Basic Operations

» Creating a workbook:
*The first action should always be to give your workbook a
name and save it on your computer.

*There are several ways of doing this. One of them is to go to
the “office buttom” ;) on the upper left hand corner of your

application window and select by left mouse click (LC):
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Open the Save

the workbook that is fully

compatible with Excel 97-2003,

of the workbook as a PD'F or

As dialog box to select from

Publish » all possible file types.

_ Save As - Excel Workbook

File pame: Iexample-lecture-Z j
Save as bype: IExceI Warkbaook, j

Save I Cancel |
P

2] Excel Options | | 2 Exit Excel

*This Is the default file type and the files
saved as Excel Workbooks will have the
extension .x|sx”.

*In our example the file is called
example-lecture-2.xlsx 1



* Files can also be saved in other interesting formats.
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Excel Workbook
Save the book in the default file

format,

Excel Macro-Enabled Workbook

Save the workbook in the ¥XML-based and
macro-enabled file format.

Excel Binary Workbook

Save the workbook in a binary file f at
optimized for fast loading and s a.
Excel 97-2003 Workbook

Save a copy of the workbook that is fully
compatible with Excel 97-2003.

PDF or XPS

Publish a cop
¥PS file,

e workbook as a PDF ar

Other Formats

Open the Save As dialog box to select
all possible file types.

| 2] Excel Options | |}{ Exit Excel |

*This allows you to save your
files In a format that 1Is
compatible with older versions

of Excel.

In previous versions of Excel
files will have extensions .xlIs”
Instead of “.xlsx”

™~

You can also save your
workbook as a “.pdf » file
which can be accessed by any
computer (even If it does not
have a windows operative
system!)
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 Organize your Excel files (in fact like all other ones) in
folders.

*While editing save your file once in a while just by LC on
save 4 , or by Ctrl +s. This way you do not loose data in a
crash.

» Entering data onto a worksheet:

- Data can be entered onto the worksheet either by typing into the
active cell or by typing into the formula bar.
» Cell entries may be completed in various ways, e.g. complete C8.

a) Enter - moves to the next cell in the same column, e.g. C9.
b) Shift+Enter - moves to previous cell in the column, e.g. C7.
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c) Cursors «,— T,4 - move to the cell in the direction indicated,
e.g. B8, D8, C6, C9.
d) Enter button -ln the formula bar— completes but does not
move to a new cell.

Il J= | =sum{Al:A6)

CD E

=sum(Al:AB)

e) Esc — does not mg@ve and cancels all modification done
after the lgst completion of the type a), b), ¢) or d).

f) Cancel button | |- has the same effect as e). Also [« (Undo)
é Do not finish the entry by clicking with the pointer onto A
a new cell as this will produce wrong results for formulae.




» Modifying entered data:
 Use “delete* or “backspace* («—) to delete right or left from the
Insertion point, respectively.
» LC on a cell (or formula bar) with some old entry and overtype it.

* In the formatting toolbar (the editing part) select — 2 cear-

Clear All: deletes all informations X AutoSum - %7 }3
: N
related to the cell (formats,contents | Fill ~ |
- Sort & Find &
and comments) \-_i Clear = Filter ~ Select -
Clear Formats: deletes any formats (&) Clear Al

Yo
of the cell that are not the default ones —7 =~ CearEormats
/ Clear Contents

(see later) -
Clear Comments
Clear Contents: deletes only the /

content of the cell

Clear Comments: deletes any comments attached to the cell 5
(see later)




» Excel also has a spelling tool that allows you to correct typos.
* In order to use Iit, select === | In the menu bar and then choose

Iv tie BEE aj, In the “Proofing” menu.

Spelllng &Esearch Thesaurus Translate

Proofing

Expl.: Assume a cell has the entry “Citi. Then the following

window opens: 21
Mat in Dickionarsy:
ICiti Ignore Once
The spelling tool is tgnore 4l
avai Iab I e i n IOtS Of &dd to Dictionaty
- Suggeskions:
different languages! e -
Change Al
AutoCorreck
Dictionaty lanquagés: IEninsh (LK. j
Cpkions. .. | Undo Lask | Zancel 6




» Formatting the cell entries:
» For asthetic/practical reasons you may want to change the
format in which cell entries are displayed.

*You can change the default properties of cells by selecting the
Home | WINdoOw from the menu bar, and then

E—w - Format Cells il
= A R IR R ¥ A - W o
L i j Fill - Z Numl:uerl Aligriment I Fank I Eorder I Fill I Protection
Insert Delgte Format e Sort & Find &
- MCR ’ti Clear - Filter = Select = | Caktegory: |
ceits' Tan e (Genera— puERIS
Cell Size Humber ey
+ ; Currency
Row Height... :
*E =2 _ Accounting General format cells have no specific number Format,
AutoFit Row Height Date
Time
0 {ﬁ} Column Width.., 5 Percentage
Fraction
AutoFit Column Width Scientific
) Texk
Default Width... Special
Cusk
Visibility K

Hide & Unhide k

Organize Sheets

Rename Sheet
Move or Copy Sheet...

Tab Color 3

Protection

il Protect Sheet..,

2| Lock Cell

(] 4 I Zancel |




*As you can see, the “format cells” window contains many

SUb'WlndOWS or tabS Numl:ner |.ﬁ.l||;|nment I Fonk I Border I Fill I F‘ru:ulzectlcunl )

» By using the options contained under those tabs you can change all
possible features of a particular cell or set of cells

» In the smier[tab you can change the category (type of data) and its

associated properties.

Format Cells -4 A |J Format Cells 2 x|
Mumber | Alignment I Fonk I Border I Fill I Protection Mumber | alignrnent I Fonk I Eorder I Fill I Pratection
Cakeqory: Caktegary:
GE'nErTaF * “ ample General ;I arnple
" City A Numuer- N iy
L [Hrren;u' [y Currency
8 s . F'-l:l:l:lul'ltll'l ; \ ry
S;uézuntlng Decimal places: |2 5 4 Aapus® '3 Decimal places: |2 E
Time: [™ Use 1000 Separator () Tirne: Symbal; |€ Euro {123 €) j
Percentage Percentage
Frackion Megative numbers: Fraction Negatwe numbers:
Scientific _ = cientiFic T
Text 1234,10 Text 1 234 0=
Special {1234, 10) Special {1234,10€)
Cuskom {1234,10) Custom {1234,10€)
= = [~ =
Murber is used For general display of numbers, Currency and Accounting affer Currency Formats are used For general monetary values, Use Accounting Formats to
specialized Formatting For monetary walue, align decimal points in & colurnn,
ok I Cancel (]'4 I Cancel | E




» The #imment | tah allows to change the horizontal or vertical position

the orientation of the text in cells

Mumber  Alignment | Faonk | Border | Fill I F'ru:-teu:tiu:unl

2%

Text alignment

rrientation
Horizonkal: T [e .
ICenter j Indent; .
Wertical: m T .
IEh:uttu:um j z Text _’
I Justify diskributed t .
Text control P *
[ wirap bext Iﬂ*
[ shrink ko fit g pearees
™ Merge cells
Right-to-left

Text direckion:

ICl:unI:exI: - I

Format Cells el |
Mumber | Alignmenk Fonk | Border I Fill | Praotection
Fonk: Font skyle: Size:
| arial Italique 14
T Cambria (Headings) il Mormal I -
T Calibri (Body) Q —
T agency FE aras 10 -
Algerian aras Ikalique 11
12
T Arial Black LI LI _LI
nderline: Color:
[Mone | [ ~| I normal fant
ffects

¥ Strikethrough
- Superscripk
[ Subscript

reEviem

This is a TrueType font, The same font will be used on bokh wour prinker and wour

SCPEEn,

Cancel

o |

o]

Cancel

*The
the content of the selected cell(s).

Font | tab allows to change the typeface and the colour of
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* The| sder | tab allows you to change the style of the frame
surrounding the selected cell(s).

Murnber | Alignment | Font Border | Fill I Prutectionl Murnber | Alignment | Faont I Border Fill |F‘ru:utectiu:un|

Background Calar: Pattern Color:

I Aukamatic j

Pattern Style:
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The selected border stvle can be applied by dicking the presets, preview diagram or the
buttons above.

rample

QK I Cancel | (o] 4 Cancel

* The @ | tab allows you to change the background of the
selected cell(s).
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* Finally, the ' prtection | tab allows you to protect cells from being
changed (for example, If you want to show your work to
someone else and you wish that they can read but not modify it)

Format Cells 2lxl
Mumber I Aligriment | Fonk I Border I Fill Prokection |
¥ Lacked:
™ Hidd

Locking cells ar hiding Formulas has no effect unkil you protect the warksheet (Review
tab, Changes group, Proteck Sheet bukban).

1

Review View Add-Ins

epiin, = :
1 :¢ _/El.‘ﬂ- J E;lF'mtectand Share Workbook
—A . ==
| |

v Show All Commentss @Allnw Users to Edit Ranges
% || Protect Qrotect Share .
*4, Sheet \forkbook Workbook Lo Track Changes ~
a st

ments o= Changes
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» Merging cells:

» One can merge a range of cells into one single cell. This is
useful for instance for large titles.

*To do this select the range (set of cells) and then LC on the
“Merge and Center” button in the “Alignment menu’ of the
formatting toolbar (Home tab).

In this case we selected

Al = =|| W | §Wrap Text 3en the range F3 |7
| === EE -EE ﬁ Merge & Centeri= $ Data Review Wiew Add-Ins
o * tMerge & Center - -

Alignimg _:':]3 = == = Wrap Text

¥ 2 = =| Merge Acrass = =/ =|[e= +=| |53 merge & center~

1 Merge Cells — fa Alignment ra

o UnmergegAells = ¥ & abl =

F G oy J
F G H !
Example
| 12




» Adding comments to a cell:

« Sometimes It 1s useful to add some additional information to a

cell which should not be visible on the WS for some reason.

* This Is done by RC on top of the cell. A menu appears

b i le

-
=

i

]

Cut

Copy

Paste

Paste Special...
Insert...
Delete...

Clear Contents
Filter

Sort

Insert Comment
Format Cells...
Pick From Drop-down List...
Mame a Range...

Hyperlink...

» The comment Is made visible by pointing on top of the cell.

* A cell which has a comment
attached to it 1s marked in the top
right corner by a red triangle.

| 0lalla Castro:
«[** |This comment is a dass
example!

* The comment is removed by RC on the cell and choosing
“Delete comment”
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» The Autofill function:

 The Autofill function determines automatically the entries

(content) of some cells given some starting values. It avoids lots
of typing!

Expl.: Fill the column C1-C20 with 50-1000 in steps of 50, I.e.
50 » C1, 100 —» C2, 150 —» C3, .... 1000 — C20

- fill in at least two starting values: 50 —» C1, 100 —» C2
- select the range of the starting values C1:C2

A B C

1 ED\
2 100
| |

- while on top of the selected area the cursor will be =
- move the cursor to the lower right corner of the selection,

until the cursor changes from a white cross +
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- Once this change happens, drag the “fill handle* down (or to
the right) and the new cells will be filled based on the initial

selection, e.g. 150 — C3,...

- You should always verify that Excel really
filled in the sequence of values that you
wanted!!!

- Another way of doing the same is to write
just 50 into C1 and then click on g«ru- on the
Home tab, Editing menu.

Series 2] x|
Z AutoSum ~ A? }}
3] Fill- 7 ' ~Seties in - Tvpe - rDate unit
- - = - ..f.-.. EP#‘I{S...' f:. Linear f:. Dal:lll
Bl E + icalumnsis | 7 Growth € wWeekday
3| Riaht = 1T RN o
= g S EEEEEEEEEED r gate r" Ml:lnth
| & up q " AutoFil " vear
&) Left
""""""""""""" -
e Series... Loe? . = Stop VE'UE‘.]PE'E'E....E
BT —
B | Fill Series | QK Cancel |

C

50
100
150
200
250
300
350
400
450
500
350
a00
650
700
730
200
a0
900
950

1000

D E

Auto Fill Options
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» Different types of data (text, numbers & formulae):
e text Is left adjusted by default, use the format toolbar to change

the adjustment, text format, indent or colour (see pages 9 & 10)
» However, some simple properties of text can be modified directly
by using the relevant buttoms that appear in the home tab toolbar:
Cell borders

- Text size
Text style Background color

/o Book:
_ EF | 00
_“?/" Home I Page Layo\t .| Review View Add-Ins

= Cut
$ Cu =" Wrap Text

ot 53 Copy : v .
dsie u - H "3 o - 'r:
- # Format Painter | : B /7 U Ei £5 M| | maf Merge & Center +=

Clipboard Pl

Right/left aligned text

Text colour Centered text 1 6




* numbers are right adjusted by default, use the format toolbar to
change the format as for text.

*As for text, there iIs also a particular toolbar in the Home tab that
allows you to adjust certain properties of numbers very easily:

Ceneral . » | changes the style of the cell to
s ~_ “accounting ” style, without a currency
- ':'.l"::u ¥ . .

00 =0 symbol and leaving a “thousands” separator
Numer F
Example: 1234 1234,00
Choose curre\cy type / \

\ Standard style s | Style
Express number as a

percentage

+.0 .00
L0 +.0

In/decrease decimal — in/decreases the number of decimal
points displayed, e.g. 7 will be written as 3.14 or 3.1415 17



» formulae are expressions which tell Excel to perform operations

* In Excel all formulae begin with an “="-sign followed by some
arithmetic expression.
Example:

=2+3+2*31

A formula may contain numeric values, cell references and
arithmetic operators. It is important to note the difference
between the formula inside a cell and the numerical value

which is displayed on the cell.
Example: In the cell C5 write =A1 +A2+A3. This will add the

three cells Al, A2 and A3 and display the result in C5. Now,
when you alter the content of Al, A2 or A3, the value of C5 will

change automatically
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* In Excel and other major programming languages, arithmetic
expressions are evaluated following a specific order of
precedence for the arithmetic operators.

* The order Is:
- negation: “-”
- exponentiation: “*”
- multiplication and division: “**°, “/”

- addition and subtraction: “+”,
 The order of precedence can be overwritten by parentheses.

Example: -4"2 — 16
-(472) - -16
3*(5+6) —» 33
3*5+6 —» 21
3N2+7 — 16
3N2+7) - 19683 19



» Formulae can be entered by means of pointing, that means
Instead of typing the cell reference one can simply LC on the

appropriate cell.
Example: Enter the formula =1/(D5+G4) into B4
— type =1/( into B4 - LC on D5 — type +

— LC on G4 - type ) - complete the entry
* In case you entered a formula incorrectly Excel offers a

corrected version, e.g. you entered “=1/(D5+G4*“—

Microsoft Excel found an error in the Formula you entered. Do you want to accept the correction proposed below?
(§) =1/D5+G4)

» To accept the correction, click Yes.
« To close this message and correct the Formula yourself, click Mo.

fote o |

* in case you select “No * Excel tells you your mistake

Microsoft Excel

Your formula is missing a parenthesis--) or {. Check the formula, and then add the parenthesis in the appropriate

—

...........................




