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% use this | Introduction
S

pace for notes . ..
Excel 3 is a course created for CAL PACT participants to learn more about the

features of Microsoft Excel. The course covers selected intermediate material and
applies to both the Windows and Macintosh computer platforms. This document
serves as a future reference for you as you continue to gain experience on your
own. Some topics may not be covered in as much detail during the course as they
are in this document. Documentation is available for previous versions of Excel on
the CAL PACT website: http://calpact.berkeley.edu.

Skills you need for this course
* How to use the mouse
* Familiarity with the Windows or Mac operating systems

* Understanding of the material covered in the Excel 1 and 2 courses
Specifically: data entry
editing
formatting
formula entry
printing

Skills and concepts you will learn in this course
* Making a chart using the Chart Wizard
» Editing a chart
* Formatting a chart
* How to record a macro
* Making a macro accessible

Conventions used in this document

Menus and menu commands are separated by a vertical bar (| ). In the document
they will appear as Menu|Command. An example of this is: “Select File|New....”
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You can also use the
Custom Types tab to select
custom charts.

Making A Chart

Enter the Data

Type in the data and remember to include labels for your data as well. After
finishing up your data series, highlight the rows and columns. Be sure to highlight

the labels as well. Next click the Chart Wizard button ( [l ) to begin making the
chart.

Chart Wizard- Step 1

Step 1 of the Chart Wizard asks what type of chart you want to use. Select a Chart
type and a Chart sub-type. Chart sub-type is a sub variation on Chart type that
plots the data in contrasting ways. A preview box below Chart sub-type describes
the effect of the selected sub-type. Click and hold the Press and Hold to View
Sample button to preview your selection. Click on Next > once you choose your
desired chart.

Chart Wizard - Step 1 of 4 - Chart Type EE3

ihiflals
)|

Standard Types | Cusktom Types I

-2 BY (Scatker)

|h Area

Chart bvpe: Chart sub-tvpe:
& Doughnut

@r Radar —
| Surface i
@ EBubble

[ﬁ;ﬁ_ Skack, ;l

Clustered Column, Compares walues across
categaties,

Press and Hold ko Wiew Sample |

El Cancel | < Back | Mexk = I Einish |

What's the difference between a Line chart and a (XY) Scatter
chart?

Many users are unaware of the difference between a line and scatter chart. Know
the difference.

The line chart emphasizes time flow and the rate of change, rather than the
amount of change. The line chart will plot each data point one tick mark apart
regardless of how far apart the x-axis data values are. An equal distance between
one point to the next is shown.
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The xy- scatter chart shows the relationship or degree of change between the
numeric values in several chart data series. This means that Excel will calculate
the scale and tick-mark labels for the x-axis, just as it does for the y-axis. A
regression line can be plotted through a xy-scatter graph.

An Example: Looking at a plot of account numbers vs. account balance. The
account number should not affect how the data is plotted since all account
numbers represent the same type of information. Looking at a plot of time vs.
growth, both time and growth are dependent and must be plotted according to
scaled amounts.

Chart Wizard- Step 2

Step 2 of the Chart Wizard asks to confirm the selected cells in the range display. If
the wrong cells are selected, click the button to the right of the data range box (E)
to collapse the Chart Wizard dialog box. Once the box is collapsed you can select

the correct data. Click and drag the mouse cursor to select the correct range of
cells. You can include the labels here or use the Series tab in the Chart Wizard.

Click the expand button (E) or hit Enter to select the cells and return to the Chart

Wizard.
1 SampleBudget |
2 1Expenses January February  'March April
3 Clathing 50 504 A0
4 'Entertainment 100 200, 220
5 JFood 200 200, 200
B {Housing GO0 GO0 N
7 \Gasoline a0 85, 50
8 }nsurance 300 300y 3EIEI|
8 Miscellaneous 200 2008 200
108 Utities | 10 ______ 100 100
11 |Total Expenses 1630 1735 1780
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Depending on whether you entered your data series in rows or columns, choose
the appropriate radio button.

Chart Wizard - Step 2 of 4 - Chart Source Data KHE3

Data Range | Series I

Too
GO0
500

400 & January
300 | Februar

200 4
]
'

R A S
o #° CW F  S
45 o
Daka range: |=Sheet1 1$ag2dCh10 :"J

Series in:

@I Cancel | < Back | Mext = I Einizh |

If you need to specify Series Name information, Series Value information, or
Category Labels, click on the Series tab. If you did not select labels in the Data
Range tab, you can specify them in the Series tab by using the collapse button as

described previously.

Chart Wizard - Step 2 of 4 - Chart Source Data

DataRange | Sefies §
T00
600 O Clothing
ca0 B Entertainment
OFcod
400 O Heousing
300 | Gasaling
O Inzurance:
o0 | Miscellancou
10 o Uitilities
i
danuary February
Series
Mame: |=Sheet1!$.ﬂ.$3 Y|
Entertainment
Food
Housing
Gasoling =l values: |=sheet11$B53:5C$3 el
Add | Remowve |
Category (X) axis labels: |=Sheet1 1B FChE :k_j
@l Cancel | < Back | MNext = I Firish |
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You can also place your
chart on another sheet by
selecting the desired sheet
from the As object in: pull-
down menu.

Chart Wizard - Step 3

Step 3 of the Chart Wizard selects options for the chart. Click through the tabs to
edit Titles, Axes, Gridlines, Legends, Data Labels, and Data Table. Select the
options preferred and click on Next >. Click < Back if there was a mistake or want
to make changes in the previous steps.

Chart Wizard - Step 3 of 4 - Chart Options EEd

......................

Chart kitle:
I o0

&0

Category (=) axis:

I 400 O January
Value () axis: 300 B Februar

| 200 -
: 100

Second cakeqory (5 axis: ﬂ[
o4

I 5 =
e a;‘-l"} B g i
Second value () axis: oF “,,r_& Qfg\ gt gt ;3\45 F

| / @*"
@l Zancel | < Back I Mexk = I Finish

Chart Wizard - Step 4

Step 4 of the Chart Wizard asks whether you want the chart to be placed on the
current worksheet or on a new worksheet.

If you have lots of data and are only making a chart out of a few data points, make a
chart on a new worksheet so that your worksheet does not become too cluttered.
But if you want your data next to the chart, you might opt for the chart on the current
worksheet.

Chart Wizard - Step 4 of 4 - Chart Location EE

Place chart:

™ s new sheet: I'f:hE’""I2

ml

o —

[rp———

%L;FLEE ( fs chjecting AW - |
@l Cancel | < Back | Mexk = Il Einish I
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Working With A Chart

The following information only applies to charts that are created on the same sheet.
Charts created on a new sheet will be selected by default.

Selecting A Chart

Select a chart by clicking one time on the chart. The selected chart will have eight
tiny boxes around the edge called handles.

m = n
@.January
] m February
L= & &
=
\E@ {cgﬁb a@@ QE’DQ
) o é\}-{ﬁ
@\é‘
n n n

Resizing the Chart

1. Select the chart to resize. The eight handles will appear around the border
of the chart.

2. Select the appropriate handle depending on which direction the chart will be
resized. For example, to make the chart wider to the right, select the handle
in the middle on the right edge (and drag further to the right). To enlarge the
chart area down and to the left, select the handle on the lower left corner.

3. When the mouse pointer is placed over a handle, it
turns into a double pointed arrow.

4. Click and drag the chart to a new size.

Chart area

L Wttt TTTTTTTTATETT T ."""""":
@.January
i m February
e,
: @{‘% d-‘P %Q@ D\}% E
N X o &£ :

w o :

= !
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| n n i
___________________________________________________________________ -4
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Moving a Chart and its Contents

Moving a chart is similar to moving a cell. Select the chart to move and drag it to the
new location. The Title, Legend, Axis Labels, and other chart objects can be moved
from the opened chart.

1. Select the chart or object within the selected chart to move.

2. The selected chart or object within the chart will show the eight handles
around the border.

3. Move the object by dragging the object by its border (not the handles).

] L | |
esosesososg -rEdanusry oo
] mFebruary
. T el {
T
& | e
n : n u 5
E __________________________________________ L R E
Editing a Chart
Once a chart has been completed you can edit it using the @W‘”dm Help
Chart menu from the menu bar. Select the chart and select the | g5 1ope...
Chart menu. The four steps of the Chart Wizard are listed here | source bata...
as menu options. At anytime the chart is selected you can right ~ °|  Chart Sptiens..
click the chart to open up an option box (PC only). This box |
contains the four steps of the Chart Wizard as well. fidd Data..,
Add Trendline. ..
Sl
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Legends
To insert a Legend

1. Select Chart|Chart Options from the pull-down menu or Chart Options
from the pop-up menu (PC only).

2. Click the Legend tab and check the box next to Show Legend.

Chart Options |

Titles | Axes | aridines  Legend |Data Labels | Data Tal:ulel

W show legend
00

Placement wii
& fattom s
" Carner 400
" Top 300
' Right 200 4
0

% o ; &= .

{:!_;F _,:‘sﬁ o o ' -:sﬁw_qﬁﬁ ,3“3?@ x“i';\!\'ﬂ

7 "ﬂp'

@l O I Cancel

3. Select the placement of the legend box and click OK.

To resize the Legend
1. Select the legend from an open chart.
2. Click and drag the legend handles to resize.

New Series or Data

To add a new series or Data to a chart
1. Select and copy the data to add from the worksheet.
2. Select the chart to which you want to add the new data or series.
3. Select Edit|Paste

Special Paste Special ]

4. Choose to add the gddcells as———  Malues (¥iin—— _
cells as a New Series {F e et {r Bows =
in Rows or Columns. " New point(s) @ {Columns Cancel |

5. Check off whether the
Series Name in First
Row or Categories ¥ Series Mames in First Row
(X Labels) in First [ Cateqaries (% Labels) in Eirst Column
Column are included. I™ Replace existing cakegories
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All formating options can
be accessed by right
clicking the object after it
has been selected. A pop-
up menu will appear and
list the formatting options
available.

Naming a series (i.e. changing the series name in the legend)
1. Select the chart.
2. Select Chart|Source Data.
3. Choose the Series tab in the Source Data dialog window.
4

Under the Series box select the appropriate series and adjust the name in
the Name field. To use a custom name, enclose the name in quotes. For
example ="My series”.

Source Data EH E [
Data Range  Series |
100
500
s00
400 Ty eric
300 8 February
200
a
R
i s"’t f P "}\.13 5
o &
[="my series” 3
7| waues:  |=ShestilgEga:gE$10 ]
Add Remove |
Cakegary () axis labels: |=Sheet1!$.ﬂ.$3:$.ﬁ.$10 :k_l
@I OK I Cancel |

Deleting

To Delete a Legend, Chart Title, Axis Labels, or Series

1. Select the object to delete (remember selected objects will have handles
around the border).

2. Press the delete key or select Edit|Clear All (to delete the selected region)
or Edit|Clear Series (to delete the entire series).

Formatting

The Format menu can customize the chart by changing the font of the chart text,
the horizontal and vertical alignment, the text orientation, the pattern and color of the
chart, and the style of the chart text. Remember that the chart must be selected
before chart objects can be selected for formatting. Many times, by double clicking
on the chart object, the appropriate formatting menu will be displayed. To use this
shortcut, it is important to double click on the correct object.
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Chart Type

The chart type can be changed by right clicking on the chart or by selecting
Chart|Chart Type.

Chart Area

Change the background color of the chart or the text on the chart area by double
clicking on the chart area. You can also change this by selecting Format|Chart
Area. Below is the Format Chart Area dialog window that will be displayed.

Format Chart Area EHE |
Baiterne”| Font | properties |
~Border Area
% automnatic & automatic
" None ™ Mone
€ Custom EEEEENEN
Shyle: I—l, EENEEREEEN
. EOCONEENEN
Calor: I Automatic "I OO N N
Wieight: O DE
" shadow om0
[ Round cornets AN [/ EEEN
o Fill Effects. . |
| |
(0] 4 I Zancel
Plot Area
The default plot border and area for Excel 2000 % ® )
is gray. Change this by double clicking on the plot
area and then changing the color of the areaand & )
border to the desired color. ﬁm mﬂ
Data Series

Select and double click the data series to rename the series, change the pattern
(color and markers) of the series, and add error bars or data labels to the series.
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Axis
Double click on an axis to [t HE
change the pattern and

. i Scale Fank Mumber | Alignment
scale of the plot, the tick e l l | _ I _ |

) rLines Majar tick mark type
marks of the axis, and the & futomatic Flfene el
font, format, and " Mone " Inside i~ Cross

& Custom

Style: Iﬁ Minar tick mark type————————
&+ None " Outside

Colar: I Automatic 'l " Inside " Cross

orientation of the labels.

Weight: ~Tick mark labels
™ Mong " High
~Sample Lo % Mext bo axis

0K I Cancel
Legend
Change the pattern, font, and placement of the legend by double clicking on the
legend.
Data POint Format D ata Point [ 2 =]

To select a certain data | pataLabels | options |

point, select the series

: Line Marker
thgt contains the data & Automati  Automatic
point and then double  none € None
click on the data point to € Custam € Custom

format it. Add labels or sle: [~ - - - ] Style: [ = =]
Change the patte_rn Of the Color: I Automatic 'l Eoreground: I Aukomnatic 'I
selected data point.

Weight: I— — - vl Background: I Automatic "I

Size: H pts

[ shadow

[o]4 I Cancel

Adding Text

To add text to a chart, select the chart and begin typing. The text you enter will
appear in the formula entry bar. The text and it will appear on the chart as its own
object.
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Excel does not allow spaces
in macro names.

Deleting a Chart

If the chart is on a new sheet:
1. Click on the sheet tab at the bottom of the screen to select the sheet.
2. Delete the sheet by selecting Edit|Delete Sheet.

If the chartis on the same sheet:

1. Select the chart by clicking once on the chart. The selected chart will have
the customary eight handles around the border.

2. Clear the chart by selecting Edit|Clear|All or press the Delete key on the
keyboard.

Automating Repeated Tasks

Macros are a series of commands that Excel automatically executes. Macros are
best used when there is a series of tasks repeatedly performed using the same
sequence of actions and commands. Macros in Excel are constructed using the
Visual Basic programming language. However, it is not necessary to understand
computer programming to begin creating macros. Excel includes a Macro
Recorder which creates the Visual Basic code for you. This documentation will
help get you started recording basic macros.

The Macro Recorder

The Macro Recorder is used to store any sequence of commands which are
performed repeatedly. Once a macro has been recorded, you can run the macro to
automatically repeat the commands that were recorded. The Macro Recorder
works similar to a video camera. Just as a video camera records the sequence of a
performance, the Macro Recorder records commands that are performed. Run the
macro and the Macro Recorder plays back the commands, just as a video tape
plays back the performance.

Steps to Recording a Macro

Before you start recording your macro, it's important to break down the steps of the
macro, so you'll know each individual step which you'll need to record. (We’ll
provide a specific example following these instructions.) Once you have determined
each individual step, you’re ready to begin recording your macro.

1. Select Tools|Macro|Record New Record Macro HE
M_acro. The Record Macro dialog R
window will appear. froco: ]
2. Type in a name for the macro in the Shorteut key: r RN
Macro Name field. The name must L orkook =

Deescripkion:
Macro recorded 9126/2000 by WaMF

begin with a letter and can only contain
letters, numbers, and underscores.

The name cannot contain spaces or
punctuation marks. ok | cancel
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If you create a keyboard
shortcut that is the same as
a default keyboard shortcut
in Excel, your shortcut will
overwrite the default shortcut
in the program.

Reminder \/

Refer to the Excel Session
2 documentation for a
review of absolute vs.
relative cell refrencing.

Type in a description of the macro in the Description field if desired.
Create shortcut keys for the macro (and don't forget it!).

Use the Store macro in field to choose the location where the macro will be
saved. Choosing This Workbook will save the macro in the current
workbook. Choosing New Workbook will cause Excel to open a new
workbook and save the macro inside. Choosing Personal Macro
Workbook will cause Excel to save the macro in a special workbook that is
always open and hidden.

Click the OK button to start recording the macro.

* The dialog box will disappear and the Stop Recording
toolbar will appear. The toolbar includes the Stop Macro . | =

button and the Relative Referencing button. In the Status
bar, the word Recording will also appear to indicate that the
Macro Recorder is running. If you accidently close your Stop Recording
toolbar while you are recording your macro, select View|Toolbars|Stop
Recording and the toolbar will reappear.

* Choose whether or not the macros will be relative or absolute. Relative
referencing will make the macro run wherever the active cell is. Absolute
referencing will run the macro across the exact same cells every time. To
make your macro run with relative referencing, click on the Relative
Referencing button.

Perform the actions to record using keystrokes or the mouse to select
menus or toolbar buttons. The Macro Recorder will record every action,
mistakes included!

Click the Stop Macro button on the toolbar to stop the Macro Recorder.

Macro Example

Following is an example of a macro that will set up a worksheet with the words
“Sample Report” specially formatted and centered across several cells.

Begin Recording the Sample Macro

1.
2.

Select Tools|Macro|Record New Macro.

In the Macro Name field type “SampleTitle.” Remember that the name
must be one continuous word because Excel does not allow spaces.

In the Description field type what this macro will do.
Click the OK button.

The macro is now recording. From here on, all the actions performed are
recorded until the macro is stopped. (Remember to click the Stop Macro
button when you are finished!)
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In this example, you will
always want the title
“Sample Report” in cell A1
whenever you run the
macro. This is absolute
referencing so you do not
need to select the Relative
Referencing button in the
toolbar.

Enter the title and apply custom formats
1. Select cell A1, type “Sample Report” and then press Ctrl-Enter.

AR

Running a Macro

Make sure cell A1 is selected and change the font to “Times New Roman.”
Change the font size to 16.

Boldface and underline the title.

Highlight cells A1 through 11 and click on = to “Merge and Center.”

Click the Stop Macro button or go to Tools|Macro|Stop Recording if the
toolbar disappears.

After a macro has been recorded, you can run the macro at any time. Excel will
repeat the commands inside the macro to perform the designated actions.

1. Select Tools|Macro|Macros.
2. Inthe Macro Name field, type or select the macro name to run.

3. Click the Run button.

Alternately, you can hit the keyboard shortcut you created and the macro will run.

Running the SampleTitle macro
1. Switch to a new worksheet in the workbook.
2. Select Tools|Macro|Macros.
3. In the Macro/Reference box, type or select “SampleTitle.”

4. Click the Run button.

Making a Macro Easily Accessible

Once a macro is recorded, it can be made more accessible by attaching it to a
graphical button. A button can be created in two places, either directly on a single

worksheet or in a toolbar.

Assigning a Macro to a Button on a Sheet
If you choose to create a button for a macro on a sheet, the button will only

appear on the worksheet on which it was created.

1. Select View|Toolbars|Forms. The Forms toolbar will appear on
the worksheet (pictured here to the right).

2. Select the button icon and the cursor will become a crosshairs.

3. Click and drag out the desired size of the button and let go. The g
Assign Macro dialog window will appear.

4. Select from pre-existing macros or type the macro name in the

Aa bl
m
I @Bu

tkon

Macro Name field and click OK. ¥
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Removing the button or re-assigning the macro assignment
1.

Right-click on the button (or press command+mouse in Mac) to select the
button and view the quick edit menu.

To remove the button, select Cut. You can also hit the Delete key if the
button is selected (patched border appears around the button when
selected).

To re-assign the button, select Assign Macro and select a new macro in
the Macro Name field. Click OK after a new macro has been selected.

Assigning a Macro to a Button on the Toolbar

You may rather assign a macro to a button on a toolbar than an individual
worksheet. This allows the macro to be accessible to every worksheet and
workbook as long as the toolbar to which the button is assigned is displayed. If the
workbook that stores the macro is not open at the time that the macro is selected,
Excel will automatically open the workbook.

Customize

Choose
View|Toolbars|Customize.

The Customize dialog window
will appear. Select the
Commands tab.

Select the Macro category e .
from the left. Choose a button, Buit-in Menus

then click and drag the button l—
to one of the toolbars. Release
the mouse button when the
toolbar button is in the desired
location.

Click the icon on the toolbar.
The Assign Macro dialog
window will appear.

To assign the button to a pre-existing macro, type or select the macro name
in the Macro Name field and click OK.

Click on Close and the Customize dialog box will close.

Removing a toolbar button or changing the macro assignment
1.
2.

Right click on the toolbar button and choose Customize.

Once the Customize dialog box appears, right click on the toolbar button
again and choose Delete to remove it.

To re-assign the button, right click the toolbar button while the Customize
dialog window is displayed and select Assign Macro. Choose the
appropriate macro and click OK.
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The Personal Macro Workbook

The workbook that stores the macro must always be open for the macro to be
used. This makes it difficult to manage many macros used in a variety of
workbooks. A solution exists for this by saving all of the macros in the Personal
Macro Workbook. This workbook is hidden from view, but is always opened
whenever Excel is in use. Recorded macros can be saved into the Personal Macro
Workbook by selecting this option in the Record New Macro dialog window that
specifies the location to save the macro. When the first macro is saved, Excel
creates a file called PERSONAL.XLS in the startup folder of the Excel directory. In
order to view the Personal Macro Workbook to edit or add new macros using Visual
Basic, choose Window|Unhide and select PERSONAL.XLS or the selection for
Personal Macro Workbook.

Turning Off Gridlines On a Sheet

1. Choose Tools|Options and click on the View tab.
2. Under Window Options click on the Gridlines box to clear the gridlines.
3. Click OK.

Options E |
Transition I Cuskom Lisks I Chart I Color
i View I Calculation I Edit I Genetal
Show
v Eormulabar W Status bar v windows in Taskbar
Comments
 Mone " Comment indicator only " Comment & indicator
Objects
* Show all £ sShow placeholders " Hide all
Window options
[ Page breaks ¥ Row & column headers ¥ Horizontal scroll bar
[ Formulas v outline symbals [v Wertical scroll bar
v Gridlines ¥ Zera walues ¥ Sheet tabs

Colar: I Aukornatic "I

QK I Cancel




