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elcome

Welcome to Microsoft Excel, the most powerful
integrated spreadsheet for the Macintosh.

With its sophisticated spreadsheet and worksheet-
oriented database, Microsoft Excel puts you in
control of information. Powerful built-in

graphics make it easy to present your information
visually. And since Microsoft Excel lets you
create your own functions and macros, you can
automate repetitive tasks.

Microsoft Excel—use it to handle even the most
complex financial or statistical problems with
ease.












About This Manual

This manual shows you how to start Microsoft Excel and use it for many
common tasks.

Before you start, you should already know how to perform basic opera-
tions with your Apple Macintosh. You should know how to use the
Finder and the mouse, manipulate windows, scroll a worksheet, pull
down menus, and choose commands. If you need information about any
of these topics, see your Macintosh owner’s guide.

This manual has three main parts:

B Getting Started shows you how to load the Microsoft Excel software
and start the program.

B Learning Microsoft Excel teaches you how to create a worksheet,
how to use a database, and how to create a chart.

8 Where to Go Next introduces the other informational materials —
written and online — included with Microsoft Excel.

If you are new to Microsoft Excel, you should read through the “Getting  using s manuai
Started” section and work through the lessons and examples.

If you are an experienced Microsoft Excel user or if you have been using
another spreadsheet program, read the “Getting Started” section and the
chapter titled “Where to Go Next.” If you need to review some of Micro-
soft Excel’'s commands and features, work through the lessons and exam-
ples in this book.

The following conventions are used throughout this book: Notauonal conventions

B Bold text. Important terms appear in boldfaced type.

B Command names. Commands are given with the menu name first.
For example, if you need to choose the Quit command from the File
menu, the lesson will direct you to “Choose File Quit.”
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Italics. Italics indicate words and characters that you type. Titles of
books also appear in italics.

Key combinations. A plus sign ( + ) between two keynames indi-
cates that those keys must be pressed at the same time. For example,
“Press Command +S” means that you should hold down the Com-
mand key while you press the S key.

Keynames. Keynames are indicated with initial capital letters (for
example, Command and Shift).

1 its. A procedure list is a list of actions for you to comnlete, Each
step in a procedure list is preceded by a boxed number

A procedure with only one step is preceded by a boxed square

List items that | »vide infic 1ation instead of procedural steps are
preceded by squares |



Getting Started

To use Microsoft Excel you need:

B A Macintosh Plus, Macintosh SE, or Macintosh II.
B The master Microsoft Excel disks.

B A second 800K disk drive (if you don’t have a hard disk) and blank
initialized disks to make copies of the master disks and save your
files.

B A printer (optional).

Before you begin working with Microsoft Excel, you should personalize
your master Microsoft Excel Program disk. The first time you start
Microsoft Excel, the program asks you to name your master disk. The

name you type in will be displayed each time you start Microsoft Excel.

To personalize your master Microsoft Excel program disk:

Turn on your Macintosh. If you are using a dual disk drive system,
you will need to place a disk containing a system folder into the
external drive.

Insert your master Microsoft Excel Program disk in the internal disk
drive.

Double-click the Program disk icon.
Double-click the Microsoft Excel application icon.

Type your name and, if applicable, your organization’s name, in the
dialog box.

Click the OK button. Once you click the OK button, the Microsoft
Excel screen appears.

Choose File Quit to return to the Finder.

wnat you neea
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Excel to a hard disk
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Excel to floppy disks
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After you personalize your master disks, you should copy them onto
your hard disk or onto blank floppy disks. You can copy the Microsoft
Excel disks just as you copy any other Macintosh disks. After making
copies, store the originals in a safe place to protect them from damage.

Microsoft Excel runs most efficiently when it is used on a hard disk. To
install Microsoft Excel on your hard disk, copy the files on the Microsoft
Excel disks to your hard disk:

Drag the master Microsoft Excel disk icon over the hard disk icon.
Your Macintosh system creates a new folder called Microsoft Excel.

Open the other two Microsoft Excel master disks and drag their con-
tents into the Microsoft Excel folder or put them into other folders.

il

‘ |

To make working copies of the Microsoft Excel disks:

Drag the Microsoft Excel Program disk icon over the icon of a blank,
initialized disk.

\‘

“a
__. Jof Excel

Follow the same procedure to copy the other two master disks.

Although Microsoft Excel is not copy protected, you may
make copies only for your personal use. Please read the license agree-
ment on the disk package for complete details.
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To start Microsoft Excel on a floppy disk system: Slarung on a noppy
disk system
Place a disk with a system folder on it into the external drive.
Turn on your Macintosh.

Insert the copy of the Microsoft Excel Program disk into the internal
disk drive.

Double-click the Microsoft Excel icon to start Microsoft Excel and
create a new worksheet.

After you start Microsoft Excel, you need to keep the Program disk in
the internal drive so your Macintosh can access the Microsoft Excel
application. You also need to keep the system disk in the external drive
so your Macintosh can access the system folder on that disk. You should
save, open, and delete documents on the System disk rather than on the
Program disk. Use the Drive button in the Save As, Open, and Delete dia-
log boxes if you need to change to the internal drive.

You can save, open, or delete documents on another disk in either the
internal or external disk drive. To change the default drive and disks, use
the Drive and Eject buttons. After you open, save, or delete a document,
Microsoft Excel will continue until it needs information from one of the
disks that you ejected. When it needs information from another disk,
Microsoft Excel will prompt you with the disk name.

Turn on your Macintosh. dlarung on a nara
Double-click the hard drive icon. disk system
Double-click the Microsoft Excel folder.

Double-click the Microsoft Excel icon to start Microsoft Excel and
create a new worksheet.

You can use icons in the Finder to start Microsoft Excel and create a uUSsIing ume microsorn
new worksheet or open existing documents. Excel icons
To Double-click

Start Microsoft Excel and create

a new worksheet Microsoft Excel

Start Microsoft Excel and open

an existing document Yorksheet! Macrol Chart1
Start Microsoft Excel and open %

the documents you had open

Resume Excel

when you saved the workspace
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For sets of documents that you use regularly, you can create custom
workspace icons.

Choose File Save Workspace to save a workspace that you are using.
Type a name for the workspace icon in the dialog box that appears.
Click the OK button.

Any time you want to open all of the documents in a certain workspace,
double-click the custom workspace icon.

ror more mrormaunon

For more information on See

Managing files “Command, Menu, and Dialog
Box,” core topic in Microsoft Excel
Reference.

Starting Microsoft Excel Your Macintosh user’s guide.

“Starting Microsoft Excel” in
Microsoft Excel Reference.

Saving a workspace “File Save Workspace command” in
Microsoft Excel Reference.
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Microsoft Excel

Learning Microsoft Excel shows you how to create
a worksheet, use a database within a worksheet, and
create a chart from worksheet data. As you work
through this tutorial, you will learn the basic skills
you need to use Microsoft Excel.












1 Create a Worksheet

In this chapter, you will set up a worksheet for an operating budget.
In the process, you will:

B Enter information in cells

Create formulas to calculate totals
Format numbers and text

Change column widths

Insert rows

Define names

Add information to the worksheet
Save and print the worksheet

20drt McrosuIl CxXCel dna uredie d YWWUrKksneel

If you haven’t started Microsoft Excel: dlart MICrosort £xcel

Start Microsoft Excel by following the instructions in the previous
section, “Getting Started.”

A blank worksheet titled Worksheet1 appears. A worksheet is a
rectangular grid of rows and columns. Each intersection of a row and
column is a cell. When you open a new worksheet, the cell in the
upper-left corner is the active cell. The active cell is distinguished by
a heavy, black border.
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Microsoft Excel’s worksheet has 16,384 rows and 256 columns. Rows are
numbered from 1 to 16,384. The columns are labeled from left to right,
beginning with A through Z. After Z, labeling continues with AA through
AZ, then BA through BZ, and so on through column IV. On a new
worksheet, the active cell is at column A and row 1, so its refi >nce

is Al.

The window displays only 5 ortion of the worksheet at any one time.
To see rows and columns thar are not displayed, scroll the worksheet.

When you use a Microsoft Excel worksheet, you enter text, numbers,
and formulas in cells. Before you can enter information, you must first
select the cells with which you want to work.



Point to cell A1 (column A, The pointer turns into a large plus

row 1). sign when it is inside the worksheet.
Drag down to select Al The selected cells are called a range
through A9. of cells.

20int here first, then drag to A9.
dctive cell
lange

" & ) t F nula Format Date Options Macro Window *

Now you can start typing the revenue and expense categories for your
operating budget.

Microsoft Excel displays what you type in both the formula bar and in
the active cell. What you type is entered into the cell when you press
the Return key.

Create a Worksheet 7

Iype 1ext in tne cels
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Type Salary “Salary” appears in the formula bar
and in cell Al.

Press Return to enter the “Salary” is now entered in Al. When

information. you press Return, the next cell in

your selection becomes active.

Type the expense categories
Inventory and Overbead,
pressing Return after each
one.

Press Return again to skip a
cell.

Type Total Expenses and
press Return twice.

Type Revenues and press
Return twice.

Type Operating Income and When you reach the end of selec-
press Return. tion, pressing Return returns you to
the first cell in the selection.

& File Edit Formula Format Data Options Macro Window
A1 [ ] satary

Woarksheetl
[ D E F

n Irecentory
e

While you were typing text in column A, you may have notice two
boxes to the left of the formula bar. These are the enter and ¢ cel
boxes. Whenever you begin typing, these boxes appear and the formula
bar becomes active.

" File Edit Formula Format Date Options Macro Window A
- A R2l 21

Cancel bo» Inter box “ormula bar



The enter box works like the Return key; click it to enter what you
typed into the active cell. If you want to cancel and start over, click the
cancel box. You will use the enter and cancel boxes most often when
you are working in the formula bar. If you are entering numbers or text
from the keyboard, you might find it easier to use the Return key to
enter the information, and the Escape key to cancel an entry.

If you click any cells while the formula bar is active, Microsoft Excel will
add cell references to what you are typing. If you make a mistake while
typing or if you accidentally add cell references, press the Backspace key
to delete your mistake. If you've already pressed the Return key, you can
move back to the incorrect entry by holding down the Shift key and
pressing the Return key. When you reach the incorrect cell, you can
retype the entry.

Microsoft Excel lets you use many different fonts within a worksheet. To
make “Operating Income” more visible on your Budget worksheet, use a
bold font.

Click A9.
Choose Format Font.
Click Bold in the Style box.

Chicago & Bold

bemena [J Undertine

Helvetica [ strikeout O :L:l;dard
Monaco ; O Outline

New York

20
T |

rColor

B (] (7] (6] [B] [¥] [M] [c] ® Automatic

[J shadow

Click the OK button.

“Operating Income” appears in bold.

Create a Worksheet 9

rormat some 1ext






" & File Edit Formuls F

Click here.

nat Data Options Macro Window

B1

A

Salary
Inventory
Over head

Total Expenses

Revenues

Operating Income

Now enter the numbers for the expense and revenue categories.

Type 192000 and press Return.

Type 95000 and press Return.

Type 87000 and press Return.

Press Return until B7 is the active cell.
Type 995000 in B7 and press Return.

Microsoft Excel automatically aligns numbers to the right.

" & ria Edit Formula For—-*

Data Options Macro Window

(=183

el Worksheet| EEE—E—ET}=

Salary
Inventory
Overhead

Tota]l Expenses

The numbers you just entered are in General format. To format the
numbers as dollars, use the Format Number command. Because you will
also enter dollar amounts in column C, go ahead and format that column

too.

(¥ D

F

Create a Worksheet 11

Ener numpers wne
same way you entered
text

rormat tne numbpers
as dollars
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Drag across the column headings for columns B and C.

Click here. ag here.
" & Filr T4t Form | Format Dat: tions Macro Window )
B1 2000
El £ Worksh —
A D -
Salary ___ 10
Inventory
Qver head

Total Expenses

Revenues

~=ll
I=l=leo o[l [ex] =

Choose Format Number.
Click on the first dollar format.

Format Number

General

b
0.00

# ##0 eiplp

4 HHAD an

: ~lick on this number
Loy o w an2d] (8%, F#0) format.

Format

Click the OK button.

Microsoft Excel displays the numbers as dollars.

To get figures for Total Expenses and Operating Income, Microsoft Excel
must total the expense categories and then subtract Total Expenses from
Revenues. You need to tell Microsoft Excel which values on the
worksheet to use to calculate the new values.



To start a formula in a cell, select the cell and type an equal sign. When
you type an equal sign, the insertion point appears in the formula bar,
and the cancel and enter boxes appear.

Now build a formula to total the three expense categories.

Do this The formula bar shows
Click B5.
Type = An equal sign followed by a blinking

insertion point

Clicking the enter box enters the formula for the cell
35 and calculates the value.

" & File Edit mula Format Deta Options Macro Window
BS vy =
Bl Worksheetl
A B Cc D -

Salary $192. 000

2 |Inventaory 95,000
Overhead 87,000

4

S |[Tota) Expens =

€

7 |Revenues $995,000
Operating |

10

| T [ e e A

king the cancel box cancels the formula.

Click B3. =B3. A marquee appears around B3
to show that you have chosen it as a
cell reference.

Type + =B3+

Click B2. =B3+B2

Type + =B3+B2+

Click B1. =B3+B2+B1

Click the enter box to the The formula bar shows the formula,
left of the formula bar. and B5 shows the value calculated by

the formula.

Create a Worksheet 13

Enier a vormuia
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vnange some or mne
figures

verme a name

ula bar shows the formula.

at Data Nntinnc Mgcrp  Mlindan

Worksheetl iV
C

I A [*} D E

1_[Salary $192,000

= nventory $5,000

~__,Jverhead 87,000

4

S [Total Expenses $374 00

€

7 _|Revenues $995 000

i

C

Operating lncome

[

After you click the enter box, Microsoft Excel
:alculates the formula and displays the total here.

Microsoft Excel uses relative ri  :rences in formulas. This means th
instead of looking to specific fixed cells for values, Microsoft Excel looks
to cells relative to the cell containing the formula. If you copy a formula
to another cell in the worksheet, Microsoft Exc  adjusts the relative
references automatically.

Microsoft Excel can also use absolute references. Absolute references
refer to a cell’s location on the worksheet — not to its position relative
to the cell containing the formula. Unlike a relative reference, if you
copy a formula with an absolute reference, the new formula still refers to
the same cell as the old formula; absolute references don’t change when
you copy them. You use absolute references when referring to informa-
tion on another worksheet. You can learn more about formulas and refer-
ences in the Microsoft Excel Reference.

Whenever you change a value in your worksheet, Microsoft Excel recal-
culates any formula that uses that value.

Click B2.

Type 95500 and press Return.

Microsoft Excel automatically adjusts the total in B5.

Using names in place of cell references makes a worksheet easier to
understand; it is much easier to remember Revenues — Total Expenses
than B7 —BS.



You can use the Formula Define Name command to give a name to a cell
or to a range of cells.

Click the heading of The entire row is selected.

ow 7.

Choose Formula Define “Revenues” appears in the Name box.
Name. When there is text in the active cell,

Microsoft Excel proposes that text as
the name of the selection.

E=——=———_—— Define Name =——=———-

!
Name:
Refers to:
] (=287 |

"he dollar sign means that
his is an absolute reference
orow?’.

Click the OK button.

Microsoft Excel now knows that whenever you use the name Revenues
in a formula, you are referring to row 7.

Create a Worksheet 15
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perine names 10r ine
rest of the worksheet

asie names 10 maKe
a formula

Now name the rest of the expense categories. To save time, you can use
the Formula Create Names command, which lets you define many names
at once.

Point to the row heading of row 1.
Drag down through the row headings to select rows 1 to 5.
Choose Formula Create Names.

Because you want to create names from the text in the left column,
turn on the Left Column check box.

" & File Edi ‘ormat Data l]r“"“_h‘“"‘ "ipdae

Al | | Saiary

[ =————— Worksheetl BHFiF"—F=—=————="""

T A ) - T C " D E \
Salar

Create Names in
[JTop Row

X Left Column
[ Bottom Row
[JRight Column

Cancel

? _|Revenues

-]

9 |[Operating Inco

Click the OK button.

Microsoft Excel names the selected rows according to the information in
the left column — column A. For example, the name “Salary” applies
specifically to all of row 1. Whenever you use the name “Salary” in a for-
mula, Microsoft Excel knows you are referring to row 1. The same is
true for the names you've given to rows 2 through 5.

You can use the names you defined to quickly build the formula for cal-
culating Operating Income.

Click B9.
Choose Formula Paste The dialog box displays a list of the
Name. names you've defined. When a name

has two parts, Microsoft Excel uses an
underline character to separate them.
Spaces are not allowed in names.
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Double-click Revenues in Double-clicking in a list box accom-

the list box. plishes the same thing as selecting a
list box item and then clicking the OK
button. Note that when you paste a
name to start a formula, Microsoft
Excel automatically adds the equal
sign for you.

Viicrosoft Excel puts an equal sign in the
‘ormula bar before pasting "Revenues”.

& File Edit Fori la Format Data Options Macro Window
levenues

Salary
inventory 95,500
Over head 87,000

Total Expenses $374,500

Revenues $995,000

=Revenues

Type — (minus).

Choose Formula Paste
Name.

Double-click the name
Total_Expenses in the list
box.

Click the Enter box.
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Microsoft Excel subtracts Total Expenses from Revenues and displays the
result in 9.

File Edit Formula Format Data Options Macro Window
B9 [ ] =Revenues-Total_Expenses
== E Worksheet1 IE
A - [

1 |Salary $1¢_ .

2 |Inventory 95 500

3 |Overhead $87,000

4

S |Total Expenses $374,500

&

7 _|Revenues $995,000

8

9 |Operating Incom

10

w“w. i E e

By adding column titles and copying the work you've done for the fore-
cast 1988 figures, you can easily extend your worksheet to accommodate
the actual figures for 1988.

Insert a row First, insert a row for column titles at the top of your worksheet.

Click the heading of row 1.
Choose Edit Insert.

File Edit formula Format Data Options

Macro Window

A I |
= Worksheet
- B C E

2 [Salary 192,000

3 llnventory $9S 500

4 |Overhead $87,000

5

6 |Total Expenses $374,500

7

8 |Revenues $995,000

9

0 |Operating $620,500

1
_2_______h_____——_—______
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The Edit Insert command inserts as many cells as your selection contains
and automatically adjusts all rows and names. If you had selected two
rows before choosing the Edit Insert command, Microsoft Excel would

have inserted two rows.
Now add the column titles. AUOQ CUUMIN uues

Press Return to move the active cell to B1.
Type 1988 Forecast and press Return.
Type 1988 Actual and press Return.

The titles appear over the appropriate columns.

& File Edit Formula Format Data Options Macro Window
D1

E(IE==——=—=———————— WWorksheetl HE
A B C D E F

2 [Salary 192,000

3 |Inventory $95,500

4 |Overhead $87,000

-

6 [Total Expenses $374,500

8 |[Revenues $995,000

Q

0 |Operating $620,500
A’_______—___________—_

The Edit Fill Right command copies the contents of the left column of LOpPYy Gell values Inio
your selection to the right, into the rest of your selection. You will use the next column

the Edit Fill Right command to copy formulas and numbers from column

B into column C. Later, you will get the actual expense information for

column C from a database of expense records.

Point to B2.
Drag to C10.
Choose Edit Fill Right.
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" & File Edit Formula Format Data Options M™acro Window

B2 [ ] 192000
Worksheetl =
A B | [ D E
t] 1088 Forecasti 1988 Actua]
© Salary 192,000
Inventory
Overhead

Total Expenses

Revenues

10 |Operating Income

The formula, Revenues — Total _Expenses, is now in two cells: B10 and
C10. Microsoft Excel knows which values to use in each column. The
formula in column B subtracts column B’s Total Expenses from column
B’s Revenues, while the formula in column C subtracts column C’s Total
Expenses from column C’s Revenues.

Save your work

It is a good idea to save your work frequently. Saving protects your work
from being lost in the event of a power interruption.

To save the work you have completed so far:
Choose File Save As. The Save As dialog box appears.

Type Budget in the text box
to name the worksheet.

[&3 Microsoft Encel files)

D boan Rnaiysis K¥| < HARDDRIY ‘his tells you which disk
0 september Reporl T, Microsoft Excel will save
o
[ Ejeet ] the worksheet on.

viivd

(Csave ]
Save Worksheet as:
[B“dg‘" J Options

<l
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If the disk name that
appears in the dialog box is
not the disk you want to
save to, use the Drive
and/or Eject buttons to
change the disk.

Click the Save button.

Microsoft Excel names the worksheet Budget. The saved document
remains on the screen.

Frifnt uie vwornKsilieelu FIiNt tINe WorKksneet

You can print a worksheet at any time. To print the worksheet:

Choose File Print.
Click the OK button.

Your worksheet begins to print. After Microsoft Excel finishes printing,
the worksheet remains on the screen.

The next chapter shows you how to work with a database. You can work
through the database lessons now, or you can quit Microsoft Excel and
do them some other time.

WUl VIIVIUDUIL AL

To quit Microsoft Excel:

Choose File Quit.
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For more information on e

Formatting text “Font” in Microsoft Excei ference.

Formatting numbers “Number” in Microsoft Excel
Reference.

Using operators “Operators” in Microsoft Excel
Reference.

Creating and using worksheets “Worksheets” in Microsoft Excel
Reference.

“Worksheets” in A Microsoft Excel
Tour.
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2 Use a Database

A database makes it easy for you to store and organize information. With
Microsoft Excel, you can sort, find, delete, and retrieve information from
a database. You can also use database functions to analyze data.

In Chapter 1 you learned how to create a worksheet. In this chapter, you
will work with a database containing expense information for 1988. The
worksheet that contains the database is called Expenses. This worksheet
is located on your Microsoft Excel Help and Examples disk.

The lessons in this chapter will show you how to:

Define a database on a worksheet

Define criteria on a worksheet

Find information within a database

Use a function to analyze information in a database
Use a table to display information from a database
Copy information between worksheets

If you quit Microsoft Excel at the end of the last chapter, you need
to start the program before you can continue.

Open the Expenses worksheet: upen tne expenses

worksheet
Choose File Open.

Use the Drive and Eject buttons in the dialog box if you need
to change disks or folders.

Double-click Expenses in the list box.
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Each row in the database is a record. Each record consists of separate
pieces of information called fields. Each field is stored in a separate cell.
The first row of a database must always contain field names that
describe the information in the fields below them.

2c0r¢
r ¥ 3 M
!
]
| L
iz
13
14
15
Co
12
§ 8
49
110
11 11 i
1112 1/5/88 overhead $566 Ace Power & Light
1113 1/5/88 overhead $e0C " T -~
114 1/5/88 overhead $20c¢
1 15 1/5/88 loverhead $44C
116 1/6/88 inventor $16,00C
1

Recora
fields.

A database can be anywhere on a worksheet. To define an area of
a worksheet as a database, you use the Data Set Database command.
The area you define with this command is called the database range.

Define the database range:
Click A10.

Drag the scroll box to the
bottom of the vertical scroll
bar.

Hold down Shift and click Everything between A10 and D256 is
D256. selected.



Choose Data Set Database. This tells Microsoft Excel to define
the selection as a database.

Drag the scroll box to the
top of the vertical scroll
bar.

Microsoft Excel names the selected area Database. You can use this name
just as you would any other named reference. You can also use it to
build formulas, as you will see a little later.

OINELIIY ¥Wilal TUU yvalil w rinu

Microsoft Excel can locate information within a database according to
the criteria you specify. Criteria are the tests which Microsoft Excel
uses to find records for you in the database. For example, you might
want Microsoft Excel to find all expense items greater than $1,000,
or all salary expenses, or both.

A criteria range contains the field names you want Microsoft Excel to
look in, as well as the information you want to find.

An easy way to set up a criteria range is to copy the field names from
your database range:

Select A10 to D10 by
dragging.
Choose Edit Copy.

Click cell Al. Al is the first cell in the range to be
copied to.

Choose Edit Paste.

Use a Database 25

Ol Up e crieria range
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The field name:

File Edit Formula Format Data

Al Date
g Expenses E
B C
o r—— 3
i 2
i3
1 4
15
q 6
17
4§ 8
99
110
1] 11 1/1/88:overhead $1,000 iAB. Properties
112 1/5/88 overhead $566 iAce Power & Light
1113 1/5/88 overhead $600 iwheelin's Gas Co.
1 14 1/5/88:overhead $200 :Ralph J Cook Gar bage
1] 1S 1/5/88 overhead $440 :City of Franklin
1116 1/6/88 inventor $16,000 :Sw Wholesale
1
. Copy (Select destination and press Enter or choose Paste) .

With the Set Criteria command, you define a selection as the criteria
range — the range of cells that contains your criteria. Now suppose you
want to look at salary records.

Click B2.

Type salary and press Be sure not to add spaces before or
Return. after the word “salary.”

Select A1 through D2 by This specifies that you want to search
dragging. for records with the word “salary” in

the expense field.

File Edit Formula Format Data Options Macro Windr:
Al |

e |
[e )
5
©

1 wendor
i2
E I O A S S B
{a .
is1 L i i o
“ou have specified "salary”
1S your criteria.
Choose Data Set Criteria. This defines the selection as your

criteria range.
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Microsoft Excel names the selected area Criteria. You can use this name
just as you would any other named reference.

rina inrormauon in ne valdpase

Now use the Find command from the Data menu to search through the rina une recoras
database and find the records that match the criteria.

Choose Data Find. Microsoft Excel scrolls to and selects
the first salary record. The striped
scroll boxes remind you that you are
in the Find mode.

“his number means that this is the seventh
ecord in the database.

" & 2 Edit Formula Format Oata Options Macro Window b
1/5/1988

Expenses
c
Amount
1/1/88:overhesd $1,000 :A.B. Properties
175788 overhead $566 :Ace Power & Light
1/75/88:0verhead $600 :¥heelin's Gas Co.
1/5/88:overhead $200 :Ralph J Cook Gar bage
1/5/68:overhead $440 :City of Franklin
88 W W hi

75/88
/5/88isalary $1,270 :Caral Stansen
1/5/88:sslary $94S iJim Parsons

1/5/88:ssalary $700 :Karen Bush
1/5/88isalary 1,000 :James Gregory
1/5/88:salary 1,160 ;Lisa La Flamme
1/5/88:salary 2,000 :Andy Lubert
1715788 overhead 5,000 :AR Dffice
1/15/88 :salar $1,000 i Mary Fuller

._Find (Use direction keys to view records)

The scroll boxes remain striped as lot
as you are in Find moa

Click the down scroll arrow  Microsoft Excel selects the next salary
to continue looking. record. Microsoft Excel beeps when
there are no more records to find.

Click the up scroll arrow. Microsoft Excel selects the previous
salary record.

Drag the scroll box to the Microsoft Excel selects the last salary
bottom of the vertical scroll  record.
bar.
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Choose Data Exit Find.

Drag the scroll box to the

top of the vertical scroll
bar.

The scroll box changes back to white.

You can also view records one at a time using the Data Form.

To use the Data Form to find all salary expenses that are over $1000:

Choose Data Form.
(¢ ck the Criteria button.

Click in the Expense box.

You can enter ¢

any of thes
T
Hpense : “ ’
mount:
endor

Nt

id i

The Data Form dialog box appears and
shows the first record in the database.

A blank form appears for you to enter
the criteria.

A blinking insertion point appears.

Criteria

Clear

Restare

Find Prev
Fir— s~

rorm

3se are the field names.

Type salary

Click in the Amount field.

Be sure not to add spaces before or
after the word.

A blinking insertion point appears.



Use a Database 29
Type >1000.

The criteria you use in
the Data Form does not replace
the criteria you defined with
the Set Criteria command.

Click the Find Next button. Microsoft Excel displays the first
record in the database that matches
your criteria.

E[)==———=— Eupenses
Date: 1/5/1988 8 of 246
fmount: IZ?[‘ Kesigre
=
Find rrev

———

Click the Find Next button When there are no more records,
a few more times to display = Microsoft Excel beeps.
more of the records.

Click the Exit button. Microsoft Excel returns you to the
worksheet.

Qe Hmmormauon 1rom ne wvdaidpase

Microsoft Excel’s functions allow you to quickly analyze your database. MICroSOI EXGel
The database functions perform calculations on fields in a database database functions
according to criteria you define. You can use database functions to com-

pute sums, averages, and minimums, as well as many other values.

To complete the 1988 Actual figures on your Budget worksheet, you
need the totals for each of the three expense types on the Expenses
worksheet. You’ve already set up your criteria range to find the salary
records. Now you can use the DSUM database function to total the
“Amount” fields of all the salary records.






In this case, you tell Microsoft Excel to:

® Look in the range named Database
® Find the salary records as specified in the range named Criteria
B Total the “Amount” fields of the salary records

You will provide this information between the parentheses after the
function name.

Instead of typing in cell references, you can paste in the names that
Microsoft Excel created for your database and criteria ranges.

Paste the Database name This name tells Microsoft Excel to
into the formula by choos- look for information in the database
ing Paste Name from the range.

Formula menu and then
double-clicking Database in
the list box.

The blinking insertion point
in the formula bar indicates
that you can enter text.
Type a comma after Data-
base in the formula bar.

Type “Amount”, making “Amount” is the name of the field you
sure to include the comma want to sum.
and quotation marks.

Paste the Criteria name by This tells Microsoft Excel to use the
choosing the Paste Name criteria range when looking for
command from the Formula records.

menu and double-clicking

Criteria.

Click the enter box in the When you click enter, the total
formula bar. appears in B4.

Use a Database 31
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" & File Edit Formula Format Data Options Macro Window

24 =DSUM(Database, aAmount”,Criteri~*

Expenses

A B C E
1_ |Date Expense Amount Yendor
4 2 salary
13
44 $282 625
5
{6
17
{8
19
1| ' |Date Expense Amount Yendor
1l 1/1/88 :overhead $1,000 :A.B. Properties
1 1£ 1/5/88 :overhead $566 :Ace Power & Light |
1113 1/5/88:0verhead $600 iWheelin's Gas Co.
{14 1/5/88 overhead $200 :Ralph J Cook Garbage
115 1/5/88 overhead $440 :City of Franklin
h 1/6/88 inventor $16,000 :SW Wholesale

Now change “salary” to “overhead” in the criteria range to find the total
overhead expenses.

Click B2.

Type overbead and press This changes your criterion from
Return. “salary” to “overhead.”



Microsoft Excel looks in the Database range

and finds all the overhead records.

& File dit Formula Format Data Options Macro Window

B3 overhead
E1= ==——=—2 [Hpenses Bl
B [ D

1 D Expense Amount Yendor
4 2 igverh
i3
4 4 $91,84
(.
17

8
19
1110 D Expense ount ¥Yendor
111 /1788 overhead $1,000 A.B. Properties
112 /5/88:ayerhead $566 :Ace Power & Light
| $600 :Wheelin's Gas Co.
.- ad $200 :Ralph J Cook Garbage
115 /5/88 overhead $440 iCity of Franklin
1 16 1/6/88:inventor $16,000 :SW Wholesale

Aicrosoft Excel uses the DSUM function
2 total the amount fields.

The total for the overhead records appears in B4, the cell containing the

DSUM function.

VDT a 1aviIv LV JavcL nnuiliiiauvlii

Using different criteria in cell B2 allowed you to find the totals for dif-
ferent expense categories. A table can be used to automate this process.
Microsoft Excel can use the table to automatically test all three expense
categories in the criteria cell B2, and then display the resulting totals.

Once you get the three expense totals, you can copy them into your

budget worksheet to show actual expenses.

Use a Database 33






S Toble e

Row Input Cell:

)

Column Input Ce™ "iBSZI (_cancet )

lick here to position your insertion
oint, then click on B2.

Click the OK button.

After you click the OK button, Micro-
soft Excel uses each of the names you
typed in the left column — “salary,”
“inventory,” and “overhead” —in B2
of the criteria range. B2 is the input
cell

Microsoft Excel uses the DSUM function to test each category, and then
displays the totals.

r

‘otals for each expense type

& File Edit Formula For Dota Options Macro Window
Ad
L -
el —— penses £ = ==
A B [ ] £
1_[Date Expense at Yendor
{2 overhead
i3
4 4
15
{6
17
{8
19
1| 10 |Date Expense Amount Yendor
1] 11 171/88:overhead $1,000 :A.B. Properties
1112 1/5/88 :overhead $566 iAce Power & Light
113 1/5/88:averhead $600 i¥heelin's Gas Co.
1] 14 1/5/88 overhead 200 :Ralph J Cook Garbage
115 1/5/88:averhead $440 :City of Franklin
1116 1/6/88 inventor $16,000 :SW Whalesale
1

DSUM is just one of the many functions available with Microsoft Excel.
Microsoft Excel Functions and Macros provides more information about
using Microsoft Excel functions.

Use a Database 35
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The totals for the 1988 Actual column on the Budget worksheet are
ready to be copied. If you closed the Budget worksheet at the end of the
previous chapter, open it again so that you can copy the actual figures to
it.

Make sure the disk that you saved Budget on is in one of the disk

drives.

Choose File Open.

Double-click Budget in the list box.

Now you can copy the figures from the Expenses worksheet to the
Budget worksheet:

Choose Window Expenses
to make the Expenses
worksheet active.

Select B5 through B7 on the
Expenses worksheet by

dragging.

Choose Edit Copy. A marquee appears around the cells to
be copied.

Choose Window Budget to
make the Budget worksheet
active,

Click C2.
Choose Edit Paste.

Microsoft Excel copies the values from the Expenses worksheet to the
Budget worksheet.
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Vhen you copy these values
rom the Expenses worksheet...

& File Edit Formula Format Data Op ns Macro Window b

C2 | ] 282625
Ell Budget =
A 8 [ D E
1 1988 Forecast: 1988 Actug
2 |[Salary $192,000 282 6;
3 {Inventory 95,500
4 |Overhead 87,000
T
6 _|Total Expenses $374,500 $468,3¢
Revenues $995 000 $995,0(
) |Operating | $620,500 $526,61
>

..these values adjust
wiomatically.

DAVE diliu IUSE LIIC LAPTIIDES YWUIRSIICTL

Now you can close the Expenses worksheet. Before closing Expenses, LIOSE e WOrKsneet
save it under a different name. This leaves the original worksheet

unchanged in case someone else wants to work through the lessons.

Keep the Budget worksheet on the screen if you plan to continue work-

ing through the lessons.

Choose Window Expenses.

Choose File Save As.

Type Expenses Summary in the Save As dialog box.
Click the Save button.

Choose File Close.

In the next chapter, you will make a chart based on the figures in your
Budget worksheet.

wununy

If you want to quit for now:

Choose File Quit.
Click the Yes button when Microsoft Excel asks if you want to save
the Budget worksheet.
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F« more information on

:€

Criteria

Databases

Tables

“Database” core topic in Microsoft
Excel Reference

“Database” core topic in Microsoft
Excel Reference

“Databases” in A Microsoft Excel Tour
“Data Tal " in Microsoft Excel
Reference
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viiaiye uie viaill ruirimnat

Unless you specify otherwise, Microsoft Excel displays information in a
simple column chart format. If you want a different format, you can
choose from the options on the Gallery menu. Each chart type can be
fine-tuned with Microsoft Excel formatting commands.

Try changing the column chart to get a different view of the Forecast
and Actual figures.

Choose Gallery Column.
Click on format 6.

Cancel

i

Previous...

Click the OK button.

Microsoft Excel plots a simple column chart with a horizontal grid. Now
try using some of the Format commands to emphasize certain aspects of
the chart so that it’s easier to read.

Choose Format Main Chart.
Turn on Overlapped.
Type 50 in the % Overlap box.
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Format Main Chart
0K

rType

(O Area (O Bar (@ Column Cancel

C  ne ) Pie ) Scatter

Format

[ Stacked J100%

[J bary by Categories [< Overlapped
O firep Linas Oé-ie tinas

% Overlap: % Cluster Spacing:
Bagls of Ts? Pip 8hice (doegreas) D

Click the OK button.

& File Edit Gallery Chart Format Macro Window

EO Chartl =
Forecast vs. Actual
$300,000
——an Increase
$250,000
$200,000
M 1988 Forecast
$150,000 -
O 1988 Actual
$100,000 A S — N
$50,000 A 1
$0 + + + |
ary Inventory Over head
Ready |

crosoft Excel creates a column chart with
umns overlapping by 50 percent.

The overlap emphasizes your Actual figures.
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Now change the pattern for the Actual series markers to make your chart unange a pauern

more attractive. in the chart
Click a column in the Actual With most formatting commands, you
data series to select the first select the objects you want to
series. format, and then choose a command
to format your selection.
Choose Format Patterns. You can also bring up the Patterns dia-

log box by double-clicking the chart
item that you want to format.

Click the grid pattern from

the set of area patterns.

rBorder - — i 2K ]l
@ Automatic O Invisible
—Stglc
= == 1 F=3 =) I . (cancel )
O Apply
rColor: Weight To All
I [ ][r][6] 8] [¥][M][c] [I—II——-II—I
rAree @ Automatic O Invisible ] Invert if Negative
rPattern
EREIENINZEBENINZE
rforeground Color———  Background Color— ——
WORGEEFMMIE [IE]E] M] [c]

Choose this patterr
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Save ne cnart

& File Edit Gallery <*=~* Tarmat Macro
T T -

E é ES=———— (hartil
Forecast vs. Actual
$300,000 -
3 ———An Increase
$250,000
$200,000
B 1988 Forecast
$150,000 -
.o
tual
$100,000 -
$50,000 -
$0 - +
Salary Inventory
L_kcauy 4
The Ik
show

The pattern in the Actual data series columr  changes to the new
pattern.

LdVe e wikri

Charts can be saved the same way you save worksheets.

Make sure Chartl is the active window.
Choose File Save As.
In the text box, type Expenses Chart

If the name in the upper-right corner of the dialog box is not the disk
that you want to save to, click the Drive button to select the disk you
want.

Click the Save button.
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Frint ine uidri Frint e cnart

Now you can print the chart.

Choose File Print.
Click the OK button.

Microsoft Excel prints your chart.

LIOSE INe uIiidri vIoSe e cnart

You can close the chart now since you won’t be using it in any of the
following lessons.

Choose File Close.

WIUIL VIICTOSVUIL CACE! WUIl MIGIUSOIT CXCEl

The next chapter contains six lessons which cover some of Microsoft
Excel’s more advanced features. You can choose to work through these
lessons, or you can spend some more time on the lessons that you just
finished. You can also quit Microsoft Excel.

Choose File Quit.

ror More imnorimduorni

For maore infarmation on See
Charts “Chart” core topic in Microsoft Excel
Reference

“Charts” in A Microsoft Excel Tour
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4 Advanced Topics

In chapters 1 through 3, you used just a few of Microsoft Excel’s many
powerful features and commands. This chapter introduces you to several
of Microsoft Excel’s advanced features. The lessons in this chapter show
you how to:

Create a custom number format

Use a function in place of a formula

Extract data from a database

Link worksheets

Create a chart using multiple selections

Add information to a chart with the Paste Special command

You will use the Budget and Expenses Summary worksheets from the
earlier chapters as you do these advanced lessons. If you closed the
worksheets after the previous lessons, you need to open them before you
can continue.

Make sure that the disk with the Budget and Expenses Summary
worksheets is in one of the disk drives.

Choose File Open.

Double-click Expenses Summary in the Open dialog box.
Choose File Open.

Double-click Budget in the Open dialog box.

WICALT a WUDLVIIl rvililiat

In a previous lesson, you formatted the numbers on the Budget
worksheet using one of Microsoft Excel’s built-in dollar formats. Micro-
soft Excel also lets you create custom number formats.
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Suppc  that your Budget spreadsheet will be used in Japan; instead of
doliars, you need a format that displays nur s in yen.

Select the cells that you want to format:

Choose Window Budget.

Click the zoom box so that the udget worksheet fills the entire
screen.

Drag across the column headings for columns B and C.

Create a custom format:

Choose Format Number. The format you used previously is
hi lighted in the text box in the For-
mat Number dialog box.

lect the first dollar sign in
e format in the text box.

Format Number h .
General

$#,8 %D ;[Redl(s#,# #0)
Format [B# #2#n :(¢# ##0) - |J

ge the dollar signs
1.8igns.

Press Option +y to replace
the dollar sign with a yen

sign.

Select the second doliar
sign in the format.

Press Option +y to replace
the dollar sign with a yen

sign.

Click the OK button. The numbers in columns B and C are
now displayed with yen signs.
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" & File Edit Formula Formet Data Options Macro Window
1988 Forecast

B C i E

{1988 Foreces e

Selary
Inventory
Over head

Total Expenses

Revenues

Operating Income|

Choose Format Number. The new format appears at the end of
the list of formats. You can use it to
format other numbers in the
worksheet as well.

Scroll up the list of formats The entries in columns B and C are
and double-click the dollar once again displayed with dollar signs.
format nearest the top of

the list.

To find out more about formatting numbers, read “Format Number com-  FOr more inrormaton
mand” in Microsoft Excel Reference.

USINg runcuoris

Lengthy formulas can often be shortened or eliminated by using func-
tions. In chapter 1, you used a formula to sum three expense categories
on the Budget worksheet. Now you're going to replace that formula with
the SUM( ) function.

To replace the formula with the SUM( ) function: replace e rormuia

Click B6.
Choose Formula Paste Function.
Scroll down the list of functions and double-click SUM().
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ror more intormarion

Paste Function j

STDEV()
Cancel

STDEUP()
SUBSTITUTE(Q)

SYDO
T0

[ Paste Arguments

Drag from B2 to B4.
Click the enter box to the left of the formula bar.

Microsoft Excel displays the same result as before, but you didn’t have to
entet lus signs and all of the cell names. The SUM() function is espe-
cially useful for adding many numbers.

To find out more about using functions, read “Function” in the Microsoft
Excel Reference.

Earlier you used the Data Find command and the Data Form command to
find records in your Expenses database. Locating records one at a time
can be useful if you’re looking for specific information —a phone
number, for instance. However, Microsoft Excel as a better way to find
several records that meet specific criteria. To find a group of related
records, you use Microsoft Excel’s Data Extract command.

To extract data from your worksheet, you must define three ranges:

Database range
Criteria range
Extract range

You defined the first two ranges in a previous lesson. Now you need to
define the extract range:

Choose Window Expenses Summary.

Click the zoom box so that the Expenses Summary worksheet fills the
entire screen.

Drag to select A10 to D10.
Choose Edit Copy.
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Use the horizontal scroll bar to move the worksheet until you can see
columns G through J.

Click G4.
Choose Edit Paste.

& File Edit Formula Format Data Options Macro Window A
G4 | ] pate
E[[&==—————— Fupenses Summary EEI
E F G H i J

1

2

3

3 H— e ]

E

8

9

[

a

5

6

7
18

__Ready

o field names are at the
of the extract range.

To extract the records that meet the criteria: EXtract tne recoras

Make sure that the field names are still selected.
Choose Data Extract.

Microsoft Excel clears all of the cells below the field names
vaore 1 extracts the records. If you drag to select the field names and
an area below the field names, Microsoft Excel will clear only the area
you selected before extracting the records. If the selected area isn’t big

enough, Microsoft Excel will display a message telling you that the
extract range is full.

Click the OK button.
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FOr more inrormation

& File Edit Formula Format Data Options Macro Window
G4 [ | Date

[T
L]

Expenses

m
-
1]
=
[

ojo|~|an || afei|m|=

1S e o (

i1

__Ready J

osoft Excel displays just
sverhead records.

Microsoft Excel first clears the extract range and then lists the records it
finds which match your criteria. The records are listed in the same order
in which they appear in the database.

Microsoft Excel highlights all of the records as they are extracted. If you
want to put the records into a report, you can use the Copy or Cut com-
mand after you are finished extracting.

To find out more about extracting data, read “Database” and “Data
Extract command” in the Microsoft Excel Reference.

Copying through the Clipboard is just one way to transfer information
between worksheets. In chapter 2, you used the Clipboard to copy the
1988 Actual figures from the Expenses Summary worksheet to the

Budg worksheet. Microsoft Excel also lets you link worksheets so that
information can be transferred between them automatically. If you link
the Budget and Expenses Summary worksheets, for example, changes on
the Expenses Summary worksheet will be reflected on the Budget
worksheet automatically.

Display the worksheets side by side:

Choose Window Arrange All



You can now link the two worksheets.

Scroll the Expenses Summary worksheet until you can see column B.

Select B5 to B7 by dragging.

& File Edit Formula Format Data Options Macro Window
[ [{=TaBLE(,B2)}
Expenses Summary =E| Budget
B C D B C
1_|[Expense Amount Yendor =1 1 [1988 Forecast: 1988 Actusl
2 Joverhead 2 $192,000 $282,625
3 3 95,500 93,897
4 $91,840 4 87,000 80,000
S 282 625 5
6 6 $374,500 $456,522
7 7
8 8 $995,000 $995,000
9 9
10 |Expense Amount Vendar 10 $620,500 $538,478
11 |overhead $1,000 A B. Prope 11
12 |overhead 566 iAce Power 12
13 |overhead 600 :Wheelin's G 13
14 |overhead 200 :Ralph J Coo 14
15 |overhead 440 iCity of Fra 15
16 [inventory $16,000 :SW Wholes 16
17 |salary $1,000 iMary Fulle 17
18 [salary $1,270 :Carol Stans 18

Ready

Choose Edit Copy.
Choose Window Budget.

Click C2.

Choose Edit Paste Link.
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File Edit Formula Format Data Options Macro Window

c2 | [ {=Expeng~~ ~r=mn ry'1$83$s:$=¢™
Expenses Summary 0 = =
A B ] il T
1_ [Date Expense Amo 1988 Forecast: 1988 Actual
2 over head 1 2 $192,000 282,625
3 LI $95,500
4 B L 4 $87,000
5 [salary . $282,625 ! 5
6 |inventory ! $93 897 . € $374,500 $468,362
7 |overhead v __$91,840, 7
8 $995,000 $995,000
9
0 [Date Expense Amount 10 $620,500 $526,638
1/1/88 overhead $1,00( ]
2 1/5/88 overhead S6t 2
3 1/5/88 overhead 60l 3
4 1/5/88 overhead 20( 4
S 1/5/88 overhead 441 S
6 1/6/88 inventory $16,00( 6
7 1/5/88 salary $1,00¢( 7
3 1/5/88 :salary $1,270 1 18
] 1/5/88 salary $945
1/S/88 salary £200

. Copy (Select destination and press Enter or choose Paste)

The Paste Link command copies the three amounts to the Budget
worksheet as an array. If any of the expense totals change on the
Expenses Summary worksheet, they will also change on the Budget
worksheet. Now try changing one of the totals on the Expenses
worksheet:

Choose Window Expenses Summary.
Click C11.

Type 1500

Click the enter box.

Microsoft Excel recalculates the totals in the table on the Expenses Sum-

mary worksheet and then updates the 1988 Actual figures on the Budget
worksheet.

rov more mormauon  To find out more about linking documents, read “Linking Documents” in
the Microsoft Excel Reference. To find out more about arrays, read
“Array” in the Microsoft Excel Reference.
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Information that you want to present in a chart isn’t always in one part
of a worksheet. Fortunately, Microsoft Excel can create a chart using
multiple selections on a worksheet. For example, suppose you wanted to
plot the forecast and actual values for Revenues and Total Expenses. To
create such a chart, you would make multiple selections on the Budget
worksheet.

Choose Window Budget to make the Budget worksheet active.
Click the zoom box in the upper-right corner of the window.
Select Al to C1 by dragging.

Hold down the Command key and select A6 to C6 by dragging.
Hold down the Command key and select A8 to C8 by dragging.

" % File Edit Formula Format Data Options Macro Window

AB Revenues
HeeV——————Budget =cF—"=————————-0=
A B C I D E F
?_|Salary 92,000 82,625
Inventory 95,500 93 897
4 |Overhead 87,000 92 ,34(
-
« R T
[
Dperating Income: $620,500 $526,13¢
>

Microsoft Excel pl
only this informati

Choose File New.

Click Chart.

Click the OK button.
Choose Chart Add Legend.
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FOor more intormatuon

S (hart? &=———1"=

$1,000,000 |
$900,000
$800,000 {
$700,000
$600,000
$500,000
$400,000
$300,000
$200,000
$100,000
$0

B Total Expenses

[ revenues

1988 Forecast 1988 Actual

Microsoft Excel plots the information from the Revenues and Total
Expenses categories only. It uses the row headings to name the data
series and the column headings to name the categories.

To find out more about creating a chart with multiple selections, read
“Data Series” in the Microsoft Excel Reference.

Ullallglllg d LlldriL willl LIie rdasiwe apeclal
Command

You can add information to an existing chart by using the Paste Special
command. Pasting a data series into a chart is a sensible alternative to
creating a new chart from scratch. For example, suppose you want to
include the Operating Income information in the chart you just
produced:

Choose Window Budget to make the Budget worksheet active.
Select A10 to C10, the Operating Income information, by dragging.
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& File Edit Formula Format Data Options Macro Window

A10 | | Opersting Income
= Budgel
a B C - E
1988 Forecast 1988 Actual
Salary $192,000 $282,625
Inventory $95,500 93,6897
4 [Overhead $87,000 92,340
-
6 [Total Expenses $374,500 $468,862
3 _|Revenues $995 000 $995.000
)
10 |Operating Income
11
2l i B

Microsoft Excel will add tt
information to your cha

Choose Edit Copy.
Choose Window Chart2 to make the chart active.
Choose Edit Paste Special.
Click the OK button.

The new series appears in the chart and a new entry appears in the

legend.

=01

Chart2

$1,000,000
$900,000
$800,000
$700,000
$600,000
$500,000
$400,000
$300,000
$200,000
$100,000
$0

1988 Forecest 1988 Actual

B Total Expenses
[ revenues

I Operating Income
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ror more intormatuon

Congratulations, you have completed all of the lessons in this tutorial.
You ¢ 1 go back and work through the lessons again, or you can quit
Microsoft Excel. If you want to save the last chart you created, you will
need to give it a name. If others will be working through these lessons,
you should rename your Budget and Expenses Chart documents so your
documents don’t get mixed up with other people’s.

To find out more about adding information to a chart, read “Data Series”
in the Microsoft Excel Reference.
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5 Where to Go Next

The material in Getting Started with Microsoft Excel is meant to intro-
duce you to the basic features of Microsoft Excel. As you begin to use
Microsoft Excel’s more advanced features, you will want to consult other
sources of information. Microsoft Excel’s online help system and online
tutorial are a good place to start. There are also three books, Microsoft
Excel Reference, Microsoft Excel Functions and Macros, and Microsoft
Excel Sampler, to help you understand Microsoft Excel’s many com-
mands and features.

LTAITHIIY MIVIE AMVUUL WHVIUVDUVIL EAVEL

As you learn more about Microsoft Excel, you are likely to have
questions.

Microsoft Excel contains built-in Help information that you can use at uniine neip
any time. When you finish reading the Help information, Microsoft Excel

always returns you to your worksheet or chart with everything exactly as

you left it. The Microsoft Excel Help document is on the Microsoft Excel

Help and Examples disk.

There are three ways you can ask for help. You can choose the Window
Help command from the menu, you can press Command +/, or you can
press Command +?. Each of these commands will get you Help in a dif-

ferent way.
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neip on messages or
dialog boxes

rneip on commanas or
screen items

A MICrosort £xcel
Tour

Use the Window Help command when you want to browse through the
Help topics:

Choose Window Help. Microsoft Excel displays a table of
contents showing all of the Help
topics.

Click the topic you want to  You should read the Using Help topic

read. first for information on moving
through Help.

To return to the Help topics
list, click the Topics button.

To quit Help, click the Help
window’s close box or click
the cancel button.

You can get Help about a message or dialog box by pressing
Command +/. When the message or dialog box appears on the screen:

Press Command +/.

Microsoft Excel opens the Help window and displays the topic related to
the message or dialog box.

You can get Help about any command or part of the screen by pressing
Commmand + ?.

Press Command +?. The pointer turns into a question
mark.

Choose a command from a Microsoft Excel opens the Help win-

menu or click an area of the dow and displays the topic related to

screen. the command or region you have
selected.

An online tutorial called A Microsoft Excel Tour is included with
Microsoft Excel.

You must have HyperCard version 1.2 or greater to use this on-
line tour.

The tour is broken into five sections. The first section introduces the
tour and explains some of the features of Microsoft Excel and the Win-
dow Help command. The remaining sections explain individual features
in detail. Each section also contains exercises to help you better under-
stand and use Microsoft Excel.



To start A Microsoft Excel Tour:

Make sure that HyperCard is either installed on your hard drive or
present on a disk in one of your floppy drives.

Insert a copy of the Microsoft Excel Tour disk into one of your
drives.

Double-click the Tour icon.

The Microsoft Excel Reference is an in-depth guide to using Microsoft
Excel. The entries in the Reference are arranged alphabetically and con-
tain information on all of the commands and procedures that you will
need to use Microsoft Excel. There are also core topics which explore
a particular subject in depth — databases, for example.

For more information on functions and macros, refer to Microsoft Excel
Functions and Macros. This book lists Microsoft Excel’s many functions
and macros alphabetically. It also provides information on writing macros
and creating custom menus and dialog boxes.

The Microsoft Excel Sampler is designed to help you use Microsoft Excel
in your everyday tasks. The examples in this book show you how
worksheets, macros, and charts can be used for a variety of tasks.

ror more nmornmnauovrl

For more information on See

Help Help in the Microsoft Excel
Reference.

Where to Go Next 67

1Ne MICINosSomn cxcel DOUKS















	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30
	31
	32
	33
	34
	35
	36
	37
	38
	39
	40
	41
	42
	43
	44
	45
	46
	47
	48
	49
	50
	51
	52
	53
	54
	55
	56
	57
	58
	59
	60
	61
	62
	63
	64
	65
	66
	67
	68
	69
	70
	71
	72
	73
	74
	75
	76
	77
	78

