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Description: You use Excel, maybe a lot, but you've taught yourself and
know there are easier ways to get your job done. Students will invest
some time and fill in some holes in their spreadsheet knowledge. Explore
things like spreadsheet navigation, keyboard shortcuts, finding the right
function, simple "hidden" formulas, application options, easier formatting
and much more. Students will also learn about: date and time functions,
and auto formatting.

1. Course objectives.
a. To provide the class with an exploration of spreadsheet
design.
b. To develop computer and spreadsheet literacy.
C. To address the class' questions.
2. Handouts available in Adobe Portable Document Format (PDF) for

download at www.crowleycomputers.com/handouts.htm



http://www.crowleycomputers.com/nnyln.htm

Spreadsheet navigation

a. View power
(1)  Freeze frame
(2)  Split screen
(3) Zoom - View menu [oz = E Zoom PxX
(@) Does not effect printing 0% Hagnfiction
(b)  Larger % for larger size... =,
(c)  Select an area of work and use [oone
selection to make it fit onto the Selection
screen.
(4)  Full screen from View menu o] e |
b. Getting around with keyboard acceleration
Cell Data block Scroll screen Current sheet Sheet
Left - [ Shift+Tab Ctrl+- Alt+PgUp Home (col A)
Right -/ Tab Ctrl+ - Alt+PgDn
Up 1/ Shift+Enter Ctrl+1 PgUp Ctrl+Home (A1) Ctri+PgUp
Down | /| Enter Ctrl+ | PgDn Ctrl+End (bott rt) Ctri+PgDn
C. Selecting
(1)  Mouse A B E
(a)  Clicking 1
()  Cell 5 Y\Sheet Column
(i) Sheet 2
(i) Row 4
(iv)  Column = ow
(b)  Drag for range
(2) Ranges with Shift
(a)  Shift+mouse clicks
(b)  Shift+keystrokes
(3)  Multiple areas with Ctrl
(@)  Ctrl+mouse clicks
(b)  Shift+keystrokes
(4) Combinations
2. Keyboard shortcuts

a. The following instructions will get you the complete keyboard shortcut listing in
Excel 2002, other versions will have similar results

(1)

(

(3)
(4)
(5)
(6)
(7)

Help menu

Microsoft Excel Help

Index page tab

Type keywords: keyboard shortcut
Choose a topic: keyboard shortcuts

Click Show All in upper right hand corner

Press Cirl+P to print the entire list

b. Check the right hand side of menu

oo

Cheat sheet
Right+click is simulated by shift+F10 or right click key
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3. Toolbars

a. Select displayed toolbars by View, Toolbars... or right+click on toolbars

b. Standard and Formatting toolbars are normally displayed
C. Tools, Customize...
(1)  Toolbars allows the creation of custom toolbars and resetting corrupted
toolbars

(2) Commands
Select Category, drag command onto toolbar as desired.
Drag unused buttons off toolbars

(a)
(b)

(3)  Options - see below

[ 3-D Settings

[ Borders

[~ Chart

[ Chart Menu Bar
[ Circular Reference
[ Control Toolbox
[ Diagram

[ Drawing

[~ Drawing Canvas
[ Exit Design Mode
[ External Data

[~ Forms

[ Formula Auditing
[ Full Screen

[~ COrganization Chart

o

Customize

Toolbars  Commands ]thiuns 1

To add a command to a toolbar: select a category and drag the
command out of this dialog box to & toolbar.
Categories: Commands:

4 4| | & rotate Text Down A
i
Wigw |¥ Angle Clockwise |
Inserk: y

' Angle Counterclockwise Jr)
Tools + q

Height...

[raba L e
window and Help ",—'| width, .. j
Drawing
Autoshapes ﬂ

Selected command;

Descripkion |

o)

Customize

Toolbars | Commands O

Personalized Menus and Toolbars

¥ Always show Full menus

-

Reset my usage data

Other
I Large icans
Jw List font names in their Fant
[¥ Show ScreenTips on toolbars

Menu animations: [(System default)

[v Show Standard and Formatting toolbars on bwa rows

o

Close

| opy Buton [maps |
Past= Bubon Image

Rezet Budon Image

Edr Bukton [maps...

harge Button Image ®
Defaylt Te

Text Criy (idmars]

Text Qrly (niMens)

Imae and Texk

Bedna Group

Assign Hyperink ]

Asdan Mara, ..

(4) Right click on button for shortcut options
Please reset toolbars before leaving!

Search for a Function:

Or select a category: [Most Recently Used -

Select a Function:

MATCH Math & Trig
PMT Statistical
MEDLAN Laokup & Reference
\WEEEDIAY Database

CELL et
DAYERAGE(databa: Il.lsfgoliiatinn
Awerages the values i|User Defined

you specify.

Type a brief description of what you want to do and then Gn
click Go

¥ fbch conditions

Help on this Function Cancel
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4.

Finding the right function
a. 5

Excel 2002 has

autoaverage, =

autocount... S Sveroge |
Insert Function, Paste LSSl

Function or Function L

Wizard Min

(1)  Use Search and More Furetiors...

Go button to
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describe “what” you want
Browse Categories
Recently used category contains the functions you’ve been using, or most used
functions if you're new to Insert Function
e. Help from Answer Wizard

oo

:4l Microsoft ExcelHelp

ik —— & = | oz
"‘T_I_ "IE' What woudd you lke to [0
S o
i i Fi do? T,: Corterts  Answer Wizard I Indes ] = Shaw Al
e i PMT
‘._: & PMT worksheet function - trhat would vou like ko do? See Also
_‘.f 7 i MNPER worksteet function Calculates the payment for a loan
= based on constant pavments and a
© HNone of te above constant interest rate,
.
Syntax
saarch for more an the .
Wilah Select topic ko display: PMTirate, nper,pv,fv,typel
- o —— For a more complete description of the
eet function argurments in PMT, see the PY
MPER worksheet function FLIBCHRE.
Rate is the interest rake for the loan.
Mper s the total number of payments
faor the loan,
QFItIEI"S EEEII"Ch Pv iz the present valus, or the tatal
LN Fa 5 b amnount: that a series of future
Search on Wel payments is worth now; also
known as the principal. w
L

5. Office Assistant

Office Assistant wdltd Office Assistant
Gallery l Options l Gallery  Options
‘fou can scroll through the different assistants by using the <Back and Mext = butkons. ¥ Use the Office Assistant
wehen vou are finished selecting your assistank, click the O button, ¥ Respand ta F1 key T i e ey
e [¥ Help with wizards [+ Guess Help topics
i i IV Display alerts v Make sounds

USER _COMMAND= 7
I search for both product and programming help when programming

Show tips about

Mame: Fl1 I¥ Using Features maore effectively I~ only show high priarity tips
F1 is the first of the 300{M series, buil to serve. This [¥ Using the mouse more effectively I Show the Tip of the Day at starkup

robat is Fully optimized For Office use.
[~ Keyboard shortcuts Resek my tps

<Back
Ok Cancel Cancel
6. Unknown formulas
a. World’s easiest unknown formula Grade book xIsIWith class
averages
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E3 Microsoft Excel - Grade book.xls
Fle Edt Yew Insert Fomat Iook Deta Window Help Acrobat caeuiste aloanpayment  ~ _ @ X

Vb B = e = - £ 0. B8.

Lrd-A
nnnnnnnn > X £ =C19
A B [+] D E F G H | J =
1] =C19 _ [Class average

2 Average Grade

3 0% F

4 60% D

5 70% C

6 75% C+

7 80% B

8 85% B+

9 90% A

10 95% A+

11

Semester

12 Average Quiz 1 Quiz 2 Quiz 3 Quiz 4 Quiz 5

13 Jim B 84% 86 92 79 79

14 John B 85% 90 92 94 57 91

15 Jean C+ 79% 75 79 78 82 81

16 Jennifer D 66% 55 76

17 Jill C+ 75% 69 81

18 Jeff Ar 97% 96 97

19 L 81%] 79% 86% 84% 70% 84% | |
20
W4V W With averages £ With letter grade 4 With letter grade abs { With letter grades / With + grades ) With class averages / [4] | »\E

PPPPP

b. & concatenates text!
C. Dates
(1)  Dates are counted, day 1 is January 1, 1900, unless your on a Macintosh,
where itis January 1, 1904.
(2)  The creation of January 13, 2004 from 37,999 is a calculation based on
the number of days in each month and correct calculation of leap years —
remember the Y2K scare?

(3) Dates can be used
_ : A B C D
in mathe'matlcal 1 1/13/2004 90 =A1+E1 411242004
formulas! 7 3112004 31141996 =A2-B2 2922

(4) The “appearance” of
the date is a function of its formatting.

Format Cells Ej @

Format a date as a number and you'll end _ _
Up Wlth Somethlng |n the upper 30,0003 (I;J::;erry:l Alignment ] FonstaleeBorder ] Patterns ] Protection ]
d . Tl me _General
(1) Time is the decimal side on a date! gEEL%“ni?'n
12:00 AM : 1/13/04 12:00 AM| 37 999.00
B:00 Al 0.25 1/13/04 5:00 AM 37 599,25 Fracion
12:00 Phd 0.50 141304 12:00 Prd| 37 993,50 i
B:00 P 0.75 171304 5:00 Pr| 37 998 75 custom =
e. Date / tlme fUI”ICtIOﬂS to explore !Z)ate formats display datg an:l time s_erial numbers as date_values. Except far
(1 ) NOW()’ TODAY() Lt\.?tnﬁsutq';ag?;\;?i:;:;stf;zlf( 3, applied farmats do not switch date orders
(2) DATE(year,month,day)
(3) DAY(serial_number), MONTH(sn), o | conce
YEAR(sn)

(4) NETWORKDAYS(start_date,end_date,holidays)

7. Cut/ Copy / Paste
a. Accessible by toolbar, right+click Shortcut menu, Edit menu and Ctrl+X / Ctr|+C /

Ctrl+V
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Four steps:

(1)  Select object

(2)  Cut (to move) or Copy (to copy)
(3)  Select new location

(4) Paste

Paste Special from Edit menu or right+click
Shortcut menu

Funding Universities.xIs!Data

(1)  Formulas: pastes only formulas e B8
(2)  Values: pastes only values o
(3) Formats: pastes only formats 3l * yalidation
(4) Transpose: rotates horizontal and vertical :: 5|m' (f: zllleacept_:;rders
axis o l:Zrume;;s - Fz;wr:lja?:andsnumber Farmats
(5)  Paste Link: creates = formula! 0 M e
Operation
8. Application options: Tools, Options iy Al
a. View # b '
(1)  Startup task pane
(2)  Windows in taskbar L Stoblanke S Tiensmosn
b. Calculation Pastetik | [ ok | concel
(1) 1094 date system — for Macintosh
compatibility
C. Edit
(1)  Fixed decimal
d. General
(1)  Recently used file list
(2)  Sheets in new workbook
(3)  Standard font
(4) Default file location
e. Transition
f.  Custom Lists
(1) Create Autofill lists! Color | Interational | Save | Error Checking | Speling | security |
g. Chart CL:::H “SLCa\cu\atmn | Ede L;::::] Transition  Custom Lists | Chart |
h ) COlor Sun, M;n, Tue, Wed, Thu, Fti, = E:tt_w otk
i International Pt | U S|
j_ Save - AutoReCOVer January, February, March, April
k. Error checking
l. Spelling -
(1 ) AUtocorreCt Press Enter to separate list entries.
Impart list From cells: [ £ Import
Ere
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AutoCorrect: English (L.S.) EJ@ AutoCorrect EJ@ AutoCorrect EJ@
AutoCorrect 1 AutaFormat As You Type | Smart Tags | AutoCorrect  AutoFormat As You Typs ]Smart Tags | AutaCorrect | AutoFarmat As You Type  Smart Tags ]
W Show AutaCorrect Options buttons ¥ U bype Excel can recognize certain bypes of data in your workbooks. For each
[V Internet and network paths with hyperlinks recognized bype, there are actions you can perform with that data,
¥ Correct Two INitial CApitals T [ Labal data with st £a5s)
T e R L (D e s SRR SR
I Capitalize names of days Recooniers]
¥ Correct accidenkal use of cAPS LOCK key ;
W Replace text as you bype
Replace: wikh:
[ I
(e ~
() ®
) Check workbook. . | tors smart Tags. .. |
= Show smark tags as |Indicator snd Button
4 4 I~ Embed smart tags in this warkbook
= = =
m. Security

(1)  Password to open

(2) Password to modify

(3)  Macro security

9. Format Painter - like cut/copy/paste but only
=¥ Monthly weather

copies format!
a. One shot:
(1)  Select formatted cell(s)
(2)  Click format painter button
(83)  Select cell(s) to format
b. To format multiple ranges
(1)  Select formatted cell(s)
(2)  Double+click format painter button
(83)  Select cell(s) to format
(4)  Keep selecting cell(s) to format!
(5)  Click the format painter to tumn it off

10.  Autoformat ] Grade book.xIs!With class
a. In older versions of averages
Excel be sure to

select the data you
want to autoformat, or selecting and formatting all
the cells will take quite some time!
b. In all versions, be sure NOT to select the entire
sheet.
Format, Autoformat
All changes can be overridden with options or
matting later. (

oo

averages.xIs!Degree formatting
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AutoFormat HE|
= OK |
J. Feb Mar Total
Bt | 7 7 & 19
west| 5 4 7 17 L‘E‘I
South s ] 28
Total | 21 18 21 B0 optians. .. I
Classic &
ast T 7 5 19
lest 6 4 T 17|
outh 8 7 9 24
[otal 2118 21 ool
Classic 2 Classic 3
[E
e
South 8 7 S 24 |lsouth  ® s 9 24
Totar § 21§ 18F 21§ 60 ||Total $ 213 183 21§ 60
Account iting 1 Accounting 2 =
ormats ko appl
¥ Humber ¥ Eont ¥ alignment
[¥ Border [¥ patterns ¥ widthjHeight
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