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Introduction

Excel 2010 Level 2 is a continuation of the fundamentals learned in Excel 2010 Level 1 and
builds on this foundation to provide the user with the necessary skills to create more detailed
and extensive spreadsheets, and enhance their visual impact with charts and other graphic
objects.

Learning Objectives

e Edit and format large areas of a spreadsheet.

Streamline calculations by using functions.

e Use data more effectively through sorting.

e Create charts to display data in a graphical format.

e Use drawing objects to add visual appeal to spreadsheets.

e Insert screenshots into the spreadsheet.



Using Ranges

Working with a range allows you to perform operations such as moving, copying, or formatting
much faster than working with one cell at a time. Figure 1 contains terms and definitions
encountered when using ranges.

Term Definition
Range A group of cells.
Name Box Allows you to enter a name for a range.

Formula Bar

A bar at the top of the Excel window that you use to enter
formulas.

Selecting a Range

Figure 1 — Definitions

To select a range, highlight the cells that you want to include in the range (see Figure 2).

A B G D B 5 ] H 1 K
1 ABC Company Sales
2
3 Name January February hdarch April Total
4 |Eastern Region [ 11000 8 17500 8 14000 & 1es00] <« 4 59200 Range B4:E4
5 Western Region 4 200,00 & 210.00 % 240,00 & 288,00 [ 938,00
& | Southern Region 4 300,00 & 18000 % 29500 & 354,00 4 1,129,00
7 |Morthern Region 4 220,00 & 195.00 % 18500 & 222,00 [ 822,00
a
9 Total 4 830,00 & 760.00 % ®60,00 & 1,032.00 4 3,482,00
10
11 Average " sorvl

R e = =R R
R P - T R T )

25

M 4 » M| Sheetl Sheet2 Sheest3

Ready | (3 |

When using ranges in formulas, you may need to define the range by using the cell addresses.

¥

[«

Average: $148.25  Count 4  sum: $593.00 |[EH|E 100% (=)

Figure 2 — An Example of a Range

In the above example, the Eastern Region sales figures would appear in the range as the

following: B4:E4

A0



Naming a Range

A range can also be defined by giving a “name” to a group of cells. For example, we could name
cells B4 through E4 as, “Eastern Region” by doing the following:

1. Highlight cells B4 through E4 (see Figure 3).

2. Click in the Name Box (see Figure 3).

3. Type “Eastern Region” and press the Enter key.

4. You can now use the name “Eastern Region” in a formula instead of (B4:E4).

Home Ihzert Page Layout Farmulas Data Rewiewy Wi et Deweloper
z % Calibri 1o A S == B ¢  Accounting - El—l = ([
ET = 5| —Lﬂd —id
v v - - EEE iEE | B v <0 .00 iti
Pty B U- mc B-A- EEEESE S 5% o0 W8 Cndtond romat el
Clipboard Font Alignment Mumber Styles
I Eastern Heginn| Iq— Name Box
Py B (e D B E G H
1 ABC Company Sales
2
3 Name January February ldarch April Total
4 |Eastern Region IS 11000 5 17500 5 140,00 S 168,00 | g 393.00
5 Western Region & 200000 % 210,00 5 24000 & 288.00 5 938.00
& Southern Region S 300,00 % 180,00 5 295.00 & 354.00 5 1,129.00
7 Northern Region & 220000 % 19500 S 18500 & 22200 G 222,00
8
9 Total S 830,00 & 7E0.00 5 BEO.OD & 1,032.00 5 348200

=
=

Figure 3 — An Example of a Range

Copying and Pasting a Range
The following explains how to copy and paste a range:

Click and drag the mouse pointer across the cells to highlight them.

Click on Edit and select Copy (you will see a moving border around the range).

Click the mouse pointer in the beginning cell where you want the range to be copied.
Click on Edit = Paste.

PwnNPE



Using Functions
Figure 4 shows the definition for a Function:

Term Definition
Function A predefined formula that can be used to simplify calculations in
worksheets.

Figure 4 — Function Definition

In the following example, we’ll use a function to find the average quarterly sales figure for the
Eastern Region:

1. Clickin cell F15.
2. Click the Insert Function button which appears as f,(see Figure 5) and the Paste Function
dialog box will open.

Haome Insert Page Layout Formulas Data Review View
3 ‘#‘f”t Calibri 11 A A = Ei:| = Wrap Text Gel
Paste S I u- | G A EEE [ Merge & Center ~ | §
B ¥ Format Painter = — = = = LERRB AN
Clipboard P Zaaia u Alignment [
P39 M |
| A c D E F G
1] ABC Company Sales
2
3 |Name January February March April Total
4 |Eastern Region $ 11000 S 175.00 S 140.00 S 168.00 S 593.00
5 Western Region $ 200,00 S 210.00 S 240.00 5 283.00 S 938.00
6 Southern Region $ 30000 S 180.00 S5 295.00 S 354.00 51,129.00
7 |Northern Region S 22000 S 195.00 S 18500 5 222.00 S5 822.00
8
3 Total S 830,00 S5 760.00 S5 860.00 5 1,032.00 53,482.00
10
11 Average S 20750 5 190.00 S 215.00 5 258.00 S5 870.50
12
13 |
14
15 |

Figure 5 — Insert Function Button

3. Select Average from the Function name list and click OK. The Function Arguments dialog box

will appear (see Figure 6).
4. Inthe text box for Number 1, enter the range (example - B4:E4).



[l 5 5
Function Arguments I. ? |ﬂhl

AVERAGE

Mumberl B4:E4 Fe:| = {110,175,140,168}
| = numbe:
= 148,25

Returns the average (arithmetic mean) of its arguments, which can be numbers or names, arrays, or references that
contain numbers,

Numberl: numberi,number2,.., are 1 to 255 numeric arguments for which you want the
average,

Formula result = & 148,25

(8.4

Help on this function [ J | Cancel

Figure 6 — Function Arguments

Note: If this had not been the range we wanted, we could have typed the correct range in the
Number 1 field in the dialog box.

5. Click OK. Excel returns the average of the numbers in cell F15.

Sorting

Excel gives you the ability to sort a list of items, names, or numbers. You can select which field
or fields you want to use for the sort, and whether to sort in ascending or descending order.
The following explains how to sort the First Names from Figure 7:

1. Click in cell A3 to make it the active cell.

On the Home tab, click on the Sort & Filter icon (see Figure 7).

3. Select Sort A to Z. This will sort the list in ascending order by First Name, since the active cell
was in the First Name column.

N

Insert Fape Layout Formulas Data
R = L | = = . = H =] T T X Autosu
k Calibri o i LAY = Wiz p Text General - _F__ = "
& Copy - ! = . ljﬂ ‘4
% o Famat Pinter B I U~ |iir| S A e Merge B Center v § ¢ B o Ll
Clipbaard . ant fignmert liimber
E24 - =
A 8 c I o [Ee ] F [ & H i k] e M N a
3 First Last Store City State Sales
4 Julie Baker 2 Caklznd ca 3873
5 Brad Fulson 3 Cocoa Beach FL 3517
6 Terri Goldstein 3 Cak Ricge TN 2475
7 Jos= Hughes 2 Pine Bluff AR 3876
8 |Pete Hughes 3 Lake Forest L 2458
9 |Mary Kinsey 1 Evergreen PA 3091

Figure 7 — Sorting



Your list will now be sorted in alphabetical order by First Name (see Figure 8).

A B C D E F G H

3 First Last Store City State Sales

4 Brad Fulson 3 Cocoa Beach FL 3517

5 |Joe Hughes 2 Pine Bluff AR 3876

6 Julie Baker 2 Oakland CA 3873

7 Mary Kinsey 1 Evergreen PA 3091

& Pete Hughes 3 Lake Forest IL 2458

9 |Terri Goldstein 3 Oak Ridge TN 2475

10

Figure 8 — Sorting

Sorting With the Data Sort Menu Option

Another way to sort in Excel is with the Data Sort menu option. The following explains how to
sort by First Name using this option:

1. Click on the heading labeled First (see Figure 9).

Insert

Page Layout Formulas

Iy PED ) B [Ty (BalConnedions 4| [z IJ?’ K Clear
| E@ =2 =l = .@ S = Fis
From From From From Other Existing Refresh i Sort Filter

Access  Web Text Sources~ Connedions Al B

7 it Textto  Remove
2 Advanced | Cglumns Duplicates Val

Get External Data Connections Sart & Filter 0

A3 ~(C K| Fist
B c D E F | & | H

Personnel Confidential Information

| A |
1 4
L=
3 | First .I Last Store City State Sales

4 lulie Baker 2 Dakland CA 3873
5 |Brad Fulson 3 Cocoa Beach FL 3517
6 Terri Goldstein 3 Oak Ridge ™ 2475
7 Joe Hughes 2 Pine Bluff AR 3876
8 Pete Hughes 3 Lake Forest IL 2458
3 Mary Kinsey 1 Evergreen PA 3091
10

Figure 9 — Sorting

2. From the Data tab, Click Sort (see Figure 9).
3. Inthe Sort dialog box (see Figure 10), select the column heading that you want to sort by
from the Sort by field.

Sort I\M-‘
| | Ade Lavel ]| X Delete Level || -3 Copy Level || - [ Sl | 9] My dats has headers
Coiumn SortCn Order
Sortby | ¥y = [awz ]

ok Canc=l

Figure 10 — Sort Dialogue Box



4. Select the order that you want to sort by from the Order field (see Figure 10).
5. Click OK.

Creating Charts
Figure 11 shows the definitions for terms used with charts:
Term Definition
Chart A graphical representation of data.
Chart Wizard Guides you through the steps for creating a chart.
Y Values In a bar chart, the numerical values displayed on the Y axis.
X Labels In a bar chart, the text that defines each charted item on the X axis.

Figure 11 — Definitions for Charts

The following shows how to create a chart:

1. Select the cells that contain the data that you want to display in the chart, including column
headings. If the data is not in contiguous cells, hold down the key as you highlight.
2. From the Insert tab, select the type of chart that you want to use.

Page Layout Formulas Data Review View

F 3 LD o e Dyl Q) 5

PivotTable Table Picture Clip Shapes SmartArt Screenshot | Column  Line Pie Ear Area Scatter Other Line Caolumn ¥
e Art - L

% ¥ ¥ ¥: 4 *  Charts
Tables THustrations Charts Sparklires
Al - (@ ﬁr ' ABC Company Sales

| ] A | B i e | 3 [T W - H | 1
1 ABC Company Sales

2

3 Name January February March April Total

4 |Eastern Region $ 11000 5 175.00 S 140.00 5 168.00 5 593.00

5 Western Region 5 20000 5 21000 5 240.00 S 283.00 S 938.00

6 Southern Region S 30000 S 180.00 S 295.00 S 354.00 $1,129.00

7 |Northern Region $ 220,00 S 195.00 S 185.00 S 222.00 S B822.00

g

9 Total $ 830.00 S 760.00 $ 860.00 S 1,032.00 $3,482.00

10

11 Average $ 20750 S 190.00 $ 215.00 $ 258.00 $ B70.50

12

Figure 12 — Chart Types

3. The graphical representation of your data will appear.

10



Modifying a Chart

An existing chart can be changed to reflect changes or updates to a spreadsheet. The following

chart shows the sales figures based on the personnel in the spreadsheet:

Et Lo

Home Insert  Page layout  Formalas Data

Beview  View | Design | Layeut  Format

e @D =0
I ] == oy =
= =B = || | | =
Change  S3vs Ag Switch Salect -i_HL—!-LJ =| H_H_hl'u_ = I . I l I . I
Chart Type Template | Row/Column Data = ex e 5 S——
Trpe Cata Chart Layouts
Chart 1 M £

| ) B 5 bk I E s e e 2 i
1 |Name [sales
2 |Kim 3876 -
3 |Susan 3873 S

- ales -
4 |Stacey 3634
5 Amanda 3531 ]
5 ane A231) 400 |
? ! |
5 | e
9 | 3800 -—
10

i : ESalkes |

3600

| |
12 3400 — |
13- 3200
14|
15| 3000 - —
16 Kim Susan Stacey Amanda lane

Figure 13 — Bar Chart

The following explains how to add name/data to the spreadsheet and then add the name/data

to the chart:
1. Enterthe datainto the spreadsheet.
2. Right-click on the Chart Area and then select the Select Data option.

3. From the Select Data Source window, click in the Chart data range field (see Figure 14).

= ey
rsElECt Data S__Iil..I!'EE - - @Iﬂ
| Chart data range: ;1In:|':t1.':.
| |.-|_—! ’ ESv_ultﬁ Row/Column l — |. |
Legend Entries (Series) Horizontal (Category) Axis Labels
[ 5 Add ” = Edit J[ ¥ Remove J a| w ’ o Edit ]
Sales Kim
Susan
Stacey
Amanda
Jane
Hidden and Empty Cells | [ ok || cancel
b

Figure 14 — Select Data Source
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4. Select all of the data in the spreadsheet, including the new data that was just added.

5. Click OK.

Changing the Appearance of a Chart

To change the appearance of the chart in any way, such as changing the chart font size, color,

style, etc., follow the instructions below:

1. Right click on the chart.

2. Select the formatting options that appear on the screen (see Figure 15).

[ a | B c p | E F G H I
1 Name Sales — —
3 'Kim 3876 S— —= —= e — = Calibri(E~ 10 -~ A" A" Chart Area
3 |Susan 3873 4400 Bl ES=E=4 A
{ |
4 Stacey 3624 I 5
5 Amanda 3531 d Cut
6 |Jane 4231 | 000 3 copy
7 Tracy 3900 %, Paste Options:
8 .
3 o
10' —= &5 ResettoMatch Style
11 = A Font.
12:! il ChangeChart Type..,
= = & select Data.,
il @] Move Chart
(@] Mo
= | = o] Move Cha
16 | Kim Susan Stacey Amanda Jane Tracy
17
18
13|
2 Assign Macra...
2L
22' Zf' Format Chart Area...
23
Figure 15 — Appearance Options for Charts
Changing the Chart Type

After you have created a chart, you can change the chart type. The following explains how to

change a bar chart:

1. Click on the chart so that it is active.
2. From the Design tab, select Change Chart Type.

3. Select the chart type that you want to change to (example: Line Chart) and click OK.

Note: After changing the chart type, you may need to change the size of the chart by dragging

the control handles.

12



Formatting a Chart Object

The following explains how to change an object (example: chart area, title, etc.) on the chart. In
the example below (see Figure 16), we'’ll change the color of the bar from blue to orange:

4400

4200

3800 -
2600 - B Seriesl
3400 -
3200
3000

Susan Stacey P.manda lane

Figure 16 — Bar Chart

1. Point to the bar and right click. A menu will appear (see Figure 17) that allows you to format
that particular chart object. In the menu that appears, select Format Data Series.

Chart1 v fr | =SERIES{,Sheet1!$AS2:54$7 Sheet1!$B52:5857,1)

1 Name Sales

2 kim 3876

3 Susan 3873 A

4 Stacey 3634

== 4200

5 Amanda 3531

6 lane 4231 2000 -——

7 Tracy 3900, AT [SeTiest

8| rE==r 22§
2 | ®seriest
10| Delete

11! H  Resetto Match Shyle

of ]

S L] Change Series Chart Type..

=t -

14 i SeleekData..,

15 S
| 16/ L f AdH Tists Labefe dane Ty
1?_ | Add Trendhine...

18 ﬁ‘ Farmat Data Saries...

=

Figure 17 — Bar Chart

In the next menu that appears, select Fill.

Then, select Solid Fill.

Next, click the box next to the word Color (see Figure 18). Select the color of your choice.
Finally, click the Close button.

ukhwnN
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-
Format Data Series

Series Options

| Fil
Border Color

Border Styles

Shadow
Glow and Soft Edges

3-D Format

Fill

1 Mo fill

@ Solid fill

i) Gradient fil
“ Picture or texture fill
(71 Pattern fill

) Automatic

[T Invertif negative
[C] Vapuceh
Fill Color

Color: Iﬁj

Transparency:

'4E:r:

Close

Figure 18 — Format Data Series

Printing Worksheets and Charts

Excel gives you the option to print a worksheet and chart or print just the chart. The following
explains how to do each of these:

Printing a Worksheet and Chart

Click the File tab.
Click Print.

b S

Click anywhere outside the chart area to select the worksheet.

A preview of the spreadsheet and chart will appear on the screen (see Figure 19). To print

the preview, click the Print button. To return to the spreadsheet, click the Home tab.

14



Insert Fage Layout Formulss

[l save
Print -
B seve s
1 oprest (L =
5 Cpen
5 Clase Name sales
Kim 3876
a Prifme Susan 373 400
5 Stacey el :
= 7 Bell 3100cn PCLE-BE 438 5 Amards 3551 4z
L tare 231 00
i Printer Properties Trecy 3500
i =00
Settings
= [T Print Active Sheet b
- rint Active Sheets it -~
ey l '—I Qinly print the active sheets Hi0
ave B Se =
Pages: 2| e = =200
Help e o lrid W0ap 4 - =t - ik
IJI_I 123 133 X im Sumn  Smow Amanda lene Tracy
i optians sy SR ———
—
3 Exit _ | Portratt Onentation -
L. =
177 Mo Scating =
116%0] print sheets ot their actuzl size
Sage Setup

e s 1 )

Figure 19 — Printing Charts

Printing a Chart Only

Click on the chart.

Click on the File tab.

Click Print.

A preview of the chart will appear on the screen. To print the preview, click the Print
button. To return to the spreadsheet, click the Home tab.

PwnNPE
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Using the IF Function

The IF function returns one value if a condition you specify evaluates to TRUE and another value
if it evaluates to FALSE. The following explains how to use the IF function:

1. Logical Test: Any value or expression that can be evaluated to TRUE or FALSE (see Figure
20). Example: A5=100 (True or False?)

Value_if_True: Value that is returned if logical_test is TRUE.

3. Value_if_False: Value that is returned if logical_test is FALSE.

' N
Function Arguments | 2 ”EE—J

IF

N

Logical_test || | 1 [B| = i
Value_if_true 2 |E| =
Value_if false 3 @ =

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE,

Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

Formula result =

Help on this function QK ] | Cancel

Figure 20 — IF Function

Example:

Create a formula that will calculate the score of an exam and display a “PASS” or “FAIL” text. If
the grade in cell Al is larger than or equal to 85, then the function will display “PASS” in cell B1.
Otherwise, the function will display “FAIL” in the same cell.

Note:
1. To construct more of a detailed formula, up to seven IF functions could be nested together.
2. The IF function could be used with other Excel functions.

Using Styles
The use of styles can simplify the formatting of cells. Each style is defined by a name and can
be applied to a cell or range of cells. The following explains how to use styles:

Applying a Style

1. Select the cell or range to which you want the style to apply.
2. Onthe Home tab, select the Cell Styles.
3. Select the style you want to apply.

16



Creating Styles

1. Onthe Home tab, select Cell Styles.
2. Click New Cell Style (see Figure 21).

Iz Fage Layout Formutzs Dsta Reviaw

B 4 oon - W = B B T B F = autosum -+ A 38
4 Calibii |l | ==l S wiap Text General . _F h.,! = o i
— Hacopy~ BT o : . =2l : = A= @ Fin - Z“’ :
Fote oy | R R O | B h-A-EE= S Merge e Center - 8§ - % v | %5 ;.ocqr:‘ualttti;:‘nal_ a:o[::r;n SCeEI;‘ ingsrt Oslste Famat B G Fsi?t.:re: ;;T:“a_
g i
Cligboard a Fomt fa | Allgnimier s | Good, Bad and Neatral
M7 = £ | Mormal | Bad Good Neutral
| A | B | = | D E F I G | H | | Data and Model
1 Name sales [catcustan | checkc | Iniput | Note
2 Kim 3376 |
Output Warning Text
3 Susan 3873 aad ;
3 [stacey v Titless @il Heaifings
= e Yo 4300 — Heading 1 Heading 2 Heading 3 Heading 4 I'itle Total
6 Janeg 4331 e Thermed Celf Styles
7 [ Tracy 3300, 20%- Accentl  20% - Accentl 0% - Accent3  20%- Accentd  20%- AccentS.  20%- AccantS
8 3800 + -
5 |aﬁ%-Acoenr1 A% - Accent?  30% - Accentd  a0% - Arcentd | A0%-AccemS  40% - Accents
= 3600 c e G Sl :
= 3400 BT T T
;:’ Number Format
o S ol Comma [0] Currency Cumrency [0] Percent
- Y
16 Kim Susan Stacey Amanida Jane 1 i T
17
12|

Figure 21 — Cell Styles

3. Inthe Style dialog box that appears, enter a name for the new style (see Figure 22).
“style Bx|
Skyle name:

Skyle Includes (By Example)
Murmber  General

Alignment  General, Bottom Aligned
Font Arial 10

Border Mo Borders

Fil Mo Shading

Protection Locked

[ QK ] ’ Cancel

Figure 22 — Style

4. Click on the Format button (see Figure 22) to create the style you want.

5. Click Ok.
6. Your new style will be added to the Cell Styles custom list and will be ready for usage.

17



Headers and Footers
Figure 23 contains terms and definitions for headers and footers:

Term Definition
Header A line of information that appears at the top of every page.
Footer A line of information that appears at the bottom of every page.

Figure 23 — Definitions

To add headers and footers, follow the instructions below:

1. Onthe View tab, select Page Layout (see Figure 24).

nkwn

Data Review

Farmulas

Insert Page Layout

I:J, ,__j [¥ Ruter [¥] Farmula Bar & ; B

Phge Break | Custom Full | ] Gridlines [#] Headings Zoom 100% Zoomto Mew  Arrange Fre
Views Screen ) o Selection | Window  All P

Window

Workbook Views Show Zoom
Al i %
T ] T T 3 T | T ] T | T | T l
| A | B & D E i G H 1 i
r Click to add header
(1]
[1] [ 1

Figure 24 — Headers and Footers

Click in the area marked Click to add header or Click to add footer.

Click to enter the text either in the left, center, or the right section.

Begin typing your text to enter the header or the footer.

Select the text that you typed and click the Home tab to format the text (font, bold, color,

etc.).

18



Excel on the Internet
You can save your Excel workbooks or separate spreadsheets and graphs as HTML files (see
Figure 25 for a definition) so that they can be viewed on the Internet.

Term Definition
HTML Hypertext Markup Language---the language of the Internet.

Figure 25 — Definition of HTML

Saving the entire work book as HTML
The following instructions explain how to save the entire work book as HTML:

Click the File tab in the upper-left corner of the screen.

Click Save As.

Enter a new file name if desired.

For Save as type (see Figure 26), change this from Excel Workbook to Web Page.
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F/gure 26 — Save As dialogue box

5. Click Save. If you receive a message indicating that the file may contain features that are not
compatible with a Web Page, click Yes to keep the workbook in this format.

When the file is saved two things are created:
a) A web page with the file name.
b) A folder with the same file name.

For example, a file named Report1 would create the following: a file named Reportl.htm and a
folder named Report1_files. The computer needs both of these in order to view the web page.
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Saving one sheet and its contents as HTML
The following instructions explain how to save one sheet as HTML:

Go to the sheet that is to be saved as HTML.
Click the File tab in the upper-left corner of the screen.
Then, click Save As.
Click the option Selection: Sheet (see Figure 27).
Enter a new file name.
Change Save as type to Web Page.
The title of the web page will be the original file name. If you would like to change the title
click the Change Title button (see Figure 27).
a. If you click the Change Title button, enter the new title and click OK.
Choose the location to save the file.
9. Click the Save button.

NoukwnNeE

oo

= n— -
| — — |
{\_';l,\/. | % Users » orcerden >|Desk‘mp|>| pe)
; . T |
Croganize = New folder = » [7]
-
B Ceskiop * MName Date modified Type
& Downloads S B
= Bookl files 1/6/2011 2:25 AM File folder
= Recent Places
- 7 EBock 1 AM  HTML Docu
-y EJ Workshop Countz_Fall2010 - Shortcut 1 10 3:54 PM Shertcut
= Libraries = . ¥
e B workshop Fall2010_Phass bwo_revsion - .. 11/12/2010 354 PIM Sherteut
|'#] Docurments | |
& Music = |
e Pictures
& Videos
B Computer
1] 3
File name:  Bookl =
Saveas type: | Web Page VI
Authors: juser Tags Add 2 tag |
Save ) Entire Workbook Title
@ Selechon: Sheet |
Change Title. |
Pubrhish,..
[F] Sawe Thumiknail
=~ Hide Folders Tods - [ Swe | | Coned
Ao e J

Figure 27 — Save As dialogue box

Inserting a Hyperlink

Hyperlinks, colored and underlined text or graphics that you click to go to a file or a website can
be included in regular Excel spreadsheets. The following explains how to create hyperlinks to go
to files and websites.
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Creating a hyperlink to an existing file

As an example, we will create a link to Sheet 2. The following explains how to create a hyperlink
to an existing file:

1. On Sheet 1, type the following text: Go to Sheet 2 (see Figure 28).
2. Select the cell containing the text to be used as the hyperlink (Go to Sheet 2).
3. From the Insert Tab, select Hyperlink (see Figure 28).
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Figure 28 — Hyperlinks

4. From the Insert Hyperlink dialog box (see Figure 29), click Place in this document.
5. Inthe list under Cell Reference, click Sheet 2 (see Figure 29).

6. Click OK.
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Figure 29 — Insert Hyperlink Dialogue Box
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When you hold the mouse pointer over the text Go to Sheet 2, the arrow will change to a
pointing finger. This indicates that the text is now a hyperlink. If you click on the hyperlinked
text, you will be taken to Sheet 2 of the workbook.

Creating a hyperlink to a web page

The following explains how to create a hyperlink to a web page. As an example, we will create a
hyperlink to the Kennesaw State University web site:

1.

2.
3.
4

6.

On Sheet 1, type the following text: Kennesaw State University
Select the cell containing the text to be used as the hyperlink (Kennesaw State University).
From the Insert Tab, select Hyperlink.
In the Insert Hyperlink dialogue box under Link to, click Existing file or Web page (see
Figure 30).
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Figure 30 — Insert Hyperlink Dialogue Box

In the Address field, enter the Kennesaw State University Website address:
http://www.kennesaw.edu

Click OK.

When you hold the mouse pointer over the text Kennesaw State University, the arrow will
change to a pointing finger. This indicates that the text is now a hyperlink. If you click on the
hyperlinked text, a browser will open on the computer. The browser will open to the Kennesaw
State University website.
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Using the Graphical Tools

You can use Excel’s graphical tools to enhance the look of a spreadsheet or chart, as well as
make it more understandable. With the graphical tools you can add shapes (such as arrows and
lines) and text boxes.

Figure 31 is an example of how the arrow and text box can be used in Excel to emphasize the
sales for a particular year.
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Figure 31 — Insert Hyperlink Dialogue Box

Drawing Shapes
The following section describes how to use Excel’s drawing tools:

1. Click the Insert tab.

In the /llustrations group, click Shapes.

3. The Shapes Gallery will appear. Click the shape that you want to add to the spreadsheet
(see Figure 32).
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Figure 32 — Shapes Gallery

23



4. You are now ready to draw the shape on the spreadsheet. As your mouse pointer hovers
over the spreadsheet, it will appear as crosshairs.

5. Hold the mouse button down and drag the mouse pointer across the screen to draw the
shape.

Modifying Shapes
Once a shape is placed on the spreadsheet, you can modify the shape in a number of ways,
such as re-sizing, re-shaping, adding fill and outline colors, adding shadows, and adding text.

Re-sizing
Shapes are re-sized in the same way as clip art and pictures. The following explains how to
re-size a shape:

1. Click to select the shape.

Anchor points will appear as circles and squares around the shape (see Figure 33).

3. Allow your mouse pointer to hover over any of the circles, and the mouse pointer will
change its appearance to a double-arrow.

4. As the double-arrow appears, hold down the mouse button. As the mouse button is held
down, move the mouse to increase and decrease the size of the shape.

5. Release the mouse button when you have adjusted the shape to a larger or smaller size.

. I @

Figure 33 — Arrow

N

Re-shaping
Some two-and-three-dimensional shapes have a yellow diamond that you can click and drag to
alter a certain aspect of the shape, such as the arrow point in the arrow shape (see Figure 33).

Adding a Shape Style

The following explains how to add a shape style:

1. Click the shape so that it is selected.

Click the Drawing Tools contextual tab (see Figure 34).

3. Inthe Shape Styles group, click the “More” button (see Figure 34) to open the Shape Styles
gallery.

4. Click the style of your choice.
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Figure 34 — Drawing Tools
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Adding Fill Color

The following explains how to add a fill color to a shape:

1. Inthe Shape Styles group, click the arrow in the Shape Fill icon (see Figure 35).
2. Click the color of your choice.
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Figure 35 — Shape Fill icon

Changing the Outline of a Shape

The following explains how to change the outline of a shape:

1. Inthe Shape Styles group, click the arrow in the Shape Outline icon (see Figure 36).
2. Click the outline color, weight, and style of your choice.
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Figure 36 — Shape Qutline icon

Changing the Shape

The following explains how to change a shape:

1. Inthe Insert Shapes group, click the arrow for Edit Shape (see Figure 37).
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Figure 37 — Edit Shape icon
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2. Next, click Change Shape.
3. Select the shape of your choice.

Add Text to a Shape

The following explains how to add text to a shape:

1. Select the shape.

2. Click the Drawing Tools contextual tab.

3. Click Text Box (see Figure 38). A text box is overlaid on the shape, and the cursor
appears inside the shape.
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Figure 38 — Text Box icon

4. Type the text. Text can be formatted just like regular text in the spreadsheet.

Creating WordArt
The following explains how to add WordArt to the spreadsheet:

Click Insert tab.

In the Text group, select WordArt (see Figure 39).

Select the type of WordArt style you prefer.

Enter WordArt text when indicated.

The new WordArt text appears on the document, and the WordArt Format Tools tab
appears on the ribbon.
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Figure 39 — WordArt
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Inserting Screenshots into the Spreadsheet

The following describes two ways to capture and insert screenshots into your spreadsheet.

Inserting Screenshots of an Open Window into Your Spreadsheet

The following describes how to capture and insert the screenshot of an open window:

Maximize the window where you want to capture a screenshot.

In Excel, select the Insert tab.

Click Screenshot (located in the lllustrations section — see Figure 40).
Click the image that you want to insert into your spreadsheet.

PwnNnpRE

Home Insert Page Layout Formulg Data Review View
= — ‘__ 1
L D R el il e Sl )
PivotTable Table Picture Clip Shapes SmartiNt Screenshot [JColumn Line Fie Ear Area Scatter Other Ling
¥ Art 3 * £ 5 * 3 ¥ Charts =
Tables Mfustrations Avallable Windows i i
Rectanglel  ~ El e . —
| A . B i K k| & | H
1| ABC Company Sal 2
2 =
3 |Name January Fehru: i Total
4 Eastern Region S  110.00 | @s 1SErdEh Clippingl.( .00 | 4 593.00
5 fWEstern Region 5 200.00 'S5 210.00 5 2340.600 L JEE.OE S 938.00
6 Southern Region 5 300.00 5 180,00 S5 295.00 § 354.00 51,129.00
7 Marthorn Raminn =4 TIMiAN | £ fasnan | 2 1RSNN € 977 nn | € ’RI7hn

Figure 40—Screenshots

5. The image will appear in your document.

Capturing and Inserting a Specific Area of the Screen
The following describes how to capture and insert a specific area of the screen:

In Excel, select the Insert tab.

Click Screenshot (located in the /llustrations section).

Click Screen Clipping.

Use your mouse to frame the area of your screen that you want to capture.
The image that you captured will appear in your spreadsheet.
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