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If you don’t see what you want here, open  tutorial 02, 03 or 04 instructions.
file used in this tutorial:  A01TutExcel01*.xls  and A01TutExcel01.ppt 
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some basics 

worksheets

open  A01TutExcel01sample.xls    

>Can Sales worksheet tab

word has pages, ppt has slides, excel has worksheets
zooming in and out

>any cell

>View   >Zoom    try 200% 

                              return to 100%

enter formulas by typing, selecting cells or using functions
>D6 

=C6-B6  (by typing  - then by selecting cells)

>B16


>AutoSum button  >Enter


if it doesn't guess correctly type sum formula manually
you may not have a “database” setup
faking text

if a number (e.g. 2006) is used as a column header but you want it to be treated as text
enter x2006, select the x and make it white font (so it disappears)

then right justify the cell if necessary  

Formatting as text doesn’t work!

auto fill and what it does
>D6    bottom right-hand corner so cursor becomes a +

drag down through to cell D15

>B16

autofill to D16

>B20      type 55      auto fill down   
you get a series fill 
clean up

>B20      type 55

>B21      type 55      select both and auto fill down    

you get a repeat fill 

clean up

>B20   type january   auto fill down   
get months list
clean up

>B20   type 2

>B21   type 5    select both and auto fill down 

 get series fill
clean up

>Tools   >Options   >Custom Lists tab
to see what auto fill can do
>Cancel

relative vs absolute

view A01TutExcel01.ppt 
help with simple functions

>ACME Sales worksheet tab

>J5 through to J14 

look at the formulas
>help    and search for    counta

>J15    

=counta(b5:b38)

don’t forget that you can Google “excel counta” to get explanations too

working with large spreadsheets

freezing panes     

for large worksheet you may want to keep the titles showing as you work with it

>row 5

>Window   >Freeze Panes     (above and to the left are frozen)
scroll up and down to see the effect
>Window >Unfreeze Panes

>B5

>Window  >Freeze Panes

scroll up and down 

scroll left and right

>Window >Unfreeze Panes

hiding rows or columns

>row 6

>Format   >Row   >Hide

>rows 5 to 7

>Format   >Row   >Unhide     

hide columns the same way
splitting the screen

put mouse above the scroll up icon 

- on the very right of screen (near top) 

and you get a double-line mouse.  

drag it half way down your screen     
- now you have 2 scroll bars.  

>Window  >Remove Split


this removes the split
You can also split on the horizontal scroll bar, using the same method.  

Too confusing if you split on both horizontal and vertical at same time!
multiple worksheets
navigating multiple worksheets

>each worksheet tab    


to see that worksheet

>symbols to left of tabs 


to maneuver
R>  on any worksheet tab


to insert another sheet, delete a sheet, rename, etc.

print

>File   >Print      >Active Sheet

 
to print currently active worksheet
>File   >Print      >Entire Workbook  

to print all sheets
grouping sheets

if you want to put something into certain cell in more than one sheet
>Shift and hold  >each worksheet tab to be grouped

all grouped tabs become white 
R>any worksheet tab   >ungroup sheets


to ungroup them
R>any worksheet tab   >Select All Sheets          

to select them all
>any worksheet tab 




to unselect them all
working with grouped sheets

open A01TutExcel01Grouping.xls
select first 4 sheets

add row for mary and autofill the total equation

R> any worksheet tab   >Select All Sheets

R>any worksheet tab    >Select All Sheets      to ungroup
change something on current worksheet

check others

Example: to do 12 sheets (e.g. calendar) 
method #1: create the 12 sheets, group them, enter the data and format the cells, ungroup 
method #2: do one sheet,  >Ctrl+A    >Ctrl+C,  add next worksheet,  >Ctrl+V, continue adding worksheets
3-D formulas

open A01TutExcel01Mimi2007.xls
>YEAR END worksheet

we will calculate the total revenue for the year
group the four Q worksheets

>Q1  >E6   =sum(B6:D6)  and auto fill down
to prepare the quarter totals
ungroup the worksheets

method #1  - total breakfast

>YEAR END worksheet   >B6

 =  >Q1   >E6   +     >Q2   >E6   +   >Q3   >E6   +   >Q4   >E6     >Enter

method #2   - total lunch

>YEAR END worksheet   >B7  
= sum(  >Q1  > B7 to D7  ,  >Q2  > B7 to D7   ,  >Q3  > B7 to D7   ,  >Q4  > B7 to D7     ) >Enter

method #3   - total dinner

>YEAR END worksheet   >B8

=sum(  group the worksheets  >B8 to D8  )  >Enter

>YEAR END worksheet   



copy any of the three formulas into B9

>B12   >AutoSum


 - we want the grand total
>Enter

linked workbooks

now for the 2006 total  - it's in another excel file!

open A01TutExcel01Mimi2006.xls
>4Mimi2007     >B14

=   >5Mimi2006     >Year End tab    >B12    >Enter
these two workbooks are now linked
If someone sends you a file (perhaps as an email attachment), which is linked to other files that were not sent, the link won’t work.   If a linked file is modified, the changes will be seen in the file that links to it while they are linked.

