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Auto Size Columns containing Numbers

When inputting numbers, if the number exceeds the width of the column, the column will automatically widen.

Copy/Cut Formulas

Note: When you copy or cut a formula, you must Paste the contents of the cell immediately or Excel will remove the formula from the cell and only place the Value.

List Auto fill

Excel 2001 automatically extends formatting and formulas in lists.

List Manager

List Manager gives you the ability to search, analyze, and sort your data faster and more effectively.  Define a worksheet, or part of a worksheet, as a list by using the List Manager and the List Wizard.  By using Excel data, external data, or a blank list, you can choose the types of data to include in your lsit.  You can also use your own criteria to validate the values entered in the list and create custom error messages to alert you when a criterion has not been met.  You can also create custom formatting or conditional formatting for your list and choose to accept only unique values for a column or define a default value for a column.

Note:  The List Wizard can be found under File, Project Gallery.

Creating a List from Existing Data

1. Highlight the area that will be used as the list.

2. Select View, Toolbars, List to show the List Toolbar

3. On the toolbar select List Wizard.


Adding Columns with Merged Cells

Merging cells takes the contents of one cell and stretches it across multiple cells. This is often used to create titles that stretch across multiple columns. In Excel 97, you had to disable this merged cell feature to add or delete columns underneath the merged cells. This is no longer the case with Excel 2001.

To add a new, blank column in between merged cells:

1. Click the appropriate cell.

2. Choose Insert.

3. A new blank column is added in front of the selected column.

Charting: Display Units

If your chart values consist of large numbers, you can make the axis text shorter and more readable by changing the display unit of the axis. For example, if the chart values range from 1,000,000 to 50,000,000, you can display the numbers as 1 to 50 on the axis and show a label that indicates that the units express millions.
Once the Chart is created:

1. Click the axis which has the units you want to change.

2. Select Properties button.

3. Click the Scale tab.

4. Click the drop down arrow besides Display Units.
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5. Select the appropriate unit.

6. Click OK.

SUPPORT

Information Technology Exchanges will be held to show you how to perform the procedures outlined in this handout, or you may call the CTC at 358-1111 to arrange desk-side support.  For more information, visit the CTC’s Special Events Web Page at the following address: 

http://www.hq.nasa.gov/office/codec/codeci/ctc/events.htm
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