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For an introduction to
Office and instruction
about how to perform
basic tasks in Office
programs, read the
Office and Windows
chapter at the beginning
of this book, where you
can learn how to run

a program, use the
ribbon, save a file, open
a file, exit a program, use
Help, and much more.

Entering the Titles and Numbers
into the Worksheet

The first step in creating the worksheet is to enter the titles and numbers into the
worksheet. The following sets of steps enter the worksheet title and subtitle and then

Ty

the salary report data shown in Table 2—1 on page EX 71. =
Ty
To Enter the Worksheet Title and Subtitle E
With a good comprehension of the requirements document, an understandingf
the necessary decisions, and a sketch of the worksheet, the next step is to use Excel o To En
create the worksheet.
The following steps enter the worksheet title and subtitle into cells Al and AL 3
conside
o If necessary, select cell A1. Type HyperMass Online Storage inthe selected cell. Tl
cell and then press the DOWN ARROW key to enter the worksheet title. workec
e Type Salary Report in cell A2 and then press the DOWN ARROW key to enter the
worksheet subtitle. o f:
Ty
se
To Enter the Column Titles 5
y
The employee names and the row titles Totals, Average, Highest, and Lowest se
in the leftmost column begin in cell A4 and continue down to cell A16. The emploee e T
data is entered into rows 4 through 12 of the worksheet. The remainder of this secton Y o
explains the steps required to enter the column titles, payroll data, and row titles,as
shown in Figure 2 -4, and then save the workbook. » Ty
The column titles in row 3 begin in cell A3 and extend through cell J3. Someof En
the column titles in Figure 24 include multiple lines of text, such as Hours Worked th
in cell C3. To start a new line in a cell, press ALT+ENTER after each line, except for t
last line, which is completed by tapping or clicking the Enter box, pressing the ENTER , :;\‘I:tl
key, or pressing one of the arrow keys. When you see ALT+ENTER in a step, press tié forr:
ENTER key while holding down the ALT key and then release both keys. The followis -
steps enter the column titles. rega

o With cell A3 selected, type Employee and then press the RIGHT ARROW key to enté
the column heading.

e Type Dependents and then press the RIGHT ARROW key to enter the column
heading.

In cell C3, type Hours and then press ALT+ENTER to enter the first line of the colur
heading. Type Worked and then press the RIGHT ARROW key to enter the column
heading.

Type Hourly incell D3 and then press ALT+ENTER to begin a new linein the cell
Type Pay Rate and then press the RIGHT ARROW key to enter the column heading

Type Gross Pay in cell E3 and then press the RIGHT ARROW key to enter the
column heading.
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Type Federal Tax in cell F3 and then press the RIGHT ARROW key to enter the
column heading.




Type State Tax

in cell G3 and then press the RIGHT ARROW key to enter the
column heading.

Type Tax % in cell H3 and then press the RIGHT ARROW key to enter the column heading.

Type Net Pay

in cell 13 and then press the RIGHT ARROW key to enter the column
heading.

Type Hire Date

in cell J3 and then press the RIGHT ARROW key to enter the
column heading.

0 Enter the Salary Data

The salary data in Table 2—1 includes a hire date for each employee. Excel
tonsiders a date to be a number and, therefore, it displays the date right-aligned in the

ell. The following steps enter the data for each employee: name, dependents, hours
forked, hourly pay rate, and hire date.

P Select cell A4. Type Carl, Michael

and then press the RIGHT ARROW key to enter
the employee name.

Type 3 in cell B4 and then

press the RIGHT ARROW key to enter a number in the
selected cell.

E) Type 60.45

in cell C4 and then press the RIGHT ARROW key to enter a number in the
selected cell.

Y Type 19.50 in cell D4 and then press the RIGHT ARROW key to enter a number in the
selected cell.

Type 4/5/10 in cell J4 and then tap or click cell A5 to select the cell.

Enter the payroll data in Table 2—1 for the eight remaining employees in rows 5
through 12 (shown in Figure 2-4 on page 72).

tlIn Step 5, why did the date that was entered change from 4/5/10 to 4/5/2010?
iWhen Excel recognizes that you entered a date in
Iformats the date as mm/dd/yyyy for you. Most pro
mm/dd/yyyy format as opposed to mm/dd/y
regarding the intended year. For exam
0f 3/3/1950 or 3/3/2050. The use of af

mm/dd/yy format, it automatically
fessionals prefer to view dates in

y format because the latter can cause confusion
ple, a date displayed as 3/3/50 could imply a date
our-digit year eliminates this confusion.

able 2-1 HyperMass Online Storage Salary Report Data

mployee Dependents Hours Worked Hourly Pay Rate Hire Date

fl, Michael 3 60.45 19.50 4/5/10
reen, Sue 0 81.50 22.85 7/15/11

ir, Sith 1 69.50 17.36 1/13/09
ane, Jon 2 65125 19.45 3/1/12

hols, Peter 3 7125 12.60 4/15/11
earson, Ada 3 44.65 22.45 10/31/08
driquez, Juan 2 55.50 20.15 7/15/09
liliams, Sean 0 80.00 20.85 5/14/09

U, Xin 4 70.00 18.75 6/17/02
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To

Enter the Row Titles

=4

12
©
©

The following steps add row titles for the rows that will contain the totals,
highest, lowest, and average amounts.

Select cell A13. Type Totals and then press the DOWN ARROW key to enter a

row header.

Type Highest incell A14 and then press the DOWN ARROW key to enter a row

header.

Type Lowest in cell A15and then press the ENTER key to enter a row header.

Type Average in cell A16 and then press the DOWN ARROW key to enter a row

header (Figure 2-4).
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5 |Green, Su 0 8L.5 22.85 7/15/2011
6 |Fekir, Sith 2 69.5 17.36 1/13/2009
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9 |Pearson, 4 3 44.65 22.45 10/31/2008
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automatically

Figure 2-4

height of row 3

_F;;‘ "

Conditional Formatas C
Formatting = Table~ Sty
Styles

automatically
increased to fit
multiple lines
of text

To Change the Worksheet Tab Name and Color
and Save the Workbook

o

o
©

The following steps change the worksheet tab name to Salary Report, change
the sheet tab color, and save the workbook in the Excel folder (for your assignments)
using the file name, HyperMass Online Storage Salary Report.

Double-tap or double-click the Sheet1 tab and then enter Salary Report asthe

sheet tab name and then press the ENTER key.

Press and hold or right-click the sheet tab to display the shortcut menu.

Tap or point to Tab Color on the shortcut menu to display the Tab Color gallery. Tap
or click Green, Accent 6, Darker 25% (column 10, row 5) in the Theme Colors area to

apply a new color to the sheet tab.
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o Tap or click the Save button on the Quick Access Toolbar, which depending on

settings, will display either the Save As gallery in the Backstage view or the Save As
dialog box.

o
1
()
-
Q.
©
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V)
o
)
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9 To save on a hard disk or other storage media on your computer, proceed to Step 5a.
To save on SkyDrive, proceed to Step 5b.

@ If your screen opens the Backstage view and you want to save on storage media on
your computer, tap or click Computer, if necessary, to display options in the right pane
related to saving on your computer. If your screen already displays the Save As dialog
box, proceed to Step 6.

‘@ If your screen opens the Backstage view and you want to save on SkyDrive, tap or click
SkyDrive to display SkyDrive saving options or a Sign In button. If your screen displays
asign In button, tap or click it and then sign in to SkyDrive.

) Tap or click the Browse button in the right pane to display the Save As dialog box
associated with the selected Save As Place (i.e., Computer or SkyDrive).

o Type HyperMass Online Storage Salary Report in the File name box to
change the file name. Do not press the ENTER key after typing the file name because
you do not want to close the dialog box at this time.

?'8 Navigate to the desired save location (in this case, the Excel folder in the CIS 101
folder [or your class folder] on your computer or SkyDrive).

) Tap or click the Save button (Save As dialog box) to save the document in the selected
folder on the selected location with the entered file name.

Entering Formulas

One of the reasons Excel is such a valuable tool is that you can assign a formula to a cell,
and Excel will calculate the result. Consider, for example, what would happen if you had
omultiply 60.45 by 19.5 and then manually enter the product for Gross Pay, 1,178.78, in
el E4. Every time the values in cells C4 or D4 changed, you would have to recalculate
the product and enter the new value in cell E4. By contrast, if you enter a formula in cell
Etto multiply the values in cells C4 and D4, Excel recalculates the product whenever

new values are entered into those cells and displays the result in cell E4.

Aformula in a cell that contains a reference back to itself is called a circular
teference. Excel often warns you when you create a circular reference. In almost all
aases, circular references are the result of an incorrect formula, A circular reference
an be direct or indirect. For example, placing the formula =A1 in cell A1 results in
adirect circular reference. An indirect circular reference occurs when a formula

ina cell refers to another cell or cells that include a formula that refers back to the
original cell.

1 ENTER FORMULAS | 2 ENTER FUNCTIONS | 3 VERIFY FORMULAS

10 Enter a FormUIa USing the Keyboa rd 4 FORMAT WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEET

- The formulas needed in the worksheet are noted in the requirements document as follows:

L. Gross Pay (column E) = Hours Worked x Hourly Pay Rate
2. Federal Tax (column F) = 0.22 x (Gross Pay — Dependents x 24.32)
3. State Tax (column G) = 0.04 x Gross Pay

4. Tax % (column H) = (Federal Tax + State Tax) / Gross Pay
5. Net Pay (column I) = Gross Pay — (Federal Tax + State Tax)
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The gross pay for each employee, which appears in column E, is equal to hours worked in column C ting

Arithm
hourly pay rate in column D. Thus, the gross pay for Michael Carl in cell E4 is obtained by multiplying 60.45

(cell C4) by 19.50 (cell D4) or =C4 x D4. The following steps enter the initial gross pay formula in cell E4 using A thmEe)t(iC;
the keyboard. Why? In order for Excel to perform the calculations, you must create Sformulas. f)rtiler valid

(1

e With cell E4 selected,

E(-)'J; fg':

HyperMass Online Storage Salary Report- Excel
type =c4 *d4 n HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Table 2_2
the cell to display ';‘D 3 Cut N AN S=_1® | SwapTe General W
; I'g . L i i
the formula in the Paste P 5 Fn 2 A === Evagetcome - | § % 15 o Arithmeti
: N Ehorenat Dota = - Lot v Formatting = Tabler S rator
formula bar and in Clipt fo_r?]wula ngins Forit Number Styles Ope
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the Furrent cell and SUM ST XV A Th=aatds appears in formula bar .
to display colored Y 1 13 il and in active cell E4 ] 1 : s %
A S £ — ) | K | L M [N
borders around the 1 ;HyperMass Online Storage A
cells referenced 2 |salary Report
. th f | | Hours Hourly *
n € Tormula 3 [Employee Depender Worked Pay Rate Gross Pay F¢deral T:State Tax Tax % Net Pay Hire Date
(Figure 2-5). 4 lCarI,Mich 3l e0.45 19.5]=c4*d4] 4/5/2010 /
5 |Green, Su 0 ) 7/15/2011
< What occurs on the 6 JFekir, Sith 1 1/13/2009 i
o3 7 Lane, Jon 2 3/1/2012
| worksheet as | enter 8 |Nichols, P B 4/15/2011 =
the formula? 9 |Pearson, £ 3 44 colored cell 10/31/2008
X 10 [Rodriques: 2 55/ borders indicate 7/15/2009
The equal sign (=) 11| illiams, 0 cellsindluded 5/14/2009
" * i . in formula in -
precedmg cd*d4 12 | Yau, Xin 4 el 6/17/2002 Order
q 13 |Totals
alerts Excel that 4 [Highest
you are entering IS‘gLowest Wi
a formula or 16 Average the same
function and not formula, 1
bl
text. Because the Figure 2-5 Bcnh all e
most common error B icions
when entering a formula is to reference the wrong cell in a formula mistakenly, Excel colors the borders of the cells A
referenced in the formula. The coloring helps in the reviewing process to ensure the cell references are correct. P
The asterisk (*) following c4 is the arithmetic operator that directs Excel to perform the multiplication operation. pE €xa
parenthe
parenthe

2]

several e;

L PreSS the RIGHT H - ¢ Q 7 ¥ HyperMass Online Storage Salary Report- Excel
ARROW key to HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
y
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. . Hours Hourly
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The number of 4 |carl, Mich 3 6045 19.5 1173.775| _| 4/5/2010 (K15 *
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1 ENTER FORMULAS l 2 ENTER FUNCTIONS ! 3 VERIFY FORMULAS

To E nter FO rmu Ias USi ng POint MOde 4 FORMAT WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEE e

The sketch of the worksheet in Figure 2—3 on page EX 68 calls for the federal tax, state tax, tax percent, e Tap or C“df t
and net pay for each employee to appear in columns F, G, H, and I, respectively. All four of these values are Enter boxin'

calculated using formulas in row 4: formula bar ¢
then select c

Federal Tax (cell F4) = 0.22 x (Gross Pay — Dependents x 24.32) or =0.22 (E4 - B4 * 24.32) G4 to prepar
State Tax (cell G4) = 0.04 x Gross Pay or =0.04 E4 enter the ne’
Tax % (cell H4) = (Federal Tax + State Tax) / Gross Pay or =(F4 + G4)/E4 formula.

Net Pay (cell I4) = Gross Pay — (Federal Tax + State Tax) or =E4 — (F4 + G4) o Type =0.0

and then taj
click cell E4°
a cell refere

An alternative to entering the formulas in cells F4, G4, H4, and 14 using the keyboard is to enter the
formulas using the pointer and Point mode. Point mode allows you to select cells for use in a formula by using
your finger or the pointer. The following steps enter formulas using Point mode. Why? Using Point mode makes it

! ) . ' to the form
easier to create formulas without worrying about typographical errors when entering cell references. (Figure 2-9
o H® &&= HyperMass Online Storage Salary Report- Excel ] < Why ShOU‘C

o With cell F4 selected, HOME  INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW g Point mode
type =0.22%( to e g‘-’c“‘ L AN ===|®- | BWepTet Genena ' enter form

. L B copy ~ : ;
begin the formula Pate L BT U o A === ElMegetCenter - | $ - % ? Using Poin
and then tap or Ciphoard - Font — bt to enter fo
click cell E4 to add o . x v £ || 52 often is fa:
cu

.acellreference £ | B | ¢ o | : mEEN e [ v | v o poefin | w8 more ac

in the formula 1 |HyperMass Online Storage than using

(Figure 2-7). 2 |selay Report keyboard

Hours Hourly "
3 Employee Depender Worked Pay Rate Gross Pay _Federal TeState Tax Tax % Net Pay |Hire Date the entire
4 |carl, mich 3 6045 135{_}_1_7@1;1:0.11*(5}1 4/5/2010 steps, you
5 Green, Su 0 815 22.85 7/15/2011 i
6 |Fekir, Sith fatques 17, 1/13/2009 You can U
7 Lane, Jon surrounds 9.45 3/1/2012 range of «
8 Nichols, P selected 12.6 cell reference 4/15/2011
9 pearson, / cell E4 2245 E4 appended to 10/31/2008 ‘
10 [Rodriquez y) 555 20.15 formula 7/15/2009 ‘ 0
11 | Williams, 0 80  20.85 5/14/2009
12 Yau, Xin 4 70 1875 6/17/2002 e Tap or cli
13 Totals .
14 |Highest box in th
15 |Lowest bar to er
16 |Average — =
e formula
Figure 2-7 e Select ce
(2 Type =
L Type = (minus H -4+ HyperMass Online Storage Salary Report- Excel Sign f0||l
sign) and then tap or HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW open pa
click cell B4 to add a 2 X, Cut e e R and the
subtraction operator e = B I U - : click cel
. ¥ Format Painter = = :
and a reference tO Clipboard ™ Font Alignment Number Styles a refere
another cell to the Fa - X K& | =0.22%(E4-B4*24.32) formulz
formula. -
A B C D E cepSieience H | ) K L M N e Type +
= ~— B4 added to T =
° Type *24 . 32) to 1 |HyperMass Online Storage formula and thG
2 |salary Report
complete the formula HoursIEe nary cell G4
(Figure 2_8) 3 Employee_DeEender_Worked Pay Rate Gross Pay _Federal Tz gate Tax Tax % Net Pay Hire Date referer
4 l(arl,Mi(H_ ) 31 60.45 w.sl_ u7s.775!=o.zz'(54:54*24.32) 4/5/2010
5 |Green, Su 0 815  22.85 7/15/2011 formul
6 |Fekir, Sith 1 69.5  17.36 1/13/2009
7 |Lane, Jon 2 65.25 19.45 3/1/2012 e Type
8 |Nichols, P 3 7125 12.6 4/15/2011 parent
9 |pearson, 4 3 4465 2245 10/31/2008
10 |Rodrique: 2 555  20.15 7/15/2009 by a fc
11 Williams, 0 80  20.85 5/14/2009 and tf
12 |Yau, Xin 4 70 1875 6/17/2002
13 |Totals Ce" E4
14 Highest refere
15 |Lowest
16 |Av e Tap Ol
bar tc

Figure 2-8
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N
=
LAS 3
SHEET e %
£
\ U Tap or Click the BEI H® - -§- = HyperMass Online Storage Salary Report- Excel . g
Enter box in the HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW 8
formula bar and ﬁlﬁ g{,&n N - &8 ==_|% Wrap Text General u’j
s ~
then select cell Paste E) e ) B I U B A === 5= B Merge & Center $ - % » | % 5 Conditional Formatas
- & Format Painter Formatting~ Table~ S
G4 tO prepare to Clipboard ] Font Alignment Number % Styles
?nter The fiext B v i[x v £ oo B U W geT nam 7
ormula. - - hi -
A e d D E F e H I ) K L M N
. Type =0.04* I |HyperMass Online Storage
Salary Report
and then tap or S LR g
X click cell E4 to add 3 |[Employee Depender Worked Pay Rate GrossPay Federal TzState Tax Tax % cell reference [te
. 4 |Carl,Mich 3 60.45 19.5) 1178751 243.2793(=0.04°c1 |«———] Edaddedto po10
it acell reference 5 |Green, su 0 815 2285 formula po11
to the formula 6 |Fekir, Sith o 17.3) 1/13/2009
. 7 |Lane,Jon Urrolinds £5 3/1/2012
(Figure 2-9). 8 |Nichols, P selected 12.6 4/15/2011
9 Pearson, £ cell E4 22.45 | 10/31/2008 }
4| Why should | use 10 Rodrique: 7 SSST 20,15 7/15/2009 ; |
L 3;3 Point mode to 11 williams, 0 30 20.35 5/14/2009
g 12 Yau, Xin 4 70 1875 6/17/2002
enter formulas? = B !
) Using Point mode 1 Highest || . ,
15 [Lowest §
. [toenter formulas 16 |Average , v, "
often is faster and 1] : J‘]
. |more accurate e ——— e — 'i
than using the Figure 2-9 ‘
keyboard to type l
the entire formula when the cell you want to select does not require you to scroll. In many instances, as in these
steps, you may want to use both the keyboard and touch gestures or the pointer when entering a formula in a cell.
You can use the keyboard to begin the formula, for example, and then use touch gestures or the pointer to select a
range of cells. ]
“4
L] Tap or C“Ck the EntEr H - 2-§- = HyperMass Online Storage Salary Report - Excel {
box in the formula HOME | INSERT ~ PAGELAYOUT _ FORMULAS  DATA  REVIEW  VIEW
f I i ", -
Pocrterthe  T@RXe e R ==l [P |
ormula in ce 5 P = = T e = 1§ . 0 0o Conditional Formatas Cf
afte ¥ Format Painter B LU 3 A =5 = E Werge & Center $ % 0 % 8 Fo?r:a':t'i‘:::~ t;':glaevas Styl
[ ] Clipboard ] Font 1 Alignment ] Number 11 Styles
elect cell H4.
Type =( (equal e -] :71} £ | ;(F4+674){E4 el A ' I
sign followed by an A B 4 D E F G HE J K L M N
open parenthesis) 1 }:yperMass Online Storagg]
salary Report
and then tap or 2 salary Repo I Enter box l‘"'v
click cell F4 to add 3_Employee Depender Worked PayRate GrossPay Federal TéState Tax Tax%  NetPay Hire Date
4 |carl, mich 3 6045 19.5 1178.775 243.2793  47.151] 0.246383 4/s5/2010
areference to the oy
5 |Green, su 0 815 2285 7/15/2011
- i
formula. 6 |Fekir, sith 1 695 1736 » | 1/13/2009
7 |Lane, Jon 2 6525 1945 3/1/2012
2 Type + (plus sign) 8 |Nichols, P 3 7125 12.6 4/15/2011
: 9 |Pearson, / 3| 4465 2245 result of formula 10/31/2008
and then tap or click 10|Rodriques : S5a a0 to calculate tax 7/15/2009
cell G4 to add a cell 11| Williams, 0 80 2085 i?,,e;ﬁn:;ge SPPEALS | 5/14/2009
! reference to the :; I:::I)s(m 4 70 18.75 6/17/2002
formula. 14 |Highest
15 |Lowest
{ Type ) / (ClOSE 16 |Average
parenthesis followed :8
by a forward slash), o . e

and then tap or click Figure 2-10
cell E4 to add a cell
reference to the formula.

¢ Tap or click the Enter box in the formula
bar to enter the formula in cell H4 (Figure 2-10).
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(5

e Tap or click cell 14
to select cell 14 to
prepare to enter the
next formula.

e Type = (equal
sign) and then tap or
click cell E4 to begin
the formula and add
a cell reference to
the formula.

Type -( (minus
sign followed by an
open parenthesis)
and then tap or

click cell F4 to add a
subtraction operator,
open parenthesis,
and cell reference to
the formula.

Type + (plussign)
and then tap or click
cell G4 to add an
addition operator
and cell reference to
the formula.

H ® @&+ HyperMass Online Storage Salary Report- Excel

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
any ¥ i - a vl = = - B e
P = | Calibri o U A =E= & B¢ Wrap Text |General - [F‘ == L
L Ba copy ~ — - — — » 1
Paste - s | & - == e < L «0 00 Conditional Formatas (
» & Format Painter B I U £ VA EEE EE Merge & Center $-% * W@ 3% Earmating® . TibiedS)
Clipboard % Font F} Alignment ™ Number fu Styles
14 = l} fe =E4-(F4+G4)
A ] B i c Db T E wf WET G H 1 i K E M N |
I |HyperMass Online Storage

2 |salary Report formula assigned

Hours Ho| tocell 14

3 [Employee DependerWorked PayRate GrossPay Federal TeState Tax Tax % Net Pay Hire Date

4 |carl, Mich 3 60.45 19.5 1178.775 243.2793 47.151 0.246383' 888.3_442! 4/5/2010
5 |Green, Su 0 81.5 22.85 1 7/15/2011
6 |Fekir, Sith 1 69.5 17.36 1/13/2009
7 |Lane, Jon 2 65.25 19.45 3 /1/2012
8 |Nichols, P 3 7125 12.6 net pay figure 1,550
9 |Pearson, 4 3 44.65 22.45 ;?Sl;lil;;tezdira\nd 31/2008
10 |Rodriquez 2 555 20.15 cell 14 15/2009
11 {Williams, 0 80 20.85 >714/2009
12 |Yau, Xin 4 70 18.75 6/17/2002
13 [Totals

14 |Highest

15 |Lowest

16 |Average

17|
18|
19|
20

Figure 2-11

e Type ) (close parenthesis) to complete the formula (Figure 2-11).

e Tap or click the Enter box in the formula bar to enter the formula.

To Copy Formulas Using the Fill Handle

The five formulas for Michael Carl in cells E4, F4, G4, H4, and 14 now are
complete. The next step is to copy them to the range E5:112. When performing
copying operations in Excel, the source area is the cell, or range, from which data or
formulas are being copied. When a range is used as a source, it sometimes is called
the source range. The destination area is the cell, or range, to which data or formulas
are being copied. When a range is used as a destination, it sometimes is called the
destination range. Recall from Chapter 1 that the fill handle is a small black square in
the lower-right corner of the active cell or active range. The following steps copy the
formulas using the fill handle.

Select the source range, E4:14 in this case, activate the fill handle, drag the fill handle
down through cell 112, and then continue to hold your finger or the mouse button to
select the destination range.

9 Lift your finger or release the mouse button to copy the formulas to the destination
range (Figure 2-12).

<« | How does Excel adjust the cell references in the formulas in the destination area?
gi Recall that when you copy a formula, Excel adjusts the cell references so that the new

‘formulas contain references corresponding to the new location and perform calculations
using the appropriate values. Thus, if you copy downward, Excel adjusts the row portion

iof cell references. If you copy across, then Excel adjusts the column portion of cell
| references. These cell references are called relative cell references.
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The Paste Options button provides powerful functionality. When performing copy and paste operations, the button allows
great freedom in specifying what it is you want to paste. You can choose from the following options:

« Paste an exact copy of what you copied, including the cell contents and formatting.
» Copy only formulas.

» Copy only formatting.

CONSIDER THIS

» Copy only values.
 Copy a combination of these options.

« Copy a picture of what you copied.

To Determine Totals Using the Sum Button

The next step is to determine the totals in row 13 for the hours worked in
column C, gross pay in column E, federal tax in column F, state tax in column G, and
net pay in column I. To determine the total hours worked in column C, the values in
the range C4 through C12 must be summed. To do so, enter the function =sum(c:cl)
in cell C13 or select cell C13, tap or click the Sum button (HOME tab | Editing
group), and then press the ENTER key. Recall that a function is a prewritten formula that
is built into Excel. Similar SUM functions can be used in cells E13, F13, G13, and 113
to total gross pay, federal tax, state tax, and net pay, respectively. The following steps
determine totals in cell C13, the range E13:G13, and cell I13.

o Select the cell to contain the sum, cell C13 in this case. Tap or click the Sum button
(HOME tab | Editing group) to sum the contents of the range C4:C12 in cell C13 and
then tap or click the Enter box to display a total in the selected cell.

9 Select the range to contain the sums, range E13:G13 in this case. Tap or click the Sum
button (HOME tab | Editing group) to display totals in the selected range.

9 Select the cell to contain the sum, cell 113 in this case. Tap or click the Sum button
(HOME tab | Editing group) to sum the contents of the range 14:112 in cell 113 and then
tap or click the Enter box to display a total in the selected cell (Figure 2-13).

Why did | have to tap or click the Enter box?
When creating a sum for a single column, you tap or click the Enter box. If you are
calculating the sum for multiple ranges, you tap or click the Sum button.
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1 |HyperMass Online Storage

2 |Salary Report |

Hours  Hourly

3 Employee Depender Worked PayRate GrossPay Federal TzState Tax Tax % Net Pay Hire Date

4 ‘Caﬂ, Mich 3 60.45 19.5 1178.775 243.2793 47.151 0.246383 888.3447  4/5/2010

5 |Green, Su 0 8L5 22.85 1862.275 409.7005 74.491 0.26 1378.084 7/15/2011

6 |Fekir, Sith 1 69.5 17.36 1206.52 260.084 48.2608 0.255565 898.1752 1/13/2009

7 |Lane, Jon 2 65.25 19.45 1269.1125 268.504 50.7645 0.251568 949.8441  3/1/2012

8 |Nichols, P 3 7125 12.6 897.75 181.4538 35.91 0.242121 680.3862 4/15/2011

9 |Pearson, / 3 44.65 22.45 10023925 204.4752 40.0957 0.243987 757.8217 10/31/2008

10 \ Rodriquez 2 55.5 20.15 1118325 2353307  44.733 0.250431 838.2613 7/15/2009

11 |williams, 0 80 20.85 1668 366.96 66.72 0.26 123432 5/14/2009

12 |Yau, Xin 4 70 18.75 1312.5 267.3484 52.5 0.243694 992.6516 6/17/2002

1! Totals 598.1 11515.65 2437.136  460.626
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16 |Average
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lo Determine the Total Tax Percentage

With the totals in row 13 determined, the next step is to copy the tax percentage
formula in cell H12 to cell H13. The following step copies the tax percentage formula.

o
S
()
-
(o
©
L
(9
()
¥}
x
w

o Select the cell to be copied, H12 in this case, and then drag the fill handle down
through cell H13 to copy the formula (Figure 2-14).

€| Why was the SUM function not used for tax percentage in H13?
g The tax percentage is based off of the totals, not the sum, of the tax percentage column;
therefore, there was no need to use the SUM function.
u H® ¢ & = HyperMass Online Storage Salary Report- Excel
I
B HoME | INSERT  PAGELAYOUT  FORMULAS DATA  REVIEW  VIEW |
D = o | — P T —— i immn)
ﬁ%cm Calibri - &A= | ¥+ EeWrapText General - F ;},}‘ :;_
I e oy - L3 —ra o Conditional Formatas Cf
me ! BIU-H.-'D-A-=== & ElMergesiCenter - $ - 9 » 42 2 Con L L &
E Format Painter Formatting~ Table~ Stylf
) Clipboard [ Font ] Alignment [ Number i~ Styles
HL2 v : A || ={F12+612)/E12
| c | < | o | | ¢ ¢ /O S
| | HyperMass Online Storage
‘ 2 |Salary Report
| Hours Hourly
3 Employee Depender Worked PayRate GrossPay Federal Tz State Tax Tax % Net Pay Hire Date
|4 [carl, Mich 3 6045 19.5| 1178775 243.2793  47.151 0.246383 888.3447  4/5/2010
15 [Green, su 0 8L5 2285 1862.275 409.7005  74.491 0.26 1378.084 7/15/2011
|6 [Fekir, Sith 1 69.5  17.36 120652 260.084 43.2608 0.255565 898.1752 1/13/2009
7 |Lane, Jon 2 6525 1945 1269.1125 268504 50.7645 0.251568 949.844] 3/1/2012
|8 lichols,p 3 7L 12.6.  897.75 1814538 35.91 0.242121 680.3862 4/15/2011
9 pearson, / 3. 865 2245 10023925 204.4752] 40.0957 0.243987 757.8217 10/31/2008
10/Rodriquez 2 955 2015 1118325 2353307 44733 0.250431 838.2613 7/15/2009
1 Williams, 0 80 20.85 1668  366.96 66,72 0.26 123432 5/14/2009
[Yau, Xin 4 70 1875 13125 267.3484 52.5 992.6516  6/17/2002
Totals 598.1 11515.65 2437.136  460,626( 8617.888

|

A

formula copied
—| fromH12to H13

Figure 2-14

Using the AVERAGE, MAX, and MIN Functions

Ihe next step in creating the HyperMass Online Storage Salary Report worksheet
5to compute the highest value, lowest value, and average value for the number of
dependents listed in the range B4:B12 using the MAX, MIN, and AVERAGE functions
nthe range B14:B16. Once the values are determined for column B, the entries can be
wpied across to the other columns.

With Excel, you can enter functions using one of five methods: (1) keyboard,
ouch gesture, or pointer; (2) the Insert Function box in the formula bar; (3) the Sum
neny; (4) the Sum button (FORMULAS tab | Function Library group); and (5) the
Name box area in the formula bar. The method you choose will depend on your typing
kills and whether you can recall the function name and required arguments.

In the following sections, three of these methods will be used. The Insert
function box in the formula bar method will be used to determine the highest number
ot dependents (cell B14). The Sum menu will be used to determine the lowest number
fdependents (cell B15). The keyboard and pointer will be used to determine the
verage number of dependents (cell B16).
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The next step is to select cell B14 and determine the highest (maximum) number in the range B4:B12.
Excel includes a function called the MAX function that displays the highest value in a range. The following
steps use the Insert Function box in the formula bar to enter the MAX function. Why? Although you could enter
the MAX function using the keyboard and Point mode as described previously, an alternative method to entering the
function is to use the Insert Function box in the formula bar.

e Select the cell to contain the maximum number, cell B14 in this case.
e Tap or click the Insert Function box in the formula bar to display the Insert Function dialog box.

e If necessary, scroll to and then tap or click MAX in the Select a function list (Insert Function dialog box) to selectit
(Figure 2-15).

What if the MAX function is not in the Select a function list?
Click the ‘Or select a category’ arrow to display the list of function categories, select All, and then scroll down and
select the MAX function in the Select a function list.

Q&A

How can | learn about other functions?

Excel has more than 400 additional functions that perform nearly every type of calculation you can imagine.
These functions are categorized in the Insert Function dialog box shown in Figure 2-15. To view the categories,
tap or click the ‘Or select a category’ arrow. To obtain a description of a selected function, select its name in the
Insert Function dialog box. Excel displays the description of the function below the Select a function list in the
dialog box.
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' Tap or click the — - - = e T SRR

OK button (Insert TL;gﬁD\E_L_ Function Argumene
c . I |HyperMass Online Storage dialog box
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Excel Chapter 2
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Figure 2—16, Excel )

displays the value the MAX function will return to cell B14 in the Function Arguments dialog box. It also lists
the first few numbers in the selected range, next to the Number1 box.
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Arguments dialog
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o P y B14 v| 7 £ || =MAX(B4:B12)e—— | MAX function determines {
highest value in —1 L= ° e e highest value in range B4:812 | —
the chosen range A_BEEE D £ b g i ‘ 4 K | B g B
; I [HyperMass Online Storage
in the selected cell 2 [salary Report
(Figure 2=1 7) Hours Hourly
3 [Employee Depender Worked PayRate GrossPay Federal TzState Tax Tax % Net Pay Hire Date |
<|Why should | not just 4 |carl, Mich 3 6045 195 1178.775 243.2793  47.151 0.246383 888.3447  4/5/2010 !
) 5 |Green, su 0 8L5 2285 1862.275 409.7005  74.491 0.26 1378.084 7/15/2011 | ]
enter the highest 6 |Fekir, sith 1 695 1736 120652 260.084 48.2608 0.255565 898.1752 1/13/2009 ‘ {
value that [ see in 7 |Lane, Jon 2 6525 1945 1269.1125 268504 50.7645 0.251568 949.8441 3/1/2012
. 8 |Nichols, P 3 7125 126 897.75 1814538 35.91 0.242121 680.3862 4/15/2011 \
the range B4:B12 in 9 |Pearson, / 3 4465 2245 1002.3925 204.4752 40.0957 0.243987 757.8217 10/31/2008 f
cell B14? 10 |Rodriques 2 555 2015 1118325 2353307 44733 0.250431 838.2613 7/15/2009
hi | 11 | Williams, 0 30 2085 1668  366.96  66.72 0.26 123432 5/14/2009
In this example, 12 |Yau, Xin 4 70 1875 13125 267.3484 525 0.243693 992.6516 6/17/2002
rather than 13 | Totals 598.1 0.626' 0.251637 3617.838
. 14 |Highest 4 highest value in range B4:B12 I
entering the MAX 15 Lowest - l:
fUnCTth, you lﬁgAverage ;
. 17 |
visually could scan il ‘_\J ‘
the range B4:B12, - T — T — el - \1‘
determine that the Figure 2-17 i

highest number of

dependents is 4, and manually enter the number 4 as a constant in cell B14. Excel would display the number the
same as in Figure 2—17. Because it contains a constant, however, Excel will continue to display 4 in cell B14, even if
the values in the range change. If you use the MAX function, Excel will recalculate the highest value in the range
each time a new value is entered into the worksheet.

Other Ways

1. Tap or click Sum arrow (HOME tab | Editing 2. Tap or click Sum arrow (FORMULAS tab | 3. Type =Max in cell, fill in arguments
group), tap or click Max Function Library group), tap or click Max
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The next step is to enter the MIN function in cell B15 to determine the lowest (minimum) number in the
range B4:B12. Although you can enter the MIN function using the method used to enter the MAX function,
the following steps illustrate an alternative method using the Sum button (HOME tab | Editing group).
Why? The Sum menu provides another way that you can insert functions, providing a menu from which you can choose.

e Select cell B15 and then tap or click the Sum arrow (HOME tab | Editing group) to display the Sum menu (Figure 2-18).

< | Why should | use the Sum menu?
g Using the Sum menu allows you to enter one of five often-used functions easily into a cell, without having to

memorize its name or the required arguments.
| Sum arrow |
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|Yau, Xin 4 70 18.75 13125 267.3434 525 0.243694 992.6516 6/17/2002
|Totals 598.1 11515.65 2437.136 460.626'0.251637 8617.888
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Figure 2-18
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Tap or click cell

B4 and then drag
through cell B12 to
display the function
with the new range
inthe formula bar
and in the selected
cell (Figure 2-20).

S
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box to determine

the lowest value in
the range B4:B12

and display the

result in the selected
cell (Figure 2-21).
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12 Yau, Xin 3‘ 4 70 18.75 1312.5 267.3484 52.5 0.243694 992.6516 6/17/2002

13 Totals 598.1 11515.65 2437.136 4604626'0.151637 8617.888

14 [Highest 4
15[Lowest  [=miNGEaEL2) 5

16 |Average | | MiNfnum er, [number2] ..} |

17|
18|

19
ZO%
21]

Figure 2-20

BEHS 2-&- -

Figure 2-21

HyperMass Online Storage Salary Report- Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
sy X Cut = .= lteaee 1 H 5
afte ' Format Painter === EMerge&Centey - $-% v €% Fo?r:\altt';r:’ ?r::r:.as Sty 1
Clipboard 1~ Font m Alignment i Number (] Styles
B15 - 5 £ | =MIN(B4:B12)
A B C D E F G H I 1 K L M N R

1 ijperMass Online Storage

2 |salary Report

| Hours  H| MIN function

3 lEmplo‘,/ee DependerWorked p{ determines lowest |aral T: State Tax Tax % Net Pay Hire Date
4 |carl, Mich 3 eoas | ValueinBABI2  bo7e3 47151 0.046383 888.34a7  4/5/2010
5 [Green, Su 0 815 22.85 1862.275 409.7005 74.491 0.26 1378.084 7/15/2011
6 |Fekir, Sith 1 69.5 17.36 1206.52 260.084 48.2608 0.255565 898.1752 1/13/2009
7 |Lane, Jon Z 65.25 19.45 1269.1125 268.504 50.7645 0.251568 949.8441  3/1/2012
8 |Nichols, P 3 71.25 12.6 897.75 181.4538 35.91 0.242121 680.3862 4/15/2011
9 |Pearson, / 3 44.65 22.45 1002.3925 204.4752 40.0957 0.243987 757.8217 10/31/2008
10 |Rodrique:z 2 55.5 20.15 1118325 235.3307 44.733 0.250431 838.2613 7/15/2009
11 Williams, 0 30 20.85 1668 366.96 66.72 0.26 123432 5/14/2009
12 |Yau, Xin 4 70 18.75 1312.5 267.3484 525 0.243694 992.6516 6/17/2002
13 |Totals 598.1 11515.65 2437.136 460.626'0.251637 8617.888
14 |Highest 4
16 |Average

1. Tap or click Insert Function box in formula
bar, if necessary, select Statistical category,
| taporclick MIN, specify arguments

2. Tap or click Sum arrow (FORMULAS tab |
Function Library group), tap or click Min

3. Type

=MIN in cell, fill in arguments
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To Determine the Average of a Range of Numbers R — (3 )
USi ng the Keyboa I'd «;6;MA1 WORKSHEET | 5 CHECK SI;ELLING G PH’I’h;T;UI;RKSNEE‘ L ] Tap or click tt
box to compt
The AVERAGE function sums the numbers in a specified range and then divides the sum by the numberf the average ¢
cells with numeric values in the range. The following steps use the AVERAGE function to determine the average numbers in tl
of the numbers in the range B4:B12. Why? The AVERAGE function creates an accurate average automatically. selected ranc
display the re
o in the selecte
e Select the cell to e HyperMass Online Storage Salary Report- Excel (Figure 2-24

contain the average to Function box as |ISERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW
1

) . soon as = (equal s s = Y | n | use the
cell B16 in this case. | sign) is entered b1 = | | e W T = = & glCa
. B I U H-A- EEE &3 EMerge&Conter $-9% > %W Q‘i keys to comg
o Type =av In Font Alignment Number Styles cels ﬂentry insteac
the cell to display e T ] e | No. When y«
the Formula A c | o | & | 6 B [ 4 | 1 K LM N | o |8 Point mode
AutoComplete 1 HyperMass Online Storage ‘ Cannot use t
o 2 |Salary Report 1
list. Press the Hours  Hourly ‘1 keyS to com
3 |Employee Depender Worked Pay Rate Gross Pay ederal Tz State Tax Tax% Net Pay Hire Date 2
DOWN ARROW key 4 |carl, Mich 3 6045 195 1178775 243.2793  47.151 0.246383 888.3447  4/5/2010 | the entry. W
to highlight the 5 |Green, Su [} 815  22.85 1862.275 4087005  74.491 0.26 1378.084 7/15/2011 Point mode
" 6 |Fekir, Sith 1 69.5  17.36  1206.52 48.2608 0.255565 898.1752 1/13/2009 { ‘
reqUIl’ed formula 7 Lane, Jon 2 6525  19.45 12691125 S26ih daRiEcAR0SA  3/1/2012 arrow keys
i - 8 |Nichols, P 3 7125 126 89775 181.4538\] =av entered in cell 4/15/2011 | 3
(Flgure 2-22). 9 pearson, / 3 4465  22.45 10023925 204.47 and formula bar | 10/31/2008 | the selectec
. z 10 Rodriquez 2 55.5 2015 1118.325 73307 " 7/15/2009 | reference ir
< | What is happening 11| Williams, 0 80  20.85 1568 36696 6672 026 123432 5/14/2009 |
o | as | type? 12| Yau, Xin 4 70 1875 312.5 267.3484 525 0.243694 992.6516 6/17/2002 | range you c
o ype: 13 |Totals 11515.65 2437.136 460.626) 0.251637 8617.888 | :
| selecting.
As you type the 14 Highest 4 |
| v 15 |Lowest 0 |
|equal sign followed  |g]aversge | What is the
| 17 & AVEDEV
| by the CharaCters 18 [73) AVERAGE function name }unents which (?l’!!{e nl!n\!Jevzux names, arrays. or references that contain numbers \‘ Of the pa re
|in the name of 19 ® | the functio

() AVERAGEIF

@MGS <——lgmula AutoComplete Iiﬂ ‘ ‘ The AVERA

| within pare

a function, Excel
|displays the Formula

| AutoComplete list. Figure 2-22 | parenthesi
| This list contains | the ENTER k
| those functions that alphabetically match the letters you have typed. Because you typed =av, Excel displays all the
| functions that begin with the letters, av. | Other Way
| 1. Tap or clid
e { bar, select
B ® -3+ HyperMass Online Storage Salary Report - Excel | AVERAGE
° DOUble_tap or HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW t

double-click “D % cut el e e (B By [y = S
AVERAGE in Paste E'ifopy J' B I U b A = &= 5= | B Merge & Center § .05 3 | & g9 | Con il Fanat es ‘::1 Insert
. ormat Painter Forn g- Table~ Styles
the FormUIa Clipboard & Font Alignment Number Styles Cells TO Copy E
AutoComplete list to B4 - X « f | =AVERAGE(B4:B12 o
select the function. » BEE < | o | N[ F | 6 | W (v | 9 | ok |t | m |~ [6o]|]F Using the
1 Hy;e;Mass Online Storage ] s A B
e Select the range 2 [salary Report The n
Hours Hourly
to be aVeraged, 3 \Employee__l}_eJ)_e_pil_e_r‘Worked Pay Rate GrossPay Feddal TéState Tax Tax % Net Pay Hire Date B14B16 to
B4:B12 in this case 4 |Carl, Mich 31 60.45 195 1178.775 243.%93  47.151 0.246383 888.3447  4/5/2010 X X
r ! 5 |Green, Su 0 8L5  22.85 1862275 409.70 b 7/15/2011 e function
P : G
to insert the range 6 |Fekir, Sith 1; 69.5  17.36 120652 260.08 A\,/tiRAGE f‘:n“"’" b 1/13/2009
7 |Lane, Jon 2 es25 1945 12690125 268504 Ny WIthrangeto L 3/1/2012
as the argument 8 Nichols, Pl 3 7125 126 89775 average shows b a/15/2011
to the function 9 |Pearson, 3 44.65 22.45 1002.3925 'f" actl\lle ;e" and 10/31/2008 Select t
i 10 |Rodrique; 2! 555 2015 1118325735, Pl 7/15/2009
(Figure 2-23). 1| williams, ua 80 2085 3 36696 6672 026 123432 5/14/2009 e Drag tt
12 |Yau, Xin ‘__53:__4_ 70 18757 13125 267.3484 52.5 0.243694 992.6516 6/17/2002
< |As | drag Why does 13 |Totals 598.1 11515.65 2437.136  460.626 0.251637 8617.888 copy th
| % : 14 Highest 4
githe function in cell ISlLowest 0 |
| 16 |Average |=AVERAGE(E4:B1/]
|B16 change? 17 AVERAGE(number 1, [number2], ..)
| When you tap or 1]
| click cell B4, Excel = ——
|appends cell B4 to Figure 2-23

| the left parenthesis
lin the formula bar and surrounds cell B4 with a marquee. When you begin dragging, Excel appends to the
|argument a colon () and the cell reference of the cell where the pointer is located.
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(o]
S
()
-
7 o
: <
[ Tap or C”Ck the Enter Fihcionlbon v Enter box HyperMass Online Storage Salary Report- Excel | v
box to compute changes back |1!m—3mvou-r ~ FORMULAS  DATA  REVIEW  VIEW . 8
to Name box L 1} e =
the average of the v ==H & | Swopre General -] 7 T Pl
numbers in the === &= Merge&Center - 5 -9 s <8 9 Conditional Formatas Cf
lect d d = " Formatting~ Table~ Styl
I selecte range an | Font ~ right parenthesis Number ] Styles
i . — -~ | automatically appended | i
'd[Splay the result | B16 v . F 4 =AVERAGE(B4:B12}¢————— when Enter box is tapped
in the selected cell ] S paiad N AT ol ai iy or clicked or ENTER key | L e —
A : A [ B < D E F G| is pressed K L M N
‘ (F'gure 2_24) 1 ‘HyperMass Online Storage
2 |Salary Report 3
¢|Can | use the arrow Hours  Hourly
W keys to complete the 3 EmployeeDepender Worked PayRate Gross Pay |Federal TeState Tax |Tax % NetPay Hire Date
G y 4 |carl, Mich 3 60.45 19.5 1178775 243.2793  47.151 0.246383 888.3447  4/5/2010
entry instead? 5 |Green, Su 0 8L5 22.85 1862.275 409.7005  74.491 0.26 1378.084 7/15/2011
No. When you use 6 |Fekir, Sith 1 69.5  17.36 120652 260.084 43.2608 0.255565 898.1752 1/13/2009
: 7 |Lane, Jon 2 0525 19.45 1269.1135 268.504 50.7645 0.251568 949.341  3/1/2012
Point mode you 8 |Nichols, P 3 7L5 | 126 897.75 1814538 3591 0.242121 680.3862 4/15/2011
[cannot use the arrow 9 |Pearson, £ 3 4865 2245 10023925 204.4752 40.0957 0.243987 757.8217 10/31/2008
K | 10 Rodrique: 2 555 2015 1118325 2353307 44733 0.250431 838.2613 7/15/2009
eys to complete 11 | Williams, 0 80 2085 1668 36696 6672  0.26 123432 5/14/2009
the entry. While in 12 |Yau, Xin 4 70 1875 13125 267.3434 525 0243694 992.6516 6/17/2002
g 13 [Totals 598.1 11515.65 2437.136  460.626 0.251637 8617.888
Point mode, the 14 [Highest A
arrow keys change 15 Lowest 0 average
B number of
the selected cell ‘fl‘“'mge [Ele—— dependents
¢ i in cell B16
reference in the 18]
range you are z'z‘
selecting. 21
What is the purpose .
of the parentheses in Figure 2-24
the function?
The AVERAGE function requires that the argument (in this case, the range B4:B12) be included
within parentheses following the function name. Excel automatically appends the right
parenthesis to complete the AVERAGE function when you tap or click the Enter box or press
the ENTER key.

Other Ways

1. Tap or click Insert Function box in formula 2. Tap or click Sum arrow (HOME tab | Editing 3. Tap or click Sum arrow (FORMULAS
bar, select Statistical category, tap or click group), tap or click Average tab | Function Library group), tap or click
AVERAGE Average

The next step is to copy the AVERAGE, MAX, and MIN functions in the range
BI4:B16 to the adjacent range C14:116. The following steps use the fill handle to copy
the functions.

@) Drag the fill handle in the lower-right corner of the selected range through cell 116 to
copy the three functions to the selected range.
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e Select cell H16 and then press the DELETE key to delete the average of the tax %
(Figure 2-25).
Why delete the formula in cell H16?

The average of the tax percentage in cell H16 is deleted because an average of
percentages of this type is mathematically invalid.

Q&A

How can | be sure that the function arguments are proper for the cells in range C14:16?
Remember that Excel adjusts the cell references in the copied functions so that each
function refers to the range of numbers above it in the same column. Review the numbers
in rows 14 through 16 in Figure 2—-25. You should see that the functions in each column
return the appropriate values, based on the numbers in rows 4 through 12 of that column.

= E 4 s Save button HyperMass Online Storage Salary Report- Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
e =TS SEhi = ——————— i =
{36 Cut ECaubn i A =2 & B WapTet [Generat ~ B B
e B Copy - | e | 2 1k X | Comttonit el
Paste - | BB = === e = v €0 00 onditional Formatas
8 Pt Paitaes B I U fid O A === & & [E Merge& Center $-%* BN Formatting - Table* Sy
Clipboard 1] Font [F] Alignment ] Number IF} Styles
H16 vl i ke
A B C D | E F G H I by | K L M N
1 |HyperMass Online Storage
2 |Salary Report
Hours Hourly
3 [Employee Depender Worked Pay Rate GrossPay Federal TeState Tax Tax % Net Pay Hire Date
4 | Carl, Mich 3 60.45 19.5 1178.775 243.2793 47.151 0.246383 888.3447  4/5/2010
5 |Green, Su 0 8L5 22.85 1862.275 409.7005 74.491 0.26 1378.084 7/15/2011
6 |Fekir, Sith 1 69.5 17.36| 1206.52' 260.084 48.2608 0.255565 898.1752' 1/13/2009
7 |Lane,Jon 2 65.25 19.45 1269.1125 268.504 50.7645 0.251568 949.8441  3/1/2012
8 |Nichols, P 3 7125 12.6 897.75 181.4538 35.91 0.242121 680.3862 4/15/2011
Pearson, £ 3 44.65 22.45 1002.3925 204.4752 40.0957 0.243987 757.8217 10/31/2008
10 \Rodriquez 2 55.5 20.15 1118325 235.3307 44.733 0.250431 838.2613 7/15/2009
11 ‘Williams, 0 80 20.85 1668 366.96 66.72 0.26 123432 5/14/2009
12 |Yau, Xin 4 70 18.75 1312.5 267.3484 52.5 0.243694 992.6516 6/17/2002
v
13 |Totals 598.1 11515.65 2437.136 460.626 0.251637 8617.888
14 |Highest 4 815 22,85 1862.275 409.7005 74.491 0.26 1378.084
15 |Lowest 0 44,65 12.6 897.75 181.4538 35.91 0.242121 680.3362
16 |Average 2 66.45556 19.32889 1279.5167 270.7929 51.18067 E . 957.5431

mathematically invalid 'WM‘*J

average of percentages

Figure 2-25 in range H4:H12 deleted

Other Ways

1. Select source area, tap 2. Press and hold or 3. Select source area and 4. Select source area,
or click Copy button right-click source area, then point to border of press CTRL+C, select
(HOME tab | Clipboard tap or click Copy on range; while holding destination area,
group), select shortcut menu; press down CTRL, drag source press CTRL+V
destination area, tap and hold or right-click area to destination
or click Paste button destination area, tap area
(HOME tab | Clipboard or click Paste icon on
group) shortcut menu

To Save a Workbook Using the Same File Name

Earlier in this project, an intermediate version of the workbook was saved using
the file name, HyperMass Online Storage Salary Report. The following step saves the
workbook a second time, using the same file name.

o Tap or click the Save button on the Quick Access Toolbar to overwrite the previously
saved file.

Break Poir
time, run
this locati

Verify

One of th
reference
want it to
reference

To-
reference
Excel res;

verify tha

To Veri
174

steps use

e Doubl
doubl
to act
Finde

(2]

e Press
quit |
and t
anyw
work
cell £
the ¢

For!

Althor
the te:
readal
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Break Point: If you wish to take a break, this is a good place to do so. You can exit Excel now. To resume at a later
time, run Excel, open the file called HyperMass Online Storage Salary Report, and continue following the steps from
this location forward.

o~
—
()
—
Q
©
£
(¥
o
)
x
[§N]

Verifying Formulas Using Range Finder

One of the more common mistakes made with Excel is to include an incorrect cell
reference in a formula. An easy way to verify that a formula references the cells you
wantit to reference is to use Range Finder. Range Finder checks which cells are
eferenced in the formula assigned to the active cell.

To use Range Finder to verify that a formula contains the intended cell
teferences, double-tap or double-click the cell with the formula you want to check. \
Excel responds by highlighting the cells referenced in the formula so that you can |
verify that the cell references are correct.

1 ENTER FORMULAS | 2 ENTER FUNCTIONS | 3 VERIFY FORMULAS

0 verify a FOI'm UIa USing Ra nge Fi nder 4 FORMAT WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEET

Why? Range Finder dllows you to make immediote ,[,ﬁdlégt’f 10 1h¢ itlls /%//W//WWW ]}é" MWW!
ps use Range Finder to check the formula in cell H4.

1

DOUble-tap or @ H % e & - HyperMass Online Storage Salary Report- Excel
double-click cell H4 HOME | INSERT  PAGELAYOUT  FORMULAS  DATA REVEW  VIEW
tO acﬁvate Range d—‘ﬁj E‘%'C”t Calibrn 1 - A A== = | E; Wrap Text General v Tm o ; -
finder (Figure 2-26). | page T Cory - T = s 6 5 15 o | Contm '
’ ( g 2 ) a-Ste ® Format Painter LA gl 2~ A~ |= =E/8 MErge S Conter ¥-% > 4 43 Fizc:r?wda\’ttlanga" F‘]’_:E: 'as St‘fl 1
) Clipboard & Fort cells referenced in formula - plimser & Styles
: == — . — — in active cell are highlighted | — —
# Press the Esc key to bl - X vk (FaGa/E | iy corresponding colors . . =N B
quit Range Finder £ e = D | ¢ BNpaAvV

1 “.Hiy;érl;{a;s Online Storage [
2 [Salary Report

and then tap or click
anywhere in the
Worksheet, such as

| Hours Hourly
3 Employee Depender Worked Pay Rate Grosg#a

Federal Tc; State Tax Tax %
4 |Carl, Mich 3 60.45 19.5[ 1178.775] 243.2793| 47.151I

etPay Hire Date

4/5/2010
cell A18, to deselect 5 |Green, Su 0 8L5  22.85 1862.275 409.7005  74.491 0.26' 1378.084 7/15/2011
et el 6 |Fekir, sith 1 695 1736 120652 260.084 482608 0.255565 898.1752 1/13/2009
. 7 |Lane, Jon 2 6525 19.45 1269.1125 268.504 50,7645 0.251568 949.3441  3/1/2012
8 |Nichols, P 3 71.25 12,6 897.75 181.4538 35.91 0.242121 680.3862 4/15/2011
9 ;Pearson,l 3 44.65 22,45 1002.3925 204.4752 40,0957 0.243987 757.5217 10/31/2008
'lO!Rodriquez 2 55.5 20.15 1118.325 235,3307 44,733/ 0.250431 3838.2613 7/15/2009
II{-Williams, 0 80 20.85 1668 366,96 66.72 0.26 1234.327 5/14/2009
lZIYau, Xin 4 70 18.75 13125 267.3484' 52.5‘ 0.243694 9926516 6/17/2002
13 [Totals 598.1 11515.65 2437.136 460.626'0.251637 8617.888
14 |Highest 4 81.5 22,85 1862.275 409.7005 74.491 0.26 1378.084
15 |Lowest 0 44.65 12.6» 897.75 181.4538 35.91 0.242121 680.3862
IGIAverage 2 66.45556 19.32889 1279.5167 270.7929 51.18067 957.5431
7
18]
| :

Figure 2-26

Ifimatting the Worksheet

ppropriate data, formulas, and functions,
atted to improve their appearance and




5. Total line
a. Cell style — Total
b. Numbers — accounting number format

0. Highest, lowest, and average rows
a. Font style of row titles in range A14:A16 — bold

Worked

7. Percentages in column H

8. Column widths

a. Columns A and B — best fit

b. Columns E, F, and I — 10.50 characters

¢. Column G — 10.25 characters

d. Column C, D, and H — 7.50 characters
9. Row heights

a. Row 3 —48.00 points

b. Row 14 — 27.00 points

¢. Remaining rows — default

0 Change the Workbook Theme

Formulas, Functions, and Formatting

b. Numbers — currency style with floating dollar sign, comma style for Hours

a. Numbers — percentage style with two decimal places

Excel Chapter 2 EX 91

1 ENTER FORMULAS l 2 ENTER FUNCTIONS I 3 VERIFY FORMULAS

4 FORMAT WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEET

1 I Themes button I

Why? The Basis theme includes fonts and colors that provide the worksheet with a professional and subtly colored
ippearance. The following steps change the workbook theme to the Basis theme.

,, PAGE LAYOUT tab '

# Display the PAGE
LAYOUT tab.

¢ Tap or click the
Themes button

BE % -3 - 4

HOME INSERT PAGE LAVOUT

™ —
O 3 0 eH
Margins Orientation Size  Print Breaks

HyperMass Online Storage Salary Report- Excel

FORMULAS  DATA  REVIEW  VIEW
E & Width: |Automatic ~| Gridlines  Headings [ =
- S view ] [
2| O print [ print

=P | £ Height: | Automatic + View
Background Print
Titles | [l Scale:

100%

=4

Bring Send  Selectid
Forward ~ Backward ~  Pane|

Soeow S5 268504 50.7645 0.251568 949.8441  3/1/2012

themes in the [l Aa N A 5 1314538 580.3862 4/15/2011

Themes gallery to | -..-.-J | mmmas :57.8217 10/31/2008,

. S . Dividend Frame Metrapolitan 5 2353307 44.733 0.250431 838.;613“ 7/15/2009

see a live preview of ‘ ; 8 36696  66.72 0.26 123432 5/14/2009

Bihe themes. 1 ﬁ\aA | |Aa f;;;e Aa 5 2673488 525 0.243694 992.6516 6/17/2002
e =W 5 2437136 460.626  0.251637 8617.888

ZHlRe - Gpatilie i Vw0700 78431 0.6 137808 20963

g Why should | change T Browse for Themes.. ’s 1814538 35.91 0.242121 630.3862 37424

B

Save Current Theme...

5/the theme of a
workbook?

A company or
department may
standardize with

share a common theme.

7 270.7929 51.18067

a specific theme so that all of their documents have a similar appearance. Similarly,
have a theme that sets his or her work apart from the work of others. Other Office
PowerPoint, include the same themes included with Excel, meaning that all of your Microsoft Office documents can

957.5431 39954.1111

Figure 2-28

(PAGE LAYOUT A{ 5 ScaletoFit % SheetOptions B Arran,
tab | Themes Aa . ﬂ Aa ! 4 R msiin d ., =
- group) to display ';;;a, =u 0 ¢ G H I ) K L M N
the Themes gallery | » - — —
. A Aa_| | |Ac_ | [L] .
(F|gure 2—28) I | anmmnn mmmmew |
on Board... Organic Retrospect Slice (Federal TeState Tax Tax % NetPay Hire Date N
® . ‘ A e 5 2432793 47.151 0.246383 8883447  4/5/2010 -
Experiment ! a Aa_ Aa 5 409.7005  74.491 0.26 1378.084 7/15/2011
i L | ";,"sp ‘Ba"'::d '.c:::ri-an 2 260.084 48,2608 0.255565 898.1752 1/13/2009

an individual may want to
programs, such as. Word and

Excel Chapter 2
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® Tap or click Basis in % -8~ -+ HyperMass Online Storage Salary Report: Excel
the Themes gallery HOME  INSERT | PAGELAYOUT & FORMULAS  DATA  REVEW  VIEW
to change the S Colors ~ @ {E‘% ]E T’E‘ | IED1 ems Widith: |Automatic - | Gridlines  Headings B = ;
= [A]Fonts~ i . g - e i Ele % I Height: Automatic = | 7] View [V View ‘_J - Cl|pboar-L-
Workbook theme Themes Margins Orientation Size  Print Breaks Background Print  ._ 'f»_ww-r*j; i ] Bring Send  Sele
Fi 2-29 - [Elffecs- - - v Areav - Titles =l Scale 100 °| LIPrnt ' LIPrint Fonward ~ Backward~ Pan | A2 | HOME t
( Igure = ) Themes Page Setup lota K Sheet Options [ Armany 3
font of worksheet | A
< | Why did the cells Al8 % fe cells reflects theme’s
@ |in the worksheet : ey J 1‘1|——_“
o A B el D ———— fhvg Lo, il o1 K v
l change7 1 |Hyperiass Online Storage 2|
| i > |Salary Report | [
| The cells in the Hours Hourly 3 lEmponFi
i 3 |Employee Dependent Worked  PayRate Gross Pay Federal Tax State Tax  Tax % Net Pay  HireDate G 1Carl, el
worksheet originally _ s |Green, Sue
) [ 4 |Carl, Micha 3 o 60.45 19.5 1178.775 243.2793 47151 0.246383 888.3447 4/5/2010 & |Fekir 'Sith
were formatted with 5 | Green, Sue o 81.5 22.85 1862.275 409.7005 74491 0.26 1378.084 7/15/2011 E 'J
the default font fOf' 6 Fekir, Sith 1 69.5 17.36 1206.52 260.084 48.2608 0.255565 898.1752 1f13/2009 7 L?ne,‘or'; 1
| - d f It OFfi 7 Lane, Jon 2 65.25 19.45 12691125 268.504  50.7645 0.251568  949.8441 3/1/z2012 E ;':'Cho:r“ :.
the detault ice 8 Nichols, Pe 3 71.25 12.6 897.75 181.4538 3591 0.242121 680.3862 4fi5/2011 9 ;Re:rs. L
: | riquez,
theme. The default 9 |Pearson, At 3 44.65 2245 1002.3925 2044752  40.0957 0.243987 7578217 10/31/2008 1‘1’ %V\leia‘:m s'(
| ¢ 10 |Rodriquez, 2 55.5 2015 1118.325 2353307 44733 0.250431 838.2613  7/15/2009 1 —t
font fOI’ the Basis 11 |Williams, S¢ o 8o 20.85 1668 366.96 66.72 0.26 123432  5f14/2009 g2 qa:v,len
|theme is different 12 |Yay, Xin 4 70 18.75 1312.5 267.3484 52.5 0243604 992.6516  6/17/2002 t3 H‘:g::st
Total 8. 65 2437136 460.626 0.251637 8617.888 4
| from that of the 13 [omas 5954 15505 2437130, 450.529 025 32 2 15 |Lowest
‘ 14 Highest 4 815 2285 1862.275 409.7005 74-491 0.26 1378.084 .
} default font for the 15 |Lowest 0 44.65 12.6 897.75 1814538 3591 0.242121 680.3862 1 ! g
| Ofﬁ(e theme and, 16 |Average 2 66.45556 19.32889 1279.5167 2707929 51.18067 957.5431 ‘:78 1
=z —M
| therefore, changed 18 ] —
]
| on the worksheet 19 .. I
| T
| when you changed = - _—
; y 9 Figure 2-29
| the theme. If you had
| modified the font for any of the cells, those cells would
| not be formatted with the default font for the Basis theme. Whlch (L.
Knowing |
reach tow;
dark back

To Format the Worksheet Titles

The following steps merge and center the worksheet titles, apply the Title cells
style to the worksheet titles, and decrease the font of the worksheet subtitle.

To Ch:

o Display the HOME tab. a Box
9 Select the range to be merged, A1:J1 in this case, and then tap or click the ‘Merge & 17
Center’ button (HOME tab | Alignment group) to merge and center the text in the B the w
selected range. page E
e Select the range A2:J2 and then tap or click the ‘Merge & Center’ button (HOME tab| o
Alignment group) to merge and center the text in the selected range. B e iec
0 Select the range to contain the Title cell style, in this case A1:A2, tap or click the Cell A1:A
Styles button (HOME tab | Styles group) to display the Cell Styles gallery, and then tap tap ¢
or click the Title cell style in the Cell Styles gallery to apply the Title cell style to the Fill C
selected range. (HON
. ! grou
9 Select cell A2 and then tap or click the ‘Decrease Font Size’ button (HOME tab | Font hel
group) to decrease the font size of the selected cell to the next lowest font size (FigL
(Figure 2-30).
< | What is the effect of tapping or clicking the ‘Decrease Font Size’ button?
o | When you tap or click the ‘Decrease Font Size’ button, Excel assigns the next lowest font e Poin
| size in the Font Size gallery to the selected range. The ‘Increase Font Size' button works of c
|in a similar manner, but causes Excel to assign the next highest font size in the Font Size Colc
gallery to the selected range. disp
of tl

rant
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I Cell Styles button I

T S- 2F Mass Online Storage Salary Report - Excel
‘ E e L |ncrea.se, ‘Decrease Hyperl i orag Ty Repol
Home || Font Size' YOUT  FORMULAS 4 Font Size’ VIEW
. button e S button K i iy S ) ) = e - = TN
L. - e =] =] ) -
gcm Corbel -6 ~TA" ﬁ = Lo ¢ Wrap Text General - @ @ @ éaw H‘g)( éAutoSum
Copy ~ Fill~
| Paste - | 2 . = = i= 3= 2 = s &8 00 Conditional Formatas Cell Insert Delete Format )
| . FromatPainter 1 U 7 D A= H = = $-% P Formatting~ Table~ Styles~ v - - & Clear~ Fk
lep*hoavii o 1] gpt B B ] e Alignment e} umber LU Styles _E Cells o ] - ViEqitip

2 |HoMEtab | % o /% | salaryRepont

‘Merge & Center’
button

R | : 1 N 0 P
4 font size of HyperMass Online Storage
worksheet TS M N— o e
subtitle Salary Report |t ’ (Tt R Lk
‘ ‘ decreased Hourly [ | subtitle cells
Employee Depen lent Worked  Pay Rate Gross Pay 'Federal Tax State Tax [Tax%  NetPay 'Hire Date . | merged - e
y CarI,Mi(tja‘g 3] 6045 19.5  1178.775 243.2793 47.151 ot21,63783' 888.3447 4/5/2010 ——— 5 L Ll
Green, Sue_f - g’ &g 22.85 1862.275 409.7005 74491 0.26  1378.084 _7/15/2011 - o L
6 |Fekir, Sith | 1 : Sg.sf 17.36’ 1206.52  260.084 48.2608 0.255565 898.1752 1/13/2009 i I el B
Lane,Jon | 2 6525 1945 12691125 268.504 507645 0251568 949.8441  3h/2012 == Il =
3 Nichols, Pe: 3 po2s 126 89775 181.4538 3591 0242121 6803862 4152011 1 i
Pearson,rAg 3 4465 22.45 1002.3925 2044752 40.0957| 0.243987  757.8217 10/31/2008 T .
10 Rodriquez, 2 555 2015 1118325 2353307 #4:73,3570»%59421; 838.2613  7h15/2009 S = E
Williams, S¢ o 8 20.85 1668 366.96 66.72| 0.26) 123432 5/14/2009 § J
fuXn | 4  jol 1875 amas| 267.3484] 52.5 0243694 992.6516  6f17/2002 w5 | B - |
Totals | ) | 5981/ | 1151565 2437136 460.62_6' 0.251637 8617.888 B B sl b N B |
Highest | . 8‘15‘ 2285 1862275 4097005 74491  0.26 1378.084 S | i j
5 [Lowest [ ‘2»‘, 4465 126 89775 181.4538 35.91 0.242121 680.3862 5 y |
Average | 2 66.45556 1932889 1279.5167 2707929 5118067 | 9575431 L g e W T | i
m | =¥ e B | b HSRee - |
Figure 2-30
Vhich colors should you select when formatting your worksheet? -
nowing how people perceive colors helps you emphasize parts of your worksheet. Warmer colors (red and orange) tend to T
each toward the reader. Cooler colors (blue, green, and violet) tend to pull away from the reader. Bright colors jump out of a :
arik background and are easiest to see. White or yellow text on a dark blue, green, purple, or black background is ideal. un-l
0
=
(o]
v

° Change the Background COIor and Apply 1 ENTER FORMULAS I 2 ENTER FUNCTIONS l 3 VERIFY FORMULAS
Box Border to the Worksheet Title and Subtitle 4 FORMAT WORKSHEET | 5 CHECK SPELLING | & PRINT WORKSHEET

Why? A background color and border can draw attention to the title of @ worksheet. The final formats assigned
 the worksheet title and subtitle are the oreen back. round color and thick box border (Figure 2—27b on
gr g gu
ge EX 90). The following steps complete the formatting of the worksheet titles.

Select the range BHS - 8- = HyperMass Online Storage Salary Report - Excel
A1:A2 and then HOME | INSERT  PAGELAYOUT  FORMULAS VIEW

tap or click the Elf’] X cut =

Fill Color arrow Paste B CoPY

- ' Format Painter

Conditional Formatas C4

(HOME tab | Font Glibon . T J:iﬂe sty
group) to display - =
the Fill Color gallery T riris

(Figure 2-31).

@ Standard Colors
o EEN  EEEmNEN I
EXPEHment Hours [Hourly D No Fill | |
Point to a number 3 |Employee |Dependent Worked ‘PayRa! O State Tax  Tax % MNetPay  Hire Date
i . 4 |Carl, Micha 3 60.45 Ly vy gy, 47-151) 0.246383 888.3447 4/5/2010
of colors in the Fill 5 |Green, Sue 815 2285 1862275 409.7005 74-491 0.26 1378.084 7h15/2011 L
’ Color ga”ery to 6 gFekir, Sith | 69.5 17.36 1206.52)  260.084 48.2608 0.255565 898.1752‘ 1/13/2009

] g 4 Lane, Jon
display a live preview | & Nichols, Per

of the color in the 9 _Pea : :
range A1:A2. Figure 2-31

65.25 19.45 1269.1125 268.504 50.7645 0.251568| 949.8441/ 3/1/2012
71.25 12.6 897.75 181.4538 35.91
& 22. 1002 39 SR "

Jw M ko

0.242121 680. 3862“

4f15/2011
98 57.821 1 e
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G To A

L] Tap or C“Ck Green, EH®S® & &+ HyperMass Online Storage Salary Report- Excel and
Accent 1, Lighter HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW ——

60% (column 5, & Wiap Text e - B0

= ’ i
o6 Cut Cotbel T ol& &=

i

Il
&

row 3) in the Pas\t_e‘ E% ::F:a;pa L BIu-E-o-aA- =F= ETREREE 5 - % ° | % | Condtional Fomats have 1
Fill Color ga“ery ) Chpboaryd ‘ & Font & Alignment & Number & F°’m3“'"9‘5(;:t"5' S Style.
to Change the Al e 5 HyperMass Onlinj_-storage The f
background color - " . . [Fem Bar - - ; 3 g \ range

of the range of cells background color

: 1 HyperiMass Online Storage
(Figure 2-32). A changed ol o ‘
2 - =
Hours Hourly
3 Employee Dependent Worked  Pay Rate GrossPay Federal TaxState Tax Tax% MetPay  HireDate 9 |

4 |Carl, N

19.5

101 0246383 8883447

9 : Figure 2-32 9 -

® Tap or C“Ck the EH®S & 7 Borders HyperMass Online Storage Salary Report- Excel O
Borders arrow HOME = INSERT  PAGE| arrow [FORMULAS ~ DATA  REVIEW  VIEW :
o —— — — —
(HOME tab l Font ?Cut Corbel -;18 | K & = == - %WrapText General e |
: =8 Copy ~ % . it . ; )
rou to dIS Ia Paste oIl b & . === g & o <0 00 Conditional Formatas (
9 p) p y a’ & Format Painter B IU § % D A S => EM&!QQ&CM‘!K 3 UE Formatting~ Table~ Styl
the Borders ga”ery Clipboard [ F{ Borders ignment [ Number o Styles
. - it Bottom Border
(Figure 2-33). = 5 =1
Top Border
A | B | C [ Left Border K | L.
4 £|  Right Border
5 + No Baorder
T Hours | B AllBorders
3 |Employee Dependent Worked | ] Outside Borders = = Tax % Net Pay  Hire Date
4 |Carl, Micha 3 60.45 [F] Thick BoxBarder geszﬂ‘ 0.246383 888.3447  4/5/2010 '
[ ; order | /. :
= 5" Borders gallery 812 £ Bottom Double Border > 0.26/ 1378.084  7/15/2011 o0
6 |Feki 69.5 . 482608 0.255565 898.1752  1/13/2009
> |Lane, Jon 2 65.25|| o Thick Bottom Bottes 50.7645 0.251568 949.8441 3/1/2012
8 |Nichols, Pe 3 71.25 | & Top and Bottom Border 35.01 0.242121 6803862  s4f15/2011 -
g |Pearson, A 3 44.65 | T Top and Thick Bottom Barder 40.0957 0.243987  757.8217 10/31/2008 1
10 |Rodriquez, 2 55-5 &5 Top and Double Bottom Border 44733 0.250431 838.2613 7/15/2009
Hin I3 2
11 1W|lham‘s, Se o 8o SR 66.72 0.26) 123432 5!144;009 2
2 Yay, Xin 4 70 52.5 0.243694 992.6516  6/17/2002
13 | Totals 598.1 B Draw Border 460.626] 0.251637 8617.888
14 |Highest 4 81.5 [ DrawBorder Gid 74491 0.26 1378.084
15 |Lowest o 44.65 | &  Erase Border 35.91 0.242121 680.3862
16 |Average 2 66.45556 [ Line Color » | 5118067 957.5431
17
’ Line Style »
18
s FH  More Borders.

o Figure 2-33
L Tap or click "Thick (= IR R S HyperMass Online Storage Salary Report- Excel
| Box Border’ in the HOME = INSERT  PAGELAYOUT = FORMULAS ~ DATA  REVIEW  VIEW
| Borders gallery to 2 gSC“‘ cobd 1A & ==[H & SwapTet e -] HE BB
. 2 EmC - c = - g {
; dlSplay a thlck bOX Paste \'F:::at Painter BIru-[H- H-A EE=E EE El Merge& Center ~ $ -~ % * 8 5% FCondi;Dnal F;rv::tusé
¥ ormatting ~ able~
‘ border around the Clipboard [F Font 1] Alignment [ Number ™ Styles
selected range. = . Z
e Tap or click A B c Dl el E F &) Y8 ekl K Lo
anywhere in the 1 | HyperMass Online Storage
worksheet, such as 2 | Salary Report
cell A18, to deselect Hours 3 |Hourly
3 |Employee Dependent Worked | Pay Rate GrossPay Federal TaxState Tax Tax% Net Pay  Hire Date
the current range P ————— e

(Figure 2- 34). — thick box border surrounds

worksheet title and subtitle Figure 2-34
‘ Other Ways
1. Tap or click Font Settings Dialog Box 2. Press and hold or right-click range, tap or 3. Press CTRL+1, tap or click Fill tab (Format
Launcher (HOME tab | Font group), tap or click Format Cells on shortcut menu, tap Cells dialog box), tap or click desired fill,
click Fill tab (Format Cells dialog box), tap or or click Fill tab (Format Cells dialog box), tap or click OK button

click desired fill, tap or click OK button tap or click desired fill, tap or click OK button
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To Apply a Cell Style to the Column Headings
and Format the Total Rows

Excel Chapter 2

tinge Al4:A 16,

o Select the range to be formatted, cells A3:J3 in this case.

0 Use the Cell Styles gallery to apply the Heading 3 cell style to the range A3:J3.

0 Tap or click the Center butto
headings.

n (HOME tab | Alignment group) to center the column

[4 Apply the Total cell style to the range A13:J13.
&) Bold the range A14:A16 (Figure 2-35).

BE s & -

HyperMass Online Storage Salary Report- Excel
HOME INSERT PAGE LAYOUT FORM

Center button

REVIEW VIEW
% Cut [ i . s = = — ' mmmn o— (a0 | e
| . - = | . | Pl w Bay ] & m [
e, o Hrrie] o = ¥ BWapTet General ] B B %3
Paste [Blr u ] &y E=E= &= B e & Ce % &% Conditional Formatas Cell  Insert pd.
: Bl I U -~ - v TEEE &= F nter ~ "% WD
» W Format Painter || N & A = 9 $ e Formatting~ Table~ Styles ~ -
Clipboard Font 7 Alignment [ Number [ Styles g

Highest

_________ D E F G

Ll K L M

~ HyperMass O;]l;lem T ot K L [
Salary Report

Hours Hourly
§ [Employee Dependent: Worked Pa
4 (Carl, Micha
Grgen, Sue 0
6 [Fekir Sith 1
Lang!Jon 2 50.7645 0.251568 949.8441 3/1/2012
Nkhols,Pe' 3 71.25 12.6 897.75 181.4538 3591 0.242121 680.3862 41502011
Pearson, A 3
2
o
4

¥ Rate | Gross Pay Federal Tax State Tax Tax %

3 60.45 195 1178775 243.2793 47151 0.246383
81.5 22 85 1862.275 409.7005

column headings
centered and Heading
3 style applied to row 3

Net Pay  Hire Date
888.3447 4/5/2010

74-491 0.26 1378 084 7/15/2011
69.5 17.36 1206.52 260.084 482608 0.255565 898.1752 1/13/2009
6525 19.45 1269.1125 268.504

44.65 22.45 1002.3925 204.4752  40.0957 0.243987  757.8217 10/31/2008
Rodriquez, 55.5 2015 1118 325 235.3307 44733 0.2504731 838.2613 7/15/2009
\Mlligms, Se 8o 20.85 1668 366.96 66.72 0.26) 123432 5/14/2009
Yau, Xin

e me: 70 1875 13125 2673484  52.5 0.243604 9926516 6/17/2002 |
’Mals 598.1 11515.65  2437.136 460.(5256ro.z51637 8617.888
Highest 4 815 22.85 1862275 409.7005 74491 0.26 1378.084 40969
i 12.6 897.75 181.4538 3591 0.242121 680.3862 37424
19.32889 1279.5167 270.7929 51.18067

957-5431  39954.1111

Figure 2-35
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To Format Dates and Center Data in Cells

4 FORMAT WORKSHEET ! 5 CHECK SPELLING I 6 PRINT WORKSHEET

Why? With the columm titles and total rows formatted, the next step is to format the dates in column J and center the
dependents in column B. The following steps format the dates in the range J4;J12 and center the data in the range B4t

1)

e Select the range to contain the
new date format, cells J4:J12 in
this case.

e Tap or click the Format Cells:
Number Format Dialog Box
Launcher (HOME tab | Number
group) to display the Format Cells
dialog box.

e |f necessary, tap or click the
Number tab (Format Cells dialog
box), tap or click Date in the
Category list, and then tap or click
3/14/12 in the Type list to choose
the format for the selected range
(Figure 2-36).

12)

® Tap or click the OK button (Format
Cells dialog box) to format the
dates in the current column using
the selected date format style.

o

e Select the range B4:B16 and then
tap or click the Center button
(HOME tab | Alignment group)
to center the data in the selected
range.

e Select cell E4 to deselect the
selected range (Figure 2-37).

;(a |Canl format an entire column at
o | once?

Yes. Rather than selecting the
range B4:B16 in Step 3, you

| could have tapped or clicked the
column B heading immediately
|above cell B1, and then tapped or
clicked the Center button (HOME
tab | Alignment group). In this
case, all cells in column B down
to the last cell in the worksheet
would have been formatted to
use center alignment. This same
procedure could have been used
to format the dates in column J.

Other Ways

@HS -3¢ Format Cells: Number
HOME INSERT ~ PAGE LAYOUT FORMULAS ~ DATA  REVIEW  VIEW Dialog Box Launcher
X Cut T T W &
g e Lol n | Format Cells Pate CE +
Paste = 3 = 5 dialogbox L . 5 <o ool  Conditional Fom
- Format Painter ru-H@ =3 2 fr = | 390 o7 Formatting=" Taih
Clipboard & Alignment Number 3 Styles
Ja hs
A B ¢ L
1
2 Number | Alignment | Font | Border | Fill | Protection |
|
Hours H Category:
3 |EmployeeDependent: Worked P& | [Ganeral Sample i
4 Mi HNumber 4510
4 |Carl, Micha 3 60.45 | lciisg 4/5/10 |
5 |Green, § 81.5 Accountin, Tpe:
6 |Fekir, s Date selected o -H_T""E T S =
7 |Lane, Jon 2 5 Percentage ’}_V\I’_e’dnemay March 14, 2012 3
8 |Nichols, Pe EIE T | e O S TS < s
¢ ERTT e selece
g |Pearson, A 3 44.65 » ?ir‘;a: YP
10 |Rodriquez, 2 55.5. é':;':m 14-Mar-12 o4
1L |Williams, Se o 8o Locale {location): E
12 |Yau, Xin 4 70 English United States) vi
13 (Totals 598.1
14 |Highest 4 815 | |
15 |Lowest 0 4465 e
16 |Average 2 66.45556 18l | Dateformats display date and time serial numbers as date values. Date formats that begin with
17 an asterisk ') respond ta changes in regional date and time settings that are specified for the
28 aperating system. Formats without an asterisk are not affected by operating system settings
19 |
20
1 I OK button ﬂ___] Cancel
Figure 2-36
BHES &3 - HyperMass Online Storage Salary Report. Excel
HOME INSERT PAGE LAYOUT FO IEW VIEW
Lo = = 3 T =]
&% Cut Corbel [ - a s = - BWapTet General Lﬁw &7
Past Copy i i C dtti | Fi “at
aste B - =a= B R . «o 00 Conditional Form:
ok Panter | B M ) & = [ Merge & Center $-%* WB Fommatting Tk
Clipboard [ Font [ Alignment 7] Number [ Styles
E4 fe || =Ca*pa
numbers )
A | centered | © LR N Y H ! J
. HI cell E4 selected |na Storage
2 alary Report
Hours Hourly
3 4‘ Employee Depegddent: Worked = Pay Rate Grogs Pay “ederal Tax State Tax| Tax%  NetPay  Hire Date
4 |Carl, Micha 3 60.45 19.5 1178.7751 243.2793 47151 0.246383 888.3447 4/5/10
5 |Green, Sue o 81.5 2285 1862.275 409.7005 T4-491 026 1378.084 7/15/11
6 Fekir, Sith 1 69.5 17.36 1206.52 260.084 48.2608 0.255565 898.1752 1/13f09
7 |Lane, Jon 2 65.25 19.45 12691125 268.504  50.7645 0.251568 949.8441 31A2
8 |Nichols, Pe: 3 71.25 12.6 897.75 181.4538 3591 0.242121 680.3862 4/15/11
9 |Pearson, A« 3 44.65 22.45 1002.3925 2044752  40.0957 0.243987 7578217 10/31/08
10 |Rodriquez, 2 55.5 2015 1118.325 235.3307 44733 0.250431 838.2613 7l15/09
11 |Williams, S¢ ] 80 20.85 1668 366.96 66.72 0.26  1234.32 s/14/09
12 |Yauy, Xin 4 70 18.75 1312.5  267.3484 52.5 0.243694 992.6516 6/17/02
v
13 |Totals 598.1 11515.65 2437136 460.626 0.251637 8617.888 —
14 |Highest 4 81.5 22.85 1862.275 409.7005 74-491 0.26 1378.084
15 |Lowest o 44.65 12.6 897.75 181.4538 3591 0.242121 680.3862
16 |Average 2 66.45556  19.32889 1279.5167 270.7929 51.18067 957.543%
17 date style
I T applied

Figure 2-37

1. Press and hold or right-click range, tap or click Format Cells on
shortcut menu, tap or click Number tab (Format Cells dialog box),

tap or click desired number format, tap or click OK button

2. Press CTRL+1, tap or click Number tab (Format Cells dialog box), tap
or click desired number format, tap or click OK button

Format!

As sh
resemble an
numbers in
totals (rows

through 12

To Appl)
Comma

The
button. Th
format is a
the workshe

(1)

e Select tl
account
D4:G4 i

e While h
key, sel
E13:G1:
nonadj

e Tap or !
Numbe
tab | Ni
accoun
fixed d
nonad!

< | What |
g accour
The 'A
buttor
to the
cellin
far lef

(2]

e Select
comir
and |

e Tap O
butto
grou
form:
(Figu
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~N

P

k]

il - . . o
weer formatting Numbers Using the Ribbon kS
As shown in Figure 2—27h op page EX 90, the worksheet is formatted to o3

6. resemble an accounting report. For example, in columns D through G and I, the g
numbers in the first row (row 4), the totals row (row 13), and the rows below the w

L totals (rows 14 through 16) have dollar signs, while the remaining numbers (rows §
: through 12) in columns D through G and column I do not.

. To Apply an Accounting Number Format and
Comma Style Format Using the Ribbon

* Select the range to contain the

| ‘Accounting Number

Format’ button £ hore Bacel
accounting number format, cells HOME | INSERT  PAGELAYOUT  FoRmuLAS DATA  REVEW v
D4:G4 in this case. 50 ﬁcm (ST T P L T P s ] BE
Paste . k I Uu- - &. A === 3= E Mern e & Center ~ "% v %3 % Conditional Formatf
d . -+ Format Painter | B g Formatting » Table
+ While holding down the cra e S . S =
key, select cell 14, the range E = ¢ & | sy
E13:G13, and cell 113 to select the N — L w -
nonadjacent ranges and cells. ‘| HyperMass Online Storage l
4 . 2 Salary Report
* Tap or click the ‘Accounting — Froum, 1| lipuaty o epo ‘ d
Number Format’ button (HOME }ﬂ]}EmployaeJependem: Worked _Pay Rate | Gross Pay Federal T, Lng Tax % NetPay  Hire Date
& |Carl, Micha 3 15| 0.246383 8. 4510
tab | Number group) to apply the 5 |Green Suel o 25 2062275 4957095 7440 026 1378 obne Ths/
aCCOUnﬁng number format Wlth 6 gFekEr, Sith 1 17.36 1206.52 084 482608 0.255565 Egsnsz 1/13/0g
i . 7 |Lane, Jon 2 19.45 1269.1125 268 5039 0.7645  0.251568 949. 44405 3/1/12
fixed dollar signs to the selected 8 [Nichols, Pe 5 126 89775 1814538 8 2 nonadjacent cells | 22
. A g JPearson, Al 3 22.45 1002.3925 204.47515  40.0957 j1/08
nonadjacent ranges (F'gure 2_38) 10 V‘Rodn'quez‘ 2 i 2015 1118325 235.3307 733 0| and ranges selected 5/09
: ’ 11 | Williams, S¢ o 20.85 1668 366. 66.72 0.26 1284 32 5/14/0g
€ What is the effect of applying the 12 [Yay, X 4 70 1875 Ty 0243696 99465161 6/azjos
) 5 13 e ls5757 | 0.251637[(58,617.80 ] ol
o/accounting number format? 14 [Highaet ) 749 036 symog
The ‘Accounting Number Format’ 15 Lowest _a 8 e U —

button assigns a fixed dollar sign

to the numbers in the ranges. In each

cell in these ranges, Excel displays the dollar sign to the
far left with spaces between it and the first digit in the cell.

3 Comma Style
* Select the ranges to contain the @ HS o-g-- HyperMass o button ft- Excel
comma style format cells DSG12 HOME | INSERT  pAGE LavouT FORMULAS  DATA  Review VIEW
’ . 4
. g e T o L s e —f
and I5:112 in this case. LN ;;f: : od i J8 & == % |Swapren :,A:fﬁtmsl,\ | A
B3 Copy - E
Paste . BIu-H- & a-l=== EE EMegecenter - § - 95 1 w0 o0 Conditional Format
X + 9 Format Painter 9 g Formatting~  Table |
P Tap or CIICk the comma Style Clipboard ] Font & Alignment e} Numbeyl} [ stytes |
button (HOME tab | Number - = % [
group) to assign the comma style i 8 1 - " ] TR D ”
T - : and F— 1 _ W SHEEL ISR
format to the selected ranges 1 | HyperMass Online Stora I5:112 ranges
(Figure 2-39). 2] Salary Report selected
‘\ Hours Hourly
3 Emp!oyee)ependentj Worked | Pay Rate Gross Pay Federal Tax State Tax NetPay | Hire Date
4 |Carl, Micha 3 60.45 s 19.50 | $ 1,178.78 4/5/10
5 |Green, Sue o 7/15/11
6 |Fekir, Sith 1 1/13/09
7 |Lane, Jon 2 3/1/12
8 |Nichols, Pe: 3 . 4f15/11
9 |Pearson, A 3 10/31/08
10 |Rodriquez, 2 7/15/09
41 |Williams, Se o 3 5/14/09
12 |Yauy, Xi 415 TV COo) . i 6/
13 [Total

Figure 2-39
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| Comma Style button I

e BH S -1 = Fiyperiizs Onime Soraga saiary Repon. trcel e
HOME INSERT PAGELANOUT FORMULAS DATA REVIEW eN
e Select the range to contain the X o — = —— .. e Tap
T s Carbel '111 A A EF Wrap Text Accounting
: B3 Copy - S it el B v, -
comma style format, cells C4:C16 P g s ru- E-[D-A- &= Bwegeacos - § - %[[ W3 Sk Cell
. s - ormatting *
in this case. Clipboard & Font & Alignment & Number n Stles curt
e Tap or click the Comma Style 2 s £ Bs flos
button (HOME tab | Number LERA B e E 2 S b | ) K o fan
: 1 | HyperMass Online Storage
group) to assign the comma style | YP i 9 < | Wh
2 | alary Repo ]
format to the selected range G e HOTHY o | usil
(Figure 2 _40) 3 |EmployeeDependent: Worked  PayRate GrossPay Federal Tax State Tax Tax% NetPay = Hire Date st I
4 |Carl, Micha 3 | s 19.50 ¢ 117878 | § 24328 § 4715 0246383 5 88834 4lsho y
5 |Green, Sue o 22.85 1,862.28 409.70 74-49 0.26 1,378.08 751 W|"
6 |Fekir, Sith 1 17.36 1,206.52 260.08 48.26  0.255565 898.18 1/13/09
7 |Lane, Jon 2 19.45 1,269.11 268.50 50.76  0.251568 949.84 3f1f12 NU
8 |Nichols, Pe: 3 12.60 897.75 181.45 35.91  0.242121 680.39 4f1sha ﬂO
g |Pearson, A 3 22.45 A 10 0.243987 757.82 10/31/08 ;
10 |Rodriquez, 2 - range C4:C16 selectedJ»B 0250431  838.26 7lsl09 dlg
11 |Williams, Se o 20.85 leup = 72 0.26  1,23432 sfi4/og
12 |Yay, Xin 4 1875 1,312.50 267.35 5250 0.243694  992.65 6hy/oz,
13 |To Is $11,515.65  $2,437.14 $ 460.63 ' 0.25_}637 $8,617.89 3 Ot
14 |Highest 4 22.85 1862.275 409.7005 74491 0.26 1378.0835 e
15 |Lowest o 12.6 897.75 181.4538 35.91 0.242121  680.3862 il
16 |Average 2 19.32889  1279.5167 27079287 51.18067 957.54313
17
18

Figure 2-40 To £
Use
To App'y a Currency Style Format With a Floating 1 ENTER FORMULAS | 2 ENTER FUNCTIONS | 3 VERIFY FORMULAS
Dollar Sign Using the Format Cells Dialog Box 4 FORMAT WORKSHEET | 5 CHECK SPELLING |6 PRINT WK as de
Why? The Format Cells dialog box can be used to apply formatting that is not available directly on the ribbon. -
The following steps use the Format Cells dialog box to apply the currency style format with a floating dollar o
sign to the numbers in the ranges D14:G16 and 114:116. ® Se

H
o |

° T:
e Select the ranges (D14:G16 and BE S ¢ & - T:
I14:|1 6) and then -tap or CliCk HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW b
the Number Format Dialog Box § g;i:’w [cael [ -|A & | Format Cells | E*WapTet [oenet g|
2 y dialog b
Launcher (HOME tab | Number P o matrintr | 8 T4 [E- | 2- A - RS | Blyegeacenter - | § - %) — ki
. i % o o umber Format Dialog
group) to display the Format Cells ShpBoerd U bertat e == Box Launcher Y
dialog box. 14 - f < |V
. A | B | c EEE E F G H 1 J - o3 .
e If necessary, tap or click the 3 o
Number tab to display the Number |- | [umber [Atgoment | Fort | sorger | i [potesion] T
sheet (Format Cells dialog box). : [y | Hous | M categony 23 ;
Bl ¢ General § ample
. . 4 |Carl, Micha} Currency style | s [ Number $1,378.08 F
o Tap or C|ICk Currency n the : !’Green, sue| selected TA((ountmg Decimal places: [2 ‘ r
Category list to select the 6 [Foki th == o= ‘ e B F ST —H r
7 |Lane, Jon 2 5.25 ercentage s e S Ls o
necessary number format category | s ichos,Pe 3 725 | |fmtion flegstus pmper: l F
i . 9 |Pearson, Al 3 44.65 Tert §1.34.10
and then tap or click the third > [Rodkiouez,| 2 e \ specal xR H et :
style (§$1,234.10) in the Negative 11 |Willams, Se o 80.00 ‘ . | 1
: . 2% oL JE ] a3y
numbers list to select the desired 13 Totals 1 |
currency format for negative 14 |Highest 4 J ‘
i 15 [Lowest o ‘
numberS (Flgure 2—41 ). 16 »Average 2 | Currency formats are used for general monetary values. Use Accounting formats to align |
17 | ‘ decimal points in a column, 1 e
18 } | |
g ::-iow dzl select the proper ol et - 3 ‘ §
o ormat? . ;j T ok ][ anet |
You can choose from 12 categories | ———— B 2
of formats. Once you select a o

category, you can select the number Figure 2-41

of decimal places, whether or not a dollar sign should be displayed, and how negative numbers should appear.
Selecting the appropriate negative numbers format is important, because doing so adds a space to the right of
the number in order to align the numbers in the worksheet on the decimal points. Some of the available negative
number formats do not align the numbers in the worksheet on the decimal points.

b
————————————
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¢ Tap or click the OK button (Format 557 e ST 024221 68039 =
Cells dialog box) to assign the v . s Zi;‘i?;’ 3735&75; 13;?;::

currency style format with a i ' “';i T T

floating dollar sign to the selected s 243 3 " 0.251637 __

ranges (Figure 2-42).

Excely Chapter 2

<|What is the difference between

y|Using the accounting number e Ly
style and currency style? e to selected ranges
When using the ‘Accounting N— ——
(Number Format* button, recall that a

floating dollar sign always appears immediately to the left of the first
digit, and the fixed dollar sign always appears on the left side of the cell.

Figure 2-42

Other Ways

1. Press CTRL+1, tap or click Number tab (Format Cells dialog box), tap or 2. Press CTRL+SHIFT+DOLLAR SIGN ($)
click Currency in Category list, select format, tap or click OK button

1 ENTER FORMULAS I 2 ENTER FUNCTIONS I 3 VERIFY FORMULAS

0 Apply a Percent Style Format and
‘)_ e the lncrease DECimaI Button 4 FORMAT WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEET

The next step is to format the tax percentage in column H. Why? Currently, Excel displays the numbers
bdecimal fractions when they should appear as percentages. The following steps format the range H4:H16 to the
ercent style format with two decimal places.

1
j Increase Decimal
Select the range to format, cells H S 2-§- - HyperMass Onlind  button

H4.H1 6 in th iS case HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

) iy 2o a8 ==E o Bwwte e 2
¢ Tap or click the Percent Style o) B cony - .

> ¥ Format Pinter £ EMegescener - § - % N3 | Concions Formut
button (HOME tab | Number o i
pboard ] Font Alignment
group) to display the numbers in : Tl e
the selected range as a rounded
whole percent.

=(F4+G4)/E4

D E E

Salary Report

J What is the result of tapping or = Hours | Hourly

1
! dicking the Percent Style bUtt0n7 : _lEmployee)ependente Worked | Pay Rate = Gross Pay Federal Tax State Tax Tax% NetPay | Hire Date
) 4 |Carl, Micha 3 60.45 $ 1950 s 1,178.78 § 24328 s % 24.64%|(35 88834 4/5/10

{The Percent Style button instructs | Green, Sue
Excel to display a value as a 5. [Fekir, Sith

o 81.50 22.85  1,862.28 409.70 1,378.08 7f15/11
1 69.50 1736 1,206.52 260.08 2 898.18 1/13/09
7 |Lane, Jon 2 65.25 19.45 1,269.11 268.50 5 949.84 3/1/12
‘percentage, determjned by | 8 |Nichols, Pe' 3 7125 12.60 897.75 181.45 . 680.39 4/15/11
5 2 3 |Pearson, A« 3 44.65 22.45 1,002.39 204.48 X 10/31/08
‘ multlplymg the cell entry by 100, o [Rodriquez, 2 55.50 2015 | 111833 23533 5 . 7/15/09
[
4

? 1 |Williams, Se 80.00 2085  1,668.00 366.96 5 s 5/14/09’
| founding the result to the nearest e poo] 38| smace
|percent, and adding a percent 598.10 $11,51565 | $2,437.14 : range H4:H16
[ ¢ 81.50 $22.85  $1,862.28 $409.70 3 selected
15ign. For example, when cell H4 is 4465 51260 89775 8145 ! $680.39
formatted using the Percent Style Average S48 3193 snyes| sajor0 : $957.54

Ebuttons, Excel displays the actual ' T —

Value 0.246383 as 25%. Figure 2-43

ap or click the Increase Decimal button (HOME tab | Number group) two times to display the numbers in the
selected range with two decimal places (Figure 2-43).

| Other Ways

H 1. Press and hold or right-click selected range, tap or click 2. Press CTRL+1, tap or click Number tab 3. Press CTRL+SHIFT+PERCENT SIGN (%)
| Format Cells on shortcut menu, tap or click Number (Format Cells dialog box), tap or click

tab (Format Cells dialog box), tap or click Percentage in Percentage in Category list, select
. Category list, select format, tap or click OK button format, tap or click OK button
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Conditional Formatting

The next step is to emphasize the values greater than 70 in column C by formatting
them to appear with an orange background and white font color (Figure 2—-44).

To Apply Conditional Formatting

2 en NeTIONS |

4 FORMAT WORKSHEET ‘ 5 CHECK SPELLING ‘ 6 PRINT WORKSHEET

The following steps assign conditional formatting to the range C4:C12. Why? After formatting, any cell
value greater than 70 will cause Excel to display the number in the cell with an orange background and a white font color.

(1)

e Select the range H - -3~ = HyperMass Online Storage Salary Report - Excel
C4‘ C1 2 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
‘ = o (s Ll = = — = [==]
j[i?(’cm Corbel BRI - EfWepT - X [:f & X
. Ea Copy ~ = Conditional ! 4 =
° k t = Cory g W £ T : .
Tap or click the Bt bk Baites || B LY H- &-A- === &+ EMeges] Formatting |—i—4 ;FOTY:;:.BS Sé,eell. It
Cond|t|onal Clipboard e Font 7] Alignment button fnber ] [ —i7 Cells
B E Highlight Cells Rules »
Formatting button ca - ¢ /& || s05
(HOME tab I Styles . s FE o T ! g 7 e j 51—“@ Top/Bottom Rules  »
group) to display 1 HyperMass Online Storage DitsBYs "
the Conditional Salary Report
. Hours Hourly Color Scales »
Formattl ng menu 3 |EmployeeDependent: Worked | Pay Rate Gross Pay Federal Tax State Tax Tax% Net Pay Hire Date
(Figure 2 _44) 4 |Carl, Micha 3 19.50 $ 1,178.78 § 24328 § 4715 24.64% s 888.34 JALTH lcon Sets »
5 |Green, Sue o 22.85 1,862.28 409.70 74-49 26.00%  1,378.08 7/15fi
6 |[Fekir, Sith 1 17.36 | 1,206.52 260.08 4826 25.56% 898.18 1/13/¢ El  New Rule... ] New Rule
7 |Lane, Jon 2 19.45 1,269.11 268.50 50.76 25.16% 949.84 3G Clear Rules command
8 |Nichols, Pe 3 12.60 h.45 35.91 24.21% 680.39 4l1sfi [ Manage Rule
Y 5 Manage Rules
g |Pearson, A 3 ralnge E;LC‘IZ .48 40.10 24.40% 757.82 10/31/6w
10 |Rodriquez, 2 2015 selecte 5.33 44.73 25.04% 838.26 7/15/09
11 | Williams, Se¢ o 20.85 1,668.00 366.96 66.72 26.00% 1,234.32 5/14/09
12 |Yay, Xin 4 18.75 1,312.50 267.35 52.50 24.37% 992.65 6/17/02
-z L 51 =50 3 LSO P 2D 19205 | L0
13 |Totals | | s14,51565 $2,437.14 $ 46063  25.16% $8,617.89
14 |[Highest 4 81.50 $22.85 $1,862.28 $409.70 $74.49 26.00% $1,378.08
15 Lowest o 44.65 $12.60 $897.75 $181.45 $35.91 24.21%  $680.39
16 Average 2 66.46 $19.33  $1,279.52 £270.79 55118 $957.54

e New Formatting

Rule dialog box

e Tap or click NewRule @& & @ & - ‘ =
on the Conditional HOME  INSERT ~ PAGELAYOUT ~ FORMUYAS  DATA  REVIEW  VIEW
> Y u . . ) i
Formatting menu e e N A - | B wapTet 4
to display the New Pt o kparier | ® 1 1 - |ED / e ol il |
Formatting Rule Clipboard 3 Select a Rule Type: e sy
dialog box. c 4 fe || Off | - Fomatal cels based an their values cells'that y
~ Format only cells that contain in’ rul
a A B S ~ Format only tap contain’ rule i
e Tap or click ‘Format : rarmataivsaived | relationa | Rasarege type selected
only cells that eaik o d e
in? i H H
contain’ in the Select | k-
Edit the Rule = oo -
PRI I T (T — == T
New Formatting : : e Y] ree e o 17 1
6 |Fekir, Sith 1
Rule dialog box) to 7 |LaneJon 2 =
. 8 |Nichols, Pe' 3 Preview: No Format Set ’ Format.. F t butt ]
change the Edit the o |Pearson, Al 3 o - o ormat button
Rule Description 4 [Rodriquer, | 2 o || canee
11 |Williams, S¢ o
area. 12 |Yau, Xin 4 18.75 1,312.50 267.35 52.50 24.37% 992.65 6/17/02
13 Totals e _ $11,515.65 $2, —S=—"—n6% $8,617.89 e
e In the Edit the Rule — ——

Description area, tap

Figure 2-45

or click the arrow in the relational operator box (second box) to display a list of relational operators, and then

select greater than to select the desired operator.

e Select the rightmost box, and then type 70 to enter the second value of the rule description (Figure 2—-45).

What do the changes in the Edit the Rule Description area indicate?

g
]
o

The Edit the Rule Description area allows you to view and edit the rules for the conditional format. In this case,
| reading the area indicates that Excel should conditionally format only those cells with cell values greater than 70.

(3]

e Tap or clic
Format bt
(New For
Rule dialc
display tt
Cells dials

e If necessz
click the
(Format
box) to ©
Font she
or click t
arrow tc
Color ga
then tag
White, E
(column
the Colc
select tf
(Figure

(4]

e Tap or
Fill tab
Cellsd
to disp
sheet
or clicl
colori
row 5
backg
(Figur



3

* Tap or click the
Format button
(New Formatting
Rule dialog box) to
display the Format
Cells dialog box.

¢ If necessary, tap or
dick the Font tab
(Format Cells dialog
box) to display the
Font sheet. Tap
or click the Color
arrow to display the
Color gallery and
then tap or click
White, Background 1
(column 1, row 1) in
the Color gallery to
select the font color
(Figure 2-46).

4

* Tap or click the
Fill tab (Format
Cells dialog box)
to display the Fill
sheet and then tap
or click the orange
color in column 6,
row 5 to select the
background color
(Figure 2-47).

BH S

HOME INSERT

= X Cut
ER Copy ~
Paste g
- * Format Painter

Clipboard [

B

R
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Iy

Font

PAGE LAYOUT FORMULAS DATA

H A A

Font tab

Select a Rule frpe:

5 6 , = Format all|cells based on their values l

4 | Carl, Michz
5 |Green, Sue
_|Fekir, Sith
7 |Lane, Jon

I [Nichols, Pe
9 [Pearson, A
10 |Rodriquez,

J‘ONLU\JJND-OW

11| Williams, S
u:]_Yau, Xin
13 |Totals

14 Highest
15 Lowest
16 |Average
17

N O

H - 2-§-
HOME INSERT
=2 6 Cut

. B Copy ~
Paste e

= ¥ Format Painter

Clipboard

= Format orfly cells that contain

Format Cells

= AT = TR |
[ Mumber | Font | Border | Fjy |
[hitimbies] oerc i Bl o)

| Font:

Headings)

Bold Italic

| Algerian
{ Underline: Color:

| Automatic

| Effects Si——— = ]ﬂ Automatic

[=] strikethraugh Theme Colors
£ superse :

|| 2%l Gesired font color N NEEEESE

f = Subscriy E B - =

f For Conditional Formatting you can set Font Style, Li il ii ' I ih'

|

‘ Standard Colors
| EEN oEEmEENm

% More Colars...

|

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

¢ |Carl, Micha
Green, Sue
Fekir, Sith

_|Lane, Jon

Nichols, Pe:
g [Pearson, A(
) |Rodriquez,
L [Williams, Se

Hours

Worked | Pl |

14 Ji—iighest
15 |Lowest
16 |Average

¢ Wrap Text Aczounting

New Formatting Rule

Fill tab I

Background Color: Pattern Color:

Mo Color | Automatic

Ea;em Style:

Figure 2-47

Excel Chapter 2




EX 102 Excel Chapter 2 Formulas, Functions, and Formatting

5

e Tap or click the OK
button (Format
Cells dialog box) to
close the Format
Cells dialog box and
display the New
Formatting Rule
dialog box with
the desired font
and background
colors displayed in
the Preview box
(Figure 2-48).

6]

HS -4 -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
A A T==¥- B¢ Wrap Tex Accounting m B
By 1 A A = | ¥ E rap Text Accounting L«/
Pavste +¥ Format Painter i il
Clipboard 5]
Select a Rule Type!
ca - W K = Format all cells based on their values
i = Farmat only cells that contain
—— A B 1= < . » Format only top or bottom ranked values L
1 = Format only values that are above or below average
= Format anly unique or duplicate values
2 ~ Use a formula to determine which cells to format
Hours [T |

3 |EmployeeDependent: Worked = Paff Editthe Rule Description:

4 | Carl, Micha 3 lfglllul only cells with: i

5 |Green,Sue o [cell value [v]| Preview areashows | [E]|

6 |Fekir, Sith 1 sele'cted fontand fill |

',": Lane, Jon 2 YFEhs

8 [Nichols, Pe 3 Preview:
g |Pearson, Al 3
10 |Rodriquez, 2 oK ] Cancel J
11 |Williams, Se o | S
12 |Yay, Xin 4 18.75 1,312.50 267.35 52.50 24.37% 992J65 6/17/02
13 |Totals 598.10 $11,515.65 $2,437.14 $ 460.63 r 25.16% $8,617.89
14 Highest 4 81.50 $22.85 | $1,862.28 $409.70 $74.49 26.00%
15 |Lowest o 44.65 $12.60 $897.75  $181.45  $3501 24.21% | OKbutton
16 |Average 2 66.46 $19.33 | $1,279.52 $270.79 $51.18 $957.54
17
18
19
20

Figure 2-48

® Tap or C“Ck the m H % -8~ s HyperMass Online Storage Salary Report- Excel
OK button (New HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
Formatting Rule [comet [0 -|A A = & EwWepTen [Generl -] B B
dialog b<?x_) to assign e o 7o S Ao e == e | Bligeacemer s | § - % 3 [%. Fimx;‘r:[ Fomat S;
the Condltlonal Clipboard (] Font F] Alignment ] Number & Styles
format to the — = 73
selected range.
A b A0 O R ), E__| __F | G sl = oo ke SR
e Tap or click 1 HyperMass Online Storage
anywhere in the 2 Salary Report
worksheet, such as Hours' I Boutly,
3 |EmployeeDependent: Worked | Pay Rate | GrossPay Federal Tax State Tax| Tax% | NetPay | Hire Date
cell A18, to deselect - = =
4 }Carl, Micha 3 60.45 s 19.50 $ 1,178.78 $§ 24328 | s 4715 24.64% § 88834 4/5/10
the current range 5 }Green, Sue o 22.85 | 1,862.28 409.70 7449 26.00%  1,378.08 7/15/1
. 6 |Fekir, Sith 1 1,206.52 260.08 8.26 25.56% 898.18 1/13/0
(Figure 2-49). o 42065 4 55 9 3/09
7 |Lane, Jon 2 conditional formatting 76 | 2516%  949.84 3112
8 |Nichols, Pe 3 applied to cells containing |91 24.21% 680.39 4/15/11
9 |Pearson, A« 3 number greater than 70 10 24.40% 757.82 10/31/08
10 Rodriquez, 2 1,11833 235.33 44.73 25.04% 838.26 7/15/09
11 [Williams, Se o 1,668.00 366.96 66.72 26.00% 1,234.32 5/14f{09
12 |Yay, Xin 4 70.00 | 18.75 1,312.50 | 267.35 | 52.50 24.37%‘ 992.65 | 6/17/02
13 |Totals 598.10 $11,515.65  $2,437.14 $ 460.63 [ 25.16% $8,617.89
14 |Highest 4 81.50 $22.85 | $1,862.28 $409.70 $74.49 26.00% $1,378.08
15 |Lowest ] 44.65 $12.60 $897.75 $181.45 $35.91 24.21%  $680.39
16 |Average 2 66.46 $19.33 | $1,279.52 $270.79 $51.18 $957.54

Figure 2-49
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Conditional Formatting Operators

As shown in Figure 248, the second text box in the Edit the Rule Description
area in the New Formatting Rule dialog box allows you to select a relational operator,
such as less than, to use in the condition. The eight different relational operators from

which you can choose for conditional formatting in the New Formatting Rule dialog
box are summarized in Table 2-5.

Excel Chapter 2

Table 2-5 Summary of Conditional Formatting Relational Operators

‘ Relational Operator Description

between Cell value is between two numbers

not between Cell value is not between two numbers

qual to Cell value is equal to a number

not equal to Cell value is not equal to a number
Er,eaterthan Cell value is greater than a number

Iﬂess than Cell value is less than a number

' greater than or equal to Cell value is greater than or equal to a number

less than or equal to Cell value is less than or equal to a number

thanging Column Width and Row Height

When Excel starts and displays a blank worksheet on the screen, all of the
columns have a default width of 8.43 characters, or 64 pixels. These values may change
depending on the theme applied to the workbook. For example, in this chapter, the
Basis theme was applied to the workbook, resulting in columns having a default width
0f8.38 characters. A character is defined as a letter, number, symbol, or punctuation
mark in 11-point Calibri font, the default font used by Excel. An average of 8.43
tharacters in 11-point Calibri font will fit in a cell.

Another measure of the height and width of cells is pixels. A pixel, which is short

for picture element, is a dot on the screen that contains a color. The size of the dot is based
onyour screen’s resolution. At the resolution of 1366 X 768 used in this book, 1366 pixels
ippear across the screen and 768 pixels appear down the screen for a total of 1,049,088
piels. It is these 1,049,088 pixels that form the font and other items you see on the screen.

The default row height in a blank worksheet is 15 points (or 20 pixels). Recall
tom Chapter 1 that a point is equal to 1/72 of an inch. Thus, 15 points is equal to
ibout 1/5 of an inch. You can change the width of the columns or height of the rows at

iny time to make the worksheet easier to read or to ensure that Fxcel displays an entry
properly in a cell.

Las | JNCTIONS | 3 VERIFY FORML

4 FORMAT WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEET

0 Change Column Width

When changing the column width, you can set the width manually or you can instruct Excel to size the
olumn to best fit. Best fit means that the width of the column will be increased or decreased so that the widest
nty will fit in the column. Why? Sometimes, you may prefer move or less white space in a column than best fit provides.
lochange the white space, Excel allows you to change column widths manually.
When the format you assign to a cell causes the entry to exceed the width of a column, Excel automatically
hanges the column width to best fit. If you do not assign a format to a cell or cells in a column, the column
iidth will remain 8.43 characters. To set a column width to best fit, double-tap or double-click the right
boundary of the column heading above row 1.

The steps on the following pages change the column widths as follows: column A and B to best fit; column G
010.25 characters; columns C, D, and H to 7.50 characters; and columns E, F, and I to 10.50 characters.
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o

e Drag through

H S - &-4§- =
HOME  INSERT

HyperMass Online Storage Salary Report- Excel

column headings PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW
A and B above B Wrap Text [Genel -] [‘%'4 E
row 1 tO Select the Mﬁ‘&c"‘*ﬂ (o] $ >0 9 | %8 .0 Conditional Formatas (i
I . PRI : " Formatting~ Table~ Sty
columns. Font F} Alignment 5 Number ] Styles
e Tap or point to £ || Employee
the boundary on D E F G H J K L
the right side of HyperMass Online Storage
column heading B to Salary Report
cause the pointer Hourly
to become a Spllt Pay Rate Gross Pay Federal Tax State Tax Tax% Net Pay Hire Date
$ 19.50 $ 1,178.78 | § 24328 § 4715 24.64% $ 88834 4/sho
double arrow 2285  1,862.28 409.70 74-49 26.00% 1,378.08 7/15/11
(Figure 2_50) 17.36 1,206.52 260.08 48.26 25.56% 898.18 1/13/09
19.45 1,269.11 268.50 50.76 25.16% 949.84 3f1/12
< What If | want to 12.60 897.75 181.45 35.91 24.21% 680.39 4f15/11
o3 22.45 1,002.39 204.48 40.10 24.40% 757.82 10/31/08
o make a Iarge Change 2015 1,118.33 235.33 44.73 25.04% 838.26 7/15/09
to the column 20.85 1,668.00 366.96 66.72 26.00% 1,234.32 sfi4/og
. - 18.75 1,312.50 267.35 52.50 i 24.37% 992.65 6/17/02
width? $11,515.65 $2,437.14 $ 460.63 25.16% $8,617.89
If you want to $22.85 $1,862.28 $409.70 $74.49 26.00% $1,378.08
. 44.65 $12.60 $897.75 $181.45 $35.91 24.21%  $680.39
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button (Figure 2-51).
§ What happens if | change the column width to zero (0)?
o | If you decrease the column width to 0, the column is hidden. Hiding cells is a technique you can use to hide data

that might not be relevant to a particular report or sensitive data that you do not want others to see. To instruct
Excel to display a hidden column, position the mouse pointer to the right of the column heading boundary where

the hidden column is located and then drag to the right.
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¢ Drag until the
ScreenTip indicates

Width: 7.50 (65 pixels). Do not lift your finger
or release the mouse button (Figure 2-52).

Figure 2-52
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your finger or release

the mouse button to change the column widths.

% Tap or click anywhere in the worksheet, such as cell A18, to deselect the columns (Figure 2-53).

| Other Ways

f 1. Press and hold or right-click column heading or drag through multiple tap or click Column Width on shortcut menu, enter desired column
j column headings, press and hold or right-click selected heading,

width, tap or click Ok button
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Why? You also can increase or decrease the height of a row manually to improve the appearance of the worksheet.
When you increase the font size of a cell entry, such as the title in cell A1, Excel automatically increases the row
height to best fit so that it can display the characters properly. Recall that Excel did this earlier when multiple
lines were entered in a cell in row 3, and when the cell style of the worksheet title and subtitle was changed. The
following steps improve the appearance of the worksheet by increasing the height of row 3 to 48.00 points and
increasing the height of row 14 to 27.00 points.
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1. Press and hold or right-click row heading or drag through multiple tap or click Row Height on shortcyt
row headings, press and hold or right-click selected heading, height, tap or click OK button

menu, enter desired row

0¢s the spell checker catch all spelling mistakes?

e Excel's spell checker is a valuable tool, it is not infallible. You shoulq proofread your workbook carefully by pointing to
thword and saying it aloud as you point to it. Be mindful of misused words such as its and it’s, through and though, and to
oo, Nothing undermines a good impression more than a professional looking report with misspelled words,

CONSIDER THIs %



EX 108 Excel Chapter 2 Formulas, Functions, and Formatting

1 ENTER FORMULAS | 2 ENTER FUNCTIONS | 3 VERIFY FORMULAS

TO ChECk Spe"ing on the WorkSheet 4 FORMIAT WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEE!

Why? Everything on a worksheet should be spell checked to make sure it is as accurate as possible. To illustrate how
Excel responds to a misspelled word, the following steps purposely misspell the word, Employee, in cell A3 as
the word, Empolyee, as shown in Figure 2—-57.

e Tap or click cell A3 and then type Empolyee to misspell the word, Employee.
e Select cell A2 so that the spell checker begins checking at the selected cell.
e Tap or click REVIEW on the ribbon to display the REVIEW tab.

e Tap or click the Spelling button (REVIEW tab | Proofing group) to run the spell checker and display
the misspelled word in the Spelling dialog box (Figure 2-57).

< | What happens when the spell checker finds a misspelled word?

o| When the spell checker identifies that a cell contains a word not in its standard or custom dictionary, it selects that
cell as the active cell and displays the Spelling dialog box. The Spelling dialog box lists the word not found in the
dictionary and a list of suggested corrections (Figure 2-58).
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Figure 2-57

12

e Tap or click the Change button (Spelling dialog box) to change the misspelled word to the correct
word (Figure 2-58).

e Tap or click the Close button to close the Spelling dialog box.

e If a Microsoft Excel dialog box is displayed, tap or click the OK button.

e Tap or click anywhere in the worksheet, such as cell A18, to deselect the current cell.
® Display the HOME tab.

e Tap or click the Save button on the Quick Access Toolbar to save the workbook.

What other actions can | take in the Spelling dialog box?

If one of the words in the Suggestions list is correct, tap or click it and then tap or click the Change button. If
none of the suggestions is correct, type the correct word in the Not in Dictionary text box and then tap or click the
Change button. To change the word throughout the worksheet, tap or click the Change All button instead of the
Change button. To skip correcting the word, tap or click the Ignore Once button. To have Excel ignore the word for
the remainder of the worksheet, tap or click the Ignore All button.
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| Other Ways

1. Press F7

dditional Spell Checker Considerations
Consider these additional guidelines when using the spell checker:

*To check the spelling of the text in a single cell, double-tap or double-click the

cell to make the formula bar active and then tap or click the Spelling button
(REVIEW tab | Proofing group).

* Ifyou select a single cell so that the formula bar is not active and then start the
spell checker, Excel checks the remainder of the worksheet, including notes and
embedded charts.

* Ifyou select a cell other than cell Al before you start the spell checker, Excel will
display a dialog box when the spell checker reaches the end of the worksheet,
asking if you want to continue checking at the beginning.

*Ifyou select a range of cells before starting the spell checker, Excel checks the
spelling of the words only in the selected range.

*To check the spelling of all the sheets in a workbook, press and hold or right-click
any sheet tab, tap or click ‘Select All Sheets’ on the sheet tab shortcut menu, and
then start the spell checker.

*To add words to the dictionary, such as your last name, tap or click the ‘Add to
Dictionary’ button in the Spelling dialog box (shown in Figure 2—58) when Excel
flags the word as not being in the dictionary.

*Tap or click the AutoCorrect button (shown in Figure 2-58) to add the
misspelled word and the correct version of the word to the AutoCorrect list. For
example, suppose that you misspell the word, do, as the word, dox. When the
spell checker displays the Spelling dialog box with the correct word, do, in the
Suggestions list, tap or click the AutoCorrect button. Then, anytime in the future
that you type the word, dox, Excel automatically will change it to the word, do.
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Printing the Worksheet

Excel allows for a great deal of customization in how a worksheet appears when
printed. For example, the margins on the page can be adjusted. A header or footer
can be added to each printed page, as well. A header is text and graphics that print at
the top of each page. Similarly, a footer is text and graphics that print at the bottom
of each page. Excel also has the capability to work on the worksheet in Page Layout
view. Page Layout view allows you to create or modify a worksheet while viewing hov
it will look in printed format. The default view that you have worked in up until this
point in the book is called Normal view.

To Change the Worksheet's Margins, Header,
and Orientation in Page Layout View

FUNCTIONS | 2 VERIFY FORMULAS

WORKSHEET | 5 CHECK SPELLING | 6 PRINT WORKSHEE!

The following steps change to Page Layout view, narrow the margins of the worksheet, change the
header of the worksheet, and set the orientation of the worksheet to landscape. Why? Often, you may want to
reduce margins so that the printed worksheet better fits the page. Changing the header helps to identify the content on
each page, and changing the orientation can help you fit wider printouts across a sheet of paper. Margins are those
portions of a printed page outside the main body of the printed document and always are blank when printed.
The current worksheet is too wide for a single page and requires landscape orientation to fit on one page ina
readable manner.

1)

e Tap or click the Page Layout button on the status bar to view the worksheet in Page Layout view (Figure 2-59).

<« | What are some key features of Page Layout view?

g Page Layout view shows the worksheet divided into pages. A gray background separates each page. The white
areas surrounding each page indicate the print margins. The top of each page includes a Header area, and the
bottom of each page includes a Footer area. Page Layout view also includes a ruler at the top of the page that
assists you in placing objects on the page, such as charts and pictures.

B EH®S-2-8- -
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HyperMass Online Starage Salary Report- Excel 7 m - =8
PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Stgnmr
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|
|
| Click to add header Click to add
Il HyperMass Online Storage

2 | Salary Report

| Hourly

= | Hours Pay
"~ 3| Employee Dependents Worked Rate Gross Pay Federal Tax State Tax Tax% Net Pay  Hire Date
\ 4 Carl, Michael 3 60. $19.50 $ 1,17878 § 24328 s 4715 24.64% s 888.34 4/s/10
r 5 Green, Sue o ﬁ 22.85 1,862.28 409.70 74-49 = 26.00% 1,378.08 7/5/11
{ 6 ] Fekir, Sith ) 1 69.50 17.36 1,206.52 260.08 48.26 2556% 898.18 1/13/09
| : 7 Lane, Jon 2 65.2 19.45 1,269.11 268.50 5076  2516% 949.84 3/1f12
‘ 8 Nichols, Peter 3 12.60 897.75 181.45 3591 24.21% 680.39 4/15/11
| 9 | Pearson, Ada 3 44.65 22.45 1,002.39 204.48 4010 24.40% 757.82 10/31/08

10 | Rodriquez, Juan 2 0 20.15 1,118.33 235.33 4473 | 25.04% 838.26

11 | Williams, Sean o ﬁ 20.85 1,668.00 366.96 66.72 26.00% 1,23432 | Page Layout

12 Yau, Xin | 4 | 7000 1875 131250 267.35 5250 24.37% ~_992.65 | View button

13 Totals 598.10 $11,515.65 $ 2,437.14 $ 460.63 25.16% $ 8,617.89 """ m
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Figure 2-59
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Adjust Margins
2 button PAGE LAYOUT
tab

|
¢ Display the PAGE B HS o i - Vi HyperMass Online Storage Salary Report. Excel
h !

HOME RT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
- LAYOUT tab.

| Mcolors~ I LN [h Ll B T | £ Width: |Automatic -| Gridlines  Headings
Ta or Click the @ [ElFonts- | !i [_[bj [D [ ‘m g s”l]Height: |Automatic | [V View [V View
¢ lap Themes | Orientation Size  Print Breaks Background Print = ! o il Bri Selection Align Group R
Adjust Margins - B s - Amr oy Tites Hsale |10 3| Clprint Pt Fongard~ Backward= Pane = -
J g Themes - Normal ] Scale to Fit & SheetOptions 1 Arrange
button (PAGE N | Top: 075 Bottonu07s* s S e

Right

N tabl _A | E h;?alyill;gallery T 751777 == ':
Page Setup group) Wide T 1

l Top 1 Bottom: | D E F
I Narrow Left: 17 Right: 1

to dISPlay the margin style | Header: 0.5 Footer: 0.5

Margins gallery - oy

(Figure 2-60). ‘ X » B“‘”""E,’j;i Click to add header

Right:
Header: 0.3 Footer: 0.3

Excel Chapter 2

HyperMass Online Storage
Custom Margins... i Salary Report
Hourly
Hours Pay
Employee Dependents Worked Rate Gross Pay Federal Tax State Tax Tax%
Carl, Michael 60.. $1950 $ 1,17878 $ 24328 s 47.15 | 24.64%
Green, Sue 22.85 1,862.28 409.70 74-49 26.00%
IFekir, Sith 69.50 17.36 1,206.52 260.08 4826 25.56%
Lane, Jon 65.2 19.45 1,269.11 268.50 50.76  2516%
Nichols, Peter 12.60 897.75 181.45 3591 24.21%
Pearson, Ada 22.45 1,002.39 204.48 40.10. 24.40%
Rodriquez, Juan 20.15 1,118.33 23533 4473 2504%
Williams, Sean 2085 1,668.00 366.96 66.72  26.00%
Yau, Xin 18.75 1,312.50 26735  52.50 24.37%
Totals " 2516%

w

o N wwiNkE o

Figure 2-60

Tl'ap or click Narrow B %-&-8- - HyperMass Online Storage Salary Report - Excel HEADER & FOOTER TOOLS HEA
, . DER & FOOTER
nthe M argins HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW DESIGN ¢ TOOLS DESIGN tab

jallery to change the | 7] [ [4] ORE DL B E H Oometroene & sclewit bocmen
4 . Header Footer  Page Number Current Current File Sheet Picture Format | Goto G010 | ] Different Odd & Even Pages [ Align with Page Margins
worksheet margins * - NumberofPages Date Time Path Name Name Picture Header Footer | i e e g

1 0 the Na rrow Header & Footer Header & Footer Elements Navigation Options

argin style A8 o [ £ || Fekir, Sith

. new page header
.elect cell A6 to : : A 3 typed in header area
deselect the header. .

Tap or click above ! Header 3.0 (1

i ' John Simon
he worksheet Chief Financial Officer |

ein cell A1 in HyperMass Online Storage

the center area of Salary Report
ihe Header area. il
Hours Pay
Employee |Dependents Worked Rate Gross Pay  Federal Tax State Tax Tax% Net Pay Hire Date
Carl, Michael 60. $19.50 $ 1,17878 § 24328 s 4715 24.64% s 888.34 4/5/10
Green, Sue ﬂ 22.85 1,862.28 409.70 74.49 26.00% 1,378.08 7/15/21
Fekir, Sith 69.50 17.36 1,206.52 260.08 48.26  25.56% 898.18 1/13/0g
Lane, Jon 65.2 19.45 1,269.11 268.50 50.76  2516% 949.84 3f1f12]
AL L . . Nichols, Peter ﬁ 12.60 897.75 181.45 3591 | 24.21% 680.39 415/11
Ch 1ef Flnanc:'al Pearson, Ada 44.65 22.45 1,002.39 204.48 4010 24.40% 757.82 10/31/08
0; ficer to Rodriquez, Juan 2015 1,118.33 235.33 4473 25.04% 838.26 7/15/09
Williams, Sean 20.85 1,668.00 366.96 66.72 | 26.00%  1,23432 Si14/09
1875 1,312.50 267.35 5250  2437%  992.65  6hjloz

complete the S ) E 3% 7
Orksheet header f [ oy " 7 $11,515.65 § 2,437.14 $  460.63 r 25.16% ¢ 8,617.89

(Figure 2-61).

w

lype John Simon
and then press the
ENTER key. Type

w

© @~

°

oMWW N ko

f requested by your Figure 2-61
structor, type your name
nstead of John Simon.

Select cell A6 to deselect the header.

What else can | place in a header?
Ol can add text, page number information, date and time information, the file path of the workbook,
e file name of the workbook, the sheet name of the workbook, and pictures to a header.
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(4

e Display the PAGE
LAYOUT tab.

e Tap or click the
‘Change Page
Orientation’ button
(PAGE LAYOUT
tab | Page Setup
group) to display
the Change Page
Orientation gallery
(Figure 2-62).

5]

e Tap or click
Landscape in the
Change Page
Orientation
gallery to change
the worksheet’s
orientation
to landscape
(Figure 2-63).

Do | need to change
the orientation
every time | want to
print the worksheet?
No. Once you change
the orientation and
save the workbook,
Excel will save the
orientation setting
for that workbook
until you change it.
When you open a
new workbook, Excel
sets the orientation
to portrait.

Q&A

Other Ways

‘Change Page
Orientation’ button

B ES &8+ HyperMass Online Storage Salary Report- Excel
HOME  INSERT | QAGELAYOUT | FORMULAS  DATA  REVIEW  VIEW
m B Colors @ | 7 [h = @ S o3 Width: | Grdines  Headings | E. P, O oy i 4
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e Setup & Scale to Fit i SheetOptions Armange 9
ChangePage | — Portiat 2 =
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i 5 T i
] Z| command 3 g - L | B
. c 5 E F G H | J
John Simon
Chief Financial Officer
1 HyperMass Online Storage
2] | Salary Report
| Hourly
P ‘ Hours Pay
3 3 | Employee Dependents Worked  Rate Gross Pay | Federal Tax StateTax Tax% Net Pay Hire Date

4 Carl, Michael 3 60. $19.50 $ 1,17878 $ 24328 3 4715 24.64% s 88834 4lsho

5 Green, Sue o ﬂ 22.85 1,862.28 26.00% 7hshy

6 Fekir, Sith 1 69.50 17.36 1,206.52 25.56% 1/13/09

7 na—lan 2 65.2 112

19.45

Figure 2-62

25.16%

H® -8 - HyperMass Online Storage Salary Report- Excel
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worksheet set to print in
landscape orientation B cC D E F G H | 1 K L
John Simon
Chief Financial Officer
1 HyperMass Online Storage
2 Salary Report
Hourly
= Hours Pay
3 Employee Dependents Worked  Rate Gross Pay Federal Tax State Tax  Tax%  NetPay  Hire Date
4 Carl, Michael 3 60. s19.50 5 1,17878 5 24328 5 4715 2464% s 88834 4/5/10
3 5 Green, Sue o ﬁ 22.85 1,862.28 409.70 74.49 @ 26.00% 1,378.08 7/15/11
6 Fekir, Sith 1 69.50 17.36 1,206.52 260.08 4826 2556% 898.18 1/13/09
= 7 Lane, Jon 2 65.2. 19.45 1,269.11 268.50 5076 | 2516% 949.84 312 b
8 Nichols, Peter 3 12.60 897.75 181.45 3591 24.21% 680.39 4/15/11
9 Pearson, Ada 3 | 4465 22.45 1,002.39 204.48 4010 | 24.40% 757.82 10/31/08
10 Rodriquez, Juan 2 .50 20.15 1,118.33 23533 44.73 | 25.04% 838.26 7/15l09
11 Williams, Sean o 2085 1,668.00 366.96 66.72 | 26.00%  1,234.32 5/14l09
i .1;:] Yau, Xin 4 70.00 18.75 1,312.50 267.35 52.50 24.37% 992.65 6/17/02
13 Totals 598.10 $11,515.65 § 2,437.14 $ 460.63 [ 25.16% $ 8,617.89

Figure 2-63

Why does the header not appear centered over the worksheet?
The header is centered between the left and right margins of the page. The worksheet contents do not
extend across the page from margin to margin, which makes the header appear off center.

1. Tap or click Page Setup Dialog Box Launcher (PAGE LAYOUT tab | Page Setup group), tap or click Page tab (Page Setup dialog box),
tap or click Portrait or Landscape, tap or click OK button

To Prir

Ex
you first
steps pri
Tap
Tar

If n
of
cur

Tay
ori

Wi

© 6 000




Jo Print a Worksheet

Excel provides other options for printing a worksheet. In the following sections,
you first print the worksheet and then print a section of the worksheet. The following
steps print the worksheet.

Excel Chapte

L) Tap or click FILE on the ribbon to open the Backstage view.
7) Tap or click the Print tab in the Backstage view to display the Print gallery.

€) If necessary, tap or click the Printer Status button in the Print gallery to display a list
- of available Printer options and then tap or click the desired printer to change the
currently selected printer.

Tap or click the Print button in the Print gallery to print the worksheet in landscape
orientation on the currently selected printer.

When the printer stops, retrieve the hard copy (Figure 2-64).

lohn Simon
Chief Financial Officer

HyperMass Online Storage
Salary Report

Hours  Hourly
_Employee _ Dependents Worked PayRate GrossPay FederalTax StateTax Tax%  NetPay  HireDate
Carl, Michael 3 60.45 $ 19.50 $ 1,17878 $ 24328 ¢ 4715 2464% ¢  BB8B8.34 &f5fio
Green, Sue 81.50 22.85 1,862.28 £09.70 74.49  26.00% 1,378.08 7f15f11
Fekir, Sith 6g.50 17.36 1,206.52 260.08 £8.26 2556% 8g8.18 1f13fog
Lane, lon 65.25 19.45 1,269.11 268.50 5076  25.16% 949.84 3f1f12
Nichols, Peter 71.25 12.60 8g7.75 181.45 35.01  24.21% 680.39 &f15f11
Pearson, Ada 54.65 22.45 1,002.39 204.48 £0.10  24.40% 757-82 10/31/08
Rodriquez, Juan 55.50 20.15 1,118.33 235.33 5473 25.04% 838.26 7{15fog
Williarms, Sean 80.00 20.85 1,668.00 366.06 66.72 26.00% 1,234.32 sf1zfog
Yau, Xin 70.00 18.75 1,312.50 267.35 52.50  24.37% 992.65 6f17/02
Totals 598.10 $ 11,51565 $ 2,43714 $ 460.63 2516% $ 8,617.8¢

0
I
2
3
3
2
0
A

Highest 8150 $22.8;5  $1,862.28 $400.70 $74.40 26.00%  $1,378.08
Lowest 44.65  $12.60 $8g7.75 $181.45 $35.01 24.21% $680.39
Average 66.46  $19.33  $1,275.52 $270.79 $51.18 $957.54

s

Figure 2-64
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To Print a Section of the Worksheet

You can print portions of the worksheet by selecting the range of cells to print and then tapping or
clicking the Selection option button in the Print what area in the Print dialog box. Why? To save paper; you only
want to print the portion of the worksheet you need, instead of printing the entire worksheet. The following steps print
the range A3:E16.

o Select the range to print, cells A3:E16 in this case.
e Tap or click FILE on the ribbon to open the Backstage view.
e Tap or click the Print tab to display the Print gallery.

e Tap or click ‘Print Active Sheets’ in the Settings area (Print tab | Print gallery) to display a list of options that
determine what Excel should print (Figure 2-65).

8

HyperMass Online Storage Salary Report - Excel 2 AN
Print button Saoi

= Copes 1 3
=} G e ¥
= John Simon
Chisf Financisl Officer
it HyperMass Online Storage
| Salary Report
Printer Hous  Hauly
I Employee  Dependents Woikad PayRate GrossPay FederalTax StateTax  Ta Net Pay Hire Date
=) R | Cal, Michaet 3 G045 51950 5 127878 3 24328 3 7: 4510
g| Print tab % Green, Sue ° 285 13228 409 g
il L s Fekir, Sith 1 5o 1736 120652 26008 11309
5 Lans, Jon 6525 1945 126911 268.50 312
Printer Praperties Hichoks, Peter 3 | 712c SR 8g7.% 18145 S
. n 2 4485 245 x,o‘r:‘:ln 20448 103103
Pri i uan 2 gogo 2035 1,ui3 23538 71509
Settings Print Active  |." . R ws amee e : 51309
== Sheets' option |4 o0 38z 13m0 a5 s ey om& 6o
53810 S 1L0sbs § 343714 § 4606 2516% ¢ B617.89
—— Highest. 5 S1go 2285 5186228 549970 s74.49 2600% 13808
71| Print Active Sheets Lowest ° 4465 1260 38975 228145 3591 3328 36503
| Average 2 6646 9.3 3127952 12079 15133 5.5

|22 Only print the active sheets

77| Print Entire Workbook
Print the entire workbook

[ Print Selection

EEE  Only print the current selection Print Selection

option

Ignore Print Area

" Narrow Margins
—) Left: 025" Right 025"
OO NeSalng
P10 print sheets at their actual size

Page Setup

Figure 2-65

2]

e Tap or click Print Selection to instruct Excel to print only the selected range.

e Tap or click the Print button in the Print gallery to print the selected range of the worksheet on the currently
selected printer (Figure 2-66).

e Tap or click the Normal button on the status bar to return to Normal view.

e Tap or click cell A18 to deselect the range A3:E16.

What are my options for telling Excel what to print?

Excel includes three options to allow you to determine what should be printed (Figure 2-65). As shown in the
previous steps, the Print Selection option instructs Excel to print the selected range. The ‘Print Active Sheets’ option
instructs Excel to print the active worksheet (the worksheet currently on the screen) or the selected worksheets.
Finally, the ‘Print Entire Workbook’ option instructs Excel to print all of the worksheets in the workbook.
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John Simon
Chief Financial Officer

Excel Ch:é’pter 2

Hours  Hourly
Employee  Dependents Worked Pay Rate Gyoss Pay
Carl, Michael 3 60.45 $ 1950 ¢ 1,178 78
Green, Sue o 81.50 22.8¢ 1,862 28
Fekir, Sith 1 65.50 17.36 1,206.52
Lane, lon 2 65.25 159.45 1,26g9.11
Nichols, Peter 3 12.60 8g7.75
Pearson, Ada 3 &4 65 2245 1,002.3q
Rodriquez, Juan 2 55.50 20.15 1,118.33
Williams, Sean o 20.00 20.85 1,668.00
] Yau, Xin & 70.00 1875 1,312.50
] Totals 598.10 $ 11,515.65

i Highest & 8150  $22.8: $1,862 28
I Lowest o 44.65  $12.60 $897.75
‘ Average 2 66.46  $19.33 $1,279.52

Figure 2-66

Other Ways

1. Select range, tap or click Print Area button (PAGE LAYOUT tab | Page Setu
Backstage view, tap or click Print tab, tap or click Print button

P group), tap or click ‘Set Print Area’, tap or click FILE tab to open

Displaying and Printing the Formulas Version
of the Worksheet

Thus far, you have been working with the values version of the worksheet, which
shows the results of the formulas you have entered, rather than the actual formulas.
Excel also can display and print the formulas version of the worksheet, which shows
the actual formulas you have entered, rather than the resulting values.

The formulas version is usefu] for debugging a worksheet. Debugging is the

the formulas.
When you change from the values version to the formulas version, Excel
increases the width of the columns so that the formulas and text do not overflow into

To Display the Formulas in the Worksheet
and Fit the Printout on One Page

the worksheet and then print the formulas version on one page. Why? Printing the Jormulas in the worksheet can
belp you verify your formulas are correct and the worksheet is making the correct calculations.
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1)

o Press CTRL+ACCENT MARK (') to display the worksheet with formulas.

e Tap or click the right horizontal scroll arrow until column J appears (Figure 2-67).

EH® &+

HyperMass Online Storage Salary Repart- Excel

e Tap or click the Page

Setup Dialog Box
Launcher (PAGE
LAYOUT tab | Page
Setup group) to
display the Page
Setup dialog box
(Figure 2-68).

e If necessary, tap or

click Landscape in
the Orientation area
in the Page sheet to
select it.

e If necessary, tap

or click Fitto in
the Scaling area to
select it.

13)

e Tap or click the Print button (Page Setup dialog box)
landscape orientation (Figure 2-69). If necessary, int

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

w - TSN L B === | SIWidth: Automatic -| Gridlines Headings [ 7 e £k
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Page Setup Dialog / - — —
C D Box Launcher E e H 1 ]
. — e I S S— a— S k-
1 FyperMass Online Storage| formulas displayed ;
2 Salary Report instead of values ‘
Hours Hourly

3 Worked Pay Rate Gross Pay Federal Tax Tax% Net Pay Hire Date

4 160.45 19.5 =C4*Dy =0.22%(E4-B4*24. =(F4+G4)/E4 =E4-(F4+Gg) 40273

5 22.85 =C5*Ds =0.22%(E5-B5%, =(F5+Gs)/Es =E5-(F5+Gs) 40739

6 69.5 17.36 =C6*D6 =0.22%(E6) (F6+G6)/E6 =E6-(F6+G6) 39826

7 6525 19.45 =(7*D7 =E7-(F7+G7) 40969

8 12.6 =(8*D8 )/E8 =E8-(F8+G8) 40648

9 4465 22.45 =Cg*Dg £0.22%(Eg-Bg*24.32) =Eg-(Fg+Gg) 39752

10 55.5 2015 =C10*D10 =0.22*%(F10-B10%24.32)  |=0.04*E10 =(F10+G10)/Byo =E10-(F10+G10) 40009

11 20.85 =C11*D1a =0.22*(E11-B11% 24 32) :=o,m,'En =(F12+G11)/E11 =E11-(F11+G11) 39947

12 {70 18.75 =C12*D12 =0.22*(E12-B12%24.32) =(F12+G12)/E12 12-(F12+Ga2) 37424

pi 0 T SN S bl gad BT o e L R Fgzh - - SR

13 =SUM(C4:Cx2) B e, =SUM(E4:E12) =SUM({F4:F12) =(F13+G13)/E13 =SUM(l4:112)

14 =MAX(C4:C12) =MAX(D4:D12) =MAX(E4E12) =MAX(F4:F12) EMAX(G:,;Gu) =MAX(H4:H12) =MAX(I4:l12)

15 v:MlN(Cz,:Clz) =MIN{D4:D12) =MIN(E4:E12) =MIN(F4:F12) 1=MIN(G4:G12) =MIN(H4:H12) =MIN(I4:112)

16 E=AVERAGE(C¢C12)=AVERAGE(D1.:D'].2::AVERAGE(EA:EJZ) =AVERAGE(F4:F12) \=AVERAGE(G4:G12) =AVERAGE(I14:112)

FIENGRE
HOME INSERT
N EcColors~ |

in the Settings area of the Print gallery.

Figure 2-68

e When Excel opens the Backstage view, tap or click the Print button to print the worksheet.
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to print the formulas in the worksheet on one page in
he Backstage view, select the Print Active Sheets option
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Figure 2-69

¢ After viewing and printing the formulas version, press CTRL+ACCENT MARK () to instruct Exce| to display
the values version.

* Tap or click the left horizontal scroll arrow until column A appears.
Io Change the Print Scaling Option Back to 100%

back to 100% after using the Fit to option. Doing so will cause the worksheet to print
itthe default print scaling of 100%. The following steps reset the Print Scaling option
0 that future worksheets print at 100%, instead of being resized to print on one page.

o If necessary, display the PAGE LAYOUT tab
Launcher (PAGE LAYOUT tab | Page Setup

e Tap or click Adjust to in the Scaling area to select the Adjust to setting.
o If necessary, type 100

and then tap or click the Page Setup Dialog Box
group) to display the Page Setup dialog box.

in the Adjust to box to adjust the print scaling to a new percentage.

14 Tap or click the OK button (Page Setup dialog box) to set the print scaling to normal.

(5 Display the HOME tab.
| What is the purpose of the Adjust to box in the Page Setup dialog box?
g/ The Adjust to box allows

you to specify the percentage of reduction or enlargement in
the printout of a worksheet. The default percentage is 100%. When you tap or click the

fit to option, this percentage automatically changes to the percentage required to fit
the printout on one page.

I0Sign Out of a Microsoft Account

Ifyou are signed in to a Micros
orotherwise wish to sign out of your

A LE on the ribbon to open
the Backstage view and then tap or click the Account tab to display the Account gallery.
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e Tap or click the Sign out link, which displays the Remove Account dialog box. If a Can't
remove Windows accounts dialog box appears instead of the Remove Account dialog
box, click the OK button and skip the remaining steps.

< | Why does a Can’t remove Windows accounts dialog box appear?

o | If you signed in to Windows using your Microsoft account, then you also must sign out
from Windows, rather than signing out from within Excel. When you are finished using
| Windows, be sure to sign out at that time.

9 Tap or click the Yes button (Remove Account dialog box) to sign out of your Microsoft
account on this computer.

< | Should | sign out of Windows after signing out of my Microsoft account?
g When you are finished using the computer, you should sign out of your account for
maximum security.

e Tap or click the Back button in the upper-left corner of the Backstage view to return
to the worksheet.

To Save the Workbook and Exit Excel

With the workbook complete, the following steps save the workbook and exit Excel.

o Tap or click the Save button on the Quick Access Toolbar.
e Tap or click the Close button on the upper-right corner of the title bar.

9 Sign out of your account and shut down the computer as directed by your instructor.

Chapter Summary

In this chapter you have learned how to enter formulas, calculate an average, find the highest and lowest numbers in
a range, verify formulas using Range Finder, add borders, align text, format numbers, change column widths and row
heights, and add conditional formatting to a range of numbers. In addition, you learned to spell check a worksheet,

print a section of a worksheet, and display and print the formulas version of the worksheet using the Fit to option. The

items listed below include all the new Excel skills you have learned in this chapter, with the tasks grouped by activity.

Enter Formulas

Enter a Formula Using the Keyboard (EX73)
Enter Formulas Using Point Mode (EX 76)

Enter Functions

Determine the Highest Number in a Range of
Numbers Using the Insert Function Box (EX 82)

Determine the Lowest Number in a Range of
Numbers Using the Sum Menu (EX 84)

Determine the Average of a Range of Numbers
Using the Keyboard (EX 86)

Verify Formulas

Verify a Formula Using Range Finder (EX 89)

Format a Worksheet

Change the Workbook Theme (EX 91)

Change the Background Color and Apply a Box
Border to the Worksheet Title and Subtitle (EX 93)

Format Dates and Center Data in Cells (EX 96)

Apply an Accounting Number Format and Comma
Style Format Using the Ribbon (EX 97)

Apply a Currency Style Format with a Floating Dollar
Sign Using the Format Cells Dialog Box (EX98)

Apply a Percent Style Format and Use the Increase
Decimal Button (EX 99)

Apply Conditional Formatting (EX 100)

Change Column Width (EX 103)

Change Row Height (EX 106)

Spell Check a Worksheet
Check Spelling on the Worksheet (EX 108)

Print a Worksheet
Change the Worksheet’s Margins, Header, and
Orientation in Page Layout View (EX 110)
Print a Section of the Worksheet (EX 114)
Display the Formulas in the Worksheet and Fit the
Printout on One Page (EX 116)
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