Microsoft Excel 2010

What-If Analysis,
Charting, and Working
with Large Worksheets

Objectives
You will have mastered the material in this chapter when you can:
* Rotate text in a cell * Create Sparkline charts
* Create a series of month names * Use the Format Painter button to
format cells

* Copy, paste, insert, and delete cells

« Format numbers using format symbols Create a 3-D Pie chart on a separate

chart sheet

* Freeze and unfreeze rows and
columns * Rearrange worksheet tabs

* Show and format the system date * Change the worksheet view

* Use absolute and mixed cell * Answer what-if questions

references in a formula ¢ Goal seek to answer what-if

* Use the IF function to perform a questions

logical test
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Microsoft Excel 2010

What-If Analysis,
Charting, and Working
with Large Worksheets

Introduction

Worksheets normally are much larger than those created in the previous chapters,

often extending beyond the size of the Excel window. Because you cannot see the entire
worksheet on the screen at one time, working with a large worksheet sometimes can be
frustrating. This chapter introduces several Excel commands that allow you to control
what is displayed on the screen so that you can view critical parts of a large worksheet at
one time. One command allows you to freeze rows and columns so that Excel always dis-
plays them on the screen. Another command splits the worksheet into separate window-
panes so that you can view different parts of a worksheet on the screen at one time.

When you set up a worksheet, you should use cell references in formulas whenever
possible, rather than constant values. The use of a cell reference allows you to change a value
in multiple formulas by changing the value in a single cell. The cell references in a formula
are called assumptions. Assumptions are values in cells that you can change to determine new
values for formulas. This chapter emphasizes the use of assumptions and shows how to use
Excel to answer what-if questions, such as what happens to the six-month operating income if
you decrease the marketing expenses assumption by 3 percent? Being able to analyze quickly
the effect of changing values in a worksheet is an important skill in making business decisions.

"This chapter also introduces you to techniques that will enhance your ability to
create worksheets and draw charts. From your work in Chapter 1, you are aware of how
easily you can create charts. This chapter covers additional charting techniques that allow
you to convey a message in a dramatic pictorial fashion, such as Sparkline charts and an
exploded 3-D pie chart. This chapter also covers other methods for entering values in cells,
such as allowing Excel to enter values for you based on a pattern of values that you create,
and formatting these values. In addition, you will learn how to use absolute cell references
and how to use the IF function to assign a value to a cell based on a logical test.

Project — Financial Projection Worksheet
with What-If Analysis and Chart

The project in the chapter follows proper design guidelines and uses Excel to create

the worksheet and pie chart shown in Figures 3—1a and 3—1b. Modern Music Shops
operates several stores that sell and service musical instruments. Each June and December,
the director of finance and accounting submits a plan to the management team to show
projected monthly sales revenues, costs of goods sold, gross margin, expenses, and operating
income for the next six months. The director requires an easy-to-read worksheet that
shows financial projections for the next six months. The worksheet should allow for quick
analysis if projections for certain numbers change, such as the percentage of expenses
allocated to marketing. In addition, a 3-D pie chart is required that shows the projected
operating income contribution for each of the six months.

EX 138
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Correctness

Studies have shown that
more than 25 percent of
all business worksheets
have errors. You can
ensure correctness in your
formulas by carefully
checking them using
Range Finder. The Formula
Auditing group on the
Formulas tab on the
Ribbon also can be helpful
when verifying formulas.

The requirements document for the Modern Music Shops Six-Month Financial
Projection worksheet is shown in Figure 3-2. It includes the needs, source of data,
summary of calculations, chart requirements, and other facts about its development.
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Excel’s Usefulness

Overview Just a short time ago,

As you read this chapter, you will learn how to create the worksheet shown in a what-if question of

Figure 3—1 by performing these general tasks: any complexity could
be answered only by

e Create a series of month names using a large, expensive
computer programmed
by highly paid computer

* Use the IF function to perform a logical test professionals, and
generating a result could
take days. Excel gives the
e Use the Format Painter button to format cells noncomputer professional
the ability to get complex
business-related questions

* Answer what-if questions answered instantaneously
and economically.
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e Use absolute cell references in a formula

* Create Sparkline charts in a range of cells

* Create a 3-D pie chart on a separate chart sheet

* Manipulate large worksheets

General Project Decisions Plan
While creating an Excel worksheet, you need to make several decisions that will determine the Ahead
appearance and characteristics of the finished worksheet. As you create the worksheet required
to meet the requirements shown in Figure 3-2, you should follow these general guidelines:

1. Plan the layout of the worksheet. Worksheets that include financial data associated
with time frames typically include dates, such as months, quarters, or years, as column
headers. What-if assumptions should not clutter the worksheet, but placing them in an
easily located portion of the worksheet allows for quicker creation of new projections.

2. Determine the necessary formulas and functions needed. Often, financial calculations rely
on strict definitions and commonly accepted formulas for performing the calculations.
Look for such situations and always use the accepted formulas. When using a what-if
section on a worksheet, make certain to create formulas that use the what-if criteria.
When a requirement necessitates a calculation only under a certain condition, a function
can check for the condition and make the calculation when necessary.

3. Specify how to best utilize Sparkline charts. Sparkline charts allow worksheet users
quickly to visualize information in a small chart within a cell. The use of multiple
Sparkline charts in the worksheet will provide the user with a visual comparison of the
various data items for each month. The user, therefore, can see trends for each line item
over time and also compare relationships among various line items.

4. Identify how to format various elements of the worksheet. Format separate parts of
a worksheet, such as what-if assumptions, in a manner that indicates that they are
separate from the main area of the worksheet. Other financial items, such as sales
revenue and expenses, are distinct categories of financial data and should be separated
visually. Totals and subtotals should stand out to draw the reader’s attention.

5. Specify how charts should convey necessary information. As you have learned, different
chart types convey different messages and are appropriate in different situations. For
example, a 3-D pie chart is a good way to compare visually a small set of numbers. Often
one or two slices of a pie chart displays as exploded, meaning that the slice appears
pulled away from the cart, in order to emphasize the slice to the user. Format chart data
points so that the worksheet user’s eye is drawn to important information.

6. Perform what-if analysis and goal seeking using the best techniques. What-if analysis
allows you quickly to answer questions regarding various predictions. A what-if area of a
worksheet allows users of the worksheet efficiently to ask questions. Goal seeking allows
you automatically to modify values in a what-if area of a worksheet based on a goal that
you have for another cell in the worksheet.

When necessary, more specific details concerning the above guidelines are presented
at appropriate points in the chapter. The chapter also will identify the actions you perform
and decisions made regarding these guidelines during the creation of the worksheet shown
in Figure 3—1 on page EX 139.
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Using a sketch of the worksheet can help you visualize its design. The sketch

of the worksheet consists of titles, column and row headings, location of data values,
calculations, and a rough idea of the desired formatting (Figure 3 -3a). The sketch of the
3-D pie chart shows the expected contribution of each month’s operating income to the
six-month operating income (Figure 3-3b). The assumptions will be entered at the top
of the worksheet (Figure 3—3a). The projected monthly sales revenue will be entered

in row 13 of the worksheet. The projected monthly sales revenue and the assumptions
shown in Table 3—1 will be used to calculate the remaining numbers in the worksheet.

What-If Assumptions
Bonus
Commission
Margin
Marketing
Research and Development
Sales Revenue for Bonus
Support, General, and Administrative

22.777.779.00
Z9.99%
79.99%
79.99%
Z9.99%
77,777,779.99
79.99%

Figure 3-3 (a)
Worksheet Sketch

Figure 3-3 (b) 3-D
Pie Chart Sketch

Month 3

%

%

Month 2

Modern Music Shops
Six-Month Financial Projection 99/99/999
Month 1  Month2 Monthd Month4 Month5  Month6 Total  Chart
Revenue P 29 & 999 § 9.99 § 999 ¢ 929 $ 999 % 999 N\
Cost of Goods Sold N
Gross Margin l l l l l l l ~
Expenses
Bonus $2777779.99  $777777999  $777777999 $7777779.99 % 929 4 9299 $ 9.99 N\
Commission A
Marketing
Research and Development l l J l l l l N
Support, General, and Administrative N
Total Expenses % 29 § 999 & 9.99 6 999 $7 29 099 $22777779.99 /N~
Operatirlg Income B 29 $ 999 § 999 $ 999 §$ 29 $ 999 § 9.99 AN\
Six-Month Financial Projection
Month 4 Month 5

%

Month ©
%

%

— Month 1

%
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With a solid understanding of the requirements document, an understanding of the
necessary decisions, and a sketch of the worksheet, the next step is to use Excel to create
the worksheet.

Table 3-1 Modern Music Shops Six-Month Financial Projections Data
and What-If Assumptions

Projected Monthly Total Sales Revenues

July $3,113,612.16
August 7,962,235.53
September 5,112,268.58
October 2,924,627.87
November 7,630,534.65
December 3,424,270.23
Bonus $200,000.00
Commission 5.75%
Margin 57.50%
Marketing 15.00%
Research and Development 7.50%
Sales Revenue for Bonus $3,500,000.00
Support, General, and Administrative 18.75%

To Start Excel

If you are using a computer to step through the project in this chapter and you want
your screens to match the figures in this book, you should change your screen’s resolution
to 1024 X 768. For information about how to change a computer’s resolution, refer to the
Introduction to Office 2010 and Windows 7 chapter at the beginning of this book.

The following steps, which assume Windows 7 is running, start Excel based on a
typical installation. You may need to ask your instructor how to start Excel for your com-
puter. For a detailed example of the procedure summarized below, refer to the Office 2010
and Windows 7 chapter at the beginning of this book.

Click the Start button on the Windows 7 taskbar to display the Start menu.

Type Microsoft Excel asthe search textin the ‘Search programs and files’ text
box, and watch the search results appear on the Start menu.

Click Microsoft Excel 2010 in the search results on the Start menu to start Excel and display
a new blank workbook in the Excel window.

© © 00

If the Excel window is not maximized, click the Maximize button next to the Close button
on its title bar to maximize the window.
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For an introduction
to Windows 7 and
instruction about
how to perform basic
Windows 7 tasks, read
the Office 2010 and
Windows 7 chapter at
the beginning of this
book, where you can
learn how to resize
windows, change
screen resolution,
create folders, move
and rename files, use
Windows Help, and
much more.
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For an introduction
to Office 2010 and
instruction about
how to perform
basic tasks in Office
2010 programs, read
the Office 2010 and
Windows 7 chapter
at the beginning of
this book, where you
can learn how to start
a program, use the
Ribbon, save a file,
open a file, quit a
program, use Help,
and much more.

The Ribbon and Screen
Resolution

Excel may change how
the groups and buttons
within the groups appear
on the Ribbon, depending
on the computer’s screen
resolution. Thus, your
Ribbon may look different
from the ones in this book
if you are using a screen
resolution other than
1024 x 768.

BTWs
For a complete Plan
list of the BTWs Ahead

found in the
margins of

this book, visit
the Excel 2010
BTW Web page
(scsite.com/
ex2010/btw).

To Enter the Worksheet Titles, Change Document Properties,
Apply a Theme, and Save the Workbook

The worksheet contains two titles, initially in cells A8 and A9. In the previous
chapters, titles were centered across the worksheet. With large worksheets that extend
beyond the size of a window, it is best to enter titles left-aligned as shown in the sketch of
the worksheet in Figure 3-3a because the worksheet prints with the title on the first page
if the worksheet requires multiple pages, and the user more easily finds the worksheet
title when necessary. The following steps enter the worksheet titles, change the workbook
theme to Opulent, change document properties, and then save the workbook.

Select cell A8 and then type Modern Music Shops asthe worksheet title.

Select cell A9 and then type Six-Month Financial Projection asthe
worksheet subtitle and then press the ENTER key to enter the worksheet subtitle.

Change the document properties as specified by your instructor.
Apply the Opulent theme to the workbook.

With a USB flash drive connected to one of the computer’s USB ports, click the Save
button on the Quick Access Toolbar to display the Save As dialog box.

Type Modern Music Shops Six-Month Financial Projection in
the File name text box to change the file name. Do not press the ENTER key after typing
the file name because you do not want to close the dialog box at this time.

Navigate to the desired save location (in this case, the Excel folder in the CIS 101 folder
[or your class folder] on the USB flash drive).

@0 © 600 00

Click the Save button (Save As dialog box) to save the document in the selected folder
on the selected drive with the entered file name.

Rotating Text and Using the Fill
Handle to Create a Series

The data on the worksheet, including month names and the What-If Assumptions section,
now can be added to the worksheet.

Plan the layout of the worksheet.

Excel allows you to rotate text in a cell. Rotated text often provides a strong visual appeal.
Rotated text also allows you to fit more text into a smaller column width. Chapters 1 and 2
used the fill handle to copy a cell or a range of cells to adjacent cells. The fill handle also
allows creation of a series of numbers, dates, or month names automatically. Using the fill
handle in this way eliminates the need to type in such data, saving time and eliminating
typographical errors.
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To Rotate Text and Use the Fill Handle to Create a Series of Month Names

The design of the worksheet calls specifically for only six months of data. Because there always will be only six
months of data in the worksheet, the months should be placed across the top of the worksheet as column headings
rather than as row headings. The data for the worksheet includes more data items regarding each month than there
are months, and, possibly, more expense categories could be added in the future. A proper layout, therefore, includes
placing each month as column headings.

When you first enter text, its angle is zero degrees (0°), and it reads from left to right in a cell. Excel allows
you to rotate text in a cell counterclockwise by entering a number between 1° and 90°.

The following steps enter the month name, July, in cell B10; format cell B10 (including rotating the text); and
then use the fill handle to enter the remaining month names in the range C10:G10.

o Home tab active

o If necessary, select the
Home tab and then

m
S
[
i
Q.
@©
<
Y
©
v
x
wl

FagE Lt Fo

select cell B10 because B it elm s
this c_eII will include g Wi "
the first month name e |
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1 il # .
e Type July asthe 2 ———"— =] .
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Figure 3-4
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12)

o Click the 45° point

-
] ]
in the Orientation - It Fagw Lt LIS B
area (Format Cells F et Lo = - r“ W o = .:.
dialog box) to move ; g o *
. E e
the Text hand in the A=A T
Orientation area K12 = &
to the 45° point | 1
and to display a 1 :
new orientation in £ e ] 1ouere L
| e ] ¥ | 1
the Degrees box - e Gl v | :
(Figure 3-5). " #i T Es e -/ :
J Wit B e
B M M Thigs e L
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E el -;
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= OK button
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1]
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2
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Figure 3-5

13)

e Click the OK button
to rotate the text in
the active cell and
automatically increase
the height of the
current row to best fit
the rotated text.

e Point to the fill handle
on the lower-right
corner of cell B10 to
display the crosshair
mouse pointer in

text in cell B10
rotated 45°

Modern Musk: Thops
SteaMonth Financil Frojection

4 height of row 10 automatically
preparation of filling i \5}"* -— chtantgzdttotbest fit to display
. =il rotated tex

the month series T
(Figure 3-6). 12

13 crosshair mouse

pointer pointing
T} to fill handle
|

Figure 3-6
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e Drag the fill handle to
the right to select the
range to fill, C10:G10
in this case. Do not
release the mouse
button (Figure 3-7).

(5]

® Release the mouse
button to create a
month name series
in the selected range
and copy the format
of the selected cell to
the selected range.

e Click the Auto Fill
Options button
below the lower-right
corner of the fill area
to display the Auto
Fill Options menu
(Figure 3-8).

What if | do not want
to copy the format of

cell B10 during the
auto fill operation?

Q&A

In addition to creating
a series of values,
dragging the fill
handle instructs Excel
to copy the format of
cell B10 to the range
C10:G10. With some
fill operations, you
may not want to copy
the formats of the
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source cell or range to the destination cell or range. If this is the case, click the Auto Fill
Options button after the range fills and then select the option you desire on the Auto Fill
Options menu (Figure 3-8).
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16/

e Click the Auto Fill Options button to hide the Auto Fill Options menu.

o Select cell H10, type Total, and then pressthe RIGHT ARROW key to enter a column

heading.

e Type Chart in cell 110 and then press the RIGHT ARROW key to enter a column heading.

g Why is the word Total automatically formatted with a 45° rotation?
©O'| Excel tries to save you time by automatically recognizing the adjacent cell format in cell G10
and applying it to cell H10. Such behavior also occurs when typing the column heading in
cell 110.
Other Ways
1. Enter start month in cell, 2. Enter start month in cell,
apply formatting, right- apply formatting, select
drag fill handle in direction range, click Fill button
to fill, click Fill Months on (Home tab | Editing group),
shortcut menu click Series, click AutoFill
S| Rotating Textina Cell | Jgjng the Auto Fill Options Menu
BlIn Excel, you use the
Alignment sheet of the As shown in Figure 3-8 on the previous page, Fill Series is the default option that
Format Cells dialog box, Excel uses to fill an area, which means it fills the destination area with a series, using the
as shown in Figure 3-5 on f . th If h th . he A Fill Opdi
page 146, to position data same formatting a§ e squrce area. If you choose another opthn 0r} the Auto F1 Ptlons
in a cell by centering, left-  menu, then Excel immediately changes the contents of the destination range. Following
aligning, or right-aligning;  the use of the fill handle, the Auto Fill Options button remains active until you begin the
indenting; aligning atthe eyt Fxcel operation. Table 3—2 summarizes the options on the Auto Fill Options menu.
top, bottom, or center;
and rotating. If you enter
90 in the Degrees box in Table 3-2 Options Available on the Auto Fill Options Menu
the Orientation area, the
text will appear vertically Auto Fill Option Description
and read from bottom to
top in the cell. Copy Cells Fill destination area with contents using format of source area. Do not create a series.
Fill Series Fill destination area with series using format of source area. This option is the default.
Fill Formatting Only Fill destination area using format of source area. No content is copied unless fill
is series.
Fill Without Formatting Fill destination area with contents, without the formatting of source area.
= | The Mighty Fill Handle Fill Months Fill destination area with series of months using format of source area. Same as Fill
E If you drag the fill handle Series and shows as an option only if source area contains a month.

to the left or up, Excel
will decrement the series
rather than increment
the series. To copy a
word, such as January

or Monday, which Excel
might interpret as the
start of a series, hold
down the CTRL key while
you drag the fill handle to
a destination area. If you
drag the fill handle back
into the middle of a cell,
Excel erases the contents
of the cell.

You can use the fill handle to create a series longer than the one shown in
Figure 3-8. If you drag the fill handle past cell G10 in Step 4, Excel continues to
increment the months and logically will repeat July, August, and so on, if you extend the
range far enough to the right.

You can create several different types of series using the fill handle. Table 3-3
illustrates several examples. Notice in examples 4 through 7, 9, and 11 that, if you use
the fill handle to create a series of numbers or nonsequential months, you must enter
the first item in the series in one cell and the second item in the series in an adjacent cell.
Excel still creates the series, however, if the first two items are in a range and the cells
between the items are empty. Next, select both cells and drag the fill handle through
the destination area.
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Table 3-3 Examples of Series Using the Fill Handle E
[

Example Contents of Cell(s) Copied

Using the Fill Handle
4:00

Qtr2

Quarter 1
22-Jul, 22-Sep
2012, 2013

1,2

625, 600

Mon

Sunday, Tuesday
4th Section
—205, —208

1

A8\.0OO\IChU'I-bUUI\J

=

To Increase Column Widths

Next Three Values of Extended Series

5:00, 6:00, 7:00

Qtr3, Qtr4, Qtr1

Quarter 2, Quarter 3, Quarter 4
22-Nov, 22-Jan, 22-Mar

2014, 2015, 2016

3,4,5

575, 550, 525

Tue, Wed, Thu

Thursday, Saturday, Monday
5Sth Section, 6th Section, 7th Section
=211, =214, =217

Excel Chapter 3 EX 149

Custom Fill Sequences
You can create your own
custom lists for use with the
fill handle. For example, if
you often type in the same
list of products or names
into Excel, you can create

a custom fill sequence.

You then can type the

first product or name and
then use the fill handle
automatically to fill in the
remaining products or
names. To create a custom
fill sequence, open the
Excel Options dialog box by
clicking the Options button
in the Backstage view. Click
the Advanced tab (Excel
Options dialog box) and
then click the Edit Custom
Lists button (Excel Options
dialog box).

In Chapter 2, you increased column widths after the values were entered into the worksheet. Sometimes,
you may want to increase the column widths before you enter the values and, if necessary, adjust them later. The

following steps increase the column widths.

e Move the mouse
pointer to the

il 1]

Hame i Padie Ligeiuk UET TP TE fipeea e

boundary between " — e — =
column heading A et s h TR B e
and column heading B g | B E- S A FERRE B ¢-% + WA
so that the mouse mbadnl . Srrprud=d - Hunht
pointer changes to [ A0 it 36,00 4] et |
a split double arrow A Ao B L i i
in preparation of i
adjusting the column 2 T
widths. E split double arrow

i mouse pointer

e Drag the mouse 5

pointer to the right .
until the ScreenTip ?
displays the desired B Medem Musie: Shog

& _E-r\-'-?-'.l.:l"J'r Financ sl Projection

column width, Width:
36.00 (293 pixels)

in this case. Do not

release the mouse 5§

_iyi

& =4=""fw&¢§ eﬁﬁﬁfﬁﬁi

J

button (Figure 3-9). IL::

13
14

proposed width
of column A

5

1

17

18

1%

20

Z

HOAE N Shettl Sl
Baady |

Howt: T

f

Simiddizngl P
FarmaSing « 3¢ Eekds ~ Tove) v

=

i |

el

Figure 3-9
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12)

o Release the mouse button to change

the width of the column.

o Click column heading B to select
the column and then drag through
column heading G to select the

range in which to change the widths.

e Move the mouse pointer to the

boundary between column headings

B and C in preparation of resizing
column B, and then drag the mouse to the right until the ScreenTip displays the desired
width, Width: 14.88 (124 pixels) in this case. Do not release the mouse button (Figure 3-10).

(3

o Release the mouse button to change the width of the selected columns.

proposed width of

columns B through F

—_—

Columns B through

split double arrow
mouse pointer

Figure 3-10

o |f necessary, scroll the worksheet so that column H is visible and then use the technique
described in Step 1 to increase the width of column H to 16.00.

To Enter Row Titles

Excel allows you to indent text in cells. Often, indentation sets off titles, such as row titles, from other titles to
create a hierarchy, such as you may find in a table of contents in a book. The following steps enter the row titles in
column A and indent several of the row titles.

o If necessary, scroll the worksheet
so that column A and row 23 are
visible and then enter the row titles
in the range A11:A23 but without
the indents (Figure 3—11).

e Select cell A12 and then click the
Increase Indent button (Home tab |
Alignment group) to increase the
indentation of the text in the

selected cell.

o Select the range A16:A20 indented
and then click the Increase | o titles
Indent button (Home tab |
Alignment group) to increase
the indentation of the text in the
selected range (Figure 3—-11).

12

e Select cell A1 to finish entering the

row titles and deselect the current cell.

Alignment
group

Decrease Indent

Increase
Indent button

(=

BN atTg

Frrgai i ol Dvsdiopemast
o SadeperL e T, i Babvvind 1 iivee

row titles

[LTES

. m e | -t

What happens when | click the Increase Indent button?

Figure 3-11

The Increase Indent button (Home tab | Alignment group) indents the contents of a cell to the right by three spaces each
time you click it. The Decrease Indent button decreases the indent by three spaces each time you click it.

Other Ways

1. To indent, right-click
range, click Format Cells
on shortcut menu, click
Alignment tab (Format

Cells dialog box), click Left
(Indent) in Horizontal list,
type number of spaces to
indent in Indent text box,

click OK button (Format

Cells dialog box)
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Copying a Range of Cells to a Nonadjacent
Destination Area
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The What-If Assumptions section should be placed in an area of the worksheet thatis =~ =/ Fitting Entries in a Cell

accessible easily yet does not impair the view of the main section of the worksheet. As & | An alternative to
increasing column widths

shown in Figure 3—3a on page EX 142, the What-If Assumptions should be placed above o :

k . . K K or row heights is to shrink
the calculations in the worksheet. Additionally, the row titles in the Expenses area are the characters in a cell
the same as the row titles in the What-If Assumptions table, with the exception of the to fit the current width
two additional entries in cells A4 (Margin) and A7 (Sales Revenue for Bonus). Hence, the of the column. To shrink
What-If Assumptions table row titles can be created by copying the range A16:A20 to fit, click Format Cells:

h hen i . y 7. 1 Lo 1 Alignment Dialog Box
to the range A2:A6 and then inserting two rows for the additiona entries in cells A4 Button Launcher (Home
and A7. The source area (range A16:A20) is not adjacent to the destination area (range tab | Alignment group),
A2:A6). The first two chapters used the fill handle to copy a source area to an adjacent and click Shrink to fit in

destination area. To copy a source area to a nonadjacent destination area, however, you the Text Fon_trc’l area.
After shrinking entries to

cannot use the fill h;‘mdle. ] ] fit in cells, consider using
A more versatile method of copying a source area is to use the Copy button and the Zoom slider on the

Paste button (Home tab | Clipboard group). You can use these two buttons to copy a status bar to make the

source area to an adjacent or nonadjacent destination area. entries more readable.

To Copy a Range of Cells to a Nonadjacent Destination Area

The Copy button copies the contents and format of the source area to the Office Clipboard, a reserved place
in the computer’s memory that allows you to collect text and graphics from an Office document and then paste
them into almost any other type of document. The Paste button copies the item from the Office Clipboard to the
destination area.

The following steps enter the what-if area row heading and use the Copy and Paste buttons to copy the range
A16:A20 to the nonadjacent range A2:A6.

(1) ==
o With cell A1 selected, type Paste - -

button
What-If Assumptions
as the new row title.

Halr et Fager Lipasat Fatoruli Gt B Whrw

O U ar GEFN . PE
o Select the range A16:A20 and then Facts RS O Er - A EEXER G- 3%« S commen
click the Copy button (Home tab | na P
Clipboard group) to copy the values , £
and formats of the selected range, a _.. 7 o
A16:A20 in this case, to the Office

Clipboard. H top cell of destination area

o Select cell A2, the top cell in the
destination area (Figure 3-12).

Why do | not need to select the f2 | Cost of Goodt Sokd

Q&A

. . . 136G R

entire destination area? Faruss Mergn
14
You are not required to select the 15 Expandes
entire destination area (range el Boem R —— i
L. . source area
A2:A6) before clicking the Paste 17 Cameniaies <—— surrounded by
marquee

button (Home tab | Clipboard 18
group). Excel needs to know only 1
the upper-left cell of the destination
area. In the case of a single column
range, such as A2:A6, the top cell

of the destination area (cell A2)

also is the upper-left cell of the Figure 3-12
destination area.

1 L3
' :
i ;
§ -
i
' arketing :
E Rassarch and Developmant -
-
) Suppodt, Gendral, andd Sdminitirathe o
Totad Exfuisiridd -
TEoH| Sl CEwWel?  Sheetd T 1
b i b e el g BN TR 81 chea ik Faste
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Paste button Home tab

12)

e Click the Paste button (Home tab | /o o Py g S P ST
Clipboard group) to copy the

iwt  Fage laveid Fpamvall [ [T dr

BTW

values and formats of the last item Ry noe g Bl (| e F !
. . Fols i |
placed on the Office Clipboard, i - A- N W E® S 5% 0 S Condmm Lyt
range A16:A20 in this case, to the ' z - e st
destination area, A2:A6 in this case ar = b Besn
(Figure 3—-13). I i I I 0
. . . I Wl Asiiamnpien
< | What if data already existed in the ; [‘:,L_
3 destination area? | e —_——
i destination area
When you complete a copy, 4 1 Mrkaling ~— ;
h |y d ? ) pyh . Hakar e i range A2:A6
the Ya u_es and formats in the _ i SOt Canarsl, and Ledmiizientivg
destination area are replaced with 7 e Paste Options
the values and formats of the B |Modsm Wani Thops button
source area. Any data contained Bt It Voot
in the destination area prior to o P
the copy and paste is lost. If you Wy . ,_ﬁé ._IA"& &
accidentally delete valuable data, 11 | Ravems
immediately click the Undo button 12| Contof Good 5ok
on the Quick Access Toolbar. - it
e
e It Do .
I7: ton ]
e Press the EsC key to remove the e | source arearange
sl i~ A16:A20
marquee from the source area and 19 Bainasch and Davelooimad :
disable the Paste button (Home tab | M Suppert, Genein, ind bamisklrte 3
. M | Torsd Exps
Clipboard group). vy "u-.'--u W e Y i
ik destwmpte Eed proo BT g deesin Prin
Figure 3-13
Other Ways
1. Right-click source area, click while holding down CTRL
Copy on shortcut menu, key, drag source area to
right-click destination destination area
area, click Paste icon on 3. Select source area, press
shortcut menu CTRL+C, select destination
2. Select source area and area, press CTRL+V
point on border of range;
&A H H
gehs . Using the Paste Options Menu
For a complete list of the
Q&As found in many of After you click the Paste button, Excel immediately displays the Paste Options
the step-by-step sequences  1,tton a5 shown in Figure 3—13. If you click the Paste Options button arrow and
in this book, visit the Excel 1 . the P Obti 1l E | difies th
2010 Q&A Web page select 2.1n option on the Paste .ptlons gallery, Exce mf) ifies the I.IlOSt rec.ent paste
(scsite.com/ex2010/qa). operation based on your selection. Table 3 -4 summarizes the options available on the

Paste Options gallery. When the Paste Options button is visible, you can use shortcut
keys to access the paste commands available in the Paste Options gallery. Additionally,
you can use combinations of the options in the Paste Options gallery to customize your
paste operation. That is, after clicking one of the icons in the Paste Options gallery,
you can open the gallery again to further adjust your paste operation. The Paste button
(Home tab | Clipboard group) includes an arrow that, when clicked, displays the same
options as does the Paste Options button arrow.
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Table 3-4 Options Available in the Paste Options Gallery

Paste Option Paste Option

[o]}]
j Paste
Formulas
I
- Formulas & Number
k- :
Ju Formatting
= Keep Source
3 Formatting
No Borders
i Keep Source
.l Column Widths
._ﬂ'j Transpose
2% Values
3 Values & Number
e Formatting
123 Values & Source
e Formatting
) Formatting
"y
- Paste Link
(]
tﬁ Picture
"_: Linked Pictures

What-If Analysis, Charting, and Working with Large Worksheets

Shortcut

Key

CTRL+P
CTRL+F
CTRL+0O
CTRL+K
CTRL+B
CTRL+W
CTRL+T
CTRL+V
CTRL+A
CTRL+E

CTRL+R

CTRL+N

CTRL+U

CTRL+1

Description

Copy contents and format of source area. This option is
the default.

Copy formulas from the source area, but not the
contents and format.

Copy formulas and format for numbers and formulas
of source area, but not the contents.

Copy contents, format, and styles of source area.

Copy contents and format of source area, but not any
borders.

Copy contents and format of source area. Change
destination column widths to source column widths.

Copy the contents and format of the source area, but
transpose, or swap, the rows and columns.

Copy contents of source area, but not the formatting
for formulas.

Copy contents and format of source area for numbers
or formulas, but use format of destination area for text.

Copy contents and formatting of source area, but not
the formula.

Copy format of source area, but not the contents.

Copy contents and format and link cells so that
a change to the cells in source area updates the
corresponding cells in destination area.

Copy an image of the source area as a picture.

Copy an image of the source area as a picture so that
a change to the cells in source area updates the picture
in destination area.

An alternative to clicking the Paste button is to press the ENTER key. The ENTER key
completes the paste operation, removes the marquee from the source area, and disables
the Paste button so that you cannot paste the copied source area to other destination
areas. The ENTER key was not used in the previous set of steps so that the capabilities of
the Paste Options button could be discussed. The Paste Options button does not appear
on the screen when you use the ENTER key to complete the paste operation.

Using Drag and Drop to Move or Copy Cells

You also can use the mouse to move or copy cells. First, you select the source area
and point to the border of the cell or range. You know you are pointing to the border of
the cell or range when the mouse pointer changes to a block arrow. To move the selected
cell or cells, drag the selection to the destination area. To copy a selection, hold down the
ctrL key while dragging the selection to the destination area. You know Excel is in copy
mode when a small plus sign appears next to the block arrow mouse pointer. Be sure to
release the mouse button before you release the cTrL key. Using the mouse to move or

copy cells is called drag and drop.
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Copying and Pasting
from Other Programs
If you have data you
need in Excel, but the
data is stored in another
program, copying and
pasting likely will help
you. You might need to
experiment before you
are successful because
Excel might attempt to
copy formatting or other
information that you did
not intend to paste from
the other program. Using
the various Paste buttons
likely will solve most of
such problems.
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Move It or Copy It
Contrary to popular belief,
move and copy operations
are not the same. When
you move a cell, the data
in the original location is
cleared and the format

of the cell is reset to the
default. When you copy a
cell, the data and format
of the copy area remains
intact. In short, you should
copy cells to duplicate
entries and move cells to
rearrange entries.
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Cutting

When you cut a cell or
range of cells using the Cut
command on a shortcut
menu or Cut button (Home
tab | Clipboard group), Excel
copies the cells to the Office
Clipboard, but does not
remove the cells from the
source area until you paste
the cells in the destination
area by either clicking

the Paste button (Home

tab | Clipboard group) or
pressing the ENTER key.
When you complete the
paste, Excel clears the cell’s
or range of cell’s entries
and their formats from the
source area.

To Insert a Row

Using Cut and Paste to Move Cells

Another way to move cells is to select them, click the Cut button (Home tab |
Clipboard group) (Figure 3—12 on page EX 151) to remove them from the worksheet and
copy them to the Office Clipboard, select the destination area, and then click the Paste
button (Home tab | Clipboard group) or press the ENTER key. You also can use the Cut
command on the shortcut menu, instead of the Cut button.

Inserting and Deleting Cells in a Worksheet

At any time while the worksheet is on the screen, you can insert cells to enter new data or
delete cells to remove unwanted data. You can insert or delete individual cells; a range of
cells, rows, columns; or entire worksheets.

According to the sketch of the worksheet in Figure 3—3a on page EX 142, two rows must be inserted in the
What-If Assumptions table, one between Commission and Marketing for the Margin assumption and another
between Research and Development and Support, General, and Administrative for the Sales Revenue for Bonus
assumption. The following steps insert the new rows into the worksheet.

e Right-click row
heading 4, the row
below where you
want to insert a row,
to display the shortcut
menu and the Mini
toolbar (Figure 3-14).

-

Lith

:‘. Tappuchet MG L R aF RN PJ.E I%' ‘:.n:
I B lr U : -.l‘. ﬂ.. .- ' . I.t =: ﬂ. 1 : ‘\- X .ﬂ’; .1 I'\.'..:-I'I ill.l'\-l-:' r.-‘..
T | - & Warketing
i 4 0 £
~-| Baptasche + 11 A 5 -% ¢ H
s Mini toolbar
2 ot E - A- g T Minitooar |
al - - |
e i
. ORI L
Rl ooy
l. i g |, ared Aedrndnditrathie
1 <—‘ shortcut menu
B 5
]
I L
, -
' 2 & \ﬂjﬁ
. FEr -k
o cewce S o 2
T 2N "
12 b "
14 L
15 Expensas
I | Eaewut
7 Corenkdion
MErK NG

Rasaiah & Devalapiedit

Figure 3-14
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12)

e Click Insert on the shortcut menu to
insert a new row in the worksheet

tvn Roatw  Wiew
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] Fagrt Lt Fatemdal
by shifting the selected row and all = - ; w
. Tepbychatbds =il A" 5" o g ¥ o A = r
rows below it down one row. iy ¢
i ¥ | | R v EE W E® E # SR
e Select cell A4 in the new row and upbaare Pk n|  igrmant | kgl
then enter Margin toentera i - (S5 iat ] Merge

new row title (Figure 3-15). W i [ [ | i ] 1]

What-IT Assumgt
Bt row title Margin
entered in new row
o
. ~ 0
| Margin | I<—| Excel inserts new row

Markaling
Fartganch &

What is the resulting format of the
new row?

Q&A

]
2
The cells in the new row inherit the 3
formats of the cells in the row above 03
[
7
g

them. You can change this behavior
by clicking the Insert Options
button that appears immediately
below the inserted row. Following
the insertion of a row, the Insert Figure 3-15
Options button allows you to select

from the following options: (1) ‘Format Same As Above’; (2) ‘Format Same As Below’; and
(3) Clear Formatting. The ‘Format Same as Above’ option is the default. The Insert Options
button remains active until you begin the next Excel operation. Excel does not display the
Insert Options button if the initial row does not contain any formatted data.

(3

o Right-click row heading 7 to display
a shortcut menu and then click
Insert on the shortcut menu to insert
a new row in the worksheet.

original row 4 |
shifted down
one row

e Select cell A7 in the new row and

then enter Sales Revenue for T v (%M %% ] Galus Ravenus for Bons
Bonus to enter a new row title T i T B 0
(Figure 3-16). B Whatdf Assumgtions '
< | What would happen if cells in 2| Boras
g the shifted rows were included in = Comenigion —
row title >ales
formulas? 4 ﬁ'.'drt.‘l"- Revenue for Bonus
. . = | Marketing entered in new row
If the rows that shift down include B | Ruseneeh sevd Daveloprant
cell references in formulas located in | Soker Réverns for Bonug® |<—| Excel inserts new row
the worksheet, Excel automatically B Support, General, and EOminttrathe
would adjust the cell references in 9 \
the formulas to their new locations. W Wi Marske Sl original row 7 shifted
. . . down one row
Thus, in Step 2, if a formula in the T aeeln Prodection |
worksheet references a cell in row 7 Figure 3-16

before the insert, then Excel adjusts
the cell reference in the formula to
row 8 after the insert.

Other Ways

1. Insert (Home tab | Cells
group), click Insert
Sheet Rows

2. Press CTRL+ SHIFT + PLUS
SIGN, click Entire row,
click OK button
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Inserting Multiple
Rows

If you want to insert
multiple rows, you have
two choices. You can insert
a single row by using the
Insert command on the
shortcut menu and then
repeatedly press F4 to
continue inserting rows.
Alternatively, you can select
any number of existing
rows to choose the number
of rows that you want to
insert. For instance, if you
want to insert five rows,
select five existing rows in
the worksheet, right-click
the rows, and then click

Insert on the shortcut menu.

Dragging Ranges

You can move and insert
a selected cell or range
between existing cells by
holding down the SHIFT
key while you drag the
selection to the gridline
where you want to insert
the selected cell or range.
You also can copy and
insert by holding down
the CTRL+SHIFT keys while
you drag the selection to
the desired gridline.

Ranges and Undo

The incorrect use of
copying, deleting,
inserting, and moving
ranges of cells have

the potential to render

a worksheet useless.
Carefully review the
results of these actions
before continuing on to
the next task. If you are
not sure the result of the
action is correct, click the
Undo button on the Quick

Access Toolbar.

Inserting Columns

You insert columns into a worksheet in the same way you insert rows. To insert
columns, select one or more columns immediately to the right of where you want Excel
to insert the new column or columns. Select the number of columns you want to insert.
Next, click the Insert button arrow (Home tab | Cells group) and then click Insert Sheet
Columns in the Insert list or right-click the selected column(s), then click Insert on the
shortcut menu. The Insert command on the shortcut menu requires that you select an
entire column (or columns) to insert a column (or columns). Following the insertion
of a column, Excel displays the Insert Options button, which allows you to modify the
insertion in a fashion similar to that discussed earlier when inserting rows.

Inserting Single Cells or a Range of Cells

The Insert command on the shortcut menu or the Insert Cells command on the
Insert list of the Insert button (Home tab | Cells group) allows you to insert a single cell
or a range of cells. You should be aware that if you shift a single cell or a range of cells,
however, it no longer lines up with its associated cells. To ensure that the values in the
worksheet do not get out of order, spreadsheet experts recommend that you insert only
entire rows or entire columns. When you insert a single cell or a range of cells, Excel
displays the Insert Options button so that you can change the format of the inserted cell,
using options similar to those for inserting rows and columns.

Deleting Columns and Rows

The Delete button (Home tab | Cells group) or the Delete command on the
shortcut menu removes cells (including the data and format) from the worksheet. Deleting
cells is not the same as clearing cells. The Clear command, described in Chapter 1 on page
EX 52, clears the data from the cells, but the cells remain in the worksheet. The Delete
command removes the cells from the worksheet and shifts the remaining rows up (when
you delete rows) or shifts the remaining columns to the left (when you delete columns).
If formulas located in other cells reference cells in the deleted row or column, Excel does
not adjust these cell references. Excel displays the error message #REF! in those cells to
indicate a cell reference error. For example, if cell A7 contains the formula =A4+AS5 and
you delete row 5, Excel assigns the formula =A4+#REF! to cell A6 (originally cell A7) and
displays the error message #REF! in cell A6. Excel also displays an Error Options button
when you select the cell containing the error message #REF!, which allows you to select
options to determine the nature of the problem.

To Enter Numbers with Format Symbols

The next step in creating the Six-Month Financial Projection worksheet is to enter the what-if assumptions
values in the range B2:B8. The numbers in the table can be entered and then formatted as in Chapters 1 and 2, or each
one can be entered with format symbols. When a number is entered with a format symbol, Excel immediately displays
it with the assigned format. Valid format symbols include the dollar sign (§), comma (;), and percent sign (%).

If you enter a whole number, it appears without any decimal places. If you enter a number with one or more
decimal places and a format symbol, Excel displays the number with two decimal places. Table 3 -5 illustrates several
examples of numbers entered with format symbols. The number in parentheses in column 4 indicates the number of

decimal places.
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Table 3-5 Numbers Entered with Format Symbols g
Y
Format Symbol Typed in Formula Bar Displays in Cell Comparable Format ]
A
374,149 374,149 Comma(0) I
5,833.6 5,833.60 Comma(2)
$ $58917 $58,917 Currency(0)
$842.51 $842.51 Currency(2)
$63,574.9 $63,574.90 Currency(2)
% 85% 85% Percent(0)
12.80% 12.80% Percent(2)
68.4222% 68.2242% Percent(4)

The following step enters the numbers in the What-If Assumptions table with format symbols.

e Enter 200,000.00 in

cellB2, 5.75% in cell B3, A e =
. [r— ! P — B Peinewt .
57.50% incellB4, 15.00% - A - @ - B R B g
. . L ) " . N R R e N #'-I'IEI""" 3 | —
incellB5, 7.50% in cell B6, r ey e i ] —
3,500,000.00 incellB7, and - . S
18.75% in cell B8 to display o - _ 2 2 L -
the entries using formats based B 3en{ cOMMajandidecimal 0 000
. ~| entered with number u my decimal and percent sign
on the format symbols entered - 4 ins‘;ructs fchllt ; .] entered with number
i i _ = 0 Tormat cell to ke instructs Excel to format
with the numbers (Figure 3-17). 3 :n Comma style with ; ..I1J e o s
L «4 two decimal places ) XA two decimal places
T LT TIIF L e ]
[ ] DT, e, =) B JLTTE

i
M0 Mashem Moz CRegn

T e B e i o b L

Figure 3-17
Other Ways
1. Right-click range, click list, [select desired dialog box), click category
Format Cells on shortcut format], click OK button in Category list, [select
menu, click Number tab (Format Cells dialog box) desired format], click
(Format Cells dialog box), 2. Press CTRL+ 1, click OK button (Format Cells
click category in Category Number tab (Format Cells dialog box)

To Freeze Column and Row Titles

Freezing worksheet titles is a useful technique for viewing large worksheets that extend beyond the window.
Normally, when you scroll down or to the right, the column titles in row 12 and the row titles in column A that
define the numbers no longer appear on the screen. This makes it difficult to remember what the numbers in these
rows and columns represent. To alleviate this problem, Excel allows you to freeze the titles, so that Excel displays
the titles on the screen, no matter how far down or to the right you scroll.

The steps on the following page use the Freeze Panes button (View tab | Window group) to freeze the work-
sheet title and column titles in rows 10, 11, and 12, and the row titles in column A.
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e Scroll the worksheet to ensure that
Excel displays row 10 as the first row
and column A on the screen.

Select cell B13 to select the cell on
which to freeze panes.

Display the View tab and then click
the Freeze Panes button (View
tab | Window group) to display
the Freeze Panes gallery

arting, and Working with Large Worksheets

& e '.': - |i‘| i pnden - S tpin
- Ny [= [T e —

room 1% Tommds | o
b i m‘ﬂﬂh’ﬂ—l - a1 =
— | —T— ¢ Freeze Panes TR
]-_: angs rosmo mred indaimii ] COMMand r

By rwey ] iweiy T TR

B I ] gy Frems lopem F
] o He L re ool bl b oy argns
Freeze Panes gallery
dirq s Bl o phamn

g Do vr il Do sy rioiosd

(Figure 3-18).
Why should | ensure that

titles and to the
right of row titles
to freeze

cell below column

py e
0 o E
=

Q&A

row 10 is the first row
displayed?

Before freezing the titles, it is
important that Excel display the first
row that you want frozen as the
first row displayed. For example,

if cell B13 was selected while
displaying row 1, then Excel would
freeze the what-if assumptions and

the view of your important data before

12)

e Click Freeze Panes in the Freeze
Panes gallery to freeze rows and
columns to the left and above
the selected cell, column A and
rows 10 through 12 in this case
(Figure 3-19).

What happens

Figure 3-18
only show a few rows of data in the Six-Month Financial Project area of the worksheet.

To ensure that you can view as much data as possible, always scroll to a row that maximizes
freezing panes.

— — — ¥ fa ] Fresm e

row titles in column A
] L 1 will remain on the oy ] e B e r.ll

b screen when scrolling

Fri ¥ right ERFwEE B ¥-% ¢« 9

———l . Bl 5 e i e
Bl - 5
— Y =
[ ) | £ ]

B0 Asde s M Thogd

prpbnn  Pommm
Vormaing = 51 Tyii = Uhgyy

Q&A

after | click the
Freeze Panes
command?

column titles in first
twelve rows will
remain on the screen
when scrolling down

A1 | Shc-oervih & rsnc iad Feo e bon

Excel displays

a thin black line on the right side

of column A, indicating the split
between the frozen row titles

in column A and the rest of the
worksheet. It also displays a thin
black line below row 12, indicating
the split between the frozen column
titles in rows 10 through 12 and the
rest of the worksheet (Figure 3-19).

V3 Firviras
M Lot of Goodr Dok
LERD AT

thin black lines indicate
border of frozen rows
IT Espanses and columns

i Bonm

I Commision
X earkgnieg
21 Fictamach snd Diwimant

g8 bt Geneosl ire] bbbl
Tars Exiarrisd

Figure 3-19
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To Enter the Projected Monthly Sales

The following steps enter the projected revenue, listed earlier in Table 3—1 on page
EX 143, in row 13 and compute the projected six-month revenue in cell H13.

o If necessary, display the Home tab.

= | Freezing Titles
'E If you want to freeze only
9 Enter 3113612.16 incell B13, 7962235.53 in cell C13, 5112268.58 in cell column headings, select
D13, 2924627.87 incellE13, 7630534.65 incellF13,and 3424270.23 in the appropriate cell in
cell G13. column A before you click
the Freeze Panes button
9 Select cell H13 and then click the Sum button (Home tab | Editing group) twice to create a (View tab | Window
sum in the selected cell (Figure 3-20). group). If you want to

freeze only row titles,
select the appropriate cell
in row 1 before you click
the Freeze Panes button
—TT — (View tab | Window

. . group). To freeze both

CDOLLLTZ?si'l.—g}eadnd i e column headings and row
o [ A M e active call S - ru B 5 ‘_ - titles, select the cell that
¥ Boro@-E %« | isin column H - 5 - % v S tercoses Femat O . is the intersection of the

column and row titles
before you click the Freeze
Panes button (View tab |
Window group).

Pahaiaslarey + 11 Rubde = Dke e e Aa
HL1 C & = "-'I‘!.-ll."

B Wk Wartie Shep
BT |t - marh £ mane i Prodecilon

& | Gross Margin
H ’ projected six-month sales ‘
17 Expanca
iE projected monthly sales
i srrere for last three months ; The Insert Options
W arkating - E Button
Ridasesh aid Davalegsmant — ;?‘V‘;ctr';':: frozen When you insert columns
; or rows, Excel displays the
Insert Options button only
if formats are assigned to
the leftmost column or top
Figure 3-20 row of the selection.

To Enter and Format the System Date

The sketch of the worksheet in Figure 3—3a on page EX 142 includes a date stamp on the right side of the
heading section. A date stamp shows the date a workbook, report, or other document was created or the period it
represents. In business, a report often is meaningless without a date stamp. For example, if a printout of the worksheet
in this chapter were distributed to the company’s analysts, the date stamp would show when the six-month projections
were made, as well as what period the report represents.

A simple way to create a date stamp is to use the NOW function to enter the system date tracked by your
computer in a cell in the worksheet. The NOW function is one of 22 date and time functions available in Excel.
When assigned to a cell, the NOW function returns a number that corresponds to the system date and time
beginning with December 31, 1899. For example, January 1, 1900 equals 1, January 2, 1900 equals 2, and so on.

Noon equals .5. Thus, noon on January 1, 1900 equals 1.5 and 6 P.M. on January 1, 1900 equals 1.75. If the computer’s
system date is set to the current date, which normally it is, then the date stamp is equivalent to the current date.

The steps on the following pages enter the NOW function and then change the format from mm/dd/yyyy
hh:mm to mm/dd/yyyy.
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e Select cell 111 and e e e e e e e

then click the Insert et Pagalarmd Pomamn Do Beses dew
Function box in the : T . : | T jremnt L~y

. i oo A& F A cert Function roam e r:.ﬁ E‘ ';‘ e < | - ir H
formula bar to display v M- 4 @ | dialogbox $e% 0 W Condseest lomat  Cm | o i i
the Insert Function % = et il Ltk S ]
dialog box. - 2 ) : .

i | r:,,_,_-. [~ i gr select a category [ T 1 e
. , . . 0X arrow
e Click the ‘Or select a P T PR
category’ box arrow r iy B Insert Function box Py 5 B by i) g s 1 s A £ I:I
. . inserts equal sign G
(Insert Function dialog in active cell and in T p—— ;
box) and then select formula bar d- \ T -:S"P
Date & Time in the ———
_a € Ime in E‘:" Date & Time | Lk
list to populate the 4 Tl e category
N . IEH M Tl Tl
Sglect a functlo_n list NOW fumction | NETwoSVIAT AL
with data and time selected T——————,
sirel}

functions. description of

LI T T I 1y P T N e e P -— .
selected function

e Scroll down in the
‘Select a function list’
and then click
NOW to select the
required function
(Figure 3-21).

4 Dl ideririvmminl
W, @ AT

OK button

Figure 3-21

12)

e Click the OK button
(Insert Function dialog

il k] =l Noa' o B = —— hﬂ ﬁ I.E.r i"-' : .. .}r 'ﬂ

X
4l
¥

box) to close the B- - B-A FEWER @ -5 0 M e bk G |-
Insert Function dialog et P _ " g *
box and display the . & =HCHAT) +—] f\jecl)lvl\}:cua::lt?::d -l sz/stem date l ] S)_IStem time |
Function Arguments & | E F G e T T e 4=
dialog box. rap RIBD- A
wc Ll e e Ly lar2rama 20
o Click the OK button N ‘ﬁf* o il
(Function Arguments & # oF Y e —
dialog box) to display [T Tamar e eXAHES  HMITD
the system date and ot Sk

time in the selected
cell, using the default
date and time format
mm/dd/yyyy hh:mm.

e Right-click cell 111
to display a shortcut
menu and Mini
toolbar (Figure 3-22).

Why does the date
appear with the
mm/dd/yyyy hh:mm
format?

Excel automatically formats the result of the NOW function as a date, using the date and
time format, mm/dd/yyyy hh:mm, where the first mm is the month, dd is the day of the
month, yyyy is the year, hh is the hour of the day, and mm is the minutes past the hour.

E £
H] KO Format Cells
command

e, ] Sl el

Q&A

Figure 3-22
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Format Cells
9 dialog box
e Click Format Cells on the shortcut
menu to display the Format Cells
dialog box.

Fowecat el _iI0
il

Fiw v, =i

| Number tab —r b | sgreart | vt | mese | M | s

m
S
[
i
Q.
@©
<
Y
©
v
x
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I

o If necessary, click the Number tab Caligiry
) . Geresal 2| [Benph Sample of syst
(Format Cells dialog box) to display e sl dzm:?e”smelr;ing
the Number sheet. s rik selected format
| Date category I > 1'::“1 15 20a 5

e Click Date in the Category list (Format L’;‘:“i“ T LE

Cells dialog box) to display the types :fﬂ - i

of date formats in the Type list. Scroll [ desired format type Hﬂ_. £

down in the Type list and then click == R e |

3/14/2001 to display a sample of the o —

Ergleh (1055 :I

data in the active cell, 111 in this
case, using the selected format in
the Sample area (Figure 3-23).

< | Why do the dates in the Type box
g show March 14, 2001 instead of the
current date?

The date March 14, 2001 is used as
a sample date in the Format cells
dialog box.

4]

e Click the OK button (Format Cells
dialog box) to display the system G
date in the format mm/dd/yyyy.

Caiw Formesd | deply date o] b e’ ra b 5 i e wiosr. [ s Pormap = besgn: relth
driternl |} nerignted B e ninional dabe i S deltFep Lhat o ipeied or the
et iyaber. Formals st sl o asbertil are s o] ol By iopor v sl soliings

Jll [oxeuon |—fpmti] [smal

Figure 3-23

Excel displays
i system date with
e Double-click the border between mm/dd/yyyy format

columns | and J to change the f@"

width of the column to best fit & .@?

(Figure 3-24). T T T R T T
How does Excel format a date?

Q&A

In Figure 3-24, the date is displayed
right-aligned in the cell because
Excel treats a date as a number formatted to display as a date. If you assign the General
format (Excel’s default format for numbers) to a date in a cell, the date is displayed as

a number with two decimal places. For example, if the system time and date is 9:00 AM
on November 13, 2012 and the cell containing the NOW function is assigned the General
format, then Excel displays the following number in the cell:

Figure 3-24

41226.375
et
Number of days since/ Time of day is 9:00 AM 22
December 31, 1899 (Portion of day complete) 1. Click Date & Time
(Formulas tab | Function
Library group), click
The whole number portion of the number (41226) represents the number of days since now
December 31, 1899. The decimal portion of the number (.375) represents 9:00 AM as the 2. Press CTRL+ SEMICOLON
time of day, at which point 37.5% of the day is complete. To assign the General format to (not a volatile date)
a cell, click General in the Category list in the Format Cells dialog box (Figure 3-23). 3. Press CTRL+SHIFT +#
to format date to
day-month-year

Break Point: If you wish to stop working through the chapter at this point, you can quit Excel now and then resume the
project at a later point in time by starting Excel, opening the file called Modern Music Shops Six-Month Financial Projection,
and continuing to follow the steps from this location forward.
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Your Age in Days

How many days have you
been alive? Enter today's
date (e.g., 12/5/2012) in
cell A1. Next, enter your
birth date (e.g., 6/22/1996)
in cell A2. Select cell A3
and enter the formula =
A1-A2. Format cell A3 to
the General style using the
Format Cells dialog box,
and cell A3 will display
your age in days.

Absolute Referencing
Absolute referencing is
one of the more difficult
worksheet concepts to
understand. One point to
keep in mind is that the
paste operation is the only
operation affected by an
absolute cell reference.
An absolute cell reference
instructs the paste
operation to keep the
same cell reference as it
copies a formula from one
cell to another.

Absolute versus Relative Addressing

The next sections describe the formulas and functions needed to complete the calculations
in the worksheet.

As you learned in Chapters 1 and 2, Excel modifies cell references when copying
formulas. While copying formulas, however, sometimes you do not want Excel to change
cell references. To keep a cell reference constant when copying a formula or function, Excel
uses a technique called absolute cell referencing. To specify an absolute cell reference in a
formula, enter a dollar sign (§) before any column letters or row numbers you want to keep
constant in formulas you plan to copy. For example, $B$4 is an absolute cell reference,
whereas B4 is a relative cell reference. Both reference the same cell. The difference
becomes apparent when they are copied to a destination area. A formula using the absolute
cell reference $B$4 instructs Excel to keep the cell reference B4 constant (absolute) in the
formula as it copies it to the destination area. A formula using the relative cell reference
B4 instructs Excel to adjust the cell reference as it copies it to the destination area. A cell
reference with only one dollar sign before either the column or the row is called a mixed
cell reference. When planning formulas, be aware of when you need to use absolute,
relative, and mixed cell references. Table 3 -6 gives some additional examples of each of
these types of cell references.

Table 3-6 Examples of Absolute, Relative, and Mixed Cell References

Cell Reference Type of Reference Meaning

$B$4 Both column and row references remain the same when you

copy this cell, because the cell references are absolute.

Absolute cell reference

B$4 This cell reference is mixed. The column reference changes when
you copy this cell to another column because it is relative. The

row reference does not change because it is absolute.

Mixed reference

This cell reference is mixed. The column reference does not
change because it is absolute. The row reference changes when
you copy this cell reference to another row because it is relative.

$B4 Mixed reference

Both column and row references are relative. When copied to
another cell, both the column and row in the cell reference are
adjusted to reflect the new location.

Relative cell reference

The next step is to enter the formulas that calculate the following values for July:
cost of goods sold (cell B14), gross margin (cell B15), expenses (range B18:B22), total
expenses (cell B23), and the operating income (cell B25). The formulas are based on the
projected monthly revenue in cell B13 and the assumptions in the range B2:B8.

To Enter a Formula Containing Absolute Cell References

The formulas for each column (month) are the same, except for the reference to the projected monthly revenue
in row 13, which varies according to the month (B13 for July, C13 for August, and so on). Thus, the formulas for
July can be entered in column B and then copied to columns C through G. Table 3-7 shows the formulas for deter-
mining the July cost of goods sold, gross margin, expenses, total expenses, and operating income in column B.

Pronertv of Cenaaade | earnina



What-If Analysis, Charting, and Working with Large Worksheets Excel Chapter 3 EX 163

m
£
()]
o

Table 3-7 Formulas for Determining Cost of Goods Sold, Margin, Expenses, Total Expenses, g

and Operating Income for July ]

] o

Cell Row Title Formula Comment ]
1]

B14 Cost of Goods Sold =B13 * (1 —B4) Revenue times (1 minus Margin %)

B15 Gross Margin =B13-B14 Revenue minus Cost of Goods Sold

B18 Bonus =IF(B13 >= B7, B2, 0) Bonus equals value in B2 or 0

B19 Commission =B13 * B3 Revenue times Commission %

B20 Marketing =B13 * B5 Revenue times Marketing %

B21 Research and Development =B13 * B6 Revenue times Research and

Development %
B22 Support, General, and =B13 * B8 Revenue times Support, General,
Administrative and Administrative %
B23 Total Expenses =SUM(B18:B22) Sum of July Expenses
B25 Operating Income =B15-B23 Gross Margin minus Total Expenses

As the formulas are entered as shown in Table 3—7 in column B for July and then copied to columns C
through G (August through December) in the worksheet, Excel will adjust the cell references for each column
automatically. Thus, after the copy, the August Commission expense in cell C19 would be =C13 * C3. While the cell
reference C13 (February Revenue) is correct, the cell reference C3 references an empty cell. The formula for cell
C7 should read =C13 * B3, rather than =C13 * C3, because B3 references the Commission % value in the What-If
Assumptions table. In this instance, a way is needed to keep a cell reference in a formula the same, or constant, when
it is copied.

The following steps enter the cost of goods formula = B13*(1 — $B$4) in cell B14 using Point mode. To enter
an absolute cell reference, you can type the dollar sign (§) as part of the cell reference or enter it by pressing ¥4 with
the insertion point in or to the right of the cell reference to change it to absolute.

® Press CTRL+HOME to select cell B13
and then click cell B14 to show cell
B13 and to select the cell in which to
enter the first formula.

Type = (equalsign), select cell B13, — : oy 3 fmpeary /
type * (1-b4 to continue entering s . ——

& | )
the formula, and then press F4 to L T Tpra— [

[Re—

Fyga L ]

i | formula appears f - o

in formula bar

&]

e

change the most recently typed cell B | Sic-Month Emanc il Frojection

reference, in this case cell b4, from a -

relative cell reference to an absolute ; *""’ .ﬁ!‘? .GP'.

cell reference. Type ) to complete -:F_ ,‘P - S b — e -
) 3 | Farvoriss 5 TEAFAD| k] R110ed. =

the formula (Figure 3-25). W Cout of Gosds Tows o

Is an absolute reference required in §25 ot Mgin

cell $B$4 is absolute

Q&A

cell B13 is relative

this formula?

IT Expanses
No, because a mixed cell reference —
could have been used. The formula Figure 3-25

in cell B14 will be copied across

columns, rather than down rows. So, the formula entered in cell B14 in Step 1 could have been
entered as =B13*(1-$B4), rather than =B13*(1-$B$4). That is, the formula could have included
the mixed cell reference $B4, rather than the absolute cell reference $B$4. When you copy a
formula across columns, the row does not change anyway. The key is to ensure that column B
remains constant as you copy the formula across columns. To change the absolute cell
reference to a mixed cell reference, continue to press the F4 key until you achieve the desired
cell reference.

Pronertv of Cenaaade | earnina



EX 164 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

12)

o Click the Enter box in the formula
bar to display the result, 1323285.168,
instead of the formula in B14
(Figure 3-26).

3

e Click cell B15 to select the cell in
which to enter the next formula,
type = (equalsign), click cell B13,
type — (minus sign), and then click
cell B14 to add a reference to the
cell to the formula.

e Click the Enter box in the formula
bar to display the result in the
selected cell, in this case gross
margin for July, 1790326.992, in
cell B15 (Figure 3-27).

of goods sold

projected July cost

formula assigned
to cell B14 appears
in formula bar

Figure 3-26

formula appears
in formula bar

active cell shows
result of formula

BTW

Figure 3-27

Logical Operators

in IF Functions

IF functions can use logical
operators, such as AND,
OR, and NOT. For example,
the three IF functions
=IF(AND(A1>C1, B1<C2),
"OK", “Not OK") and
=IF(OR(K5>J5, C3<K®6),
"OK", “Not OK") and
=IF(NOT(B10<C10), “OK",
“Not OK") use logical
operators. In the first
example, both logical
tests must be true for

the value_if_true OK to

be assigned to the cell.

In the second example,
one or the other logical
tests must be true for the
value_if_true OK to be
assigned to the cell. In the
third example, the logical
test B10<C10 must be false

for the value_if_true OK to

be assigned to the cell.

Making Decisions — The IF Function

According to the Request for New Workbook in Figure 3-2 on page EX 140, if the
projected July revenue in cell B13 is greater than or equal to the sales revenue for bonus
in cell B7 (3,500,000.00), then the July bonus value in cell B18 is equal to the bonus
value in cell B2 (200,000.00); otherwise, cell B18 is equal to 0. One way to assign the
July bonus value in cell B18 is to check to see if the revenue in cell B13 equals or exceeds
the sales revenue for the bonus amount in cell B7 and, if so, then to enter 200,000.00 in
cell B18. You can use this manual process for all six months by checking the values for the
corresponding months.

Because the data in the worksheet changes each time a report is prepared or the
figures are adjusted, however, it is preferable to have Excel assign the monthly bonus
to the entries in the appropriate cells automatically. To do so, cell B18 must include a
formula or function that displays 200,000.00 or 0.00 (zero), depending on whether the
projected July revenue in cell B13 is greater than, equal to, or less than the sales revenue
for bonus value in cell B7.

The IF function is useful when you want to assign a value to a cell based on a
logical test. For example, using the IF function, cell B18 can be assigned the following
IF function:

=IF(B13>=$B$7, $B$2, 0)

logical_test value_if true value_if false
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The IF function instructs Excel that, if the projected July revenue in cell B13 is greater
than or equal to the sales revenue for bonus value in cell B7, then Excel should display the
value 200000 in cell B2, in cell B18. If the projected July revenue in cell B13 is less than the
sales revenue for bonus value in cell B7, then Excel displays a 0 (zero) in cell B18.

The general form of the IF function is:

m
S
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©
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=IF(logical_test, value_if_true, value_if_false)

The argument, logical_test, is made up of two expressions and a comparison
operator. Each expression can be a cell reference, a number, text, a function, or a formula.
Valid comparison operators, their meaning, and examples of their use in IF functions are
shown in Table 3—8. The argument, value_if_true, is the value you want Excel to display
in the cell when the logical test is true. The argument, value_if_false, is the value you want
Excel to display in the cell when the logical test is false.

Table 3-8 Comparison Operators

Comparison Meaning Example

Operator

= Equal to =IF(B12 = 200, F3 * H4, E10 + F3)

< Less than =IF(G56 * Q56 < D12, $M$10, B9 A 5)
> Greater than =IF(MIN(A12:A52) > 75, 0, 1)

>= Greater than or equal to =IF($T$9 >= B7, P3 - H12, 1000)

= Less than or equal to =IF(C9 * G2 <= 99, $T35, 350 * C9)
<> Not equal to =IF(G15 <> 1, "No”,"Yes")

To Enter an IF Function

The following steps assign the IF function =IF(B13>=$B$7,$B$2,0) to cell B18. This IF function determines
whether or not the worksheet assigns a bonus for July.

e Click cell B18 to select
the cell for the next

W T . . Pt |
formula. i i b - A ™ mw et Function [ h ﬁ ?ﬁ" - ety - | }-r ﬂ'
= »-4: ® my dialogbox Rt i Toam = [ e :-..’."f'
e Click the Insert s F l -
Function box in the By == R = - : ¥
B (B P T - - i
formula bar to display —i 8 & ' £
_ BT T T N | Samek b g b
the Insert Function {1 1he-saonth Fimarc tal B roection T e T et g -
H - ‘Or select a
dlalog box. o g | g .4— category’ }‘k ‘F!
. P : box arrow
e Click the ‘Or select a i o e &
, [ —— :':;ll | R p et N L |
category’ box arrow W o of oot 5] I function ||
f H " " lected =
(Insert Function dialog 13| s Mange se u
box) and then select el g -
! . : Epriiidrl | Pagm d pret ssker @ irer vske d Laur) description
Logical in the list to i por =] S st s s e e kP s e of selected
) |' p——- iy | i f t
populate the ‘Select [y - Comeniicing anction
LE} Farndt g
a function’ list with B ion o e
logic functions. I Sppor, Genersl, wndl Baminkmiie :d“'l' =
g4 | T-obll Ksiemai
e Click IF in the ‘Select a o
i .. o - Cpsdptiosy oo
function list’ to select I
the required function i

(Figure 3-28).
Figure 3-28
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12)

e Click the OK button

(Insert Function dialog

box) to display the
Function Arguments
dialog box.

e Type bl3>=$bs7

in the Logical test box
to enter a logical test

for the IF function.

e Type $b$2 inthe
Value_if_true box to
enter the result of
the IF function if the
logical test is true.

e Type 0 inthe
Value_if_false box
to enter the result of
the IF function if the
logical test is false
(Figure 3-29).

(3)

e Click the OK button
(Function Arguments
dialog box) to insert
the IF function in
the selected cell
(Figure 3-30).

Q&A

- ' , "~ | Function Arguments | i
v v +| dialog box b .

L %] E ¥ =

W owr K ool (R AT AT v
A | ] i
IF function to be [P —— b13>=$b$7 entered [N
assigned to cell B18 [l / in Logical test box
=

- Vgl il 1 psio! N~ fa current values ‘ig
E $b$2 entered in st el ‘% = pumn s—— of expressions F
L Value_if_true box > displayed
TR ——— Vil s | il - play Leet ML ]
W Catn ol Geods Sokd -

[ iy ] s v sk D, el e sl | RIS

1% Gengu Wargie

L [
0 entered in Wl o hales 0 s P w vet L e R F et S

" e
LENLE ] Value_if_false box
1B Bevas
TR T e~ T
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£ I-| r. ;1- -ﬂ,;u-ﬁ-'.': :5:| |-'; 1)

3 | B c o E

b Mcdem Muske O

- - | IF function assigned
IT Ste-Manzh Financ

to cell B18

3] .""ﬁ

13 Bgvanug 1281218 Pk T S0 Tl 9204
1 Cost of Good Sold VIFEEES 16E
15 Gross Margin TS0, 92

I Eopansad value of 0 assigned to cell

TRE | B18 because value in cell B13
B Borus I:'] * (3113612.16) is less than the

13 Correndssion value in cell B7 (3,500,000.00)

Figure 3-30

Why is the value 0 displayed in cell B18?
The value that Excel displays in cell B18 depends on the values assigned to cells B13, B2, and

B7. For example, if the value for July revenue in cell B13 is increased above 3,500,000.00,
then the IF function in cell B18 will cause Excel to display 200,000.00. If you change the sales
revenue for bonus in cell B7 from 3,500,000.00 to another number and the value in cell B13
is greater than or equal to the value in cell B7, it will change the results in cell B18 as well.

Other Ways

1. Click Logical button
(Formulas tab | Function
Library group), click IF

Pronertv of Cenaaade | earnina



What-If Analysis, Charting, and Working with Large Worksheets Excel Chapter 3 EX 167

™
]
4
To Enter the Remaining July Formulas 2 | Replacing a Formula o
E with a Constant 5
The July commission expense in cell B19 is equal to the revenue in cell B13 times By doing the following, —
S .. %). Th I keti . 1B20; you can replace a formula 8
the commission assumption in cell B3 (5.75%). The July marketing expense in ce is with its result so that <
equal to the projected July revenue in cell B13 times the marketing assumption in cell BS the cell value remains -
(15.00%). Similar formulas determine the remaining July expenses in cells B21 and B22. constant: (1) click the cell
The total expenses value in cell B23 is equal to the sum of the expenses in the range ‘F";':)hr ?I‘i‘z:‘i’r:’::;a;;f;s[aess
B18:B22.The opel.‘ating income in cell B25 is equal to the gross margin in cell B15 minus bar: (3) press F9 to display
the total expenses in cell B23. The formulas are short, and therefore, they are typed in the the value in the formula
following steps, rather than entered using Point mode. bar; and (4) press the
ENTER key.

o Select cell B19. Type =b13*$b$3 and then press the DOWN ARROW key to enter the
formula in the selected cell. Type =b13*$b$5 and then press the DOWN ARROW key
to enter the formula in the selected cell. Type =b13*$b$6 and then press the DOWN
ARROW key to enter the formula in the selected cell. Type =b13*$b$8 and then press
the DOWN ARROW key to enter the formula in the selected cell.

With cell B23 selected, click the Sum button (Home tab | Editing group) twice to insert a
SUM function in the selected cell. Select cell B25 to prepare to enter the next formula.
Type =b1l5-b23 and then press the ENTER key to enter the formula in the selected cell.

Press CTRL+ACCENT MARK (*) to display the formulas version of the worksheet (Figure 3-31).

o0 O

When you are finished viewing the formulas version, press CTRL+ACCENT MARK () to display
the values version of the worksheet.

Why should | view the formulas version of the worksheet?

Q&A

Viewing the formulas version (Figure 3-31) of the worksheet allows you to check the
formulas assigned to the range B14:B25. Recall that formulas were entered in lowercase.
You can see that Excel converts all the formulas from lowercase to uppercase.

af" vr"é
112612, 1% TREIIR. 53
£ 12515054
=813:814
=IF 21 32=5057,3852,0 in formulas version,
B 13EREY r<— Excel displays
= formulas for July
=512 CR5S
=B 135850
itstrathae o o i
=5LME 1 B=B22)
i -1EE
t} P
| |
, L = i
[ s - *
Figure 3-31
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To Copy Formulas with Absolute Cell References Using the Fill Handle

The following steps use the fill handle to copy the July formulas in column B to the other five months in
columns C through G.

e Select the range

Q&A

Q&A

B14:B25 and then 15 [ ¥ j
point to the fill handle 13 Fueiria | __anminae  reenmas SUITMESE 2
in the lower-right B Coon of Goodi ol
corner of the selected :: f5ron Macgin
cell, B25 in this o -
. BT |Expances
case, to display the W Bors
crosshair mouse |  Comemiiion B source area
pointer (Figure 3-32). &) Markating Is B14:825
_EI_- Ratparch sned Davalopmant
a3 Support, Genarl, snd Samieds bratie
21 | Fatsl Dupaeriin
M
5 | Op=srating ncoeme
b
17
78
£ | mouse pointer
changes to
+1:. b W Cheed] Sheely  Sweil 3 cross hair N
’H-i- : . — - e g 1lI-u|ll.-_!hn:l D w s pi ] | T S g -
Figure 3-32
e Drag the fill handle to
the right to copy the = Tt Puelaed bemdi et R e -
formulas from the e oo gy ™k R Gy rn L ; = D8 j'r H
i B L.
source area, B14:B25 FREE S DA BB W E CEIECE | WA e e e | Bt | s
in this case, to the o ' - | D (September) r - ey
. . Nl = B sl LR do not appear =
destination area, -- - - - - - - - o = | - <
C14:G25 in this case, 30! Modam Muric Thops | ! !
and dlsplay the 11 k-t § iraer b B e R T3
calculated amounts ﬁ.\ !f‘ f
and Auto Fill Options 13 ; b, & o
button (Figure 3-33). 15| Reearom IR BT FANeTTH TR, M T ETE TLT
(Fig ) 4 Coinod Gono| B14:B25 copied N T Y
What happens to gl B PN D O ==
the formulas after 5. .
]
performmg the copy ‘5 B4 projected December expenses "“: e ey
i " 17| based on projected December 5] 152 ATETRS M Toeairy;
operation? =y revenue (cell G4) and P TR R TPFLE LR LR
Because the formulas i Pa assumptions in range B2:B8 AMT I T R AR, DT
. T TR I P p—— SERNYTre  MEDTACMT | e, e
in the range B14:B25 Ry S e
X3 T ooyl Evsaled LI ST B e A}
use absolute cell ET
references, the B | e aeg bt o 0 P O O e B |
. i ~—— Auto Fill
formulas still refer to 1 Options button ————__|
the current values in Fi 3_33
the Assumptions table igure 3-
when the formulas are copied to the range C14:G25.
What happened to columns B, C, and D?
As shown in Figure 3-33, as the fill handle is dragged to the right, columns B, C, and D no
longer appear on the screen because column A now acts just as the row numbers do in that
columns scrolled off of the visible portion of the worksheet disappear behind column A. Column A,
however, remains on the screen, because the row titles were frozen earlier in this chapter.
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To Determine Row Totals in Nonadjacent Cells

BTW

The following steps determine the row totals in column H. To determine the row
totals using the Sum button, select only the cells in column H containing numbers in
adjacent cells to the left. If, for example, you select the range H14:H25, Excel will display
Os as the sum of empty rows in cells H16, H17, and H24.

Select the range H14:H15. While holding down the CTRL key, select the range H18:H23 and
cell H25, as shown in Figure 3-34.

Click the Sum button (Home tab | Editing group) to display the row totals in the selected
ranges (Figure 3-34).

8 ol S '
& [} i £ ey -
Editing group

Wl W Eepe

Excel Chapter 3 EX 169

Error Messages

When Excel cannot
calculate a formula, it
displays an error message
in a cell. These error
messages always begin
with a number sign (#).
The more commonly
occurring error messages
are as follows: #DIV/0!
(tries to divide by zero);
#NAME? (uses a name
Excel does not recognize);
#N/A (refers to a value
not available); #NULL!
(specifies an invalid
intersection of two areas);
#NUM! (uses a number
incorrectly); #REF (refers
to a cell that is not valid);
#VALUE! (uses an incorrect
argument or operand);
and ##### (refers to

cells not wide enough to
display entire entry).

11 ke it 1 iraere A B o i ! T
5
# rd
PN A A Y
12 Farewiuey TaslIT o7 TR, SN, T o BT 0T )
ANE O ol Gatd Sold e B EE, T 248004 A hFo-HF 0]
15 G s mhTgee el Had1.0T] AZETIAT AT | e B LR L N
18 . .
projected six-month
17 Expraiiahl cost of goods sold,
1IN o i JHC AL gross margin,
[ [ T LT i STRTES 24 | i BT FLEL S M expenses by category,
| warkeing A28 1A T4, 158 o] e, 5 AR, and operating income
il Estwivh el Devaiiprnant & i R LR i, I inAs 11T
BT | R Genea a0 BTN e el T HIOTTM L ] Talad 1% 44|
33 Toeal Exparrat (REFLELN 1 i T Teira o0 TR P00
b,
T ot pHeg T I O A0 0, 1 e % A T A

Figure 3-34

To Unfreeze the Worksheet Titles and Save the Workbook

All the text, data, and formulas have been entered into the worksheet. The following
steps unfreeze the titles to allow you to work with the worksheet without frozen rows and
columns, and save the workbook using its current file name, Modern Music Shops Six-Month
Financial Projection.

Press CTRL+HOME to select cell B13 and view the upper-left corner of the screen.

Display the View tab and then click the Freeze Panes button (View tab | Window group)
to display the Freeze Panes gallery.

Click Unfreeze Panes in the Freeze Panes gallery to unfreeze the frozen columns and rows.

00 OO0

Display the Home tab and then click the Save button on the Quick Access Toolbar to save
the workbook.

Why does pressing CTRL+HOME select cell B13?

Q&A

When the titles are frozen and you press CTRL+HOME, Excel selects the upper-left cell of
the unfrozen section of the worksheet. For example, in Step 1 of the previous steps, Excel
selected cell B13. When the titles are unfrozen, pressing CTRL+HOME selects cell A1.
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Using IFERROR

Similar to the IF function,
the IFERROR function
checks a formula for
correctness. For example,
=IFERROR(formula, “Error
Message"”) examines the
formula argument. If an
error appears (such as
#N/A), Excel displays the
Error Message text in the
cell instead of the Excel

#N/A error.

Nested Forms of the IF Function

A nested IF function is one in which the action to be taken for the true or false
case includes yet another IF function. The second IF function is considered to be nested,
or layered, within the first. Study the nested IF function below, which determines the
eligibility of a student to go on a field trip. The school permits the student to attend the
field trip if the student’s age is at least 14 and the student has provided a signed permis-
sion form. Assume the following in this example: (1) the nested IF function is assigned
to cell L9, which instructs Excel to display one of three messages in the cell; (2) cell L7
contains a student’s age; and (3) cell L8 contains a Y or N, based on whether the person
provided a signed permission form.

=IF(L7>=14, IF(L8="Y","Allowed","Can Travel, but No Permission"),""Too Young to Travel")

The nested IF function instructs Excel to display one, and only one, of the
following three messages in cell L9: (1) Allowed; or (2) Can Travel, but No Permission;
or (3) Too Young to Travel.

You can nest IF functions as deep as you want, but after you get beyond a nest of
three IF functions, the logic becomes difficult to follow and alternative solutions, such as
the use of multiple cells and simple IF functions, should be considered.

Adding and Formatting Sparkline Charts

Sometimes you may want to condense a range of data into a small chart in order to show
a trend or variation in the range. Excel’s standard charts may be too large or extensive for
your needs. An Excel Sparkline chart provides a simple way to show trends and variations
in a range of data within a single cell. Excel includes three types of Sparkline charts: Line,
Column, and Win/Loss. Because they exist in only one cell, you should use Sparkline
charts to convey succinct, eye-catching summaries of the data they represent.

To Add a Sparkline Chart to the Worksheet

Each of the rows of monthly data, including those containing formulas, provides useful information easily
summarized by a Line Sparkline chart. A Line Sparkline chart is a good choice because it shows trends over the
six-month period for each row of data.

The following steps add a Line Sparkline chart to cell I13 and then use the fill handle to create Line Sparkline
charts in the range 114:125 that represent the monthly data in rows 13 through 25.

e Scroll the worksheet
so that both columns B
and | are displayed on
the screen.

e Select cell 113 to
prepare to insert a
Sparkline chart in
the cell.

e Display the Insert
tab and then click
Line (Insert tab |
Sparklines group) to
display the Create
Sparklines dialog box
(Figure 3-35).

Insert tab

Line button
N

L
Sparklines group

Create Sparklines

dialog box
¢ e Ty
: e : r—, Data Range box
"‘ A F, C— /_
A - #F 7 -
7 Ly -' (P50 U i Tl i "'” | i
E Al 3 "../| Collapse Dialog | |
d 3 i) i RS - - Box button
VPR AT A P il ke e
e 2 . Cell 113 selected
s '_' Cell 113 is default location / ~ o al LT
- Lk 1 for Sparkline chart ' g .

Figure 3-35
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12)

e Drag through the
range B13:G13 to
select the range. Do il = e
not release the mouse = :
(Figure 3-36). I -~ o TP -

What happened to : (] £ I | Create Sparklines ¥ (5] " | T
the Create Sparklines dialog box collapsed
dialog box?

m
S
[
]
Q.
@©
<
Y
©
v
x
L

Q&A

n Expand Dialog
Box button

When a dialog box o .
. T2 '|'|"J| T = £

includes a Collapse U T T || 3 ;:;3:;‘31613 m|
Dialog Box button i Biabi LI,
(Figure 3-35), : e, Fie a0, k%
selecting cells or a 1)

range collapses the L. - . S L ;

dialog box so that Figure 3-36

only the current text

box is displayed. Once the selection is made, the dialog box expands back to its original size.

You also can click the Collapse Dialog Box button to make your selection and then click the

Expand Dialog Box button (Figure 3-36) to expand the dialog box.

13)

® Release the mouse

Sparkline Tools
contextual tab

button to insert Fupelpat e . te
the selected range, = - - Mt o -.J"\,.-'"‘ ‘“"\-"ﬁ v'\._.-"h L :, sl ©
B13:G13 in this case, e | . . e i =
in the Data Range B - = :
[TT] = B -
text box. -- - -
B E B i ¥ | More button I H =
f =]
e Click the OK button T di 3 mnd
(Create Sparklines V‘-‘f @-i'" i ‘r‘f

. . .
dialog box) toinserta | ""P o \aﬁP » # o
Line Sparkllne chart in 11 Ik SF AT I Y & | e A8 gk T B T ST Biharag, ¥ v [ P
the selected cell and L FA2I2ES. 14 IEEAL HTIMT 1MBERER IMIITIN WSS, B8 SETI N1
d. | th S kl - | xR TR AL ST 4 18 Ml 100" ATESIES AN 15RERS, TR e b5 S ]

Isplay € Sparkiine Ll Line Sparkline
Tools contextual tab 1) chart inserted
(Figure 3-37) T: 0 e 0000 0 " ] sy incell 13

’ 1 Il et TR R T FERURT R b R B TR, S LERER TR
: ] SN B0 AnkeiEis 13 Yeadah, JRT SUTRA, BRaata T ko SR ISE
b DTN Tl EMRHE. MR WSO IR LinTa AT
a5 o e | ATV, BE PRS0, TN B Y S [ B LLE e R o LR ] S 15,44
< 1 CrliCr 7 08 e

Figure 3-37

To Format and Copy the Sparkline Chart

Just as with standard charts, Excel provides formatting options for Sparkline charts. Sparkline chart formatting
is restricted greatly as compared to standard charts. As shown in Figure 3—37, the Show group (Sparkline Tools
Design tab) allows you to highlight various points in the chart. Markers provide a point on the chart for each cell
represented in the chart. The Style group (Sparkline Tools Design tab) allows you to specify the style and color for
the parts of a Sparkline chart.

The steps on the following page format the Sparkline chart in cell 113 using the Style 13 Sparkline chart style.
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o

e Click the More button

(Sparkline Tools

Ea Brirwt Errilgn
Design tab | Style = ot ok T i - ]
grOUp) to dlSp|ay o gk 1 Lupt Poink |\f’\£- NII\ N'\ \f\l."r\ ‘J\J‘III\ \f{\illllr\ E :'.I:
H ]
the Style gallery gatir bodrns [ pwheni | B R T
(Figure 3-38). s ] . ] -
\.  f -\._.-' 1““3*&1%% h—T
. [hire wal i oy Ty — e
Sparkline Style Accent 1, | H'Ill;:'r;?:l'l"ﬂf 9‘“‘-':" ! L] | 1‘_:"'
(no dark or light) ——— J,l"‘\ ‘\.'h\-,l'lll.‘ R i -
Sparkline style \"ﬁ\u Y i | :
AF A2

(2)

Q&A

e Click Sparkline Style
Accent 1, (no dark

& Rl o
or light) in the Styles . — T Z ;
gallery to apply the K& ®eige- & e : -ﬁi - B ;...:,..‘...,. . ; ﬁ? 3
style tothe Sparkline  P-A BB W SR B 5% 0 WA Toe wew w5 R s
chart in the selected . Augrevard . Hsme L | T Labi B
cell, 113 in this case. ‘ =
e Point to the fill handle 2 E 5 _ i | 3 | =
in cell 113 and then A1 T3013
drag through cell = "
125 to copy the Line
Sparkline chart. gﬁf‘ JQF j f .;ﬁ* G‘P
o Select cell 127 .53 5112248, 58 TYIAEZT BT TS L5 TFAIT0. 2 WIETHN02
. A ZATITI4.147 1247966845  IWMINTI.E26  1455314.848 1221206, 33 [~
(Figure 3-39). o 41 2039564434 1661661005  4IETEAT.424 1068995382 17346340, 69 1
Why do Sparkline
charts not appear in
cells 116, 117, and 124? 0000 0 200 o e00000]
543 TAI0AS.443d 16E16A. 1025 4IETES. AN 1968959 LineSparkline (634,069
Excel does not draw .33 TS0 2B ATBEWLIB0S 1344580.198 S13ed0.d Sen R HEREdy
Sparkline charts if A648  I8M0,1435 DIOMT.0NG  STIWO.00RE JS4EN T3 ez TR T Pt
the range for the 9,162 G8SA0 JSBE S4BT TINe M7 4T 42006681 565615, 441 1
Sparkline chart AN eioTes 393 PEMATS 0N TTRATST 2Be 1600 08 {a77e7aE 04 ] o~
contains no data. In
this case the ranges TAE TSRO0 IOTOES.9264 ADI206,1383  I59548,3742 567592647
B16:G16, B17:G17,
and B24:G24 do not
contain data, so Excel

draws no Sparkline
chart. If you add data

Wb

.

&

Sparkline Style
5 gallery

oA
A3

JATETI&. 147

Fearenslar Bt

TS 434 M M

‘.I'itw

Figure 3-38

T NAVARAVAR VAR VAR AV VAR T vaway
w"'h,r"ﬁ \.,-\r,.f‘ v,\vf‘ : 534069

Rl

1208, 33

Figure 3-39

to cells in those ranges, then Excel automatically would draw Line Sparkline charts for the
rows to which you added data because the Sparkline charts were defined for cells 116, 117,
and 124 by the drag operation.
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Formatting the Worksheet

The worksheet created thus far shows the financial projections for the six-month
period, from July to December. Its appearance is uninteresting, however, even though
some minimal formatting (formatting assumptions numbers, changing the column
widths, formatting the date, and formatting the Sparkline chart) was performed earlier.
This section will complete the formatting of the worksheet to make the numbers
easier to read and to emphasize the titles, assumptions, categories, and totals as shown
in Figure 3-40.

Plan
Ahead

Identify how to format various elements of the worksheet.

A worksheet, such as the one presented in this chapter, should be formatted in the following
manner: (1) format the numbers; (2) format the worksheet title, column titles, row titles,
and total rows; and (3) format an assumptions table. Numbers in heading rows and total
rows should be formatted with a currency symbol. Other dollar amounts should be format-
ted with a Comma style. An assumptions table should be diminished in its formatting so
that it does not distract from the main calculations and data in the worksheet. Assigning
the data in an assumptions table a smaller font size would set it apart from other data
formatted with a larger font size.

Hase Faiendas ity

Fage L

ol . i = 2l e VN 1 [
I 1 | Jdl Pagn Break Faww . E—— 3 | [§ 4 a Window =1 ip m‘ "'h.'_ o
L=l -I"_ird_h-\.-, A ey = Ampngs s ™ Higy . .
o - Disgim . 1M% Leainl L enilsly LS
i 14'P°".“ italic P B Frchedr | B Havchngs 'r‘f"—l:i I #renee Parses - W IRYoR Wiindoen T =
underlined font <2 — e Arpidria BT
v Is ranges A10:111 and i
A1:B8 have purple i -F
: background 5 1 . r . 'ﬂ

Kl O A e

Perms -
font in range

A2:B8 is 8-point

[T T

Mk
Bacrmh apd Brmlepma
Bokiss Bamrasas fas Bass

Brwwr=i. Lerrisl, med Sfmeyirirr—r

E-FL- 3 R R SN

Modern Music Shops

— .

LUl 512 S vt (g rajection
= height of rows
10 through 12
are best fit ,\_q!’:‘ P,

.I_-\fld'I ¥ it ,;CQ"-‘ ‘l'* ql-"' '\.".:‘ o -’f'

11

11 _ ST STAEIAE  DLUEDGLE  DATMATIAT  SRAI0NIEE . SRMDMITOEY BN AT SO0

L R RS RIFRTMLE A S SOATRIR 1 48E % 13 431 08, 5%

1§ I SEATLAN  GRANSAA] LR 4P ST 58, I 2, L

4

L1

L] B OO E00E0.00 lclency shyle 00 S0 SE0L

i TR ST i iy T v =#,%4.| with floating Toe B 54 s TR TR
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H FET R H1 BT IGT 4 T AL T 73,050 10 TG 3T 3,367 Sig 1B
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Figure 3-40
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To Assign Formats to Nonadjacent Ranges

The numbers in the range B13:H25 are to be formatted as follows:

1. Assign the Currency style with a floating dollar sign to rows 13, 15, 18, 23, and 25.
2. Assign a Comma style to rows 14 and 19 through 22.

The following steps assign formats to the numbers in rows 13 through 25.

Q&A

Q&A

Select the range
B13:H13 as the first
range to format.

While holding down
the CTRL key, select
the nonadjacent
ranges B15:H15,
B18:H18, B23:H23, and
B25:H25, and then
release the CTRL key
to select nonadjacent
ranges.

Click the Format Cells:
Number Dialog Box
Launcher (Home tab |
Number group) to
display the Format
Cells dialog box.

Click Currency in the
Category list (Format
Cells dialog box), if
necessary select 2 in
the Decimal places
box, if necessary click $
in the Symbol list to
ensure a dollar sign
shows in the cells to
be formatted, and

| RS

[ e s

Trebgaiart W7 o = R oy
o A

B

EiRk AwA LY b e
132395, 1l T30,
T, Pl ALPEIESAD
L JEED

[, r TEIE, I
460041824 [RR 2% o x
AP0 AT EGS A0
WSO, TaWI0I%, 148
14E33w, 1S FIF0,ET

oE o e

Bopdy |

Sl - TPl

)

Pl

Dwm

el T L &

L™ -
T [ovinte - a.

n =%

Ggsnaiteghil _Toiman. CH

Currency style to appear
with two decimal places,
dollar sign, and negative
numbers in parentheses

gty Fortedts s ol b et d Sl iy AL L B Todd T Fotenl i dlgh Ol

i i ol
OK button

.I
'\."

Joarnge ITAFHASH  Counk 78 . S ENCHSLE | 0 OO BN 2800 |

Figure 3-41

click the black font color ($1,234.10) in the Negative numbers list to prepare the desired
Currency style for the selected ranges (Figure 3-41).

Why was the particular style chosen for the negative numbers?

In accounting, negative numbers often are shown with parentheses surrounding the value
rather than with a negative sign preceding the value. Thus, the format (1,234.10) in the
Negative numbers list was clicked. The data being used in this chapter contains no negative
numbers. You must select a format for negative numbers, however, and you must be
consistent if you are choosing different formats in a column; otherwise, the decimal points

may not line up.

Why is the Format Cells dialog box used to create the format for the ranges in this step?

The requirements for this worksheet call for a floating dollar sign. To assign a Currency style
with a floating dollar sign, use the Format Cells dialog box rather than the Accounting Style
button (Home tab | Number group), which assigns a fixed dollar sign.
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12)

e Click the OK button

(Format Cells dialog
box) to close the
Format Cells dialog
box and apply the i 1, g
desired format to the v Sata L 7
selected ranges. Comma style format
j ‘H IS same as previous I
A @ tyle, but ||
e Select the range IR EE"" Timipdtn e wlijtrtzzrt:ctydso)lllaer si;n
B14:H14 as the next 13 51156 0e 57,2080 —y ek symbol
range to format A AT BT 3:::
9 : iy /{'4,:'*:-:-.3.:».@ 54,579,785 43
e While holding down g‘;;‘f‘ﬂj‘::;’ange‘
the CTRL key' select B19:H22 selected b0 N0
the range B19:H22, o NIRRT - v
and then release the f'.'l | Hl?ﬂll-h:"!; E;;‘:;:‘H:_H n:;"_:‘:-:::’lﬂﬂ“'?l e Pty v ee Secntry Foreat) b g el
CTRL key to select 1; 1 A s -OK button
. 13 HEI0T.IE 145798, 142
nonadjacent ranges. 33| S1AGLISRTY  5354F. 29070 ’
vg II i |
e Click the Format Cells: ;-rl e ] CATE 0L, T3
Number Dialog Box

Launcher (Home tab |
Number group) to
display the Format Cells dialog box.

Figure 3-42

e Click Currency in the Category list (Format Cells dialog box), if necessary select 2 in the Decimal
places box, click None in the Symbol list so a dollar sign does not show in the cells to be formatted,
and click the black font color (1,234.10) in the Negative numbers list (Figure 3-42).

(3)

Q&A

e Click the OK button Iz

(Format Cells dialog 13 SHLUIZENL0e  57,562275.53 55 11226808 o 52UMAZIET  STAN03MAS  SIAMIMIT . 530,167,40.00
TEPPAE AT LR LT N TR LMIATRIT rAmL e 1282 R

on) t: Elolsle ;hel /?/':'-_:"'i'.'.’ifr.':-'r W ATHIISAT  52,0735.40 SA,EAT,SAT.42 BN 0GE9I5,3E 517, %, 30,6

ormat Cells dialog A

box and app|y the | comma style \(/:vlijtrf';efrl‘c?;tsitri,;e

desired format to ;l M0 TNN000,m .20, £, ; SN dollar sign 5o SaE i .
) 01 0 357 [ 291955 BEs, 30 ? LF 1,734

the selected ranges. 179032, T 457,500, 293,784 158, 164, 1 438, T, BvG bl 34,53
] 4470418 119,303 T BA0. 79 1,148,580, 20 a2,68053 - 4587,135

e Select cell B27 to select | ' 233, 500.91 547, 147,84 383,420, 14 72,2901 e R

T ST E02.28 . 148351518 248,950, 1,430,725, 7% SAZCAGET NN AN,

an empty cell and 3 SLARLEARTR O BN MOMY 52000, Ma )
display the formatted ¥

numbers as shown
in Figure 3-43.

SETe Ty B1 0T Sid TRE AR

DI, 0928 AL T P33, TEEL )

i, 30 B2 23R, 38,37 Tl

Why is the Format Cells
dialog box used to i
create the style for the Figure 3-43
ranges in Steps 2 and 3?

The Format Cells dialog box is used to assign the Comma style, because the Comma Style
button (Home tab | Number group) assigns a format that displays a dash (-) when a cell

has a value of 0. The specifications for this worksheet call for displaying a value of 0 as 0.00
(see cell B18 in Figure 3-40) rather than as a dash. To create a Comma style using the Format
Cells dialog box, you can assign a Currency style with no dollar sign.

Other Ways

1. Right-click range, click select format, click OK button Category list, select format,
Format Cells on shortcut (Format Cells dialog box) click OK button (Format
menu, click Number tab 2. Press CTRL+1, click Number Cells dialog box)

(Format Cells dialog box),

) s . tab (Format Cells dialog
click category in Category list,

box), click category in
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EX 176 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

To Format the Worksheet Titles

The following steps emphasize the worksheet titles in cells A10 and A11 by changing the font, size, and color.
The steps also format all of the row headers in column A with a bold font style.

® Press CTRL+HOME to select cell A1
and then click the column A heading
to select the column.

e Click the Bold button (Home tab |
Font group) to bold all of the data
in the selected column.

e Select cell A10, click the Font Size
box arrow (Home tab | Font group),
and then click 36 in the Font Size
list to increase the font size of the
selected cell.

e Select cell A11, click the Font Size
box arrow, and then click 18 in the
Font Size list to increase the font size
of the selected cell (Figure 3-44).

12)

e Select the range A10:111 and then
click the Fill Color button arrow
(Home tab | Font group) to display
the Fill Color gallery.

e Click Purple, Accent 2, Darker 25%
(column 6, row 5) in the Fill Color
gallery to add a background color
to the selected range.

e Click the Font Color button arrow
(Home tab | Font group) and
then select White, Background 1
(column 1, row 1) in the Font Color
gallery to change the font color of
the selected range (Figure 3-45).

e 2= T8

Fage L Fremelln
& : + o+ m -
Y F] ot BRLEE -y - = —r
- B =
g Mo G- 9-A- BEMEE B 3-8 WA G s
All - S ma-paenth Prrina sl Progeotien
i | L f ] ;
frerinmny
s Bonus S0 O
1 Ceremistion 5.0
4 Mangin LT
3 el BTN 15,00
& Eseach goed Dhaenbapma nt P, |
I Gaslet Revenus for Bomn T S0 0000
] Suppast, Ganeral, and & derisisiiative 18,75
-]

. Modern Music Shops
1 [Six-Month Financial Projertion

font size of cell A10
changed to 36 and
font size of cell A11
changed to 18

_.i"l

Figure 3-44

Font Color
button arrow S

FagE LA ErEElLg Efvri

- | S s Dyape e

&

&
w s m- m-iapA

A1 i ‘:."I-'H."I' Wil njsd W]
jF ) = = : . .
oMt orouR B e color L o

| Wihat i Assurmptieas | bytton arrow

| ST s K gl g e W

=
EEEEE H 5%

2 Bainu U0 0
| | Commisson 5,75
4 Manpn £7 508
5 marketing 15.00%
4 Ewsesch e Develapmant F A
I Sales Revenus f2d Bomn T S0 0N 00 fill color and font
: Suppedt, General, and &dersisiaaiee 18,75 i\‘;‘g:flﬂfcfﬁggsed

Ul Six-Month Finandcial Projection

Figure 3-45

Other Ways

1. Right-click range, click
Format Cells on shortcut
menu, click Fill tab
(Format Cells dialog box)
to color background (or

click Font tab to color
font), click OK button

2. Press CTRL+ 1, click Fill
tab (Format Cells dialog

box) to color background
(or click Font tab to color
font), click OK button
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What-If Analysis, Charting, and Working with Large Worksheets

To Assign Cell Styles to Nonadjacent Rows and Colors to a Cell =
(%
The next step to improving the appearance of the worksheet is to format the
heading in row 12 and the totals in rows 15, 23, and 25. The following steps format the
heading in row 13 with the Heading 3 cell style and the totals in rows 15, 23, and 25 with
the Total cell style. Cell A13 also is formatted with a background color and font color.
o Select the range A12:112 and apply the Heading 3 cell style.
9 Select the range A15:115 and while holding down the CTRL key, select the ranges A23:123
and A25:125.
9 Apply the Total cell style to the selected nonadjacent ranges.
o Select cell A13, click the Fill Color button arrow (Home tab | Font group), and then click
the Purple, Accent 2, Darker 25% color (column 6, row 5) in the Fill Color gallery.
9 Click the Font Color button arrow (Home tab | Font group) and then click the White, =
Background 1 color (column 1, row 1) in the Font Color gallery (Figure 3-46). o
Femans  Formyt cak
f Vmal¥ers ¥ 50 (il * Shlds
font color and fill
color changed ding 3 cell ﬁ
- e . g & & &
13 S3,113,612.16  57,962,235.53 55, 012,26858  52,924,62
Y Cont of Goode Sold N AB26.17 | E383,890.10 | ZITLNAI5 | 1,2, %
1% Geoss sargin 51,790,326, 99 ~54 578 286 43 52 939 564,43 51,681,561
ih E
17 Expensss 0
1§ Bonue 000 S0, 000,00 Tota!cellstyle
19 Comimitson 179,032, 70 gERlEd 158,1
X Warksting q&7 041 82 TRE, B40, 39 138, &
21 Retearch and Dawabprant 333,500.91 383,400,14 19,3
7} Swppart, Gensral, and Adrinstrative 523 B2t 958 840, 36 LEL
21 _'l_'-:ltll Exparmes _$I.-'li].ﬂ'.".?! _SEI.!H!..I:E-I:I I?E.tﬂt.?ﬁﬁ.l] I$1.i.’-’4.ﬁ'.|'
#
1% Operating Income §326,929.28 561603473  5336,768.20 5307085
Pl
“-.I! b Sheat] Sheer | Sheeth T L
LETE N
Figure 3-46
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Toggle Commands
Many of the commands
on the Ribbon, on

the galleries, and the
shortcut keys function

as toggles. For example,
if you click the Freeze
Panes command on the
Freeze Panes gallery, the
command changes to
Unfreeze Panes the next
time you view the gallery.
These types of commands
work like on-off switches
or toggles.

Work Days

Assume that you have
two dates, one in

cell A1 and the other in
cell A2. Assume further
that the date in cell A1

is your starting date

and the date in cell A2

is the ending date. To
calculate the work days
between the two dates
(excluding weekends), use
the following formula:
=NETWORKDAYS(A1, A2).
For this function to work,
make sure the Analysis

ToolPak add-in is installed.

You can install it on the
Add-Ins page of the Excel
Options dialog box.

The Fill and Font

Color Buttons

You may have noticed
that the color bar at the
bottom of the Fill Color
and Font Color buttons
(Home tab | Font group)
(Figure 3-45) changes to
the most recently selected
color. To apply this same
color to a cell background
or text, select a cell and
then click the Fill Color
button to use the color as
a background or click the
Font Color button to use
the color as a font color.
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EX 178 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

To Copy a Cell’s Format Using the Format Painter Button

Using the Format Painter, you can format a cell quickly by copying a cell’s format to another cell or a range of

cells. The following steps format cells A15 and the range A25:125 using the Format Painter.

o Format Painter

. H tab
e If necessary, click cell button ome ta
A13 to select a source — PR Rl e T T
e TN P
ceI.I for the format to 1 i A il B ; l‘.; E g ot x
paint. - | oo - | ¢
PeER T W He A EBEEEEG % e - - | P g
e Double-click the —— o | — .
Format Painter j - block plus sign with S eana . = :
button (Home tab | Clipboard || Paintbrush mouse & C - £
X group pointer
Clipboard group) = O A0
and then move the
mouse pointer onto 11 al Pro 0
the worksheet to O cell A13 selected f
cause the mouse » vf v P g
pointer to change 2 o
. [+ 1 &17 [~ ey £y F £ A4 gt £F
to a block plus sign 13 ”'Hi" 12 'm. :’.?'!.:.;'.-‘.-... ,:-l.:s-u.'.-! 32.524,427.07 _:.-',.-:-
th intbrush 1 foat of dosds Sold [ LIELIESAT . LB S0N0  LITR TS | L MIAEH 3,242
z;!t @ p;'z;) rus 1% Gesas Margie 31,790,306, 99 $4.570.285.43 32,919 85443 51.681,661.01 54387,
igure 3-47). 7 5 - -
- marquee is displayed
T IIH'I'"'F around cell A13
16 Bonum .00 S0 000,00 S300,000,00 5000 0]
1% oeremision Fa T e 447 2.5 45,054 168, 168, 10 438,7
X Marketing a7 LR 1,19 Trst, B, 2% AT E |
e h a=d Develapmant 233,520.% AT, 167,66 3,420, 14 TV, 34T O 572.]
11 Suppst, General, and &deiskestive MEIETTE 145291900 WE, 50, 38 S48 T T L AX,

Figure 3-47

(2

e Click cell A15 to
assign the format S — L T
&A1Y - & Gegri Mangn
of the source cell, s = . -
A13 in this case,

to the destination 8 Modern Music Shops

cell, A15 in this case
(Figure 3-48). I8 51x-Month Financlal Projection

8 # & &

ST 41108 GT.2.0153  Phii7 e85
1 3T3,200.17 3,383,900 2,172,718
§1,790 320, 9F 54 570 185 41 52,939 54443

LI LIT.ET 5T, AW,

5N TR T
S1E1 64001 54,007

51 o

(']
L

Figure 3-48
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I Ed pafsd

format of cell A13
o Bonus copied to cell A15 S0 w0 0 A 5200 000 00 000 )
1% Comymigtion [ e ] 45T B, 54 T, VA T, 1ok, 12 A,
20 Markating SuT D81 57 1,188 37533 Tk B0 2% 435008 18
21 Fdtdiedet 1 % (Do i B3 Vel YT 271, 530.71 T, VBT a0 3420 IR, AT 0
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13)

Q&A

With the mouse
pointer still a block
plus sign with a
paintbrush, drag
through the range
A25:125 to assign the
format of the source
cell, A13 in this case,
to the destination
range, A25:125 in
this case.

Press the ESC key
to stop the format
painter.

Apply the Currency
style to the range
B25:H25 to cause the
cells in the range

to appear with a
floating dollar sign
and two decimal
places and then scroll
the worksheet so that

What-If Analysis, Charting, and Working with Large Worksheets Excel Chapter 3 EX 179

N LR B ]

B -

8 Modern Music Shops

Il Six-Month Financial Projection

format copied to range
A25:H25 and Currency
style applied to range

+

SR 113 Atl 0
1,333, 2517
- Y

i [ [ T

rd

EE 117, 764, %

5,072, 714,15

ST 2, 3T NF ETAMAIT.ET 5T, AN
3,383,700.00 1,45, %6.84 3,242,
54,57H, 285 41 32,939 55443 51.681,661,00 54,187,

&

Banu B25:125 e U 0 = 30 S0 A &0 00 ),
L oerrmisison 17903210 £3T 473,54 213, 555 4 168, 166, 10 433,
Moar keting L ) 1,198, 355,33 Vit B0, 2% L R N b Rl
Esseach and Development TET AL AT 16T Ak WA, 4 T1%, AT O 512
| Suppedt, Gensral, and &dwisingmthee E3,000.38 1.493,918.06 ¥, R0, 36 SBT3, 1,430,
Tkl Evpaniss 51,463, 097.71 51,941 15070 52 80T TEE 23 !|_I_.]_-'."_-l-.!-.'-'5-\.1ﬂ __5_]_._'!'!!-._]_
Oiptet atinng Inc o 8926 G0 1% a4 O34 TY E¥3e4 TER KO 35T 085 93 S, B0
Figure 3-49

column A is displayed (Figure 3-49).

Why does the Currency style need to be reapplied to the range B25:H25?

Sometimes, the use of the format painter results in unintended outcomes. In this case, the
changing of the background fill color and font color for the range B25:H25 resulted in the
loss of the Currency style because the format being copied did not included the Currency

style. Reapplying the Currency style to the range results in the proper number style, fill color, 2.

and font color.

Other Ways

1. Click Copy button
(Home tab | Clipboard
group), select cell, click
Paste button arrow
(Home tab | Clipboard
group), click Formatting
icon on Paste gallery

Right-click cell, click
Copy, right-click cell,
click Formatting icon on
shortcut menu

To Format the What-If Assumptions Table
and Save the Workbook

® 0 © 00

The last step to improving the appearance of the worksheet is to format the
What-If Assumptions table in the range A1:B8. The specifications in Figure 3—40 on page
EX 173 require an 8-point italic underlined font for the title in cell A1 and 8-point font in
the range A2:B8. The following steps format the What-If Assumptions table.

Press CTRL+HOME to select cell A1.

Click the Font Size button arrow (Home tab | Font group) and then click 8 in the Font Size
list to decrease the font size of the selected cell.

apply the most recently used background color to the selected range.

Painting a Format to
Nonadjacent Ranges
Double-click the Format
Painter button (Home tab
| Clipboard group) and
then drag through the
nonadjacent ranges to
paint the formats to the
ranges. Click the Format
Painter button (Home
tab | Clipboard group) to
deactivate it.

BTW

Click the Italic button (Home tab | Font Group) and then click the Underline button
(Home tab | Font group) to italicize and underline the text in the selected cell.

Select the range A2:B8, click the Font Size button arrow (Home tab | Font group) and
then click 8 in the Font Size list to apply a smaller font size to the selected range.

Select the range A1:B8 and then click the Fill Color button (Home tab | Font group) to
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EX 180 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

= | Selecting Nonadjacent e Click the Font Color button (Home tab | Font group) to apply the most recently used font
k& | Ranges color to the selected range.
One of the more difficult
tasks to learn is selecting Click cell D8 to deselect the range A2:B8 and display the What-If Assumptions table, as
nonadjacent ranges. To shown in Figure 3-50.
complete this task, do
not hold down the CTRL e Save the workbook.
key when you select the
first range because Excel . . .
will consider the current | What happens when | click the Italic and Underline buttons?
active cell to be the first ~ ©'| Recall that when you assign the italic font style to a cell, Excel slants the characters slightly
selection, and you may not to the right, as shown in cell A1 in Figure 3-50. The underline format underlines only the
want the current active : . H H
) . characters in the cell, rather than the entire cell, as is the case when you assign a cell a
cell in the selection. Once bott bord
the first range is selected, ottom boraer.
hold down the CTRL key
and drag through the
nonadjacent ranges. If a
desired range is not visible
in the window, use the
. Fage Livet Peorsarii
scroll arrows to view the )
Underline button
range. You need not hold ! 1 - B
down the cTRL key while e BRI Ee @A BEEEE S
you scroll. | 14-point italic
underlined font
WhEL A A e Ey
s
B
L .5
Brira o b wwl Prreiopmed L
Btrq B i [ B
gt e 3 aral @ isaread s ey
Modern Music Shops
#l Six-Month Financial Projection
Figure 3-50
Break Point: If you wish to stop working through the chapter at this point, you can quit Excel now and then resume the
project at a later point in time by starting Excel, opening the file called Modern Music Shops Six-Month Financial Projection,
and continuing to follow the steps from this location forward.
2| Charts Adding a 3-D Pie Chart to the Workbook
'E When you change a
value on which a chart The next step in the chapter is to draw the 3-D Pie chart on a separate sheet in the
‘s dependent, Excel kbook, as shown in Figure 3—51. Use a pie chart to show the relationshi
immediately redraws the wor 09 , as shown in Figure 3-51. .se a pie charttos OW e relationship or
chart based on the new proportion of parts to a whole. Each slice (or wedge) of the pie shows what percent that
value. With bar charts, slice contributes to the total (100%).
you can drag the bar in The 3-D Pie chart in Figure 3-51 shows the contribution of each month’s

the chart i directi . . . . ..
Orea;oi:]e'rntgrlia:ges t'::: projected operating income to the six-month projected operating income. The 3-D

corresponding value in the ~ Pie chart makes it easy to evaluate the contribution of one month in comparison to the
worksheet. other months.
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Ser g Lyt
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and font size changed ——— Sfx-Month Financial Prajection
to 28-point
[
I
D
[F1
default color of
slices changed
tachurbae
1=
data labels
changed to
month and
percentage
exploded slice
Woo e o IR T r S A 340 P Chaet - Shesrs S R Jaf - R b
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Figure 3-51
Unlike the 3-D Column chart created in Chapter 1, the 3-D Pie chart shown = | Chart Items

in Figure 3-51 is not embedded in the worksheet. Instead, the Pie chart resides on a
separate sheet, called a chart sheet, which contains only the chart.

In this worksheet, the ranges to chart are the nonadjacent ranges B12:G12 (month
names) and B25:G25 (monthly operating incomes). The month names in the range
B12:G12 will identify the slices of the Pie chart; these entries are called category names.
The range B25:GG25 contains the data that determines the size of the slices in the pie;
these entries are called the data series. Because six months are being charted, the 3-D Pie
chart contains six slices.

The sketch of the 3-D Pie chart in Figure 3-3b on page EX 142 also calls for
emphasizing the month of August by offsetting its slice from the main portion. A Pie chart
with one or more slices offset is called an exploded Pie chart.

As shown in Figure 3—51, the default 3-D Pie chart also has been enhanced by

rotating it, changing the colors of the slices, adding a bevel, and modifying the chart title
and labels that identify the slices.

BT
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When you rest the mouse
pointer over a chart item,
such as a legend, bar, or
axis, Excel displays a chart
tip containing the name of
the item.
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EX 182 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

To Draw a 3-D Pie Chart on a Separate Chart Sheet

The following steps draw the 3-D Pie chart on a separate chart sheet.

e Select the range B12:G12 to identify
the range of the category name of
the 3-D Pie Chart.

o If necessary, scroll the worksheet so
that row 25 is displayed, and while
holding down the CTRL key, select
the range B25:G25.

e Display the Insert tab.

e Click the Pie button (Insert tab |
Charts group) to display the Pie
gallery (Figure 3-52).

12)

e Click Pie in 3-D chart in the Pie
gallery to select the desired chart
type.

e When Excel draws the chart, click
the Move Chart button (Chart Tools
Design tab | Location group) to
display the Move Chart dialog box
(Figure 3-53).

Pie button ——
]

W AF D R
i v i
Fevene [EEEIFTIERTREE R R TR TR
LELIESAT | LELM0I0 3 A7E T
I $1.790,326.99 §4,578,285.41  51,939,554.41
LY
IT  Exparced
1 Banus 000 SHOO0000 500,000,
1% Coemenisrion 175,032, 70 P LY 25,8508 re
X Marketing AOTMTEE 1L TR Ty B, 1 a1,
FA R i 133,500.91 0,420, 14 1,

AT 14T 64

G e

Figure 3-52

Chart Tools
Design tab

Move Chart
dialog box
a
\usic Shaes
- - New sheet
. Wi-.w Leswe | option button

STEI0, 514 D
3, PAZ 9T 23

4. 507 9T AT

OK button [remmber 1L X0 00,00
B 4736, T, T4
w118 1,184,530, 30
a7.0 iy i Ln]
&1.13 1,430, 104,
5 80 93.TEA, 50,9 51,

Figure 3-53
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13)

e Click New sheet (MOVE  —7 7 ——H}1 @ — ]
Chart dialog box) and

thentype 3-D Pie
Chart inthe 'New
sheet name’ text box
to enter a sheet tab
name for the chart
sheet.
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e Click the OK button
(Move Chart dialog
box) to move the
chart to a new chart
sheet with a new new sheet created

. with new name
sheet name, 3-D Pie
Chart in this case

(Figure 3_54) - m ] e ey el Sy i S |
B g Ca= 10, L

Figure 3-54

Other Ways

1. Select range to chart,
press F11

To Insert a Chart Title and Data Labels

The next step is to insert a chart title and labels that identify the slices. Before you can format a chart item,
such as the chart title or data labels, you must select it. The following steps insert a chart title, remove the legend,

and add data labels.

Chart Tools
o Layout tab

e Click anywhere in the

char‘t area outside o o= EU ] e Fen Fpormm ] Eaesgm [ ] Hpm L =
the chart to select ennatoennlll B AT WO U T
the chart. e O PN i bl il - e Firal

e Display the Chart Tools - ] ¥
Layout tab and then _5|a.g.p.|m|h Financial Prajec than i
click the Chart Title at tin |

button (Chart Tools
Layout tab | Labels
group) to display the
Chart Title gallery.

L
L L

e Click the Centered
Overlay Title
command in the Chart
Title gallery to add a
chart title centered on
top of the chart.

i e

e Select the text in the
chart title and then
type Six-Month
Financial = »

R R - ew IIII'-I.'I.I.-I -'I—'l - l_-n-'l o | _.l L]

Projection to By el =

add a new chart title

(Figure 3-55).

Figure 3-55
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12)

e Select the text in the
new title and then

display the Home tab.

e Click the Underline
button (Home tab |
Font group) to assign
an underline font
style to the chart title
(Figure 3-56).

13)

e Display the Chart
Tools Layout tab and
then click the Legend
button (Chart Tools
Layout tab | Labels
group) to display
the Legend gallery
(Figure 3-57).

'qqlll
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=
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Bleened = | 3

chart title
underlined

Figure 3-56
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m
]

(7]

]

o Chart Tools Q.
e Click the None Legend o T - i @]
option in the Legend E
gallery to turn off the et By . P & - _‘_ =
legend on the chart. M et e h:'. <2 -,,I _"} .J _I:‘J =

o LT CE LR RS . B Tad s e  J T .
-

e Click the Data Labels

button (Layout tab | - & /

Labels group) and Labels | Sbx-Month Financial Projection
then click Outside B2
End in the Data e i

Labels gallery to
display data labels
outside the chart at

the end of each slice legend no
(Figure 3-58). loz?;ﬂ:;/:d

et W HE AN R

G S B

Figure 3-58

(5]

e If necessary, right-
click any data label
to select all of the
data labels on the [ i
chartandtodisplaya [ 7

shortcut menu. | Label Cptiong Series Name
Labal Cani check box

Click the Format Data
Labels command on :
the shortcut menu to Percentage | " Category Name
display the Format

Data Labels dialog box.

If necessary, click the
Series Name, Value,
and Show Leader Lines
check boxes to deselect
them (Format Data
Labels dialog box) and
then click the Category
Name and Percentage
check boxes to cause
the data labels to

be displayed with
category names and
percent values, rather
than currency values
(Figure 3-59). Figure 3-59

data labels
selected
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16/

e Click the Close button T Dar o e -
to close the Format brart  Fagibmemd (emem Di

Data Labels dialog box " el P & _,1}] ol iyl & i " " T
d display the chart s Tar} . b P Chart
an Isplay the cha Puture Traper T Chad g W 3-D Rotation
. r & e = - ol )T T PSP —
(Figure 3-60). L o 2 i B button et
3 G -
= o Fa | .
data labels f— Faa]
selected o -
- M ] data labels include
P “%." <—— category name
-— . and percentage
- L L] _— I+
L
il [Feafl  Sheeld  Ghessl % a R = '
el e
Figure 3-60

To Rotate the 3-D Pie Chart

With a three-dimensional chart, you can change the view to better show the section of the chart you are trying
to emphasize. Excel allows you to control the rotation angle, elevation, perspective, height, and angle of the axes.

When Excel initially draws a Pie chart, it always positions the chart so that one of the dividing lines between
two slices is a straight line pointing to 12 o’clock (or 0°). As shown in Figure 3—60, the line that divides the
December and July slices currently is set to 0°. This line defines the rotation angle of the 3-D Pie chart.

"To obtain a better view of the offset August slice, the largest slice, the 3-D Pie chart can be rotated 90° to
the left. The following steps rotate the 3-D Pie chart.
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Chart Tools

o Layout tab

e Click the 3-D Rotation
button (Chart

Format Chart Area [
dialog box

m
S
[
]
Q.
@©
<
Y
©
v
x
L

Tools Layout tab | i il B '_1, Adl |3 »5 i ; !
Background group) it ks e e of - e e e
. o b Ll * Formst =il -
to display the Format | """ = o I = o
Chart Area dialog box. - & 1 =0 B Ao |
W e
e Click the Increase ——— B
X Rotation button in —— ‘“‘"
the Rotation area of [| Bt || - “*\
= " | X
the Format Chart Area . o Pt L oAl - ! Rotation
dialog box until the Sateqn " = oR . ; : button
X rotation is at 90° e .

to rotate the chart

(Figure 3-61).

What happens as
I click the Increase
X Rotation button?

Excel rotates the chart
10° in a clockwise
direction each time
you click the Increase
X Rotation button.
The Y box in the
Rotation area allows
you to control the tilt,
or elevation, of the chart. You can tilt the chart towards or away
from your view in order to enhance the view of the chart.

12)

e Click the Close button
(Format Chart Area
dialog box) to close
the dialog box and
display the rotated
chart (Figure 3-62).

Q&A

Close button

Figure 3-61

ey
chart rotated to het et d |
show August slice

Wk 3P Chart el Peels  Shesd | B af =

Figure 3-62
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To Apply a 3-D Format to the Pie Chart

Excel allows you to apply dramatic 3-D visual effects to charts. The chart shown in Figure 3-62 could be
enhanced with a bevel along the top edge. A bevel is a curve that is applied to soften the appearance of a straight edge.
Excel also allows you to change the appearance of the material from which the surface of the chart appears to be constructed.
The following steps apply a bevel to the chart and change the surface of the chart to a softer-looking material.

e Right-click the chart
to display a shortcut
menu and Mini
toolbar (Figure 3-63).

Mini toolbar

Format Data Series
command

e Figure 3-63
e Click the Format Data
Series command on
the shortcut menu to

display the Format
Data Series dialog
box and then click the
3-D Format category
(Format Data Series
dialog box) on the
left side of the dialog
box to display the 3-D | 3.0 Format
Format panel. category e

rd ol

Burcden Lnice L ! Wk bp
" h- il B

a1 Bpard

= .
o [ BE
- DERE
2303

e Click the Top button
(Format Data Series
dialog box) in the
Bevel area to display
the Bevel gallery
(Figure 3-64).

Figure 3-64
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m
S
Q
]
o
& o
- - :
e Click the Circle bevel (@)
button (column 1, E
row 1) in the Bevel X
gallery (Format Data =
Series dialog box) to add
a bevel to the chart.
e (i e —'I_ - W bevel width and
eType 50 pt in B Bk e height set to 50 pt
the uppermost Width ey el : 2
box in the Bevel area o
(Format Data Series - -
dialog box) and then et
type 50 pt inthe Bevel added -
. to chart Lran
uppermost Height
box in the Bevel area el i
of the dialog box to 4
increase the width L
and height of the R
bevel on the chart
(Figure 3-65).
T E RO ) W] e e Lach L | 4 l-
oty =0 [~ "
Figure 3-65
e Click the Material - =
A T L] i | ] i
button in the Surface - = o 4 ..._l i T L_'l ! . . T
area (Format Data g | P Hile quMSﬁH ™ -
Series dialog box) to — st erar e wnat oy
display the Material =g k| = ¥ 3D Format
. | — — Fd | B ——
gallery (Figure 3-66). | -
B Coioa T | I - Bckhc S W
[ T " | beoh: Bm
WPiphn [ R ol - =
s il Sl i o x
— ..'m-h
o Forma
Dk iy - Dsgth: 0 '
: | .. e
Confzar
- - [l o og H
button %&
=S 'H' LRI | ol -
ll-d.llld_ .
T Tarey e | |
B bl |t ol E

Soft Edge gallery

P
—

T Teaswbsten ¥

=2

Figure 3-66
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15

e Click the Soft Edge
button (column 2,
row 2) in the Material
gallery and then click
the Close button
(Format Data Series
dialog box) to apply
the desired material
and close the Format
Data Series dialog box
(Figure 3-67).

soft edge is
displayed
on chart

Figure 3-67

To Explode the 3-D Pie Chart and Change the Color of a Slice

The next step is to emphasize the slice representing August by offsetting, or exploding, it from the rest of
the slices so that it stands out. The following steps explode the largest slice of the 3-D Pie chart and then change
its color.

o Click the slice labeled
August twice (do
not double-click) to
select only one slice
of the 3-D Pie chart,
the August slice in

e Right-click the slice
labeled August to August slice Nccetiniiagion Cute
display a shortcut selected
menu and Mini
toolbar (Figure 3-68).

Dieletr tanFn

[Ranpe Sared DL o
it Diila

L [ [Eofwhian

Pl Diala Linfes
Format Data

sl Dl Poiml — =
| LomatOuts bui Point command

Figure 3-68
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e Click Format Data Point on the
shortcut menu to display the Format
Data Point dialog box.

e Drag the Point Explosion slider
(Format Data Point dialog box) to
the right until the Point Explosion
box reads 28% to set how far the
slice in the 3-D Pie chart should be
offset from the rest of the chart
(Figure 3-69).

Should | offset more slices?

Q&A

You can offset as many slices as you
want, but remember that the reason
for offsetting a slice is to emphasize
it. Offsetting multiple slices tends

to reduce the impact on the reader
and reduces the overall size of the
Pie chart.

(3

e Click the Fill category (Format Data
Point dialog box) on the left side
of the dialog box to display the Fill
panel.

e Click Solid fill to display the Fill
Color area and then click the Color
button to display the Color gallery.

e Click the Blue color in the Standard
Colors area of the color gallery and
then click the Close button (Format
Data Point dialog box) to change
the color of the selected slice and
close the dialog box (Figure 3-70).

What-If Analysis, Charting, and Working with Large Worksheets Excel Chapter 3 EX 191

Format Data Point

i IEs SIS dialog box OHiN - [
frra P L =F levwary [ B - Cungn il T I
irk W =
U { | i Wl
B P AN Sl a4 -
1P gy i oy ;imun?m - ,-.— bl L
i - - » =
- = ol e Viokara Serrel Optord
S | e g o B i
3 Pl
B Cris o v oo ol oo
Berwm e L
Fretaliv= T L pemee
e rd g ey Togier I‘L_ o
Point Explosion
s = box reads 28%
o
Point Explosion
slider
="l
.
|
|
|
-
Figure 3-69

August slice color
changed to blue

Figure 3-70

August slice
exploded 28%

Other Ways
1.

Right-click slice, click
Shape Fill Color button
arrow on Mini toolbar,
select color
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To Change the Colors of the Remaining Slices

= | Exploding a 3-D The colors of the remaining slices also can be changed to enhance the appeal of

= i . .. .
o | Pie Chart _ the chart. The following steps change the color of the remaining five chart slices.
If you click a 3-D Pie chart

so that all of the slices are o Right-click the slice labeled July to select only the July slice, and display a shortcut menu
selected, you can drag one and Mini toolbar
of the slices to explode all ’

of the slices. Click the Shape Fill button arrow on the Mini toolbar to display the Color gallery.

Click the Yellow color in the Standard Colors area in the Color gallery to change the color
of the slice.

o0

Repeat Steps 1 through 3 for the remaining four slices. Assign the following colors in the
Standard Colors area in the color gallery to each slice: September — Green; October — Dark
Blue; November — Red; December - Purple.

o

e Click anywhere outside the chart to deselect the December slice (Figure 3-71).
The completed chart appears as shown in Figure 3-71.

Fien Pasie Lingion! Forpumd Crale [T Pk

© el @ A (& ] e (o

Fulury Thapm (el b Legind LDala
L= Mgl i . iz T~

M NN

She-Month Financial Projection

slice colors
changed

Figure 3-71
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Renaming and Reordering the Sheets
and Coloring their Tabs

The final step in creating the workbook is to reorder the sheets and modify the tabs at the
bottom of the screen.

To Rename the Sheets and Color Their Tabs

The following steps rename the sheets and color the sheet tabs.
Change the sheet tab color of the 3-D Pie Chart sheet to Orange, Accent 6 (column 10, row 1).
Double-click the tab labeled Sheet1 at the bottom of the screen.

Type Six-Month Financial Projection asthe new sheet name and then
press the ENTER key.

o 000

Change the sheet tab color of the Six-Month Financial Projection sheet to Pink, Accent 1
(column 5, row 1) and then select cell D8 (Figure 3-72).

5 ] i

E &5
Cardiionid  Parmil vel

Foemabbireg = g Tabis = SThian =

Harpm

Harwming

Faorsrrh sl Do wvwbouaivl
Sabaa Aesparam Too Doram

T RS P R e N e T

Modern Music Shops

Cix-Month Financial Projection

2 F T AR A A
Flrevene 0 BRI A T

14 Cost of Geods Sold 1,323, 285.17 3,383,%30.10 2,072, 71415 1,242,

15 - tab color shows as ﬁ.?ﬂ'.iﬂl.’!} T4 57, 285,43 52,930 554.43 51.ﬁ31-.i_ﬁ-
pink underline when [~
[ colored orange sheet is active
17 Expences
18| Bons 20,00 5200, 000,00 5200,000,00
W4 e v RN SheMonth Frnancia Projecion Sroets | Seett %) [}
xady, |
Figure 3-72
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To Reorder the Sheet Tabs

Change the order sheets in a workbook so that they appear with the most important worksheets first. The
following steps reorder the sheets so that the worksheet precedes the chart sheet in the workbook.

e Drag the Six-Month

Financial Projection 1 i)
tab to the left in front Mg
of the 3-D Pie Chart S Hurkoting

B b i el Db maed

tab to rearrange the
sequence of the sheets
(Figure 3-73).

Saditd Aivasiaen Trd Fusdsy

Suigfriad, Grwat b, s A i i il s

Modern Music Shops

Six-Month Financial Projection

Six-Month Financial
Projection tab

moved to left of ;ﬁ ﬁ ‘ﬁﬁ @’p
12 3-D Pie Chart tab '2'&

LER Foarvanuse 33,103,812,1% SheF EI5.53 5,002, 0e8.58 52,934 &

H ' 1A ISAT 3383000 2,001, 710% 1.247,5
18 Ciross Margin 1,790, 316. %9  34,578,285.43 31,939,554.43 31,681,66
e oLl e e e el vt el 2 bl Ll g T AL et L Bt
17 Expansas

VB Bt 20,00 St 000, 00 G200 D00, 00

WL R ER | st il ARDTPETRRETT et Sest] . a

Figure 3-73

Other Ways

1. To move sheet, right-
click sheet tab, click
Move or Copy on
shortcut menu

To Check Spelling in Multiple Sheets

By default, the spell checker checks the spelling only in the selected sheets. It will
check all the cells in the selected sheets, unless you select a range of two or more cells.
Before checking the spelling, the following steps select both sheets in the workbook so
that both worksheets in the workbook are checked for spelling errors.

= | Checking Spelling o With the Six-Month Financial Projection sheet active, press CTRL+HOME to select cell A1.
B | Unless you first select a Hold down the cTRL key and then click the 3-D Pie Chart tab to select multiple sheets.
range of cells or an object
before starting the spell e Display the Review tab and then click the Spelling button (Review tab | Proofing group)
checker, Excel checks the to check spelling in the selected sheets.
entire selected worksheet,
including all cell values, 9 Correct any errors and then click the OK button (Spelling dialog box or Microsoft Excel
cell comments, embedded dialog box) when the spell check is complete.
charts, text boxes, buttons,
and headers and footers. o Save the workbook.
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To Preview and Print the Workbook

After checking the spelling, the next step is to preview and print the sheets. As
with spelling, Excel previews and prints only the selected sheets. In addition, because the
worksheet is too wide to print in portrait orientation, the orientation must be changed to
landscape. The following steps adjust the orientation and scale, preview the workbook,
and then print the workbook.

Ready the printer. If both sheets are not selected, hold down the cTRL key and then click
the tab of the inactive sheet.

Click File on the Ribbon to open the Backstage view.
Click the Print tab in the Backstage view to display the Print gallery.

If necessary, click the Portrait Orientation button in the Settings area and then select
Landscape Orientation to select the desired orientation.

If necessary, click the No Scaling button in the Settings area and then select ‘Fit Sheet on
One Page’ to cause the workbook to print on one page.

If necessary, click the Printer Status button to display a list of available Printer options
and then click the desired printer to change the currently selected printer.

on the currently selected printer.

When the printer stops, retrieve the printed worksheet (Figure 3—-74a and Figure 3-74b
on the following page).

Right-click the Six-Month Financial Projection tab. Click Ungroup Sheets on the shortcut
menu to deselect the 3-D Pie Chart tab.

8 © OO0 0 0O 000

Save the workbook.

Click the Print button in the Print gallery to print the worksheet in landscape orientation
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Figure 3-74 (a) Worksheet
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Conserving Ink

and Toner

If you want to conserve
ink or toner, you can
instruct Excel to print draft
quality documents by
clicking File on the Ribbon
to open the Backstage
view, clicking Options in
the Backstage view to
display the Excel Options
dialog box, clicking
Advanced in the left pane
(Excel Options dialog box),
scrolling to the Print area
in the right pane, placing
a check mark in the ‘Use
draft quality’ check box,
and then clicking the OK
button. Then, use the
Backstage view to print
the document as usual.

Printing Document
Properties

To print document
properties, click the File
on the Ribbon to open
the Backstage view,
click the Print tab in
the Backstage view to
display the Print gallery,
click the first button

in the Settings area to
display a list of options
specifying what you can
print, click Document
Properties in the list

to specify you want

to print the document
properties instead of
the actual document,
and then click the Print
button in the Print
gallery to print the
document properties on
the currently selected
printer.

BTW
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ix- Fi i n

Figure 3-74 (b) 3-D Pie Chart

Changing the View of the Worksheet

With Excel, you easily can change the view of the worksheet. For example, you can
magnify or shrink the worksheet on the screen. You also can view different parts of the
worksheet through windowpanes.

To Shrink and Magnify the View of a Worksheet or Chart

You can magnify (zoom in) or shrink (zoom out) the appearance of a worksheet or chart by using the Zoom
button (View tab | Zoom group). When you magnify a worksheet, Excel enlarges the view of the characters on the
screen, but displays fewer columns and rows. Alternatively, when you shrink a worksheet, Excel is able to display
more columns and rows. Magnifying or shrinking a worksheet affects only the view; it does not change the window
size or printout of the worksheet or chart. The following steps shrink and magnify the view of the worksheet.
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o

e |f cell A1 is not active,

m
S
[
]
Q.
@©
<
Y
©
o
x
L

press CTRL+ HOME. . e =
i g r T — - —
. . e Q@ LIS 00 G E R
e Display the View tab i e R ;,.n = s b e
and then click the ot = ¥

Zoombutton (View [tk meries z
tab | Zoom group) ; . ¥ ! =
to display a list of F] |
magpnifications in _3.
the Zoom dialog box )
(Figure 3-75). '

Fit selection
option
zooms
window to
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Figure 3-75

12)

e Click 75% and then

click the OK button ; Y g

(Zoom dialog box) | wl '_"""" skt o | S5y =it mF R

to shrink the display P B i e B e () ey | it | e s« P D e L8 e

of the worksheet = . ————— : L=

(Figure 3-76). = = s R '_ - ; : = = - , o
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Figure 3-76
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13)

e Click the Zoom
In button on the
status bar until
the worksheet is
displayed at 100%
(Figure 3-77).
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Figure 3-77

To Split a Window into Panes

When working with a large worksheet, you can split the window into two or four panes to view different parts
of the worksheet at the same time. Splitting the Excel window into four panes at cell D13 allows you to view all four
corners of the worksheet easily. The following steps split the Excel window into four panes.

e Select cell D13, the
intersection of the

four proposed panes,

to select the cell at
which to split the
window.

e If necessary, display
the View tab
(Figure 3-78).
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Figure 3-78
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e Click the Split button
(View tab | Window
group) to divide the
window into four
panes.

Use the scroll arrows to
show the four corners
of the worksheet

at the same time
(Figure 3-79).
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View tab

Split button
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Window group

vertical split bar

ot e v BT

Q&A

the four
panes?

The four

)

upper panes
move in vertical
synchronization

8 Modern Music Shops

panes in

Figure 3-79 are used
to show the following:
(1) range A1:C12in
the upper-left pane;

(2) range G1:112
in the /

T Suppery. Ceeraiad, il b dminy anies
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Tl Si-Mo < ——
bix-Manth Finan e tion
split bar
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(3) range A19:C24 in

left panes move in
horizontal synchronization

lower panes E" e ekl b L B oo Lo o Tl 35 b el st S ] Lo S - 2 l::
upper- | move in vertical = 0o tim b bl Progsion SSEDRSTE |- iy .
right synchronization LETEY i i -
pane;

right panes move in
horizontal synchronization

the lower-left pane;
and (4) range G19:124
in the lower-right pane. The vertical split bar is the vertical bar going up and down the
middle of the window. The horizontal split bar is the horizontal bar going across the middle
of the window. If you use the scroll bars below the window and to the right of the window
to scroll the window, you will see that the panes split by the horizontal split bar scroll
together vertically. The panes split by the vertical split bar scroll together horizontally. To
resize the panes, drag either split bar to the desired location in the window.

Figure 3-79

To Remove the Panes from the Window

o Position the mouse pointer at the intersection of the horizontal and vertical split bars.

9 When the mouse pointer changes to a four-headed arrow, double-click to remove the
four panes from the window.

Other Ways

1. Drag horizontal split box
and vertical split box to
desired locations

What-If Analysis

The automatic recalculation feature of Excel is a powerful tool that can be used to analyze
worksheet data. Using Excel to scrutinize the impact of changing values in cells that are
referenced by a formula in another cell is called what-if analysis or sensitivity analysis.

When new data is entered, Excel not only recalculates all formulas in a worksheet but also = | Zooming

redraws any associated charts.

In the workbook created in this chapter, many of the formulas are dependent on the
assumptions in the range B2:B8. Thus, if you change any of the assumption values, Excel
immediately recalculates all formulas. Excel redraws the 3-D Pie chart as well, because it
is based on these numbers.
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You can use the Zoom in
and Zoom out buttons on
the status bar to zoom
from 10% to 400% to
reduce or enlarge the
display of a worksheet.
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To Analyze Data in a Worksheet by Changing Values

A what-if question for the worksheet in Chapter 3 might be what would happen to the six-month operating
income in cell H25 if the Bonus, Commission, Support, General, and Administrative assumptions in the What-If
Assumptions table were changed as follows: Bonus $200,000.00 to $150,000.00; Commission 5.75% to 4.00%;
Support, General, and Administrative 18.75% to 15.75%? To answer a question like this, you need to change only
the first, second, and seventh values in the What-If Assumptions table, as shown in the following steps. The steps
also divide the window into two vertical panes. Excel instantaneously recalculates the formulas in the worksheet and

redraws the 3-D Pie chart to answer the question.

® Press CTRL+HOME to
select cell A1.

e Drag the vertical split
box from the lower-
right corner of the
screen to the left so
that the vertical split
bar is positioned as
shown in Figure 3-80
to split the screen
vertically.

changes to assumptions
4 affect projected monthly
expenses and operating
incomes, which in turn
affect projected six-month
operating income

original location of
horizontal split box

(] ] -

current location of
vertical split box

e —

Drag the horizontal
split box from the
upper-right corner
of the screen

down so that the : e

pi e

K X T
vertical split bar -
Bl ]

current location of
horizontal split box

88 00 X =

1 E

new projected six-month
operating income

Lorvrigsn ¥l S0 B
horizontal split bar X Markating IR v, P EA T dnid
] - H| A 1 el o b IZRIA0N e N
is posm‘one.d as L AT T O AT e g [
shown in Figure 3-80 1% Foasl Eaparcas BINI5B0L 14 3350408451

51 b, TH4 1T !=l1.1q;.'.‘ﬂ!'.ib

to split the screen 4 v
horizontally - e BSILI0N 01 54,150.851,1
.. 3T - e " original location =
e Use the scroll arrows Rk o - - — ‘ of vertical split box 7
in the lower-right
pane to view the total Figure 3-80

operating income in column H in the lower-right pane.

e Enter 150000 incellB2, 4% incellB3,and 15.75% in cell B8 (Figure 3-80), which
causes the six-month operating income in cell H25 to increase from $2,567,592.65 to
$4,150,551.23.

To Goal Seek

If you know the result you want a formula to produce, you can use goal seeking to determine the value of
a cell on which the formula depends. The following steps close and reopen the Modern Music Shops Six-Month
Financial Projection workbook. They then use the Goal Seek command (Data tab | Data Tools group) to determine
the Support, General, and Administrative percentage in cell B8 that will yield a six-month operating income of

$3,000,000.00 in cell H25, rather than the original $2,567,592.65.
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(1]

e Close the workbook : :
without saving the Bt Pl el

e
_:' F ) . . ] =y o -_I - - J R -
changes.and then ~pontialll H g EJ Ll r T T .
reopen it. Y T ke e T s MOEE T rmsrcnn s g [T,

box from the lower-

WAL N e e R

right corner of the I
screen to the left so i

R

that the vertical split S

bar is positioned as P R
shown in Figure 3-81 T

to split the screen
vertically.

Drag the vertical split HT = £ =AARIIH

What-If Analysis

menu

vertical split bar

e Drag the horizontal
.g Slx-Month Finandal Projection =
split box from the .
. il Fema el ) ) 0L 0 ln i Wl i
upper-right corner 1% Commiman AT a7 A 1T
of the screen T Markatiog 48104087 0,18, TELT LIRS R -
cell on which to
11 Mt iy sl e TER520L01 57, 6T N 54, B 1T
dOVYn so that :the . 07 Sepport, Cssrasred, aned A drines rashes ik T 1,598, ¥19, &3 DA LT seek_goal
horizontal split bar is 15 Total Caparces B.480 W97 71 A0 %a) 38070 | 51 60940761 S147TE{TeE0a
positioned as shown -4 vertical split bar
.- .| dragged tohis Tl INETETICET R E R
in Figure 3-81 to split = location
the screen horizontally. & i st i i AR M ———np@
Rapay CEETY n
e Use the scroll arrows

in the lower-right Figure 3-81
pane to view the total operating income in column H in the lower-right pane.

e Select cell H25, the cell that contains the six-month operating income.

e Display the Data tab and then click the What-If Analysis button (Data tab | Data Tools group)
to display the What-If Analysis menu (Figure 3-81).

12)

e Click Goal Seek to
display the Goal Seek
dialog box with the

[ 1] i - o R R Goallseek
Set cell box set to the I - B | dialogibox [
selected cell, H25 in 1
this case.
e When Excel displays .

&

the Goal Seek dialog
box, click the To

& W -k

value text box, type cell on which
3,000,000 M L] =i l to seek goal
i based
: 8 Modern Music s P
and then click the to reach goal on active cell
‘By changing cell’ Bl 5hx-Month Financial Projection
box to select the ‘By 17 Expams
changing cell’ box 1B e B0 0 OO0 B ) SO Sou0 il
: 1% Commiagien 179,033, 7 ol L JI8 T4, T 190, 055, 55
. X MarkaEee BT 041 A2 1,4 BT 1, 4, %), O T L]
e Click cell B8 on the R o o T AR
worksheet to assign 1 Guppert, Gesmial, and hdminet it SER I D R 1,450 7.5 el 50 e T
the current cell. B8 in 17 Teasl Eaperaes FIAG1 FAT.T1 FI, A0 ABOTO 5N THA FELI A E0FACT.01  F14
. '
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b
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(Figure 3-82).
Figure 3-82

Pronertv of Cenaade | earnin

@

m
S
[
i
Q.
@©
<
Y
©
v
x
L




EX 202 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

(3

e Click the OK button
(Goal Seek dialog
box) to goal seek
for the sought-after
value in the ‘To value’
box, $3,000,000.00 in
cell H25 in this case
(Figure 3-83).

What happens when |
click the OK button?

Excel immediately
changes cell H25

from $2,567,592.65

to the desired value
of $3,000,000.00.
More importantly,
Excel changes the
Support, General,

and Administrative
assumption in cell

B8 from 18.75% to
17.32% (Figure 3-83).
Excel also displays

the Goal Seek Status
dialog box. If you click
the OK button, Excel

Q&A

4]

Y = | sl T Goal Seek Status -
o dialog box

WEAD N A e D P

Bewr=n
e Liow Lasn Yamra 10
P

LU e R e

il by el e FOL
LT il i il
raan b sa s T vl RO

Ty By P L X LLAET viled [0 ECOE R

Support, General,

I She-Month Financial ProjedEitEtibineas
expenses changes from

six-month projected
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18 Bema T = N SN0 00K 00 1] changes from

15 LY ) 175,033, 70 TR AR ™. T Vo BV $2,567,592.65 to
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Figure 3-83

keeps the new values in the worksheet. If you click the Cancel button,
Excel redisplays the original values.

e Click the Cancel button in the Goal Seek Status dialog box to redisplay the original values in

the worksheet.

Certification

The Microsoft Office
Specialist (MOS) program
provides an opportunity for
you to obtain a valuable
industry credential — proof
that you have the Excel
2010 skills required by
employers. For more
information, visit the

Excel 2010 Certification
Web page (scsite.com/
ex2010/cert).

BTW

Goal Seeking

Goal seeking assumes you can change the value of only one cell referenced directly
or indirectly to reach a specific goal for a value in another cell. In this example, to change
the six-month operating income in cell H25 to $3,000,000.00, the Support, General, and
Administrative percentage in cell B8 must decrease by 1.43% from 18.75% to 17.32%.

You can see from this goal seeking example that the cell to change (cell B8) does
not have to be referenced directly in the formula or function. For example, the six-month
operating income in cell H25 is calculated by the function =SUM(B25:G25). Cell B8 is
not referenced in this function. Instead, cell B8 is referenced in the formulas in rows 18
through 22, on which the monthly operating incomes in row 25 are based. Excel thus is
capable of goal seeking on the six-month operating income by varying the value for the
Support, General, and Administrative assumption.
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To Quit Excel

Excel Chapter 3 EX 203

Quick Reference

o Click the Close button on the upper-right corner of the title bar.

9 If the Microsoft Excel dialog box is displayed, click the Don’t Save button.

With the workbook complete, the following steps quit Excel.

BTW

For a table that lists how
to complete the tasks
covered in this book
using the mouse, Ribbon,
shortcut menu, and
keyboard, see the Quick
Reference Summary at
the back of this book, or

m
S
[
i
Q.
@©
<
Y
©
v
x
L

Chapter Summary

visit the Excel 2010 Quick
Reference Web page
(scsite.com/ex2010/qr).

In this chapter you learned how to work with large worksheets that extend beyond the
window, how to use the fill handle to create a series, new formatting techniques, about the
difference between absolute cell references and relative cell references, how to use the IF
function, and how to rotate text in a cell, freeze titles, add Sparkline charts, change the
magnification of the worksheet, show different parts of the worksheet at the same time
through multiple panes, create a 3-D Pie chart, and improve the appearance of a 3-D Pie
chart. This chapter also introduced you to using Excel to do what-if analysis by changing
values in cells and goal seeking. The items listed below include all the new Excel skills you
have learned in this chapter.

1.

2.
. Enter Row Titles (EX 150)

Rotate Text and Use the Fill Handle to Create a
Series of Month Names (EX 145)
Increase Column Widths (EX 149)

Copy a Range of Cells to a Nonadjacent
Destination Area (EX 151)

Insert a Row (EX 154)

Enter Numbers with Format Symbols (EX 156)
Freeze Column and Row Titles (EX 157)

Enter and Format the System Date (EX 159)
Enter a Formula Containing Absolute Cell
References (EX 162)

Enter an IF Function (EX 165)

. Copy Formulas with Absolute Cell References

Using the Fill Handle (EX 168)

. Unfreeze the Worksheet Titles and Save the

Workbook (EX 169)

. Add a Sparkline Chart to the Worksheet (EX 170)

Format and Copy the Sparkline Chart (EX 171)

15.
16.
17.

18.

19.
20.
21.
22.

23.
24.
25.

26.
27.

28.

Assign Formats to Nonadjacent Ranges (EX 174)
Format the Worksheet Titles (EX 176)

Copy a Cell’s Format Using the Format Painter
Button (EX 178)

Draw a 3-D Pie Chart on a Separate Chart Sheet
(EX 182)

Insert a Chart Title and Data Labels (EX 183)
Rotate the 3-D Pie Chart (EX 186)

Apply a 3-D Format to the Pie Chart (EX 188)
Explode the 3-D Pie Chart and Change the Color
of a Slice (EX 190)

Reorder the Sheet Tabs (EX 194)

Check Spelling in Multiple Sheets (EX 194)
Shrink and Magnify the View of a Worksheet or
Chart (EX 196)

Split a Window into Panes (EX 198)

Analyze Data in a Worksheet by Changing Values
(EX 200)

Goal Seek (EX 200)

A
SAM

If you have a SAM 2010 user profile, your instructor may have assigned an autogradable
version of this assignment. If so, log into the SAM 2010 Web site at www.cengage.com/sam2010
to download the instruction and start files.
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Learn It Online

Test your knowledge of chapter content and key terms.

Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar, and
then enter the Web address scsite.com/ex2010/1learn. When the Excel 2010 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

w

=

2

s Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius?

S A series of true/false, multiple choice, and short An interactive game that challenges your knowledge

@ answer questions that test your knowledge of the  of chapter content in the style of a television

: chapter content. quiz show.

E Flash Cards Wheel of Terms

E An interactive learning environment where An interactive game that challenges your knowledge
you identify chapter key terms associated with of chapter key terms in the style of the television
displayed definitions. show Wheel of Fortune.
Practice Test Crossword Puzzle Challenge
A series of multiple choice questions that test your A crossword puzzle that challenges your knowledge
knowledge of chapter content and key terms. of key terms presented in the chapter.

Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this chapter.

Understanding Logical Tests and Absolute Cell Referencing

Instructions Part 1:  Determine the truth value (true or false) of the following logical tests, given the
following cell values: B4 = 30; W3 = 100; HS5 = 32; L2 = 25; and M8 = 15. Enter true or false.

a. M8 > B4 Truth value:
b. W3 =12 Truth value:
c. L2+15*B4/10 <> W3 Truth value:
d. H5-12 <B4/ M8 Truth value:
e. M8 +B4)*2<>W3-(M8/3)*2 Truth value:
f. M8 + 300 >B4*H5 + 10 Truth value:
g. H5* L2 >=2* (W3 +25) Truth value:
h. B4=10*(M8/5) Truth value:

Instructions Part 2:  Write cell J49 as a relative reference, absolute reference, mixed reference with the
column varying, and mixed reference with the row varying.

Instructions Part 3:  Start Excel. Open the workbook Apply 3-1 Absolute Cell References. See the
inside back cover of this book for instructions for downloading the Data Files for Students, or see your
instructor for information on accessing the files required in this book. You will re-create the numerical
grid pictured in Figure 3-84.
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Perform the following tasks:

1. Enter a formula in cell C7 that multiplies the sum of cells C3 through C6 times cell C2. Write the
formula so that when you copy it to cells D7 and E7, Excel adjusts all the cell references according
to the destination cells. Verify your formula by checking it with the values found in cells C7, D7,
and E7 in Figure 3-84.

2. Enter a formula in cell F3 that multiplies cell B3 times the sum of cells C3 through E3. Write
the formula so that when you copy the formula to cells F4, F5, and F6, Excel adjusts all the cell

references according to the destination cells. Verify your formula by checking it with the values
found in cells F3, F4, F5, and F6 in Figure 3-84.

3. Enter a formula in cell C8 that multiplies the sum of cells C3 through C6 times cell C2. Write the
formula so that when you copy the formula to cells D8 and E8, cell C2 remains absolute. Verify
your formula by checking it with the values found in cells C8, D8, and E8 in Figure 3-84.

4. Enter a formula in cell G3 that multiplies the sum of cells C3, D3, and E3 times cell B3. Write the
formula so that when you copy the formula to cells G4, G5, and G6, cell B3 remains absolute. Verify
your formula by checking it with the values found in cells G3, G4, G5, and G6 in Figure 3-84.

5. Apply the worksheet name, Cell References, to the sheet tab and apply the Red, Accent 2 theme
color to the sheet tab.

Excel Chapter 3
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6. Change the document properties, as specified by your instructor. Change the worksheet header
with your name, course number, and other information as specified by your instructor. Save the
workbook using the file name, Apply 3-1 Absolute Cell References Complete, and submit the
workbook as requested by your instructor.
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Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may need to
use Help to complete the assignment.

Nested IF Functions and More About the Fill Handle
Instructions Part 1:  Start Excel. You will use nested IF functions to determine values for sets of data.
1. Using the Insert Function dialog box, enter the following IF function in cell B1:

IF(A1=“TX”, “Central”, “Time Zone Error”)
2. Select cell B1, select the text “Time Zone Error” in the Formula Bar, click the Logical button
(Formulas tab | Function Library group), click IF, and enter the following IF function:
IF(A1=“OR?”, “Pacific”, “Time Zone Error”)
3. Select cell B1, select “Time Zone Error” in the Formula Bar, click Logical button (Formulas tab |
Function Library group), click IF, and enter the following IF function:
IF(A1=“VA”, “Eastern”, “Time Zone Error”)
4. Verify that the formula in cell B1 appears as follows:
=IF(A1="TX",“Central”, IF(A1=“OR”,“Pacific”, IF(A1=“VA”,“Eastern”,“Time Zone Error”)))
5. Use the fill handle to copy the nested IF function down through cell B6. Enter the following
data in the cells in the range A1:A6 and then write down the results that display in cells B1 through
B6 for each set. Set 1: Al =TX; A2 = NY; A3 = OR; A4 = MI; A5 = TX; A6 = VA. Set 2: Al= W]
A2 =OR; A3 =1L; A4 =VA; A5 =NJ; A6 = TX.
Set 1 Results:
Set 2 Results:

6. Save the workbook using the file name, Extend 3-1 Create Series Complete Part 1, and submit the
workbook as specified by your instructor.
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Instructions Part 2:  Start Excel. Open the workbook Extend 3-1 Create Series. See the inside back
cover of this book for instructions for downloading the Data Files for Students, or see your instructor
for information on accessing the files required in this book.

Perform the following tasks:

1. Use the fill handle on one column at a time to propagate the twelve series through row 14, as
shown in Figure 3-85. For example, in column A, select cell A2 and drag the fill handle down to
cell A14. In column C, hold down the CTRL key to repeat Saturday through cell C14. In column
D, select the range D2:D3 and drag the fill handle down to cell D14. Likewise, in columns G
through L, select the two adjacent cells in rows 2 and 3 before dragging the fill handle down to the
corresponding cell in row 14.

2. Select cell D19. While holding down the CTRL key, one at a time drag the fill handle three cells
to the right, to the left, up, and down to generate four series of numbers beginning with zero and
incremented by one.

3. Select cell H19. Point to the cell border so that the mouse pointer changes to a plus sign with four
arrows. Drag the mouse pointer down to cell H21 to move the contents of cell H19 to cell H21.

4. Select cell H21. Point to the cell border so that the mouse pointer changes to a plus sign with four
arrows. While holding down the CTRL key, drag the mouse pointer to cell K21 to copy the contents
of cell H21 to cell K21.
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Figure 3-85
5. Select cell K19. Drag the fill handle in to the center of cell K19 so that the cell is shaded and the

cell contents are deleted.

6. Apply a worksheet name to the sheet tab and apply a color of your choice to the sheet tab.

10.
11.

. Select cell range H2:114, click the Pie button (Insert tab | Charts group) to display the Pie gallery,

click Pie in 3-D chart in the Pie gallery, click the Move Chart button (Chart Tools Design tab |
Location group), click the New sheet option button (Move Chart dialog box), and then click the
OK button (Move Chart dialog box) to move the 3-D Pie chart to a new worksheet.

. Click the Chart Title button (Chart Tools Layout tab | Labels group), click Above Chart in the

Chart Title gallery, select the title, and change the chart title to “Yearly Breakdown”.

. Click the Data Labels button (Chart Tools Layout tab | Labels group), click Outside End in the

Data Labels gallery to add data points to the chart.
Apply a chart sheet name to the sheet tab and apply a color of your choice to the tab.

Change the document properties, as specified by your instructor. Change the worksheet header
with your name, course number, and other information as specified by your instructor. Save

the workbook using the file name, Extend 3-1 Create Series Complete Part 2, and submit the
workbook as specified by your instructor.
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Make It Right

Analyze a workbook and correct all errors and/or improve the design.

Inserting Rows, Moving a Range, and Correcting Formulas in a Worksheet

Instructions: ~ Start Excel. Open the workbook Make It Right 3-1 SpeedyOfficeSupply.com Annual
Projected Net Income. See the inside back cover of this book for instructions for downloading the Data
Files for Students, or see your instructor for information on accessing the files required for this book.
Correct the following design and formula problems (Figure 3-86a) in the worksheet.
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Figure 3-86 (b) After

1. The Shipping Cost in cell C8 is computed using the formula =B2*B8 (Shipping % x Sales). Similar
formulas are used in cells C9, C10, and C11. The formula in cell C8 was entered and copied to cells
C9, C10, and C11. Although the result in cell C8 is correct, the results in cells C9, C10, and C11
are incorrect. Edit the formula in cell C8 by changing cell B2 to an absolute cell reference. Copy
the corrected formula in cell C8 to cells C9, C10, and C11. After completing the copy, click the
Auto Fill Options button arrow that is displayed below and to the right of cell C11 and choose Fill
Without Formatting.

2. The Discount amounts in cells D8, D9, D10, and D11 are computed using the IF function. The
Discount amount should equal the amount in cell B3*B8 (Discount % x Sales) if the corresponding
Sales in column B is greater than or equal to $2,500,000. If the corresponding Sales in column B is
less than $2,500,000, then the Discount amount is 5%*B8 (5% x Sales). The IF function in cell D8
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was entered and copied to cells D9, D10, and D11. The current IF functions in cells D8, D9, D10,
and D11 are incorrect. Edit and correct the IF function in cell D8. Copy the corrected formula in
cell D8 to cells D9, D10, and D11. After completing the copy, click the Auto Fill Options button
arrow that is displayed below and to the right of cell D11 and choose Fill Without Formatting.

Excel Chapter 3

3. The Processing Costs in cell E8 is computed using the formula =B4*B8 (Proc. Costs % x Sales).
The formula in cell E8 was entered and copied to cells E9, E10, and E11. Although the result in
cell E8 is correct, the results in cells E9, E10, and E11 are incorrect. Edit and correct the formula
in cell E8 by changing cell B4 to an absolute cell reference. Copy the corrected formula in cell E8
to cells E9, E10, and E11. After completing the copy, click the Auto Fill Options button arrow that
displays below and to the right of cell E11 and choose Fill Without Formatting. Ensure that the
range B9:E11 is formatted with the Accounting Number format.

4. Change the design of the worksheet by moving the Assumptions table in the range A1:B4 to the
range A14:B17, as shown in Figure 3-86b. To complete the move drag the Assumptions table to
the range A14:B17. Use Figure 3-86b to verify that Excel automatically adjusted the cell references
based on the move. Use the Undo button and Redo button on the Quick Access Toolbar to move
the Assumptions table back and forth while the results of the formulas remain the same.
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5. Apply a worksheet name to the sheet tab and apply the Orange, Accent 3 color to the sheet tab.

6. Change the document properties, as specified by your instructor. Change the worksheet header
with your name, course number, and other information as specified by your instructor. Save the
workbook using the file name, Make It Right 3-1 SpeedyOfficeSupply.com Annual Projected Net
Income Complete, and submit the revised workbook as specified by your instructor.

— il
SAM

Create a workbook using the guidelines, concepts, and skills presented in this chapter. Labs
are listed in order of increasing difficulty.

Lab 1: Six-Year Financial Projection

Problem: Your supervisor in the Finance department at Med Supply Online Warehouse has asked
you to create a worksheet that will project the annual gross margin, expenses, total expenses, operating
income, income taxes, and net income for the next six years based on the assumptions in Table 3-9.
The desired worksheet is shown in Figure 3-87 on the following page. In Part 1 you will create the
worksheet. In Part 2 you will create a chart to present the data, shown in Figure 3-88 on page EX 213.
In Part 3 you will use Goal Seek to analyze three different sales scenarios.

Table 3-9 Med Supply Online Warehouse Financial Projection Assumptions

Units Sold in Prior Year 1,589,712

Unit Cost $59.50
Annual Sales Growth 4.50%
Annual Price Decrease 3.80%
Margin 38.80%

Continued >
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In the Lab continued
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Figure 3-87

Instructions Part 1:

1.

Start Excel. Apply the Civic theme to the worksheet by using the Themes button (Page Layout tab |
Themes group). Bold the entire worksheet by selecting the entire worksheet and using the Bold
button (Home tab | Font group).

. Enter the worksheet title Med Supply Online Warehouse in cell Al and the subtitle

Six-Year Financial Projection in cell A2. Format the worksheet title in cell Al to
36-point Copperplate Gothic Bold (or a similar font). Format the worksheet subtitle in cell A2

to 20-point Verdana (or a similar font). Enter the system date in cell G2 using the NOW function.
Format the date to the 14-Mar-01 style.

. Change the following column widths: A = 25.00 characters; B through H = 15.00 characters.

Change the heights of rows 7, 15,17, 19, and 22 to 18.00 points.

. Enter the six column titles Year 1 through Year 6 in the range B3:G3 by entering Year 1 in cell B3

and then dragging cell B3’ fill handle through the range C3:G3. Format cell B3 as follows:
(a) increase the font size to 14; (b) center and italicize it; and (c) angle its contents clockwise.

Use the Format Painter button (Home tab | Clipboard group) to copy the format assigned to
cell B3 to the range C3:G3.
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5. Enter the row titles in the range A4:A19. Change the font in cells A7, A15,A17, and A19 to
14-point Verdana (or a similar font). Add thick bottom borders to the ranges B3:G3 and B5:GS5.
Use the Increase Indent button (Home tab | Alignment group) to increase the indent of the row
titles in cell A5, the range A8:A14, and cell A18.

6. Enter the table title Assumptions in cell A22. Enter the assumptions in Table 3—9 on page
EX 209 in the range A23:B27. Use format symbols when entering the numbers. Change the font
size of the table title in cell A22 to 14-point Verdana and underline it.

7. Select the range B4:G19 and then click the Format Cells: Number Dialog Box Launcher (Home
tab | Number group) to display the Format Cells dialog box. Use the Number category (Format
Cells dialog box) to assign the Comma style with no decimal places and negative numbers enclosed
in parentheses to the range B4:G19.

8. Complete the following entries:
a. Year 1 Sales (cell B4) = Units Sold in Prior Year * (Unit Cost / (1 - Margin)) or = B23*(B24/
(1-B27))
b. Year 2 Sales (cell C4) = Year 1 Sales * (1 + Annual Sales Growth) * (1 - Annual Price Decrease)
or =B4*(1+$B$25)*(1-$B$26)
Copy cell C4 to the range D4:G4.
Year 1 Cost of Goods (cell B5) = Year 1 Sales * (1 — Margin) or =B4 * (1 - $B$27)
Copy cell BS to the range C5:GS.
Gross Margin (cell B6) = Year 1 Sales - Year 1 Cost of Goods or =B4 — BS
Copy cell B6 to the range C6:G6.
Year 1 Advertising (cell B8) = 500 + 8% * Year 1 Sales or =500+8%*B4
Copy cell B8 to the range C8:G8.

j. Maintenance (row 9): Year 1 = 1,605,000; Year 2 = 4,378,000; Year 3 = 5,920,000; Year 4 =
5,050,000; Year 5 = 3,200,000; Year 6 = 4,250,000

k. Year 1 Rent (cell B10) = 2,700,000

Year 2 Rent (cell C10) = Year 1 Rent + (12% * Year 1 Rent) or =B10*(1+12%)
. Copy cell C10 to the range D10:G10.

Year 1 Salaries (cell B11) = 17% * Year 1 Sales or =17%*B4

Copy cell B11 to the range C11:G11.

Year 1 Shipping (cell B12) = 3.9% * Year 1 Sales or =3.9%*B4

Copy cell B12 to the range C12:G12.

Year 1 Supplies (cell B13) = 1.3% * Year 1 Sales or =1.3%*B4

Copy cell B13 to the range C13:G13.
t. Year 1 Web Services (cell B14) = 250,000

u. Year 2 Web Services (cell C14) = Year 1 Web Services + (15% * Year 1 Web Services) or
=B14*(1+15%)

v. Copy cell C14 to the range D14:G14.

w. Year 1 Total Expenses (cell B15) = SUM(B8:B14)

x. Copy cell B15 to the range C15:G15.

y. Year 1 Operating Income (cell B17) = Year 1 Gross Margin - Year 1 Total Expenses or =B6-B15
z. Copy cell B17 to the range C17:G17.
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In the Lab continued

10.
11.

12.

13.

aa. Year 1 Income Taxes (cell B18): If Year 1 Operating Income is less than 0, then Year 1 Income

Taxes equal 0; otherwise Year 1 Income Taxes equal 45% * Year 1 Operating Income
or =IF(B17 <0, 0, 45%*B17)

bb. Copy cell B18 to the range C18:G18.

cc. Year 1 Net Income (cell B19) = Year 1 Operating Income - Year 1 Income Taxes or = B17-B18
dd. Copy cell B19 to the range C19:G19.

ee. In cell H4, insert a Sparkline Column chart (Insert Tab| Sparklines group) for cell range B4:G4
ff. Repeat step ee for the ranges H5:H6, H8:H15, and H17:H19

. Change the background colors as shown in Figure 3-87. Use Teal, Accent 3, Lighter 40% for the

background colors.

Zoom to: (a) 200%; (b) 75%; (c) 25%; and (d) 100%.

Change the document properties, as specified by your instructor. Change the worksheet header
with your name, course number, and other information as specified by your instructor. Save

the workbook using the file name, Lab 3-1 Med Supply Online Warehouse Six-Year Financial
Projection.

Preview the worksheet. Use the Orientation button (Page Layout tab | Page Setup group) to fit

the printout on one page in landscape orientation. Preview the formulas version (cTrL+) of the
worksheet in landscape orientation using the Fit to option. Press cTRL + to instruct Excel to display
the values version of the worksheet. Save the workbook again and close the workbook.

Submit the workbook as specified by your instructor.

Instructions Part 2:

1.

Start Excel. Open the workbook Lab 3-1 Med Supply Online Warehouse Six-Year Financial
Projection.

. Use the nonadjacent ranges B3:G3 and B19:G19 to create a 3-D Cylinder chart. Draw the chart

by clicking the Column button (Insert tab | Charts group). When the Column gallery is displayed,
click the Clustered Cylinder chart type (column 1, row 3). When the chart is displayed, click the
Move Chart button to move the chart to a new sheet.

. Select the legend on the right side of the chart and delete it. Add the chart title by clicking the

Chart Titles button (Chart Tools Layout tab | Labels group). Click Above Chart in the Chart Title
gallery. Format the chart title as shown in Figure 3-88.

. To change the color of the cylinders, click one of the cylinders and use the Shape Fill button (Chart

Tools Format tab | Shape Styles group). To change the color of the wall, click the wall behind the
cylinders and use the Shape Fill button to change the chart wall color. Use the same procedure to
change the color of the base of the wall.

. Rename the sheet tabs Six-Year Financial Projection and 3-D Cylinder Chart. Rearrange the sheets

so that the worksheet is leftmost and color their tabs as shown in Figure 3-88.

. Click the Six-Year Financial Projection tab to display the worksheet. Save the workbook using the

same file name (Lab 3-1 Med Supply Online Warehouse Six -Year Financial Projection) as defined
in Part 1. Submit the workbook as requested by your instructor.
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Figure 3-88

Instructions Part 3:

1. Start Excel. Open the workbook Lab 3-1 Med Supply Online Warehouse Six-Year Financial
Projection. Do not save the workbook in this part of the In the Lab exercise. Divide the window
into two panes by dragging the horizontal split box between rows 6 and 7. Use the scroll bars
to show both the top and bottom of the worksheet. Using the numbers in columns 2 and 3 of
Table 3-10, analyze the effect of changing the annual sales growth (cell B25) and annual price
decrease (cell B26) on the net incomes in row 19. The resulting answers are in column 4 of
Table 3—-10. Submit the workbook or results of the what-if analysis for each case as requested
by your instructor.

Table 3-10 Med Supply Online Warehouse Data to Analyze and Results

Case Annual Sales Growth Annual Price Decrease Year 6 Resulting Net Income in Cell G19
1 8.45% 5.75% 2,925,008
2 14.75% 23.00% (2,353,532)
3 25.50% 2.65% 14,668,149

2. Close the workbook without saving it, and then reopen it. Use the What-If Analysis button
(Data tab | Data Tools group) to goal seek. Determine a margin (cell B27) that would result in
a Year 6 net income of $4,000,000 (cell G19). You should end up with a margin of 40.49% in
cell B27. Submit the workbook with the new values or the results of the goal seek as requested by
your instructor. Do not save the workbook with the latest changes.
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Lab 2: Analysis of Indirect Expense Allocations

Problem: Your classmate works part time as an advisor for the ReachOut Neighbors not-for-profit
group. She has asked you to assist her in creating an indirect expense allocation worksheet

(Figure 3-89) that will help the not-for-profit administration better evaluate the branch offices
described in Table 3-11.
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Figure 3-89

Table 3-11 ReachOut Neighbor Worksheet Data

Chicago DE]EH Houston Jacksonville Los Angeles New York Reno

Branch Branch Branch Branch Office Branch Office Branch Branch

Office Office Office Office Office
Total Donations 735356 98190 178435 212300 175350 752900 1845230
Distributed Goods 529750 60891 135589 150895 96050 589590 1629350
and Services
Direct Expenses 57550 22530 14750 25300 42670 58600 65000
Square Footage 15500 775 7550 8250 950 6275 8600

Instructions Part 1: Do the following to create the worksheet shown in Figure 3-89.
1. Apply the Foundry theme to the worksheet. Bold the entire worksheet by selecting the entire
worksheet and using the Bold (Home tab | Font group).

2. Change the following column widths: A = 30.00; B through I = 13.00; J = 20.00.

3. Enter the worksheet titles in cells Al and A2 and the system date in cell I2. Format the date to the
14-Mar-01 style.
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4. Enter the column titles, row titles, and the first three rows of numbers in Table 3—11 in rows 3
through 6. Add the column heading Total to cell I3. Center and italicize the column headings in the
range B3:13. Add a thick bottom border to the range B3:I3. Sum the individual rows 4, 5, and 6 in
the range 14:16.

5. Enter the Square Footage row as shown in Table 3—11 with the comma format symbol in row 16.
Sum row 16 in cell I16. Use the Format Painter button (Home tab | Clipboard group) to format
cell I16. Change the height of row 16 to 42.00. Vertically center the range A16:116 through the use
of the Format Cells dialog box.

6. Enter the remaining row titles in the range A7:A17 as shown in Figure 3—-89. Increase the font size
in cells A7, A14, and A15 to 14 point.
7. Copy the row titles in range A8:A13 to the range A18:A23. Enter the numbers shown in the range
B18:B23 of Figure 3-89 with format symbols.
8. The planned indirect expenses in the range B18:B23 are to be prorated across the branch office
as follows: Administrative (row 8), Energy (row 10), and Marketing (row 13) on the basis of Total
Donations (row 4); Depreciation (row 9), Insurance (row 11), and Maintenance (row 12) on the
basis of Square Footage (row 16). Use the following formulas to accomplish the prorating:
a. Chicago Branch Office Administrative (cell B8) = Administrative Expenses * Chicago Branch
Office Total Donations / ReachOut Neighbors Total Donations or =$B$18*B4/$1$4
b. Chicago Branch Office Depreciation (cell B9) = Depreciation Expenses * Chicago Branch Office
Square Footage / Total Square Footage or =$B$19*B16/$1$16
c. Chicago Branch Office Energy (cell B10) = Energy Expenses * Chicago Branch Office Total
Donations / ReachOut Neighbor Total Donations or =$B$20*B4/$1$4
d. Chicago Branch Office Insurance (cell B11) = Insurance Expenses * Chicago Branch Office
Square Footage / Total Square Footage or =$B$21*B16 /$1$16
e. Chicago Branch Office Maintenance (cell B12) = Maintenance Expenses * Chicago Branch
Office Square Footage / Total Square Footage or =$B$22*B16/$1$16
f. Chicago Branch Office Marketing (cell B13) = Marketing Expenses * Chicago Branch Office
Total Donations / ReachOut Neighbor Total Donations or =$B$23*B4/$1$4

g. Chicago Branch Office Total Indirect Expenses (cell B14) = SUM(B8:B13)

h. Chicago Branch Office Net Income (cell B15) = Total Donations - (Distributed Goods and
Services + Direct Expenses + Total Indirect Expenses) or =B4-(B5+B6+B14)

i. Copy the range B8:B15 to the range C8:H15.
j. Sum the individual rows 8 through 15 in the range I8:I15.

9. Add a thick bottom border to the range B13:113. Assign the Currency style with two decimal places
and show negative numbers in parentheses to the following ranges: B4:14; B8:18; and B14:115.

Assign the Comma style with two decimal places and show negative numbers in parentheses to the

following ranges: B5:16 and B9:113.

10. Change the font in cell Al to 48-point Britannic Bold (or a similar font). Change the font in cell
A2 to 22-point Britannic Bold (or a similar font). Change the font in cell A17 to 18-point italic
Britannic Bold.

11. Use the background color Green, Accent 1, Lighter 40% and the font color Tan, Background 2,
Darker 75% for cell A7 and the ranges A1:12; A15:115; and A17:B23 as shown in Figure 3-89.

12. Insert a Sparkline Win/Loss chart for the range B8:HS8 in cell J8. Copy the cell J8 to the cell
range J9:J13.
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In the Lab continued

13. Rename the Sheetl sheet as Indirect Expenses Analysis and color its tab green.

14. Update the document properties with your name, course number, and name for the workbook.
Change the worksheet header with your name, course number, and other information as specified
by your instructor. Save the workbook using the file name, Lab 3-2 ReachOut Neighbor Analysis of
Indirect Expenses.

15. Preview the worksheet. Use the Orientation button (Page Layout tab | Page Setup group) to fit
the printout on one page in landscape orientation using the Fit to option. Preview the formulas
version (CTRL+) of the worksheet in landscape orientation using the Fit to option. Press CTRL+ to
instruct Excel to display the values version of the worksheet. Save the workbook again and close the
workbook.

16. Divide the window into four panes and show the four corners of the worksheet. Remove the four
panes. Close the workbook but do not save the workbook.
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Instructions Part 2:  Start Excel. Open Lab 3-2 ReachOut Neighbor Analysis of Indirect Expenses.
Draw a 3-D Column Chart (Figure 3-90) on a separate sheet that shows the contribution of each
category of indirect expense to the total indirect expenses. That is, chart the nonadjacent ranges A8:A13
(category names) and I8:113 (data series). Show labels that include value of the column. Do not show
the legend. Format the 3-D Column Chart as shown in Figure 3—90. Rename the chart sheet 3-D
Column Chart and color the sheet tab red. Move the chart tab to the right of the worksheet tab. Save
the workbook using the file name, Lab 3-2 ReachOut Neighbor Analysis of Indirect Expenses. Submit
the workbook as specified by your instructor.
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Figure 3-90
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Instructions Part 3:  Start Excel. Open Lab 3-2 ReachOut Neighbor Analysis of Indirect Expenses.
1. Using the numbers in Table 3—12, analyze the effect of changing the planned indirect expenses in
the range B18:B23 on the net incomes for each branch office. You should end with the following
totals in cell I15: Case 1 = $5,846.00 and Case 2 = $124,346.00. Submit the workbook or results

for each case as requested by your instructor.

2. Use the What-If Analysis button (Data tab | Data Tools group) to goal seek. Determine a planned
indirect Marketing expense (cell B23) that would result in a total net income of $50,000 (cell I15).
You should end up with a planned indirect Marketing expense of $225,586 in cell B23. Submit the
workbook with the new values or the results of the goal seek as specified by your instructor.

Table 3-12 ReachOut Neighbor Indirect Expense Allocations What-If Data

Case 1 Case 2
Administrative 124000 66500
Depreciation 156575 75000
Energy 72525 56000
Insurance 46300 67000
Maintenance 75000 48000
Marketing 39000 82400

Lab 3: Modifying a Weekly Inventory Worksheet

Problem: As a summer intern at Dinah’s Candle Depot, you have been asked to modify the weekly
inventory report shown in Figure 3-91a on the following page. The workbook, Lab 3-3 Dinah’s Weekly
Inventory Report, is included with the Data Files for Students. See the inside back cover of this book
for instructions for downloading the Data Files for Students, or see your instructor for information on
accessing the files required for this book.

The major modifications to the payroll report to be made in this exercise include: (1) reformatting
the worksheet; (2) adding computations of quantity to order based on reorder level and weeks to arrive;
(3) adding calculations to suggest changes in ordering; (4) adding current and last month sales for
inventory items; (5) adding and deleting inventory items; and (6) changing inventory item information.
The final inventory report is shown in Figure 3-91b on the following page.
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EX 218 Excel Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

In the Lab continued
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Figure 3-91 (b) After

Instructions Part 1:
1. Start Excel. Open the workbook, Lab 3-3 Dinah’s Weekly Inventory Report and then save the
workbook using the file name Lab 3-3 Dinah’s Weekly Inventory Report Complete.
2. Select the worksheet by clicking the Select All button. Click the Clear button (Home tab | Editing
group) and then click Clear Formats on the Clear menu to clear the formatting. Bold the entire
worksheet.
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3. Delete rows 11 through 13 to remove the statistics below the Totals row. Change all the row
heights back to the default height (12.75).

4. Insert four rows above row 1 by selecting rows 1 through 4, right-clicking the selection, and
clicking Insert on the shortcut menu.

5. Change the row heights as follows: row 5 = 48.00; row 6 = 25.50; and 7 = 38.25. For the range
B7:17, change the format so that the text wraps. Center the range B7:17.

Excel Chapter 3

6. Delete column B by right-clicking the column heading and clicking Delete on the shortcut menu.

7. Insert a new column between columns D and E. Change the column widths as follows: A = 25.00;
E =13.00; and F through I = 9.71. Enter the new column E title Suggested Reorder in cell E7.

8. Insert two new columns between columns F and G. Enter the new column G title Last Month
Sales in cell G7. Enter the new column H title Current Month Sales in cell H7.

9. Enhance the worksheet title in cell AS by using a 36-point purple Cooper Black (or a similar font)
font style as shown in Figure 3-91b.

10. Assign the NOW function to cell B6 and format it to the 3/14/2001 style.

11. Delete item Car Air Freshener (row 13). Change Mini Jar Candle’s (row 12) cases on hand to 6.
Change Large Candle’s (row 8) items per case to 8 and cost per case to $131.00. Change Incense
Stick’s (row 10) sale price per item to $2.00 and Incense Holder’s (row 9) sale price per item to

$4.75.

12. Freeze column A and rows 1 through 7 by selecting cell B8, clicking the Freeze Panes button
(View tab | Window group), and then clicking Freeze Panes on the Freeze Panes gallery.
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13. In columns G and H, enter the current month and last month sales values listed in Table 3—13.

14. Insert three new rows immediately above the Totals row. Add the new items data as listed in Table 3—14.

Table 3-13 Dinah’s Candle Depot Monthly Sales Values

Inventory Item Last Month Sales Current Month Sales
Large Candle 851.6 1703.2
Incense Holder 37.5 56.25
Incense Stick 90 100
Candle Topper 390 260
Mini Jar Candle 1208 1208
Table 3-14 Dinah’s Candle Depot New Items
Inventory Cases On Items Per Reorder Order Last Current Cost Per  Sale Price
Item Hand Case AV Time Month Month Case Per Item
(Weeks) Sales Sales
Votive Candle 3 18 4 1 300 450 20 1.5
Taper Candle 2 16 3 2 350 612.5 35 3.5
Candle 2 5 1 3 638 797.5 100 15.95
Warmer

15. Center the range B8:F15. Use the Currency category in the Format Cells dialog box to assign a
Comma style (no dollar signs) with two decimal places and negative numbers within parentheses
to the range G8:K16. Draw a thick bottom border in the ranges A7:K7 and A15:K15.

16. As shown in Figure 3-91b, enter and format the Increase Reorder Amt (2), the Decrease Reorder
Amt (1), and the Sales Threshold % (25%) information in the range A1:B3. Use format symbols
where applicable.

Continued >
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In the Lab continued

17. Remove any Totals in the range B16:F16. Update and add totals as necessary so that totals appear in
the range G16:K16.

18. In cell E8, enter an IF function that applies the following logic and then copy it to the range
E9:E15. If (Current Month Sales — Last Month Sales) / Current Month Sales >= Sales Threshold %,
then Reorder Level + Increase Reorder Amt, otherwise Reorder Level — Decrease Reorder Amt
or =IF((H8-G8)/H8 >= $B$3, D8+$B$1,D8-$BS$2).

19. In cell L8, insert a Sparkline Line chart for range G8:HS8. Copy cell L8 to the range L9:L16.

20. Unfreeze the worksheet by clicking the Freeze Panes button (View tab | Window group), and then
clicking Unfreeze Panes on the Freeze Panes gallery.

21. Preview the worksheet. Use the Orientation button (Page Layout tab | Page Setup group) to fit the
printout on one page in landscape orientation.

22. Change the document properties, as specified by your instructor. Change the worksheet header,
adding your name, course number, and other information as specified by your instructor. Save the
workbook.
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23. Use the Zoom button (View tab | Zoom group) to change the view of the worksheet. One by one,
select all the percents on the Zoom dialog box. When you are done, return the worksheet to 100%
magnification.

24. Preview the formulas version (cTrL+ ") in landscape orientation. Close the worksheet without
saving the latest changes.

25. Submit the workbook as specified by your instructor.

Instructions Part 2:  Start Excel. Open Lab 3-3 Dinah’s Weekly Inventory Report Complete. Do not
save the workbook in this part. Using the numbers in Table 3—15, analyze the effect of changing the
Sales Threshold in cell B3. The first case should result in a Suggested Reorder in cell E15 of 0. The
second case should result in a Suggested Reorder in cell E15 of 3. Close the workbook without saving
changes. Submit the results of the what-if analysis as specified by your instructor.

Table 3-15 The Dinah’s Candle Depot’s Sales Threshold Cases

Case Sales Threshold

1 30%
2 15%

Instructions Part 3:  Submit results for this part as requested by your instructor.

1. Start Excel. Open Lab 3-3 Dinah’s Weekly Inventory Report Complete. Select cell E8. Write down
the formula that Excel displays in the formula bar. Select the range D8:D15. Point to the border
surrounding the range and drag the selection to the range E17:E24. Click cell E8, and write down
the formula that Excel displays in the formula bar below the one you wrote down earlier. Compare
the two formulas. What can you conclude about how Excel responds when you move cells involved
in a formula? Click the Undo button on the Quick Access Toolbar.

2. Right-click the range D8:D15 and then click Delete on the shortcut menu. When Excel displays the
Delete dialog box, click Shift cells left and then click the OK button. What does Excel display in cell
D8? Click cell D8 and then point to the Trace Error button that is displayed to the left of the cell.
Write down the ScreenTip that is displayed. Click the Undo button on the Quick Access Toolbar.

3. Right-click the range D8:D15 and then click Insert on the shortcut menu. When Excel displays the
Insert dialog box, click ‘Shift cells right’ and then click the OK button. What does Excel display in
the formula bar when you click cell F8? What can you conclude about how Excel responds when
you insert cells next to cells involved in a formula? Close the workbook without saving the changes.
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Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

1: Bachelor Degree Expense and Resource Projection

Academic

Attending college with limited resources can be a trying experience. One way to alleviate some of
the financial stress is to plan ahead. Develop a worksheet following the general layout in Table 3-16
that shows the projected expenses and resources for four years of college. Use the formulas listed in
Table 3—-17 and the concepts and techniques presented in this chapter to create the worksheet.

Table 3-16 Bachelor Degree Expense and Resource Projection

Expenses Freshman Sophomore Junior

Room & Board $12,550.00 Formula A —
Tuition & Books 16,450.00 Formula A —
Clothes 785.00 Formula A > —
Entertainment 1,520.00 Formula A > —
Miscellaneous 936.00 Formula A > —

Total Expenses — — — — —

Resources Freshman Sophomore

Savings Formula B

Parents Formula B —
Job Formula B > —
Loans Formula B —
Scholarships Formula B & —

Total Resources — — — — —

Savings 10.00%
Parents 12.00%
Job 11.00%
Loans 35.00%
Scholarships 32.00%
Annual Rate 8.25%

Increase

Table 3-17 Bachelor Degree Expense and Resource Projection Formulas

Formula A = Prior Year’s Expense * (1 + Annual Rate Increase)

Formula B = Total Expenses for Year * Corresponding Assumption

After creating the worksheet: (a) perform what-if analysis by changing the percents of the resource
assumptions; (b) perform a what-if analysis to determine the effect on the resources by increasing the
Annual Rate Increase to 9.95% (answer = $149,520.41); and (c) with the original assumptions, goal seek
to determine what the Annual Rate Increase would be for the total expenses to be $175,000 (answer =
20.77%). Submit the workbook and results of the what-if analysis as specified by your instructor.
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Cases and Places continied

2: Fuel Cost Analysis

Personal

You are thinking about buying a new vehicle, and you want to make sure that you get the most fuel
savings you can find. You know that there are hybrid vehicles available and so you decide to research
them as well as gas-only cars. Your friends also are interested in the results. Together, you decide

to research the fuel costs associated with various types of vehicles. Research the gas mileage for six
vehicles: three should run only on gas, and the others should be hybrid vehicles, combining gas and
battery power. After you find the gas mileage for each vehicle, you will use formulas to calculate the
tuel cost for 1 month, 1 year, and three years. Assume that in a typical month, you will drive 400 miles
and that the average price of gas is $2.69 per gallon. Develop a worksheet following the general layout
in Table 3-18 that shows the fuel cost analysis. Use the formulas listed in Table 3-19 and the concepts
and techniques presented in this chapter to create the worksheet. Add a 3-D line chart showing the cost
comparisons as an embedded chart.
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Table 3-18 Fuel Cost Analysis

Vehicle Miles Per Gallon 1 Month 1 Year 3 Year
Ford Expedition 17 Formula A Formula B Formula C
Dodge RAM 1500 20 - - —

Honda Civic 31

Chevy Silverado Hybrid 21 - - —

Ford Fusion Hybrid 41 - == —

Honda Civic Hybrid

Distance per Month
Price of Gas $2.69

Table 3-19 Fuel Cost Analysis Formulas

Formula A = (Distance per Month / Miles per Gallon)*Price of Gas
Formula B = ((Distance per Month / Miles per Gallon)*Price of Gas)*12
Formula C = ((Distance Per Month / Miles per Gallon)*Price of Gas)*36

3: Quarterly Income Projections

Professional
Notable Web Site Design is one of the largest Web site design and Web site hosting companies in the
Midwest. The company generates revenue from Web site design and selling Web site hosting space on
their Web servers. A fixed percentage of the total net revenue is spent on administrative, equipment,
marketing, payroll, and production expenses. A bonus is expensed if the total net revenue for the
quarter exceeds $14,000,000. The company’s projected receipts and expenditures for the next four
quarters are shown in Table 3-20.

With this data, you have been asked to prepare a worksheet similar to Figure 3—87 on page
EX 210 for the next management team meeting. The worksheet should show total net revenues, total
expenditures, and operating income for each quarterly period. Include a 3-D Pie chart on a separate
sheet that shows the quarterly income contributions to the annual operating income. Use the concepts
and techniques presented in this chapter to create and format the worksheet and chart.
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During the meeting, one manager lobbied to reduce marketing expenditures by 1.25% and
payroll costs by 2.75%. Perform a what-if analysis reflecting the proposed changes in expenditures.
The changes should result in an operating income of $22,425,581 for the year. Using the original
assumptions shown in Table 3-20, another manager asked to what extent marketing would have to
be reduced to generate an annual operating income of $21,000,000. Marketing would to be reduced
from 13.50% by 1.92% to 11.58%.

Submit the workbook and results of the what-if analysis as specified by your instructor.
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Table 3-20 Notable Website Design Operating Income Projection by Quarter g
w
=

Revenues Quarter 1 Quarter 2 Quarter 3 Quarter 4 2
)

Site Design 12,247,999 15,234,813 16,567,102 10,619,201 3

Web Hosting 1,678,153 5,901,988 4,718,231 1,569,378 :
2

Expenditures -
=)

Administrative 10.50% =

Bonus 250,000.00

Equipment 17.75%

Marketing 13.50%

Payroll 22.50%

Production 6.30%

Revenue for Bonus 14,000,000.00
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