Second Level / Microsoft Excel 2010 Lab 4: Exploring your Workbook

Exploring your Workbook

Now that we are familiar with the basic concepts of workbooks, worksheets, cells, and file
formats, it is time to learn how to explore and navigate your workbooks in greater detail.

In this lesson, you will learn how to switch between worksheets in a workbook, how to select
cells in a worksheet, how to move around in a worksheet, how to use the active cell, and how to
use Excel’s zoom feature.

Using Worksheets

A workbook is a collection of one or more worksheets. By default, new files created in
Excel have three worksheet tabs:

25
4 4 » M| Sheetl ~Sheet2 ~Sheet3 FJ

Ready | 2]

You can easily switch between worksheets by clicking the worksheet tab you want to view.
The name of the worksheet that you are presently working with will be in bold type. In the image
shown above, Sheetl is the worksheet that is currently being used.

You can also use the worksheet navigation buttons just to the left of the worksheet tabs to
switch between worksheets. These commands are useful if you have more worksheets than
space on your screen:

4 4 » »

From left to right, these buttons will go to the first worksheet, go to the previous worksheet
tab, go to the next worksheet tab, and go to the last worksheet.
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Right-click any of the four commands to jump to a specific worksheet:

15 4
16| ||V | Sheeti
17 Sheet2
18 Sheet3
19 _ Sheet4
20 Sheet5
21 | Sheeté
22 Sheet7

| 23
{ Sheetd

24
25 Sheet9

A N Sheetl0 e
Read@ = |

To add more worksheets to your workbook, click the new tab command:

4 4 » »| Sheetl / Sheet? ~ Sheet3 *:;JV[}'
Ready | [ﬂ |

Insert Worksheet (Shift+F11)

A new worksheet will be added to the list of tabs.

If you right-click on any worksheet tab, you will see a menu with several
worksheet management options:

14 !
15 Insert...
16 LW Delete
17 Rename
18 ‘ Move or Copy...
15 @ View Code
20 | %4y Protect Sheet...
21
Tab Color »
22 |
| 23 Hide
| 24 |
25 ‘ Select All Sheets
M 4 » | Sheetl |\ SheetZ “Sheet3 " Shee
by /
Ready | 13 |
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Let’s quickly go over these options:

Insert

Delete

Rename

Move or Copy

View Code

Inserts a new worksheet; the same as clicking Insert Worksheet

command.

Deletes the current worksheet. You will be asked to confirm your

choice:

Microsoft Excel

[

[ Delete % [ Cancel J

!‘\ Data may exist in the sheet(s) selected for deletion. To permanently delete the data, press Delete.

Renames the current worksheet.

This command lets you move the current worksheet to a currently

open workbook or a new workbook. You can also copy the worksheet
and paste it somewhere within the same workbook:

-~

Move or Copy

A=)

Move selected sheets
To book:
B
Before sheet:

-
Sheet2

Sheet3

Sheet4
(move to end)

[ create a copy

[ OK ][ Cancel ]

-

s

If any macros are assigned to this worksheet, click this command to

view and edit the code in Microsoft Visual Basic for Applications.
Macro code is beyond the scope of this manual.
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Protect Sheet If a workbook is going to be distributed to others, you might want to

lock certain portions of the data to prevent accidental/intentional
disruption of your work. You can also assign a password to allow
others to edit your work:

' R
Protect Sheet M

[¥] Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:

Fldlselectlockedcels |
Select unlocked cells =
[ | Format cells ‘
(| Format columns =
[ |Format rows ‘

[ Insert columns
[ |iInsert rows

[ | Insert hyperlinks
[ | Delete columns
[ Delete rows -

[ OK !}l [ Cancel ]

- >

Tab Color You can color tabs in your workbook to help differentiate between the
data that might be contained within:

Insert...
U Delete
Rename

Move or Copy... Theme Colors

Q View Code H EEEEEN

ol

2Jg Protect Sheet...

Tab Color % >
| -I"IIIIII

Hide

Standard Colors

HE EENEER
Select All Sheets | No Color

JIMTETCO JITCCTCT

%2 More Colors...
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Hide/Unhide Right-click a tab and click Hide to remove it from view. The data is still

available, just hidden from view. To show hidden worksheets, right-
click any tab and click Show. A dialog will appear and allow you to
choose which worksheet(s) to make visible again.

Select All Sheets This will select all sheets and allow you to perform actions on all
sheets at once.

Using these options, you can clearly label each worksheet:
The Active Cell

The active cell is a name given to whichever cell you are currently working with. When you
click a cell in a worksheet, it becomes enhanced with a thicker border. As you can see in the
image below, the row and column headers are shaded orange, and the cell reference is shown in
the Name Box. In this image, cell D5 (the one with the thick border) is the active cell:

If you type a cell reference into the Name Box and then press Enter, that cell will become
highlighted as the active cell. For example, try typing “aa29” into the Name Box and then press
Enter (capital letters for the column headings are not required):

AA29 v S

Y z [ aa | aB |
25
26
27
29| |

30
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7th

As you can see, the column heading AA (the 27" column) comes after Z.

You can enter text or a number directly into the active cell; simply click somewhere and type:

ca - X ¢ Jx | Iclicked C4 and started typing.
A e s z B G

|I clicked C4 and started typing.l

Uihs w N -

As you can see, the text appears to be written over cells D4 and E4. However, those cells are
still technically empty. We will explore cell sizes and boundaries later in this manual.

If you use some of the text formatting commands on the Home tab (such as bold, italics, or
underline), the formatting will be applied to the active cell. If there is already data in the active
cell, the formatting option you choose will be applied to this data. Here we have applied bold
and italic text effects to cells B2 and B3 respectively, and are about to apply Underline
formatting to B4:

Home Insert Page Layout Formulas Data R
et A .

= % Cut .

. Calibri 111 SUAYNT | T o=
Paste S B 7 U~ iiis & A E =
2 # Format Painter = = M = =
Clipboard ¢ = %,F,"f,tq . —
B4 Jas ‘ Underline (Ctrl+U)
A ‘7 B 1 C ’ Underline the selected text.
1
2 Bold
3 | Italic
4 | IUnderIin_a-
5
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You can enter text or numerical data into the active cell by clicking inside the Formula Bar and
typing. Notice again how all that we typed seems to be flowing behind cell A2, when in fact all
the text is contained within B2. We will explore more about cell sizes later.

B2 v X ' J< | Thistext was entered using the Formula Bar.
—

1

|'mula Bar.

Be careful when typing information into the active cell:

If you click a cell that already contains information and start to type, you will erase all the
data that was in that cell. Whatever you type will overwrite the old information.

] To edit or append data in a cell that already contains information, click the cell to make it
active, and then make your changes in the Formula Bar.

Selecting Cells

Selecting a single cell is easy: just click it. That cell will become the active cell. You can
also select groups of cells or multiple individual cells using the Shift and Ctrl keys, as well
as the column/row headers.

To select a group of cells, place your mouse pointer over a cell and then click and hold the left
mouse button. Drag the mouse in any direction to select rows, columns, or a combination of
each. Notice that as you drag your mouse, the Name Box will show you how many
rows/columns you are selecting:

IR x 5C v fx

A R CR e ——— o

I = 1

Here, the cells from one row and five columns are being selected. When you release the mouse
button, all the cells will be selected but only the first cell in the click and drag operation will be
marked as the active cell:
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Here, 10 rows and 5 columns worth of cells are being selected:

10R x 5C = £
A e Tl B 1rF e

Wik N 0 b wiN| -

[y
=]

[y
=

o2

)
N

If you click a cell, press and hold Shift, and then click some other cell, the cells in between
will become selected, based on where you clicked. For example, if you clicked Al to make it
the active cell, held Shift, and then clicked C6, the following cells will be selected:

A B C

gg

Ny B Ww N e

To select multiple individual cells, select the first cell, press and hold Ctrl, and then click
other cells. You can also click and drag to select multiple cells while Ctrl is being held down:

A ‘ B ‘ C ‘ D ‘ E | F | G

Wiy OB TWw N

Page8

Mustansiriyah University/ College of Dentistry Lecturer: Mustafa H. Ali




Second Level / Microsoft Excel 2010 Lab 4: Exploring your Workbook

To select an entire row/column of cells, move your mouse over a row/column header. The
mouse pointer will turn into an arrow. Then click the header to select that row/column:

A B c@ obo

o leiNlalun|slw (o=

Click and drag multiple row or column headings to select multiple rows/columns:

. e W el s il

‘w‘mi\l‘m|m‘h'wlw e

0
e
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Exploring a Worksheet

Now that we are familiar with the concept of worksheets, the active cell, and selecting multiple

cells, let’s learn some alternate ways of moving around a worksheet that involve more than just
the mouse and scroll bars.

Arrow keys Press Up, Down, Left, or Right to move the active cell selection box in
that direction.

Page Up & Press Page Up to move the active cell up one screen’s worth of cells.
Page Down Press Page Down to move the active cell down the same amount.

Ctrl + arrow keys Press Ctrl + Up, Down, Left, or Right to move to the respective outside
edge of the worksheet. (Be warned, Excel worksheets are very large!)

Shift + arrow keys Press and hold Shift while pressing Up, Down, Left, or Right to select
multiple adjacent cells in that direction.

Ctrl + Home & End Ctrl + Home will take you to cell Al, while Ctrl + End will take you to
the bottom right-most cell that contains any data (i.e. the end of
whatever data is in the worksheet).

Using Zoom

A single Excel worksheet can contains more than 1000000 rows and 16000 columns, totaling
more than 16 billion cells per worksheet. While it is unlikely you will ever deal with
spreadsheets that are that large, you will very likely deal with spreadsheets that are larger than
your screen. To help you view your data, you can use the Zoom feature to change the viewing
scale of a worksheet. By default, Excel opens workbooks at 100% zoom. You can see this
number in the status bar:
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Consider the following spreadsheet, which contains quite a lot of data. At 100% Zoom, we
won’t be able to see all the data:

Gi” e B o o= S
File Home Insent Page Layout Formulas Dats Review View [~ 0 =l X
=, D it = - B itional Formatting * S . . 35
= & | En S TR = -t Generl Kl Conditional Formatting « 3= Insert > 9( Lﬁ

Ha- EEZE N S~ % v i@romatasTable~ I Delete ~ (@]~
Paste - AR K 8 I i 1oy Sort & Find &
v J & 1 7 U — S irEE| - 60 8 -?J' Cell Styles ~ :jformar " 2" Filter~ Select~
Cipboned & Font 3L Agoment__1 |_Nowbet__" Stytes = == Edivng
‘ Al - & £ | pata1 v
A | 8 c D i F G 1 I ) K L M NS

| 7
1 IDatal !omz Data3 Dataq DataS Data6 Data7 Datas Data9 Datal0 Datall Datal2 Datal3 Datal i
2 12214 12823 26621 35104 34503 39757 31976 39510 1696 3100 7389 11249 43282 54

3 40587 15793 17783 4642 31530 9268 14445 47907 36770 18199 1993 20826 34456 28

Bl 16968 35014 44301 22068 16492 13231 26560 41432 21213 504390 11656 2121 20369 42

5 13774 32252 18050 42187 45239 14676 38540 25498 38977 19696 39590 43389 1534 11

6 1258 15639 31800 16299 32491 39135 48598 47531 44763 3996 27978 52364 43273 51

7 1038 16922 30904 22712 24428 8891 34620 23450 40419 30917 41910 27161 15530 17 .
8 20491 37330 45411 10683 36760 31299 23404 603 26009 47006 31599 17870 21370 7

9 46408 7091 40796 35633 48551 38930 1313 49308 14190 17118 11101 51104 46406 15

] 10 37881 45982 7997 8508 38123 27658 38231 24552 39426 38714 3189 47150 15405 34
1 39329 45682 29787 24660 24626 44713 12963 966 12112 15065 314 46256 4026 2C
12 1512 2580 26692 25918 3696 41742 31288 20827 5054 15441 40879 42673 32049 1

13 28588 47209 1011 48947 17075 52081 24315 9003 21515 40189 43354 15070 44182 35
14 29579 7891 13917 41727 46871 14491 42735 51625 29391 8122 15955 1338 49418 k)

i| 15 13417 49492 40854 19178 37143 37809 590 5928 4092 13614 33508 22106 15820 4
I 16 14345 50982 52892 43134 32816 28596 32434 25217 37784 51470 31088 24369 43529 25
17 29197 35030 41306 373 17782 15401 17293 46473 6006 35527 15930 21550 27102 12
13 26006 15728 7302 37233 44649 50331 35287 18766 2466 15584 21883 31141 52993 3C
19 5654 2643 27266 9018 52804 694 31488 719 10024 5299 35670 21082 51410 47

20 35311 9738 52742 8775 3706 1783 27335 10909 20290 47415 43309 48599 1332 1€
21 27437 15401 12197 42679 38646 22570 2230 29996 30789 39025 42879 15985 3622 21
22 5386 7751 32199 37005 2003 44003 6673 34273 37689 52186 7349 44516 30184 13
23 11353 53209 54207 1154 14158 25583 20623 3360 1081 7833 14521 42864 3503 43
24 2124 20856 2166 51845 24125 40180 23891 35556 42891 21724 36547 49225 24535 4]
25 18178 6890 28033 44311 45265 1341 15347 48153 6310 13646 52859 49399 8423 2y
f| ¢ » ¥ Sheetl | Sheet2 Sheet3 “¢J 4 " | 30
| Ready | 73 |8/ {0 100% (=} 3 (%)

e e TEY TS

You could use the scroll bars to view all of the data, or you could use the zoom slider in the
lower right corner of the screen. Drag the slider left toward the negative (-) command to
decrease the zoom level, or right toward the (+) command to increase the zoom level.

You can also click the (+) and (-) buttons to incrementally zoom in or out, 10% at a time:

=
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Here is the same set of data at 50% zoom, which is small enough for us to see everything:
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If you click the current zoom amount (for example, 50%), you can choose between common
zoom levels or enter your own:

1489z 53370 10504 30097 3019

Zoom @l_ﬂ3_-]

1]

Magnification

() 200%

(") Fit selection

() Custom: |50 %%

[ OK ][ Cancel ]

Choose one of the radio buttons or enter a custom amount, and then click OK.
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