Chapter

6

Using Worksheets

As you have probably noticed Microsoft Excel provides a number of worksheets at
the bottom of the screen. In fact, a workbook (file) can have up to 256 worksheets.
Each worksheet is a separate spreadsheet and when you save a workbook all its
worksheets are saved with it. This means that large spreadsheets can be split up
into smaller sections with each section placed in a separate worksheet. To illustrate
the use of worksheets we will create paysheets for three employees of a used car
business on separate worksheets.

Loading a Prepared File

The first paysheet has been prepared for you and it needs to be loaded from the
EXCEL 2007 SUPPORT FILES.

1 Load Microsoft Excel 2007 or close the current workbook.

2 Click on the OPEN button in the QUICK ACCESS TOOLBAR or in the OFFICE
BUTTON.

3 Access the EXCEL 2007 SUPPORT FILES folder and open the CHAPTER 6
folder.

4 Load the PAYSHEET file. Select YES to the READ-ONLY dialogue box. The
worksheet shows the weekly pay advice information for the manager of the
business.

Saving the Workbook

1  Click on the OFFICE BUTTON and select SAVE AS to display the SAVE AS
dialogue box.

Click on the TOOLS button and select GENERAL OPTIONS.

Turn off READ-ONLY RECOMMENDED and select OK to return to the SAVE
AS dialogue box.

4 Access your STORAGE folder and save the workbook as:
Ché Paysheet

I NOTE: All worksheets are saved when you save the workbook. I
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Learning Microsoft Excel 2007

Naming a Worksheet

When using worksheets it is always a good idea to name each sheet so that
you know what information is contained in that sheet. At the moment the first
worksheet is called SHEET1.

g | CREDITS

DEDUCTIONS

10 | Normal Hours
11 | Normal Rat=
12 |Normal Pay

14 | Overtime Hours
15 | Overtims Rate
16 | Overtime Pay

18 | Gross Pay

0,00
§25.00
51,000.00

6.00

§37.50

522300

S1225.00

Superantiuation 56123
Tax 330623
Medical Benefits 52430

Total Deductions 5392100

.
44k b

. Sheerd Sheet3 £3 .

1 Double click on the SHEET1 label
at the bottom of the screen to
highlight the label.

Ready

g | CREDITS

DEDUCTIONS

10 | Normal Hours
11 | Normal Rat=

12| Normal Pay

14 | Oeertime Hours
15 | Overtims Rate
16 | Overtime Pay

18 |Gross Pay

30.00
$25.00
$1,000.00

6.00
$37.50

522300

$1223.00

Superantiation 56123
Tax 330623
Medical Benafits 52430

Total Deductions 5392100

[ AL Doug

Sheet? . Sheetd . ..~

2 Enter the name:

Doug

and press <enter>.

Ready

6-2
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Using Worksheets 6

Copying Data to a New Worksheet

We can copy the information in Doug’s worksheet to a new worksheet and then
modify it for the second employee.

(D) LR VAT
. —ui Home Insert Page Laybut Formulas Data Hevizw

[ & fmes Mew Rom * A S == = = ( .

P._’l o lrwes Nakenwlie~ [N =¥ 5% (1 Click on the SELECT ALL button

aste i E m=la- A= = === . .
| AR = O S [ | which is the blank rectangle at the
_Ctupnaam “'-_ Fant : :'.'._ Allgriment o .

- = ~ e —— top of the ROW headings. This
- — % 5 B B will cause all of the cells to be
1 DOUG'S USED CARS highlighted.
i WNot a Wreck in Sight
3
&
5 |Employes; Doug OBrisn
8 [Occupation:  ManagerSales Pay Advi
i

NOTE: We could just highlight the table, but SELECT ALL is easier. '
N L S = Ir Ok
:_y Home Insert Page Layout Formtilas Data Revizw

:‘:1 :: Times New Rom * (16~ | A° 4" | | = E”@"l =W - - -

- ﬁqh A == e 2 Click on the COPY icon in the
ke === % —, CLIPBOARD group of the HOME
' Copy [Ct1+0) Joua's Usen cars tab in the RIBBON to copy the

Copy the sefection and put it en D = CeHS.
the Clipboard, USED CARS
WNot a Wreck in Sight
5 |[Employee: Dous O'Brizn
Oczupation: Manager:Sales Pay Advi|

l NOTE: You can also press CTRL+C to copy cells. '
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o b Ay FEEERE ovpaaess (§-m e :'n‘.(s-

Esia - - — == 3 Click on the SHEET? tab at the

7, W TR - & w9 bottom of the screen and the blank
ROMEIS UEED CoRE SHEET?2 will be displayed, then

Mot & Wieck in Sight

iR click on the PASTE icon in the
ety Pt P e e T2 | RIBBON to place the copied data
| _cmwrs . ownows into the blank worksheet.

et - [

{Oreerrmme Homn B3
roni e Plale WiR
ke e e Py 13dd

XETPAY

rees Pyy BN

LB B e L e T ittt ha

ke
-

0w poip | shearz el o TS

[ NOTE:  You can also press CTRL+V to paste cells. '

n:_"i:t [ Jad i Tl Pay et - SRATAEETT e

Hanss Wit g Lavdeat P iy £ ] LT ] Wian ST

B Tl S R ML T R A Canaral

L ; B A FEEFER Moegeacmio- (3 - ek

bt - ada 2. Lt . s
4] + I8 ts

4 Click on a cell to remove the

—— T —— highlight.
A DOUG'S USED CARS

3 Nt & Weeek in Sight

5 —1

4 Fmploves Blony OBt L

E Dcupation:  LlmaeyTals Fas Advice for] 1Thep |

f

O - - S— e DLDCCTIONS

14 [t T Ha [rm—— TS

14 [ Sanmal Fice L T g 34

1 [Hoamua Pay 510005 el Bicnefin FHE

13

T4 Orerme Houn L4 ( A
[fommmn  wn 5 Double click on the SHEET? label
};'_uemp_&- __ st Toigl Dadseiimmy w330 I';il;!ln;a and enter:
1

o)

2 Linda

i then press <enter>.
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