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Information. including discounts and premium sales.
please call our Reseller Customer Service
department at 300434—3422.
For information on where to purchase IDG Books
Worldwide‘s books outside the U.S.. please contact
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Trademarks: All brand names and product names used in this book are trade names. service marks.
trademarks. or registered trademarks oi their respective owners. lDG Books Worldwide is not associated with
any product or vendor mentioned in this book.w
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is registered trademark or trademark under exclusive license
to IDG Books Worldwide. Inc.. from international Data Group. Inc.
in the United States andfor other countries
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Chapter 4 + Navigating Through Excel 49
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Consider how big a worksheet really is. [t has 256 columns and 65,536 rows. Do the arith-
metic and you’ll find that this works out to 16,777,216 cells. Remember, this is in just one

worksheet. A single workbook can hold more than one worksheet—hundreds, if necessary.

if you're using the standard SVGA video mode with the default row heights and column
widths, you can see 12 columns and 27 rows (or 324 cells) at a time. This works out to less

than 0.001 percent of the entire worksheet. Put another way, more than l00,000 full
screens of information are in a single worksheet.

If you started entering a single digit into each cell at a relatively rapid clip of one cell per
second, you would take about 194 days, nonstop, to fill a worksheet. Printing the results of
your effort would require more than 36,000 sheets of paper.

By the way, don’t even think about actually using all the cells in a worksheet. Unless your
system is equipped with an unusually large amount of memory, things will slow to a crawl
as Windows churns away, swapping information to disk.

Using the Keyboard
As you probably already know. you can use the standard navigational keys on your
keyboard to move around a worksheet. These keys work just as you would expect:
the down arrow moves the active cell down one row, the right arrow moves it one

column to the right. and so on. PgUp and PgDn move the active cell up or down
one full window (the actual number of rows moved depends on the number of rows
displayed in the window).

TIP When you turn on Scroll Lock, you can scroll through the worksheet without
changing the active cell. This can be useful if you need to view another area of

" your worksheet and then quickly return to your original location. Just press Scroll

Lock and then use the direction keys to scroll through the worksheet. When you
want to return to the original position (the active cell), press Ctrl+Backspace. Then,

press Scroll Lock again to turn it off. When Scroll Lock is turned on, Excel displays
SCRL in the status bar at the bottom of the window.

The Nurn Lock key on your keyboard controls how the keys on the numeric keypad
behave. When Num Lock is on, Excel displays NUM in the status bar, and the keys
on your numeric keypad generate numbers. Most keyboards have a separate set of

navigational keys located to the left of the numeric keypad. These keys are not
affected by the state of the Now Lock key.

Table 4-2 summarizes all the worksheet movement keys available in Excel.
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~ Bros's- . Chapter 9 discusses more uses for AutoFill.
Befemnnat

Copying a Range to Other Sheets

Caution

The copy procedures described previously also work to copy a cell or range to
another worksheet. even if the worksheet is in a diiferent workbook. You must. of
course, activate the other worksheet before you select the location to which you

want to copy.

Excel offers a quicker way to copy a cell or range and paste it to other worksheets
in the same workbook. Start by selecting the range to copy. Then. press Ctrl and
click the sheet tabs for the worksheets to which you want to copy the information

(Excel displays [Group] in the workbook's title bar). Select Edit C3 Fill 6:» Across
Worksheets. and a dialog box appears that asks what you want to copy (All,

Contents, or Formats). Make your choice and then click OK. Excel copies the
selected range to the selected worksheets; the new copy will occupy the same
cells in the selected worksheets as the original occupies in the initial worksheet.

Be careful with this command, because Excel doesn't warn you if the destination

cells contain information. You can quickly overwrite lots of information with this
command and not even realize it.

Moving a Cell or Range
Copying a cell or range doesn‘t modify the cell or range that you copied. If you want
to relocate a cell or range to another location, you‘ll find that Excel is also quite
accommodating.

Recall that the Edit 2:2 Copy command makes a copy of the selected cell or range

and puts the copy on the Windows Clipboard and the Office Clipboard. The Edit :3
Cut command also places the selection on both Clipboards, but the Edit 2:2 Cut
command also removes the contents of the selection from its original location.

To move a cell or range, therefore, requires two steps:

1. Select the cell or range to cut {the source range) and “cut" it to both of the

Clipboards.

2. Select the cell that will hold the moved cell or range (the destination range)

and paste the contents of one of the Clipboards. The destination range can be
on the same worksheet or in a different worksheet—or in a difierent
Workbook.

You also can move a cell or range by dragging it. Select the cell or range that you
want to move and then slide the mouse pointer to any of the selection's four bor-
tiers. The mouse pointer turns into an arrow pointing up and to the left. Drag the
selection to its new location and release the mouse button. This option is similar to
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copying a cell, except that you don‘t press Ctr] while dragging; when you drag by
moving. you don‘t place any information on either the Windows Clipboard or the
Office Clipboard.

Other Cell and Range Operations

N ate

As you know, the Edit Li'- Copy command and the Edit c:- Cut command place
information on both Clipboards. Similarly, the Edit E1" Paste command transfers the

contents of the Windows Clipboard to the selected location in your worksheet.

Excel contains two more versatile ways to paste information. You can use the Office
Clipboard to copy and paste multiple items. or you can use the Paste Special dialog
box to paste information in distinctive ways.

Using the Office 2000 Clipboard to Paste
As mentioned earlier in this chapter, Office 2000 presents a new clipboard, the
Office Clipboard, which is available only in Office programs. Whenever you cut or
copy information in an Office program, such as Excel, the program places the
information on both the Windows Clipboard and the Office Clipboard. However,
the program treats information on the Office Clipboard differently than it treats

information on the Windows Clipboard. instead of replacing information on the
Office Clipboard, the program appends the information to the Office Clipboard.
With multiple items stored on the Clipboard, you can then paste the items either
individually or as a group.

So far in this chapter. you've seen many ways to copy and cut information to both
clipboards. Each of these techniques, however, pastes information from the
Windows Clipboard, not the Office Clipboard. When would you use the Office
Clipboard? When you want to store multiple items on the Office Clipboard and
selectively paste them, Or, when you want to store multiple items on the Office
Clipboard and paste them all simultaneously.

The Office toolbar is available in all Office programs. Suppose that you have stored
some items from Excel, Access, Outlook, PowerPoint, and 1Word on the Office

Clipboard. You can switch to Excel and paste some or all the items from Access.
And, you can switch to Word and paste some or all the items from both
PowerPoint and Excel.

Suppose that you've created a worksheet like the one shown in Figure 8-11. You
have sales, expense, and net information for each individual city stored on the

“city“ sheets (Denver. San Diego, New York, and Chicago). You want to copy the
information from the “city" sheets to the summary sheet, so that you can total the
information. in earlier versions of Excel, this task would have been quite tedious.
With the Office Clipboard. the task is easy.

155
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To add a background to a worksheet, choose FormatSheet Eb Background. Excel
displays a dialog box that enables you to choose a graphics file. When you locate a
file, click OK. Excel tiles your worksheet with the graphic. Some backgrounds make
Viewing text difficult, so you may want to use a solid background color for cells that

contain text (see Figure 11-15). You’ll also want to turn off the gridline display,
because the gridlines show through the graphic..59

Note The graphic background on a worksheet is for display only— it isn't printed when
x. you print the worksheet.
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Figure ”-15: This worksheet has a graphic background, but cells that
contain text use a white background, which overrides the graphic.

 
AutoFormatting

So far, this chapter has described the individual formatting commands and tools at
your disposal. Excel also has an AutoFormam'ng feature that can automatically
perform many types of formatting for you. Figure 11—16 shows an uniormatted table

in a worksheet (left side) and the same table formatted using one of Excel’s
AutoFormats.

53%|}. “ You also can apply AutoForrnatting to PiuotTables; see Chapter 25.
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Copying Formats by Painting

If you want to copy the formats from one cell to another cell or range, you can select
Edit c::- Paste Special and then click the Formats option. Or, use the Format Painter button on
the Standard toolbar (the button with the paintbrush image).

Start by selecting the cell or range that has the formatting attributes you want to copy. Then,
click the Format Painter button. Notice that the mouse pointer changes to include a paint-

brush. Next, select the cells to which you want to apply the formats. Release the mouse
button, and Excel completes the painting (and you don't have to clean the brush).

If you double-click the Format Painter button, you can paint multiple areas of the worksheet
with the same formats. Excel applies the formats that you copy to each cell or range that
you select. To get out of paint mode, click the Format Painter button again (or press Esc).
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Figure 11-16: A worksheet table before and after using AutoFormat.

 
 
 
 

 
 

 

 
   

 
  

Using AutoFormats
To apply an AutOFormat, move the cell pointer anywhere within a table that you
want to format; Excel determines the table‘s boundaries automatically. Then,

choose FormatwAutoFormat. Excel responds with the dialog box shown in Figure
11-17. Choose one of the 17 AutoFormats from the list and click OK. Excel formats

the table for you.
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Excel applies AutoFormatting rather intelligently. For example. Excel analyzes the
data contained in the table and then formats the table to handle items such as

subtotals. Figure 11-18 shows an example of a table that contains a subtotal line for
each department. When I applied an AutoFormat. Excel took these subtotals into
account and produced an attractive table in about one second.

‘1 Book13
 

Region State
Wen
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West are ; on
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East
East
East
East Total

ihlm
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Figure 11-18: AutoFormatting even accommodates
subtotals in a table.
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Controlling AutoFormats
Although you can‘t define your own AutoFormats, you can control the type of
formatting that is applied. When you click the Options button in the AutoFormat
dialog box, the dialog box expands to show six options {see Figure 11—19).
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Figure 11-19: The AutoForrnat dialog box, expanded to
Show its options.

initially, the six check boxes are all checked—which means that Excel will apply
formatting trom all six categories. it you want it to skip one or more categories. just
rem0ve the check from the appropriate box before you click OK. For example, when

1 use AutoFormats, i hardly ever want Excel to change the column widths, so 1 turn
off the Widttheight option. If you’ve already formatted the numbers. y0u may want
to turn off the Number option.

Using Conditional Formatting
Excel‘s conditional formatting feature changes cell formats based on the contents of
the cell. For example. if the cell contains a negative number, the cell appears bold

with a red background. To apply conditional formatting to a cell or range, select the
range and then choose Format ..;- Conditional Formatting. You'll see the dialog box
shown in Figure 11—20. which enables you to specify up to three conditions for the
selected cells.
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Figure 11-20: Excel enables you to specify formats based on the
cell’s value.

The condition can be based on either the cell’s value or a formula that you specify
(the formula must be a logical formula and return either True or False). Follow
these steps to apply conditional formatting:

1.

2.

In the first drop-down list, choose either Cell Value ls or Formula is.

[f you chose Cell Value Is in Step 1, specify the conditions by using the
controls in the dialog box. For example. you can specify between 0 and 100.
You can enter values or cell references.

. If you chose Formula Is in Step 1, specify a reference to the formula.
Remember, the formula must return either True or False.

. Click the Format button and specify the formatting that will be used when the
condition is true.

. If you want to specify another conditional format for the selection, click the

Add button. The dialog box expands so that you can repeat Steps 1 through 4
for another condition.

. When you finish, click OK.

Conditional formatting is a great feature, but it's not foolproof. If you copy a value
and paste it into a cell that has conditional formatting, the formatting will not be
applied. In fact, copying a value to a cell that has conditional formatting wipes out
the conditional formatting information. In other words, the feature works only for
data that is entered into a cell manually or calculated by a formula.

Using Named Styles
The named style feature—borrowed from word processing—is, perhaps. one of the
most underutilized features in Excel (named styles may also be the most
underutilized feature in word processors).

If you find that you continually are applying the same combination of fonts, lines.

and shading in your worksheets. you can save time and effort if you create and use
named styles. Named styles apply, in a single step, the formats that you specify.
helping you to apply consistent formats across your worksheets.

257
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Printing Your ... ma
Work

f P ‘ t‘

Many of the worksheets that you develop with Excel One-S ep rm Ing
are designed to serve as printed reports. You‘ll find

that printing from Excel is quite easy, and you can generate
attractive, well—formatted reports with minimal effort. But, as

you‘ll see, Excel has plenty of options that provide you with a
great deal of control over the printed page. These options are
explained in this chapter.

++++ 

Adiusting Your Print
Settings

Settings in the Print

Dialog Box

Settings in the Page
Setup Dialog Box

One-Step Printing
The Print button on the Standard toolbar is a quick way to

Using Print Preview

print the current worksheet, using the default settings. Just Dealing with Page
click the button, and Excel sends the worksheet to the printer. Breaks
If you‘ve changed any of the default print settings, Excel uses

the new settings; otherwise, it uses the following default U5ing Custom Views
settings:

More About Printing
+ Prints the active worksheet (or all selected worksheets).

including any embedded charts or drawing objects ¢ + 4, +

+ Prints one copy

+ Prints the entire worksheet

+ Prints in portrait mode

+ Doesn’t scale the printed output

+ Uses l—inch margins for the top and bottom and .75-inch
margins for the left and right

+ Prints with no headers or footers

+ For wide worksheets that span multiple pages. it prints
down and then across
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As you might suspect. you can change any of these default print settings.

When you print a worksheet, Excel prints only the active area of the worksheet. In
other words, it won't print all four million cells—just those that have data in them.
If the worksheet contains any embedded charts or drawing objects, they also are

printed (unless you have modified the Print Object property of the object).

Brass “\ It you create a Workbook based on a template, the template may contain different
W) default print settings. Templates are discussed in Chapter 34.

Adjusting Your Print Settings
You adjust Excel‘s various print settings in two different dialog boxes:

+ The Print dialog box (accessed either with the File E:- Print command or
Ctrl+P).

+ The Page Setup dialog box (accessed with the FiieLb Page Setup command).
This is a tabbed dialog box with four tabs.

Both of these dialog boxes have a Print Preview button that previews the printed
output onscreen.

Settings in the Print Dialog Box
You actually start the printing process from the Print dialog box, unless you use the
Print button on the Standard toolbar. After you select your print settings, click OK

from the Print dialog box to print your work.

Selecting a Printer
Before printing, make sure that you have seiected the correct printer (applicable
only if you have access to more than one printer) by using the Print dialog box,
shown in Figure 12-1. You can select the printer from the Printer drop-down list.
This dialog box also lists information about the selected printer, such as its status
and where it’s connected.

s}!

' "018 Clicking the Properties button displays a property box for the selected printer. The

“X exact dialog box that you see depends on the printer. The Properties dialog box
lets you adjust printer-specific settings. In most cases, you won’t have to change
any of these settings, but you should be familiar with the settings that you can
change.
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Figure 12-]: Select a printer in the Print dialog box.

  

if you check the Print to file check box, Excel stores the output in a file, prompting
you for a filename before printing. The resulting file will not be a standard text file.
Rather, it will include all the printer codes that are required to print your
worksheet. Printing to a file is useful if you don’t have immediate access to a

printer. You can save the output to a file and then send this file to your printer at a
later time.

If you want to save your workbook as a text file, use the File E:*Save As command,
and select one of the text file formats from the drop-down list labeled Save as

'5 type.

Before printing, you might want to view your worksheets in Page Break Preview
mode. To enter this mode, choose the View ED Page Break Preview command. The

worksheet display changes, and you can see exactly what will be printed and where
the page breaks occur. To change the print range, drag any of the dark borders.
This feature is discussed in more detail later in this chapter.

After you print a worksheet (or view it in Page Break Preview mode), Excel displays
dashed lines to indicate where the page breaks occur. This is a useful feature,
because the display adjusts dynamically. For example, if you find that your printed
output is too wide to fit on a single page, you can adjust the column widths

(keeping an eye on the page-break display) until they are narrow enough to print on
one page.

If you don’t want to see the page breaks displayed in your worksheet, open the
Options dialog box, click the View tab, and remove the check mark from the

' ’- Automatic Page Breaks check box.
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Printing Selected Pages
If your printed output uses multiple pages, you can select which pages to print, in
the Print dialog box. In the Page range section, indicate the number of the first and
last pages to print. You can either use the spinner controls or type the page
numbers in the edit boxes.

Specifying What to Print
The Print what section of the Print dialog box lets you specify what to print. You

have three options:

+ Selection: Prints only the range that you selected before issuing the File 9'-
Print command.

+ Selected sheet(s): Prints the active sheet or sheets that you selected. You
can select multiple sheets by pressing Ctrl and clicking the sheet tabs. If you
select multiple sheets. Excel begins printing each sheet on a new page.

+ Entire workbook: Prints the entire workbook. including chart sheets.

You can also select Filer? Print Area c:- Set Print Area to specify the range or ranges

to print. Before you choose this command, select the range or ranges that you
1 want to print. To clear the print area, select File ea Print Area Clear Print Area.

Printing Multiple Copies
The Print dialog box also enables you to select the number of copies to print. The

upper limit is 32,767 copies— not that anyone would ever need that many. You also
can specify that you want the copies collated. If you choose this option, Excel
prints the pages in order for each set of output. If you're printing only one page,
Excel ignores the Collate setting.

Settings in the Page Setup Dialog Box
Using the Page Setup dialog box, you can control page settings and margins, create
headers and footers, and adjust sheet settings. Choose File L? Page Setup to open

the Page Setup dialog box; in Figure 12-2, you see the Page tab of the Page Setup
dialog box.
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Figure 12-2: You control page settings in the Page tab
of the Page Setup dialog box.

Controlling Page Settings
The Page tab of the Page Setup dialog box enables you to control the following
settings:

+ Orientation: Choose either Portrait (tall pages) or Landscape (wide pages).
Landscape orientation might be useful if you have a wide range that doesn't fit
on a vertically oriented page.

+ Scaling: You can set a scaling factor manually or let Excel scale the output
automatically to fit on the number of pages that you specify. Scaling can range
from 10 percent to 400 percent of normal size. If you want to return to normal
scaling. enter 100 in the box labeled % normal size.

+ Paper size: This setting enables you to select the paper size that you're using.
Click the box and see the choices.

+ Print quality: If the installed printer supports it. you can change the printer‘s
resolution—which is expressed in dots per inch (dpi). Higher numbers
represent better print quality, but higher resolutions take longer to print.

+ First page number: You can specify a page number for the first page. This is
useful if the pages that you‘re printing will be part of a larger document and
you want the page numbering to be consecutive. Use Auto if you want the

beginning page number to be l—or to correspond to the pages that you
selected in the Print dialog box. If you‘re not printing page numbers in your
header or footer, this setting is irrelevant.
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Adjusting Margins
A margin is the blank space on the side of the page. Wider margins leave less space
available for printing. You can control all four page margins from the Margins tab of
the Page Setup dialog box, shown in Figure 12—3.

To change a margin, click the appropriate spinner (or you can enter a value
directly).
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Figure 12-3: The Margins tab of the Page Setup dialog box.

  
 

Nate The Preview box in the center of the dialog box is a bit deceiving, because it doesn‘t
really show you how your changes look in relation to the page. Rather, it simply
displays a darker line to let you know which margin you're adjusting.

In addition to the page margins, you can adjust the distance of the header from the
top of the page and the distance of the footer from the bottom of the page. These
settings should be less than the corresponding margin; otherwise. the header or
footer may overlap with the printed output.

Normally. Excel aligns the printed page at the top and left margins. If you would
like the output to be centered vertically or horizontally check the appropriate
check box.

You also can change the margins while you're previewing your output— ideal for
last-minute adjustments before printing. Previewing is explained later in the
chapter.
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Changing the Header or Footer
A header is a line of information that appears at the top of each printed page. A
footer is a line of information that appears at the bottom of each printed page. You
can align information in headers and footers at the left margin, in the center of the
header or footer, and at the right margin. For example. you can create a header that
prints your name at the left margin, the worksheet name centered in the header,
and the page number at the right margin. By default, new workbooks do not have
any headers or footers.

The HeaderfFooter tab of the Page Setup dialog box appears in Figure 124. This
dialog box displays the current header and footer and gives you other header and
footer options in the drop-down lists labeled Header and Footer.

  

I Pag a S etup

 

 
Figure 12—4: The Header/Footer tab of the Page Setup
dialog box.

When you click the Header (or Footer) drop-down list, Excel displays a list of
predefined headers (or footers). If you see one that you like, select it. You then can
see how it looks in context—which part is left-justified, centered, or right-justified.
if you don‘t want a header or footer, choose the option labeled (none) for both the
Header and Footer drop-down list boxes.

If you don‘t find a predefined header or footer that is exactly what you want, you
can define a custom header or footer. Start by selecting a header or footer that’s
similar to the one that you want to create (you'll use the selected header or footer
as the basis for the customized one). Click the Custom Header or Custom Footer

button, and Excel displays a dialog box like the one shown in Figure 12-5.
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Figure l2-5: If none of the predefined headers or footers is satisfactory,
you can define a custom header or custom footer.

This dialog box enables you to enter text or codes in each of the three sections. To
enter text, just click in the section and enter the text. To enter variable information,
such as the current date or the page number, you can click one of the buttons.

Clicking the button inserts a special code. The buttons and their functions are
listed in Table 12-1.

 

  

 

Table 12-1

Custom Header/Footer Buttons and Their Functions

Button Code Function

Font Not applicable Lets you choose a font for the seiected text

Page Number &[Page] inserts the page number

Total Pages &[Pages] inserts the total number of pages to be printed

Date aIDate] Inserts the current date

Time &[fime] Inserts the current time

File 8.[Fi|e] Inserts the workbook name

Sheet &[Tab] Inserts the sheets name 

You can combine text and codes and insert as many codes as you like into each

section. if the text that you enter uses an ampersand (81). you must enter the

ampersand twice (because Excel uses an ampersand to signal a code). For example.
to enter the text Research 63: Development into a section of a header or footer, enter

Research 818: Development.

You also can use different fonts and sizes in your headers and footers. Just select

the text that you want to change and then click the Font button. Excel displays its
Fonts dialog box so that you can make your choice. If you don’t change the font,
Excel uses the font defined for the Normal style.
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You can use as many lines as you like. Use Alt+Enter to force a line break for
multiline headers or footers.

/

After you define a custom header or footer. it appears at the bottom of the

appropriate drop—down list on the HeaderfFooter tab of the Page Setup dialog box.
You can have only one custom header and one custom footer in a workbook. So, if

you edit a custom header, for example, it replaces the existing custom header in the
drop-down list.

Unfortunately, you can't print the contents of a specific cell in a header or footer.

For example, you might want Excel to use the contents of cell A1 as part of a
header. To do so, you need to enter the cell‘s contents manually—or write a macro
to perform this operation.

Excel 2000 still doesn’t implement one of the most requested features: the ability to
print a workbook’s full path and filename in a header or footer. You can print the file
name, but you find an option to print the path. The companion CD-ROM contains an
add-in that I developed that adds this feature to Excel.

Controlling Sheet Options
The Sheet tab of the Page Setup dialog box (shown in Figure 12-6) contains several
additional options. Each is described in the sections that follow.

Page Setup H - I I“ '2 Figure '2'6: The Sheet

tab of the Page SetupPage lMarflrelHeadermetm_ Shim I

Mm l——1l WW I dialog bDX-Mtfies
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l—Qidkus l—Rowandcolimhnw

'— WWW! Comm-its: limos) v|F Dreftmelty
Pauaorder -~ - - - ——— ——-—-—

Fm.nianovnr
I“ Miamdflm'l   

Print area

The Print area box lists the range defined as the print area. If you select a range of
cells and choose the Selection option in the Print dialog box. the selected range
address appears in this box. Excel also defines this as the reference for the
Print_Area name.
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If the Print area box is blank, Excel prints the entire worksheet. You can activate

this box and select a range (Excel will modify its definition of Print_Area), or you

can enter a previously defined range name into the box.

Print titles

Many worksheets are set up with titles in the first row and descriptive names in the
first column. If such a worksheet requires more than one. page, reading subsequent

pages may be difficult, because the text in the first row and first column won't be
printed on subsequent pages. Excel offers a simple solution: print titles.

Don't confuse print titles with headers; these are two different concepts. Headers
appear at the top of each page and contain information such as the worksheet
name, date, or page number. Print titles describe the data being printed, such as
field names in a database table or list.

You can specify particular rows to repeat at the top of every printed page, or
particular columns to repeat at the left of every printed page. To do so, just activate
the appropriate box and select the rows or columns in the worksheet. Or, you can
enter these references manually. For example, to specify rows 1 and 2 as repeating
rows, enter 1:2.

in the old days, users often were surprised to discover that print titles appeared
twice on the first page of their printouts. This occurred because they defined a
print area that included the print titles. Excel now handles this automatically,
however, and doesn‘t print titles twice if they are part of the print area.

You can specify different print titles for each worksheet in the workbook. Excel
remembers print titles by creating sheet-level names (PrinLTItles).1'

Print

The section labeled Print contains five check boxes:

+ Gridlines: 1f checked, Excel prints the gridlines to delineate cells. If you turn
off the gridline display in the worksheet (in the View tab of the Options dialog

box), Excel automatically removes the check from this box for you. in other
words, the default setting for this option is determined by the gridline display
in your worksheet.

+ Black and while: [i checked, Excel ignores any colors in the worksheet and

prints everything in black and white. By taking advantage of this option. you
can format your worksheet for viewing on your monitor and still get readable

print output.

+ Draft quality: If checked, Excel prints in draft mode. In draft mode, Excel
doesn‘t print embedded charts or drawing objects. cell gridlines, or borders,
which reduces the printing time.

+ Row and column headings: lf checked, Excel prints the row and column

headings on the printout, enabling you to identify easily specific cells from a
printout.
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+ Comments: if checked, Excel prints cell notes by using the option that you
specify: either At the end of the sheet or As displayed on sheet.

Printer-Specific Options
The Print dialog box has a button labeled Options (refer to Figure 2—2). Clicking this
button displays another dialog box that enables you to adjust properties that are
specific to the selected printer. See Figure 12-? for an example. You can atso open
this dialog box from the Page Setup dialog box (click the Options button).
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Figure l2-7: The Page Setup dialog box lets
you set printer—specific options.

Some of the printer settings can be set directly from Excel. Other settings may not
be accessible from Excel, and you can change them in this dialog box. For example,
if your printer uses multiple paper trays, you can select which tray to use.

Using Print Preview
Excel‘s print preview feature displays an image of the printed output on your
screen. This is a handy feature that enables you to see the result of the options that
you set, before you actually send the job to the printer. It’ll save you lots of time—
not to mention printing supplies.
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Accessing Print Preview
Several ways exist to preview your document:

4* Select the Filer:> Print Preview command.

+ Click the Print Preview button on the Standard toolbar. Or, you can press Shift

and click the Print button on the Standard toolbar (the Print button serves a

dual purpose).

+ Click the Print Preview button in the Print dialog box.

+ Click the Print Preview button in the Page Setup dialog box.

Any one oi these methods changes Excel‘s window to a preview window, as shown
in Figure 12-8.

X Miclnmlltucel -S.1|L:: ric|ru:|..wls
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Figure l2-B: The print preview feature enables you to see the printed output
before you send it to the printer.

The preview window has several buttons along the top:

+ Next: Displays an image of the next page.

+ Previous: Displays an image of the previous page.
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+ Zoom: Zooms the display in or out. This button toggles between the two

levels of zooming that are available. You also can simply click the preview
image to toggle between zoom modes.

+ Print: Sends the job to the printer.

4» Setup: Displays the Page Setup dialog box, so that you can adjust some
settings. When you close the dialog box you return to the preview screen so
that you can see the effects oi your changes.

+ Margins: Displays adjustable columns and margins. described in the next
section.

+ Page Break Preview: Displays the worksheet in Page Break Preview mode.

+ Close: Closes the preview window.

+ Help: Displays help for the preview window.

Making Changes While Previewing
When you click the Margins button in the preview window, Excel adds markers to

the preview that indicate column borders and margins (see Figure 12—9). You can
drag the column or margin markers to make changes that appear onscreen.
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Figure 12—9: You can adjust column widths or margins directly from the print
preview window
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For example. if you print a worksheet and discover that Excel is printing the last
column on a second page, you can adjust the column widths or margins in the

preview window to force all the columns to print on a single page. After you drag one
of these markers, Excel updates the display so that you can see what effect it had.

When you make changes to the column widths in the preview window, these
changes also are made to your worksheet. Similarly, changing the margins in the
preview window changes the settings that appear in the Margins tab of the Page
Setup dialog box.

Dealing with Page Breaks
If you print lengthy reports, you know that it‘s often important to have control over
the page breaks. For example, you normally wouldn’t want a row to print on a page
by itself. Fortunately, Excel gives you superb control over page breaks.

As you may have discovered, Excel handles page breaks automatically. After you
print or preview your worksheet, it even displays dashed lines to indicate where
page breaks occur. Sometimes, however, you'll want to force a page break—~either a
vertical or a horizontal one. For example, if your worksheet consists of several

distinct areas, you may want to print each area on a separate sheet of paper.

Inserting a Page Break
To insert a vertical manual page break, move the cell pointer to the cell that will

begin the new page, but make sure that you place the pointer in column A:
otherwise, you'll insert a vertical page break and a horizontal page break. For
example, if you want row 14 to be the first row of a new page, select cell A14. Then,
choose Insert ti.“ Page Break. Excel displays a dashed line to indicate the page break.
The dashed line for manual page breaks is slightly thinner than the lines for natural
page breaks.

To insert a horizontal page break, move the cell pointer to the cell that will begin
the new page, but in this case, make sure that you place the pointer in row one.
Select Insert I1" Page Break to create the page break.

Removing a Page Break
To remove a vertical manual page break, move the cell pointer anywhere in the first
row beneath the manual page break and then select lnsertCD Remove Page Break

(this command appears only when you place the cell pointer in the first row
following a manual page break).

To remove a horizontal manual page break, perform the same procedure. but

position the cell pointer anywhere in the first column following a horizontal
page break.
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119 To remove all manual page breaks in the worksheet, click the Select All button (or
._ press CtrI+A); then, choose Insert L13 Remove Page Break.I

Using Page Break Preview
Page Break Preview mode makes dealing with page breaks easy. To use Page Break
Preview, choose View r'.- Page Break Preview. The screen changes, as shown in
Figure 12-10.
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Figure l2—10: Page Break Preview mode gives you a bird's-eye view of your
worksheet and shows exactly where the page breaks occur.

When you enter Page Break Preview mode, Excel does the following:

+ Changes the zoom factor so that you can see more of the worksheet

¥ Displays the page numbers overlaid on the pages

+ Displays the current print range with a white background; nouprinting data
appears with a gray background

+ Displays all page breaks
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Nuts

When you're in Page Break Preview mode, you can drag the borders to change the
print range or the page breaks. When you change the page breaks, Excel
automatically adjusts the scaling so that the information fits on the pages, per your
specifications.

In Page Break Preview mode, you still have access to all of Excel’s commands. You
can change the zoom factor if you find the text to be too small.

To return to normal viewing. select the View Lii- Normal command.

Using Custom Views
Workbooks commonly are used to store a variety of information. and often, several
different reports are printed from such workbooks. If this sounds familiar. you need
to know about Excel's custom views feature.

The custom views feature enables you to give names to various views of your

worksheet. and you can quickly switch among these named views. A view includes
settings for the following:

+ Print settings, as specified in the Page Setup dialog box (optional)

+ Hidden rows and columns (optional)

+ Display settings, as specified in the Options Display dialog box

4* Selected cells and ranges

+ The active cell

+ Window sizes and positions

+ Frozen panes

For example. you might define a view that hides a few columns of numbers. another
view with a print range defined as a summary range only. another view with the
page setup set to landscape, and so on.

To create a named custom view. first set up your worksheet with the settings that

you want to include in the view. These settings can include any of the settings listed
previously. For example, you might create a view that has a specific range of cells
defined as the print range. Then, select View ti?» Custom Views, and Excel displays a
dialog box that lists all named views. initially, this list is empty. but you can click
the Add button to add a view in the Add View dialog box, shown in Figure 12-11.

Enter a name for the view and make any adjustments to the check boxes. Click OK,
and Excel saves the view. You can add as many views as you want and easily switch
among them—just highlight the custom view that you want to display from the
Custom Views dialog box and then click the Show button.
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Figure 12-11: Use the Add View dialog box
to supply a name for a new custom view.

More About Printing
A few issues related to printing just don't fit anywhere other than a “miscellaneous“
section. This section serves as that “miscellaneous" section and provides some
additional information regarding printing.

Problems with Fonts (When WYS Isn't WYG)
Sometimes, you may find that the printed output doesn't match what you see
onscreen. You almost always can trace this problem to the fonts that you use. If
your printer doesn‘t have a font that you use to display your worksheet, Windows
attempts to match the font as best as it can. Often. the match just isn‘t good
enough.

Simply using TrueType fonts almost always solves this problem; these scalable
fonts are designed for both screen viewing and printing.

Printing Noncontiguous Ranges on a Single Page
You may have discovered that Excel lets you specify a print area that consists of

noncontiguous ranges (a multiple selection). For example, if you need to print, say,
A1:C50, D20:F24, and M11:P16, you can press Ctrl while you select these ranges and
then issue the Filed) Print command and choose the Selection option. Better yet,
give this multiple selection a range name so that you can quickly choose the same
ranges the next time.

Printing multiple ranges is a handy feature, but you may not like the fact that Excel

prints each range on a new sheet of paper—and this behavior can’t be changed.

You might consider creating live snapshots of the three ranges and pasting these
snapshots to an empty area of the worksheet. Then. you can print this new area

that consists of the snapshots, and Excel won’t skip to a new page for each range.
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To create a live snapshot of a range, select the range and copy it to the Clipboard.

Then, to paste a live link (see the Note that follows), select the cell in which you
want to paste the snapshot (an empty worksheet is a good choice), press and hold
the Shift key, and choose Edit :9 Paste Picture Link. Repeat this procedure for the
other ranges. After you paste them, you can rearrange the snapshots any way you
like. Notice that these are truly live links: change a cell in the original range and the

change appears in the linked picture. Figure 12-12 shows an example of snapshots
made trorn several ranges.
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Figure 12-l2: These two objects are linked pictures of ranges that exist elsewhere
in the workbook, which enables you to print nonadjacent ranges on a single sheet.

Hiding Cells Before Printing
You may have a worksheet that contains confidential information. You may want to
print the worksheet, but not the confidential parts. Several techniques prevent
certain parts of a worksheet from printing:

4* When you hide rows or columns. the hidden rows aren’t printed.

+ You can effectively hide cells or ranges by making the text color the same
color as the background color.
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+ You can hide cells by using a custom number format that consists of three
semicolons (;;;).

+ You can mask off a confidential area of a worksheet by covering it with a
rectangle object. Click the Rectangle tool on the Drawing toolbar and drag the
rectangle to the proper size. For best results, you can make the rectangle
white with no border.

+ You can use a text box object, available by using the Text Box tool on the

Drawing toolbar. to mask off a range. The advantage to using a text box is
that you can add text to it with information about the concealed data (see
Figure 12-13).
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Figure 12-13: You can use a text box to hide confidential data so
that it won’t print.

If you find that you must regularly hide data before you print certain reports.
consider using the custom views feature to create a named view that doesn‘t show
the confidential information.

Using a Template to Change Printing Defaults
If you are never satisfied with Excel’s default print settings, you may want to create
a template with the print settings that you use most often. After doing so, you can
create a new workbook based on the template, and the workbook will have your
own print settings for defaults.

7 Cross-

‘ Reference _M

Chapter 34 discusses template files.
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Summary
This chapter presents the basicsFand some finer points —of printing in Excel.
You learn how to use the Print dialog box and the Page Setup diaiog box to control
what gets printed and how it is printed. You also learn about the print preview

feature that shows how the printed output will look before it hits the paper. The
chapter covers features such as manual page breaks. custom views, Page Break
Preview mode, tips on printing noncontiguous ranges on a single sheet, and hiding
cells that contain confidential information.

+ + +
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3. Activate the chart and paste the Clipboard contents. You‘ll probably have to
resize the Plot Area to accommodate the pasted image.

4. The image that is pasted is a picture. but not a linked picture. To convert the
image to a linked picture, select it and then enter the range reference in the

formula bar (or simply point it out). For this example, i entered
=SheetllAl:E5.

The picture is now a linked picture. Changing any of the cells that are used in the

chart’s SERIES formula is reflected immediately in the linked picture.

Simple Gantt Charts
Creating a simple Gantt chart isn't difficult when using Excel. but it does require
some setup work. Gantt charts are used to represent the time required to perform
each task in a project. Figure 16-33 shows data that was used to create the Gantt
chart in Figure 16-34.

an the '1.»

CD-ROM.
\
Gil-w "NI A workbook that demonstrates this technique is available on the companion
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Figure 15-33: Data used in the Gantt chart.

Here are the steps to create this chart:

1. Enter the data as shown in Figure 16-33. The formula in cell D2, which was
copied to the rows below it, is =B2+C2-1.

2. Use the Chart Wizard to create a stacked bar chart from the range A2:C13.
Use the second subtype, which is labeled Stacked Bar.

sift
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Figure 16-34: You can create a Gantt chart from a bar chart.

3. In Step 2 of the Chart Wizard, select the Columns option. Also, notice that
Excel incorrectly uses the first two columns as the Category axis labels.

4. in Step 2 of the Chart Wizard, click the Series tab and add a new data series.
Then. set the chart‘s series to the following:

Series 1: 32:313

Series 2: C2:Cl3

Category (x) axis labels: A2:A13

5. in Step 3 of the Chart Wizard, remove the legend and then click Finish to
create an embedded chart.

6. Adjust the height of the chart so that all the axis labels are visible. You can
also accomplish this by using a smaller font size.

7. Access the Format Axis dialog box for the horizontal axis. Adjust the
horizontal axis Minimum and Maximum scale values to correspond to the

earliest and latest dates in the data (note that you can enter a date into the

Minimum or Maximum edit box). You might also want to change the date
format for the axis labels.

8. Access the Format Axis dialog box for the vertical axis. In the Scale tab, select
the option labeled Categories in reverse order, and also set the option labeled
Value (y) axis crosses at maximum category.
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9. Select the first data series and access the Format Data Series dialog box. In
the Patterns tab. set Border to None and Area to None. This makes the first
data series invisible.

10. Apply other formatting, as desired.

Comparative Histograms
With a bit of creativity, you can create charts that you may have considered
impossible with Excel. For example, Figure 16-35 shows data that was used to

create the comparative histogram chart shown in Figure 16-36. Such charts often
display population data.

:2 Comparative Histogramuls
___. §_______E'_[_C:___ .
Age Group Female
<21 44%
21 SD 23%
31 410 512%
11 1—51] -1 3%
51-61] ~B %

_ 51-30 - 6%
>}'D 2%

-1 00%  
 

Figure 16-35: Data used in the comparative
histogram chart.

 

Product Usage by Age and Sex

 
Figure "5-36: Producing this comparative histogram chart
requires a few tricks.
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Albert has these three choices:

+ Select Cancel, wait a while. and try again. He may call Elaine and ask her
when she expects to be finished.

+ Select Read Only. This lets him open the file to read it. but doesn't let him
save changes to the same filename.

+ Select Notify, which opens the file as read-only. Excel pops up a message
when Elaine is finished using the file.

Figure 21-2 shows the message that Albert receives when the file is available.

File Hum Available

WHEN row avadahlefov m.

mRead-Write to own [for edtm. 
Figure Zl-2: The File Now Available dialog box
pops up with a new message when the file is
available for editing.

Shared Workbooks

Although Excel isn‘t a multiuser application, it does support a feature known as
shared workbooks, which enables multiple users to work on the same workbook

simultaneously. Excel keeps track of the changes and provides appropriate
prompts to handle conflict.

Appropriate Workbooks for Sharing
Although you can designate any workbook as a shared list, only certain workbooks
contain information that is appropriate for sharing. The following are examples of
workbooks that work well as shared lists:

+ Project tracking: You may have a workbook that contains status information

for projects. If multiple people are involved in the project, they can make
changes and updates to the parts that are relevant.

4? Customer lists: With customer lists, changes usually occur infrequently. but
records are added and deleted.

+ Consolidations: You may create a budget workbook in which each depart-
ment manager is responsible for his or her department's budget. Usually. each
department’s budget appears on a separate sheet, with one sheet serving as
the consolidation sheet.
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Limitations of Shared Workbooks

If you plan to designate a workbook as shared, be aware that you cannot perform
any of the following actions while sharing the workbook:

+ Delete worksheets or chart sheets.

4» Insert or delete a block of cells. However, you can insert or delete entire
rows and columns.

+ Merge cells.

4* Define or apply conditional formats.

+ Set up or change data-validation restrictions and messages,

+ insert or change charts, pictures, drawings. objects, or hyperlinks.

+ Assign or modify a password to protect individual worksheets or the entire
workbook.

+ Create or modify pivot tables, scenarios, outlines. or data tables.

4* Insert automatic subtotals.

+ Make changes to dialog boxes or menus.

+ Write, change, view, record. or assign macros. However, you can record a
macro in a shared workbook that you store in another, unshared workbook.

Designating a Workbook As a Shared Workbook
To designate a workbook as a shared workbook, select Tools ED Share Workbook.
Excel displays the dialog box that is shown in Figure 21-3. This dialog box has two
tabs: Editing and Advanced. 1n the Editing tab, select the check box to allow changes

by multiple users and then click OK. Excel then prompts you to save the workbook.

When you open a shared workbook, the window’s title bar displays [Shared]. If you
no longer want other users to be able to use the workbook, remove the check mark
from the Share Workbook dialog box and save the workbook.

Whenever you‘re working with a shared workbook, you can find out whether any
other users are working on the workbook. Choose Tools Ii? Share Workbook, and the
Share Workbook dialog box lists the names of the other users who have the file open,
as well as the time that each user opened the workbook.
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Shun.- Winklmnl‘.

 

   

  

Figure 2l-3: The Share Workbook dialog
box lets you specify a workbook as a
shared workbook.

Advanced Settings
Excel allows you to set options for shared workbooks. Select Tools EDShare Workbook

and click the Advanced tab to access these options (see Figure 21-4).

Eharr: "#ule:.l'nm[n:.

Figure 21-4: The Advanced tab of the

Share Workbook dialog box.
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Tracking changes
Excel can keep track of the workbook’s changes—something known as Change
history. When you designate a workbook as a shared workbook, Excel automatically
turns on the change history option, enabling you to view information about previous
[and perhaps conflicting) changes to the workbook. You can turn off change history
by selecting the option labeled Don‘t keep change history. You can also specify the
number of days for which Excel tracks change history.

Updating changes
While you‘re working on a shared workbook, you can use the standard FiletbSave
command to update the workbook with your changes. The Update changes settings
determine what happens when you save a shared workbook:

+ When file is saved: You receive updates from other users when you save your

copy of the shared workbook.

+ Automatically every: Lets you specify a time period for receiving updates
from other users of the workbook. You can also specify whether Excel should

save your changes automatically, too, or just show you the changes made by
other users.

Conflicting changes between users
As you may expect, multiple users working on the same file can result in some con-
flicts. For example, assume that you‘re working on a shared customer database work-
book, and another user also has the workbook open. If you and the other user both

make a change to the same cell, a conflict occurs. You can specify the manner in
which Excel resolves the conflicts by selecting one of two options in the Advanced
tab of the Share Workbook dialog box:

+ Ask me which changes win: If you select this option, Excel displays a dialog
box to let you determine how to settle the conflict.

+ The changes being saved win: If you select this option, your changes always
take precedence.

Include in personal View
The final section of the Advanced tab of the Share Workbook dialog box enables

you to specify settings that are specific to your view of the shared workbook. You
can choose to use your own print settings and your own data-filtering settings. If
you don't place checks in these check boxes, you can‘t save your own print and
filter settings.
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Mailing and Routing Workbooks
Excel provides a few additional workgroup features. To use these features, your
system must have one of the following items installed:

+ Office 2000

+ Microsoft Exchange

+ A mail system that is compatible with MAPl (Messaging Application
Programming Interface)

4- Lotus cc:Mai]

+ A mail system that is compatible with VIM (Vendor Independent Messaging)

The procedures vary. depending on the mail system that you have installed; for

this reason, discussions in the following sections are general in nature. For specific
questions, consult your network administrator.

Mailing a Workbook As an E-mail Attachment
Electronic mail, or e-moif, is commonplace in most offices, and is an extremely.
efficient means of communication. Unlike a telephone, e-mail doesn’t rely on the
recipient of the message being available when you want to send the message.

In addition to sending messages by e—mail, you can send complete files—including
Excel workbooks. Like a growing number of software applications, Excel is malf-
enobled, which means that you don‘t have to leave Excel to send a worksheet to
someone by e—mail.

To send a copy of your workbook to someone on your network, select File :3 Send

To El." Mail Recipient (as Attachment). Excel creates an e—mail message with a copy of
the workbook attached, using your default e-mail program; in Figure 21-5, Excel
opened Outlook Express to send the workbook. You send this e-mail message the
same way that you send any message—from your e—mail program. You also can
send the message to multiple recipients. the same way that you send any e-mail
message to multiple recipients.
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Note When you send any file by using an e-maii program, you send a copy of the file. If

__\ the recipient makes changes to the notebook, the changes do not appear in your
copy of the workbook.

Routing a Workbook to Others
If you choose File EDSend To Lb Routing Recipient, Excel enables you to attach a rout-

ing slip to a workbook, similar to the one you see in Figure 21-6. Routing a workbook
is most useful when you want the first person in the group to review (and possibly

edit) the workbook and then send it to the next person on the list. For example, if
you‘re responsible for your department‘s budget, you may need input from Alice—
and her input may depend on Andy‘s input. You can set up the workbook and then
route it to the others so that they can make their respective additions. When you set

up the routing slip, you can tell Excel to return the workbook to you when the rout-
ing is finished.
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Figure 21-6: Routing a workbook.

When you route a workbook, you have the following two options:

+ Sequential routing: Enables you to route the workbook sequentially to work-
group members, When the first recipient is finished, the workbook goes to the

second recipient. When the second recipient is finished, the workbook goes to
the third, and so on. When all recipients have received the workbook, it can

be returned to you. Choose One after another at the bottom of the Routing
Slip dialog box for this type of routing.

+ Simultaneous routing: Enables you to route the workbook to all recipients
at once. You receive a copy of the workbook from each recipient (not just
one copy). This type of routing is useful if you want to solicit comments

from a group of coworkers, and you want the responses back quickly (you
don’t want to wait until a single worksheet makes the circuit). Choose All at
once at the bottom of the Routing Slip dialog box for this type of routing.

Click Route to route the workbook immediately. If you don‘t want to route
immediately, click Add Slip. Later, when you're ready to route, choose File El» Send

To L12 Next Routing Recipient. Either choice places the workbook in the outgoing
mail folder of your e—mail program. To actually route the workbook, open your
e—mail program to send the message.
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Note Whether you route or attach a workbook to an e-mail message, Excel uses your
e-mail program. Since you can send a workbook to a number of people, either as
an e—mail attachment or by using a routing slip, the distinction between the two
methods lies in the distinction between sequential and simultaneous routing. If

you choose simultaneous routing and you don’t place a check in the Return when
done check box, routing and attaching are identical, because you can’t guarantee
a reply to e-rnail.

Summary
This chapter presents a basic overview of using Excel in a network environment. It
explains how the concept of a file reservation prevents two users from modifying a
workbook simultaneously. Excel‘s shared workbook feature, however, lets multiple
users work on a single workbook at the same time. The chapter concludes with a
discussion of mailing and routing workbooks.

+ + +
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Research conducted by Microsoft indicates that Excel is
frequently used to manage lists, or worksheet databases.

This chapter covers list management and demonstrates useful
techniques that involve lists.

What Is a List?

A list is essentially an organized collection of information.

More specifically, a list consists of a row of headers (descrip-
tive text), followed by additional rows of data, which can be
values or text. You may recognize this as a database table—

which is exactly what it is. Beginning with Excel 5, Microsoft
uses the term (is: to refer to a database stored in a worksheet
and the term database to refer to a table of information stored
in an external file. To avoid confusion. I adhere to Microsoft’s
terminology.

.' Crnss~ _ ‘ReferencA I cover external database files In Chapter 24.
Lf'f_

Figure 23-1 shows an example of a list in a worksheet. This
particular list has its headers in row 1 and has 10 rows of data.
The list occupies four columns. Notice that the data consists
of several different types: text, values. and dates. Column C

contains a formula that calculates the monthly salary from the
value in column B.

Eat
‘n

m]

+ + +

In This Chapter

What Is a List't2

What Can You Do
with a Listi.a

Designing a List

Entering Data into a
List

Filtering 0 List

Using Database
Functions with Lists

Sorting a List

Creating Subtotals

+++
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‘1 Employees. RI:

Annual monthly
Salary Salaryr Location

James Elrackman 42.1100 3.533 New York 2J1193
Michael Orenthal 20.900 2.1108 Arizona 4534
Francis Jenkins 8?.800 5.550 New York ill-V1293
Peter Yolanda 19.850 1.55:1 Minnesota lit-1195
Walter Franklin 45.000 3.?50 Arizona 293190
Louise Victor 52 .000 4.333 New York 5053:!
Sally Files 48.500 4.042 New Your llr2ii’92‘

E] Charles K. Barkley 24.500 2042 Minnesola SHED
[11] Melinda Hinlquesl 56.4oo woo Arizona one?

?5.000 6.250 Minnesota Bflfli

  
Figure 23-1: An example of a list.

People often refer to the columns in a list as fields and to the rows as records. Using
this terminology. the list shown in the figure has five fields (Name. Annual Salary.
Monthly Salary. Location. and Date Hired) and ten records.

The size. of the lists that you develop in Excel is limited by the size of a single work-
sheet. In other words, a list can have no more than 256 fields and can consist of no

more than 65.535 records (one row contains the field names). A list of this size
would require a great deal of memory and even then may not be possible. At the
other extreme. a list can consist of a single cell —not very useful. but it‘s still
considered a list.

Note
in versions of Excel prior to Excel 97. a list was limited to 16.383 records.

What Can You Do with a List?

Excel provides several tools to help you manage and manipulate lists. Consequently.
people use lists for a wide variety of purposes. For some users. a list is simply a
method to keep track of information (for example. customer lists); others use lists to
store data that ultimately will appear in a report. Common list operations include:

+ Entering data into the list

+ Filtering the list to display only the rows that meet certain criteria

+ Sorting the list

+ Inserting formulas to calculate subtotals

+ Creating formulas to calculate results on the list filtered by certain criteria

+ Creating a summary table of the data in the list (this is done using a pivot
table; see Chapter 25).
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With the exception of the last item, these operations are covered in this chapter.

Designing a List
Although Excel is quite accommodating when it comes to the information that is

stored in a list, planning the organization of your list information will pay off. The
following are some guidelines to keep in mind when creating lists:

+ lnsert descriptive labels (one for each coiumn) in the first row of the list, called

the header row. If you use lengthy labels, consider using the Wrap Text format
so that you don't have to widen the columns.

rCruss- W- _ .
Heference\ See Chapter 11 for Information on the Wrap Text format._..--""'“" 

+ Make sure each column contains the same type of information. For example,
don't mix dates and text in a single column.

+ You can use formulas that perform calculations on other fields in the same
record. if you use formulas that refer to cells outside the list, make these

absolute references; otherwise, you get unexpected results when you sort
the list.

+ Don't leave any empty rows within the list. For list operations. Excel determines
the list boundaries automatically, and an empty row signals the end of the list.

+ For best results, try to keep the list on a worksheet by itself. If you must place
other information on the same worksheet as the list. place the information
above or below the list. In other words, don‘t use the cells to the left or the
right of a list.

+ Select Window I: Freeze Panes to make sure that you can see the headings
when you scroll the list.

+ You can preformat entire columns to ensure that the data has the same
format. For example, if a column contains dates. format the entire column
with the desired date format.

Many people find working in spreadsheets most appealing because changing the
layout is relatively easy. Lists behave no differently than any other kind of data in
Excel; changing a list's layout is also easy. For example, you may create a list and then
decide that it needs another column (field). No problem. Just insert a new column,
give it a field name, and Excel expands your list. if you've ever used a database

management program, you can appreciate the simplicity of this layout change.
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Entering Data into a List
You can enter data into a list in three ways:

+ Manually, using all standard data entry techniques

+ By importing it or copying it from another file

+ By using a dialog box

There’s really nothing special about entering data into a list. You just navigate
through the worksheet and enter the data into the appropriate cells.

Excel has two features that assist with repetitive data entry:

+ AutoComplete. When you begin to type in a cell, Excel scans up and down the
column for entries that match what you’re typing. If it finds a match, Excel fills
in the rest of the text automatically. Press Enter to make the entry. Yen can
turn this feature on or off in the Edit tab oi the Options dialog box.

+ Pick Lists. You can right-click on a cell and select Pick from list from the shortcut
menu. Excel displays a list box that shows all entries in the column (see Figure
23-2). Click on the One that you want to enter into the cell (no typing is required).

 

a Sales-dosh    
 

 
 
 

 
 r WEI”?! kDate J“ 
 

__ _E A _'.__ _ C _ D - E F _ B
__I__ DATE _REP REGION PROD_T‘I'PE .UltlITS QUANT _AMTS

2 DerSr’Q? Peterson North Enlertainment 225 2 4511
sorrows? Sheldon 50th Entertainment 202‘ 4! BtZIEI
_{l Dlrflflfl? Robinson Soulh Entertainment 25 l 25
_5“ GUIDE? Jenkins North Personal 140 2 280
B__U‘lr'l2r’9? Jenkins North Personal 125; 8 ?5l]
IL Dlr’li‘r’g? Wilson South Personal 11“] 5 TDD

_B__Ellf13l9? Franks Nonh Recreational 175 5 1050
_3_ noise? Jenkins Nonh Entertainment 225 3 E?5
ll]__l]'l!13£l? Wilson South Recrealional 125 El 3?5
it Utr‘lBrQ? Wilson South Personal 1?5' Al 1’03

__12 DUMB? Jenkins North Enlenainment 1?5 at 1’00
_13_E]1I14!9? Jenkins Nonh Recreational HI] 3 420
_1 at_ 0 If I are? Peterson Nonh Personal 225 2 450
_1§_ 01 HEB? Pelerson North Personal 225 E 1355
lfijD‘lr’lBr’Q? Franks North Flecrealional 140 It BBQ
_11 lelEr’Q? Sheldon South Personal 125 3 335
‘l__B_ Gliding? Franks North Entertainment 1le 2 280

_ DIflBfl? Wilson South Recreational WS 3_ 525

Jfl——.J ufi 

Figure 23-2: Choosing the Pick from list command on the shortcut
menu gives you a list of all items in the current column.
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If you prefer to use a dialog box for your data entry, Excel accommodates you. To
display a data entry dialog box, move the cell pointer anywhere within the list and
choose Dataci Form. Excel determines the boundaries of your list and displays a
dialog box showing each field in the list. Figure 23-3 depicts an example of such a
dialog box. Fields that have a formula don’t have an edit box.

 

 

 
_ ' llamas. Braclzman il 1 d1?

Amigal Salary ill-2400 New !
hid-I'M Eden; 3,533 Edd:

Location lien-York

Date Hied EZIUISEB FIndErev l
Fwd float I

Elliott-3 l

Close I

_v_l 

Figure 23—3: The Data L‘.= Form command

gives you a handy data entry dialog box.

Note If the number of fields exceeds the limit of your display, the dialog box contains
\ two columns of field names. If your list consists of more than 32 fields, however,

TIP

the Data s'r-Form command doesn't work. You must forego this method of data
entry and enter the information directly into the cells.

Entering Data with the Data Form Dialog Box
When the data form dialog box appears. Excel displays the first record in the list.
Notice the indicator in the upper-right corner of the dialog box that tells you the
number of the selected record and the total number of records in the list.

To enter a new record, click on the New button to clear the fields. Then you can
enter the new information into the appropriate fields. Use Tab or Shift+Tab to move
among the fields. When you click on New (or Close), Excel appends the data that
you entered to the bottom of the list. You also can press Enter, which is equivalent
to clicking on the New button. If the list contains any formulas, Excel enters them
for you automatically into the new record.

If you named the range of your list Database, Excel automatically extends the
range definition to include the new row(s) that you add to the list using the data

1 form dialog box. Note that this works only if you name the list Database; any other
name doesn‘t work.

515
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Other Uses for the Data Form Dialog Box
You can use the data form dialog box for more than just data entry. You can edit

existing data in the list. view data one record at a time, delete records. and display
records that meet certain criteria.

The dialog box contains a number of additional buttons. which are described as
follows:

4» Delete: Deletes the displayed record.

+ Restore: Restores any information that you edited. You must click on this
button before you click on the New button.

4» Find Prev: Displays the previous record in the list. If you entered a criterion.
this button displays the previous record that matches the criterion.

+ Find Next: Displays the next record in the list. It you entered a criterion, this
button displays the next record that matches the criterion.

+ Criteria: Clears the fields and lets you enter a criterion upon which to search

for records. For example. to locate records that have a salary greater than
$50,000. enter >50000 into the Salary field. Then you can use the Find Next
and Find Prev buttons to display the qualifying records.

+ Close: Closes the dialog box (and enters the data that you were entering,
it any).

Using Microsoft Access Forms for Data Entry
If you have Microsoft Access installed on your system, you can use its form cre—
ation tools to develop a data entry form for an Excel worksheet. This feature uses
the Access Links add-in. which must be loaded. When the add-in is loaded, you
have a new command: Data '11- Access Form.

Choosing this command starts Access {it it‘s not already running) and begins its
Form Wizard. Use the Form Wizard to create the data entry form. You can then

use this form to add data to your Excel worksheet. Access's Form Wizard places
a button on your worksheet that contains the text View Access Form. Click on this
button to use the form. Figure 234 shows an Access form being used to enter data
into an Excei worksheet.
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Figure 23-4: This form, developed in Microsoft Access, is being used to enter data
into an Excel worksheet.

Filtering a List
Filtering a list is the process of hiding all rows in the list except those that meet
some criteria that you specify. For example. if you have a list of customers, you can
filter the list to show only those who live in New Jersey. Filtering is a common (and
very useful) technique. Excel provides two ways to filter a list:

+ AutoFilter, for simple filtering criteria

+ Advance Filter, for more complex filtering

AutoFiltering
To use Excel‘s AutoFilter feature to filter a list, place the cell pointer anywhere
within the list and then choose DataED Filter C.” AutoFilter. Excel analyzes your list
and adds drop-down arrows to the field names in the header row. as shown in
Figure 23-5.
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Annual Monthly
JSalary _-]Salary flLocation

£2,400 3533 New York
20.900 2,400 Arizona . .
6?,800 5.550 New York _ mazes
19.050 1,554 Minnesota ”#95
45.000 3560 Arizona 20380-
52000 4,333 New York 52.994
48,500 11,042 New York _ 114'214'92
211.503 2042 Minnesota @4490
Sfiydm 4.?00 Arizona _ SIMS?
16,000 5250 Minnesota Efffll
8?,500 ?.292 New York H533
89,500 1458 'Arizona 91293?
 
Figure 23—5: When you choose the Data :1) Filterc:>AutoFilter
command. Excel adds drop-down arrows to the field names
in the header row.

When you click on the arrow in one of these drop-down lists, the list expands to
show the unique items in that column. Select an item. and Excel hides all rows
except those that include the selected item. In other words, Excel filters the list
by the item that you selected.

After you filter the list, the status bar displays a message that tells you how many
rows qualified. In addition, the drop-down arrow changes color to remind you that
you filtered the list by a value in that column.

AutoFiltering has a limit. Only the first 999 unique items in the column appear in the
drop-down list. If your list exceeds this limit, you can use advanced filtering, which
is described later.

Besides showing every item in the column, the drop-down list includes five other
items:

+ All: Displays all items in the column. Use this to rem0ve filtering for a column.

+ Top 10: Filters to display the "top 10" items in the list; this is discussed later.

+ Custom: Lets you filter the list by multiple items; this is discussed later.

+ Blanks: Filters the list by showing rows that contain blanks in this column.

+ NonBlanks: Filters the list by showing rows that contain non-blanks in this
column.

To display the entire list again. click on the arrow and choose All —the first item in
the drop-down list. Or, you can select Data r—C- Filter EDShow All.
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To move out of Autofilter mode and remove the drop-down arrows from the field
names, choose Datati> Filter-1'- AutoFilter again to remove the check mark from the
AutoFilter menu item and restore the list to its normal state.

Caution If you have any formulas that refer to data in a filtered list, be aware that the

formulas don't adjust to use only the visible cells. For example, if a cell contains a
formula that sums values in column C, the formula continues to show the sum for

oil the values in column C—not just those in the visible rows. To solve this prob-
lem, use database functions, which I describe later in this chapter.

Multicolumn AutoFiltering
Sometimes you may need to filter a list by values in more than one column. Figure
23-6 shows a list comprised of several fields.

a salami?! 

 
 

  

 
  
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 

  
CA Printer _ _ _CA Printer 203 No

IL Printer 458 ND
IL Printer 226 No

Jan NY Ptinler 484___ _ _ Yes
Jan NY Pnnler 3?3_ Yes

CA Modem _ 249 Yes
CA Modern _ 329 ND
IL Modem Nil] Yes
lL Modern 5359 No
NY Modem _ 419 No
NY Modem 555 NU _
CA Haranve 2B?_ Yes
CA HardDrive _ 2'53 No
IL HardDrive _ 651 Yes
IL HardDrive 233 _NoNY HardDrive 332 Yes
NY HaidDrive _ 852 Yes
CA Mouse 318' No  

  iii.
  
  
Jan CA ouse 81 ‘l I No
fl Nb Product §_aj53_/—M——

Figure 23-6: The list before filtering by multiple columns.

 

Assume that you want to see the records that show modems sold in February. In
other words, you want to filter out all records except those in which the Month field
is Feb and the Product field is Modem.

First, get into Autofilter mode. Then click on the drop-down arrow in the Month
field and select Feb to filter the list to show only records with Feb in the Month
field. Then click on the drop-down arrow in the Product field and select Modem,
filtering the filtered list to show only records that contain Modem in the Product

column — resulting in a list filtered by values in two columns. Figure 23-? shows
the result.
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CA Modem _
CA Modem 329 No
it. Modem 5?9 No

Feb IL Modem 592 Yes
Feb NY Modern 551 No
Feb NY Modem AWE Yes
Feb CA Modem 249 Yes
Feb CA Modem 329 No

_Feb lL Modem 691 No
Feb IL Modem 915 No
Feb NY Modem F24 No
Feb NY Modem 255 Yes
Feb CA Modem 329 No

_Feb CA Modem 329 No
Feb lL Modem 935 No
Fab IL Modem 22? No
Feb NY Modern 553 No
Feb NY Modem 559 No _
Fsb CA Modem 323 No

5?9 Feb CA Modem 3'29 No .
I'L‘l! WHOM?! l.fl__ .._l _'_l A

Figure 23-7: The same list filtered by values in two columns.

You can filter a list by any number of columns. Excel applies a different color to the
drop-down arrows in the columns that have a filter applied.

Custom AutoFiltering
Usually, AutoFiltering involves selecting a single value for one or more columns. If
you choose the Custom option in a dropdown list, you gain a bit more flexibility in
filtering the list; Excel displays a dialog box like the one shown in Figure 23-8.

CustomAuluFillet
Showmmdm:
momma - - — ._._,

lbeglns wlth vi IE- Vl

 

does not equal
”:5 greater than
I5 greats: than or equal tois less than
is less than or e-uai to

does not beqlr. wlthends With
(1085 I'IUL EEK Wish

Figure 23-8: The Custom AutoFilter dialog box gives you
more filtering options.
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The Custom AutoFilter dialog box lets you filter in several ways:

+ Values above or below a specified value. For example, sales amounts greater
than 10,000.

+ Values within a range. For example, sales amounts greater than 10.000 AND
sales amounts less than 50,000.

+ Two discrete values. For example, state equal to New York OR state equal to
New Jersey.

+ Approximate matches. You can use the * and '? wildcards to filter in a number

of other ways. For example. to display only those customers whose last name
begins with .8. use 3*.

Custom AutoFiltering can be useful, but it definitely has limitations. For example. if
you want to filter the list to show only three values in a field (such as New York or
New Jersey or Connecticut), you can't do it by AutoFiltering. Such filtering tasks
require the advanced filtering feature. which I discuss later in this chapter.

Top 10 AutoFiltering

Sometimes you may want to use a filter on numerical fields to show only the high—
est or lowest values in the list. For example, if you have a list of employees, you
may want to identify the 12 employees with the longest tenure. You could use the

custom AutoFilter option, but then you must supply a cutoff date (which you may
not know). The solution is to use Top 10 AutoFiltering.

Top 10 AutoFiltering is a generic term; it doesn‘t limit you to the top 10 items. In
fact, it doesn't even limit you to the top items. When you choose the Top 10 option
from a drop—down list. you see dialog box that is shown in Figure 23-9.

{figE A Lil 0F It" Bi 

  
Figure 23-9: The Top 10 AutoFilter gives you more
AutoFilter options.

You can choose either Top or Bottom and specify any number. Suppose, for example.
that you want to see the 12 employees with the longest tenure. Choose Bottom and
12 to filter the list and show the 12 rows with the smallest values in the Date Hired

field. You also can choose Percent or Value in this dialog box. For example. you can
filter the list to show the Bottom 5 percent of the records.
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Charting filtered list data
You can create some interesting multipurpose charts that use data in a filtered list.

The technique is useful because only the visible data appears in the chart. When you
change the AutoFilter criteria, the chart updates itself to show only the visible cells.

A?"
Note For this technique to work, select the chart and make sure that the Plot Visible

Celis Only option is enabled on the Chart tab of the Options dialog box.

Figure 23-10 shows an example of a chart created with an unfiltered list. it shows
sales data for three months for each of [our sales regions.

 

 ‘3 AuloI—ilfered Charlixls

l I A E C D E F G H | 7'1 Region -Monlh;|fiiml 3.] “-North Jan I 45
Nnnh Feb l8?
Noflh Mar 199
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S o uf h F all 258
S o ut h M ar "155-—
We sf Jan

_Wesl FebWesl Mai
Eas: Jan
E a 51 F e b
E a $1 M ar

 

  

 

 

 

   
Jan Feb Mar Jan Feb Mar Jan Feb Mar Jan Feb Mar

   
 

  
North North Norlll South Scum South West West West Easl Edsl Easl _|

'31 v
II_1_¢ 1| >Ij\§_lj|ee_t:l_ .i' I ii I I'D
 

Figure 23-10: This chart was created from an unfiltered list.

Figure 23-11 shows the same chart. but the list was filtered to show only the North
sales region. You can apply other filters, and the chart updates automatically. This
technique lets a single chart show several different views of the data.

Advanced Filtering
In many cases. AutoFiltering does the job. But if you run up against its limitations,
you need to use advanced filtering. Advanced filtering is much more flexible than
Autof-‘iltering, but it takes a bit of Lip-front work to use it. Advanced filtering
provides you with the following capabilities:

+ You can specify more complex filtering criteria.

+ You can specify computed filtering criteria.

«0» You can extract a copy of the rows that meet the criteria to another location.
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Figure 23-1]: The chart from the previous figure, after filtering the list.

 

Setting up a criteria range
Before you can use the advanced filtering feature, you must set up a criteria range, a
designated range on a worksheet that conforms to certain requirements. The criteria
range holds the information that Excel uses to filter the list. It must conform to the
following specifications: '

+ It must consist of at least two rows, and the first row must contain some or all
field names from the list.

+ The other rows of the criteria range must consist of your filtering criteria.

Although you can put the criteria range anywhere in the worksheet, it's a good
idea not to put it in rows where you placed the list. Because Excel hides some of

these rows when filtering the list, you may find that your criteria range is no
longer visible after filtering. Therefore, you should generally place the criteria
range above or below the list.

Figure 23-12 shows a criteria range, located in A1132, above the list that it uses.

Only some field names appear in the criteria range. You don’t need to include, in
the criteria range, field names for fields that you don't use in the selection criteria.
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__ _'|_ _ _ lil'lnnlli SalesRep

____ Month SalesRep
_?_ IMarch WilsonE 'March WIISDn

9 February Fianks
_i_U March Wilson
_‘|_1_:Janu:ary Peterson
JZlMarch Sheldon
i_3 February Peterson
141 'Maich Jenkins

_15 February Sheldon
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_1?_ January Wilson
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is :February Sheldon
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TypeNew
New
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New
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Existing
New
New
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New
New
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I?5
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Figure 23-12: A criteria range for a list.
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1350
280
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EFS
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3?5
r320
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Bdl]
BPS
450

1358
£20

 
in this example, the criteria range has only one row of criteria. The fields in each row
of the criteria range (except for the header row) are joined with an AND operator.
Therefore, the filtered list shows rows in which the Month column equals January
AND the Type column equals New. In other words. the list displays only sales to new
customers made in January.

To perform the filtering, choose Data as FilterwAdvanced filter. Excel displays the
dialog box that is shown in Figure 2343. Specify the list range and the criteria range.
and make sure that you select the option labeled Filter the List in—place. Click on OK,
and Excel filters the list by the criteria that you specified.

ndvanced I'illm
Arum —-

"Bumfl,hfix¢
f" mmmhcbcetbn

Ustnmge;

mam range: IDataI$A$11ka2 a
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Figure 23-l3: The Advanced

lmssomz '2]

Filter dialog box.
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Multiple criteria

If you use more than one row in the criteria range. the criteria in each row are
joined with an OR operator. A criteria range can have any number of rows, each of
which is joined to the others with an OR operatori Figure 23-14 shows a Criteria
range (A1:D3) with two rows of criteria.

  

ii Sales-dbuls

__£. .l_. .5 | C ._._._
_ Monti: SalesRep Type TotalSale
_ January New

' >1DE|D

 

Salesflep Type UnitCost Quantity TutalSale
Wilson New ‘I?5 835
Wilson New MEI 420

February Franks Existing 225 225
__ March Wilson New I25 525
_ January Peterson EIIsiing 225 450

_ March Sheldon New HEI ZBEI
February Peterson Ernsting 225 1350
March Jenkins Exisling MD ZED
February Sheldon New 225 QDD
January W'rlsan New 140 SEE!

_ January Wilson New 125 33'5
_January Sheldon New 225 1350

__|'February Sheldon New WE W5
' _'January Robinson New 1le 420

_ February Sheldon New 125 250
_ March Sheldon New HI] B40

__ March Jenkins Existing 225 E?5
_ January Robinson New 225 450

March Sheldon New 225 1350
February Wilson New MD 420

_..______ . r... 131 m

Figure 23-14: This criteria range has two sets of criteria.

 JmmmmmmmmmmhanMMm—‘mm 
In this example, the filtered list shows rows in either of the following:

+ The Month field is January AND the Type field is New.

+ The Month field is February AND the Total Sale field is greater than 1000.

You cannot filter this way with AutoF‘iltering.

Types of criteria
The entries that you make in the criteria range can be either of the following:

+ Text or value criteria. The filtering involves comparisons to a value or string,
using operators such as equal (:), greater than (>), not equal to («:2»), and so on.

4} Computed criteria. The filtering involves a computation of some sort.
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Text or value criteria

Table 23,] lists the comparison operators that you can use with text or value criteria.

  

Table 23-1

Comparison Operators 

Operator Comparison Type  

/\\I(Vl|
Equal to

Greater than

Greater than or equal to

Less than

Less than or equal to

Not equal to 

Table 23-2 shows examples of criteria that use strings.

 

 

 

 

Table 23—2

Examples of String Criteria

Criteria Effect

>|( Text that begins with L through Z

<>C All text, except text that begins with C

="January" Text that matches January

Sm* Text that begins with Srn

s*s Text that begins with s and ends with 5

s?5 Three-letter text that begins with 5 and ends with s

. 4"
Note The text comparisons are not case sensitive. For example, si“ matches Simpson as

x well as sick.

Computed criteria
Using computed criteria can make filtering even more powerful. Computed criteria
filter the list based one or more calculations. Figure 23-15 shows a simple list that

consists of project numbers, start dates, end dates, and resources. Above the list,
in range A1:A2, is the criteria range. Notice, however. that this criteria range does

CiM Ex. 1062 Page 89



Attachment 2a

CiM Ex. 1062 Page 90

Attachment 2a

Chapter 23 + Working with Lists 527

not use a field header from the list —it uses a new field header. A computed criteria
essentially computes a new field for the list. Therefore. you must supply new field
names in the first row of the criteria range.

  

 

if’soiecl Tracking.x|s
 
 

 

  'ProjL augm-TRUE 
 

 
  

Project
Number Start Date End Date Resources

_ IRS-109 manner III-1313919? 3 .395
__ _ _;_AS-110 GENES? CHINE? 485

[AS—I 11 Donna? some? B?3
AS112 04:01 19? 051038? 3 ,1 Dad —
AS- I I3 Drif12r’9? Ufiffl'l B? 1.343
A84 I at D4101 {9? UEIEISB? 4 .335
ASvI 15 0510319? DSI‘I SB? l,l5i1

  
    
  

  
  

    
  

 

 
 

  

_1_2_AS-115 050119? earners? Inns
.1 ._et r names. .03 1e? 5 2:1
shawl PmiecLL'el/ fd__. . ii  

Figure 23-15: This list is to be filtered using
computed criteria.

Cell A2 contains the following formula:

=C5-BS+1>=30

This formula returns a logical value of either True or anse. The result of the formula
refers to cells in the first row of data in the list; it does not refer to the header row.

When you filter the list by this criterion, the list shows only rows in which the

project length (End Date—Start Date+1) is greater than or equal to 30 days. in other
words, Excel bases the comparison on a c0mputation.a;

Note You could accomplish the same effect, without using a computed criterion, by
adding a new column to the list that contains a formula to calculate the project
length. Using a computed criterion, however, eliminates the need to add a new
column.

To filter the list to show only the projects that use above average resources, you
could use the following computed criteria formula:

=D5>AVERAGE(D:D)

This filters the list to show only the rows in which the value of the Resources field
is greater than the average of the Resources field.

Keep in mind the following items when using computed criteria:

if Don‘t use afield name in the criteria range that appears in the list. Create a
new field name or just leave the cell blank.
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+ You can use any number of computed criteria and mix and match them with
noncomputed criteria.

+ Don't pay attention to the values returned by formulas in the criteria range.
These refer to the first row of the list.

'0 If your computed formula refers to a value outside the list, use an absolute
reference rather than a relative reference. For example, use $C$1 rather than C].

+ Create your computed criteria formulas using the first row of data in the list
(not the field names). Make these references relative. not absolute. For exam-
ple. use (35 rather than $C$5.

Other advanced filtering operations
The Advanced Filter dialog box gives you two other options:

+ Copy to Another Location

4? Unique Records Only

Both of these advanced filtering options are discussed below.

Copying qualifying rows
If you choose the Copy to Another Location option in the Advanced Filter dialog
box, Excel copies the qualifying rows to another location in the worksheet or a
different worksheet. You specify the location for the copied rows in the Copy to
edit box. Note that the list itself is not filtered when you use this option.

Displaying only unique rows
Choosing the option labeled Unique records only hides all duplicate rows that meet
the criteria that you specify. If you don't specify a criteria range. this option hides
all duplicate rows in the list.

Using Database Functions with Lists
It’s important to understand that Excel‘s worksheet functions don’t ignore hidden
cells. Therefore, if you have a SUM formula that calculates the total of the values in
a column of a list, the formula returns the same value when you filter the list.

To create formulas that return results based on filtering criteria. you need to use

Excel's database worksheet functions. For example, you can create a formula that
calculates the sum of values in a list that meets certain criteria. Set up a criteria

range as described previously. Then enter a formula such as the following:

=DSUM( Li stRange,FieldName.Cr‘i ter'ial
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In this case. ListRange refers to the list, FieldName refers to the field name cell of

the column that you are summing, and Criteria refers to the criteria range.

Excel's database functions are listed in Table 23—3.

  

Table 23—3

Excel’s Database Worksheet Functions 
Function

 

Description 
DAVERAGE

DCOUNT

DCOUNTA

DGEI’

DMAX

DMIN

DPRODUCT

DSTDEV

DSTDEVP

DSUM

DVAR

DVARP

Returns the average of selected database entries

Counts the cells containing numbers from a specified database and criteria

Counts nonblank cells from a specified database and criteria

Extracts from a database a single record that matches the specified criteria

Returns the maximum value from selected database entries

Returns the minimum value from selected database entries

Muitiplies the values in a particular field of records that match the criteria
in a database

Estimates the standard deviation based on a sample of selected database
entries

Calculates the standard deviation based on the entire population of
selected database entries

Adds the numbers in the field column of records in the database that
match the criteria

Estimates variance based on a sample from selected database entries

Calculates variance based on the entire population of selected database
entries
 

.' Cross- \

 

‘ germane \ Refer to Chapter 10 for general information about using worksheet functions.I—r'f-Ff

Sorting a List
In some cases, the order of the rows in your list doesn‘t matter. But in other cases,
you want the rows to appear in a specific order. For example, in a price list. you
may want the rows to appear in alphabetical order by product name. This makes
the products easier to locate in the list. Or, if you have a list of accounts receivable

information, you may want to sort the list so that the higher amounts appear at the
top of the list (in descending order).

529
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Rearranging the order of the rows in a list is called sorting. Excel is quite flexible
when it comes to sorting lists. and you can often accomplish this task with the click
of a mouse button.

Simple Sorting
To quickly sort a list in ascending order, move the cell pointer into the column that
you want to sort. Then click on the Sort Ascending button the Standard toolbar.
The Sort Descending button works the same way. but it sorts the list in descending
order. In both cases, Excel determines the extent of your list and sorts all the rows
in the list.

When you sort a filtered list. Excel sorts only the visible rows. When you remove
the filtering from the list. the list is no longer sorted.

Be careful if you sort a list that contains formulas. If the formulas refer to cells in
the list that are in the same row. you don’t have any problems. But if the formulas
refer to cells in other rows in the list or to cells outside the list, the formulas will

not be correct after you sort the list. If formulas in your list refer to cells outside the
list. make sure that the formulas use an absolute cell reference.

More Complex Sorting
Sometimes. you may want to sort by two or more columns. This is relevant to break
ties. A tie occurs when rows with duplicate data remain unsorted. Figure 23-16

shows an example of an unsorted list. If you sort this list by Month. Excel places the
rows for each month together. But you may also want to show the Sales Reps in
ascending order within each month. In this case. you would need to sort by two
columns (Month and Sales Rep). Figure 23-]? shows the list after sorting by these
two columns.

You can use the Sort Ascending and Sort Descending buttons to do this—but you
need to do two sorts. First. sort by the Sales Reps column, and then sort by the

Month column. As I explain in the next section. Excel provides a way to accomplish
multicolumn sorting with a single command.
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data that meets certain criteria. In other words, you want to query the database and

load into your worksheet a subset of the external database that meets the criteria.
Excel makes this type of operation relatively easy.

/
Note

' \c

r Creas-

To perform queries using external databases, Microsoft Query must be installed on
your system. if Query is not installed, you will be prompted to install it when you
select the DatacDGet External Data c:- Create New Query command. You must

rerun the Excel (or Microsoft Office) setup program and install Query.

In previous versions of Excel, using Microsoft Query required that you load an add-
in. That is no longer necessary, starting with Excel 97, although the add-in is still
included for compatibility purposes.

To work with an external database file from Excel, use the Query application that is

included with Excel. The general procedure is as follows:

IBWNi—I
. Activate a worksheet.

. Choose Data rii- Get External Data C: New Database Query. This starts Query.

. Specify whether you want to use Query directly or use Query Wizard.

. Specify the database that you want to use and then create a query—a list of
criteria that specifies which records you want.

. Specify how you want the data returned that passes your query—either to a
worksheet or as a pivot table.

You can choose to save the query in a file so that you can reuse it later. This means

that modifying the query or refi'eshr'ng it (updating it with any changed values) is a
simple matter. This is particularly useful when the data resides in a shared database
that is continually being updated.
1

Reference The next chapter discusses pivot tables. You can create a pivot table using data in
an external file, and use Query to retrieve data.

Using Query: An Example
The best way to become familiar with Query is to walk through an example.

"\~..~_

The Database File

The file that is used in this example is named Budgetdbf.
0n the " '-
cn- ‘x . .

II? g If you want to try this example, you can find It on this book’s CD-ROM.

This database file is a dBASE lV database with a single table that consists of 15,8th
records. This file contains the following fields:
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+ Sort: A numeric field that holds record sequence numbers.

+ Division: A text field that specifies the company division (Asia, Europe,
N. America, Pacific Rim, or S. America).

+ Department: A text field that specifies the department within the division. Each

division is organized into the following departments: Accounting, Advertising,
Data Processing, Human Resources, Operations, Public Relations, R&D, Sales,
Security, Shipping. and Training.

+ Category: A text field that specifies the budget category. The four categories
are Compensation, Equipment, Facility, and Supplies 8: Services.

+ Item: A text field that specifies the budget item. Each budget category has
different budget items. For example, the Compensation category includes the
following items: Benefits, Bonuses. Commissions, Conferences, Entertainment.

Payroll Taxes, Salaries, and Training.

+ Month: A text field that specifies the month (abbreviated as Jan, Feb, and
so on).

+ Budget: A numeric field that stores the budgeted amount.

4» Actual: A numeric field that stores the actual amount spent.

+ Variance: A numeric field that stores the difference between the Budget and
Actual fields.

The Task

The obiective of this exercise is to develop a report that shows the first quarter
(January through March) actual compensation expenditures of the training depart-
ment in the North American division. In other words, the query will extract records
for which the following applies:

+ The Division is N. America

+ The Department is Training

+ The Category is Compensation

+ The Month is Jan, Feb, or Mar

Using Query to Get the Data
You could import the entire dBASE file into a worksheet and then choose Data ti?-

Filter EI-‘AutoFilter to filter the data as required. This approach would work, because

the file has fewer than 65,535 records, which isn't always the case. Using Query,
however, you import only the data that's required.
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 Some -Da.tabase- Terminology

People who spend their days working with databases seem to have their own special lan-
guage. The following terms can help you hold your own among a group of database
experts:

External database: A collection of data that is stored in one or more files (not Excel

files). Each file of a database holds a single table, and tables are comprised of records
and fields.

Field: In a database table, an element of a record that corresponds to a column.

ODBC: An acronym for Open DataBase Connectivity, a standard developed by
Microsoft that uses drivers to access database files in different formats. Microsoft

Query comes with drivers for Access, dBASE, FoxPro, Paradox, SQL Server, Excel
workbooks, and RSCII text files. ODBC drivers for other databases are available

from Microsoft and third-party providers.

Query: To search a database for records that meet specific criteria. This term is also
used as a noun: you can write a query, for example.

Record: In a database table, a single element that corresponds to a row.

Refresh: To rerun a query to get the latest data. This is applicable when the database
contains information that is subject to change, as in a multiuser environment.

Relational database: A database that is stored in more than one table or file. At least

one common field (sometimes called the key field) connects the tables.

Result set: The data that is returned by a query, usually a subset of the original

database. Query returns the result set to your Excel workbook or to a pivot table.

SQL: An acronym for Structured Query Language (usually pronounced sequel). Query
uses SQL to query data that is stored in ODBC databases.

Table: A record- and field~oriented collection of data. A database consists of one or
more tables.

Starting query
Begin with an empty worksheet. Select DataED Get External Data Ii: New Database
Query: this action launches and activates Microsoft Query, a separate application.
Excel continues to run, and you can switch back and iorth between Query and
Excel, as needed.

Selecting a data source
When Query starts, it displays the Choose Data Source dialog box. shown in Figure
24-]. This dialog box contains three tabs:
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4? Databases: Lists the data sources that are known to Query—this tab may be
empty, depending on which data sources are defined on your system.

+ Queries: Contains a list of stored queries. Again, this may or may not be empty.

+ OLAP Cubes: Lists OLAP databases (see sidebar) that are available for Query.

 

 

 

 

Choose Data Source

 
_ H E-.-'-.- L" Sat-ii ‘.--I'--'.m.'.-':

- dBASE Flies [not sharable]
Excel File: [not sharable]

_ FoaPro Files Inol sharabla]
- MS Access 9? Database [not amiable]
In Text Files [not sharable]

  
   

 

 
  

 El FHehflmWweMm-fiu

Figure 24—1: The Choose Data Source dialog box.

OLAP Databases

OLAP is an acronym for online analytical processing; OLAP presents a new way to organize
large databases to suit the way that you analyze and manage information. In an OLAP
database, data is organized by level of detail. In a business database, for example, you
might want to track sales around the world for the products of a particular company. In an
OLAP organization of this information, you would need to consider where and when each
product was sold, as Well as which product was sold. Each of these aspects of the OLAP
database is called a dimension, and each dimension is comprised of several fields that can
be organized hierarchically, by level of detail. You might call the "where" dimension the
Location dimension, and it might contain, for example, fields for country, region, and city.
The Time dimension, containing information about when the product was sold, might con-
tain fields for month, date, day, and year.

Dimensions in an OLAP database combine to provide information about the intersecting
points; because you can combine several dimensions, OLAP databases are called cubes.

You can connect Excel to an OLAP data source created with either the Microsoft 055

(Decision Support Services) Analysis server or other third-party OLAP products that provide
data source drivers that are compatible with OLD-DB for OLAP. You connect to an OLAP

cube the same way that you connect to other external data sources. Excel can display data
that you retrieve from an OLAP cube as either a PivotTable or a PivotChart. You cannot dis-

play OLAP data as an external data range of the type discussed in this chapter.
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Normally, you run Query from Excel. But because Query is a standalone application, you
also can run it directly. The executable file is named msqry32.exe and its location can vary
(use the Windows Find File feature to locate this program on your system).

If you run Query by itself, you can’t return the data to Excel automatically. You can, however,
use the Clipboard to copy data from the data pane to any application that you want (includ-
ing Excel).

Using Multiple Database Tables
The example in this chapter uses only one database table. Some databases, how—
ever, use multiple tables. These databases are known as relational! databases,
because a common field links the tables. Query lets you use any number of tables

in your queries. To see an example of a relational database, load the sample data—
base (called Northwind Traders) that's provided with Microsoft Query. This partic—
ular database has six tables.

Adding and Editing Records
in External Database Tables

To add, delete. and edit data when you are using Query. make sure that a check

appears next to the Records L.“ Allow Editing command. Of course, you can't edit a
database file that‘s set up as read—only. In any case. you need to be careful with this
feature, because your changes are saved to disk as soon as you move the cell pointer
out of the record that you‘re editing (you do not need to choose File IEii-Save).

Formatting Data
If you don‘t like the data‘s appearance in the data pane, you can change the font
used. by selecting Format ct” Font. Be aware that selective formatting isn‘t allowed
(unlike in Excel): changing the font affects all the data in the data pane.

Sorting Data
if you need to view the data in the data pane in a different order, choose Recordst:
Sort (or click the Sort Ascending or Sort Descending toolbar icon).
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Setting up the problem is the difficult part. For example, you must enter 2? con—
straints. When you have specified all the necessary information. click the Solve

button to put Solver to work. This process takes a while {Solver‘s speed depends
on the speed of your computer and the amount of memory installed on your com-
puter), but eventually Solver displays the solution that is shown in Figure 27-13.

 

fl Shipping Costs Ploblenmls
 
  

Number No.10 ship from... No. to he
Store Needed LA. 81. Louis Boston ShippedDenver 150 150 I] D 150

Houston 225 U 225 G 225
Atlanta 100 0 1CD El 100

Miami 250 El 25 225 250
Seattle 12D 120 U I] I21]
Detroit 150 El 0 150 ISCI

Total 995 27"D BSD 33"5 995

  
 

E
m

[a
In
[E]
In

 
 

Starling Inventory: 4043 350 EDD
No. Remaining: III B 125
 

    Shippinqusls MEMO $15,008 3524,35 $55,515 Total  
  

LLMEEUEEH .L‘l. _ _ .

Figure 2143: The solution that was created by Solver.

The total shipping cost is $55,515. and all the constraints are met. Notice that ship-
ments to Miami come from both St. Louis and Boston.

Scheduling Staff
This example deals with staff scheduling. Such problems usually involve determining
the minimum number of people that satisfy staffing needs on certain days or times of
the day. The constraints typically involve such details as the number of consecutive
days or hours that a person can work.

Figure 27—14 shows a worksheet that is set up to analyze a simple staffing problem.
The question is, "What is the minimum number of employees required to meet daily
staffing needs?" At this company. each person works five consecutive days. As a
result, employees begin their five-day workweek on different days of the week.
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‘3 Solver Staff Scheduling Modelxls HEB 

    
 

ND. Whn Stan
Staff Staff Work On this Excess

Da Needed Scheduled 03 Staff

Tmal stall needed:    
 Pl" ' | {fishes-1.1 r l .‘ l

Figure 27-14: This staffing model determines the minimum
number of staff members required to meet daily staffing needs.

 

The key to this problem, as with most Solver problems, is figuring out how to set up
the worksheet. This example makes it clear that setting up your worksheet properly
is critical to Solver. This worksheet is laid out as follows:

+ Day: Column B consists of plain text for the days of the week.

+ Staff Needed: The values in column C represent the number of employees
needed on each day of the week. As you see, staffing needs vary quite a bit
by the clay of the week.

+ Staff Scheduled: Column D holds formulas that use the values in column E.

Each formula adds the number of people who start an that day to the number
of people who started on the preceding four days. Because the week wraps
around. you can't use a single formula and copy it. Consequently, each formula
in column B is different:

 
 

 

 

03: =E3 E9 E8+E7--EE
D4: =E4 E3 E9+E8 E?
US; =L5"E4uEIG+E9+E8
DB: =L6 E5 E4+E10+E9
D?: =E?"E6"E5+E4"EiU
D8: =E8 E} E6+E5 E4
D9: =E9 E8 E7+E6nE5

    

+ Adjustable cells: Column E holds the adjustable cells —the numbers to be
determined by Solver. These cells are initialized with a value of 25, to give
Solver a starting value. Generally, you should initialize the changing cells to
values that are as close as possible to the anticipated an5wer.
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+ Excess Staff: Column F contains formulas that subtract the number of staff

members needed from the number of staff members scheduled. to deter—

mine excess staff. Cell F3 contains =D3 — C3, which was copied to the six
cells below it.

+ Total staff needed: Cell E11 contains a formula that sums the number of

people who start on each day. The formula is =SUM( E3:E9). This is the value
that Solver minimizes.

This problem. of course, has constraints. The number of people scheduled each

day must be greater than or equal to the number of people required. If each value
in column F is greater than or equal to i], the constraints are satisfied.

After the worksheet is set up, select Tooler Solver and specify that you want to mini-

mize cell E11 by changing cells E32E9. Next. click the Add button to begin adding the
following constraints:

F3>=U
F4>=O
F5>=O
F6>=O
F7>=O
F8>=0
F9>=0

Click Solve to start the process. The solution that Solver finds, shown in Figure 27-15,
indicates that a staff of 188 meets the staffing needs and that no excess staffing exists
on any day.

  

Nu.Uth Stan
Staff Slat! Work On this Excess

Needed Scheduled Da
BI]
I43!
I45
150
180
190

 

 

  
..|'. >| ..[\9heei1/—‘——l.|

Figure 27-15: This solution offered by Solver isn't quite right—
you have to add more constraints.
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Using and
Creating
Templates
 

This chapter covers one of the most potentialty useful
features in Excel—template files. Templates can be used

for a variety of purposes, ranging from custom “fill-imme—
blanks" workbooks to a way to change Excel’s defaults for new
workbooks or new worksheets.

An Overview of Templates
A template is essentially a model that serves as the basis for
something else. An Excel template is a workbook that's used to

create other workbooks. If you understand this concept, you
may save yourself a lot of work. For example, you may always
use a particular header on your printouts. Consequently, every
time that you print a worksheet, you need to select Fiieco Page
Setup to add your page header. The solution is to create a new

workbook by modifying the template that Excel uses. In this
case, you modify the template file by inserting your header

into the template. Save the template file, and then every new
workbook that you create has your customized page header.

Excel supports three types of templates:

+ The default workbook template: Used as the basis for
new workbooks.

+ The default worksheet template: Used as the basis for
new worksheets that are inserted into a workbook.

+ Custom workbook templates: Usually, ready—to-run
workbooks that include formulas. Typically, these
templates are set up so that a user can simply plug in
values and get immediate results. The Spreadsheet

Solutions templates (included with Excel) are examples
of this type of template.

“ital
.4 )“J.;_p

+ + + +

In This Chapter

An Overview of

Templates

The Default

Worksheet Template

Custom Workbook

Templates

Creating Custom
Templates

Ideas for Creating
Templates

+ + + +
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Each template type is discussed in the following sections.

The Default Workbook Template
Every new workbook that you create starts out with some default settings. For
example. the workbook’s worksheets have gridlines, text appears in Arial IO-point
font, values that are entered display in the General number format. and so on. If

you‘re not happy with any of the default workbook settings, you can change them.

Changing the Workbook Defaults
Making changes to Excel’s default workbook is fairly easy to do, and it can save you
lots of time in the long run. Take the following steps to change Excel's workbook
defaults:

I. Start with a new workbook.

2. Add or delete sheets to give the workbook the number of worksheets that you
want.

3. Make any other changes that you want to make. which can include column
widths, named styles. page setup options, and many of the settings that are
available in the Options dialog box.

Tip To change the default formatting for cells, choose Formats-Style, and then modify
._ the settings for the Normal style. For example, you can change the default font,
-“ size, or number format. Refer to "Using Named Styles” in Chapter 1] for details.

. When your workbook is set up to your liking, select File L’.-- Save As.

. in the Save As dialog box, select Template (Milt) from the Save as type box.

. Enter bookxlt for the filename.45591.n-
. Save the file in your \XLStart folder. This folder is probably located within

your c:\Program Files\Mlcrosoft Office\0ffice folder.

You can also save your book.xlt template file in the folder that is specified as
an alternate startup folder. You specify an alternate startup folder in the
General tab of the Options dialog box.

8. Close the file.

After you perform the preceding steps, the new default workbook is based on the
bookadt workbook template. You can create a workbook based on your template by

using any of the following methods:

+ Click the New button on the Standard toolbar

+ Press Ctrl+N

+ Choose File '13- New and then select the Workbook icon in the General tab of

the New dialog box (see Figure 344)
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Bowel | Spreadsheet Solutions

23
Workbook

 
 

Figure 34-]: After you create a book.xlt template, clicking the Workbook
icon creates a new workbook that is based on your template.

Note Normally, the Xlstart folder does not contain a file named book.xlt. If a file with this

\ name is not present, Excel creates new workbooks using built—in default settings.

Editing the book.xlt Template
After you create your bookxlt template, you may discover that you need to change
it. You can open the bookxlt template file and edit it just like any other workbook.
After you finish with your edits, save the workbook and close it.

Resetting the Default Workbook
lf you create a bookxlt file and then decide that you would rather use the standard
default workbook settings, simply delete the bookxlt template file from the Xlstart
folder. Excel then resorts to its built-in default settings for new workbooks.

The Default Worksheet Template
When you insert a new worksheet into a workbook. Excel uses its built-in worksheet

defaults for the worksheet. This includes items such as column width, row height,
and so on.

I

Nola Versions of Excel prior to Excel 97 also use other sheet templates (dialog.xlt and
\ macro.xlt). These templates are not used in Excel 97 or later versions.
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If you don‘t like the. default settings for a new worksheet, you can change them by
using the following procedure:

I. Start with a new workbook, deleting all the sheets except one.

2. Make any changes that you want to make. which can include column widths.

named styles. page setup options. and many of the settings that are available
in the Options dialog box.

When your workbook is set up to your liking, select File ::.-- Save As.

. In the Save As dialog box. select Template (*.xlt) from the Save as type box.

Enter sheetxlt for the filename.acne-9»:
. Save the file in your \XLStari folder. This folder is probably located within
your c:\Program Files\Microsoft Office\0ffice folder.

You can also save your book.xlt template file in the folder that is specified as
an alternate startup folder. You specify an alternate startup folder in the
General tab of the Options dialog box.

7. Close the file.

After performing this procedure, all new sheets that you insert with the Insert FIS-
Worksheet command are formatted like your sheet.xlt template.

When you right-click a sheet tab and choose Insert from the shortcut menu. Excel

displays its Insert dialog box (which looks just like the New dialog box). If you've
created a template named sheetxlt, you can select it by clicking the icon labeled
Worksheet.

Editing the sheetxlt Template
After you create your sheet.xlt template. you may discover that you need to change
it. You can open the sheet.xlt template file and edit it just like any other workbook.
After you make your changes. save the file and close it.

Resetting the Default New Worksheet
If you create a sheetxlt template and then decide that you would rather use the
standard default new worksheet settings. simply delete the sheetxlt template file
from the Xlstart folder. Excel then resorts to its built—in default settings for new
worksheets.

Custom Workbook Templates
The bookxlt and sheetxlt templates discussed in the previous section are two

special types of temptates that determine default settings for new workbooks and
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new worksheets. This section discusses other types of templates. referred to as
workbook templates, which are simply workbooks that are set up to be used as the
basis for new workbooks.

Why use a workbook template? The simple answer is that it saves you from
repeating work. Assume that you create a monthly sales report that consists of
your company‘s sales by region, plus several summary calculations and charts. You

can create a template file that consists of everything except the input values. Then.
when it‘s time to create your report. you can open a Workbook based on the
template. fill in the blanks, and you‘re finished.

You could, of course, just use the previous month's workbook and save it with a

different name. This is prone to errors. however. because you easily can forget to
use the Save As command and accidentally overwrite the previous month‘s file.

How Templates Work
When you create a workbook that is based on a template. Excel creates a copy of
the template in memory so that the original template remains intact. The default

workbook name is the template name with a number appended. For example, if you
create a new workbook based on a template named Sales Report.xlt, the

workbook‘s default name is Sales Report1.xls. The first time that you save a
workbook that is created from a template, Excel displays its Save As dialog box, so
that you can give the template a new name if you want to.

Templates That Are Included with Excel
Excel ships with three workbook templates (called Spreadsheet Solutions
templates), which were developed by Village Software. When you select Filed? New,
you can select one of these templates from the New dialog box. Click the tab

labeled Spreadsheet Solutions to choose one of the following templates upon which
to base your new workbook (see Figure 34-2).

EXCEL “ These templates are included with Excel 2000.2000

+ Expense Statement: Helps you to create expense report forms and a log to
track them

+ Invoice: Helps you to create invoices

+ Purchase Order: Helps you to create purchase orders to send to vendors4a

:NMB A fourth template, named Village Softwarearlt, describes additional templates that
._\ you can obtain from Village Software.

TIP You can also download some additional templates from Microsoft’s Web site:
http: waw.micr‘osofttom/excel.
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General wraadsheet scum-s !

til til e1 e7]
Expense INVOICEXU Purchase Village

Stamper-“Lark Order.xlt Softwarexlt

  
 

Figure 34-2: You can create a new workbook based on one of the
Spreadsheet Solutions templates.

Creating Custom Templates
This section describes how to create workbook templates, which is really quite

simple.

A custom template is essentially a normal workbook, and it can use any of Excel’s
features, such as charts, formulas, and macros. Usually, a template is set up so that
the user can enter values and get immediate results. In other words, most

templates include everything but the data—which is entered by the user.

If the template is going to be used by novices, you may consider locking all the cells
except the input cells (use the Protection panel of the Format Cells dialog box for
this). Then. protect the worksheet by choosing Tools IJT- Protection Ii- Protect Sheet.

To save the workbook as a template, choose File r1" Save As and select Template

(*.xlt) from the drop—down list labeled Save as type. Save the template in your
Microsoft Office\Templates folder (or a folder within that Templates folder).

Before you save the template, you may want to specify that the file be saved with a
preview image. Select P‘ileli- Properties. and check the box that is labeled Save
Preview Picture. That way, the New dialog box displays the preview when the

template’s icon is selected.
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Template files can be stored anywhere. When you open a template file (by selecting File rs
New), you don’t actually open the template. Rather, Excel creates a new workbook that's
based on the template that you specify. However, your templates are easier to access if you
store them in one of the following locations:

+ Your \XLStart folder: This is probably located within c:\Program Fileszicrosoft
Office\0ffice. If you create a default workbook template (book.xlt) or a default
worksheet template (sheetxlt), you store these templates in this folder.

+ Your \Templates folder: This is probably located within your c:\Program

Files\Microsoft Office\0ffice folder. Custom templates that are stored here appear in
the New dialog box.

it A folder located in your \Templates folder: If you create a new folder within this
folder, its name appears as a tab in the New dialog box. Clicking the tab displays the
templates that are stored in that folder. The accompanying figure shows how the
New dialog box looks when a new folder (named John's Templates) is in the
Templates folder.

If you've specified an alternate startup folder (using the General panel of the Options dialog
box), templates that are stored in that location also appear in the New dialog box.

General | Spreadsheet Solutlons John's Tempretes I

  
  1‘: Amount Trader.HLT 14KB MS Excel iemplate DB!
{in-09ml 21KB MS Excel Template oar 7mm" _""""
{Isms Expense Report.xlt 21KB MS Excel iemplate DB! Ii

l

l
i

l

   
If you later discover that you want to modify the template, choose File L3 Open to
open and edit the template (don't use the File ED New command, which creates a
workbook that is based on the template).
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Ideas for Creating Templates
This section provides a few ideas that may spark your imagination for creating
templates. A partial list of the settings that you can adjust and use in your custom
templates is as follows:

+ Multiple formatted worksheets: You can, for example, create a workbook
template that has two worksheets: one formatted to print in landscape mode
and one formatted to print in portrait mode.

+ Workbook properties: You can set one or more workbook properties. For
example. Excel doesn‘t store a preview picture of your workbook. Select File Eb
Properties and then change the Save Preview Picture option in the Summary
panel.

it Several settings in the View panel of the Options dialog box: For example,
you may not like to see sheet tabs, so you can turn off this setting.

+ Color palette: Use the Color panel oi the Options dialog box to create a
custom color palette for a workbook

+ Style: The best approach is to choose Format E1" Style and modify the
attributes of the Normal style. For example, you can change the loot or size,
the alignment. and so on.

4» Custom number formats: If you create number formats that you use
frequently, these can be stored in a template.

«t Column widths and row heights: You may prefer that columns be wider or
narrower, or you may want the rows to be taller.

+ Print settings: Change these settings in the Page Setup dialog box. You can
adjust the page orientation, paper size, margins, header and footer, and
several other attributes.

+ Sheet settings: These are options in the Options dialog box. They include
gricllines, automatic page break display, and row and column headers.

Summary
This chapter introduces the concept of templates. Excel supports three template
types: a default workbook template, a default worksheet template, and custom
workbook templates. This chapter describes how to create such templates and
where to store them. it also discusses the Template Wizard, a tool that helps you to

create templates that can store data in a central database.

4» + +
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