Skills

TEdit the content of cells
« Clear cells and cell formats

« Use proofing tools

EXCEL

y *

g N Editing and Formatting WorksheeLg’ 7"'*

L \ Section 2
s i . ‘

« Insert and delete columns and rows
* Move and copy cells
« Use Paste Options to link cells

« Create formulas using absolute references
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* Adjust column width and row height

» Change the font, size, style, and color of cells

! | . H_J ” -
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Editing and Clearing Cells;

Skills Using Proofing Tools

* Apply numeric formats and adjust the number of
decimal places

* Open WBQuote-MarqueeProd.xIsx.

m * Save workbook with Save As in ExcelS2 folder and
22 » Use Undo, Redo, and Repeat 22 name it ExcelS2-01.xIsx.

= = ™

24 » Change cell alignment and indentation 24 z o5

[ 2 ] ;

m * Add borders and shading m ;

- Copy formats using Format Painter _/w

g * Apply cell styles -

[2.1] 211 b

« Find and replace cell entries and formats

* Freeze and unfreeze panes

» Change the zoom percentage

©Paradigm Publishing Inc ©Paradigm Publishing Inc

Editing and Clearing Cells;
Using Proofing Tools

Editing and Clearing Cells;
Using Proofing Tools

TDouble-click 121. TMake 127 active.

2] * Press Right or Left Arrow key to move insertion 2] » Move pointer after 1 in Formula bar then click left
[ 22] point between decimal point and 4, then press 22 mouse button.
Delete. .
m 24 « Press Backspace to delete 1, type 4, then click
g * Type 3 then press Enter. g Enter on Formula bar.
**Waiting for Cost Verification
2] from Executive Chef m|m t F]
2s ] [ 2] - i
% Ourost Gross Mar Percent L X £ ‘ 2.2
6652.8  0.46118 C (Enter) D E
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Editing and Clearing Cells;
Using Proofing Tools

TMake A9 active then press Delete.

s - 2
A 8 c D

« Select range 117:118. With Home tab active, click
Clear then click Clear All.

@-0

AT @

i Sort & Find &
<27 Fitter~ Select~
—H Q- Cleau

1% %earﬁormats

Clear Contents

Clear Comments
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Editing and Clearing Cells;
Using Proofing Tools

* Click Change in Spelling [
box to replace Torontow |-
with Toronto.

« Click Change in Spelling ==z
box to replace Persns e 2
with Persons. — ——
» Complete spell check, [ T

change words as
required. Click OK
when spelling check
is complete.
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Inserting and Deleting Columns and Rows

» With ExcelS2-01.xIsx open, position cell pointer
over row indicator 24, hold down left mouse button,
then drag mouse down over 25.

« Click Home tab, click Insert arrow, then click Insert
Sheet Rows. —S e
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Editing and Clearing Cells;
Using Proofing Tools

TPress Ctrl + Home to move active cell to Al.

m) W2 08 - cel§2 01
- Click Review tab & e e s s s [ 7o
then click AL T Y B B R R

Spelling. b :

« Click Ignore All in Spelling box to skip all
occurrences of Rivermist.
Spelling: English (U.5.) i

P
ez

Oty lagage: Erghh 12) 3

—
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Editing and Clearing Cells;
Using Proofing Tools

* Make A39 active.

- Click Thesaurus in Review tab. | ¥, @ & fis - J -

0y d9-0& ¢
3
= veme e paoeiwost reemine

« Point to transport in word list, - Doty
click down-pointing arrow, then
click Insert. Research v x
Search for:

[defivery

| Thesaurus: us) |

* Click Research in Proofing e

group to turn off Research dstbuton

ansfer
task pane. Nl =
£ Insert

- Save workbook as )

ExcelS2-01.xIsx. S Lookup
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Inserting and Deleting Columns and Rows

TClick A24, type Vegetable tray with dip, then press
Enter.

» Type Seafood hors d'oeuvres then press Enter.

o) d92-08 °
3
— Home Insert Page Layout For

4 caiva cu (AW
4

rute o [mir pefE-] - A

Ciipboard “* Font -
A32 - | Milk
A ) & )

19

20 ttem No of Per: Price per |

21 Buffet Lunch 56 644

22 includes:

23 Soup and salad
2

2
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Inserting and Deleting Columns and Rows

TSelect row 32.

* Click Delete arrow then click Delete Sheet Rows.

oy
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Inserting and Deleting Columns and Rows

« Select column F then display shortcut menu and
Mini toolbar by positioning cell pointer over column
indicator letter F and right-clicking mouse.

isdi coes -1 - A0S s
BZEL-5-A-%3E
€ - - —
4 ca
Ga cooy

At shortcut menu, click Delete.

©Paradigm Publishing Inc

Moving and Copying Cells

TWith ExcelS2-01.xIsx open, make E5 active.

«Click Cut & in ) 008
Clipboard group in — ;"m"" ':"”A __
Home tab. S; T [
« Make A9 active =i —
then click Paste ; !
in Clipboard group. : Bt
:
3
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Inserting and Deleting Columns and Rows

[+ Select row 22. Hold down Ctrl key then select rows

30and 35. .Y Ta !

7 e 4 comr

21 Buffet Lunch
————— 2 indudes:
23 Soupandsalad | Insert
24 Vegotablotray)  pete
25 sesfoodhorsd clekoptents
26 Hot entrée
27 Delitray and g
28 Dessert
29 Beverages
—————— 3 inchudes:
31 Coffee and tea|

32 Assorted juice
33 Mineral water
34 Snacks

38| [inciudes]

B MurTins o <[l A NS % S
37 Donuts

38 Fruit tray

« Position pointer within any three selected rows,
right-click to display shortcut menu and Mini toolbar,
then click Delete.
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Inserting and Deleting Columns and Rows

« Click any cell to deselect column.

» Make F11 active, type November 5, 2009, then
press Enter.

A 8 c ) E £

1 3104 Rivermist Drive
2 Buffalo, NY 14280

3 @ i 716555 3166

D e

5 TheWaterfront ouottion

L B . I . S . T . R .

7

8

9

10

1101 Marquee Productions DATE:  5Nov-0§ +————————
2 955 South Alameda Street

13 Los Angeles, CA 50037

» Save ExcelS2-01.xIsx.
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Moving and Copying Cells

* Select range A17:B18. e

-
1 7 %o ion Filming
« Point at any of four Epe— Toromothton g

borders surrounding

selected range.

T I T T
1 3108 Rermistove
« Hold down left mouse Q%@ i
button, drag top left  {  TRcWaterfront
corner of range to ¢ B1'ST'R-O
E15, then release = —
mouse. o
11 70 Marquee Productions DATE: 5-Nov-09
2 353 South Alameda Stret
.; os Angees, CA 50037
u
15AT Camill st
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Moving and Copying Cells

TMake D28 active.

* Click Copy |<a in Clipboard
group.

* Make D32 active,
click Paste arrow in

Clipboard group, then click
Paste Link.

* Press Esc to remove moving
marquee from D28.

©Paradigm Publishing Inc.

Creating Formulas with Absolute Addressing

» With ExcelS2-01.xIsx open, make K20 active then
type Food.

Y 8 c ] E G G ol 3 X L [
1
15 AT Camle Matsul R
f

5 by Sto August 27
w7
T

o 04 on o2
2 nem Nt PariPrice per INo of Day Total
21 suffet Lunch % o 0 e

OuCost GrossMarorcent Food  Prep  Server

R

» Make L20 active then type Prep.
» Make M20 active then type Server.

* Type decimal values in K19, L19, and M19 as
shown.

©Paradigm Publishing Inc

Creating Formulas with Absolute Addressing

TSelect range K21:M21 then click Copy in Home tab.

* Select range K28:M28, hold down O
Ctrl key, then select range K32:M32.

* Click Paste in Clipboard group.

* Press Esc to remove
moving marquee from
selected range.

————————> 2308.09 1605.632 1103.572

——————— [I50w] s2s6 s519%6
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Moving and Copying Cells

» Make D28 active, edit Zloesen -
value to 4.09. 29 Coftee and s —

% Assorted uice

31 Mineral water
2 snacks T

» Make A23 active. Point at any of four borders
surrounding A23 until pointer displays as white

arrow with move icon ﬁlj‘:{r-ﬁ e
attached, hold down Ctrl key, [ cetea s duenias
then drag mouse to A36. 26 el fay and ol
27 Dessft
) 28 bevelages 56
* Release mouse button first then o conde i s
ssofed juice
release Ctrl key. 21 Mindtl water
32 snadfs 56
33 Muffins
» Save ExcelS2-01.xIsx. 34 bomfs

35 Fruitra
36 [Bagfs wilh cream cheese

37 Transport i35}
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Creating Formulas with Absolute Addressing

* Make K21 active, type =(c21*e21*h21)*k19, then
press F4.

15
2 nem
21 Buffet Lunch

Press Enter.

Make L21 active, type formula
=(c21*e21*h21)*$I$19, then
press Enter.

Make M21 active then type formula
=(c21*e21*h21)*$m$19 by
typing dollar symbols or by
pressing F4.

©Paradigm Publishing Inc

Creating Formulas with Absolute Addressing

TClick K28 then look at Formula bar to see formula
that was pasted into cell: =(C28*E28*H28)*$K$19.

™

* Click L32 then look at Formula bar
o on  om
to see formula that was pasted Food  prep Server
et unas 2uissts 16807

« Enter Sum function to calculate
totals in K39, L39, and M39.

—  , 23080% 1605632 1103872

» Save ExcelS2-01.xIsx.
—ﬂ”ﬂ 551.936

————————— (92459 4320064 11654
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Adjusting Column Width and Row Height

TWith ExcelS2-01.xIsx open, make any cell in
column C active.

* Click Format in Home tab

then click Column Width. < S

[

* At Column Width box, type 14
then click OK or press Enter.

©Paradigm Publishing Inc.

Adjusting Column Width and Row Height

« Position mouse pointer on boundary line in column
indicator row between columns E and F until pointer
changes and double click left mouse button to
Autofit width.

A 8 c D 3 1 3
3 3104 Rivermist Drive
Buffalo, NY 14280
716555 3166

P e

* Increase width of column B to 12 (89 pixels) using
Column Width box or by dragging the column
boundary.

©Paradigm Publishing Inc

Adjusting Column Width and Row Height

« Click any cell to deselect columns.

» Move E15:F16 to A17:B18 then click any cell to
deselect range.

= €
: 3104 vt e
: b, WY 14280
» @& e™ nesss 106
p

The Waterfront

oaTe 5Now-09

15 AT Camilio Matsut

e Toronto LocationFilming
Juby 510 August 3
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Adjusting Column Width and Row Height

« Position mouse pointer on boundary line in column
indicator row between columns D and E until
pointer changes to a vertical line with left- and right-
pointing arrow. .+.

» Hold down left mouse button, drag boundary line to
right until Width: 15.00 (110 pixels) displays in
ScreenTip, then release mouse button.

@ G Al Tusosuom]

A [ Y PR—— D+« E F G
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Adjusting Column Width and Row Height

« Position mouse pointer on column indicator letter C,
hold down left mouse button, then drag mouse right
to column M.

—

s bt
« Position mouse pointer on any of right boundary
lines to right of column E within selected range of

columns until pointer changes.

« Drag boundary line right until
Width: 15.00 (110 pixels) displays Swsmwemsome
in ScreenTip then release e
mouse button.

©Paradigm Publishing Inc

Adjusting Column Width and Row Height

« Position mouse pointer on boundary line below row
20 until pointer changes to horizontal line with

up- and down-pointing
arrow. s

Re: Toronte Location Filming
July 5 10 August 27

No. of Persons

« Drag boundary line down until Height: 19.50
(26 pixels) displays in ScreenTip then release
mouse button.

» Save ExcelS2-01.xIsx.
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Changing the Font, Size, Style,
and Color of Cells

TWith ExcelS2-01.xIsx
open, make A9 active.

‘ sed

« Click Font arrow in 0 s v metd ‘
Home tab, scroll down e e it
list of fonts to Impact. 47 GoudyOld Sste

Click Impact at

drop-down gallery.

T Impaot
1 T Imprint MT Shadow
15 ATT: Y bfrrnal Rammen

e | Jobenan

w T

1 T Kaka enye |
W Kriseen ITC v
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Changing the Font, Size, Style,
and Color of Cells

« Select A9:F9 then click Merge & Center in
Alignment group.

» With merged cell A9 still selected, click Fill Color
arrow in Font group then click Accent 5, Lighter
80% color box in Theme Colors section.

| *mwl¥| T G - diew

& =

N m SN WA o
e——nil—s .

Theme Colors -
W mEEn

[

—— I

1 -v,

: ; AT "

3 = Standard Cotors. 716 555 3166
- &= =11 snEmn

of Quotation
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Formatting Numeric Cells; Adjusting
Decimal Places; Using Undo and Redo

TWith ExcelS2-01.xIsx open, make F21 active.

» Hold down Ctrl, click 121, K21:M21, F39, 139, and
K39:M39.

« Click Accounting

© Paradigm Publihing Inc.
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Changing the Font, Size, Style,
and Color of Cells

TClick Font Size arrow in Font group then click 18.

« With A9 still active, click Font Color arrow then click
Blue color box in Standard Colors section.

T e

|
s TheWaters |

¢ BIST: |

'

. Quotaion

©Paradigm Publishing Inc.

Changing the Font, Size, Style,
and Color of Cells

» Make A39 active.

* Hold down Citrl key then click F39.

« Click Bold and lItalic in Font group.

« Click any cell to deselect A39 and F39.

oA EE

O Je] sSUM(F21:F38)

T

B

37 Transport 33 40 1320
m

S

* Save ExcelS2-01.xIsx.

©Paradigm Publishing Inc

Formatting Numeric Cells; Adjusting
Decimal Places; Using Undo and Redo

« Click any cell to deselect the cells.

« Select F28:F37, 128:137, and K28:M32.

oy

« Click Comma Style in Number group.

©Paradigm Publishing Inc.
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Formatting Numeric Cells; Adjusting
Decimal Places; Using Undo and Redo

« Click any cell to deselect cells and review numeric
values in worksheet.

« Select J21:J39. .
* Click Percent Style ‘% in Number group. —
» With range J21:J39 still selected, click
Increase Decimal |5 twice.
» With range J21:J39 still selected, click =]
Decrease Decimal =% once.
72.6%)
« Click any cell to deselect range.
1524
52.5%'
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Changing the Alignment and Indentation
of Cells; Using Repeat

» With ExcelS2-01.xIsx open, edit column headings
C20 and E20 to include a period after the
abbreviation for number. ‘

« Select C20:M20. -

* Click Center
Home tab.

in

« Select C21, C28, and *
C32 then change <
alignment to center.

« Center entries in C ——
column E.

©Paradigm Publishing Inc

Changing the Alignment and Indentation
of Cells; Using Repeat

TSelect A20:M20 then bold the cells.

» Make F11 active then
click Align Text Left in
Alignment group.

* Select A20:M20.

* Click Middle Align in
Alignment group and
deselect range.

’&7 =3

! BISTRO

EEIETTE o M i) S
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Formatting Numeric Cells; Adjusting
Decimal Places; Using Undo and Redo

TSelect D37 and H37 then click Increase Decimal
twice to display two decimal places.

35 Vagotable tray with dip
37 Transport 200 = 132000 =

Bl s maw
« Deselect cells.

« Click Undo "2 - two times.

* Click Redo ® two times.

» Save ExcelS2-01.xIsx.

©Paradigm Publishing Inc.

Changing the Alignment and Indentation
of Cells; Using Repeat

* Select A22:A27. [ T
— 16
* Click Increase Indent ! in Bl Toronto oo
. 1 Jul ‘to August
Alignment group. 19 o
« Select A29:A31 then click g gch '

Increase Indent.

« Select A33:A36 then click
Increase Indent.

g tray with dip
ors d'oeuvres

©Paradigm Publishing Inc

Changing the Alignment and Indentation
of Cells; Using Repeat

TSelect E1:F1 then click Merge & Center.
« Select E2:F2 then press Ctrl + Y.

« Select E3:F3 press Ctrl + Y.

« Select E1:E3 then click Align Text Right.

« Deselect range. ) 3[ Genera g |
_——= B8 - % o (s ]| cone

[ e ————

Rivermist Drive

D E E
3104 Riverbnist Driv

| Buffalo, NY 14280
716 555 3166

» Save ExcelS2-01.xIsx.
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Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

TWith ExcelS2-01.xIsx open, change width of
column A to 11.00 (82 pixels).

* AutoFit columns C—F, and H—M.
» Change width of column G to 4.00 (33 pixels).

22}
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Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

* Select A21:B21, click Top and Bottom Border
arrow, then click Outside Borders.

* Select A28:B28 then click

Outside Borders button. Zitem
A — afeuffernch |
(Do not click arrow.) 22 [soup and salad
23 |Vegetable tray with dip
* Select A32:B32 then click 24 seafood hors d'oeuvres

25 Hotentrée
26 |Deli tray and rolls
27 Dessert
* Deselect range. 2
29 Coffeeand tea
30| Assorted juice
31 _Mineral water
= 32 Snacks
33 Muffins
34 Donuts

Outside Borders.

©Paradigm Publishing Inc

Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

TSelect E1:E8.

« Click Fill Color arrow in Font group then click white
color box (Background 1).

Catbei ‘u (X [T ®e| ZF acounting
BIy- oA |EEEER E (S -%
Font Theme Colors o Humbes

e Waterfy|

) I .s .T. R 8 e co

* Deselect range.

2]
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Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

[+ select A20:M20.

« Click Bottom Border arrow
in Font group in Home tab.

« Click Top and Bottom
Border at drop-down list.

©Paradigm Publishing Inc.

Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

» Make F39 active, click Outside Borders arrow, then
click Top and Double Bottom Border.

- With F39 still active, double-click Format Painter [
in Clipboard group.

« Click 139 then drag cell pointer to select K39:M39.
Click Format Painter to turn off feature.

1,320.00 28.00 200.00 15.2%

\ $ 34,068.80 | s 17,873.60 s 0.52 $699459 5402406~ 301h54 |
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Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

[+ Select A9.
« Click Cell Styles in Home tab.

» Move mouse over several cell style designs and
watch Live Preview show style applied.

« Click Title style in Titles and Headings.

pat B AN S @ B e
niw “A EwEERE] son .
T T—

i
4

The Waterfront

B-I-'S-T:R-O

_— Quotation

Al N Mol SN o) DN Aecerds AN Mameet) O ezeen
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Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

TSelect A20:M20, click Cell Styles in Styles group,
then click Accent2 style in Themed Cell Styles.

* Select A21:B21, A28:B28, and A32:B32 and apply
Accentl style in Themed Cell Styles.

* Select K19:M19, zn
e < I3 § Buffet Lunch

apply Note style in 52 Soup and salad

23 Vegetable tray with dij
Data and Model 24 Sesfood hos oeues
section.

25 Hot entrée

26 Deli tray and rolls
Bz |
29 Coffee and tea

30| Assorted juice

31 Mineral water

32

33 Muffins

34 Donuts

N

©Paradigm Publishing Inc.

Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

TClick Width arrow in Scale to Fit group then click
1 page.

S Moee pages.

« Click Height button arrow in Scale to Fit group then
click 1 page.

* Click Quick Print button and save ExcelS2-01.xIsx.

©Paradigm Publishing Inc

Using Find and Replace

TType *tray* in Find what box then click Find Next.

PRl ind and Replace %
9 Find | Reglxce

> Fad what: o
u 1 b
2

13 [oore>>]
14

s e
15

17 Re: Toronto Location Filming

13 July 5 to August 27

E2¥ outtet Lunch
22 Soup and salad
23 [Vegetable wy with dip

24 Seafood hors d'oeuvres

* Click Find Next four times.

« Click Close to close Find and Replace box.

©Paradim Publishing Inc.
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Adding Borders and Shading; Copying Formats
with Format Painter; Using Cell Styles

[+ Select AL:F42.
« Click Office then click Print.

« At Print box, click Selection
in Print what section then
click OK.

« Deselect range.
« Click Page Layout tab.

« Click Orientation in
Page Layout tab then
click Landscape.

©Paradigm Publishing Inc.

Using Find and Replace

[« with ExcelS2-01.xIsx open, press Ctrl + Home to

make Al active. —
5 - %? 3

' Lav

Sort & Findss

* | &2~ Filter~lSeleq

» Click Find & Select in IEcJ|/t|mg/4 A find..
group then click Find. . 2::0“

Go To Special...

* Click Home tab.

Formulas
Comments

Conditional Formatting
Constants

Data Validation

Select Objects

Selection Pane...

P

©Paradigm Publishing Inc

Using Find and Replace

[+ Click Find & Select in

Editing group then o
click Replace. e [ :

()

« Drag to select *tray* =) ) )

in the Find what text
box then type 40.

* Press Tab to move insertion point to Replace with
box then type 43.

« Click Replace All, then click OK at message that
Excel has completed search and made four
replacements.

« Click Close button to close Find and Replace box.

©Paradigm Publishing Inc.



Using Find and Replace

» Review No. of Days column in worksheet and note
that four replacements were made in E21, E28,
E32, and E37.

Total
$15507.52

3 fotol $ 386235

» Save ExcelS2-01.xIsx.
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Freezing Panes; Changing the Zoom

* Press Page Down to scroll down worksheet.

* Press Ctrl + Home. Note Excel returns to C10
instead of Al since Al is frozen.

« Scroll several screens to the right.

* Press Ctrl + Home. g ﬁ'*

 Scroll right until column * ?T'é'?'é\ng‘:"“c:;:%mg‘wé\‘

H is immediately right

Freezing Panes; Changing the Zoom

» With ExcelS2-01.xIsx open, make C10 active.
« Click View tab.

« Click Freeze Panes in Window group.

« Click Freeze Panes at drop-down list.

©Paradigm Publishing Inc.

Freezing Panes; Changing the Zoom

« Click Freeze Panes then click Unfreeze Panes.

« Practice dragging Zoom :n::ww 3:: =
slider at right end of Status .
bar and watch cells magnify
and shrink as you drag right
and left.
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of column B then scroll :
down until row 20 is
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immediately below
row 9.
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Freezing Panes; Changing the Zoom

* Click over 100% at left edge of slider bar to open
Zoom box.

* Click 75% then click OK.

Magnification
O 200%

* Click Zoom In at right end of
Zoom Slider bar.

QO s0%
Oz%
O Fit selection

: [ P
O custom: [75 |o

Cancel

* Click Zoom In
until zoom percentage returns
to 100%.

*» Save and close ExcelS2-01.xIsx.

©Paradim Publishing Inc.

« Drag slider to halfway mark on slider bar to
redisplay worksheet at 100%.
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