the scenario in the
Worksheet:

S

High Inflation

mr E | C | D |
Costs for Expected % Estimated cost
1 this year increase | for next year
2 |Rent $ 30,000 U E 30,300
3 |Staff $ 95000 3| % 97 375
4 |Energy 5 20,000 100 5 22,000
5 |Other § 55000 25 a6,100
E |Total § 200,000 7§ 205775
7

Click Close to close the Scenario Manager dialog box.

Deleting a Scenario

From the main menu, choose Tools = Scenarios to display the Scenario
Manager dialog box.

From the Scenarios list box, select the scenario you want to delete.
Click on the Delete button to delete the scenario.
Click Close to close the Scenario Manager dialog box.

Editing“an existing \Scenario

From the main menu, chaose Tools = Scenarios to display the Scenario
Manager dialog box.

From the Scenarios list box, select the scenario you want to edit.

Click.on the Edit button to display the/Edit Scenario dialog box. (Notice that
Excel automatically adds a“'Modified' message in the Commenttext area):
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Edit Scenario E |

SCenario narme:

Changing cells;
C2:C5 Ry

Ckrl+click cells bo select non-adjacent
changing cells,

Cornrmenk:
Created by on 1/15/2002 |
Modified by on 1/15/2002
=
Prokection
¥ Prevent changes [ Hide

K I Cancel

o Click OK to display the Scenario Values dialog box:

Scenarnio Yalues |

Enter values Far each of the changing cells,
il ciz [
$Ch Cancel |

2 $C43 |2.5
3 $C44 |10
4; $C45 |2

o _svake, the changes you wantz

e Click OK to add the scenario and return to the Scenario Manager dialog box.
¢ Click Close to close the Scenario Manager dialog box.

Summarizing ScenariQs

e From the main menu, choose Tools > Scenarios to display the Scenario
Manager dialog box.

¢ Click on the Summary button to display the Scenario Summary dialog box:
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Scenario Summary |

Report bvpe

& Scenario sUmmary
€ Scenario PivotTable report

Result cells:

[T
Ik I Cancel |

e Select the Scenario summary radio button.

o In the Result cells text box, enter the cell or range of the values you want to
see in the summary. In our example, we will enter cell D6 to display the total
estimated cost for next year.

e Click OK to display the summary in a new Worksheet:

A B & D | E | F |
il
L Scenario Summary
3 Current Values: Low Inflation Hidh Inflatian
E Changing Cells:
B $CH2 1 1 12
i $C%3 3 3 15
e $CH4 10 10 34
3 $CH5 2 2 5]
10|  BResult Cells:
11 $D$6 § 205775 % 205775 & 228 250
12 | Motes: Current %alues column represents values of changing cells at
13| time Scenario Summary Report was created. Changing cells for each
14 | scenario are highlighted in gray.

Qe™ N\ KN /iR J )} L

Using Solver

e Solver is the most versatile What-if Analysis tool. It can handle many different
variables, and where possible Solver will produce the optimum answer.

e In order to understand Solver, you will need to know the following terms:

Target Cell: The cell that will be set to a value, maximum or minimum. Often
this cell is where you specify the maximum cost of a project.

Adjustable Cell: The cells that Solver will change the contents to achieve the
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desired objective.

Constraints: Contains the restrictions that Excel must observe.

o For example, we can use Solver to figure out the optimal combination of cars we
should purchase based on budget and other constraints.

Installing Solver

e By default, Solver is not installed with the basic Excel installation. If Solver is
installed, it is listed under the Tools menu. If Solver is not list, you can install
it easily.

e From the main menu, choose Tools = Add-Ins to display the Add-Ins dialog
box:

Add-Ins |

add-Ins available:

Analysis ToolPak, ;I K
I analysis ToolPak - YEA
™ Conditional Surm Wizard Cancel
™ Euro Currency Tools
[ Internet Assistant YE&
™ Lookup 'Wizard

Salver &dd-in

Browse. ..

Bk

Autarnation. ..

[~

olver Add-in
H—Nﬂ Far Dpwm equatiomsoling ’
e & w mw

e \ Select the /Solver Add-in checkbox.
o Click OK."You will be"asked if you want to install Solver:
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-
& Microsoft Excel L

Microsoft Bxcel can't run this add-in.
This feature is not currently installed. —
Wiould vou like o install it now?

Yesi| | No

e Click Yes and follow the instructions to install Solver.

Applying Solver

e Begin by constructing a Worksheet with the data you want Solver to use. In
the following example, we have a budget of $500,000 to purchase as many new
cars as possible for the new company car fleet. We need a mix of small,
medium, and large cars:

Total cost of the car fleet  $74,000

A | B B
1 The Hew Car Fleet
2
3 |Class of Car Cost per Car # of Cars Cost
4 |Small F14,000 1) §14,000
5 [MWedium 20,000 1) §20,000
B (Large $40 000 1 §40,000
7
5]
g

e Select the Target Cell. In our example, select cell D8.

¢ From the main menu, choose Tools > Solver to display the Solver
Parameters dialog box. (Notice that the Set Target Cell text box contains cell
réference $D$3):

~Subject ko the Constraints: Opkions

1%' Reset 4l |
- [Feme] e |
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e In the Equal To area, set the Max, Min, or Value of constraint by selecting the
appropriate radio button, and entering the value into the text box. In our
example, we will select Value of and enter 500000 in the text box to set the
budget constraint.

¢ In the By Changing Cells area, select the cell(s) that we want to change to
meet our target. In our example, we will be changing the numbers of cars in
each class; select cell range C4:C6.

NOTE: If you are not sure which cells to select, click on the Guess button, and
Excel will suggest a range based on your worksheet.

¢ In the Subject to the Constraints area, click on the Add button to display the
Add Constraint dialog box.

¢ In the Cell Reference text box, select the cell that the constraint will be applied
to. In the dropdown list, select the operand you want. In the Constraint text
box, enter a value or cell reference. For our example, to enter the budget
constraint of $500,000, we will use $D$8 as the cell reference, select the <=
(less than or equal to) operand, and enter 500000 as the constrained value:

Add Constraint EHE

Cell Reference: Conskraink:

[s048 S |«= =] I500000 B3|

Help |

(] 4 | Cancel |

¢ Click OK to return to the Solver Parameters dialog box
OR click Add to add another constraint.

o «#When,you are gatisfied withiyour Solver Parameters, click Solve. Aftera
shortitime you will see the Solver Results dialog box:

Solver Results

% ieen Solver Soiltion:

" Restore Criginal Yalues ;I

Ik I Cancel Sawe Scenatio, .. Help |

e Select the Keep Solver Solution or Restore Original Values radio button.
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Click OK to apply your choice. In our example, the worksheet will appear as
follows: (You may notice that the solution suggests the purchase of part of a
car. You can create another constraint to force Excel to solve for whole number

only):

Total cost of the car fleet| $5I]I],I]I]I]:|I

A | B | c
1 The New Car Fleet
2
3 |Class of Car Cost per Car # of Cars Cost
4 |Small 14000 3.715847 $52 022
5 [MWedium $20000) 4879731 F97 595
B (Large $40,000) 5.759563 $350,333
7
5]
]

Changing a Constraint

From the Solver Parameters dialog box, select a constraint you want to
modify.
Click on the Change button to display the Change Constraint dialog box:

Change Constraint EHE

Cell Reference: Constraint:

%] |<= =] |=s00000 B3|
(0] 4 I Zance| | Add | Help |

Make the changes you want.
Click OK to return to the Solver Parameters.

Deleting“a Consgtraint

From,the Solver Rarameters dialog box, select a.eonstraint you want tordelete.
Click on the' Delete button.

Review Questions

How would you:

Use Goal Seek?
Use Data Table?
Create a one-variable Data Table?
Create a two-variable Data Table?
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e Speed up calculations with Data Tables?
e Use Scenario Manager?

e Add ascenario?

e Show a scenario?

e Delete a scenario?

¢ Edit an existing scenario?
e Summarize scenarios?

e Using Solver?

¢ Install Solver?

e Use Solver?

¢ Change a constraint?

e Delete a constraint?

SAMPLE
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Macros and Custom Controls

When you have completed this learning module you will have seen how to:
e Record a Macro

e Assign a shortcut key to your Macro
¢ Run a Macro using the main menu
e Run a Macro using a shortcut key

¢ Run a Macro using a button

e Work with buttons

e Create a new button

e Rename a button

e Format buttons

e Link an existing Macro to a button

e Delete a button

Working with Macros

Using Macros

e A Macro is a series of instructions that enable you to make Excel 2002 perform

commands or actions for you. They are useful for complex or repetitive tasks
that you perform regularly.

Macros do not necessarily involve programming. The easiest way to create a
new Macro is to have Excel record your actions and then store these actions as a
Macro. Actions can be any combination of the Excel commands.

Macros are very flexible since they can _be played back or modified at any time.

Recaorading a Macro

e, From the main‘menu, choose Tools = Macro > Record New Macro to display
the Record Macro dialog box:
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Record Macro |

Macro name:

Shortcut kew: Store macro in:
ICI:rI+|_ IThis Workbook, j
Descripkion:

Macro recorded 1/16/2002 by

(04 I Cancel

¢ |In the Macro name text box, enter a name for the Macro.

¢ In the Description text area, Excel provides a default description of the Macro.
Edit the description as required.

e To begin recording, click OK.

e Start performing the actions you want the Macro to include. Excel will record
the actions.

¢ When you finish performing the actions, choose Tools > Macro > Stop
Recording

OR click Stop Recording on the Stop Recording toolbar:

m

Assigning a shortcut key to your Macro

e From the main menu, choose Tools > Macro > Macros to display the Macro
dialog box:
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Maco @R
Macro name:

| e | Run |
jA Zancel |

Sork

Step Inko

Edit

ErEate

Delete

H
Marcros in: I.ﬁ.ll Cpen \Woaorkbooks j

Descripkion
Macro recorded 1/16/2002 by

i

Oplions, ..

e Select the Macro you want to affect.
¢ Click on the Options button to display the Macro Options dialog box:

Macro Options |

Macro narme:
MuwMacro

Shortcut kew:
Ctrl+[m |
Descripkion:
Macro recorded 1/16/2002 by

(04 I Cancel

e  Type a letter into'the Ctrl+ text box. This key combjination will be used to
iInvoke the Macro. {In the above example, the key.eombination is Ctrl+m:

o, Click OK to/returnto the Macro dialog box!
e  Click Cancel to close the Macro dialog box:

Running Macros

Running a Macro using the main menu

e From the main menu, choose Tools > Macro > Macros to display the Macro
dialog box.
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L ETH HE |
Macro name:

frace — |3 Run
e, - |

Sork Zancel

Step Inko

Edit

areate

Delete

Pl bk

=
Macros in: IFI.II Cpen Workbooks j Opions. ..

Descripkion
Macro recorded 17192002 by

¢ In the Macro name list box, select the Macro you want to run.
e Click Run.

Running a Macro using a shortcut key

e Press the shortcut key combination. For example, press the Ctrl+X key
combination where X represents the letter you assigned to the Macro.

Running a Macro using a button

e Once you have assigned a Macro to a button. To run it, simply click on the
button.

fodncusgiicontdls /1 B WH B

Workingwith Buttons
e You'can create buttons.that may be inserted into an Excel 2002 Worksheet and
Macros can then be assigned to them.

o If you click on these buttons you can run the Macro (or any other action
associated with the button).

Creating a new Button

e From the main menu, choose View > Toolbars = Forms to display the Forms
toolbar:
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Aa ab| [T ¥ @

B¢ | o]

Click on the Button icon .

On the Worksheet where you want a button, click and drag the mouse to draw a
button.

When you release the mouse button, the Assign Macro dialog box will be
displayed:

Azzign Macro EHE |

Macro name:
I ukbonl Click (a4 I

LI Cancel |

[

Record. .. |

Macros in: Al Open Workbooks j

Descripkion

Click €Cancel to close the Assign Macro dialog box and create the button:

NOTE: From/the Assign Macro dialog box, you cangrecornd a Macro by clicking
onthe Record button and recording the Macro'as you would normally.

Renaming a Button

Right-click on the button you want to affect.
Select Edit Text from the popup menu.

Edit the text on the button to rename the button.
Click outside the button to deselect the button.
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Formatting Buttons

Right-click on the button you want to affect.

Select Format Control from the popup menu to display the Format Control
dialog box:

Format Control EE2

Properties | Margins I Web |
' Alianment I Size | Protection |

Click on the appropriate tab to access the formatting properties you want.
When you have finished, click OK to apply the formatting.

Linking an existing Macro to a Button

Right-click on the button you want to affect.

Select Assign Macro from the popup menu to display the Assign Macro dialog
box.

From the Macro name list box, select the Macro you want:

Azzign Macro EHE |

Macro name:

IMyMach %

Cancel

Edit

4|

Hecard

A W | R -
IAII CIpEn '-.-'-.-'u:urkl:u:u:u i
A=AV |

Click OK to assign the selected Macro to your button.

NOTE: The selected Macro replaces any Macro that is already assigned to the
button.
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Deleting a Button

Right-click on the button you want to delete to select the button and display the
popup menu.
Click on the gray border around the button to hide the popup menu:

LEe e

[ =N T R N R

Press the Delete key.

Review Questions

How would you:

Record a Macro?

Assign a shortcut key to your Macro?
Run a Macro using the main menu?
Run a Macro using a shortcut key?
Run a Macro using a button?

Work with buttons?

Create a new button?

Rename a button?

Format buttons?

Link an existing Macro to a button?
Delete a button?

SAMPLE
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Security and Proofing

When you have completed this learning module you will have seen how to:

Work with security features

Specify a password for opening a workbook
Specify a password for saving a workbook
Remove a workbook password

Use the Read-only option

Create backup files automatically
Protect worksheets

Un-protect worksheets

Protect cells

Use Digital Signatures

Sign a file

Remove a Digital Signature from a file
Use the Spell Checker

Use Data Validation

Set Data Validation

Create the Input Message

Display an Input Message

Create the Error Alert

Display an Error Alert

Use Text To Speech

Read back a group of cells

Use Speak On Enter

Turn off Speak On Enter

Work with Comments

Add a Comment

Display a Comment

Edit alComment

Delete a Comment

Security Features = =~

Working with Security Features

If Worksheets are developed for other users, it is important that the users find
them easy to use, and hard to ‘break’. Protection should be built into the
Worksheets to prevent unauthorized tampering with the sheet, but allow data
entry to specific parts of the sheet as required.
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When developing Worksheets for others keep in mind the following:

Protect items such as formulas and data that must not be changed.

Protect or hide any sensitive information contained within the Worksheet.

You may want Worksheets to be shared across a network.

You should document any calculation or concepts contained within a Workbook.

Levels of security offered by Excel:

Top-level security is offered by use of a password that restricts unauthorized
users from opening a Workbook file.

Workbook protection.

Worksheet protection.

Object protection for cells or charts.

Protecting Excel Files

Specifying a password for opening a workbook

To prevent unauthorized access to your Workbook, you can specify a password
that is required before the Workbook is opened. Once the password is set, you
will be required to enter this password to open this file or if you refer to a cell in
the protected Workbook in a formula.

From the main menu, choose File > Save As to display the Save As dialog box.
Click on the Tools icon, and from the dropdown menu, select General Options
to display the Save Options dialog box:

Password ko open: || Advanced. .. |

Passward ko modify: I

[T Read-only recommended

| Ik I Cancel |
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In the Password to open text box, enter your password. The password can be
up to 15 characters in length and is case sensitive. (The password required the
exact combination of upper and lower case letters.)

Click OK. The Confirm Password dialog will appear:

Confirm Password EH E3 |

Reenter password ko proceed,
[

Caution; If you lose or Forget the password, it cannok be
recovered, It is advisable ko keep a lisk of passwords and
their corresponding workbook and sheet names in a safe
place. (Remember that passwords are case-sensitive. )

(] 4 I Cancel

Re-enter the password.
Click OK to set the password.
From the Save As dialog box, click Save.

WARNING! If you forget the password, there is no way of to retrieve the
information contained within the Workbook.
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/MWwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

m
A complete library of quality training courses ﬂ@ ’ ’0.3

Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 Y |

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library',
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