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MS Excel 2013 Level 1

INTRODUCTION

Spreadsheets were originally developed for book keeping; however, they are also used for scientific
calculations, data manipulation and for producing graphs. Excel includes some statistical functions, but for
serious research work a specialized package such as SAS or SPSS should be used. Excel can also sort and
select data subsets. For storing large amounts of data or more complex tasks, database software such as
Microsoft Access should be used. These notes cover the fundamental usage of Excel but also include many
hints and tips.

STARTING EXCEL

To startup the program:
1. Clickonthe Windows Start button

2. Choose All Programs then Microsoft Office 2013 followed by Excel 2013

Tip: To create a shortcut on the Desktop, rightclick on Excel 2013 then choose Send To followed by Desktop (create
shortcut). You'll then be ableto load Excel usingthe icon on the Desktop.

3. Press <Enter> for Blank workbook to startup a new session

THE EXCEL SCREEN

You will then be presented with an empty worksheet, as below, ready to enter your data:
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Inthe top left corner of the screen, the Quick Access Toolbar is shown. This has three buttons showingby default— Save,
Undo and Redo. To add extra buttons:

1. Clickonthe down arrowon the right for Customize Quick Access Toolbar
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2. Add Print Preview and Print and any other buttons you might require

Moving right, Excel has given your work a name, Book1, which cancomprisea set of related data and chart sheets. This name
will changewhen you saveyour work in a file,at which time you will beasked to supplya real name. On the farrightarethe
usual Help, Ribbon Display Options, Minimize, Maximize/Restore and Close buttons.

The next section down the screen is called the Ribbon. This replaces the menu and toolbar systemin earlier versions of Excel.
All the commands now appear as buttons (pictures) on this Ribbon, which has a series of tabs under which different
commands aregrouped. When you point to a button, a tool-tip appears,tellingyou what that button does. From Excel 2010,
a FILE tab has replaced the Office Button.

Below the Ribbon is the Command Line. The area on the left (showing the characters Al)is the Name Box. To its rightis the

Formula Bar, which shows you what informationis storedina cell.

The main body of the screen contains the worksheet. You arecurrently using Sheetl of Book1, as denoted by the sheet tab at
the bottom. The worksheet has numbers down the side, denoting rows, and letters across thetop denoting columns. Each
intersection of arow and column is known as a cell and has a unique name. The cell in the top left corner is A1 (the
intersection of column A and row 1) andis currently the active cell. This is denoted by a darker border, with its identity
shown inthe Name Box, whilethe column letter and row number are shown with a grey background. Any information you
type is storedin the activecell.

Down the rightof the screenis the scroll bar, whichis used for moving up and down your work. A horizontal scroll bar, for
moving left and right, appears to the rightof the sheet tabs. The mouse cursor should also bevisible. This can have several
different shapes, some of which you will be meeting laterinthe course. Withinthe cellsitappears as anoutlined cross.

GETTING HELP

Help: |~

As with all the other Microsoft Office software, a quick link to the help system is provided by the [Microsoft Excel Help]
button on the right, above the Ribbon tabs.The <F1> key alsoloads the help system.

MOVING AROUND THE WORKSHEET

Various keys or key combinations can be used to move the active cell around the worksheet. These include <Enter>, <Tab>,
<Home> and the <arrow> keys (take care that <Scroll Lock> is not turned on as this affects the arrowkeys). You canalso

move directly to a cell usingthe mouse:
1. Usingthe mouse, pointto any cell other than A1

2. Clickthe left mouse button to make this the activecell - note that the name of the cell inthe Name Box has changed,

as have the grey row/column indicators

3. Move the activecell aroundthe screen - try pressingthe <arrow> keys, <Tab> (and <Shift Tab>) and <Enter> (and

<Shift Enter>), noting how they move the activecell around

4. End by making A1 the activecell

Tip: Pressing <CtrlHome> moves the activecell to cell A1.To move to the left edge of a block of data, hold down <Ctrl> and
press an <arrow> key inthe direction you wish to move. <Ctrl Enter> keeps the current cell the active cell —useful when
entering data or editinga formula, as you will seelater.
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SAVING YOUR WORK

H

Save:

Itis importantto save your work frequently - you never know when the computer might fail!

1. Clickon [Save] on the Quick Access Toolbar (or use Save from the FILE tab on the Ribbon)

Up until now your work has been known as Book1; you arenow askedto giveita proper name.
2. Choose My Documents then type test into the File name: box

Note that the default driveis set to My Documents (on drive N: - your home directory on University Lab PCs). Avoid working
directly from a USB memory stick or similardevice;always copy your files to My Documents, work on them there and then

copy backto the stick, when you have finished.

3. Press<Enter> orclickon [Save] to carryout the save
Note that once the filehas been saved, the new name (test) appears atthe top of the screen.

Tip: Press <Ctrl s> every so often to saveyour fileas you are working on it, thereby insuringyou don't loseany changes you
have made. <Ctrl s>is a shortcut key for the Save command.

DATA ENTRY

Undo: I:I

Information can be entered intothe activecell, either inthe form of raw data or calculations. Excel recognizes various sorts
of data - text, numbers, dates and times - which canthen be used informulae. Before you begin typing, make sure you are at

the top left corner, incell A1 (when followingthis courseitis vital thatyou usethe same cells as in thedocument).

1. InA1,type the word Income then press <right arrow>to move to B1

Income is recognized as text and is stored as suchin A1.By default, text is shown on the left of a cell. Pressing <right arrow>
completes the data entry and moves the activecell ready for the next item of data. If you need to correct a typing error, click
on [Undo] on the Quick Access Toolbar or simply move backto the cell in question and retype the information.

2. InB1, enter 22000 then press <down arrow>to move down to B2

22000is stored as an ordinary number - on which the spreadsheet can perform calculations. By default, numbers appear on

the right of a cell.
3. Move backto A2 (<left arrow>) andtype Costs then move to B2 (<right arrow>)
4. InB2,type 15000 then move to A3 (<down arrow> then <left arrow>)
5. InA3,type Profit then move to B3 (<right arrow>)

Incell B3 you are goingto store a formula to subtractcosts fromincome. Note that formulas in Excel startwith an equals (=)

sign.As you type ina formula, any cell references are color-coded to help you verify the correct cells arebeingused.

6. InB3,type =B1-B2 (or =bl-b2 -casedoesn't matter) and press <Enter>

Tip: When entering a formulainto a cell you can pick up the cell references by clicking on the cells required with the mouse.
Here in B3, for example, you would type = then clickon B1 then type - before clickingon B2 and pressing <Enter>. This is
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particularly useful when picking up cell references from other sheets. You canalsousethe arrow keys to selecta cell
reference —thisis the easiestway to pickupa neighboringcell.

You arenow presented with the resultof the calculationrather thanthe formulaitself, namely 7000. Note, however, that
though Excel displaysthe answer, it is the formula which is stored inthe cell.Spreadsheets are designed to recalculateas

they go along, so see what happens when you change one of the original numbers.

7. Move up to B1 (press <up arrow> three times) andtype 25000

8. Watchasyou press <Enter> and note that the Profit (in B3) is recalculated as 10000

The formula =B1-B2 knows that B1 has changed andthe displayin B3 adjusts accordingly.
Next extend the example to bringtax into the calculations.
9. Changethe text in A3 - move to the cell andenter Profit Before Tax instead - press <Enter> Tip: If you move
to the cell and then press function key <F2>, you only need type the extra words.

You will find the text appears truncated (letters on the rightare missing). Don't worry about this, the column will be widen ed

later to show all theletters.

10. Incell A4, type Tax then move to B4 (press <right arrow>)

Assume that taxis levied at 30% of Profit Before Tax; enter the followingformula for this cell:

11. InB4, type =B3*30% (don't forget the leading = sign)

Note that Excel, in common with other computer software, uses an asterisk (*) for multiplication and a slash (/) for division.
Use the numeric keypad for convenient access to these characters (ifyou want to use the numbers too, make sure <Num

Lock> is turned on).
12. Press <Enter> and the tax figure (3000) will be worked out for you
13. Work out a label and a formula to putin cells A5 and B5 to showthe Profit After Tax, assumingthatthis is Profit
Before Tax minus Tax

Tip: As you begin to type the word Profit in A5, Excel picks up Profit Before Tax from the listof entries above.

This is very useful when you aretyping the same informationagainandagain —e.g. Travel, Accommodation, Food ... on an
expenses sheet. You don’t need this information this time, but you could edit it (by doubleclicking on the word Before and

typing After instead — press <Tab> to move to cell B5).

Note how the words in A5 initiallyappearin full (they are only truncated when B5 is filled). If you have got the formula right
(followthe links or look atthe Appendix to check your answers), the screen should look likethis (don't be tempted to cheat

by typing in the value of 7000):

A B C D E F

1 |Income 25000

2 |Costs 15000

3 |ProfitBefi 10000

4 |Tax " 3000

5 |Profit Afte 7000

f |7..

Fi

EXAMINING THE CELL CONTENTS
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Often you want to view a formula rather than its result. You can examine an individual formula by makingits cell the active
cell. Move to cell B5 andyou will see =B3-B4 showinginthe Formula Bar. This means that the content of the cell B5is the
formula B3-B4 and not 7000, as displayed.

Move the activecell around and see what has been stored in each cell. Take this opportunity to make sure you unders tand
whatis happening.

You may be wondering why a small greentrianglehas appearedinthe top left corner of cell B4. This is a warningindicator
andimplies there may be an errorina cell formula.The error here is Inconsistent Formula. This is becausethe formulaein B3

and B5 are essentially thesame whilethat in B4 is intentionally different. To view all the formulae:
1. Holddown the <Ctrl> key andtype a <'> - the key inthe top left corner, to the left of <1>

2. Onceyou have seen why Excel gave you the warning, press <Ctrl *> again to return to normal working

Try alteringthe Income or Costs figures in B1 or B2 and notice how the Profit Before Tax, Tax and Profit After Tax figures are
updated automatically. Usethe [Undo] button (or retype the data) to reset the values to 25000 and 15000 respectively.

NAMING A CELL

Sometimes itis useful to reference a cell by name rather than by column and row. For example, the tax rate (of 30%) could
be heldina cell named taxrate and then referred to as such inany formulae.

1. Move down to cell A10 (i.e. well away from the rest of your work)

2. Clickonthe activecell name (A10) inthe Name Box (justabove the heading to column A) - the name will be
highlighted

3. Typeinthe new nameof taxrate (spacesaren’tallowedincell names)then press <Enter>
4. Now, incell A10,type in 30% and press <Enter>
5. Finally,amendthe formulaincell B4to read =B3*taxrate then press<Enter>

The resultdoesn’t change but you can now use taxrate whenever you want to calculatethe tax. Incidentally, you canstillalso

use A10to reference this cell, though this defeats the reason for givinga cell a special name.

Tip: It's easier to edit a formula rather than retype itinthe cell. Press function key <F2> to enter edit mode then use
<Backspace> to delete the 30%. Type in taxrate then press <Enter>. The arrow keys canbe used to move the typing
position alongthe formula, then press <Enter> or <Tab> to finish editing.

COMMANDS

Sometimes itis necessarytoissuea command to tell the program to do something to the worksheet, such as alteringits
layoutor savingit. The commands are found on the Ribbon. This has several tabs, covering different aspects of use. Most of
the commands used in this courseareon the HOME tab.

Some commands are also available by clicking the right button on the mouse or through <Ctrl> key combinations, as shown
by the tool tips which appearas you selecta button on the Ribbon.

CHANGING COLUMN WIDTH

A 4 B |
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Before proceeding further, change the layoutso there is enough room to fit the whole of Profit Before Tax intoits column.

1. Move the mouse pointer onto the linebetween the letter A atthe top of column A and B at the top of column B - the

cursor becomes a double-headed arrow, as shown above

2. Holddown the mouse button and drag the column divider to the right - note that the current width is displayed as
you move the divider (setthe width to about 20.0 - 145 pixels)

3. Releasethe mouse button andthe column is resized

Getting the column width rightusingthis method can be very time consuming.To fit the column exactly to the data:
4. Move the mouse pointer to the dividingline between the column headings as before

5. Double click on the mouse button

Note: Column width canalsobeset via the [Format] button under Cells on the HOME tab of the Ribbon. Here, Column
Width... lets you type in a fixed width while AutoFit Column Width is equivalentto double-clicking on the column border.
When using autofit, the column must firstbe selected or the width of the current cell is usedinstead.

If cells contain numeric data and the column width becomes too narrowto displaythe numbers properly then Excel displays
HittHHHE instead. The firsttime you see this you will probably thinkan error has occurred,soit's usef ul to demonstrate it

here:
6. Move the mouse pointer to the dividinglineseparatingthe column B and C headings
7. Hold down the mouse button and drag the divider to the left - set the width to less than 5.0
8. Releasethe mouse button and ####### should appearinsome orall the cells
9. Press<Ctrl z> or use the [Undo] button to restore the columnto its original width

CHANGING THE FORMAT

- ]
R /s . Q0 2.0 . .
Accounting: Percent: Comma: Increase Decimal: Decrease Decimal:

The way datain acell is displayed can be set usinga format. For example, a date could be shown as 25-12-14 or 25 Dec 14 or

25th December 2014 orin various other similar ways.The basicinformation heldin the cell is identical, however; it's up to

you how you want it displayed. In this next exercise, you will add a currency format to your data.

1. Changethe IncomefigureinB1to 24444 then press <Enter>

The resulting Tax and Profit After Tax figures are now displayed with a singledecimal place. This looks a bituntidy as the
other figures have no decimal places. Itwould be neater if all the numbers were shown as a currency, either with two
decimal places (pounds and pence) or as whole numbers (pounds only). To do this, you firsthaveto select the cells (here,
format the whole column).

2. Clickonceon the letter B at the top of the column -itis highlightedin grey (cell BI remains white)

Five commonly-used formats are provided inthe Number group on the HOME tab of the Ribbon.

3. Clickonthe firstformatting button for an [Accounting] style

What was 24444 should now be shown as £24,444.00. If ##it## is displayed, widen the column.

4. To remove the decimal pointand pence, click twice on the [Decrease Decimal] button on the right
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The figures should now be displayed as whole numbers. Note that you have only changed the display format; formats don't

affect the stored data or accuracyto which calculations aremade.

IMPORTANT: When usingExcel you should always thinkabouthow many decimal places should beshown. Here, itlooks as
though the Income and Costs figures areto the nearest thousand pounds so calculations showing penceare completely
meaningless.

- ; «0 .00
2. 05 9 00 3.0

Number e

A wider range of cell formats is availablevia the [Format Cells: Number] button. This is shown as a small arrow to the right of
the word Number (below [Decrease Decimal]). Try usingthis next:

5. Make surecolumn B is still selected
6. Clickonthe [Number Format] button (the small arrowinthebottom right corner of the group)

7. Inthe Format Cells window, change the Category: from Custom to Currency

8. Set the number of Decimal places: to 0 and choosea currency Symbol: (e.g. a Euro €)

9. Choose the lastformat for Negative numbers: -€1234 inred

10. Press <Enter> or click on [OK] to apply the format

This produces much the same result as before except that the currency symbol is next to the figures whileany negative
values will appearinred (you'll seethis later). Note that you canalso display the Format Cells window by right clicking on a

cell or selected range and choosing Format Cells...

11. Reduce the column width by double clicking on the dividingline between the column B and C headings

\O
Format Painter:

Columns C, D, E and F (which you will be usinglater) also need to be formatted similarly. Thesimplestwayto do thisis to

copy the format from column B to the other columns.
12. Make surecolumn B is still selected
13. Double click on the [Format Painter] button on the far left of the HOME tab of the Ribbon

You will find thatthe block of cells havea moving boundary while the mouse cursor now has alittlebrush attached.
14. Clickon each of the other column headings (i.e. Cto F) inturn, ordrag across them

15. Clickonthe [Format Painter] button againto turn it off (the brush and moving border disappear)

Only when you enter datainto these cells will the new format become apparent.

16. Finally, using <left arrow>, move to B1 and retype the originalvalueof 25000 (press <Enter>)

CLEARING A FORMAT

Cell formats can sometimes causeconfusionto the new Excel user.As an example:
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1. Move to cellA7andtypein 25/12 then press <Enter>

Because you forgot the equals sign denotinga calculation, Excel interprets this as a date.

2. Move backto A7 and correctyour mistake (type =25/12 and press <Enter>)
You will find thatthe resultis still translated into a date (Excel has assigned a date format to the cell). To display the
information as a number you have to clear the format. To do this:

3. Clickonceon the [Format Painter] to pick up the format of cell A8

4. Now press <up-arrow> or clickon cell A7 (the format clears and the number is properly displayed)

Note thatifyou click onthe [Format Painter] once, after you have copied the format to a singlecell or range, the painteris
automatically turned off. If you double click on itthen the format painter remains active until you turn itoff again. You can
alsoclear aformatvia the [Clear] button inthe Editing group on the right of the HOME tab of the Ribbon.

5. Finally, press <Delete>to empty the cell - the dataisn'tneeded

INSERTING BLANK ROWS AND COLUMNS

Next add a title to your work. Unfortunately, there is insufficientroomat the top of the sheet for this so you will firsthaveto

insertsome blanklines.
1. Right click on the row number 1 and choose Insert from the menu which appears

2. Repeat step 1 fora secondblankrow

Note: If you right click insidea cell,youcaninsert(or delete) either a singlecell or the whole column/row.
You canalsoinsert(or delete) a column by clickingona column letter. Try this next:

3. Right click on the column letter A and chooseInsert from the menu - a blank column A will beadded

You don’t actually need this column, so delete it:

4. Right click on the column letter A again but, this time, choose Delete from the popup menu Tip: If you selectseveral

rows/columns you caninsert/delete more than one at a time.

Insertingrows and columns may seem trivial, but Excel has to adjustany formulaeto take accountof the changes. For
example, the Profit Before Tax formulain B5 now says =B3-B4 insteadof =B1-B2.Had itnot been changed it would of
coursebe invalid,as B1and B2 are now empty cells. Note alsothatthough the taxrate has moved (to A12),itisstillheldina
cell named taxrate. This is one good reason for namingcertain cells - you do not have to keep a list(thathas to be updated
each time you inserta row or column) of which cells hold which fixed values. Use <Ctrl *> if you want to inspectthe

formulae,

5. Finally, press <up_arrow> to releasethe selectionandenter the titte Profit and Loss incell Althen press

<Ctrl Enter> (this will keep the current cell as A1, ready for the next command)

Note that you canalsoinsertand delete rows/columns usingthe [Insert] and [Delete] buttons in the Cells group on the right
of the HOME tab on the Ribbon.

CHANGING THE STYLE OF TEXT

4

=
4

Calibri 1 -~

Font: Font Size: Rold: ltalie: Underline:
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As in Microsoft Word, you can alter the font, font sizeand style of your data. For example, the titlewould look better ifitwas

bigger and bolder.
1. Check that the currentcellisstillAl

2. Clickonthe [Bold] button (or press <Ctrl b>) - the text will become bold

Tip: Ifyou want justpartof the text ina cell to be bold/italic etc. or a different font, then selectthe text on the Formula Bar
andapplythe format to that selection. You canalsoapply formattingas you type inany text.

Now make the text larger and change the font.
3. Clickonthe list arrow to the right of the [Font Size] box and choose 14 (or use [Increase Font Size])

4. Clickonthe list arrow to the rightof the [Font] box and choose Arial

Note how the text changes automatically asyou move up and down the listoffont sizes and fonts. You canalso right click on
a cell for a floating copy of these buttons (instead of usingthe Ribbon).

STORING NUMBERS AS TEXT

Next, extend the calculations over time. Imagine you want to projectthe profit and loss figures over a four year period, bas ed
on some simpleassumptions aboutwhatis goingto happen to income and costs. Firstly, you need some labels to show which
year is which:

1. Move to cell B2and type '2011 then move to C2 (press <right arrow>)

Don't miss outthe singlequote (same key as @) at the beginning - this tells Excel that although 2011 looks likea number, it
should be treated as text. This will prevent the year 2011 being displayed as €2,011, for example, as the display formatfor
this cell is setto a currency. Another reason for entering numbers as text is thatthey aren’t then includedin calculations (for

example, if you summed a column of figures).

2. Next type '2012, '2013 and '2014 intocells C2,D2 and E2

THE COPY COMMAND

% B -

Cut: Conv Pacta:

Assume that both income and costs will growby 20% in 2012 from their 2011 figure.

1. Move to C3and enter =B3*120% - press <Ctrl Enter> to carryout the calculation butstayin the cell

Where one formulais essentially the same as another (except the calculationis being made in a different row or column),
when you copy and pasteit, Excel automatically adjusts ittoaccountfor its new position. Assumingcosts al sorise by 20%,

the formula for C4 can be copied across from C3:

2. Checkyou areincell C3 then clickonthe [Copy] button (or press <Ctrl ¢> or right click and choose Copy from the

popup menu) - the cell will besurrounded by a moving border

3. Move down to C4 (press <down arrow>) then press <Enter> - note how the formula whichwas =B3*120% inC3
has been modifiedto =B4*120% inC4
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IMPORTANT: When pastingformulaein Excel, you don't have to use Paste atall.Instead, you move to the destination cell
and press <Enter>. This completes the copy/paste process, turning off the moving border and removing the data from the
Clipboard. If you use Paste then the moving border remains, indicatingthatyou can Paste again (should you need to). Get
used to using <Enter> for a single copy/pasteand Paste for multiple ones (use <Enter> for the final paste—if you forget,

press <Esc> to turn off the moving border).

You can copy a range of cells inthe same way. Here, the Profit Before Tax, Tax and Profit After Tax formulae for 2012 are

essentiallythesame as those for 2011:

4. Dragthrough the cells required (here from B5 to B7)

The three cells should now be blocked (with a singledarker border around them).
5. Press <Ctrl ¢> or click on the [Copy] button - the cells will besurrounded by a moving border

6. Press <right arrow> to move to C5 and press <Enter>

Appropriately modified formulae appearin the cells with the results displayed. Note that you do not have to select a block of
cells to paste arange; justpastein the top left cell of the destination area.

Copying formulae (or values) between cells is such a common requirement that Excel provides a special facility (called
autofill) for doing this. The key is the cell handle - the small squareatthe bottom right corner of the activecell (or range). Try
usingthis for the 2013 and 2014 formulae:

7. The cellstobe copied (C5 to C7)shouldstill beselected - if not, dragthrough them

8. Move the mouse cursor over the small black handle atthe bottom rightof the selection (in cell C7) - the cursor will
change shapeto asimpleblackcross

9. Holddown the left mouse button and drag the handle over the area you wishto fill (across to E7) - release the mouse
button and the formulaeare copied across

Take great carewhen usingthe cell handleto copy formulae. Ifthe mouse cursoris pointing to the edge of the selection
rather than the handle, the cells aremoved and not copied.

Your screen should now look like this:

A B (o D E F
1 Profitand Loss
2 D011 2012 2013 D014
3 |Income €25,000 €30,000
4 |Costs €15,000 €18,000
5 |Profit Before Tax €10,000| €12,000 €0 £0
6 [Tax " €3,000 €3,600 €0’ €0
7 |Profit After Tax €7,000] €8,400 £0 €0
9

Don't worry about the £0's for 2013 and 2014 because, although the formulaeare there, there are no income or costs figures
inD3, D4, E3 or E4 to work on.

10. Press <Ctrl *> to view the formulaewhich underliethe figures

Notice how the ProfitBefore Tax formula (which was =C3-C4 in2012)haschangedto =D3-D4 in2013,and =E3-E4
in 2014. Note that the taxrate cell reference does not change as the formulais copied across row6.Had you used A10
instead, this would have been amended to B10, C10and D10 which, being empty, would have multiplied the profit by zero!
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Next providethe model with some Income and Costs figures for 2013 and 2014. Sometimes, when typing informulae,it's
better to work in formula view —you canthen check that what you've typed is correct. When you work in normal view, the

results appear as soon as you move to the next cell and you can’t check you typed it correctly.
11. Work out formulae for D3, D4, E3 and E4 yourself, given the followingassumptions:
°* in2013,Income and Costs will increaseby 10% over the 2012 values
® in2014,Income and Costs will increase by 5% over the 2013 values
Hint: Copy the formula from C3 to D3 and E3, amend the percentage values then copy down to D4 and E4.
12. Press <Ctrl 1°> againto return to normal working —the formulae results will nowbe shown

The screen should appear as below (see the Appendix or use the links aboveto check the formulae) but make sure you type
informulae (and not justthe answers to the calculations):

A B C D E [INEN
1 Profitand Loss
2 D011 2012 2013 014
3 |income €25,000 €30,000 €33,000 €34,650| _|
4 Costs €15,000 €18,000 €19,800 € 20,790
5 ProfitBefore Tax €10,000 €12,000 €13,200 €13,360 ™
6 Tax " €3,000 €3,600 €390 €4,158
7 Profit After Tax €7,000 €8400 €9,240 £€9,702

0

REALIGNING TITLES

Merge & Center ~

11|
1l

Align Lef: Igl Center: Align Right: Merge and Center:

By default, text is displayed on the left of a cell, numbers (including dates and times) on the right. Your model would look
much neater ifthe year headings (2011,2012 etc.) were inbold text inthe center of the columns whilethe main title (Profit

and Loss) could be centered across thefigures below.
1. Select row 2 (by clicking on the number 2 on the left hand side)
2. Press <Ctrl b> or click on the [Bold] button to make the text bold

3. Withthe cells still highlighted, click on the [Center] button in the Alignment group on the Ribbon

Usingthe buttons alongthe top row of the Alignment group, you can justify cell contents vertically aswell as horizontally.
Another button, Wrap text, allows text to flowonto several lines.

Tip: If you want to force text onto more than one lineina cell, hold down the <Alt> key and press <Enter> where you want

each new lineto begin.

[Merge and Center] is used to center text across several columns -try this for your main title:
4. Select cells AltoE1

5. Clickonthe [Merge and Center] button (on the rightinthe Alignment group)
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The title will nowappearinthe center of the selected range, even though itis still storedincell Al.Incidentally,cells B1to E1

no longer exist. To undo the merge and center:

6. Check the merged cell is the active cell then click on the [Merge and Center] button again

Finally,theyear headings would look better ifthey were separated from the main heading. Most users would add extra rows
to achievethis but a better answeris to increasethe row height:

7. Positionthe mouse cursor over the division between the Row 2 and Row 3 headings on the left (justlikeyou did

when changingthe width of the columns)

8. Hold down the mouse button and drag the division down a row then releasethe mouse button

FUNCTIONS

Jfe z AutoSum ~

Insert Function: AutoSum:

Excel has hundreds of built-in functions which, as in mathematics, aredenoted by usingbrackets after the function name.

These can be seen via the [Insert Function] button on the Formula Bar.
1. Move to anempty cell andclick on the [Insert Function] button

2. From Or select a category: chooseAll
3. Scroll downthe Select a function: listto get anidea of what's provided

Note thatinformation about any function selected is given at the foot of the Insert Function Window, whileadditional helpis
availablevia the Help on this function link. Don't try inserting any of the functions into your empty cell, just note what's

available.

4. Reset the category to Most Recently Used then press <Esc> or click on [Cancel] to closethe window

CALCULATING TOTALS - THE SUM FUNCTION

Imagineyou want to work out four-year totals, so that your model looks like this:

| A | B | € | b | E : G
1 Profitand Loss

| r i g ¥
2 | 2011 2012 2013 2014 Totals
3 |Income €25,000 €30,000 €33,000 €34,650 €122,650
4 |Costs €15,000 €18,000 €19,800 €20,790 €73,590
5 |ProfitBefore Tax €10,000 €12,000 €13,200 €13,860 €49,060
6 |Tax " €3,000 €3600 €3960 €4,158 €14,718
7 |ProfitAfterTax = €7,000 €8400 €9,240 €9,702 _€34,342
8

L]

9

1. Type the heading Totals intocell F2 and press <Enter>

Next you need to add up the figures across each row.One way of calculatingthis for row 3 would be to use the formula
=B3+C3+D3+E3. This works, butimagineyou had twenty items to add up, or a thousand!Instead, you canusea function to
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work out the value. To specify a function you type its name then, in brackets, the cell or range of cells to whichitis to be

applied.To signifya cell range,a colonis used to separatethe starting cell from the end cell.

2. Incell F3type =SUM(B3:E3) - press <Enter> to do the calculation (widen the column, if necessary)

The SUM() function (and other commonly-used ones) is also availablefromthe [AutoSum] button (the Greek sigma O on the

rightof the Ribbon). Usingthis, you can calculatethe missingtotal figures in onego:
3. Select F4to F7

4. Clickonthe [AutoSum] button (or press <Alt =>) - the remainingtotals arefilledin

Sometimes Excel guesses the range of cells to be summed incorrectly. The defaultis to total down a column rather than

across a row.See what happens by recalculating the total in F7.
5. Move to F7 and press <Delete>to clear the cell

6. Clickonthe [AutoSum] button (or press <Alt =>) - note the rangeis incorrect

7. Dragthrough the correct cells (B7to E7) to amend the range then press <Enter> to complete the calculation

THE IF FUNCTION

Another, slightly different, functionis IF, which lets you test whether something is true or not and take different actions as
appropriate. This next example shows you how it works.

What would happen if, in 2014, there was an exceptional Costs bill of £35,000 (for new equipment or premises, for
example)? Income is only £34,650 so the business would makea small loss.

1. Type a new Costs figure of 35000 into cell £4 and press <Enter>

Note that the Profit Before Tax is correctly shown as negative. However, the Tax figureis also negative- as if the tax collector
was givingyou money for making a loss. This doesn'tusually happen! To make the model behave correctly you need to alter

the formulainthe 2014 Tax cell E6:
2. Move to E6 and press <Delete> to clear the cell

3. Clickonthe [Insert Function] button on the Formula Bar and choose IF (reset Or select a category: to Most Recently
Used to get to this most easily) then press <Enter> for [OK]

4. Inthe dialogboxwhich appears setLogical Test to E5>=0 (and press <Tab>)
5. Set Value_ if true to E5*taxrate (press<Tab>)

6. FinallysetValue_if false to 0 —the screen shouldappearas below:

7 B
Function Arguments ‘ P
IF
Logical_test ES>=0 FALSE
Value_if_true | ES*taxrate -105
Value_if_false |0| [E =0
=0
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.
Value_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE
is returned.

Formula result = €0
Help on this function OK [ Cancel
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7. Finally, press <Enter>for [OK]

This means that if the contents of E5 (Profit Before Tax) are more than or equal to (>=) 0, the tax paid is equal to 30% of Profit
Before Tax, otherwise, the tax is zero. This produces a zero tax figure when the ProfitBefore Tax isinfactaloss.This example
should teach you that spreadsheet models, even ifthey behave correctlyin most circumstances, may break down under

special conditions.

8. Copy the new formula from E6 into D6 to B6 by draggingthe cell handle backwards

GRAPHS AND CHARTS

When plottinga graph, it's easiestto firstselectthe data to be plotted. Includethe columnand row headings (if there are
any) asthese are used for the category (x) and value (y) names.

Tip: To select non-adjacentareas, you firstdragthrough one area and then use control select (hold down <Ctrl> as you drag
through further areas).

1. Select the required data area —here, cells A2to E7 (i.e. missingoutthe Totals and main heading)
A new feature in Excel 2013 is the Quick Analysis tool. This appears whenever you selectsome data. To useit:
2. Click on the [Quick Analysis] button, which has appeared to the bottom right of the selection 3. Move to the

Charts tab then selectthe first Clustered chart

Alternatively:

4. Move to the INSERT tab on the Ribbon then click on the [Insert Column Chart] button inthe Charts group and choose
the first(2-D Column) charttype for a Clustered Column

A chart(with 3 buttons attached) appears on the spreadsheet andtwo new CHART TOOLS tabs areadded to the Ribbon.
Don't worry ifthe chartpartly covers the data that is still all there; indeed the two are intricately linked. If you were to alter
any of the originaldata, the chartwould immediately be updated. Further, you can copy additional values directly fromthe
worksheet and pastethe data straightonto the chart.

MOVING A CHART
This defaultchartisn’tquite rightand charts arebetter placed on separatesheets. To do this:

1. Clickonthe [Move Chart] button on the farright of the Ribbon (or right click on the chartand choose Move Chart...)
then choose New sheet: — press <Enter> for [OK]

Note how much less spaceis taken up by the axes and legend. Next change the title of your chart

2. Clickonthe [Chart Title] atthe top of the chartthen type Profit and Loss Account for 2011/14

Note that you could alsoadd Axis Titles via the [Add Chart Element] button, but these are not needed as the year is obvious

and the vertical axisalready has a currency symbol.Instead, try moving the Legend:

3. Clickonthe [Add Chart Element] button and choose Legend then Right Your chartshould now appear as below:
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Profit and Loss Account for 2011/14

uincome
u Profit Before Tax
Tax
= Profit After Tax
I \
- I
2012 2013

€40,000
€35,000

€30,000

€25,000

€20,000

€15,000

€10,000

€5,000 I
0 i

2011

2014

-€5,000

Note: The [Switch Row/Column] button inthe Data group on the rightof the Chart Tools DESIGN tab canbe usedto switch
the axis labelsandlegend labels, should you want to have the years as the legend

If you want to change any of the other settings (e.g. one of the colors used for the columns or the background color):

4. Move to the Chart Tools FORMAT tab on the Ribbon and, usingthe [Chart Elements] button on the far left, choose
the element required — you canalsoselectitby clickingoniton the chart

5. Next, clickonthe [Shape Fill] button and choose the required color

Note: Excel also provides you with pre-defined color palettes via the [Change Colors] button on the Chart Tools DESIGN tab.
There are alsoarangeof pre-defined styles here.

ALTERING THE CHART TYPE

Change

Change Chart Type: [P

There are over a hundred different styles of graph which Excel can produce. To change the type:

1. Right click on the chartbackground and choose Change Chart Type... (or click onthe [Change Chart Type] button on
the right of the Chart Tools DESIGN tab on the Ribbon)

2. Usingthe mouse, select some of the different charttypes shown, to see what is available

3-D ROTATION

Excel allows youto rotate a 3-D graph to whatever angleand pitch you require, which can be very useful when some data
values arehidden behind others. The procedureis as follows:

1. Right click on the chartbackground and choose Change Chart Type...

2. Inthe Column category choose 3-D Column (on the far right) — press <Enter> for [OK]

Sadly, the Profit figures are hidden by the Income and Costs. To rectify this:

3. Rightclickonthe chartbackgroundagainandchoose 3-D Rotation —a Task Bar appears on the right
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4. Increasethe X: Rotation angle to 130° usingthe spin button control (up/down arrows) provided

5. Experiment changingthe Y: Rotation angleand Perspective: (reset both to the default 15° afterwards)
Another way to display the profitfigures would be to reverse the axis values:

6. First,click on [Default Rotation] then [Close] the Format Chart Area Task Bar

7. Next rightclickonthe Income/Costs Axis and choose Format Axis —the Format Axis Task Bar appears

8. Here, under Axis Options, turn on the Series in reverse order option

BORDERS AND GRIDLINES

Borders:

Another formatyou canapplyto arange of cells (orsinglecell)isto put a border round them. For example, you might want
your screen to look like this:

A : c D : : G

i Profitand Loss
y ¥ ¥ ¥

2 | 2011 2012 2013 2014 Totals
3 |Income €25,000 €30,000 €33,000 € 34,650|€122,650
4 |Costs €15,000 €18,000 €19,800 €35,000 €87,800
5 |ProfitBefore Tax| €10,000 €12,000 €13,200 -€350| €34,850
6 Tax [ €3000 €3600° €3960°  €0| €10,560
7 |ProfitAfterTax | €7,000 €8400 €9,240  -€350| €24,290
8 |

1. Move backto Sheetl by clickingonits tab at the foot of the screen
2. Select cells B3to F7 (includethe Totals this time)

3. Onthe HOME tab of the Ribbon, click on arrow on the right of the [Borders] button inthe Font group 4. Choose a
Thick Box Border
5. Next selectF3 to F7 and add a Left Border ina similar way

Note: The grey lines separatingtherows andthe columns are called gridlines. Excel gives you the choiceas to whether you

want them displayed or not. To turn them off/on:
1. Move to the PAGE LAYOUT tab on the Ribbon

2. Inthe Sheet Options group uncheck/check the View optionin the Gridline sheet options

Note that this only affects whether they aredisplayed on the screen. If you want them to be turned on/off when printed, turn

on the Print option below View. The defaultis that they aren't printed.

PRINTING YOUR WORK

PRINT PREVIEW

Before printing your work, you should preview it. This is particularly importantin Excel if youwant itto fit neatly onto the

page. Ina minute you will look atthe Page Setup but first:

Page 16 of 20



MS Excel 2013 Level 1

1. Click on the [Print Preview and Print] button on the Quick Access Toolbar or move to the FILE tab on the Ribbon and
choose Print

Ideally,itwould look better to have the paper sideways and the taxrate cell,for example, shouldn'tappear.

Tip: You caneasily hidethe taxrate by changingthe font color to match the background — here white.

PAGE SETUP

In Page Setup you can control how your results will appear on a printed page, including whether any column headings are
repeated on each page (as a header row).

1. Press<Esc> (or clickonthe backarrowinthe top left corner) to move backto your work

2. Move to the PAGE LAYOUT tab on the Ribbon then click on the [Page Setup] button (the arrowto the farright of the
Page Setup group heading)

You will seevarious options grouped under four tab headings. Several settings areexclusiveto Excel. The followingexercise
modifies some of these to show you how they work:

3. Check you areviewing the Page tab
4. Under Orientation choose [Landscape] —i.e. sideways

5. Under Scaling set Adjust to: to 180 - this will magnify your data to fill the page

Note that you canalways forceyour work to fiton a single page (or more than one, if you requireit). Note alsothatthe Paper

size: should be A4 ifyou are printing from a University Lab PC.
6. Move to the Margins tab andclick on both [Horizontally] and [Vertically] under Center on page

7. Move to the Header/Footer tab then click onthe list arrow attached to Footer: and choosetest (to add the filename)
— you could have put this inthe header, instead, if you wanted to 8. Next, clickon [Custom Footer...] — the following
dialogboxappears:

Footer PR=)

| Footer

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button.

R EE 6 EEE @

Left section: Center section: Right section:
&[File]

OK i Cancel ]

Note that Excel has coded the filename as &[File]. This is called a Field Code and will display the current name of the fileif
you saveit with a different name. Other codes are availablevia theicons provided (read the text above to work out whichis
which). Try adding the date field on the right:

9. Clickinsidethe Right section then on the date icon (the fourth) - &/Date] is added

10. Clickon [OK] and note today’s date now shows in the preview of the footer
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The Sheet tab lets you define the area to be printed, letting you omit cells you don't want (here, you don't want the taxrate
displayed).Italso controls whether [Row and column headings] areprinted

11. Move to the Sheet tab

12. Inthe Printarea: boxtype Al:F7 (ordragthrough the required cells usingthemouse)

Tip: Sheet alsolets you set Print titles - rows and/or columns which areautomatically repeated on each page for data which
extends over several pages. To set this to the firstrow, for example, use 1:1; for the firsttwo columns use A:B — type the
range or selectthe rows/columns to fill these in.

Within Page Setup you have links to Print and Print Preview.

13. Clickon [Print Preview] to view the modifications —the screen should be similar to that below:

0y MRacemtinonisbpint

Profit and Loss

2011 2012 2013 2014 Totals

Income

Costs

Profit Before Tax
Tox
Profit After Tax

€30,000
€18,000
€10,000 €12000 €13,200
€3,000 €3,600 €3960
€7,000  €8,400  €9,240

test 08/05/2014

LEAVING EXCEL

To quitfrom Excel:

1. Move to the FILE tabif necessary (you are already there) and choose Close (or press <Ctrl F4>)
2. Press <Enter> for [Save] when asked whether you want to savethe changes to test.x/sx

3. Finally[Close] Excel by clickingon the cross in the top right corner of the window (or press <Alt F4>)

Note: This document is anintroduction to Microsoft Excel 2013. More adva nced notes (Microsoft Excel 2013: An
Intermediate Guide and Advanced Spreadsheet Topics Using Microsoft Excel 2013)arealsoavailable.

APPENDIX

The formulae required to complete the test example are:
In A5 type Profit After Tax

B5 =B3-B4

D3 =C3*110%
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D4 =C4*110%
E3 =D3*105%
E4 =D4*105%
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