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to a Thanks for the Microsoft E.xcel 2000 Bible --- your cc,rnplt,te 
powerful and easy-to-use spre,HH.tu~et pn,KHJct 

l think that Excel 2000 is the best. program on the market rne ---
l 've used them Excel has been arountl in various incarnati.ons for almost a 
decade, and each release the a bit 
farther-in some cases. a Jot further. My in this book is to share with 
you some of what i know about Excel, and in the process make you more efficient 
on the job. 

The book contains '·"""'"'"H,in,, that you need to kn.ow to learn the basics of Excel 
and then move on to more topics at your own pace. You find rnany useful 
exan1pJles as well as some of the and sHck that J've accumulated 
over the years. 

This Book for You? 
The Bible series from lDG Rooks Worldwide is for intermediate, 
and advanced users, This book covers ali the essential {:Omponents of Excel and 
provides dear and that you can to your own needs. 

E~cel can be used at many levels-- from the 
balance here, on the 

10,now1n14 answers this 

to the ex1t:ren1t~1vcorm,1ex. I've 
that are most useful to most 

ls tor you: 

If you're new to the world of welcome to the fold. This book has 
""·'"'r'ut1~1n,o that you need to get started with Excel and then advance to other topics 
as the need arises. 

Ye.s - If you have used previous versions of Excel 

If used Excel 97, going to feel at home with Excel 2000. if 
sk11,1>in1g a few and moving up from Excel 5 or Excel 95, you have lots to 
learn, because has made many past few years, in 
any case, this book can get you up to 
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Ye-s- lf you have used Excel for the Macintosh 

simUar to the Windows versions .. U 
moving over frorn the Mac find some information 
as well as details to make your transition as smooth as possibh~. 

Yes- U' you have used DOS versions of l-2-3 or Quattro Pro 

If you're a text-based spre;:1{1:smeet such as 1-2-3 or Corers Pro 
In favor of a more modern product, this book can serve you well. You 
have a head start, because you know what are an about, and 

discover some great new ways of things. 

Yes-If you have used "Windows versions of 1-2-3 or Quattro Pro 

If you've tried the other versions and are convinced that Excei is the to go, 
this book quickly teaches you what Excel is aU about and it has a great 
reputation. Because already familiar with Windows and spre,adsheets, you 
can breeze through many In1:rodl!Ctorv 

Software Versions 
This book is written for Excel 2000 (also known as Excel but much of the 
information also to Excel 97, E,,'l.:cei and Excel If you use any version of 
Excel prior to Version 5. be aware that the earlier versions are different 
from the current version. 

Conventions Used in This Book 
Take a minute t() scan thls section to !earn some of the ty1pogr,:1phi<:al convent.ions 
that are us,:d in this book 

Named Ranges and Your Input 
Jnput that type from the appears in boht Named ranges may appear 
in cod€ Lengthy appears on a separate line. For in.stance. I n1ay 
instruct you to enter a formula such as the tn11n,.MirHJ· 

="Part Name: • &VLOOkUP(PartNumber,PJr t,2) 

----------------------------------···-·----·---~---
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Key Names 
Narr1es of the !r,c,vh,n~,.-rl appear in normal 
be n"'""'"'"".-1 siinuJtiHH::rn.1sly, a.re connected with a 
Alt+E to seiect the 

When two 
like this: 

to them i.n the book: 

Alt down arrow :\Ium Lock arrow 

Lock 

Ctrl 

Delett, 

Functions 

End 

Home 

fnsert 

left arrow 

Pause Scroll Lock 

PgDn Shift 

PgUp Tab 

Print Screen up arrow 

Excel's buHt-in worksheet functions appear in uppercase, like this: Enter a SUM 
formula in cell C:W. 

Mouse Conventions 
I assume that a mouse or somt! other pointing devlce. You come across 
some of the following mouse-related tenns: 

+ Mou.se pointer: The small graphic. figure that moves onscreen wheri you 
move your mouse. The mouse pointer is an arrow, but It chan1s?es 

when you move to certain areas of the screen or when 
n<>,rtr·,rrrnr1<1 certain actions. 

+ Point: Move the mouse so t.hat the mouse pointer is on a speciitic item. For 
CXiam1ph~, ''Point to the Save button on the·toolbar." 

+ Pre:SS: Press It pr,esi,ec:L NonnaUy, this is 
used when dr,asH;{ini;;. 

• Click: Press the left roouse button once and .release it im1n(c:diatt~ly, 

+ Right-click: Press the button once and release 1t ImrrH~diat,~ly 
The button is used in Excel to pop up sho.rt.cut menus that are 
~nnr,,n,ri,~t" for whatever is selected. 

+ I>ouble--cU.ck: Press the left-rnouse button twice in rapid sm::cesslon, If your 
cto,ul:}1e-clic}(ing doesn't seem to be you can the double--click 

the Windows Control icon. 

·+-Drag: Press the left-mouse butlon and keep it while you move the 
mouse. is often used to seJect a range ot cells or to the size 
of an '"'"l''"""·'· 
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What the Icons Mean 
Ttiro•ull'h(mt the book, you see soecial '"' ..... ,,....,,~;,~ svff1l:)ols. or icons, in the left m,:1r~rin. 
These call your attention to that are important or relevant to 
suecJ.tlc group of readers. The icons in this are as follows: 

This denotes features that are new to Excel 2000. 

This icon signals the fad that ,:;:n,;rn.,,th,ina is important or worth This may 
alert you to a that you to master the task at or it may denote 
something that to m.ateriat 

This icon marks a more efficient way of something that may not be obvious. 

This indicates that the material uses an ex,1m1ole file located on this book's com­
panion CD-ROM. 

I use this symbol when there is a possibility that the ooera1tic,n I'm describing 
could cause problems if not careful. 

This icon indicates that a related is discussed elsewhere in this book 

How This Book Is Organized 
Notice that the book is divided into six main parts, followed four ap1p,:!nclix,es. 

Part I: Getting Started - This part consists of three that provide 
background about Excet 2 describes the new features in Excel 2000, 
Chapter 3 is a hands-on lour of Excel, which new users an onmcirtunitv 
to get the.ir feet wet immtcdiatt~Jy 

Part II: Introductory Concepts-The chapte!"B in Part H cover the basic concepts 
with which all Excel users should be farnililar. 

Part III: Advanced Features-This part consists of six d1apte1rs diea.itn,g with 
topics that are sometimes considered advanced. and intermediate 
users may find this information useful, as welL 

Part IV: Analyzing Data-The broad of data is the focus of the 
chapteirs in Part IV. Users of all levels will find some of these chapters of interest. 
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part consists of thn~t! cl:11arite:rs 
chapte1·s deal with Excel with other ap1pt1crati«Jn&., audlltiag 

ex1pk:1rir1g the slde of L"cel 

Part VI: Customlzing Excel-Part VI is for those who want to customize Excel for 
their own use or who a.re workbooks Of' add-Ins that are to be used 
others. It's a good .introduction to Basic for Ap1pIJica.Uo1ns 

Appendixes.-The appt::rn1i;ll:,es consist of supr>len1,enta! and reference material that 
may be useful to you. 

How to Use This Book 
This book is not int.ended to be read cover to cover. Rather, ifs a reference book 
that you can consult when: 

+ You're stuck while trying to do something. 

• You need to do something that you've never done before. 

+ You have some time on your hands, and you're interested in learning 
something new. 

The index is quite comprehensive, and each chapter typically focuses on a single 
broad topic. lf starting out with Excel, I recornmend that read the 
first three ,l basic understanding of the product, then do some 
exnE~r:i,TH'!il! ,ng on your own. After become familiar with Excers environment, 
you can refer to the that interest you the most. Some users, however, may 

to follow the chapters in order. Part U is designed with these users in rnind. 

Don't be if sonie of the material is over your head, Most users get 
fine using a small subset of Excel's total In fact, the rule 

applJles here: 80 percent of Excel users use 20 percent of its features. However, 
20 percent o.t E'!:<:el's features still you lots of power at your 

About the CD-ROM 

this is true for rnany other oeor,J,ae. i:c,ns,ec1rn~nt:1y, 
ex,:i.mpl<::s in this book. These ,e.,.,:1.u1µ1s::: 

Appendix D describes the inaterial on the CD-ROM. 
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Power Utility Pak Coupon 
·rowa:rd the back of the book, find a coupon that you can :redeem for a copy 
of Power Pak software-a coHection of useful Excel utilities and new 
W()rksh•eet functions .. This product but rm it 
available to readers of this book for and ha.ndlin~. 
ctevel.ooed this using VEA :source mes 
are aJso available for who want to learn 

I think that the Power 
Excel, and l urge you to 

extrem<~ly useful in your lia·v-t,r'rf1,avwork with 
adva.11ta11e of this offer. 

Contacting the Author 
rm to hear from readers of my book.."> .. 'fhe best way to contact me is 

follnv'fin2 Inten1.et address: 

j ohn@j we ·1 :<. com 

l get lots of e-mail, so I can't promise a personal 

sit 18The Spreadsheet Page'' 
even more information on :Excel, be sure t.o check out "'The .Sure.cid:;hi~et 

on the World Wide Web. The URL ls: 

http://www. -walk.com/ss/ 
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A Bit of 
Background 

Every book has to start somewhere. This chapter starts 
from square one by introducing you to the concept of a 

spreadsheet. Also included is a lot of interesting background 
information about Excel and Windows. 

What Is Excel? 
Excel is a software product that falls into the general 
category of spreadsheets. Excel is one of several spreadsheet 
products that you can run on your PC. Others include 1-2<3 
and Quattro Pro. 

A spreadsheet (including Excel) is a highly interactive 
computer program that consists of a collection of rows and 
columns displayed onscreen in a scrollable window. The 
intersection of each row and column is called a cell, which 
can hold a number. a text string, or a formula that performs 
a calculation by using one or more other cells. Copying and 
moving cells and modifying formulas is easy with a 
spreadsheet. 

A spreadsheet can be saved in a file for later use or discarded 
after it has served its intended purpose. The cells in a 
spreadsheet can be formatted in various ways and printed for 
hard-copy reference. In addition, groups of numerical cells can 
be used to generate charts and maps. 

The most significant advantage of an electronic spreadsheet is 
that the formulas recalculate their results if you change any of 
the cells that they use. As a result, after you set up your 
spreadsheet by defining formulas, you can use this "model" to 
explore different possibilities, with very little additional effort. 
E,xcel is currently the best-selling Windows spreadsheet-and 
I hope to explain why in this book. 
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The Evolution of Excel 
E.,'!cel 2000 is actually E.,xcel 9 in disguise. 

A bit of rational thinking might lead you to think that this is the ninth version of 
E.,'!cel. Think again! Microsoft may be a successful company, but its version-naming 
techniques can be quite confusing. As you'll see, Excel 2000 actually is the seventh 
version of Excel. 

Excell 
Excel 2 was the original version of Excel for Windows, which first appeared in late 
1987. It was labeled Version 2 to correspond to the Macintosh version, which was 
the original Excel. Because Windows wasn't in widespread use at the time, Version 2 
included a run-time version of Windows-a special version with just enough 
features to run E.,xcel and nothing else. This version was quite crude by today's 
standards and was actually quite ugly. 

Excell 
At the end of 1990, Microsoft released Excel 3 for Windows. This was a significant 
improvement in both appearance and features. It included toolbars, drawing 
capabilities, worksheet outlining, add-in support, 30 charts, workgroup editing, and 
lots more. 

Excel4 
Excel 4 hit the streets in the spring of 1992. This version made quite an impact in 
the marketplace, because Windows was becoming more popular. It had lots of new 
features, many of which made it easier for beginners to get up to speed quickly. 

Excel 5 
In early 1994, Excel 5 appeared on the scene. This version introduced tons of new 
features, including multisheet workbooks and the new Visual Bask for Applications 
(VBA) macro language. Like its predecessor, Excel 5 took top honors in just about 
every spreadsheet comparison that was published in the trade magazines. 

Excel 7 
Technically, this version was called Excel for Windows 95 (there was no Excel 6). It 
began shipping in the summer of 1995. On the surface, this version wasn't that 
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much different from Excel 5, and included only a few major· new features. But Excel 
7 was significant, because it was the first version to use the more advanced 32-bit 
code. Excel 7 and Excel 5 used the same file format. 

Excel 8 
Excel 8 ( officially known as Excel 97) was probably the most significant Excel 
upgrade ever. The toolbars and menus had a great new look, online help took a 
dramatic step forward, and the number of rows available in a worksheet 
quadrupled. Developers were pleased to discover that Excel's programming 
language (VBA) improved significantly in Excel 97. 

Excel9 
Excel 9 (better known as Excel 2000) is the topic of this book (although most of the 
material is also relevant to Excel 97). Excel 2000 has quite a few enhancements, but 
its most significant advancement is the capability to use HTML as a standard file 
format. Chapter 2 provides a list of all the new features in Excel 2000. 

Excel's Competitors 
Although Excel is usually considered the best spreadsheet available, it does have 
competitors, the two main ones being 1-2-3 and Quattro Pro. 

The three leading spreadsheets are similar in their basic capabilities. For example, 
they all let you work with multiple worksheets in a single file; they all support a 
wide variety of charts; and they all have macro capabilities to help you automate or 
customize your work. 

Many users, myself included, find that Excel is superior to the other products in 
both power and ease of use. 

What Excel Has to Off er 
Excel is a feature-rich product that can be used at many different levels. Chances 
are good that you won't need all of Excel's features, but you should become 
generally familiar with what they can do. Otherwise, you could seek another 
software product to accomplish a particular task, and not even realize that Excel 
has a feature that can accomplish it. Or, you could spend lots of time performing a 
task manually that Excel can handle automatically. 
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The following is a quick overview of what Excel can do for you. All of these topics 
are discussed in subsequent chapters of this book, 

Multisheet Files 
Excel's files (called workboohs) can consist of any number of separate sheets, and 
you access these sheets by clicking a notebook-like tab. The sheets can be 
worksheets or chart sheets. This feature makes organizing your work easy. For 
example, you can keep all of your budgeting spreadsheets in a single workbook. 

Multiple Document Interface 
Excel enables you to work with many files simultaneously; you don't have to close a 
file to consult another file (see Figure 1-1). This capability enables you to transfer 
information easily between worksheets in different workbooks. 

Figure 1-1: Excel enables you to work with as many different files as you need. 
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File Compatibility 
Excel has its own file format, identifiable by the XLS file e.,'{tension. In addition, 
Excel can read files produced by other spreadsheet programs (such as 1-2-3 and 
Quattro Pro), and it can read text files, dBi1.SE files, and HTML documents. 

Interactive Help 
Computer documentation keeps getting better. In the past, users were lucky if the 
manual that accompanied a software product accurately covered all the features. 
Nowadays, the trend is away from written manuals and toward online help. Almost 
all applications, including Excel, emphasize online help-in other words, you can 
get help onscreen while working in E.."l:cel. E."l:cel's online help is excellent and 
extremely detailed. 

Figure 1-2 shows the Office Assistant, which serves several purposes, including: 

• It observes your actions and stores up a sel'ies of tips, which can save you 
time. You can choose to view these tips whenever you want. 

• It provides specific help with certain aspects of the program (for example, 
creating charts). 

• If you enter an invalid formula, it will often make a suggestion on how to 
correct it. 

• It provides an easy way to search for help on a particular topic. Just enter 
your question in natural language, and the Office Assistant displays a list of 
relevant help topics. 

Easy-to-Use Features 
E..'l'.cel may well be the easiest-to-use spreadsheet available. It includes many 
features designed specifically to make commonly performed tasks straightforward 
and fast for both beginners and experts. The program walks you step by step 
through several procedures, and basic editing and formatting commands are 
intuitive and efficient. For example, a single dialog box enables you to change any 
aspect of formatting for a cell or range, and right-clicking anything brings up a 
context-sensitive shortcut menu. 

List Management 
Among Excel's most significant strengths is how well it works with lists stored in a 
worksheet. This feature makes it easy to sort, filter, summarize, and manipulate 
data stored in your worksheet. 
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Figure 1-2: The Office Assistant pops up to provide help when needed. 

Built-in Functions 
Excel includes an enormous collection of built-in functions that you can use in your 
fnnnu]as. In addition to common functions, such as SUM and AVERAGE, you can 
choose functions that perform sophisticated operations that otherwise are difficult 
or impossible to do. For example, the CORREL function calculates the correlation 
coefficient for two sets of data. You also can develop other functions by using the 
VBA macro language (it's not as difficult as you may think). 

Customizable Toolbars 
Excel's too/bars -groups of buttons representing commands- are real time-savers, 
enabling you to perform common commands without using the menu. You can 
customize your too]bars by adding buttons for tasks that you do most often. To find 
out what a button does, drag the mouse over a toolbar button and pause for a 
second. Excel pops up a brief description of the button. 

Beginning with Excel 97, the menu bar at the top of the screen is actually a toolbar. 
As such, you can easily customize it or even move it to a different location on the 
screen. 

Flexible Text Handling 
Although Excel's forte is number crunching, it's not too shabby at handling text. 
You can format or orient text that you put in cells. You also can insert text boxes 
(which you can move and resize) anywhere on your worksheet. 
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Rich Text Formatting 
Excel is the only spreadsheet that enables you easily to format individual 
characters within a cell. For example, if a cell contains text, you can make one letter 
bold or a different color. 

Great Charts 
Ex:cel's charting features - among the best available in any spt'eadsheet- enable 
you to modify and augment a wide assortment of graph types. You can insert a 
chart anywhere in a worksheet or place it on a special chart sheet. 

Integrated Mapping 
Excel's mapping feature lets you display your data in the form of a geographic map 
(see Figure 1-3). For example, you can easily create an attractive map that shows 
your company's sales volume by state. 

Figure 1-3: This map was generated with only a few mouse clicks. 

Drawing Tools 
Excel includes an excellent set of drawing tools that enables you to create 
attractive diagrams and basic drawings directly on your worksheet or chart. For 
example, you can include a simple flow diagram along with your numerical analysis. 
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Worksheet Outlining 
Spreadsheet outlining enables you to collapse hierarchical information to show any 
level of detail. People who work with multilevel budgets will find this feature 
particularly valuable. 

Pivot Tables 
A pivot table makes it easy to change how you view a table of data. A pivot table 
can quickly summarize a list or database, and you can use drag-and-drop 
techniques to change the layout of the table. If you work with multidimensional 
data, you should check out this powerful feature -which I consider to be one of 
Excel's major strengths. 

Advanced Analytical Tools 
Analytical types wiH be particularly excited about Excel's unique array feature, 
which enables you to do things that are impossible in other sprnadsheets. Excel 
also includes goal seeking, a powerful Solver feature, and the Analysis ToolPak 
add-in. which provides extensive statistical, financial. engineering. and scientific 
functions and procedures. 

Flexible Printing and Print Preview 
When you are ready to put your work on paper, you'll be pleased to see how easy it 
is. Besides normal WYSIV/YG (W'hat You See Is What Yau Get) formatting, Excel 
provides a handy print preview feature. From the preview window, you can easily 
make last-minute adjustments. including new column widths and mat·gins. In 
addition, a Page Break Preview mode lets you adjust the page breaks by using 
simple dragging techniques. 

Worksheet Auditing and Annotation 
No one's perfect, but Excel can help you get closer to that goal. £,~eel provides a 
variety of auditing tools to help you track down errors and potential errors in your 
worksheet formulas. 

A feature in Excel automatically displays comments attached to cells when the user 
drags the mouse over a cell that contains a comment. This is an excellent way to 
remind others (or yourself) what a particular cell represents. 
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Scenario Management 
Spreadsheets are often used for what-if analysis - change one or more assumptions 
and observe the effects on dependent formulas. Rxcel simplifies this process with 
its scenario manager. 

You can name scenarios, switch among scenarios (with just a few mouse dicks), 
and generate reports that summarize the results of your scenarios. 

Spell Checking and AutoCorrect 
An integrated spell checker spots spelling errors in your worksheets and charts, so 
you need never again display a chart titled "Bugdet Review" in a crowded 
boardroom. 

Excel has borrowed a handy feature, AutoCorrect, from Microsoft Word. This 
corrects many types of input errors as you type. For example, if you enter BUdget 
into a cell, Excel automatically changes the second letter to a lowercase u. You can 
also use this feature to develop your own shorthand. Fnr example, you can instruct 
E.xcel to replace I\VC with International Widget Corporation. 

Templates 
If your work tends to fall into a few specific categories, it may be worth your time to 
set up custom spreadsheet templates. which are preconfigured shells that include 
text, row, and column headings, as well as formats, column widths, macros, and so 
on. You can use these templates to help create similar spreadsheets. 

Excel has a Template Wizard that walks you through the steps required to create a 
custom template. Excel also includes a few handy templates that you may find 
useful. An example of such a template is sho-wn in Figure 1-4. 

Database Management 
You can work with spreadsheet data as if Excel were a database. Excel features all 
the standard database commands and enables you to work with databases that are 
stored in external files. 

XLM Macro Compatibility 
In older versions of Excel, you could create macros by using special macro 
functions in XLM documents. Although Visual Basic for Applications is a much 
better macro language, Excel 2000 still supports XLM macros. This means that you 
can continue to nm macros that were developed for older versions of Excel (Excel 4 
and earlier). 
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Comp.an11 Address 
City, 8'.a~e 21P Code 
=--hon~Nuriboer fa:,: FaicNJm:ier 

Figure 1-4: Expense Statementl is one of several templates included with 
Excel 2000. 

Visual Basic for Applications (VBA) 
VBA is a powerful programming language that is built right into E.'Xcel (as well as 
several othet· Microsoft products). After you learn VBA's ropes, you can do magic 
with your Excel workbooks. 

Custom Dialog Boxes 
Excel makes it very easy to create custom dialog boxes (also known as user forms). 
Custom dialog boxes usually are used in conjunction with VBA macros that you 
write. 

Worksheet Controls 
With Excel, you can insert functional "dialog box" controls (such as buttons, 
scrollbars, list boxes, and check boxes) directly on your worksheet. You can even 
link these controls to cells without using macros. Figure 1-5 shows an example of 
such controls. 
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Figure 1-5: You can add functional controls, such as 
buttons, scrollbars, list and check boxes, directly to 
your worksheet to make it easier to use. 

Protedion Options 
If you need to keep others (or yourself) from modifying your worksheet, you'll find 
that Excel offers a variety of protection techniques. For example, you can protect 
cells that contain formulas, to eliminate the possibility of accidentally deleting an 
important formula. 

Add-In Capability 
Exl'.el supports add-ins - a feature that lets you enhance the program's 
functionality. Excel includes several add-ins, and you can use VBA to create your 
own add-ins. 

OLE Support 
Excel supports Microsoft's Object Linking and Embedding (OLE) technology, which 
makes data sharing easier than evet: For example, you can embed a Word for 
Windows document in a worksheet and then access all of the features of Word right 
in your worksheet. 
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Internet Support 
Excel 2000 includes a variety of features that make it easy to access Internet 
documents, save and retrieve documents stored in HTML format, and create 
hyperlinks directly in your spreadsheet documents. 

Cross-Platform Consistency 
Ex:cel runs on the Macintosh and the PC (in Windows); in fact, the versions are very 
similar across the two platforms. If you learn the Windows version, you can move 
to a Mac and feel right at home. 

Summary 
This chapter· introduces the concept of a spreadsheet, presents a brief history of 
Excel, and examines Excel's evolution within the Microsoft environment. The bulk 
of the chapter provides an overview of Excel's key features - all of which are 
covered in subsequent chapters. 
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What's New in 
Excel2000? 

Every new release of Ex:cel is a big event for Excel fans, 
and Excel 2000 is certainly no exception. Although it 

doesn't add too many new features (compared to Excel 97), 
it's by far the best version yet. In this chapter I provide an 
overview of what's new, what's gone, and what's changed 
compared to Excel 97. 

Installation Improvements 
If you've installed previous versions of Excel, you'll notice that 
Excel 2000 provides a new "intelligent'' installation wizard. If 
you have a previous version installed, you'll get a choice to 
perform either a similar install or a standard installation. If 
you choose the former, aH of your previous settings will be 
transferred to Excel 2000. 

You also have quite a bit more flexibility in selecting which 
features to install. Even if you omit a few key features during 
the intial installation, they will still appear on the menus. If 
you attempt to access an uuinstalled component, you'll get a 
prompt asking you if you want to install it. Even better, if your 
installation somehow gets messed up- a critical file gets 
deleted, for example- the new self-repair feature will detect 
that fact and re-install the missing file. 
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New Internet Features 
Most of the new features in Excel 2000 deal with the Internet. 

• HTML file format: If you like, you can use HTML as a ''native" file format for 
your Excel work. In other words, you can save a workbook as an HTML file 
and then re-open it without losing anything. Unless your work needs to be on 
a corporate intranet, you're much better off sticking with the normal XLS 
format. 

• Save to a server: £....:eel :WOO makes it very easy to save a workbook directly 
to an intranet or an ISP host. In fact, if the server is nmning Microsoft's 
FrontPage Server Extensions, it's as easy as saving to a local or network 
drive. If end users are running Internet Explorer 4.0 or a Later version, they 
can manipulate Excel data (for example, pivot tables, charts, and 
worksheets) within the browser. 

• Web discussions: Use the Discussion toolbar to insert and navigate between 
c:omments. You can create discussions about the document, or online 
discussions specific to a paragraph. You can reply, edit, or delete from a 
right-dicked context menu. Comments are indented as in the threaded 
discussion model common on the Internet, and are threaded with the 
contributor's name, date, and time stamp. 

• \Veb subscliption and notification: This lets you confif_,ure documents and 
folders to trigger e-mail or Internet Explorer channel updates when a document 
or related discussion is added, changed, or deleted. You can set notification as 
daily. weekly, or "within a few minutes." The message provides the date and 
time, the name of the editor, the document's URL, and a link you can click to 
cancel further notifications. New comments and replies to remote documents 
are tracked, but you can't subscribe to e-mail updates on the remote docu­
ments and folders themselves. 

I discuss these features in Chapter 30. 

New File Dialog Boxes 
The dialog boxes that are displayed when you select File• Save or File• Open have 
been redesigned so you can see more files at one time and access them more 
quickly. You can use the icons in the new "Look in" bar along the Left side to get to 
the folders and locations you use the most. Click the History icon to see the last 
20-50 documents ,md folders you have worked with, and then dick the Back button 
to easily return to folders you have recently visited. 
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PivotTable Enhancements 
&'!eel's PivotTable feature is an e,-rtremely useful tool for summarizing data. Excel 
2000 adds some new twists: 

• Streamliued PivotTable Wizard: Creating pivot tables is faster than ever. The 
new PivotTable toolbar displays the file names, and you can simply drag them 
to your pivot table. 

• PivotChart: Pivot tables can also now be charted. PivotChart dynamic views 
are linked to PivotTable. 

Automatic Formula Adjustment 
Excel 2000 will automatically adjust formulas when you insert a new row directly 
above the formula. Fol' example, assume you have the following formula in cell AS, 
which sums the values in Al:A4: 

=SUM(Al:A4) 

If you insert a new row directly above row 5 and entel' a value into cell AS, the 
forrnu1a adjusts automatically to: 

=SUM ( .A.1: A5) 

In most cases, automatic formula adjustment is exactly what you want In other 
cases, however, this can cause the formula to display an incorrect result. 

See-Through Cell Selection 
A common complaint among Excel users has been the fact that selecting a cell or 
range obscures the colors in the cells. Excel ;woo finally addresses that complaint, 
and now uses a different way of highlighting selected ranges. Now ynu can still see 
the colors when you select a range. 

Personalized Menus 
In an attempt to simplify your life, E,'{cel 2000 is capable of adjusting its menus to 
your work habits. It does so by displaying only the menu items you use most 
frequently. You still have access to all commands, of course. At the bottom of the 
drop-down menu am arrows that can be dicked open to reveal additional menu 
,:ho ices. 

emnosUSA0016675 

CiM Ex. 1051 Page 56



Over time, Excel will learn which application features you use most often and then 
display them higher on the menu list. Less commonly used features are demoted 
and eventually disappear. 

Although some users may see this as a usability enhancement, I think moving the 
menu commands around is bound to cause confusion. Fortunately, you can turn 
this feature off. Select View• Toolbars • Customize, then dick the Options tab. 
Remove the checkmark from the option labeled Menus show recently used 
commands first. 

Easier Toolbar Customization 
Excel, of course, is big on toolbars. If you find that you never use some of the 
buttons on a particular toolbar, it's very easy to remove them. Toolbars now have a 
small down-pointing arrow button that, when clicked, displays a button labeled Add 
or Remove Buttons. Click this button to reveal a list of buttons in the toolbar (see 
Figure 2-1). Simply remove the checkmark to hide a button. 

Figure 2-1: Excel 2000 makes it very easy to customize 
toolbars by showing only the buttons you need. 

Documents on the Windows Taskbar 
If you use Windows 98, each E..xcel document appears as a separate task in the 
Windows taskbar. 

Enhanced Clipboard 
Ex:cel 2000 (along with the other members of Office 2000) uses a special Office 
clipboard. This enhanced clipboard supports a feature known as "collect and 
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paste" -the ability to store information from several sources and then selectively 
paste it to a new location. 

The Clipboard toolbar (see Figure 2-2) displays icons for each item copied. 
Unfortunately, this enhanced clipboard only works with the Office applications. 

Figure 2-2: Excel 2000 lets you 
store up to 12 separate items on 
a special enhanced clipboard. 

Euro Currency Symbol 
Additional number formats are available with the Euro currency symbol. 

New Image Import Options 
Excel 2000 lets you import an image directly from a digital camera or scanner. It's 
no longer necessary to capture the image to a file and then import the file. 

A New Help System 
Online help in Excel 2000 sports a new look Microsoft abandoned the traditional 
Windows help system in favor of a new "HTML Help" system. The system works 
pretty much like the old one. By default, the help display appears along side of E.."l:cel. 

For more information about Excel's on line help system, refer to Appendix A. 

Office Assistant 
The Office Assistant, which debuted in Excel 97, makes an appearance in Excel 2000. 
I've found that people either love this feature or hate it (I'm in the latter group). 

The Office Assistant is a bit less obtrusive in Excel 97 and (finally!) it can be 
configured in such a way that you never see it again (unless you want to). When 
you install Excel 2000, there is an option to omit the Office Assistant feature. 
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For more information about the Office Assistant, refer to Appendix A. 

Multilingual Features 
Multilingual users should have it a bit easier with Excel 2000. Excel 2000 can 
change the language used in its interface (the text in menus, dialog boxes, and so 
on) on the fly. Doing so is as easy as purchasing the Office language pack. Excel 
automatically detects the language you're typing in and switches among spelling 
checker, AutoConect, and other proofing tools accordingly. 

Modeless Userforms 
Finally, macro programmers 'Will welcome a new feature that lets you display 
custom dialog boxes (UserForms) in a "modeless" manner. In previous versions, 
everything ground to a halt while a custom dialog box was displayed. In Excel 2000, 
a macrn programmer can keep the dialog box displayed while the user continues 
working- perfect for displaying status information. 

Summary 
This chapter provides a brief overview of the new features in Excel 2000. 
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Getting 
Acquainted 
with Excel 

New users sometimes are overwhelmed when they first 
fire up Excel. They're greeted with an empty workbook, 

lots of strange buttons, and unfamiliar commands on the 
menus. This chapter helps you to feel more at home with 
Excel, explains its main parts, and gives you a chance to do a 
few things to get better acquainted with it. 

Starting Excel 
Before you can use Excel, it must be installed on your system. 
And before you can install Excel, Microsoft Windows must be 
installed on your system. Excel 2000 requires a 32-bit 
operating system, such as Windows 95, Windows 98. or 
Windows NT. With any luc.k, Excel is already installed and 
ready to run. If not, you need to run the Setup program on the 
Office 2000 CD-ROM. 

Excel's Parts 
When Excel starts, your screen looks something like Figure 
~i-1. This figure identifies the major parts of Excel's window, 
which are explained in the following paragraphs. 
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Figure 3~1: Excel runs in a window, which ih this case is maximized so that it occupies 
the full screeR 

Figure 3-,l shows facel running in VGA mode (800x 600 pixels), Your screen may 
look different if you're running Windowsln a different video modethatdisplays 
more or fewer pixels onscreen. 

Title Bar 
All Windo.vs prograrrfa have ix title bar, which displaysthename of the pfogramand 
b<)lds s()foecm1tro( buttcmsJhat you can Use to mo,<lify the Window. 
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Window Control Menu Button 
This button is actually Excel's icon. When you click it, you get a menu that lets you 
manipulate Excel's window. 

Minimize Button 
Clicking this button minimizes Excel's window and displays it in the Windows 
taskbar. 

Restore Button 
Clicking this button "unmaximizes" Excel's window so that it no longer fills the 
entire screen. If Excel isn't maximized, this button is replaced by a Maximize 
button. 

Close Button 
Clicking this button closes Excel. If you have any unsaved files, you're prompted to 
save them. 

Menu Bar 
This is E..'s:ceJ's main menu. Clicking a word on the menu drops down a list of menu 
items, which is one way for you to issue a command to E..'s:cel. 

The menu bar in Excel 2000 is not fixed in place. In fact, it's actually a toolbar. You 
can drag it to any side of the window or even make it free-floating if you like. 

Toolbars 
The toolbars hold buttons that you click to issue commands to Excel. Some of the 
buttons expand to show additional buttons or commands. 

Formula Bar 
When you enter information or formulas into Excel, they appear in this line. 
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Name Box 
This box displays the name of the active cell in the current workbook. When you 
dick the arrow, the list drops down to display all named cells and named ranges (if 
any) in the active workbook. Select a name to activate the range nr cell. You also 
can use the Name box to name the selected cell or range. 

The Name box also displays the name of a selected object, such as a chart or 
drawing object. However, you cannot use the Name box to select an object 
or change the name of an object. 

Status Bar 
This bar displays various messages, as well as the status of the Num Lock, Caps 
Lock, and Scroll Lock keys on your keyboard. 

Parts of a Workbook Window 
When you work with Excel. your work is stored in workbooks. Each workbook 
appears in a separate window within Excel's workspace. 

Figure 3--2 shows a typical workbook window with its major parts identified. These 
parts are described in the following paragraphs. Notice that a workbook window 
has many parts in common with Excel's window. 

Title Bar 
The title bar shows the name of the workbook and holds some control buttons that 
you can use to modify the window. 

Window Control Menu Button 
Clicking this button (actually an icon) displays a menu that lets you manipulate the 
workbook window. 

Minimize Button 
Clicking this button reduces the workbook window so that only the title bar shows. 
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Clicking this b1;1tton in¢reMes th.e workbook window's size to fillE:xc;:el\; complete 
workspace. If.the·window is alrnady·rnaximized,·a•Resfore button appears.in its 
place. 

Close 8utton 
Clicking this button doses the workbook. U you have11"t saved the workbook, Excel 
prmnptsyou to save. iL 
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Seled All Button 
Clicking the intersection of the row and column headers selects all cells on the 
active worksheet of the active window. 

Active Cell Indicator 
This dark outline indicates the currently active cell ( one of the 16,777,216 cells on 
each worksheet). 

Row Headings 
Numbers ranging from 1 to 65,536- one for each row in the worksheet. You can 
click a row heading to select an entire row of cells. 

Column Headings 
Letters ranging from A to IV - one for each of the 256 columns in the worksheet. 
After column Z comes column AA, which is followed by AB, AC, and so on. After 
column AZ. comes BA, BB, and so on until you get to the last column, labeled IV. 
You can click a column heading to select an entire column of cells. 

Tab Scroll Buttons 
These buttons let you scroll the sheet tabs to display tabs that aren't visible. 

Sheet Tabs 
Each of these notebook-like tabs represents a different sheet in the workbook. A 
workbook can have any numbet· of sheets, and each sheet has its name displayed in 
a sheet tab. By default, each new workbook that you create contains three sheets. 

Tab Split Bar 
This bar enables you to increase or decrease the area devoted to displaying sheet 
tabs. When you show more sheet tabs, the horizontal scrollbar's size is reduced. 

Horizontal Scrollbar 
Allows you to scroll the sheet horizontally. 
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Vertical Scrollbar 
Lets you scroll the sheet vertically. 

If you have a Microsoft lntelliMouse, you can use the mouse wheel to scroll 
vertically. 

A Hands-on Excel Session 
The remainder of this chapter consists of an introductory session with Excel. If 
you've never used Excel, you may want to follow along on your computer to get a 
feel for how this program works. 

The end result of this hands--on session is available on the companion CD--ROM. 

This axample assumes that you've been asked to prepare a one--page report that 
shows your company's quarterly sales, broken drn,vn by the two sales regions 
(North and South). This section walks you through the steps required to do the 
following: 

• Enter a table of data (the sales figures) into a worksheet 

• Create and copy a formula (to calculate totals) 

• Format the data so that it looks good 

• Create a chart from the data 

• Save the workbook to a file 

• Print the data and chart (the one--page report) 

When you're finished, you'll have a worksheet that looks like the one shown in 
Figure 3--3. 

This section is quite detailed and provides every step that you need to reproduce 
the worksheet shown in Figure 3--3. If you already have experience with a spread-­
sheet, you may find this section to be a bit too detailed. Don't worry. You'll find 
that the pace picks up in the remainder of the book. 

Getting Ready 
As a first stage, you start Excel and maximize its window to fill the entire screen. 
Then you maximize the blank workbook named Book 1. 
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Figure 3-3: This is the worksheet that you create in the step-by-step session. 

I. If Excel isn't running, start it. You're greeted with a blank window named 
Book I. lf E..xcel is already running, click its Close button to exit Excel and then 
restart it so that you see the empty window named Bookl. 

2. If Excel doesn't fill the entire screen, maximize Excel's window by clicking the 
M.:rn:imize button in Excel's title bar. 

3. Maximize the workbook window, so that you can see as much of the workbook 
as possible. Do this by dicking the Maximize button in Bookl 's title bar. 

Entering the Headings 
In this stage, you enter the row and column headings into the worksheet named 
Sheetl in Bookl. After you finish the following steps, the worksheet will look like 
Figure 3-4. 
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Figure 3-4: The worksheet after entering headings for the data. 

I. Move the cell pointer to cell A3 by using the direction keys. The Name box 
displays the cell's address. 

2. Enter North into cell A3. Just type the text and then press Enter. Depending on 
your setup, Excel either moves the cell pointer down to cell A4 or the pointer 
remains in ceJl A3. 

3. Move the cell pointer to cell A4, type South, and press Enter. 

4. Muve the cell pointer to cell AS, type Total, and press Enter. 

5. Move the cell pointer to cell B2, type Quarter I, and press Enter. 

At this point, you could enter the other three headings manually, but let Excel 
do the work instead. 

6. Move the cell pointer to cell 82 (if it's not already there). Notice the small 
square at the lower-right comer of the cell pointer. This is called the fill 
handle. When you move the mouse pointer over the fill handle, the mouse 
pointer changes to a dark cross. 
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1f the cell doesn't have a fill handle, select the Tools• Options command and 
then dick the Edit tab in the Options dialog box. Place a check mark next to 
the option labeled Allow cell drag and drop. Then click OK to close the 
Options dialog box. 

7. Move the mouse pointer to the fill handle until the mouse pointer changes to 
a cross. Then click and drag to the right until you select the three cells to the 
right (C2, C3, and C4). Release the mouse button and you'll see that Excel 
filled in the three remaining headings for you. This is an example of Auto Fill. 

Entering the Data 
In this stage, you simply enter the values for each quarter in each region. 

I. Move the cell pointer to cell B3, type 123, and press Enter. 

2. Move to the remaining cells and enter additional data until your worksheet 
looks like Figure 3-5. 

Figure 3-5: The worksheet after entering the sales data. 
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Creating a Formula 
So far, what you've done has been fairly mundane. In fact, you could accomplish the 
same effed with any word processor. In this stage, you take advantage of the power 
feature of a spreadsheet: formulas. You create formulas to calculate the total for 
each region. 

I. Move the cell pointer to cell B5. 

2. Locate the AutoSum button on the toolbar below the menu and click it once. 
The AutoSum button has a Greek sigma on it. The toolbar below the menu is 
called the Standard toolbar. Notice that Excel inserts the following into the 
cell: 

=SUMCB3:B4) 

This is a formula that calculates the sum of the values in the range B3 
through B4. 

3. Because this formula is exactly what you want (Excel guessed correctly), 
press Enter to accept the formula. You see that the sum of the two values is 
displayed in the cell. You could repeat this step lot· the remaining three 
quarters, but it's much easier to copy the formula to the three cells to the 
right. 

4. Move the cell pointer to cell B5 (if it's not already there). 

5. Move the mouse pointer to the fill handle. When it changes to a cross, click 
and drag three cells to the right. Release the mouse button and you'll see that 
Excel copied the formula to the cells that you selected. 

At this point, your worksheet should look like Fii:,rure 3-6. To demonstrate that these 
are actual "live" formulas, try changing one or two of the values in rows ;-3 or 4. 
You'll see that the cells with the formulas change also. In other words, the formulas 
are recalculating and displaying new results using the modified data. 

Formatting the Table 
The table looks fine, but it could look even better. In this stage, you use Excel's 
automatic formatting feature to spiff up the table a bit. 

I. Move the cell pointer to any cell in the table (it doesn't matter which one 
because Excel will figure out that table's boundaries). 

2. Click the Format menu; it drops down to display its menu items. 
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Figure 3-6: The worksheet after inserting a formula and copying it 

3. Select AutoFormat from the list of menu items. Two things happen: E..'Ccel 
dete1·mines the table boundaries and highlights the entire table, and it 
displays the Autoformat dialog box. Figure 3-7 shows how this looks. 

4. The AutoFormat dialog box has 16 "canned" formats from which to choose. 
Click the table format that you want to apply; this example uses Classic: 3. 

5. Click the OK button. Excel applies the formats to your table. 

Your worksheet should look similar to Figure 3-8. 
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Figure 3-7: Excel's Autoformat dialog box makes it easy to quickly format a table. 

Note that Excel automatically made the following formatting changes for you: 

• It changed some of the cell background colors 

• It changed some of the cell foreground colors 

• It made the column headings italic 

• It made the row labels bold 

• It added borders 

You could have performed all of these formatting operations yourself, but it 
probably would have taken several minutes. The Autoformat feature can save you 
lots of time. 
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Figure 3-8: Your worksheet after applying automatic formatting. 

Adding a Title 
In this stage, you add a title to the table, make the title bold, and adjust it sn that 
it's centered across the five columns of the table. 

L Move the cell pointer to cell AL 

2. Enter Sales by Region and then press Enter. 

3. Move the cell pointer back to cell Al (ii it's not there already) and then click 
the Bold button on the Formatting toolbar (the Bold button has a large B). 
This makes the text bold. 

4. Open the Font Size list box (see Figure 3-9) on the Formatting toolbar and 
select 14 from the list, to make the text larger. 

5. Click in cell Al and drag to the right until you select Al, Bl, Cl, D 1, and El 
(that is, the range Al :El). Don't drag the cell's fill handle. You want to select 
the cells-not make a copy of cell AL 
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6. Click the Merge ancl Center button on the Fonnattingtoolbar (refer to Figure 
3-9). Excel cente.rs the text in cell AL across the selected cells. In fact, clicking 
the Merge and Center button merges the five cells into<one larger celL 

In this stage, you create a chart frotn the data in the table and placeit on the 
worksheet directly below the table. 
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I. Move the cell pointer to cell A2. 

2. Click and drag until you've selected all the cells in the rectangle 
encompassing A2 at the upper left and E4 at the lower right (15 cells in all). 
Notice that you're not selecting the cells in the row that displays the totals; 
you don't want the totals to appear in the chart. 

3. With the range A2:E4 selected, dick the Chart Wizard button on the Standard 
toolbar (the Chart Wizard button has an image of a column chart). Excel 
displays the Office Assistant, which offers you help with charting, and the first 
in a series of dialog boxes that will help you create the chart that you want 
(refer to Figure 3-11). 

Figure 3-11: The first of four Chart Wizard 
dialog boxes that help you create a chart. 

4. First, choose the chart type. The default chart, a Column chart, is a good 
choice for the data in the workbook. At this point, you can either click the 
Next button and specify lots of additional options for the chart or dick Finish 
and accept al1 of Excel's default choices. Click the Finish button. 

Excel creates the chart and displays it on the worksheet. It also displays its Chart 
toolbar, just in case you want to modify the chart. To get rid of the toolbar, just 
click the X in its title bar. Your worksheet should look like Figure 3-12. 
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Figure 3-12: The Chart Wizard inserts the chart on the worksheet. 

If you want, you can do the following: 

• Resize the chart by dragging any of the eight handles on its borders (the 
handles appear only when the chart is selected) 

• Move the chart by dicking and dragging any of its borders 

Saving the Workbook 
Until now, everything that you've clone has occurred in your computer's memory. 
If the power should fail. a11 would be lost, so it's time to save your work to a file. 
Call this workbook My first workbook. 

I. Click the Save button on the Standard toolbar. The Save button looks like a 
disk. Excel responds with the Save As dialog box (see Figure ~1-1;1). 

2. In the box labeled File name, enter My first workbook and then either click 
Save or press Enter. 
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Figure 3-13: Excel's Save As dialog box. 

Excel saves the workbook as a file. The workbook remains open so that you can 
work with it some more. 

Printing the Report 
As the final step, you print this report, assuming that you have a printer attached 
and that it works properly. To print the worksheet, just click the Print button on the 
Standard too]bar (this button has an image of a printer on it). The worksheet 
(including the chart) is printed using the default settings. 

Quitting Excel 
Click the Close button in Excel's title bar to exit Excel. Because no changes were 
made to the workbook since it was last saved. Excel closes without asking whether 
you want to save the file. 

Summary 
If this was your first time using Excel, you pt·obably have lots of questions about 
what you just did in the preceding exercise. Those questions are answered in the 
following chapters. 
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lf you're the adventurous type, you may have answered some of your own 
questions by trying out various buttons or menu items. ff so, congratulations! 
Experimenting is the best way to get to know Excel. Just remember, the worst thing 
that can happen is that you mess up a workbook file. And if you do your 
experimentation using unimportant files, you have absolutely nothing to lose. And, 
don't forget about the Office Assistant. You can click the Office Assistant at any 
time and type a question (using natural language). Your chances are excellent that 
the Assistant will stee1· you to a help topic that answers your question. 
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Navigating 
Through Excel 

Because you'l1 spend lots of time working in Excel, you 
need to understand the basics of navigating through 

workbooks and how best to use Excel's user interface. If 
you're an experienced Windows user, some of this infonna­
tion may already be familiar to you, so this is your chance to 
learn even more. 

If you're new to Excel, some of the information in this chapter 
may seem confusing. It will become dearer as you progress 
through the other chapters, howeve1: 

Working with Excel's Windows 
The files that Excel uses are known as workbooks. A workbook 
can hold any number of sheets, and these sheets can be either 
worksheets (a sheet consisting of rows and columns) or chart 
sheets (a sheet that holds a single chart). A worksheet is what 
people usually think of when they think of a spreadsheet. 

Figure 4-1 shows Excel with four workbooks open, each in 
a separate window. One of the windows is minimized and 
appears near the top-right comer of the screen (when a work­
book is minimized, only its title bar is visible). 

Worksheet windows can overlap so that the title bar of one 
window is a different color. That's the window that contains 
the active workbook. 

The workbook windows that £.'{eel uses work much like the 
windows in any other Windows program. Excel's windows can 
be in one of the following states: 

• Maximized: Fills Excel's entire workspace. A maximized 
window does not have a title bar, and the worksheet's 
name appears in Excel's title bar. To maximize a window, 
dick its Maximize button. 
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• Minimized: Appears as a small window with only a title bar. To minimize 
a window, click its Minimize button. 

• Restored: A nonmaximized size. To restore a maximized or minimized 
window, click its Restore button. II you work with more than one workbook 
simultaneously (which is quite common), you have to learn how to move, 
resize, and switch among the workbook windows. 

Figure 4-1: Excel wrt:h four workbooks open, one of them minimized. 

As you're probably aware, Excel itself is contained in a window. Excel\; window also 
can be maximized, minimized, or displayed in a nonmaximized size. When Excel's 
window is maximized, it fills the entire screen. You can activate other programs by 
using the Windows taskbar (usually located at the bottom of your screen). 

Moving and Resizing Windows 
You cannot move or resize a workbook window if it is maximized. You can move 
a minimized window, but doing so has no effect on its position when it is subse­
quently restored. 

To move a window, click and drag its title bar with your mouse. Note that the win­
dows can extend offscreen in any direction, if you want them to. 
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To resize a window, click and drag any of its borcler·s until it's the size that you 
want it to be. When you position the mouse pointer on a window's border, the 
mouse pointer changes shape, which lets you know that you can now click and 
drag to resize the window. To resize a window horizontally and vertically at the 
same time, dick and drag any of its corners. 

If you want all of your workbook windows to be visible (that is, not obscured by 
another window), you can fiddle around by moving and resizing the windows manu­
ally, or you can let Excel do it for you. The Window• Arrange command displays 
the Arrange Windows dialog box, shown in Figure 4-2. This dialog box has four 
window-arrangement options. Just select the one that you want and click OK. 

Figure 4-2: The Arrange 
Windows dialog box 
makes it easy to arrange 
the windows of all open 
workbooks. 

Switching Among Windows 
As previously mentioned, at any given time, one (and only one) workbook window 
is the active window. This is the window that accepts your input, and it is the win­
dow on which your commands work. The active window's title bar is a different 
color, and the window appears at the top of the stack of windows. 

The following are several ways to make a different window the active workbook: 

• Click another window, if it's visible. The window you click moves to the top 
and becomes the active window. 

• Press Ctrl+ Tab to cycle through all open windows until the window that you 
want to work with appears on top as the active window. Shift+Ctrl+ Tab cycles 
through the windows in the opposite direction. 

• Click the Window menu and select the window that you want from the bottom 
part of the pull-dm'Vll menu. The active window has a check mark next to it, as 
shown in Figure 4-3. This window can display up to nine windows. If you have 
more than nine workbook windows open, choose More Windows (which 
appears below the nine window names). 

Excel 2000 offers another way to make a different window the active workbook: 
Click the icon in the Windows taskbar that represents the workbook window that 
you want to view. This feature works only with Windows 98. 
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Figure 4-:k You can activate a different windoWby selecting itfrom the pull-down 
Window menu. 

Mariy usets (myself hlduded)prefer to ck, most {)f their work with ina."imized work­
boqk windows.This erw.bles you to see more cells and eliminatesthe distractin;n of 
otlier workbookwind9ws. getting•1n•the ·way. A11d besides, it's easy to·activate 
ant1ther workbook window when you need to use it; 

When yournaxjn1ize one wit1dow, all.the other windows arernaxin1ized,.t60 (bltl •you 
cau 't see them), Therefore;if the ;tcUve window js rna~itniz1c;d :ind you ac.~tivat12: a dif­
ferent wiI1dow, the new active winddw fa also maxirnized. lflhe active workbook 
w'ihclow is maximized, you can't select c1nother window by clickingjt (because other 
windows aren't visible), You rnust use either Ctrl+ Tab, the Windows task bar, or the 
Window menu tc1 activate another window. 

Wlum W<}llld you mJtviiant to workexdusively with maximized W'()ikshc:~twinpqws'? 
Exdal also has some handy drag-and-drop features. For exat11ple; you can drag a. 
range of Cellsfrorn 011e wotkbookwindow to another;To dO this type of drag and 
drop. bcith windows must be visible(thatis, not ma.-...:irnized). 
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You also can display a single workbook in more than one window. For example, if 
you have a workbook with two worksheets, you may want to display each worksheet 
in a separate window. All the window-manipulation procedures described previously 
still apply. 

Closing Windows 
When you close a workbook window, Excel checks whether you have made any 
changes since the last time you saved the file. If not, the window closes without 
a prompt from E.'X:cel. If you've made any changes, Excel pn)mpts you to save the 
file, before it closes the window. 

You learn more about working with files in Chapter 5. 

To dose a window, simply clkk the Close button on the title bar. 

Mouseless Window Manipulation 
Although using a mouse to manipulate E..'rcel's windows is usually the most efficient 
route, you also can perform these actions by using the keyboard. Table 4-1 summa­
rizes the key combinations that manipulate workbook windows. 

Key Combination Adion 

ctrl+FS Restore a window 

Ctrl+Shift+F6 Activate the previous window 

Ctrl+Shift+ Tab Activate the previous window 

Ctrl+F8 Resize a window* 

Ctrl+FlO Maximize a window 

* Use the direction keys to make the change, and then press Enter. 
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Mo\ling Around ,, Worksheet 
You'll bespen,:Ung a lot of time moving>around.your worksheets, so it pays to learn 
all the tricks. 

Eve:ry worksheet consists of rows {numbered !through 65,536)1:1,1d columns 
(laheledA through IV), After colun1n Z wmes colurnn AA; after coltunn AZ cofaes 
coltmm BA, and so on. The i.ntersectiOn of a row and a column is a siu:gle celL At 
any given time, one cell is fhe active celf.You can ichantily the active c¢ll by its 
darker bo1·der, as shown in Figure 44. Its address (its colunm letter and row num­
ber) appeHrs fothe Name box. Dependirigonthete(·hnique that you ttsetonJtvi­
gate through a workbQok, you m<\y or .may not change the actiye cell when you 
nayigate. 

Therow and colurrm headings ofthe a<:tive cell are displayed in bold--:,-riiaking it 
easy to identify the active cell. 

Figure 4~4: The active cell is:the cel!with the dark border; in this case,.cell D4, 
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Using the Keyboard 
As you probably ah'eady 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 anow moves it one 
column to the right, and so on. PgUp and PgOn 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). 

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 Num Lock key on your keyboanl 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 genernte 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 Num Lock key. 

Table 4-2 summarizes all the worksheet movement keys available in Excel. 
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Key Adion 

Down arrow Moves the active cell down one row 

Right arrow Moves the active cell one column to the right 

PgDn Moves the active cell down one screen 

Alt+PgUp Moves the active cell left one screen 

Up arrow* Scrolls the screen up one row (active cell does not change) 

Left arrow* Scrolls the screen left one column (active cell does not change) 

* With Scroll Lock on 

The actions for some of the keys in the preceding table may be different, depending on 
the trnnsition options that you've set. Select Tools• Options and then click the 
Transition tab in the Options dialog box. If the Transition Navigation Keys option is 
checked, the navigation keys correspond to those used in older versions of Lotus 1-2-3. 
Generally, using the standard Excel navigation keys is better than using those for 1-2-3. 

If you know either the cell address or the name of the cell that you want to acti­
vate, you can get there quickly by pressing F5 (the shortcut key for Edit• Go To). 
This command displays the Go To dialog box. 

Just enter the cell address in the Reference box (or choose a named cell from the 
list), press Enter, and you're there. 

Using a Mouse 
Navigating through a worksheet with a mouse also works as you would expect it to 
work. To change the active cell by using the mouse, dick another cell; it becomes 
the active cell. If the cell that you want to activate is not visible in the workbook 
window, you can use the scrollbars to scroll the window in any direction. To scroll 
one cell, click either of the arrows on the scrollbar. To scroll by a complete screen, 
click either side of the scrollbar's scroll box. You also can drag the scroll box for 
faster scrolling. Working with the scrollbars is more difficult to describe than to do, 
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so if scrollbars are new to you, I urge you to experiment with them for a few 
minutes. You'll have it figured out in no time. 

When you drag the scrollbar's scroll box, a small yellow box appears that tells you 
which row or column you will scroll to when you rdease the mouse button. 

If you have a Microsoft lntelliMouse (or a compatible wheel mouse), you can use 
the mouse wheel to scroll vertically. The wheel scrolls three lines per click at the 
default rate. Also, if you dick the wheel and move the mouse in any direction, the 
worksheet scrolls automatically in that direction. The more you move the mouse, 
the faster the scrolling. If you prefer to use the mouse wheel to zoom the work­
sheet, select Tools• Options, dick the General tab, and then place a check mark 
next to the option labeled Zoom on roll with lntelliMouse. 

Using the scrollbars 01· scrolling with the lntelliMouse doesn't change the active 
cell. It simply scrolls the worksheet. To change the active cell, you must dick a new 
cell after scrolling. 

Notice that only the active workbook window has scrollbars. When you activate 
a different window, the scrollbars appear. 

Giving Commands to Excel 
Excel is designed to take orders from you. You give these orders by issuing 
commands. You can give commands to Excel by using the following methods: 

• Menus 

• Shortcut menus 

• Toolbar buttons 

• Shortcut key combinations 

In many cases, you can choose how to issue a particular conunand. For example, 
if you want to save your workbook to disk, you can use the menu (the File• Save 
command), a shortcut menu (right-dick the workbook's title bar and click Save), 
a toolbar button (the Save button on the Standard toolbar), or a shortcut key 
combination (Ctrl+S). The particular method you use is up to you. 

The following sections provide an overview of the four methods of issuing com­
mands to Excel. 

Using Excel's Menus 
Excel, like all other Wind<)WS programs, has a menu bar located directly below the title 
bar (see Figure 4-5). This menu bar is always available and ready for your command. 
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Excel's menus change, depending on what you're doing. For example, if you're working 
with a chart, Excel's menus change to give you options that are appropriate for a 
chai1:. This all happens automatically, so you don't even have to think about it. 

Figure 4-5: Excel's menu bar displays different options, depending on the nature 
of your task. 

Technically, Excel 2000's menu bar is just another toolbar. In Excel 2000, toolbars 
and menu bars are functionally identical. However, I'll continue to discuss menu 
bars as if they are something different. 

Using a Mouse 
Opening the menu with a mouse is quite straightforward. Click the menu that you 
want to open and it drops down to display menu items, also called commands, as 
shown in Figure 4-G. Click the menu item to issue the command. 

Figure 4-6: Opening Excel's 
Edit menu displays 
its menu items. 
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Some menu items lead to an additional submenu; when you dick the menu item, the 
subrnenu appears to its right. Menu items that have a subrnenu display a small 
triangle. F'or example, the Edit• Clear command has a submenu, shown in Figure 
4-7. Excel's designers incorporated submenus primarily to keep the menus from 
becoming too lengthy and ove1·whelming to usern. 
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Some menu items also have shortcut keys associated with them. The ones that do 
usually display the key combination next to the menu item. For example, the Edit• 
Find command's shortcut key combination is Ctrl+F. 

Figure 4-7: The submenu of the Edit• Clear 
command. 

Sometimes, you'll notice that a menu item appears grayed out. This simply means 
that the menu item isn't apprnpriate for what you're doing. Nothing happens if you 
select such a menu item. 

Menu items that are followed by an ellipsis (three dots) always display a dialog 
box. Menu commands that don't have an ellipsis are executed immediately. For 
example, the Insert• Cells command results in a dialog box, because Excel needs 
more information about the command. The Insert• Rows command doesn't need 
a dialog box, so Excel performs this command immediately. 
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In E):cel 200Q, your menus may behiiWJ;l drff~rently than they d.id in previous ver· 
sions of Ex:cel. When you-0pen a menu, you may see the most recently used com­
mands first Aftef ,dew moments, orif you dick the arrow at the bottom oHhe 
menu,you11 see the restof the commands.for that menu~ After you choose a com­
mand by cl1tkingthe arrow at the bottom of the metrn; Excel Jeavesthatcommand 
in the list of "recently used" commands; thafis, you'll see it immediately among 
the available commands the next time that you open the mehu; To find it again, 
youwon'tneed to dkk the arrow at the bottom of the mE'lnu orwait until a.II the 
commands appec1r. 

Personally, I thinkthis "a.utomatic menu custorni:zation" is one of the worst ideas 
ever - and is practicallygu;,iranteed to cause wnfusion among beginners. I highly 
recqmmend thatyou turn this foature off immediately. Choose Tools• Customize 
and click the Options tab. Then, remove the check from thB theck box titled 
Menus show. recently used commands first(see .Figure 4~8). Note: Changing this 
behavior in Excel changes thebehaviorford//Office applications. 

Figure 4'."'8~ Change menu behavior to show 
all commands bydearing this check box. 

Using the. Keyboard 
You can issue menu commands by using the mouse or the keyboard. Although 
most users tend to prefer a h1otJse, others find that accessing the menus with the 
keyboardis mbre efficient; This is espec:tally tme if you're entering data intna 
W()tksheet. Using a motise rneans tlmt y()u have tu ntove your hand fr6tn. the key­
board, locate the mouse, move it, click Jt, and then moveyoul:' hand back to the 
keyboard. Although this takes only a few seconds, those seconds add ttp. 
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To issue a menu eommand from the keyboard, press Alt and then the menu's hot 
key. The hot key is the underlined letter in the menu; for example Eis the hot key of 
the Edit menu. After you open the menu, you can press the appropriate hot key for 
a command on the menu. For example, to issue the Data• Sort command, press Alt, 
press D, and then press S. 

You also can press Alt alone, or FlO. This selects the first menu (the File menu). 
Next, you use the direction keys to highlight the menu that you want, and then 
press Enter. In the menu, use the direction keys to choose the appropriate menu 
item, and press Enter again. 

Moving the Menu 
ln Excel 2000. a menu bar is the same as a toolbar. Because the menu bar is a tool bar, 
you can move the menu to a new location, if you prefer. Ta move the menu, just click 
and drag it to its new location. This can be a bit tricky, because you must click the 
menu in a location that doesn't contain a menu item, such as to the right of the Help 
menu. You can drag the menu to any of the window borders or leave it free-floating. 
Figure 4--9 shows the menu after relocating it to the left side of the window. 

Figure 4-9: You can move Excel's menu to a new location. 
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Learn how to customize Excel's menus (and toolbars) in Chapter 33. 

Using Shortcut Menus 
Besides the omnipresent menu bar, discussed in the preceding section, Excel features 
a slew of shortcut menus. A shortcut menu is context-sensitive-its contents depend 
on what you're doing at the time. Shortcut menus don't contain all the relevant com­
mands, just those that are most commonly used for whatever is selected. You can dis­
play a shortcut menu by right-dicking just about anything in Excel. 

As an example, examine Figure 4-10, which shows the shortcut menu (also called a 
context menll) that appears when you right-dick a cell. The shortcut menu appears 
at the mouse-pointer position, which makes selecting a command fast and efficient. 

Figure 4-1 o: Right-clicking a cell displays this shortcut menu. 

The shortcut menu that appears depends on what is currently selected. For example, 
if you're wo1·king with a chart, the shortcut menu that appears when you right-click a 
chart part contains commands that are pertinent to what is selected. 
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Although shortcut menus were invented with mouse users in mind, you also can 
display a shortcut menu by pressing Shift+FlO. 

Excel's Toolbars 
E.,xcel, like all leading applications, includes convenient graphical toolbars. Clicking 
a button cm a toolbar is just another way of issuing commands to ExceL In many 
cases, a toolbar button is simply a substitute for a menu command. For example, 
the Copy button is a substitute for Edit• Copy. Some toolbar buttons, however, 
don't have any menu equivalent. One example is the AutoSum button, which auto­
matically inserts a formula to calculate the sum of a range of cells. Tool bars can be 
customized to include menu comn1ands as well as buttons. 

By default, Excel displays two tool bars (named Standard and Formatting). Techni­
cally, it displays three toolbars, because the menu bar is actually a toolbar named 
Worhsheet menu bar. All told, Excel 2000 has 23 built-in toolbars, plus the menu bar. 
You have complete control over which toolbars are displayed and where they are 
located. In addition, you can create custom toolbars, made up of buttons that you 
find most useful 

Learn how to customize tool bars and create new toolbars in Chapter 33. 
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lnEx<el 2000, the Standard and Fonnattingtoolbarsmayappe,;1rside bysidejust 
below the <menu bar.< In prior versions1 these tdolbars appearecd separately. 
Because the too!bars appear side by side, you can't see a Uthe tools on ejthertool­
bar; Excel displays those tools on each toolbar thafyou are most likely to use 
frequently .. If youwantto use one of the "missing toofs," you mustdlckthe arrow 
that appec1rs at the edge of the toolbar to display c1II t:ntl tools available on that 
toolbar (see Figure 4~ 'll) .. Afteryou choos.ea·tool from the "missing tools," Excel 
continues to display that tool, because you recently<used it; 

If yot1 prefer to see all the tools on a tool bar, you can drag one of the toolbars to a 
different location. If you wantto display one below the other (as previous versions 
of EXcel did), drag one below the other or choose Tools• Customize. Click the 
Optjpns tab and remo\fe the check frpm the check box labeled Standarq and 
Formatting tool bars share one row. This check bo:x: is not available ifeither toolbar 
is hidden or both tool bars are floating. (yo u'H leam more abo1.1t "floc1ting toolblJrs" 
lateHn thi$ chapter). Changing this behavior in Excel affects only Excel. 

Figure 4~ 11: Clkk the arrow to displiytnore tools on the Standard toolbar. 
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Table 4-3 lists all of Excel's built-in toolbars. 

Too/bar 

Formatting 

Clipboard 

Stop Recording 

Auditing 

Circular Reference 

Web 

Chart Menu Bar 

Word Art 

Shadow Settings 

Use 

Change how your worksheet or chart looks 

Tools to copy and paste multiple dipboard selections between 
Office applications 

Record macros 

Identify errors in your worksheet 

Obtain assistance in identifying drrular references in formulas 

Access the Internet from Excel 

The menu that appears when a chart is selected 

Insert or edit a picture composed of words 

Insert or edit shadows that appear behind objects 

The Clipboard toolbar (and the way the Clipboard functions in Office 2000 appli­
cations) is new in Excel 2000. 
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See Chapter 8 for more information on the Clipboard. 

Sometimes, Excel automatically pops up a toolbar to help you with a particular 
task For example, if you're working with a chart, Excel displays its Chart toolbar. 

Hiding or Showing Toolbars 
To hide or display a particular toolbar, choose View• Tool bars, or right-dick any 
toolbar. Either of these actions displays a list of common toolbars (but not all 
toolbars). The toolbars that have a check mark next to them are currently visible. 
To hide a toolbar, dick it to remove the check mark To display a toolbar, dick it to 
add a check mark. 

If the toolbai· that you want to hide or show does not appear cm the menu list, 
select View• Toolbars • Customize (or select Customize from the shortcut menu 
that appears when you right-dick a toolbar). Excel displays its Customize dialog 
box, shown in Figure 4-12. The Toolbars tab of this dialog box shows a list of all 
toolbars that are available-the built-in toolbars, plus any custom toolbars. 
The toolbars that have a check mark next to them are currently visible. To hide 
a toolbar, dick it to remove the check mark. To display a toolbar. click it to add 
a check mark. When you're finished, click the Close button. 

Figure 4-12: Choose which toolbars to 
display in the Customize dialog box. 

The Customize dialog box has some other options with which you may want to 
experiment. Click the Options tab to display these options (see Figure 4-13). The 
check boxes at the top of the Options tab were discussed earlier in the chapter. 
The button labeled Reset my usage data, in the middle of Figure 4-13, works in 
conjunction with the check box titled Menus show recently used commands first. 
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Excel determines the commands to show based on the commands that you use 
most often. Clicking the Reset my usage data tells Excel to ignore your past usage 
and reset the menu commands to the defaults that shipped with the product. If 
you leave the check in the Menus show recently used commands first check box 
after resetting usage, Excel starts the "monitoring" process over again to deter­
mine which commands you're using most often. 

Figure 4-13: The Options tab of the Customize 
dialog box provides some options for toolbars. 

Chapter 33 discusses the Commands tab of the Customize dialog box. 

Jf you prefer larger buttons, check the Large icons check box. By default, when you 
open the Font list box, font names provide a sample of the font (see Figure 4--14). This 
is useful, but it also slows things down quite a bit. For a faster font list, remove the 
check from the check box titled List font names in their font. And if you find those 
pop-up screen tips distracting, uncheck the Show Screen Tips on toolbars check box. 
You can also specify what type of animation you prefer for the menus. 

Moving Toolbars 
Toolbars can be moved to any of the four sides of Excel's window, or can be free­
floating. A free-floating toolbar can be dragged onscreen anywhere that you want. 
You also can change a toolbar's size simply by dragging any of its borders. To hide 
a free-floating tool bar, click its Close button. 

Because Excel 2000 menu bars are actually toolbars, this discussion also applies to 
the menu bars. 
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Figure 4-14: By default, font names provide a sample of the font. 

When a toolbar isn't free-floating, it's said to be docked. A docked toolbar is stuck to 
the edge of Excel's window and doesn't have a title bar. Therefore, a docked toolbar 
can't be resized. 

To move a toolbar (docked or free-floating}, click and drag anywhere on the back­
ground of the toolbar (that is, anywhere except on a button). When you drag it 
toward the window's edge, it automatically docks itself there. When a toolbar is 
clocked, its shape changes to a single row or single column. 

Learning More About Toolbars 
Describing all the toolbar buttons available would take many pages, so I won't 
even try. You are charged with discovering this handy feature on your own. But, 
throughout the i·est of the book, I point out toolbar buttons that may be useful in 
particular situations. 

Chapter 33 discusses tool bars in more detail, including how to customize toolbars. 
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Shortcut Keys 
This chapter mentioned earlier that some menu commands have equivalent shortcut 
keys. Usually, the shortcut key combination is displayed next to the menu item­
providing a built-in way for you to learn the shortcuts as you select the commands. 

Throughout the book, shortcut keys are examined that are relevant to any particu­
lar topic. 

Appendix C lists all the shortcut keys available in Excel. 

Working with Dialog Boxes 
As previously stated, menu items that end with an ellipsis (three dots) result in a 
dialog box. All Windows programs use dialog boxes, so you may already be familiar 
with the concept. 

About Dialog Boxes 
You can think of a dialog box as Excel's way of getting more information from you 
about the command that you selected. For example, if you choose View• Zoom 
(which changes the magnification of the worksheet), Excel can't carry out the com­
mand until it finds out from you what magnification level you want. Dialog boxes 
can be simple or much more complicated. Dialog boxes are made up of several 
ite1ns, known as controls. 

When a dialog box appears in response to your command, you make additional 
choices in the dialog box by manipulating the controls. When you're finished, 
dick the OK button (or press Enter) to continue. If you change your mind, dick 
the Cancel button (or press Escape) and nothing further happens-it's as if the 
dialog box never appeared. 

If a dialog box obscures an area of your worksheet that you need to see, simply 
click the dia]og box's title bar and drag the box to anothe1· location. The title bat· 
in a dialog box has two controls: a Help button (Question-mark icon) and a Close 
button. When you dick the Help button, the mouse pointer displays a question 
mark. You can click any part of the dialog box to get a description of that part's 
purpose. Clicking the Close button is the same as clicking the Cancel button or 
pressing Escape. 

Although a dialog box looks like just another window, it works a little differently. 
When a dialog box appears, you can't do anything in the workbook until the dialog 
box is closed. In other words, you must dismiss the dialog box before you can do 
anything. 
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Dialog Box Controls 
Most people find working with dialog boxes to be quite straightforward and natural. 
The controls usually work just as you would expect, and they can be manipulated 
either with your mouse or directly from the keyboard. 

The following sections describe the most common dialog box controls and show 
some examples. 

Buttons 
A button control is about as simple as it gets. Just click it and it does its thing. Most 
dialog boxes have at least two buttons. The OK button closes the dialog box and 
executes the command. The Cancel button doses the dialog box without making any 
changes. If an ellipsis appears after the text on a button, clicking the button leads to 
another dialog box. 

Pressing the Alt key and the button's underlined letter is equivalent to clicking the 
button. Pressing Enter is the same as clicking the OK button, and pressing Esc is 
the same as dicking the Cancel button. 

Option buttons 
Option buttons are sometimes known as radio buttons, because they work Like the 
preset station buttons on an old-fashioned car radio. Like these car radios, only 
one option button at a time can be "pressed.'' Choosing an option button is like 
choosing a single item on a computerized multiple-choice test. When you click an 
option button, the previously selected option button is unselected. 

Option buttons usually a1·e enclosed in a group box, and a single dialog box can 
have several sets of option buttons. Figure 4-15 sho\.vs an example of a dialog box 
with option buttons. 
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Check boxes 

Figure 4-15: This dialog 
box has seven option 
buttons. 

A check box control is used to indicate whether an option is on or off. This is similar 
to responding to an item on a True/False test. Figure 4-H:i shows a dialog box with 
several check boxes. Unlike option buttons, each check box is independent of the 
others. Clicking a check box toggles on and off the check mark. 

Figure 4-16: An example of check boxes in 
a dialog box. 

Range selection boxes 
A range selection box enables you to specify a worksheet range by dragging inside 
the worksheet. A range selection box has a small button that, when clicked, col­
lapses the dialog box, to make it easier for you to select the range by dragging in 
the worksheet. After you select the range, click the button again to restore the 
dialog box. Figure 4-17 shows a dialog box with two range selection box controls. 
The control in the middle is a standard edit box. 

Spinners 
A spinner control makes specifying a number easy. You can dick the arrows to 
increment or decrement the displayed value. A spinner is almost always paired 
with an edit box. You can either enter the value directly into the edit box or use 
the spinner to change it to the desired value. Figure 4-18 shows a dialog box with 
several spinner controls. 
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Figure 4-17: A range selection 
box enables you to specify a 
worksheet range by dragging 
in the worksheet. 

Figure 4-18: This dialog box has several spinner controls. 

List boxes 
A list box control contains a list of options from which you can choose. If the list is 
longer than will fit in the list box, you can use its vertical scrollbar to scroll through 
the list. Figure 4-19 shows an example of a dialog box that contains two list box 
controls. 

Figure 4-19: Two list box controls in a dialog box. 
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Drop-down boxes 
Drop-down boxes are similar to list boxes, but they show only a single option at a 
time. When you click the arrow on a drop-down box, the list drops down to display 
additional choices. Figure 4-20 shows an open drop-down box control. 

Figure 4-20: A drop-down box control in a dialog box. 

Tabbed Dialog Boxes 
Many of Excel's dialog boxes are "tabbed" dialog boxes. A tabbed dialog box includes 
notebook-like tabs, each of whkh is associated with a different panel. When you dick 
a tab, the dialog box changes to display a new panel containing a new set of controls. 
The Format Cells dialog box, which appears in response to the Format• Cells com­
mand, is a good example. This dialog box is shown in Figure 4-21. Notice that it has 
six tabs, which makes it functionally equivalent to six different dialog boxes. 

Tabbed dialog boxes are quite convenient, because you can make several changes 
in a single dialog box. After you make all of your setting changes, click OK or 
press Enter. 

Figure 4-21: The Format Cells dialog box is 
an example of a tabbed dialog box. 
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To select a tab by using the keyboard, use Ctrl+PgUp or Ctrl+PgDn, or simply press 
the first letter of the tab that you want to activate. 

Summary 
This chapter covers background information that is essential to using Excel effi­
ciently. It discusses methods to manipulate windows (which hold workbooks), as 
well as several techniques used to move around within a worksheet by using the 
mouse or the keyboard. It also discusses the various methods used to issue com­
mands to Excel: menus, shortcut menus, toolbar buttons, and shortcut key combi­
nations. This chapter concludes with a general discussion of dialog boxes-an ele­
ment common to all Windows programs. 
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Working with 
Files and 
Workbooks 

Computer users won't get too far without understanding 
the concept of files. Every computer program uses files, 

and a good understanding of how to manage files stored on 
your hard drive will make your job easier. This chapter dis­
cusses how Excel uses files and what you need to know about 
files to use Excel. 

Some Background on Files 
A file is an entity that stores information a disk. A hard disk is 
usually organized into directories ( or folders) to facilitate the 
organization of files. For example, all the files that comprise 
Excel are stored in a separate folder on your computer. And, 
your system probably has a directory named Pe:rsonal (located 
in your Windows directory) that is used as the default location 
for storing Excel workbooks. 

Files can be manipulated in several ways. They can be copied, 
renamed, deleted, or moved to another disk or folder. These 
types of file operations are usually performed by using the tools 
in Windows (although you also can perform these operations 
without leaving Excel). 

Computer programs are stored in files, and programs also store 
information that they use in files. Some programs (such as 
Excel) use files by loading them into memory. Others (such as 
database programs) access selective parts of a file directly from 
the disk and don't read the entire file into memory. 

Windows makes it easy to access properties of files. Properties 
include info1·mation such as file type, size, date created, its 
read-only status, and so on. Excel enables you access some 
additional custom properties of files that can help you to 
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locate and categorize your files. For example, you can store information that 
enables you quickly to locate all workbook files that apply to a particular client. 

How Excel Uses Files 
When you installed Excel (or the entire Microsoft Office suite) on your system, the 
Setup program copied many files to your hard disk and created several new folders 
to hold the files. These files consist of the files that are needed to run Excel, plus 
some sample files and Help files. The Setup program also made (or modified) some 
entries in the Windows Registry. The Regist1·y is a master database of sorts that 
keeps track of all configuration information for the operating system and the soft­
ware installed on your system, and also associates Excel's data files with Excel. 

Excel' s Data Files 
Excel's primary file type is called a workbook file. When you open a workbook in 
Excel, the entire file is loaded into memory, and any changes that you make occur 
only in the copy of the file that's in mernory. If the workbook is large, your system 
may not have enough memory to hold the file. In such a case, Windows uses disk­
based virtual memory to simulate actual memory (this slows things down consider­
ably). When you save the workbook, Excel saves the copy in memory to your disk, 
overwriting the previous copy of the file. 

Table 5-1 lists the various types of files that Excel supports directly. 

File Type 

XLA 

XLC 

XLM 

XLT 

Description 

Excel add-in file (several add-ins are supplied with Excel, and you can create 
your own add-ins) 

Excel 4 chart file* 

Excel 4 macro file* 

Excel template file 

* These files became obsolete beginning with Excel 5. However, Excel can still read these files for compatibility 
with previous versions. 
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Foreign File Formats Supported 
Although Excel's default file format is an XLS workbook file. it also can open files 
generated by several other applications. In addition. Excel can save workbooks in 
several different fonnats. Table S-2 contains a list of file formats that Excel can read 
and WTite. 

Chapter 22 covers file importing and exporting in detail. 

File Type Description 

WKl 1-2-3 Release 2 spreadsheet format*** 

WK4 1-2-3 for Windows spreadsheet format 

WB1 Quattro Pro for Windows spreadsheet format** 

SLK SYLK spreadsheet format 

HTM,HTML Hypertext Markup Language files 

TXT Text file format 

DIF Data interchange format 

** Excel can open files in this format, but not save them. 

*** When you open one of these files, Excel searches for the associated formatting file (either FMT or FM3) and 
attempts to translate the formatting. 

Excel 2000 lets you use HTML as a "native" file format. HTML is the file format 
used by Web browsers. You can save and retrieve files using this format, with no 
loss of information. 

This new HTML feature is discussed in Chapter 30. 
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Essential Workbook File Operations 
This section describes the operations that you perform with workbook files: open­
ing, saving, closing, deleting, and so on. As you read through this section, keep in 
mind that you can have any number of workbooks open simultaneously, and that at 
any given time, only one workbook is the active workbook. The workbook's name is 
displayed in its title bar (or in Excel's title bar if the workbook is maximized). 

Creating a New Workbook 
When you start Excel, it automatically creates a new ( empty) workbook called Book I. 
This workbook exists only in memory and has not been saved to disk. By default, this 
workbook consists of three worksheets named Sheet l. Sheet2, and Sheet3. If you're 
starting a new project from scratch, you can use this blank workbook. 

You can always create another new workbook in either of three ways: 

• Use the File• New command 

• Click the New Workbook button on the Standard toolbar (this button has an 
image of a sheet of paper) 

• Press the Ctrl+N shortcut key combination 

If you choose the File• New command, you're greeted with a dialog box named 
New (see Figure 5-1). This is a tabbed dialog box that enables you to choose a 
template for the new workbook. If you don't have any custom templates defined, 
the General tab displays only one option: Workbook. Clicking this gives you a plain 
workbook. Templates that are included with Excel are listed in the Spreadsheet 
Solutions tab. If you choose one of these templates, your new workbook is based 
on the selected template file. 

Templates are discussed later in this chapter, and Chapter 33 discusses this topic 
in detail. 

Pressing Ctrl+N or dicking the New button on the Standard toolbar bypasses the 
New dialog box and creates a new default workbook immediately. If you want to 
create a new workbook based on a template, you must use the File• New command. 

If you find that you almost always end up closing the default Book 1 workbook that 
appears when you start Excel, you can set things up so that Excel starts without an 
empty workbook. To do so, you need to edit the command line that you use to 
start Excel. For example, if you start Excel by using a shortcut on your Windows 
desktop, right-click the shortcut icon and choose Properties from the menu. Click 
the Shortcut tab and add /e after the command line listed in the Target field. The 
following is an example of a command line modified in this manner (the actual 
drive and path may vary on your system): 

C:\Prograrn Files\MicrosofL Office\Office\excel .exe ie 
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Figure 5-1: The New dialog box enables you to choose a template 
upon which to base the new workbook. 

Opening an Existing Workbook 
The following are the ways to open a workbook that has been saved on ymu- disk: 

• Use the File• Open command 

• Click the Open button on the Standard toolbar (the Open button has an image 
of a file folder opening) 

• Press the Ctrl+O shortcut key combination 

All of these methods result in the Open dialog box, shmvn in Figure 5-2. 

You also can open an Excel workbook by double-clicking its icon in any folder 
window. If Excel isn't running, it starts automatically. Or, you can drag a workbook 
icon into the Excel window to load the workbook. 

If you want to open a file that you've used recently, it may be listed at the bottom 
of the drop-down File menu. This menu shows a list of files that you've worked on 
recently. Just click the filename and the workbook opens for you (bypassing the 
Open dialog box). 

You select the number of files to display in the recent file list-from zero up to 
nine. To change this setting, use Tool• Options. In the Options dialog box, click 
the General tab and make the change to the Recently used file list setting. 

The Open dialog box has a new look in Excel 2000. It provides icons along the left 
side so that you can quickly activate certain folders. For example, clicking the 
Desktop icon activates your Windows\Desktop directory-which contains the file 
and shortcuts displayed on your desktop. 
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JtifiP!H: 

Figure 5-2: The Open dialog box. 

Folder 

32 KB Microsoft Excel Worksheet 

28 KS Microsoft Excel Worl,meet 01/14/98 12:56 pp; 
14 KB Microsoft Excel Worksheet 

42 KB Microsoft Excel Worksheet 02/05/58 11:,,, 

22 KB Microsoft Excel Worksaeet 08/05/97 7 29 AM 

43 KB Microsoft Excel Worksheet 12/02/57 1 :27 PM 

89 KB Microsoft Excel Worksheet ll/la/S7 3: 17 PM 

15 KB Microsoft Excel Worksheet 09/0.'J/97 10: ... 
90 KB Microsoft Excel Worksheet 

24 KB Microsoft Excel Worksrieet 

14 KB Microsoft Excel Worksheet 

63 KB Microsoft Excel ~Vorksileet 

148 KB Microsoft Excel Add-In 

To open a workbook from the Open dialog box, you must provide two pieces of 
information: the name of the workbook file (specified in the File name field) and its 
folder (specified in the Look in field). 

This dialog box may be a bit overwhelming at first. You can ignore most of it, 
because many of the controls deal with locating files. If you know what folder the 
file is in, you simply specify the folder and then select the filename (and don't 
forget about the new icons on the left side of the Open dialog box). Click Open 
and the file opens. You also can just double-dick the filename to open it. 

ln Excel 2000, the Open button is actually a drop-down list. Click the arrow and you 
see the additional options: 

• Open: Opens the file normally. 

• Open Read Only: Opens the selected file in read-only mode. When a file is 
opened in this mode, changes cannot be saved to the original filename. 

• Open as Copy: Opens a copy of the selected file. If the file is named budget.xis, 
the workbook that opens is named copy of budget.xis. 

• Open in Browser: Opens the file in your default Web browser. 

;,., .~:::~·,i:1,•Y-41i 
"i:\iilf~j 

You can hold down the Ctrl key and select multiple workbooks. When you dick 
OK, all the selected workbook files will open. 

Right-dicking a filename in the Open dialog box displays a shortcut menu with many 
extra choices. For example, you can copy the file, delete it, modify its properties, 
and so on. 
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Specifying a folder 
The Look in field is actually a drop-down box. Click the arrow and the box expands 
to show your system components. You can select a different drive or directory from 
this list. The Up One Level icon (a file folder with an upward arrow) moves up one 
level in the folder hierarchy. 

As noted previously, you can also click any of the following icons to activate a partic­
ular directory: 

Icon 

History 

Personal 

Desktop 

Favorites 

Web Folders 

Filtering by file type 

Folder 

c: \windows\ recent 

c: \windows\ personal 

c:\windows\desktop 

c: \ win clows \favorites 

c:\windows\web folders 

At the bottom of the Open dialog box, the drop-down list is labeled Files of type. 
When this dialog box is displayed, it shows All Microsoft Excel Files (* .xl-k, ~-.xls, 
* .xla, * .xlt. * ~xlw). This means that the files displayed ru·e filtered, and you see only 
files that have an extension beginning with the letters XL. In other words, you see 
only standard Excel files: workbooks, add-ins, templates, and workspace files. 

If you want to open a file of a different type, dick the arrow in the drop-down list and 
select the file type that you want to open. This changes the filtering and displays only 
files of the type that you specify. 

File display preferences 
The Open dialog box can display your workbook filenames in four different styles: 

• List: As a list of filenames only, displayed in multiple columns 

• Details: As a list of filenames, with details about each file (its size, file type, 
and when it was last modified) 

• Properties: As a list of filenames, with file properties displayed in a separate 
panel for the selected file 

• Preview: As a list of filenames, with a preview screen displayed in a separate 
panel for the selected file 

You control the style by clicking the View icon and then selecting from the drop­
down list. The View icon is located in the upper-right section of the Open dialog 
box (see Figure .5-:J). The style that you choose is entirely up to you. 
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Figllre 5-3: The \/iew ic:on enables You to change the way files>are listed 
in the Open dialog box. 

Clkking theTools meitu, listed last in the upper-right section of the Opeh dialog 
b<}X, displays ashort<cut nienu. The following are theinenu items displi!yed ,:111d 
what the:Ydo: 

• Firid: Opens a new dialog boX that enables you to search for a particular file, 
See the sidebar "FindingLost Workbooks" in Excel 2000. 

• Defote: Deletes the selected file(s). 

• Reua1ue: Enables you to nenarne the selected file. 

Pri11t: Opens the selected file, printsit, and then doses<Jit. 

Ad<Lto Favorite,s:Ad<l:s to yotir Favwites direc:tnry a shortc:ut to the 
selected file. 

.• Map Network Drive: Displays a: dialog bfrx that enables YOll fo man a nehvot·k 
dirElctoryto a drive dl:lsignatoT, 

• Properties: Displays the Properties dialog box fo1· the selected file. This 
enables you to examine or modify the file's· properties without actually 
opening it. 
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Opening Workbooks Automatically 
Many people find that they work on the same workbooks day after day. If this 
describes you, you'll be happy to know that you can have L'{cel open specific 
workbook files automatically whenever you start Excel. 

The XLStart folder is located within the Microsoft Office folder. Any workbook files 
(excluding template files) that are stored in this folder open automatically when 
Excel stads. If one or more files open automatically from this folder, Excel won't 
start up with a blank workbook. 

You can specify an alternate startup folder in addition to the XLStart folder. Choose 
Tools• Options and select the General tab. Enter a new folder name in the field 
labeled Alternate Startup File Location. After you do that, when you start Excel, it 
automatically opens all workbook files in both the XLStart folder and the alternate 
folder that you specified. 

Saving Workbooks 
When you're working on a workbook, it's vulnerable to day-ruining events, such as 
power failures and system crashes. Therefot·e, you should save your wm·k to disk 
often. Saving a file takes only a few seconds, but re-creating four hours of lost work 
takes about four hours. 

Excel provides four ways to save your workbook: 

• Use the File• Save command 

• Click the Save button on the Standard toolbar 

• Press the Ctrl+S shortcut key combination 

• Press the Shift+F12 shortcut key combination 

ff your workbook has already been saved, it's saved again using the same filename. 
If you want to save the workbook to a new file, use the File• Save As command (or 
press Fl2). 

If your workbook has never been saved, its title bar displays a name such as Bookl 
or Book2. Although Excel enables you to use these generic workbook names for file­
names, it's not recommended. Therefore, the first time that you save a new worbook, 
Excel displays the Save As dialog box (see Figure 5-4) to let you provide a more mean­
ingful name. 
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The Save As dialog box is somewhat similar to the Open dialog box. Again, you 
need to specify two pieces of information: the workbook's name and the folder in 
which to store it. If you want to save the file to a different folder, select the desired 
folder in the Save in field. If you want to create a new folder, dick the Create New 
Folder icon in the Save As dialog box. The new folder is created within the folder 
that's displayed in the Save in field. 

After you select the folder, enter the filename in the File name field. You don't need to 
specify a file extension-Excel acids it automatically, based on the file type specified 
in the Save as type field. 

If a file with the same name already exists in the folder that you specify, Excel asks 
whether you want to overwrite that file with the new file. Be careful with this, 
because you can't recover the previous file if you overwrite it. 

My Pictures 

!li;j Old Files 

ffl 97schad,xls 
ffi add a userfo~m.xls 
i!j budget.xis 
'i:l<rr: Budgeting.sis 

'it Change EVent.xls 
~: Ccmbin.a:tion~.xls 
ffl Ccmpile.:ds 

m consu:tant:. xis m Ccntents . .:xls 

~ co~p taxe;;, x s; 

ffl cu~renq•'. xis 

Irr dataform.), xis 

~1: Ddete Um.:.:sed Names ,-xis 

iIT exppr:i.:xl,; 

Figure 5-4: The Save As dialog box. 

Remember, saving a file overwrites the previous version of the file on disk. If you 
open a workbook and then completely mess it up, don't save the file! Instead, 
close the workbook without saving it, and then open the good copy on disk. 

emnosUSA0016739 

CiM Ex. 1051 Page 120



The default file location 
When you save a workbook file for the first time, the Save As dialog box proposes a 
folde1· in which to save it. Normally, this is the Personal folder (located within your 
\ Windows folder). If you want, you can change the default file location. To do so, 
choose Tools• Options and click the General tab in the Options dialog box. Then, 
enter the folder's path into the field labeled Default File Location. After doing so, 
the Save As dialog box defaults to this folder. 

Note, however, that if you override the default folder in the Save As dialog box, the 
new folder becomes the default folder for the current Excel session. So, if you use 
the File• Save As command to save another workbook, Excel proposes the new 
default folder. 
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File saving options 
The Save As dialog box has a drop-down menu labeled Tools. When you click this 
menu, one of the options displayed is labeled General Options. Selecting this item 
displays the Save Options dialog box, shown in Figure 5-5. This dialog box enables 
you to set the following options: 

• Always create backup: If this option is set, the existing version of the workbook 
is renamed as a BAK file before the workbook is saved. Doing this enables you 
to go back to the previously saved version of your workbook. Some users like to 
use this option because it adds another level of safety. Just be aware that yom· 
worksheet files will take up about twice as much disk space, so it's a good idea 
to delete the backup files occasionally. 

• Password to open: If you enter a password, the password is required before 
anyone can open the workbook. You're asked to enter the password a second 
time to confirm iL Passwords can be up to 15 characters long and are case­
sensitive. Be careful with this option, because it is impossible to open the 
workbook (using normal methods) if you forget the password. 

Figure 5-5: The Save Options 
dialog box. 

• Password to modif),: This option enables you to specify a password that will 
be required before changes to the workbook can be saved under the same 
filename. Use this option if you want to make sure that changes aren't made 
to the original version of the workbook. In other words, the workbook can be 
saved with a new name. but a password is required to overwrite the original 
version. 

• Read-only recommended: If this option is checked, the file c.m't be saved 
under its original name, This is anothet· way to ensure that a workbook file 
isn't overwritten. 

File security is not one of Excel's strong points. Saving a workbook with a pass­
word is not a foolproof method of protecting your work. Several utilities exist that 
are designed to Hcrack" passwords in Excel files. Therefore, if you need to keep 
your work absolutely confidential, Excel is not your best software choice. 
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Using AutoSave can be helpful, but it can also be risky. When an Excel workbook is 
saved, the Undo stack is reset. Therefore, if you make a mistake (such as deleting 
a range of data) and AutoSave kicks in and saves your file, you won't be able to 
use Undo to reverse your mistake. 

Workbook summary information 
When you save a file for the first time by closing the Save As dialog box. Excel may 
prompt you for summary information by displaying the Properties dialog box, shown 
in Figure 5-6. This dialog box enables you to specify lots of descriptive information 
about the workbook, and also displays some details about the file. 

The Properties dialog box may or may not appear, depending on how Excel is con­
figured. To specify whether to display the Properties dialog box automatically, 
select Tools• Options, click the General tab, and adjust the setting of the Prompt 
for File Properties check box. 
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Figure 5-6: You can provide all sorts of 
information about your workbook in the 
Properties dialog box. 

The Properties dialog box has the following five tabs: 

• General: Displays general information about the file-its name, size, location, 
date created, and so on. You can't change any of the information in this panel. 

• Summary: Appears by default when you first save the file. It contains nine 
fields of information that you can enter and modify. You can use the informa­
tion in this panel to locate workbooks quickly that meet certain criteria. This 
is discussed later in the chapter. 

• Statistics: Shows additional information about the file, and can't be changed. 

• Contents: Displays the names of the sheets in the workbook, arranged by 
sheet type. 

• Custom: Can be quite useful if you use it consistently. Basically, it enables you 
to store in a sort of database a variety of information about the file. For exam­
ple, if the workbook deals with a client named Smith and Jones Corp., you can 
keep track of this bit of information and use it to help locate the file late1'. 

You also can access the Properties dialog box for the active workbook at any time 
by selecting File• Properties from the menu. h1 addition, you can view the proper­
ties of a workbook from the Open dialog box. Right-dick the file in which you're 
interested and choose Properties from the shortcut menu. 
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Saving files in older formats 
lf your colleagues also use Excel, you may find yourself exchanging workbook files. 
If so, it's important that you know which version of Excel they use. Excel 97 and 
Excel 2000 use the same file format, but previous versions of Excel use different file 
formats. Generally, newer versions of Excel can open files created in older versions, 
but older versions of Excel cannot open files created in newer versions. 

If you send a workbook to someone who uses a version of Excel prior to Excel 97, 
you must remember to save the file in a format that the earlier version can read. 

Even though Excel 97 and Excel 2000 use a common file format, this does not 
ensure complete compatibility. If your workbook makes use of any features new to 
Excel 2000, these features won't be available if the file is opened in Excel 97. 

Excel 5 was the first version to use multisheet workbooks. Prior to Excel 5, work­
sheets, chart sheets, and macro sheets were stored in separate files. Consequently, 
if you share a multisheet workbook with someone who still uses one of these older 
versions, you must save each sheet separately-and in the proper format. 

The Save As dialog box has a field labeled Save as type that enables you to choose 
the format in which to save the file. The Excel file formats are listed in Table 5-3. 

iiigr';!,{:: 
t"lI"~ ;,.f'··~~/ ,i 

Excel 2000 has an option that enables you to specify the default format for saved 
workbooks. To change the default setting, select Tools• Options, click the 
Transition tab, and then choose the file type from the drop-down list labeled Save 
Excel files as. 

This is improved over the Excel 97 version of the same feature, which prompts 
users on every file save if this option is enabled. 

Format 

Microsoft Excel 97-9 
& 5.0/95 Workbook 

Microsoft Excel 2.1 Worksheet* 

What It Does 

Saves the file in a format that can be read by 
Excel s through Excel 2000 

Saves the file in a format that can be read by Excel 2. 1 

* These file formats do not support multisheet workbooks. 
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lf you need to send a workbook with three worksheets in it to a colleague who uses 
Excel 4, you must save it as three separate files and make sure that you select the 
Microsoft Excel 4.0 Worksheet option from the Save as type drop-down box (see 
Figure 5-7). 

My Pictures 
:£ill Old Files 
~ 97sche:J.xls 

1fJ add a L,serform xis 

'1!ll budget.xis 

~ Budgetng.xls 

~ change E·,ent.xls 
~ Combinations.:x:s 

~ Compile,;,,is 
~ consultants, xis 

~ Cantert:s.xls 
~ corp taxes.xis 

~ currency, xis 

~ datafatm3.xls 
~ Delete Jncsed Narnes.:xls 
'!!] expprn. xis 

Figure 5-7: You can save an Excel workbook in a format that is readable 
by previous versions of Excel. 

Closing Workbooks 
When you're finished with a workbook, you should close it to free the memory that 
it uses. You can dose a workbook by using any of the following methods: 

• Use the File• Close command 

• Click the Close button in the workbook's title bar 

• Double-click the Control icon in the workbook's title bar 

• Press the Ctrl+F4 shortcut key 

• Press the Ctrl+W shortcut key 

lf you've made any changes to your workbook since it was last saved, Excel asks 
whether you want to save the workbook before closing it. 
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To close all open workbooks, press the Shift key and choose File• Close All. This 
command appears only when you hold down the Shift key while you dick the File 
menu. Excel doses each workbook, prompting you for each unsaved workbook. 

Using Workspace Files 
As you know, you can work with any number of workbook files at a time. For exam­
ple, you may have a project that uses two workbooks, and you like to arrange the 
windows in a certain way to make it easy to access them both. Fortunately, Excel 
enables you to save your entire workspace to a file. lVork~pace, as used here, means 
all the workbooks and their screen positions and window sizes -sort of a snapshot 
of Excel's current state. Then, you can open the workspace file, and Excel is set up 
exactly as it was when you saved your workspace. 

To save your workspace, use the File• Save \iVorkspace command. Excel proposes 
the name resume.xlw for the workspace file. You can use this name or enter a differ­
ent name in the File name field. Click the Save button, and the workspace will be 
saved to disk. 

You need to understand that a workspace file doesn't include the workbook files 
themselves. It includes only the information needed to recreate the workspace. 
The workbooks in the workspace are saved in standard workbook files. Therefore, 
if you distribute a workspace file to a coworker, make sure that you also include 
the workbook files to which the workspace file refers. 

If you save your workspace file in the XLStart folder, Excel opens the workspace file 
automatically when it starts up. This is handy if you tend to work with the same 
files every day, because essentially you can pick up where you left off the previous 
day. 

Sharing Workbooks with Others 
If your system is connected to a network, you should be aware of some other issues 
related to workbook files. 

Chapter 21 is devoted entirety to workgroup issues. 

Using Template Files 
You may be able to save yourself a lot of work by using a template instead of creat­
ing a new workbook from scratch. A template basically is a worksheet that's all set 
up with formulas, ready for you to enter data. 

The templates distributed with Excel are nicely formatted and relatively easy to 
customize. w·hen you open a new workbook based on the template, you save the 
workbook to a new file. In other words, you don't overwrite the template. 
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Figure 5-8 shows one of the Spreadsheet Solutions templates. 

r

.- Customer 
Name 
Address 
City 
Phone 

Compony Address 
City, State ZIP Code 
Phone Nurr,ber fax Fsx Number 

State ZIP 

Invoice 

Invoice No~ 

INVOICE 

Figure 5-8: Excel includes several templates, designed to perform common tasks. 
This figure shows the lnvoicel template. 

Excel 2000 includes three templates: 

• Expense Statement: Helps you create e.,"{pense report forms and a log to track 
them 

• Invoice: Helps you create invoices 

• Purchase Order: Helps you create purchase orders to send to vendors 

Another template, named Village, is also available. This isn't really a template. It 
describes how to purchase additional templates from Village Software. 

You can download additional templates from Microsoft's Web site: 

http://officeupdate.m~crosoft.com/ 

The Spreadsheet Solutions templates are handy, but be aware that they include 
a lot of overhead - several worksheets, dialog sheets, and a custom toolbar. 
Consequently, the workbooks that you generate by using these templates may be 
larger than you would expect. On the positive side, studying how these templates 
are designed can provide advanced users with some great tips. 
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Chapter 33 discusses templates in more detail and describes how to create your 
own template files. 

Protecting Your Work 
The final topic in this chapter offers a few words on backing up your work to protect 
yourself from disaster-or at least save yourself the inconvenience of repeating your 
work. Earlier in the chapter, you learned how to make E.xcel create a backup copy of 
your workbook when you save the file. That's a good idea, but it certainly isn't the 
only backup protection you should use. 

If you've been around computers for a while, you probably know that hard disks 
aren't perfect. I've seen many hard disks fail for no apparent reason and with 
absolutely no advance warning. In addition, files can get corrupted-which usu­
ally makes them unreadable and essentially worthless. If a file is truly important, 
you need to take extra steps t<..1 ensure its safety. The following are several backup 
options for ensuring the safety of individual files; 

• Keep a backup copy of the file on the same drive. This is essentially what 
happens when you seled the Always create a backup option when you save 
a workbook file. Although this offers some protection if you create a mess 
of the worksheet, it won't do you any good if the entire hard drive crashes. 

• Keep a backup copy on a different hard drive. This assumes, of course, that 
your system has more than one hard drive. This offers more protection than 
the preceding method, because the likelihood that both hard drives will fail is 
remote. If the entire system is destroyed or stolen, however, you're out of luck. 

• Keep a backup copy on a network server. This assumes that your system is 
connected to a server on which you can write files. This method is fairly safe. 
If the network server is located in the same building, however, you're at risk if 
the entire building bums down or is otherwise destroyed. 

• Keep a hacku1> copy on a 1-emovable medium. This is the safest method. 
Using a removable medium. such as a floppy disk or tape, enables you physi­
cally to take the backup to another location. So, if your system (or the entire 
building) is damaged, your backup copy remains intact. 

Most people with good backup habits acquired them because they've been burned 
in the past (myseH included). 

Windows comes with software that you can use to back up your entire system. 
Consult your Windows manual or online help for details. 
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Summary 
This chapter covers the rather broad topic of files. It starts with an overview of 
how computers use files and narrows the scope to cover how Excel uses files. The 
chapter includes a discussion of the essential file operations that you perfoi·m from 
E.'{cel, including creating new workbook files, opening existing files, saving files, and 
closing files. The chapter concludes with an introduction to the template files that 
are included with Excel. 
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Entering and 
Editing 
Worksheet Data 

People use spreadsheets primarily to store data and per­
form calculations. This chapter discusses the various 

types of data that you can enter into E.xcel. 

Types of Worksheet Data 
As you know, an Excel workbook can hold any number of 
worksheets, and each worksheet is made up of cells. A cell 
can hold any of three types of data: 

• Values 

• Text 

• Formulas 

A worksheet also can hold charts, maps, drawings, pictures, 
buttons, and other objects. These objects actually reside on 
the worksheet's draw layer. which is an invisible layer on top 
of each worksheet. 

The draw layer is discussed in Chapter ·14. This chapter is 
concerned only with data that you enter into worksheet cells. 

Values 
Vi:ilues, also known as numbers, represent a quantity of some 
type: sales, number of employees, atomic weights, test scores, 
and so on. Values that you entei· into cells can be used in 
formulas or can be used to provide the data that is used to 
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create a chart. Values also can be dates (such as 6/9i2019) or times (such as 3:24 
a.m.), and you'll see that you can manipulate these types of values quite efficiently. 

Figure 6-1 shows a worksheet with some values entered in it. 

Figure 6-1: Values entered in a worksheet. 

Text 
Most worksheets also include non-numeric text in some of their cells. You can 
insert text to serve as labels for values, headings for columns, or instn1ctions about 
the worksheet. Text that begins with a number is still considered text. For example, 
if you enter an acldrnss such as 1425 Main St. into a cell. Excel considers this to be 
text rather than a value. 

Figure 6-2 shows a worksheet with text in some of the cells. In this case, the text is 
used to clarify what the values mean. 

Figure 6-2: This worksheet consists of text and values. 
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Formulas 
Formulas are what make a spreadsheet a spreadsheet-otherwise, you'd just have 
a strange word processor that is good at working with tables. Excel enables you to 
enter powerful formulas that use the values (or even text) in cells to calculate a 
result. When you enter a formula into a cell, the formula's result appears in the cell. 
If you change any of the values used by a formula, the formula recalculates and 
shows the new result. Figure 6<~ shows a worksheet with values, text, and formulas. 

Chapter 9 discusses formulas in detail. 

Figure 6-3: Cells BB and B9 contain formulas that use the other values. 
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Entering Values 
Entering values into a cell is quite easy. Just move the cell pointer to the appropriate 
cell to make it the active ,~ell, enter the value, and then press Enter. The value is dis­
played in the cell and also appears in Excel's formula bar. You can, of course, include 
decimal points and dollar signs when entering values and dollar signs, along with 
plus signs, minus signs, and commas. H you precede a value with a minus sign or 
enclose it in parentheses, Excel considers it to be a negative number. 

Sometimes, the value that you enter won't be displayed exactly as you enter it. 
More specifically, if you enter a large number, it may be converted to scientific 
notation. Notice, however, that the formula bar displays the value that you entered 
originally. Excel simply reformatted the value so that it would fit into the cell. If you 
make the column wider, the number is displayed as you entered it. 

The section "Formatting values," later in this chapter, discusses the various ways to 
format values so that they appear differently. 

Entering Text 
Entering text into a cell is just as easy as entering a value: activate the cell, type the 
text, and then press Enter. A cell can contain a maximum of about 32,000 charactei-s. 
To give you an idea of how much te.xt can fit into a single cell, consider the fact that 
this entire chapter has approximately 32,000 characters. 

Even though a cell can hold a huge number of characters, you'll find that it's not 
possible to actually display all of them. 

If you type an exceptionally long text entry into a cell, the characters appear to 
wrap around when they reach the right edge of the window, and the fonnula bar 
expands so that the text wraps arow1d. 

What happens when you enter text that's longer than its column's current width? 
If the cells to the immediate right are blank, Excel displays the text in its entirety, 
appearing to spill the entry into adjacent cells. If an adjacent cell is not blank, Excel 
displays as much of the text as possible (the full text is contained in the cell; it's 
just not displayed). If you need to display a long text string in a cell that's adjacent 
to a non blank cell, you can take one of several actions: 

• Edit your text to make it shorter 

• Increase the width of the column 

• Use a smaller font 

• Wrap the text within the cell so that it occupies more than one line 

• Use Excel's "shrink to fit" option (see Chapter 11 for details) 
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Dates and Times 
Often, you need to enter dates and times into your worksheet. To Excel, a date or a 
time is simply treated as a value- but it's formatted to appear as a date or a time. 

Working with Date Values 
lf you work with dates and times, you need to understand Excel's date and time 
system. Excel handles dates by using a serial number system. The earliest date that 
Excel understands is January 1, 1900. This date has a serial number of 1. January 2, 
1900, has a serial number of 2, and so on. This system makes it easy to deal with 
dates in formulas. For example, you can enter a formula to calculate the number of 
days between two elates. 

Most of the time, you don't have to be concerned with Excel's serial number elate 
system. You can simply enter a date in a familiar date format, and Excel takes care 
of the details behind the scenes. For example, if you need to enter June 1, 1999, you 
can simply enter the date by typing June 1, 1999 (or use any of several different 
date formats). E,xcel interprets your entry and stores the value ;16;-n2 -which is the 
date serial number for that date. 

Here is a sampling of the date formats that Excel recognizes. After entering a date, 
you c:an format it to appear in a different elate format. 

Entered into a Cell Exce/'s Interpretation 

6-1-1999 June 1, 1999 

6/1/1999 June 1, 1999 

June 1, 1999 June 1, 1999 

June 1 June 1 of the a.irrent year 

6-1 June 1 of the rurrent year 

After you enter a date, check the formula bar. If the formula bar displays exactly 
what you entered, Excel didn't interpret the date that you entered as a date. If the 
formula bar displays your entry in a format like mmjdd/yyyy, Excel correctly inter-
preted your entry as a date. 
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As you can see, Excel is rather smart when it comes to recognizing dates that you 
enter into a cell. It's not perfect, however. For example, Excel does not recognize 
any of the following entries as dates: June 1 1999, Jun-1 1999, and Jun-1/1999. 
Rather, it interprets these entries as text. If you plan to use dates in formulas, make 
sure that the date you enter is actually recognized as a date; otherwise, your for­
mulas will produce incorrect results. 

Working with Time Values 
When you work with times, you simply extend Excel's date serial number system 
to include decimals. In other wards, Excel works with times by using fractional 
days. For example, the date serial number for June I, 1999, is 36312. Noon (halfway 
through the day) is represented internally as 36312.5. 

Again, you normally don't have to be concerned with these serial numbers (or 
fractional serial numbers, for times). Just enter the time into a cell in a recognized 
format. 

Here are some examples of time formats that Excel recognizes: 

Entered into a Cell Exce/"s Interpretation 

11 :30:00 AM 11 :30 a.m. 

11 :30 11 :30 a.m. 

The preceding samples don't have a day associated with them. You also can com­
bine dates and times, however, as follows: 

Entered into a Cell Excel"s Interpretation 

6/1 /99 11 :30 11 :30 a.m. on June 1, 1999 
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Changing or Erasing Values and Text 
Not surprisingly, you can change the contents of a cell after the fact. After you enter 
a value or text into a cell, you can modify it in several ways: 

• Erase the cell's contents 

• Replace the cell's contents with something else 

• Edit the cell's contents 

Erasing the Contents of a Cell 
To erase the value, text, or formula in a cell, just dick the cell and press Delete. Tn 
erase more than one cell, select all the cells that you want to erase, and then press 
Delete. Pressing Delete removes the cell's contents, but doesn't remove any format­
ting (such as bold, italic, or a different number format) that you may have applied 
to the cell. 

For more control over what gets deleted, you can use the Edit• Clear t:ommand. 
This menu item has a submenu with four additional choices (see Figure 6-4), which 
are described as follows: 

• All: Clears everything from the cell 

• Formats: Clears only the formatting and leaves the value, text, or formula 

• Contents: Clears only the cell's contents and leaves the formatting 

• Comments: Clears the comment (if one exists) attached to the cell 

Replacing the Contents of a Cell 
To replace the contents of a cell with something else, just click the cell and type 
your new entry, which replaces the previous contents. Any formatting that you 
applied to the cell remains. 

Editing the Contents of a Cell 
If the cell contains only a few characters, replacing its contents by typing new data 
usually is easiest. But if the cell contains lengthy text or a complex formula, and 
you need to make only a slight modification, you probably want to edit the cell 
rather than reenter information. 

When you want to edit the contents of a cell, you can use one of the following ways 
to get into cell-edit mode: 

• Double-click the cell. This enables you to edit the cell contents directly in 
the cell. 
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• Press Fl. This enables you to edit the cell contents directly in the cell. 

• Activate the cell that you want to edit and then dick inside the fornnda bar. 
This enables you to edit the cell contents in the formula bar. 

Figure 6-4: Excel provides several options for 
clearing cells. 

You can use whicheve1· method you p1·efer. Some people find it easier to edit directly 
in the cell; others prefer to use the formula bar to edit a cell. All of these methods 
cause the formula bar to display two new icons, as shovvn in Figure 6-5. The X icon 
cancels editing, without changing the cell's contents (Esc has the same effect). The 
Check Mark icon completes the editing and enters the modified contents into the 
cell (Enter has the same effect). 

If the cell contains a formula, you can edit the formula by using any of the tech­
niques listed previously. Or, you can take advantage of the Formula Palette. To acti­
vate the Formula Palette, click the= icon in the formula bar. 
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Figure 6-5: The formula bar displaystvvo 
new icons when you begin editing a cell. 

Editing.a cell's.contents works.Pretty much as you might expect .• Whe1ryonbegin 
editing a cell; the insertion point appears as a vertical har, 8.nd you can move the 
insertion point by 11stng the direction kic:ys. You can acid uew chan1cters at the 
loc:ationof the insertion p<)fot. After yon'te in eclit rnode, you Ct1n use any c,fthe 
following keys to move through the cell contents: 

• Left/tight arrow: The left- and right~arrowkeys move the insertion point left 
or right or1e character,respectlvely, without deleting any characters. 

" Ctrl+left/light arrow! Moves the insertion point one group of characters to 
the foft or .right, .tespectively. A group of characters is defined by a space 
character. 

• Backspace: Erases the('haracter to the irnmediate left of the inser1:ion point. 

• Delete: Erases the c:h;;i:racter to the itighLof the insertfon point, cff <'rll selected 
ch~1::racte:rs. 

• Inse1•t: When you're editing, pressing the Insert key places ExceLin OVR 
(Overwrite} mo<::le. Rather th~u add char<i}cters to the cell, you 01)erwritf!, or 
replac€, existing characters with new ories. 

• Ho1ne: Moves the insertionpointto the beginning of the cell entry. 

• End: Moves the insertion poin.tto the e11<Jof the cell e11try. 

• Enter: Ac<:epts the edited data. 
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While editing a cell, you can use the following key combinations to select characters 
in the cell: 

• Shift+left/right arrow: Selects characters to the left or right, respectively, of 
the insertion point. 

• Shift+Home: Selects all characters from the insertion point to the beginning 
of the cell. 

• Shifl+End: Selects all characters from the insertion point to the end of the cell. 

You also can use the mouse to select characters while you're editing a cell. Just 
click and drag the mouse pointer over the characters that you want to select 

Formatting Values 
Values that you enter into cells normally are unformatted. In other words, they 
simply consist of a string of numerals. Typically, you want to format the numbers 
so that they are easier to read or are more consistent in terms of the number of 
decimal places shown. 

Figure 6--6 shows two columns of values. The first column consists of unformatted 
values. The cells in the second column have been formatted to make the values 
easier to read. [f you move the cell pointer to a cell that has a formatted value, you 
find that the formula bar displays the value in its unformatted state. This is because 
the formatting affects only how the value is displayed in the cell. 

Figure 6-6: Unformatted values (left column) 
and the same values formatted. 
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Automatic Number Formatting 
Excel is smart enough to perform some formatting for you automatically. For exam­
ple, if you enter 12.2% into a cell, Ex:cel knows that you want to use a percentage 
format and applies it for you automatically. If you use commas to separate thousands 
(such as 123,456), Excel applies comma formatting for you. And, if you precede your 
value with a dollar sign, the cell will be formatted for currency. 

A new feature in Excel 2000 makes it easier to enter values into cells formatted as 
a percentage. Select Tools • Options, and click the Edit tab in the Options dialog 
box. If the checkbox labeled Enable automatic percent entry is checked, you can 
simply enter a normal value into a cell formatted as a percent (for example, 12.5 
for 12.5%). If this checkbox is not checked, you must enter the value as a decimal 
(for example, .125 for 12.5%). 

Formatting Numbers Using the Toolbar 
The Formatting toolbar, which is displayed, by default, to the right of the Standard 
toolbar, contains several buttons that let you quickly apply common number for­
mats. When you click one of these buttons, the active cell takes on the specified 
number format. You also can select a range of cells (or even an entire row or col­
umn) before clicking these buttons. [f you select more than one cell, Excel applies 
the number format to all the selected cells. Table 6-1 summarizes the formats that 
these Formatting toolbar buttons perf01·m. Remember to dick the arrow at the right 
end of the Formatting toolbar to see all of these buttons. 

Button Name Formatting Applied 

Increase Decimal Increases the number of digits to the right of the decimal point by one 

These five toolbar buttons actually apply predefined "styles" to the selected cells. 
These styles are similar to those used in word processing programs. 
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Chapter ·1 ·1 describes how to modify existing styles and create new styles. 

Formatting Numbers by Using Shortcut Keys 
Table 6-2 summarizes some shortcut key combinations that you can use to apply 
common number formatting to the selected cells or range. 

Key Combination Formatting Applied 

Ctrl+Shift+$ Currency format with two decimal places (negative numbers appear in 
parentheses) 

Ctrl+Shift+@ Time format with the hour, minute, and a.m. or p.m. 

Other Number Formats 
ln some cases, the number formats that are accessible from the Formatting toolbar 
(or by using the shortcut key combination) are just fine. More often, however, you 
want more control over how your values appear. Excel offers a great deal of control 
over number formats. 

Figure 6-7 shows Excel's Format Cells dialog box. This is a tabbed dialog box. For 
formatting numbers, you need to use the tab labeled Number. 

Several ways exist to bring up the Format Cells dialog box. Start by selecting the 
cell or cells that you want to format and then do the following: 

• Select the F01·mat • Cells command. 

• Right-click and choose Format Cells from the shortcut menu. 

• Press the Ctrl+ 1 shortcut key. 
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Figure 6-7: The Number tab of the Format Cells 
dialog box enables you to format numbers in just 
about any way imaginable. 

The Number tab of the Format Cells dialog box displays 12 categories of number for­
mats from which to choose. When you select a category from the list box, the right 
side of the tab changes to display appropriate options. Fot· example, Figure 6-8 shows 
how the dialog box looks when you click the Number category. 

Figure 6-8: Options for the Number category. 
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The Number category has three options that you can control: the number of decimal 
places displayed, whether to use a comma for the thousand separator, and how you 
want negative numbers displayed. Notice that the Negative numbers List box has 
four choices (two of which display negative values in red), and the choices change 
depending on the number of decimal places and whether you choose to use a 
comma to separate thousands. Also, notice that the top of the tab displays a 
sample of how the active cell will appear with the selected number fomtat. Afte1· you 
make your choices. click OK to apply the number format to all the selected cells. 
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The best way to learn about number formats is to experiment Enter some values 
on a worksheet and practice applying number formats. 

The following are the number-format categories, along with some general comments: 

• General: The default format; it displays numbe1·s as integers, decimals, or in 
scientific notation if the value is too wide to fit in the cell. 

• Numbe1·: Enables you to specify the number of decimal places, whether to use 
a comma to separate thousands, and how to display negative numbers (with 
a minus sign, in red, in parentheses, or in red and in parentheses). 

• Cura·ency: Enables you to specify the number of decimal places, whether to 
use a dollar sign, and how to display negative numbers (with a minus sign, in 
red, in parentheses, or in red and in parentheses). This format always uses a 
comma to separate thousands. 

• Accounting: Differs from the Currency format in that the dollar signs always 
line up vertically. 

• Date: Enables you to choose from 15 date formats. 

• Time: Enables you to choose from eight time formats. 

• Percentage: Enables you to choose the number of decimal places and always 
displays a percent sign. 

• Fraction: Enables you to choose from among nine fraction formats. 

• Scientific: Displays numbers in exponential notation (with an E): 2.00E+05 = 
200,000. 2.05E+05 = 205,000. You can choose the number of decimal places to 
display to the left of E. 

• Text: \l\/hen applied to a value, causes Excel to treat the value as text (even if 
it looks like a value). This feature is useful for items such as part numbers. 

• Special: Contains four additional number formats (Zip Code, Zip Code +4, 
Phone Number, and Social Security Number). 

• Custom: Enables you to define custom number formats that aren't included in 
any of the other categories. Custom number formats are described in the next 
section. 

Figure 6-9 shows an example from each category. 

If the cell displays a series of pound signs (such as #########), it means that 
the column is not wide enough to display the value by using the number format 
that you selected. Either make the column wider or change the number format. 

You won't see this condition too often, because Excel usually adjusts column 
widths automatically to accommodate entries as you make them. 
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Refer to Chapter 11 for more information about styles. 

Figure 6-9: Examples of values with various number formats. 

Custom Number Formats 
As mentioned in the previous section, the custom number format category enables 
you to create number formats that aren't included in any of the other categories. 
Excel gives you much flexibility in creating custom number formats, but doing so 
can be rather tricky. You construct a number format by specifying a series of codes. 
You enter this code sequence in the Type field after you select the Custom category 
on the Number tab of the Format Cells dialog box. Here's an example of a simple 
number format code: 

0.000 
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This code consists of placeholders and a decimal point and tells Excel to display the 
value with three digits to the right of the decimal place. Here's another example: 

ocooo 
This custom number format has five placeholders and displays the value with five 
digits (no decimal point). This is a good format to use when the cell will hold a ZIP 
code (in fact. this is the code actually used by the ZIP Code format in the Special 
category). When you format the cell with this number format and then enter a ZIP 
code such as 06604 (Bridgeport. CT), the value is displayed with the leading zero. 
If you enter this number into a cell with the General number format, it displays as 
6604 (no leading zero). 

If you scroll through the list of number formats in the Custom category in the Format 
Cells dialog box, you see many more examples. Most of the time, you can use one of 
these codes as a starting point, and only slight customization will be needed. 

Excel also enables you to specify different format codes for positive numbers, 
negative numbers, zero values, and text. You do so by separating the codes with 
a semicolon. The codes are arranged in the following structure: 

Positive format; Negative format; Zero ~ormat: Text format 

The following is an example of a custom number format that specifies a different 
format for each of these types: 

[Green]Gene1"al; [Red]General; [Bl ack]General; [Bl ue]General 

This example takes advantage of the fact that colors have special codes. A cell 
formatted with this custom number format displays its contents in a different 
color, depending on the value. In this case, positive numbers are green, negative 
numbers are red, zero is black, and text is blue. 

If you want to apply cell formatting automatically, such as text or background 
color, based on the cell's contents, a better solution is to use Excel's Conditional 
Formatting feature. This feature is discussed in Chapter 11. 

The following number format (three semicolons) consists of no format codes for 
each part of the format structure-essentially hiding the contents of the cell: 

Table 6-3 lists the formatting codes available for custom formats, along with brief 
descriptions. These codes are described further in Excel's online help. 

Custom number formats are stored with the worksheet. To make the custom 
format available in a different workbook, you must copy a cell that uses the cus­
tom format to the other workbook. 
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Code 

O/o 

E- E+e-e+ 

@ 

[COLOR n] 

Comments 

Percentage 

Scientific notation 

Skips the width of the next character 

Text placeholder 

Displays the corresponding color in the color palette, where n is a 
number from O to 56 

Table 6-4 lists the codes that are used to create custom formats for dates and times. 

Code Comments 

mm Displays the month as a number with leading zeros {01 - 12) 
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Code Comments 

dd Displays the day as a number with leading zeros (O 1 - 31) 

dddd Displays the day as a full name (Sunday-Saturday) 

h or hh Displays the hour as a number without leading zeros (0- 23), or 
as a number with leading zeros (00 - 23) 

s or ss Displays the second as a number without leading zeros (0- 59), 
or as a number with leading zeros (00- 59) 

AM/am/A/a/PM/pm/P/p Displays the hour using a 12-hour dock; if no AM/PM indicator 
is used, the hour uses a 24-hour clock 

Figure 6-10 shows several examples of custom number formats, and the workbook is 
available at this book's Web site. 

Figure 6-1 O: Examples of custom number formats. 
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Studying these examples will help you understand the concept and may give you 
some ideas for your own custom number formats. 

Basic Cell Formatting 
Whereas the preceding section discusses number formatting, this section discusses 
some of the basic stylisti<; formatting options available to you. These formatting tech­
niques apply to values, text, and formulas. The options discussed in this section are 
available from the Formatting toolbar. Complete formatting options are available in 
the Format Cells dialog box, which appears when you choose Format• Cells (or 
press Ctrl+l). 

If you display the Standard toolbar and the Formatting toolbar side by side, you 
may not see many of the tools discussed in this section unless you click the arrow 
at the right edge of the Formatting toolbar. 

Remember that the formatting you apply works with the sele<..~ted cell or cells. There­
fore, you need to select the cell (or range of cells) before applying the formatting. 

The concept of worksheet stylistic formatting is discussed in detail in Chapter 11. 

Alignment 
When you enter text in a cell, Excel aligns the text with the left edge of the cell. 
Values, on the other hand, are displayed right-aligned in the cell. 

To change the alignment of a cell's contents, select the cell and then click the appro­
priate button on the Formatting toolbar. The relevant buttons are as follows: 

• Align Left: Aligns the text to the left side of the cell. If the text is wider than 
the cel1, it spills over to the cell to the right. If the cell to the right is nut 
empty, the text is truncated and not completely visible. 

• Center. Centers the text in the cell. If the text is wider than the cell, it spills 
over to cells on either side, if they are empty. If the adjacent cells aren't empty, 
the text is truncated and not completely visible. 

• Align Right: Aligns the text to the right side of the cell. If the text is wider 
than the cell, it spills over to the cell to the left. If the cell to the left is not 
empty, the text is truncated and not completely visible. 

• Merge and Center: Centers the text in the selected cells and merges the cells 
into one cell. This feature is described in detail in Chapter 11. 
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Font and Text Size 
To change the font and the size of the contents of a cell or range, select the cells 
and then use the Font and Font Size tools on the Formatting toolbar. These tools 
are drop-down lists. Click the arrow on the tool to display a list of fonts or font 
sizes (see Figure 6-11). Then, choose the font or size that you want. 

Figure 6-11: Selecting a font from the Font list. 

In Excel 2000, fonts in the Font list provide examples of the font they represent, 
making it easier for you to select the correct font. You can change this default 
behavior so that the Font list displays all fonts in Arial, as earlier versions of Excel 
did. Choose Tools• Customer and then click the Options tab. Remove the check 
from the check box labeled List font names in their font. 

Attributes 
The Formatting toolbar also has buttons that enable you to make the selected cells 
bold, italic, or underlined. As you might expect, dicking the appropriate tool makes 
the change. These buttons actually are toggles, so if the cell is already bold, clicking 
the Bold button removes the bold. 

Borders 
Applying a border is another type of formatting. Borders are lines drawn around 
all or part of selected cells or ranges. When you dick the Borders button on the 
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Formatting toolbar, it expands to display 12 border choices in a miniature toolbar. 
To find the Borders tool, you may need to click the arrow at the right edge of the 
Formatting toolbar. to display the palette of extra tools (see Figure 6-12). You can 
drag the toolbar's title bar and move it anywhere you want. 

Figure 6-12: The Borders 
tool on the Formatting 
toolbar opens to display 
12 border choices. 

To add a borde1· to the selected cell or cells. just click the icon that corresponds 
to the type of border you want. The upper-left icon removes all borders from the 
selected cells. 

Normally, Excel displays gridlines to delineate cells in the worksheet. If you add 
border formatting, you may want to turn off the gridline display. To do so, choose 
Tools• Options, dick the View tab, and then uncheck the Gridlines check box. 
When you hide grid lines, you can easily see the effects of borders. 

Colors 
The Fill Color tool lets you quickly change the background color of the cell, and 
the Font Color tool lets you change the text color. These tools are similar to the 
Borders tool and also can be moved to a different location. 

Data Entry Tips 
This chapter wraps up ,vith some useful tips and techniques that can make your 
data entry more efficient. 

Validating Data Entry 
In Excel 2000, you can specify the type of data that a cell or range should hold. For 
example, you might develop a spreadsheet that will be used by others. Assume that 
the worksheet has an input cell that is used in a formula. This particular cell might 
require a value between I and 12 to produce valid results in the formula. You can 
use the data-validation feature to display a message if the use1· enters a value that 
does not fall between 1 and 12. 

To set up data validation, select the cell or range of cells that you want validated, 
and then choose Data• Validation. Excel displays the Data Validation dialog box, 
with its three tabs (see Figme 6-13). 
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Figure 6-13: The Data Validation dialog box enables you to 
specify the type of data that will be entered in a cell. 

• Click the Settings tab and specify the type of data that the cell should contain. 
The dialog box changes, depending on your choice in the Allow box. 

• Click the Input Message tab and specify a message that will appear when the 
cell is selected (optional). The message appears from the Office Assistant (if 
it's displayed) or in a small pop-up box. 

• Click the Error Alert tab and specify the message that will appear in a dialog 
box if invalid data is entered (optional). 

You can set up data validation for as many cells as you want. 

This technique isn't foolproof. The validation does not occur if the user pastes 
invalid data into a cell that is set up for validation. 

Move the Cell Pointer After Entering Data? 
Depending on how you configure E..'{cel, pressing the Enter key after entering data 
into a cell may automatically move the cell pointer to another cell. Some users (like 
myselO find this annoying; others like it. To change this setting, choose Tools• 
Options and click the Edit tab. The check box that controls this behavior is labeled 
Move Selection after Enter. You can also specify the direction in which the cell 
pointer moves (do\.vn, left, up, or right). 
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Use Arrows Instead of Enter 
This chapter mentions several times that you use the Enter key when you're 
finished making a cell entry. Well, that's only part of the story. You also can use 
any of the direction keys instead of Enter. And, not surprisingly, these direction 
keys send you in the direction that you indicate. For example, if you're entering 
data in a row, press the right-arrow key rather than Enter. The other arrow keys 
work as expected, and you can even use PgUp and PgDn. 

Selecting Cells Before Entering Data 
Here's a tip that most Excel users don't know about: If you select a range of cells, 
Excel automatically moves the cell pointer to the next cell in the range when you 
press Enter. If the selection consists of multiple rows, Excel moves down the 
column; when it reaches the end of the selection in the column, it moves to the 
first selected cell in next column. To skip a cell, just press Enter without entering 
anything. To go backward, use Shift+Enter. If you prefer to enter the data by rows 
rather than by columns, use Tab rather than Enter. 

If you have lots of data to enter, this technique can save you a few keystrokes -
and ensure that the data you enter winds up in the proper place. 

Use Ctrl+Enter for Repeated Information 
If you need to enter the same data into multiple cells, your first inclination may be 
to enter it once and then copy it to the remaining cells. Here's a better way: Select 
all the cells that you want to contain the data, enter the value, text, or formula, and 
then press Ctrl+Enter. The single entry will be inserted into each cell in the 
selection. 

Automatic Decimal Points 
If you need to enter lots of numbers with a fixed number of decimal places, Excel 
has a useful tool that works like some adding machines. Select Tools• Options and 
dick the Edit tab. Check the check box labeled Fixed Decimal and make sure that 
it's set for two decimal places. When the Fixed Decimal option is set, Excel supplies 
the decimal points for you automatically. For example, if you enter 12345 into a cell, 
Excel interprets it as 12:3.45 (it adds the decimal point). To restore things back to 
normal, just uncheck the Fixed Decimal check box in the Options dialog box. 

Changing this setting doesn't affect any values that you have already entered. 
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Using AutoFill 
Excel's Auto Fill feature makes it easy to insert a series of values or text items in 
a range of cells. It uses the Auto Fill handle (the small box at the lower left of the 
active cell). You can drag the Auto Fill handle to copy the cell or automatically 
complete a series. 

Chapter 7 discusses AutoFill in detail. 

Using AutoComplete 
With AutoComplete, you type the first few letters of a text entry into a cell, and Excel 
automatically completes the entry, based on other entries that you've already made 
in the column. If your data entry task involves repetitious text, this feature is fo1· you. 

Here's how it works. Suppose that you're entering product information in a column. 
One of your products is named Widget'>. The first time that you enter Widgets into 
a cell, Excel remembers it. Later, when you start typing Widgets in that same column, 
Excel recognizes it by the first few letters and finishes typing it for you. Just press 
Enter and you're done. It also changes the case of letters for you automatically. If 
you start entering wicf.get (with a lowercase w) in the second entry. Excel makes the 
w uppercase, to be consistent with the previous entry in the column. 

Besides reducing typing, this feature also ensures that your entries ure spelled 
correctly and are consistent. 

You also can access a mouse-oriented version of this feature by right-clicking the 
cell and selecting Pick from List from the shortcut menu. With this method, Excel 
displays a drop-down box that has all the entries in the current column; just dick 
the one that you want 

If you find the AutoComplete feature distracting, you can turn it off on the Edit tab 
of the Options dialog box. Remove the check mark from the check box labeled 
Enable AutoComplete for Cell Values. 

Entering the Current Date or Time into a Cell 
Sometimes, you need to date-stamp or time-stamp your worksheet. Excel p1·ovides 
two shortcut keys that clo this for you: 

• Cur1·ent date: Ctrl+; (semicolon) 

• Cura·ent time: Ctrl.:-Shift+; (semicolon) 
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Forcing a New Line in a Cell 
Jf you have lengthy text in a cell, you can force Excel to display it in multiple lines 
within the cell. Use Alt+Enter to start a new line in a cell. Figure 6-14 shows an 
example of text in a cell that is displayed in multiple lines. When you add a line 
break, Excel automatically changes the cell's format to Wrap Text. 

Learn more about the Wrap Text formatting feature in Chapter 11. 

Figure 6-14: Alt+Enter enables you to force a line break 
in a cell. 

Entering Fractions 
If you want E..-xcel to enter a fraction into a cell, leave a space between the whole 
number and the fraction. For example, to enter the decimal equivalent of 6 7/s, 
enter 6 7 /8 and then press Enter. When you select the cell, 6.875 appears in the 
formula bar, and the cell entry appears as a fraction. If you have a fraction only 
(for example, l/s), you must enter a zero first, like this: 0 1/8. When you select the 
cell and look at the formula bar. you see 0.125. In the cell. you see 1/s. 

Using a Data Entry Form 
If you're entering data that is arranged in rows, you may find it easier to use Excel's 
built-in data form for data entry. Figure 6-15 shows an example of this. 
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Start by defining headings for the columns in the first row of your data entry range. 
You can always erase these entries later if you don't need them. Excel needs headings 
for this command to work, however. Select any cell in the header row and choose 
Data• Form. Excel asks whether you want to use that row for headers ( choose OK). 
Excel then displays a dialog box similar to the one shown in Figure 6-15. You can use 
Tab to move between the text boxes and supply information. When you complete the 
data form, dick the New button. Excel dumps the data into a row in the worksheet 
and clears the dialog box for the next row of data. 

This data form feature has many other useful buttons, which are discussed further 
in Chapter 23. 

Figure 6-15: Excel's built-in data form can 
simplify many data entry tasks. 

Using AutoCorrect for Data Entry 
You can use Excel's AutoCorred feature to create shortcuts for commonly used 
words or phrases. For example, if you work for a company named Consolidated 
Data Processing Corporation, you can create an AutoCorrect entry for an abbrevia­
tion, such as cdp. Then, whenever you type cdp, Excel automatically changes it to 
Consolidated Data Processing Corporation. 

You can customize the AutoCorrect feature by using the Tools• AutoCorrect com­
mand. Check the option labeled Replace text as you type, and then enter your 
custom entries (Figure 6-16 shows an example). You can set up as many custom 
entries as you like. 
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Figure 6-16: You can use Ex.eel's AutoCorrect 
feature to set up keyboard shortcuts. 

Summary 
A worksheet cell can contain a value, text, or a formula. This chapter focuses on 
the task of entering values and formulas. It explains Excel's method of dealing with 
dates and times and introduces the concept of number formatting-which makes 
numbers appear differently, but doesn't affect their actual value. This chapter also 
discusses common editing techniques and basic stylistic formatting, and 
concludes with a series of general data entry tips. 
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Essential 
Spreadsheet 
Operations 

This chapter discusses the common spreadsheet 
operations that you need to know. A thorough knowledge 

of these procedures will help you to work more efficiently. 

Working with Worksheets 
When you open a new workbook in Excel, the workbook has a 
designated number of worksheets in it. You can specify how 
many sheets each new workbook will contain. By default, this 
number of worksheets is three. Although empty worksheets 
really don't use much additional memory or disk storage 
space, they just get in the way. And besides, adding a new 
worksheet when you need one is easy. I strongly recommend 
that you change the default value to one worksheet. To do so, 
select Tools• Options, select the General tab, and then 
change the Sheets in new workbook setting to one. After doing 
this, all new workbooks will have a single worksheet. 

You may find it helpful to think of a workbook as a notebook 
and worksheets as pages in the notebook. As with a notebook, 
you can activate a particular sheet, add new sheets, remove 
sheets, copy sheets, and so on. The remainder of this section 
discusses the operations that you can perform with 
wcffksheets. 
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Whet1 you righH:llck any of the< tab.;scro!ling buttons, Excel displays a list of all 
in the workbook. You can quickly activate a sheet by selecting it from the list 

Adding a New Worksheet 
ThefoUowing to add a new worksheetto a workbook: 

• Select the Insert• 

• Press Shift:rFll 

" Rjght-dicka sheEct t~1h, choosEc the Insert c;ormn;;i,nd from the shu:rtc;.1,1t rnerm, 
and then select Worksheet from the dialog bOJ!. 
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Chapter 34 discusses how to create and use worksheet templates; Tllis 
enables you to add speda!ly formatted or customized worksheets to an existing 
workbook. 

If you n.OJongerneed a Worksheet, or if you \Vant to get rid ()f an empty work.sheet 
in a Workbook, you can delete it iri eUher two ways: 

LH~~ .. 1:.1s,uL • Delete Sheet command 

tab.and. choose the Delete command from the slmrtcut 

CbangingtheName·ofa Worksheet 
Excel uses default nanH:S worksheets: Sheetl, Sheet2, arid So 011. Providing more 
meaningful names for yourworksheets is usually a .good ide;;1. To change a sheet's 
name, Ute follm,<'ing methods: 

• Dou ble-clkk the sheet tab 
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Ren1ert1be:r that the name you prcrvide appears <m tab, that a kmger natr1e 
1·esults il1 a wkler tah. Therefore, if you use lengt.hy sheet names, you woh't 
to see very many sheet tn.hs \v:ithout h~r.,ih1g to scrolL 

Moving a .Worksheet 

Select thi~Edit • Move.or Copy Sheet ('.(1Intrn:md,·This.corn1nand 
available whenyou right-dicka she,et tab. 

• Click the ,,,;J1eet ta]) and <;lrag it to its desired locatiori,{r:lthE)r in the same 
workbc>ok;or in a different workbook) .. When yr:>u drag, the mouse l)ointei:­
changes toa snuill sheet and a smaU arrow guides yol1. 

bragging is the easiest method, but jJ the wc>rkbook . ma11y sheets, you 
rmry prefer to usE;the menu comrnam:L This command displays the dialog box 
shm,rn in Figure 7-3, which enables you to seled tbew()Jkbook and the new 
location. 
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You also can move multipJe sheets at once by5eled:ing them. Press Ctrl while you 
dick the she~t that you vv1;1nt to mcv-e, 

Copying a Worksheet 
You can Inake an exact copy of a worksheet~ either ill its .original workbot1k 
different workbook The procedures are simihtrta th<'.iSe for moving a workbotik: 

Selectthe Edit• >Move or Copy Sheet co:0101.and; Selecfthe locatfo:i1 
copy and make sure that the check box labeled Create a copy is checked; 
Move or CiJpy command is also av,11lablewhenyou right-dick a sheet tah.) 

Ctrtand then <frag 1t to its desired locatkm (either 
W<trkbo<>R or in a, differeut workbook). Wh:en you drag, the lYt<m.s,e 

Gh.ange{i a srna!J $beet vvith a plqs slgn on lL 

When yoll'Copy aworksheetto·adiffi;rentvvorkbook, any defined names and 
torn formats also :get copied to the new workbook. 
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Hiding and Unhiding a Worksheet 
In some eases, you mi1y want to hide a worksheet. Hiding a worksheet lc::; useful if 
you don't want ot.hersto seeit or just want to.gent (Jt1tofthe way. When a sheet i5 
hidcien, its sheet tab Lp hidden 

To hide a worksheet; dwose Fonnat• Sheet• Hide. The active worksheet (ot 
selected woxksheets) will h{:J hidden frornView. Every Workbook nmst have at least 
one visible sheet, soExcelwon't allow you to hide au the sheets tn a workbook 

T'O itinhide a hidden :workshe1::t, choose Fr,1rrr10,t • 

dialog bo:x: that H~ts all hidden sheets. Ln.oa,se r.nre 
,.:i.nd•dkk{)K.•You•i..'.an't seLe,·tr.nultiJple 

Excel e11ables yciu to sci1le the your wc>r«~s.nLeecs, 
see onscreen ii <:1isplayed aF 100 p,~reent. You ca,n (:h;:u11re 
fron1 10 percent (very tiny)to 400 percent (huge). a srnall ztmm pen::entage 
can helpy:Ou togeta bird's-eye view of your worksheet, tosee how it'siaid out. 
Zooming in is useful if your: eyesight isn't quite what it used to be and you have 
ttouble dedpheiing those S~point sales figures; Figure 14 shows awindow zoomed 
to IO percent and a w'.indow zoomed to 400 percent 
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Excel contains sep<:1rate optiom;for changing the !iize of your printed output (use 
the !'lie• Page Setup command), See Chapter for de~ils. 
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you·r·.eiisiJnga Mkros.oft lntelliMouse (or a compatH.>le mvuse), you cari 
fac.torl;iy pressing Ctd whileyou wheel. spin 

:r,Qom fru::to:r by 1.5 pen:emt (but zoom out more than 
petcent). [f yon find that YftU do a lot of zooming in, you can change tlte default 
behavior for the mouse wheelfron1 scrolling to zooming. To change the default, 
S(':llect Tot~•ls • Optkms) clicl~ the G:enernl Jah, <'tn.d Hien selectthe Zoom oh roU wlth 
IntelHMottse check box. Afte1· you make this chat1ge, yotl car1. zoorr1 by the 
wheel 

A singl.e W<)rkb(1ok have a.'> 
Eai:.:h window ts independ,~J;1:t In other scrnlltng tort new 
location in one 'rvindowdoesn't cause serolling In the other windov,r(s).1'his 
enables you t() display a diffol·ent w,orksbeet in a s.ep;W1te window. Flgnre7-8 
three vietvs fa the same workboQk. Each view di.splays a different worksheet 

As Chapter 8 explainS, dispfoying 1nultiple windows for a workboqkalsQ make.s it 
easier w t:i')py Jnfonttatfon from ohe w,>rksheet fo another. You can use Exe d's 
<lrag-and~drop proced1.ues to dn this. 
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If you prefer not to clutter your screen with additional windows, Excel provides 
another option for 1,iewing multiple parts of the same worksheet. The Window• 
Split c0111mand splits the active wqrksheet into two pr four separate p.1nes. Th!:l 
split occurs at the kH:aUon d the dill pointer. Y()ll can use t:he m.ouse to drag the 
individual panes t(J • resize thern. 

r"igure a WQrkshf'..et splitinlo four pe01;,s. that t'.OW numt::ier·s 
column letters aren't Contin1.1t.ms. In other words, splitting panes ermbles you 
display iffa single windowwidely sepan,ted areas of a worksheet The two top­
to~pottorn stacked paries alyvays have the same <.:olunm headings, and the tW{) 

sidEn>y~sidepanes always have the safae row headings. To remove the sf)lit paites, 
choose Window•· Rethov<\Split. 

Figure 7-9: T11is worksh(;et is split into four panes; 

Another way to split and unsp]it pan~s is to drag either or horizontal 
split bari when you rrmve the mouse pointer over a splrt bar, mouse point 
d1ar1ges foa pai1• of parallel lines With arrovvspointing OUU/\l'ar.d from each l\ne. 
Figure 7-rn ShmNs 1.vhe,\1 these split bars are loi::ated. To remove spilt panes by 
using the mouse,drag the pane Separator alFthe way to the edgl;) of the window. 
or just double-dick it. 
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Manywo.rksheets, Sltch a.ti .one:::,hownin Figure Jc.c.U, urn·vith :row 
coltJnm ht~adings. When yoUscroU through such a wotksheet, yoL1 can easily get 
lm,twhet1 the row and(:oluron headingsscnill out of View, as demonst:ntted in 
Figure 7..:12. Excel provides a handy'solution to this p.roble.m: freezfog pa.ires. 
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Figure 7-12: You can easily lose your bearings when the row 
and column headers scroll out of view. 

Figure 7-13 shows the worksheet from the previous figure. but with frozen panes. In 
this case, row 1 and column A are frozen in place. This keeps the headings visible 
while you are scrolling through the worksheet. 

Figure 7-13: A worksheet with the row and column headings 
frozen in place. 

To freeze panes, start by moving the cell pointer to the cell below the row that 
you want to freeze and to the right of the column that you want to freeze. Then, 
select Window• Freeze Panes. Excel inserts dark lines to indicate the frozen rows 
and columns. You'll find that the frozen row and colmnn remain visible as you 
scroll throughout the worksheet. To remove the frozen panes, select Window• 
Unfreeze Panes. 
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Working with Rows and Columns 
Every worksheet has exactly 65,536 rows and 256 columns. A nice feature would be 
the capability to specify the number of rows and columns for each worksheet, but 
these values are fixed and you can't change them. This section discusses some 
worksheet operations that involve rows and columns. 

Inserting Rows and Columns 
Although the number of rows and columns in a worksheet is fixed, you can still 
insert and delete rows and columns. These operations don't change the number of 
rows or columns. Rather, inserting a new row moves down the other rows to 
accommodate the new row. The last row is simply removed from the worksheet, if it 
is empty. Inserting a new column shifts the columns to the right, and the last 
column is removed, if it's empty. 
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• Sele.:.:t an entire row (Jf multiple rows dicking the row numben•; in the 
Wcirksheet.border. Right-dick and chon1se Insert fromt:he shotkiJt: menu. 

.. Move the tell pointer to the row that you wanU:O insertand thengeled 
Insert• Rows. Ifyou select rnultiple ceHgin the c.olmnn, Excelinserts 
additionalrnwsthat <::orresp,ond tqthe number pf cells sele,:ted inthe 
cc1lurrm; 

You a.Jso can insert cells, rather than just rows orcolunms.Seled the range i11.to 
whre h yotiwantto add new cells aiul theri. select Insert.. To inse.rt cells; the 
other cells must be shiftecH:o the right or shifted down. Therefore, E..xcel displays 
the dialog boxshowhjn Figtire 7-15 to find ouUhe din~ctipnin which you wantto 
shift the cells. 
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mu'/ c,aw,e .or<>til,emis H1 other places in your worksheet, so 
use tautio.11 With the lns.r:!,rt• cornmand. Better yet,. -'lVoid it if you car1 and 
insert entire rows or coh.1mns. 1nfact, I've this command. 

Deleting• Rows and Columns 

Sel~,:;:ti'J,n .i~tut.:i«~ ruw rows by .;;'.licl!:i11i;{ the 
worksheet botder and then select Edit" 

• Select an entire rm-v or multit)le rows by clickltnt1tUte 
W(1tk;stt,eet t>O.t<lE:t. Right3:lkk and Cl\<)o~,e LJek~tetrc)m tU.e 

Excel provides severcJ.l different wcJ.ys to change the widths ofcohunns and the 
height of 1·ows, 

Column width is measu:re<l:in te:rms<of the number of characters that will fit into 
the cell's widtlLBy default, each Column's width is 8A:3. This is actually a rathe1· 
meaningless n1easurernent, because in nwst fonts, the width {Jf. individtial 
<:haracters varies c....c. the letter i is:11'.)uc:h t1;cm·ower than the Jetter W; for example. 

tell, the columf'l's<width lsn't wide: enough to atcorruno­
the celL Wldet1 the column to solve the problem. Fodhe 

pa11:; l:xceH~ut,orr1at1ca11vadjusts colum.nwidth as you enterinf()rmatiort 

co.11.unns urt.,ev,t!nudiff~l'(~nt ways, whkh 
are rrnx:L Before you change the you canselei..:t nmltiple coltunns,<sr) 
thatthe: Width will be the sanie for all sek:cted ColUmns. To ,~elect multiple coltmms, 
either dkk and dn1.gin the columnbon:ler or press. Ctr! while yoffSelectindividml.l 
c:Olt:tmns, To t:idec:t an C.QllUM$, dkkthe s,~kcf A1lbiitton hi the lJpper".'ldt C(Jl.'.'n(;r of 
the W{;tkShE!e1t. tJ.Ot(:!er 

• Choose Format" column• Width and ~mtera value in the Column Width 
dialog box. 
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TC> change the d~fault Width ohll t:l)lu11ms,:u:Se th~ Foimat• CofumrP Standard 
Width comm.and, This displays a dialog bow: Into whkh ytn1 enter the new default 
column width. All columns th~t•havenft•oeen Prevfouslyt1djusted•take on the•new 
column widttt. 

Row height is measu:rf><l in points unit of rnea:-:nn,ement ln printing 
tracfo,),The default row height on the.font defined•in theNormalsty1e. 
Excel adjusts rnw heights aCcomrno<foJethe tallest font in the t'ow. 
So,Jf yot1 c:ha11ge the font size <if points, for example, Excel 1nakes the 
c<)lu.mn tallenso that the e11tire text is vi.':>ible. 

roiLt<(':an s~t the row height manually, however, by using any of the following 
tec:hniq1.1es. with columns,you. <:an select rrtUlUple rows. 

Drag the lower row border with the mouse until the. row is the desired heighL 

Height aacLenter<a value (in points) intheRliW Height 

Ch<'it1gir1g the row height is useful 
empty rows between lines of data; Figm·fJ 
rnws to ptoduce a d<>tthle-spa.ced effect. 

the rnw or rows thafyou want to hide then choose Format• RowHkle. 
'-Yt, "'"'"°'-~ tb.e (:olurnn or columns that you watRto hide and then choose FormM. • 

You also can drag the row Ql' coh:.mn's border to hide the row or colurnn; Drag the 
bottom border crf a :rc;yv upward rfrthe border the left. 
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cJ1ap1cer delves sotr1ce important t)peraUons that aUEx-::elusers should kJlOW; 

envl'\t·;,1toni<~!'I dealing with adding i::u:1d removing work$heets,remuntng worksheets, 
and movingand copying w<>rkshecls. It discusses topics that helpyoucontroI 
the view ,)f your work'3h eet: freezing panes :and splitting panes, Thi,:,; cha1)ter 
condmles v.'ith a. discussion of operatio11.s that involve entire mws or colurimS. 
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Working with 
Cells and Ranges 

This chapter discusses a val"iety of techniques that you 
use to work with cells and ranges. 

Cells and Ranges 
A cell is a single element in a worksheet that can hold a value, 
text, or a Io1·mtda. A cell is identified by its address, which 
consists of its column letter and row number. For example, 
cell D12 is the cell in the fourth column and the twelfth rnw. 

A group of cells is called a range. You designate a range address 
by specifying its upper-left cell address and its lower-right cell 
address, separated by a colon. 

Here are some examples of range addresses: 

Al:Bl 

C24 

Al:AIOO 

Al:0416 

Cl:C65536 

A6:IV6 

Al:IV65536 

Two cells that occupy one row and two 
co]urnns 

A range that consists of a single cell 

100 cells in column A 

Cells (four rows by four columns) 

An entire column of cells; this range 
also can be expressed as C:C 

An entire row of cells; this range also 
can be expressed as 6:6 

All cells in a worksheet 
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When you're simply navigating through a worksheet or formatting cells, you don't 
really need to know the range address with which you're working. Understanding 
cell addresses is most important when you are creating formulas, as you'll see in 
the next chapter. 

Seleding Ranges 
To perform an operation on a range of cells in a worksheet, you must select the 
range of cells first. For example, if you want to make the text bold for a range of 
cells, you must select the range and then click the Bold button on the Formatting 
toolbar (or, use any of several other methods to make the text bold). 

When you select a range, the cells appear highlighted in light blue-gray. The 
exception is the active cell, which remains its normal color. Figure 8-1 shows an 
example of a selected range in a worksheet. 
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Displaying a selected range in light blue-gray is a departure from the behavior of 
prior versions of Excel, in which the shading of selected cells was black. Microsoft 
calls this new behavior "See-through View," and it makes it easier to see the actual 
color formatting of selected cells. 

Figure 8-1: When you select a range, it appears highlighted, 
but the active cell within the range is not highlighted. 

You can select a range in several ways: 

• Use the mouse to drag, highlighting the range. If you drag to the end of the 
screen. the worksheet will scroll. 

• Press the Shift key while you use the direction keys to select a range. 

• Press F8 and then move the cell pointer with the direction keys to highlight 
the range. Press F8 again to return the direction keys to normal movement. 

• Use the Edit• Go To command (or press F5) and enter a I"ange's address 
manually into the Go To dialog box. 'h'hen you click OK, Excel selects the cells 
in the range that you specified. 

As you're selecting a range, Excel displays the number of rows and columns in 
your selection in the Name box (located on the left side of the formula bar). 

Seleding Complete Rows and Columns 
You can select entire rows and columns in much the same manner as you select 
ranges, as follows: 

• Click the row or column border to select a single row or column. 

• To select multiple adjacent rows or columns, click a row or column border 
and drag to highlight additional rows or columns. 

• To select multiple (nonadjacent) rows or columns, press Ctrl while you click 
the rows or columns that you want. 

• Press Ctrl+spacebar to select a colunm. The column of the active cell (or 
columns of the selected cells) will be highlighted. 
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• Press Shift+spacebar to select a row. The row of the active cell (or rows of the 
selected cells) will be highlighted. 

• Click the Select All button (or Ctrl+Shift+spacebar) to select all rows. 
Selecting aI11·ows is the same as selecting all columns, which is the same as 
selecting all cells. 

Seleding Noncontiguous Ranges 
Most of the time, the ranges that you select will be contiguous-a single rectangle 
of cells. Excel also enables you to work with noncontiguous ranges, which consist of 
two or more ranges (or single cells) that are not necessarily next to each other. This 
is also known as a multiple selection. If you want to apply the same formatting to 
cells in different areas of your worksheet, one approach is to make a multiple 
selection. When the appropriate cells or ranges are selected, the formatting that 
you select is applied to them all. Figure 8-2 shows a noncontiguous range selected 
in a worksheet. 

Figure 8-2: Excel enables you to select noncontiguous ranges, as shown here. 

You can select a noncontiguous range in several ways: 

• Hold down Ctrl while you drag the mouse to highlight the individual cells or 
ranges. 

• From the keyboard. select a range as described previously (using F8 or the 
Shift key). Then, press Shift+F8 to select another range without canceling the 
previous range selections. 

• Select Edit• Go To and then enter a range's address manually into the Go To 
dialog box. Separate the different ranges with a comma. When you click OK, 
Excel selects the cells in the ranges that you specified (see Figure 8-3). 
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Figure 8-3: Enter a noncontiguous range by separating the ranges with a 
comma. This example selects a noncontiguous range made up of two 
ranges: B2:C9 and E2:E9. 

Selecting Multisheet Ranges 
So far, this discussion has focused on ranges on a single worksheet. As you know, 
an Excel workbook can contain more than one worksheet. And, as you might 
expect, ranges can extend across multiple worksheets. You can think of these as 
three-dimensional ranges. 

Suppose that you have a workbook set up to track expenses by department. A 
common approach is to use a separate worksheet for each department, making it 
easy to organize the data. You can dick a sheet tab to view the information for a 
particular department. 

Figure 8-4 shows a workbook that has four sheets, named Total, Marketing, 
Operations, and Manufacturing. The sheets are laid out identically. The only 
diffe1·ence is the values. The Total sheet contains formulas that compute the sum of 
the corresponding items in the three departmental worksheets. 

emnosUSA0016801 

CiM Ex. 1051 Page 182



Figure 8-4: A sample workbook that uses multiple worksheets. 

The worksheets in the Department Budget Summary workbook aren't formatted in 
any way. If you want to apply number formats, for example, one (not so efficient) 
approach is simply to format the values in each worksheet separately. A better 
technique is to select a multisheet range and format the cells in all the sheets 
simultaneously. The following is a step-by-step example of multisheet formatting, 
using the workbook shown in Figure 8-4. 

1. Activate the Total worksheet. 

2. Select the range B2:E6. 

3. Press Shift and click the sheet tab labeled Manufacturing. This selects all 
worksheets between the active worksheet (Totals) and the sheet tab that you 
click-in essence, a three-dimensional rnnge of cells (see Figure 8-5). Notice 
that the workbook window's title bar displays [Group]. This is a reminder that 
you've selected a group of sheets and that you're in Group edit mode. 

4. Click the Comma Style button on the Formatting tool bar. This applies comma 
formatting to the selected cells. 

5. Click one of the other sheet tabs. This selects the sheet and also cancels 
Group mode; [Group] is no longer displayed in the title bar. 

Figure 8-5: Excel in Group mode, with a three-dimensional range 
of cells selected. 

E.'{cel applied comma formatting to all of the values in the selected sheets. 
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ln general, selecting a multisheet range is a simple two-step process: select the 
range in one sheet and then select the worksheets to include in the range. To select 
a group of contiguous worksheets, you can press Shift and click the sheet tab of the 
last worksheet that you want to include in the selection. To select individual work­
sheets, hold down Ctrl and dkk the sheet tab of each worksheet that you want to 
select. If all the worksheets in a workbook aren't laid out the same, you can skip the 
sheets that you don't want to format. When you make the selection, the sheet tabs 
of the selected sheets appear in reverse video, and Excel displays [Group] in the 
title bar. 

To select all sheets in a workbook, right-dick any sheet tab and choose Select All 
Sheets from the shortcut menu. 

Special Selections 
The Edit• Go To command (or FS) was mentioned earlier as a way to select (or go 
to) a cell or range. Excel also provides a way to select only "special" cells in the 
workbook or in a selected range. You du this by choosing Edit• Go To, which 
brings up the Gn To dialog box. Clicking the Special button displays the Go To 
Special dialog box, shown in Figure 8-6. 

Figure 8-6: The Go To Special dialog box enables you to select specific types of cells. 
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After you make your choice in the dialog box, Excel selects the qualifying subset of 
cells in the current selection. Usually, this results in a multiple selection. If no cells 
r.,,,.,u,., Excel lets you know. 

If you bring up the Go To Special dialog box with only one cell selected, Excel 
bases its selection on the entire active area of the worksheet. 

Table 8-1 offers a description of the options available in the Go To Special dialog 
box. Some of the options can be quite useful. 

Option 

Constants 

Blanks 

Row Differences 

Precedents 

Last Cell 

What It Does 

Selects all nonempty cells that don't contain formulas. This option 
is useful if you have a model set up and want to clear out all 
input cells and enter new values. The formulas remain intact. 

Selects all empty cells. 

Analyzes the selection and selects cells that are different from 
other cells in each row. Ctrl+\ is the shortcut. 

Selects cells that are referred to in the formulas in the active cell 
or selection. You can select either direct precedents or precedents 
at any level. 

Selects the bottom-right cell in the worksheet that contains data 
or formatting. Ctrl+End is the shortrut. 

emnosUSA0016804 

CiM Ex. 1051 Page 185



Option 

Conditional Formats 

What It Does 

Selects cells that have a conditional format applied (using the 
Format• Conditional Formatting command). 

Annotating a Cell 
Excel's cell-comment feature enables you to attach a comment to a cell. This feature 
is useful when you need to document a particular value. It's also useful to help you 
remember what a formula does. 

In versions of Excel prior to Excel 97, cell comments were known as cell notes. 

To add a comment to a cell, select the cell and then choose Insert• Comment 
(or Shift+F2). Excel inserts a comment that points to the active cell, as shown in 
Figure 8--7. Initially, the comment consists of your name. Enter the text for the cell 
comment and then click anywhere in the worksheet to hide the comment. 

Figure 8-7: Excel enables you to add a descriptive note to a cell. 

Cells that have a comment attached display a small red triangle in the upper-right 
con1er. When you move the mouse pointer over a cell that contains a comment, the 
comment becomes visible. 

Select Tools• Options (View tab) to control how cell comment indicators are 
displayed. You can turn off these indicators if you like. 
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lf you want all cell comments to be visible (regardless of the location of the cell 
pointer), select View• Comments. This command is a toggle; select it again to hide 
all cell comments. To edit a comment, activate the cell, right-click, and then choose 
Edit Comment from the shortcut menu. 

To delete a cell comment, activate the cell that contains the comment, right-dick, 
and then choose Delete Comment from the shortcut menu. 

Deleting Cell Contents 
To erase cells by using only the mouse, select the cell or range to be deleted. Then, 
click the fill handle-the small square to the lower right of the selection indicator 
(see Figure 8-8). When you move the mouse pointer over the fill handle, the pointer 
changes to a cross. As you drag up, Excel grays out the selection. Release the 
mouse button to erase the contents of the grayed selection. 

To erase the contents of a cell or range, select the cell or range and press Delete. 
Or, you can select Edit• Clear, which provides additional options. 

Figure 8-8: Drag the fill handle up to erase cell contents by using the mouse. 
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Copying a Range 
Copying the contents of a cell is a very common operation. You can do any of the 
following: 

• Copy a cell to another cell. 

• Copy a cell to a range of cells. The source cell is copied to every cell in the 
destination range. 

• Copy a range to another range. Both ranges must be the same size. 

Copying a cell normally copies the cell contents, any formatting that is applied to 
the original cell (including conditional formatting and data validation), and the cell 
comment (if it has one). When you copy a cell that contains a formula, the cell ref­
erences in the copied formulas are changed automatically to be relative to their 
new destination. More on this in the next chapter. 

Copying consists of two steps (although shortcut methods exist, as you'll see later): 

I. Select the cell or range to copy (the source range) and copy it to the 
Clipboard. 

2. Move the cell pointer to the range that will hold the copy (the destination 
range) and paste the Clipboard contents. 

When you paste information, Excel overwrites-without warning-any cells that 
get in the way. If you find that pasting overwrote some essential cells, choose Edit• 
Undo (or press Ctrl+Z). 

Because copying is used so often, Excel provides many different methods. I discuss 
each method in the following sections. 

Copying by Using Toolbar Buttons 
The Standard toolbar has two buttons that are relevant to copying: the Copy button 
and the Paste button. Clicking the Copy button transfers a copy of the selected cell 
or range to the Windows Clipboard and the Office Clipboard. After performing the 
copy part of this operation, select the cell that will hold the copy and dick the 
Paste button. 

lf you're copying a range, you don't need to select an entire range before clicking 
the Paste button. You need only activate the upper-left cell in the destination range. 

If you click the Copy button more than once before you click the Paste button, 
Excel automatically displays the Office Clipboard toolbar. 
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Copying by Using Menu Commands 
ff you prefer, you can use the following menu commands for copying and pasting: 

• Edit• Copy: Copies the selected cells to the Windows Clipboard and the 
Office Clipboard 

• Edit• Paste: Pastes the Windows Clipboard contents to the selected cell 
or range 

You'll learn more about pasting the contents of the Office Clipboard later in this 
chapter. 

Copying by Using Shortcut Menus 
You also can use the Copy and Paste commands on the shortcut menu, as shown in 
Figure 8-9. The Copy conunand on the shortcut menu places information on both 
the Windows and Office Clipboards. Select the cell or range to copy, right-dick, and 
then choose Copy from the shortcut menu. Then, select the cell in which you want 
the copy to appear, right-dick, and choose Paste from the sh01·tcut menu. 
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Figure 8-9: Right-dicking anywhere on the screen displays a shortcut menu, which 
contains Copy and Paste commands. 

Copying by Using Shortcut Keys 
The copy and paste operations also have shortcut keys associated v.rith them: 

• Ctrl+C: Copies the selected cells to berth the Windows and Office Clipboards 

• Ctrl+V: Pastes the Windows Clipboard contents to the selected cell or range 

These shortcut keys also are used by most other Windows applications. 

Copying by Using Drag and Drop 
Excel also enables you to copy a cell or range by dragging. Be aware, however, that 
dragging and dropping does not place any information on either the Windows 
Clipboard or the Office Clipboat·d. Select the cell or range that you want to copy 
and then move the mouse pointer to one of its four borders. When the mouse 
pointer turns into an arrow pointing up and to the left, press Ctrl; the mouse 
pointer is augmented with a small plus sign. Then, simply drag the selection to its 
new location, while you continue to press the Ctrl key. The original selection 
remains behind, and Excel makes a new copy when you release the mouse button. 
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If the mouse pointer doesn't turn into an arrow when you point to the border of a 
cell or range, you need to make a change to your settings. Select Tools• Options, 
dick the Edit tab, and place a check mark on the option labeled Allow cell drag 
and drop. 

Copying to Adjacent Cells 
Often, you'll find that you need to copy a cell to an adjacent cell or range. This type 
of copying is quite common when working with formulas. For example, if you're 
working on a budget, you might create a formula to add the values in column B. You 
can use the same formula to add the values in the other columns. Rather than 
reenter the formula, you'll want to copy it to the adjacent cells. 

Excel provides some additional options on its Edit menu for copying to adjacent 
cells. To use these commands, select the cell that you're copying and the cells that 
you are copying to (see Figure 8-10). Then, issue the appropriate command from 
the following list for one-step copying: 

• Edil • Fill• Dowu (or Clrl+D): Copies the cell to the selected range below 

• Eclil• Fill• Right (or Clrl+R): Copies the cell to the selected range to the right 

• Edit• Fill• Up: Copies the cell to the selected range above 

• Edi I• Fill• Left: Copies the ceU to the selected range to the left 

None of these commands places information on either the Windows Clipboard or 
the Office Clipboard. 

Figure 8-1 O: To copy to adjacent cells, start by selecting the cell to 
copy plus the cells in which you want the copy to appear. 

You also can use AutoFill to copy to adjacent cells by dragging the selection's fill 
handle. Excel copies the original selection to the cells that you highlight while 
dragging. Autofill doesn't place any information on either the Windows Clipboard 
or the Office Clipboard. 
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Chapter 9 discusses more uses for AutoFill. 

Copying a Range to Other Sheets 
The copy procedures described previously also work to copy a cell or range to 
another worksheet, even if the worksheet is in a different 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• Fill• 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 
seleded 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• Copy conunand makes a copy of the selected cell or range 
and puts the copy on the Windows Clipboard and the Office Clipboard. The Edit• 
Cut command also places the selection on both Clipboards, but the Edit• Cut 
command also removes the contents of the selection from its original location. 
To move a cell or range, therefore, requires two steps: 

I. 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 different 
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
ders. 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 Ctrl 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 
As you know, the Edit• Copy command and the Edit• Cut command place 
information on both Clipboards. Similarly, the Edit• Paste command transfers the 
contents of the Vv'indows 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 
inkwmation on the Windows Clipboat·d. 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 Clipboa1·d 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 aft Office programs. Suppose that you have stored 
some items from Excel, Access, Outlook, PowerPoint, and Word 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. 
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Figure 8-11: Use the Office Clipboard to copy information from the "city" sheets to 
the summary sheet. 

The process still consists of two basic steps: copy a selection and then paste it. 
However, when you use the Office Clipboard, you copy several times before you 
paste. 

Select the first cell or range that you want to copy to the Office Clipboard and copy 
it by using any of the techniques described earlier in this chapter: Click the Copy 
tool on the Standard toolbar; choose Edit• Copy; press Ctrl+C; or right-dick to 
choose Copy from the shortcut menu. 

Repeat this process, selecting the nex-t cell or range that you want to copy. As soon 
as you copy the information, the Office Clipboard toolbar appears, showing you the 
number of items that you've copied (see Figure 8-12). The Office Clipboard will hold 
up to 12 items; when you try to add a thirteenth item, you'll see a message asking 
whether you want to remove the first item that you copied or cancel copying the 
thirteenth item. Each item stored on the Office Clipboard toolbar contains the 
symbol fot· the program from which you copied it; if you point at one of the icons, 
you 'II see a tool bar tip showing you a sample of the information that the item 
contains. 
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You can display the Office Clipboard tool bar either by clicking the Copy tool twice, 
without pasting, or by choosing View• Toolbars • Clipboard. 

Figure 8-12: The Office Clipboard toolbar displays icons representing each item 
that you copy. 

If necessary, continue copying information. If you want, you can use the Copy tool 
on the Office Clipboard toolbar; it serves the same purpose and functions in the 
same way as the Copy tool on the Standard toolbar. 

When you're ready to paste information, select the cell into which you want to copy 
information. To paste an individual item, dick its icon on the Office Clipboard toolbar. 
To paste all the items that you've copied, dick the Paste All button on the Office 
Clipboard toolbar. 

Although the items appear "across" the Office Clipboard, Excel pastes them down 
a column when you click Paste All - even if you select a range before you click 
Paste All. 

You can clear the contents of the Office Clipboard by dicking the Clear Clipboard 
tool. 

Some special notes about the Office Clipboard and its functioning: 
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• Excel pastes the contents of the Windows Clipboard when you paste either by 
dicking the Paste tool an the Standard toolbar, by choosing Edit• Paste, by 
pressing Ctrl..,. V, or by right-clicking to choose Paste from the shortcut menu. 

• The last item that you cut or copied appears on both the Office Clipboard and 
the Windows Clipboard. 

• Pasting from the Office Clipboard places that item on the Windows Clipboard. 
If you choose Paste All from the Office Clipboard toolbar, you paste all items 
stored on the Office Clipboard onto the Windows Clipboard as a single item. 

• Clearing the Office Clipboard also clears the Windows Clipboard. 

Pasting in Special Ways 
The Edit• Paste Special command is a much more versatile version of the Edit• 
Paste corrunand. For the Paste Special command to be available, you need to copy 
a cell or range to the Clipboards (using Edit• Cut won't work). Then, select the 
cell in which you want to paste, and choose Edit• Paste Special. You see the 
dialog box shown in Figure 8-13. This dialog box has several options, which are 
explained in the following sections. 

Figure 8-13: The Paste Special dialog box. 
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Pasting all 
Selecting the All option in the Paste Special dialog box is equivalent to using the 
Edit• Paste command. It copies the cell's contents, formats, and data validation 
from the Windows Clipboard. 

Pasting formulas as values 
Normally, when you copy a rnnge that contains formulas, Excel copies the formulas 
and automatically adjusts the cell references. The Values option in the Paste Special 
dialog box enables you to copy the results of formulas. The destination for the copy 
can be a new range or the original range. In the latter case, Excel replaces the 
original formulas by their current values. 

Pasting cell formats only 
If you've applied formatting to a cell or range, you can copy only the formatting and 
paste it to another cell or range. If you've applied lots of formatting to a cell and 
want to duplicate the formatting elsewhere, use the Formats option in the Paste 
Special dialog box to save a great deal of time. 

Pasting cell comments 
If you want to copy only the cell comments from a cell or range, use the Comments 
option in the Paste Special dialog box. This option doesn't copy cell contents or 
formatting. 

Pasting validation criteria 
If you've created validation criteria for a particular cell (by using the Data• 
Validation command), you can copy the validation criteria to another cell or range. 
Use the Validation option in the Paste Special dialog box. 

Skipping borders when pasting 
Often, you'll want to avoid copying borders around a cell. For example, if you have 
a table with a border around it, copying a cell from one of the outer cells in the 
table will also copy the border. To avoid pasting the border, choose the All except 
borders option in the Paste Special dialog box. 

Pasting column widths 
You can copy column width information from one column to another. Copy any cell 
in the column that is set at the width that you want to copy. Select a cell in the 
column whose width you want to set. In the Paste Special dialog box, choose the 
Cohmm widths option button. 

Performing mathematical operations without Formulas 
The option buttons in the Operation section of the Paste Special dialog box let you 
perform an arithmetic operation. For example, you can copy a range to another 
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range and select the Multiply operation. Excel multiplies the corresponding values 
in the source range and the destination range and replaces the destination range 
with the new values. 

Figure 8-14 shows another example of using a mathematical operation with the 
Paste Special dialog box. The objective of this example is to increase the values in 
B4:B 10 by ten percent (without using formulas). First, the contents of cell Bl were 
copied to the Clipboard. Then, B4:B 10 was selected and the Edit• Paste Special 
command was issued. Choosing the Multiply operation causes each cell in B4:B 10 
to be multiplied by the value on the Clipboard, effectively increasing the cell values 
by ten percent. You also need to select the Value option-otherwise, the cells take 
on the formatting of the pasted cell. 

Figure 8-14: Using the Paste Special command 
to increase the values in a range by ten percent 

Skipping blanks when pasting 
The Skip Blanks option in the Paste Special dialog box prevents Excel from 
overwriting cell contents in your paste area with blank cells from the copied range. 
This option is useful if you're copying a range to another area, but don't want the 
blank cells in the copied range to overwrite existing data. 

Transposing a range 
The Transpose option in the Paste Special dialog box changes the orientation of the 
copied range. Rows become columns and columns become rows. Any formulas in 
the copied range are adjusted so that they work properly when transposed. Note 
that this check box can be used with the other options in the Paste Special dialog 
box. Figure 8-15 shows an example of a horizontal range that was transposed to a 
vertical range. 
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Figure 8-15: The range in Al :E2 was transposed to A4:B8. 

Naming Cells and Ranges: The Basics 
Dealing with cryptic cell and range addresses can sometimes be confusing (this 
becomes even more apparent when you deal with formulas, which are covered in 
the next chapter). Fortunately, Excel enables you to assign descriptive names to 
cells and ranges. For example, you can give a cell a name such as lnterest_Rate, or 
you can name a range JulySales. Working with these names (rather than cell or 
range addresses) has several advantages, which are described next. 

Advantages of Using Names 
The following are a few advantages of using names: 

• A meaningful range name (such as Total_lncome) is much easier to remember 
than a cell address (such as AC21). 

• Entering a name is less error-prone than entering a cell or range address. 

• You can quickly move to areas of your worksheet either by using the Name 
box, located at the left side of the formula bar (click the arrow to drop down a 
list of defined names) or by choosing Edit• Go To (or FS) and specifying the 
range name. 

• 'When you select a named cell or rnnge, the name appears in the Name box. 

• Creating formulas is easier. You can paste a cell or range name into a formula 
either by using the Insert• Name• Paste command or by selecting a name 
from the Name box. 

• Names make your formulas more understandable and easie1· to use. A formula 
such as =Income-Taxes is more intuitive than =D20-D40. 

• Macros are easier to create and maintain when you use range names rather 
than ce1l addresses. 
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