WEEK : 2
TOPIC : Microsoft Excel

AlM : To understand how to use Excel to create a worksheet.

LEARNING OUTCOMES:

After completing this Unit you should able to understand:
1. Formatting table.
2. Creating Chart.
3.

TOPIC OUTLINE

1.1 Formatting
1.2 Chart

NOTES

1.1 Formatting of the Table.

1. Click the cell Al to make it active.
2. Change the font size by clicking the font size box and choosing 18.
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1 |Motarcycles Specidlties Incorporate 11 =
2 |Sales Comparison 2000 and 2001 E

3 |Region Year 2001 Year 2000 % Change b of 2001 Sales 16

4 |Maorth America 3650000 3143300 0.161200013 50670

5 | South America 3542500 2921200 0.212686567 62130 20

6 Australia 251140 262000 -0.041450382 -10860 gi

7 |Europe 314400 279996 0122873184 34404 zsj

8 Total 1284790 1148446 0115720427 136344

9 | Average 321197.5| 287111.5 0.113827346 34086

10 |Maximum 363000 314330 0.212686567 62130

11 |Minimurm 2511400 262000 -0.041450382 -10860
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1 |Motorcyc|&s Specialties Incorporate

2 |Sales Corparison 2000 and 2001

3 |Region Year 2001 Year 2000 % Change § of 2001 Sales

4 |Maorth America 3650000 3143300 0.161200013 50670

5 | South America 354280 2921200 0.212686567 62130

6 | Australia 2511400 262000 -0.041450382 -10860

7 |Europe 314400 279996 0122873184 34404

8 Total 1284790 1148446 0115720427 136344

9 | Average 321197.5| 287111.5 0.113827346 34086

10 |Maximurm 3650000 3143300 0.212686567 B2130

11 [Minimurm 251140 262000 -0.041450382 -10860
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3. Highlight cell A3 until cell ES8.
4. Select Format from the Menu bar. Choose AutoFormat
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1 Motorcycles orporate
2 M Conditional Farmatting... BD'I
| 3 |Region i " Change § of 2001 Sales
4 |Morth Arnerica - ™ 0.161200013 50670
| 5 |South Ametica 354250 292120 0212686567 62130
6 |Australia 251140 262000 -0.041450382 -10860
T |Europe 314400 279995 0122873184 34404
8 |Total 1284750 1145446 0118720427 156344
9 |Average 321197 .5 287111.5) 0.113827346 34086
10 Maxirmurn 365000 314330 0.212686567 62130
11 Minirnurm 251140 262000 -0.041450382 -10860
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13
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5. Choose the Accounting 2 style and press OK button.
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| Jan Feb Mar Total Jan Feb Mar Total
2 Sales Compa East 7 7 5 19 |East 7 7 5 18 e
3 Reginn I3 Wiest G 4 T 17 | Wvest G 4 7 17
1| - South g il k] 24 South g Nl g 24 .
| 4 Narth America Total 211821 G0 |Total| 21_18_21 60 optians..._|
5 |South America
6 |Australia Classic 1
7 |Europe
‘B—‘T tal Jan Feb hiar Total
2 ast 7 7 5 19
9 |Average est 6 4 T 17
10 |Maximum South & 7 9 24 outh & 7 39 24
11' Minirmurm Total 21 18 ™ B0 |!0tal 218 A =)
1.2 | Classic 2 Classic 3
13 I
14 daw  Feb  fsr Total I_ Jan  Feb  Mar Total
15 East § 7% 7% 5% 19 JFast § 7% 7% 353 14
| et 6 4 7T est 5 4 rlbs
16 | South 8 7 8 24 lsown 8 7 3
17 Total § 21§ 18% 213 60 fTotal § 213 15§ 21 § 60
18
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1 Motorcycles Specialties Incorporate

Let us apply the currency and percentage format onto the remaining figures.

2 |Sales Comparison 2000 and 2001

3 |Region Year 2001 Year 20000 % Change | § of 2001 Sales
4 |Morth America | $ 35500000 % 31433000 % 06 § 5S0670.00
§ |South America 35425000 29212000 0.21 £2,130.00
B Australia 25114000 26200000 (004)  (10,860.00)
7 |Europe 314,400.00 279 93500 0.12 34 404 .00
8 Total 5128479000 §1,14544600 % 012 §F 136534400
9 |Average I1197 .5 2871115 0113827 34036
10 | Maximum 365000 3143300 012657 52130
11 Minimum 251140 262000 -0.04145 -10880
12
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1. Highlight cell B9 to cell C11.

2. Click the Currency Style button

to cell E11.

5

. Repeat the same step for cell E9



3.

4.

Now select cell D9 to cell D11 to apply percentage style % Click
the percentage style button to apply.
Select cell D4 to cell D8 and apply the percentage style.
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1 Motorcycles Specialties Incorporate
Sales Comparison 2000 and 2001

2
3 Region Year 2001 Year 20000 % Change ¥ of 2001 Sales
4 Morth America  $ 38500000 § 314 330,00 16% § &S0E70.00
5 | South America 354 250,00 292 120.00 % G2 ,130.00
6 |Australia 251,140.00 262,000.00 4% {10,850.00)
7 |Europe 314,400.00 2759 959500 12% 34 40400
8 Total 5128479000 §1,1458 445.00 12% 5 136344.00
9 Average § 3219750 § 28711180 11% § 34 086.00
10 | Maximum 5 356500000 F F14330.00 2% § B2130.00
11 [Minimurm 5 25114000 § 26200000 -4% 0§ (10,860.00)
12 |
13
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1. Select cell A11 to cell E11.

2.

£ Microsoft Excel -

Click the arrow on border button for the toolbar and select the thick
bottom border.
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1 Motorcycles Specialties Incorporate

2 |Sales Comparison 2000 and 2001

3 Region Year 2001 Year 20000 % Change ¥ of 2001 Sales
4 Morth Amenca | $ 36500000 & 314 330.00 16% $§ 50E70.00
5 |South America 354 ,250.00 292 ,120.00 1% 62,130.00
B |Australia 281,140.00 | 262,000.00 4% (10,850.00)
7 |Europe 31440000 | 275 5096.00 12% 34,404.00
8 |Total 51284 79000  §1,148 446.00 12% 5 136,344.00
9 Average § 32119750 § 267,111.50 1% § 34 086.00
10 | Maximurm 5 36500000  §F 31433000 21% %  BZ2,130.00
11 [Minimum 5 25114000 §F  2627000.00 -4% % (10860000

12

Thick Eottom Border
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2 |Sales Comparison 2000 and 2001
3 Region Year 2001 Year 2000 % Change § of 2001 Sales
4 |Morth America | § 365,000.00 | § 314,330.00 16% % 50570.00
5 |South America 354,250.00 292,120.00 21% 62,130.00
6 |Australia 251,140.00 262,000.00 4% {10,850.00)
7 |Europe 314,400.00 279.995.00 12% 34,404.00
8 Total §1.254,720.00  §1,1438 445.00 12% % 136,344.00
9 |Average § 309780 F 28711140 1% % 34,086.00
10 |Maximurm $ 36500000 § 314330000 21% § 62,130.00
11 [Minirnum 25114000 § 262 000.00 -4% §  (10,860.00)
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1.2 Adding 3-D Column Chart to the worksheet

The 3-D Column chart is called an embedded chart because it is drawn from the same
worksheet as the data.

1. Select the cell A3 to cell C7.
2. Click the Chart Wizard button on the standard toolbar 1} )
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1 Motorcycles Specialties Incorporate
2 Sales Comparison 2000 and 2001
3 |Region Year 2001 Year 20000 % Change | § of 2001 Sales
| 4 [Morth America $ 36500000 § 31433000 18% $ 50670.00
5 |South America 35426000 29212000 21% 6213000
| 6 |Australia 251,140.00 262,000.00 -4% (10,850.00)
7 |Euroge 31440000 279.996.00 12% 3440400
8 Total §1.54,700.00 % 1.148,446.00 12% § 136,344 00
9 [Average § 32119750 § 287,111.50 1% §  34,086.00
10 Maximum § 36500000 § 31433000 21% 6 6213000
11 [Minirnum 5 25114000 § 26200000 -4% §  (10,860.00)
12
13

3. With Column selected in the Chart type list, click the 3-D Column
chart sub-type.
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| A3 ] EN=M Chart Wizard - Step 1 of 4 - Chart Type
A | B_1 e | [ [
andard Types | Custom Types —
1 Motorcycles Sp
1 = Chart bype: Chart sub-type:

2 |Sales Compariso

3 | Region Year 200
4 | North Amevic: £ 36500
5 | South Amenc 384,29
| 6 | Awstralia 257,14

7 Eurape 314, 40

8 Total 5 120479 @ ?;gh”“t

9 | Average 5 321,19 @rsjrr:rce

10 | Maximum $  3e500 ? Eubhle

11 [Minimum 5 25114 [*%

2 il Stock

::3 I Clustered calumn with a 3-D visual effect,

15]

16

1 Press and Hold ko Yiew Sample J
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19 | @J Cancel | Mext = | Finish |

20
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4. Click Finish button.



5. Point to an open area in the lower right section of the Chart Area, drag
the chart down and to the left to position the upper left corner of the
dotted line rectangle over the upper-left corner of cell A13.
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1 Motorcycles Specialties Incorporate
2 |Sales Comparison 2000 and 2001
3 Region Year 2001 Year 2000] % Change § of 2001 Sales
4 |Morth America || 38500000 § 31433000 16% § 50 E70.00
5 |South America 354 260,00 gq—202190 00 qd0s g £0490 00 n
6 |Australia 251,140.00
7 |Europe 314 400.00 $400,000.00
5 |Total § 125479000 $350,000.00
9 Average 5 321,197.50] oo oo
10 Maximum % 355,000.00 |
11 | Minirmum § 25114000 m %328;888;88 B Year 2001 | J
12 $100,000.00 W Year 2000
13 $50,000.00
___________________________________________ o ==
14 H Morth ﬁ&.lstralia
15} America :
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6. Point to the middle sizing handle on the right edge of the selection of
the selection rectangle.
7. Drag the sizing handle to the right edge of the column E.
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4 |Morth America || 38500000 § 31433000 16% § 50 E70.00

5 |South Ametica 354 ,250.00 292,120.00 21% £2,130.00

B |Australia 251,140.00 262 000.00 -4% (10,850.00)
7 |Europe 314 400.00 279 8596.00 12% 34,404.00

g Total 51,2584 790,00  $1,145,445.00 12% § 136,344.00

9 Average F 32119750 F 287 111.480 11% §  34086.00
10 |Maximum $ 36500000 % 31433000 21% §  B2,130.00
11 Minirmum § 25114000 § 25200000 4% §  [(10,860.00)
12
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15 | :
15+ 40000000 ,
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:  %$300,000.00 :
18 % $250000.00 -
19 $200,000.00 .
o0 ' $150 00000 B Year 2001 ;
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5o+ $50000.00 :
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Now we have completed the worksheet.

1. Save your worksheet.
2. Print the worksheet by choosing File>Print.
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