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Lesson 3

Potpourri

Lesson Topics

The Fill Command
Wrapping Text

View Options

Edit Options

Other Fill Handle Uses

Lesson Objectives

At the end of the lesson, you will be able to:

Use the Fill command to repeat a character in a cell;
Wrap text within a cell;
Place overflow text of the active cell into cells below;

Display formulas in the cells and use the Formula
Auditing toolbar to help correct problems with formulas;

Understand and modify options on the View tab;
Use the Fill handle to create sequences in a range of cells;

Create custom lists of sequences to be used in a range of
cells.

Student Files Used
You will use the following file from your student folder:

Dairy 4

Copyright © 1985-2007, Finney Learning Systems, Inc.

All rights reserved.
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The Fill The Fill command on the Alignment tab of the Format Cell dialo
& &
Command box lets you repeat a character until it fills the width of the cell. You
are going to repeat X’s, which you might want to do for a cell that
will be filled in later.
1. Open a new workbook.
2. In A1, type X and click the check box ——
on the Formula bar. X J &Y
3. With A1 the active cell, choose Cells
on the Format menu.
4. Click the Alignment tab.
The Alignment tab appears.
5. Click the Horizontal box and choose the Fill option.
6. Click OK.
Notice the X’s that fill the cell. — =5 >{>{>{>§{x}{>{
7. If you change the width of the column,
the X's will automatically fill the cell.
Drag the column separator between columns A and
B until the width of column A is 25.
Notice that A1 is still completely filled with X’s.
8. On the Format menu, choose Cells.
9. On the Alignment tab, click the Horizontal bex and
choose the General option to turn off Fill.
10. Click OK.
Only a single X appears in Al.
11. Delete the contents of A1.
I
Wrapping Three commands allow you to wrap text — Justify and Wrap Text
Text on the Alignment tab, and Justify on the Fill submenu of the Edit

menu. We will begin with the two on the Alignment tab.

The Justify option on the Alignment tab expands text
within a cell. Excel ends all lines at the same place and
increases the row height so that there is enough room
to hold the text as it wraps around.

You can use the same empty workbook as before.
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Column A should have a width of 25. If it does not,
change the width.

In A1, type: This text is going to be wrapped by
choosing different options on the Alignment tab.

Click the check box.

At the moment, the text spills into adjacent columns
because they are empty.

Verify that A1 is the active cell.

On the Format menu, choose Cells.

The Alignment tab should be displayed.
In the Horizontal box, choeose Justify.

Click OK.

Notice that the text A
has wrapped
within the cell and This text is going to be
is aliened between wrapped by choosing different
& i 1 |options on the Alignment tab.

the left and right 3
edges of the cell.

Excel has changed the row height so that there is

enough room to hold the text.

The Wrap text option on the Alignment tab wraps text within a cell
but does not end each line at the same position.

2
3.
4

Verify that A1 is still the active cell.
On the Format menu, choose Cells.
Verify that the Alignment tab is displayed.

In the Horizontal box, choose the General option to
turn off Justify.

Note: The Wrap text option will have no effect if the
horizontal alignment is set at Justify.

Choose the Wrap text option Text control

at the bottom of the dialog box I [ wrap test

and click OK. [ shrirk to fit
[ Merge cells
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Notice that the text is wrapped, but the lines do not
end at the same place.

A

This text is going to be
wrapped by choosing different
1 |options on the Alighment tab.

The Justify command (on the Fill submenu of the Edit menu) works
differently than the Justify option on the Alignment tab. This
command wraps text to the rows below or to a selected range of
cells. The row height will not change, and any information in cells
to which the text is being wrapped will be overwritten.

1. A1 should be the active cell.

2. On the Edit menu, point to

Fill B Down Chrl+D
=l Right Chrl+R
Notice the submenu. —
Up
3. On the submenu, choose Left

JUStify. Across Worksheets, .
The following alert box aeries...
appears indicating that dustify

text will extend below the
selected range.

Microsoft Excel

! E Text will extend below selected range.

[ QK ] [ Cancel ]

4. Click OK.
5. Click to remove the highlight.

Notice that only one line of text remains in Al. The
other lines of text have been distributed to the cells
below.

A [
This text is going to be
wrapped by choosing different
options on the Alignment tab.

[

6. Go to each cell in column A that has text and
notice that the text is actually in that cell — Excel is
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not temporarily using the cells to display text, as it
does with empty cells to the right.

7. Close the workbook without saving changes.

View By using options on the View tab of the Options dialog box, you
Options can change the way individual worksheets look on the screen —
the options do not affect the way worksheets look when printed.
By using the Edit tab, you can change the way you use Excel. You
are going to look at the options on both of these tabs.
1. Open Dairy 4.
2. On the Tools menu, choose Options.
3. If necessary, click the View tab.

Notice the Window options group on the View tab.

Window options

[ Page breaks Row & column headers Horizantal scroll bar
[ Fatrulas Cutling symbals yertical scrall bar
Gridlines Zero values Sheet tabs

Gridlines color:

4. When the Formulas option is chosen in the Window
options box, the formulas are displayed, rather than the
result of the formulas. This can help you find errors.

Select Formulas and then click OK.

Notice that the formulas (such as those in row 14)
are displayed. Also notice that the width of the
columns adjusts to accommodate the formulas.

0uo 23000 20000 3001
=SUMEB4ELD) =SUMIC4C1D) =3UMD4D1) =5

Formula Auditing

5000 Erll R R A e RO R ==

The Formula Auditing toolbar also appears.

The Formula Auditing toolbar helps you to correct problems with

the formulas in your worksheet. You are going to use some of its
features.

1. Scroll through the worksheet and notice the
formulas.
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If your worksheet has many formulas, this view
helps you to edit them.

2. Click in B31.

Notice the blue outline around the range that is
designated in the SUM formula.

3. On the Formula Auditing toolbar, click the

=]
Trace Precedents button. T
An arrow is drawn, starting
. . Fent | 5000 5000
from the beginning Liies| 1200 14000
s ance | 2000 2000
of the range and ending at om0 om0

ting| 2000 2000

your formula.
Sec|1300 16000

- dlity | 1000 1000

4. Click the Remove Feeilsonn a0
Precedent Arrows _1:5 ice| 3500

- ting|4000 Fug @

button. = hnee 3500 N AE

ting| 1700 17000

5. Click the Trace fies{1 00 25500
Dependents n:i CSUMEITEES  J-au

button. o

Notice the arrow pointing down to B33. This means
that a formula in B33 depends on the result of B31
(the active cell).

6. There is also an arrow pointing right, but its end is
hidden.

Scroll right until you see columns H through L.

Notice the arrowheads. These four cells depend on
the result of the formula in B31.

(=]
7. Click the Remove Dependent Arrows button. ':':E

Other buttons on the Formula Auditing toolbar
include Trace Error, Edit Comment, Error Checking,
and Circle Invalid Data. Unless you have very
complex formulas, the buttons you have just used
are the most helpful.

You are going to see some of the other options on the View tab.

1. On the Tools menu, choose Options.

Following is a discussion of some of the other items
in the Window options group:
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= Page breaks. Displays the page breaks that have
been automatically set.

= Gridlines. Displays the gridlines on the screen.
You can use the Color drop-down list box to
choose the color of the gridlines on the display.
Be aware that neither of these options affect the
printing of the gridlines. To do this, you must
use the Sheet tab of the Page Setup dialog box.

= Row & column headers. De-selecting these options
can give you more room on the screen.

= Outline symbols. If you use Excel to create an
outline, this option can be used to hide or
display the outline symbols that are used.

= Zero values. When this is turned off, cells that
contain a zero value will be blank (even if the
zero is the result of a formula). The formula
remains, however, and if in the future the result
of it is something other than zero, the result will
be displayed.

= Horizontal scroll bar, Vertical scroll bar, Sheet tabs.
You can use these options to decide which of
these items are displayed on your screen.

2. De-select the Formulas option.

3. Click OK.

Notice that the formulas are no longer displayed
and the worksheet returns to its original column
widths.

Tip: You can toggle formulas on and off by holding
down the CTRL key and tapping the key with the
tilde (~) on it. On most keyboards, this key is above
the TAB key. For convenience, we are going to
notate this keystroke as CTRL/~, even though the
tilde is typed with the SHIFT key, which you do not
use in this case. (As you may know, CTRL/SHIFT/~
applies the General format to the selected cells.)
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The Edit tab on the Options dialog box provides options for
entering and editing text.

1. On the Tools menu, choose Options.

2. (Click the Edit tab.
Notice the options on the Edit tab.

Options

| Color Inkernational Save || Error Checking || Speling || Security |

g Calculation General || Transition || Custom Lists || Chart |
Settings
Edit directly in cell Extend data range formats and Formulas
Allow cell drag and drop Enable automatic percent entry
Alert before overwriting cells Shows Paste Options buttons
Move selection after Enter Showe Inserk Options buttons
Direction:
[ Fixed decimal
Places:

Cut, copy, and sort objects with cells
Ask o update automatic links
Provide feedback with Animation
Enable AutoComplete For cell values

[ oK ][ Cancel ]

Edit directly in cell. This option allows you to edit
directly in the cell, instead of only on the
Formula bar.

Allow cell drag and drop. This option allows you
to move and copy cells by dragging the
selection. Since this can produce undesired
results at times, it is often a good idea to select
the Alert before overwriting cells option as well.

Move selection after Enter. This option tells Excel
to make another (adjacent) cell active when the
ENTER key is tapped in a cell. You can use the
Direction drop-down list box to specify how

Excel should move to make the next cell active.

Fixed decimal. This option tells Excel where it
should place a decimal point as you enter a
number. For example, if the fixed decimal is 2
and you type 1245, the number will be entered,
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12.45. 1f you type 8, it will be entered, 0.08. You
can override this setting by typing a decimal
manually.

Note: The remaining options on the Edit tab are
advanced features.

3. Click Cancel.
4. Close Dairy 4 without saving the changes.
Othel' Fi“ Up to now, you have used the Fill handle to copy formulas. It can
p y Py
Handle Uses also be used to create sequences in a range of cells.
1. Open a new workbook.
2. In A1, type 5 and use CTRL/ENTER.
3. You are going to copy this down to A10 by using the
Fill handle.
Point to the Fill handle.
4. Drag down to A10.
As expected, the 5 was copied to each cell.
5. You are now going to copy a sequence of numbers that
increase by five.
In B1, type: 5
6. In B2, type: 10
7. Select B1:B2.
8. Point to the Fill handle and drag B
down to B10. 5 5
5 10
Notice that a sequence was created. |z 15
Each cell was increased by 5, 5 20
because that is what occurs g %g
between Bl and B2. c 5
As you dragged, a ToolTip indicated |5 40
the last number in the series. 2 gg
9. If you want to copy the contents of the =i

cells but not the sequence, hold down
the CTRL key as you drag.

In C1, type: 5
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10. In C2, type: 10
11.  Select C1:C2.
12. Point to the Fill handle until the pointer turns into
a crosshair.
13. Hold down the CTRL key.
Notice the little + mark next to the pointer. This
indicates that the range is going to be =
copied. T
14. While holding the CTRL key, drag the 12
Fill handle to C10. 10
5
You have copied the range. m
5
10
The sequences that you create with the Fill handle do 13
not have to be numeric. You are going to create a 5

sequence of months.

1.
2.

Go to D1 and type: Jan

Use the Fill handle to fill the months Jan through
Dec. Watch the ToolTip and release when it says
Dec.

Notice the sequence. Excel assumes that you want to

create the sequence of months and fills 5

in the cells accordingly. Notice that the |[Jan

month format that Excel used for the Enzbr
sequence (i.e., abbreviations) matches Apr

what you initially used in the cell. — 5"1”?]5’

In general, you have to type at least ul

two consecutive cells to establish a g;g
sequence. For example, you would Oct

have to type 8 in one cell and 16 in g;‘é
another to increase each cell by 8. =

However, with months, you only have
to type one month. This is also true of days of the
week, which you will learn about shortly.
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a
The AutofFill When you use the Fill handle, Excel provides a way of changing its
Options behavior with a SmartTag — the small button (icon) that appears
SmartTag below the filled range.

1. InE1, type 1 and use CTRL/ENTER.

2. Drag the Fill handle down to E10.

All ten cells contain 1. Notice the AutoFill

Options SmartTag.

3. Click the AutoFill Options SmartTag.

1
~ley

Notice the options.
Copy Cells is the default\~

=

and the option you just used.

4. Click the Fill Series option.

Excel changes the range to the

)

C
o
O

Copy Cells
Fill Series

Fill Formatting Only

Fill Without Formatting

numbers 1 through 10. You did not have to type a
sequence as you did when you entered 5 and 10,

respectively, in B1 and B2.
5. Click to remove the highlight.

Custom Lists The reason you can copy a sequence of months with the Fill handle
is that this sequence (or series) has been defined as a Custom List.
There are four Custom Lists that come with Excel — Jan, Feb, Mar,
etc. (which you have just used); January, February, March, etc.; Sun,
Mon, Tue, etc.; and Sunday, Monday, Tuesday, etc. With all of these,
you have only to type one entry into a cell and then use the Fill
handle to complete the sequence. In addition to these lists, you can

create your own Custom Lists.

1. On the Tools menu, choose Options.

2. Click the Custom Lists tab.

In the Custom Lists list box, notice the four defined
lists. The NEW LIST option lets you define your

Cuskom lists: List entries:

Sun, Man, Tue, Wed, Thu, Fri, £
Sunday, Monday, Tuesday, Wei
Jan, Feb, Mar, Apr, May, Jun, 1
January, February, March, April

Add

Delete

Press Enter to separate list entries.

Impart list From cells:

[ Import
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own list. If there are any other lists, they have been
created by another user.

3. In the Custom Lists list box, click the Sun, Mon, Tue,
Wed list.
List entries:
Notice the list that appears in the e
List entries box. Man
4. Click the other entries and notice ;:;': 4
the lists that appear in the List Tk
entries box. Fri
. . Sak
5. You are going to create a custom list
that might be used in an order form.
In the Custom lists list box, click NEW LIST.
The insertion point appears in the List entries text box.
6. Type the following list. At the end of each line, tap
the ENTER key. Each entry has to be on a separate
line.
Subtotal
Shipping
C.0.D. Orders
Rush Delivery
Sales Tax
Total
7. When you are finished, click the Add button.
Your list is added to the Custom lists list box.
8. Click OK.
9. You are going to use your new list.
Go to F1.
10. Remember, if you are copying a Custom List, only the
first entry needs to be typed.
Type Subtotal and use CTRL/ENTER. B
Subtotal
11. Use the Fill handle to drag to F6. Shipping
. . C.0.0. Oreers
Notice the list. Rush Delikry
12. You are going to delete your custom list. _?atlels [
ota
On the Tools menu, choose Options. =
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13. Verify that the Custom Lists tab is displayed.
14. In the Custom lists list box, select your list.

15. Click the Delete button.

Excel displays an
alert box.

. ! ! List will be permanently delekad.
16. Click OK.

L QK ] [ Cancel ]

The list is removed.

17. Click OK to return to the workbook.

Notes Rather than type a custom list in the List entries text box, as
you did, you can type it into a worksheet. Merely highlight
the range and choose the Custom Lists tab on the Options
dialog box. Click the Import button, and the list will be
added to the Custom lists list box.

You can also use the Fill handle to copy dates, such as 1/5/04.
Excel assumes an increment of 1 (day) and will display
1/6/04, 1/7/04, etc. You can also type a sequence such as
1/7/05,1/14/05, etc., if you want to skip every seventh day.
These dates do not have to be a Custom List. This is because
a number format is assigned to the date when you enter it
into a cell. The date then becomes a value, and all values can
be copied as a sequence.

If you use the right mouse button to drag the Fill handle, a
Shortcut menu will appear when you release. On the menu
will be choices to fill the selected range with Series, Days,
Weekdays, etc.

Once a list has been entered in the cells, it will repeat itself if
you keep dragging. For example, if a list contains 10 items
and you drag through 15 cells, the list will start over after the
first 10 cells.

End of Lesson 3



