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Introduction

Ever since the computerized worksheet was hatched as a concept in the late seventies, and the first
worksheet gplication became commercially available in 1979 (VisiCalc), it has become the
foundation for all financial calculation for companies, public institutions and private citizens all over
the world. It is indeed hard to fathomdvancedcalculations without tle use of an electronic

worksheet. And, with an estimated worldwide market share of around 90%, a worksheenh@st

casesan Excel worksheet.

This compendium has been developed as a referencedo@xcel training beyond the fundamental
level. Thecontent of the compendium mostly followthie progress of the course in its description of
the casesThis is no complete textbook for learniBgcelyather, it is a collection of cases for those
who are already literate in the basic use of Excel.

For thoseof you who want to immerse yourselves in Excel, there are several excellent books
availablel have listed some of these elsewhere in this publication.

The various versions of Ex@eluse todaydo notdiffer too much form each other, excefir the
2007-version. If you are running Excel 2000, 2002, or 2003, there are only marginal differences. But,
if you are running 2007 oy know that there are serioudifferences. Thevorking of the worksheet

itself isnot muchdifferent, but the interface is totallghanged. Gonarethe menws andthe

toolbars. In their place we have geh The RibbonThe result is that the first few days (or weeks)
running 2007 will consist of a lot of searching for the various functions; Bawing conquered the
principles of theplacement of functiong thingsshouldstart workingvery smoothly. And after still

more time, one tends to find those earlier versismnewhatold fashioned.

Norwegianvs. American/Englishversions

These two language versions have few problems conication with one another. A model built in a
Norwegian version can be opened in an American/English version without any problems, and vice
versa. There are twthings we should be aware wfhen typing a formula manually, anbdat is the

use of symbols ithe formula, and the namesf the functions. The AmericaBhglish version uses
comma (,) to separatsectionsof the formula, while a Norwegian, anetric Europearversion uses
semcolon (;). Soa formula that looks like thiSUM(A1:A10,B1:B10) in an Arican/English version
would look like this SUNA1:A10;B1:B10) inraetric Europearversion. Also, the function names are
different, and this has to btaken into consideratiomvhen creating formulas in the respective
versions.

You can downloadrpactice fies for this compendiurfrom my websitewww.excelkurs.com

Asker,November2009

Tore Sgfting
tore.softing@excelkurs.com
www.excelkurs.com
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What is new in Excel 2007

This compendium was originally developed for Excel 2003 and older versions of Excel. As part of
updating the compendium to matchthe 20@FSNE A2y X LQR A 1S (2 YSyidAizy
the new version, andaying a few words on how to find your way around it

News

The new stuff in 2007 can be summed up as:
New user interface

New file types

New functions

New functionality

=a =4 -4 -9

New user interface

At first sight, the new user interface looks very familiar, symbidskauttons are immediately

recognizable, When you start using the program, things tend to become a little more challenging;
placement and grouping of the same functions is totally new. The old and familiar toolbars and manu

bar has been replaced by whatdfficially calledThe Ribbon¢ K SNB A & y2 &AYadH Se AdeNI
can use to understand the placement of the various functions in Excel 2007. The Office Team has

more or less started with clean sheets when designing the new interface. There imenkag to

handle the new interface, and thati®f courseg by working with it and using it. Once familiar with

it, the new interface will most likely feel very natural and logical, while the old interface feels exactly

that way; old.

Microsoft has proided transition applications that show us where functions are located in the new
interface. | have linked to these anww.excelkurs,com Scoll down to the paragraph Office/Excel
2007, and click the links for Exdélord, PowerPoint and Access!

New file types

Office 2007 marks the transitidn new and improved file typed'he most obvious property of the

new file type is the size, typically identical workbooks take up half as much space #oRDAY as

they do in2003format. Other notable improvements are improved stability, and better provisions

for exchanging data with other systems. As usual when new file types are introdued@ve to

deal with compatibility challenges vs older Excel versions, meaninguthakcel 200file cannot be

opened in 2003 without a conversion add and even then new functions and functionality will not

work. The only 100% safe way to secure backwards compatibility is to save files ffo@2088from

Excel 2007. But, by doitigis, we also miss out on the improvements of the 280 type. So, itis

important to think this throughandda G KS NA IK{G GKAyYy 3¢ Ay @2dzNJ 2NHBF yA

Excel 2007 has a buift compatibility checker, so you will be notified of compatibility issues when
you save a 200#vorkbookin 2003 file format.

The new file types are recognizable on a modified icon, and the new file extension (for standard
workbooks), .xlIsx (vs .xIs in 2003)

Another important, and useful, feature in Office 2007, is the ability teestocuments in pdformat.
This feature is not activated upon installation of Office 2007, you have to go through an initiation
procedure to activate this feature (Office buttqrSave as Search for other file types).

www.excelkurs.com Pageb
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Another notable feature of the nefile format in Excel 2007 is the size of the sheet:

Excel 2003: 256 columns 65536 rows
Excel 2007: 16384 columns 1048576 rows

This is great news for all of you working with analysis of large data volumes, for most others it
probably does not mattemuch.

New functions
Excel 2007 is equped with a number of new functions. The most notable are:

| IFERROR Simplifies handling of error messages in formulas

|
| AVEREAGEIF Calculates averages when a condition is met |
| AVERAGEIFS Calculates aarages when multiple conditions are met |
| SUMIFS Sums when multiple conditions are met |
| COUNTIFS Counts items when multiple conditions are met |

Improved graphics

Things tend to look better wh every new version, and Office 2007 is no exception. Graphical
NEBYRSNAYy3Ia €221 VYdzOK o0SGGSNI y246YFREEHYyaT 2f RSNI @S

Conditional formatting

Conditional formatting is a wieknown feature from older versions of Excel, and this tool has been
extensively reworked for 2007, providing a vastray of visualization options for your Excel
worksheets. Here is an example:

Sales Sales Sales Sales
127 935 4 127935 Ll 127 935
==2 651 4 202651 all 202 651
567 4} 238567 @ 238 567
127 101 4 127101 127 101
2 267 192 267 o 192 267 192 267
150 504 150 504 4k 150 504 150 504
494 225 494 4 225494 225 494
62 690 162 690 4k 162 690 162 690
378 221 378 4F 221378 221 378
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The Basics

It is very important to use the basic functionality of Excel correctly in order to work rationally. The
typical participant on this course is an experienced Exa@ who may use the applicatidor quite
complicated calculations. However, my experience tells me that the same user does not always use
the smartestwayswhen it comes tdhe basic functionality of Excel. The following describes a
collection of basic tehniques that shouldpeed upyour use of Excel, even if you are an experienced
user.

Navigation

Everybody knows we can click the cursor into any position in the worksheet. Instead of clicking, we
may use the keyboard for much quickenigation.

Jump toAl:
Wherever the cursor might be located in the workshegamp to Al by pressinGtrl+ Home

If we use only thédome
command, the cursor moves
horizontally to column A

A B 5 D E F G H

January February March April May
10 10

Dept1
Dept2
Dept 3
Dept4
Dept5
Dept6
Dept?
Dept8
10 |Sum 360 360 360 3
]

4 4 > b | Sheetl ~'Sheet? ~Sheet3 ~¥J

Ready | ﬂ |

Wt |~ o bW N e

Similarly you can navigate within your tables likesthi

From B2 to B9 (next break in the series) u€itd+$ (arrow down) and from A6 to G6 (next break in
the series)Ctrl g (right arrow)

A B C D E F G L .

1 January February March  April May Sum ThlS IS partICU|aI’|y UserI When
2 pept1 wl_d w 10 you have to movéhe cursor
|| 2 Dept2 20 20 20 20 dist
i| 4 Dept3 20 20 20 20 20 greater distances.

5 Dept4 40 40 40 40 40

6 Depts 501 S0 sn sn i
| 7 Dept6 60 60 60

2 Dept7 70 70 70 70 70

9 Dept8 20 20 20 20 20

10 |Sum 360 360 360 360 360

W' 4 v ¥ Sheetl ~Sheetz . Sheets 7J AN m

Ready | 3 | EEET e

Selection

Selection and navigaticare
closely linked. Selection is done from the keyboard by pressinghifekey while moving the cursor
by means of the navigation commands. All navigation commands can be combineshifith
thereby enabling selection, for exgple:

If you want to selecthe whole table(the area A1:GPwhen the cursor is located in Gfoupress
Ctrk Shift+Home andprestq the table is selected.

www.excelkurs.com Page7
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. - - o | e | r - . Alternatively we may use the
1 January February March April
2 Dept1 10 10 10 commandCtrl Ato select the
3 Dept2 20 20 20 whole table (when the cursor
: E:E:i 2  E— e bie is locded inside the table).
6 Depts 50 50 50 andplress The first use o€trl Awill

Ctrl A

7 Dept6 60 60 60 - select thetable; the second
i E:E:; - - - use ofCtrl Awill select the
10 |sum 360 360 360] whole sheet.
TR | Sheetl 'Sheet? . Sheetd %1 . . .
Ready | 7 | You may practice this by using

other keyboard commands
for selecting parts of a table!

Smart sumnng-up

We allknow Excel isleverwhen it comes to summing up numbers, but do you know that Excel can
sum up this way:

A [ s [ ¢ [ o [ E F s H In this case we want the table

| 1| January  February March April May Sum .
| 2 |Dept1 10 10 10 10 10 summed both horizontally and

3 Dept2 20 20 20 20 20 H H
T " " » " " vertlcally, in other words we are
|5 Depta a0 a0 a0 a0 a0 going to make 13 formulas. We can
| 6 Dept5 50 50 50 50 50 : -
[7 loepts s o E—— s w0 preatga formula inB9 and autefill
| 8 Dept7 70 70 70 70 70 it horizontally, and we caaoreatea
9 |Deptd 30 80 80 80 80 . oy -

s formula in G2 and autdill it

1 vertically. But, we can do it even
12 .

12 quicker:

W 4 ¢ v| Sheetl ~Sheetz - Sheet3 ~ ¥

Select therange(or table) to be
summed up, including the blank
column to the right of the table G2:G8, and the blank rolelow the table- B2:G9

A B 5 D E F G H
| 1] January  February March April May Sum .
| 2 Dept1 10 10 10 10 10 50) One click on theAuto Sum Button
3 |Dept2 20 20 20 20 20 100 H
Ca Joepts o o o w0 will create the 13 formulas
| 5 |Desta 40 40 a0 a0 w200 instantly. You tell Excel whether you
6 |Depts 50 50 50 50 50 250
| 7 |Depts 60 60 60 60 & 300 want to sum up the table
| & Dept? i i i i Al 350 horizontally, vertically or both ways
9 Depts B0 B0 80 80 80 400 .
10 sum 30 360 360 360 360 1800) by selecting the empty column to
11 ;
> the right or the empty row below
M 4 » | Sheetl ~Shest? - Sheet3 % [ m the table'
Ready | Average: 1333333333 Count: 54  Sum: 7200 | =8 [0 | 20038 (=)

Copying formulas

Instead of creating formulas one by one, we can useAh®fill function to copy a formula from one
cell to several other cell§hevertical copying (oAuto fill) is normally accomplished evenigker by
double clickinghe Auto Hi handle instead of grabbindhald of it and dragging it. This is particularly
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=

A B c D e useful when you want to auto fill a formula vertically

1 Unit price Copies Total H H
1. o s[5zl over a large number of rows. If you have tried this you
(I 67 123 will know that you wilbften end up several hundred
I . - rows down on the sheet, and then you have to reverse
s 58 132 Double dlick e2dzN) Y2UA2YZ YR a2z 2y®d ¢KAa
7 70 136 " = . o .
B 5 102 ot drag! double click as Excel will only auto fill as far down as
> i =0 there are corresponding cells to the left of the

1 68 106 formula.

12 69 139 =

13 71 117

14 n 17 Notice thatthe autofill stops if there is a brednin

- > o the seriescthat is an empty cell in the closest column

u 7 102 on the left.

18 68 149

19 59 155

20 72 130

21 74 103

22 74 117

Adjusting column width(and row heigh) for multiple columns

By selecting all columns (only the columns that are to be adjusted) you can give them the same
width by dragging on one column, or you can automatically adjust them according to the size of the

eI ITE content by double clickingAdyto Fit

function).
Home Insert Page Layout Formulas Data Review View
uj EE Calibri -l - A=
P_t - = [ A ==
aste B 7 U=~ - ==
ste 211l U-|& -9 A-||EE
Clipboard ™= Font (] Alignment (] Mumber . . i i
o1 e £ sanuary :f yog dra%; Ieftlor rl%htclln thelnclilllcatedh
A B C D E F G ocatlon', the selected columns wi gett e
1 January Eebruaw March April May Sum same width.
2 Deptl 10 . 10 10 10 10| 50
3 Dept2 20 N 20 20 20 100
4 Dept3 30 30 30 30 30| 150
5 Dept4 40 40 40 40 200
6 Dept5 50 50 Double click 50 50 250
7 Depté 60 60 PREERE 60 60 300
8 |Dept7 70 g 2uiofiting P 70 350
— cols B:F
9 Depti 80 80 80 80| 400
10 |Sum 360 360 360 360 360| 1800
11
12

Automatic cell formatting

Initially a cell in Excel has no particular formatting. When we type something into a cell, Excel will
interpret this and apply te formatting it deems correct. This works like a charm 99% of the time, but
there are occasionshere undesired formatting is applietherebymaking problems for us
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ix| Microsoft Excel - Bookl =k
A7 ML 5 ||¥ Example: We have a reference number like this:
A B Cm 30-8. If we enter this into a cell, itiwbe
1 Example transformed into 30. August.
2 .
3 |w ) = As we iderstand, the entry is interpreted as a
e type: 30-8 . .
A date, and be cell is formatted accordingly. That
5 |This appears as: 30.aug gives us two challenges:
6 . .
How do we prevent this from happening, and
7 | | ) ) :
- how do we get rid of the date formatting of this
cel?
9
10 P i
onl e oimmmll | o
58/(00 (1|, 20086(=) g s '
L I | > Y Preformat the cell agext or

Type amapostrophed Walore we enter whatever
needs entering. Thapostrophed Wil format the
content to Text

Removal:
We can apply another format, or remove both content and forniétriie ¢ Editing ¢ Clearg Clear
All)

The right mouse button

Experienced userre well familiarized with the right mouse button. In any case, | take this
opportunity to remind you of it. Instead of searching for solutions ormber of possibléocations
ontheribborE ¢S Oly &aAAYLi & LRAYyG (G2 aGKS LINRPoOof SYE
clicking. An exampléfou may wonder whether vou can minimiflee RibbonYou get the answer
when you point to the ribbon

and righ-click:

Iy R




































































































