Excel Page Set-up and Other
Cool Stuff

@ Presented By: Terence Peak

What you will Need

@Before you begin this tutorial, click here:
http://support.uiwtx.edu/MediaTraining/Tutorials.html

@Download the Zip file For Excel.zip

@The .zip file contains all of the documents necessary to
complete the exercises outlined in the instructions.
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Page Setup

Margins, Headers & Footers

Show Page breaks

Display options for this workbook: h:‘ Mames.tet - @ CI i c k t h e Office
¥ Show harizontal scroll bar Button

¥ show vertical scroll bar

¥ Show sheet tabs . .
@Click Excel Options

W~ Group dates in the AutoFilter menu
For objects, show:

& i @ Click Advanced

" MNothing (hide objects)

Display options for this worksheet: I_ElNames | mscro” down and
W show row and column headers Iocate Display

options for this work
sheet

[¥ (Show page breaks!

~ Show outline symbaols if an outline is applied

¥ show gridlines

Gridline color & - @Choose Show Page
Breaks
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Page Setup

D @ Locate the Page Layout tab

J __rlj jm;_ = =-j @ Click Page Setup command
e ——" @ Click on the Page tab

= ——— | ®Choose for
paeses ] 2x  multi-column worksheets
“Page | Marg'\sl Headen’Foober] Sheet I or for multi_row
" - Brint. ..
S " Portrait % Landscape Imj WOrkSheetS
e @ Click on the Paper size
* pAdjustto;  [100 3‘ % normal size drop dOWh menu tO adJUSt
oo [ weomery [T o for different types of paper
== = =l | @ To see an example of the
i = printed worksheet, Click
i TN Print Preview
e

Margins and Centering

& While still in Page setup,

: “# Click the Margins tab.

. h e “een ||| @ Se margins at .75” sides, and
| - _ww. || 1” top and bottom

= =z @ To place a worksheet in the

e center of a printed page,
= click on the Center

horizontally and the Center
vertically checkboxes
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Standard Headers and Footers

@ Click the Header / Footer

o Tux tab
Page | Margins ] Header/Footer ll shest | .
— = @ There are 2 options,
Print Preview |
= s s Standard and Custom
i 4 @ For Standard, Click on the
i, o, e § Header (or Footer) drop

| down menu

@ Choose one of the available
R L options

@ Click OK

Custom Headers and Footers

® Custom creates unique
Headers / Footers

e SEHTTTETT @Click Custom Header

N Tten ®Click the Left, Right or

= 3 e | :

e Center section to add text

z|

or image

2l

! seloct the Lest, butt o
Ta st a page rusber, dte, e, fle path, Mleriare, of Lals name: pestion the —-—I
b, then choose the. L‘

Ta rmert pctuse! pross the Jrsert icture buton, Ta fommat yeur picturs, place the.
and press

ol ol ol sl
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Custom Headers and Footers

®In the Left Section

T — = Tuf "7 @Click on the Calendar to

. T add date

e :

s 7 e | ®Click on the Clock to add
= - time

'“:,'”:: T = || @In the
| I\ JJFEIM_I a2l @Click on the A to add text
|‘ | E @ Type your department
e ! : name

®Click on the # to add page
number

Custom Headers and Fuuters

Hoader

R e b _« || ®In the Right Section
c4|

Taraert peture: muemm beton, Taformat your picture, place the

R R JJEEJ @ Click on the Mountain to
~ e = add an image

®Locate an image on your
hard drive

®Click

My ek -
Vph(.s Files of ype: |n\ Pichures ﬂ
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Custom Headers and Footers

Tt et e et thncha s ot e =
1ot o ko, S, . I ot . e Lo e sk
L) Cancel
= s =
s e 8 e o P et o

Al £/g) ®jaf QIQI2I£

C 0T [

¥ Lock gspect ratio
¥ Relative to original picture size

Original size
Height: 115" widthe 1" Reget

@®Click on the Paint
Bucket to Edit the
picture

@Click on the Size tab

®Change the size to .75

@Click

Custom Headers and Footers

®Click OK

formak testi select the Lest, then chaoss the fant buttan.
Ta it 4 page reseber, doke, e, il path, flerire, cr tab e postion tha
iyttt

Talrert petie press the Insert Picture btton, Ta format your picturs, plece the
v pre

Al 88| Blo] o]z @

Corter st Wght sactont

© pelt paction

“T @Click Print Preview to see

the final Product

0

i
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First Hame  [Last Hame  |Address Ci State  |[Zipcode Phone M:F GPA

Sara Bosttcher 4301 Broadwary Zan Antonio TH Ta212[210 528-3937 [f 4
Wanessa M orrison 421 Raglan Rd Dublin TX 78112[210 5294041 |f 32
Jane G oodall 2221 Perdita Bandera T 78109[210 §29-3935 |f 28
Judy Collins 222 Main St Blanco T 78111210 §29-3557 | 29
Terry Peak 4301 Broadwery San Antonio T 78222|210 529-3920 |m 4
Bak Jones 72ParRd |Blanca TH 78109[210 §29-3940 |m 34
John Eiclushi 120 Elwood Lane [San Antonio TH 78222(210 §29-3936 |m 34
Fhil Erupp 100 Gasoline Alley |San Antonio TX 78202(210 528-3838 |m 3
Bill Board 2454 Painter Universal Ciy T 78148[210-222-2555 |m 25
Carl Sagan 222 Masa Rd San Antonio T 78222(210 8§29-3944 |m 22

357 PMSH 952006

Instructional Technology 1

Miscellaneous

Stuft

Cool
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Conditional Formatting

@® Conditional Formatting alerts you when certain
conditions exist with in a cell by changing the font
state, condition or type style.

® For example, if you are keeping a list of students, you

can format cells to change color depending on the
zip code

Conditional Formatting

B i o ®Open Addresses
Comating-lps e | ®Highlight the Zip Code
- __151 Highlight Cells Rules » column (column F)
_'ﬂm,' Top/Bottom Rules  » ®Click the down arrow
; X next to Conditional
Formatting

==
Color Scales 4
=i

=
1= | Icon Sets »

@®Click New Rule

5 MNew Rule...

ﬂ Manage Rules...
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Conditional Formatting

New Formatting Rule 21|

Select 3 Rule Type:
——

» Format all cells based on their values
L

¥ Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use & farmuia to determine which cels to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: [2-Color Scale ¥

Standard Colors
| ] | EEEEN

Recent Colors
L] |

More Colors...

@ Click Format Cells
based on values

@®Choose a color for the
lowest and highest
valued

@Click OK

A B C
1
2
3 Ohio
4 Alabama
5 Arizona
6
T
8
9
10
11

12 January  February

®0Open “Trends”
®Select Cells A1 & A2

®Hold the mouse over
the bottom right corner
until the pointer
becomes a thin + sign

®Drag the mouse down to
cell A10

@Repeat the process in

column B, Highlighting
Cells B1-B5
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lists

A B c  ®Select Cells A12 & B12
1 MTexas .
2 olizine ® Repeat the previous
3 Ohio process, but drag across
4 Alabama to column G
5 Arizona
6
7
8
9
45
11
12 January  February

Create Lists

==

® Locate the Office Button

Recent Documents

H
]

1 pptexcel

2 Sample Data Set

3 exdata

4 Solution_Nile_Video
3 notesss

and click it
®Click Excel Options

BT T O TR T

& sampleaddressbook

>

W NEEZTE L@

/ Publish »
als

4]“ Close

2] Excel Options [ Exit Excel

10



Create Lists

Top options for working with Excel

¥ Show Mini Toolbar on selection &
¥ Enable Live Preview

[~ Show Developer tab in the Ribbon (i
¥ Always use ClearType

Colorscheme:  |Blue | =

ScreenTip style: |shuwreature desriptions in ScreenTips j

Create lists for use in sorts and fill sequences:  Edit Custom Lists...

When creating new workbooks

—
Use this font: [Arial =
Font size: 10 =
Default view for new sheets: | Normal View -
Include this many sheets: £ E‘

Personalize your copy of Microsoft Office

Username: [tpeak

@®Click Popular
@ Click Edit Custom List

Choose the languages you want to use with Microsoft Office:  Language Settings...

Create Lists

Custom Lists

' {usom Ui |

Add

Janes, Smith, Davis, Johnsan, T

Press Enter to separate list entries.,

Import list from cells:

‘E Trapart

x2x ®In the Custom lists
column, NEW LIST
should be highlighted

@In the List entries
column, type in the list
entries, pressing the
Return key after EACH

e entry

®Click Add
®Click

10/19/2009
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lists

A

Jones
Smith
Davis
Johnson
Thomas

S I = R B R TR N R

Williams 1

®On the Trends
Worksheet, Type the
first two names on your
the list in any column or
row

P Hold the mouse over
the bottom right corner
until the pointer
becomes a thin + sign

@®Drag the mouse down to
complete the list

Open a Spreadsheet from Delimited Text

EEE——— b

o) Excel -] @ -

3 Q X [ 5~ Taok-

%]

@ If text is delimited (spaced)

notesss
] Sample Diaka Set
F=]sampleadiressbook

by commas or tabs, it can be
opened in Excel. This is
common when downloading
text files

@ Click the Office Button

@ Click Open

T

IMicrosoft, Office Excel Fes
b Pages

- ® Locate the For Excel Folder

v
L=

and change Files of Type to
“All Files”

@ Click Names.txt
@& Click Open

10/19/2009
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Open a Spreadsheet from Delimited Text

21
This screen lets you set the deimiters your data contans, You can see
how your bext is affected in the creview below,

Deliniters
F 1ab I~ Semicolon
I Space [ Other: |_

I~ Teeat consecutive delmiters as one

Text qualfier; | j"

Dita graview

tate Lipoode Pholl
mio TX  [18212 10|
M pei1z  fio

o pei0s 10

frx 78111 10] v

@&The Text Import Wizard
Opens

@® Check the Delimiters box

@ Click Next

® Check the Comma box

@Click Finish

®The worksheet opens
with the text data

@& Save the file as an Excel
Worksheet

Import a List

Smith, Pete
lones, Marion
Davis, Angela

~ e N i neancan _;|5|

Custom Lists |

Custom lists: List entries:

Sith, Pete ac
Jones, Marion

Davis, Angela

izt IEE|
Williams, Joe

Doe Jane

Sirith, Al

Johnisan, Lyndan

Johnsan, Stehpanis

Parker, Peter

iorrison, an

Press Enter ko separate list entries.

Import lisk from cells; $A51:5A511 = P

® Open the Excel worksheet
from the previous step

@ Highlight the list of
names on the worksheet

@ Click the Office Button
@& Click Excel Options

@ Click Popular

@ Click Edit Custom List
@ Click Import

10/19/2009
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Change Workbook Default Settings

Iy
_@ Change the mast popular options in Excel.

Top options for working with Excel

I Show Mini Toolbar on selection (i
¥ Enable Live Preview

i Show Developer tab in the Ribbon (i
v Abways use ClearType

Color scheme: IE\ue -

ScreenTip style: IShowfeaturE descriptions in ScreenTips j

Create lists for use in sorts and fill sequences: Edit Custom Lists...

@®Click the Office Button
@ Click Excel Options
@®Click Popular

®Locate When Creating
New Workbooks

®Change the Font, Size

‘When creating new workbooks

and number of

worksheets

Use this font: lm
Font size: m
Default view for new sheets: | Normal View j

I Include this many sheets: 3 ﬁ I

Insert Comments

"o @ Comments allows

wt Formulas Data Review View Acrobat
2 Show/Hide Comment
_J _J _J {5 Show All Comments
New
Commen)
421 H.EQIEFI Had. L]
R o e A T
peak:
| comment
[
i R e

commentary to be added to
a worksheet

5 @ Open Addresses

@ Click cell B11

@& On the Review tab, choose
New Comment
@ Type a comment

@ Once a comment is added,
the add, delete, previous
and next options appear

10/19/2009
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Reading comments

A B =
1 |First Name |Last Name |Address
2 |Sara Boettcher 4301 Broadwa
3 |Terry Peak 4301 Broadwa
4 |Joe Smith 2221 Perdita
5 |Bob Jonesg 72 Par Rd
B |%an Morrison 421 Raglan R
7 |Judy Caolling 222 Main St.
8 |John Belushi 120 Elwood Lz
9 |Carl Sagan 222 Nasa Rd
100 15 i
10 |Phil tpeake “
11 This address laoks
£ wronh, Check Zipcode
73]
14

@ Click on the Red Triangle
@ Read the comment

Convert Excel to PDF

get updates

et the latest updates svailable 107 Microdoft Office.

run Microsoft Office Dingnostics

Duagnose Bnd repssr prablems with pour Microsoft Dffice piograms
contact us

Lt it kncw If you need helg, of how we can make Microiom Office Dettes,

activate Microzoft Office

Actrvalion i teguired 1o torlinue using al the featutes in this producl
— — —

sunwss| @ Click the Office
B Button

s | @Click Excel

_ b Options

=] @cClick Resources

o to Microsoft Office Online

2 fias ocodnd Lodales b a0 oo bt s
about Microsoft Office Excel 2007 About
Micraioft® OMfice Excel® 2007 [12.0.6331.5000) SP1 MSO [12.0.5320,5000}

@®Click Go Online

10/19/2009

15



Convert Excel to PDF

ETET LR
i@ Convert Excel ta PDF] el

Help and How-to

» Help and How-to Home:
Help by Product Inthe Spotlight | MostRead | Most Searchec

Find help quickly 5 -
and easly, (5] Micrasoft Exce

# Select your products I Fle Edb Wi

» See Al Praduct Help ii =
and Howr-to Pages )

@ Click the Help and How-to
tab

@ Type Convert Excel to PDF
in the Help and How to
window

@ Click Search

@ On the next page click
Microsoft 2007 Add-in:
Save as PDF

@ On the next page, read
the directions and follow
the prompts to download
the software

Questions?

Terence Peak, M.Ed.

Coordinator of Technology Training

Blackboard Certified Trainer

The University of the Incarnate Word

(210) 829-3920
tpeak@uiwtx.edu
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