Creating a Worksheet
with Excel

Introduction

Are you spending too much time number-crunching, rewriting
financial reports, drawing charts, or searching for your
calculator? Throw away your pencil, graph paper, and calculator,
and start using Microsoft Office Excel 2003.

Excel is a spreadsheet program, designed to help you
record, analyze, and present quantitative information. With Excel
you can track and analyze sales, organize finances, create
budgets, and accomplish a variety of business tasks in a fraction
of the time it would take using pen and paper. With Excel, you
can create a variety of documents for analysis and record
keeping, such as monthly sales and expense reports, charts
displaying annual sales data, an inventory of products, or a
payment schedule for an equipment purchase.

Excel offers several tools that make your worksheets look
more attractive and professional. Without formatting, a work-
sheet can look like nothing more than meaningless data. To
highlight important information, you can change the appearance
of selected numbers and text by adding dollar signs, commas,
and other numerical formats, or by applying attributes such as
boldface and italics.

The file you create and save in Excel is called a workbook.
It contains a collection of worksheets, which look similar to an
accountant’s ledger sheets with lines and grids, but can perform
calculations and other tasks automatically.

View the Excel Window

Select Cells

Move Around Cells

Enter Text and Numbers

Make Label Entries

Edit and Clear Cell Contents

Insert and Delete Cells

Select a Column or Row

Insert and Delete Columns or Rows
Hide and Unhide a Column or Row
Adjust Column Width and Row Height
Select and Name a Worksheet
Insert and Delete a Worksheet
Move and Copy a Worksheet

Hide and Unhide Worksheets and
Workbooks

Split a Worksheet in Panes

Freeze Panes
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Viewing the Excel Window

Cell address

Each cell has a unique
address determined by the
column letter and row
number. For example, the

Title bar
The title bar contains
the name of the active

cell B4 is the intersection of

Formula bar
Any data contained in the
active cell appears in the

Menu bar
The nine menus give
you access to all

workbook. column B and row 4. Excel commands. formula bar.
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Selecting Cells

Select a Cell

Click a cell to select it.

Select a Range

Click the first cell you want to
include in the range.

Drag to the last cell you want to
include in the range. The upper-
left cell of a selected range is
active and the others are
highlighted.

Select a Noncontiguous Range

Click the first cell, or select the
first contiguous range you want to
include.

Press and hold Ctrl while you click
additional cells and select other
ranges.

A cell is the intersection of a column and a row. You must select a cell
and make it active to work with it. A range is one or more selected cells
that you can edit, delete, format, print, or use in a formula just like a sin-

gle cell. The active cell has a dark border; selected cells have a light

shading called a see-through selection. A range can be contiguous (all
selected cells are adjacent) or noncontiguous (selected cells are not all

adjacent). As you select a range, you can see the range reference in the
Name box. A range reference lists the upper-left cell address, a colon (:),
and the lower-right cell address. Commas separate noncontiguous cells.

For example, B4:D10,E7,L24. You can click any cell to deselect a range.
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Moving Around Cells
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Use the Mouse to Navigate
Using the mouse, you can navigate to:
¢ Another cell

¢ Another part of the worksheet

¢ Another worksheet

You can move around a worksheet or workbook using your mouse or the
keyboard. You might find that using your mouse to move from cell to cell
is most convenient, while using various keyboard combinations is easier
for covering large areas of a worksheet quickly. However, there is no
right way; whichever method feels the most comfortable is the one you

should use.

To move from one cell
to another, point to the
cell you want to move

to, and then click.
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When you click the wheel button on the
IntelliMouse, the pointer changes
shape. Drag the pointer in any direction
to move to a new location quickly.

[BEIET

Microsoft IntelliMouse users can roll
from cell to cell with IntelliMouse.

If you have the new Microsoft
IntelliMouse —with the wheel button
between the left and right buttons —
you can click the wheel button and
move the mouse in any direction to
move quickly around the worksheet.

You can quickly zoom in or out using
IntelliMouse. Instead of scrolling
when you roll with the IntelliMouse,
you can zoom in or out. To turn on this
feature, click the Tools menu, click
Options, click the General tab, click to
select the Zoom On Roll With
IntelliMouse check box, and then click
OK.

(" Did You Know? )

=

6' % B' Redwond Fence Panel

5]

Chain Link Fencing

@

6' % 50' Roll 11-Guage Chain Link Fence
4" % 50" Roll Chain Link Fence
&' 1 60" 11-Guage Link Fence
10% x 10'L x BH Chain Link Dog Kennel

Lattice

I
=}

=

4% & Plastic Lattice Gray Panel

4% & Vinyl Privacy Square Lattice Panel
4' x & Plastic Lattice Panel Cedar

4' % & Plastic Lattice Panel Redwood

™
3

yoor] B
¥ ¥ Lumber / Lighting £ Clasets / Electric /

HENE
AR

5062 LB299400

59.50 LBBB4400
3996 LBB2Z300
52.00 LBG80000
193.00 LE350100

19.97 | BE33500
2256 LB563200
19.97 1B588200
19.97 | LB560000
16,68 1 BEAGANN

g

i) Fle Edit Wew [nsert Format  Tools Dakd  Window Help Type aquestion farhelp = - & X
NEHRS SR TE § R S0 e 8T s R g e B -/ B
AR v % 42" ¥ 8' Premium Ceflar Gothic Picket Fence Panel
[ B T c I D T = |
i =
| 2 |Chris Lemke Lumber Price SKU Number
3
| 4 [Wood Fencing
5
B [$27 8 Premium Cedar Gothic Picket Fence Panel ] § 21.00 LB227600 — &
| 7 |57 % & Redwood Privacy Top Gate $ 4626 6236600
| 8 [34" x 42" Cedar Gothic Gate ¥ 16.53 LB355400
| 8 |6 x & Redwond Lattice Fence Panel ¥ 76.00 LE215000
¥

N J

152

To see more sheet
tabs without
changing the
location of the
active cell, click a
sheet scroll button.

To move from
one worksheet
to another,
click the tab of
the sheet you

want to move to.



Use the Keyboard to Navigate

Using the keyboard, you can
navigate to:

¢ Another cell
¢ Another part of the worksheet

Refer to the table for keyboard
shortcuts for navigating around
a worksheet.
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Did You Know?

You can change or move cell selec-
tions after pressing Enter.\When you
press Enter, the active cell moves
down one cell. To change the direc-
tion, click the Tools menu, click
Options, click the Edit tab, click the
Direction list arrow, select a direction,
and then click OK.

- J

Go To a Specific Location

0 Click the Edit menu, and then click
Go To.

e Type the cell address to the cell
location where you want to go.

o To go to other locations (such as
comments, blanks, last cell,
objects, formulas, etc.), click
Special, select an option, and then
click OK.

(1 Click OK.

Press This Key

Keys For Navigating in a Worksheet

To Move

Left arrow One cell to the left
Right arrow One cell to the right
Up arrow One cell up

Down arrow One cell down
Enter One cell down

Tab One cell to the right
Shift+Tab One cell to the left
Page Up One screen up
Page Down One screen down

End+arrow key

In the direction of the arrow key to the
next cell containing data or to the last
empty cell in the current row or column

Home To column A in the current row
Ctrl+Home To cell A1
Ctrl+End To the last cell in the worksheet
containing data
\ 4
Go ko
a1 ;|
=l
Reference:
[ — e
Special. .. | [s]4 I Cancel |
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Ente"ng Text and You can enter values as whole numbers, decimals, percentages, or

dates. You can enter values using the either numbers on the top row of

Numbers your keyboard, or the numeric keypad on the right side of your keyboard.
When you enter a date or the time of day, Excel recognizes these entries
D’? Wi‘éte (if entered in an acceptable format) as numeric values and changes the
Specialist XL03S-4-4 cell's format to a default date, currency, or time format. The AutoFill
e feature fills in data based on the data in adjacent cells. Using the fill han-

dle, you can enter data in a series, or you can copy values or formulas to
adjacent cells. The entry in a cell can create an AutoFill that repeats a
value or label, or the results can be a more complex extended series,
such as days of the week, months of the year, or consecutive numbering.

Enter a Value

Click the cell where you want to
enter a value.
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worksheet. Before using the numeric
keypad, make sure NUM appears in o 0
the lower-right corner of the status

bar. If NUM is not displayed, you can
turn on this feature by pressing the
Num Lock key on the numeric keypad.

You can quickly select all data within
a worksheet. To select all the cells in
the worksheet, including those cells
that do not contain data, click the
Select All button.
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Enter Repeating Data
Using AutoFill

Select the first cell in the range
you want to fill.

Enter the starting value or label
that you want to repeat.

Position the mouse pointer on the
lower-right corner of the selected
cell. The fill handle (a small black
box) changes to the fill handle
pointer (a black plus sign).

Drag the fill handle pointer over
the range where you want to
repeat the value. The fill handle
ScreenTip indicates what is being
repeated.

Create a Complex Series
Using AutoFill

Select the first cell in the range
you want to fill.

Enter the starting value for the
series, and then click the Enter
button on the formula bar.

Position the mouse pointer on the
lower-right corner of the selected
cell, and then hold down Ctrl. The
pointer changes to the fill handle
pointer (a black plus sign with a
smaller plus sign).

Drag the fill handle pointer over
the range where you want the
value extended. The destination
value appears in a small box.

Click the AutoFill Options button,
and then click an option that
specifies how you want to fill in
the data.
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Making Label Entries
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Enter a Text Label

Click the cell where you want to
enter a text label.

Type a label.

A label can include uppercase and
lowercase letters, spaces,
punctuation, and numbers.

Click the Enter button on the
formula bar, or press Enter.

You can enter labels quickly using
AutoComplete. Type the first few char-
acters of a label. If a previous entry in
that column begins with the same
characters, AutoComplete displays the
entry. Press Enter or click the Enter
button on the formula bar to accept the
entry. Resume typing to ignore the
AutoComplete suggestion.

You can enable AutoComplete for cell
values. Click the Tools menu, click
Options, click the Edit tab, click to
select the Enable AutoComplete For
Cell Values check box, and then

click OK.

156

Excel has three types of cell entries: labels, values, and formulas. Excel
uses values and formulas to perform its calculations. A label is text in a
cell that identifies the data on the worksheet so readers can interpret
the information, such as titles or column headings. A label is not
included in calculations. A value is a number you enter in a cell. To enter
values easily and quickly, you can format a cell, a range of cells, or an
entire column with a specific number-related format. Labels turn a work-
sheet full of numbers into a meaningful report by identifying the different
types of information it contains. You use labels to describe or identify the
data in worksheet cells, columns, and rows. You can enter a number as
a label (for example the year 2003), so that Excel does not use the num-
ber in its calculations. To help keep your labels consistent, you can use
Excel’'s AutoComplete feature, which completes your entries based on
the format of previously entered labels.

3 What you type in the cell also
appears in the formula bar.
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Enter a Number as a Label

Click the cell where you want to
enter a number label.

Type * (apostrophe).

The apostrophe is a label prefix
and does not appear on the
worksheet.

Type a number.

Examples of number labels include
a year, social security number,
or telephone number.

Click the Enter button on the
formula bar, or press Enter or Tab.

Enter a Label from the PickList
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data in the adjacent cell. If the adja-
cent cell contains data, the label
appears truncated —you see only the
portion of the label that fits in the
cell’s current width.
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Edltlng ce" contents No matter how much you plan, you can count on having to make

changes on a worksheet. Sometimes you’ll need to correct an error;

other times, you'll want to add new information or see the results for

caoffice| x03s1.4 different conditions, such as higher sales, fewer produced units, or other

oot variables. You edit data just as easily as you enter it, using the formula
bar or directly in the active cell.

Dn Microsoft®

Edit Cell Contents , _
Click to edit the cell

content in the formula bar.

Double-click the cell you want
to edit.
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2 W
El
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accept the edit, or click the
Cancel button on the formula
bar to cancel it.

(" Did You Know? )

You can change editing options. Click
the Tools menu, click Options, click the
Edit tab, change the editing options
you want, and then click OK.

By deleting a cell, you remove the cell
completely from the worksheet. When
you choose Delete from the Edit menu
or from the shortcut menu, you must
choose to move the remaining cells
left or up, or to remove the entire row

or column.
J
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C|earing ce" contents You can clear a cell to remove its contents. Clearing a cell does not

remove the cell from the worksheet; it just removes from the cell
I whatever elements you specify: data, comments (also called cell
caOffice|  yio03s14 notes), or formatting instructions. When clearing a cell, you must
ahooalist specify whether to remove one, two, or three of these elements from
the selected cell or range.

Clear the Contents of a Cell
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See “Inserting Comments” on page 41
for information on inserting comments.
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Inserting and You can insert new, blank cells anywherg on the.worksheet S0 you can
. enter new data exactly where you want it. Inserting cells moves the
Deletlng ce"S remaining cells in the column or row to the right or down as you choose
and adjusts any formulas so they refer to the correct cells. You can also
delete cells if you find you don’t need them; deleting cells shifts the
Offlce XL03S-5-2 remaining cells to the left or up a row—;just the opposite of inserting

Speuallst . . . . .
cells. Deleting a cell is different from clearing a cell. Deleting a cell

removes the actual cell from the worksheet whereas clearing a cell
erases the cell contents, the cell format, or both.

Insert One or More Cells

Select one or more cells where
you want to insert new cell(s).
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Cl]ckthe Insert menu, and then JﬁﬂdJ\dA\‘?ﬁH&ﬁ Bl -cole = slime i 20 - B
chck Ce"s_ - A B x 8 Redwood Lattice Fence Panel
: A & ] B [ D ST
To move the contents of the cells | 5{<hrie Lemke Lumber Briee  SKU Numbet
right, click the Shift Cells Right ER i @ o
option; to move the contents of e Fetant Py Ton ety a5 oseanD DUl i
. . 8 (34" x 42" Cedar Gothic Gate i 16.83 LR355400 O entre row
the cells dOWI’], click the Shift 9 [5 & Redwnod Lattice Fence Panel 5 7600 LER15000 ] O Entre golumn
Ce”S Down Optlon. :?I:E x 8' Redwood Fence Panel ¥ 50.82 LB293400 ‘_@
| 12 |Chain Link Fencing
3
Click OK.
Delete One or More Cells
Select one or more cells you
want to delete. i
i Microsof |Office Excel 2003 VendorSupp A
. . ] il Edt Wiew [sert Fomet Took Data Window Help Typeaquestenforhelp = o @ X
Click the Edit menu, and then J,jgdmsu;\‘?m*ﬁ B A9 o8 tlmE v L0 | B
1 - i3 E % 3" Redwood Lattice Fence Panel
click Delete. 1 S | |
. . T Chris Lemke Lumber Price SKU Number 1
To move the remaining cells left, [ — N S X/
. . . | 4 |Wood Fencing Delete
click the Shift Cells Left option; to 5] _ CFITTTT
. | & |42 x & Premium Cedar Gothic Picket Fence Panel | § 21.00 | LE227600 O i
move the remaining cells up, L35 Redwood Prvacy Top Gate § o Lo O
click the Shift Cells Up option. EEEII= S
G 1675 Reghiood Fanos Fans ——
C| k OK :;:Chain Link Fencing
ic . 3
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Selecting a Column
or Row

Select a Column or Row

Click the column or row header
button of the column or row you
want to select.

Select Multiple Columns
or Rows

Drag the mouse over the header
buttons of any contiguous columns
or rows you want to select.

To select noncontiguous columns

or rows, press and hold Ctrl while

clicking each additional column or
row header button.

Did You Know?

You can select the entire worksheet
quickly. Click the Select All button
located above the row number 1 and
the left of column A.

You can select one or more columns or rows in a worksheet in order to
apply formatting attributes, insert or delete columns or rows, or perform
other group actions. The header buttons above each column and to the
left of each row indicate the letter or number of the column or row. You
can select multiple columns or rows even if they are non-contiguous—
that is, not next to one another in the worksheet.

3 Microsoft Office Excel 2003 VendorSupplies FEX
i) Fle Edit Wew [nsert Format  Tools Data  Window | Help Type aquestion farhelp = - & X
NEHRASRITEI kLR Fiol-o- 8= 2e [l -0 < B [
Bl - [
& c I D CE L F 1

1 =
| 2 |Chris Lemke Lumber Price SKU Number

3
| 4 |Wood Fencing

5
| B |42" x 8 Premium Cedar Gothic Picket Fence Panel | § 21.00 |L5227600
| 7 |3' x & Redwood Privacy Top Gate $ 146.26 |L5236500
| 8 |34" x 42" Cedar Gothic Gate $ 16.63 |LB355400
| 8 |5 x & Redwond Lattice Fence Panel $ 76.00 |LE215000
[105 % & Retwnod Fence Panel $ 50.82 |L5299400

1
[ 12| Chain Link Fencing

13

B Microsoft Office Excel2003 VendorSupplies

i3] Ble Edt |Wew Inset Format Took Data  Window Help Type aquestionforhel = o A X
NEEHES SR FE $an. 9 oo 8l - me B -0 - B @

&1 - A
A | ] E E

N I =
| 2 |Chris Lemke Lumber Price SKU Number

3

| 4 [Wood Fencing

5

| B |42" x & Premium Cedar Gothic Picket Fence Panel | § 21.00 LE227600

| 7 |3 %6 Redwood Privacy Top Gate $ 46.26 LB236600

| 8 34" x 42" Cedar Gathic Gate $ 16.63 LB355400

| 8 |5 x & Redwond Lattice Fence Panel $ 7E.O0 LE215000

10 [ x &' Redwaad Fence Panel § 5082 LE299400

=

Chain Link Fencing

5950 LE884400
3996 LBB22300
5200 LBBA0000
198.00 LB8s0100

5 1 50' Roll 11-Guage Chain Link Fence
[4' % 50' Roll Chain Link Fence
5' % 50" 11-Guage Link Fence
10%V % 10'L x B'H Chain Link Dog Kennel
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|nsertlng and You can insert one or more blank columns apd rows on a worksheet
between columns or rows that are already filled. The header buttons

Deletlng c0|umns above each column and to the left of each row indicate the letter or
R number of the column or row. Inserted columns are added to the left of
or hOws the selected columns. Inserted rows are added above the selected rows.

Excel repositions existing cells to accommodate the new columns and
AGEREE rows and adjusts any existing formulas so Fhat they refer tolthe correct
Speclalist cells. The Insert menu can change depending on the selection. When
you select a column, only the Columns command appears on the Insert
menu. When you select a row, only the Rows command appears.

Insert One or More

Columns or Rows Row header button 1 Column header button
TO insert a column, C|ICk the B Microsoft Office Excel 2003 VendorSupplies [NEE]
column header button directly i)t e won [ver | Fomat Tods pata dondon | b Type & question For help o 2 @ X
to the right of where you want Slpde ao sz - tide Bivs SEIEY
to insert the new column. s 3|
Chris Lemke ‘% :“t Price  SKUNumber

To insert a row, click the row
header button directly below
where you want to insert the
New row.

Wood Fencing Hame

Bicture »

.00 LB227800
4626 LE236600
16.63 LB355400
76.00 LB215000
6082 LB299400

42" x &' Premium Panel
3 % & Redwood F{ i Hrperlnk.. it
34" % 42" Cedar ¥

6' % B' Redwond Lattice Fence Panel

E' 1 & Redwood Fence Panel

‘m‘m‘\‘lm‘m‘b‘ml'u‘;

s

=

Chain Link Fencing

o

To insert multiple columns or rows,
drag to select the header buttons
for the number of columns or rows
you want to insert.

Click the Insert menu, and then
click Columns or Rows.

Delete One or More
Columns or Rows

B Microsoft Office Excel 2003 VendorSupplies

File | Ec w Insert Formak Tools Data Window Help Typeaquestionforhelp = o @ X
3 Can't Undo ot p GaB o 9 @ oAl e ] -0 - B [
A34] ¥ cu crx fingl Extension Cord
Select the columns or rows you A e A A
1
want to delete. (73 [The| %) Offce Crboare.- Price  SKU Number
16 |Gattd 8| Easte Cy ] 28,97 |EL4G13
. . 17 [Witel] | pasts spacia.. BarSound 2999 ELOG
Click the Edit menu, and then g penel 4 G 3 90 s
19 |[Wire| i $ 16.90 EL4337
1 [20] Cl
click Delete. =l :
21 [Timd ™ poes gl
i
| 23 [Mufti{ | Delete Sheet $ 894 ELG3BL
|24 |Rang| | Hove or Copy Sheet 5 B97 ELB9S
AT Y [pa——— 5 156 ELBAEE
| 26 |Heav s 998 EL003
|27 [0 |  Replace et § 16.47 ELGOSE
| 28 Progn (i $ 18.86 ELGTT4
28 7-0a § 2907 El6
E1l $ £69.91 ELBESZ
3
| 32 |Extension Cords
33
15" Black Vinyl Extension Cord [ 997 EL1B43
b6 White Ground Snuﬂ-F‘luE $ 697 EL1294 |
36 |7 White Triple Cutlet Extension Cord 3 197 ELTST
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Hiding and Unhiding
a Column or Row
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Hide a Column or Row

Click the column or row header
button of the column or row you
want to hide. (Drag to select
multiple header buttons to hide
more than one column or row.)

Click the Format menu, point
to Column or Row, and then
click Hide.

Unhide a Column or Row

Drag to select the column or row
header buttons on either side of
the hidden column or row.

Click the Format menu, point to
Column or Row, and then click
Unhide.

Not all the data on a worksheet should be available to everyone. You can
hide sensitive information without deleting it by hiding selected columns
or rows. For example, if you want to share a worksheet with others, but it
includes confidential employee salaries, you can simply hide the salary
column. Hiding columns and rows does not affect calculations in a work-
sheet; all data in hidden columns and rows is still referenced by formulas
as necessary. Hidden columns and rows do not appear in a printout
either. When you need the data, you can unhide the sensitive
information.

Header button

B3 Microsoft Office Excel 2003 VendorSupplies

@_] File Edit Wisw Insert | Format | Tools Data  Window Help Typeaquestionforhelp = o @ X
AR oS 3 [ e e cle s o slime [E)re HERIE N
B1 - I3 Row 3
Column MET e [ ] | EESIE) B, |
i -
Fd . Sheet » AukoFit Selacti 7
2 | Chris Lemke Lumb DR per
= AutoFormat,.. Hide }
| 4 [Wood Fencing Conditional Formatting... Unhide
15| Style... Standard Width.
[ 'B_[42" x 8 Premium Cedar
| 7 |5 x & Redwood Privacy Top Gate $ 46.26 |L5236500
| 8 [34" x 42* Cedar Gothic Gate $ 16.83 |LB355400
| 3 |6 « & Redwood Lattice Fence Panel $ 76.00 |LE215000
[0 [ « & Redwood Fence Panel $ 50.82 |LE299400
11
|12 [Chain Link Fencing
RE
[ 14 |6 « 50’ Roll 11-Guage Chain Link Fence $ 59.50 |LE834400
115 |4 x 50' Roll Chain Link Fence $ 39.96 |LB822300
|16 |5' x 50'11-Guage Link Fence $ 52.00 |LB880000
17 [10% % 101 x BH Chain Link Dog Kennel $  198.00 |LB8s0100
18
|19 [Latice
|20
21 |4 & Plastic Lattice Gray Panel 18.97 |LB583800

I
R

§
4 1 8 Vinyl Privacy Square Lattice Panel 3 2286 |LESE3200
4' % B' Plastic Lattice Panel Cedar $ 19.97 |LB585200
5
T

23

24 |4' x & Plastic Lattice Panel Redwood 19.97 |_Bs80000

TE 14" 20 73 Nivar iyl 1 \ihit o Plactica | atticn Danal 1506 I meoasnn b
K 4« » »il\Lumber { Lighting £ Closets £ Electric / A|< | >

Ready Sum=1620.12 HUM

3 Microsoft Office Excel 2003 /enderSupplies [BEE]
i) Fle Edit Wew [nsert Format  Tools Data  Window | Help Type aquestion farhelp = o & X
NEHRSSR T R Fol-e o8-t e e -0 .| B @
5] - I3
A D BRI
1 =
| 2 |Chris Lemke Lumber SKU Number
3
4 |Wood Fencing
5
| B [42" x 8 Premium Cedar Gothic Picket Fence Panel |LB227600
| 7 |5 x 6 Redwood Privacy Top Gate L 8235600
| 8 [34" x 42" Cedar Gothic Gate LB355400
|3 |6 x & Redwood Lattice Fence Panel LB215000
|10 [6' x & Redwood Fence Panel L 8299400
1
|12 |Chain Link Fencing
13
| 14 [6' % 50' Roll 11-Guage Chain Link Fence 5384400
115 |4’ x 50' Roll Chain Link Fence L BE22300
|16 |5  50' 11-Guage Link Fence L B6E0000
[17 [10° x 10L x BH Chain Link Dog Kennel L B50100
18
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Adiusting column You've entered labels and values, constructed formulas, and even

formatted the cells, but now some of your data isn't visible; the value dis-

Wldth and plays as ##### in the cell. Also, some larger-sized labels are cut off. You
ROW Hel ht can narrow pr widen each column Wldt.h to fit its contents and adjust
g your row heights as needed. As you build your worksheet, you can
change the default width of some columns or the default height of some
38%& Lossas rows to accgmmodate long strings of dgta or larger font sizes. You can
~Specialist : manually adjust column or row size to fit data you have entered, or you
Al can use AutoFit to resize a column or row to the width or height of its

largest entry.

Adjust Column Width
or Row Height 0
Click the column or row header = = 15]
button fOI’ the ﬂrst Column or row (9] Bl Edt vew Insert Fomat Tooks| Data Window Help Type a question for help  [5|NENX.
you want to adeSt_ 5_1-_:18 évJ\‘j;M‘-?él\& R F 0 o8 s -8 e i w0 - B
B T B | ] |

If you want, drag to select more
columns or rows.

Chris Lemke Lumber Price SKU Number
Wood Fencing

42" x 8' Premium Cedar Gothic Ficket Fence Panel | § 21.00 LB227600
|3 1 6 Redwood Privacy Top Gate $ 4626 LE236600
34" x 42" Cedar Gothic Gate $ 16.83 LB355400
6' % 8' Redwond Lattice Fence Panel k) 76.00 LB215000
6« & Redwood Fence Panel ¥ 5082 LB299400

Right-click the selected column(s)
or row(s), and then click Column
Width or Row Height.

Column Width X

Colurnn width: 4,14 o

Cancel

‘m‘m‘\‘lm‘m‘b‘ml'u‘;

=

S

[Chain Link Fencing

[=]

145 % 50’ Roll 11-uage Chain Link Fence § 5950 LEERMOD
. [15 [+ x 50" Roll Ghain Link Fence § 0996 LERIZG0D
Type a new column width or row 16 5" x 50°11-Guage Link Fence $ 5200 LBAA000D
. . . [47 [10W x 101 x 8 Chain Link Dag Kennel § 18800 LAssninn
height in points. 15
15 |Lattice
[20]
Click OK [21 |4 x & Plastic Lattice Gray Panel § 1997 Lmsos00
IC . [22 |4 x & Vinyl Privacy Square Lattice Panel § 22.56 LB56I200
[23 |4 x & Plastic Lattice Panel Cadar § 1957 (EAeR20D
244 % & Plastic Lattice Panel Redwond § 1997 Lmso0n0n
ot e e v
W« » »i}\Lumber { Lighting"{ Closets / Electric / I |
Ready HUrM
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Adjust Column Width or Row

g g [ Microsoft Office Excel 2003 VendorSupplies EExX
Height Using the Mouse e TR e s o 1 o 10 it EERAE
NEERG SR TRk S0 - @ e e -0 - B @
1 A Al - I “Width: 4771 (339 pixels)
Position the mouse pointer on the e e e R 0
. 1
right edge of the column header [ 2 |Chris Lemke Lumber Prics  SKU Humber
3
button or the bottom edge of the [ [Wood Fencing
5]
row header button for the column ['6 [42" x 8 Premium Cedar Gothic Picket Fence Panel | § 21.00 LB227600
[7 |5 » & Redwoad Privacy Top Gate § 4528 LEDwE0D
or row you want to change. 78 34" x 42" Cedar Gothic Gate $ 16.63 LB355400
| 9 |5 % B' Redwond Lattice Fence Panel ¥ 76.00 LB215000
[ 10 |5 x 8' Redwood Fence Panel $ 5082 LB299400
. 1
When the mouse pointer changes [Z[Chain Link Fencing
: [13]
to a dOUb'e-headed arrow, Clle | 14 |6 » 50' Roll 11-Guage Chain Link Fence § 59.50 |LBBB4400
. 115 |4 x 50' Roll Chain Link Fence § o9 Leeozan
and drag the pointer to a new 116 5 x 50" 11-Guage Link Fence § | 5200 (8830000
'd h h . h [ 17 [10% % 10'L x BH Chain Link Dog Kennel ¥ 198.00 LBBSO100
18
width or height. b
Ea
[ 21 |4 x 8 Plastic Lattice Gray Panel ¥ 19.97 L B563800
[ 22 |4' x B' Vinyl Privacy Square Lattice Panel $ 2256 LB56E3200
[25 |4 % & Plastic Lattice Panel Cadar § 1997 LesemD
2[4 x & Plastic Lattics Panel Redwond § | 19.07 (BSA0O0D0
[92 14w 2 2 Pivamimmimg 1 ULkt m Dlmatin | apbimn Dmngl T 1608 1 REIagnn b/
K« » ¥\ Lumber { Lighting ¢ Closets /£ Electric / f | >
Ready UM

Change Column Width or Row

H g h o A F. B3 Microsoft Office Excel 2003 VenderSupplies FIEX
elg t USII'Ig utO It i) Fle  Edic Wew [nsert Format  Iools Dats  Window Help Typeaquestionforhelp = o B X
IEHRSSR T DR S0 e 8- e e »n0 - B f
P . Al - %
Position the mouse pointer on the i S W Wi W a
. ] -
rlght edge Of the COlumn header | 2 |Chris Lemke Lumber Price SKU Number
i
button or the bottom edge of the P et
5
row header button for the column [ 6 42 x 8 Premium Cedar Gothic Picket Fence Panel 5 21.00 |LE227B00
| 7 |3 x 6' Redwood Privacy Top Gate 3 4626 LB236600
or row you want to Change. |8 [34" x 42" Cedar Gothic Gate 5 1683 |LE3E5400
8 |5 x & Redwond Lattics Fencs Panel § 7600 LB218000
[ 10 |5 ¥ 8' Redwood Fence Panel § 5082 LB293400
H 11
When the mouse pointer changes [ [chain Link Fencing
13
to a double-headed arrow, double- 114 6" % 50' Roll 11-Guage Chain Link Fence 5 59,50 |LBARAA00
. [ 15 |4' = 50" Rall Chain Link Fence 3 39596 LBE22300
click the mouse. 16 [5' % 50' 11-Guage Link Fence 5 52.00 |LBEE0000
[10% x 10 x 6H Chain Link Dog Kennel § 198,00 |LBAEDIO0
[ 21 |4 x 8 Plastic Lattice Gray Pangl ] 19.97 |LBEB3E00
| 22 |4 x B'Vinyl Privacy Square Lattice Panel § 2256 LB563200
| 23 |4' x B' Plastic Lattice Panel Cedar 3 19.97 |LB586200
24 J4' x 8 Plastic Lattice Pane| Redwood 3 19.97 |LB5A0000
5211« 212 Piomconcinod Wit Blnctin | tice Dangl i 15 6 1 REAG A v
H 4 » W\ Lumber { Lighting ¢ Closets /£ Electric / 1« >
Ready HUM
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selecting and Each new workbook opens with three worksheets (or sheets), in which
you store and analyze values. You work in the active, or selected,

Namlng | WOI'kSheet worksheet. The default worksheet names are Sheet1, Sheet2, and
Sheet3, which appear on the sheet tab, like file folder labels. As you
Cla »(Aic#gon« create a worksheet, give it a meaningful name to help you remember its
Scia" XL03S-5-4 contents. The sheet tab size adjusts to fit the name’s length. If you work
Approved Coursoware on a project that requires more than three worksheets, add additional
sheets to the workbook so all related information is stored in one work-
book.
Select a Worksheet
[12 Toby Appliance
| 15 [Window Universe
If necessary, click a sheet tab 12 (el i
scroll button to display other tabs. %EZ@E?&%SN%
| 21 |Pesple’s Paint
Click a sheet tab to make it the 2]
active worksheet. R s 457 . T

To select multiple worksheets,
press and hold Ctrl as you click 0
other sheet tabs.

Name a Worksheet

=]

Toby Appliance
Wyindmw Universe

Knob Outlet

Theil's Electric

SafsCo Deck Systems
InfinityBooks

Garden It All

People’s Paint

@

@

Double-click the sheet tab you
want to name.

=

™

rafala=
R|=|8|e

Type a new name.

™
&

i
]

The current name, which is oot | um
selected, is replaced when
you begin typing.

Press Enter.

Taby Appliance
Window Universe
Knob Outlet

Theil's Electric

SafeCa Deck Systems
InfinityBocks

Garden ft All

Peaple’s Paint

™
=]

]

I
1N

[
[&]
<

€4 > i, endars ) Orders|{ Sheeta / < el
Read: I UM
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Inserting and Deleting
a Worksheet

XL03S-5-4
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Insert a Worksheet

Click the sheet tab to the right of
where you want to insert the new
sheet.

Click the Insert menu, and then
click Worksheet.

A new worksheet is inserted to the
left of the selected worksheet.

Delete a Worksheet

Click the sheet tab of the
worksheet you want to delete.

Click the Edit menu, and then
click Delete Sheet.

You can add or delete sheets in a workbook. If, for example, you are
working on a project that requires more than three worksheets, you can
insert additional sheets in one workbook rather than open multiple work-
books. You can insert as many sheets in a workbook as you want. If, on
the other hand, you are using only one or two sheets in a workbook, you
can delete the unused sheets to save disk space. Before you delete a
sheet from a workbook, make sure you don’t need the data. You cannot

undo the deletion.

B3 Microsoft Office Excel 2003 Vendor]|

[SETE]

(9] Fle Edt View | Insert | Format Tooks Data  Window Help Type aquestion for help v 2 & X
AR o] | e aodlo oo l@ sk e [ivd -o -/ B B
A3 - Rows
I A Columns B T T I D [ &

L [orderd#t s % :
2

3 SR el Chert.. Price Quantity Totsl Prica
[ 4] Je  Eunction...
N e 5
| 6 |ELo278 1t Bulbs 5 279 100§
| 7 |EL200s Bicture > Bulb 5 299 250§
| 8 [EL2413 ) Hyperink,, cmwc it Bulbs [ 279 100 §
| 9 |EL4429 ¥ ck Doorhell 3 2799 25 %

10 |EL4813 - Chime 5 2997 205
|11 |ELe384 Mult-Setting Timer 5 894 0%

[ 12 |ELBO03 Heavy Duty Grounded Tirmer § 998 10 %

[ 13 |ELBBI2 Water Heater Time Switch 3 6391 5%

| 14 |EL18a3 18' Black Vinyl Extension Card 5 9.97 205

|15 |EL1382 50’ Blue Outdoor Extension with Check Light  § 2375 20/ %

[ 16 |[EL1313 25" Vellow Outdoor Extension with Quick Light § 15.49 30 %

| 17 |EL9678 Wory Heavy Duty Cord Switch § 360 55§

| 18 |ELg772 Outdoar Outlet Cantral 5 15.97 755

15 |ELELo028 Black Vinyl Angle Plug B 187 200/ %

| 20|

|21 |

|22 Total ltems Ordered | Total Cost
E

24 980§

= =
W < » »i ClosetDirect % Electric ¢ Lumber £ Lighting A Books /' |¢ | Bl
Ready HUM

B Microsoft Office Excel 2003 Venderlnvoices

i3] Bl [ Edt | Wew Insert Format Toos Data  Window Help Type a question for help [+ 0 @ X
i[5 |9 Undo Column width 4z A FH - BT -4 @ Eg,\”a‘ 10 - B )
7| ] Repeat Insert orkshest Cirbsy
% e E IC F - ® IC @ 1 01 I & 1’ L
1 »
2 53| copy curbC
3 8% Office Clipboard...
% 2 paste )
= Pasts Special...
7 Paste as Hyperlink
% Fill »
10 Clear »
11 Delete.
12
B Defete Sheet _e
14 \ Move or Copy Sheet...
% #A Bnd b
7 Replace. . rl+H
18 ‘ GoTo... 4G
1]
o Links...
21 | corc:
By d
23
24
25 ~
W« » »}\ ClosetDirect }Sheetl { Electric £ Lumber { Lihting { Books / | | Sl
Ready HUM
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Moving and Copying
a Worksheet

[l Microsoft:
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Move a Worksheet Within
a Workbook

Click the sheet tab of the
worksheet you want to move, and

then hold down the mouse button.

When the mouse pointer changes
to a sheet of paper, drag it to the
right of the sheet tab where you
want to move the worksheet.

Release the mouse button.

You can use the Create A Copy check
box to move a worksheet. Clear the
Create A Copy check box in the Move
Or Copy dialog box to move a work-
sheet rather than copy it.

You can give your worksheet a differ-
ent background. Click the tab of the
sheet on which you want to insert a
background, click the Format menu,
point to Sheet, and then click
Background. Select the picture you
want to use as a background, and
then click Insert.

168

After adding several sheets to a workbook, you might want to reorganize
them. You can arrange sheets in chronological order or in order of their
importance. You can easily move or copy a sheet within a workbook or
to a different open workbook. Copying a worksheet is easier and often
more convenient then reentering similar information on a new sheet. If
you are moving or copying a worksheet a short distance, you should use
the mouse. For longer distances, you should use the Move Or Copy
Sheet command on the Edit menu.

[E3 Microsoft Office Excel 2003 Vendorinvoices
P97 Ble Edt Wew Inset Fomat ook Data  Mndow  Help Type a question for help

(” Did You Know? )

NS J

NERRASRFE 8T e = bl e Eiee n 10 =
Fo1 hd fe =SUM(F73:.FEE)
: A [ B [ c [ D [ by
| 2 |order #1
3]
| 4| Product 1D Book Title Author Price Quantity
]
| B |LED2433 Great Kitchen |deas LEDWICK $ 19.96
| 7 |BUR3248 Decorating Garden Style BURLEY [] 32.48
| 8 |miL1ag? Using Tile MILLS § 19.97
| 8 [HEYO459 Express Yourself with Calor HEYM ¥ 4,99
[ 10 [SUR29S7 You Can Do Project Plan Book SURALSK] $ 2897
| 11 |PEA2aS7 Home Sense’s Home Plan CDRom PEARL [] 21.00
| 12 |nic2500 Country Victorian Dream Homes NICKS § 25.00
[ 13 [TOD1896 Show he Deck Projects TODD ¥ 18.96
[ 14 [SHE1526 Building in Your Backyard SHERWOOD $ 1526
| 15 |CHI2487 WWiring for the Beginner and Advanced CHIP $ 24.97
| 16 |PED3sID Landscaping in the West PEDERSEN $ 15.50
[ 17 [KRA1Z29G Show hle Pruning KRAMBULE ¥ 12.99
[ 18 |JOHOE33 Caontainer Gardening JOHNSEN $ 6.99
| 15 |TODOZ99 Shaw Me Windaws and Doars TODD $ 9.93
20
21 |
22| Total lten
23]
24
[l - v
W 4 » wi\ ClosatDilect { Electric £ Lumber { Lighting '} Books / < Hl|
Ready I HUM




Copy a Worksheet

o Click the sheet tab of the
worksheet you want to copy.

'3 Microsof Office Excel

2003 Venderlnveices

(9] Fle Edt Wew Insert Format Toos Data  Window Help Type 2 question for help [+ & X
TIMESAVER Pressandhold QEEHRASS | VE § RS0 @ -8 e Eém‘ ML
98 A 12
the Ctrl key while you drag a sheet = 2 1 A : (g
name to copy a worksheet. 12 283
| 25 | Order #4 Move or Copy.
o . . | 56|
o Click the Edit menu, and then click s 22 S Foch Pos Carisg L o s s £
Move Or Copy Sheet. o T S Lo ____@—2 e
[ 61 [LT2254 F-Head 84" Black Post Light 6§
| B2 [LT1299 1-Light Rustic Bronze Motion Sensing Wall Lantem 258
0 If you wa nt to copy the Sheet to |63 LT 4-Light Black Wall Lantern ot 55
. | B4 |LT1B42 3-Light Solid Brass Wall Lantem t‘;g::; lg 5
another open workbook, click the e 2ol T s
To Book list arrow, and then select [
Ira | —OK __Car\(e\
the name of that workbook. The 5l gulsred Total &
sheets of the selected workbook 5] l—e ol
. . 73
appear in the Before Sheet list. 7
E » »\ Books / ClosetDirect ({ Electric { Lumnber ), Lighting 1 | |
TROUBLE? [fthe workbook you feett
want to copy to does not show up

in the To Book drop-down list, you
must first open the other
workbook.

Click a sheet name in the Before
Sheet list. Excel inserts the copy
to the left of this sheet.

Select the Create A Copy check

5
box.
() Click OK.

-

Did You Know? A

You can use groups to affect multiple
worksheets. Click a sheet tab, press
and hold the Shift key, and click
another sheet tab to group work-
sheets. Right-click a grouped sheet
tab, and then click Ungroup Sheet on
the shortcut menu.

- J
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Hldlng and Unhldlng Not all worksheets and workbooks should be available to everyone.

You can hide sensitive information without deleting it by hiding selected
WOI'kSheetS and worksheets or workbooks. For example, if you want to share a workbook
Workbooks with pthers, but it incIud'e.s confidential employee salaries, you cayn sim-
ply hide a worksheet. Hiding worksheets does not affect calculations in
: the other worksheets; all data in hidden worksheets is still referenced by
‘fj&”j?%i:{‘e SGERE, SIS formulas as necessary. Hidden worksheets do not appear in a printout
Specialist ' either. When you need the data, you can unhide the sensitive
- information.

Hide or Unhide a Worksheet

[ES Microsoft Office Excel 2003 Vendorinvoices

(] Fie Edt View [nsert | Format | Tools  Data  Window Help Type & question For help
¢ Hide. Click the sheet tab you want 0 G5 3 ) 2| ek oz - al k@ B ,
q . BT > 3 Row »
to hide, click the Format menu, A o P ; I 5 I 5 I T —
. . . | 1 |Order #1 Shest >
point to Sheet, and then click Hide. 54 [ o= RS
3 | SKU Number Pr (ot tide Quantity Total Price
[ 4] Congtional Formatting. .. Urhide...
q . 5
¢ Unhide. Click the Format menu, 1 = B pre % i .
: : . [ 7 |cLanas 10" Drawer Tab Color.. 9.99 50 :
point to Sheet, click Unhlde, select [ |cLss72 Utilty Stacker ¥ 9.95 758 1
. | 9 |CLs832 Stackable Storage Organizer ¥ 2988 300§ {
the worksheet you want to Unhlde, |10/ cLso3t Stackable 3 Drawer Organizer $ 5300 5 17
. [11|cLadga 4" White Closet Pole § 594 60§ 1
and then C||Ck OK | 12 [cLa7an 8" % 8" Comer Shelf [] 1848 15 §
[ 13 |CLB0S4 2pk Closet Pale Socket ¥ 097 %55
[ 14 |CLBO79 Zpk White Metal Pole Socket $ 397 %5
15 |cLit0s 10 Pair Shoe Organizer § 9.95 €5
16 |cLI08E Shoe Caddy § .95 3§
[ 17 |CL1846 Freestanding Shelf ¥ 5939 40§
18
[1e]
[20] Total Items Ordered Total Cost of I
21
|22 450 § 5.
2]
24| Order #2 .
144 n)\ClosetDirect { Electric { Lumber £ Lighting / < 3|
Ready HUM

Click to hide or unhide a worksheet.

Hide or Unhide a Workbhook

[ Microsoft Office Excel 2003 Vendarsupplies

- (4] Fle Edic Wew Insert Format Tools Data | Window | Help Type aquestion forhelp [+ 0 @ x
¢ Hide. Ope_n the yvorkbook_ you TR @ B:m .
want to hide, click the Window EEN [ el
1
menu, and then click Hide. 5 | Etecte s
¢ Unhide. Click the Window menu, EA -
. . 6 |2pk. B0 W¥att Clear Light Bulbs i
click Unhide, select the workbook 77 [opk 100 Wt Clear Light Bulos Lordechon
. . [ 8 |2pk. 40 WWatt Clear Light Bulbs 2 Praduct Orders
you want to unhide, and then click 9 a0t Clar i i

oK.

=

Door Chimes

)

Unhide norkbool

14 |Wireless Front and Back Doorbell $ 27.99 EL4129
| 15 [wireless Plug-In Entry Chime $ 27.97 EL4B93

| 16 |Battery Opersted Wireless Chime $ 2997 EL4613

| 17 [Wireless Door Chime with True-Tone Bar Sound $ 29.99 EL4203

| 18 [Wireless Chime Extender $ 2490 EL4gE2

| 19 [wireless Portable Doorbell $ 16.90 EL4337

| 20|

% Timers
| 23 |Multi-Setting Timer $ 394 ELB334

24 |Random Pattern Security Timer $ 697 ELBIZS

[ Ci— A Bl Tinor « Ao e v

W < » WP Lumber / Lighting / Closets ) Electric / ﬁ< Bl
Ready HurM

Select a workbook to unhide it.

170



Spllttlng a Worksheet If you are working on a large worksheet, it can be time consuming and

. tiring to scroll back and forth between two parts of the worksheet. You
in Panes can split the worksheet into four panes and two scrollable windows that
you can view simultaneously but edit and scroll independently. As you
Q 6‘?.??"“’ work in two parts of the same worksheet, you can resize the window
UTTIce XL03S-5-6 . . .
Specialist panes to fit your task. Drag the split bar between the panes to resize the
windows. No matter how you display worksheets, Excel's commands and

buttons work the same as usual.

Approved Courseware

Split a Worksheet in Panes

[E3 Microsoft Office Excel 2003 Vendorlnvoices

o - o i) Fle  Edic Wew [nsert Format  Iools  Data | Window | Help Typeaquestionforhelp = - B X
¢ Split. Click the Window menu, and eI TR E T T A T W6 fiw T e B
then CliCk Sp“t BE7 - £ 10" Brick Trowel with Arrange
" A | Compare Side by Sids with. .. C [ D [ =
- ~
— Hide
- . . 2 |Order #1 g
¢ Remove Split. Click the Window 5] e
. . | 4 [SKU Number Product Name Split Quantity Total Price
menu, and then click Remove Split. =1
B proRR L e P e ML AR

| 7 |LB2278 42" % 8 Premium Cedar G| | LOrderchart 21.00 100 § 3

| 8 |LE2994 £ 8" Rethwood Fence Pal[Z] 2 vendartnvcices 50.82 30§

| 9 [LBE344 6'x 50" Roll 11-Gauge Ch N £3.50 30§

K . \ | 10 |LBs501 10W x 10L % BH Chain Lj | 271 2reers 198.00 58

11 |LB5838 4'x 8' Plastic Lattice Pan: 4 vendorSupplies 19.97 25§

D I d You Kn OW? ELEEEUE 4' % 8' Redwood Garden Latfi £ 2.97 50§

[ 13 [LBEE1S 4'x 8' Redwood Privacy Lattic] 3 16.80 0§

. 14 |LB5571 Accent Panels £ 5.98 100 §

You can search for a value or data in a
cell and then replace it with different . .
P Click to split

content. Click the cell or cells contain- the worksheet.
ing content you want to replace. Click
the Edit menu, click Find, and then

click the Replace tab for additional Worksheet split
. into four panes
options. p

\ J B osoft Office el 2003 Vendo nice HE
4] He Edk ew Insert Format Tods Data Windew Help Type & question for help (= L @ x
NEEHRASRTE KGR S0 o8 s s ale B -0 - B

BE7 - A& 10" Brick Trowel with Wooden Handle
A \ B [ \ 0 \ =
1
| 2 |Order #1 T
El
[ 4 |SKU Number Product Name Price Quantity Total Pric
o)
e |
| 7 |LB2276 42" %8 Premium Cedar Gothic Picket Fence Panel | § 21.00 100 §
| 8 |LB2954 6'3x 8' Redwood Fence Panel 5 50.82 30 5
| 9 |LBB544 6'x 50' Roll 11-Gauge Chain Link Fence 5 59.50 3005
[ 10 [LBEE01 10%Y x 10L % B'H Chain Link Dog Kennel ¥ 198.00 5%
[ 11 [LB5333 4'x ' Plastic Lattice Panel Grey 5 19.97 %5
[ 12 |LBsB02 4'x 8" Redwood Garden Lattice 5 9.97 50§ ~
[ 13 [LBEE1S 4'x 8' Redwood Privacy Lattice § 16.80 50§ A
[ 14 |LBS571 Accent Panels 5 5.98 100 §
[ 15 |LB1165 10lb Mortar Mix 5 1.29 350 %
[ 16 [LE1361 1/2" % 3 Rebar ¥ 0.85 22§ B
[ 17 [LB1366 1/2" % 4" Rebar 5 112 225§
[ 18 |LB1140 1 Gal. Plastic Roof Cement 5 597 50§
[ 19 |LBI264 10-in-1 Screwdriver/Nut Driver 5 10.50 10 %
[ 20 [LBg722 100* Tape Measure ¥ 19.97 50§
[ 21 [LB3023 24" Aluminum Level 5 8.96 %5
| 22 |LB35E4 Contractar Grade Short Cut Saw 5 19.684 15 §
| 23 |LB9248 16" % 24" Aluminum Professional Square 5 12.97 15 %
24 |LB9632 1000 Watt Twin Head Yorklight ¥ 39.90 5% v
W < » s ClosetDirect £ Electric ) Lumber { [< | > < | s
Ready I I HUrM
Scroll panes
separately.

Creating a Worksheet with Excel 171



Freez'ng Panes Once you've fl[:IIShed creating the workshegt strgcture—labels and
formulas—you’re ready to enter data. The first six columns and twelve
Py— rows or so are just fine, but as you scroll to enter data in later columns
Office] xi03ss6 or rows, the labels for the column headings shift out of view. Instead of

oheaidlist, memorizing the headings, freeze the label columns and rows so they

remain visible as you scroll through the rest of the worksheet. You can
freeze a row, a column, or a pane from a split worksheet.

Freeze Columns and Rows

Click the cell that intersects the
rows and columns you want to
remain visible on the screen.

B Microsoft Office Excell2003 Ven lorSupplies

i) Fle Edi View Insert Format| Tools Data | Window | Help Typeaquestionforhelp v o & X
. o R o E R Zal X s [ ter v @ [ <0 - B g
To freeze panes from a split A R

g _ A Compare Side by Side with = - B i
window, skip step 1.

Hide:

1
2 |Theil's Electric ber
ER Unhide... —
. . 4 |Light Bulbs it
Click the Window menu, and then e |
. | B [2pk. 60 Watt Clear Light Bulbs = ]
click Freeze Panes. | 7 |26k, 100 Watt Clear Light Bulbs Lvendorinfo
| 8 [2pk. 40 Watt Clear Light Bulbs 2 Orderchart
| 9 200 Watt Clear Light Bulb ;V on
10 |150 Watt Clear Light Bulb B

Edit and scroll the worksheet as

4 Product Orders

usua I X % Door Chimes 5 Vendorsupplies

| 14 [Wireless Front and Back Doorbell $ 27.99 EL4123
15 |Wireless Plug-in Entry Chime $ 27.97 EL4693

| 16 |Battery Operated Wireless Chime ] 29.97 EL4B13

| 17 [wireless Door Chime with True-Tone Bar Sound $ 29.99 EL4203

| 18 [Wireless Chime Extender $ 2490 EL4882

| 19 [wireless Portable Doarbell $ 16.90 EL4337

|20

| 21 [Timers

| 22|

| 23 |Multi-Setting Timer $ 8.94 ELB384
24 |Random Pattern i $ 697 ELBI2S

[5elt « T -

Unfreeze Columns and Rows

3 Microsoft Office Excel 2003 VendorSupplies

. i) Pl Edic Wew [nsert Format  Iools  Dats | Window | Help Type aquestion for help =
Click the worksheet that you want R AT R AR - o —
to unfreeze. -
A Compars Side by Sids with... T s Mo [ e et . O
: : %Th iI's Electri = b
Click the Window menu, and then |2ifhelloBlectie | 4. =
H 14 |Wireless Front and Back Doorbell Split
click Unfreeze Panes. & Witslscs Plsgn Enry G ] e
| 16 |Battery Operated Wireless Chirne — !
| 17 [\ireless Door Chime with True-Tone Bar Sound| L vendarlnfo
| 18 [ireless Chime Extender 2 OrderChart
19 [Wireless Portable Doorbell -
E 3 VendorInvaices.
| 21 [Timers 4 Praduct Orders
122 ] s vendarsupplies
| 23 |Multi-Setting Tirmer v &
| 24 |Random Pattern Security Timer 5 6.97 ELES28
| 25 |Lamp and Appliance Timer § 4.95 ELG266
26 |Heavy Duty Grounded Timer ¥ 9.9 ELBO003
| 27 |80 Minute Springwound Timer § 16.47 ELB0SS
| 28 |Programmable Wall Switch Timer 5 18.86 ELG774
| 23 |7-Day Heavy Duty Digital Timer § 2997 ELB229
| 30 [\Water Heater Time Switch ¥ 69.91 ELBY2
3
| 32 |[Extension Cords
[=]
34 15" Black Vinyl Extension Cord ¥ 9.97 EL1843
28 & W hita Rranmd S Dl EO7 F14906. o~
K 4 » M Lumber { Lighting ¢ Closets ) Electric / 1« >
Ready LM,
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