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Lecture 13

APPLYING GENERAL FORMATTING

formats easily and quickly to a selected cell or
range of cells in the worksheet.

The Number Format command in the Number
group on the HOME tab contains a drop arrow
that provides a gallery of the more commonly
used number formats. You can apply these

HOME IMSERT EAGE LAYOUT FORMULAS DATA REWIEWY WVIEW TEAR
Try This Yourself: SRl ) CREIE e LA — U
Paste B I U~ . @"A' === &=a3= E. ABC General anal
. . . ~ - o
= , Before starting this exercise msena - r A 123 Nospecificfomnar pg
§, T you MUST open the file E1315 N
Number Formatting_1.xlsx... B - & || sho/zea
A B c D E CII:IEII(Y
o $37.807.00 L
o Click in cell D4, hold down 1 sales Earnings Accounting
Shift : : 2] $37,807.00
lII. then click in cell D13 to employee Date| Haignt | weigh I
select the range containing 3| mo  FistName LastName started (M) (kg) e
d ates 4 | 2344  |John smith 3/10,/2003 1.85 63.3|
5| 3433 Mary Henry 13/04 3004 2.1 75.23 @ IF‘:EyD:t;ctcherZ-IB
. 6 | 3233 Harry Ulin 2f03f1s98| 1.797 27.5] o
o Cl!lckk OntrefOME tab’fthen 7| sas im Harrison ajozfizea| 231 95,68 11;";;30 o
Click on the drop arrow Tor 8| 3333 |larry Graham 14f05/32005| 1935 89.44 S
Number Formar in the 9 44 |pavid Jenking 6/02/2007| L1.65 68.3| % Percentage
10 26/03/1995 7 3709700005
Number group to see a gallery | il G vonce  smyn | a3faafaoonl 17 5041 1, roscien
of number formats 'IE 4646  Yolanda Wictor 5/06/19838| L.52 30.51: //2 a7EaT
. 13| 5555  Quentin Engels 304, 2001 19 78.4] Scientific
o Click on Long Date to make 1] 10 S
the short dates in the selected :; | spe Text
range appear as long dates 7] 1 et
} . 13- More Number Formats...
o Click in cell E4, hold down 19|
[stt] then click in cell E13 to (2}
select the range containing
units of measure
} D E F | G | H |
o Click on the drop arrow for
Number Format, then select
Number to display these as Date Helght  Weight com'n
numbers with 2 decimal places Started  (Mir) (Kg) Total Sales %  Commission
Friday, 3 October 2003 1.85 69.2 48,220,266.00) 2.00% S 164,405.32
o Repeat the above steps to Monday, 12 April 2004 2.10 75.21 $12,771,832.000 2.00%| § 255,425.65
change G4:G13to Currency Tuesday, 2March 1999 1.20 27.9 $35,224,369.00| 2.00% $ 706,427.92
Saturday, 4 July 1992 221 95.66 $17,338,194.00 2.00% 5 346,763.83
o Repeat the above steps and Saturday, 14 May 2005 1.34 83.44 $9,670,630.00  2.00% § 193,412.60
i Tuesday, 6 Februzary 2007 1.65 63.3 $6,152,310.00, 3.00% S 184,569.30
change the following ranges
. sunday, 26 March 1995 1.86 69.32 $36,973,644.00  3.00% S 1.109,309.32
as shown:
sunday, 23 December 2001 1.77 20.48 $10,755,146.00  3.00% S 322,654.38%
H4:H14 Percentage Monday, 5 June 1680 1.52 20.52 45,061,882.00 A.00% $ 202,475.32
. . Tuesday, 3 April 2001 1.30 72.4 $12,229,586.00 5.00% & 666,479.20
14:14 Accounting
G15:115 Currency [ $155,597,891.00] [ sa,151,394.00]
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CHANGING FONT SIZE

One way that text can be emphasised is by be changed for small detailed items, such as
changing the size of the font. For example, if comments or a caption. Main headings in a
your hormal text is 11 pt, you may like to make worksheet usually appear in a slightly larger font
the headings 13 pt or larger. Font size may also size compared to the rest of the data.
o A B c D E
-I-ry This Yourself: 1 AIEhemsGloau. | Enterprises
2 Revenue
. . . 3
® Conﬂpue Lf'lsmg the previous 4 London Dublin  Melbourne  New York
£ 2 file with this exercise, or open c
& Y the file E722 Font
Formatting_2.xlsx...
@ Cickin cell A1 to make the (2) A R
Ce” W'th the maln head'ng the _Q/ Home Insert Page Layout Formulas Data Review
active cell = g - 3
ComicsansMs ~ 1l [3|/A &7 || = = @ = '
. B » ) &
e Click on the drop arrow next to pate = [z o-|if ‘] A |l===m=e=
the Font Size command - J BE = -
i Clipboard ™ Font| 10 {F] Alignment (F]
;pal: = thebFon; ngup 2 Al 0 ﬁ | Alpheius Global Enterprises
the Home tab to display a A B c ) E
. ] 14 £
gallery of available sizes i [Alpheius sloﬂq_ | Enterg1s
. . . ? R 18
o Point to various sizes and - srenue 20
nﬁtlce how #J‘VE Ere:’eu:. 4 Lon ;i Dublin Melbourne New *
shows you how the heading 5 e
will look | 6 January 1,050, 2z | L547.000 1488369  1,523,1s
) T February 1,504,|3 | 1,635548 1,599,854  1,785,5°
a Click on 16 to change the 8 March 352,04 | 2985418 27412711 2521
heading to 16 pt 9 |1stQuarter 6,09, 2. | 621799% 582948 5811
10
You can also change the font
size of parts of a document,
and you can use the Mini o A B C D E
toolbar... 1 Alpheius Global Enterprises
o Click in cell A2 2 |Revenue
3
. . . 4 London Dublin Melbourne New York
o Click with the right-mouse 5
button to display the mini- 6 January 1,050,254 1,547,000 1488369 1,523,124
toolbar and the shortcut menu 7 |February 1,524,294 1,685,548 1,599,854 1,789,552
. 8 |March 3,521,487 2,085,448 2,741,221 2,511,447
o Click on the drop arrow next to 9 |15t Quarter 509,035 6,217,996 5825444 5,834,123
Font Size Calibri " and 10
click on 14
o Click in cell A3 to hide the
toolbar
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UNDERSTANDING BORDERS

Borders are lines that are placed around the is that the lines can be used to group together data
edges of individual cells or ranges. The lines may or indicate totals, or to draw the user’s attention to
be thin, thick, solid, dashed, black or coloured, or critical cells that may need special data entry. Here
even double lines. The reason for using borders are some examples.

A Worksheet without and with Borders

Borders can be used to apply a structure. Here's the same worksheet shown without borders and
then with borders applied. The use of borders helps to highlight the totals and separate them from
the other data.

A B [ (1] £ F (] = 1

Alpheius Global Enterprises
Budget Forecast for Year

3
4
5 sales Jan Feb Tar Apr by Jun Total$AUS  Total SUS
& fucdand 5105075 5154700 5146837  5163,771 5130,053 5198102 3950,477 5565,334
7 Dublin $152.479  SIEBSSS  §159985  S175.984 5193563 5712941 $1.053.479 4784434
0 Melbourme $352,149  5290,545  $2T4122  5301,534 $a01,660 $360,057  $1,922,094  $1,346,026
:n o Wk SIS3LT3 5I6L1ES  SrASABD SIS = — "E" — “‘(_”‘ = 6“ — ( = = = =
11 Total Sales geeamc  femses  feleam g8 f\.lphCiUS Global Entcrprises
12
12 Costs Jan Fab Mar 2 Budget Forecast for Year
14 Aveldand €55, 100 SB5,055 {01,027 33
15 Duklin 05,822 292,678 #8751 44
15 Melboure $193,698  S163155  §150,777 41| 3 Sales Jan i tar Apr i aun|  Total $es]  Total Surs
17 Naw vork 4135267 Yaa1es  $13a0ss ) 6 Aucdand SW5025  SISA700  $146.837 5163721 5130058 519102 5950477 5565334
10 7 Dublin $152.479  SHERSSS 4159985 S175.984 5193562 S712.941)  $1.063.49% S784.434
13 Total Costs 447,877 SaBE0=3  jeansEL  gn O Melboume $3SLL4 G205 §ITALIE SA0L5R4 531,660 $350.057| 61922094  $1996,02%)
20 3 MNew York S293113  SE6L1EY 145400 5263940 5295,938 326627 5LA3AA1Y  SLASAISY
31 Gross Incame ¢ao0,048  gaovess  ¢amaptr  ga 10
22 11 Total Sales $EELTIE  S9M30E9  ¢818340  £a111T9  $1.002287  $1102526]  ¢ssennen]  $2.913 74
23 Fined Costs 92,000 52,200 2,400 Lo
24 13 Costs Jan Feb [ Apt Way Jun| Tatal SAUS|  Tatal SUs|
25 Met kncome 4906,043 4395755 237003 sa) 14 Auddand S5, 100 285,055 401,827 dO00% $39,084 S108, 997 253,195 $36412¢
26 15 Cublin 63,822 392,678 $87,911 296,703 §106,373 S117,010) 3584, 497) £403,148
27 16 helbownre §193,688 564155 F1SO,7FT  GLE585S 513244 5100685 51,057,603 £740,371
28 17 Maw Yok S139367  SNA414S $1340955 Sl4m4S) 5153.2% S173.625) 2909, 738 8535.817
23 Exchange Fate % L
a0 15 Totl Costs FUILETT  3Q85033  349%,53L  S30108% 5531,153 5605,317|  $3,072,031]  $2,150,433)
20
2 GrossIneome | 9200083 £207,055 {375,012 galngca £151,108 twene]  ¢nsiacee]  f1,763,320]
22
23 Fined Costs | 52,000 52,200 52,420 52,662 32,938 33,201] 515,431] 310,802]
2
25 Metbmame $00E,04% 5395755 $370,033  pAD7452 £443,175 842,995 §2,503,538  $1,752,518
25
27
8

Border Variations

Borders can be applied to all four sides of a cell, or to individual sides of a cell. The following
examples show a cell without a border, with an outside border and a top and double bottom border.

Exchange Rate 85%

Exchange Rate 85%

| |
Exchange Rate 85%
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APPLYING A BORDER TO A RANGE

You can apply a border to a range of cells. This indicate that they are in separate groups. Borders
allows you to place an outline around them to can be used in ranges of cells to create a more
indicate that the cells are somehow related to form-like appearance. The borders available for
each other, or to place borders between cells to single cells can also be applied to ranges.
1 M
Try This Yourself: 4
5 |sales Jan Feb Rlar Apr
Continue using the previous & |auckland 8105025  $154,700  $148,837  $163,721
@ . . . : 7 [Dublin 152,429  9166,555  ©159,985  $175,984
E 2 file with this exercise, or open & [elb 352,149 929,545 8274122  $301,534
& & the file E730 Applying ElhoIme ’ ’ ’ :
Borders 2 xlsx 3 [rew vark 253,123 9262,189 9245400  $269,940
2. 1
11 [Total Sales 862,726  $893,989  $828,344  $911,179 &
o Select the range A5:A11 5
o Click on the drop arrow for o 3
Borders E and select 4
Qutiide Borders 5 Sales Jan Feb Rdar Apr
_ & |suckland 8105025  9154,700  $148,837  $163,71
o Click away from the range to 7 |Dublin 2157,429  ¢168,555  5159,935  $175,984
see the border 8 Melbourne 8352,149 9298545  $274172  4301,534
e e R e 9 |New vark $253,123  9262,189 9245400  $269,940
10
around the cells... 11 |Total sales S8E2, 76 SB3,989 SER, 44 S911,179 &
o Repeat steps 1 and 2 to apply 12
an outline border to each of
sl pEnoes e ) 3 ACI heiljs Glot;al Ent;r riseGs H |
order that they are listed: P C— P P
2 budgetirorecastior year
B5:B11, €5:C11, D5:D11, =
ESE-”', F5F1 11 95911, 5 Sales lan Feb) Iar Apr Wy Jun| TotalSAUS|  Tokal 5US
£ fuckland S105,025  5154700) 140037 S1e3,7 4120, Az £198,102 £850, 477 SE07,905
HE:H‘, 1, !5:!11, As:!s, 7+ Oublien £152,429 G168, 555 5159, 985] £175, 9604 5193, 537 5312,941 51,063,476 5909,955
. £ Melbourme £357,149 4298, 545 5279,127] 4301, 524 5331, Ea) 5364,857 £1,9237, 894 41,634,460}
Aff..l'ff 9 e vark $253,123| 5262189  B24S.A00)  $26m,540 5296, 534 5226677 ELES4213| 51,406,080
in
51‘3:8 19, c-l' 3:019, 11 Total sales SBELTI6|  $E93,%80|  GE3s3sd|  $911,17%)  $L003,337|  SL102,526|  95,59L060) 34, 752.40L
12
D'fs.’ng, 513:519, F13,'F19, 13 Costs Jan Fab) - Tar Apr ey Jun w;alsws Total §us
B . . 14 fuckland A, 100 R, 6 AL,287] SEL,07R 795, 0349 §108,992 A20, 195 SA9%, 165
613'G19: H13'H19: !13'}'19! 15 Bublin Leg.820 597,678 247,911 40,3 2106, 572 S117,010 584,497 CA9E,812
" 0 18 Malboume 199,620 G184, 155 4150, 777 S1E5,BE5 5182, 441 4300,585 £1,057, 502 898,961
A13J13‘ A19J19 17 himw York $120,267 4144145 $130955)  S148,451 #1563, 508 179,615 4903, 720 %773,578
1B
You Can hoid down 11 - 10 Total Costs £471,077] 5486, 033 5455,531 £501, 025 5551, 193 BE0E,312 £3,077,031 51,611,237
20
and Set’ect Severa! of fhese 21 Gross Iniome 5340,849 5337555 4372,813 SAL, 054 5451, 104 5496,214 52,519,029 S110L175
i}
!’anges at once befOf‘e 23 Fixed Costs 53,000 42,700 47,410 42,661 42,528 §3,271 415,431 213117
. 4
appr‘ymg the border... 5 Wt income 33,809 $395,7R5  BEVDANE  BIOTA3)  SARLTS  S4BLO83  SR503,5%  §,17.058
i3
o Click away from the last ”
28
selected range to see the 2 Exchange fate
20
result ;
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WRAPPING AND MERGING TEXT

Microsoft Excel will allow long cell entries to spill
across to other adjacent cells to the right as long

as those cells are empty. If those cells contain

data the spill-over will be chopped off. If you need

to place long text entries in a cell you can arrange
for Microsoft Excel to wrap the text within the cell
and also merge that cell with others to
accommodate the longer text entry.

Try This Yourself:

Open
File

Before starting this exercise
you MUST open the file E723
Cell Alignment_9.xisx...

Click in cell A5

This cell contains a long text
entry that spills across several
columns...

Click on the Expand Formula
Bar tool cui] to the right of the
formula bar to see all of the
text

Click on the Wrap Text
command | _ * in the

Alignment group on the
Home tab to wrap the text in
cell A5

Notice how the row height has
now increased...

Hold down the -3 key and

click in cell E5 to select the
range A5:E5

Click on the drop arrow |2 ~
for Merge & Centre ¥ in the

Alighment group and select
Merge Cells to merge the cells
in the range

Move the mouse pointer to the
bottom of the row 5 heading
border and drag the row height
up until you reach 30 points

=y

(S IEF- ' B &

A B C D E
Alpheius Global Enterprises

Annual Sales
Health Services

The sales FiEuri:s h:r—éhn\ﬂ: been prepared by our Londeon office and consclidate sales fo
za_'\- zé_’lr ) aé_h
¥ o - 2

Midweek

A B
Alpheius Global |

Annual Sales
Health Services

The sales figures
here have been
prepared by our
Lendon office and
consolidate sales
for all divisions
including London,
Sydney, Rome, and
Paris.

AXicharool

ho|ws Ry |

B B [+] D E F
Alpheius Global Enterprises

Annual Sales
Health Services

= sales figures here have been prepared by our Lendon office and consclidate sales
for all divisions including Londen, Sydney, Reme and Paris.

My 1

& &

] -

& o

ét
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THE CHARTING PROCESS

Charts provide a way of seeing trends in the data any of the Insert commands in the Charts group
in your worksheet. The charting feature in Excel on the

is extremely flexible and powerful and allows you

to create a wide range of charts from

Inserting Charts

The first step when creating a chart is to select the data from the worksheet that you want to chart. It is
impaortant to remember that the selected range (which can be either contiguous or non-contiguous),
should include headings (e.g. names of months, countries, departments, etc). These become labels
on the chart. Secondly, the selected range should not (normally) include totals as these are inserted
automatically when a chart is created.

The second step is to create a chart using the INSERT tab on the ribbon. You can choose a
Recommended Chart where Excel analyses the selected data and suggests several possible chart
layouts.

Alternatively you can create the chart yourself from scratch by choosing one of the Insert commands
in the Charts group. Charts that you create in Excel can be either embedded into a worksheet, or they
can exist on their own sheets, known as chart sheets.

Embedded Charts =t g %o || stphemsGlabel Enterprises -
Charts that appear within a 1 [Alpheius Giobe] Enterprises ° : —— - ' ' R | v | w |F
worksheet are known as g re— Jan Feb Mo apr Moy Jun| Totat
embedded charts. A chart is 1] oo  Eo4 e 636 543 {4 590 o[ o [ 5o vt s 15911 s o0
really an object that sits on i Borea | e e | SACTIF| AT 1| a7 s0n | 2477908 | 14 Sooet
top Of the WorkSheIEt - unllke 2 Total Revenue B627, 60 E0813,605 8280443 8281564 7134840 | 0,489,304 49,756,296

numbers and letters, charts
are not actually placed into 12

3 4,000,000
worksheet cells. [

2,000,008

Chart Title

2500,000

17
8 2,000,000
L 1,500,000
- 2,000,000
22 =00, I
2 .
1 2 z . 5 &

mAskiend  mOuGin  mMeESTUme @ bew Yok

g

Chart Data | Sheel2 | Sheetd [=] [ L0

Chart Sheets ] ~ . -

If you want to keep your Crert e
chart separate from the data

you can move the chart to e
its own sheet. Chart sheets B
make it easier and more
convenient to work with your
chart because you'll see
more of it on the screen —
since the data is not therel

= acihns o o v
Revenwe Chart | Chart Data | Sheet | Sheetd fes] |
o
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CHOOSING THE RIGHT CHART

A chart is far more effective at communicating communicate different types of information. Some
results, outcomes or trends than a table of figures charts show simple relationships between values,
displaying the same information. Different chart while others are designed for quite technical
types have been created to purposes. Here is a summary of the use of different
chart types.
Column, Bar These chart types, either in 2D or 3D, are used to

compare values across categories. For example,

they could compare the populations of different
L L
= EE2 25
I [ G E

Line, Area Lines in 2D or 3D are useful for showing trends
such as sales or employment figures. An area

-y . mA T LA chart is a line chart with the area below the line
I~ A~ l/\/ W W J%_ filled in.
AN 9 H

Surface The surface chart plots trends in two dimensions.
You could use this to plot departmental sales
figures over time. The chart then shows you the

g{»:c @. — trends between departments, as well as the sales
trends over time.

Pie, Doughnut If you want to show proportion, such as the sales
figures from different departments that make up a
total, then the pie and doughnut charts are for

@ @I@ @I@ @ you. The only variation between the doughnut
chart and the pie chart is that the doughnut chart
can display more than one series of values.

Stock The stock chart type has been designed to show
the stock figures for a day, and the trend over
time. At its simplest, you can plot the high, low

|¢¢*¢* ‘_m_nnj ‘.ij.lj.[ and close figures, and at its most complex, the
volume, open, high, low, and close. It can be

adapted to show the relationships between any
five sets of values.

XY (Scatter) Scatter diagrams are used to display the

relationship between two variables. For example,

-]

o 9
1 |
Po.

TR ® Q you could research the age and price of a series
LA ‘ b2 Y ‘08 ‘ 3 of cars, and plot the values you find. You could
o . . . f
also investigate the height and weight
relationship of a group of people.

Radar A radar diagram is designed to show the change
in values from a central point. For example, it can
- be used to show mobile telephone coverage,
Vel @" '% including multiple networks and multiple

measurements.
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USING A RECOMMENDED CHART

If you are undecided about the best type of chart selected data and presents you with what it
for the data you have selected to graph, then you considers to be the best way to chart that data.
may wish to use Excel's Recommended Charts Several alternatives are presented and you simply

feature. This feature analyses your

choose the one you like most.

Try This Yourself:

Before starting this exercise
you MUST open the file
E1317 Charting_1.xlsx...

Open
File

Click in cell A3, hold down
[$49] then click in cell 67 to

select the range A3:G7

Click on the INSERT tab,
then click on
Recommended Charts in
the Charts group

The Insert Chart dialog box
will display with a number
of recommended chart
options...

o Click on each of the
alternatives in the left pane
to see a preview of how the
chart will appear in the right
pane and spend a few
moments reading the
descriptions

o Click on Line chart (the
second alternative in the
left pane), then click on
[OK] to embed the chart in
the worksheet

o Point to the top border of
the chart, then click and
drag the chart immediately
below the data

Click in cell A1 to deselect
the chart

. A | & | ¢ o | E | F | & | H

14,509 444

1 Alpheius Global Enterprises

2

3 Total

4 8,524,598
5 10,038,370
6 16,583,934
5

]

f 2
9 |Total Revenue 8,627,260 80839,885 8283443 881,564 7134040 3489304 55,295
1

o You can also use the Quick Analysis tool that appears at the
bottom right corner of a selected range to create a quick chart.
However, this method will not allow you to preview a wide
variety of charts.

Recommended Charts | All Charts

o *  Clustered Colurmn

—
=
=]

=
Il‘l il & o

Chart Title

3,500, 0

000,000

— 2,500,000
-
i 2,000,000
=a e 130000
_—— — 1,000,000
= v - = = 200,009 I
@ e war apr i

M2y 1s

pr—
mapciard  WOubin W Mebsume ENsw Yok
I I I I I A clustered column chart is used to compare values across 2 few categories,
2 l.-4, = e

fhEEEEEES

Use it when the order of egtegories is not important,

aninra

R . .
pr—

il

LI

EEREEREE]




