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The New Perspectives Series consists
of texts and technology that teach computer
concepts and microcomputer applications
(listed below). You can order these New
Perspectives texts in many different lengths,
software releases, custom-bound combina-
tions, CourseKits™ and Custom Editions®.
Contact your Course Technology sales repre-
sentative or customer service representative
for the most up-to-date details.
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DOS

HTML
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Microsofte Windowse 95
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Microsofte Windows NTe Workstation 4.0
Microsofte Word

Microsofte Works

Netscape Navigator™
Netscape Navigator™ Gold
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At Course Technology we have one foot in education and the other in
technology. We believe that technology is transforming the way people teach and
learn, and we are excited about providing instructors and students with materials
that use technology to teach about technology.

Our development process is unparalleled in the higher education publishing industry.
Every product we create goes through an exacting process of design, development,
review, and testing.

Reviewers give us direction and insight that shape our manuscripts and bring them
up to the latest standards. Every manuscript is quality tested. Students whose back-
grounds match the intended audience work through every keystroke, carefully
checking for clarity and pointing out errors in logic and sequence. Together with
our own technical reviewers, these testers help us ensure that everything that carries
our name is error-free and easy to use.

We show both how and why technology is critical to solving problems in college
and in whatever field you choose to teach or pursue. Our time-tested, step-by-step
instructions provide unparalleled clarity. Examples and applications are chosen and
crafted to motivate students.

As the New Perspectives Series team at Course Technology, our goal is to produce
the most timely, accurate, creative, and technologically sound product in the entire
college publishing industry. We strive for consistent high quality. This takes a lot of
communication, coordination, and hard work. But we love what we do. We are
determined to be the best. Write to us and let us know what you think. You can
also e-mail us at NewPerspectives@course.com.
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What is the New Perspectives Series?

Course Technology’s New Perspectives Series is an integrated system of instruction that combines
text and technology products to teach computer concepts and microcomputer applications. Users
consistently praise this series for innovative pedagogy, creativity, supportive and engaging style,
accuracy, and use of interactive technology. The first New Perspectives text was published in
January of 1993. Since then, the series has grown to more than 100 titles and has become the best-
selling series on computer concepts and microcomputer applications. Others have imitated the
New Perspectives features, design, and technologies, but none have replicated its quality and its
ability to consistently anticipate and meet the needs of instructors and students.

What is the Integrated System of Instruction?

New Perspectives textbooks are part of a truly Integrated System of Instruction: text, graphics,
video, sound, animation, and simulations that are linked and that provide a flexible, unified, and
interactive system to help you teach and help your students learn. Specifically, the New Perspectives
Integrated System of Instruction includes a Course Technology textbook in addition to some or all
of the following items: Course Labs, Course Test Manager, Online Companions, and Course
Presenter. These components—shown in the graphic on the back cover of this book—have been
developed to work together to provide a complete, integrative teaching and learning experience.

How is the New Perspectives Series different from other microcomputer concepts
and applications series?

The New Perspectives Series distinguishes itself from other series in at least four substantial
ways: sound instructional design, consistent quality, innovative technology, and proven
pedagogy. The applications texts in this series consist of two or more tutorials, which are
based on sound instructional design. Each tutorial is motivated by a realistic case that is
meaningful to students. Rather than learn a laundry list of features, students learn the features
in the context of solving a problem. This process motivates all concepts and skills by demon-
strating to students why they would want to know them.

Instructors and students have come to rely on the high quality of the New Perspectives Series
and to consistently praise its accuracy. This accuracy is a result of Course Technology’s unique
multi-step quality assurance process that incorporates student testing at at least two stages of
development, using hardware and software configurations appropriate to the product. All
solutions, test questions, and other supplements are tested using similar procedures. Instructors
who adopt this series report that students can work through the tutorials independently with
minimum intervention or “damage control” by instructors or staff. This consistent quality has
meant that if instructors are pleased with one product from the series, they can rely on the same
quality with any other New Perspectives product.

The New Perspectives Series also distinguishes itself by its innovative technology. This series
innovated Course Labs, truly interactive learning applications. These have set the standard for
interactive learning.

How do | know that the New Perspectives Series will work?

Some instructors who use this series report a significant difference between how much their
students learn and retain with this series as compared to other series. With other series,
instructors often find that students can work through the book and do well on homework and
tests, but still not demonstrate competency when asked to perform particular tasks outside the
context of the text’s sample case or project. With the New Perspectives Series, however,



' . NEW PERSPECTIVES SERIES PREFACE VII

instructors report that students have a complete, integrative learning experience that stays
with them. They credit this high retention and competency to the fact that this series incorpo-
rates critical thinking and problem-solving with computer skills mastery.

How does this book I’'m holding fit into the New Perspectives Series?
New Perspectives applications books are available in the following categories:

Brief books are typically about 150 pages long, contain two to four tutorials, and are intended
to teach the basics of an application.

Introductory books are typically about 300 pages long and consist of four to seven tutorials that
go beyond the basics. These books often build out of the Brief editions by providing two or three
additional tutorials.

Comprehensive books are typically about 600 pages long and consist of all of the tutorials in the
Introductory books, plus four or five more tutorials covering higher-level topics.
Comprehensive books also include two Windows tutorials and three or four Additional Cases.
The book you are holding is a Comprehensive book.

Advanced books cover topics similar to those in the Comprehensive books, but go into more
depth. Advanced books present the most high-level coverage in the series.

Custom Books The New Perspectives Series offers you two ways to customize a New
Perspectives text to fit your course exactly: CourseKits", two or more texts packaged together in
a box, and Custom Editions®, your choice of books bound together. Custom Editions offer you
unparalleled flexibility in designing your concepts and applications courses. You can build your
own book by ordering a combination of titles bound together to cover only the topics you
want. Your students save because they buy only the materials they need. There is no minimum
order, and books are spiral bound. Both CourseKits and Custom Editions offer significant price
discounts. Contact your Course Technology sales representative for more information.

New Perspectives Series Microcomputer Applications

[l Brief Titles [l Introductory [ Intermediate [l Advanced [] other
or Modules Titles Tutorials Titles Modules
or Modules or Modules

Brief Introductory Comprehensive Advanced Custom Editions

2 1o 4 tutorials 6 or 7 tutorials, or Introductory + 4 or 5 Quick Review of basics + Choose from any of the above
Brief + 2 or 3 more more tutorials. Includes indepth, high-level to build your own Custom
tutorials Brief Windows tutorials and coverage Editions® or Coursekits™

Additional Cases
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In what kind of course could | use this book?
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This book can be used in any course in which you want students to learn all the most
important topics of Microsoft Excel 97, including creating, editing, and formatting spread-
sheets, charts, lists, and integrating Excel with other applications; working with multiple
worksheets, one- and two-variable input tables, and Solver; importing data, and creating
applications using Visual Basic. It is particularly recommended for a full-semester course on
Microsoft Excel 97. This book assumes that students have learned basic Windows 95 navi-
gation and file management skills from Course Technology’s New Perspectives on Microsoft
Windows 95—Brief or an equivalent book.

This book has been approved by Microsoft as courseware for the Microsoft Office User
Specialist program. After completing the tutorials and exercises in this book, you will be
prepared to take the Expert level MSOUS Exam for Microsoft Excel 97. By passing the
certification exam for a Microsoft software program you demonstrate your proficiency in
that program to employers. MSOUS exams are offered at participating test centers,
participating corporations, and participating employment agencies. For more information
about certification, please visit the MSOUS program World Wide Web site at
http://www.microsoft.com/office/train_cert/.

Windows 98 Preview: Following the Brief Windows 95 tutorials, we have added a brief
explanation of what to expect with Windows 98. This introductory tour explains some of the
new features of the operating system, by comparing them to the Windows 95 system. Students
are encouraged to look critically at these new features in order to decide whether to upgrade
their systems.

Two New Appendices: Following the Additional Cases, we added two additional
appendices in the New Perspectives tutorial style in order to allow users of the book to sit
for the Microsoft Office User Specialist Expert Exam. More information on the MSOUS
program is found in the paragraph above.

How do the Windows 95 editions differ from the Windows 3.1 editions?

SESSION

Sessions We’ve divided the tutorials into sessions. Each session is designed to be completed in
about 45 minutes to an hour (depending, of course, upon student needs and the speed of your
lab equipment). With sessions, learning is broken up into more easily assimilated portions. You
can more accurately allocate time in your syllabus, and students can better manage the avail-
able lab time. Each session begins with a “session box,” which quickly describes the skills stu-
dents will learn in the session. Furthermore, each session is numbered, which makes it easier for
you and your students to navigate and communicate about the tutorial. Look on page E 4.21
for the session box that opens Session 4.2.

Quick Checks Each session concludes with meaningful, conceptual Quick Check ques-
tions that test students’ understanding of what they learned in the session. Answers to the
Quick Check questions in this book are provided on pages E 4.38 through E 4.40, E 7.51
through E 7.52, and E 12.53 through E 12.58.

New Design We have retained the best of the old design to help students differentiate
between what they are to do and what they are to read. The steps are clearly identified by
their shaded background and numbered steps. Furthermore, this new design presents steps

and screen shots in a larger, easier to read format. Some good examples of our new design
are pages E 3.19 and E 10.24.



What features are retained in the Windows 95 editions of the New Perspectives

Series?

TROUBLE?

“Read This Before You Begin” Page This page is consistent with Course
Technology’s unequaled commitment to helping instructors introduce technology into
the classroom. Technical considerations and assumptions about software are listed to
help instructors save time and eliminate unnecessary aggravation. See pages E 1.2,

E 5.2, and E 8.2 for the “Read This Before You Begin” pages in this book.

Tutorial Case Each tutorial begins with a problem presented in a case that is
meaningful to students. The problem turns the task of learning how to use an
application into a problem-solving process. The problems increase in complexity
with each tutorial. These cases touch on multicultural, international, and ethical
issues—so important to today’s business curriculum. See page E 1.3 for the case
that begins Tutorial 1.

Step-by-Step Methodology This unique Course Technology methodology keeps
students on track. They enter data, click buttons, or press keys always within the
context of solving the problem posed in the tutorial case. The text constantly guides
students, letting them know where they are in the course of solving the problem. In
addition, the numerous screen shots include labels that direct students’ attention to
what they should look at on the screen. On almost every page in this book, you can
find an example of how steps, screen shots, and labels work together.

TROUBLE? Paragraphs These paragraphs anticipate the mistakes or problems
that students are likely to have and help them recover and continue with the tutorial.
By putting these paragraphs in the book, rather than in the Instructor’s Manual, we
facilitate independent learning and free the instructor to focus on substantive
conceptual issues rather than on common procedural errors. Some representative
examples of TROUBLE? paragraphs appear on page E 2.34.

Reference Windows Reference Windows appear throughout the text. They are
succinct summaries of the most important tasks covered in the tutorials. Reference
Windows are specially designed and written so students can refer to them when
doing the Tutorial Assignments and Case Problems, and after completing the
course. Page E 2.11 contains the Reference Window for Copying Cell Contents
with the Fill Handle.

Task Reference The Task Reference contains a summary of how to perform com-
mon tasks using the most efficient method, as well as references to pages where the task
is discussed in more detail. It appears as a table at the end of the book.

Tutorial Assignments, Case Problems, and Lab Assignments Each tutorial
concludes with Tutorial Assignments, which provide students with additional hands-on
practice of the skills they learned in the tutorial. See page E 4.34 for examples of
Tutorial Assignments. The Tutorial Assignments are followed by four Case Problems
that have approximately the same scope as the tutorial case. In the Windows 95
applications texts, the last Case Problem of each tutorial typically requires students to
solve the problem independently, either “from scratch” or with minimum guidance. See
page E 10.29 for examples of Case Problems. Finally, if a Course Lab accompanies a
tutorial, Lab Assignments are included after the Case Problems. See page E 1.35 for
examples of Lab Assignments.
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Exploration Exercises The Windows environment allows students to learn by
exploring and discovering what they can do. Exploration Exercises can be Tutorial
Assignments or Case Problems that challenge students, encourage them to explore the
capabilities of the program they are using, and extend their knowledge using the Help
facility and other reference materials. Page E 3.39 contains Exploration Exercises for
Tutorial 3.

What supplements are available with this textbook?

Course Labs: Now, Concepts Come to Life Computer skills and concepts come
to life with the New Perspectives Course Labs—highly-interactive tutorials that com-
bine illustrations, animations, digital images, and simulations. The Labs guide students
step-by-step, present them with Quick Check questions, let them explore on their own,
test their comprehension, and provide printed feedback. Lab icons at the beginning of
the tutorial and in the tutorial margins indicate when a topic has a corresponding Lab.
Lab Assignments are included at the end of each relevant tutorial. The Labs available
with this book and the tutorials in which they appear are:

TUTORIAL 1 TUTORIAL 1 TUTORIAL 2
WINDOWS 95 WINDOWS 95 WINDOWS 95

Using a
Keyboard

Using a
Mouse

Using Files

TUTORIAL 1 TUTORIAL 11
EXCEL 97 EXCEL 97

Spreadsheets Databases

Course Test Manager: Testing and Practice at the Computer or on Paper
Course Test Manager is cutting-edge, Windows-based testing software that helps
instructors design and administer practice tests and actual examinations. This
full-featured program allows students to randomly generate practice tests that provide
immediate on-screen feedback and detailed study guides. Instructors can also use
Course Test Manager to produce printed tests. Course Test Manager can automatically
grade the tests students take at the computer and can generate statistical information
on individual as well as group performance.

Course Presenter: This lecture presentation tool allows instructors to create elec-

tronic slide shows or traditional overhead transparencies using the figure files from

the book. Instructors can customize, edit, save, and display the figures from the text
in order to illustrate key topics or concepts in class.



Online Companions: Dedicated to Keeping You and Your Students
Up-To-Date When you use a New Perspectives product, you can access Course
Technology’s faculty sites and student sites on the World Wide Web. You can browse the
password-protected Faculty Online Companions to obtain online Instructor’s Manuals,
Solution Files, Student Files, and more. Please see your Instructor’s Manual or call your
Course Technology customer service representative for more information. Student and
Faculty Online Companions are accessible by clicking the appropriate links on the Course
Technology home page at http://www.course.com.

Student Files Student Files contain all of the data that students will use to complete the
tutorials, Tutorial Assignments, Case Problems, and Additional Cases. A Readme file
includes technical tips for lab management. See the inside covers of this book and the
“Read This Before You Begin” pages for more information on Student Files.

Instructor’s Manual New Perspectives Series Instructor’s Manuals contain instructor’s
notes and printed solutions for each tutorial. Instructor’s notes provide tutorial
overviews and outlines, technical notes, lecture notes, and extra Case Problems. Printed
solutions include solutions to Tutorial Assignments, Case Problems, Additional Cases,
and Lab Assignments.

Solution Files Solution Files contain every file students are asked to create or modify
in the tutorials, Tutorial Assignments, Case Problems, and Additional Cases.

The following supplements are included in the Instructor’s Resource Kit that accompanies this
textbook:

m Instructor’s Manual

m Solution Files

m Student Files

m The following Course Labs: Using a Keyboard, Using a Mouse, Using Files,

Spreadsheets, Databases

® Course Test Manager Release 1.1 Test Bank

m Course Test Manager Release 1.1 Engine

m Course Presenter

Some of the supplements listed above are also available over the World Wide Web
through Course Technology’s password-protected Faculty Online Companions. Please
see your Instructor’s Manual or call your Course Technology customer

service representative for more information.

Acknowledgments

We would like to thank the many people whose invaluable contributions made this book
possible. Our reviewers Calleen Coorough, Skafit Valley College, Nancy Alderice, Murray
State University, Jean Smelewicz, Quinsigamond Community College, William O. Hogbin,
Northern Virginia Community College, Stephanie Bryant, James Madison University, and
Mary Beth Cote, Goldey Beacom College; at Course Technology, we would like to thank
Mac Mendelsohn, Associate Publisher; Susan Solomon, Series Consulting Editor; Mark
Reimold, Acquisitions Editor; Donna Gridley, Product Manager; Quality Assurance Project
Leader Greg Bigelow; quality assurance manuscript reviewers Brian McCooey and John
McCarthy, developmental editors Kim Crowley and Barbara Clemens; production editor
Seth Andrews and copy editor Jane Pedicini; our appreciation also to Gex, Inc.

June Jamrich Parsons
Dan Oja

Roy Ageloff

Patrick Carey



= Contents
© Microsoft Windows 95 Brief Tutorlals 0 © 0 wmess

tutoriaL 1 Exploring the Basics WIN95.3

tutoriaL 2 Working with Files WIN95.29

TUTORIAL A Brief Comparison of the Windows 95
and Windows 98 Operating Systems

tutoriaL 1 Using Worksheets to Make Business Decisions g1

tutoriaL 2 Creating a Worksheet E21

tutoriAaL 3 Developing a Professional-Looking Worksheet — esa

tutoriaL 4 Creating Charts E4a

tutoriaL 5 Working with Excel Lists E5.3

tutoriaL 6 Integrating Excel with Other Windows Programs
and the World Wide Web E61

tutoriaL 7 Developing an Excel Application E74



CONTENTS X1

tutoriaL 8 Working with Multiple Worksheets

and Workbooks E83
tutoriaL 9 Data Tables and Scenario Management E9a
tutoriaL 1o Using Solver for Complex Problems E10.1
tutoriaL 11 Importing Data into Excel E111
tutoriaL 12 Enhancing Excel with Visual Basic E121
Answers to Quick Check Questions E12.53
Additional Cases EAC11
arppenDIXx 1 Using Data Maps EAL3

appeNDIXx 2 Auditing, Custom Formatting, and Sharing
Workbooks EA21

Task References

Index E INDEX 1



e ot GONtENtS

Preface vi Selecting Commands from a Menu WIN9S5.17

Using Toolbars WIN95.19

Using List Boxes and Scroll Bars WIN95.19

Using Tab Controls, Radio Buttons,

and Check Boxes WIN95.20
Read This Before You Begin WIN95.2 Using Help WIN95.21
Quick Check WIN95.25
TUTORIAL 1
h - End Note WIN95.26
Exploring the Basics
Tutorial Assignments WIN95.26
MR e . Lab Assignments WIN95.28
Using a Mouse WIN9S5.28
Using the Tutorials Effectively WINS5.4 .
Using a Keyboard WIN95.28
TUTORIAL 2
Starting Windows 95 WIN95.5 Working with Files
The Windows 95 Desktop WIN9S.5 Your First Day in the Lab—Continued WINS5.29
Using the Mouse WIN95.6
s T e
Clicking WINI9S.8
Starting and Closing a Program WIN95.8 Formatting a Disk WIN95.30
Running More than One Program at Working with Text WIN95.32
the Same Time WIN95.10 The Insertion Point versus the Pointer WIN9S5.33
Switching Between Programs WIN9S5.12 Selecting Text WIN95.34
Closing WordPad and Paint WIN95.12 Inserting a Character WIN9S5.35
Shutting Down Windows 95 WIN95.12 Saving a File WIN9S5.35
Quick Check WIN95.13 Opening a File WIN95.37
Printing a File WIN95.39

Manipulating a Window WIN9S5.15

Minimizing a Window WIN9S5.15 Creating Your Student Disk WIN95.41
Redisplaying a Window WIN9S.16 My Computer WIN95.42
Restoring a Window WINSS.16 Folders and Directories WIN95.45
Moving a Window WIN9S5.16 Moving and Copying a File WIN95.47
Changing the Size of a Window WIN95.17 Deleting a File WIN95.48
Maximizing a Window WIN9S5.17 Renaming a File WIN95.49

Using Program Menus WINS5.17



ES CONTENTS XV

oo o i

Quick Check WIN95.52
End Note WINSB.EZ What Is Excel? E1.5
i i WIN95.52
Tutorial Assignments Starting Excel EL5
Lab Assi ts
SN The Excel Window E1.7
Toolbars E1.7
Formula Bar E 1.8
Worksheet Window E1.8
A Brief Comparison of the Windows 95 Pointer E1.8
and Windows 98 Operating Systems :
Sheet Tabs E1.8
The Windows 98 Desktop 3 Moving Around a Worksheet E1.8
Underlined Icon Names 4 Using the Mouse Bl
. Using the Keyboard E 1.8
The Quick Launch Toolbar 5
Navigating in a Workbook E1.11
The Start Menu 6
Opening a Workbook E1.11
Mouse Operation 6
Layout of the Inwood Workbook E1.13
Active Desktop 7
Quick Check E1.14
Using a Web Page as Background Wallpaper 7
Web View in Explorer Windows 10 — - - - - - - -
Web View Toolbars 10 Text, Values, Formulas, and Functions E1.14
Using Windows Explorer to Browse the Web 11 Text E1.14
Additional Windows 98 Features 11 Values E1.16
Tutorial Assignments 13 Formiikis E1.16
Functions E1.18
Saving the Workbook E1.21
Changing Values and Observing Results E 1.22
Read This Before You Begin E1.2 Comocting Mistakos E1.24
Getting Help E 1.25
TUTORIAL 1 Clearing Cell Contents E1.28
Using Worksheets to Make Printing the Worksheet E1.29
Business Decisions Closing the Workbook E1.31
Evaluating Sites for an Inwood Design Exiting Excel E 1.32
Group Golf Course E13
Quick Check E 1.32
Tutorial Assignments E 1.32

Using the Tutorials Effectively E1.4



XVvi CONTENTS

Case Problems E 1.33
Lab Assignments E1.35

TUTORIAL 2
Creating a Worksheet

Producing a Sales Comparison Report for MSIE 2.1

O -

Developing Worksheets E22
Planning the Worksheet E22
Building the Worksheet E23
Entering Labels E2.4
Entering Data E2.6
Using the AutoSum Button E2.8
Entering Formulas E 2.9
Copying a Formula Using the Fill Handle E 2.10

Copying a Formula Using Relative References E 2.12

Copying a Formula Using an Absolute
Reference E 212

Absolute Versus Relative References E 2.14

Copying Cell Contents Using the Copy

and Paste Method E 2.15
Renaming the Worksheet E 2.16
Saving the New Workbook E 2.16
Quick Check E 2.17

-
m\ ; E 2‘“
..,

Excel Functions E 2.18
AVERAGE Function E2.19
MAX Function E 2.21
MIN Function E2.21
Building Formulas by Pointing E 2.21
Testing the Worksheet E 2.22
Spell Checking the Worksheet E 2.23

Improving the Worksheet Layout E 2.23

Changing Column Width E2.23
Inserting a Row into a Worksheet E2.25
Using the Undo Button E 2.26
Moving a Range Using the Mouse E 227
Using AutoFormat E2.29
Previewing the Worksheet Using
Print Preview E 2.30
Centering the Printout E 2.32
Adding Headers and Footers E 2.33
Documenting the Workbook E 2.35
Displaying and Printing Worksheet Formulas  E 2.36
Quick Check E 2.38
Tutorial Assignments E 2.38
Case Problems E 2.40

TUTORIAL 3

Developing a Professional-Looking

Worksheet

Producing a Projected Sales Report

for the Pronto Salsa Company E3.1
Opening the Workbook E 3.2
Formatting Worksheet Data E 3.4
Changing the Appearance of Numbers E 3.6
Currency Formats E 3.6
The Format Painter Button E 3.8
Number Symbol (###) Replacement E 3.9
Number Formats E 3.10
Percentage Format E 3.11
Aligning Cell Contents E 3.12
Wrapping Text in a Cell E 3.13
Centering Text Across Columns E 3.14
Indenting Text Within a Cell E 3.15
Changing the Font, Font Style, and Font Size E 3.16
Quick Check E 3.19



