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Before we cover new material, here is a brief review of the Excel screen and Toolbars.  

The Excel Screen 

Menu  

Standard Toolbar 

Formatting 
Formula Bar 

Column Heading 

Row Heading 

Tab 
Scrolling 

Status Bar 

 

Standard Toolbar 

New Save Print 
Preview 

Cut Paste Redo Sort 
Descending Drawing 

Open 
Print 

Spelling Forma
t 

Und
o 

Autosu
m 

Sort 
Ascending 

Chart 
Wizar

Zoom 
Contro

Copy 

Microsoft 
Excel Help 

More 
Button

Insert 
Hyperlink 

Permission 

Research 
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Formatting Toolbar 

Font Bold Underlin
e 

Center Merge & 
Center 

Percen
t 

Increase 
Decimal 

Borders 
Font 
Color 

Font 
Size 

Italic Align 
Left 

Align 
Right 

Comm
a Style Currency 

Style 
Increase 
Indent 

Decrease 
Decimal 

Decrease 
Indent 

Fill 
Color 

More 
Buttons 

 

Creating and Renaming New Worksheets 
Excel allows you to add additional worksheets to your workbook as well as move, rename, and delete 
worksheets. 

To Create a New Worksheet 
1. Right click on the open tab (2006). 
2. Choose Insert. 
3. Click OK to select Worksheet.  
 

 

To Rename a Worksheet 
1. A worksheet can be renamed by right clicking on the new sheet tab (Sheet 1) and selecting 

Rename.  
2. Type the new name and press Enter. 
 
T
1. The new worksheet can 

o Move a Worksheet  
be moved by clicking and dragging on the 

 

To Delete a Worksheet 
or the offending worksheet. 

tab. The new location will be designated by a small arrow. 
 

1. Right click on the tab f
2. From the menu choose Delete. 
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Page Setup 
Page setup allows you to change the margins and orientation of your document, change the display of 
gridlines, and set whether titles should be displayed on every printed page.  

To Change Printing Options 
1. From the menu choose File, and then 

Page Setup. 
2. Click on the Sheet tab. 
3. To add gridlines to a printed document, 

in the Print section, select Gridlines. 
4. To have the same row(s) or column(s) 

repeat on every page, in the  Print 
titles section, select Rows to repeat 
at top or Columns to repeat at left 
and then select the desired rows. 

5. Click OK. 
 

 

Header and Footer 
Headers and Footers appear at the top and/or bottom of every page in the workbook.  

To Set a Header/Footer 
1. From the Menu choose File and then Page 

Setup. 
2. Click on the Header/Footer tab. 
3. To add one of the default headers, click on the 

drop down box under Header, and select one 
of the options, such as Page 1.  

4. Click OK. 
 

To Create a Custom Header/Footer 
1. To create custom header or footer, click on the Custom Header or Custom Footer button. 
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2. Select the appropriate icon 
to add to the header or 
footer.  

3. Click OK when finished. 
 

 

Options 

The options dialog box allows you to change how things look in Excel. 

To Change Program Options 
1. From the menu select Tools and then Options. 
2. To remove visible gridlines 

from a worksheet, click on 
the View tab, and in the 
Windows options 
section, remove the 
checkmark from 
Gridlines. 

3. To change the default 
number of worksheets in a 
workbook, select the 
General tab and beside 
Sheets in new 
workbook select the 
desired number of sheets. 
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Page Break Preview 
Sometimes even after you have changed the layout of a worksheet, you still cannot get all your 
columns or rows to fit onto a single printed sheet. Excel provides a page break preview to use when a 
worksheet must fit on one page. 

To Use Page Break Preview 
1. From the menu choose View and the Page Break Preview.  
2. A dialog box appears asking telling how to use Page 

Break Preview. Click

 

 OK. 

ed 
line. 

3. The worksheet 
changes to hide 
empty cells. Page 
breaks are 
designated with a 
thick, blue, 
vertical, dash

 
4. When you place your cursor over the blue dotted page break line, the cursor 

changes to a two headed arrow. 
5. Click and drag to move the page break. 
6. The resulting document is reduced to allow the selected text and data to fit 

onto the page. Be aware that that reducing the document may make it difficult 
to read. 
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Inserting Functions 
A formula is an equation that performs an operation on selected data, such as adding a column of 
cells. A formula always begins with an equal sign (=), a plus sign (+), or a minus sign (-). 
 
A function is a formula that has been built into Excel. Excel organizes the different functions into 
categories to help you find the desired function. It also provides a search dialog that allows you to 
search for a specific function. 
 
Excel displays the most recently used functions when the Insert function dialog box opens. 
 
There are two buttons available in the Function Arguments dialog box that will minimize that dialog 
box to help you select your range and then return to the Function Arguments dialog box. 
 

Range Selection Button  Range Return Button  
 

To Insert a Function in a Worksheet 
1. Select the cell where the result will appear. 
2. From the menu choose Insert, and then 

Function.  
--OR-- 
Click the Insert Function tool on the 
Formula Toolbar. The Insert Function 
dialog box opens.  

3. Beside Or select a category, click the down 
arrow and select the group that contains the 
desired function. If the category is unknown, 
select All to display all the available functions. 

4. Under Select a function, select the function to 
be used. Use the scroll bar to see the entire list. 

 

 
5. Select the desired function. 
6. Click OK. The Function Arguments dialog box 

opens. 
7. Enter the range to be used in the formula 

using the range selection icon, or by typing 
the range into the dialog box. 

8. Click OK to insert the function in the 
worksheet. 
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Exercise 
1. Open the spreadsheet Budget.xls located on the Desktop in the Excel2 folder. 
2. Select cell beside Total for the month of January, cell B14. 
3. From the Menu choose Insert, and then Function. 

The Insert Function dialog box opens.  
4. If available from the list, select SUM. If sum is not 

available, find it using the Search for a function 
dialog box, type sum.  

5. Click OK.  

 
6. The Function Arguments dialog box 

opens.  
7. Enter the range to be summed in the 

Number 1 text box.  
8. Click OK. The range of numbers is added and 

the results display in cell B14. 
 

--OR-- 
 

 
9. Click on the range selection button and use the cursor to highlight the range B4:B15. 
10. Click the Range Return button to return to the dialog box.  
11. Click OK. The range of numbers is added and the results display in cell B16. 
 

--OR-- 
 
12. If needed, move the Function Arguments dialog box so that the Total row is completely visible.  
13. Click and drag to select the desired range, B2:B13. 
14. Click OK. The range of numbers is added and the results display in cell B14. 
 
15. The sum function can be copied and 

pasted into other cells using either 
copy and paste, or using the Fill 
Handle. If necessary widen the cells 
to display the totals. 
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Exercise 
1. Select the cell next to Monthly Average, cell C16.  
2. Click on the Insert from the Menu and choose Function. The Insert Function dialog box opens.  
3. If available from the list, select AVERAGE. If average is not available, find it using the Search 

for a function dialog box, type average.  
4. Click OK. 
5. In the Function Arguments dialog box, select the 

monthly totals, cells B14:M14. 
6. Click OK. 
7. The monthly average is displayed in cell C16. 

Paste Special 
In Excel, paste special allows you to control exactly what information is being pasted. For example, by 
default, Excel pastes formulas and not values, so if you paste your totals into a blank worksheet, the 
cells will display zeroes or errors because the blank sheet has no values to add. Paste special allows 
you to paste values from one location to another. 

To Use Paste Special. 
1. Highlight and copy the source cell(s). 
2. Move to the destination worksheet or workbook. 
3. Place the cursor in the first destination cell. 
4. From the menu choose Edit  and then Paste Special. 

--OR-- 
Right click in the destination cell and choose Paste Special. 

5. In the Paste Special dialog box, select the desired options. 
6. Click OK. 

Paste Special Options 
• All pastes copied text normally. 
• Formulas pastes only the formulas. 
• Values pastes only the values. 
• Formats pastes only the formatting. 
• Comments pastes only comments. 
• Validation pastes only the cell validation. 
• All except borders pastes normally, only without 

cell borders. 
• Column widths pastes only the column widths. 
• Formula and number formats pastes the 

formulas and the cell formatting. 
• Values and number formats pastes the values 

and the cell formatting. 
• Operation takes the value of the copied cells, and 

performs the designated operation with the values in 
the target cells. 

• Skip blanks removes blank cells. 
• Transpose changes the layout from horizontal to vertical or vice versa. 
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Paste Link 

Paste link is used when you would like data from one worksheet to update second worksheet. This 
command links two worksheets together, so that when data in the first worksheet is updated, those 
changes are reflected in the second worksheet. 
 
When a linked document is opened, Excel prompts you to update the links from the source data. This 
allows Excel to go to the source worksheet and look for any changes to the data. 

To Use Paste Link 
1. Highlight and copy the source cell(s). 
2. Move to the destination worksheet or workbook. 
3. Place the cursor in the destination cell. 
4. From the menu choose Edit and then Paste Special. 

--OR-- 
Right click in the destination cell and choose Paste Special. 

5. In the Paste Special dialog box, click Paste Link. 
6. The copied cells are pasted into the destination cell. Any changes made to the source will 

automatically be reflected. 

Split Panes 
The Split Panes command allows you to split your worksheet into multiple panes, so that you can see 
different parts of your worksheet at once. Excel allows you to split your worksheet into two or four 
panes. A split will always occur to the left of and above the selected cell.  

To Split a Window into Panes 
1. Place the cursor where you would like the panes to be split. Remember that a split occurs above 

and to the right of the selected cell. 
2. Choose Window from the Menu, and choose Split. 
 

 
1. The window is split into panes. Use the vertical and 

horizontal scroll bars to move through the data. 
2. To adjust the size of the division of the panes, place the 

cursor over the split bar. The cursor changes to a four-
headed arrow; drag the bar to the desired location. 

 

To Remove the Split 
1. From the Menu, choose Window and click Remove Split. 

--OR-- 
1. Double click in any part of the split. 
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Freeze Panes 
Freeze panes allows you to keep the top row(s) or left column(s) frozen in place while the rest of the 
worksheet scrolls. This allows you to keep your headings at the top of the page, even if you have 
multiple screens worth of data. 

To Freeze Panes 
1. Place the cursor below or to the right of where you would like the freeze to occur. 
2. From the menu choose Window and then Freeze Panes. 

 
3. The selected row(s) or column(s) are frozen.  
 

To Remove a Freeze 
1. From the menu choose Windows and then Unfreeze Panes. 
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Charts 
Charts are graphical representations of data. Excel has many different chart formats from which you 
can choose. In Excel, charts are displayed in one of two ways: embedded in the current worksheet, or 
in a separate sheet in the workbook.  
 
The easiest way to create a chart is to use the Chart Wizard. The Chart Wizard provides a series of 
screens where you supply information to create the chart, and then Excel displays the finished 
product.  

Parts of a Chart 

 
 
 

Chart Title Legend 

Axis 
Title 

 

 

Vertical 
Axis 

 
 

Creating Charts 

There are several preset chart types available in Excel: Columns, Line, Pie, Bar, Area, and Scatter are 
the most commonly used chart. The type of chart that is best to use will depend entirely upon your 
data. For class we will create a pie chart and a column chart. Other chart types are created in the same 
manner as these two. 

Horizontal Axis Title 
Axis 
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To Create a Bar Chart 
1. Highlight the data for the chart. To select non-adjacent cells, hold down the control key while 

clicking and dragging to highlight the desired cells. For class, select A1:M13. 
2. Click the Chart Wizard button on the Standard Toolbar. 

 
3. The Chart Wizard dialog box appears. Select a Chart 

type, and then a Chart sub-type. For class, select 
Column and then select a column chart sub-type. 

4. Click Next. 

 
5. Decide whether to display the data in rows or columns.  
6. If necessary, you can change the cells used to create the 

chart by clicking on the Range Selection Button icon 
beside Data range and selecting a new range of cells to 
be used. 

7. Click Next. 
 

 



Excel II Office 2003 
 

The Learning Center 
 

15 

8. Under the title tab, add chart and axis titles 
as desired. For class, under Chart title, typ
Monthly Expenses. Under Category (X) 
axis type Month. Under Value (Z) axis 
type Dollar Amount. Other formatting 
options are available under the other tabs. 

e 

9. Click Next. 
 

 
10. Select where the chart will appear. For class, 

choose As new sheet. For class, name the chart 
Column Budget. This name will appear on the 
worksheet tab. 

11. Click Finish. The chart is inserted as a separate 
sheet.  
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To Create a Pie Chart 
1. Highlight the data for the chart. To select non-adjacent cells, hold down the control key while 

clicking and dragging to highlight the desired cells. For class, highlight cells B1:M1 and cells 
B14:M14.  

2. Click the Chart Wizard button on the Standard Toolbar. 

 
3. The Chart Wizard dialog box appears. Select a 

Chart type, and then a Chart sub-type. For class,
select Pie and then select a chart sub-

 
type. 

4. Click Next. 

 
5. We do not need to make any changes as to whether 

the data is presented in rows or columns. Click 
Next. 
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6. Under the title tab, add a chart titles as 
desired. For class, under Chart title, type 
Monthly Expenses. Other formatting 
options are available under the other tabs. 

7. Click Next. 
 

 
8. Select where the chart will appear. For class, 

choose As new sheet. For class, name the chart 
Pie Budget. This name will appear on the 
worksheet tab. 

9. Click Finish. The chart is inserted as a separate 
sheet.  

 

 

Formatting Charts 

In charts, you can change the text formatting, such as font, alignment, and orientation. You can make 
these changes from the Formatting Toolbar or from the menu. In Excel charts, most changes can be 
made by right clicking on the desired object and choosing Format Chart (object). 

Chart Toolbar 
The Chart Toolbar can be used to format specific portions of a chart, alter the chart type, add or 
remove a legend, view the data table, change the way the chart is plotted on the chart by row or 
column, and angle text. 
 
 

 

Format 
Selected 
Object 

Legend By 
Row Angle Text 

Clockwise 

By  
Angle Text 
Counterclockwise Chart 

Objects 
Chart 
Type 

Data 
Table Column 
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To Format a the Chart Title 
1. Click on the chart title to make it active. 
2. Highlight the text to be formatted. 
3. Use the Formatting Toolbar to modify the font. 

--OR-- 
From the menu choose Format and then 
Selected Chart Title. 
--OR-- 
Right click on the title and choose Format 
Chart Title. 
--OR-- 
Double click on the chart border. 

4. Click on the Font tab. 
5. Make any desired font changes. 
6. Click OK. 
 

 

To Format Chart Axes 
1. Click on the axis, then from the menu, choose Format and then Selected Axis. 

--OR-- 
Right click on an axis and choose Format Axis.  
--OR-- 
Double click on the axis to be formatted. The 
Format Axis dialog box opens. 

2. Click on the Font tab and make any desired 
font changes.  

3. Click on the Alignment tab and make any 
desired alignment changes. 

4. Click OK. 
 



Excel II Office 2003 
 

The Learning Center 
 

19 

 

Legends 

The chart legend explains the chart. It shows what the various lines, bars, or pie pieces represent. If 
you have not labeled the various parts of your chart with data labels, it is a good idea to have a chart 
legend.  

To Add a Chart Legend 
Click the Legend Tool on the Chart Toolbar. 

--OR-- 
Right click on the legend and choose Format Legend. 

--OR-- 
Click Chart from the Menu and choose Chart Options. Select the Legend tab and choose the 
Show legend option. 

To Change the Legend Placement 
1. Click and drag the legend to a new position. 

--OR-- 
1. Select the legend. 
2. Click the Format Legend icon on the chart toolbar. 

--OR-- 
1. Right click on the legend and choose Format Legend. 

--OR-- 
1. Double click on the legend. The Format Legend dialog box opens. 

--OR-- 
1. Click Chart from the Menu and choose Chart Options. Select the Legend tab and choose the 

Show legend option. 
2. Click on the Placement tab. 
3. Choose Bottom for the placement.  
4. Click OK. The legend is moved beneath the plot area. 
 

To Delete a Chart Legend 
1. Click the Legend icon on the chart toolbar. 

--OR-- 
Click on the legend to select it, and press the Delete key. 
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Databases 
A database is a tool for organizing, managing, and retrieving information. A database allows you to 
search for specific data, to sort your data, to extract specific records, and to perform calculations. 
Excel is a good tool for creating and maintaining simple databases, such as an employee address book. 
 
A database is comprised of records, field names, and calculated fields. 
 
• Record A single row in a database. Each record 

contains related information, such as all the 
information about a single patient. 

Field Field Name 

Record 

Calculated Field 

• Field Each column in a database is a field. 
These fields contain information on a single 
subject, such as last name. 

• Field Name A field name identifies the data in 
that field. The first row of a database must 
contain field names, and each field name must 
be unique. 

• Computed Field A computed field is a field 
containing a formula or function. 

• Database Range A database range is a group of cells (range) in the database. 

Sorting 
Sorting allows you to organize your data in a sensible manner, such as placing the records into 
alphabetical order by last name. A sort can be performed on letters (alphabetic) or numbers 
(numeric). A sort can also be ascending or descending—A to Z or Z to A. 
 
In a sort, the columns are identified by their field names. Excel 2003 allows you to sort by up to three 
columns. For example, in a database of patient records, you could sort the patients by doctor, then by 
last name, then by first name. 
 
You can also use a sort to group similar items together. For example, you could sort by insurance 
company to group all the patients who have one insurance company together, so you could inform 
them of a change in policy. 
 
When you perform a sort, you must make sure there are no blank records in the database, otherwise 
the data will not sort properly. You must also take care that no cells are selected when you begin your 
sort, otherwise part of your data may not be sorted, which could ruin your database. 
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To Sort a Database 
1. Open the file Database, located on the Desktop in Excel2 folder. 
2. From the menu choose Data and then Sort. The entire 

database range is automatically selected. 
3. In the My data range has section, select Header row. 
4. In the first Sort by box, choose Patient.  
5. Select Descending to sort the names in the reverse 

order. 
6

 

. Click OK.  
 

To Undo a Sort 
1. Click on Edit from the menu, and then choose Undo Sort.  

To Sort a Database by Multiple Fields 
1. From the menu choose Data and then Sort. 
2. In the Sort by box, choose Date.  
3. Select Descending to sort the dates into reverse 

chronological order. 
4. In the Then by box, choose Patient. 
5. Select Ascending to sort the names in reverse 

alphabetical order.  
6. Click OK. 
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Filtering 
Excel allows you to filter your database to pull out records that meet specific criteria. For instance, 
you may want to contact all female patients who will be turning 40, so they can schedule a 
mammogram. Or, you may want to contact all patients who see a specific doctor, to let them know she 
is retiring and that they will need to select a new primary care physician. 

Filtering Criteria 

Excel allows you to set criteria for your filter. A criteria is a set of conditions that must be met. In 
Excel, criteria allow you to find specific records within the database, based upon conditions that you 
specify. 
 
There are two types of criteria: computed criteria and comparison criteria. Comparison criteria allow 
you to find records that match certain limits. The criteria names are the same as your database field 
names. You can use operators to place limits on your criteria. 

Comparison Operators 
Operator Meaning 

= Equal to 
> Greater than 
< Less Than 

>= Greater than or equal to 
<= Less than or equal to 
<> Not equal to 

 
For example, we want to find all patients who are older than the Baby Boomers. Our criteria for this 
would be <=01/01/1946. This will bring up all patients who were born before 1946. 
 
Computed criteria are used to find records based on a formula. For instance, if your database has the 
fields Total Charges and Paid by Insurance, and you want to find all patients who owe more than 
$1000 so you can offer them a special payment plan, your criteria would be: 
 

=Total Charges-Paid by Insurance>1000 

AutoFilter 

The AutoFilter allows you to select records to be displayed. When you turn on the AutoFilter, arrows 
appear in the field name cells. Selecting one of those arrows provides a list of every option in that 
field, plus the options All, Top 10, and Custom. Selecting an option will bring up all records 
meeting that criteria. 
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To Filter a Database Using the AutoFilter 
1. Place your cursor in any cell in the database.  
2. From the menu, choose Data, then Filter, and 

then AutoFil

 

ter. 

 is another 
an from 

3. A drop down arrow 
appears at the top of 
each column. 

 
4. Click the down arrow in the Physician column and choose Seuss as the criteria. 

This will filter out only the records where Dr Seuss is the physician. 
5. To use this data, such as for a mail merge, select all the data (Ctrl + A) and copy 

the filtered data into a new worksheet or workbook. 
 

To Undo the Filter 
1. Click the down arrow in the column heading and choose All. 

--OR-- 
From the menu, choose Data, then Filter, and then Show All. 

Custom Filter 

The Custom options allow you to filter for two or more criteria called a Range. (i.e., =$50.00 but 
<$100.00) 

To Use the Custom Filter 
1. 
2.

Place the cursor in any cell in the database.  
 

3.
Click the down arrow in Total Fees. 

 Select the Custom option. The Custom 
AutoFilter dialog box opens. 

4. In the first drop-down list, choose is greater 
than, then type 100 in the text box beside it. 

5. 
6.

Select the option button And. 
 In the bottom left-hand corner, there

drop-down list box. Choose is less th
the list. 

7. In the next text box, type 1000. 
8. Click OK. 
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. Only the records specified in the 
range between $50 and $100 will 

Off the Au er 
he menu ch , then Filter, and then AutoFilter. 
he AutoFilt ws are removed from the database. 

ands 

9

appear on the screen.  
 

 

To Turn toFilt
1. From t oose Data
2. All of t er arro
 

Common Keyboard Comm
Ctrl + B Bold 
Ctrl + C Copy 
Ctrl + X Cut 
Ctrl + Home Go to first cell in worksheet 
Ctrl + End Go to last cell in worksheet 
Ctrl + I Italic 
Ctrl + N New 
Ctrl + O Open 
Ctrl + V Paste 
Ctrl + P Print 
Ctrl + Y Redo 
Ctrl + S Save 
Ctrl + Spacebar Select entire column 
Shift + Spacebar Select entire row 
Ctrl + U Underline 
Ctrl + Z Undo 
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Summary 
 
This class has covered the following topics: 

♦ Review of the Excel screen, toolbars, and retrieving a saved spreadsheet 

♦ Excel worksheets including; editing cell contents and cell series 

♦ Inserting functions 

♦ Paste special 

♦ Splitting and freezing panes  

♦ Excel charts including; creating and formatting a chart 

♦ Excel databases including; parts of a database and sorting 

♦ Filtering records using AutoFilter and Advanced Filter 
 
If you would like more information about other Learning Center workshops, please or visit our 
website at http://www.hsc.wvu.edu/its/LC or call the Learning Center at 293-3631 ext 5. 
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