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Excel 97

Part 2

AutoCorrect


Like Word, Excel can automatically correct values entered into cells.  Or, you can use this feature to create a kind of abbreviation for long values which you commonly type.  To add entries choose Tools  |  AutoCorrect and enter the text you wish to have replaced and the replacement text.  Click on the Add button.
Formatting Cells 

While many formatting options may be accessed through the Formatting Toolbar, there are other options available.  To view all the formatting options, select the cells to format, then right-click on the selection and choose Format Cells.   

Options you will find under the Format Cells menu include:

· additional numeric formats (also where you can customize a format;

· vertical and horizontal alignments; also wrap text and rotate text;

· more font, border and pattern options;

· cell protection options.

Conditional Formatting 

To highlight formula results or other cell values that you want to monitor, you can identify the cells by applying conditional formats. For example, you could apply conditional formatting to a cell that falls below a certain value -- to bring attention to it.  To apply a condition, choose Format  |  Conditional Formatting.  Fill in information for the condition, values, and formatting options.  You may apply more than one condition to a cell.

Date/Time Formats
Excel has many formats for date/time.  Internally, Excel converts any date/time you type in into a serial number so that mathematical calculations can be performed on it.  For times of day, Excel defaults to 24-hr format.  For dates, Excel defaults to M/D/YY.  To change the way Excel displays dates/times, use Format  |  Cells  |  Number.

Entering Current Date/Time

Below are shortcuts to entering the current date and/or time.

Date

Hold Ctrl and press   ;   to insert the current date.




Time

Hold Ctrl +Shift and press   ;   to insert the current time.

AutoFormat
To choose from a variety of premade formats, select and cell to apply the format to and choose Format  |  AutoFormat.  Excel selects the contiguous range of values and displays the dialog box.  Select the format you like.  To apply the last format selected, click on the AutoFormat button again.
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Use Format Painter to paint an existing format onto other cells or ranges.  To use paint one time, click on the cell(s) that are formatted the way you want, then click once on the Format Painter button.  Your mouse pointer will turn into a paint roller which may be applied to another cell or range.  To be able to continuously paint formats until you decide to turn the painter off, double-click on the Format Painter button and apply the format to multiple cells or ranges.  Click once on the button to deactivate the painting.

Clearing Contents vs. Clearing Formats

Sometimes you wish to delete the contents of a cell and leave the formatting in place.  Or, you may wish to clear the formatting features and leave the contents.  Fortunately, Excel provides many combinations of options to clear cells.   These options are found under the Edit menu.  (To clear any cell, you must first select the cell or cells to be cleared.)

The options under the Edit  |  Clear menu are:

· All (clears formats, contents, and comments)

· Formats
· Contents (a shortcut is to select cells and press the Delete key on the keyboard)

· Comments (deletes only the comments associated with a cell or range).

Comments

You can add a comment to a cell, then view the comment when you place your mouse pointer over the cell.  To insert a comment, select the cell to attach a comment to then right-click on the cell and choose Insert Comments.  As indicated above, Comments may be cleared at any time using the Edit  |  Clear menu.  
To print comments, choose an option from the File  |  Page Setup menu and click on the Sheet tab.  
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Function Wizard
The wizard will step you through the arguments for many built-in functions, explaining each in context.  You will find statistical, financial, mathematical, date and many other types of functions for your use.  Click the Function Wizard button to open it.

Examples include:


=sum(g12:p8)


=min(b3:g3)

=average(h13:l13)

=stdev(A3:g3)

=max(  )


=sin(x)

=min(  )


=vlookup(  )
Freezing Titles
To freeze cells so they remain fixed when you scroll your worksheet, select the row, column, or cell below or to the right of where you want the frozen cells.  From the menu select 

Window  |  Freeze Panes.

Windows
Windows  |  Split

Divides the screen vertically into two windows.

Windows  |  Remove Split
Sets the screen back to one window.



Protecting/Hiding Cells

You can prevent cells or worksheets from accidental or unauthorized changes.  To protect cells you should first select the cell or ranges to be locked.  Locking cells has no effect unless the sheet is protected. Note:  Locked cells can't be edited if the document is protected. To protect a sheet, choose    Tools  |  Protection  |  Protect Sheet.  

You can also use the same menu to “hide cells”.  Using Format  |  Cells  |  Protection to hide a cell will actually displays the cell’s value, but no formula appears in the formula bar.  This feature must be activated as well through  Tools  |  Protection  |  Protect Sheet. 

To completely hide columns or rows from view, select the row or column to hide and choose Format  |  Row or Column  |  Hide. (Ctrl + zero is the keyboard shortcut for hiding and Ctrl + Shift + zero is the shortcut for unhiding.  

Print/Print Preview

Before you print your worksheet, it’s always a good idea to preview it first.  To preview it, choose  File  |  Print Preview.  You can then use the magnifying glass to zoom in closer.  To print the document, click on the Print button in the Print Preview screen, or choose  File  |  Print.  You can also click on the print button on the toolbar.

To control the page setup such as headers, footers, margins, gridlines, cell notes, or row and column headings, choose  File  |  Page Setup.

Page Breaks

To set manual page breaks select the cell (or column or row) where you want to start a new page and choose   Insert  |  Page Break.  To view on the screen select  View  |  Page Break Preview.
Headers/Footers
To create headers or footers select:  File  |  Page Setup  |  Header/Footer
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Inserting Path/Filename Into Document
To better enable you to track documents, it is a good idea to insert the path/filename into the document.

To insert this information via a header/footer  -  choose File  |  Page Setup  |  Header/Footer  |  Custom Header/Footer.  Position the cursor in the desired location and click on the icon for filename (2nd button from the right).
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Choose  Information  |  Cell  and click the OK button

From the Info  _  type  field type the word  “filename” and click on the OK button.
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Names

A name is an easy to remember an identifier you create to refer to a cell, a group of cells, a value, or a formula.  Once a name has been defined you can use that name almost anywhere you might use a regular reference, including formulas and dialog boxes.  

To define a name, select the cell(s) to be named and enter text for the name in the Name Box on the left side of the Formula Bar. Once a cell or range is named, you can use the name in formulas or quickly go to that range by selecting the name from the Name Box. 

Customize AutoFill
To create lists that automatically fill cells with your own customized series of data, choose 

Tools   |  Options  |  Custom Lists.
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Sorting Data
You can do a  "quick sort" by clicking anywhere in the column you wish to sort by and clicking on the Sort Ascending (or Descending) Button.   Caution: Do not select the entire column when sorting.  If you do, Excel will sort only that column, leaving the rest of the data in a row unsorted.

Renaming/Inserting Sheet Tabs

The Sheet Tabs are located near the bottom of the screen.  Excel uses the default names of Sheet1, Sheet2, Sheet3, etc.  

To change the name of a tab or to insert additional sheets, right-click on the tab to see a quick menu.  


Select the option from the menu

Changing Default Location 

To change the default working folder that appears in the Open and Save As dialog boxes choose Tools  |   Options  |   General.

Enter the default drive and folder name desired.













