Microsoft Excel XP

Workbook - Intermediate Level

2
O
A
2\
W
@)
O
A
2
o
5
D)
pry
o)
5
>
Q
3
)
e
-
¥
9)
2
Q
R
®
0
o)
3

I} ‘ CHELTENHAM
| 9




PAGE 2 — MICROSOFT EXCEL XP - INTERMEDIATE LEVEL WORKBOOK

© 1995-2010 Cheltenham Courseware Pty. Ltd.
All trademarks acknowledged. E&OE.

No part of this document may be copied without written pemission from Cheltenham Courseware unless produced
under the terms of a courseware site license agreement with Cheltenham Courseware.

All reasonable precautions have been taken in the preparation of this document, including both technical and non-
technical proofing. Cheltenham Courseware and all staff assume no responsibility for any errors or omissions. No
warranties are made, expressed or implied with regard to these notes. Chetenham Courseware shall not be
responsible for any direct, incidental or consequential damages arisingfrom the use of any material contained in this
document. If youfind any errors in these training modules, please inform Cheltenham Courseware. Whilst ev ery effort
is made to eradicate ty ping or technical mistakes, we apologisefor any errorsy ou may detect. All courses are
updated on aregular basis, so your feedback is bath valued by us and will help us to maintain the highest possible
standards.

Sample versions of courseware from Cheltenham Courseware

(Normally supplied in Adobe Acrobat format): If the version of courseware that you areviewing is marked as NOT
FOR TRAINING, SAMPLE, or similar, then it cannot be used as part of atraining course, and is made available
purely for content and style review. This is to givey ou the opportunity to preview our courseware, prior to making a
purchasing decision. Sample versions may not be re-sold to a third party.

For currentlicenseinformation
This document may only be used under the tems of the license agreementfrom Cheltenham Courseware.
Cheltenham Courseware reserves the right to alter the licensing conditions at any time, without prior notice. Please

see the site license agreement available at: www.cheltenhamcourseware.com.au/agreement
Contact Information

Australia / Asia Pacific / Europe (ex. UK)/ Rest of the World
Email: info@cheltenhamcourseware.com.au
Web: www.cheltenhamcourseware.com.au

USA/ Canada
Email: info@cheltenhamcourseware.com

Web: www.cheltenhamcourseware.com
UK

Email: info@cctglobal.com
Web: www.cctglobal.com

GHELFENHAM

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ply. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 3 — MICROSOFT EXCEL XP - INTERMEDIATE LEVEL WORKBOOK

INSTALLING THE SAMPLE FILES INTO THE HARD DISK ..ot 4
INSTALLING THE SAMP LE FILES ..uitittitittiiit ettt et ettt et ettt e et e e e et e e et et e e e et e et et e e et e e et e e eaeaaeaeenn 4
VIEWING WO RK SHE E TS ...ttt e e et ettt ettt et e e e e et e e aees 5
(SN 0] Y 174 N[l I I = = 5
HIDING WORKBOOKS AND VWORKSHEETS . ..uitititititititetetete ettt et ettt ettt et e et et et et et et et et et e et e st s et et aanananas 5
[ 2 = =74 [N T3 = N =13 5
GROUPING AND UNGROUPING WWORKSHEET S ..t ttttitititttttteatetete et et et et et et st st st s e s et e s e s e e be b e b aaaaes 6
MORE FORMATTING TECHNIQUES . ... i e e e e e 8
CREATING AND APPLYING A F ORMATTING ST YLE 11ttt ettt ettt et beaeaes 8
USING CONDITIONAL F ORMATTING .ttt ittt ettt ettt e e et e e et et et et et et e et e e e s e e e e e e aananas 9
HIDING AND DISPLAYING CELLS ..titiiiitiit ettt et e et et et ettt ettt et et et e et et e et et et e e et e e e et e e et e e eaaanees 10
MORE FORMULAS AND FUNCTIONS ..ottt e e 11
USING THE SERIES COMMAND. ... cu vttt ettt et ea e et e e et e e et e e et e e et e et e e e et e e et e e et e e et e e e eaeteen et eeenaanees 11
USING INSERT FUNCTION WIZARD. ... ettt ettt e et et e et e et et e et e e e e e et e et e e e e et e e et e e e aaanees 11
CORRECTING FORMULAS . ...ttt ettt e et et ettt ettt et e et e e e et e e e e et e e e e e eaneaas 12
USING THE WATCH WINDOW ...t itititete et ettt ettt et e et et e et e e e e et e e e et e e et e et e e e e et e e et e e eaaanees 13
DATABASE AND LISTMANAGEMENT ... e 15
SORTING A D AT A BASE ..ttt ittt et ettt ettt e e e e e e et e et et et et et ettt et et e 15
(0 SINel ANU K] T == 3 TN 16
SN el AN DAY N = o 3 T = = TN 17
ADDING ANEW RECORD USING A DATA FORM ...ttt e et aaaaas 18
(00 AN 3 1S T 19
(@Y [N N O 7 = PP 19
DRAWING AND PICTURE OBUJIE CTS .. ittt e et e e e e 21
DR AWING AUT OS HAPE S ..ttt ettt ettt et e et e ettt e et et ettt e et et et et e et et e e et et et e e et e e e e et e e et e e eaaanees 21
EXCEL 2002 AND OTHER AP P LICATIONS ... o e 23

CONVERTING A LOTUS 1-2-3 FILE
USING PASTE SPECIAL

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 4 — MICROSOFT EXCEL XP - INTERMEDIATE LEVEL WORKBOOK

Installing the Sample Files into the Hard Disk

Installing the sample files

o Use Windows Explorer to create a folder called Excel XP Intermediate
Samples, in the My Documents folder.

o Copy the sample files for this course to the My Documents\Excel XP
Intermediate Samples folder. If these files have been copied to your network
server, then ask your trainer/supervisor for more information about how to copy
these files to your PC’s hard disk.

SAMPLE
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Viewing Worksheets

Customizing a Toolbar

e Start Excel 2002.
e Choose View = Toolbars = Drawing.

¢ Right-click on the Drawing toolbar, and choose Customize from the popup
menu.

o Click on the Commands tab.

e Select Insert from the Categories list box, and locate the Object command in
the Commands list box.

¢ Click and drag the Object command onto the Drawing toolbar:

Draw = [:3

Autoshapes = . w ] OO |

Hiding Workbooks and Worksheets

e Open the inventory xls file from the Excel XP Intermediate Samples folder.
¢ Click on the Inventory sheet tab.

e Choose Format > Sheet > Hide to hide the Worksheet.

e Choose Window > Hide to hide the Workbook.

e _GCheose Window,> Unhide,

¢ Select inventory Xxls, and click OK to display the Warkbook .

¢ »Choose Format = Sheet = Unhide.

o Selectilnventory,'and click OK to/display the'Warksheet.

s, Close the inventory.xls file without saving.

Freezing Panes

e Open the inventory xls file from the Excel XP Intermediate Samples folder.
o Select cell B2.
e Choose Window > Freeze Panes to freeze the panes.
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© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 6 — MICROSOFT EXCEL XP - INTERMEDIATE LEVEL WORKBOOK

e Press and hold the Down Arrow key to see the effect of the frozen panes:

A E | ¢ | D |

1 |Type ltem On Hand

7 |Candy 7873 g7

8 |Magazines 2396 12

9 |Mewspapers 5271 9

10 |Magazines 2904 35

11 |Candy g7z 93

12

13

e Choose Edit > Go To, and enter B2 in the Reference text box, and click OK.
e Press and hold the Right Arrow key to see the effect of the frozen panes:

A | D | E | F

Type

Books
Magazines
MNewspapers
Books
Books
Candy
Magazines
MNewspapers
10 |Magazines
11 |Candy

000 O | e L R —

¢ Choose Window = Unfreeze Panes.
e Close the inventory.xls file without saving.

@rotiping and’Bngrouping Worksheets @ [ | p—

o Openithe Format.Xls file[from\ the/Excel XP Intermédiate Samples folder.

e, Click on the Quarter 3 sheet tab/ (Natice that there is no formatting jon this
sheets)

¢ Click on the Quarter 1 sheet tab. (Notice that there is no formatting on this
sheet.)

¢ Hold the Ctrl key, and click on the Quarter 3 sheet tab.

o Select cell Al.

e Click on the Bold icon on the Formatting toolbar.

¢ Click on the Font Color down arrow on the Formatting toolbar, and select a
red color:
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B [ ¢ [ D |
Computer Sales - Quarter 1
2 |(January to March)

Right-click on the Quarter 1 sheet tab, and choose Ungroup Sheets from the
popup menu.

Click on the Quarter 3 sheet tab to see that cell A1 has the same formatting as
the Quarter 1 sheet:

B | ¢ | D |
Computer . les - Quarter 3

2 |{July to Septemnber)
3

Close the Format.xls file without saving.

SAMPLE
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More Formatting Techniques

Creating and Applying a Formatting Style

e Open the Format.xls file from the Excel XP Intermediate Samples folder.

e Click on the Quarter 4 sheet tab.

e Select cell B4.

e Choose Format = Style.

e Type ColumnLabel into the Style name dropdown list box, and click Add.
e Click OK.

e Click on the Quarter 1 sheet tab.

e Select range B4:H4.

e Choose Format > Style.

o Click on the Style name down arrow, and select ColumnLabel.

Note: If you do not see the above style, choose the Normal style.

e Click OK:

A | B | ¢ | b | E | F | & | H |
1 |Computer Sales - Quarter 1
2 |(January to March)
3
EREIEENEIEN]  Deskiop lotebooks Monitors  Printers Scanners olal Sales  Sales %
5 |Ben Ha 18 34 Fill A6 161720 0107395
B |Frank a7 47 a3 19 87 183440 0121819

e Select cell B4.
o« Click'en the Format Painter icon on'the Formatting, toolbar.
e Click on cell A4 to apply the format;

A

1 |Computer Sales - Cuarter 17
January ta March)
I I

W alesperson| Deskiop lotebooks Monitors Printers Scanners olal Sales  Sales %
5 |Ben 85 18 34 70 86 161720 0.107335
B |Frank a7 47 B6 19 87 183440 0121819

1 N -

e Close the Format.xls file without saving.
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Using Conditional Formatting

e Open the Format.xls file from the Excel XP Intermediate Samples folder.
e Click on the Quarter 2 sheet tab.

e Select range B5:F10.

e Choose Format > Conditional Formatting.

¢ In Condition 1, enter the following criteria:

Cell Value is between 25 and 50

e Click on the Format button.

¢ Click on the Font tab, select Bold in the Font style list box, and select blue
from the Color popup menu.

¢ Click on the Patterns tab, and select light turquoise from the Cell shading
color.

e Click OK to close the Format Cells dialog box. (An example of a Conditional
Formatting dialog box is below):

Conditional Formatting |

ondition 1

ICEII Walue Is j Ibetween j |25 ] and ISEI Ry
Presiew of format ko use AaBhCcYvZz

when condition is krue; ¥

add == | Delete, .. | Ik | Cancel

e Click OK.
o Deselect the range to see the conditional formatting:

A [ BRT D nE

1 |Computer Salea GQuarter2 | | I
?_(.EEM to Juné) _‘.;
4 Sal_perann Deaktnp Motebaoks Mnnltnrs Printers (Scanners Total Salea Sales %

EBen [ 70 34 57 § 185840 15.1%
ﬁ%k 5u 47 23 41 5 1453207 118%
7 |Mary 55 19 49 58 45 § 1265800 10.3%
8 |Mancy 45 13 52 29 45 § 100,400 8.1%
8 |Tam 82 51 77 55 230% 22335600 18.5%
10 |Wendy 84 11 47 11 53 % 1311680 0 10.6%
11
12 | Tatal 360 193 553 Fdb| 1289 ) 1 255 R0 100.0%
13

e Close the Format.xls file without saving.
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Hiding and Displaying Cells

¢ Open the Format.xls file from the Excel XP Intermediate Samples folder.

o Click on the Quarter 3 sheet tab.
e Click and drag the right border of column F to the right border of column A to
hide the columns:

A | 6 [ H [ 1 |

1 |Computer Sales - Quarter 3

2 |(July to September)

3

4 |Salesperson Total Sales Sales %
5 [Ben BE5E0  0.09043
B [Frank 1131600 0.1182%
7 |Mary 1218800 012733
8 [Mancy 145720 0152236
8 [Tom 145720) 0.152236
10 WWendy 1265200 0.13155
11

12 |Total 857200 1

e Select column A and column G.
e Choose Format > Column > Unhide to display the columns.

e Close the Format.xls file without saving.

SAMPLE
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More Formulas and Functions

Using the Series Command

o Click on the New icon on the Standard toolbar to create a new Workbook.
e Type the number 3 into cell A1, and press the Enter key.

e Type the number 6 into cell A2, and press the Enter key.

e Select range A1:A2.

e Drag the bottom-right corner to cell A8.

e Type January into cell C1.

e Drag the bottom-right corner of cell C1 to cell C12:

A | B | ¢ | D
1 3 January
2 G February
3 4 harch
i 12 April
5 15 May
] 15 June
7 21 July
2 24 August
9 September
1d October
11 Movermber
12 December

o Close the file without saving.

Using Wasert functionWizarddlh & A W | B

e The objective ofthis exercise s to/calculate the Bonus for the sales staff. All
sales staff will receive,a bonusiof /$100. In addition, those who have exceeded
their‘targets will receive a bonus of 5%. Our bonus calculationwill say thatiif
Actual Sales exceeds Forecast Sales, the salesperson will receive $100 plus 5%
of the excess; otherwise, the salesperson will receive just $100.

e Open the Bonus.xls file from the Excel XP Intermediate Samples folder.
e Select cell D4.

¢ From the main menu, choose Insert = Function.

e Choose the Logical category.

e Select the IF function.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Click OK to display the Function Arguments dialog box.
¢ Enter the following arguments:

Function Arguments E |

IF

Logical_test |C4 =64 ] = TRUE
Yalue _if_true |1|:||:|+,|:|5*{c4-|34} :k_] = &00
Yalue_iF_False |1|:||:|| }J = 100
= 00
Checks whether a condition is mek, and returns one value if TRUE, and another walue if
FaLSE.

¥alue_if_False is the value that is returned if Logical_test is FALSE, IF omitted, FALSE is
returned,

Formula result = G|

Helo on khis Funckion Ik I Cancel

e Click OK.
e Copy the contents of cell D4 to range D5:D7:

A, | B | C | D |
1 Annual Bonus Calculations
2
3 |Salesperson Forecast Dales Actual Sales Bonus
4 |Murray 50000 GO000 GO0
5 | Smith 45000 BO000 a0
B |Green 40000 45000 350
7 |Jones 50000 45000 100
5]

e Close the Bonus.xls file without saving.

CarrectingFormdlas W7 H H e

¢ Open the CorrectFormula.xls file from the Excel XP Intermediate Samples
folder.

e Choose Tools > Error Checking.
e Click on the Help on this error, and read the detailed explanation of the error.
e From the Error Checking dialog box, click Resume.

e Click on the Edit in Formula Bar to see the formula. Notice that the
highlighted range does not include cell B7.

FOR USE AT THE LICENSED SITE(S) ONLY
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e From the Error Checking dialog box, click Resume.

e Click on the Update Formula to Include Cells button.

e Click OK.

e Choose View = Toolbars = Formula Auditing.

e Select cell G9.

e Click on the Trace Precedents icon on the Formula Auditing toolbar.

e Click on the Trace Precedents icon again.

e Click on the Trace Dependents icon on the Formula Auditing toolbar:

A, | B8 | ¢ | o | E|] F | & | H |
1 |=alesperson Desktop Motebooks Monitors Printers Scanners Total Sales | Sales %
2 |Ben EET | 18y 34t J00 ¢ A6l F161.720) 415.1%
3 |Frank A7 47 BE 19 897 1834407417 2%
4 |Mary 93 29 14 g1 3 16.0%
& [Mancy B0 A2 33 ] 70 16.7%
B [Tom 95 43 29 39 a7 19.0%
7 [Wendy a6 17 89 44 73 15.9%
g
9 |Total gy —opr 4 —ora Rt F+00.0%
10

e Click on the Remove All Arrows icon.

e With cell G9 selected, click on the Evaluate Formula icon on the Formula
Auditing toolbar.

e Click Step In, and click Evaluate to evaluate the secondary formula.

e Click Step Out, and click Evaluate to evaluate one step of the primary formula.

¢ Continue clicking the Evaluate button until you have step through the formula.

o Click Close.

e Close the CorrectFormula.xls file without saving.

Usingthe watchwindow A B 1 B B

o Open‘the CorrectFormula.xls file from the Excel XP Intermediate Samples
folder;

o " Select cell G9.

e Choose Tools > Formula Auditing > Show Watch Window.

e Click on the Add Watch icon.

e Click Add.

e Select cell C2.

¢ Enter the number 25, and press the Enter key. Notice that the value in the
Watch Window changes.

o Experiment with changing other values, and see the effect in the Watch
Window:

FOR USE AT THE LICENSED SITE(S) ONLY
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Watch Window * X
25 Add Watch.., %3 Delete Wakch

CorrectFormula.xls  Sheetl a9 $1,030,380 =B+ 100049

e Close the Watch Window.
e Close the CorrectFormula.xls file without saving.

SAMPLE
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Database and List Management

Sorting a Database

o Open the inventory xls file from the Excel XP Intermediate Samples folder.

e Select cell Al.

e Choose Data > Sort.

e Click on the Sort by down arrow, and select Type. Click on the Descending
radio button.

e Click on the They by down arrow, and select Item. Click on the Ascending
radio button.

e Click the Header row radio button.

o Click OK to sort:

A | B | ¢ |
1 |Type [tern Cn Hand
2 |MNewspapers 5271 9
3 |Mewspapers 25921 22
4 |Magazines 23496 12
5 |Magazines 2904 35
B |Magazines 4786 34
7 |Candy 7873 g7
8 [Candy 8762 93
8 |Books 4173 95
10 |Books 4392 223
11 |Books B356 212
12

e Choose Data = Subtotals.

o Select Type from the At each change in dropdown list.

e Select'Sum fromithe Use function/dropdown list.

o Select only the On Hand icheck in the /Add subtotad to list box. (Deselectithe
otheriitems/if needed.)

e Select'the Replace current subtotals and the Summary below data
checkboxes.

o Click OK to create subtotals:

FOR USE AT THE LICENSED SITE(S) ONLY
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1] 2| 3] A | B | ¢ |
1 |Type [tern Cin Hand

[ [ - | 2 |Mewspapers 5271 =
- | 3 |Mewspapers 25921 22

= | 4 Hewspapers Total a1
[ - | & |Magazines 2396 12

b |Magazines 2904 35

- | ¥ |Magazines 4786 34

=/ | 8 |Magazines Total 81
[ - | 9 |Candy 7873 a7

= | 10 |Candy o762 93

= | 11 |Candy Total 180

[ 12 |Books 4173 95
13 [Books 4392 223

* | 14 |Books B35E 212

=| | 15 |Books Total £30
= 16 | Grand Total gz22

17

e Close the inventory.xls file without saving.

Using AutoFilters

e Open the sales.xls file from the Excel XP Intermediate Samples folder.
e Choose Data > Filter > AutoFilter to turn on AutoFilter.
e Select Top 10 from the Desktop dropdown list.

¢ Enter the following criteria:
Top 5 Items

A, B c D] E F

—Salesperscdﬂ_esktcﬂ Notehool = |Monitos PrinteiScannej .
8 |Jimh A 55 L8 fa3 T EE |
10 |Liz PAEEE Y I

Babby 4 o6 | 43 [ 33 &
13 | Kenh B | W 4 B | 780
18 |kim | L 2 | 8/ @ | = 23
2 Wl W s B

e Select All from the Desktop dropdown list.

e Select Custom from the Notebook dropdown list.

e Enter the following criteria: Show rows where Notebooks
Is greater than or equal to 50
Or
Is less than or equal to 10

¢ Click OK:
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A B c D E F

1 |Salespersc>|Desktc = |Notebool=|Monito = | Printe | Scanne |
& |Mancy 16 il 34 17 36
11 |Rachel B0 52 33 g 70
15 |Alison 27 a0 47 23 41
18 [Kim 82 a1 77 ] 23
21 |Carey g1 7 45 23 26
26

e Choose Data = Filter > AutoFilter to turn off AutoFilter.
e Close the sales.xlIs file without saving.

Using Advanced Filter

e Open the sales .xls file from the Excel XP Intermediate Samples folder.
e Select range A1:AS5.

e Choose Insert > Rows.

e Select range A6:F6.

e Click on the Copy icon on the Standard toolbar.

e Select cell Al.

e Click on the Paste icon on the Standard toolbar.

e Select cell B2, and enter the following

>80

e Select cell C3, and enter the following
>50

e Select cell D4, and enter the following
>75

H A | B | ¢ | D | E Foo]
Sa_haspersurfgk’tup Notebooks Monitors Printers'Scanhers

2 =0l [ L y /| 1IN | N
AN AV R,
> 75 |
TR W eeeee U B VA IN |
b |Salesperson Desktop \Notebooks |Monitors Printers Scanners
Ben 4 11 30 16 83
8 |Frank 17 28 50 94 55

e Select cell A6.

e Choose Data = Filter > Advanced Filter.

e Select the Copy to another location radio button.

e In the List range text box, check to see that the range, $A$6:$F$30 is
entered.
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e In the Criteria range text box, click on the Minimize Dialog icon, and select
range A1:F4.

e Press the Enter key.
e In the Copy to text box, click on the Minimize Dialog icon, and select cell H6.
e Press the Enter key.

e Click OK:

H [ 1 | 1 | K | L | M |
b |SalespersDesktop Notebhook Monitors Printers Scanners
7 |Mancy 16 B0 35 17 36
8 [Jim 85 18 34 Fil. 56
8 |Liz 83 29 14 81 )
10 |Rachel B0 A2 33 5] 70
11 |Bobby 95 43 29 39 a7
12 |Ken 56 17 g9 44 73
13 |[Kim 52 a1 77 55 23
14 | Tyler 84 11 47 11 A3
15 |Carey 21 7 45 23 26
16 |Rita 54 23 20 21 53
17 |John 85 17 79 25 15
18 |Bill 82 15 70 A2 13

o Close the sales.xls file without saving.

Adding a new Record using a Data Form

e Open the inventory xls file from the Excel XP Intermediate Samples folder.
e Select cell Al.

e Choose Data = Form to display the Data Form for the list.

¢ _Click,0on the Neww button.

e Enter the following record:

on Hand: || DelEre |

e Press the Enter key.
e Click Close to close the Data Form.
e Close the inventory.xls file without saving.
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Creating a Chart

e Open the Format.xls file from the Excel XP Intermediate Samples folder.
e Click on the Quarter 4 sheet tab.

e Select range A4:F10.

e Click on the Chart Wizard icon on the Standard toolbar.

¢ Select Column from the Chart Type list box.

o Select Clustered Column (the first sub-type) from the Chart sub-type.

e Click and hold on the Press and Hold to View Sample button to preview the
chart.

e Click Next.

o Select the Rows radio button to display the series in rows.
e Click Next.

e Click on the Titles tab, and enter the following titles:

Chart Wizard - Step 3 of 4 - Chart Options |
Titles | Bxes I Gridlines | Legend I [rata Labels | Data Table I
Chart Litle:
ICl:umputer Sales - Quarter 4 Computer Sales - Quarter 4
Category (X} axis: 120
100 _ O Een
IF‘ru:u:qu:t oo ] & Frank
Yalue (%) axis: ‘E 60 - o r:“”"
= - O Mancy
| Units 40 1 mTom
20 4 :[uml:'
e end
Second cakegory (5] axis: o Eney
T A « [ R
2 A" - i ol
A oy i @“; Whi
Secmalue i) A R "'ﬂ K
Prodect

B> | o

e Click on the Legend tab, and deselect the Show legend checkbox.

¢ Click on the Data Labels tab, and select the Value checkbox.

e Click on the Data Table tab, select the Show data table checkbox, and select
the Show legend keys.

¢ Click Next.

e Select the As new sheet radio button, and enter Q4 Graph in the text box.
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¢ Click Finish:

Computer Sales - Quarter 4

120

100

54 85
an B e
&
= 501 | T3
= =5 49
40 4 —
26
25 44 25 25
20 4 — 5
04—
Desktop Maotebooks Monitors Printers Ecanners
O Een 62 24 17 EE] 25
B Frank &1 7 45 23 26
O Mary a4 23 20 21 53
0 Maney S 17 e 25 15
BTom o 22 55 b 49
@ Wendy a2 15 o 52 13

Product

e Click on the chart, and display the Chart toolbar.

e Select Chart Area from the Chart Objects dropdown list.

e Click on the Format Chart Area icon to format the Chart Area.
e Select the Shadow checkbox.

e Click OK to apply the format.

e Select other chart object, and click the Format Chart Object icon to see the
format options for that chart object.

Note: Open the Chart.xls file in the Excel XP Intermediate Samples folder,
and-click on the Q4 Graph sheet tab to see an‘example.

¢ Close the Format:Xxls filefwithout saving.
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Drawing and Picture Objects

Drawing AutoShapes

o Click on the New icon on the Standard toolbar to create a new Workbook.

e Click on the Drawing icon on the Standard toolbar to display the Drawing
toolbar (if it is not already displayed).

¢ From the Drawing toolbar, click on the AutoShape icon, select Basic Shapes,
and choose Smiley Face.

¢ From the Worksheet, click and drag the mouse to draw the object.

e Select the Smiley Face object.

¢ From the Drawing toolbar, click on the Fill Color, and select Yellow. Click on
the Line Style icon, and select 3 pt. Click on the Shadow Style icon, and
select Shadow Style 4:
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e Click on the Rectangle icon on the Drawing toolbar.

o From the Worksheet, click and drag the mouse to draw a Rectangle such that it
completely covers the Smiley Face.

o ‘Selectithe Rectangle object.

e . From the Drawing toolbar, click on/the Fill Color, and select Pale Blue.

¢ “Right-click on the Rectangle' oabject, choose ©rderr= Send to Back:
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With the Rectangle object selected, hold down the Shift key, and click on the
Smiley Face object to select both objects.

Right-click on over the selection, and choose Grouping > Group.

Click on the Text Box icon on the Drawing toolbar.

From the Worksheet, click and drag the mouse to draw a Text Box in another
area of the Worksheet.

Type This is a Smiley Face.

Click on the Text Box border, and resize the text box so that the text fits.

Select the Rectangle object, and drag to move the object so that it overlaps
the Text Box. (Notice that the Smiley Face and the Rectangle objects move
together):

o O

S

h Thigais a SmileyFace.

Note; Open/the Drawing.XxIs file in the ExcelXPJlntermediate Samples
folder to see an'example.

Close thefile without'saving.
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Excel 2002 and Other Applications

Converting a Lotus 1-2-3 File

e Open the LOTUS.wk4 file from the Excel XP Intermediate Samples folder.
You should be able to open this Lotus 1-2-3 formatted file without problems.

e Choose File = Save As, and save the file in Excel (.xIs) format.

e Close the file.

Using Paste Special

e Open the Format.xls file from the Excel XP Intermediate Samples folder.
e Click on the Quarter 4 sheet tab.

e Select cell G12.

e Click on the Copy icon on the Standard toolbar.

o Selectcell Al14.

e Choose Edit > Paste Special.

o Select the Values and number formats radio button.

e Click OK. (Notice that the formula in cell G12 was changed into a value, and
only the number formatting was copied.)

¢ Experiment with the other paste options.
e Close the Format.xls file without saving.

Embedding Objects gm A . o

¢ Click on the New'icon on the Standard toolbar to create a new Workbook.

o Selecteell AT.

e Choose Ingert = Object; and click on the Create from File tab.

¢ _Cilick'on the Browse'button, and select the Sample.doc filesfromathe ExcelnXP
Intermediate Samples folder.

e Click Insert.

e Deselect the Link to file and Display as icon checkboxes.

e Click OK.

e Double-click on the embedded Word document to edit it in Excel.

e Select and delete the address or make other significant changes.

e Open the Sample.doc file in Microsoft Word to see that your changes did not
affect to the original document.
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e Close the files without saving.

Linking Objects

e Open the Chart.xls file from the Excel XP Intermediate Samples folder.
e Click on the Q4 Graph sheet tab, and select the chart.

e Click on the Copy icon on the Standard toolbar.

e Start Microsoft Word.

¢ In a new document, choose Edit = Paste Special.

e Select the Paste link radio button.

o Select Microsoft Excel Chart Object from the As list box.

e Click OK.

¢ Save the Word document as ChartLinkdoc.doc in the Excel XP Intermediate
Samples folder.

e Switch to the Chart.xls file in Microsoft Excel.

e From the Chart toolbar, click on the Data Table icon to hide it.
e From the Chart toolbar, click on the Legend icon to display it.
e Switch back to Microsoft Word.

¢ Right-click on the chart, and select Update Link. Notice that the changes made
in Excel is reflected in the Word document.

Note: Using Word, open the ChartLink.doc file in the Excel XP Intermediate
Samples folder to see an example.

o Close the files without saving.

InS€fting a Hyperlink i, AN s, B [—

¢ Click,on the New icon on the Standard toolbar to create a new Workbooks

o Selectcell Al:

e Choose Insert > Hyperlink.

¢ “From the Link to area, select Existing File orWeb Page.

e In the Text to display text box, enter Test Link.

¢ In the Look in area, select the Sample.doc file from the Excel XP Intermediate
Samples folder.

e Click OK.

e From the Worksheet, click on the cell Al to display the Sample.doc file in
Microsoft Word.

o Close the file without saving.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ply. Ltd. 1995-2010 www.cheltenhamcourseware.com.au



PAGE 25 — MICROSOFT EXCEL XP- INTERMEDIATE LEVEL WORKBOOK

Managing Links

e Click on the New icon on the Standard toolbar to create a new Workbook.

e Select cell Al.

e Choose Insert = Object, and click on the Create from File tab.

¢ Click on the Browse button, and select the Sample.doc file from the Excel XP
Intermediate Samples folder.

e Click Insert.

e Select the Link to file checkbox.

e Click OK.

e Double-lick on the linked document to display it in Microsoft Word.

e Switch back to Microsoft Excel, and choose Edit > Links.

e Click on the Change source button.

o Look at the link syntax, and click Cancel.

e Click on the Break Link button.

e Click Break Links to remove the link.

e Click Close to close the Edit Links dialog box.

o Double-click on the document. Notice that the Format Picture dialog box
appears instead of displaying the document in Microsoft Word.

o Close the files without saving.
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