Office for Windows Made Simple

i

Excel 2010

Made Simple

Abbott Katz

APress®



Excel 2010 Made Simple

Abbott Katz

Apress’



Excel 2010 Made Simple
Copyright © 2011 by Abbott Katz

All rights reserved. No part of this work may be reproduced or transmitted in any form or by any
means, electronic or mechanical, including photocopying, recording, or by any information
storage or retrieval system, without the prior written permission of the copyright owner and the
publisher.

ISBN 978-1-4302-3545-3
ISBN 978-1-4302-3546-0 (eBook)

Trademarked names, logos, and images may appear in this book. Rather than use a trademark
symbol with every occurrence of a trademarked name, logo, or image we use the names, logos,
and images only in an editorial fashion and to the benefit of the trademark owner, with no
intention of infringement of the trademark.

The use in this publication of trade names, trademarks, service marks, and similar terms, even if
they are not identified as such, is not to be taken as an expression of opinion as to whether or not
they are subject to proprietary rights.

President and Publisher: Paul Manning

Lead Editor: Steve Anglin

Development Editor: Matthew Moodie

Technical Reviewer: Greg Kettell

Editorial Board: Steve Anglin, Mark Beckner, Ewan Buckingham, Gary Cornell, Jonathan
Gennick, Jonathan Hassell, Michelle Lowman, James Markham, Matthew Moodie,
Jeff Olson, Jeffrey Pepper, Frank Pohlmann, Douglas Pundick, Ben Renow-Clarke,
Dominic Shakeshaft, Matt Wade, Tom Welsh

Coordinating Editor: Kelly Moritz

Copy Editor: Damon Larson

Compositor: MacPS, LLC

Indexer: John Collin

Artist: April Milne

Cover Designer: Anna Ishchenko

Distributed to the book trade worldwide by Springer Science+Business Media, LLC, 233 Spring
Street, 6th Floor, New York, NY 10013. Phone 1-800-SPRINGER, fax (201) 348-4505, e-mail
orders-ny@springer-sbm.com, or visit waw.springeronline.com.

For information on translations, please e-mail rights@apress.com, or visit waw.apress.com.

Apress and friends of ED books may be purchased in bulk for academic, corporate, or
promotional use. eBook versions and licenses are also available for most titles. For more
information, reference our Special Bulk Sales—eBook Licensing web page at
www.apress.com/bulk-sales.

The information in this book is distributed on an “as is” basis, without warranty. Although every
precaution has been taken in the preparation of this work, neither the author(s) nor Apress shall
have any liability to any person or entity with respect to any loss or damage caused or alleged to
be caused directly or indirectly by the information contained in this work.



Contents at a Glance

I 11 iv
About the Author ..o n e mnnn s X
About the Technical ReVIEWEr ........uucceummmssssnmnmmmssssnsnmmssssssssssssssssnsssssssssnssssssnnnnns Xi
AcknNOWIedgmEents ......cuuieemmmmmismnnmmmsssssnnmmsssssnsnnsssssnssnesssssnnnssssssnnnnsessssnnnnssssnnnns Xii
Quick Start GUide.......ccurcmrssnrssnnmssnsssnsssanessansssensssnssssnsssansssansssanessnnessnssssnsssaness 1
Chapter 1: Introducing EXcel 2010..........ccoumssmnmmssansssssssmsssnssssssssssssasssssanssssnns 27
Chapter 2: Getting Around the Worksheet and Data Entry ..........ccocccceminiinnnns 31
Chapter 3: Editing Data.........ccccusemmmssmnmssssnnmsssnsmsssassssssssssssnssssssnsssssnsssssansansnns 63
Chapter 4: Number Crunching 101: Functions, Formulas, and Ranges......... 73
Chapter 5: For Appearance’s Sake: Formatting Your Data..........cccuseeennninnns 103
Chapter 6: Charting Your Data..........cccusseemmsssenmsssasmsssnnsssssnsssssnnssssasssssansansnns 155
Chapter 7: Sorting and Filtering Your Data: Excel’s Database Features ..... 195
Chapter 8: PivotTables: Data Aggregation Without the Aggravation........... 219
Chapter 9: Managing Your WOrkbooK........cussesssssesssssassssssnsssssnsssssnnssssansnssnns 261
Chapter 10: Printing Your Worksheets: Hard Copies Made Easy........cccuuuus. 289
Chapter 11: Automating Your Work with Macros..........cccemmnssseennmnsssessnnnnans 323
INA@X ceeeeeiiiiiiiisssssssnnnnnnnnnnnenasssssssnnnnnnnnnnnsassssssnnnnnnnnnnnnnnssssssssnnnnnnnnnnnssssssssnnnnnnnns 339



iv

Contents

Contents at a Glance........... s i
About the AUthOr.......ccoesimimmmmnnninnnsssssssssssssssssssssssssssssssssssssssnnnnnnnnnnnnnnnnnnnnsnsnnnssss Xi
About the Technical ReVIEWEr ....uuuvuiresssssssssssssssssssnnssssnnsssnnssnsnnsnnnnnnnsnsnsnssssssssnss Xi
Acknowledgments ........ccceummmmmsemnmmmmsssssnmmsssssssnsssssssssnnsssssssnssssssssnnsssssssnsnnsssssnns Xil

Quick Start GUide.....c.ccessersnrsnssasssasssasssasssasssnsssnsssnsssnsssnssssssasssasssasssasssnsssnsssnss 1
The Excel Worksheet: What YOU're LOOKING Al ... ssssssssssens
Key Tips: Accessing Buttons with the Keyboard
Contextual Tabs .......ccccoveerrrerererre e

A Visit BaCKSTAQE ......cccerviiriirirscrssssss s
Customizing the QUICK ACCESS TOOIDAT .........ccueeerererrrrrrnrssisenesesesesss s se e s e e e e e s sa s s ss s s s s s sesesesensns
WREFE 10 LEAM IMOTE ...ttt st a e bR e et nn

Excel Keyboard EQUIVAIBNTS ..........ccieiiirrcnir e s s

Chapter 1: Introducing Excel 2010.........cccvumummmmssesmsssansssssnsssssasssssassssssnsssssans 27
The Advantages of Learning More
Spreadsheets Defined
Excel Can Be Fun..........
SUMIMATY ...vueuiueeieesesesssssssss e e et se e e sasas s s s s ae e e e e e e e s Enbese e se e e e e e e e e A e A e b e b e ReReReRe e e e e E e e e R nReRe e e s s n e e e e

Chapter 2: Getting Around the Worksheet and Data Entry ..........ccosceeeniiinenns 31
THE JOUINEY STAMS HEIE ......eeccicceese sttt e e bbb e
0T T A (4o RSOOSR
Getting ArouUnd @ WOTKSNEEL........covvievirere et rs s e e se e sa s e e e b e s a e e e s a e sesae e e ae e e
Selecting Multiple CellS ........cccvvererererercerereenerenenerenns
Selecting Cells Down and Across the Worksheet ....
Selecting Cells with the Keyboard ............cccccvvurunee.
SeIECHING AIITNE CEIIS ...t e e e s e e e s bt e e e R s annes
Still One More Selection Technique—The Name Box
Entering Text and Data ..........cccoeerveverrvricnsenicnenenne,
Aligning Your Data—Where It Appears in the Cell..........cocvriiririiensn e
Widening and Narrowing Columns
Altering a column manually ...
USing the AULO-fit FEATUIE........cvererete e e e s s n e




Entering Numerical Data—How it’s DIfferent........ ..o 44
Entering Data into a Selected Range................. ....45
Using Auto Fill to Speed Up Data Entry....... ....48
Copying a Value with Auto Fill ........... ....48
Auto Filling @ NUMEIIC SEQUENCE......cevrererereeeeueeererereressssesesssesesesesesessssssssssesesesesesasssssssassssssssssesesesssssssssnsaeas 48
USING AULO Fill WIth TEXL ...ttt 50
Using the Auto Fill Option BUION ......coceeeeeee e 50
CUSLOMIZING AULO Fill LISES ...t 53
Data Validation: Bringing Quality Control to the WOrkSheet............c.o oo 54
Making a List—Personalizing @ Drop-DOWN MENU..........cccoemrurmreecnenceenerseeeeesese e sese e nenenes 57
Explaining Data Validation Errors With EFror AIBIS........c.oeeeureeeeecrercreress e ses e eens 59
Adding Data Entry Instructions wWith INPUt MESSAQES .......ccceerererurreeeenerererssseseeeesesesesesss e seses e s s eesens 60
BT 1 131 T PR 61
Chapter 3: Editing Data............cccinnnmmmmmmmnnsemnmmmsessmmmsssssnmssssssmmssssssnnasses 63
Changing YOUE DATA ........cocvururerererueeeeseseseseses s e e se s e e e b et e s e e s s e s e sase s s s s e nenenansnnas 63
UNAOING AN Edit........ooeeececcceie e e e e 64
Undoing What You’ve Just Undone with the Redo BULLON ............ccceenceererenseccreres e 66
Deleting Cell CONTENTS.......c.ccieecrererereee st re s e e b n e es 66
Copying and Moving: Duplicating and Relocating YOUr Data ............cccovrererennenesesesesessseesesesesesesesessssessesesesenens 66
COPYING DALA......coveeeeeeeeeeeecccsis et e s e e e e e e e e e ae e e e e e e ReRe e e et e s 67
MOVING DALA.....ceeeeceeeeccccrere et e e R e e E bR Re e e s 69
The Clipboard: The Storage Area for Copied and Cut Data .. ....69
SUMIMATY ...ttt eses ettt se e e sasss s e e s e e e se e e e s A e En A e Re e e e e e s e e e e A e A e b e b e ReReRe e e e e e b s e EnRaReRese s s s n s e e e 4l
Chapter 4: Number Crunching 101: Functions, Formulas, and Ranges......... 73
Automatic Calculations With FUNCHONS...........ceeecicncneninisis e e sesenes 73
Adding a Column of Numbers ..... v w74
Selecting the Range YOU NEE(..........ccvreverriernenennneren e sessesesseseens w76
Viewing and Editing Your Formula: Back to the Formula Bar .... w7
Calculating an AVErage ..........oceeeeeerereresnssesssesesesesesssssssssnens 9
Displaying Values Based on a Certain Condition ............ ....80
Revisiting Function Structure ...........cccoceevevnrennees 82
Locating Functions in the FUNCLION LIDrary.........cccovecveiininninenisinsssssss s sasses 82
Customizing the Worksheet With FOIMUIAS ........ccocoeeerrnriiiecresessss e se s ss s sesesenens 84
Writing @ BaSiC FOMMUIA.........ccoiiiniiirinii e 85
Working Out the Order of Operations in @ FOrMUIA..............ovueereeiescsenerrisrse e 86
Copying Formulas: More Than Just DUPlICALION .........cceveeveniievenenerssennseness s ese s sassesessssessssssessssesenses 87
Clarifying Cell References by Naming @ RANQE........ccvevurerernievenensne s sessssessssesessesessssesssssssssssessssesessssessnns 95
Naming a Range in the NAmMe BOX .......c.cvevirrniiiininineseses e sse s s sae s s s s sessesaesss e e saesnens 95
Naming Ranges from the Data in Your WOrkSheet ..o e ssesenne 99
Naming A Range Containing One Cell: Why BOTHEr?.........ccccvvevrnievnnnensnesese e sessesessssessssesessssesenses 100
The Name Manager: Where They’re All Ar-ranged .........ccccevcrveriererensenensensessessessessessssessessesssssessessssessessesens 101
£S04 P2 5 OSSR 102
Chapter 5: For Appearance’s Sake: Formatting Your Data..........cccuseeeennennn. 103
What Formatting Does (and DOESN'T D0).......ccvvererereniniiniine e sse s ssesessesse e s e ssessessssessesssssssssessesannns 103
BaSiC FOrMAING....c.cieieirererererr st s e e e a e e a e e a e e R ne e 104
Changing the FONL.........coci s s e e e e e e e e 104
Changing the FONT SiZe ........coevieiirerr e e e b e s ne e 106

CONTENTS



CONTENTS

Using Bold, Italics, and UNAErliNe ..o se e sas e s 107
Determining @ Cell’s FOrMALLiNG .......cccoueueeeieececre e e 108

AQAING @ BOFAET ........eeeeeeeececceeesereees e eesese e esesss st ee e e ssssese s e e e e nesesesssasss e e s s s e e nenensnnnsnnnanas 109
Adding COIOr 10 YOUF CEIIS .....ucueueeeerererereeseeeecscnesesesesasss s ee e e e e sesssss s s s s s e se e e s e s e s e s e e sesessnsnsnns 11
Adding EXtra FOrMAtiNg ........cccoceeemrererneccesccr s se e se e 113
Aligning (and Realigning) YOUr DAIa .........c.ououeeeocicecrirre et es 114
Changing Horizontal AIIGNMENT ...t s e 114
Changing Vertical AlIGNMENL...........ccco e ne s 115
Changing Data Orientation..........c.coeererreese et np e 116
INAENTING DALA.......ceoeeeeeeececcccreee et e e e e e e e e e e e e e e R e e e e e e e es 119
L L To] 1L T I3 TP 119
Adding a Title with Merge and CENTEN ..o e 120
Inserting, Deleting, and Hiding ColumNS and ROWS.........cccocermrerrrinneencsesesesesss e sessesesesesesesessssssesens 121
INSErting @ COIUMN OF ROW ......coieieieeriserieceeecse e se g nns 122
Inserting Multiple COIUMNS OF ROWS ........ououceeercrererererie e sss e es 123
What Inserting DOES t0 FOMUIAS..........ouoveuieieeeecrcreresss et 124
Deleting ColumNS NG ROWS .......cccoceerererurueeeeeseresessssssessesesesesesesssssssssseesesesesssssssssssssssssssssssnsssssasassnsasasnsnes 124
Hiding ROWS @nd COIUMNS ..ot st se e e e e e s e e s s s sa s s e snes 125
Unhiding COIUMNS @NA ROWS ......ccoeeirirererereeeese st s se s enes 127
Inserting and DeIEtiNg CelIS ........coeururururreeeeere st se e p e 128
Formatting Values: Making the NUMDErs LOOK GOO(..........c.coceerererereneenererereresesseeseesesesesesessssssesssesesesesssesessnsans 129
TUrnNing ValUues iNt0 CUITENCY .......ccceererererersrneeeesesesesessssssssssssssesesesesssssssssssssssesesessssssnsssssssssssssessssssssnsasanens 129
Working With PErCentages. ... s 132
PUNCIUALING VAIUES ...t s 132
Formatting DeCimal POINTS.......ccoviirimniinisinisssssses s s 133
Working with Dates: Dates Are NUMDEIS TO0......c.cccceiirmrinmniniesssssss s sesnssssessens 134
Customizing NUMDEr FOIMALS .......cucveueeeccririninisis e se s s ssss s s s s s s neens 137
The Special Formats Option.... e —————————————————— 137
THE CUSTOM OPHON.......ccecccceirerirer et a s e s p e e e b e e e 138
Copying Formats (Not Data) with the Format Painter ..o 140
Applying Ready-Made FOrmats With STYIES .........ccceeeererinninsreeerirsrr e es 141
Customizing YOUr OWN SEYIE.......coceeeerererererreeese st b e 142
Applying Styles Quickly: Another Way to Access Formatting Options ...........cccceceererrnennnnesesesesesenesssesssesenenes 144
Conditional FOrMALING......c.ceurerrirrereieesesese s e s s s s e e s s se s s s s s e e sensnans 145
Looking for Scores Equal to or Greater Than 90 ..........cccoeurirrnneenenesenessnne e seseseses s sssssssssens 149
An Alternative Approach to the SAmMe RESUIL...........cccceeverriririnnesescsenrr e senens 149
Some Additional Conditional Formatting OPtions .........cccvcevrinerniernnn s se s e sessesesesseees 150
Turning Off Conditional FOrmMatting.........ccovveruriererniennerrs e s sa e se s nns 152
Using Data Bars: A Different Kind of Conditional FOrmat...........c.ccovievvnienniennisnenssessseses e sesesessesessesesenaes 152
LT 111 - OO 153
Chapter 6: Charting Your Data..........cccevnsnnemmmmmmssennnmmssssssnssssssssssssssssssssssssss 199
Defining Chart EIBMENTS .........coiveiiiereresir et s se s s s s s ae e e s aennenn 156
(L0 Lo LY LT T M 1 U /TS 157
Creating @ COlUMN CRaAL..........cciiiirerrcrer e s sa e e e e st be e e b nennes 159
Creating @ Chart iN 2 SECONMS ......cocvevveriererere s sa s s b e e b s aennn 160
(181 T T o = T U RSO S 160
Moving and Resizing the Chart ... e r s s 160



Changing the Chart by Changing ItS Data ............cccocoenrereinecrcrerr e
Changing the Chart Type .......ccccccececeerererennne
Where’s the Pie Chart? ..........
Changing the Default Chart...........ccoeerrnneeeererceeeerereeeenes
Switching Rows with Columns: A Different Kind of Change
Formatting Charts ...........cccoeocecennnnn e .
Formatting with the Mini=TOOIDAT ...........cou e
Formatting with the CONTEXE MENU ........eeeeeeeeeeee e
Formatting with the Current Selection BUtton GroUD.......ccooereeeceecrcreneseeee s
Exploring the FOrmat Dialog BOX.......c.ceueurerurecercrerereresesee e ses e ssse e se e e ee e s s ssssesenenes
Reformatting the Vertical AXiS ........ccoererererrenenesescnerereseseeenenas
Color-Coordinating Your Data Using Chart Styles........
Formatting a Chart Object Using Shape Styles .........cccceevvererenne
Formatting Text Elements With WOIAR ..ot
Adding Extra Chart Elements With Chart LAYOULS .........cccocererirrnneiecnireress e sesessssssssnsnnens
Adding Extra Chart Elements with the Layout Tab..........ccovrrinecccecsrecccre s
Introducing Sparklines: Mini-Charts Placed in CellS..........cccoerurirrrneenenerireressseeesesesese s sesessssssesens
MOGIfYING SPAIKIINES .....ecueeeeceirirertee et e e e e e s R s s e s
Representing Binary Values With SParklines ............cccceeeeicrnrerssseeseescsesiseseses e
SUMIMATY ...ttt seersss ettt se e e s ss s s e e e e se e se e e s A e s e RnRe e e e e e e e e e e EnE e R e R e ReReRe e e e e e e e A nsesasene s s n s nn e e

Chapter 7: Sorting and Filtering Your Data: Excel’s Database Features ..... 195
Sorting Data: Instilling Order in YOUr Data..........ccoeueererreeiicrerenense e se e sesennns
Sorting by Two Fields: The HOWS and WRHYS .........cccvirniennnnr s ssssssessssssessessssssenens
SOrting DY Cell FOMMAL ........cvoveeeeeeeeec et p e
Finding What You Want With FIlters........c.ccvicsssss s sssssssssseness
Clearing @ Filter........cooeecevevcnenererrres s
Text and Number Filters: Filters Within the Filter ...
Filtering Multiple Fields ..........ccccvnvinnicnnnscnnnnnes
Tables: Adding User-Friendliness to Your Database.....
Finding Duplicate Records in the Table (and Removing Them)
Converting @ Table 10 @ RANGE ........cocvururererueeeiesise st se s e e s
SUMIMATY ...vueueeecietsesesssssssssse st st se e e ssss s s s e e e e e nE e e e A s b s Rnse e e e e e e e eE e A e b e b e R e ReReReRe e e e e e e A e b e RaRese e s nnn e e e

Chapter 8: PivotTables: Data Aggregation Without the Aggravation........... 219
Looking at Some PivotTables
Creating a PivotTable..........cccccevverercrernnenn
Choosing Which Data to Work On ...........c.....
Getting the Fields Where You Want Them..... w“
Pivoting the Data Sideways Using the Column Labels Area
Filtering ltems Using the Report FIlter Ar€a..........coccvivivrierieneri s s e sese s se s sssssssessessssssesnessenes
Creating a Report Worksheet for Each [tem in @ Filter.........cccvvverrcevninievensenerse s sesesssesessesessssensnes
Counting Records: A Way to Break Qut Text Data...........ccccevvvrvriinenennninsine s sessessessssesesaessenen
Grouping Related Items USing TWO FIeldS .........ccocviviiiininincrsrere s ss s e ssssesse s s snes
Using the Row and Column Value Areas to Group Iltems ....
Changing the Calculation...........ccocvvevverernininieriennens
Grouping PivotTable Data: Organizing Your Time(s) ....
Refreshing the PivotTable: Changing the Data ... s
Adding New Records t0 @ PiVOITADIE .........ccocevveriereri s sere s sse s e st se s s s nnes

CONTENTS

vii



CONTENTS

Viewing Which Records Are Filtered: USing the SHCEr........co e 242
HOW the SHCEE WOTKS......c.cuccceeereeieieeeee e e se s e e e e e e e e s e s e se e e e e e s 243
RESLYIING The SHCET ...t e e e e p e es 246

Formatting the PIVOITaADIE............oeeeeeeeeee et e 247

SEYING YOUF BEPOM ...ttt e e e e e e e ne e s e s e s s e se e e e e e nenenennnnan 249
Changing PivOtTabIe HEAUEIS .........coceererererereeeere e e p e s s 250
LAYOUL OPLIONS ... se e se e e e e e e s se e e e e e e e e e s n R e e ne s e e e es 251

Creating Charts from PivotTables Using PIVOICRAIS ............coocoeicrcrererere ettt 253
Filtering Data in the Chart with Field BULLONS ..........cccocoererereeceecsere e 256
Creating a PivotTable and PivotChart TOGETNET .........ccococeeirerrccecere s 258

10 131 T PP 259

Chapter 9: Managing Your WorkbooK.........cccouussseenmmsssssssnsssssssssnsssssassnnnsssss 201

Adding Worksheets 10 YOUr WOIKDOOK............ccccecrcrereririsseeeesesesese s e seeesesssessssssssssssenes 261
Clicking Through the WOIKSREELS .........ceueurueeeererererer et es 262
Adding and Moving NeW WOIKSREELS .........c.eueeeeerercririresre et sesenens 263
DEIETING SNEETS.....ecveeeeeeccccc ettt R e es 265
COPYING @ SNEEL ...t e E e b e R e et e s 266
Renaming and Recoloring the WOrksheet Tabs.........cccoevrrinnccsencnrrsse s 266
HIdING SNEELS......cveeeeeeecccccriri ettt e e s e e e b e R e se et e s 267

Grouping Sheets: Changing Multiple Sheets at the SAMe TIME ..o 268
HOW 10 GFOUD SNEELS .....ecveeccccciri et p e b b ne s 269
UNGrouping the SNEELS ..ot e p e ees 269
Referring to Cells in Other Worksheets: Using Them in FOrmulas...........coouvevreverinenneneneniesesssessssesesssesenes 270
Using Ranges on Other Sheets in FOMUIAS...........cccoceceeeeririnincccnirss e es 271

Using the View Context Tab to Show and Hide Basic Screen EIements ..........cvvvvrernenennnennienensesesssesenseens 273
Showing FOrmMUIAS iN CElIS ........cceeeeriririris e s se s s s ne s 274
Hiding the RIDDON .......covim s s 275
Keeping Important Data in View with the Freeze Panes Option.........cccccvvevvnienncennnnnnnceness s 276

Freezing Rows and Columns at the SAme TIME .......cccccerrrinnneiesenns e eaes 278
Protecting the Worksheet and the WOrkDOOK ...........ccoriirinnnennnic s ssssssssenens 279
Protecting @ WOrKSNEEL ... s 280
Using a Password: Some EXtra ProteClion............covvevievniniinnicnnsninns s sesss e sessesesessssesasaes 281
Unprotecting @ WOrKSNEET ... s 282
Protecting Some, but Not All, 0f @ WOIKShEEL........cccevrreirrirre e senes 282
HIidiNg FOTMUIAS.......eciici et s 284
Protecting @ WOrKDOOK .........cccouiiininiiiiiisssess s st s s s 286
UNProtecting @ WOFKDOOK .......cceeierereeieisinesie s e e sss s s s saesne s e s e ssessese s e s saesassssssssssnesssssssesnesasssnnes 288
LT 111 - T OO 288
Chapter 10: Printing Your Worksheets: Hard Copies Made Easy.........ccuen.. 289
Deciding What You Want t0 Print........cocoiriiirsrnrersns s sa s sae s se s saesnnns 289
Printing the Entire WOrKSNEEL.........covveieiece sttt sr s e ae s 289
Printing @ SEIEBCHION. ..o e 290
Surveying Printing Options: The Print BAaCKSIAQE .........ccccvreririiininensenie s se s saesees 294
Setting the Print ArGa......c.ciieecee et e e e a et p e e 300
L TEY (040 T4 T T 0T Tl 1 T OSSR 302
Working With Page Breaks.........ccieeereiiiiiiierisereecs e sese s sse s s s e s sas e e sesasssssessssssssessssessesaesssnens 302
Previewing the Page Break: Getting a Bird’s-Eye View of the Printout ..........c.ccooeveviinvninincenenccnenenens 305



CONTENTS

PrINTING THIES .. eeeeeeeee et e e e e e e e E e e se e e e e s 308
Adding Headers and FOOTEIS.........ccocierererurureereere e e e e e sesas e se e e e e s e s 312
Adding Headers and Footers in the Page Layout VIEW ........c.cccccievnincrnicnnncniniescss s ssssesessesesssssens 312
Adding Headers and Footers Using the Page Setup Dialog BOX ..........coeeurueenerercnereresesessseeesesesesesesessnsenens 314
Adding Custom Headers and FOOTEIS..........oouereeerercrerererse e e e se s e snnenens 316
Printing the Gridlines and HEAUINGS .........ccceurururureeecrcrerererieee e ses s se e e eaeas 319
11T 131 PP 321
Chapter 11: Automating Your Work with Macros..........cccoimnssseanmmssssessnnnnnss 323
The TWO KiNAS Of MACIOS ......ccoeeeeerererereeseeese e e se e e e e e e e e e se s se e s s e se e e e e e ssnsnsese e s e nsnnes 323
COMPOSING @ MIACKD .....ecuererererereeeeaeeeeereseres s s e e e e e e e e e e e e e e e sEne s e e e e EeseRese e e e e e eenEnEeenenaeseasas s st nenenensnann 324
About Saving @ WOrkbook With @ IMACKO .........c.cueeececerereee e e es 326
Playing Back the IMACKO .........ccoceeeererererereeeeese et re s 327
WRHAt WE'VE DONE......c.ceeiieicirisise sttt s s b s n et 328
Relative REfErenCes iN @ MACKD ........c.coueurerurueeecee e es 328
Saving a Macro to the Personal Macro WOrKDOOK............oueuecieererererneeeseesese e seens 330
DEIETING @ MACTO.........eeeeeeeceeuccccir et se e s s e e se e se e s s s e sn e e e e e e e nenensnsnsnananas 332
Editing a Macro by TWeaking It in VBA ..........ououeueeeeescrcre s sese e ses s se e e e s s s sessessssssnsnssssneas 332
VBA: Written Behind the SCENES ......c.ceueururureieeercre st se s 333
EXp0Sing the VBA WOIKSHEEL ...ttt e 333
Activating a Macro with a Keyboard SROMCUL ..o s 335
A NOEE ON MACIO SECUNILY ......cucueeeererereressee et e s s e se e e bbb e e e e E s b e s se e e e e s 337
SUMIMATY ...eiucccietreseseessssse ettt se e e s ss s s e e e e se e se e s e s A s s e RnRe e e e e e e e e e e EnE e R e R e ReReReae et e e e e A nEesnRene s s s s nannerens 338

1T U X, 1 |



About the Author

Abbott Katz A New Yorker living in London, Abbott Katz has introduced Excel

to thousands of students in both university and corporate settings. The author
of Beginning Microsoft Excel 2010 (Apress), he has a doctorate in sociology and
has contributed to numerous publications on a range of topics.




About the Technical
Reviewer

Greg Kettell is a professional software engineer with a diverse career that
has covered everything from game programming to enterprise business
applications. He has written and contributed to several books about

Greg, his wife Jennifer, and their two children currently reside in upstate
New York.

software applications, operating systems, web design, and programming.



Acknowledgments

The Made Simple series sports two sets of authors: the ones whose names make it to the books’
covers, and the ones whose labors earn their appreciations in sections such as these.

Thus, many thanks go to an international coterie of helpers, including development editor
Matthew Moodie for his spot-on tweaks and knowing recommendations, coordinating editor
Kelly Moritz for her redoubtable coordination of the publication process, technical editor Greg
Kettell for his sage commentaries, and what is doubtless a set of literally silent partners—the able
players on Apress’s production team. And thanks to Dominic Shakeshaft for encouraging this
project’s inception. A Made Simple book isn’t so simple.

An here’s an additional and special thanks to my wife, Marsha, for affording me the space to
ply the time that might have been otherwise spent on less literary chores. Constructing
spreadsheets is one of the few things I do better than her.



Quick Start Guide

Believe it or not, you’re looking at a book about one of the most widely owned —but
underused —programs on the planet: Microsoft Excel, the 2010 edition. Underused?
Yep, because even though millions of people around the globe apply Excel to a vast
range of daily tasks, most users still don’t appreciate the even wider range of things
Excel can do—once they nail down its basics and begin to glimpse the huge potential
that lurks behind all those cells and buttons.

What makes Excel is interesting, and even exciting, is that once you learn those basics
you can start to make things happen onscreen. It’s true—enter a number here, and
something happens over there; change the values contributing to a chart, and the chart
changes. Write some formulas, and you’ll suddenly see something there that wasn’t
there before—and that something can make your work easier and more productive.

Is it worth learning about? You bet; and this Quick Start Guide will introduce you to
Excel and point you to the places in this book where you can learn more about the
things you have to know in order to get the most you can out of the software. So let’s
get started.

The Excel Worksheet: What You’re Looking At

Click your way into Excel, and you’ll be brought face to face with a screen that looks like
Figure 1 (minus the descriptive captions, of course).
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Access Select All Name Formula Dialog Box A Button Column The
Toolbar Button Box Bar Launcher Group Headers Ribbon
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Headers Tabs Pointer Bar Buttons

Figure 1. The Excel worksheet

What you’re looking at is a large grid called a worksheet—and there’s a lot more of it
than you can see at one time. Don’t confuse the worksheet with the workbook, which is
the name for the whole Excel file; just as Word speaks of a document, Excel uses the
term workbook. Think of a worksheet, then, as a page in the larger workbook.

The worksheet is bordered by a collection of buttons, icons, and fields that may not
make all that much sense to you yet, so I'll offer a few introductory words about them
and what’s behind them. And don’t worry, I'll explain in more detail as we move on.

B Row headers: These are the row numbers lining the far left 8
of the grid. You need to know row numbers in order to
determine a cell’s address. A cell is the name given to all <
those rectangles making up the grid; each cell has an 10

address, formed by the intersection of a row header and a

column header. 11

12
13
14

1=
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B Column headers: These are the A I B C D
letters bordering the top of the

grid. Cells have addresses such

as E34, A279, and the like (the letter always come first—e.g., there’s no cell
34E, which sounds like a seat on an airplane). It’s in those cells where you’ll be
entering your spreadsheet data.

B Name box: Among other things, the
Name box records the current address
of the cell pointer, that thick rectangle
that highlights the cell to which you’ve traveled. In the accompanying
screenshot, the Name box lets us know we’re in cell B12.

B12 g

B Formula bar: This white strip reveals the data you've entered in a cell (see
Figure 2). If you think you can already tell that simply by looking at the
actual cell, you’ll soon learn that that’s not always the case.

£ v

Figure 2. The formula bar

B Ribbon: This is a strip of buttons that, when clicked, carry out a wide
variety of actions on the spreadsheet (see Figure 3). For example, the
ribbon is responsible for formatting (i.e., changing the appearance of
numbers in cells to look like, say, $45.00 instead 45, or turning any cell
containing a number greater than 100 orange). Click any of the
headings above the ribbon—the command tabs—and the contents of
the ribbon changes, revealing a new set of buttons. Note that the
command tabs are subdivided into Home, Insert, Page Layout,
Formulas, Data, Review, View, and Add-Ins, as shown in Figure 3.

Q-8

Figure 3. The ribbon

B Button groups: These are clusters of buttons that perform related
tasks. Figure 3 shows the contents of the Home tab, which contains the
button groups Clipboard, Font, Alignment, and so on. The arrows in the
figure point to the Alignment and Styles button groups.
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Quick Access toolbar: This is a
set of buttons—sort of a mini-
ribbon—that contains
important basic commands
you’re likely to use often. The advantage of the Quick
Access toolbar is that it remains onscreen even if the
contents of the ribbon beneath it change, and it can
be customized so that you can add buttons to
represent other commands you often use.

Worksheet tabs: Back to the
worksheet concept, those - -
three inserts entitled Sheet1, Sheetl  Sheet2 . Sheet3
Sheet2, and Sheet3 tucked in
the lower left of the screen are worksheet tabs, representing the three
worksheets that make up an Excel workbook for starters. Clicking any
of these three will reveal another worksheet just like the others,
affording you another batch of all those cells. When you start Excel,
you’ll be brought to Sheet1 by default. You can add many more new
worksheets to the workbook if you need more space in which to store
still more information.

Scroll buttons: These are four arrow-shaped buttons holding down the
lower right and far right of the worksheet screen (see Figure 4).
Clicking these moves the worksheet right/left and up/down on the
screen. Try them and you’ll see what they do.

N 8] P Q R = 1 UT(

]«

il ] 20| _

Figure 4. Scroll buttons
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m  Select All button: Clicking that rectangle wedged > A |_
between the A and the 1 in the upper left of the screen 1
will select, or highlight, all the cells in your worksheet—
and why that might matter will be discussed soon.

B Status bar: This is the lower border of the worksheet, which contains
buttons enabling you to modify ways in which the worksheet can be
viewed, and which reports information about selected cells (see Figure
5). Note the mode indicator at the left of the status bar, a caption that
reports the activity you’re currently performing on the worksheet—
Enter (for data entry), Edit, Ready, and so forth. You’'ll see what all that
means soon.

Rty ; : - SN 10 (=)

Figure 5. The status bar, at the bottom of the worksheet. The arrow points to the mode indicator

B Dialog box launchers: These are the small

arrows pinned to the lower-right corner of General -

some of the button groups. Clicking a

launcher opens a dialog box that offers @ v % 9 | %3 ;%
command options additional to the ones

shown in the group. Number v

B Cell pointer: This is the bold rectangle that indicates your

current position on the spreadsheet. . /
—

Key Tips: Accessing Buttons with the Keyboard

The standard way to access all those buttons filling Excel’s ribbon is simply to click your
mouse on the button you want.

NOTE: Unless otherwise stated, all mouse clicks utilize the left button.

But there’s a keyboard alternative to this technique, called key tips. If you press the Alt
key once, you’ll introduce a collection of initialed minibuttons—the key tips—to the
screen (see Figure 6).

Figure 6. Note the letters that now accompany each tab.
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By typing any of the letters (or numbers, in some cases) shown, you’ll be brought to the
tab associated with that letter. Thus, if you press A, you’ll call up the Data tab, as shown
in Figure 7.

.

c0-a8

Figure 7. Take a letter: Accessing the Data tab with key tips

As shown, once you’ve accessed a tab, its button options can also be
accessed via the key tips, some of which require tapping two keys in
sequence. Thus, in Figure 7, pressing T will activate the Filter option
(something you’ll learn about in Chapter 7).

=] | % cut
Moreover, if the button command you’ve selected fires up a drop-down —j‘jc
menu, those menu commands can likewise be accessed with key tips. [omte
Thus, if you first tap H to access the Home tab and then press V to trigger |
the Paste button, its drop-down menu options will also be accompanied —

Paste Values

by key tips, as shown in the illustration. gy
Fakoyogn

Paste _S_pel(la\‘..

NOTE: Clicking any button that features a small arrow will reveal a drop-down menu.

And each time you press the Esc key, you move back up one key tip level.
That means that in the preceding screenshot, pressing Esc will close the drop-
down menu and return you to all the Home tab key tips; pressing Esc again will
take you back to the original key tips pinned to each tab, and pressing Esc still
once more will turn off the key tips altogether.

Contextual Tabs

There’s another set of tabs that may suddenly materialize on the screen. Called
contextual tabs, these appear only when you’ve clicked certain objects, such as charts
(see Chapter 6) or PivotTables (Chapter 8), and bring along tabs containing buttons
specific to that object (see Figure 8).
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Figure 8. The Chart Tools contextual tab (see the arrow at the top) and the Chart Tools tabs (see the lower arrow):
Design, Layout, and Format

The Chart Tools tab only appears when you click the chart. Click away from the
chart and the Chart Tools contextual tab disappears, to return only when you
click back on the chart. That’s what makes it contextual.

A Visit Backstage

Beginning with the 2010 release of Excel, a new green tab called File
has been added.

The File tab was introduced to replace the Office 2007 button, that
rather ambiguous circular object that was stationed at the upper left
of Excel’s screen.

File

Click the File tab and you’ll be brought to what’s called the Backstage —a large
behind-the-scenes area that houses commands that impact the workbook as a whole—
including printing (including a print preview), saving, and sending the workbook, as well
as sharing it with others (see Figure 9). It also offers numerous default settings that you
can change if you want (e.g., how many worksheets a new workbook will start with). The
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Backstage also lists the workbooks you’ve recently accessed, so that you can click any
one on the list and open it again.

= ampresalespercrPepon
Mome Inset  Pagelayout  Fformulss  Osta  Revew  View

e swve ok
int -
el Soveas (=
5 = Copies: 1 : [ f—

en
5 o (T
o Clote
o Printer

| HP Otficelet G&5 X

Recent D ks

Settings
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Save & Send oo A it Lt
Pages T
o Bl Cototed
S 123 123 123

8o ‘] Portian Orientation .
| e

s
Custom Margins B

/f} Ft All Columas on One Page
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Figure 9. A print preview as displayed in the Backstage. Note the other Backstage options in the left columns.

TIP: To exit the Backstage and return to the worksheet, press the Esc key or just click any other
tab.

Customizing the Quick Access Toolbar
Now let’s get back to the Quick Access toolbar, |‘ h

that downsized ribbon assigned to the upper left
of the worksheet screen. = % cu

Home Insert Page Layout Formulas

Calibri 11 v A AT
i 53 Copy ~ e
aste = = = .
i ¥ Format Painter LEE N U e —
Clipboard 5 Font

To repeat, the Quick Access toolbar stores frequently used buttons—and again, what
makes the Quick Access toolbar so handy is that, unlike the larger tabs sitting beneath
it, it’s always there, along with its buttons, of course.

What makes the Quick Access toolbar even handier is that you can post additional
buttons there, so they too will always remain in view and available.

There are several ways in which you can customize the Quick Access toolbar with
additional buttons.
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ﬁ[i\!

For one, you can click the small arrow at the far right of the Eﬂ; T
. . . Home ‘Customize Quick Access Toolbar 5
Quick Access toolbar, revealing the menu shown in the o New I
accompanying screenshot. e 35 | o o
. Clipboard E-mail L
The menu offers just a small sample of all of Excel’s 1 quawn =
commands, but these are among the more popular ones. Just e
click the commands you want to install, and buttons 2 e
representing your selections will appear on the Quick Access .
toolbar. E Enerfeciie
; More Commands...
9 Show Below the Ribban
10
— !
You can right-click virtually any button on any Excel tab, — & £y

calling up the menu shown here. i cobesininais \

Customize Quick Access Toalbar.. :
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

| Minimize the Ribbon

. General b
In this case the currency format button has been
clicked, which gives numbers a currency-like \,> $ - % 2 %0 ;%
appearance (e.g., 45.23 might be changed into I
$45.23). » Number =
Now that button will also show up in the Quick Access Edo-o- s
toolbar. |t

If you click the File tab to enter the Backstage, and then click Options » Quick Access
Toolbar, you’ll see the dialog shown in Figure 10.
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Figure 10. Another route to adding buttons to the Quick Access toolbar—uvia the Backstage

Figure 10 shows a very long list of Excel commands, any of which you can select with
your mouse and then click Add in order to install it onto the Quick Access toolbar.
Figure 11 shows the Spelling... command being selected and added it to the Quick

Access toolbar, which is done by clicking the Add button.

General
Formulas
Proofing
save
Language
Advanced

Customize Ribbon

Quick Access Toolbar

Add-Ins

Trust Center

b
Customize the Quick Access Toolbar.

Choose commands from:

=]

|Papular Commands

% Name Manager

A New

Open

Open Recent File...
Page Setup

Paste

Paste

Paste Special...
Print Preview and Print
Quick Print

Redo

Refresh All

Repeat

save

Save As

Set Print Area
Shapes

Sort Ascending

Sort Descending

TEUGHELCE R B EEE

b View Macros

Show Quick Access Toolbar below the
Ribbon

Customize Quick Access Toalbar:

|For all documents (default)

Save
Undo
Redo
Accounting Number Format

| Modify.. |
Customizations:
Import/Export ¥ |

1 “Sheetd Sheets

Figure 11. Adding the Spelling... button to the Quick Access toolbar
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Try it yourself. Select Spelling... and click Add, and the Spelling... button will be added to
the right-hand Customize Quick Access Toolbar column, as shown in Figure 12.

General

@ Customize the Quick Access Toolbar.

Farmulas
Choose commands from: i’ Customize Quick Access Toolbar: '

Proafing | Poputar commands [=] |For all documents (defautt)

Save

Name Manager = el save
¥} Undo

™ Redo
$  Accounting Number Format

Language
New
Advanced Open
Open Recent File...
Page Setup ‘¥ spelling...
Paste

Paste

Paste Special...

Customize Ribbon

Quick Access Toalbar

Add-Ins

Trust Center Print Preview and Print
Quick Print

Redo

Repeat

Save As
Set Print Area
Shapes

Sort Ascending
Sort Descending
Spelling...

Sum

Table

Undo

View Macros

WModify...
Customizations: 0]
Ribbon Import/Export ¥ |

O [~ sEMGTEOLEL Gl 2 @k s b i 0O Ri

Show Quick Access Toolbar below the

o

Figure 12. There it is!

-

Click OK, and the button will take its place in the Quick & & " = = = T [=
Access toolbar , as shown in the accompanying

illustration.
To remove a button from the Quick Access toolbar , P — -
just right-click the button and select the first option

on the resulting menu, as shown in the illustration to &8 e nedeon. F
the right. o

Show Quick Access Toolbar Below the Ribbon E

NOTE: By default, adding a button to the Quick Access toolbar makes that button available on the
Quick Access toolbar in all your workbooks. If you want to restrict the button’s appearance to the
Quick Access toolbar of the current workbook only, you need to click the drop-down arrow by the
Customize Quick Access field and click the name of the particular workbook (see Figure 13).



QUICK START GUIDE

|

edo -
speling..

Figure 13. Adding a button to the Quick Access toolbar for a particular workbook only

Where to Learn More

Table1 lists the major Excel topics you’ll find discussed in this book, and where to find

them.

Table 1. Major Excel Topics

Topic lllustration Where to Learn More (Chapter and Section)
Navigating the Chapter 2, “Getting Around a Worksheet”
worksheet

Entering text data
in cells

Selecting (or
highlighting) cells

Getting text to fit in
columns

Entering numerical
data

Validating data

Constructing a
drop-down menu

Making changes to
data in cells

Apress
New York
London

Chapter 2, “Entering Text and Data”

Chapter 2, “Selecting Multiple Cells”

Chapter 2, “Widening and Narrowing

Columns”

Chapter 2, “Entering Numerical Data: How
It’s Different”

Chapter 2, “Data Validation: Bringing
Quality Control to the Worksheet”

Chapter 2, “Making a List: Personalizing a
Drop-Down Menu”

Chapter 3, “Changing Your Data”
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Topic lllustration Where to Learn More (Chapter and Section)
Copying and o o Chapter 3, “Copying and Moving:
moving data — i Duplicating and Relocating Your Data”
Writing formulas 2 Chapter 4, “Customizing the Worksheet
D with Formulas”

—

Using functions 1B P Chapter 4, “Automatic Calculations with
) Functions”

Copying and Chapter 4, “Copying Formulas: More Than
moving formulas =H13+13 Just Duplication”

=H14+I14

=H15+115
Working with $N6*A2 Chapter 4, “Keeping a Cell Reference
relative and Constant with Absolute Addressing”
absolute cell - O
references O

EPEL C

= 5
w I“ Ia
% = Al

Pasting values

Changing font
appearances

Changing cell
alignment

Wrapping text in
its cell

- :[ »- SRwepTet
EFE W FF EmegesCenter~

Abgnment

Chapter 4, “Copying a Formula’s Result
Only”

Chapter 5, “Basic Formatting”

Chapter 5, “Aligning (and Realigning) Your
Data”

Chapter 5, “Wrapping Text”
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Topic lllustration Where to Learn More (Chapter and Section)
Merging and * o i 9-% - 48 = Chapter 5, “Adding a Title with Merge and
centering cells ) sl Center”

Inserting columns e ) Chapter 5, “Inserting, Deleting, and Hiding
and rows Columns and Rows”

Formatting e Chapter 5, “Formatting Values: Making the

numeric data Numbers Look Good”

W% 0 | B

Number

Working with dates - il Chapter 5, “Working with Dates: Dates Are
e : r Numbers Too”
4
Using the format === Chapter 5, “Copying Formats (Not Data)
painter A% with the Format Painter”

Using cell styles Chapter 5, “Applying Ready-Made Formats

with Styles”

Working with Chapter 5, “Conditional Formatting”
conditional

formatting

Understanding P~ o e @ Chapter 6, “Choosing a Chart Type”
chart types ﬁ W & = ~ L J

Column  Line Pie Bar  Area Scatter Other
- v v - - v Charts~

Charts |
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Topic

lllustration

Where to Learn More (Chapter and Section)

Constructing a
chart

Changing a chart

Changing the
default chart

Changing chart
formatting

Adding a chart title

Working with
sparklines

Sorting data

Filtering data

Using tables

sesaneh

“ 2]
la l‘ 2
NEE

dyf ] 4] 33
A/ a8 A b

NP Ii=|a—.4|

e ﬂqu

o2

Line Column Win/Loss

Sparklines

Chapter 6, “Creating a Column Chart”

Chapter 6, “Changing a Chart”

Chapter 6, “Changing the Default Chart”

Chapter 6, “Formatting Charts”

Chapter 6, “Adding Extra Chart Elements
with the Layout Tab”

Chapter 6, “Introducing Sparklines: Mini-
Charts Placed in Cells”

Chapter 7, “Sorting Data: Instilling Order in
Your Data”

Chapter 7, “Finding What You Want with
Filters”

Chapter 7, “Tables: Adding User-
Friendliness to Your Database”
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Topic

lllustration

Where to Learn More (Chapter and Section)

Formatting and
styling tables

Removing
duplicate records
in a table

Learning what

PivotTables can do

Constructing a
PivotTable

Grouping
PivotTable data

Adding new
records to the
PivotTable

Learning how to
use the Slicer

Formatting a
PivotTable

CRERERCRR N

HEE TSR

T e L

% Group Selection

¥ Ungroup

Group Field
Group

Chapter 7, “Tables: Adding User-
Friendliness to Your Database”

Chapter 7, “Finding Duplicate Records in
the Table (and Removing Them)”

Chapter 8, “Looking at Some PivotTables”

Chapter 8, “Creating a PivotTable”

Chapter 8, “Grouping PivotTable Data:
Organizing Your Time(s)”

Chapter 8, “Refreshing the PivotTable:
Changing the Data”

Chapter 8, “Viewing which Records Are
Filtered: Using the Slicer”

Chapter 8, “Formatting the PivotTable”
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Topic lllustration Where to Learn More (Chapter and Section)
Devising a L Chapter 8, “Creating Charts from
PivotChart e PivotTables Using PivotCharts”
::,: --nll I [ B
SO SIS

Adding and 2 Chapter 9, “Adding and Moving New

. 25 ”
moving hew T Shestt . Shs S Worksheets
worksheets
Hiding and [ Chapter 9, “Hiding Sheets”
unhiding i
worksheets

Grouping sheets

Writing formulas
with cells in
different
worksheets

Displaying or
hiding gridlines,
headings, and
formulas

Freezing screen
panes

Protecting
worksheets and
workbooks

Printing the entire
worksheet

Printing a selected
range of the
worksheet

wluieln

[¥] Ruler Formula Bar
Gridlines Headings

Show

B ) users v 20t Banges

hert Werkbook Workbook [ Track Change -

3 a 1 GIProten ans Share Workho sk
T "

Chapter 9, “Grouping Sheets: Changing
Multiple Sheets at the Same Time”

Chapter 9, “Referring to Cells in Other
Worksheets: Using Them in Formulas”

Chapter 9, “Using the View Context Tab to
Show and Hide Basic Screen Elements”

Chapter 9, “Keeping Important Data in
View with the Freeze Panes Option”

Chapter 9, “Protecting the Worksheet and
the Workbook”

Chapter 10, “Printing the Entire
Worksheet”

Chapter 10, “Printing a Selection”



