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Spreadsheet Applications 


Although there are a lot of similarities between the appearance of spreadsheet and database files, there are some major differences that we need to be aware of. Spreadsheet applications such as Microsoft Excel and Corel Quattro Pro have the capacity to store thousands of records. By design, a spreadsheet application uses the computer's Random Access Memory to perform operations, therefore the actual size of the spreadsheet file cannot exceed the amount of available RAM in the computer. Database applications such as Microsoft Access have the capacity to store more than 2 billion records in a single database file. Yes, that is 2,000,000,000 names and addresses of your closest friends. Instead of using the computer's memory to perform operations, databases use the computer's hard disk space, therefore the size of the database file is limited only by the amount of space available on the hard disk. Whereas a spreadsheet application is used mainly to perform complicated mathematical calculations and to produce charts or graphs of the data, a database has very limited capabilities as its main purpose is for data storage and retrieval. 

Spreadsheets are like electronic ledgers, they are used primarily to store and manipulate data. This is the type of software application that people use to keep track of finances, payroll, mailing addresses, inventory, or any other set of data that has common fields of information and can be arranged in a columnar format. The information contained in the spreadsheet can be static (doesn't change), such as a list of recipes or addresses. The information in a spreadsheet can also be dynamic (does change) based on one or more variables. 

Just as word processing applications assist us in completing a task, so do spreadsheet applications. A word processor has spell checking and grammar checking features that assist us in writing a letter or a report. Spreadsheets have features to assist us in sorting data, carrying out sophisticated financial calculations, and creating a graph or chart of the data. 

Workspace Layout 


When you launch Microsoft Excel, the blank workspace that you see is called a worksheet, in Quattro Pro this is called a sheet. The combination of all of the worksheets in Excel is called a workbook, in Quattro Pro it is called a notebook. A workbook (Excel) or notebook (Quattro) is synonymous to a book that you would get at the library and the worksheets (Excel) and sheets (Quattro) are synonymous to the pages in the book. An Excel workbook may contain one or more worksheets and a Quattro Pro notebook may contain one or more sheets. Just as the text in any page in a book may make a reference to the text, figures, or charts contained in another page of the book, the pages (worksheets or sheets) in a spreadsheet application may do the same. 

Addressing Cells 


The spreadsheet workspace is divided up into a series of rows and columns: 
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The data is stored in a fashion similar to a piece of graph paper. In the above example, the columns are labeled A through G across the top. The rows are labeled 1 through 12 along the left side. The point at which a row and column intersect is called a cell. 
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Each cell has a unique address within the worksheet, based on the row and column with which it is associated. For example, in the worksheet above, the cell in the upper left-hand corner has the address A1, the cell located in column C and row 6 has the address C6, and the cell located in column E and row 10 has the address E10. There are only 7 columns and 12 rows displayed above, but the space available is much larger than that. Most spreadsheet applications can have several hundred columns and several thousand rows of information. 

A cell may be used to store three different types of information, labels (text), numeric (numbers), and formulas (calculations). To explain these different types of content, we will create a speadsheet to keep track of our expenses for hotel rooms, travel, and food for the months of January, February, and March. 

Labels 


Labels are used in a spreadsheet to simply enter a string of text, such as your name, a street addresses, an E-mail address, or the name of a day or month. In our example, we will start off by typing in Business Expenses for 2000 for the title, Hotel, Food, Travel, and TOTAL for the column headings and the months January, February, and March for the rows: 
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Numbers 


A number can be an integer, such as 5, a decimal value such as 10.693, a fraction such as ¾, or a date such as 10/10/2001. In our example, we need to enter our expenses for the various categories: 
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Besides the contents of a cell, the format of the cell is important. As we will see in the hands-on tasks, you can change the appearance (or format) of a cell very easily. To display our expenses properly, we need to change the format of the cells to currency format: 
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Once the format is changed to currency, the dollar sign is displayed and a .00 is appended to the end of the number. If we entered the number 12345 into one of the cells that is now using the currency format, it would display as $12,345.00. 

Formulas 


Formulas are used in spreadsheets to perform calculations based on the data contained in the cells. A formula can be something simple like adding the values of two cells together or something more complicated like the square root or arc tangent of a number. For our spreadsheet we will enter a simple formula that will calculate the total expenses for each of the months that we have listed. 

To create a formula, you first select the cell in which you want to enter the formula. With the cell selected, if you are using Microsoft Excel, you start off the formula by typing an equal sign (=), followed by the formula. If you are using Corel Quattro Pro, you start off by typing an at-sign (@), followed by the formula. 

A formula in Microsoft Excel has the following format: 

=FUNCTION(ARGUMENT)
A formula in Corel Quattro Pro has the following format: 

@FUNCTION(ARGUMENT)
For example, to add the values contained in cells A3, B3, and C3, the formula would be =SUM(A3:C3) in Excel and @SUM(A3..C3) in Quattro Pro. 

The formulas that we will enter into the spreadsheet will sum the total for Hotel, Food, and Travel for each of the three months. We will place the formula in the appropriate cell in the TOTAL column. For January, our formula will add the contents of cells B3 plus C3 plus D3 and can be entered by simply typing in B3+C3+D3. However, the real power of a spreadsheet application comes from its built-in functions to handle mathematical calculations. The proper way to add the contents of the three cells in Microsoft Excel is =SUM(B3:D3) and in Corel Quattro Pro the correct formula would be @SUM(B3..D3). 

Adding the formulas, you spreadsheet will now look like this: 
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Here is a summary of the formulas that are used in the above example: 

Cell
Excel
Quattro
E3
=SUM(B3:D3)
@SUM(B3..D3)
E4
=SUM(B4:D4)
@SUM(B4..D4)
E5
=SUM(B5:D5)
@SUM(B5..D5)
With the formulas entered, if we change a value in one of the cells that is identified in a formula, the formula value will change automatically. For example, if we change the March Food expense from $300.00 to $600.00, the value for the total will automatically change from $2000.00 to $2300.00: 
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In addition to the simple formulas that we used in the above example to calculate the sum value of three cells, both Microsoft Excel and Corel Quattro Pro contain hundreds of built-in functions. There are functions that cover a range of calculations, including database, date and time, engineering, financial, logical, mathematical, statistical, and string manipulations. Also, Excel has a Formula Wizard to help you construct formulas and Quattro Pro has a Tip-As-You-Type formula feature. 

Here are some examples of some commonly used formulas: 

Operation
Excel
Quattro
A1+A2+A3
=SUM(A1:A3)
@SUM(A1..A3)
A1+A2+A3+A4+B1
=SUM(A1:A4,B1)
@SUM(A1..A4,B1)
Average for A2 to A6
=AVERAGE(A2:A6)
@AVG(A2..A6)
A3 rounded off to 1 decimal place
=ROUND(A3,1)
@ROUND(A3,1)
A spreadsheet can be used as a database for storing information, a real-time calculator for manipulating data, or as a graphics program to display a graphical representation of the data entered into the spreadsheet. They can be used to store data, such as, addresses, phone numbers, important dates, or recipes. Since the information is entered once and not changed, the spreadsheet program acts as a data retrieval system, such as a phone book or book of recipes. We could use a word processing application to store the same types of information, but by using a spreadsheet application, we can then sort the data in a number of ways. For example, if we had a spreadsheet containing the names, e-mail addresses, and phone numbers for all of the students in this class, we could sort the data by student name, their e-mail address, or their phone number. Also, we can add additional data about each student, such as their home addresses, age, occupation, etc. and sort the data based on that information. 

A spreadsheet can also be used to do calculations. We have all balanced a checkbook at some time. Most of us use the printed form on the back of the bank statement. You fill in the boxes with a pencil, find missing checks, post forgotten deposits and generally scratch and erase your way to a balanced checkbook each month. A spreadsheet can be setup to look and act about the same, but does the calculations instantly. It adds new checks and erases errors quickly and when you're done, prints out a final copy on your printer. When you update an entry, the spreadsheet instantly adds the columns to arrive at new totals. 

In addition to the above, a spreadsheet application can also be used to prepare projections, budgets, salary expenses, and so forth. Most spreadsheet applications have special functions for advanced statistical, financial, and date formulas already imbedded or hidden in the structure of the program. Macros (allows the computer to type many keystrokes at once) are also a feature which provide yet further shortcuts. There is also the ability to create a wide variety of graphs, including bar, pie, stacked bar, line, scatter, and 3-D, from the data placed into or calculated by the program. 

Operators 


There are various operators that are used in to carry out various operations in functions within a spreadsheet. Here is a list of the operators commonly used in arithmetic and comparison formulas: 

Arithmetic Operators 

+
plus sign, used in addition
-
minus sign, used in subtraction or used to represent a negative number
/
forward slash, used in division
*
asterisk, used in multiplication
%
percent sign, used for percent
^
caret, used for exponentiation
Comparison Operators 

=
equal to
>
greater than
<
less than
>=
greater than or equal to
<=
less than or equal to
<>
not equal to
Microsoft Excel 


Microsoft Excel is the spreadsheet application that comes with Microsoft Office. Before we move on to the hands-on tasks for this lesson, lets take a moment and familiarize ourselves with the Excel menus and toolbars. As we go through the various menus and tools available in Excel, note the similarities between the available options and the buttons and shortcuts associated with these options. 

File Menu 
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The File menu is probably the one that you will use the most. Note in this menu that several of the menu items have associated buttons and shortcut keystrokes that you can use in place of opening the menu and selecting the appropriate option. 

The New option is used for creating a new workbook using one of the default formats or templates that is included with Excel. The New option can also be accessed from the button bar by selecting the [image: image19.png]


button or using the [image: image20.png]
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shortcut keys. 

Excel has an option to Open existing documents in this menu. This simply means that you can open additional documents in the workspace that you have already created so they are available to you. Open can also be accessed from the button bar by selecting the [image: image22.png]


button or using the [image: image23.png]
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shortcut keys. 

Close is used to close the current workbook, thus removing it from your workspace. 
When you are finished creating or editing a document in Excel, you need to save the document before exiting the program. This is accomplished by either selecting Save from the File menu, clicking on the [image: image25.png]


button on the button bar, or using the [image: image26.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-s.gif" \* MERGEFORMATINET [image: image27.png]


shortcut keys. If you need to convert a document from Excel format to another format such as a format that will work with an older version of Microsoft Excel, Quattro Pro, or a simple text format, then select the Save As... option. If you have an Excel workbook (such as the resume that we will create later on in the course) that you would like to convert to an HTML document, select Save as Web Page or click on the [image: image28.png]


button on the button bar if it is displayed). If you have saved a document as HTML document, you can preview what the document will look like in your browser by selecting Web Page Preview. In addition to saving a document, you can also send a copy of the document to another source such as your E-mail program or a fax machine, by selecting Send To. 

If you need to change the default settings for your workbook's layout, margins, or paper size, use the Page Setup option. Print Area allows you to select an area in a worksheet that you want to print. Prior to printing a document, preview what the final result will look like before printing by either selecting the Print Preview option or clicking on the [image: image29.png]


button in the button bar. When you have the document exactly the way you want it, either select the Print option from the menu, click on the [image: image30.png]


button in the button bar, or use the [image: image31.png]
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shortcut keys to send the document to your printer. 

There is information about the current workbook by selecting Properties. This option does not automatically display in the File menu, but if you double-click on File from the menu bar or just leave the menu open for a few seconds, it will appear. Properties displays a history of the current workbook such as the original author, the date and time that the document was originally created, when revisions were made, whether the document has ever been printed, etc. 

Finally, the last item in the File menu is Exit and selecting this will close Excel. If you previously created workbooks in Excel, they will be listed just above the Exit option. This is your document history, similar to the Documents option in the Windows Start menu, but the documents displayed here are only the ones that you used Microsoft Excel to create or edit. In the example above, there are only two workbooks that I have created in Excel, Sample.xls and Products.xls. The document that you accessed last in Excel will be the first one displayed in the list. 

Edit Menu 
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The Edit menu contains options that are used in editing an Excel worksheet. The first option in the list is the most important, the Undo Clear option. Undo Clear is used to return the document to its state, previous to your last editing operation. For example, if you did a Search & Replace and accidentally removed all of the spaces between the words in some text cells, using the Undo Clear option would return the document to its form prior to removing all the spaces. To use this feature, select Undo Clear from the menu, click on the [image: image35.png]2l



button in the button bar, or use the [image: image36.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-z.gif" \* MERGEFORMATINET [image: image37.png]


shortcut keys. Along with the Undo Clear option is the Repeat Clear (or redo) option. Repeat Clear is used to do just that, repeat the last operation that you did in Excel. To use the Repeat Clear option, select Repeat Clear from the menu, click on the [image: image38.png]4



button in the button bar, or use the [image: image39.png]
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shortcut keys. 
The next three options and the ones that you will probably use the most in Microsoft Excel, are Cut, Copy, and Paste. These three functions are universal in all Windows applications, with their origins dating back to the early days of Microsoft DOS (Disk Operating System). To copy and remove a portion of text or an object from a worksheet, select Cut from the menu, click on the [image: image41.png]


button in the button bar, or use the [image: image42.png]
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shortcut keys. To just copy a portion of text or an object from a worksheet, select Copy from the menu, click on the [image: image44.png]


button in the button bar, or use the [image: image45.png]
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shortcut keys. 

To paste a portion of text or an object that you previously Cut or Copied, select Paste from the menu, click on the [image: image47.png]


button in the button bar, or use the [image: image48.png]
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shortcut keys. You can also use the Paste Special... option to link another document, such as a Word document in an Excel worksheet and the Paste as Hyperlink option to embed a hyperlink in the document. 

To automatically enter data into a worksheet, use the Fill option. Type in the data that you want to repeat in one cell, highlight the cells you want the data in, then select the Fill option. The Clear option is used to delete the information contained in selected cells. Highlight the cells that you want to remove the data from, then either select the Clear option from the Edit menu, or simply press the [image: image50.png]


key. 

To remove a worksheet from an Excel workbook, use the Delete Sheet option. When this option is select, a verification window will appear: 

[image: image51.png]Microsoft Excel

The selected sheet(s) wil be permanently deleted.

& canel





You can also right-click on the worksheet tab and select Delete. 

To change the arrangement of sheets in a workbook or make a duplicate copy of a worksheet, select Move or Copy Sheet. The following window will appear: 
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This can also be accomplished by right-clicking on the worksheet and selecting Move or Copy. 

Find... is used to locate a word or phrase in the document. Replace... is used to find and replace a word with something else. Go To... is used to jump to a certain worksheet, a certain section of a worksheet, a line, a bookmark, etc. within the workbook. You can either use the appropriate menu options for these features or use the shortcut keys for Find... ([image: image53.png]
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), Replace ([image: image55.png]


 [image: image56.png]


), or Got to... ([image: image57.png]
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). 

The last two items in this menu are Links... and Object. The Links... option displays information about any links that are contained in the document and also allows you to edit the links properties. The Object option is used to edit any object, such as a clipart picture. 

View Menu 
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The View menu contains options for changing the workspace layout in Excel. Normal is the default layout and the one that you will probably use the most. The Page Break Preview include the break lines that will be used when printing a worksheet. There will be a break line between pages as well as the break for the right margin. 

The Toolbars option allows you to change which menus and buttons are available in your workspace. The default toolbars are Menu bar and the Standard and Formatting button bars. Selecting the Toolbars option will display which bars are available. This will depend on what other Microsoft Office programs that you have installed on your computer.
There is also the Customize option that allows you to configure the toolbars for what works best for you, including the ability to create your own custom commands. 

[image: image61.png]Custor

Toolars | Commands | options |

Tookars:

I Control Tookbo
I orawing

I Exit Design Mode
I external Data

I Forms.

I Full Screen

I picture.

Rename.
Delete
Reset,

attach,





If you would prefer to work without the menus and toolbars, select the Full Screen option or click on the [image: image62.png]


button. 

In addition to the toolbars, you can control whether the Formula and Status bars are displayed. Selecting an option will toggle it on or off. 

The Header and Footer option is used to create headers and footers in an Excel worksheet. Headers (top margin of the page) and footers (bottom margin of the page) are used to incorporate page numbers, a document date, title, author's name, or a logo into an Excel worksheet. After selecting the Header and Footer option, the following menu bar appears: 
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Click on the buttons to insert the various attributes into the document. 

Comments in an Excel worksheet can be viewed by selecting the option in the View menu. The Comments are added to the worksheet from the Insert menu which we will discuss below. 

Finally, the Zoom option is used to control the magnification of the workspace: 
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You can zoom in or out by selecting the appropriate magnification or use a custom setting. 

Insert Menu 
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The Insert menu is used to insert objects or additional rows and columns into a worksheet. To insert additional Cells, Rows, Columns, Worksheet, or a Chart, select the appropriate option from the Insert menu. Select the Page Break option to insert a page break into an Excel worksheet. 

The Function option launches the Paste Function wizard. The wizard will aid you in creating a formula for use in the workbook. The Paste Function wizard can also be started by clicking on the [image: image67.png]S



tool in the toolbar.
The Name option is used to create names and labels in a workbook. Names and labels can refer to columns, rows, an individual cell, a range of cells, or a single value in a worksheet. These can also be used in Excel formulas. For example, using the example above, we can create labels to refer to both the columns and rows: 
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To calculate the total cost for hotel rooms in January, February, and March without using a label, the formula would be: 

=SUM(B2:B4)
Using the Hotel label, the formula would be: 

=SUM(Hotel)
Likewise, using the January label, the formula to calculate the total expenses for the month of January would be: 

=SUM(January)
Names and labels are available in any worksheet of an Excel workbook. For example, if the information above was contained in a worksheet called Quarter1 and we wanted to use the value for the total expenses in a worksheet called Summary, we would reference that value by using: 

=SUM(Quarter1!January)
Since Excel by default does not recognize labels in formulas, before we can use them, we need to click on Tools from the menu bar, then select Options. In the Options menu, select the Calculation tab, then in Workbook options, select the Accept labels in formulas check box. 

The Comment option is generally used in a workgroup environment where you'd like to have other members of your workgroup electronically review your document using Microsoft revision marks. This is the equivalent to giving people a printed document and they in turn make revisions using a red pen (this is called redlining). When the Excel workbook is returned to you, you can view the revisions that each person has made, these will be displayed in a different color for each person reviewing the document. To use this feature, select Comment from the menu or click on the [image: image69.png]


button (if it is displayed in your toolbar). 

With the Picture option, you can add graphics to your workbook. 
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There are two basic types of graphics that can be used in Excel, drawing objects and pictures. A drawing object includes AutoShapes, curves, lines, and WordArt drawing objects. These types of objects become a part of the document. Pictures are graphic images that were created with another application such as Paint or Adobe PhotoShop and can include bitmaps, scanned pictures, digital camera pictures, and the clipart images that come with Microsoft Office. 

The Object option is similar to the Picture option above. 
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This option is used to insert other types of objects into an Excel worksheet. The types of objects that are available will depend on what is installed on your computer. 

The Hyperlink option allows you to add a hyperlink in an Excel worksheet. The hyperlink can link to another location in the workbook, to another document or file, to a web page, or to an E-mail address. The hyperlink can either be a graphic image or different colored and/or underlined text. When the user moves his/her pointer over the hyperlink in the document, it will change to the [image: image72.png]


symbol. To use this option, select Hyperlink... from the menu, click on the [image: image73.png]s



button, or use the [image: image74.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-k.gif" \* MERGEFORMATINET [image: image75.png]


shortcut keys. 

Format Menu 
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The Format menu gives you several options for controlling the layout and appearance of an Excel worksheet. 

The Cell option allows you to change the format of a cell or group of cells. To use this option select Cell from the menu, click on the [image: image78.png]


button (if it appears in your toolbar), or use the [image: image79.png]
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shortcut. You can also right-click on a cell or group of cells and select the Format Cells option.
The Row and Column options allow you to change the size (height or width) of the cells as well as Hide or Unhide a range of cells. There is also an option to AutoFit the column or row to fit the content. The Sheet option also has options for hiding and unhiding a given worksheet as well as changing the background. 

The Excel AutoFormat option is used to quickly apply formatting to a range of cells in a worksheet. 
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You can select from several format styles or customize the style using the options displayed in the Formats to apply section. 

Conditional Formatting is used to change the format of a cell or range of cells if a specific condition is met. 
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For example, you might use Conditional Formatting in a worksheet that was used to keep track of the finances for a business. If the business was making money, the value of a formula may display in green. If the business was losing money, the value may display in red. 

The Style... option is used to quickly change the appearance of the information in a worksheet. When you start creating a workbook in Excel, Excel uses the Normal template which in turn uses the settings for the Normal style. You can view the current style settings by selecting the Style option: 
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Styles allow you to quickly change a whole set of formatting characteristics in one simple task. 

Tools Menu 


[image: image85.png]Tools
7 Speling, 7
AutoCorrest,

Share Workbook.
Track Changes
Merge Workbooks,
Brotection

Online Collaboration

Goal seck.
Scenaios.
Audting

Macro
AddIns
Custorize,
Options.





The Tools menu contains several features to assist in creating a worksheet. One of the most important features in a word processing program is spell check. The Excel Spelling option is very handy for checking your workbook for spelling errors. You can also add new words to the Excel dictionary. 

There are three basic ways that you can use the Spelling option. Excel can automatically correct your spelling mistakes without having to confirm each correction (using the AutoCorrect feature), automatically check for mistakes as you type and flag the errors, or check for spelling mistakes all at once. 

To use the Spelling feature, either select the option from the menu, click on the [image: image86.png]


button in the toolbar, or simply press the [image: image87.png]


key. 
The Share Workbook option allows you to share a workbook with others on a network. When this is turned on, you and others can be adding information to a workbook at the same time. 

The Track Changes option is used along with the Comment option from the Insert menu. With Comments enabled in a document, Track Changes uses revision marks (called redlining) to display the comments for people reviewing the document. 

To use the Merge Workbooks option, allows you to merge copies of a shared workbook. To use this option, you must have Change History enabled. In the Tools menu, select Share Workbook, then click the Editing tab. Select Allow changes by more than one user at the same time check box. In the Advanced tab, enter a value for the Keep change history for in the Track changes section. 

The Protection option is use to password protect an Excel workbook or individual worksheet. 
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You can use a password to prevent others from opening a workbook or making modifications. 

The Online Collaboration is used if you need to meet with another individual on-line using Microsoft NetMeeting or schedule a meeting using Microsoft Outlook. 

Goal Seek is used to adjust the value of specified cell until a formula that is dependent on the cell's value reaches a target value. 

You can create and save various types of scenarios to test your worksheet formulas using the Scenarios option in Excel. Scenarios are a set of data that you can use the view the results of what-if analyses. 

Auditing is used to trace various relationships in a worksheet. For example, here are the results if we Trace Precedents for the formula in cell E2 from our example above: 
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Here we see that cells B2, C2, and D2 are used in the formula in E2. 

If there is a series of actions that you commonly use in Excel, the Macro option will let you create a macro to playback the sequence. A macro can record keystrokes or you can use the mouse to click on commands and options. 
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To record a macro, select the Record New Macro... option, to play a macro, either select the Macros... option or use the [image: image91.png]
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shortcut. You can also create your own macros using Visual Basic or the Microsoft Script Editor. 

The Add-Ins option displays which add-ins are currently in use or available for use with Microsoft Excel: 
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The last two options Customize... and Options are where you configure your Excel workspace environment. The Customize... option is where you choose how menus and toolbars are displayed, which toolbars are displayed, and if you would like Excel to display screen tips. Options... is where you can select options for viewing, editing, saving, and printing worksheets, how you would like Excel to handle spelling errors, the default location for your workbooks and supplementary files, set your user information, and how Excel should handle compatibility issues. 

Data Menu 
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The Data menu contains features to assist in working with data in a worksheet. The Sort option is used to sort the columns of data alphabetically, numerically, or by date. 

An easy way to work with a subset of data in a worksheet is the Filter option. Filtering the data allows you to select only the data that meets specific criteria that you specify. There are two options for filtering, AutoFilter and Advanced Filter. AutoFilter is used for simple selections of data and Advanced Filter is used for complex selections.
Use the Form option to create a template that users can use to enter data into a worksheet. For example, here is a form to enter information for the example above: 
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A form can contain text, graphics, and formulas to automatically analyze the data. 

The Subtotals option is used to calculate subtotals and grand totals for the selected columns in a worksheet and places everything in outline form. 

Validation is used to set limits on the type and value of data entered into worksheet cells. 
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You can restrict the type of data that is entered, such as numbers or text, and also set limits for valid entries. 

This next set of options in the Data menu are used for working with data tables. The Table option is used to create a data table based on your input and/or formulas. The Text to Columns option converts selected text in a workbook into a table. Consolidate is used to summarize data from one or more source areas in an Excel workbook and then display the results in a table. The Group and Outline option is used to group selected information together for a less detailed view. For example, if a worksheet was setup as a calendar, grouping the data would display a list of the months and not include all the days. When you use the Group and Outline option, it automatically creates an outline of the information. 

The PivotTable and PivotChart Report option is used to start the PivotTable or PivotChart wizard. A PivotTable report is an interactive table that you can use to quickly summarize large amounts of data in a worksheet. A PivotChart report is an interactive version of a PivotTable in chart form. 

The Get External Data and Refresh Data options are used to obtain data from either a Web page or other external source and incorporate the data into an Excel worksheet. The Get External Data option gives you several options for configuring a query using a wizard: 
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The Refresh Data option is used to update data that was previously imported into Excel. 

Window Menu 
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The Window menu is used to organize your Windows desktop. To open a new worksheet in Excel, select the New Window option. If you have information that you want to Hide or hidden information that you want to make visible (Unhide), select the appropriate option. 

If you have multiple worksheets open in your workspace, you can use the Arrange All option to arrange the windows. 
The Split option is used to split your workspace into two windows. This is a handy feature if you are working on a large worksheet and constantly have to refer back to a different location. For example, if you were working on a worksheet that contained cells that you were typing a summary formula for, you could use this option to split the window into two windows, display the cells in one window and type your summary formula in the other. Since you are working with the same worksheet, any changes that you make in either window will be saved. If you select the Split option, the menu will change to display a Remove Split option, which removes the second window. 

The Freeze Panes option is used to freeze the top and/or left pane in a worksheet. This will keep the column and/or row titles in view as you scroll through the worksheet. This is useful when you have to relate data that you are entering into a cell to a column or row title. 

Help Menu 
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The Help menu provides several methods for obtaining help in Microsoft Excel. The Microsoft Excel Help option allows you to query the help files by typing in a question, such as How do I make a formula?. To use this feature, select the option in the menu, click on the [image: image103.png]


button in the toolbar, or use the [image: image104.png]


shortcut key. 
[image: image105.png]



The Show the Office Assistant option displays the Microsoft Office Assistant. This is an animated character that provides help topics and tips to aid you as you work in Excel. 
The What's This? option is handy for identifying objects in the Office environment. When you select this option, your pointer changes to a question mark that you can then use to click on an object to get a brief definition of its purpose. To use this feature, select the option in the menu, click on the [image: image106.png]


button in the toolbar, or use the [image: image107.png]
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shortcut keys. 

Office on the Web will take you to the Microsoft web site for the latest information on Microsoft Office. The Lotus 1-2-3 Help option provides information and demonstrations for Lotus 1-2-3 users. 

The Detect and Repair... option is used to locate problems with Microsoft Word and repair them, including restoring any shortcuts that are missing. 

[image: image109.png]“Detect and Repr... wil sutomatically find and fx errors in this application.

During this process you may be asked to provids the installation source andjor ext open
applcaions.

7 Restore my shortcuts whil repairing

St Cancel





Finally, the About Microsoft Excel option displays the version, Product ID, and copyright information for Microsoft Excel. 

Microsoft Excel Toolbar 


Excel can be configured to display a variety of toolbars. You can also add or remove tools from the toolbars so only the tools that you use on a day-to-day basis are displayed. Before moving on to the hands-on tasks, we need to take a moment and explain the uses of some of the more commonly used tools in Excel. 
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Although many of the tools in Excel are similar to what you are already familiar with in other Window's applications, there are a few that are specific to Excel. The first eight buttons in the toolbar are common to all Window's applications, create a new document (workbook), open an existing document, save a document, print a document, print review, and paste: 
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New - creates a new, blank workbook.
[image: image113.png]



Open - open an existing document.
[image: image114.png]



Save - save the active document.
[image: image115.png]



Print - prints one copy of the active document using the current printer settings.
[image: image116.png]



Print Preview - displays each page as it will look when printed.
[image: image117.png]



Paste - paste data stored to the clipboard to the current cursor location.
[image: image118.png]



Format Painter - allows you to select a cell, then copy that cell's format to other cells or ranges.
[image: image119.png]2l




Undo - reverses the last command or deletes the last entry typed. There is also a [image: image120.png]4



tool that repeats the last command or action if possible.
The next set of tools are specific to Excel. These are used to perform calculations and sort the data in a worksheet: 
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Autosum - automatically sums the cells that you have selected.
[image: image122.png]S




Paste Function - assists you in developing a function.
[image: image123.png]



Sort Ascending - sorts a column of data that you have selected in ascending order (from A to Z).
[image: image124.png]



Sort Descending - sorts a column of data that you have selected in descending order (from Z to A).
The [image: image125.png]


Chart Wizard tool is used to assist the user in creating an embedded chart or to edit an existing chart in the worksheet. To use this tool, we merely highlight the cells of data in the worksheet that we want to create a chart for, then click on the Chart Wizard tool. 

The [image: image126.png]


Help tool is particularly handy for someone new to using Microsoft Excel. This tool is used to open the Excel help menus. In the help menus you can select a topic or type in question. 

Depending on how your desktop toolbars are displayed, you may have a [image: image127.png]


more buttons tool. This button is displayed when there isn't enough room in the workspace to display all the tools associated with a given toolbar. Clicking on this button will display: 
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Here we see additional tools that are associated with the Excel Standard toolbar. Selecting Add or Remove Buttons will display all of the buttons associated with the toolbar. 

We have one more toolbar available in this example, the Excel Formatting toolbar. The only tool visible now is the [image: image129.png]


Decrease Decimal tool which is used to decreases the number of digits displayed after the decimal point in the selected cells. Clicking on the [image: image130.png]


more buttons tool will display additional tools associated with this toolbar: 
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The Formatting toolbar has several tools that we are already familiar with from other Window's applications including italic, bold, and underlined text; left, center, and right justification; and font, font size, and foreground and background colors. There are some additional tools that are specific to Excel: 
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Currency Style - applies the currency style to the selected cells.
[image: image133.png]



Percent Style - applies the percent style to the selected cells.
[image: image134.png]



Comma Style - applies the comma style to the selected cells.
[image: image135.png]



Increase Decimal - increases the number of digits displayed after the decimal point in the selected cells.
Using the formatting tools is relatively simple. Highlight the cell or cells that you want to reformat, then click on the appropriate tool. For example, to change the format of some numbers included in a worksheet to currency style, highlight the cells, then click on the [image: image136.png]


Currency Style tool. 

Handy Shortcuts 


Function
Shortcut Keys
Alternate between displaying cell values and displaying cell formulas
[image: image138.png]
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Calculate all sheets in all open workbooks
[image: image140.png]



Calculate the active worksheet
[image: image141.png]
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Copy
[image: image143.png]
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Create a chart that uses the current range
[image: image145.png]



or
[image: image146.png]
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Display the Format Cells dialog box
[image: image148.png]
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Display the Go To dialog box
[image: image150.png]



Fill the selected cell range with the current entry
[image: image151.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-enter.gif" \* MERGEFORMATINET [image: image152.png]



Insert the current time
[image: image153.png]
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Insert today's date
[image: image155.png]
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Move to the beginning of the worksheet
[image: image157.png]
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Move to the last cell on the worksheet, which is the cell at the intersection of the rightmost used column and the bottommost used row (in the lower-right corner), or the cell opposite the home cell, which is typically A1
[image: image159.png]
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Open
[image: image161.png]
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Paste
[image: image163.png]
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Paste a function into a formula
[image: image165.png]
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Print
[image: image167.png]
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Save the active worksheet
[image: image169.png]
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Select all (when you are not entering or editing a formula)
[image: image171.png]
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Select the current column
[image: image173.png]
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Select the current row
[image: image175.png]
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Undo your last action
[image: image177.png]
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When you enter a formula, display the Formula Palette after you type a function name
[image: image179.png]
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Corel Quattro Pro 


Quattro Pro is the spreadsheet application that comes with Corel Perfect Office. Before we move on to the hands-on tasks for this lesson, lets take a moment and familiarize ourselves with the Quattro Pro menus and toolbars. As we go through the various menus and tools available in Quattro Pro, note the similarities between the available options and the buttons and shortcuts associated with these options. 

File Menu 
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The File menu is probably the one that you will use the most in Quattro. Note in this menu that several of the menu items have shortcut keystrokes that you can use in place of opening the menu and selecting the option. 

The New option is used for creating a new blank sheet in a new window. The New option can also be accessed from the toolbar by selecting the [image: image184.png]


button or using the [image: image185.png]
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shortcut keys. The New from Project option is used for creating a new sheet using one of the default Quattro templates. Select the option from the menu or use the [image: image187.png]
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shortcut keys. 

Quattro has an option to Open existing notebooks in this menu. This simply means that you can open additional notebooks in the workspace that you have already created so they are available to you. You can easily switch between opened notebooks by just clicking on the document that you want to view from the status bar at the bottom of the Quattro workspace.
Open can also be accessed from the toolbar by selecting the [image: image190.png]


button or using the [image: image191.png]
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shortcut keys. The Close option is used to close the currently displayed notebook (if more than one is open), thus removing it from your workspace. 

When you are finished creating or editing a sheet in Quattro, you need to save the document before exiting the program. This is accomplished by either selecting Save from the File menu, clicking on the [image: image193.png]


button on the toolbar, or using the [image: image194.png]
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shortcut keys. If you need to convert a sheet from Quattro format to another format such as a format that will work with an older version of Quattro or a simple text format, then select the Save As... option or use the [image: image196.png]


shortcut key. You can also use the Version Control option to save or retrieve different versions of a document. 

The Properties option displays information about the document currently opened in Quattro. There is a summary that contains information about the author, creation date, revision date, etc.: 
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The arrangement of windows on-screen is called a workspace. It includes The position and size of all notebook windows in Quattro is called the workspace. The WorkSpace option alloes you to create a workspace, then save the configuration. The next time you want to use this same workspace again, use the WorkSpace option to restore it. 

If you need to change the default settings for your document's layout, margins, or paper size, use the Page Setup option. Prior to printing a document, preview what the final result will look like before printing by selecting the Print Preview option. When you have the document exactly the way you want it, either select the Print option from the menu, click on the [image: image198.png]


button in the toolbar, or use the [image: image199.png]
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shortcut keys to send the document to your printer. 

The Publish to Internet option opens a window to aid you in publishing a Quattro Pro sheet to the Web. 
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You can save the document in either HTML or XML (eXtensible Markup Language) format, select ranges of data and charts to incorporate into the page, and in Options, select image formats, the page layout, and which colors to use. 

The Send To option is used to send a document to another device (such as a fax machine or diskette) or another application (E-mail program or web publishing application). 

If you previously created documents in Quattro, they will be listed in the Recent File List option. This is your document history, similar to the Documents option in the Windows Start menu, but the documents displayed here are only the ones that you used Quattro to create or edit. 

Finally, the last item in the File menu is Exit, select this option or use the [image: image202.png]
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shortcut keys to close Quattro. 

Edit Menu 
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The Edit menu contains options that are used in editing a Quattro document. The first option in the list is the most important, the Undo option. Undo is used to return the document to its state, previous to your last editing operation. For example, if you did a Search & Replace in a document and accidentally removed all of the spaces between the words, using the Undo option would return the document to its form prior to removing all the spaces. To use this feature, select Undo from the menu, click on the [image: image206.png]2l



button in the toolbar, or use the [image: image207.png]
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shortcut keys. 

Along with the Undo option is the Redo option which is used to repeat the last editing operation that you did. To use the Redo option, select Redo from the menu, click on the [image: image209.png]4



button in the toolbar, or use the [image: image210.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-shift.gif" \* MERGEFORMATINET [image: image211.png]




 INCLUDEPICTURE "http://www.pss.msu.edu/Css110/Lessons/Images/key-z.gif" \* MERGEFORMATINET [image: image212.png]


shortcut keys. 
The next three options and the ones that you will probably use the most in the Microsoft Windows environment, are Cut, Copy, and Paste. These three functions are universal in all Windows applications, with their origins dating back to the early days of Microsoft DOS (Disk Operating System). To copy and remove a portion of text or an object from a Quattro document, select Cut from the menu, click on the [image: image213.png]


button in the toolbar, or use the [image: image214.png]
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shortcut keys. To just copy a portion of text or an object from a Quattro document, select Copy from the menu, click on the [image: image216.png]


button in the toolbar, or use the [image: image217.png]
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shortcut keys. To select the entire contents of a page, use the Select All option or use the [image: image219.png]
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shortcut keys. You can also delete the contents that are highlighted by selecting the Clear option or simply pressing the [image: image221.png]


key. 

To paste a portion of text or an object that you previously Cut or Copied from a Quattro document, select Paste from the menu, click on the [image: image222.png]


button in the toolbar, or use the [image: image223.png]
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shortcut keys. You can also use the Paste Special... option to link another document, such as another notebook, in a Quattro document and the Paste as Hyperlink option to embed a hyperlink in the document. 

The Copy Cells option is used to copy a range of cells, including cell properties, formuals, objects, etc. 
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To convert formulas to values, use the Convert to Values option. Highlight the cells that you want to convert, select Convert to Values from the Edit menu, then in the To box, enter the destination. You can either replace the formulas in the cells with the associated values or copy the values to a different part of the notebook. 

Move Sheets is used to rearrange the sheets in a Notebook. 
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You can also move sheets by using drag and drop. Click and hold down the left mouse button over the sheet tab, then drag the sheet to the new location. 

The Delete and Clear options are used to remove data from a sheet. Delete is used to remove rows, columns, or sheets. Clear is used to remove the data in the cells, leaving the rows and columns intact. 

The Fill option is used to automatically populate a series of cells with data, such as 1, 2, 3, etc. or text labels that you define 

[image: image227.png]Fill EillSeries.

Select Al QuickFil CulsShifteL
Define DuickFil





To use this option, select Fill from the menu or use the [image: image228.png]
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shortcut keys. 

The Links option is used to display information about any links that are contained in the document. You can also edit the links properties. 

The Object option is used to edit any object, such as a clipart picture in the document. 

Any object that you link or embed in a Quattro notebook can be edited from Quattro by using the OLE Links option. Any changes that you make to a linked object are also made to the object source. When you edit an embeded object, you use the application that created the object to make changes. When the changes are complete, the object is then updated. 

[image: image231.png]



Most objects with the exception of video and sound can be be edited by double-clicking the left mouse button on the object. For video and sound files, you must Open the object rather than Edit to make changes.
The Find and Replace option is used to locate a word or phrase in the document or to locate a word or phrase and replace it with something else. 
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To use Find and Replace select the option from the menu or use the [image: image233.png]
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shortcut keys. 

The Go To option is used to jump to a sheet, a section of a sheet, a line, or a bookmark in the notebook. To use this feature, either select the option from the menu or use the [image: image235.png]
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shortcut keys. 

Finally, the Find Page Break option is used to quickly move to a page break in a sheet. 

View Menu 
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The View menu contains options for changing to one of the four workspace view layouts in Quattro. Draft view is the fastest method for working on a document. In this mode, Quattro does not display headers, footers, and watermarks. To use Draft view, select the option from the menu or use the [image: image239.png]
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shortcut keys. 

Page view will display the document exactly as it will appear when the document is printed. Page view will display any headers and footers in a sheet as well as the page margins. To use Page view, select the option from the menu or use the [image: image241.png]
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shortcut keys. Page Breaks view is similar to Page view but doesn't display any headers or footers. 

Page view will display the Objects sheet containing charts, maps, and slide shows.
The Toolbars option allows you to select which toolbars are displayed while you are working on a Quattro document. 
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Click on a toolbar to toggle it on or off. 

The Property Bar option toggles the toolbar on or off. This toolbar contains the basic properties for font style, size, bold, italic, underline, etc. The Application Bar option allows you to toggle the application bar at the bottom of the Quattro workspace on or off. If you are only working on a single document, the Application Bar can be turned off if additional viewing space is needed. 

The Comments option is generally used in a workgroup environment where you'd like to have other members of your workgroup electronically review your document. This is the equivalent to giving people a printed document and they in turn make revisions using a red pen (this is called redlining). When the Quattro document is returned to you, you can view the comments in draft mode. The Comments option is used to view any comments that were added to the sheet. 

Toggling the Formulas option on or off will either display the result of a formula (off) or display the formula (on) rather than the value. 

If you need to make the same changes to two or more sheets in a notebook, use the Group Mode option. This allows you to edit multiple sheets simultaneously and enter column headings, row headings, and format cells. 

The Split Window option is used to divide the notebook into two panes, either vertically or horizontally. 

[image: image244.png]dow

Fene Dptions
Horzontal
Vetical

v Synchiorize

[

Cancel

Help





To use this option, select Split Window from the View menu or click on the [image: image245.png]


button if it is available in your toolbar. 

The Locked Titles option is used to freeze the top and/or left column or row titles in a sheet. This will keep the titles in view as you scroll through the sheet. This is useful when you have to relate data that you are entering into a cell to a column or row title. 

Finally, the Zoom option allows you to control the magnification of the active document: 

[image: image246.png][Zoom [21x]
Zoom oK
5% B0% %
CHE  C1s0%  Coamx

(" Selection ( Custom: [100 =]

ApplyTo
(+ Sheet  (Notsbook

Cancel





Insert Menu 
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The Insert menu is used to insert objects or additional rows and columns into a sheet. To insert additional Cells or a Row, a Column, or a Sheet, select the appropriate option from the Insert menu. You can also insert additional cells, rows, columns, and sheets by clicking on the [image: image249.png]


button in the toolbar. 

The Symbol option opens the WordPerfect symbols popup menu. You can select a symbol from the list and insert it at the current cursor location in the sheet. To insert a symbol, select the option from the menu or use the [image: image250.png]
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shortcut keys. 

To insert the current data in a cell, use the Date option. Selecting the option automatically inserts the date or you can use the [image: image252.png]
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shortcut keys. 
The Chart option opens the Quattro Chart Expert. To create a chart, first select the range of cells that you want to use, then either select the Chart option from the Insert menu, or click on the [image: image254.png]


button in the toolbar. 
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The Chart Expert will give you several options to aid you in creating a chart including the range of cells that you want to include, the type of chart, and the labels to use for the title and X and Y axis. 

You can add various types of images or shapes in Quattro notebook by using the Graphics or Shapes options. With the Graphics option, you can incorporate WordPerfect clipart, TextArt, etc. 
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With the Shape option, you can add various shapes in the notebook. 
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The Comment option is generally used in a workgroup environment where you'd like to have other members of your workgroup electronically review your document. This is the equivalent to giving people a printed document and they in turn make revisions using a red pen (this is called redlining). When the Quattro document is returned to you, you can view the comments by selecting the Comments option in the View menu. 

The Function option launches the Quattro function wizard. 
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The wizard will aid you in creating a formula for use in the notebook. You can launch the wizard by selecting the Function option from the Insert menu or by clicking on the [image: image259.png]


button in the toolbar. 

You can create custom forms in a Quattro notebook by adding controls using the Form Control option. 
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Controls provides you with an easy method to create forms that make adding, deleting, viewing, and editing the data in a Quattro notebook simple. 

The Name option is used to create names notebook. Names can refer to columns, rows, an individual cell, a range of cells, or a single value in a worksheet. These can also be used in Quattro formulas. For example, using the same example that we used above for Excel, we can create names to refer to both the columns and rows: 
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3 [February| $600.00] $10000] $100.00] $800.00
4 [March | $900.00] $60000 $500.00 $2300.00
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To calculate the total cost for hotel rooms in January, February, and March without using a name, the formula would be: 

@SUM(B2:B4)
Using the Hotel name, the formula would be: 

@SUM(Hotel)
Likewise, using the January name, the formula to calculate the total expenses for the month of January would be: 

@SUM(January)
Names are available in any sheet of a Quattro notebook. For example, if the information above was contained in a sheet called Quarter1 and we wanted to use the value for the total expenses in a sheet called Summary, we would reference that value by using: 

@SUM(Quarter1:January)
To use names in a sheet, select the Name option from the Insert menu or use the [image: image262.png]
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shortcut keys. 

Quattro Pro allows you to create or generate XML (Extensible Markup Language) tags with the XML option. You can apply the XML tags to a notebook or publish XML documents on the Internet. 

The External Data option is used to insert data into a Quattro sheet from an external source. 
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The data may be embedded into the sheet or linked to another file such as a database. 

You can insert a file into a notebook using the File option. Text will be imported by inserting each line into a single cell. To import data, use the QuickColumns Expert to parse the data into multiple cells. 

The Object option allows you to insert an OLE object into a sheet. 
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This option is used to insert other types of objects into a sheet. The types of objects that you have available will depend on what is installed on your computer. 

Select the Page Break option to insert a page break into an Excel worksheet. 

Format Menu 
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The Format menu gives you several options for controlling the layout and appearance of your Quattro document. 

To change the formatting of the currently selected cells in the sheet, click on the Selection option or used the [image: image268.png]


shortcut key. To change the formating of the currently selected sheet, click on the Sheet option or used the [image: image269.png]
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shortcut keys. To change the formating of the currently selected notebook, click on the Notebook option or used the [image: image271.png]
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shortcut keys. 
The Text Reformat option is used when you have text that overflows into the next column. If data is entered into the next cell, the text is then hidden. Text Reformat allows you can adjust text in a cell so that it displays as a paragraph covering several rows or columns. 

The QuickFit option is like the Text Reformat option. If text overflows into the next cell, using the QuickFit option will increase the width of the cell. Select QuickFit from the Format menu or click on the [image: image273.png]


button in the toolbar. 

The SpeedFormat option is used to quickly apply formatting to a range of cells in a sheet. 
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You can select from several format styles or customize the style using the options displayed in the Formats to apply section. To use this option, click on SpeedFormat from the Format menu, click on the [image: image275.png]


button in the toolbar, or use the [image: image276.png]
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shortcut keys. 

The Styles option is used to quickly change the appearance of the information in a sheet. When you start creating a notebook in Quattro, Quattro uses the Normal template which in turn uses the settings for the Normal style. You can view the current style settings by selecting the Styles option or using the [image: image279.png]
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shortcut keys. 
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Styles allow you to quickly change a whole set of formatting characteristics in one simple task. Finally, the Object Order option allows you to move the selected object in front of or behind an overlapping object. 

Tools Menu 
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The Tools menu contains several features to assist in creating a document. One of the most important features in a word processing program is the ability to check spelling. 

The Quattro Spell Checker option is very handy for checking your document for spelling mistakes. You can also add new words to the Quattro dictionary. Select the option from the menu or use the [image: image285.png]
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shortcut keys. 

The QuickCorrect option is used to correct typing and spelling errors. This feature will automatically detect and correct mistakes in your document which include typos, misspelled words, and the use of incorrect capitalization. For example, if you typed teh (a common typing error), QuickCorrect would replace that with the. Also, you can configure QuickCorrect so that it will insert text, graphics or symbols into a document. For example, if you typed (c), you could have QuickCorrect insert a ©, or if you typed yo! it would insert Welcome to the class!. 
The Speech Recognition option is available if you have Corel's Dragon NaturallySpeaking software installed on your computer. 

The Macro, Visual Basic, and Macros Online options allow you to create macros for use in a Quattro notebook. A macro is a series of actions that you commonly use in Quattro, these options allow you to create a macro to playback the sequence keystrokes or mouse to click on commands and options. 

An easy way to work with a subset of data in a worksheet is the QuickFilter option. Filtering the data allows you to select only the data that meets specific criteria that you specify. 

The Sort option is used to sort the data in a sheet. Select the option from the menu or use the [image: image287.png]
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shortcut keys. 
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You can sort the data based on one to five columns, in ascending or descending order. 

The Hyperlink option is used to insert a link in the document and to change the properties of that link. For example, you might have a link to a bookmark within the current document, a link to another document on the computer or on the web, or the link might execute a macro that you define. 

The Outline option is used to summarize the data in a notebook. This tool allows you to sort rows or columns of cells in groups to show summary cells. 

Auditing is used to trace various relationships in a worksheet. For example, here are the results if we Trace Precedents for the formula in cell E2 from our example above: 
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Here we see that cells B2, C2, and D2 are used in the formula in E2. 

The Numeric Tools and Data Tools options are used to analyze data in a sheet, arrange data, and to query and extract information from a database. The Numeric Tools option contains a set of tools that are used to analyze the data in a Quattro sheet. 
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The Data Tools option is used to arrange data and extract information from a database. 
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The Consolidate launches the Consolidate Expert. This is used to condolidate data from multiple sources or to perform operations on multiple selections. 

You can create and save various types of scenarios to test your worksheet formulas using the Scenarios option in Quattro. Scenarios are a set of data that you can use the view the results of what-if analyses. The Slide Show option launches the Slide Show Expert. 
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The Slide Show Expert will guide you through creating or editing a presentations based on the data in a notebook. 

The Workgroup option allows you to share a notebook with others on a network. When this is turned on, you and others can be adding information to a notebook at the same time. 

The Internet option is used to obtain data from either a Web page or other external data source and incorporate the data into a Quattro sheet. 
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Finally, the Customize and Settings options are used to configure your Quattro workspace environment. Customize allows you to change the customize the toolbars and dialog boxes. 
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Settings is used to change the settings for the default location for opening and saving documents, and options for the editing environment. Select the option from the menu or use the [image: image296.png]
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shortcut keys. 
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Window Menu 
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The Window menu is used to organize your Windows desktop Document Window when you have multiple documents loaded. 

The Cascade option allows you to arrange the Document Windows so that they overlap each other. To make a window active, just click in the window. 

The Tile Top to Bottom option is used to arrange your Document Windows vertically so that they appear one above the other. This option does not overlap the windows. 
The Tile Side by Side option is used to arrange your Document Windows horizontally so that they appear next to each other. Like the Tile Top to Bottom option, this option does not overlap the windows. 

The New View option will open another window for the active document. Arrange Icons is used to arrange the icons at the bottom of the window. Hide is used to hide the active window and Show will display any hidden windows. 

Help Menu 
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The Help menu provides several methods for obtaining help in Microsoft Quattro. 

Help Topics is used to display a list of help topics. Select the option from the menu or use the [image: image303.png]


shortcut key. 
Ask the PerfectExpert allows you to type a question to get an answer. 
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You can type in a question in plain English and get a list of topics that relate to the question. You can also load PerfectExpert in your workspace by selecting the option in the menu or clicking on the [image: image305.png]


button in the toolbar. 

Corel Web Site will take you to the Corel Business Applications web site for the latest information on Corel Perfect Office. 

The Corel on the Web option displays technical support, tips & tricks, and where to get training in Quattro. 

The Microsoft Excel Help option is displayed if you have Microsoft Excel loaded on your computer. This option will display a list of help topics for Microsoft Excel. 

Finally, the About Quattro option displays the version, Product ID, and copyright information for Corel Quattro. 

Toolbar 


Like Microsoft Excel, Quattro Pro can be configured to display a variety of toolbars. By default, the Notebook and Application toolbars are loaded. 
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We again see many of the same tools in Quattro Pro that are used in other Window's applications: 
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New - creates a new, blank workbook.
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Open - open an existing document.
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Save - save the active document.
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Print - prints one copy of the active document using the current printer settings.
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Cut - copy, then delete highlighted data to the clipboard.
[image: image313.png]



Copy - copy highlighted data to the clipboard.
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Paste - paste data stored to the clipboard to the current cursor location.
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Undo - reverses the last command or deletes the last entry typed.
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Redo - repeats the last command or action if possible.
The remaining tools are specific to Quattro Pro. These tools are used to perform a variety of operations in a Quattro pro sheet: 
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QuickFormat - allows you to select a cell, then copy that cell's format to other cells or ranges.
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QuickChart - helps you create a chart in the current notebook sheet.
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Scrapbook - inserts a Scrapbook item into the current notebook sheet.
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Classic Objects - creates a text box in a sheet.
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Insert Cells - insert cells, rows, columns, or sheets.
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Delete - remove cells, rows, columns, or sheets.
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QuickFit - changes the width of a column to the widest entry.
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Formula Composer - a wizard that assists you in developing a formula.
Spreadsheet Tips 


The following are some tips to help you to create better and more flexible spreadsheets: 

· Spreadsheets demand a sense of organization. Try to use variables in your formulas instead of fixed values. This will allow you to quickly and easily make substitutions. A spreadsheet variable is a cell location which contains an important number or other assumption. By using a variable the underlying assumption can be changed without changing all the formulas throughout the spreadsheet. You can change a single cell instead of many. 

· Be consistent from spreadsheet to spreadsheet. Try to keep items such as the date the spreadsheet was created, author, description of task, variables, and special reference cells in the same place, commonly in the top left corner. 

· Keep things simple. Separating complex formulas and calculations into smaller intermediate steps or several cells can illustrate the problem and process better than one large, poorly documented formula stuffed into a single cell. 

· Test the results of your spreadsheet before putting it into use and from time to time in case of there are errors. Manually cross check calculations or enter the number 1 into several cells so you can mentally see that things look correct as results total. Try to build cross checking into your spreadsheet. 

· Document your spreadsheet with a clearly written purpose, procedures and formulas. Imbed this information directly into the spreadsheet. Describe where macros, range names, protected cells have been placed. 

As is true with any software application, you should save your data often and have backup copies available. Spreadsheets can do thousands of calculations in the blink of an eye and can change all of the data in the cells based on one small change in just a single cell. Before you make any changes to a spreadsheet, such as a sort, change a variable, etc. make a backup copy first. If something goes wrong, you will always have the backup copy to fall back on. 
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