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H ow  do I cre ate  a s e rie s  of num be rs?

Autom atic Serie s Com pletion

Th e re  are  m any tim e s  w h e n you w ant to cre ate  a s e rie s  of num be rs  or date s  
across  a row  or colum n. You can cre ate  a s e rie s  m anually by typing 1, 2, 3, …  into 
th e ir re spe ctive  ce lls or by us ing a form ula such  as  C4+ 1, C5+ 1, e tc.

Microsoft Exce l provide s  a conve nie nt s h ortcut to cre ating a s e rie s , s im ply by 
starting th e  first and s e cond ce lls in th e  s e rie s , s e le cting th e  tw o ce lls and th e n 
dragging s e le ction are a out to th e  re q uire d s e t of ce lls.

Sce nario – Cre ating a se rie s of ye ars

Cons ide r a cas h  flow  table  th at sum m aris e s  th e  incom e  and e xpe ns e s  ove r a 
s e rie s  of ye ars  as s h ow n be low.

Ste p 1: Ente r th e  first tw o ye ars of th e  se rie s

To cre ate  a s e rie s  w e  ne e d to te ll Exce l w h at th e  s e rie s  is . In our e xam ple  Ce ll B3 
is  “01/01/2000” and C3 is  “01/01/2001” as  s h ow n be low. Note  th at th e  ce ll 
form atting in th is  e xam ple  is  s e t so th at only th e  ye ar is  s h ow n.
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Ste p 2: Se le ct th e  ce lls th at sh ow  first and se cond e le m e nts of th e  se rie s

Click -and-drag w ith  th e  m ous e  to s e le ct ce lls B3 and C3.

Ste p 3: Click -and-drag th e  bottom -le ft corne r of th e  ce ll and drag to 
com ple te  th e  se rie s

Use  th e  m ous e  to click -and-h old th e  bottom -le ft corne r of ce ll C3.

Th e  drag th e  s e le ction out until G3. Th e  scre e n s h ould look  s im ilar to be low.

O nce  th e  s e rie s  re gion is  s e le cte d th e n re le as e  th e  m ous e  button.

Finish : Exce l w ill autom atically com ple te  th e  se rie s for th e  se le ction.



H ow  do I s e e  all th e  form ulas on a w ork s h e e t?

View  Form ulae  In Cells

Som e tim e s  it is  h andy to vie w  (and print) th e  form ulae  in all th e  ce lls in a 
spre ads h e e t w ith out h aving to m anually e nte r e ach  ce ll. Be ing able  to vie w  all 
th e  form ulae  m ak e s  it e as ie r to de bug our ow n spre ads h e e ts  as w e ll as m ak ing it 
s im ple r to unde rstand oth e r pe ople ’s  spre ads h e e ts .

Sce nario – Vie w ing th e  form ulae  in a table .

You m ay h ave  a table  th at contains a list of nam e s  (Colum n A), th e ir ne t w e alth  
(Colum n B) and th e  num be r of ye ars  th e y h ave  be e n w ork ing (Colum n C). Be h ind 
th e  sce ne s  th e  spre ads h e e t calculate s  th e  am ount of m one y e ach  pe rson m ade  
(Colum n D) and th e  ave rage  am ount m ade  across  our sam ple  s e le ction (Ce ll D19 ).
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Ste p 1: Pre ss th e  Ctrl and ~ k e ys on th e  k e yboard at th e  sam e  tim e  to 
vie w .

Pre s s ing th e  Ctrl and ~  k e ys  s h ow s th e  form ulae  in e ve ry ce ll on th e  w ork s h e e t. 
You are  now  able  to vie w  th e  unde rlying logic of th is  spre ads h e e t.

H e lping Note : In th is  curre nt vie w  you can print th is  page  out to your printe r. 

Ste p 2: Pre ss th e  Ctrl and ~ k e ys to re turn to th e  norm al vie w .



H ow  do I h igh ligh t a ce ll bas e d on spe cial conditions?

Conditional Form atting

Th e re  are  m any occas ions w h e re  you m ay w ant to h ave  Exce l ch ange  th e  
form atting of a ce ll and its  conte nts de pe nding on th e  value  in th e  ce ll. Th is  could 
be  h andy to h igh ligh t s e ctions of your spre ads h e e t bas e d on diffe re nt sce narios .

Sce nario – Bank  Account Balance

You m ay h ave  a ce ll th at contains th e  total balance  of all your bank  accounts and 
it ge ts h igh ligh te d in ye llow  if th e  balance  falls be low  $0.

Th e  figure  be low  s h ow s th e  spre ads h e e t w ith  a “Ne t Value ” >  $0.00. Th e  
form atting of th is  ce ll is  in its  norm al form at.

For financial s e curity w e  w ant Exce l to h igh ligh t th e  “Ne t Value ” (ce ll C9 ) w h e n 
th e  ne t value  am ount drops be low  $0.00.

Ste p 1: Se le ct th e  ce ll w e  w ant to apply conditional form atting to
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Ste p 2: Se le ct th e  Conditional 
Form atting m e nu ite m  as sh ow n righ t

Ste p 3: Te ll Exce l w h at th e  spe cial form atting conditions are

Ste p 4: Pre ss th e  
Form at button to 
se t th e  form at of 
th e  ce ll w h e n th is 
condition is m e t



Ste p 5: Pre ss OK to acce pt th e  conditions and conditional ce ll form atting

In th e  Form at Ce lls dialog box, pre s s  th e  O K button to acce pt th e  conditional ce ll 
form at.

In th e  Conditional Form atting dialog box, pre s s  th e  O K button apply th e  
conditions .

Le t us as sum e  th at w e  w e nt out s h opping th at day and spe nt $2,000 us ing Cre dit 
Card 1 and update d ce ll C6 to re fle ct th is  ch ange . As you can s e e , th e  Ne t Value  
h as  droppe d be low  $0 and th e  ce ll autom atically h igh ligh ts  th is .
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H ow  do I cre ate  an IF form ula?

IF Statem ents

Norm ally w e  calculate  th e  value  of a ce ll bas e d on th e  value  in anoth e r ce ll, for 
e xam ple  m ultiply a value  by 4 and put th at answ e r in anoth e r ce ll. O ccas ionally 
w e  w ant to calculate  th e  value  of a ce ll only if a ce rtain crite ria is  m e t. 

Sce nario – Applying an autom atic discount on an invoice .

In th is  e xam ple  w e  w ant to cre ate  an invoice  th at autom atically applie s  a 10%  
discount if th e  original value  of th e  orde r e xce e ds  $100.

Th e  figure  be low  s h ow s a sam ple  invoice  spre ads h e e t. Each  line  (Line s  4, 5, 6 
and 7) is  individually tallie d and th e n subtotalle d in Ce ll E9 .

Ste p 1: Se le ct 
th e  ce ll th at 
w ill contain 
th e  conditional 
calculation (IF 
state m e nt).

Click  on th e  E10 
ce ll.



Ste p 2: Se le ct th e  Paste  Function Me nu ite m  
as sh ow n righ t

Ste p 3: Se le ct th e  IF state m e nt from  th e  Paste  Function se le ction box

In th e  Paste  Function dialog box, s e le ct “Logical” from  th e  Function Cate gory and 
“IF” from  th e  Function Nam e  th e n pre s s  th e  O K button.
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Ste p 4: Ente r th e  conditional form ula into th e  Paste  Function h e lpe r

H e lping Note : You can m ove  th e  h e lpe r box around th e  scre e n by click -and-
dragging anyw h e re  in th e  gre y are a of th e  box.

Th e  “Logical_te st” fie ld de te rm ine s  w h at spe cial conditions w e  w ant to apply. In 
th is  cas e , th e  spe cial condition is  w h e n th e  subtotal fie ld (Ce ll E9 ) is  gre ate r th an 
$100.00 (100).



In th e  circum stance s  w h e re  th e  Logical_te st is  “True ” th e n th e  “Value _if_true ” 
fie ld is  applie d. In th is  cas e  th e  subtotal fie ld (E9 ) e xce e ds  $100.00 (E9 =$270.40) 
so th e  Logical_te st is  true  and w e  w ant to apply a discount of 10%  to th e  subtotal 
am ount (form ula = -10%  * E9 ).

In th e  circum stance s  w h e re  th e  Logical_te st is  “False ” th e n th e  “Value _if_false ” 
fie ld is  applie d. In our form ula w e  w ant a discount of $0.00 applie d w h e n th e  
subtotal fie ld (E9 ) is  le s s  th an or e q ual to $100.00.

Pre s s  th e  O K button w h e n you are  satisfie d th at th e  form ula is  corre ct.

In our e xam ple  th e  subtotal value  is  $270.40, w h ich  e xce e ds  th e  $100.00 
th re s h old so a 10%  discount is  applie d.

If for som e  re ason w e  de cide d not to orde r any Exe cutive  Gift Se ts (D7=0) th e n 
th e  subtotal doe s  not e xce e d th e  $100.00 th re s h old and no discount is  applie d.
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H ow  do I count th e  ce lls th at only m e e t m y crite ria?

COUNTIF Statem ents

Occas ionally you m igh t h ave  a list of ite m s and you w ant to count h ow  m any 
tim e s  ce rtain crite rion is  m e t. For e xam ple  you m igh t w ant to count h ow  m any 
David’s  th e re  are  in a list of Ch ristian nam e s  or count h ow  m any purch as e s  
e xce e de d $100.00.

Sce nario – Count h ow  m any “fails”  occurre d in a list of pass/fail 
e xam  re sults

In th is  e xam ple  w e  h ave  a list of stude nts and th e ir pass/fail re sults of a re ce nt 
e xam  as s h ow n be low  and w e  w ant to count h ow  m any stude nts pass e d th e  e xam .



Ste p 1: Se le ct th e  ce ll w e  w ant Exce l to re turn th e  num be r of PASS 
m ark s in.

Use  th e  m ous e  to click  on Ce ll B15 to s e le ct th e  ce ll.

Ste p 2: Se le ct th e  Paste  Function 
m e nu ite m  as sh ow n righ t
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Ste p 3: Se le ct th e  COUNTIF state m e nt from  th e  Paste  Function se le ction 
box.

In th e  Paste  Function dialog box, s e le ct “Statistical” from  th e  Function Cate gory 
and “COUNTIF” from  th e  Function Nam e  th e n pre s s  th e  O K button.



Ste p 4: Ente r th e  re q uire d inform ation into th e  Paste  Function h e lpe r

H e lping Note : You can m ove  th e  h e lpe r box around th e  scre e n by click -and-
dragging anyw h e re  in th e  gre y are a of th e  box.

Th e  “Range ” fie ld de te rm ine s  th e  range  of ce lls Exce l w ill look  to pe rform  th e  
count in. W e  can e ith e r us e  th e  m ous e  to s e le ct th e  range  or m anually type  th e  
ce ll re fe re nce s  dire ctly into th e  te xt box. In our e xam ple  th e  ce ll range  starts at 
B4 and goe s  dow n to B13.
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H e lping Note : Ce ll range s  can be  a s e le ction of ce lls, a colum n, row  or box of 
ce lls, or a pre -de fine d nam e d range . Ce ll re fe re nce s  can be  of any type  including 
“re lative ” (e g B4), “absolute ” (e g $B$4), m ixe d re fe re nce  (e g B$4), and nam e d.

Th e  “Crite ria” is  a conditional state m e nt th at is  s im ilar to th e  conditional 
state m e nt in th e  IF state m e nt. In our cas e  w e  w ant to count th e  num be r of ce lls 
w ith  “PASS” in th e  ide ntifie d range . Re m e m be r th at te xt fie lds are  a spe cial sort 
of fie ld and ne e d to start and e nd w ith  inve rte d com m as .

Pre s s  th e  O K button w h e n you are  satisfie d th at th e  form ula is  corre ct.

Ste p 5: Re pe at ste p 4 to count th e  num be r of fails.

Se le ct Ce ll B16.

Us e  th e  Paste  Form ula function and s e le ct “Statistical” from  th e  function cate gory 
list and “COUNTIF” from  th e  function list. 

Follow  Ste p 4 above  m ak ing th e  Range  = B4:B13 and th e  Crite ria = “FAIL”.

Pre s s  th e  O K button w h e n you are  satisfie d th at th e  form ula is  corre ct.



Finish : Th e  spre adsh e e t now  counts th e  num be r of passe s and fails from  
th e  list.

Th e  spre ads h e e t w ill now  look  s im ilar to th e  figure  be low.
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H ow  do I sum  a s e t of num be rs  th at m e e t m y crite ria?

SUMIF Statem ents

SUMIF is  a function th at allow s you to add toge th e r value s  from  a list if a 
nom inate d crite ria is  m e t. For e xam ple , you m igh t w ant to total th e  am ount of 
h ours w ork e d by full-tim e  e m ploye e s  out of a ge ne ral list containing full-tim e , 
part-tim e  and casual e m ploye e s .

Sce nario – Calculate  th e  w innings from  a list of sports be ts.

In th is  e xam ple  w e  h ave  a spre ads h e e t th at lists th e  be ts  place d on w h o w ill w in 
various te nnis  m atch e s  on th e  w e e k e nd (Colum n A), th e  am ount be t on th at 
m atch  (Colum n B), th e  odds of w inning (Colum n C), and th e  pote ntial w innings 
(Colum n D). At th e  e nd of th e  w e e k e nd w e  w ill e nte r th e  re sults of e ach  m atch  
and w e  w ant Exce l to autom atically calculate  h ow  m uch  our w innings are .

Ste p 1: Se le ct th e  ce ll th at w ill contain th e  w innings re sults

Use  th e  m ous e  to click  on Ce ll F13 to s e le ct th e  ce ll.



Ste p 2: Se le ct th e  Paste  Function 
m e nu ite m  as sh ow n righ t

Ste p 3:  Se le ct th e  SUMIF state m e nt from  th e  Paste  Function se le ction 
box.

In th e  Paste  Function dialog box, s e le ct “Math  &  Trig” from  th e  Function Cate gory 
and “SUMIF” from  th e  Function Nam e  th e n pre s s  th e  O K button.
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Ste p 4: Ente r th e  re q uire d inform ation into th e  Paste  Function h e lpe r.

H e lping Note : You can m ove  th e  h e lpe r box around th e  scre e n by click -and-
dragging anyw h e re  in th e  gre y are a of th e  box.

Th e  “Range ” fie ld de te rm ine s  th e  range  of ce lls th at Exce l w ill e xam ine  to ass e s s  
th e  crite ria. W e  can e ith e r us e  th e  m ous e  to s e le ct th e  range  or m anually type  th e  
ce ll re fe re nce s  dire ctly into th e  te xt box. In our e xam ple  th e  range  starts at ce ll 
F4 and goe s  dow n to ce ll F11.

Th e  “Crite ria” is  a conditional state m e nt th at is  s im ilar to th e  conditional 
state m e nt in th e  IF state m e nt. In our cas e  w e  w ant to s e le ct all be ts w h e re  th e  
te nnis  playe r “W on” th e  m atch . In our e xam ple  type  in “W on” into th e  Crite ria te xt 
box.

Th e  “Sum _range ” 
fie ld te lls Exce l 
w h ich  ce lls to add 
w h e n th e  crite ria is  
m e t for e ach  ce ll in 
th e  range . To put it 
in anoth e r w ay, w e  
w ant to add 
toge th e r th e  
pote ntial w innings 
(Colum n D) for 
e ach  m atch  “W on” 
in Colum n F. In our 
e xam ple  w e  can 
e ith e r us e  th e  
m ous e  to s e le ct 
th e  range  or 
m anually type  in 
D4:D11 into th e  
Sum _range  te xt 
box.

Pre s s  th e  O K 
button w h e n you 
are  satisfie d th at 
th e  form ula is  
corre ct.



Ste p 5: Com ple te  th e  spre adsh e e t by sum m ing th e  am ount be t.

Now  th at w e  k now  h ow  m uch  w e  h ave  w on on our be tte r w e  w ant to com ple te  th e  
spre ads h e e t by s h ow ing h ow  m uch  m one y w e  originally be t.

Ste p 5a: Se le ct 
th e  ce ll w h ich  w e  
w ant to calculate  
th e  total be tting 
am ount

Click  on Ce ll B13 as 
s h ow n be low.

Ste p 5b: Click  on th e  AutoSum  button 

By click ing on th e  
AutoSum  button you 
can ge t MS-Exce l to 
autom atically calculate  
th e  colum n above  it. 
Us e  th is  function w ith  
caution and be  sure  to 
ch e ck  th e  range  of ce lls 
it h as  autom atically 
s e le cte d. O nce  you h ave  
confirm e d th at th e  
range  is  accurate  th e n 
pre s s  th e  Ente r k e y to 
confirm  th e  form ula.
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Finish : Th e  spre adsh e e t now  autom atically calculate s th e  w innings 
base d on th e  m atch  re sults.

Th e  spre ads h e e t w ill now  look  am azingly s im ilar to th e  figure  be low.



H ow  do I h ide  som e  of m y w ork s h e e ts?

H id ing and Unh id ing W ork sh e ets

Som e tim e s  it is  us e ful to h ide  w ork s h e e ts  from  th e  norm al spre ads h e e t vie w . 
Com m only w e  h ide  s h e e ts  th at contain look up table s , de fault value s and 
constants th at w e  w ant in a s e parate  spre ads h e e t but don’t w ant it to be  printe d 
or vie w e d in norm al us e .

Sce nario – H iding a w ork sh e e t from  norm al vie w

O ur sam ple  spre ads h e e t contains a com pute r parts price  list. W e  m ay w ant to 
h ave  oth e r w ork s h e e ts  to re fe r to th is  price  list but w e  don’t w ant th e  price  list 
ope n for vie w ing and printing e ve ry tim e  w e  ope n our w ork book .

Ste p 1: Se le ct th e  w ork sh e e t w e  w ant to h ide  from  vie w .

Se le ct th e  w ork s h e e t w e  w ant to h ide  from  vie w  by click ing on th e  w ork s h e e t tab 
locate d at th e  bottom  of th e  w ork s h e e t.
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Ste p 2: Se le ct “Form at | Sh e e t | H ide ”  from  th e  m e nu.

Go to th e  top of th e  Exce l w indow  and click  on “Form at” and th e n h igh ligh t 
“Sh e e t”, w ait and th e n click  on th e  “H ide ” m e nu.

Finish : W ork sh e e t is now  h idde n from  norm al vie w .

Th e  w ork s h e e t is  now  h idde n from  vie w . Any re fe re nce s  to th is  w ork s h e e t w ill still 
w ork  h ow e ve r th e  us e r w ill not be  able  to s e le ct th e  w ork s h e e t from  th e  tabs at 
th e  bottom  of th e  w ork book . You w ill h ave  to “unh ide ” th e  w ork s h e e t to be  able  
to vie w  and m ak e  ch ange s .

Sce nario – Unh iding a w ork sh e e t for norm al vie w

Afte r w e  h ave  h idde n th e  w ork s h e e t from  Norm al vie w  w e  m ay w ant to m ak e  
ch ange s  to it. Th e  norm al m e th od of doing th is  is  to unh ide  th e  spre ads h e e t and 
place  it back  into norm al vie w .

Ste p 1: Se le ct “Form at | Sh e e t | Unh ide ”  from  th e  m e nu

Go to th e  top of th e  Exce l 
w indow  and click  on 
“Form at”, th e n h igh ligh t 
“Sh e e t”, w ait and th e n click  
on th e  “Unh ide ” m e nu.



Ste p 2: Se le ct w ork sh e e t to unh ide .

Se le ct th e  w ork s h e e t nam e  from  th e  Unh ide  dialog box. In our cas e  w e  w ant to 
s e le ct th e  w ork s h e e t nam e d “H ide  W ork s h e e t Exam ple ”.

Pre s s  th e  O K button to unh ide  th e  w ork s h e e t.

Finish : W ork sh e e t is now  visible  in th e  norm al vie w .

Th e  w ork s h e e t can now  be  s e e n in th e  norm al vie w  and s e le cte d us ing th e  tabs 
at th e  bottom  of th e  w ork book .
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H ow  do I look  up answ e rs  in anoth e r table ?

LOOKUP Function

It is  ofte n us e ful to cre ate  a spre ads h e e t w h e re  th e  us e r s im ply e nte rs  som e  
inform ation and Exce l th e n look s  up th e  re q uire d inform ation and re turns th e  
re sult.

Sce nario – De te rm ining th e  e xam  standard for stude nts

Th is  e xam ple  h as  a list of stude nts (Colum n A) and th e ir e xam  re sults (Colum n B) 
e nte re d by th e  us e r. W e  th e n w ant Exce l to look  at th at re sult and de te rm ine  if it 
is  a fail, pass  or distinction standard.

Ste p 1: Se le ct th e  Ce ll you w ant th e  re sult to be  in

Use  th e  m ous e  pointe r and click  on th e  ce ll w h e re  you w ant th e  re sult to be  
s h ow n.

Click  on Ce ll C4.



Ste p 2: Se le ct th e  Paste  Function 
m e nu ite m  as sh ow n righ t

Ste p 3: Se le ct th e  LOOKUP state m e nt from  th e  Se le ct a Function 
se le ction box

In th e  Paste  
Function dialog 
box, s e le ct 
“Look up &  
Re fe re nce ” from  
th e  Function 
Cate gory and 
“LOO KUP” from  
th e  Function Nam e .

Pre s s  th e  O K 
button to confirm  
your s e le ction.
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Ste p 4: Se le ct th e  de sire d LOOKUP function from  th e  “Se le ct 
Argum e nts”  dialog box.

Microsoft Exce l w ill pre s e nt you w ith  a “Se le ct Argum e nts” dialog box. Th is  is  
be caus e  th e  LO O KUP function can be  us e d in diffe re nt w ays . W e  ne e d to te ll Exce l 
h ow  w e  w ant to us e  th e  LO O KUP function so it can pre s e nt us w ith  th e  m ost 
us e ful Paste  Function h e lpe r for our ne e ds .

In our e xam ple  w e  w ant to s e le ct th e  th re e -argum e nt h e lpe r. Click  on 
“look up_value ,look up_ve ctor,re sult_ve ctor” row.

Pre s s  th e  O K button to confirm  your s e le ction.

Ste p 5: Ente r th e  re q uire d inform ation into th e  Paste  Function h e lpe r.

H e lping Note : You can m ove  th e  h e lpe r box around th e  scre e n by click -and-
dragging anyw h e re  in th e  gre y are a of th e  box.

Th e  “Look up_value ” de te rm ine s  w h ich  ce ll Exce l w ill look  in to de te rm ine  th e  
s e arch  value . W e  can e ith e r us e  th e  m ous e  to s e le ct th e  ce ll or m anually type  th e  
ce ll re fe re nce  dire ctly into th e  te xt box. Note  th at th is  is  a s ingle  ce ll. In our 
e xam ple  w e  w ant to us e  th at line s  re sult ce ll (Ce ll B4) as th e  look up value .

Th e  “Look up_ve ctor” is  th e  range  of value s  th at Exce l com pare s  th e  
“Look up_value ” to.  W e  alw ays start w ith  an “{ “ brack e t, th e n th e  low e st num be r, 
ne xt num be r, ne xt num be r until w e  re ach  th e  m inim um  value  of th e  h igh e st 
group, th e n e nd th e  list w ith  a “}” brack e t. For our e xam ple  w e  e nte r 
“{ 0,0.5,0.75}” into th e  “Look up_ve ctor” te xt box.

Th e re  are  a num be r of rule s th at th e  Look up function us e s .

Rule  1: In th e  cas e s  w h e re  th e  “Look up_value ” is  sm alle r th an th e  low e st value  in 
th e  “Look up_ve ctor”, th e  re sult w ill by “# N/A e rror”.

Rule  2: If an e xact m atch  is  not m ade  th e n th e  re sult w ill be  th e  large st value  in 
“Look up_ve ctor” th at is  le s s  th an or e q ual to th e  “look up_value ”.

H e lping Note : Microsoft Exce l store s  pe rce ntage s  as  a de cim al (0.00) num be r. 
Exam ple  re sults of 0%  to 100%  e q uate  to a de cim al range  of 0.00 to 1.00.



Th e  “Re sult_ve ctor” is  th e  range  of value s  th at Exce l w ill look  at to re turn th e  
re sult. If “Look up_value ” is  th e  sam e  as  th e  th ird ite m  in th e  “Look up_ve ctor” list 
th e n Exce l w ill re turn th e  th ird ite m  in th e  “Re sult_ve ctor” list. For our e xam ple , 
w e  e nte r th e  th re e  grade s  th at w ill be  re turne d, { “Fail”,”Pass”,”D istinction”}.

Pre s s  th e  O K button to confirm  your s e le ction.
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Ste p 7: Copy th e  e q uation to all th e  re q uire d re sult ce lls.

Use  th e  m ous e  and click  on Ce ll 
C4 to s e le ct th e  e q uation w e  
w ant to copy.

Copy th e  ce ll by e ith e r

Me th od 1) pre s s ing Ctrl and C at th e  sam e  tim e , or

Me th od 2) pre s s ing th e  copy button          in th e  toolbar.

Se le ct th e  range  of ce lls from  
C5 to C10. You can do th is  
w ith  th e  m ous e  by click -and-
h olding th e  m ous e  on ce ll C5 
and th e  drag-and-re le as e  th e  
m ous e  ove r ce ll C10. Th e  
scre e n w ill look  s im ilar to 
figure  to th e  righ t.

Now  paste  th e  ce ll inform ation into th e  h igh ligh te d range . You can do th is  by 
e ith e r

Me th od 1) pre s s ing Ctrl and V at th e  sam e  tim e , or

Me th od 2) pre s s ing th e  paste  button          in th e  toolbar.



Finish : Th e  standard w ill be  sh ow n as soon as th e  re sults are  e nte re d by 
th e  use r.

Th e  spre ads h e e t w ill now  look  s im ilar to th e  figure  be low.
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H ow  do I fre e ze  h e adings so I don’t lose  th e m  w h e n I 
scroll around?

Free z e  Panes

MS-Exce l is  a us e ful tool for pre s e nting data on a page . Th e re  com e s  a point 
w h e re  th e  data be ing pre s e nte d doe s  fit on th e  scre e n and w e  h ave  to scroll 
dow n and across  to s e e  th e  inform ation. If you scroll dow n e nough  th e n it 
be com e s  difficult to k now  w h at h e adings re late  to e ach  colum n. Th e  sam e  applie s  
to row  h e adings w h e n w e  scroll righ t. Th e  w ay to go about th is  is  to te ll MS-Exce l 
to fre e ze  th e  h e adings so th at w h e n you scroll off th e  page  you can still s e e  th e  
h e adings . Th is  is  calle d “Fre e ze  Pane ”.

Sce nario – Form atting a large  table  to m ak e  it e asy to re ad

You m ay h ave  a large  tim e s h e e t syste m  th at lists th e  pe ople  involve d in a proje ct 
dow n th e  le ft-h and s ide  and th e  h ours w ork e d across  th e  page . W e  w ant to 
form at th e  page  so th at th e  us e r can scroll le ft and righ t, as  w e ll as up and dow n 
and still s e e  th e  w e e k s  h e adings and th e  te am  m e m be rs  nam e .

Th e  figure  be low  s h ow s th e  spre ads h e e t in a norm al form at. W ith  th is  de fault 
vie w , th e  us e  w ould not be  able  to scroll righ t and still s e e  th e  re source  nam e  
conne cte d to e ach  w e e k .



Ste p 1: Se le ct th e  first ce ll w h ich  contains data

For th e  fre e ze  pane  function to w ork , you ne e d to te ll MS-Exce l w h at is  a h e ading 
and w h at is  data. To do th is  you m ust s e le ct th e  ve ry first ce ll w h ich  contains data 
in it. Exce l assum e s  th at e ve ryth ing above  and to th e  le ft of it is  a h e ading for th e  
table .

Click  on Ce ll B5 as s h ow n be low.

Ste p 2: Se le ct “W indow  | Fre e ze  
Pane s”  m e nu ite m  from  th e  m e nu
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Finish : Th e  W ork sh e e t w ill now  h ave  black  line s signifying th e  location 
of th e  h e ading

Th e  row  and colum n h e adings are  now  froze n. Th is  allow s th e  us e r to scroll all th e  
w ay to th e  righ t and all th e  w ay dow n th e  bottom  of th e  table  and be  still able  to 
vie w  th e  re source  nam e s  and w e e k s  w ork e d.

H e lping Note : If you w ant to unfre e ze  th e  colum ns and row  h e adings th e n go to 
“W indow  | UnFre e ze  Pane s”. Th is  w ill tak e  th e  table  back  to its  de fault state .

H e lping Note : You can fre e ze  just th e  top row s by s e le cting th e  first row  w ith  data 
in it and th e n us ing th e  fre e ze  function. Th is  m e th od doe s  not fre e ze  and 
colum ns . Th e  sam e  principle  can be  us e d to fre e ze  colum ns but not row s .



H ow  do I m ak e  m y W ork s h e e t tabs colourful?

Adding Colour to W ork sh e ets

It is  ofte n nice  to add a touch  of colour to your w ork s h e e ts . As a ne w  function to 
MS-Exce l 2003, you are  now  able  to e as ily colour individual w ork s h e e t tabs . For 
e xam ple , you m ay w ant to colour a sum m ary w ork s h e e t blue  to h igh ligh t its  
im portance  to th e  us e r.

Sce nario – Cre ating e xcite m e nt on a blank  w ork sh e e t

O ur sam ple  spre ads h e e t h as  a blank  w ork s h e e t w ith  a dull gray tab. In th is  
e xam ple  w e  w ill ch ange  th e  colour from  gray to a m ore  e xciting colour.

Ste p 1: Se le ct th e  w ork sh e e t tab w e  w ant to ch ange  th e  colour of

Se le ct th e  w ork s h e e t tab w e  w ant to ch ange  th e  colour of by click ing on th e  
w ork s h e e t tab locate d at th e  bottom  of th e  w ork s h e e t.

Ste p 2: Se le ct th e  ch ange  Tab Colour dialog box

Me th od 1: Righ t-Click  on th e  
w ork s h e e t tab w e  w ant to ch ange  
th e  colour of, as s h ow n be low.

Me th od 2: Se le ct “Form at | 
Sh e e t | Tab Color… ” from  th e  
m e nu
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Ste p 3: Se le ct th e  colour on th e  colour pale tte  ch art

Se le ct th e  colour you w ant to ch ange  th e  
w ork s h e e t tab to on th e  Form at Tab Color 
dialog box (s h ow n be low ). In th is  e xam ple , 
w e  w ant th e  tab to be  gold in colour.

Finish : Th e  W ork sh e e t tab is now  th e  coloure d

Coloure d w ork s h e e t tabs look  diffe re nt de pe nding on th e ir s e le ction state . Th e s e  
tw o “look s” are  s h ow n be low.

Se le cte d W ork s h e e t Tab Vie w :

Back ground W ork s h e e t Tab Vie w :
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