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Where to Find Help When You Need It 

 
Help from your Division/Collegeôs Computer Consultant 
Some divisions and colleges have computer consultants assigned to them.  You can contact these 

consultants when you need help.  To determine if you have a consultant assigned to your division or 

college, look to: http://rohan.sdsu.edu/~facstaff 
 

Help from the BATS Web Page  
BATS (Baseline Access, Training and Support) is a California State University initiative to provide all 

students, faculty, and staff with "baseline" access to information resources via networks, training in the 

uses of baseline hardware and software systems, and ongoing professional and technical support for 

utilization of computer resources at San Diego State University.  You can access the BATS Web Page 

by pointing your browser to: http:// its.sdsu.edu/~bats/ 
 

Help in the San Diego State University, Faculty Room 
The Faculty Room is staffed Monday through Friday with computing consultants who will try to answer 

your questions.   

Location:    Adams Humanities, 1109 

Phone Number:   x45727 

Semester Hours:   7:30am ï 6:00pm Monday -Thursday 

7:30am ï 4:30pm Friday 

Semester Intersession:  7:30am ï 4:30pm Monday ï Friday 

 
Help from the Faculty Computing Help Line 
Phone Number: x41348  E-mail: helpline@mail.sdsu.edu 

Semester Hours:   7:30am ï 6:00pm Monday ï Thursday 

7:30am ï 4:30pm Friday 

Semester Intersession:  7:30am ï 4:30pm Monday ï Friday 

 

Help from the Staff Computing Help Line 
Phone Number: x40824  E-mail: staffhelp@sdsu.edu 

Semester Hours:   7:30am ï 6:00pm Monday ï Thursday 

7:30am ï 4:30pm Friday 

Semester Intersession:  7:30am ï 4:30pm Monday ï Friday 

 

http://rohan.sdsu.edu/~facstaff
http://its.sdsu.edu/~bats/
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CUSTOMIZING EXCEL  One of the strengths of Excel is the ability for each individual user to 

customize the application so that it works the way the user wants it to 

work. 

 

To customize Excelôs settings, click on the Microsoft Office button  

and then click on Excel Options. 

 

The options are separated into various categories.  Browse each 

category and review the options available to you. 

 

As you browse through the various categories you can click on the 

question mark (?) in the upper right corner of the Excel Options 

window to see a description of each of the options. 

 

 

CUSTOMIZING  THE 

QUICK ACCESS 

TOOLBAR  

You cannot customize the Ribbon in Excel 2007.  However, you can 

customize the Quick Access Toolbar. 

 

To customize the toolbar, click on the drop down arrow  on the right of 

the toolbar and select one of the available options.  If you add multiple 

commands to this toolbar, it might be easier to see if you anchor it 

below the Ribbon. 

 

To anchor the toolbar below the Ribbon, click on the drop down arrow  

on the right of the toolbar and select Show Below the Ribbon. 

 

If you need to see more of your screen you can minimize the Ribbon.  

To do this, click on the drop down arrow  on the right of the toolbar 

and select Minimize the Ribbon. 

 

 

SUBTOTALS 

 

 

Excel can automatically create subtotals in your worksheet.   

 

Before you add subtotals you will need to sort the data range by the 

field that you want to create subtotals for. 

 

1. Once sorted, click on the Data tab and then click on the Subtotal 

button in the Outline group.  The Subtotal window will open. 

 

2. In the ñAt each change in:ò window, select the field that contains 

the data group for which you want subtotals. 

 

3. In the Use Function window select the function to be used to obtain 

the subtotals. 

 



Microsoft Excel 2007 ï Intermediate II  

 

 

Microsoft Excel 2007 ï Intermediate II 2 

4. In the Add subtotal to:  window choose the field(s) for which you 

want subtotals. 

 

5. Click OK . 

 

Excel will add subtotals to your data and it will automatically create 

outline bars for you to use to view your data. 

 

 

OUTLINING  

 

 

 

 

 

 

 

 

 
 

Create a Custom 

Outline Level 

 

 

 

 

 

 
Using Outlines 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

With larger worksheets, it is sometimes hard to get the big picture 

represented by the data.  Sometimes you want to hide some of the data 

and only see totals. 

 

With Excel, you can create different outline levels in your worksheet.  

This way you can hide or reveal the data as needed. 

 

You can create your own custom outline levels or you can have Excel 

automatically create outline levels if your data has either subtotals or 

formulas totaling the data. 

 

To create a custom outline level: 

 

1. Select the rows or columns for which you want to create an outline. 

 

2. Click on the Data tab and then click on the Group button in the 

Outline group.  Click on Group. 

 

Once an outline is created, you can click on the Show/Hide Detail 

buttons (the plus and minus buttons) to display or hide the contents of 

the outlined region. 
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Create an Automatic 

Outline Level 

 

 

 

 

 

 

 

 

 

 

Removing an Outline 

Level 

 

 

To create an automatic outline level: 

 

1. Select a cell in the data range for which you want to create an 

outline. 

 

2. Click on the Data tab and then click on the Group button in the 

Outline group.  Click on Auto Outline. 

 

Once an outline is created, you can click on the Show/Hide Detail 

buttons (the plus and minus buttons) to display or hide the contents of 

the outlined region. 

 

To remove an outline level: 

 

1. Select a cell in the outlined data. 

 

2. Click on the Data tab and then click on the Ungroup button in the 

Outline group.  Click on Ungroup. 

 

3. At the Ungroup window, choose either rows or columns to be 

ungrouped.  Click on OK.  

 

The outline is automatically deleted. 

 

 

AUDITING  

 

 

 

 
Tracing Precedents 

 

 

 

 

 

 

 

 

 

 

 

 

Excel offers an easy way to check your worksheets to ensure that your 

formulas are created correctly.  With Excel, you can display tracer lines 

to find precedents (cells that are referred to by a formula), dependents 

(cells that contain formulas that refer to other cells), and errors in any 

cell. 

 

To determine which cells are used in the calculation of a value in 

another cell, select the cell with the calculated value. 

 

Click on the Formulas tab and select 

Trace Precedents in the Formula 

Auditing group. 

 

Excel will graphically show you 

which cells are used in the calculation 

of the value in the selected cell.  Click 

the button repeatedly, and Excel will take you deeper into the precedent 

relationship.  
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Tracing Dependents 

 

 

 

 

 

 

 

 

 

 
Removing 

Precedent/Dependent 

Arrows 

 

 

 

 
 

 

Tracing Errors  

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

To determine which cells depend on the value in a specific cell, select 

the specific cell. 

 

Click on the Formulas tab and select Trace Dependents in the Formula 

Auditing group. 

 

Excel will graphically show you which 

cells rely on the value in the selected 

cell.  Click the button repeatedly, and 

Excel will take you deeper into the 

dependent relationship. 

 

 

You can remove all the arrows by clicking on the Formulas tab and 

then clicking on the Remove Arrows button in the Formula Auditing 

group. 

 

If you want to remove arrows one level at a time click on the Formulas 

tab and then click on the drop down arrow to the right of the Remove 

Arrows button.  Choose either Remove Precedent Arrows or Remove 

Dependent Arrows. 

 
When cells return an error result, such 

as #VALUE!, select the cell with that 

result and click on the Formulas tab, 

then click on the arrow to the right of the 

Error Checking button and choose 

Trace Error . 

 

The normal trace arrows are drawn which enables you to track down the 

source of the error message. 

 

When you see the following symbol, this means that the trace extends to 

another worksheet or workbook.  When you double click on the symbol 

you will be told which workbook or worksheet has cells involved in the 

trace. 
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Error Checking  

 

Another way to check for errors is to use the Error Checking tool. 

 

Click on the Formulas tab and then click on the Error Checking  

button in the Formula Auditing group.  Once the Error Checking button 

is clicked the Error Checking window will open indicating where the 

error is and you will be given some information about the error. 

 

 

 

 

 

 

 

 

 

 

VALIDATING USER 

INPUT 

 

 
Setting Validation Rules 

 
 

The Settings Tab 

 

 

 

 

 

 
 

 

 

 

 

 

 

 
 

If you create worksheets that others will use to enter data, you can define 

rules for the data that is to be entered.  If invalid data is entered, you can 

have automatic pop-up reminders and messages display. 

 

 

To set rules, you must first access the Data Validation dialog box. You 

do this by selecting the cells in the worksheet that are going to be subject 

to the rules.  Once the cells are selected, click on the Data tab and then 

click on the Data Validation button in the Data Tools group. 

 

The Data Validation window will open with three tabs. 

 

 

In the Settings tab, you set the actual rule for the selected cells.  You first 

choose a type of data that can be entered in the Allow text box, and then 

you complete the remaining fields on the Settings tab to set the rules for 

that data type. 

 

A variety of types of data can be selected, as seen below: 

 

 
 

The remaining fields change based on the data type you choose in the 

Allow text box. 

 

 


