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Section 8 Names

By the end of this section you will be able to:

« Name cells and ranges by three methods
 Edit names

e Manage names

 Sort and filter names

o Use names in functions

Naming Cells and Ranges

When entering formulae or referring to any area in a workbook, it is usual to refer to a ‘range’. For example, B6 is a range
reference; B6:B10 is also a range reference. One problem with this sort of reference is that it is not very meaningful and
therefore easily forgettable. If you want to refer to a range several times in formulae or functions, you may find it necessary
to write it down, or select it, which often means wasting time scrolling around the workbook. Instead, Excel offers the
chance to name ranges in a workbook, and to use these names to select cells, refer to them in formulae or use them in

Database, Chart or Macro commands.

=B ~AJDefine Name ~

i~ Use in Formula ~
Name

Manoger B Create from Selection

Defined Names

There are three ways to create names or define them the management of names will be found on the FORMULAS
RIBBON in the DEFINED NAMES group.

Rules When Naming Cells

o Names are unique within a workbook and the names that you choose to use must adhere to certain rules.

o The first character of a name must be a letter or an underscore character. Remaining characters in the name
can be letters, numbers, full stops, and underscore characters.

o Names cannot be the same as a cell reference, such as Z$100 or R1C1.

o Spaces are not allowed. Underscore characters and full stops may be used as word separators - for example,
First. Quarter or Sales_Tax.

o A name can contain up to 255 characters.
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Names can contain uppercase and lowercase letters. Microsoft Excel does not distinguish between uppercase and
lowercase characters in names. For example, if you have created the name Sales and then create another name
called SALES in the same workbook, the second name will replace the first one.

Names can refer to external cells or ranges (in other workbooks) and can even be used when those workbooks

are not open, although when the references are checked by excel on update errors will occur if they are not valid.

Name Box

[ - s |

The Name box is situated on the left-hand side of the Formula bar. You can use the Name box to set up names and move

to them.

To Define A Name

Method 1 (Define)

MOUSE

Hew Name =

fame: |

Scope: Werkbook ITJ

Comment: =

Referstor  _sheet11gas7 [
Lo || Concs |

Select the cell or cells you wish to name

Click the DEFINE NAME from the DEFINED NAMES group on the FORMULAS ribbon. A dialog is
launched

In the NEW NAME dialog box, in the NAME box, type the name that you want to use for your reference.
Names can be up to 255 characters in length.

In the name box, enter the defined name that you want to create.

5. To specify the scope of the name, in the SCOPE drop-down list box, select WORKBOOK, or the name of a

worksheet in the workbook.

You may enter a descriptive comment up to 255 characters. This is optional (see note)
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7.

8.

9.

If you had selected cells or ranges previous to opening the NEW NAME dialog then the cells or ranges
selected will be displayed in the REFERS TO box

J_;

(=]

If you had not previously selected cells or ranges: Then In the Refers to box Enter a CELL REFERENCE.
The current selection is entered by default. To enter other cell references as an argument, click COLLAPSE
DIALOG (which temporarily hides the dialog box), select the cells on the worksheet, and then press
EXPAND DIALOG.

If using a CONSTANT for a valueType an = (equal sign), followed by the constant value.

10. If using a FORMULA for the valueType an = (equal sign) followed by the formula. To finish and return to

the worksheet, click OK.
If you save the workbook to Microsoft Office SharePoint Server 2010 Excel Services, and you specify one or
more parameters, the comment is used as a tooltip in the Parameters toolpane.

To make the New Name dialog box wider or longer, click and drag the grip handle at the bottom.

Method 2 (Direct)

MOUSE

Select the cell, range of cells, or nonadjacent selections (nonadjacent selection: A selection of two or more
cells or ranges that don't touch each other. When plotting nonadjacent selections in a chart, make sure that

the combined selections form a rectangular shape.) that you want to name.

- |

Click in the NAME BOX at the left end of the formula bar(formula bar: A bar at the top of the Excel
window that you use to enter or edit values or formulas in cells or charts. Displays the constant value or
formula stored in the active cell.).

Type the name that you want to use to refer to your selection. Names can be up to 255 characters in length
and press ENTER.

You cannot name a cell while you are changing the contents of the cell.
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Method 3 (By Selection)

Names

Alternatively, cells can be named using text already on the spreadsheet. For instance, in a spreadsheet, column or row

headings may have already been entered in the cells. B6 to B10 for example shows the salesmen’s names and their respective

sales quarterly this text can be used to name the cell ranges for their sales

A

O~ G~ w

o =
=]

To Create Names Automatically:

MOUSE

B & D E F

Australian Division

Name 1st Qtr 2nd Qtr  3rd Qtr  4th Qtr
Long 110 175 140 750
Olson 200 210 240 575
Stark 300.9 180 395 1100
Todd 150 2004 125 185
Unger 220 195 335 1025

1. Select the cells you wish to define names for, include the data and the data labels in either the first column

or top row

Create Names from Selection | 7 |[sil

Left column
| Bathom row
| Rught column

[ o< || concel

2. Click the CREATE FROM SELECTION button on the in the DEFINED NAMES GROUP on

theFORMULAS Ribbon

3. Select where your labels are. They must be part of the selection can be in the top row or left column.

4. Choose OK and, all the salesmen’s names will appear in the name box to the left of the formula bar and

selecting their name will select their individual sales figures

This procedure works equally well with text entered to the right of a row of data. Or labels in the bottom of a column
but THEY MUST BE PART OF THE SELECTION.

11
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Selecting Names (Navigation)

s - (
_1st Otr
_2nd_Qtr
Long A
Olson
Stark
Todd
Unger rq

—

Names have great uses as a navigation tool within a document and are very easy to use . You may have used large portions
of your spreadsheet to store data and with over 1,000,000 rows and over 16,000 columns it would be tedious or near

impossible to move around to known areas without names.

To Select Names And Navigate

MOUSE

Target

1. Click on drop down arrow to right of name box and click on the name you would like to navigate to

2. You will now be at that location with the named cells selected

Manage Names By Using The Name Manager

Use the NAME MANAGERDialog box to work with all of the defined names and table names in the workbook. For
example, you may want to find names with errors, confirm the value and reference of a name, view or edit descriptive
comments, or determine the scope. You can also sort and filter the list of names, and easily add, change, or delete names

from one location.
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To Use Name Manager

MOUSE

1. To open the NAME MANAGERDialog box, on the FORMULA tab, in the DEFINED NAMES group, click
NAME MANAGER.

View names

o The Name ManagerDialog box displays the following information about each name in a list box:

+ Icon and Name defined name is indicated by a defined name icon.

=

+ A table name is indicated by a table name icon.

o If you save the workbook to Microsoft Office SharePoint Server 2010 Excel Services, and you specify one or
more parameters, the comment is used as a tooltip in the Parameters toolpane.

+ You cannot use the Name ManagerDialog box while you are changing the contents of the cell.

o The Name ManagerDialog box does not display names defined in Visual Basic for Applications (VBA), or

hidden names (the visible property of the name is set to “False”).
Resize columns in name manager

To automatically size the column to fit the largest value in that column, double-click the right side of the column header

or drag to left or right to adjust width

Sort names

To sort the list of names in ascending or descending order, alternately click the column header.

Filter names

Use the commands in the FILTER drop-down list to quickly display a subset of names. Selecting each command toggles

the filter operation on or off, which makes it easy to combine or remove different filter operations to get the results that

you want.
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To filter the list of names, do one or more of the following:

Select: To:
Names Scoped To Worksheet Display only those names that are local to a worksheet.
Names Scoped To Workbook Display only those names that are global to a workbook.
Names with Errors Display only those names with values that contain errors (such as #REF, #VALUE,

#NAME, and so on.)

Names without Errors Display only those names with values that do not contain errors.
Defined Names Display only names defined by you or by Excel, such as a print area.
Table Names Display only table names.

To Change A Name

MOUSE

A

On the FORMULAS tab, in the DEFINED NAMES group, click NAME MANAGER.

In the NAME MANAGER Dialog box, click the name that you want to change, and then click Edit. You can
also double-click the name.

The EDIT NAME dialog box is displayed.

Type the new name for the reference in the NAME box.

Change the reference in the REFERS TO box, and click OK.

In the NAME MANAGER Dialog box, in the REFERS TO box, change the cell, formula or constant

represented by the name.

To cancel unwanted or accidental changes, click CANCEL, or press ESC.

To save changes, click COMMIT , or press ENTER.
If you change a defined name or table name, all uses of that name in the workbook are also changed. TheClose
button only closes the Name MANAGER Dialog box. It is not required to commit changes that have already

been made.

Delete One Or More Names

1.
2.

On the FORMULAS tab, in the DEFINED NAMES group, click NAME MANAGER.
In the NAME MANAGER Dialog box, click the name that you want to change.
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To select a name, click it. To select more than one name in a contiguous group, click and drag the names, or
press SHIFT+[CLICK] for each name in the group.

To select more than one name in a non-contiguous group, press CTRL+[CLICK] for each name in the
group.

Click DELETE. You can also press DELETE.

Click OK to confirm the deletion.

The Close button only closes the Name Manager Dialog box. It is not required to commit changes that have

already been made.

Names In Functions

Names in functions can be very useful because it saves you having to go and select large amounts of cells or ranges when

constructing a function you can just refer to the name and even then remembering the name is not necessary it can be

selected and used easily within your function or formula.

Text ™ ﬁ_é Math & Trig ~ £2Use in Formula ~

Date & Time ~ ﬁ__] Maore Functions ™ Actual

ction Library Target

| =SUM(Target) Paste Names...
C D E F G .. T
ess Lid

s Analysis

Target Actual Result

250 295  118.00%
s 300 208 69.33%
220 206 93.64%
120 155 129.17%

|:Target) -i 864 97.08%

To Use Names In Functions

A T o e

Go to cell you wish to create formula in and type in the function you wish to start with

E.G.=SUM(

On the FORMULAS tab, in the DEFINED NAMES group, click USE IN FORMULA.

Select which named range you wish to use and click on it.

The function will now contain the named range and will calculate using the range or ranges it refers to
Press ENTER. Orclick on the green tick on the left of the FORMULA BAR.

You may wish to use other methods to create your function or formulae only one method is mentioned here but

it is the same method for using the named ranges
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Paste List Of Names

{87 Use in Farmula-=
Actual
Target

Paste Mames...

You can use the Paste Names dialog to give you an index of all the names in your workbook. Excel will place this on the

workbook wherever the active cell is positioned.

o
Qccro”

it’s an interesting world

Get under the skin of it.

Graduate opportunities
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protection of Government communication and information systems.
In doing so, our specialists — in [T, internet, engineering, languages,
information assurance, mathematics and intelligence — get well
beneath the surface of global affairs. If you thought the world was

an interesting place, you really ought to explore our world of work.

www.careersinbritishintelligence.co.uk

ey M 2 Y

e ovERENT ¥ pge s ¢ "\ INVESTORS ‘ . . Ny . .

mp lnu EMPLOYER QW- V, v Y ” Applicants must be British citizens. GCHQ values diversity and welcomes applicants from
St T4 Ny o INPEOPLE =77

all sections of the community. We want our workforce to reflect the diversity of our work.
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Names

To Paste A List Of Names:
MOUSE
Paste Marme ITﬁI
Pashe name
focks
oAy
Faste st | Cancsl

1. On the FORMULAS tab, in the DEFINED NAMES group, click USE IN FORMULA.
2. Click on PASTE NAMES a dialog box is launched

3. Select an individual name and click on OK for an individual paste.

1. Click on paste names to have all names pasted into worksheet with their cell references

KEYBOARD

Actual
Target

I—=

=Sheetl1!SES8:SESLL
=Sheet1!5D$8:5D511

1. Select a blank cell where you want the list of names to begin.
2. Press [F3] to access the PASTE NAMES dialog.
3. Press TAB to jump to the CANCEL button, then TAB again to select the PASTE LIST button. The list will

appear on the worksheet.

o When you choose a start cell for your pasted list, make sure there is not any data immediately below as it will

get cleared when you paste the list.

Intersecting Names

Where you have named both columns of cells and rows of cells in a table, all the values will belong to two ranges. You

can use both names in a formula to retrieve the value where they intersect.
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Product
Red books
Green books
Blue books
Black books
Total

To Display A Value From Intersecting Range Names:

KEYBOARD

Target  Actual
250 295

300 208

220 206

120 155

890 864

1. Select the cell where you want to display the value.
2. Type an equals sign (=) to begin the formula then press [F3] to access the PASTE NAMES dialog, select

the first name and press ENTER.
3. Type a space. Press [F3] again and select the second name. Press ENTER.Press ENTERagain to complete

the formula.

Result
118.00%
69.33%
93.64%
129.17%
97.08%%

Names

|=Red_bcuol_<s Ta rget|

o E.G.: To retrieve the red books target figure from the data shown in the diagram above, your formula would

read:=RED_BOOKS TARGET

Applying Names

) Define Na mej‘

=] Define Name...

Apply Names...

When a cell has already been referred to in a formula, and is then named, the name will not automatically appear in the

formula. Similarly, if a cell is referred to by its address rather than its name, the name will not automatically appear. To

replace all references with names, the names must be applied.

Suppose a formula is written to sum cells C7:F7

=SUM(C7:F7)

The formula makes no reference to the range “OLSON”, even though this range has been named.

19
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|4] 1gnere Relstive Absolute
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Mame order
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[_oc ][ cencd
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To Replace Cell References With Range Names:

MOUSE

1. Click the drop down arrow next to DEFINE NAME BUTTON on the in the DEFINED NAMES groupon
theFORMULAS Ribbon;
2. Select APPLY NAMES.

3. Click on the name you want, and choose OK.

To apply other names at the same time, use CTRL and click on the required names. The formula will now show the

range names instead of the cell references.

The Apply Names command works throughout the spreadsheet, so wherever the cell reference to the name you chose

appeared, the name is now in its place.

Filtering Out Needed Named Ranges

Using the filter button allows some basic filtering of the names within your workbook.

o Don't forget to clear the filter after you have what you want.
o Scoping is a function where the names may be used on a specific sheet or throughout the whole workbook.

When filtering the names you have it may be useful to set a scope if you have many names on many sheets.

=l . =

g Clear Filter

Names Scoped to Worksheet
Names Scoped to Workbook
Names with Errors

Names without Errors

Defined Names

Table Names
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Section 9 Working with Sheets

By the end of this section you will be able to:

o Rename worksheets

o Create worksheets

» Copy and move worksheets

o Create formulae and functions across worksheets
o Group worksheets

o Protect worksheets

o  Work with document windows

Multiple Worksheets

When you create a new workbook, Excel gives you multiple pages within that workbook called worksheets. The number
of worksheets you get defaults to 3, but you can change that (see the section on customisation for more information).
The worksheets are useful when you want to store information under common column headings but need to split it up,

(for example by month, week or by department).

When the same data needs to be entered on several worksheets, you can use Group mode which forces data that you type
on one worksheet appear on all selected sheets. When Group mode is active, any formatting that you apply to the active

worksheet also gets applied to the selected sheets.

Moving Between The Workbook Sheets

Each new workbook contains worksheets, named sheets 1 to sheet 3. The sheet name appears on a tab at the bottom of

the workbook window.

: Create
Tab scrolling i , - -
buttons "N 4 » 4| Sheetl . Sheet? . Sheet3 /%3 cheet

To Move Between Worksheets:

MOUSE

1. Click on the appropriate tab
o If the sheet required is not in view, use the tab scrolling buttons to display the sheet.
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KEYBOARD

1. Press CTRL+[PAGE DOWN] to move to the next sheet, or CTRL+[PAGE UP] to move to the previous
sheet.

Worksheet Names

Excel assigns the names “Sheet 1, Sheet 2” and so on to worksheets in a workbook but you can overwrite them with more

meaningful names to describe the data they contain.
To Rename A Worksheet:
MOUSE

1. Double-click the sheet tab that you want to rename - the current name will become highlighted.

2. Type the name you want.

20
TR Conners - Fuller . Pulaski . Summary %1

3. Press ENTER.

o Worksheet names can be a maximum of 31 characters.
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Move And Copy Worksheets
Having named your sheets, you may need to switch them about so they are arranged in a different order.

20

4 4 » M| Winters Cnnners@Fuller Pulaski " Summary - ¥

To Move A Sheet:
MOUSE
1. Click and drag the sheet tab left or right. You'll see a page which follows your mouse pointer as you drag

and a black marker arrow to show where the sheet will jump to if you release the mouse.

2. Release the mouse when the sheet is in the correct position.

To Copy A Worksheet:
MOUSE

a0

M 4 » M| Winters Cnnners@Fuller Pulaski . Summary ¥

1. Hold down the CTRL key then click and drag the sheet tab.

2. When the black arrow marker indicates the position that you want the copy, release the mouse then the
CTRL key.

o Because no two worksheets can have the same name, when you copy a sheet as described above, Excel will suffix

the copy’s name with (2).

Insert And Delete Worksheets

You can add and remove worksheets to and from a workbook as required.

To Add A Worksheet:

MOUSE

1. Click on the last tab of the sheets this is a create new worksheet tab

2. Excel will name it initially with the next sequential number available.
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KEYBOARD
1. Press SHIFT+[F11]
2. A new sheet will appear the tab will be to the left of whichever sheet you are currently on and Excel will

name it initially with the next sequential number available.

To Delete A Worksheet:

MOUSE

1. Click the right mouse button over the worksheet that you want to delete.

2. Choose DELETE from the shortcut menu. If there has been ANY work on the sheet to be deleted the
following dialog box will appear:

3. Click OK to confirm the deletion.

Micresaft Excel =]

l .  Data may exist n the sheat]s) selected for deletion, To permanently defete the data, press Delete,

Delete | | Cancel

Activate Group Mode

Whenever you select more than one worksheet, Excel considers those sheets to be grouped and switches group mode
on accordingly. When group mode is active, the grouped worksheet tabs turn white and the word “[group]” appears on
the title bar. Any data that you enter and any formatting that you apply will appear on all worksheets in the group in the
same positions on each - this is particularly useful if you need to create a “Summary” sheet that will reference the other

worksheets three dimensionally.
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Group Adjacent Sheets

When the worksheets that you want to group are next to each other, you can use the SHIFT key to block select them.

To Group Adjacent Worksheets:

MOUSE

M 4 » M| Conners .~ Winters .~ Fuller .~ Pulaski Summary - ¥

1. Click the on the first worksheet’s tab that you want to include in your group.

2. Hold down the SHIFT key and click on the last worksheet’s tab that you want included in your group. All
the sheets between the first and the last will be selected. The selected sheet tabs will turn white and the word
“[GROUP]” will appear on the title bar.

Group Non-Adjacent Sheets

When the sheets you want are not next to each other in the workbook, you can use the CTRL key to group them.
To Group Non-Adjacent Worksheets:
MOUSE

W 4 » M| Conners .~ Winters | Fuller - Pulaski Summary - ¥

1. Click the on the first worksheet’s tab that you want to include in your group.

2. Hold down the CTRL key and click each other worksheet’s tab that you want included in your group. The
selected sheet tabs will turn white and the word “[GROUP]” will appear on the title bar.

o When worksheets are grouped, use normal data entry and formatting commands to populate them (see previous

sections for more information,).

Deactivate Group Mode

When you have finished entering and formatting data simultaneously, you can deactivate group mode. There are two

ways to do this:
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To Deactivate Group Mode:

MOUSE

1. Click on a sheet tab that is not currently grouped (non white).

1. Click the right mouse button over any sheet tab and choose Ungroup Sheets from the shortcut menu.

Fill Data Across Worksheets

" o i
j Down

ﬁ] Right

2 U

[ Let

Across Worksheets...

Series...

UNIVERSITY OF COPENHAGEN

Copenhagen

Master of Excellence [
Copenhagen Master of Excellence are Iﬂi"t“ra' studies

two-year master degrees taught in English
at one of Europe’s leading universities

Come to Copenhagen - and aspire!

Apply now at
www.come.ku.dk
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You can copy data to the same position on multiple sheets using the Fill command. This is particularly useful if you need
to decide what gets copied (everything, or just the formats). It also saves time for those occasions where you accidentally
deactivated group mode, typed your entries and then realised that they are only on one page!

To Fill Across Worksheets:

MOUSE

1. Select the cells you want to copy to the other worksheet(s).

Fill Across Worksheets |- T |@
All
o (A
Contents
Formats
[ o | cancel

2. Select the worksheets you want the copy to appear on by clicking the sheet tabs (useSHIFTto block select or
CTRL to pick non-adjacent pages).

@) Fil =|

On the HOME tab, in the EDITING group, click the down arrow to the right of the FILL icon.

Choose across worksheets

ook W

Choose the appropriate option and click OK.

When you have finished filling the data, remember to deactivate group mode!

3-D Formulae

When you have data on multiple worksheets, you often want a summary page that will collect data from cells across all
the sheets and calculate it in a certain way. You can do this with a 3-D formula. 3-D formulae are no different from the
formulae already discussed in an earlier section of this manual, however, the way you refer to cells on different worksheets

has not yet been explored - that is what we will look at in this section.
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$TE.22

29 b 0 53,582.34 5563735

30 B 50.23 0 510.58 51.59

31 7 55535 0 $1.273.05 5190.96

32 B 51020 0 $463.20 | =SUM(Conners:PulaskilE32)

- 9 511.32 0 5384.88 | syUM(numberl, [number2], ..) |
34 10 514.67 0 5616.14 e

35 Totals: 514, 21867 §2.132.80

36

37

20

M 4 » M| Conners Vinters . Fuller . Pulaski | Summary - %1

References To Other Sheets

When you refer to a cell that is in another worksheet, Excel uses the following syntax:

Single cell

‘Worksheet name’![Cell reference]

In the diagram on previous page, cell D35 on the Summary sheet would be referenced as follows:

‘Summary’!D35

Cells on adjacent worksheets

1stWorksheet name:lastWorksheet name![Cell reference]

In the diagram on previous page, cell E32 across all staff would be referenced:

Conners:Pulaski!E32

Cells on non-adjacent worksheets

1st Worksheet name![Cell reference],2nd Worksheet name![Cell reference]

In the diagram, cell D35 on Connor’s and Fuller’s sheets would be referenced:

Conners!D35,Fuller!'D35

Luckily, because you can get Excel to put the references in automatically by pointing at the cells, you do not have to

memorise the syntax!
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U 214 by J ab1b. 14 b 44
Totals: 514,218.67  §2,132.80
conners and fuller total =SUM{Cpnners!D35 FullerlD35)

| SUM{numberl, [number2],
4 » M| Conners Vinters . Fuller -~ Fulaski | Summary - +J

o Commas separate up the references when selecting ranges or cells in this manner from different sheets

To Create A 3-D Formula:

MOUSE

1. Select the cell where you want the result.Begin the formula by typing an equals sign (=), or select a function
that you want to use.

2. When you need to enter cell references in your formula, move to the worksheet that contains the first cell
you want by clicking the relevant sheet tab.

3. Click on the cell whose value you want in your formula.If you only need to refer to one cell, press ENTER
to complete the formula.

o If you need to select the same cell on adjacent sheets, hold down the SHIFT key and click on the last sheet tab in
the block of adjacent sheets. Press ENTER to complete the formula.

o If you need to select the different cells on different sheets, type acomma and click the next sheet tab and cell you
need to reference, insert another comma and click the next sheet tab and cell you need to reference and so on

until all references have been entered. Press ENTER to complete the formula.

Protect Worksheet Data

:; _".:;‘l (j:l Protect and Share Workbook

Allow Users to Edit Ranges
Protect  Protect Share . b "
Sheet Workbook = Workbook _J} ack Changes

Chana
Lnanges

If you type in a cell that already has an entry, you overwrite that entry as soon as you press ENTER. Excel does have
an Undo facility, but if you need to delegate data entry to someone who is not too familiar with Excel, they could quite
feasibly end up overwriting your carefully constructed formulae. To prevent that happening, you can protect worksheets
in workbooks.Protected sheets can allow access to some cells but not others. Those that are unavailable cannot be edited,

formatted or cleared.
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Unlock Cells

By default, all cells in a worksheet are locked. This does not have any effect on data entry and editing until you switch on
the worksheet protection at which point all locked cells are made unavailable. This means that if you want to have access

to certain cells, but not others, you need to unlock those cells first.

In the diagram below, you would need to unlock the selected cells so that when you protect the worksheet, those cells

are accessible.
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To Unlock Cells:
MOUSE
Forrat CHR T s
hariber | bgrwsend | Fonl | Bondei Fil Profmcian
Pty

Laddng: osls or hiding Formautas has no efect unbl vou profect e workchest Forvesas b, Thanges
DrouD, Prolect Sheet bumor),

IN THE NETHERLANDS

Master of Science in Management

Kickstart your career. Start your MSc in Management in September, graduate within 16 months
and join 15,000 alumni from more than 80 countries.

Are you ready to take the challenge? Register for our MSc in Management Challenge and compete
to win 1 of 3 partial-tuition revolving scholarships worth €10,000!

*Keuzegids Higher Education Masters 2012,
in the category of business administration

NYENRODE

g BUSINESS UNIVERSITEIT

A REWARD FOR LIFE
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1. Select the cells you want to be accessible when you protect the worksheet — you can select cells on multiple

sheets using group mode if necessary.

2. Click the DIALOG BOX LAUNCHER. From either the FONT, ALIGNMENT or NUMBER group on the
HOME ribbon

3. Click the PROTECTION tab. And uncheck the LOCKED box.
4. Click OK to close the dialog and save the setting.

1. Select the cells you want to be accessible when you protect the worksheet — you can select cells on multiple

sheets using group mode if necessary.

2. Click the FORMAT button in the CELLS group on the HOME ribbon.

& Lock Cell

3. The LOCK CELL button is already selected (all cells are locked by default). Click the LOCK CELL button to
unlock the selected cells.

Worksheet Protection

To Protect A Worksheet:

MOUSE

Protect Shest R

o | Protect morkshesl and gortents of locked cels
Password to unprotect sheet:
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Ensure that the sheet you want to protect is the active sheet.

Click the FORMAT button in the CELLS group on the HOME ribbon. (See picture on previous page). Click
on PROTECT SHEET. A dialog box is launched

Select from the checkboxes what you wish people be allowed to do (best left as default) Ticking the
FORMAT CELLS option would then allow all users to change the formatting of cells (locked or unlocked)
while still preventing them from changing the actual contents of the locked cells.

Type a password to prevent unauthorized users from removing sheet protection. A password is case
sensitive, can be up to 255 characters long, and can contain any combination of letters, numbers, and
symbols.

Click OK to close the dialog and switch on sheet protection.

RECORD ALL PASSWORDS SOMEWHERE AS DATA CAN BE LOST IF YOU CANNOT REMEMBER THEM With

worksheet protection active, only the unlocked cells are available to

work with. If you try and type in a locked cell, the following warning appears:

Microsoft Excel

The cefl or chart Shat you ane irying to change is protected and Shenefore read-only.

T modify a protecied cell or chart, first remose protecton using the Linprotect Sheet command (Review tab, Cranges group]. You may be prompted for 2 passsord.

L=

Unprotect Sheets

If you do need access to the locked cells, you can switch worksheet protection off, provided you know the correct password.

To Switch Off Sheet Protection:

MOUSE

Select the protected sheet.
Click the FORMAT button in the CELLS group on the HOME ribbon.

Protection
&)y Unprotec Sheet...

3. Click on UNPROTECT SHEET.

If you had a password then a dialog box will appear Type the password and click OK. The sheet is now
unprotected.
Excel only lets you protect and unprotect sheets one at a time, that is to say, you cannot group all the sheets you

want to protect or unprotect and do it in one go.
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View Worksheets Side By Side

You can display several worksheets in a workbook tiled in various ways on screen. These options can be found on the
VIEW ribbon and the WINDOW group.

M e |
=1 | B FIsplit | )] View Side by Side = @ [
o R ™ Hide &} Synchronous Scrolling m
New Arrange Freeze . I : x Save Switch
Window  All Panes~ ] Unhide | 214 Reset Window Paosition Workspace Windows ~
Window
O Cancei

Destination MMU

Manchester
Metropolitan
University

MMU is proud to be one of the most popular universities in the UK.
Some 34,000 students from all parts of the globe select from its
curricula of over 1,000 courses and qualifications.

We are based in the dynamic yet conveniently compact city of Manchester,
located at the heart of a sophisticated transport network including a major
international airport on the outskirts. Parts of the campus are acclaimed for
their architectural style and date back over 150 years, in direct contrast to
our teaching style which is thoroughly modern, innovative and
forward-thinking.

MMU offers undergraduate and postgraduate courses in
the following subject areas:

e Art, Design & Performance
¢ Computing, Engineering & Technology o

¢ Business & Management

e Science, Environmental Studies & Geography
e Law, Education & Psychology

¢ Food, Hospitality, Tourism & Leisure Studies
e Humanities & Social Science

For more details or an application form
please contact MMU International.
email: international@mmu.ac.uk
telephone: +44 (0)161 247 1022
www.mmu.ac.uk/international
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To Display Worksheets Side By Side:

MOUSE

1. Go to the VIEW ribbon and click on the VIEW SIDE BY SIDE button adialog is launched

2. Choose a file you wish to compare with and you will see it side by side with your original file.

Arrange Windows 6 |fa3a)

__| Windows of active workbook

[ o« | [ concel

Click OK
Repeat the above steps until you have a window for each worksheet.

On the VIEW ribbon, click Arrange all. The Arrange Windows dialog box will appear:

A

Choose the arrangement you want your worksheet windows to follow. Check the box WINDOWS OF
ACTIVE WORKBOOK (this prevents windows from other open files being included in the arrangement).
7. Click OK to close the dialog and arrange the windows.

o If your initial window is maximised, you do not see any change to the screen when you issue the New Window
command, you may not know how many windows you have. When you access the Window menu, the bottom

section lists the number of windows currently open.
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Working with Sheets
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Picture above shows tiled windows

UNIVERSITET

Read more about this and our other international masters degree programmes at www.uu.se/master

Develop the tools we need for Life Science
Masters Degree in Bioinformatics

Bioinformatics is the
exciting field where biology,
computer science, and
mathematics meet.

We solve problems from
biology and medicine using
methods and tools from
computer science and
mathematics.
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Synchronous scrolling

When the windows are opened with the method viewed side by side, the button for synchronous scrolling will allow
simultaneous scrolling for both documents. If this feature does not help it can be switched off. This is only available when

documents are viewed side by side

Hide Windows

Whole windows can be hidden. Although you may need them open for calculations, macros, referred tables, etc you may

not wish to see them.

To Hide A Window

MOUSE

1. Select the window you wish to hide
2. Go to the VIEW ribbon and click the HIDE button in the WINDOW group. The window is now hidden

To Unhide A Window

MOUSE

1. Go to the VIEW ribbon and click the UNHIDE button. In the WINDOW group a dialog is launched
2. Choose window to unhide and clickOK. The window reappears.
Watch Window

A watch window can be used to easily track results of multiple cells when you are working on a different sheet or workbook.

This saves you from having to switch back and forth or scroll between sheets to keep track of important data.
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To Set A Watch

Working with Sheets

Commission
18.00

M
176.40
11.90
91.46
1.10
66.42

Value

48 9§ " Add Watch

e 2201 | |

10.19] | salact the cells that you would Bke to watch the valkue af:

5508.59 [;TJ |

s
3

cancel |

Mouse

1. Select a cell to which you want to add a Watch

Go to the FORMULAS ribbon an click on WATCH WINDOW in the FORMULA AUDITING group

Click on ADD WATCH
Select cell you wish to monitor
Click on ADD

ok D

you enter or manipulate figures elsewhere.

To Delete A Watch

MOUSE

You may now switch windows orscroll and the watch window will monitor that cell for changes in result as

‘Watch Window
73 Add Watch... &y Delete Watch

Book Sheet Hame Cel
Cormers. xisx Sheetl E15

Value
§508.59

Farmuls
=SUM(ESE L)

1. Go to the FORMULAS ribbon an click on WATCH WINDOW in the FORMULA AUDITING group

2. Select watch to delete
3. Click on DELETE WATCH on watch window
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Change Colour Of Worksheet Tab

To Change The Colour Of A Worksheet Tab:

1. Select the worksheet whose tab you want to re-colour.

2. Click the FORMAT button in the CELLS group, HOME ribbon and move your cursor down the menu to
TAB COLOUR.

3. Select the colour and click OK

Insert...
Delete
Eename
Move or Copy... Theme Colors
Qfl View Code H EEENEN

a3

Protect Sheet...

o I“IIIIII
Hide =

Standard Colors
[ ] | ERNEEN

Select All Sheets No Color
¥ | Sheet m e -

i +s) More Colors...

1. Right-click on the tab and choose the TAB COLOUR option.
2. Select the colour and click OK
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Section 10 Printing

By the end of this section you will be able to:

« Set up printing preferences using the page setup dialog
o Use the ribbons for setting up page preferences

o Insert and edit Headers and Footers

« Use Print preview and page layout views

o Scale printing to a fixed set of pages

o Set page breaks

« Set up and change Margins by various methods

o Print and collate multiple copies

o Set up print areas

« Change print quality

o DPrint page ranges or entire workbooks.

A&  MALARDALENUNIVERSITY
W SWEDEN

WELCOME TO
OUR WORLD
OF TEACHIN

INNOVATION, FLAT HIERARCHIES
AND OPEN-MINDED PROFESSORS

STUDYIN S
- HOME

CLOSE COLLABORATION WITH FUTURE
EMPLOYERS SUCH AS ABB AND ERICSSON

R CAREER A HEAD STA

www.mdh.se

Printing

DEVELOPMENT AND
LOTS OF INNEBANDY

SN
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Printing Options

Printing

When you want a hard copy of worksheet data, Excel gives you many tools for choosing how that printout will look.

Swapping the page orientation between portrait and landscape, scaling the size of the printout and choosing whether to

print worksheet gridlines are but a few of the options that can be set. Excel automatically assigns headers and footers to

your worksheet data, but you can change or enhance these very easily.

Print Preview

Before sending anything to print, it is always a good idea to preview what you will see on the page. The Print Preview

window will show how your data is going to print. This is very different than the preview you would use in all previous

versions of Excel.
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To Go To Print Preview

MOUSE

1. Click the worksheet that you want to preview before you print it.Click the FILE ribbon, click PRINT

OR

KEYBOARD

1. PressCTRL+F2.0n the PRINT PREVIEWwindow,
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Do one or more of the following:

{11 |ofl P

o To preview the next and previous page, in the PREVIEW group, click NEXT PAGE and PREVIOUS PAGE.

o+ To view page margins, in the PREVIEW group, click the SHOW MARGINSbutton in the lower right hand
corner.

o This displays the margins in the PRINT PREVIEW view. To make changes to the margins, you can drag the
margins to the height and width that you want. You can also change the column widths by dragging handles
at top of print preview page.

o To make page setup changes, on the Print Preview tab, in the Print group, click Page Setup, and then select

the options that you want on the Page, Margins, Header/Footer, or Sheet tab of the Page Setup dialog box.

Page Setup

Page Setup Group On The Page Layout Ribbon

nsert Page Layout Formulas Data Review View

@B 0Ods = &
' Ll | = "
Margins Orientation Size Print Breaks Background Print

o bt 5 Area ™ & Titles

Page Setup F

When you want to alter headers and footers, orientation and so on, you use the Page Setup dialog box. There are four tabs
within this dialog, each give settings for one aspect of your printout. You can access the Page Setup dialog from either
the worksheet or the Print Preview window, however if you access it from the latter, some of the SHEET tab settings are

unavailable.
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To Access The Page Setup Dialog:

MOUSE

=]

1. Click the DIALOG BOX LAUNCHER. From PAGE SETUP group on the PAGE LAYOUT ribbon

Page Setup

1. If you are in the Print Preview window, click the PAGE SETUPlink

What do the telephone handset and
the Celsius thermometer have in common with
the pacemaker and the computer mouse?

They are all
Swedish inventions
used every day worldwide.
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Page Tab

Crientation
@ @ Porjrat Lardscape
Sesiing
i Adpmtte; | 100 -5 Yenomal sze
it b 1 = page(s) wde by | 1 — tal

Papesr sipe: Letier

Priril guashty:

[]l=]

First pags mumbar: | Auto

The PAGE tab allows you to set page orientation, scaling, paper size, print quality and a start number for page numbering.

Orientation

Use this setting to swap between portrait and landscape printouts.

To Change Page Orientation:

MOUSE

1. Access the PAGE SETUP dialog and click the PAGE tab.
2. The default orientation is PORTRAIT. Click LANDSCAPE to switch to printing on a landscape page.

3. Click OK to close the dialog and save the setting — next time you access PRINT PREVIEW, the new
settings will be displayed.

B

Onentation

Portrait
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OR

4. Go to PAGE SETUP group on the LAYOUT ribbon and select ORIENTATION. Choose portrait or

landscape
OR
J Poetrait Orientation -
Portrait Origetation
': Landscape Orientaticn

5. When in PRINT PREVIEW Click on the drop down button to change orientation

Scaling

You can manually scale the size of your printout by choosing a percentage amount you want to increase or decrease it
by. The Adjust to option reduces or enlarges the printed worksheet. The Fit to option will only reduce (not enlarge) the

worksheet or selection when you print so that it fits on the specified number of pages.

To Reduce Or Enlarge Your Printout:
MOUSE

Sraling

(o) adjust to: [100 3 | % normal size

(EER: |1 > pagelsiwide by |1 2 |all

1. Access the Page Setup dialog and click the PAGE tab.
2. Select the ADJUST TO check box, and then enter a percentage number in the % normal size box. You can

reduce the worksheet to 10 percent of normal size or enlarge it to 400 percent of normal size.
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[ j j MNe Scaling

[109] Print sheets at their actual size

4]

[100]

»

4,_\9#

#{«
i

b

No Scaling
Print sheets at their actual size

Fit Sheet on One Page
Shrink the printout so that it fits on one page

Fit All Columns on One Page
Shrink the printout so that it is one page wide

Fit All Rows on One Page
Shrink the printout so that it is one page high

Custom Scaling Options...

3. Click OK to close the dialog and save the setting —while in Print Preview, the new settings will be displayed.

Or they will be seen next time you access it.

4. While in Print preview make a choice from the drop down box the last choice will open the page set up

dialog box to allow you to manually male changes as in the previous example.

Do you want your Dream Job?

More customers get their dream job by using RedStarResume than
any other resume service.

RedStarResume can help you with your job application and CV.

Go to: Redstarresume.com
Use code “BOOKBOON” and save up to $15

(enter the discount code in the “Discount Code Box”)
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To Fit Your Printout To A Number Of Pages:

MOUSE

1. Access the Page Setup dialog and click the PAGE tab.
2. Select the FIT TO check box and then enter a number in the PAGE(S) WIDE BY box. If you want to limit
the number of pages tall, enter a number in the TALL box.

3. Click OK to close the dialog and save the seztting — next time you access Print Preview, the new settings will

be displayed.
OR
1. Make a choice in PRINT PREVIEW. use CUSTOM SCALING OPTIONS to open the page setup dialog as
previously mentioned
Paper size

You can pick the size of the paper you want to print on by choosing from a list of pre-defined sizes.

To Choose Paper Size:

MOUSE

Paper size:

legal 5% % 14 in
A4 210 % 297 mm

1. Access the Page Setup dialog and click the PAGE tab.
2. Click the drop-down list arrow to the right of the PAPER SIZE box and click the paper size you want.
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»

Letter
J 21.59 cm x 27.94 cm

Letter Small
21.59 cm x 27.94 cm

Tabloid
J 27.94 cm x43.18 cm

Ledger
43.18 cm x 27.94 cm

Legal
J 21.59 cm x 35.56 cm

Statement
1397 cm x 21.59 cm

Executive
1841 cm x 26.67 cm

A3
J 297 emx 42 em

Ad
2L tmx29.7 cm

A4 Small
21 amx 29.7 cm

Maore Paper Sizes...

Letter v-‘
21.58 em x27.94 cm

E‘j

Size

3. Click OK to close the dialog and save the setting — next time you access Print Preview, the new settings will
be displayed.
OR

4. Go to the PAGE SETUP group on the LAYOUT ribbon and click on the SIZE button to see many

predefined sizes to set your paper size to. If the size you wish is not available in the list. Then click on
MORE PAPER SIZES at the bottom. This launchs the PAGE SETUP dialog box

5. When in PRINT PREVIEW make a choice from the Paper size drop down box on the left hand side of the
preview window.(see adjacent)
Print quality

You can enhance the quality of the printout if you need a pristine copy.
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To Change Print Quality:

MOUSE

1. Access the PAGE SETUP dialog and click the PAGE tab.

Print guality: hd

200 dpi -
200 x 100 dpi

2. Click the drop-down list arrow to the right of the PRINT QUALITY box and click the resolution you want
for the print quality of the active workbook.

3. Click OK to close the dialog and save the setting — next time you access PRINT PREVIEW, the new
settings will be displayed.

o Resolution is the number of dots per linear inch (dpi) that appear on the printed page. Higher resolution
produces better quality printing in printers that support higher resolution printing.

Set first page number

If your printout is to form part of a larger document, you may need to change start number for pages.

To Change First Page Number:

MOUSE

First page number: Auko

1. Access the Page Setup dialog and click the PAGE tab.

2. Drag across the word Auto in the FIRST PAGE NUMBER box to select it. Type the number you want the
page numbering to begin at.

3. Click OK to close the dialog and save the setting — next time you access PRINT PREVIEW, the new
settings will be displayed.
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Print Preview Options

Print
I ;
Copiez 1 -
Print
Printer

7 Microsoft XPS Documnent Wiiter
' Read

Settings

Print Active Sheets
E Only print the sctive sheets

Pagei: - 1 =

1 Collgbed
=l .. s >
123 123 123

1 Porteait Oreeniation =

_] Lettar
-
3153 em gm

Cuntom Marging -

7 No Scaling

160

nint shests at their soual size

‘ ] Custom Margins ¥
| Normal
Top: 191 cm Bottom: 1.91 cm
Left: 178 cm Rightt 178 cm
Header: 0.76 cm  Footer: 0.76 cm
'
’ Wide
Top: 254 cm Bottom: 2.54 cm
Left: 254 cm Right: 254 cm
Header: 1.27 cm  Footer: 1.27 cm

Narrow

Top: 191 cm Bottom: 191 cm
Left: 064 cm Right: 0.64 cm
Header: 0.76 cm  Footer: 0.76 cm

Custom Margins

Custom Margins...

Brinder Properties
Settings
| Prink Active Sheets =
== Cmly prnt the sctive chaets

Prind Artive Sheets
Only prieg the adive sheets

Paind Enire Workbook
J Prant the entire weorkbook

Piind Setection
E==H Only print tne curnent selecion

Ignare Print Area
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As mentioned in previous examples many of the page setup options can be found in either the Page setup group on
the page layout ribbon or in the page setup dialog box or in the print preview pane options on the left hand side of the
preview pane.

As you can see here one of your first choices is to choose which printer you may wish to print to.

You may only wish to print a section of your workbook, a sheet or the whole book. Be careful if you print a whole workbook

be aware of how many pages there are in it.

You are also able from this dialog to collate or uncollate your pages if you are printing several copies.

The ORIENTATION, SCALING and PAPER SIZES we have already discussed.

The margins can be changed using the drop down box to several presets and also a choice for CUSTOM MARGINS
which will open up the PAGE SETUP DIALOG box at the MARGINS TAB discussed next.

O

o
B By 2020, wind could provide one-tenth of our planet's
ra I n p O W e r electricity needs. Already today, SKF's innovative know-
how is crucial to running a large proportion of the
world's wind turbines.
Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
ication. We help make it more economical to create
eaper energy out of thin air.
our experience, expertise, and creativity,
industries ca st performance beyond expectations.
Therefore we'need the best employees who can
eet this challenge!

T@f Power of Knowledge Engineering

Plug into The Power of Knowle‘ngineering.
Visit us at www.skf.com/knowle .
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Printing

In the bottom right hand corner is a button to allow you to see and manually drag the margins to the size you wish by

clicking it the margins will appear on the preview.

Margins Tab

The Margins tab lets you set top, bottom, left and right margins and centre your data horizontally and vertically on the

page. You can also determine how far from the bottom and top edges of the page your headers and footers print.

Center on

Left:
i5 4

page

[ Horigoritaly
Verboally

Togs
2.5

Gottom:

25

Header:

L3

Right:
1.9

Eooter:

)

53

Download free ebooks at bookboon.com


http://bookboon.com/

Excel 2010 Introduction: Part I

To Change Margins:

MOUSE

e S

Mﬂl’ﬂlﬂi Qirientation

Custom Margine..

- - Area = -
Last Custom Setting

Top: 23cm Bottom:
Left 1.9 em Right
Header 1.3 cm Footer:
Normal

Top: 191em  Bottom:
Left 1.7T8 ¢imi Right:
Header: .76 cm Footer:
Wide

Top: 2.5 ¢m B,
Left 254 ¢cm Right
Header 1.27 cm Footer:
Marrow

Top: 1.91 cm Bottoam:
Left: 0.6 cm Right
Header (.76 cm Footer:

Size Print  Breaks Backgro

2.3 cm
1.5 em
1.3 ¢

151 em
1.78 &
Q.76 cm

2.3 ¢m
2.54 cm
127 cm

191 cm
064 om
0.76 cm

Printing

. Access the PAGE SETUP dialog and click the MARGINS tab. (above)
. Use the up and down arrows in the TOP, BOTTOM, LEFT and RIGHT boxes to increase and decrease

margin measurements. The page sample in the middle of the dialog will update to show how your settings

will look should you choose to apply them.

. Click OK to close the dialog and save the settings these are then applied in PRINT PREVIEW.

. Go to the LAYOUT ribbon and the PAGE SETUP GROUP and click on margins a selection of quick

margin changes will be available including the last custom settings for a page

. Click on a set of margins and they will be set.
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To Change Header And Footer Position:

MOUSE

Header:

1.3

1. Access the PAGE SETUP dialog and click the MARGINS tab.
Footer:

13 &

2. Use the up and down arrows in the HEADER and FOOTER boxes to increase and decrease the space
between the header and footer and the top and bottom edges of the page.
3. Click OK to close the dialog and save the settings these are then applied in PRINT PREVIEW..

Centre on page

Use these check boxes to centre the data you are printing horizontally (between left and right margins) and/or vertically

(between top and bottom margins).

Trust and responsibility

NNE and Pharmaplan have joined forces to create - You have to be proactive and open-minded as a
NNE Pharmaplan, the world’s leading engineering newcomer and make it clear to your colleagues what
and consultancy company focused entirely on the you are able to cope. The pharmaceutical field is new
pharma and biotech industries. to me. But busy as they are, most of my colleagues
find the time to teach me, and they also trust me.
Inés Aréizaga Esteva (Spain), 25 years old Even though it was a bit hard at first, | can feel over
Education: Chemical Engineer time that | am beginning to be taken seriously and

that my contribution is appreciated.

NNE Pharmaplan is the world’s leading engineering and consultancy company ®
focused entirely on the pharma and biotech industries. We employ more than nne Dharmaplan
1500 people worldwide and offer global reach and local knowledge along with

our all-encompassing list of services. nnepharmaplan.com
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To Centre Horizontally And Vertically:

MOUSE

Cenkter on page

[ ] Horizonkally [ ] wertically

1. Access the PAGE SETUP dialog and click the MARGINS tab.

2. Click the HORIZONTALLY check box to centre between left and right margins. Click the VERTICALLY
check box to centre between top and bottom margins.

3. Click OK to close the dialog and save the settings — next time you access PRINT PREVIEW, the new
settings will be displayed.

Header/Footer Tab

Unless you specify otherwise, Excel uses the sheet name as the header for your printout and the page number as the
footer. You can choose from a predefined list of options for your header and footer, or for total flexibility, you can build

up the header and footer with codes that will generate dates, times, file names etc.
Header
Excel’s default header is the sheet name. The HEADER box gives a list of options for you to use as your header. Excel

spaces items out in the header at the top left, middle and top right of the page. Where an option has commas separating

items Excel will interpret the comma as the spacing symbol.
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Sample
header
and footer

To Change The Header:

MOUSE

SECTION 5. FILE OPERATIONS

| Qustom Header...

| Cystom Footer...

Footer:
\:«w t

Fagel

Different odd and even pages
[ Different first page
¥ Scale with document

Algn weth page margins

1. Access the Page Setup dialog and click the HEADER/FOOTER tab.

Header:

Sheetl

Sheetl1, Page 1

Winters.xls, Page 1

Sheetl, Confidential, Page 1

Confidential, Dgi'iSiZDD?, Paie 1
Winters.xls

E:\PERSOMAL\files\exercises\Computer world\excel\8 P\advanced\Winters, xls

< W= <]

2. Click the drop-down list arrow to the right of the HEADER box to view a list of predefined headers and

click the one you want. The sample area will show you what your choice will look like.

3. Click OK to close the dialog and save the settings — next time you access Print Preview, the new settings will

be displayed.

Footer

Excel’s default footer is the page number. The FOOTER box, gives you the same options as the header box, but the position

of the chosen item will be at the bottom of the page. Excel spaces items out in the footer at the top left, middle and top

right of the page. Where an option has commas separating items Excel will interpret the comma as the spacing symbol.
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To Change The Footer:

1. Click the DIALOG BOX LAUNCHER. From PAGE SETUP group on the PAGE LAYOUT ribbon, select
the HEADER/FOOTER tab ,

2. Click the drop-down list arrow to the right of the FOOTER box to view a list of predefined footers and click
the one you want.

3. Click OK to close the dialog and save the settings — next time you access Print Preview, the new settings will

be displayed.

New Methods For Headers And Footers In 2010

Header
& Footer

His @b0ook 1s Propucep with 1Text®
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In Microsoft Office Excel, you can quickly add or change headers or footers to provide useful information in your worksheet
printouts. You can add predefined header and footer information or insert elements such as page numbers, the date and

time, and the file name.

™ R AN R Winters.xlsx - Microsoft Excel Header & Footer Tools

Home Insert Page Layout Formulas Data Review View Design

% E:: @ L;J % ‘& ;f L‘iﬁ EJ ‘i} ‘ J ; Different First Page V| Scale with Document

Header Footer Page Number Current Current File File  Sheet Picture Format Go to Different Odd & Even Pages Align with Page Margins
w7 = Number of Pages Date Time Path Name MName Picture | Header Footer
Header & Footer Header & Footer Elements Navigation Options

H18 - S

LI | L T4 T 2[ T 3 T & T § T @ T 7 T 8 I g Ti0] [T11 [Tz [I33 T34 135" 17§ I1TTB
A B C D E F G

r Header
1 Sales Report for: Sally Winters |
|2 Month of January
=K
~ 4 ‘ ltem Code Item Price Qty.  Product Sales  Commission
5

| 1 10.00 2 20.00 3.00

To define where in the printout the headers or footers should appear and how they should be scaled and aligned, you can

choose from the header and footer options.

For worksheets, you can work with headers and footers in Page Layout view. For other sheet types, such as chart sheets,
or for embedded charts you can also work with headers and footers in the PAGE SETUP dialog box.
Insert Specific Elements In A Header Or Footer

For worksheets, you can work with headers and footers in Page Layout view. For other sheet types, such as chart sheets,
or for embedded charts, you can work with headers and footers in the PAGE SETUP dialog box.

Add A Predefined Header Or Footer

For worksheets, you can work with headers and footers in Page Layout view. For other sheet types, such as chart sheetsor
for embedded charts, you can work with the headers and footers in the PAGE SETUP dialog box.
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Add A Predefined Header Or Footer To A Worksheet In Page Layout View

MOUSE

=0

mllln

Header
& Footer

IE|

1. Click the worksheet to which you want to add a predefined header or footer.

2. On the INSERT tab, in the TEXT group, click HEADER & FOOTER.

3. Excel displays theworksheet in PAGE LAYOUT view. You can also click PAGE LAYOUT VIEW on the
STATUS BAR to display this view.

4. Click the left, center, or right header or footer text box at the top or at the bottom of the worksheet page.
5. Clicking any text box selects the header or footer and displays the HEADER AND FOOTER TOOLS, on
the DESIGN tab.

=

6. On the DESIGN tab, in the HEADER & FOOTER group, click HEADER or FOOTER, and then click the
predefined header or footer that you want.
7. To return to NORMAL view, on the View tab, in the Workbook Views group, click Normal. You can also

click Normal on the status bar.
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Add A Predefined Header Or Footer To A Chart

Mouse

1. Click the chart sheet or embedded chart to which you want to add a predefined header or footer.

=0

Hlm.

Header
& Footer

2. On the INSERT tab, in the TEXT group, click HEADER & FOOTER.
3. Excel displays the PAGE SETUP dialog box
4. Click the predefined header or footer in the HEADER or FOOTERgroup.

Add Or Change The Header Or Footer Text For A Worksheet In Page Layout View

MOUSE

=0

Hlm.

Header
&L Footer

1. Click the worksheet to which you want to add headers or footers, or that contains headers or footers that
you want to change.
2. On the INSERT tab, in the TEXT group, click HEADER & FOOTER.

B

3. Excel displays the worksheet in Page Layout view. You can also click Page Layout View on the status bar to
display this view.

4. To add a HEADER or FOOTER, click the LEFT, CENTER, or RIGHTHEADER OR FOOTER text box at
the top or at the bottom of the worksheet page. And either:

5. Type the text that you want.

6. Insert a header or footer element if you want from the HEADER AND FOOTER ELEMENTS groupon the
DESIGN ribbon.
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28 A REBED e ok

Header Footer Page MNumber Current Current File File  Sheet Picture Format
= = Mumber of Pages Date Time Path MName MName Picture | t

|I|| I

Header & Footer Header & Footer Elements

7. To change a HEADER or FOOTER, click the HEADER or FOOTER text box at the top or at the bottom of
the worksheet page that contains header or footer text, and then select the text that you want to change.

8. To start a new line in a HEADER OR FOOTER text box, press ENTER.

9. To delete a portion of a HEADER OR FOOTER, select the portion that you want to delete in the header
or footer text box, and then press DELETE or BACKSPACE. You can also click in the text and then press
BACKSPACE to delete the preceding characters.

Normal

EEH (O} ]

FIRST CONTACT

Get matched to top business
employers via intelligent emails
landing in your inbox.

PLANET CAREER ADVICE Milkround.com: rated the
Inhabited by insights into #1 graduate recruitment

business careers and orbited At
by application advice. website in the UK Graduate

MILKROUND SYSTEM ‘Careers Survey 2009 of

Become a business star with ; : 16,000 university finalists.
internships, placements, X :

graduate jobs & schemes
from leading companies.

www.milkround.com : = '
B ~ (Milkround.com
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10. To return to NORMAL view, click on the worksheet and then click on the NORMAL VIEW button on the
VIEW tab, in theWORKBOOK VIEWS group. You can also click NORMAL on the status bar.

o To include a single ampersand (&) within the text of a header or footer, use two ampersands.

o E.G, to include “Subcontractors & Services” in a header, type Subcontractors &¢» Services.

11. To close the HEADERS OR FOOTERS, click anywhere in the worksheet, or press ESC.

Choose The Header And Footer Options

For worksheets, you can work with headers and footers in Page Layout view. For other sheet types, such as chart sheetsor
for embedded charts you can work with headers and footers in the PAGE SETUP dialog box.

Choose The Header And Footer Options For A Worksheet

MOUSE

=0

Hlm.

Header
& Footer

1. Click the worksheet for which you want to choose header and footer options.

2. On the INSERT tab, in the TEXT group, click HEADER & FOOTER.

3. Excel displays the worksheet in Page Layout view. You can also click Page Layout View on the status bar to
display this view.

4. Click the LEFT, CENTER, or RIGHT header or footer text box at the top or at the bottom of the worksheet
page.

5. Clicking any text box selects the HEADER OR FOOTER and displays the HEADER AND FOOTER
TOOLS,as the Design tab appears.

6. On the DESIGN tab, in the OPTIONS group, select one or more of the following:

Different First Page o Scale with Dooument
Different Odd & Even Pages Align with Page Margins

Options

7. To insert a different header or footer for odd pages on an odd page and for even pages on an even page,
select the DIFFERENT ODD & EVEN PAGES check box.
8. To remove headers and footers from the first printed page, select the DIFFERENT FIRST PAGE check box.
9. To use the same font size and scaling as the worksheet, select the SCALE WITH DOCUMENT check
box. To make the font size and scaling of the headers or footers independent of the worksheet scaling for a

consistent display on multiple pages, clear this check box.
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10. To make sure that the header margin or footer margin is aligned with the left and right margins of the

worksheet, select the ALIGN WITH PAGE MARGINS check box. To set the left and right margins of the
headers and footers to a specific value that is independent of the left and right margins of the worksheet,

clear this check box.

11. To return to NORMAL view, on the VIEW tab, in the WORKBOOK VIEWSgroup, click NORMAL. You

can also click NORMAL on the status bar.

Choose The Header And Footer Options For A Chart

MOUSE

Lol e

w

=0

Hlm.

Header
& Footer

Click the chart sheet or embedded chart to which you want to add a predefined header or footer.

On the INSERT tab, in the TEXT group, click HEADER & FOOTER.

Excel displays the PAGE SETUP dialog box.

To insert a different header or footer for odd pages on an odd page and for even pages on an even page,
select the DIFFERENT ODD & EVEN PAGES check box.

To remove headers and footers from the first printed page, select the DIFFERENT FIRST PAGE check box.
To use the same font size and scaling as the worksheet, select the SCALE WITH DOCUMENT check
box. To make the font size and scaling of the headers or footers independent of the worksheet scaling for a
consistent display on multiple pages, clear this check box.

To make sure that the header margin or footer margin is aligned with the left and right margins of the
worksheet, select the ALIGN WITH PAGE MARGINS check box. To set the left and right margins of the
headers and footers to a specific value that is independent of the left and right margins of the worksheet,

clear this check box.

Custom Header Or Footer For A Chart

Add Or Change The Header Or Footer Text For A Chart

MOUSE

=

Hlm.

Header
& Footer
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1. Click the chart sheet or embedded chart to which you want to add headers or footers, or that contains
headers or footers that you want to change.

2. On the INSERT tab, in the TEXT group, click HEADER & FOOTER. Excel displays the Page Setup dialog
box.

[] pifferent odd and even pages
[] pifferent first page

Scale with document

[] align with page margins

3. If none of the predefined headers and footers are what you want, you can customise them using the
CUSTOM HEADER and CUSTOM FOOTER buttons. When you click either of these buttons, Excel gives
you a dialog box representing either the top (CUSTOM HEADER) or bottom (CUSTOM FOOTER) edge
of your page.

4. ClickCUSTOM HEADER or CUSTOM FOOTER.

5. Click in the LEFT SECTION, CENTER SECTION, or RIGHT SECTION box, and then click the buttons
to insert the header or footer information that you want in that section.

6. To add or change the header or footer text, type additional text or edit the existing text in the LEFT
SECTION, CENTER SECTION, or RIGHT SECTION box.

7. To start a new line in a section box, press ENTER.

What do the telephone handset and
the Celsius thermometer have in common with
the pacemaker and the computer mouse?

They are all
Swedish inventions
used every day worldwide.
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8. To delete a portion of a header or footer, select the portion that you want to delete in the section box, and
then press DELETE or BACKSPACE. You can also click in the text and then press BACKSPACE to delete
the preceding characters.

o To include a single ampersand (&) within the text of a header or footer, use two ampersands. For example, to
include “Subcontractors & Services” in a header, type Subcontractors & Services.

o To base a custom header or footer on an existing header or footer, click the header or footer in the Header or

Footer box.

You can type text into the left, centre and right sections, but if you want information to change dynamically according
to alterations you make to filenames, sheet names or you want to always display the current date and time in the header
(useful for seeing when a worksheet was printed),the dialog has buttons that generate codes. The codes instruct Excel to
include information where you have positioned them and will update if the information that they generate changes. The

diagram below details what each of the buttons do.

Header =4~ [Insert
Pictur
Seader cture
Te format text: selact the text, then choose the Format Text buttan
To insert a page number, date, tme, file path, fiename, or tab name: position the L~ Format
insertion point in the edit box, then choose the appropriate button, Picture

To insert picture: press the Insert Picture button. To format your picture, place the
cursor n the edit box and press the Format Pichure button,

Format —_—

1eader text Al B3 @S e

ﬁ;:;;;-———_________

Left sechon: Zrter sec

Inserts the
| &[Tye] name of the
active
sert page worksheet
\Umber sheet
Cancel |
Insert total 7 \ N Insert sheet
number of Insert name
pages Insert Insert current
current date current time filararme

To make sure that the header margin or footer margin is aligned with the left and right margins of the worksheet, select
the ALIGN WITH PAGE MARGINS check box. To set the left and right margins of the headers and footers to a specific

value that is independent of the left and right margins of the worksheet, clear this check box.

Sheet Tab

The Sheet tab has many settings that you can use to select what appears on the printed sheet. You can also use this tab to

set a print area, (useful if you do not want the whole worksheet to print) and print titles.
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Page Setup B
e | Page | Margns | readerFooter || Sheet |
scee g0l Print area: .
Print titles
Rows to repeat at 2
to repeat at left: 53]
Click here to Prnt
expand or Gridines Comments:  (None) =]
collapse the | Bladk and white Cellerrors as:  dsplayed v]
dialog [7] Draft guality
Row and column headings
Page order
@ Down, then over
Oyer, then down

o Some settings on the Sheet tab are only available when you access the Page Setup dialog from the layout ribbon.
If you are accessing it from the Print Preview window, you will not have access to the Print Area and Print

Titles settings.

Print Area

Use this to set the range of cells that you want to print. If you do not set a Print Area, Excel will print all the data on the
active worksheet.

To Set A Print Area:

MOUSE

1. Click the DIALOG BOX LAUNCHER. From PAGE SETUP group on the PAGE LAYOUT ribbon, select
the SHEET tab ,

2. Click the button on the right of the PRINT AREA box to collapse the PAGE SETUP dialog so that you can

see the worksheet
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3. Select the cells you want to print and click the EXPAND button to go back to the PAGE SETUP dialog
4. The selected cells will appear listed in the PRINT AREA dialog. Click OK to close the dialog and save the
settings — next time you access PRINT PREVIEW, the new settings will be displayed.

e
)
Print
Area -

# SetPrint Area

Clear Print Area

5. Click on PRINT AREA From PAGE SETUP group on the PAGE LAYOUT ribbon and select SET PRINT
AREA.

You can use the Set Print Area option to set the selected cells to the print area as an alternative to using the Page Setup

dialog.

Sharp Minds - Bright Ideas!

FOSS

Employees at FOSS Analytical A/S are living proof of the company value - First - using The Family owned FOSS group is
new inventions to make dedicated solutions for our customers. With sharp minds and the world leader as supplier of
cross functional teamwork, we constantly strive to develop new unique products - dedicated, high-tech analytical
Would you like to join our team? solutions which measure and

control the quality and produc-
FOSS works diligently with innovation and development as basis for its growth. It is tion of agricultural, food, phar-
reflected in the fact that more than 200 of the 1200 employees in FOSS work with Re- maceutical and chemical produ-
search & Development in Scandinavia and USA. Engineers at FOSS work in production, cts. Main activities are initiated

development and marketing, within a wide range of different fields, i.e. Chemistry,
Electronics, Mechanics, Software, Optics, Microbiology, Chemometrics.

from Denmark, Sweden and USA
with headquarters domiciled in
Hillered, DK. The products are

We offer marketed globally by 23 sales
A challenging job in an international and innovative company that is leading in its field. You will get the companies and an extensive net
opportunity to work with the most advanced technology together with highly skilled colleagues. of distributors. In line with

) . . ) . the corevalue to be ‘First’, the
Read more about FOSS at www.foss.dk - or go directly to our student site www.foss.dk/sharpminds where

. . . . . company intends to expand
you can learn more about your possibilities of working together with us on projects, your thesis etc. pany P

its market position.

Dedicated Analytical Solutions

FOSS
Slangerupgade 69

3400 Hillered
Tel. +45 70103370

www.foss.dk
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To Clear The Print Area:

MOUSE

1. Click the DIALOG BOX LAUNCHER. From the PAGE SETUP group on the PAGE LAYOUT ribbon,
select the SHEET tab, Delete the values from the PRINT AREA.

OR
2. Click on thePRINT AREAbutton From PAGE SETUP group on the PAGE LAYOUT ribbon and select
CLEAR PRINT AREA.
Print Titles

When your printouts run to several pages you may have column and row headings that you would like to print on each
new page. The diagram below shows a four page printout where the months have been set up to print at the top of each
page and the years at the left of each page. Excel allows you to specify any number of rows and columns to repeat when

you have a multi-page printout.

=l
Print
Titles

To Set Print Titles:

MOUSE

1. Access the PAGE SETUP dialog From the PAGE SETUP group on the PAGE LAYOUT ribbon then Click
the SHEET tab.
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Print titles

Rows to repeat at top:

Columns to repeat at left:

—

Jan Feb
199? 4. RIEESSET RFNYICINNG)
1998 2{.ESE7A7S 44733000
1999 T 2I02ET 24575264 90

Mar Apr
199? UL ETRTE X [ [ EEELH
1993 .42 EE 25205652
1999 JLIN2A54 05 25,3454 BEES|

2["]'] ALEZETIEET 37.53MR5R4 A
2001 worsmnes sz
2']']2 AL7E1 5364 EAN42E55D2
2["]3 AZINSEA7RY 37,3044 36

2["]“ S.2PETA RS 23)4 401 3335
2["]1 LAIMEZIIY A2 22647

Mar Apr
ROW ggg; FRLIEEEER R AR ENEHILL]]
titles TE.20EIN5IY 4237202424

2']']6 2TA5M51356 3631 6P I64]

2. Go to the PAGE SETUP group on the PAGE LAYOUT ribbon, and select the PRINT TITLES button. This
will open the PAGE SETUP dialog box at the SHEET tab

3. Click the button on the right of the ROWS TO REPEAT AT TOP box to collapse the Page Setup dialog
so that you can see the worksheet (see diagrams) Select the rows you want by dragging over them with the
selection pointer.

4. Click the Expand button to return to the Page Setup dialog. The rows you selected will be referenced in the
ROWS TO REPEAT AT TOP box.

5. Repeat steps (selecting columns not rows) asabove for the COLUMNS TO REPEAT AT LEFT box if
required.

6. Click OK to close the dialog and save the settings — next time you access Print Preview, the new settings will
be displayed.

Print

The settings here allow you to choose whether to print gridlines, row and column headings and so on. If you choose not
to print gridlines, Excel will print any borders you formatted your cells with the diagrams below illustrate some of the

effects of activating certain settings.
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Black and White

Jan Feb Jan Feb
1997 s sesimman 1997 oo o sesven
1993 B.55IZEEE 4200504292 199& ZE.TINANTA 97,264 M4 SRS
1999 .ovons comme] ™ [ 1999 cane s
211111 JO— 21111 JP—
2["]1 EENETEELETIE ER [EERET4 | 2["]1 1597055072 1. 7HN2ENN
2']']2 ATETNIANE ASTREANEM 2['['2 AL STHZNER 3R 42574 597
1111 JP ST 2003 . ooninn s

Worksheet with Would print like
shading... this.

Gridlines

Jan Feb Jan |Feb
199? ACEPIIEAES NIITIEATEA 199? ARSI 40| 2297360015

1993 LR EEAL I UIETREEETTIN 1993 15792004 2| 25.4 155654 6|
1999 » 1999

E.NINTIE 42.MEZNZNSE

1rareenaan] 170064 E4R5)

2[“]'] EASP522I90 24 .5M24452 2["]“ EEN LRI IR REESRIFLL]
2001 | cssiisans carrrzzen 2001 | c.onssns| 15 0z00021
2[“]2 T.992252095 ALEPHA 267 2["]2 e | 2272342440
2““3 1.1 RERINST 4464 624 PEE| 2']['3 BB LEELIRN IR LR ]

Worksheet with Would print like
borders and shading... this.

Row headings

A, B c

Jan Feb
199? 1270997992 1 .9292304 0|

199& A AZINMITE 370704 DRSS
1999 ’

13.35352137 2H.2dmds

2']']'] TLANMTIEE i nEeiaem
2']']1 FEREL M LEI ST TTTEITE ]
2']']2 RIS EEEIELIREIRIELEL ]
2']']3 S.AS2E4N2Y 4.E35335237)

Jan |Feb

199? ZEANPEEYSA | 12 wamman
1993 2135717200 114 24N
1999 93,31 J0E3EN| 4 7.55990002]
2']']'] AR SEAN IR AT AN
2']']1 e300 3an| A2 ATSTEM
2']']2 raman 4| ILERNERET Y
2["]3 LIBTRI{IEF WENTITEETTY

) k=

i

oo~ 00 M

Worksheet with row
and column headings
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To Change Sheet Tab Print Settings:
MOUSE
1. Access the PAGE SETUP dialog and click the SHEET tab.

2. Check the boxes under the PRINT heading until you have the combination of settings that you require.

3. Click OK to close the dialog and save the settings — next time you access Print Preview, the new settings will

be displayed.
Page Order
Page order
() Down, then over EE EJF B8
() over, then down EE EIE =5

When you have multiple pages to print, each with a printed page number, you can control the order that the data prints

on the pages using the Page Order settings.

L RV ELG

the only emission we want to leave behind

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ

The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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The diagram below shows how pages will have different numbers according to which setting you choose.

Over then down.... Down then over...
Page 1

/ g Page 2 Page 1 Page 3

Jan Feb Adan Feh Jan _Feb “Jdan Feb
1997 sszsmees v soion 1997 avnsen s samr 1997 sremmzes wsanian 1997 i zcnmer
1998 AT 13584 1993 FHEZIL Az 1993 S.ASANEAAN? 1355034207 1993 RESAERIZNN 325927004
1999 TLIZENRZN? 254204 E422 1999 3635504352 47094251 1999 T —— 1999 a6.a55masz 47094251
2000 s vrzmsnesa 2000 cssmen oo 1111 IRRR— 2000 s weame
2001 zzonnn ::.1511154 .I 2001 ssmenz zoaram {1 1 [RP— i 11} [RPPRS—
2002 vamzon s 2002 o vsmas 2002 1izemzmes snasconse 2002 e v
2003wz s 2003 wsseanirs annan 2003 iz camen 2003 wssones oo

Page 3 Page 4 Page 2 Page 4

Jap—Feb Jan_-~Feb Jap—TFeb Jan_—Feb
2004 S.527E210 RE24INES?Y| 2']04 333403301 42,9 9590445 2']']4 SSITEIIN LEZ4INESTY 2']“4 EERTTETEINNE PR EH ] LLH
1| | T p— 2009 sisesiii: anqmisse 2005 rasn sammam 2009 s aams

To Change Page Order:

MOUSE

1. Access the Page Setup dialog and click the SHEET tab.
2. Click the option button in the PAGE ORDER section for the order you want the pages numbered.
3. Click OK to close the dialog and save the settings — next time you access Print Preview, the new settings will
be displayed.
o The Page Setup dialog saves print settings for the active sheet only. If you want several sheets to have the same
print settings, select them before you access the Page Setup dialog.
Page Breaks

If you do not get page breaks to fall where you want them with the scaling options, you can insert them manually. Excel

lets you put in both horizontal and vertical page breaks.

To Insert A Horizontal Page Break:
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=M

=

Breaks

Insert Page Break
Bemove Page Break

Reset All Page Breaks

1. Select the cell in column A below where you want the page break.
2. Choose breaks from the PAGE SETUP group on the LAYOUT ribbon then click INSERT PAGE BREAK.

A dotted line will appear above the active cell - this represents the page break.

To Insert A Vertical Page Break:

MOUSE

Select the cell in row 1 to the right of where you want the page break.
2. Choose breaks from the PAGE SETUP group on the LAYOUT ribbon then click INSERT PAGE BREAK.
A dotted line will appear to the left of the active cell - this represents the page break.

o If you insert a page break when you are not in either the first column or row, Excel will insert both a horizontal

[a—

and vertical page break above and to the left of the active cell position.

To Remove A Page Break:

MOUSE

1. Select the cell immediately below and/or to the right of the page break.
2. Choose breaks from the PAGE SETUP group on the LAYOUT ribbon then click REMOVE PAGE BREAK.

The page break will be removed
3. If RESET ALL PAGE BREAKS is selected then ALL page breaks will be removed

o Ifthe Fit To option is active in the page setup dialog, you cannot set manual page breaks.
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Print Data

Print
=

Print

4k

Copiest 1

Printer

/ Microsoft XPS Document Writer .
= Ready

Printer Properties
Settings
[ Print Active Sheets

Only print the active sheets

“] o Y

- -

DD Collated -

123 123 123

.| Portrait Orientation -

Letter
21,59 em x 27.94 cm

Pages:

Custom Margins -
jj Mo Scaling -

[100] Print sheets at their actual size
Page Setup

4
Technical training on
WHAT you need, WHEN you need it

At IDC Technologies we can tailor our technical and engineering

training workshops to suit your needs. We have extensive OIL & GAS
experience in training technical and engineering staff and ENGINEERING
have trained people in organisations such as General
. ELECTRONICS
. Motors, Shell, Siemens, BHP and Honeywell to name a few.
§ Our onsite training is cost effective, convenient and completely AUTOMATION &
2 customisable to the technical and engineering areas you want PROCESS CONTROL
2 covered. Our workshops are all comprehensive hands-on learning
= experiences with ample time given to practical sessions and MECHANICAL
2 demonstrations. We communicate well to ensure that workshop content ENGINEERING
© and timing match the knowledge, skills, and abilities of the participants.
o) INDUSTRIAL
Ro) We run onsite training all year round and hold the workshops on DATA COMMS
o your premises or a venue of your choice for your convenience.
L ELECTRICAL
For a no obligation proposal, contact us today POWER

at or visit our website
for more information:

Phone: +61 8 9321 1702
Email: training@idc-online.com TECHNOLOGIES
Website: www.idc-online.com
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Excel will print all data on the selected worksheet (unless you tell it otherwise by setting a Print Area). If you want to

print more than one worksheet, select the sheets you want first, before you click the Print button.

To Print The Active Worksheets:

MOUSE

Click the worksheet that you want to print.

Click the FILE RIBBON, click PRINT, Or Press CTRL+[P]
Choose PRINT ACTIVE SHEET Sfrom the drop down box.
Click PRINT

Lol

To Print A Specific Worksheet Page Or Range Of Pages:

MOUSE

1. Click the FILERIBBON; click PRINT, Or Press CTRL+[P].

to

e,
-

L

Pages:

2. Type in the page number that you want to start at in the PAGES box and the end page number in the TO

box.
3. Click PRINTto launch the print
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To Print The Entire Workbook:

MOUSE

Settings

SECTION 5. FILE OPERATIONS

Printer Properties

l'_ Print Active Sheets

Only print the active sheets

:l ‘ Print Active Sheets
-l Print Enfire Workbook

Print Selection

Ignare Print Area

Only print the active sheets
Print the entire workbook

i' ':'j Only print the current selection

1. Click the FILE RIBBON, click PRINT.Or Press CTRL+[P]
2. Select PRINT ENTIRE WORKBOOK from the drop down box

3. Click PRINTto launch the print

I joined MITAS because

The Graduate Programme
for Engineers and Geoscientists

Maersk.com/Mitas

[ was a construction
SUpPEervisor in

the North Sea
advising and

e helping foremen

i solve problems

MAERSK
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To Print The Selection:

MOUSE

Select the cells you want to print.

Click the FILE RIBBON, click PRINT.Or Press CTRL+[P]

Choose the PRINT SELECTION option button from the drop down box.
Click PRINT to launch the print.

Lol

Copies

By default, Excel will print one copy of the item you have sent to print. You can print multiple copies by changing the
Print dialog settings. When you print multiple copies of a document, Excel lets you choose whether the copies are collated
(Excel prints each whole document before it starts on the next copy) or uncollated (Excel prints however many copies

you have requested of each page).

To Print Multiple Copies:

MOUSE

Print

1

Copies: 1
Print

Collated
J'J'_..- 123 123 G
Cotated
WSl 123 123 123

I I'J Uimicollated
"J LI 222 333

1. Click the FILE RIBBON, click PRINT.Or Press CTRL+[P]

2. In the COPIES section of the window, use the up and down arrows to the right of the NUMBER
OFCOPIES text box to set the number of copies you require.

3. Set the COLLATE check box by clicking in it to change the current setting.

4. Click OK to launch the print.
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Section 11 Utilising Large Worksheet

By the end of this section you will be able to:

o Split screen

o Freeze panes

+ Use zoom controls

« Use name box to navigate

o Use goto

www.job.oticon.dk

PEOPLE FIRST
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Useful Tools for Large Sheets

Split Screen

= [ Split

- —* Hide
Freeze ___
Panes~= |

The visible worksheet area is relatively small. If the data you are working with spans a large number of columns and rows,
you may find it difficult to move and copy information between areas, or even to view data in non-adjacent columns or
rows on the same screen. Splitting the screen gives you the ability to scroll the data one side of the split independently of

the other side - so you could be viewing cells Z100 - AH116 on one side of your screen, and cells A1 - G16 on the other.

SRR = e i e D [T i Alate| - blscmah Liaw o
h Pane el Bigbhigih  Pusis Bee  lases . Q9
3 ra - 1 -ll " = 1 1% i —
. B
A [ C & K L b M &) P Q RE

s Jan Feb | Sep Oct Nov Dec Totals

5 1987 Profit & Loss

i Sales

T Sales A 3,000 3,000 4,000 4,000 4,000 E.000 41,500

a Sales B 1.500 1.500 2,000 2,000 2,000 3.000 19,600

4 Zales C 500 1,000 2,000 2,000 2000 3,000 17,300 =
25 Total overheads 5,400 3,900 5100 5100 5,100 5,100 51,100 m
26

i Nelt profil 1,873 13 400 400 A00 3,150. 3,145

28 Curmudative profit 1.950 a 800 800 3,550

28

&l 1997 Cash Flow

a1 Mise. funds &,000 o 0 o L] (1]

32 3 days Income Q 5.000 3,600 8,000 8,000 8,000

33 Materials (0 days) 200 400 00 800 BOO 1,200

L Materials (30 days) 4] 1.275 TGO 1,700 1,700 1,700

L] Expenditure (0 days) 4,000 2,500 3,700 3,700 3,700 3,700

L. Expenditure (30 days) 4] 1.400 400 1.400 1.400 1.400|

a7 Balance 1.800 1,223 2935 B85 1.095 1.095

k|

X8 -
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To Split The Screen Horizontally:

MOUSE

1. Position the mouse along the top edge of the upward pointing arrow at the top of the vertical scroll bar -
your pointer should display as shown in the diagram above.
2. Drag down - you will see a fuzzy line that follows your mouse down. Release the mouse when the line is at

the position you want to split the screen.
To Split The Screen Vertically:
MOUSE

1. Position the mouse along the top edge of the upward pointing arrow at the right of the horizontal scroll bar
- your pointer should display as shown in the diagram above

2. Drag left - you will see a fuzzy line that follows your mouse across. Release the mouse when the line is at
the position you want to split the screen.

3. When the screen is split, you get scroll bars in each horizontal or vertical section of your window which you

can use to move the display for just that section.

To Apply Both Splits At Same Time

MOUSE

1. Go to the WINDOW group on the VIEW ribbon and click on the SPLIT button
2. Both horizontal and vertical splits will be applied at the same time. These can be adjusted by positioning the

mouse over one and dragging in the desired direction

To Remove A Split:

MOUSE
1. Position the mouse over the split.

2. Drag a split back up until it is flush with the column or row letters or numbers and release the mouse,

ORDouble click on the split

1. Go to the WINDOW group on the VIEW ribbon and click on the SPLIT button
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Freeze Panes

Utilising Large Worksheet

When you want certain rows or columns to remain static on screen while you scroll down or across data on a worksheet,

you can use freeze panes.

Freeze

A

B [ C ]

Lines \

To Freeze Panes:

MOUSE

Jan

Feh hla

h-b-%dl\.'l—*

Biritain _§1,D19.93 £1,162.56  £1
France £1,734.05 £1901.687 £1

Gef £1241.52 £1333.16 £1
e L4 020 07 o4 4050 00 @ o4
ﬁ Freeze Panes v; :? Unhide | 214 Workspace Windows

Freeze Panes

Freeze Top Row
Keep the top row

O

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

the rest of the worksheet.
Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet.

visible while scrolling through

Select the cell below and to the right of the cells you want to freeze.
Go to the WINDOW group on the VIEW ribbon and click on the FREEZE PANES button

Make a selection

If you only want the freeze for rows, select the cell in column A below the rows you want to freeze. If you only

want the freeze for columns, select the cell in row 1 to the right of the columns you want to freeze.

ﬁFreeze Panes-|[ ] Unhide 1 | Workspace Wi

g

lihd

lDﬂt

Unfreeze Panes
Unlock all rows and columns to scroll
through the entire worksheet.

Freeze Top Row

Keep the top row visible while scrolling

through the rest of the worksheet.
Freeze First Column
Keep the first column visible while

scrolling through the rest of the worksheet,

82

Download free ebooks at bookboon.com


http://bookboon.com/

Please click the advert

To Unfreeze Panes:

MOUSE

1. Go to the WINDOW group on the VIEW ribbon and click on the FREEZE PANES button
2. Select UNFREEZE PANES

Zoom

You can adjust the scale of the on-screen display with the Zoom command. Excel allows you to specify any percentage
between 1 and 100 for viewing on-screen data. If there is a particular range that you need to make visible on one screen

without scrolling, you can use the Fit selection option.

5 [T 40556 = PE===C

What do the telephone handset and
the Celsius thermometer have in common with
the pacemaker and the computer mouse?

They are all
Swedish inventions
used every day worldwide.
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To Zoom Screen Display:

MOUSE

1. In the bottom right hand corner of the screen click on the PLUS or MINUS buttons to zoom in or out of

your spreadsheet

OR
[ (- '|| > = |
W
foom 100% Zoom to
Selection
Zoom
1. Click on the PERCENTAGE button on the bottom right hand corner of your screen and a dialog box will
open.
OR
Zoom -2 s
Magnification
| | 255
(71 Fit selection
() Custom: | 100 | %
[ OK ] I Cancel
1. Click on the ZOOM button on the VIEW ribbon in the ZOOM group.
2. A dialog box will open.
Either

1. Choose a PERCENTAGE from the dialog box
2. Click OK to apply the zoom and close the dialog.
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1. Highlight the PERCENTAGE figure currently displaying in the CUSTOM Zoom text box and type the
figure you want to use.
2. Click OK to apply the zoom and close the dialog.
Navigation
GoTo

The GOTO feature can be used to go to a specific cell address on the spreadsheet. It can also be used in conjunction

with names.

_ Sort & | Find &
Filter = [Select ™

B4 @9 | Find..
A

{ sag Replace..
| = GoTo.

Go To Special...

To GO TO A Name:

MOUSE
1. Click the FIND &SELECT BUTTON on the in the EDITING GROUP on theHOME Ribbon.
2. Select GO TO
3. The following dialog appears
4. Click on the name required, then choose OK.
OR

Download free ebooks at bookboon.com

85


http://bookboon.com/

Excel 2010 Introduction: Part Il Utilising Large Worksheet

KEYBOARD

GaTa EE =
Ga o
Bormats

Reels
Trays

1. Press [F5]. The following dialog box appears;

2. Click on the name required, then choose OK.

Not only does the cell pointer move to the correct range, but it also selects it. This can be very useful for checking that
ranges have been defined correctly, and also for listing all the names on the spreadsheet.

You can also go to a specific cell that has been used in two range names. The previous example mentioned cell C6, the
intersection of the FEB and Britain ranges.

To Move To A Cell That Belongs To Two Ranges:
KEYBOARD

1. Press [F5] and type the first range name in the Reference box, then type a space and the second range name.

2. Click OK. The pointer immediately jumps to the correct cell.

To Go To Locations In Workbook Based On Different Criteria Than Names.
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Keyboard

Lol e

Navigating With Name Box

Utilising Large Worksheet

G To Specksl

_ Corsfants

Current régon
Current @may

All cells of those criteria will be selected.

Use RETURN or TAB keys to move around.

Press [F5] and click the SPECIAL button. The following dialog appears

Make a selection and click on OK

If you wish to travel to a point on your spreadsheet you know the reference of then the name box can be used to enter

a cell reference and it will take you there. Since it IS called the name box any named cells or ranges throughout your

workbook can be moved to merely by choosing it from the name book.

To Use Name Box For Navigation

MOUSE

1. Click in name box

2. Type cell reference

Bonnets
Funnels
Reels
Trays
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Press return

OR

3. Click drop down arrow to right of name box

4. Select a name to take you to that location

STUDY FOR YOUR MAS'IER’S DEGREE

NTHE CRADLE OF SWEDISH ENGINEERING

Chalmers University of Technology conducts research and education in engineer-
ing and natural sciences, architecture, technology-related mathematical sciences
and nautical sciences. Behind all that Chalmers accomplishes, the aim persists
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Section 12 Customising Excel

By the end of this section you will be able to:

o Access and change Excel settings
« Create excel ribbons

» Edit existing ribbons

o+ Edit quick access toolbar

o Set language choices

o Set defaults for Excel
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Set Excel Options

Customising Excel

Excel Options 7=
General [ i : 2
I i‘_‘_& General options for working with Excel.

Faormulas
Proafing User Interface options
Save Show Mini Toolbar on selection &

Enable Live Preview (i
Language

Color scheme: Elue lZI
Advanced =

ScreenTip style: | Show feature descriptions in ScreenTips El
Customize Ribbon

When creating new workbooks

Quick Access Toolbar

Use this fonk: Body Font EI
Add-Ins

Font size: 11 EI
TristCentes Default view for new sheets: | Mormal View EI

Include this many sheets: 3 _:

Personalize your copy of Microsoft Office
User name: |steve
[ ok || cance

OPTIONS ARE SET VERY DIFFERENTLY IN EXCEL 2010

Click the FILE RIBBON, Click the EXCEL OPTIONS button to open the dialog box above

General

This sheet allows you to turn off the mini toolbar that appears whenever you right click on a cell or range plus other

basic options

You may put in a different username which by default is the logon for windows

You may change the deault number of sheets from three to whatever you wish the limitations of excel will be in the next

chapter

You may even change the colour scheme for excel windows (not dialog boxes)

20
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Formulas Sheet

Customising Excel

This sheet allows the setting of options that changes the way excel will calculate your sheets and workbook

Excel Options
General . : E .
Change options related to formula calculation, performance, and error handling.
Formulas
Proofing Calculation options
Save Workbook Calculation i [T Enable iterative calculation
e G Automatic Maximum Iterations: |100 :
guag 0 Automatic except for data tables . T
s Maximum Change: 0.001
Advanced ! Manual
Recalculate workbook before saving

Customize Ribbon
Quick Access Toolbar IEKITNp TS TORE
i [ R1CL reference style i

Formula AutoComplete '
Trust Center Use table names in formulas

Use GetPivotData functions for PivotTable references

Error Checking
Enable background error checking
Reset Ignored Errors
Indicate grrors using this color: _
Error checking rules

Cells containing formulas that result in an errori iZI Formulas which omit cells in a region (i)

Inconsistent calculated column formula in tables (i Unlocked cells containing formulas i)

E Cells containing years represented as 2 digits (i D Formulas referring to empty cells

@ Mumbers formatted as text or preceded by an apostrophe (i Data entered in a table is invalid i1

El Formulas inconsistent with other formulas in the region i’

[ ok || cancel

Proofing

It is here on the Proofing sheet that the spell-check and grammar options are set for excel.

It also has the options for the autoformatting and autocorrection of entered text

91
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Customising Excel

Excel Options

[T =]

General

Formulas

Proofing

Language
Advanced

Customize Ribbon
Quick Access Toolbar

Add-Ins

Trust Center

French modes:

Spanish modes:

AutoCorrect options

Dictionary language:

§ Change how Excel corrects and formats your text.

save Change how Excel corrects and formats text as you type: |_AutoComect Options...

When correcting spelling in Microsoft Office programs

Igneors words in UPPERCASE
Ignare words that contain numbers
Ignore Internet and file addresses
Flag repeated words
Enforce accented uppercase in French
Suggest from main dictionary only

Custom Dictionaries...

Traditional and new spellings
Tuteo verb forms only

English [U.K.}

=

[ oK ] [ cancer |

Save

SAVE is an important sheet since excel 2010 saves in a completely different file format this sheet gives global options on

what FILETYPE to save the file as and where to save files by default. This sheet also has the AUTORECOVER options for

where and how your files will be AUTOSAVED should windows crash. This saves your work regularly and automatically

and should recover work should the worst happen.

)

P ToP o Y
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it’s an interesting world

Get under the skin of it.

Graduate opportunities
Cheltenham | £24,945 + benefits

One of the UK’s intelligence services, GCHQ’s role is two-fold:

to gather and analyse intelligence which helps shape Britain’s
response to global events, and, to provide technical advice for the
protection of Government communication and information systems.
In doing so, our specialists — in [T, internet, engineering, languages,
information assurance, mathematics and intelligence — get well
beneath the surface of global affairs. If you thought the world was

an interesting place, you really ought to explore our world of work.

www.careersinbritishintelligence.co.uk

Applicants must be British citizens. GCHQ values diversity and welcomes applicants from
all sections of the community. We want our workforce to reflect the diversity of our work.
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Excel Options
General
Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: Excel Workbook (*.xlsx) E[
Language [#] save AutoRecover information every |10 % minutes
Keep the last Auto Recovered file if I close without saving
Advanced
AutoRecover file location: | C\Users\steve\AppData\Roaming'\Micrasoft\Excel,
Clstomize Mibbon Default file location: Cr\Usersisteve\Documents
Quick Access Toolbar [] save date and time values using ISO 8601 date format [may limit precision} (i)
A0S AutoRecover exceptions for: 3| testl sx [=]

Trust Cent:
FUsECENLer [7] Disable AutoRecover for this workbook only

Offline editing options for document management server files

Save checked-out files to: (i
) The server drafts location on this computer

@ The Office Document Cache

Server drafts location: |Ch\Users\steve'\Documents\SharePoint Draftsh
wisual of the

Choose what colors will be seen in previous versions of Excel:(; Colors...

[ ok | [ cancel |

Language

Clicking the language settings button allows the setting of the default language not just for excel but for all the office
programmes. It will allow you to change not only the tyed language but the display and help language

Even your screentip language can be set from here
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Excel Options
General 2
i!‘ Set the Office Language Preferences.
Formulas =
Proofing Choose Editing Languages
Save Add additional languages to edit your documents, The editing languages set language-specific features, incuding 0

dictionaries, grammar checking, and sorting

_language Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)

Advanced English (U.K.) <default= Enabled ‘% Installed

Customize Ribbon

Quick Access Toolbar

Add additional editing languages
Add-Ins .[ ACangRiang eamng guag 1 E‘
Trust Center Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help i)

Display Language Help Language
1. Match Microsoft Windows <default= 4 1. Match Display Language =default=

2. English E 2. English E]

[» Wiew display languages installed for each Microsoft Office program

% How do I get more Display and Help languages from Office.com?

Choose ScreenTip Language

Set your ScreenTip language i) .Match Display Language EI

?_g How do I get more ScreenTip languages from Office.com?

[ ok | [ cance

Advanced Options

These are all the options on the advanced sheet there are too many to go into but should be useful for reference

Editing custom lists for various usages such as drag fill, series and sorting can be done from this sheet
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Editing options Show vertical scroll bar

Show sheet tabs

Group dates in the AutoFilter menu
For objects, show:

After pressing Enter, move selection
Direction: DownI—L_‘

[[] automatically insert a decimal paint @ An
Pla [z 2 ©) Mothing [hide objects)
[¥] Enable fill handle and cell drag-and-drop Display opns for this wodhest @ e E|
Alert before overwriting cells
[¥] Allow editing directly in cells [¥] show row and column headers
[¥] Extend data range formats and formulas [] Show formulas in cells instead of their calculated results
Enable automatic percent entry [C] Show sheet right-to-left
Enable AutoComplete for cell valuas [C] show page breaks
D Zoom on roll with IntelliMouse Show a zero in cells that have zero value
i | Show gutline symbaols if an outline is applied
[V] Alert the user when a potentially time consuming operation occurs o i pp
Show gridlines

When this number of cells (in thousands) is affected: 33,554 =

Gridline color
Use system separators

Drecimal separator: Formulas

Thousands separator:
i g Enable multi-threaded calculation

Cursor movement: Mumber of calculation threads

@ Logical @ Use all processors on this computer: 2
) Visual ) Manual |1 H
Cut, copy, and paste [ Allow user-defined XLL functions to run on a compute cluster (i

LCluster type

Show Paste Options button when content is pasted
Show Insert Options buttons
E| Cut, copy, and sort inserted objects with their parent cells

Image Size and Quality 3] testimsx E|

|:| Discard editing data'’
|:| Do not compress images in file ()

E‘ Hptatelinks lojotherdocuments Set default target output to: | 220 ppiE

D Set precision as displayed
|:| Use 1904 date system
Save external link values

Print

D High quality mode for graphics

General
Chart

D Provide feedback with sound

[¥] Provide feedback with animation El Show chart element names on hover
[7] 1gnore other applications that use Dynamic Data Exchange ([DDE) [¥] Show data point yalus an haver

Ask to update automatic links [T Insert charts using Draft Made

|:| Show add-in user interface errors |:| Hide Draft Mode notification on charts
Scale content for A4 or 8.5 x 117 paper sizes Display

E Show customer submitted Office.com content

At startup, open all files in: Show this number of Recent Documents: |20 = |G

Web Options... Ruler units | Default UnitsE

Enable multi-threaded processing E Show all windows in the Taskbar
Disable undo for large PivotTable refresh operations to reduce refresh time when the PivotTable data 35, <] [¥] Show formula bar

source has more than this number of rows (in thousands): [¥] show function ScreenTips

Create lists for use in sorts and fill sequences: Edit Custom Lists... [”] Disable hardware graphics acceleration

For cells with comments, show:
Lotus compatibility () Ho comments or indicators
3 @ Indicators anly, and comments an haver
Microsoft Excel menu key: |/ -
() Comments and indicators
Default direction:
() Right-to-left

@ Left-to-right

D Transition navigation keys

Lotus compatibility Settings for: :_E Sheet2 E[

D Transition formula evaluation
D Transition formula entry Display options for this workbook: @tesﬂ.xlsx D
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Customise Excel Ribbons

New to 2010 is the ability to customise existing ribbons and create new ribbons with all the most useful tools for the way
you work with excel. These customisations can be exported and imported into other computers using excel 2010 or simply

store the exports in case your machine has to reinstalled. Then simply import your customisations into the new installation.

Excel Options @
—
General : :
\'f[lﬁ Customize the Ribbon.
Formulas
Choose commands from: (& Customize the Ribbon: (i
Froofmg Popular Commands E| Main Tabs
Save
iy AN cChart Types.., . Main Tabs
tanguage Borders > 3 Home
Advanced Calculate Now [¥] Insert
Center Page Layout
Customize Ribban \®l Conditional Formatting 3 Farmulas
= || Connections 1 [/ Data
Quick Access Toalbar 23 copy Get External Data
[#f] Custom Sort... Connections
At % cut L Sort & Filter
Trust Center A" Decrease Font Size 3 Data Tools
3 Delete Cells... Outline
' Delete Sheet Columns Review
=¥ Delete Sheet Rows View
1 E-mail [7] Developer
< Fill Colar |» Add-Ins
= Filter # || Background Removal E
Font T-l
A Font Color L
Font Size 1

' Format Cells...

# Format Painter

gﬂ Freeze Panes k
AA Increase Font Size

j’ﬂ Insert Cells...

Insert Function...

"{ Insert Sheet Columns
j'ﬁ Insert Sheet Rows MNew Tab ] [ﬂewGruup ] [ Rename... ]
P Macros
@ Merge & Center tastomiations &
g Namel\‘laﬂager - i
To create a new ribbon
MOUSE
Rename

Display name: | accounting

1. Go to the FILE ribbon and open the EXCEL OPTIONS from the button on the below left.
2. Go to the CUSTOMISE RIBBON button the dialog box above will be seen.
3. Click on the NEW TAB button a new tab will appear in the right hand frame
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Renamne
Symboal:
£O00A ! P HHMT -
DEEE@N A0 o«
- v Ii;éfgl P 248QT
VEpeOLH 8 90D |=
DELHOTaollIENE
O0O000OO0OC @ .
EO0EOEECdswms
@D H@MEI0EES &
AAXvEOMNT S ¥ =
Pi@SLimodvan -
Display name: ﬁlmlat

Use the arrow buttons on the far right to position the tab where you wish it to appear.
Click on RENAME.

Give your tab a name and press OK.

Select the CUSTOM GROUP on your created tab

Click RENAME

© »® N ok

Select an icon and name the group then click on OK

Customize the Ribbon: (i)

T |

AT — RS

HORIZONS UNIVERSITY

In Paris or Online
International programs taught by professors and professionals from all over the world

BBA in Global Business

MBA in International Management / International Marketing
DBA in International Business / International Management
MA in International Education

MA in Cross-Cultural Communication

MA in Foreign Languages

Innovative — Practical — Flexible — Affordable
Visit: www.HorizonsUniversity.org

Write: Admissions@horizonsuniversity.org
Call: 01.42.77.20.66 www.HorizonsUniversity.org
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10. You may add several groups onto your tab if you wish, just rename each of them with appropriate labels.

11. Now you may drag the buttons you wish from the box on the left onto your group on the right.

12. If you cannot find a button you wish, go to the drop down box at the top of the commands and select the
ALL COMMANDS option for example or COMMANDS NOT IN THE RIBBONS. You will now have

other buttons you may wish to use

[¥] &dd-Ins
=l [¥] accounting [Custom)
=] format (Custom)
Eé Conditional Formatting
% Delete Cells
=* Delete Sheet Rows
% Fill Color
= Filter
[¥] Background Removal

13. When all the buttons have been added that you wish You will end up with your own ribbon on the right

with the commands you would most like to access easily.

14. When you click ok you will find your ribbon amongst the others selecting it you will be able to use the

commands you have added.

Home Insert Page Layout Formulas Data
| "_ -
A B 1 U L G907
Decrease Bold Italic Underline Double Copy Shading
Font Size Underline 5
formatting

accounting

J

Format Format
Cells Painter

i

You may use the same method to edit existing ribbons
To show or hide a ribbon

MOUSE

1. Access the excel options from the file ribbon

2. Go to the customise ribbon button

3. Tick or untick the tabs in the right hand box to show or hide ribbons from use.
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Customise Quick Access Toolbar

This is the location where you are able to customise the quick access toolbar (above the FILE RIBBON) and add your

most often used buttons to it.

Excel Options
—
e |lf?'g Customize the Quick Access Toolbar.
Formulas
Choose commands from: (i Customize Quick Access Toolbar:(i
Procfing [Papular Commands EI For all documents (default] EI
Save
. <Separators > =l save :
Borders 3 ¥} Undo |»
Advanced Calculate Now ™ Redo |¥

Center
Customize Ribbon

Quick Access Toolbar

Add-Ins

Canditional Formatting 3
Connections

m

Copy

Create Chart

Custom Sort...

Cut

Datasheet Formatting
Decrease Font Size

Delete Cells...
Delete Sheet Columns
Delete Sheet Rows

Trust Center

E-mail

Fill Calar L4
W= Filter

Font I-
A Font Color |»

Font Size =
j Format Painter
ﬁ Freeze Panes [ 2

A" Increase Font Size

9. . L

Customizations:

|:| Show Quick Access Toolbar below the

Ribbon Import/Export ¥ |

[ ok || cancel
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To customise quick access toolbar

MOUSE

1. Open up the EXCEL OPTIONS dialog from the FILE ribbon
2. Go to the QUICK ACCESS TOOLBAR button on the left

From the drop down arrow on the top left of the box you may choose which group of commands you may

©

wish to see.

Select the buttons on the left and click on the add button in the middle to move them to the toolbar.

If you make a mistake then select the button on the right and click REMOVE.

Once all the buttons you want are on the right hand side click OK to finalise your choices and apply them.

N Uk

You may click on RESET at any time to return to the default quick access toolbar

Prepared by Stephen Moftat on the 6th January 2010

Revision 2 on the 19" April
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