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A Bit of
ground

Every book has to start somewhere. This chapter starts
fromfsquare one by introducing you to the concept of a
spreadshget. Also included is a lot of interesting background
informatinﬁm about Excel and Windows.

Excel?

Excel is a|software product that falls into the general
category pf spreadsheets. Excel is one of several spreadsheet
productsfthat you can run on your PC. Others include 1-2-3
and Quatjro Pro.

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

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

The mos{ significant advantage of an electronic spreadsheet is
that the fprmulas recalculate their results if you change any of
the cells fhat they use. As a result, after you set up your
spreadsheet by defining formulas, you can use this “model” to
ifferent possibilities, with very little additional effort.
rrently the best-selling Windows spreadsheet —and
I hope tofexplain why in this book.
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The Evolution of Excel

Excel 2000 is actually Excel 9 in disguise.

A bit of rational thinking might lead you to think that this is the ninth version of

Excel. Think again! Microsoft may be a successful company, but its ver

techniques can be quite confusing. As you’ll see, Excel 2000 actually is
version of Excel.

Excel 2

Excel 2 was the original version of Excel for Windows, which first appe

1987. It was labeled Version 2 to correspond to the Macintosh version,
the original Excel. Because Windows wasn't in widespread use at the t

standards and was actually quite ugly.

Excel 3

At the end of 1990, Microsoft released Excel 3 for Windows. This was a
improvement in both appearance and features. It included toolbars, d
capabilities, worksheet outlining, add-in support, 3D charts, workgro
lots more.

Excel 4

included a run-time version of Windows — a special version with just ergugh
features to run Excel and nothing else. This version was quite crude by

ion-naming
he seventh

hred in late
which was
e, Version 2

r today’s

significant
rawing

LT) editing, and

Excel 4 hit the streets in the spring of 1992. This version made quite
the marketplace, because Windows was becoming more popular. It h3
features, many of which made it easier for beginners to get up to speg

Excel 5

Jn impact in

d lots of new
d quickly.

In early 1994, Excel 5 appeared on the scene. This version introduce
features, including multisheet workbooks and the new Visual Basic f

tons of new
r Applications

(VBA) macro language. Like its predecessor, Excel 5 took top honors fin just about

every spreadsheet comparison that was published in the trade mag

Excel 7

Technically, this version was called Excel for Windows 95 (there was
began shipping in the summer of 1995. On the surface, this version ¢

ines.

no Excel 6). It
rasn't that




much diffgrent from Excel 5, and included only a few major new features. But Excel
7 was signfificant, because it was the first version to use the more advanced 32-hit
code. Exc¢l 7 and Excel 5 used the same file format.

Excel ¢

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

Excel 9

Excel 9 (bgtter known as Excel 2000) is the topic of this book (although most of the
material i 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.

cel’'s Competitors

Although Excel is usually considered the best spreadsheet available, it does have
competitgrs, 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 lef you work with multiple worksheets in a single file: they all support a
wide varigty of charts; and they all have macro capabilities to help you automate or
customizq your work.

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

at Excel Has to Offer

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 featjire that can accomplish it. Or, you could spend lots of time performing a
task manyally that Excel can handle automatically. '
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The following is a quick overview of what Excel can do for you. All of th
are discussed in subsequent chapters of this book.

Multisheet Files

Excel’s files (called workbooks) can consist of any number of separate §
you access these sheets by clicking a notebook-like tab. The sheets ca
worksheets or chart sheets. This feature makes organizing your work e

ese topics

heets, and
be
y. For

example, you can keep all of your budgeting spreadsheets in a single wprkbook.

Multiple Document Interface

Excel enables you to work with many files simultaneously; you don’t h
file to consult another file (see Figure 1-1). This capability enables you
information easily between worksheets in different workbooks.
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Figure 1-1: Excel enables you to work with as many different files as you nped.
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File Co+1pat|b|hty
Excel has its own file format, identifiable by the XLS file extension. In addition,

Excel can rgad files produced by other spreadsheet programs (such as 1-2-3 and
Quattro Prd), and it can read text files, dBASE files, and HTML documents.

Interactive Help

Computer documentation keeps getting better. In the past, users were lucky if the
manual thaf accompanied a software product accurately covered all the features.
Nowadays, fthe trend is away from written manuals and toward online help. Almost
all applicatjons, including Excel, emphasize online help—in other words, you can

get help ongcreen while working in Excel. Excel's online help is excellent and
extremely detailed.

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

+ It obsprves your actions and stores up a series of tips, which can save you
time. fou can choose to view these tips whenever you want.

4+ It proyides specific help with certain aspects of the program (for example,
creating charts).

+ If youlenter an invalid formula, it will often make a suggestion on how to
corregt it.

+ It proyides 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-tg-Use Features

Excel may ell be the easiest-to-use spreadsheet available. It includes many
features depigned specifically to make commonly performed tasks straightforward
and fast for] both beginners and experts. The program walks you step by step
through seyeral procedures, and basic editing and formatting commands are
intuitive and efficient. For example, a single dialog box enables you to change any

aspect of fgrmatting for a cell or range, and right-clicking anything brings up a
context-sersitive shortcut menu.

List Management

Among Exdel'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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Sales (000}
9832
9223
7823
10932
11,033
4509
10332
7323
6,443
13,043
10773
12,832

‘What would you like to do? |
i

A

Type your question hers,
and then click Search,

1

| options |

Figure 1-2: The Office Assistant pops up to provide help when needed.

Ty

Built-in Functions

Excel includes an enormous collection of built-in functions that you ¢
formulas. In addition to common functions, such as SUM and AVERA(
choose functions that perform sophisticated operations that otherw
or impossible to do. For example, the CORREL function calculates th
coefficient for two sets of data. You also can develop other functions
VBA macro language (it’s not as difficult as you may think).

Customizable Toolbars

Excel’s toolbars — groups of buttons representing commands —are
enabling you to perform common commands without using the me
customize your toolbars by adding buttons for tasks that you do mg
out what a button does, drag the mouse over a toolbar buiton and pj
second. Excel pops up a brief description of the button.

Beginning with Excel 97, the menu bar at the top of the screen is ac

As such, you can easily customize it or even move it to a different |
screen.

Flexible Text Handling

an use in your
GE, you can

se are difficult
correlation
by using the

eal time-savers,

. You can

st often. To find
ause for a

ally a toolbar.

ijzation on the

Although Excel’s forte is number crunching, it’s not too shabby at I
You can format or orient text that you put in cells. You also can ins
(which you can move and resize) anywhere on your worksheet.

andling text.
Trt text boxes




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 diffgrent color.

Great Charts

Excel’s chartipg features —among the best available in any spreadsheet — enable
you to modify) and augment a wide assortment of graph types. You can insert a
chart anywhefe in a worksheet or place it on a special chart sheet.

Integratedd Mapping

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

State nits Sold g .
California 12,899 Western U.S. Sales]|
Washington 9542 ]

Oregan 8209

Nevada 7332

Alaska 5011

Idaho 2322

Wyoming 973

Montana 134

: United States (AK & HI Inset)
By Lnks Sald
&

Wastem v

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

Drawing| Tools

Excel includgs an excellent set of drawing tools that enables you to create
attractive diggrams and basic drawings directly on your worksheet or chart. For
example, yoy can include a simple flow diagram along with your numerical analysis.
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Worksheet Outlining

Spreadsheet outlining enables you to collapse hierarchical informa

level of detail. People who work with multilevel budgets will find t
particularly valuable.

Pivot Tables

A pivot table makes it easy to change how you view a table of dat
can quickly Summarize a list or database, and You can use drag-an

Advanced Analytical Tools

Analytical types will be particularly excited about Excel’s unique a
which enables you to do things that are impossible in other sprea
also includes goal seekin » @ powerful Solver feature, and the Analy
add-in, which provides extensive statistical, financial, engineering,
functions and procedures,

Flexible Printing and Print Preview

When you are ready to put your work on paper, you'll be pleased tg
is. Besides normal WYSIWYG (What You See Is What You Gef) form
provides a handy print preview feature. From the preview window,
make last-minute adjustments, including new column widths and
addition, a Page Break Preview mode lets you adjust the page breal
simple dragging techniques.

Worksheet Auditing and Annotation

No one’s perfect, but Excel can help you get closer to that goal. Exc

variety of auditing tools to help you track down errors and potentiz
worksheet formulas.

A feature in Excel automatically displays comments attached to cel
drags the mouse over a cell that contains a comment. This is an exc
remind others (or yourself) what a particular cell represents.

tion to show any
is feature

A pivot table
-drop
dimensional
'r to be one of
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heets, Excel
sis ToolPak
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see how easy it
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jo Management

pts are often used for what-if analysis — change one or more assumptions
re the effects on dependent formulas. Excel simplifies this process with
its scenarip manager.

- You can ngme scenarios, switch among scenarios (with just a few mouse clicks),
and genergte reports that summarize the results of your scenarios.

ecking and AutoCorrect

An integrafed spell checker spots spelling errors in your worksheets and charts, so
_ You need fever again display a chart titled “Bugdet Review” in a crowded
- boardroo

- Excel has horrowed 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. For example, you can instruct
Excel to replace IWC with International Widget Corporation.

tes

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

Excel has 3 Template Wizard that walks you through the steps required to create a
custom template. Fxcel also includes a few handy templates that you may find
xample of such a template is shown in Figure 14,

se Management

You can wrk with spreadsheet data as if Excel were a database. Excel features all
e standard database commands and enables you to work with databases that are

In older vqrsions of Excel, you could create macros by using special macro

XLM documents. Although Visual Basic for Applications is a much
better maqgro language, Excel 2000 still supports XLM macros. This means that you
' € to run macros that were developed for older versions of Excel (Excel 4
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COMPANY
Company Address

City, State ZIP Code
Phone Number fax Fas Number

Figure 1-4: Expense Statement1 is one of several templates included wit

Excel 2000.

Visual Basic for Applications (VBA)

VBA is a powerful programming language that is built right into Exc
several other Microsoft products). After you learn VBA's ropes, you
with your Excel workbooks.

Custom Dialog Boxes

Excel makes it very easy to create custom dialog boxes (also known
Custom dialog boxes usually are used in conjunction with VBA maci
write.

Worksheet Controls

With Excel, you can insert functional “dialog box” controls (such as

link these controls to cells without using macros. Figure 1-5 shows

| (as well as
can do magic

as user forms).
0s that you

buttons,

example of

scrollbars, list boxes, and check boxes) directly on your worksheet%“:’ou can even

such controls.




buttons, scfollbars, list and check boxes, directly to
your worksheet to make it easier to use.

If you needl to keep others (or yourself) from modifying your worksheet, you'll find
that Excelloffers a variety of protection technigues. For example, you can protect

cells that ¢ontain formulas, to eliminate the possibility of accidentally deleting an
important|formula.

Add-In Capability

Excel supports add-ins —a feature that lets you enhance the program’s

functionaljty. Excel includes several add-ins, and you can use VBA to create your
own add-ips.

OLES ppdrt

Excel supports Microsoft’s Object Linking and Embedding (OLE) technology, which
makes datp sharing easier than ever. For example, you can embed a Word for

Windows dlocument in a worksheet and then access all of the features of Word right
in your wdrksheet.
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Internet Support
Excel 2000 includes a variety of features that make it easy to access Ifjternet
documents, save and retrieve documents stored in HTML format, andj create
hyperlinks directly in your spreadsheet documents.

Cross-Platform Consistency

Excel runs on the Macintosh and the PC (in Windows); in fact, the vellsions are very
similar across the two platforms. If you learn the Windows version, ypu can move
to a Mac and feel right at home.

Summary

This chapter introduces the concept of a spreadsheet, presents a brigf 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 “Whi(:h are
covered in subsequent chapters.

+ + <




1gh Excel

igating

use You’ll spend lots of time working in Excel, you
ed tojunderstand the basics of navigating through

that [Excel uses are known as workbooks. A workbook
old any humber of sheets, and these sheets can be either
heets (3 sheet consisting of rows and columns) or chart
(a shept that holds a single chart). A worksheet is what
usuallly think of when they think of a spreadsheet.

e 4-1 shows Excel with four workbooks open, each in
parate window. One of the windows is minimized and
s near|the top-right corner of the screen (when a work-
is minirhized, only its title bar is visible).

ksheet windows can overlap so that the title bar of one
ndow is a different color. That’s the window that contains
active warkbook.

he workbodk windows that Excel uses work much like the
ndows in any other Windows program. Excel’s windows can
in one of {he following states:

* 4 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 windo
click it$ Maximize butto




4 Minimized: Appears as a small window with only a title bar. T minimize
a window, click its Minimize button. :

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

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

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

Moving and Resizing Windows

You cannot move or resize a workbook window if it is maximizegj 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. Nbte that the win-
dows can extend offscreen in any direction, if you want them to.




To resize a window, click and drag any of its borders until it’s the size that you
want it to be; When you position the mouse pointer on a window’s border, the
mouse point¢r changes shape, which lets you know that you can now click and
drag to resiz¢. the window. To resize a window honzontally and vertically at the
same time, ¢ 1ck 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 cqn let Excel do it for you. The Window = Arrange command displays
the Arrange Yindows 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.

Switchir g 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 whigh 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:

4 Click apother window, if it’s visible. The window you click moves to the top
and befomes the active window.

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

4 Click the Window menu and select the window that you want from the bottom
part ofjthe pull-down 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
appeays below the nine window names).

Excel 200 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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Choose one

Figure 4-3: You can activate a different window by selecting it from the pull-down
Window menu.

Many users (myself included) prefer to do most of their work with nhaximized work-
book windows. This enables you to see more cells and eliminates the distraction of
other workbook windows getting in the way. And besides, it’s easy tp activate

another workbook window when you need to use it.

When you maximize one window, all the other windows are maximiged, too (but you
can’t see them). Therefore, if the active window is maximized and ypu activate a dif-
ferent window, the new active window is also maximized. If the actiye workbook
window is maximized, you can’t select another window by clicking it (because other
windows aren't visible). You must use either Ctrl+Tab, the Windows] taskbar, or the
Window menu to activate another window.

When would you nof want to work exclusively with maximized worksheet windows?
Excel also has some handy drag-and-drop features. For example, ypu can drag a
range of cells from one workbook window to another. To do this tyog)e of drag and
drop, both windows must be visible (that is, not maximized).

Chapter 8 discusses Excel’s drag-and-drop features.




