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Abstract:

This study guide will help you prepare for the performance-based
exam, Microsoft MOUS Excel 2002 Expert. This exam consists of high-
level tasks, including importing and exporting data, managing
workbooks, auditing a worksheet, formatting numbers, using macros,
working with ranges, customizing Excel, summarizing data, analyzing
data, and workgroup collaboration.

Find even more help here:

> Feedback & Discussion Board for this exam
> Read & Write Reviews of this study guide
> Rate this Cramsession study guide
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Importing and Exporting Data

Import data to Excel
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To import data from a comma-separated value (.CSV) text file, click Data =>
Import External Data => Import Data.... In the Select Data Source dialog box,

browse to the desired .CSV file and click Open.

Select Data Source

Look in: My Data Sources - & ¥ 05 B - Tools
i i B @ @
% Th T T
a8 B B R g
MyDocuments | +Cornectto  +New SQL MSN MEN MSN Product
NewData... ServerCon... MoneyCent... MoneyCentr... MoneyCent... gl Reg)
%
Project Folder
)
o,
local copy
V.
Desktop
el
or=
My Network
Places File pame: [ v|  newSource... Open
- Files of type:[all Data Sources (=.odc;*.mdb; = mde; + Cancel

The following screen capture shows the .CSV file that is used in this example.

I Product Table.csv - Notepad EWE”E
File Edit Format View Help

Product, January, February,March
Apples, 200,400, 600

Bananas, 50, 753, 110
Pears,155, 210,400

1/23/2002

© 2002 All Rights Reserved - BrainBuzz.com

Session

Prepare for Success!



visit CramSession.com

Microsoft MOUS Excel 2002 Expert

In the Text Import Wizard-Step 1 of 3 dialog box, ensure that Delimited is

selected and press Next.

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.

Original data type

Choose the file type that best describes your data:
 Delimited! - Characters such as commas or tabs separate each field.
" Fixed width

- Fields are aligned in columns with spaces between each field.

Preview of file C:\Documents and Settings\twarner My Documents...\Product Table .csv.

Startimport at row: 1 = Fieorign: 437 : OEM United States -

Product, January, February, March
ppples, 200, 400, 600

Bananas, 50, 75, 110

Pears, 155,210,300

[

| [

Cancel \ Next >

Finish

In the Text Import Wizard-Step 2 of 3 dialog box, select Comma in the
Delimiters option group and preview your data in the Data preview list box. Press

Next to continue.

Text Import Wizard - Step 2 of 3

* This screen lets you set the delimiters your data contains. You can see
how your text is affected in the preview below.

Delimiters
[ Tab [ semicolon I
[ Space [ Other: |

[ Treat consecutive delimiters as one

Text qualifier: | hd

Data preview

Product [anuary [February March
ppples 00 lean lsan
Bananas 50 75 110
[Pears [SS E10 00

Cancel < Back ‘ Mext = Einish

In the Text Import Wizard-Step 3 of 3 dialog box, select each column in the Data
preview list box and choose an appropriate data type from the Column data
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format option group. Note that the General setting automatically determines
whether the data in each column is text, a number, or a date. Press Finish to
continue.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set Column data format
the Data Format. & General

‘General' converts numeric values to numbers, date | Text
values to dates, and all remaining values to text.  pate; |MDY -

" Do not import column (skip)

Data preview

persl neral
y [Februsry March B
koo ]

5 110
1o 00

Cancel <Back Eirish

In the Import Data dialog box, decide where you want to place the newly imported
data by making the desired choice from the Where do you want to put the data?
option group. Click OK to complete the procedure.

Import Data E@

Where do you want to put the data?
{* Existing worksheet: Cancel
ancel

T et |

" New worksheet

Properties...
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CEIX

File Edit View Insert Format Tools Dats Window Help -8 X
DeEo8 gLV sa@a- W x4 mR?
Arial -0 - B J U EE=EHEH -H-A-

Al - Fe

A B E D E F G H

1 |Product _.January February March
2 |Apples 200 4000 600
3 |Bananas 50 75110
4 |Pears 1585 2100 300
5
6
7
8
9
10
"
12
13 .
A4
4 4 » W] Sheetl / Sheet? / Sheet3 / [«] | Dl
Ready MNUM

To import data from a Microsoft Access database table, click Data => Import
External Data => Import Data.... Browse to the Access .MDB file and click Open.
In the Select Table dialog box, select the Access database table that you want to
import into Excel and click OK.

Select Table £33
MName Desaription | Madified Created Type -~
B Airplane - Filled Seats 7/8/1997 1:08:00 AM  7/8/1997 1:08:00 AM  VIEW
[ Airplane - Frequent Flier Count 7/8/1997 1:08:32AM  7/8/1997 1:08:32AM  VIEW
[ Airplane - Seat Count 7/8/1997 1:08:43AM  7[8/1997 1:08:43AM  VIEW
[ Airplane - Summary 7/8/1997 1:09:01AM  7/8/1997 1:09:00 AM  VIEW
[ Network - Details 9/28/1995 2:33:18PM  9/28/1995 2:36:00PM  VIEW
0 Network - Modem Count 9/28/1996 2:33:53PM  9/28/1996 2:36:13PM  VIEW
5 Network - Network Card Count 9/28/1996 2:39:21PM  9/28/1996 2:36:35PM  VIEW
[ Network - Sound Card Count 9/25/1395 2:39:48PM  9/28/1996 2:36:53PM  VIEW
@Network-summary 9/28/1996 2:41:54PM  9/28/1996 12:56:37PM  VIEW
[ Office - Card Details 9/30/1996 2:01:34FM  9/30/1996 201:34PM  VIEW
[ Office - Fax Detalls 9/30/1995 2:23:18PM  9/30/1996 2:21:34PM  VIEW
/G957 1:07:38 AM  7/3/1997 1:07:33AM  TABLE
Bolts - Filister Head 9/28/1996 12:46:45PM  8/24/1996 4:32:17PM  TABLE
Bolts - Hex Head 9/28/1996 12:46:56 PM  8/24/1996 4:27:59PM  TABLE 2
Cancel

In the Import Data dialog box, specify where you want Excel to place the imported

data and click OK.
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Import Data

Where do you want to put the data?
(% Existing worksheet:
Cancel
%

" New worksheet

@ Create & PivotTable repart...

Properties... Edit Query...

B3 Microsoft Excel - Book1 =13

File Edit Vew Inset Format Tools Data Window Help -8 x
DS @AY 2R RzZ-Hil BeR?
Acial cu -[BlrUu=E==8 s%, £ -0-A-7
Al - %
A B C D E F =
1 [SeatNumber JPinX PinY Width Height Class [l
2 [10A 109t 9in 167 ft 3 in 2f 3ft 3in Business Class —|
3 108 11t 9in 157 ft 3 in 2f 3ft 3in Business Class
4 10C 115t 6in 157 ft 3 in 2f 3ft 3in Business Class
5 /10D M7RBIn 187/ 3in  2ft 3 3in Business Class
6 |10E MIRBin 187/ 3in  2ft 3 3in Business Class
7 |10F 123f9in 157T#3in  2ft 3t 3in Business Class
8 |10G 125 9in 15T#3in  2ft 3t 3in Business Class
9 1A 108t 9in 163#t3in  2ft 3t 3in Business Class
10 11B M1t 9in 163ft3in 21t 3ft 3in Business Class
11 11C 116t 6in 163 ft 3 in 2f 3 ft 3in Business Class
12 11D 17 ft6in 153 ft 3 in 2f 3ft 3in Business Class
13 1ME 119t 6in 153 ft 3 in 2f 3ft 3in Business Class
14 11F 123R9in 183R3in 2ft 3 3in Business Class
15 116G 125R9in 183R3in  2ft 3 3in Business Class
16 12A 109 9in 149#f4.5in 2ft 3t 3in Business Class
17 |12B M1f9in 149f4.5in 2ft 3t 3in Business Class
18 12C M5 6in 149#ft45in 2ft 3t 3in Business Class
19 12D MTf6in 149ft45in 2ft 3ft3in Business Class
|4M¢‘:r>\\sheetl‘;{"SFereti,{Sheeﬁ/ ner eru cehe n[’”" m,,,"r
Ready UM

To import an HTML Web-based table into Excel, click Data => Import External
Data => Import Data.... Browse to the HTML file that contains the table and click

Open. In the New Web Query dialog box, use the arrow icons [* to select the
table or tables that you want to import into Excel. Press Import to continue.

© 2002 All Rights Reserved - BrainBuzz.com
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New Web Query. @
< fwww himl-table.com/table-htm ~] Q2 B B optons...

Click [#] next to the tables you want to select, then dick Import.
+

This page contains two HTML tables.

Address:

Product January | February March

ILemons 874 785 826
Mangoes 625 536 854
[Papayas 1258 1252 524

And here is the second table.

Column Header Column Header
ne two
three four
Import Cancel
Done

You should be well familiar with the Import Data dialog box by now.

Import Data 5”5_“

Where do you want to put the data?
(* Existing worksheet: |
Cancel

" Mew worksheet

Properties...

Note in the following screen capture that imported HTML tables lose all of their
formatting in Excel.
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E3 Microsoft Excel - Book2 E|@|Pz|
File Edit View Insert Format Tools Datsa  Window Help
-8 X
DeESHE &V & e =-2imE >
Arial -0 - B I U E=E=E - »
A1 - 3
A B C D E F =
1 |Product _Llanuary February March Il
2 Lemons 874 785 826

3 Mangoes 625 536 854
4 Papayas 258 1252 524

w oo~ o m

1
1 4 » m[\Sheetl { Sheet2 / Sheet3 |4 | W[
Ready UM

=
4

Export data from Excel

One simple way to export Excel data is to save an Excel workbook file in a different
file format. Click File => Save As..., and in the Save As dialog box open the Save
as type: drop-down list box. Note that you will be able to save the Excel file in a
variety of different file formats, including MS-DOS and Macintosh file formats. Be
aware, however, that most formatting will be stripped from your data in order to
make the data conversion to alternate file formats, especially earlier file formats than
Excel 2002.

Save as type: |I'~"Ii|:rnsn1"t Excel Workbook (*.xls) <
Text (M5-DO0S) (. txt A=

€5V (M5-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)

SYLE (Symbalic Link) (*.slk) —
Microsoft Excel Add-In (*.xla) ~

To import Excel data into a Microsoft Access database table, open an Access
database and click File => Get External Data => Import....

© 2002 All Rights Reserved - BrainBuzz.com .
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Microsoft Access

File | Edit Wew Insert Tools Window Help
MEW... Cirl+M

~ ga-

(T

Qpen... Cirl+0

| Get External Data >||E, Import.... &
Close #+F Link Tables...

In the Import dialog box, open the Files of type: drop-down list box and select
Microsoft Excel (*.xls). Then browse to the desired Excel file and click Import. I
should say at this time that your Excel data should be in list format. That is to say,
the very first row in the table should be somehow set off from the rest of the data
(using bold or italic formatting, for instance), and there should be absolutely no
spaces anywhere within the list. This is an important point. And by the way, the
Excel file should be closed before you undertake the import procedure.

Import

@ X O EF - Toos~

]

AtomicTme  Downloads  localcopy  MyData My eBooks
Sources

0 o o

Various and
. Unsorted

Sample Access
Database.md

Fiepame: |

Files of type: ‘Miacso& Access (*.mdb;*.adp;*.mds;*.mde;*.ade)

Exchange()
HTML Documents (= html;=.htm)

In the first page of the Import Spreadsheet Wizard dialog box, select First Row
Contains Column Headings to ensure that Access doesn't consider your column
headings as simply another row of data. Click Next to continue.

© 2002 All Rights Reserved - BrainBuzz.com : .
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B Import Spreadsheet Wizard &l

Microsoft Access can use your column headings as field names for your table. Does the first
row spedified contain column headings?

¥ First Row Contains Column Headings

[Task # |[Task Name o]
if Boccer camp application Web page available [pd| +
[z p Bpplication deadline b
T3 fpicceptance notification jod
T& Payment due jod
=k [Pre-camp conditioning f25|
el Boccer camp begins b -
4 »

Cancel Mext > I Einish |

In the second page of the Import Spreadsheet Wizard dialog box, decide whether
you want the imported Excel data to reside in a brand new Access table, or if you
want to append the Excel data to an existing Access table. Click Next to continue.

B Import Spreadsheet Wizard ﬁ

You can store your data in a new table or in an existing table.

Where would you like to store your data?
e

€ i Bxisting Tabie: [ |

[Task # [Task Name D]
[1h Foccer camp application Web page available [d| =
LZ Bpplication deadline jod
i3 ficceptance notification jod
2 Payment due Pl
B3 Pre-camp conditioning fa 5|
lele Boccer camp begins pdl -
. 2

Cancel <Back Net> | mmsh |

In the third page of the Import Spreadsheet Wizard dialog box, select each field
in the lower portion of the dialog box and optionally adjust each field's name and
index status. Note that Access usually makes a pretty good guess as to what data
type each field uses. For example, in the following screen capture, Access will assign

1/23/2002
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the Date/Time data type to the Start Date field. Don't worry about not being able
to adjust the data type in this dialog box: you will be able to make this change after
the Access table has been created. Click Next to continue.

B Import Spreadsheet Wizard @

‘You can specdify information about each of the fields you are importing. Select fields in the
area below. You can then modify field information in the 'Field Options' area.

Field Options

Field Name: |Start Date | J

Indexed:  [No <] T Do notimport field {skip)

|[Task Name Duration |Start Date Outline Level

|1 jge available P [L/4 0 -
H p P
=] b
<] p
B s

& o J
4 e

Cancel < Back Mext > I Einish |

In the fourth page of the Import Spreadsheet Wizard dialog box, you must
determine which field will serve as the primary key field. Select Let Access add
primary key if you don't want to be bothered with this determination. In such a
case, Access will create an ID field that will serve as the primary key field for the
data table. Click Next to continue.

B Import Spreadsheet Wizard le
Microsoft Access recommends that you define a primary key for
(2 your new table. A primary key is used to uniquely identify each
1 s e v record in your table. It allows you to retrieve data more quickly.
2 i
3 i
2 i
& i s

= Jet Access add primary key.

" Choose my own primary key. |

¢ Mo primary key.

|Task Name

foccer camp application Web page availab|
Bpplication deadline

Bcceptance notification
Payment due

Pre-camp conditioning
Boccer camp begins

3

Cancel < Back Mext > I Einish |
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In the fifth page of the Import Spreadsheet Wizard dialog box, type a name for
the new Access table and click Finish.

B Import Spreadsheet Wizard El

That's all the information the wizard needs to import your data.
3

Import to Table:
[imparted Data from Excel 2002

I I would like & wizard to analyze my table after imparting the
data.

I Display Help after the wizard is finished.

Cancel <Back | [Ensh

Import Spreadsheet Wizard

i Finished importing file 'C:\Documents and Settings\twarner My Documents\Sample Project Data.xls' to table
'Imported Data from Excel 2002'.

The following screen capture displays the Access 2002 Database window, with the
newly created Excel table included.
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To publish an Excel 2002 worksheet or workbook to the Web, click File => Save as

Web Page....

Save As )
Save in: My Webs v| &~ @ ¥ O ER - Took
My Documen ts _private _vti_mf _vii_pvt images
Project Folder
¥:)
local copy
()
b s " Entire Workbook (¥ Selection: Sheet Publish...
=y 3 ¥ fhdd interactivity:
= Title Change Title... |
etwor
Filename:  [Sample_Data. htm -] Save |
25 toe: [l Page (- =i = Cancel

In the Save As dialog box, use the Places bar or the Save in: drop-down list box to
browse to the destination Web folder for the Web page. Alternatively, you can type a
Uniform Resource Locator (URL) in the File name: box to publish the page directly
to a Web server (assuming that you have appropriate permissions to the folder on
the Web server). Select either Entire Workbook or Selection:Sheet to publish
either the entire Excel 2002 file or only the active sheet.

1/23/2002
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Assuming that the Web site visitors who will be viewing your Excel Web page have
the Office Web Components installed in their browsers, you can enable interactivity
to allow them to manipulate the Excel worksheet or workbook information. Select the

Add interactivity check box & addinteractiity 1 anapie this option. Click Publish...

to specify Web publishing options.

Publish as Web Page @@
Item to publish
Choose: |Items on Sheet1 j

All contents of Sheetl

Viewing options

W Addinteractivity with: |Spreadsheet functionality ﬂ

= Enter and calculate data in Microsoft Internet Explorer 4.01 or greater.

Publish as

Title: Change...
File name: ‘C:\Dutumems and Settings{My Webs\Sample_Data. Browse...
[ AutoRepublish every time this workbook is saved

™ Open published web page in browser Cancel

In the Publish as Web Page dialog box, use the Choose: drop-down list box to
select which sheet (or which parts of which sheet) you want to publish to the Web.
Under Viewing options, open the Add interactivity with: drop-down list box to
specify the desired level of Web interactivity. The two options are Spreadsheet
functionality and PivotTable functionality. Under Publish as, click Change... to
change the title of the Web page as it will appear in a Web browser window. Enable
the Open published web page in browser check box to have Excel automatically
load the Excel Web page into your default Web browser as soon as you press

Publish.

© 2002 All Rights Reserved - BrainBuzz.com
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The following screen capture shows sample Excel 2002 data as viewed in the
Internet Explorer 6 Web browser, with the Office Web Components installed. Note
that you can use the Web Components toolbar to perform many of the same
operations on the data as you can from within Excel 2002.

‘3 Sample Data - Microsolt Intermet Explorer EEE
Ble Edt Yew Fguores Joos  Hep "
Favornes @) [ Folders 1
CiDocuments and Seltngs My Webs Sarmpie Databhim ™
Google « v
Sample Data
L IR (0 2RI Y
Narme Title: Reports_To Department

Jezsef Goldberg Presidert & CEQ Ofice of the President

Suzan Faw Expcutmve Assistant Jossel Goldbery  Oice of the Pressdent

Clair Hector Jossef Gokiberg  Operations

Anthoery Char Claie Hoctor Oporations

Laura Jennings Jossef Goldberg  Finance

John Tippatt st an Laura Jonnings  Finance

Thom McCann Semor VP Production Jossel Goldberg  Production

Kon Bargman Exocutive Assigtant Tham McCana Production

ke Trano Executre Assrstant Ashley Larsen Marketing

Ashlay Larsen Sanice VP Sales & Mitg Jossef Goldbery  Sales

Enc Lang Corporate Counsel Clawr Heclor Operabons

Linda Leste Treasurer Lawra Jennings Finance

Ketan Calal Secretary Linda Leste Finance

Nate Sun AP Manager Suki White Finance

Aanderes Dinon AR Marsages Suki White Finance

Saan Chai Asseciate Council Eric Lang ‘Oparations

Fukiko Ogisu Intomational Lisison Ashloy Larson Sales

Helmut Homig North America Sales Manager Ashley Larsen Sales

Jae Pak Hational Account Manages Hidmut Hoamig Sales

Densse Smilh National Account Manages Hedmut Hormag Sales

Kimbory Bowen  Intemal Sales Reprasentative Husdrut Hoamig Sales —

Ty s G ol

] Dere i My Computer

Managing Workbooks

Create, and edit templates

A template is simply a predefined set of formatting, macros, options, and, in some
cases, boilerplate text that can be used over and over again. To create an Excel 2002
template, set up a workbook the way you want the template to appear each time
that it is used and click File => Save As.... In the Save As dialog box, open the
Save as type: drop-down list box and select Template (*.xIt) from the list. Note
that ordinary Excel workbook files have the extension .XLS; Excel template files
have the extension .XLT.
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File name:  [Sales Template.xds |

Save as type: |Micr0sof't Excel Workbook (*.xs) -
Microsoft Excel Workbook (*.xls) -
Web Page (*.htm; *.html)

Web Archive {*.mht; *.mhtml}

XML SEreadsheet ‘.xmli
Text (Tab delimited) (*.txt) ~

You should note that the view in the Save As dialog box automatically transports
you to the default save location for Excel template files, which is

C:\Documents and Settings\user_name\Application Data\Microsoft\Templates

Name the template, click Save, and your new template is now ready for use. To use
a template, click File => New.... The New Document task pane will appear. (As
long as the Show at startup check box is enabled at the bottom of the New
Document task pane, the task pane will appear each time Excel is started by using
its Start menu icon.)

© 2002 All Rights Reserved - BrainBuzz.com .
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New Workbook * X

Open a workbook
Sample Org Chart Data.xls
Sample Org Chart Data.xls
Sample Project Data .xls
Sample Project Data .xds
= More workbooks...
New
[ Blank Workbook
Hew from existing workbook
@_j Choose workbook. ..
Mew from template
] General Templates...
:':l Templates on my Web Sites...
-] J Templates on Microsoft.com

7 Add Metwork Place...

@ Microsoft Excel Help
v| Show at startup

In the New from template list, select General templates... to view the templates
that are available on your computer. Simply select the desired template and click
OK. A new, unsaved Excel workbook file will be created based upon the selected
template.
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Templates 3]
General | spreadshest Solutens | local copy |
5 &)
Werkbook  Sample Project JIESED Preview
Data.xis emplate . xit|
Preview not available.

In the New from template list, select Templates from my Web sites... to view
the templates that are available from a network or Internet location. In the New
from template list, select Templates on Microsoft.com... to view the templates
that are available from the Microsoft Web site.

To edit an existing Excel 2002 template, click File => Open.... In the Open dialog
box, ensure that All Microsoft Excel Files or Microsoft Excel Files is listed in the
Files of type: drop-down list box. Next, use the Places bar and the Look in: drop-
down list box to browse for the desired template. Finally, use the Open button drop-
down list to determine how you want to open the template file. You can open the file
with read/write access (the Open option), open the file read-only, open a copy of
the template with read/write access, or open and repair a damaged Excel template
file.

Open "I

Open
I| Open Read-0nly L\\\J
Open as Copy

Open and Repair...
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Create workspaces

Imagine you are working on two or more Excel workbooks simultaneously, and have
them all arranged the way that you want them. When you close down for the day, do
you want to have to manually open all two or more documents and then manually
arrange them again each time that you start a work session? Of course not. That is
where workspaces come in. A workspace is a single file with an .xlw extension that
stores all your view and position settings in one convenient place. Therefore, by
launching your workspace file, Excel will automatically open all associated workbooks
and restore the viewing configuration to how it was when you saved your workspace
file.

To create a workspace file, arrange your workbooks and viewing configuration the
way you want it to look. Next, click File => Save Workspace.... In the Save
Workspace dialog box, nhame and store the file as you would any other Excel file. To
use the workspace file, simply double-click it and watch the magic!

By the way, you should be noticing the slightly different appearance between Excel
document files, template files and workspace files. Check out the following screen
capture:

5 9

Bwcel i Exiel Excel

Consolidate data

Consolidating data in Excel simply means performing a calculation on data that
resides on different worksheets of a single workbook. There are a few different ways
to do this; however, because I got hosed on this part of the Excel 2002 Expert exam,
I'm going to teach you the long way. However, the long way is the absolutely
accurate way, so listen up! :)
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Suppose we had a workbook with three sheets. On cell B8 of sheet3, we want to sum
the range A1:A5 on sheetl and the range C5-C10 on sheet2. This is the formula that
you would need to perform this action:

=sum(sheetl1!A1l:A5,sheet2!C5-C10)

Note that references to other worksheets begin with sheet_name!, and are
immediately followed by the desired cell address ranges. Remember to add the
comma between different cell ranges. (If you are fuzzy on how to put together
formulas in Excel, I refer you to my Excel 2000 Core and Excel 2000 Expert
Cramsession study guides.) A formula that references data on multiple sheets in a
workbook is known as a 3-D formula.

Audit a Worksheet
Check and review data/Audit a Worksheet

In the past, the exam objectives on the Microsoft Web site included both a "Check
and review data" heading and the "Auditing a Worksheet" heading. This must have
been a typo, because these topics cover the same information! In any case, I'm now
going to teach you how to perform worksheet auditing in Excel 2002.

Formula auditing is simply the process of tracing the precedents and dependents of a
particular formula cell, and of resolving formula errors. To perform formula auditing,
it is helpful to have the Formula Auditing toolbar on screen. Click Tools => Formula
Auditing => Show Formula Auditing Toolbar.
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Tools | Dats  Window Help fi
Y speling... F7 L 2] il 43 won - (@)
<> Error Checking... MleEsE| . B A_v .
Speech »
Share Workbook... H J
Track Changes 3
Protection 3
Online Collaboration 3
Goal Seek...
Scenarios...
Formula Auditing 3 | I Trace Precedents
Tools on the Web... 'CE Trace Dependents
Macro v [ < Trace Error
Add-Ins... .fﬁ. Remave All Arrows
TE  AutoCorrect Options... @ Evaluate Formula
Customize... i Show Watch Window
Options... 0% Formula Auditing Mode  Cirl+”
Data Analysis... show Formula Auditing Toolbar

Here is an annotated screen capture of the Formula Auditing toolbar.

&

Formula Auditing

X

A

A:
C
G:
I:
J

i = | A D13
B C DETF G H

Error Checking

: Trace Precedents

: Remove Precedent Arrows
: Trace Dependents

B
D
E: Remove Dependent Arrows
F:
H
K
L

Remove All Arrows
Trace Error

: New Comment
Circle Invalid Data

: Clear Validation Circles

: Show Watch Window

: Evaluate Formula

EHHE HA
I J KL
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Find cells referred to in a specific formula

Cells that are referred to in a specific formula are known as precedents. To trace
precedents for a formula, select the cell that contains the formula and click the
Trace Precedents button on the Formula Auditing toolbar.

For example, in the following screen shot you can see the precedent cells that are
referenced in the formula cell; the precedent cells are marked with a blue tracer
arrow that points to the target cell.

Formula Auditing

* X |

B G A0 G BEE B

Salesperson January February March | Total Average

Abrams
Carlyle
Davidson
Gage
Maroney
Nunn
Peterburg
Sanders
Wagner
Viceroy
Yeldon

$2.874 $1242  $6971 $11.087
$5.609 $6.814  §7.955  §20.378
$14.226  §12.368 57,044 33638
[ —F3re——5te9e—gtraz6el~ 526 908
$1.039 56,427  $12214 519,680
$14297  $12.763 54272  $31.332
$4.848 52646 $13.857 521251
$8.707 $6.395  $4542 19,644
$369 510,496 54108 514973
54332 $10539) 58860 523731
$5,216 $2190 52091  $9.497

To clear the tracer arrows, click the Remove Precedent Arrows or Remove All
Arrows buttons on the Formula Auditing toolbar.

Find formulas that refer to a specific cell

A dependent is a formula that refers to a specific cell. To view all formulas that
reference a given cell, select that cell and click the Trace Dependents button on the
Formula Auditing toolbar. For example, in the following screen capture cells C13 and
E7 contain formulas that refer to the selected cell, which is cell C7.

1/23/2002
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A B C D E F

1 Salesperson January February March Total Average
2 [Abrams 52,874 $1,242 56,971 $11,087

3 |Carlyle $5.609 $6.814 $7,955 520,378

4 |Davidson 14,226 512,368 57,044 $33,638

5 |Gage $3,183 $11,699 514,026 528,908

6 |Maroney $1.039 $6.427 §12.214 519.680

7 [Nunn 514207y steeal —§4272 > §31.332

8 |Peterburg $4.848 $2.546 $13.857 $21,251

9 |Sanders $8.707 $6,395 54,542 §19,644

10 | Wagner $369 $10.496 54,108 $14,973

11 |Viceroy $4,332 $10.539 58,860 $23.731

12 | Yeldon §5.216 52,190 52,091 $9.497

13 | Total $83.479

To clear the tracer arrows, click the Remove Dependent Arrows or Remove All
Arrows buttons on the Formula Auditing toolbar.

Find errors

To scan an Excel 2002 worksheet for formula errors, click the Error Checking
button on the Formula Auditing toolbar. Alternatively, click Tools => Error

Checking....
Error Checking
Error in cell F5 : =
Help on this error
=averaage(B5:E6) St |
Invalid Name Error Show Calculation Steps... |
The formula contains unrecognized text.
Ignore Error |
Edit in Formula Bar |
Options... Previous MNext

The Error Checking dialog box will display each cell whose formula displays an
error. You then have the option of getting online help regarding the error, stepping
into the formula one step at a time, ignoring the error or manually correcting the
error by using the Excel 2002 formula bar.

If you already know which cell contains an error, you can use the Trace Error
button on the Formula Auditing toolbar to have Excel draw tracer arrows that reveal
the cell's associated precedent and/or dependent cells.

The Watch Window dialog box is pretty cool when you want to observe both the
underlying formula as well as the formula result for a cell when you are
troubleshooting formula errors. To invoke the Watch Window, select the appropriate
cell and click the Watch Window button on the Formula Auditing toolbar.
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Add Watch

=Sheet3! SHS3

Add Cancel
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From within the Watch Window dialog box, click Add Watch.... In the Add Watch
dialog box, ensure that the appropriate cell is selected and click OK.

Formatting Numbers

Create and apply custom number formats

You can format your numbers in Excel any way that you want to. Simply select the
appropriate cells and click Format => Cells.... Alternatively, right-click within the
selected cell range and select Format Cells... from the shortcut menu.

Format Cells

Mumber lAIignmEnt] Font ] Border ] Patterns ] Prctecticn]
Category: Sample

Dedmal places: |2 3:

o =]

Currency formats are used for general monetary values. Use Accounting
formats to align dedmal points in a column.

OK. | Cancel

1/23/2002
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The Number tab of the Format Cells dialog box is where you can specify your
custom number formats. You can start with a number type by making a selection
from the Category: list box. Next, you can customize how your numbers are
displayed by manipulating the other formatting controls. For example, in the screen
shot above, my numbers will appear in Currency style, with two decimal places, a
dollar symbol, and with negative humbers displayed with a minus sign. Use the
Custom category to create your own number formats. (Beware, the Custom
category is not for the faint of heart: you will need to study Excel's number format
codes closely to get the hang of how they structure number formats. Run a search in
Excel 2002 online help for "number format codes" for more information.)

Format Cells

Mumber lAIignment] Font ] Border ] Patterns ] Protecﬁnn]
Category: Sample

|

Type the number format code, using one of the existing codes as a starting
point.

OK. | Cancel

1/23/2002
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Use conditional formats

To apply conditional formatting to cells, select the appropriate cell range and click
Format => Conditional Formatting....

Conditional Formatting

Condition 1

W‘ |hetween j [ A and | E5|
Pi f format to
s | No Format Set | _eomat..

Add == | Delete... | OK Cancel |

In the Conditional Formatting dialog box, you are basically constructing an
IF...THEN formula. If a particular cell value meets a predefined criterion or multiple
criteria, then you will instruct Excel to format the cell data a certain way. To begin,
open the first drop-down list box. The first condition will be based on either a cell
value or a formula. Assume we are using a cell value for the sake of this example.

Next, open the second drop-down list box. These are what are known as Boolean
operators. Select the appropriate Boolean operator and proceed to the next boxes.
For between there will obviously be two text boxes; for other operators, such as
greater than or less than, there will be only one text box. Type your condition into
this area and click Format....
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Font l Border I Pathems]

Font style:
[ [Bold [
EL Reqular
’é J Ttalic J J
T J Bold Italic J J
Underline: Color:
T - | [ — -
Effects Preview
[+ strikethrough
r AaBbCcYyZz
-

For Conditional Formatting you can set Font Style,

Underline, Color, and Strikethrough. Clear
oK | Cancel
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The Format Cells dialog box that appears only allows you to modify certain
formatting properties, such as font style, underline, and color. After you have made
your changes, click OK to close the Format Cells dialog box and click OK again to
close the Conditional Formatting dialog box. The following screen capture shows a
sample conditional format such that numbers less than 75 will display in bold, red,
and underline, while numbers greater than 90 will display in bold and blue.

Conditional Formatting

Condition 1

|Ce|\\l'a\ue[s j ||Essﬂ'|ar| j ‘?5

Preview of format to use |

when condition is true: AaBhC¥yZz

Condition 2

Cell Value Is j |greaherﬂ'van j ‘QD

Preview of format to use
when condition is true:

add>> | pelete.. ok

AaBbCcYyZz
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Oh yeah, I almost forgot to mention this: use the Add >> button to add multiple
conditions. You can have up to 3 conditions in an Excel 2002 conditional format.

Student | Readin’ Writin' Rithmetic  Overall Average

Candi 80 99 98 92
Eddie 75 55 47 59
Heather 41 58 80 &0
Susie 84 66 56 69
Timmy 68 82 90 &0
Tommy 91 94 90 92

Using Macros
Create and record macros

A macro is simply a sequence of actions that are recorded for easy playback. Macros
save you time because you can condense multi-step procedures into a single easy
click of the mouse. To record a macro in Excel 2002, click Tools => Macro =>
Record New Macro....

Record Macro @@

Macro name:
|Macro 1

Shortout key: Store macro in:
crl+] -y

Description:

|Macro recorded 1/8/2002 by Mr. Cramsession

OK | Cancel

In the Record Macro dialog box, name the macro, assign an optional shortcut key
and add an optional short description of what functionality the macro provides. An
important question is where you are going to store the macro. Open the Store
macro in: drop-down list box. Select This workbook if you want to attach the
macro to the current workbook. Select New workbook if you want to attach the
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macro to another, blank workbook. Select Personal Macro Workbook if you want
to make the macro available to all new workbooks that are based on the global
template. Click OK to continue.

Sh X

n

Carry out the steps of your macro by using the keyboard as much as possible (the
macro recorder may not pick up mouse clicks). Use the Relative Reference button
on the Stop Recording toolbar to instruct Excel to run the macro relative to the
position of the active cell. Click Stop Recording when you are finished.

To run a macro, use the keyboard shortcut (if you remember it!), or click Tools =>
Macros => Macros.... In the Macros dialog box, select the appropriate macro from
the list and click Run.

=l
Macros in: |AII Open Warkbooks ﬂ

Description
Macro recorded 1/8/2002 by Mr. Cramsession

To delete any macros that you create, open the Macros dialog box, select the macro
and click Delete.
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Edit macros

Don't worry, don't worry: you are not required to know any Visual Basic for
Applications (VBA) code in order to pass the Excel 2002 Expert MOUS exam. But you
are required to know how to get into and out of the Visual Basic Editor, as well as
how to make minor changes to the code. To edit a macro, open the Macros dialog
box, select the macro and click Edit.

Although it looks daunting if you have never worked with programming code before,
for the purposes of the exam, it really isn't that bad. All you will be asked to do is to
make some very minor change, such as changing the font from Times New Roman to
Tahoma or changing the font size from 10 to 12. In fact, the following screen capture
shows where you would go in macro code to change the font size. The font name is
two lines above what I've highlighted.

8 Microsoft Visual Basic - PERSONAL XLS - [Modeile? (Cods]]

—
When you have finished making your changes, click the Save button in the
Visual Basic Editor, and then click File => Close and Return to Microsoft Excel.
There. That wasn't so bad, was it? :)

1/23/2002
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Working with Ranges

Use named ranges in formulas

Recall from the Excel 2002 Core material that you can name a cell range by selecting
the range, clicking within the Name box on the Formula bar, typing a name (without
spaces) and pressing ENTER. Now let us consider how to use named ranges in
formulas.

Basically, you can either type the range names in your formulas, or you can select
the cell ranges with your mouse. When you select the cell ranges, Excel will
automatically substitute the range names for the cell addresses. Consider the

following example:

E12 hd A =AVERAGE(AVGReading AVGWriting. AVGRithmetic)
A B c D E

4

5 |Student | Readin’  Whritin' Rithmetic  Overdll Average

6 |Candi 80/ 29/ 28 92
7 |Eddie 75 55 47 59

8 |Heather 41 58 80 60
9 |Susie 84 66 56 69
10 | Timmy 68 82 90 80
1| Tommy N 94 20 92

12 | Averages 73 73 73 73|

In the above example, named ranges were created for the ranges B6:B11
(AVGReading), C6:C11 (AVGWriting), and D6:D11 (AVGRithmetic). The AVERAGE
formula in cell E12 uses these named ranges in its calculation, as can be viewed in
the Formula bar. It is important to note than named cell ranges are separated by a

comma, not a colon (:).
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Use Lookup and Reference functions

Let's look at the VLOOKUP (vertical lookup) and HLOOKUP (horizontal lookup)
functions, shall we? To get an idea on how lookup functions work, consider the
following table:

Sommlsakns QTR 12007

? Salesperson January February March Taotal Bonus Adj. Total Sales Bonus
3 |Allen 52,874 51,242 $7.000 m 'IIHI l 5,000 %
4 Cartyle $5 609 86,814 §7.955 820,378 10,000 4%
5 Davis 514,226 £12,368 57.044 £33628 15,000 E%
6 Gage $3,183 §11,699 $14,02% $28,908 20,000 %
T Masuney 51,003 56,427 512214 513,680 25,000 0%
8 MNagumey $14.297 §12,763 $6,975 334,005 30,000 1%
9 Paterburg 55,100 52 546 $11,857 571,503 35,000 1%
10 Sanders 58,707 56,395 §4.542 519,644

11 Wagnes §1,245 $10,496 $4.108 $15849 -
12 Viceroy 332 $10,539 54,860 s231h

13 Yoldan $5 216 $3926 52091 $8.233

14 Total SESE2E  SE2215 $88.672 $236, 115

v wl\ hoett { Sheuta ) sheets [ ] Nim
Bty MM :

To calculate Allen's commission bonus in cell F3, we will need to lookup up his total
commissions for QTR 1 (cell E3) in the lookup table located in the cell range H3:19. It
looks as though his total will generate a bonus of 4%. See how the function works?
Specifically, the syntax of the VLOOKUP function is

=VLOOKUP(lookup_value,table_array,col_index_num), where

lookup_value is the cell address of the value being looked up (E3)

table_array is the cell range of the lookup table (H3:19)

col_index_num is the column number containing the return value (2)

© 2002 All Rights Reserved - BrainBuzz.com .
1/23/2002 session

34 Prepare for Success!



SESSIO“ Comprehensive Study Guides

visit CramSession.com

Microsoft MOUS Excel 2002 Expert

Therefore, in this example we need the function =VLOOKUP(E3,H3:19,2) to derive
Allen's commission bonus. Of course, we can then use the formula =(E3*F3)+E3 in
order to compute Allen's adjusted total commission income in cell G3.

The HLOOKUP function works identically to the VLOOKUP function; the only
difference is that we are dealing with a horizontal data table instead of a vertical
data table. Consider the following example (it should look pretty familiar to you!)

B3 Microsoft Excel - Emplayes Commissions. xls

19

Arady

M 4 v W] Sheetl f Sheat ) Sheetd

M

B pe Edt Yew jeert Fomat Jods [t fiedew  Hep  MewMero viookun -8 x
Dot SRY Lk DI S -0,
Al -w - B S0 WEH # %, L&A -

F& - *

A ] 4 0 E [ F I G H =

1 ABCC y: yee C issi QTR 12001
2 Salesperson January February March Total Bonus Ad]. Total
3 |Allen 52074 5142 57,000 511,116
4| Carlyle 5 609 $6.814 $7.955 £20.378
5 |Daws 54226 512368 57,044 533,638 1
6 Gage 53,183 511699 514,026 526,500
7 | Maroney $1,039 $6.427 $12.214 $19,680
8 | Naguiney 54297 $12.763 56,975 $34,035
5  Paterburg 55,100 52546 $13,857 £21.503
10 | Sanders 58,707 $6,365 4,542 $19 644
11 | Wagner $1.245  §5104% 54,108 $15,849
12 | Viceroy &332 £10.539 £3 860 ™
13 | Yeldon 55 716 5976 57,091 58731
14 Total $65020  $82.215 $68,672 236,715
15
16
17 Sales 5,000 10,000 15,000 20,000 25,000 30000 35000
18 Bonus bl % 6% % 10% 12% 1%

In this case let's compute Davis' bonus. Note that his total pre-bonus commission is
located in cell E5, and the lookup range is now located in the range B17:H18.
Therefore, the formula that we need is

=HLOOKUP(E5,B17:H18,2)

Therefore, Davis' bonus is 12%. Lookup functions are pretty cool, aren't they?

1/23/2002
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Now let's look at the standard-issue LOOKUP function. LOOKUP differs from
VLOOKUP and HLOOKUP in that with LOOKUP you are providing the lookup value
from within the formula. The syntax of the LOOKUP function is

=LOOKUP(lookup_value,lookup_vector,result_vector), where

lookup_value is the value being looked up in a lookup table.
lookup_vector is the cell range that is being referenced against the lookup value.

result_vector is the cell range that contains the value associated with the lookup
value. The result_vector range must be the same size as the lookup_vector range.

A quick example: what would be the return value if we used the function
=LOOKUP(24,000,A2:A8,B2:B8) with the data in the following screen capture?

1/23/2002
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Data Window Help New Menu -8 X
D& T o =0 2
0 -~ B = |8~ »
D3 - &
A B €2
1 Sales  Bonus [
2 5000 2%
3| 10,000 4%
4 15,000 6%
5 20,000 8%
6 25,000 10% ]
7| 30,000 12%
8 35,000 14%
]
10 h
M 4« » M\ Sheetl She|«| | v
NUM

You got it: 8%. Good job.
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In terms of reference functions, they are a strange lot, to say the least. Reference
functions reference row numbers, column numbers, or area numbers. I'm just going
to give you the syntax of the major reference functions in a sort of scattergun style:

The ROW function returns the row number of a given reference. For example, the
function =ROW(A25:C55) returns the value 25.

The ROWS function returns the number of rows involved in a reference or cell array.
For example, the function =ROWS(A1:B4) returns the value 4.

1/23/2002
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The COLUMN function returns the column number of a given reference. For example,
the function =COLUMN(D145:E220) returns the value 4.

The COLUMNS function returns the number of columns involved in a reference or cell
array. For example, the function =COLUMNS(H11:020) returns the value 8.

The AREAS function returns the number of contiguous cell ranges referenced. For
example, the function =AREAS(A1:C3,D1:D3,E1:E3) returns the value 3.

Just because I have never used these reference functions, or ever foresee using
them (do they seem unnecessary to you?), I provided you with them to ensure that I
have fully covered the objectives of the Excel 2002 Expert MOUS exam.

Customizing Excel
Customize toolbars and menus

To move or undock a toolbar, simply click and drag it by its move handle. The move
handle is the ridge that runs along a toolbar's leftmost side.

E? Microsoft Excel - Scratch Document 2.x1s

[E) He Edt Vew fuwet Fomst Took [sta Widow Heo o

DEEdoN SRY 2B BEZ-HI NS ws -G,
c = &

A B (7 | [1] E F G o
1 -
2 Formatting - =
3]
[

| aval W+ B S U EEAE\S R, LA EE Yy O

Haove handle undocked toolbar Close button

When a toolbar is undocked, it can be closed by clicking the Close button (except for
the Menu toolbar). You can always show or hide toolbars by clicking View =>
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Toolbars, and making the appropriate selection(s) from the submenu. Toolbars can
be docked on any side of the Excel interface: top, bottom, left or right. It's all good.

Now how about adding or removing buttons? Well, for that you need only click the

Toolbar Options arrow - and then click Add or Remove Buttons. Simply select

or deselect any button from the submenu; click Reset Toolbar to reset the toolbar
to the factory default configuration. Click Customize to open the Customize dialog
box...we will get to that a bit later.

a- e Bl
‘ Add or Remove Buttons - Reviewing 3 E‘ Display for Review
Customize... Show
[v] 4} Previous
[P 1%p mext N ‘
] ¥ Accept Change L\?
@ Reject Change Delete Comment
'd Mew Comment
iZr Track Changes Ctrl+5hift+£
B Reviewing Pane
Reset Toolbar

The Toolbar Options arrow and the Add or Remove Buttons menu is such a
wonderful addition to the Office XP products. In prior versions, you had to work
strictly from within the confines of the Customize dialog box, which was a tedious
and non-intuitive affair. Speaking of which, why don't we open the Customize dialog
box right now and see what treasures it has to offer? Another way of doing this is by
clicking Tools => Customize....
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To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar.

Categories: Commands:

Save As... j
| Save Workspace... |J
|48 Save as Web Page...

3] Publish as Web Page...
Web Page Preview j
Selected command:
Desrrintion |
Save Workspace
Saves a list of the open workbooks, their sizes, and
their positions on the screen to a workspace file so
that the screen will look the same the next time you Close
open the workspace file.

visit CramSession.com
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On the Commands tab of the Customize dialog box, you can select a category and
then click and drag a command to a toolbar or to a menu. To add a command to a
menu, just hover your mouse over the menu- the menu will then expand, allowing
you access to its contents. By the way, you can also drag any existing toolbar button
or menu command into the document area to get rid of it. Click Description to
invoke a short description of a command. The above screen capture shows the
description text for the Save Workspace command.
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Now let's create a new toolbar. Navigate to the Toolbars tab, and click New....

Customize

Commands ] Options ]

Toolbars:

Iv Standard -

[v Formatting

[~ 3D Settings Rename...

New...
s _Pgeme |
== |
[ |

I~ Chart

[ Chart Menu Bar

I Circular Reference
[~ Control Toolbox
I Diagram

I~ Drawing Lo
[ Drawing Canvas

[ Exit Design Mode

I~ External Data

I~ Forms

I~ Formula Auditing

I Full Screen

I Organization Chart j

o)

In the New Toolbar dialog box, type the name of your new toolbar and click OK.

New Toolbar

Toolbar name:
|Cusb3m Toolbar

OK | Cancel |

Now comes the fun part. Navigate to the Commands tab and simply begin dragging
toolbar buttons on to your new toolbar. You can dock, undock your toolbar as you
wish. By default, the new toolbar will be available in the Normal template, and will
thus be available for all of your new documents.
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Customize =) v x
DBy v="2e= iy
Tookars  Commands | gptions |
To add a command to a toolbar: select a category and drag the
command out of this dialog box to a toolbar.
Categories: Commands: ﬁ
File - T G - 5]
Edit 2 sow =i
View I Ungroup
Insert
Format Y Regroup
o T} Bring to Front
By Send toBack |
Selected command:
Description
B

The Toolbars tab
in case you haven
each toolbar, resp

of the Customize dialog box is also where you manage toolbars,
't already guessed. Check or uncheck any toolbar to show or hide
ectively. Select a built-in toolbar and click Reset to reset the

toolbar to its factory defaults. Select any of your own homemade toolbars and click
Delete to, well, delete the toolbar.

To create a new menu, navigate to the Commands tab of the Customize dialog
box, select New Menu from the Categories: list box, and select the New Menu

command to the a

ppropriate location on the Excel 2002 Menu bar.

Customize E]rg]

Toolbars ~ Commands l Options ]

To add a command to a toolbar: select a category and drag the

command out of this dialog box to a toolbar.

Categories: Commands:

New Menu 3 J

Built-in Menus J

7

1/23/2002
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To add commands to the menu, select the commands from the Commands tab and
drag them up into the new menu. To rename the menu, right-click the menu name.
In the Name: text box, enter the new name. Place an ampersand (&) character
before the letter that you want to serve as the hotkey for the menu.

| Mew Me 1
% B Delete
vy | Name: |New MenuJ_ |

Eegin a Group

Assign Macro...

-

1/23/2002
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Summarizing Data

Use subtotals with lists and ranges

Subtotals are a great way to summarize data. For example, consider the following
list:

E} Microsoft Excel - Expenses.xls [9=1:3]
) pe £t Yew Inset Fomst Tooks [stn Window Hep  NewMenw -8
Dedan SRY L@ ' az-Hilnan s
Al W« B U E BHsx, 8 _J-5-45- "
F23 - e
A B = 3] E L
1 Date  Category Vendor Amount =
2 1 Auto Repair Ward & Walden 225.00 Catagories
3 113 Cleaning Office Place 7500 it Regpair
220 Cleaming Ofhce Place 15.00 =
5 an Claaning Ofico Place 50.00
B 2% Dues WFW 150.00
70 Luncheon Michaels Deli 22500
6 123 Postage USFS 100 00
9 215  Postage USPS 2500
10 110 Printing Copy Plus 2500
1M 111 Panting Copy Plus 125.00
12 29 Printing Copy Plus 25.00
13 3 Fuinting Copy Plus 5000
14 14 Prnting Copy Plus 15.00
15 22 Rental Equip. Computer Seréces 22500
16 3% Rental Equip. Computer Plus 22500
17 5 Uhtilitiers Telephone Co. 150.00
18 123 Unilties Eleciric Co 126 00
18 24 Lhiltes Telgphana Co, 150.00
A 24 Lhilities Electric Co 126 00
T Utilities Elecine Co. 225.00
2 e Utilities Telephane Co. 125.00
Fi] d
W 4+ W)\ Expense List { Sheet? / Sheetd lal |
Rrady M 1

Wouldn't it be nice to get subtotals for each category, considering that there are
several separate entries for each category? Here's how to do subtotals. First, ensure
that you have an Excel list (contiguous "block" of data, with first row set off in
formatting from the rest of the data). Second, select a cell within the list and click

A
the Sort Ascending button 24 . Finally, click Data => Subtotals....

Subtotal

At each change in:

|Category j
Use function:

|Sum j

Add subtotal to:

I Category -
[ Vendor

T4 g

|¥ Replace current subtotals
I” Page break between groups
[v Summary below data

Remaove All | 0K | Cancel
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In the Subtotal dialog box, open the At each change in: drop-down list box and
select the column that you want to break up by using subtotals. In this examples, it
is Category. Next, Open the use function: drop-down list box and decide what kind
of function you want to apply. You can choose SUM, AVERAGE, MIN, MAX and several
other functions. Finally, in the Add subtotal to: option list, select which column
contains the data that you are going to perform arithmetic on. In this example, the
data is located in the Amount column. The following screen shot shows the
previously displayed list summarized with subtotals.

E3 Microsoft Excel - Expenses.xls @@J@
Fle Edit Wew Insert Format Tools Data MWindow Help NewMenu - &
x
Dedat SRY $§B2@B-C - @=-4 e ?
Arial -0 - B Z U EE=EEHE -d-A- 7
Cs - 2]
1]als A B c D |
1 Date Category Vendor Amount 7
+ 3 Auto Repair Total 225.00
+ 7 Cleaning Total 200.00
+ 9 Dues Total 150.00
+ il Luncheon Total 225.00
12 23 Postage UsSPs 100.00
- 13 215 Postage usps 225.00
E 14 Postage Total 325.00
+ 20 Printing Total 300.00
+ 23 Rental Equip. Total 450.00
+ 30 Utilities Total 900.00
E A Grand Total 2,775.00
32
4 4 » v\ Expense List { Sheet? £ Shest3 /[« | o[
Ready MUM

Pretty neat, eh? You can use the * buttons to show or hide levels of detail in

your subtotaled list. By the way, your list is now in what is called outline format.
With subtotals, you have only outline levels 1 and 2 (which can be shown or hidden

by using the [-''Z buttons).

You can apply subtotals to ranges as well as to entire lists. Just remember to
perform an ascending sort first, and select the range before applying subtotals.

To remove subtotals from a list, select a cell within the list, invoke the Subtotal
dialog box and click Remove All.
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To apply a quick filter (also called an AutoFilter) to a list, select a cell within the list
and click Data => Filter => AutoFilter.

Category

(Al

(Top 10...)

(Custom...)

Auto Repair
Cleanin
Luncheon !g
Postage

Printing

Rental Equip.

tilities

Use the filter arrows Ll for any column that you want to filter. To remove a filter,
select (All) from the filter list. Alternatively, click Data => Filter =>AutoFilter.

One limitation of the AutoFilter is that you can filter by only a single column. To
perform an advanced filter, click Data => Filter => Advanced Filter.... Here is the
confusing part, for those who are not "in the know": you actually have to use some
free space on the worksheet to construct your own query table! Strange, but
effective. Check out the following screen capture.

R - [o]x )]
H) e Edt Yew et Fymat s Qe Wedsw Heb  NewMens e bt c.mx
g - . 2 5]
E 0 i .
Critena - i
3 3 T & E L =
;  Date  Category Vandar Amaunt -
2 T8 utaFepar  Ward & Vialden 775 00
3 113 Cleaning Offce Fiace [T S S
4 220 Cleanmg Offes Placs 5,00 {Catagary  Amount )
5 31 Cleaning Offce Flace 50,00 Prtes 2500}
6 2%  Duem WEW 150.00
7 o Lunchaon Michael's Dell 22500
8 123 Postage USPS 100.00
G 215 Patsge USPS 225,00
10 110 Prining Copy Plus 25,00
14 Friniing Copy Plus 125.00
PR Frnting Cogy Plug 25,00
13 3% Frining Copy Plus 000 | Gy bo sl aten
14 314 Printing Copy Plus 75.00
15 a2 Rental Equp. Computer Senaces 235,00 rarge: Eaperne Laf | SA51:608
6 36 Rentd Equp  Computer Phs LN PN e
s Ui Telaphone Ca. 150,00 N L]
18 123 Uhilies Eiectric o 125,00
13 24 Unities Telephone Co 50.00
s Uninies Esetne Co rpg g | U peeerds oy
Utiies Eketric Co 225,00
@ Uniies Teluphune Co 25.00 =
W o4 b ) Fxpanss List { Sheat? | Sheetd /
Point

In the Advanced Filter dialog box, use the Collapse Dialog button in the List
range: text box and select the list range. In this example, that range is A1:D22.
Next, select the Criteria range: text box and select the range that comprises your
homemade query table. Note that you must select the column headings as well as

1/23/2002
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the data, and the column headings must be spelled identically to the column
headings in the list. In this example, the criteria range is F4:G5. Pressing OK
executes the filter. (By the way, in the example I filtered for all records from the
category Printing that also had an Amount value of 25.00.) You can create some
pretty advanced filters this way, as the following example shows.

Date

219

Category

Printing
FPostage
Ltilities

Amount
25.00

To remove an advanced filter, click Data => Filter =>Show All.

Add group and outline criteria to ranges

To outline a list, verify that you have sorted the list such that similar information
occurs together. Also ensure that you have a summary row that Excel can use to
outline your data. For example, consider the following list:

) Fle Edt Vew Insert Fomat Took Dats Window Heb NewMenu - &
x
hdam Y &6 < ®z -2 imEY
Arial vmvlg === - -H-A- 23
E11 - # =SUM(EG-E10)
A B C D E =
1 |Matchless Candles, LLC
2 |Wholesale Sales Database
3
4
5 Cust. No. - Salesperson item No. Qty. Amt. Billed
6 112 Collins LJoos 187 2,200
T 112 Callins J-3250 626 5,005
8 115 Callins J-3250 1128 9.025
9 118 Collins Qs2c 738 8.854
10 118 Callins PL-2093 149 2,005
| 11| Collins Total: [ 27,089]
12 120 Jones T-1200 446 4,458
13 120 Jones Qs2¢c 7 8,600
14 120 Jones J-3250 1075 8,600
15 130 Jones MR-239 278 5,000
16 130 Jones LJoos 187 2,200
17 132 Jones PL-2093 293 3,952
18 | Jones Total: 32,810
19 132 Monson LJoos 187 2,200
20 132 Monson MR-239 139 2,500
21 135 Monson Qs2c 385 4625 T
22 135 Monson PL-2093 21 2,856
23 135 Monson T-1200 903 9.025
24 144 Monson Qs2c 103 1,235
25 Meonson Total: 241
26 144 Simon PL-2093 343 4,625
27 150 Simon PL-2093 293 3,952
28 162 Simon J-3250 600 4,800
29 185 Simon MR-239 278 5,005
30 160 Simon T-1200 651 6.512 o
W« » n\Orders Sheet? [ Sheet3 / |« | v
Readx NUM

In the above screen capture, I used the SUM function to create summary rows that
also serve as subtotals. Note that there exists a subtotal row beneath each break in

1/23/2002
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the Salesperson column. To have Excel create an outline for you automatically,
select the list range and click Data =>Group and Outline => Auto Outline.

E3 Microsoft Excel - Grouping and Outlining.xls

Ele Edit View Insert Format Tools Data  Window Help  New Menu -8 X

@ aa RV @ Fo- @z |00

Arial -0 - B J U SE=E=EH E -H-A-
B19 - A Monson

B D E =

A
1 |Matchless Candles, LLC

2 |Wholesale Sales Database
3
4

Gi

1)z

5 Cust. No.  Salesperson  ltem No. Qty. Amt. Billed
+ 11 |Collins Total: 27,089
- [12 120 Jones T-1200 446 4,458
- (13 120 Jones Qs2c 77 8,600
- 14 120 Jones J-3250 1075 8,600
- |18 130 Jones MR-239 278 5,000
- |16 130 Jones LJ005 157 2,200
- AT 132 Jones PL-2093 293 3.952
- 18 |Jones Total: 32,810
* 25 |Monson Total: 22,41
* 35 | Simon Total: 40,169
* 44 |Worrell Total: 33,290 |
45 -
W « ¥ ) Orders { Sheat2 / Sheet3 / |« | o[

Ready NUM

Note that you can use the outline level buttons |-*2! or the o buttons to

expand or collapse your outline. To remove the outline, select a cell within the
outlined list and click Data => Group and Outline => Clear Outline.

You can manually group rows or columns, also. To do this, select the rows or
columns to be grouped (see my Excel 2002 Core study guide if you require this
procedure), and click Data => Group and Outline => Group.... You will see that
the grouped columns or rows behave as if there were outlined. To remove grouping
from columns or rows, select those columns or rows and click Data => Group and
Outline => Ungroup....

Use data validation

Data validation is cool. With it, you can force your users to enter consistent
information when they are doing data entry on your worksheets. To perform data
validation, select the cell that will be protected by data validation and click Data =>
Validation....

On the Settings tab of the Data Validation dialog box, open the Allow: drop-down
list box and select what type of data you want to allow in the cell. Choices include
Whole number, Decimal, List, Date, Time and Text Length. Select Ignore
blank if you don't want Excel to display an error message if the user leaves the cell
contents blank. Use the Boolean operators that are contained in the Data: drop-
down list box to construct your constraint. For example, the following screen capture
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shows a data validation mechanism whereby only whole numbers between 10 and 20
are allowed. Any value outside of this range (including blank value cells) will produce
an error message.

Data Validation

Settings l Input Message ] Error Alert]

Validation criteria

Allow:

Whole number -

Data:

between -

Minimum

10 2|

Maximum:

[20 B3|
-

Clear all Cancel

And here is the aforementioned error message:

@ The value you entered is not valid.
Auser has restricted values that can be entered into this cell.

Cancel

On the Input Message tab of the Data Validation dialog box, select Show input
message when cell is selected if you want Excel to display ScreenTip text as soon
as a user enters the cell. Note that this text will pop up before the user types
anything in the cell! Use these messages sparingly, please, because they can tend to
really annoy after awhile. The following two screen captures show the data validation
setting and the resulting ScreenTip box for a sample input message.

© 2002 All Rights Reserved - BrainBuzz.com .
1/23/2002 session

49 Prepare for Success!



visit CramSession.com

Microsoft MOUS Excel 2002 Expert

Data Validation

l Error Alert

[v Show input message when cell is selected
When cell is selected, show this input message:
Title:
Data Input Message

Input message:

Flease enter values between 10 and 20 only. Do not leave the cell
contents blank.

Clear all OK | Cancel
=
| |

Data Input Message
Please enter values
between 10 and 20 only.
Do not leave the cell
contents blank.

Click the Clear All button on the Input Message tab of the Data Validation dialog
box to clear out the message in "one fell swoop." Navigate to the Error Alert tab if
you want Excel to produce a custom error message only if the user enters data that
does not meet the predefined data validation requirements. You can select the
system icon that is displayed by making a selection from the Style: drop-down list
box. The Title: text box allows you to customize the dialog box's title bar. The Error
message: box allows you to customize the dialog box message text.

Data Validation

Settings | InputMessage  Error Alert

Iv show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:

Stop b |Data Input Error

Error message:

@ This cell will only accept values between 10

and 20. Please do not leave this cell blank.

Clear All Cancel

1/23/2002
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Data Input Error

@ This cell will only accept values between 10 and 20. Please do not leave this cell blank.

Cancel

Retrieve external data and create queries

What we are going to do here is use Microsoft Query to access data stored in a
Microsoft Access 2002 database. To begin, click Data => Import External Data
=> New Database Query. If you don’t have the Microsoft Query add-in installed on
your machine, you will be prompted to do so (you must have your Office XP
installation CD-ROM handy to do this successfully).

In the Choose Data Source dialog box, select MS Access Database* and click
OK.

Choose Data Source

Databases | Queries | OLAP Cubes

<New Data Sourcey Cancel

Erowse..

Options...

Delete

dadi]

@ ¥ Use the Query Wizard ta create/edit queries

In the Select Database dialog box, use the directory list controls to locate the
desired Microsoft Access database and click OK.

Select Database

Database Name Directorizs: 0K

Sample Database mdb ch

Cancel

Sample Database.mdb

Help

B0

[0 Documents and Se

3 mspcint ™ Read O
3 Need For Speed 5 =ad Orly

(23 Program Files v

1
g
5
g

List Files of Type Drrives:
|Access Databases I_‘.m-j | Ec: SYSTEM j Netwaric...

In the Query Wizard-Choose Columns dialog box, select each field from the target
table that you want to import into Excel and use the arrow buttons to move them to
the Columns in your query: list box. Use the double-arrow buttons to move all
fields at once. Click Next> to continue.
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Query Wizard - Choose Columns. E‘
‘what columins of data do you wart to include in pour queny?
Awailable tables and columns: Columns in your query:
= Products 5 | [ProductiD ~|
oductl ame J
<<
Previe of data in selected column:
2)|  Preview How ‘ Options ‘ Next > Cancel |

The Query Wizard-Filter Data is really where the actual querying takes place.
Select your fields to be queried in the Column to filter: list box. Next, under Only
include rows where:, set up a query condition. In the following example, only
database records where the UnitsInStock field value is greater than 1000 will be
imported into Excel. Click Next> to continue.

Query Wizard - Filter Data @‘
Filter the data to specify which rows ta include in your query

IF you don't want to fiter the data, click Next.
Column ta filter: Only inchude rows where:

ProductiD

Productiame [is areater than | [ro00 ~]
&end O
[ I=| | L
(a8 (a8
[ = | E|
(a8 (a8
) <Back Nexd > Cancel |

In the Query Wizard-Sort Order dialog box, you can specify up to three sorting
criteria. In the following example, the Access table data will be sorted first by the
ProductID field, and then by the ProductName field, both using an ascending (A to
Z) sort order. Click Next> to continue.

Query Wizard - Sort Order E‘
Specify how you want your data sorted.
IF pou don't wank to sort the data, click Nest.
Sortby .
= ascending
ProductlD h
foduc El " Descending
+ Ascending
" Descending
[ I
~
)| <Back Next > Cancel |

In the Query Wizard-Finish dialog box, ensure that Return Data to Microsoft
Excel is selected in the What would you like to do next? option list and click
Finish.
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Query Wizard - Finish @

“w/hat would you like to do next?

@ Retun Data to Microsoft Excel Save Query.

€ View data or edit query in Micrasoft Query

¢ Creste an OLAP Cubs from this query

=) <Back Frish Cancel |

Before you actually see your Access data in Excel, you must tell Excel where to place
the imported information. You should be very, very familiar with the Import Data
dialog box by now. Perhaps to the point of nausea.

Where do you want to put the data?
{* Existing worksheet:
Cancel
" Mew worksheet
[i@ Create a PivotTable report...
Properties... | | Edit Query... |
B3 Microsoft Excel - Book1 (=13}
Fle Edit View Insert Format Tools Data Window Help -8 x
DEESE SRY {BBR-F - @=-41I @B 2
anal -w -[B]lr u E=E=E & -H-A- 7
Al - A
A B C D E F
1 [ProductlD __IProductName  UnitsinStock |
2 1 Grapes 2345 |External Data X
3 5 Bananas 3633 | & ! =
4 6 Raisins 3451 |
5 7 Cranberries 8948
6 8| Strawberries 9538
7 9 Pineapples 4232
8 10 Melons 2342
9 -
W 4 v wh Sheetl / Sheet? / Sheet3 / |4 vl
Ready NUM

Create Extensible Markup Language (XML) Web queries

We have essentially performed this procedure in the "Importing Data to Excel"
portion of this study guide. However, since as an instructor I feel that redundancy is
a good way to drive a concept home, let's do it again! Basically an XML Web query is
simply importing an HTML table into Excel. That's all there is to it. Forget about what
you know about traditional database queries, such as those that you might perform
in Access.

1/23/2002
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To snag a Web table, we can go one of two routes: through the Microsoft Internet
Explorer browser, or through the Excel interface. Let's go the browser road first.
First, browse to the Web page that contains the table you want to import into Excel.

Next, click the Edit button drop-down arrow on the Internet Explorer toolbar and
select Edit with Microsoft Excel.

[
Ly

-

Edit

4 & Edit with Motepad

Excel will launch if it isn't already open, and the New Web Query dialog will appear
with the Web page loaded.

Hew Web Query ied ]

L ] T m—————Trrp— T | @l 00 B B oo
Chck 3] mext o the tables you want io select, hen dick Import.
= - —

This page containg twa HTML tables

February |  March
16

36 54
1252 24

" Product J v k

emons 574 85
625
apavas 32

ot | conce |
|

The other way to do this is the method previously discussed: open Excel, click Data
=> Import External Data => New Web Query.... Type the URL of the Web page

in the Address: combo box and click Go to load the page. Use the button to
select the HTML table that you want to import into Excel and click Import.

In the Import Data dialog box, make the appropriate selections and click OK to
import the HTML table data into Excel 2002.
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Analyzing Data

Create a Microsoft PivotTable®, Microsoft PivotChart®, and
PivotTable/PivotChart Reports

Microsoft is very proud of PivotTables. With fairly good reason, because they are an
excellent way to summarize and dynamically view list data. Let's create a PivotTable,
shall we?

To illustrate this process, we are going to look at another example. Check out this

list:

E3 Microsoft Excel - PivotTable Report Data.xls
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6 112 Caollins LJ00S 187 2200
T 112 Collins J-3250 626 5,005
8 115 Collins J-3250 1128 9.025
9 118 Collins Qs2c 738 8,854
10 118 Collins PL-2093 149 2,005
1 120 Jones T-1200 446 4458
12 120 Jones Qs2c 77 8,600
13 120 Jones J-3250 1075 8,600
14 130 Jones MR-239 278 5,000
15 130 Jones LJ00S 157 2200
16 132 Jones PL-2093 293 3,952
17 132 Monson LJ00S 157 2,200
18 132 Monson MR-239 139 2,500
19 135 Monson Qsz2c 385 4,625
20 135 Monson PL-2093 pall 2,856
2 135 Monson T-1200 903 9.025
22 144 Monson Qsz2c 103 1235
23 144 Simon PL-2093 343 4,625
24 150 Simon PL-2093 293 3,962
25 152 Simon J-3250 600 4,800
26 185 Simon MR-239 278 5.005
| 27| 160 Simon T-1200 651 6512 —
28 160 Simon PL-2093 148 1,966
29 162 Simon J-3250 251 2,005
30 162 Simon Qs2c 737 8.854
H 162 Simon Qs2c 204 2450
32 166 Waorrell K-2038 727 8,000 _
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That's quite a bit of data to digest all at once, isn't it? Let's summarize it. To create a
PivotTable, select a cell within your list range and click Data => PivotTable and
PivotChart Report....

In the PivotTable and PivotChart Wizard-Step 1 of 3 dialog box, ensure that
Microsoft Excel list or database is selected for Where is the data that you
want to analyze?, and that PivotTable is selected for What kind of report do
you want to create?. Click Next> to continue.

PivotTable and PivotChart Wizard - Step 1 of 3

Where is the data that you want to analyze?
* Microsoft Excel list or database!
" External data source
" Multiple consolidation ranges
" another PivotTable report or PivotChart report

What kind of report do you want to create?
{* PivotTable

¢ PivotChart report (with PivotTable report)

Cancel | ‘ Next > Finish ‘

The second step in the PivotTable wizard asks you to verify the list range. Click the

Collapse Dialog button E to tuck the window out of the way and allow you to
verify the range. If Excel guesses incorrectly, use you mouse to select the proper
range. Click Next> to continue.

PivotTable and PivotChart Wizard - Step 2 of 3 |E|g|

Where is the data that you want to use?
| Browse...
Cancel | < Back | Next = | Finish |

Range:

In step 3 of the PivotTable wizard you simply decide where you want Excel to place
the new PivotTable, either on a new worksheet or embedded on the current
worksheet. It is generally easier and cleaner to put the PivotTable on its own
worksheet. Click Finish to continue.

PivotTable and PivotChart Wizard - Step 3 of 3

Where do you want to put the PivotTable report?
& New worksheet

" Existing worksheet
Y

Click Finish to create your PivotTable report.

Layout... | optons... | Cancel | <pack
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As you can see from the following screen capture, actually populating a PivotTable
with data is a drag-and-drop affair. Simply select the appropriate fields from the
PivotTable Field List and drop them in the appropriate field in the PivotTable. In
this example, let's suppose that we want to summarize the data by customer
number, showing the amount billed to each customer by each salesperson involved
with the customer. To do this we need to drop the Cust. No. field to the Drop Page
Fields Here area, drop the Salesperson field to the Drop Column Fields Here
area, and drop the Amt. Billed field to the Drop Data Items Here area of the
PivotTable report.

If you don't like all this dragging and dropping, there is another method. Select a
field from the PivotTable Field List, select a PivotTable area from the drop-down
list in the same sector and click Add To.

E3 Microsoft Excel - PivotTable Report Data.xls
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B3 Microsoft Excel - PivotTable Report Data.xls
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Ready NUM

Check out the above screen capture closely: notice how compact the data is. You can
use the drop-down arrows for most PivotTable fields to filter data even further. In
the above illustration, for example, we can open the Cust No. drop-down and select
another customer number.

You can remove fields from a PivotTable by selecting the grey field labels and
dragging them into an unused space on the worksheet. You can then select another
field from the PivotTable Field List and build another PivotTable view.

To quickly format a PivotTable report, click the Format Report button & on the
PivotTable toolbar. In the AutoFormat dialog box, select a style and click OK.
Nothing more to it than that (at least for our purposes).

AutoFormat El gl
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FiE I
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I az2 oz | e Total | 333 333 [ 333
USA  Total 333 333 333
I I [P [E 33335 553
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Now how about a PivotChart report? Follow the same procedure for creating a
PivotTable report, with the exception that you should select PivotChart report
(with PivotTable report) in step lof the PivotTable wizard.

1/23/2002
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What kind of report do you want to create?
" PivotTable

{* PivotChart report {with PivotTable report)

To add PivotTable fields to the PivotChart, follow the same procedure that was
outlined previously.

E3 Microsaft Excel - PivotTable Report Data.xls
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The following PivotChart (ugly though it is, in its raw, unformatted state) shows the
very same view and data that the PivotTable in the previous portion of this document
showed.

Total

Sum of Amt, Billed|
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To format a PivotChart, use the Chart toolbar controls. Select a chart object from the
Chart Objects drop-down list and then click Format to invoke the corresponding
Format dialog box. Following is an annotated image of the Chart toolbar.

Chart - X
et ared) =Y ;
e = S F Fe T

Chart Area

Legend

1|Plot Area

Value Axis

Value Axis Major Gridiines
| Series "Total”

A

A: Chart Objects

B: Format

C: Chart Type

D: Legend

E: Data Tahle

F: By Row

G: By Column

H: Angle Clockwise

I: Angle Counterclockwise

Oh yeah: one final note regarding PivotTable and PivotChart reports. When the
underlying data changes in the source list, you may need to manually update the

PivotTable or PivotChart data. Simply click Refresh Data g on the PivotTable
toolbar.

Forecast values with what-if analysis

We will discuss three what-if analysis tools: Goal Seek, Solver and Scenarios. A
what-if analysis changes variables to see how it impacts a final result. For example,
we can change the interest rate or the terms on a car loan to calculate the overall
price or payoff date of an automobile.

Before we use any of these analysis tools, they must be loaded into Excel. Click
Tools => Add-Ins..., select the appropriate add-in components in the Add-Ins
dialog box and click OK. For our purposes, you will need to load the Analysis
ToolPak and the Solver Add-in.

© 2002 All Rights Reserved - BrainBuzz.com
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Add-Ins

Add-Inz available:
v Analysis ToolPak J oK
[ Analysis ToolPak - VBA
[ Conditional Sum Wizard

Cancel
[ Euro Currency Tools

[ Internet Assistant VBA
[+ Lookup Wizard

Bl Solver Add-in

Browse...

[P

Automation...

-]

Tool for optimization and equation solving

Solver Add-in

Now, getting back to Goal Seek, consider the following example:

Ed Microsoft Excel - Goal Seek.xls

DEdsy SRV
Comic Sans MS -14 - B I D ES
B

Bs - A =PMT((B3/12).B4.B2)

A B c =
1 My New Car Loan [
2 |Loan Principal: $18,699.00
3 Interest Rate: 8% L
4 |Loan Term (months): 60

ﬂMonThly Payment: | -$377.12]

6

gl

T

4« » w\Car Loan Worksheet { Sheet? / She |« | [
Ready NUM

The PMT function in cell B5 shows a monthly payment of $372.69 for a loan amount
of $18,599.00 with an interest rate of 8% over a loan term of 60 months. (By the
way, you can learn about the PMT function by reading my Excel 2002 core study
quide here at Cramsession.). What if we could only afford to pay $300 per month?
How would this affect our loan term? How about if we adjusted the interest rate by
switching to another bank? Well, let's run a Goal Seek analysis on the data.

Select a cell within your data table and click Tools => Goal Seek.... In the Goal
Seek dialog box, click within the Set cell: box and then select the appropriate cell in
the Excel worksheet. In this example it will be cell B5, which contains the monthly
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payment formula. Next, click within the To value: box and enter the changed value.
In this example we'll use -350. You MUST use the minus sign to denote a negative
value because payments that are computed by using the PMT function display as
negative numbers. If you don't make the To value: value negative, then Goal Seek
will fail. Finally, click in the By changing cell: box and select the cell that will be
made variable during the operation. In this example it is cell B3, because this cell
contains the interest rate. Click OK to begin the Goal Seek process.

set cell: 65 B
To value: |—3EI]
By changing cell: |5553 E

Ok | Cancel |

Excel will display the Goal Seek Status dialog box when it finds a solution. Press
OK to accept the change to your data; press Cancel to undo the change.

Goal Seek Status

Goal Seeking with Cell BS
found a solution.

Target value: -350

Current value:  -%350.00

You can use Solver to perform what-if analysis using multiple input values. Let's take
an example. Take a look at the following data table:

Ed Microsoft Excel - Solver.xls

E] Be B8R Wew fmel Fgmsl Took [ata Wi Hep  MewMe  sobver o
DERSY SRY b hE-o @ E-0E P s -0,
aril 0 .| B 7y EEEE S %, 4AFFE -b-A,
1 - b

A B [ i E F [
1 Matchless Candles Budget Forecast [l
2 Addams Carr Riley Wattersen  Totals
3 Budget $66.286 $30336 $67108 457823 $221553
4 Proj. Sales $87500 $45000 $110000 475000 $317.500
5 Met Gain $21214 $14664 $42892  $ITITT  $95947
[
w o v wl, Car Loan Wovksheet ', Sobver { Sheetd / |1l aim
Ready M
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Suppose we want to see a net gain for the salesperson named Addams of $30,000.
We can have Solver determine the new budget value for all four salespeople by
changing their individual budget values, given the company's budget cap of
$221,553. To start Solver, click Tools => Solver.... In the Solver Parameters
dialog box, use the Collapse Dialog button in the Set Target Cell: dialog box to
shrink the window and allow you to select the cell that will be reset to a new value.
In this example, that is cell B5, which contains Addams' Net Gain value. Because we
want this cell to equal $30,000, we must select Value of: in the Equal To: option
group and type 30000 into the box. We next want to define the range of cells that
will change in order for Solver to find us a solution; type or select the appropriate
range in the By Changing Cells: text box.

Solver Parameters

SetTarget Cell: $B55 ET
Equal To: C Max  Min (% value of: 30000 Close
By Changing Cells:
[ss3:5853 E| Guess
Subject to the Constraints: Options
S
Change
Reset Al
= Delete
Help

Finally, we must define the maximum value that Excel can use as it changes the
values in the cell range B3:E3 in finding a solution to this scenario. To do this we
must add a constraint. Click Add in the Subject to the Constraints: portion of the
Solver Parameters dialog box. In the Add Constraint dialog box, mark the cell
reference, select = as your operator and type 221553 into the Constraint box.
Then click OK.

Add Constraint

Cell Reference: Constraint:

[sFs3 ] = x| [221583 E=|
OK. | Cancel | Add | Help |

Click Solve in the Solver Parameters dialog box in order to let Solver find a
solution. When it does, you will see the following dialog box:

Solver Results.

Solver found a solution. All constraints and optimality
conditions are satisfied. Reports

Answer
Sensitivity
Limits

E
oK Cancel Save Scenario... ‘ Help |
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Select the appropriate choice and click OK to finish the procedure.

Create and display scenarios

Scenarios allow you to ask "what-if" questions of your Excel data, and save the
results for reuse. Before we begin, consider the following sample data:

Fle Edit View Insert Format Tools Data  Window Help  NewMenu -8 X
Dedan Sy & B < @ = -4 i -3
Avial -0 - BIZUEE=E 6%, W L-2-A
G4 - A
A B T D E .

1 Sales Report Summa |
.

3 1 $145 438 $2,372
(4] 2 392 485 $5,430

5 3 $145 726 $11,216

5 4 $184 396 $21,559

7 5 $146 122 $17,012 =
8 8 $101 807 $19,024

0

w<11< » W[\ Car Loan Worksheet { Solver Y Scenarios,/ | 4 | »HL
Ready NUM

In this example, we will ask the question "What if we increased our quantity sold by
10 percent?" To get started, click Tools => Scenarios.... In the Scenario Manager
dialog box, click Add.... In the Edit Scenario dialog box, enter a name for the new
scenario, and select the cell range that will be modified under Changing cells:. You
can use the Collapse Dialog button to get the dialog box out of the way if you need
to. In the following screen capture, you will notice that the range C3:C8 has been
defined in the Edit Scenario dialog box.

BT SEE
B) pe DRt gew feet Fgmet Tack Deb findew ek ewbeu - & x fity-sold-by-10-
i W . 7 =Manager-dialog-box,-
_ - &- A . zjcenario,-and-select-
[=] . f 1% ) he-Collapse-Dialog-
1 Sales Report Summa
f] item Code Item Price  Qty  Product Sales P "
3 1 $145:  438: $2,372|Feveaes
4 2 $92! 485! $5,430 | crangrg oot
5 3 $145. 726 $11,216 | [coscsd Y
€ 4 $184)__ 396 $21,559 | cutedt ol s st o s
T 5 5146 122; $17.012 .
& ] $101;___ 807: $19,024 | Fomtr i e o T
)
n
W4 v W, Car Lo Workshest [ Scbver ), Scmnarion [ 4| Prosecten
Pt U~ ¥ Erevent changes T~ rige
|

The next step is kind of a pain. Unfortunately, you will need to manually enter the
changed values for each cell in the range. In this example, I had to compute 10%
over each value for Qty, and hand-type each modified value in the appropriate slot.
Click OK when you are ready to proceed.
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At this point, you have a fully saved scenario. Click Show in the Scenario Manager
dialog box to display the scenario results. It seems I always tell you this after the
fact, but Microsoft advises that you create a scenario with your original data before
you create any additional scenarios. The reason for this is because the scenario
permanently changes your data (you can always undo, of course, but that isn't going
to help you if you close out of Excel and open the file again at a later time.) So
ALWAYS create a scenario called "Original Data" or some such thing with your

original data.

Scenario Manager 7
Scenarios:
+10% Sales Show |
Close
Delete
J Edit..
Changing cells: Merge..
$CS3:8C48
Summary..
Comment:
Created by Mr. Cramsession on 1,11/2002

1/23/2002
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Workgroup Collaboration

Modify passwords, protections, and properties

To password-protect an Excel 2002 workbook, click Tools => Options, navigate to
the Security tab, and examine the File encryption settings for this workbook

options.

Options \"_”@
View 1 Calculation ] Edit I General 1 Transition I Custom Lists ] Chart ]
Color ] International ] Save ] Error Checking ] Speling Securlty

File encryption settings for this workbook
Password to open: Dl
File sharing settings for this workbook
Password to modify: —
[ Read-only recommended
Digital Signatures...

Privacy options
[~ Remove personal information from this file on save

Macro security

Adjust the security level for files that might contain macro viruses and M 5
specify names of trusted macro developers. ST

cac

In particular, the Password to open: setting completely locks a workbook. The
following screen capture displays the dialog that appears when you try to open a
workbook for which a Password to open password has been applied.

Password

'Confidential workbook.xls' is protected.

Passwaord: |

On the other hand, the Password to modify: will allow a workbook to be opened
read-only at the least, and with full access if you have the proper password. The
following screen capture displays the dialog box that appears for a workbook for
which a Password to modify password has been applied.

Password

"Private Workbook.xds' is reserved by
Tim
Enter password for write Cancel

access, or open read only.

psssword: | Read Only
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The following screen capture shows the dialog box that appears if you select the
Read-only recommended option in the Options dialog box. This dialog box will

only appear if the person opening the workbook has supplied the correct password to
unlock the document.

-
\:!f) "Private Workbook.xls' should be opened as read-only unless you need to save changes to it. Open as read-only?

Mo ‘ Cancel ‘

You can also apply protections to an Excel worksheet or workbook. Protections differ

from completely locking a document; protections limit what a user can do on a
particular worksheet or workbook.

To apply protection to a worksheet, click Tools => Protection => Protect
Sheet.... In the Protect Sheet dialog box, supply an optional password and decide
what actions you want to allow on the sheet by making the appropriate selections
from the Allow all users of this worksheet to: list box.

Protect Sheet

[ Protect worksheet and contents of locked cells
Password to unprotect sheet:

Allow all users of this worksheet to:
Select locked cells

[ Select unlocked cells

[ Format cells

[~ Format columns

[ Format rows

[ Insert columns

[ Insertrows

[ Insert hyperlinks

[ Delete columns

[ Delete rows ﬂ

If a user attempts an action that has been prevented through worksheet protection,
they will see the following dialog box.

The cell or chart you are trying to change is protected and therefore read-orly.

) 7o modify a protected cell or chart, firt remove protection using the Unprotect Sheet command (Tooks menu,
Protection submenu). You may be prompted for a password.
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To protect an entire workbook, click Tools => Protection => Protect
Workbook.... In the Protect Workbook dialog box, decide whether you want to
protect only workbook structure (prevents worksheets from being added, moved,
renamed, or deleted), and/or workbook window positions. Again, you can supply an
optional password.

Protect Workbook E| EI

Protect workbook for
Iv Structure
I Windows

Password (optional):

CK | Cancel |

To unprotect a protected worksheet or workbook, click Tools => Protection =>
Unprotect Sheet..., or Unprotect Workbook..., respectively, and supply the
correct password.

A cool new feature of Excel 2002 is the ability to password-protect specific ranges of
a worksheet. To do this, select the first range and click Tools => Protection =>
Allow Users to Edit Ranges....

Allow Users to Edit Ranges

Ranges unlocked by a password when sheet is protected:

Title Refers to cells

RangeA £A%1:8B510

Modify...
Delete

Spedify who may edit the range without a password:

Permissions...
[ Paste permissions information into @ new workbook

Protect Sheet... | Ok | Cancel | Apply |

In the Allow Users to Edit Ranges dialog box, click New... to specify a range.
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In the New Range dialog box, name the protected range and enter the appropriate
cell range in the Refers to cells: dialog box. You can use the Collapse Dialog

button i to scoot the New Range dialog box out of the way and assist you in
locating the appropriate cell range. Finally, supply an optional password. Clicking
Permissions... will allow you to specify discrete user accounts who will be allowed
to edit the range without being prompted for a password. These accounts are either
network accounts or accounts that reside on the local computer (if the local
computer is running Windows NT, Windows 2000 or Windows XP). We won't get into
this subject any deeper, for it goes well beyond the depth necessary for the Excel
2002 Expert MOUS exam.

Permissions for Range1

Security

Group or USer names:

Permissions

Mlow

Deny

Edit range without a password

1/23/2002
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Create a shared workbook

A shared workbook is an Excel 2002 workbook that is available for multi-user access.
Sharing a workbook from within Excel does not make the file available to users
across a network- this must be accomplished by using the operating system.
However, file sharing in Excel does allow more than one user to open a workbook
simultaneously to make changes to it.

To share a workbook, click Tools => Sharing.... In the Share Workbook dialog
box, enable Allow changes by more than one user at the same time. This also
allows workbook merging.

Share Workbook

Editing l Advanced

[ {Aliow changes by more than one user at the same time. |
iThis also allows workbook merging. E

Who has this workbook open now:

=
Renove use |
Ok | Cancel |

The Who has this workbook open now: list box will display every user who
currently has the file open. To disconnect a user (and have the user lose all of his or
her unsaved work), click Remove User. Navigate to the Advanced tab of the
Share Workbook dialog box in order to customize how the file is shared among
multiple users.
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Track, accept and reject changes to workbooks

Revision tracking is always a fun subject. To enable revision tracking for an Excel
2002 workbook, click Tools => Track Changes => Highlight Changes....

Highlight Changes @@

Iv Track changes while editing. This also shares your workbook.
Highlight which changes

¥ When: [al |
V' Who: |Everyone j
™ fithere | =l
[v Highlight changes on screen

r

In the Highlight Changes dialog box, enable Track changes while editing. This
also shares your workbook. Beneath Highlight which changes, determine when
you'd like your changes tracked (options include All, Since I last saved, Not yet
reviewed and Since date), who you want to track (options include Everyone and
Everyone but Me), and (optionally) which portion of the workbook you want to
track changes on -- the default is the entire thing, of course. Finally, the Highlight
changes on screen clearly shows any edits that are made to the document.

As long as revision tracking is turned on and changes are configured to appear on
screen, any cell that contains an edit will contain a small, dark-colored triangle. You
can hover your mouse pointer over this triangle to display a ScreenTip that contains
a description of the change.

EEJE_H'L Mr. Cramsession, 1/8/2002 2:42 PM:
avls | {Changed cell A4 from 'Davidson’ to ‘Davis'.
|Gaqe

Maroney
MNunn

To review changes in a document, click Tools => Track Changes => Accept or
Reject Changes....

In the Select Changes to Accept or Reject dialog box, decide the "who, what, and
where" and click OK to begin the edit review process.
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Select Changes to Accept or Reject E| E|
Which changes
¥ When:
[ Who:  [Everyone |
[~ Where: | |
[ ok | cancel |

The Accept or Reject Changes dialog box will give a full description of the change
that was made as well as the user who made the change. Use the buttons at the
bottom of this dialog box to determine the fate of each edit. (if you are in a
particularly nasty mood, you can just click Reject All and be done with it.)

Accept or Reject Changes

Change 1 of 2 made to this document:

Mr. Cramsession, 1/8/2002 2:44 PM: -
Changed cell A4 from 'Davidson' to ‘Davis'.

Reject | Accept All | Reject All Close |

Merge workbooks

To merge changes between two or more Excel workbooks, a few requirements must
be met. First of all, the original document must be shared, per my instructions a bit
earlier in this document. Second, both files must reside in the same location. To
perform a document merge, open the original document and click Tools =>
Compare and Merge Workbooks....

Select Files to Merge Into Current Workbook @@

Lookin:  [i) Excel Cram =] @& X O Ed - Tooks -
(Cbadaps
£ 38Bocka.ds
My Documents |25 Confidential workbookexis
Mr. Cramsession.XLS
Z8 #0rg Chart Data 1.xs
8 private Workbook xis
#8Yscratch Data s
N Saratch Document 2.xds
3shared Workbook XLS
local copy |8} shorteut to My Pictures

Project Folder
v:)

Fr C

Desktop

E
s

= File name: 5
B e name: | =l o
[

- Files of type: [Micrasoft Excel Workbook (*.xs)

Cancel |

1/23/2002
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Browse to the modified file and click OK. That's all there is to it! Unless revision
tracking was turned on, you won't see any revision marks in the original document
after it has been merged with the copy.
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