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EXCEL 2016 CHAPTER-1- GETTING STARTED WITH EXCEL
Introduction

Excel is a spreadsheet program that allows you to store, organize, and analyze information. While you may believe
Excel is only used by certain people to process complicated data, anyone can learn how to take advantage of the
program's powerful features. Whether you're keeping a budget, organizing a training log, or creating an invoice, Excel
makes it easy to work with different types of data.

Getting to know Excel

If you've previously used Excel 2010 or Excel 2013, then Excel 2016 should feel familiar. If you are new to Excel or have
more experience with older versions, you should first take some time to become familiar with the Excel interface.

The Excel interface

When you open Excel 2016 for the first time, the Excel Start Screen will appear. From here, you'll be able to create
a new workbook, choose a template, and access your recently edited workbooks.

1. From the Excel Start Screen, locate and select Blank workbook to access the Excel interface.
«| 2. Click the buttons in the interactive below to
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Working with the Excel environment

The Ribbon and Quick Access Toolbar are where you will find the commands to perform common tasks in Excel.
The Backstage view gives you various options for saving, opening a file, printing, and sharing your document.

The Ribbon

Excel 2016 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple tabs, each with
several groups of commands.
You will use these tabs to
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Show Tabs: This option hides all command groups when they're not in use, but tabs will remain visible. To show the
Ribbon, simply click a tab.
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The Quick Access Toolbar

Located just above the Ribbon, the Quick Access Toolbar lets you access common commands no matter which tab is
selected. By default, it includes the Save, Undo, and Repeat commands. You can add other commands depending on
your preference.
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2. The command will be added to the

Quick Access Toolbar. New (Ctrl+N)
) X, Calibri Create a document. al -
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How to use Tell me:

1. The Tell me box works like a search bar to help you quickly find tools or commands you want to use.
2.  Type in your own words what you want to do.
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Worksheet views
Excel 2016 has a variety of viewing % % %
options that change how your workbook lid More Column Charts...

is displayed. These views can be useful for various tasks, especially if you're planning to print the spreadsheet.
To change worksheet views, locate the commands in the bottom-right corner of the Excel window and select Normal
view, Page Layout view, or Page Break view.
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Page Break view allows you to change the location of page breaks, which is especially helpful when printing a lot of data
from Excel.
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Backstage view

Backstage view gives you various options for saving, opening a
file, printing, and sharing your workbooks.

To access Backstage view:

1. Click the File tab on the Ribbon. Backstage view will
appear.
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2. Click the buttons in the interactive below to learn more about using Backstage view.
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CHAPTER-2- UNDERSTANDING ONEDRIVE

Introduction

Many of the features in Office are geared toward saving and sharing files online. OneDrive is Microsoft’s online storage
space you can use to save, edit, and share your documents and other files. You can access OneDrive from your computer,
smartphone, or any of the devices you use.

To get started with OneDrive, all you need to do is set up a free Microsoft account, if you don't already have one.

If you don't already have a Microsoft account, you can go to the Creating a Microsoft Account lesson in our Microsoft
Account tutorial.

Once you have a Microsoft account, you'll be able to sign in to Office. Just click Sign in the upper-right corner of the Excel
window.

m- 2T L2

. Sort & Find &
Filter - Select -
Editing -~

Benefits of using OneDrive
Once you're signed in to your Microsoft account, here are a few of the things you'll be able to do with OneDrive:

Access your files anywhere: When you save your files to OneDrive, you'll be able to access them from any computer,
tablet, or smartphone that has an Internet connection. You'll also be able to create new documents from OneDrive.

Back up your files: Saving files to OneDrive gives them an extra layer of protection. Even if something happens to your
computer, OneDrive will keep your files safe and accessible.

Share files: It's easy to share your OneDrive files with friends and coworkers. You can choose whether they can edit or
simply read files. This option is great for collaboration because multiple people can edit a document at the same time
(this is also known as co-authoring).

Saving and opening files

When you're signed in to your Microsoft account, OneDrive will appear as an option whenever you save or open a file. You
still have the option of saving files to your computer. However, saving files to your OneDrive allows you to access them
from any other computer, and it also allows you to share files with friends and coworkers.

For example, when you click Save As, you can select either OneDrive or This PC as the save location.

Save As

N OneDrive - Personal Older

lakestone.omason@gmail.com
Documents

Olenna Mason's OneDrive » Dacuments

[T Thispc

== Add a Place

OneDrive - Personal
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CHAPTER-3- CREATING AND OPENING WORKBOOKS
Introduction

Excel files are called workbooks. Whenever you start a new project in Excel, you'll need to create a new workbook.
There are several ways to start working with a workbook in Excel. You can choose to create a new workbook—either
with a blank workbook or a predesigned template—or open an existing workbook.

About OneDrive

Bookl - Excel

©

Whenever you're opening or saving
a workbook, you'll have the option

Open

f N : H Mew
of using your OneDrive, which is N OneDrive - Personal
the online file storage service Open ©,
included with your Microsoft Save )
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o Public
e 1 ThispC
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Publish = Addgarpiace @ Utilites Budgetxlsx
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To create a new blank workbook:

1.Select the File tab. Backstage view will appear.
2.Select New, then click Blank workbook.

Eookl - Excel
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- Open Search for online templates
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Publish
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Close
To open an existing workbook:

In addition to creating new workbooks, you'll often need to open a workbook that was previously saved.

1.Navigate to Backstage view, then click Open.

2.Select Computer, then click Browse. Alternatively, you can choose OneDrive to open files
stored on your OneDrive.

3.The Open dialog box will appear. Locate and select

Open your workbook, then click Open.
@ Recent 39 Open X
« “ A4 s ThisPC » Documents » Javy's Documents v © | Searchlavy's Documents r
& OneDrive - Personal Organize = New folder BB~ M @
javier floresB38@gmail.com
" )
Microsoft Excel ¥ family budget
é’? Other Web Locations R ' |heme loan comparison
& OneDiive @ travel expenses
] f [ This PC
EI;l This PC =
I Deskiop
ok AddaPlace Documents
¥ Downloads
Browse B Movies
[ D Music
[&] Pictures
i, Local Disk (C)

v

File name: | home loan comparison | Al Excel Files ~

Tools - Cancel
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Open

4.If you've opened the desired workbook

recently, you can browse your Recent (L) Recent Today
Workbooks rather than search for the file. | o oS ente o Documents [
Gy GrEIniE - el home loan comparison
javierflores838@gmail.com @ \\psf » Home » Documents = Javy's Documents.
ey ) @ family budget
G=[§ Other Web Locations \\psf » Home » Docurments » Javy's Documents
EI‘ZI This PC Last Week
- Cookie Sales
“\psf » Home » Documents » Excel 2016
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To pin a workbook: Older
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Javier Flores's OneDrive » Documents

If you frequently work with the same
workbook, you can pin it to Backstage view for faster access.

1.Navigate to Backstage view, then click Open. Your recently edited workbooks will appear.

@ Book1 -Excel 2.Hover the mouse over the workbook you want to pin.
A pushpin icon will appear next to the workbook. Click
Open the pushpin icon.
New
oren Cl-) Recent Today
travel expenses
B e e o o Today
a OneDrive - Personal h I travel expenses 11/9/2015 4:33 PM =
S jovier loresa20@ gmai.com i oS lom comparson et B (o e e ments - ovy's Documents (Y
home loan comparison
= fi ly budget . 11/9/2015 4:33 PM
51 omer e Locatons B SO s L Neat Horma Dot e« Desamants
Share = @ ti.;:'zllyHEUdgT]t ts o J ‘< D 4 11/9/2015 4:33 PM
E;' This PC Last Week "~y
Export Geelim Sl Last Week
\\psf» Home » Documents » Excel 2016 -
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Wpsf » Home » Documents » Jawy's Documents

3.The workbook will stay in Recent Iﬁ'giinE;ig%to:umems»JEW,S Do curmente 11,/09,/2015 4:23 PM
Workbooks. To unpin a workbook, simply Last Week
click the pushpin icon again. Cookie Sales 11/6/32015 0:45 AMA
‘st = Home = Documents - Excel 20716
. old
Using templates ev:m

8/3/2015 3225 PR
Javier Flores's OneDrive = Documents

A template is a predesigned spreadsheet you can use to create a new workbook quickly. Templates often
include custom formatting and predefined formulas, so they can save you a lot of time and effort when starting a
new project.

To create a new workbook from a template:

1.Click the File tab to access Backstage view. 2.Select a template to review it.

Book1 - Excel

A preview of

the template will
NeW appear, along

with additional

information on
Search for online templates how the
template can be
used.
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3.Click Create to use the selected template.

PAYMENT COMPARISON

£150,000.00

ARy
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Loan comparison calculator
Provided by:  Microsoft Corporation

This temnplate helps you compare multiple loan
scenarios to ascertain which one is best for you,
Contains 3 scenarios that can all be custornized as
required.

Download size: 152 KB

Uy

A new workbook will appear with the selected template.

4.You can also browse templates by category or use the search bar to find something more specific.

New

£} Home | family budget

Budget Overview i Budget Sum

FAMILY MONTHLY

Budget

fIHE

Planner

March 3011

Cash
Flow

|

Family budget (monthly) - Family monthly budget planner

Compatibility Mode

j o
Category
Budgets 25
Family 24
Household 15
Personal 14
: l - Expense 9
Calculator 8
Charts 8
Lists 8
Planners 6
Manthly 5

Sometimes you may need to work with workbooks that were created in earlier versions of Microsoft Excel, such as Excel

2003 or Excel 2000. When you open these types of workbooks, they will appear in Compatibility Mode.

Compatibility Mode disables certain features, so you'll only be able to access commands found in the program that was

used to create the workbook. For example, if you open a workbook created in Excel 2003, you can only use tabs and

commands found in Excel 2003.
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In the image below, you can see that the workbook is in Compatibility Mode, which is indicated at the top of the window
to the right of the file name. This will disable some Excel 2016 features, and they will be grayed out on the Ribbon.

family budget.xlsy [Compatibility Mode] - Excel

Review View @ Tell me what you want to do...
I @ ) R I ]
£ | oo eE Y
Recommended PivotChart 3D Line Column Win/ Slicer Timeline
Charts D - k- - Map Loss
Charts | Tours Sparklines Filters

In order to exit Compatibility Mode, you'll need to convert the workbook to the current version type. However, if you're
collaborating with others who only have access to an earlier version of Excel, it's best to leave the workbook in
Compatibility Mode so the format will not change.

To convert a workbook:

If you want access to all of the Excel 2016 features, you can convert the workbook to the 2016 file format.
Note that converting a file may cause some changes to the original layout of the workbook.
1.Click the File tab to access Backstage view.

2.Locate and select Convert command.

®©

family budget.xlsx [Compatibility Mode] - Excel

Info

family budget.xlsx

Open ‘wpsf » Home » Documents = Javy's Documents

Compatibility Mode

Some new features are disabled to prevent
problems when working with previous versions
of Office. Converting this file will enable these
features, but may result in layout changes.

Clipboard Font [F}

Mew

Save

Save As

Print

Share

Protect Workbook
Export } Cont.rol what types of changes people can make
Protect ta this workbook.

Workbook ~
Publish

3.The Save As dialog box will appear. Select the location where you want to save the workbook, enter a file name for
the workbook, and click Save.

Save As >
T~ <« Docume... » Jlavy's Documents ~ O Search Javy's Documents =
Organize - Mew folder = o
I Desktop - ~ f% home loan comparison
; Downloads o ﬁtravel EXpeEnses
Documents
[&=] Pictures -
Excel 2016

Jawvy's Documen .

File name: | family budget I o
Save as type: | Excel Workbook ~
Authors:  Javier Flores Tags: Add atag

[] Sawe Thumbnail

= Hide Folders Tools = Save Cancel

The workbook will be converted to the newest file type.
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CHAPTER-4- SAVING AND SHARING WORKBOOKS
Introduction

Whenever you create a new workbook in Excel, you'll need to know how to save it in order to access and edit it later. As
with previous versions of Excel, you can save files locally to your computer. But unlike older versions, Excel 2016 also
lets you save a workbook to the cloud using OneDrive. You can also export and share workbooks with others directly
from Excel.

About OneDrive Bookl - Bxcel
Whenever you're opening or saving a workbook, Save As

you'll have the option of using your OneDrive, which

is the online file storage service included with your @ Onebrive - Personal Pinned

javierfloresB38@grmailcom [y Documents
P Javier Flores's OneDrive » Documents

€C5  Other Web Locations
Older
f0o isec Javier Flores's OneDrive

== AddaPlace

Browse

Microsoft account. To enable this option, you'll need
to sign in to Office.

Publish

Clase

Save and Save As

Excel offers two ways to save a file: Save and Save As. These options work in similar ways, with a few important
differences:

Save: When you create or edit a workbook, you'll use the Save command to save your changes. You'll use this command
most of the time. When you save a file, you'll only need to choose a file name and location the first time. After that, you
can just click the Save command to save it with the same name and location.

Save As: You'll use this command to create a copy of a workbook while keeping the original. When you use Save As,
you'll need to choose a different name and/or location for the copied version.

To save a workbook:
It's important to save your workbook whenever you start a new project or make changes to an existing one. Saving

early and often can prevent your work from being lost. You'll also need to pay close attention to where you save the
workbook so it will be easy to find later.

1.Locate and select the Save command on the Quick Access Toolbar. i Insert  Page Layout

If you're saving the file for the first time, the Save As pane will appear
in Backstage view. Paste o | B I U-

. ) ) ) Clipboard = Font ]
2.You'll then need to choose where to save the file and give it a file

name. To save the workbook to your computer, select Computer, then click Browse. Alternatively, you can
click OneDrive to save the file to your OneDrive.

3.Enter a file name for the workbook, then click Save.

Book1 - Excel

The workbook
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~ Javier Flores's OneDrive » Docurmens G FuBle @5 home loan comparison .
{58 Other Web Locations I This pC [ travel expenses mand again to
B Older
= I Deskis save your
[ marc Javier Flores's OneDrive = DES * . Y
& Documents changes as
+ Add a Place ¥ Downloads ifv th
B Movies v you modify the
Bowse |\ File name: | Vests Webinar Logl v‘ workbook.

Publish

Save as type: | Excel Workbook v

Close Authors: Javier Flores Tags: Addatag

[ Save Thumbnail
The Save. As dialog box will appear. Select ) Fide Folds Tt —
the location where you want to save the
workbook.

The workbook will be saved. You can click the Save command again to save your changes as you modify the workbook.

You can also access the Save command by pressing Ctrl+S on your keyboard.
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Using Save As to make a copy

If you want to save a different version of a workbook while keeping the original, you can create a copy. For example, if
you have a file named Sales Data, you could save it as Sales Data 2 so you'll be able to edit the new file and still refer
back to the original version.

To do this, you'll click the Save As command in Backstage view. Just like when saving a
file for the first time, you'll need to choose where to save the file and give it a new file
name.

To change the default save location:
If you don't want to use OneDrive, you may be frustrated that OneDrive is selected as the default location when saving. If
you find it inconvenient to select Computer each time, you can change the default save location so Computer is
selected by default.

1.Click the File tab to access Backstage view.

2.Click Options.

Save As 3.The Excel Options dialog box will appear. Select Save, check the box next
Print to Save to Computer by default, then click OK. The default save location will
Share
Excel Options ? >
Clipboard Font [ (B
be Changed. Publish General E Customize how workbooks are saved.

Formulas
Close Proofing Save workbooks

Save Sawe files in this format: Excel Workbook ~
Account Language Save AutoRecover information every |10 | minutes
T Advanced Keep the last autosaved version if | close without saving

P AutoRecover file location: C\Users\javie\AppDatatRoaming\MicrosoftiExcel

Customize Ribbon

. [ Don't show the Backstage when opening or saving files
Quick Access Toolbar Show additional places for saving, even if sign-in may be required.
Add-Ins %Save te Computer by default
Trust Center pefault Iscal file location: \\psfiHome\Documents

Default personal templates location

AutoRecover exceptions for:  [E§ Book1 ~
AUDRewver O Disable AutoRecover for this workbook only

Offline editing options for document management server files
Excel automatically saves your Save checked- out files to: G

O The server drafts location on this computer

wo_rkbooks to a temporary folder o The e
while you are working on them. If you Server drafts location: [WpsP\Home\Documents\SharePoint Draftsy Browse...
forget to save your changes or if Excel Preserve visual appearance of the workbook
Crashes, you can restore the file Choose what colors will be seen in previous versions of Excel: G Colors...

using AutoRecover.

QK Cancel

To use AutoRecover:
Open Excel. If autosaved versions of a file are found, the Document Recovery pane will appear.

1.Click to open an available file. The workbook will be recovered.

2.If you don't see the file you need, you can browse all auto saved files

Herm= L=aa ieceei from Backstage view. Just select the File tab, click Manage Versions, then
?E’ _ | L<atibri 111 - choose Recover Unsaved Workbooks.
Paste — B r u - [ . Ty
Clipboard = Font family budget [Last saved by user] - Excel
Al - =

INnfo

family budget
\psf = Home » Documents » Javy's Documents
Protect Workbook
Control what types of changes people can make to

Protect this workboolk.
Workbook -

Document Recowvery

Excel has recovered the following files,
Save the ones you wish to keep.

Awvailable Files

family budget.dsx [Origin
Wersion created last time t
1T1/11/2015 Si45 apd

> INnspcct Workbook
= Before publishing this file, be aware that it contains:
Checi for

! Document properties, author's name and

absolute path

Manage Workbook

Check in, check out, and recover unsaved changes.

By default, Excel auto saves every 10
minutes. If you are editing a workbook for
less than 10 minutes, Excel may not create an
auto saved version.

771 There are no unsaved changes.

il Browse recent unsaved files )
ptions
= Pick what users can see when this workboolk is
Browser Wiew viewed on the Web.
Options
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Exporting workbooks

By default, Excel workbooks are saved in the .xlsx file type. However, there may be times when you need to
use another file type, such as a PDF or Excel 97-2003 workbook. It's easy to export your workbook from Excel to a
variety of file types.

To export a workbook as a PDF file:

Exporting your workbook as an Adobe Acrobat document, commonly known as a PDF file, can be especially useful if
you're sharing a workbook with someone who does not
have Excel. A PDF will make it possible for recipients to
view but not edit the content of your workbook.

Book1 - Excel

Export

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images

|1 Create PDF/XPS Document

1.Click the File tab to access Backstage view.

b2 crange File Type e
Click Export, then select Create PDF/XPS. [
N

2.The Save As dialog box will appear. Select
the location where you want to export the workbook,

enter a file name, then click Publish.

Export

Publish

Close

3.By default, Excel will only export the active worksheet. If

Publish as PDF or XPS X
. « 4 [ « Documents » Jaoys Documens 210 [[Search vy’ Docamens » you have multiple worksheets and want to save all of them in
Organize v Newtoiter .. @ the same PDF file, click Options in the Save As dialog box.
9 Deskeop B et oot e The Options dialog box will appear. Select Entire workbook,
& Teannais ' then click OK.
& Downloads
B Movies Options ? =
D Music

=] Pictures

‘i Local Disk (C:)

File name: | home loan comparisen|

Page range
LN

) Page(s) From: [q =] To: [q =

Publish what

Save as type: | PDF v

) Selectian (%_ 1
) Active sheet(s) Table

[11gnore print areas

Open file after
publishing

Optimize for: @) Standard (publishing
online and printing)
O Minimum size
{publishing online) Include non-printing information
Document properties

Document structure tags for accessibility

Options...

Tools ~ Publish k Cancel

= Hide Folders PDF options

[]1s0 12005-1 compliant (PDF/A)

To export a workbook to other file types:

Cancel
You may also find it helpful to export your workbook to
other file types, such as an Excel 97-2003 workbook if
you need to share with people using an older version of
Excel, or a .CSV file if you need a plain-text version of
your workbook.

Export
[ ™  cCreate PDF/XPS Document

=

1.Click the File tab to access Backstage view. k=t crangerFieType
Click Export, then select Change File Type.

2.Select a common file type, then click Save As.

3.The Save As dialog box will appear. Select the location where

Change File Type you want to export the workbook, enter a file name, then

Workbook File Types click Save.
=75 Workbook Excel 97-2003 Workbook
n Uses the Excel Spreadsheet format [ Uses the Excel 97-2003 Spreadsheet format
N Save As pd
OpenDocument Spreadsheet g Template - + b JowaD oD -
u= Uses the OpenDocument Spreadsheet Starting point for new spreadsheets <« Docume.. > Javy's Documents Ve search Javy's Documents £
format Organize v Mew folder E- @
at= Macro-Enabled Workbook Binary Workbook "
d (1] Macro enabled spreadsheet X} Optimized for fast loading and saving I This PC Mo itens match your search.
B Desktop
Other File Types [£ Documents
Text (Tab delimited) CSV (Comma delimited) ; Downloads
Text format separated by tabs n Text format separated by commas .
B Movies
v
Formatted Text (Space delimited) P Save as Another File Type b Music
n Text format separated by spaces 1/ File name: | home loan comparison| ~
Save as type: | Excel 97-2003 Workbook ~
P' Authors: Javier Flores Tags: Add atag
7/

Save As [ Save Thumbnail

“ Hide Folders

Tools Cancel
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Save As >
« e <« Docume... » Javy's Documents ~ Search Javy's Documents y-]
Organize * Mew folder FE - [ 2]
B3 This PC . Mo items match your search.
B Desktop
4.You can also use the Save as ] Documents
. 4 Downloads
type: drop-down menu in the Save B Movics
As dialog box to save workbooks in a b Music ~
Variety of file types File name: | home loan comparison ~
Sawve as type: | Excel 97-2003 Workbook ~

Authors:

“ Hide Folders

Sharing workbooks

Excel makes it easy to share and
collaborate on workbooks

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
C5V (Comma delimited)
Formatted Text (Space delimited) b
Text (Macintosh)

Text (MS-DOS)

using OneDrive. In the past, if you wanted to share a file with someone you could send it as an email attachment. While
convenient, this system also creates multiple versions of the same file, which can be difficult to organize.

When you share a workbook from Excel, you're actually giving others access to the exact same file. This lets you and
the people you share with edit the same workbook without having to keep track of multiple versions.

In order to share a workbook, it must first be saved to your OneDrive.

To share a workbook:

1.Click the File tab to access Backstage view, then click Share.

New
Open
Save
Save As
Print

Share

Share

Export

Share Share with People
Publish
Close ] 7 Step 1: Save your document to a OneDrive location
8., Sharewith People Py
w Step 2 Share your document, We'l do this after you've finished saving,
0
@ Email E
Saveto
Cloud h

4.Excel will return to Normal view and open

the Share panel on the right side of the window. From
here, you can invite people to share your document, see a
list of who has access to the document, and set whether
they can edit or only view the document.

2.The Share pane will appear. If you have not already done so, you will be prompted to save your
document to OneDrive. Note that you may need to navigate back to the Share pane after saving.

3.0n the Share pane, if your document is saved to
OneDrive, click the Share with People button.

home loan comparison Share with People
Javier Flores's OneDrive » Documents . Send invitations and get sharing links.
&
Share Share ith
People [
...\.. Share with People
B Email
~
J K -

Share v &3

Invite people

tyrellmason30@gmail.copm E=

Canedit ~

Hey, got any advice on the loans we're considering?]

L\ghare
&= Javier Flores
L) Owner
H,; Merced Flores
Can edit
S Get a sharing link
- ] = L + 1009
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CHAPTER-5- CELL BASICS
Introduction

Whenever you work with Excel, you'll enter information—or content—into cells. Cells are the basic building blocks of a
worksheet. You'll need to learn the basics of cells and cell content to calculate, analyze, and organize data in Excel.

Understanding cells

Every worksheet is made up of thousands of rectangles, which are called cells. A cell is the intersection of a row and
a column—in other words, where a row and column meet.

s e fe
Columns are identified by letters (A, B, C), while rows are identified A s < 2 E F s
by numbers (1, 2, 3). Each cell has its own name—or cell address— ;
based on its column and row. In the example below, the selected cell j
intersects column C and row 5, so the cell address is C5. s 1
]
7
Note that the cell address also appears in the Name box in the top-left 8
E]

corner, and that a cell's column and row
headings are highlighted when the cell is selected.

You can also select multiple cells at the same time. A group of cells is known as a cell range. Rather than a single cell
address, you will refer to a cell range using the cell addresses of the first and last cells in the cell range, separated by
a colon. For example, a cell range that included cells A1, A2, A3, A4, and A5 would be written as A1:A5. Take a look at
the different cell ranges below:

1.Cell range A1:A8

a1 - £ 2.Cell range A1:F1
A B C D E F G
g 3.Cell range A1:F8
2 Al - &
3 A B C D E F G
4
5 ; AL & Fe
9 g A B c D £ F G
7 4 ]
8 5
] 6 z
7 3
10 B 4
g 5
10 &
2
If the columns in your spreadsheet are labeled with numbers instead of letters, 2
you'll need to change the default reference style for Excel. 10
To select a cell: 0o - e
A B C o E F
To input or edit cell content, you'll first need to select the cell.
1
. . 2
Click a cell to select it. In our example, we'll select cell D9. .| INSURANCE GROUP
4 Department First Name Last Name User Name Part1 Part2
A border will appear around the selected cell, and the column g jg:ﬁ H"";';E’ fvers wrivers . .
heading and row heading will be highlighted. The cell will 7 | Claims Josie Gates X X
. . . . 8 |Accounting Wendy Crocker X X
remain selected until you click another cell in the worksheet. o |Accounting  Loretta Johnson |
10 Sales Walter Rivera X
. 11 Claims Misty Whitfield X
You can also select cells using the arrow keys on your 12| Marketing  Matilda Lewis x
k 12 Accounting Elizabeth Hicks X
eyboard. 13 R Alvin Rios p
15 HR Brian Gaines X
16 Sales Megan Bosworth X
17  Claims Maria Menzies X
18 Claims Micheal Russell X
19
To select a cell range:
14R x 2C he o wWalter
Sometimes you may want to select a larger group of cells, A s = = 3 =
or a cell range. 4
Click and drag the mouse until all of 2
P - - SURANCE G L
the adjoining cells you want to select are highlighted. In > DL:EL.J.:,.E O
our example, we'll select the cell range B5:C18. s |sares Walter Rivera wrivera x x
. & |Sales Heidi Lee x x
Release the mouse to select the desired cell range. The - | craims (== Gates % %
. . . . . 2 |Accounting wendy Crocker *x x
cells will remain selected until you click another cell in the o [accounting  |Loretta Thneem x
worksheet. Eloe. [ - :
12 | Marketing matilda Lewis x
13 |Aaccounting Elizabeth Hicks x
14 | HR Alvin Rios x
25 |m Brian Gaines x
16 | sales Megan Bosworth x
faims aria enzies
:; sz'ms micheal :ussell ) :
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Cell content

Any information you enter into a spreadsheet will be stored in a

cell. Each cell can contain different types of content,
including text, formatting, formulas, and functions.

1.Text: Cells can contain text, such as letters, numbers, and

dates.

-15 -

A B iz

1 Date Sales Percentage of Total

2 a/af16 93 0.71
3 a/5/16 a2 0.78
4| af6/16 a6 0.86
5 4/7/18 73 0.28
& 4/8/16 12 0.49
7 4/9/16 24 0.65
8 | 4/10/16 19 0.57
2

2.Formatting attributes: Cells can contain formatting attributes that change the way letters, numbers, and dates are
displayed. For example, percentages can appear as 0.15 or 15%. You can even change a cell's text or background

color.

3.Formulas and functions: Cells can

D E
1 Percentage of Total contain formulas and functions that calculate cell values. In our
2 | April4, 2016 $93.00 71% . .
= | aprils, 2015 $42.00 72% example, SUM(B2:B8) adds the value of each cell in the cell
4 | April 5, 2016 $46.00 86% range B2:B8 and displays the total in cell B9.
5 April 7, 2016 $73.00 28%
6 April 8, 2016 $12.00 49%
7 April 9, 2016 $24.00 65%
8 | April 10, 2016 $19.00 57%, B s e =SUM(B2:B8)
9 A B C
10 1
2 | April 4, 2016 $93.00
3 | Aprils, 2016 $42.00 78%
4 | aApril 6, 2016 $46.00 26%
5 April 7, 2016 $73.00 28%
- & $12.00 49%
To insert content: 7 | april9, 2016 $24.00 65%
8 | April 10, 2016 $19.00 57%
=1 Weeklysalesl $309.00_|

1.Click a cell to select it. In our example, we'll select cell F9.

F9 N Fe

A B C
]
2
5 | INSURANCE GROUP
4 |Department  FirstName  lastName
s |sales Walter Rivera
6 |Sales Heidi Lee
7 |claims Josie Gates
& |Accounting  Wendy Crocker
s |accounting  Loretta Johnson
10 |Sales Walter Rivera
11| Claims Misty Whitfield

User Name

wrivera

To delete (or dear) cell content:

1.Select the cell(s) with content you want to delete. In

Part1

X X X X X X X

Part 2

X On hold
X On hold
X

ol

Part3

our example, we'll select the cell range A10:H10.

AlD N £

Sales

INSURANCE GROUP

Department  FirstName  Last Name

User Name

Part1

Part2

Part3

Sales Welter Rivera wrivera X Onhold X

Sales Heidi Lee X On hold

Claims Josie Gates X X
Accounting  Wendy Crocker X

Accounting Loretta Johnson X X

sales Welter Rivera X @l

‘Whitfield
Lewis
Hicks
Rios

Claims
Marketing  Matilda
Accounting  Elizabeth
HR Alvin

Misty

x| [x = < x>

=
o

2.Type something into the selected cell, then press Enter on your
keyboard. The content will appear in the cell and
the formula bar. You can also input and edit cell content in the
formula bar.

F9 2 A x
A 8 c o E F G H
1
2
= INSURANCE GROUP
4 |Department First Name  Last Name UserName  Part1  Part2 Part3
5 Sales Walter Rivera wrivera X X Onhold X
6 Sales Heidi Lee X X on hold
7 | Claims Josie Gates X x x
8 |Accounting  Wendy Crocker X X
o |Accounting Loretta Johnson X X on ! X
10 |Sales walter Rivera x x
11| Claims Misty Whitfield X

2.Select the Clear command on the Home tab, then click Clear Contents.

T Ty [
em o

e o
Insert Delete Format

Cells

> Autosum +
Fill -

Z Clear~

cal

A

Sort & Find &
Filter ~ Select -

2 ClgrAl

%

Clear Formats
Clear Contents
Clear Comments

Clear Hyperlnks

- [u] X

Signin £, Share

You can also use the Delete key on your keyboard to delete content
from multiple cells at once. The Backspace key will only delete content
from one cell at a time.

To delete cells:

3.The cell contents will be deleted.

A0 - i3
A B C D E F G H
1
2
5 INSURANCE GROUP
4 Department FirstName  lastName  UserName Partl  Part2 Part3
5 Sales Walter Rivera wrivera X X Onhold X
6 |Sales Heidi Lee X X onhold
7 |Claims. Josie Gates X X X
8 |Accounting  Wendy Crocker X X
9 ACCDUH{.‘{IQ Loratta Johnson X X X
W‘—.
11 |Claims Misty Whitfield X
12 |Marketing  Matilda Lewis X
13 |Accounting Elizabeth Hicks X X
14 |HR Alvin Rios X

There is an important difference between deleting the content of a cell and deleting the cell itself. If you delete the
entire cell, the cells below it will shift to fill in the gaps and replace the deleted cells.
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1.Select the cell(s) you want to delete. In our example, we'll select A10:H10.

-16 -

10 - = 2.Select the Delete command from the Home tab on the Ribbon.
A 5 c o 3 e E H
.
: _
, | INSURANCE GROUP
[,
4 |Department FirstName  LastName  UserName Partl  Part2 Part3 1 d eim 3 AutaSurr
Normal Ba =21
s |safes Walter Rivera wrivera x X Onhold X - =E| [ Fill -
6 |Sales Heidi Lee X X On hold Good Neutral Insert | Delete Format
7 claims Josie Gates x x x - - - £ Clear~
8 |Accounting |Wendy Crocker X X Styles Cells
9 |Accountin Loretta Johnson X X X
10 &l
11 |Claims Misty Whitfield X
12 |Marketing Matilda Lewis X H H H H
e lhcsounting |Elteabeth Hidks M x 3.The cells below will shift up and fill in the gaps.
14 |HR Alvin Rios X

To copy and paste cell content:

Excel allows you to copy content that is already entered
into your spreadsheet and paste that content to other

cells, which can save you time and effort.

Al0 - I Claims
A B E D E F G H
;
2
3 INSURANCE GROUP
4 Department First Name Last Name User Name Part1 Part 2 Part 3
5 Soles ‘walter Rivera wrivera X X Onhold x
6 Sales Heidi Lee X X On hold
7 |Claims Josie Gates X X X
8 |Accounting  Wendy Crocker X X
9 Accounting Loretta Johnson X X X
10 claims Misty Whitfield X |
11 Marketing Matilda Lewis X
12 Accounting Elizabeth Hicks X X
13 |HR Alvin Rios X
14 HR Brian Gaines X

1.Select the cell(s) you want to copy. In our example, we'll select F9.

£ ° £ || x 2.Click the Copy command on the Home tab, or
2 2 = 2 £ - = 8 press Ctrl+C on your keyboard.

|

2

5 INSURANCE GROUP

4 Department  First Name Last Name User Name Part1 Part2 Part 3

5 Sales Walter Rivera wrivera X x Onhold X Insert Page Layout

6 |Sales Heidi Lee X X On hold

7 |ciaims Josie Gates x X x % Cut L

8 |Accounting  Wendy Crocker x X Calibri T

9 |Accounting  Loretta Johnson x x| x E Co =

10 | Claims Misty Whitfield x Paste p% B I U-~

11 |Marketing  Matilda Lewis x Forn't Painter =

12 | Accounting Elizabeth Hicks X X

13 |HR Alvin Rios x Clipboard ] Faont

14 HR Brian Gaines X

15 | Sales Megan Bosworth x

16 Claims Maria Menzies X

17 | Claims Micheal Russell X

18

3.Select the cell(s) where you want to paste the content. In our example, we'll select F12:F17. The copied cell(s) will
have a dashed box around them.

F12 - £ 4.Click the Paste command on the Home tab, or
A e < o e c s "
press Ctrl+V on your keyboard.
|
2
.| INSURANCE GROUP
4 Department First Name Last Name User Name Part 1 Part 2 Part 3
5 |Sales ‘Walter Rivera wrivera X X Onhold X
s |sates Heidi Lee x x ©On hold Insert Page Layout Formulas
7 |Claims Josie Gates X X
s |Accounting  Wendy Crocker x e (x) Cut
° |Accounting  Loretta Johnson x x u Calibri B
10 | Claims Misty Whitfield x =
11 Marketing  Matilda Lewis x ER Copy -~
12| Accounting  Elizabeth Hicks x x Paste I u-~
13 |Hr Alvin Rios x . * Format Painter =
12 |er Brian Gaines x
15 | Sales Megan Bosworth x .
16 | Claims Maria Menzies X C“pboard IE] Font IE]
17 | Claims Micheal Russell X
1

5.The content will be pasted into the selected cells.

F12 e S X
a 5 c o 3 3 = H

1

2

5 | INSURANCE GROUP

4 Department First Name Last Name User Name Part1 Part2 Part 3
5 Sales Walter Rivera wrivera x x On hold X
& Sales Heidi Lee o X On hold

7 Claims Josie Gates x x
8 | Accounting Wendy Crocker x

8 | Accounting Loretta Johnson o X
10 | Claims Misty ‘whitfield x
11 | Marketing Matilda Lewis x
12 |Accounting Elizabeth Hicks x X X
13 |HR Alvin Rios x ES
14 |HR Brian Gaines x X
15 | sales Megan Bosworth x X
16 | Claims Maria Menzies x ES
17 | Claims Micheal Russell x X
= [=N=R
1
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To access more paste options:

-17 -

1.You can also access additional paste options, which are especially convenient when working with cells that
contain formulas or formatting. Just click the drop-down arrow on the Paste command to see these options.

(=] =

Horme Insert Page Layout
i
[ g{? cut Calibri -
5 Copy -
Paste -
= N Format Painter s r u
Pasts = Font the Ribbon
[ LA 2% = £ o
iy — ey
= s 1T = =

Paste Values
P oy -
= =t

123 liz3 Li%3
Other Paste Options
- o -
= [w=] (oS
Paste Special...

s |sores

GCGROUP

Mt Name

-
]
-

Last MMam

wwalter Rivera

To cut and paste cell content:

Unlike copying and pasting, which duplicates cell
content, cutting allows you to move content between cells.

2.Instead of choosing commands from the Ribbon, you can access
commands quickly by right-clicking. Simply select the cell(s) you
want to format, then right-click the mouse. A drop-down menu will
appear, where you'll find several commands that are also located on

AS - I sales

Calibri  ~ s
| INSUR
B I ~
4 Departme._ - lame
s |Sales . wrivera
& | Sales 6
7 |Claims Bz Copy s
8 |Accountin [y Paste Options:
S |Accountin .

O

Paste Special...

10 |Claims
11 |Marketing

12 |Accountin S Smart Lookup

1= |Lafid Insert...
e [adis Delete...
15 |Sales

16 | Claims Clear Contents

1.Select the cell(s) you want to cut. In our example, we'll select G5:G6.

Right-click the mouse and select the Cut command. Alternatively, you can

press Ctrl+X on your keyboard.

as - F || onhold
A e c o 3 3 G H )
1
2
\ 1

,| INSURANCE GROUP e
4 Department FirstName LastName  UserName Partl  Part2 B I = e A ile
s |sales walter Rivera wrivera x x on hold
& |Sales Heidi Lee X X On hold

B X cut
7 | Claims. Josie Gates X X N
5 |Accounting  Wendy Crocker X X B Copy
5 |Accounting  Loretta Johnson X X &y Paste Options:
10 | Claims. Misty Whitfield X AD
11 |Morketing  Matilda Lewis X

s = Paste Special..
12 |Accounting  Elizabeth Hicks X x
13 |HR Alvin Rios x x £ Smart Lookup
14 |HR Brian Gaines x x Insert..
15 |Sates Megan Bosworth x x Delete..
16 |Claims Maria Menzies x x -

Clear Contents

17 | Cloims Micheal Russell X x

3.The cut content will be removed from the original cells
and pasted into the selected cells.

F10 e F3 on hold
2 5 z 5 = - = =
;
2
5 INSURANCE GROUP
4 Department First Name Last Name User Name Part1 Part2 Part3
5 Sales Walter Rivera wrivera X X X
6 Sales Heidi Lee X X
7 | Claims Josie Gates x x x
8 |Accounting Wendy Crocker X X
9 Accounting Loretta Johnson x X x
10 | Claims Misty whitfield X On hold
11 | Marketing Matilda Lewis X Onhold |
12 Accounting Elizabeth Hicks X X X
13 |HR Alvin Rios X X
14 |HR Brian Gaines X X
15 Sales Megan Bosweorth x x
16  Claims Maria Menzies x x
17 | Claims Micheal Russell X X
—
To drag and drop cells:

Instead of cutting, copying, and pasting, you can drag and
drop cells to move their contents.

1.Select the cell(s) you want to move. In our example,
we'll select H4:H12.

Hover the mouse over the border of the selected cell(s)
until the mouse changes to a pointer with four arrows.

use the command on the Home tab, or

Select the cells where you want to paste the content. In
our example, we'll select F10:F11. The cut cells will now
have a dashed box around them.

2.Right-click the mouse and select the Paste command.
Alternatively, you can use the command on the Home tab,
or press Ctrl+V on your keyboard.

Pagelayout  Formulas  Data  Review  View
“D 36 Cut Calibri B - EFWrapTet General B
@ Copy ~
Paste & Format Painter | B I U - [ Hi- Merge & Center - $ - % * %8 3%
Ciipboard = Font ® Alignment = Number ®
F10 h b3
A 5 c o E I3 = H ' )
1
2
5| INSURANCE GROUP
4 |Department FirstName  LastName  UserName  Partl  Part2 Part3
5 |Sales Walter Rivera wrivera X X
& |sales Heidi Lee x
7 | ctaims Josie Gates x x x
8 |Accounting Crocker x x Calibri -[14 ~|A A $ - % *
s |Accounting Johnson x x B I = - Al
10| ctaims whitfield x |
11 |marketing Lewis x
12 | Accounting Hicks X X % Cut
13 | HR Rios x x B copy
3 |HR Gaines x x ity Paste Options:
15 | Sales Bosworth x x T
16| claims Menzies x x N R
17| claims Wicheal Russell x x
18 5D Smart Lookup
s Insert Cut Cells..
20 Delete...
21
= Clear Contents
Ha - F || Part3
A B € o E F G H 1
1
2
;| INSURANCE GROUP
4 |Department  First Name Last Name User Name Part1 Part2 Part 3
5 |Sales Walter Rivera wrivera X X X
& |Sales Heidi Lee X X
7 |Claims Josie Gates X X X
& |Accounting Wendy Crocker X X
9 |Accounting Loretta Johnson X X X
10 |claims Misty Whitfield X On hold *%
11 [Marketing Matilda Lewis X On hold
12 |Accounting Elizabeth Hicks X X X
13 HR Alvin Rios X X
14 HR Brian Gaines X X
15 |Sales Megan Bosworth X X
16 | Claims Maria Menzies X X
17 | Claims Micheal Russell X X
18
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2.Click and drag the cells to the desired location. In our example, we'll move them to G4:G12.

3.Release the mouse. The cells will be dropped in the selected

-18 -

H4 - I Part3
A s c ° e 4 s “ location.
:
2 Ga - § 3 Part 3
5 | INSURANCE GROUP a 5 e = c = = .
4 |Department  First Name Last Name User Name Part1 Part2 Part 3
s |sales Walter Rivera wrivera X X X 1
& |Sales Heidi Lee X X 2
7 |claims Josie Gates X X Dy ¢ INSURANCE GROUP
& |Accounting  Wendy Crocker X X G4:G12 3 . o
| Crocker X . | o |pepartment FirstName lastName  userName parti  parc2 [part
. 5 |Sales Walter Rivera wrivera x X X
10 | Claims Misty Whitfield X On hold P
) = & |sates Heidi Lee x X
11 |Marketing Matilda Lewis X ©On hold 7 | claims Josie Gates X X %
12 |Accounting Elizabeth Hicks X X X s |accounting wendy Crocker x X
13 |HR Alvin Rios X X s |Accounting Loretta Johnson x X [
14 |HR Brian Gaines x X 10 | Claims Misty Whitfield x On hold
15 |Sales Megan Bosworth X X 11 |Marketing Matilda Lewis x On hold
16 | Claims Maria Menzies X X 12 |Accounting Elizabeth Hicks x x %
17 | Claims Micheal Russell X X 13 |HR Alvin Rios X X
18 14 |HR Brian Gaines x X
15 |sales Megan Bosworth x x
16 |Claims Maria Menzies x X
17 |Claims Micheal Russell x X
1
To use the fill handle:
G12 - A X
N 5 c o . . - "
, . . :
If you're copying cell content to adjacent cells in the same
;
row or column, the fill handle is a good alternative to the
copy and paste commands. 5| INSURANCE GROUP
4 Department First Name Last Name User Name Part1 Part2 Part3
5 Sales Walter Rivera wrivera X X X
1.Select the cell(s) containing the content you want to use, s |Sales Heidi Lee X X
. 7 |Claims Josie Gates X X X
then hover the mouse over the lower-right corner of the cell s |Accounting  wendy crocker X X
- 9 Accounting Loretta Johnson X X X
so the fill handle appears. 10 claims Misty Whitfield X on hold
11 Marketing Matilda Lewis X On hold
12 |Accounting Elizabeth Hicks X X X __'l_
2.Click and drag the fill handle until all of the cells you Blfad Alvin Rios X X
14 HR Brian Gaines X X
. \
want to fill are selected. In our example, we'll 15 |Sales Megan Bosworth X X
16 | Claims Maria Menzies X X
select G13:G17. 17 | Claims Micheal Russell x x
s
12 B ~ | 3.Release the mouse to fill the selected cells.
A s c o . . c "
:
G12 2 e X
>
INSURANCE GROUP A B c D E F G H
4 |Department First Name Last Name User Name Part1 Part 2 Part3
5 |Sales Walter Rivera wrivera X X 1
6 |Sales Heidi Lee X X
7 |Claims Josie Gates X X X 2
8 |Accounting Wendy Crocker X X INSURANCE GROUP
9 |Accounting Loretta Johnson X x X 3 -
10 |Claims Misty whitfield x ©On hold 4 |Department  First Name Last Name User Name Part1 Part 2 Part3
11 |Marketing Matilda Lewis X ©on hold s |sales Walter Rivera wrivera X X X
12 |accounting  Elizabeth Hicks X x X & |sates Heidi Las « X
13 |HR Alvin Rios X X
e Brian Gaines x x 7 |Claims Josie Gates X X X
15 |Sales Megan Bosworth x x 8 |Accounting  Wendy Crocker X X
16 |Claims Maria Menzies *x x 9 |Accounting Loretta Johnson X X X
i craims Micheal Russell x x 10 | Claims Misty Whitfield X on hold
1
1 S 11 |Marketing Matilda Lewis X On hald
1 : = - 12 |A i Elizabeth Hicks X X X
To continue a series with the fill handle: counTRg s e
13 |HR Alvin Rios X X X
14 |HR Brian Gaines X X X
. - - 15 |Sales Megan Bosworth X X X
The fill handle can also be used to continue a series. 16| craims Maria Menzies X X B
Whenever the content of a row or column follows a 17 |claims Micheal Russell x x X t
18 =i
sequential order, like numbers (1, 2, 1

3) or days (Monday, Tuesday, Wednesday), the fill handle can guess what should come next in the series. In most
cases, you will need to select multiple cells before using the fill handle to help Excel determine the series order. Let's
take a look at an example:

1.Select the cell range that contains the series you want to continue. In our example, we'll select E4:G4.

2.Release the mouse. If Excel understood the series, it will be

B 9 fe | Part1 = 5
continued in the selected cells. In our example, Excel
A B C D E F G H J
added Part 4, Part 5, and Part 6 to H4:]4.
s
2
INSURANCE GROUP E4 M fe || part1
4 |Department  FirstName  LastName  UserName |Partl Part2 _ Part3 | ! = = € E £ = < “ 2
5 |Sales Walter Rivera wrivera X X X Putd :
6 |Sales Heidi Lee X X
7 |Claims Josie Gates X X X 2
ANCE 1
8 |Accounting  Wendy Crocker X X 5| INSURANCE GROUP
9 Accounting  Loretta Johnsan X X X < |Department  Firstname  LastName  userName [part1  [Parta  [Part3  Parta  Parts  parte |
10| Claims Misty Whitfield X on hold 5 |Saies Walter Rivera wrivera x x x
- & |sales Heidi Lee x x

11 |Marketing Matilda Lewis X On hold = | Claims Josie Gates X X X
12 |Accounting  Elizabeth Hicks X X X 8 |Accounting  wendy Crocker x X
13 |HR Alvin Rios X X X 9 |Accounting Loretta Johnson X X X
14 |HR Brian Gaines X X X 10 |Claims Misty Whitfield x On hald
15 | Sales Megan Bosworth X X X 11 |Marketing Watilda Lewis X ©on hold

12 |Accounting  Elizabeth Hicks X x X
16| Claims Maria Menzies X X X o s Alvin Rios x x X
17 Claims Micheal Russell X X X 14 HR Brian Gaines x X x
15 15 | Sales Megan Bosworth X X x

16 |Claims Maria Menzies X X X

17 | Claims Micheal Russell X x X

18
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CHAPTER-6- MODIFYING COLUMNS, ROWS, AND CELLS

Introduction

By default, every row and column of a new workbook is set to the same height and width. Excel allows you to modify
column width and row height in different ways, including wrapping text and merging cells.

To modify column width:

In our example below, column C is too narrow to display all of the content in these cells. We can make all of this content
visible by changing the width of column C.

1.Position the mouse over the column line in the column heading so the cursor becomes a double arrow.

ca - £ 2.Click and drag the mouse to increase or decrease the
A B c + D :
[ : - column width.
., |Customer Contact List
COMPANY NAME CONTACT NAME
c1 - fe
2 L Width: 40.13 (326 pixels)
3 |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln SD|605-555-6435 | A | B c o+ D
4 |Aria Real Estate Katie Stark 971 Cinder Butterfly St |603-555-2460 .
5 | Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, K{913-555-5928 : Customer Contact List
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek|316-555-3256 o =
7 | Mass Airlines Miranda Lawson  |5316 Celonial Pkwy Esterhazy, NM [575-555-9255 ECMESEENE CONHET R
8 | Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corne|360-555-5422 2
9 | O_‘I’E"D"kd'"" ; Jil _TO’:"‘C_EI‘ 3‘5"“;“"3' Gate R: Eorielilag| 605-555-4495 3 | Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soap D jake®@:
10Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, Wil 360-555-4289 4 | Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, | Katiesst
11 |Knope Equestrian Center Ll Sebastian 9060 Easy Evening Ln 07-555-7225 s |core ph dical ohillip v 5108 Crystal Gate Blvd Twig City, K| )
12 |Venture Brewing Hank Dean 3034 Foggy Wharf Loop Bee Rock, |308-555-1050 ore Pharmaceuticals Wip Yuen rystal Gate Blvd Twig City, K1 yuenp
13 | Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Mi|443-555-4942 6 [Everly '?“_b"Sh'"g Fe_"c'a Reyes (S Ly B_'”ff""e Uty Eealy felicia¢
14 | Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, W[425-555-5370 7 | Mass Airlines Miranda Lawson  |5316 Colonial Plawy Esterhazy, NM mlaws
15 & |Newhaven Traders Rick Chaturvedi | 2428 S Redding St #2 Bogg's Cornd info@r
16 9 |overlock Inn Jill Torrance 3160 Amber Gate Rd Rodney Villag jtorran
A0l Rilav Garden Sunnhe Vivira da Silua Q8QK Thindar Rrnnl Cir (Sravity W vivirat
3.Release the mouse. The column width will be changed.
a - 5
| A | B c & D
Customer Contact List ; ; ;
1 With numerical data, the cell will
COMPANY NAME CONTACT NAME  BILLING ADDRESS d‘ I d . ( ) ‘f h
isplay pound signs (## #####) if the

2

3 Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435 H H H

47Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460 COIumn Is too narrow' Slmply Increase the

5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 1 ici

6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256 column width to make the data visible.

7 |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255

8 Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner, WA 98175 360-555-5422

9| Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324 605-555-4495

10 Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304 360-555-4289

11 |Knope Equestrian Center Lil Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126 207-555-7225

12 | Venture Brewing Hank Dean 3024 Foggy Wharf Loop Bee Rock, NE 69823 308-555-1050

13 Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MD 21610 443-555-4942

14 | Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, WA 99340 425-555-5370

15

16 |

To AutoFit column width:

The AutoFit feature will allow you to set a column's width to fit its content automatically.
1.Position the mouse over the column line in the column heading so the cursor becomes a double arrow.

2.Double-click the mouse. The column width will be

€1 & 13
. . . " changed automatically to fit the content.
| |
,|Customer Contact List 0 - 7
COMPANY NAME CONTACT NAME A | 8 c & D
2 : : Customer Contact List
3 | Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435 . .
4 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460 KOMEATVEARIE GNP
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 2
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256 3 |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435  jake@:
7 |Mass Airlines Miranda Lawson  |5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 4] Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460  katie.st
8 [Newhaven Traders Rick Chaturvedi 2428 S Redding St#2 Bogg's Comer, WA 98175 360-555-5422 5 |Core Pharmaceuticals  Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928  yuenpt
9 |overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324 605-555-4495 6 |Everly Publishing Felicia Reyes 18544 Lazy Bluff Ave Whiskey Creek, KS 66689 | 316-555-3256  felicia
10| Riley Garden Supply VivicadaSiva  |8595 Thunder Brook Gir Gravity, WA 99304 30-555-4289 |1 |Mass Airlines Miranda Lawson | sAliClon RIStz IRMIBE S 575-555-9255 _|mlaws
11| Knope Equestrian Center Ll Sebastian |8060 Easy Evening Ln Walkinghood, ME 04126 2075557225 ';7 EEWTBVET Traders JR:IC'; Chaturvedi ;‘:gi":d'gg S‘SRB;QQ Sal’"e"‘s'g;a;; Zggzzzisi info@r
12 |Venture Brewing Hank Dean 3034 Foggy Wharf Loop Bee Rock, NE 69823 3085551050 [ ook 1 orrance mber Gate Rd Rodney Vilage: 554495 yorran
13 |Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd VDR 1435554947 10|Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304 360-555-4289  vivica€
| Arch R llory Figi 3 hl Jend: 11 |Knope Equestrian Center  Lil Sebastian 9060 Easy Evening Ln i ME 04126 |207-555-7225  lil@kny
14| Archer Properties Mallory Figgis  RaRlEiceprllicaibinenWaL T 4259555310 95 |Venture Breviing Hank Dean 2034 Foggy Wharf Loop Bee Rock NEG69823  [308-555-1050  hdearn
1] 13 [Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd + MD 21610 443-555-4942  chriski
1 14 [Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, WA 99340 425-555-5370  mallor
15
16
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3.You can also AutoFit the width for several columns at the same time. Simply select the
columns you want to AutoFit, then select the AutoFit Column Width command from
the Format drop-down menu on the Home tab. This method can also be used for row
height.

A2 2 Fe || COMPANY NAME
To modify row height: A B c
Customer Contact List
1.Position the cursor over COMPANY NAME
the row line so the cursor 3
beCO mes a dou ble arrow. 3" |Adventure Qutfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696
4 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208
6 | Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
7 |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

2.Click and drag the mouse to increase or decrease the row height.

4

-20 -

EC“ Insert - %

T -

" Delete ~ ¢ ting

[=] Format - -
Cell Size

1L Row Height...

AutoFit Row Height
Column Width...

AutoFit Column Width[}
Default Width...

Visibility

©3

3.Release the mouse. The height of the selected row will be

A B C

changed.
, |Customer Contact List
COMPANY NAME A2 v F | COMPANY NAME
2
37 A B
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 -
4
5 |Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 1 CU stomer CO ntact L‘St
6 Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 P COMPANY NAME
7 Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 31_ ‘Adventure Outfitters Jake Finn
a |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431 4 | Aria Real Estate Katie Stark
5 |Core Pharmaceuticals Phillip Yuen
To modify all rows or columns: 6 |Everly Publishing Felicia Reyes

7 |Mass Airlines Miranda Lawson

1407 Dusty Fawn Ln Soaptown, SD 57696
971 Cinder Butterfly St Stoughton, NH 03204
5108 Crystal Gate Blvd Twig City, KS 66208
8544 Lazy Bluff Ave Whiskey Creek, KS 66689
5316 Colonial Pkwy Esterhazy, NM 88431

Instead of resizing rows and columns individually, you can modify the height and width of every row and column at the
same time. This method allows you to set a uniform size for every row and column in your worksheet. In our example,

we will set a uniform row height.

1.Locate and click the Select All button just below the name box to select every cell in the worksheet.

i f- | Customer Contact List

A B C C

Customer Contact List

2.Click and drag the mouse to increase or decrease the
row height, then release the mouse when you are
satisfied. The row height will be changed for the entire

NY
‘ worksheet.
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555
Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204 603-555
Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 913-555 -
L . AL - J< | Customer Contact List
Everly Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555
Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431 575-555 4 A B C C
Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner, WA 98175  360-555 2
Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324 605-555 1 Customer Contact List
Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304 360-555 TACT NAME  BILLING ADDRESS PHONE
Knope Equestrian Center | Lil Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126 207-555 %I'
it e, Hank Dean 3034 Foggy Wharf Loop Bee Rock, NE 69823 308.555 Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555
Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MD 21610 443-555 3 [ : :
e e IRy s 3520 Sleepy Hearth Dr Calendar, WA 99340 425-555 Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204~ 603-555
4
Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 913555
Position the mouse over a row line so the cursor becomes B Felicia Reyes 8544 Lazy Blff Ave Whiskey Creek, KS 66689 316-555
6
double arrow. — - s
a Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431 575-555
7
- - . i Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner, WA 98175 360-555
Inserting, deleting, moving, and hiding 3
Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324  605-555
\ A ) ) 9
After you've been worki ng with a workbook for a whil e, you Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304 360-555
10

may find that you want to insert new columns or

rows, delete certain rows or columns, move them to a different location in the worksheet, or even hide them.

To insert rows:

1.Select the row heading below where you want the new row to appear. In this example, we want to insert a row

between rows 4 and 5, so we'll select row 5.

A B C

. |Customer Contact List
COMPANY NAME

CONTACT NAME

Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696

Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204

General

2.Click the Insert command on the Home tab.

N R BB

_, | Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208 ~ $ -9 » <4 Conditional Formatas Cell  Insert Delete Format | Sort&
5 Formatting~ Table~ Styles~ < < =7 Filter~

Everly Publishing Felicia Reyes 8544 Lazy BIUff Ave Whiskey Creek, KS 66639 £} Mumber 5 Styles Cells Editing
6

| Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431
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3.The new row will appear above the selected row.

-21-

4.When inserting new rows, columns, or cells, you will see
a paintbrush icon next to the inserted cells. This button

allows you to choose how Excel formats these cells. By default,
Excel formats inserted rows with the same formatting as the
cells in the row above. To access more options, hover your
mouse over the icon, then click the drop-down arrow.

A B C
, | Customer Contact List
COMPANY NAME CONTACT NAME
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696
371‘-\!’ia Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
4
5
~¥Ire Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208
& Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
5 Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431 2
g 5
To insert columns: .
1.Select the column heading to the right of where you want the new 7
column to appear. For example, if you want to insert a column between

columns D and E, select column E.

Mass Airlines

Aria Real Estate Katie Stark

Phillip Yuen

¥ -. Pharmaceuticals

[©] Fermat Same as Sbeve |

©  Format Same As Below Felicia Reyes

©  Clear Formatting

Miranda Lawson

605-555-6435

jake@adventureoutfitters.com

603-555-2460 |katie.stark@ariarealestate.com

913-555-5928 |yuenp@corepharmaceuticals.com

316-555-3256 [felicia@everlypublishing.com

575-555-9255 milawson@ry irlines.com

360-555-5422 |info@newhaventraders.com

G05-555-4495 |jtorrance@overlookinn.com

2.Click the Insert command on the Home tab.

i e

Table -
Styles

Formatting «

Conditional Format as

P Sne<®@ Z 47y O

< ‘
Cell Insert | Delete Format Sort & Find &
Styles - - - - L~ Filter - Select~
Cells Editing
E F

3.The new column will appear to the left of the selected

column.

i B B o Sy O

Conditional Formatas Cell Insert Delete Format Sort 8 Find &

Formatting = Table~ Styles-  ~ - - £~ Filter - Select -
Styles Cells Editing
D E F

EMAIL ADDRESS

605-555-6435 jake@adventureoutfitters.com

603-555-2460 katie.stark@ariarealestate.com)

To delete a row or column:

It's easy to delete a row or column that you no longer need.

column the same way.

1.Select the row you want to delete. In our example, we'll 8

select row 9.

2.Click the Delete command on the Home tab.

Cantacts - Excel

ll me what you wal

Signin

1=
General . F E}‘ D [ % @ X AY p
E B g, L
§rghy G0 Conditional Formatas Cell  Insert Delete Format Sort & Find &
Formatting = Tablew Stylesr - o v =7 Filter~ Select~
humber I} Styles Cells Editing

o]
63

Share

605-555-6435

603-555-2460

jake@adventureoutfitters.com

katie.stark@ariarealestate.com

Everly Publishing

Mass Airlines

When inserting rows and columns, make sure you select the entire row or
column by clicking the heading. If you select only a cell in the row or
column, the Insertcommand will only insert a new cell.

In our example we'll delete a row, but you can delete a

Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689

Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

Newhaven Traders

Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner, WA 98175

Overlook Inn

Riley Garden Supply

Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324

Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304

Sheet 1 @

Ready

3.The selected row will be deleted, and those around it
will shift. In our example, row 10 has moved up, so it's

now row 9.

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
7

Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431
8

Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324
9

Riley Garden Supply Vivica da Silva 8535 Thunder Brook Cir Gravity, WA 99304
10|

Knope Equestrian Center  Lil Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126
11

Sheet 1 ®

Ready
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4.1t's important to understand the difference

between deleting a row or column and simply clearing its
contents. If you want to remove the content from a row or
column without causing others to shift, right-click

a heading, then select Clear Contents from the drop-down
menu.

To move a row or column:

Mass Airling Segoe Ul - |12

B I =&-4
Newhaven Trauers
-— %
Overlook Ini Bz

]

Cut
Copy
Paste Options:
<

|

Paste Special...

Riley Gardel
Knope Eque Insert
Delete
Wenture Bre Clear Contents

[E] Eormat Cells...

: ; -22-
= 1316 Colonial Pkv

r'ﬂmmrvmi—l—z423 S Redding S

Torrance

ica da Silva

Sebastian

nk Dean

3160 Amber Gate

8595 Thunder Bro

9060 Easy Evening

3034 Foggy Whar

Sometimes you may want to move a column or row to rearrange the content of your worksheet. In our example we'll

move a column, but you can move a row in the same way.

1.Select the desired column heading for the column you want to move.

BILLING ADDRESS

EMAIL ADDRESS

1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435 Jake@adventurec

971 Cinder Butterfly St Stoughton, NH 02204 603-555-2460 katie.stark@ariar

5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 yuenp@corephar

8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256 felicia@everlypul

5216 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 mlawson@massz

3.Select the column heading to the right of where you want to move the column. For example, if you

column between columns E and F, select column F.

BILLING ADDRESS

2.Click the Cut command on the Home tab, or
press Ctrl+X on your keyboard.

Formulas

Clipboard Font

H-A-

[}

& -

1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435 ! |jake@adventureoutfitte =
5 2 B DR
971 Cinder Butterfly St Stoughton, NH 03204 1603-555-2460 katiestark@ariarealests Cenditional Formatas Cell Insert  Delete Format
Formatting - Table = Styles ~ - - -
Styles E= Insert Cut Cells b
= Insert Sheet R
5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 yuenp@corepharmacet o UEY  Insert Sheet Columns
; I‘ ER  Insert Sheet
8544 Lazy Bluff Ave Whiskey Creek, KS 66689  |316-555-3256 felicia@everlypublishin: i !
|
5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 mlawson@massairlines i

5.The column will be moved to the selected location,
and the columns around it will shift.

6.You can also access the Cut and Insert commands by right-
clicking the mouse and selecting the desired commands from
the drop-down menu.

1407 Dusty Fawn Ln Soaptown, SD 57696

605-555-6435 |jake@adventureoutfiti

605-555-6435

603-555-2460

| jake@adventureoutfitters.com

want to move a

4.Click the Insert command on the Home tab, then
select Insert Cut Cells from the drop-down menu.

i B

Sort & Find &
Filter - Select -
Editing

["]

katie. stark@ariarealestate.com

971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460 |katie stark@ariareales

5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928  |yuenp@corepharmace

8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256 |felicia@everlypublishi

5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 |mlawson@massairline

To hide and unhide a row or column:

PHONE

B805-555-6435

602-555-2460

2913-555-5928

=

ers.com

Insert Cut Cells
Delere mesnm |
Clear Contents
Eormat Cells...
Column Width...
Hide

Unhide

wuticals.cor

At times, you may want to compare certain rows or columns without changing the organization of your worksheet. To do
this, Excel allows you to hide rows and columns as needed. In our example we'll hide a few columns, but you can hide

rows in the same way.
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1.Select the columns you want to hide, right-click the mouse, then select Hidefrom the formatting menu. In our
example, we'll hide columns C, D, and E.

& = % cn = £ £ 2.The columns will be hidden. The green column
List R Cony - P " .
ﬁ % Paste Options: line indicates the location of the hidden columns.
T
n 1407 Dusty Fawn Ln Soaptown, 5D 5 Poste Speciol.. 605 -6435 |jake@adventureoutfi
Insert
ark 971 Cinder Butterfly St Stoughton, NI Delete 602 555 2460 |katic.stark@ariarcale A B E G H
Clear Contents. r : T
B Eormat el . |Customer Contact List
uen 5108 Crystal Gate Blvd Twig City, KS i:‘:mgwm . 913-555-5028 |yuenp@corepharmac COMPANY NAME CONTACT NAME
eyes 8544 Lazy Blutt Ave Whiskey Creek, ko Lol 316-555-3256 |telicia@everlypublist Adventure Outfitters Jake Finn [jake@adventureoutfitters.com
I Lawson 5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 |mlawson@massairlir 3
Aria Real Estate Katie Stark katie stark@ariarealestate.com
ince 3160 Amber Gale Rd Rudney Village, SD 57324 605-555-4495 |jlorrance@overlookin 4
. Bishop Research
3.To unhide the columns, select the columns 5
- . ' Core Pharmaceuticals Phillip Yuen yuenp@corepharmaceuticals.com
on both sides of the hidden columns. In our example, we'll .
select columns B and F. Then right-click the mouse and ) Everly Publishing Felicia Reyes felicia@everlypublishing.com
select Unhide from the formatting menu. Mass Airlines Miranda Lawson | mlawson@massairlines.com
8
Overlook Inn Jill Torrance ljtorrance @overlookinn.com
F G H 9
p | G | W
Cut - .
. 4.The hidden columns will reappear.
Lopy
COMPANY NAME T Paste Options:
| 8 c D 3 3
Adventure Outfitters Jake Finn jake@ad Paste Special.
Insert -
Aria Real Estate Katie Stark katiestar  p_... n PHONE
4
Bishop Research e Contents ) 1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435  jake@adventurcoutf
5 [E] Format Cels.
Column Width 7 NeorR 5 -
Core Phanmaceuticals Phillip Yuen Sersa) jdw i B rk 971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460  katiestark@ariareals
6 -
Everly Publishing Felicia Reyes felicda@e 2™ 3
7 en 5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 | yuenp@corepharma
Mass Airlines Miranda Lawson  mlawson@massairlines.com
8 2yes. 8544 Lazy BIuff Ave Whiskey Creek, KS 66689 316-555-3256  felicia@everlypublis|
Overlook Inn Jill Torrance jtorrance@overlookinn.com
9 Lawson 5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255  mlawson@massairlil
nce 3160 Amber Gate Rd Rodney Village, SD 57324 605-555-4495  jtorrance@overlooki

Wrapping text and merging cells

Whenever you have too much cell content to be displayed in a single cell, you may decide to wrap the

text or merge the cell rather than resize a column. Wrapping the text will automatically modify a cell's row height,
allowing cell contents to be displayed on multiple lines. Merging allows you to combine a cell with adjacent empty cells
to create one large cell.

Formulas  Data

- X . =3
A Segoe Ul Semiligh - |24 ~| AT A - B Wiap Text Genersl
To wrap text in cells: Des -
P Paste o B I b - Emi- SoA- Bl Merge &t Center = § - % 0
Clipboard Font = Alignment & Number
1.Select the cells you want to wrap. In this example, we'll a = #
. A B C D
select the cells in column C. ‘ : -
, |Customer Contact List
COMPANY NAML CONTACT NAMLC
Click the Wrap Text command on the Home tab. . -
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaf|605-555-8495
3
. . Aria Real Estate Katie Stark 971 Cinder Butterfly St St|603-555-3478
2.The text in the selected cells will be wrapped. 4
Bishop Research ‘William Bell 2201 Treasure Ct Ste 301|206-555-2305
5
A B c D Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Tv|913-555-3461
| | .
i Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whis|316-555-3454
;|Lustomer Lontact LIs .
COMPANY NAME CONTACT NAME Mass Airlines Miranda Lawson  |5316 Colonial Pkwy Ester|575-555-2376
8
Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln 605-555-8495 Overlook Inn Jill Torrance 3160 Amber Gate Rd Rod|605-555-4495
3 Soaptown, SD 57696 9
Aria Real Estate Katie Stark 971 Cinder Butterfly St [603-555-3478
4 Stoughton, NH 03204
Bishop Research William Bell 2201 Treasure CtSte  [206-555-2305
5 301 Good Thunder, WA
Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd  (913-555-3461
6 Twig City, KS 66208
Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave 216-555-2454 = Contacts- Bce
7 Whiskey Creek, KS
Mass Airlines Miranda Lawson |5316 Colonial Plwy. 575-555-2376 be=  Replperd [mofs OB Gk W
2 Esterhazy, NM 88431 % g, - 5. = T Bx iy 2 A
. goe Ul Semiligh = (24~ A A )+ E°Wrap Text General - 7
Overlook Inn Jill Torrance 3160 Amber Gate Rd 605-555-4495 DP B - » nm G d 0 FL:: ? ‘EER DEIL Flglt - SZ
- aste me (&A= s - onditional Formatas Cell  Insert Delete Format o
9 Rodney Village, SD e BTLCIE 4 = I ]| ¢ - % 0 [ fomatting~ Table~ Stjes~ -+ - - L i
Clipboard Font ) Alignment o Number ] Styles Cells Ed
AL v J || Customer Contact List
To merge cells using the Merge & Center command: ‘ A | 8 | ¢ [ e F ‘
; |Customer Contact List ‘ ‘ ‘ |
1. Select the cell range you want to merge. In our COMPANY NAME CONTACT NAME PHONE EMAIL ADDRESS
! -
ex_a mple, we'll select A1:F1. Adventure Outfitters Jake Finn 1407 Dusty FawnLn  605-555-8495  605-555-6435  jake@adventureoutfitters.com
Click the Merge & Center command on 3 Soaptown, SD 57696
the Home tab. In our examp|e, we'll select the cell Aria Real Estate Katie Stark 971 Cinder Butterfly St 603-555-3478  603-555-2460  katiestark @ariarealestate.com
. 4 Stoughton, NH 03204
range AL:F1. Bishop Research William Bell 2201 Treasure Ct Ste 206-555-2305  206-555-2303  whell@bishopresearch.com

5 301 Good Thunder, WA
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AL - &~ Customer Contact List
A 8 c D E 3
. Customer Contact List
A COMPANY NAME CONTACT NAME EMAIL ADDRESS
2.The selected cells will be merged,
and the text will be centered. Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln ~ 605-555-8495  605-555-6435  jake@adventureoutfitters.com
3 Soaptown, SD 57696
Aria Real Estate Katie Stark 71 Cinder Butterfly St 603-555-3478  603-555-2460  katiestark@ariarealestate.com
4 Stoughton, NH 03204
Bishop Research William Bell 2201 Treasure CtSte 206-555-2305  206-555-2303  whell@bishopresearch.com
5 301 Good Thunder, WA

To access more merge options:

If you click the drop-down arrow next to the Merge & Center command on the Home tab, the Merge drop-down menu
will appear.

Triras- [T From here, you can choose to:

Data Review View

Merge & Center: merges the selected cells into one cell and centers the

@' - %WrapTﬂt General - |:=:| text i i i
Merge Across: merges the selected cells into larger cells while keeping

Merge&Center = $ - % o G f§ Condiiondl oqen Low separate

Formatting * .
signm El| Merge & Center Number - R . Merge Cells: merges the selected cells into one cell but does not center
: ! © the text
Merge Across
tact List Unmerge Cells: unmerges selected cells
B Merge Cells You'll want to be careful when using this feature. If you merge multiple
B Unmerge Cells D E cells that all contain data, Excel will keep only the contents of the upper-

left cell and discard everything else.

To center across selection:

Merging can be useful for organizing your data, but it can also create problems later on. For example, it can be difficult to
move, copy, and paste content from merged cells. A good alternative to merging is Center Across Selection, which
creates a similar effect without actually combining cells.

Select the desired cell range. In our example, we'll select A1:F1. Note: If you already merged these cells, you
should unmerge them before
continuing to step 2.

- X0

ke secoe Jisemict 24 |4 4T = - T Geel . 2 ‘,'l Nermal Bad
1.Click the small arrow in the lower- hate ::“* i BT U e G-f- == = Sweestets - $-% 1 184 Condten e Goog Neutra
A . . el Paintzy === ¥ ; Famating = Teble
right corner of the Alignment group aptec & Font 5 Aigreest fumer sas
on the Home tab. o1 - s || Customer Cantar ot
A B | < | D E F
- _ -
.| Customer Contact List
ZANY MAME COMTAZT KAME  EILLING ADDSESS 4 EMAIL ADDRESS
Adventure Quilillers aee Finn 14CT Cusly Fawn Ln 605-555-3¢95  G05-353-6435  jake@advenlureoutliters.com
1| Soaprourn, S1 S (RUE
Aria Pzzl Estatz Katiz Stark 071 Cinder Butrerly St 602-585-3478  G03-555-2160  katiectark@ariarazlestatecom
4 | Stoughtan, M4 03204
. . Blshop Research villlam 3l 2201 Treasure C1 Ste 206-555-2305  206-555-2303  whe l&blshopresearch.com
2.A dlalog box will appear. Locate and 5 201 Geod Thurdsr, WA

select the Horizontal drop-down menu, select Center Across Selection, then click OK.

Format Cells ? Es
Number Alignment  Font  Border  Fill  Protection 3.The content will be centered across the selected cell range. As you can
Text alignment Orientation see, this creates the same visual result as merging and centering, but it
Horzontal M preserves each cell within A1:F1.
Left (indent) Indent: +
[] 3 T .
£ et —|
Y« | e A FL o 13
t : A 8 C | D | 3 3
.
dlusti L .
i A . Customer Contact List @
0 = Degrees COMPANY NAME CONTACT NAME PHONE EMAIL ADDRESS
[ shrink to fit
[ berge cells Adventure Outfitters Jake Finn 1407 DustyFawnLn | 605-555-8495 | 605-555-6435  jake@adventureoutfitters.com
Right-to-left 3 Soaptown, SD 57696
Text direction: Aria Real Estate Katie Stark 971 Cinder Butterfly St 603-555-3478  603-555-2460  katiestark@ariarealestate.com
Context P 4 Stoughton, NH 03204
Bishop Research William Bell 2201 Treasure Ct Ste 206-555-2305 |206-555-2303  whell@bishopresearch.com
5 301 Good Thunder, WA
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CHAPTER-7-

Introduction

FORMATTING CELLS

All cell content uses the same formatting by default, which can make it difficult to read a workbook with a lot of

-25-

information. Basic formatting can customize the look and feel of your workbook, allowing you to draw attention to
specific sections and making your content easier to view and understand.

To change the font size:
“D ¥* Calibri
. Paste Ela - =
1.Select the cell(s) you want to modify. E B s
Cipbosra Font |10 5 e
11
A 5 c 5 2.0n the Home tab, click the drop-down = N 5 ' HTNESSPROG:SS(H
arrow next to the Font Size command, 1 [
1 |FITNESS PROBRESS CHART then select the desired font size. In our + FITNESS » {OGRESS
2 |Date Weight Chest  Waist example, we will choose 24 to make the 2 |Date Weight 24% lest  Waist
text larger. 3 |5/3/13 140 31
3 |5/3/13 140 32 31 4 |s/11/13 140 4 31
4 |5/11/13 140 32 31

3.The text will change to the selected font size.

4.you can also use the Increase Font Size and Decrease

A B C D E F
Font Size commands or enter a custom font size using your
1 [FITNESS PROGRESS CHART keyboard.
2 Date Weight Chest Waist Hips Forearm
3 5/3/13 140 32 31 40 11.5 Calibri - A A
4 |5/11/13 140 32 31 39.5 11.5 B I U - 2y - A -

Font ]

To change the font:

By default, the font of each new workbook is set to Calibri. However, Excel provides many other fonts you can use to
customize your cell text. In the example below, we'll format our title cell to help distinguish it from the rest of the
worksheet.

T o | | 2 |« x| =

Paste

~ O candara

1.Select the cell(s) you want to modify.

Ciipboara || O CASTELILAR fent
O Centaur ton
A B c D 2.0n the Home tab, click the drop-down Ag g:i:\f@mm
arrow next to the Font command, then F”g Genury EchoolBhok E
Chifter
1 FITN ESS;}P ROG RESS select the desired font. In our example, ! O Colonna MT =
we'll choose Century Gothic. 2 Date |0 comio Sans 45
2 |Date Weight Chest  Waist 3 5/3/10 Constantia
3 5/3/13 140 20 a1 3.The text will change to the selected 4.|5/11)0 Cooper Black -
font.
4 |5/11/13 140 32 31
A B C D
When creating a workbook in the workplace,
you'll want to select a font that is easy to read. 1 FITN ESS PROGR E
Along with Calibri, standard reading fonts include 2 Date Weight Chest  Waist
Cambria, Times New Roman, and Arial.
3 5/3/13 140 32 31
4 |5/11/13 140 32 31
To change the font color:
1.Select the cell(s) you want to modify. LI . o= .
D : Century Gothic ~|24 ~ A A — = = - E
A B c D ¢ 2.0n the Home tab, click Paste N H-A- E==e=
the drop-down arrow next - e ——
1 FlTN ESS@PROGR ESS to the Font Color command, Cliphoard 1= Font W Automatic
2 Date Weight Chest  Waist Hips then select the Theme Colors
desired font color. In our Al w7 e E EEE EE
3 5/3/13 140 32 31 40 example, we'll
4 5/11/13 140 32 31 39.5 choose Green. A B I
FITNESS PreMBiRialE
1 Standard Colors
. [} | EEENR
2 |Date Weight  Che g, 10 oo

Green
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3.The text will change to the selected font color. 4.Select More Colors at the bottom of the menu to access
additional color options. We've changed the font color to a bright
A B C D E i
pink.
. |FITNESS PROGRESS ?X
2 |Date Weight Chest Waist Hips standard | Gustom
|5/3/13 140 32 31 40 Colaors: Cancel

4 |5/11/13 140 32 31 39.5

To use the Bold, Italic, and Underine commands:

1.Select the cell(s) you want to modify.

A B C D E

FITNESS;PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 5/11/13 140 32 31 39.5

-

2.Click the Bold (B), Italic (I), or Underline (U) command on the Home tab.
In our example, we'll make the selected cells bold.
3.The selected style will be applied to the text.

C -
D 3% Century Gothic  ~ |24 ~| A A
Em -

Past:
Eve o B I U - B C D

A E
Clipboard Font - . F"‘N ESS PROGRESS You can also press Ctrl+B on

Bold (Ctrl+B) your keyboard to make selected

Al - . .
Make your text bold. 2 Date Weight Chest Waist Hips text bold, Ctrl+I to

A T B . - 3 5/3/13 140 32 31 40 apply italics, and Ctrl+U to
i apply an underline.

4 |5/11/13 140 32 31 39.5

Cell borders and fill colors

Cell borders and fill colors allow you to create clear and defined boundaries for different sections of your worksheet.
Below, we'll add cell borders and fill color to our header cells to help distinguish them from the rest of the worksheet.

To add a fill color: A 8 ¢ o 3 3 s H !
1 FITNESS PROGRESS CHART
1.Select the ceII( S) you wa nt to modify. 2 |Date  Weight Chest ‘Waist Hips  Forearm Estimated Lean Body Estimated Body Fat Estimated Bod?m%‘
3 |5/3/13 140 32 31 40 115 103.8 36.2 0.259
4 [5/11/13 140 32 31 39.5 115 103.9 36.1 0.258
575/19/13 139 32 31 39.5 115 103.2 35.8 0.258
6 5/26/13 138 31 30 39 1 103.4 35.6 0.256
2.0n the Home tab, click the drop-down arrow next Zle/y1s 18 L B0 9 am4 6 0256

to the Fill Color command, then select the fill color you want to use. In our example, we'll choose a dark gray.

Calibri -z KN == #-
BIUu- H-[BNA- B== == 3.The selected fill color will appear in the selected cells. We've also
changed the font color to white to make it more readable with this
Font | Theme Colors dian  dark fill color.

Jg‘ Date A B C D E F G H |

B C I I I I » FITNESS PROGRESS CHART
: I I I I I I Weight Chest Waist  Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
SS P RC e . 3 5/3/13 140 32 31 40 115 1038 36.2 0.259
White, Background 1, Darker 50%
| 4 5/11/13 140 32 31 395 115 1039 36.1 0.258

Recent Colors 5 5/19/13 139 32 31 395 115 103.2 35.8 0.258
HE 6 5/26/13 138 31 30 39 1 103.4 35.6 0.256

Mo Fill 706113 138 31 30 39 1 1034 35.6 0.256

w  More Colors...
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: FITNESS PROGRESS CHART
Date Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
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To add a border:
1.Select the cell(s) you want to modify.

B <€ D E G

H
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2.0n the Home tab, click the drop-down
arrow next to the Borders command, then
select the border style you want to use. In
our example, we'll choose to display All

2 Borders.
3 [5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
4 |5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.258 Cotib T2 A x == &
5 [5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.258
6 |5/26/13 138 31 30 39 11 103.4 35.6 0.256 B 1 u-|HE O-aA-B== &3
7 [6/1/13 138 31 30 39 11 103.4 35.6 0.256 F Borders |
3.The selected border style will appear. Bottomn Border
Top Border
Al B | ¢ | Db | E | F G I Left Border
+ FITNESS PROGRESS CHART R Berdr y
Mo Border
Weight Chest  Waist Forearm Estimated Lean Body Estimated Body Fat Estimatec Body Fat % All Borders 1
3 5/3/13 140 32 31 40 115 103.8 36.2 0.259 Out;ideBnr\Ers
451113 140 |2 31 395 |15 1039 361 0.258 | Thick Outside Borders
5 5/19/13 |139 32 31 39.5 115 103.2 358 0.258 n 22
5 [5/26/13 [138 |31 30 39 1 1034 356 0.256
7 6/1/13 138 31 30 39 1 103.4 35.6 0.256
Draw Borders
4.You can draw borders and change the line style and color of borders with [ Draw Border
the Draw Borders tools at the bottom of the Borders drop-down menu. EF Draw Border%rid
&  Erase Border
z Line Color »
Line Style 3
@“ Styles FH More Borders...

1

N o n A wN

Instead of formatting cells manually, you can use Excel's predesigned cell styles. Cell styles are a quick way to include
professional formatting for different parts of your workbook, such as titles and headers.

To apply a cell style:

In our example, we'll apply a new cell style to our existing title and header cells.

1.Select the cell(s) you want to modify.

A B € D B F G

FITNESS PROGRESS CHART

Date  Weight Chest Waist Hips  Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
5/3/13 |140 32 31 40 115 [103.8 36.2 0.259

5/11/13 |140 32 31 395|115  |103.9 36.1 0.258

5/19/13 |139 32 31 395|115  |103.2 35.8 0.258

5/26/13 |138 31 30 39 11 103.4 35.6 0.256

6/1/13 |138 31 30 39 11 103.4 35.6 0.256 <

3.The selected cell style will appear.

A B € D E F G

. FITNESS PROGRESS CHART

2 pES Weight Chest ~ Waist  Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %

3 5/3/13 [140 32 31 40 11.5 103.8 36.2 0.259
4 5/11/13 [140 32 31 39.5 S 1039 36.1 0.258
5 5/19/13 |139 32 31 39.5 115 1032 35.8 0.258
6 [5/26/13 138 31 30 39 11 103.4 35.6 0.256
7 6/1/13 |138 31 30 39 11 103.4 35.6 0.256

2.Click the Cell Styles command on the Home tab,
then choose the desired style from the drop-down

menu.
==l = .
P B &= B [ iy O
Conditional Formatas| Cell  Insert Delete Format Sort& Find &
Formatting~ Table~ Stylesw - - - & Clear~ Filter~ Select~
Good, Bad and Neutral
Normal Bad Good Neutral
Data and Model
[checkcen  JENERESRH Linked Ce Note
Warning Text
Titles and Headings
Heading1 Heading2  Heading3 Heading 4 Title Total
Themed Cell Styles
36.2 20%-Accentl 20%-Accent? | 20%- Accentd | 20%-Accentd  20%-AccentS  20%- Accent6
3.1 40%-Accentl  4D%-Accent2  40%-Accentd  40%-Accentd  40%- Actents  40%-Accents
v

40% - Accent!

Comma [0]

35.6 Number Format
Comma Currency
Bl New Cell Style.

] Merge Styles...

Currency [0]  Percent

Applying a cell style will replace any existing cell formatting except for text alignment. You may not want to use cell

styles if you've already added a lot of formatting to your workbook.

Text alignment

By default, any text entered into your worksheet will be aligned to the bottom-left of a cell, while any numbers will be
aligned to the bottom-right. Changing the alignment of your cell content allows you to choose how the content is
displayed in any cell, which can make your cell content easier to read.
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To change horizontal text alignment:

In our example below, we'll modify the alignment of our title cell to create a more polished look and further distinguish it
from the rest of the worksheet. 4 A | 8 | ¢ | b | E | F ] G | H \ i \

FITNESS PROGRESS CHART

1.Select the cell(s) you want to
modify.

m Estimated Lean Body Estimated y Estimated Body Fat %

2.Select one of the three horizontal
alignment commands on the Home tab. In our example, we'll choose Center Align.

3.The text will realign.

= o~ Er Wrap Text

= :_E}E €= 3= Merge & Center ~ A A | B | € | D | E_| F G | H !
. 1 FITNESS PROGRESS CHART
Alignment [}
| Cent 2 Date Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
enter
3 | 5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
Center your content.

4 | 5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.258
5 | 5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.258
6  5/26/13 138 31 30 39 11 103.4 35.6 0.256
7 6/1/13 138 31 30 39 11 103.4 35.6 0.256

4 A~ | 8 | ¢ | o | E | F | G | H | I

To change vertical text alignment: : FITNESS PROGRESS CHART

1.Select the cell(s) you want to
modify.

2.Select one of the three vertical
alignment commands on

the Home tab.

In our example, we'll choose Middle Align.

#r - %‘ Wrap Text

Il
Il
[l

Merge & Center - 3.The text will realign.

Alignment [F]

E F H I
Middle Align ‘ ‘ ‘

[ D | G
Align text so that it is centered | 1 FITNESS PROGRESS CHART

between the top and bottom of the

cell. Pl Date  Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
T e 3 | 5/3/13 140 32 31 40 115 103.8 36.2 0.259
4 | 5/11/13 140 32 31 39.5 115 103.9 36.1 0.258
5 | 5/19/13 139 32 31 39.5 115 103.2 358 0.258
6 | 5/26/13 138 31 30 39 11 103.4 35.6 0.256
7 | 6/1/13 138 31 30 39 11 103.4 35.6 0.256

You can apply both vertical and horizontal alignment settings to any cell.
Format Painter

If you want to copy formatting from one cell to another, you can use the Format Painter command on the Home tab.
When you click the Format Painter, it will copy all of the formatting from the selected cell. You can then click and
drag over any cells you want to paste the formatting to.

. JE,Cut

E Co -
Paste B ~opy
> ' Format Painter

Clipboard =
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CHAPTER-8- UNDERSTANDING NUMBER FORMATS
What are number formats?

Whenever you're working with a spreadsheet, it's a good idea to use appropriate number formats for your data. Number
formats tell your spreadsheet exactly what type of data you're using, like percentages (%), currency ($), times, dates,
and so on.

Why use number formats?

Number formats don't just make your spreadsheet easier to read—they also make it easier to use. When you apply a
number format, you're telling your spreadsheet exactly what types of values are stored in a cell. For example,

the date format tells the spreadsheet that you're entering specific calendar dates. This allows the spreadsheet to
better understand your data, which can help ensure that your data remains consistent and that your formulas are
calculated correctly.

If you don't need to use a specific number format, the spreadsheet will usually apply the general number format by
default. However, the general format may apply some small formatting changes to your data.

Applying number formats

Just like other types of formatting, such as changing the font color, you'll apply nhumber formats by selecting cells and
choosing the desired formatting option. There are two main ways to choose a number format:

1.Go to the Home tab, click the Number Format drop-down menu in the Number group, and select the desired format.

- . i i - 1
5 % | caion Tn S [ 2.You can also click one of the quick number-formatting
B - _ commands below the drop-down menu.
Paste o B I U - i H- §$-% > @0
Clipboard Font M MNumber 1 e X Calibri <111
B -
Al h § 3 21 Bme B I U- -
Clipboard 1= Font
A B & D E F G H |
Al & S 21
1 21|
A B C D E F G H 1
2 33 1 21
3 16| 2 33|
3 16
4 29
4 29
5 15| 5 15,

3.You can also select the desired cells and press Ctrl+1 on your keyboard to access more number-formatting options.

In this example, we've applied the Currency number format, which adds currency symbols ($) and displays two decimal
places for any numerical values.

= X - o= . 4.1If you select any cells with number formatting, you can
D Calibri oA A T == - EF Currency - .
Bg - see the actual value of the cell in the formula bar. The
Past o . L === = . . 000 . .
we g [BT U2 O-A-SESES $-% W% gspreadsheet will use this value for formulas and other
Clipboard & Font F1 Alignment ] Number ] calculations.
Al M E 2
Al - = 21
A B C D E F G H
A B c D
1 21.00
5 1 $21.DDl
: 333.(!) 2 $33.00
3 $16.00 3 $16.00
4| 529.00 4 $29.00
5 £15.00 5 $15.00
Using number formats correctly

There's more to number formatting than selecting cells and applying a format. Spreadsheets can actually apply a lot of
number formatting automatically based on the way you enter data. This means you'll
need to enter data in a way the program can understand, and then ensure that those

cells are using the proper number format. For example, the image below shows how to X v
use number formats correctly for dates, percentages, and times:

Wrong Right

January 1st 17172014
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Now that you know more about how number formats work, we'll look at a few different number formats in action.

Percentage formats

One of the most helpful number formats is Cw

the percentage (%) format. It displays values Clpbosrd & Fort

as percentages, such as 20% or 55%. This is BL M
especially helpful when calculating things like the A

:
>
.

1l
il

cost of sales tax or a tip. When you type a
percent sign (%) after a number, the percentage 1

15%

number format will be applied to that
cell automatically.

- EFWrap Text |percentage E
= &3 [ Merge&Center + $ % W %

Alignment [F] Number [F]

As you may remember from math class, a
percentage can also be written as a decimal. So o
15% is the same thing as 0.15, 7.5% is 0.075,

9 9

20% is 0.20, 55% is 0.55, and so on. You can f | sc2rca
review this lesson from our Math tutorials to B c
learn more about converting percentages to Item Price

decimals. Jacket §2250

There are many times when percentage formatting

will be useful. For example, in the images below, Sales Tax Rate 5

D

Sales Tax

s11250]

Item

Jacket

Sales Tax Rate

o =024 ke =02%a

o ] C o

Price Sales Tax Item Price Sales Tax

$22.50 $113] 0 Jacket $22.50 3113

5% Sales Tax Rate 005

notice how the sales tax rate is formatted No percentage formatting

Percentage formatting Written as decimal

differently for each spreadsheet (5, 5%, and 0.05):

As you can see, the calculation in the spreadsheet on the left didn't work correctly. Without the percentage number
format, our spreadsheet thinks we want to multiply $22.50 by 5, not 5%. And while the spreadsheet on the right still
works without percentage formatting, the spreadsheet in the middle is easier to read.

Date formats

Whenever you're working with dates, you'll want to use a date format to tell the spreadsheet that you're referring
to specific calendar dates, such as July 15, 2014. Date formats also allow you to work with a powerful set of date

functions that use time and date information to calculate an answer.

Spreadsheets don't understand information the same way a person
would. For instance, if you type October into a cell, the spreadsheet

won't know you're entering a date so it will treat it like any other text.

Instead, when you enter a date, you'll need to use a specific

format your spreadsheet understands, such

as month/day/year (or day/month/year depending on which
country you're in). In the example below, we'll type 10/12/2014 for
October 12, 2014. Our spreadsheet will then automatically apply the
date number format for the cell.

- = Wrap Text Date -

= 3= [ Merge& Center - % - % *  %i P8
Alignment L) MNumber M
[»] E F G

| 10/12/2014_'

10/12/2014

Now that we have our date correctly formatted, we can
do many different things with this data. For example, we
could use the fill handle to continue the dates through
the column, so a different day appears in each cell:

D E F
10/12/2014
10/13/2014
10/14/2014
10/15/2014
10/16/2014
10/17/2014
10/1 8/2014!'-

If the date formatting isn't applied automatically, it

means the spreadsheet did not understand the data you entered. In the example below, we've typed March 15th. The
spreadsheet did not understand that we were referring to a date, so this cell is still using the general number format.

4
4
b
>
Il

u - - . TR = = Merge & Center = $ -

Font r Alignment

S March 15th

March 15th

B - = Wrap Text

General -

% * w8 -8

Mumber L]
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On the other hand, if we type March 15 (without the "th"), the spreadsheet will recognize it as a date. Because it

doesn't include a year, the spreadsheet will automatically add the current year so the date will have all of the necessary
information. We could also type the date several other ways, such as 3/15, 3/15/2014, or March 15 2014, and the
spreadsheet would still recognize it as a date.

Try entering the dates below into a spreadsheet and see if the date format is applied automatically:

10/12

October

October 12
October 2016
10/12/2016
October 12, 2016
2016

October 12th

Other date formatting options

1.To access other date formatting options, select the Number Format drop-down menu and choose More Number
Formats. These are options to display the date differently, like including the day of the week or omitting the year.

Y

0 £ ot MILERE W
By -

F-

Pa.stee BT U- - B-A- =

Clipboard 1 Font 3 Alignment

A2 - A | 2/32014

A B

shipping Date Expected Arrival Date

1

2 2/3/2014 2/10/2014|

=
& e
General

Ne specific format
Number

41673.00

Currency

841,61

Accounti
$41,673.00

Short Date

2/3/2014

Long Date
Monday, February 3, 2014

il Bl Gy ol S Sk

Percentage

Yo
Y

10 5

41673

Fraction
41673

Text

ABC .
41673

More Number Formats.

B

tas|

) Condition|

e

st

3.As you can see in the formula bar, a custom date format

2.The Format Cells dialog box will appear. From here, you can
choose the desired date formatting option.

doesn't change the actual date in our cell—it just changes the

way it's displayed.

Number formatting tips

Here are a few tips for getting the best results with

number formatting:

Apply number formatting to an entire column:
If you're planning to use one column for a certain
type of data, like dates or percentages, you may
find it easiest to select the entire column by clicking
the column letter and applying the desired number
formatting. This way, any data you add to this
column in the future will already have the correct
number format. Note that the header row usually
won't be affected by number formatting.

Shipping Date

A B C D E F
. Shipping Date Expected Arrival Date
Monday, February 3, 2014, Monday, February 10, 2014
2
5 Format Cells :
Alignment | Font | Border | Fill | Protection

4 Category:

General Sample
5 Humber
5 Currengy Monday, February 3, 2014

A(muntmi Type:
6 Time *3/14/2012 ~

Percentage Iim'sﬂa March 14, 2012 *
7 fradion 314012

Scientific 031412

Text

Specal 14-Mar .
s Costom 14-Mar-12

Locale location):
9 English (United States) v
10
A2 - Je 2/3/2014
A B

Expected Arrival Date

2 Monday, February 3, 20141 Monday, February 10, 2014
- . == = _:
D g; B Segoe Ul - AN FE = 8 =F Wrap Text i - 2]
Pajte i BE I U- - - A- === &= EMergeacenter - i!?g rﬁfnm'r - ;”g
o specific forma
Clipboard ru Font ™ Alignment w
12 Mumber
B1 - £ ori Price
fe rice
E=A currency L
3 d c o L J ;
1 Item Name Price T Accounting
=il Price
2 |Measuring Cups $4.99 E ghort[}ate
rice
3 [Ladel $2.99 E Long Date
Price
4 |Slotted Spoon $2.79 )
Time
} Price
5 |12" skillet $14.59
Percentage
6 |Garlic Press $7.45 Price
Fraction
7 Price
Scientific
g Price
9 ABC Text
Price
10 More Number Formats...
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Double-check your values after applying number formatting: If you
apply number formatting to existing data, you may have unexpected results.
For example, applying percentage (%) formatting to a cell with a value of 5
will give you 500%, not 5%. In this case, you'd need to retype the values
correctly in each cell.

-32-

n

A

1 | Percentage of Total

500%
7300%
1200%

550%

1200%

If you reference a cell with number formatting in a formula, the spreadsheet may automatically apply the same number

formatting to the new cell. For example, if you use a value with

currency formatting in a formula, the calculated value will also use

the currency number format. Bl
If you want your data to appear exactly as entered, you'll need 1
to use the text number format. This format is especially good for
numbers you don't want to perform calculations with, such as

£184.50

B C

fe | =n1/2

$92.25

phone numbers, zip codes, or numbers that begin with 0,

like 02415. For best results, you may want to apply the text number format before entering data into these cells.

Inaease and Dearease Decimal

The Increase Decimal and Decrease Decimal commands allow you to control how many decimal places are displayed
in a cell. These commands don't change the value of the cell; instead, they display the value to a set number of decimal

places.
Calibri -l - AN == = - % Currency -
B I U- - O-A-=s==5%H- §-% %3
Font P} Alignment P} MNumber P}
- fe || 1995
F G H | J K L Il
0.08  800% | $19-95_|

Decreasing the decimal will display the value rounded to that decimal place, but the actual value in the cell will still be

displayed in the formula bar.

Calibri -1 <A A == - E Curengy -
B I U- EE%EE'fﬁ'%"fo‘g:ﬂ&
Font P Alignment P Number Ta
b £ | 19.95
F G H [ J K L M
0.08  800% | s200l

The Increase/Decrease Decimal commands don't work with some number formats, like Date and Fraction.
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CHPTER-9- WORKING WITH MULTIPLE WORKSHEETS

Introduction

Every workbook contains at least one worksheet by default. When working with a large amount of data, you can
create multiple worksheets to help organize your workbook and make it easier to find content. You can
also group worksheets to quickly add information to multiple worksheets at the same time.

To insert a new worksheet:

1.Locate and select the New sheet button near the bottom-right corner of the Excel window.

2.A new blank
| ;
worksheet will
$2,000
appear.
$995
$1,005
Expenses Summary ‘ September ‘ October | November
B [New sheet -
. . . Septemb: Octob N b Sheet1
By default, any new workbook you create in Excel will contain one ummary | September | October ‘@Dvm ;\_Ll ® o

worksheet, called Sheetl. To change the default number of

worksheets, navigate to Backstage view, click Options, then choose the desired number of worksheets to include in

each new workbook.

To copy a worksheet:

1.If you need to duplicate the content of one worksheet to 50%
another, Excel allows you to copy an existing worksheet.

Right-click the worksheet you want to copy, then select Move or feb Color ’

Copy from the worksheet menu.

2.The Move or Copy dialog box will appear. Choose where the

Insert...
Rename
Move or Copy... [
View Code

& Al

Protect Sheet...

Hide

Select All Sheets -

=
September ‘ October | November | Sheet1 ‘ (O]

H @ O - 1 + 90%

sheet will appear in the Before sheet: field. In our example, we'll choose (move to end) to place the worksheet to the

right of the existing worksheet.

Check the box next to Create a copy, then click OK.

Mowe or Copy ? >

Move selected sheets
To book:

budget.xlsx

Before sheet:

July ~
August

Expenses Summary

September

October

November

Sheet

i

reate a copy;i

To rename a worksheet:

3.The worksheet will be copied. It will have the same title as the
original worksheet, as well as a version number. In our example,
we copied the November worksheet, so our new worksheet is
named November (2). All content from the November worksheet
has also been copied to the new worksheet.

$2,000
$995
September | October | November | Sheet1 November (2) @
EH By = 1

You can also copy a worksheet to an entirely different workbook.
You can select any workbook that is currently open from the To
book: drop-down menu.

1.Right-click the worksheet you want to rename, then select Rename from the worksheet menu.

¢

2. Type the desired name for the worksheet.

Delete Click anywhere outside
50% Rename [ the worksheet tab, or m

Mowe or Copy.

5 view Code press Enter on your
7 Proledt Sheet.. keyboard. The
Tab Color . worksheet will
Hide
be renamed.
Select All Sheets -
November | Sheet1 November (2) @ - ‘ November ‘ Sheet1 December @
B [ B — | + 90% H 5 M - 1 + 90%
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To move a worksheet:

-34 -

1.Click and drag the worksheet you want to move until a small black arrow appears above the desired location.

2.Release the mouse. The worksheet will be moved.

$2,000
HEEE - A $2,000
ember ‘ October ‘ November%heeﬂ December [©)
et O - ] + 90% $995 -
ember | October | November @ecemher Sheetl | @
- = 1 + 90%
To change the worksheet tab color: - Cell Phone f—
5 Delete

Right-click the desired worksheet tab, and hover
the mouse over Tab Color. The Color menu will
appear.

= Groceries
Theme Colors

1.Select the desired color. .Ii’l..... e

Standard Colors

ember | Decemb| | No Color
Average: $1,667 | %¥ More Colors...

2.The worksheet tab color will be changed.

= Car Insurance

Rename
Move or Copy...
&3 View Code
B Protect Sheet...
Tab Color »

L1 | L Select All Sheets -~
| Sheet1 | @
[ = L + 90%

= Cell Phone

= Car Insurance

= Groceries

3.The worksheet tab color is considerably less noticeable when the
worksheet is selected. Select another worksheet to see how the color
will appear when the worksheet is not selected.

= Miscellaneous NOTES

$2,000
-~ $995
ember | December | Expenses Summary | Sheetl | @& November | December ‘ Sheet1 | @
Average: $1,667 Count:9 Sum:$15000 | [FH m - ] + 90% B ) -
To delete a worksheet:

1.Right-click the worksheet you want to delete, then select Delete from the worksheet menu.

2. The worksheet will be deleted from your workbook.

Insert...
L_._>‘< Delete % = Cell Phone
Rename = Car Insurance
Move or Copy... » Groceries
View Codl
Q'j Hewtode = Miscellaneous
[ Protect Sheet..
= Gym Membership
Tab Color »
Hide
ovember ‘ December | Expenses Summary ()
Select All Sheets e Average: $1,667 Count:9 Sum:$15000 | [ ) = 1 + 90%
December ‘ Expenses Summary ([ TX14] (&)
H 2l i + 100% If you want to prevent specific worksheets from being edited

or deleted, you can protect them by right-clicking the desired worksheet and selecting Protect Sheet from the

worksheet menu.
Switching between worksheets

1.If you want to view a different worksheet, you can simply click the tab to
switch to that worksheet. However, with larger workbooks this can sometimes
become tedious, as it may require scrolling through all of the tabs to find the
one you want. Instead, you can simply right-click the scroll arrows in the
lower-left corner, as shown below.

16 Kellerman, Frances

Fl % “201'1 Sales | 2
Ready &=
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Activate 7 >

Activate:
2017 Sales
2.A dialog box will appear with a list of all of the sheets in ot ia:es
. ales
your workbook. You can then double-click the sheet you 2014 Sales
. 2013 Sales
want to jump to. 5012 Salee
2011 Sales
2010 Sales
2009 Sales
2008 Sales
2007 SanFs
2006 sales
2005 sales

Grouping and ungrouping worksheets
You can work with each worksheet individually, or you can work with multiple worksheets at the same time. Worksheets
can be combined together into a group. Any changes made to one worksheet in a group will be made to every
worksheet in the group.

To group worksheets:

Select the first worksheet you want to include in the worksheet group.

August | September | October | November ‘ December ‘ Expenses Summary ‘
s

Press and hold the Ctrl key on your keyboard. Select the next worksheet you want in the group.

August | September | Octoberg November | December ([l

Continue to select worksheets until all of the worksheets you want to group are selected, then release the Ctrl key. The
worksheets are now grouped.

| August | September | October | November | Decembeg
i

To ungroup worksheets:

Right-click a worksheet in the group, then select Ungroup Sheets from the worksheet menu.

Bonus

50%

Freelance
Insert...

& Delete

Rename NOTES
SUMMARY Move or Copy... -

Other

—— T8 View Code 000 Rent increase
Cancel gym
_Beenses | oo - P25 membershio
Balance Hide Ea

Select All Sheets

August | September gngrou? S %:r | December ‘ Expenses Summary ‘
E

The worksheets will be ungrouped. Alternatively, you can simply click any worksheet not included in the group
to ungroup all worksheets.

August | September | October | November | December (R eI aIuEe
fh
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CHAPTER-10-USING FIND & REPLACE

Introduction
When working with a lot of data in Excel, it can be difficult and time consuming to locate specific information. You can
easily search your workbook using the Find feature, which also allows > AutoSum - p
you to modify content using the Replace feature. Fill .
® Clear ~ Sort & | Find &

Filter - Select =
To find content: L2 Eind... [

S
, . . 22 Replace g (Ctri+F)
In our example, we'll use the Find command to locate a specific

M
department in this list.
1.From the Home tab, click the Find and Select command, then
select Find from the drop-down menu.
The Find and Replace dialog box will appear. Enter the content you
want to find. In our example, we'll type the department's name.
2.Click Find Next. If the content is found, the cell containing that
content will be selected.
A8 - . S 3.Click Find Next to find further instances or Find All to
r s see every instance of the search term.
Find Replace
! Find what | Accounting v Find and Replace ? b
2
Find Replace
, | INSU ,
4 Departn e | [2 Part 3 Find what: Accounting o
5 |Sales X
6 |Sales Find All Close
7 Claims e — ryE k o~ -~ X Options ==
8 |Accounting _Wendv Crocker wcrocker X X
2 Accounting _ Loretta Johnson___[liohnson____[x LS T
Book Shcet Name Cell  Value Formula
Vesla | eadership Iraining-copy.xlsx  Afller $A$8  Accounling
Vesta Leadership Training copy.xlsx After $A$9  Accounting
4.When you are finished, click Close to exit the Find and Vesta Leadership Training-copy xisx  After $A$12 Accounting
Replace dialog box. 3 cell(s) found
Find and Replace ? X 5.Click Options to see advanced search criteria in the Find
and Replace dialog box.
Find Replace
Find what: Accounting v Find and Replace ? >
Find Replace
Options > > Find what Accounting| > Format . -
Find All Eind Next ‘ Ch]ser\J Wilhin: | Sheel ~ [ Match case
|
Book Sheet Name Cell  Value formula Scarch: | By Rows | DI maten entire cell contents
Vesla Leadership Training-copy xisx _Alfler $A3$8  Accounling Look in: | Formulas - Oplions <<
Vesta Leadership Training-copy.xlsx After $A$9  Accounting B \y
Vesta Leadership Training-copy.xlsx After $A$12  Accounting
rind Al Close
Blcil@lonnd Book Sheel Name Cell Value Formula
You can also access the Find command by Vesla Leadership Iraining copy.xlsx  After $A%8  Accounling
. Vesta Leadership Training-copy.xlsx After $A$9  Accounting
pressing Ctrl+F on your keyboard. Vesta Loaderahip Training-copy xlsx After SAS12 Accounting
3 cell(s) found

To replace cell content:

At times, you may discover that you've repeatedly made a mistake

throughout your workbook (such as misspelling someone's name) or >= SRR = Sy ,CD
that you need to exchange a particular word or phrase for another. You %2',';;r - Sort & Find &
can use Excel's Find and Replace feature to make quick revisions. In e Ei::er TEslese
our example, we'll use Find and Replace to correct a list of department dEc Replace..
names. m | > Go To. o

Go To Special...

Formulas

From the Home tab, click the Find and Select command, then

Comments

select Replace from the drop-down menu. Conditional Formatting
Constants

The Find and Replace dialog box will appear. Type the text you want Data Validation

to find in the Find what: field. IDA Select Objects

't Selection Pane.
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Type the text you want to replace it with in
the Replace with: field, then click Find Next.

If the content is found, the cell containing that content

will be selected.

Review the text to make sure you want to replace it.

Find and Replace ? X
Find Replace
Find what: Accounting
Replace with: | Finance|
Options >>
Replace All Replace Find All Close

If you want to replace it, select one of the replace options. Choosing Replace will replace individual instances,

while Replace All will replace every instance of the text throughout the workbook. In our example, we'll choose this

option to save time.

4 Department  First Name Last Name Username Part 1 Part 2 Part
5 Sales W . *
6 Sales Y Find and Replace ? X
7 Claims .
" Find Replace
8 |Finance
- 1
9 Accounting L Findwhat  Accounting v
10 |Claims M
11 Marketing M Replacewith: Finance v
12 |Accounting E o
13 HR A ptions >>
14 HR B|
15 Sales M Rep\aceA\li Find All Eind Next Close
16 |Claims
The selected cell content will be replaced.
4 |Department First Name Last Name
5 |Sales Walter Rivera
6 Sales Heidi Lee
7 |Claims Josie Gates
8 |A til d .
Looun :'ng en 4 |Department, First Name Last Name
9 |Accounting Lorett .
. B 5 Sales Walter Rivera
10 |Claims Misty L
. .., 6 Sales Heidi Lee
11 Marketing Matild . .
12 |Accounting Elizabt 7 \Claims Josie Gates
R 8 |Finance = Wendy Crocker
13 HR @Ivm .
14 | HR Erian 9 |Finance Loretta Johnson
10 |Claims Misty Whitfield
11 Marketing Matilda Lewis
12 |Finance Elizabeth Hicks
13 HR Alvin Rios
14 HR Brian Gaines

A dialog box will appear, confirming the number of
replacements made. Click OK to continue.

Microsoft Excel X

0 All done. We made 3 replacements.

When you are finished, click Close to exit the Find and Replace dialog box.

O @ N o A

Department First Name Last Name Username Part1 Part 2 Pari
Sales Walter Rivera wrivera X X X
Sales Heidi Lee hlee X X

Claims J Find and Replace ? X
Finance )

Finance 1 Find Replace

Claims 0 -

Marketing N Find what: Accounting ~
Finance B Replace with: Finance v
HR /

HR : Options >>
Sales I

Claims f Replace Find All Find Next
Claims It - k‘

-37 -

Generally, it's best to avoid using Replace All because it doesn't give you the option of skipping anything you don't want

to change. You should only use this option if you're absolutely sure it won't replace anything you didn't intend it to.
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CHAPTER-11- CHECKING SPELLING

Introduction

Before sharing a workbook, you'll want to make sure it doesn't include any spelling errors. Fortunately, Excel includes
a Spell Check tool you can use to make sure everything in your workbook is spelled correctly.

If you've used the Spell Check feature in Microsoft Word, just be aware that the Spell Check tool in Excel, while helpful, is
not as powerful. For example, it won't check for grammar issues or check spelling as you type.

To use Spell Check:

From the Review tab, click the Spelling command.

File Home Insert Page Layout Formulas Data Review View

ABC | = | ﬂ) % b o Show/Hide Comment
V =7 5) 7 Show All Comments
Spelling Thesaurus Smart Translate New  Delete Previous Next 3 Show Ink

Lookup Comment
Proofing Insights | Language Comments

The Spelling dialog box will appear. For each spelling error in your worksheet, Spell Check will try to
offer suggestions for the correct spelling. Choose a suggestion, then click Change to correct the error.

: : :Facllitator
7 |8:00 AM 19:00 AM 1:00 Breakfast, welcome Exec team
8 |9:00 AM 19:30 AM i0:30 Introduction Garth
9 [9:30 AM §10:30 AM §1:00 Work relationships exerecise Garth, Dean, Liz
10 |10:31 : : .
11 |10:4! Spelling: English (United States) ? x Tyler
12 |12:4

Not in Dictionary:

13 |1:45 Julia

14 |2:00| cxerecise See Liz for info
15 |3:00

16 |4:00 Ignore All

17 |4:15 Dean

18 |5:00 Add to Dictionary Garth, exec team
19 |6:00

Suggestions:

20 |Tota -
o | Change
o exercised

| exercises
Change All

23 | exerciser

AutoCorrect

— Dictionary language: | knglish (United States) ~

. Options... Undo [Last Cancel

A dialog box will appear after reviewing all spelling errors. Click OK to close Spell Check.

Microsoft Excel X
| Spell check complete. You're good to go!

If there are no appropriate suggestions, you can also enter the correct spelling manually.

Ignoring spelling "errors"

Spell Check isn't always correct. It will sometimes mark certain words as incorrect even if they're spelled correctly. This
often happens with names, which may not be in the dictionary. You can choose not to change a spelling "error" using one
of the following three options:

Ignore Once: This will skip the word without changing it.
Ignore All: This will skip the word without changing it and also skip all other instances of the word in your worksheet.

Add: This adds the word to the dictionary so it will never appear as an error again. Make sure the word is spelled
correctly before choosing this option.
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There may be times when you want to print a workbook to view and share your data offline. Once you've chosen
your page layout settings, it's easy to preview and print a workbook from Excel using the Print pane.

To access the Print pane:

1.Select the File tab. Backstage view will appear.

2.Select Print. The Print pane will appear.

©

Mlewws

Cpen

Sawe

Sawve As
Print *
Share
Export
Publish

Close

Show Margins / Zoom to Page

Paste

Insert

Calibri
Em Copy -~

~ Format Painter B I U-

Clipboard [F]

Page Layout

Font

Formulas

A A

- A -

l

3.Click the buttons in the interactive below to learn more about using the Print pane.

Open

Save

Save As

Print

Share

Export

Publish

Close

Print

Print

Printer

)

Ready

Settings

Collated

=&
58 548

0
g

Lexmark MX310dn

Print Active Sheets
Only print the active sheets

2| o =

123 123 123

Portrait Orientation -

Custom Page Size -

Normal Margins
Left: 0.7"

Excel2016_Pagel ayoutPrint_Practice - Excel

[m]

>

Merced Flores

Printer Properties

Right: 0.7"

No Scaling

Print sheets at their actual size

oz «[1

The Zoom to Page button on the right will zoom in and out in the Preview pane.
The Show Margins button on the left will show t

To print a workbook:

1.Navigate to the Print pane, then select the desired printer.

Print

Copies: |1
=1
=

Print

Printer

2.Enter the number of copies you want to print.

Print

Copies: |1

=

Lexmark M3 10dn
Ready

Print

Fane
Ready

Lesxcmark MX3 10dn
Ready Cs
Microsoft Print to PDF
Ready

Ready
Ready
Ready

Send To OneNote 16
Ready

'ERNERYN]

Send To OneNote 2013
Ready

Add Printer...

Print to File

Choosing a print area

Print to PDF (Mac Desktop)

Printer

Lexrnark MX310dn

SO ey

of6 »

3.Select any additional settings if needed (see above
interactive).

EN)

Printer Properties

Microsoft XPS Document Writer

Officejet 7110 series @ GCF-Server

Print

=

Print

Printer

Lermark 3104
=B reaay

Printer Properties
Settings

Pages: =]

Print Active Sheets -
T T L)

—  Collated
EE 25 s aes -

Portrait Orientation -
Custorn Page Size -

MNarmal Margins
Left: 0.7"  Right 0.7

Hi= g

Mo Scaling
Print sheets at their actual size

(Haco

Page Setup

4.Click Print.

Print

=
print [3

Printer

Copies: |1 =

Lexmark MX310dn

B ey

Printer Properties

Before you print an Excel workbook, it's important to decide exactly what information you want to print. For example, if
you have multiple worksheets in your workbook, you will need to decide if you want to print the entire workbook or
only active worksheets. There may also be times when you want to print only a selection of content from your

workbook.
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Select the worksheet you want to print. To « Central ‘ East Coast | Watﬂomw-‘ @
print multiple worksheets, click the first lag
worksheet, hold the Ctrl key on your keyboard, Ready

then click any other worksheets you want to select.
Navigate to the Print pane.

1.Select Print Active Sheets from the Print Range drop-down menu.

Settings

2.Click the Print button.

- Print

Print Entire Workbook
Print the entire workbook

- -
E Print Selection - Copies: |1
Only print the current selection ﬁ

lgnaore Print Area

To print the entire workbook: Settings

1.Select Print Entire Workbook from the Print Range drop-down menu.

@ Print Active Sheets
Only print the active sheets

2.Click the Print button.

P Il n‘t Print S&lelectlon .
Only print the current selection
= Copies: |1 = Ignore Print Area
Print
L
To print a selection:

In our example, we'll print the records for the top 40 salespeople on the Central worksheet.

1.Select the cells you want to print.

2.Select Print Selection from the Print
Range drop-down menu.

Settings

@ Print Active Sheets
Only print the active sheets

@ Print Entire Workbook
Print the entire workbook

% Print Selected Table
Only print the selected table

Ignore Print Area

[ Mo Scaling

-
[(ioo  Print sheets at their actual size

Navigate to the Print pane.
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3.A preview of your selection will appear in the Preview pane.

4.Click the Print button to print the selection.

Print

Copies: |1 -

if you prefer, you can also set the print area in advance so
you'll be able to visualize which cells will be printed as you
work in Excel. Simply select the cells you want to print, click
the Page Layout tab, select the Print Area command, then
choose Set Print Area. Keep in mind that if you ever need
to print the entire workbook, you'll need to clear the print

AU A A A A A A A A L B A U 4 0 4 b
A 4 4 A 4 A L 1 U U 4 a4 4 b |
M A A B B A A A B A 4 Gl

area.
Insert Page Layout
¥ == | 5 e

0= Dilg= & g

Margins Orientation Size | Print  Breaks Background Print

= = v Arear - Titles
Pac [, Set Print Area IE}

- . _ Clear Print Area
Adjusting content e || =sul

On occasion, you may need to make small adjustments from the Print pane to fit your workbook content neatly onto a
printed page. The Print pane includes several tools to help fit and scale your content, such
as scaling and page margins.

To change page orientation:

Excel offers two page orientation options: landscape and portrait. Landscape orients the page horizontally,
while portrait orients the page vertically. In our example, we'll set the page orientation to landscape.

Navigate to the Print pane.

1.Select the desired orientation from the Page Orientation drop-down menu. In our example, we'll select Landscape
Orientation.

Settings 2.The new page orientation will be displayed in the Preview pane.
% Print Selection
-
Only print the current selecti...
Py -
Pages: | -| to | -|
JANUARY FEBRUARY MARCH APRIL MAY JUNE
—  Collated 511000 $ 5,73500 5 555100 5 3,B55.00 5 5,25200 5 5,515.00
||=E||E hd 593500 S 536500 § 753200 5 3533.00 S 5,56500 5 1,126.00
123 123 123 651000 § 4,09500 S 9,532.00 5 7,503.00 S £,07600 S 5,130.00
TA6L00 § 57700 5 5,505.00 5 4,045.00 5 £,63200 5 7,503.00
5 40800 § 7,47200 § 655400 § 212200 § 5,54200 S £,252.00
675000 § 2,01900 5 514100 5 TOET.00 S 1,56600 5 £,22.00
7EST.00 § 1,50400 5 B8,07L00 £ 521000 5 7,75000 § 4275.00
s 4046.00 S 9,63200 & 7.803.00 S £392.00 £ 74500 5 2,721.00
Portrait Orientation 877600 § 3700 S 6302.00 5 EA30.00 S 7,88200 S 4,576.00
7.750.00 § 4,27500 & 425700 & 5755.00 5 01800 5 5,144.00
1568.00 £ E,52200 S B,765.00 5 4£53.00 & 2,47400 5 B517.00
o . . 1M3.00 § 575000 § 2019.00 5 514400 S B,S5000 5 5,731.00
I.andscapeOnenta‘llnn 5,550.00 & 25700 5 B210.00 5 8253.00 5 6,80400 5 145200
h 4573.00 & 60500 5 321500 5 ES17.00 & 5,233.00 S 1,650.00
) B7E5.00 § B,25800 5 63600 S JOBTOD S 1,56800 5 B,522 0D
DD Mo Scaling - 7,703.00 5 7,23500 S 751500 5 241000 5 1,42500 5 5,732.00
Dim Print sheets at their actual size THERLD S SRS, CEED 5 Soiin S ERERTORES) 4482.00
5233.00 § 1,65000 5 3,052.00 5 3,775.00 5 B,40500 £ 3,585.00
Page Setup 627.00 § 7,508.00 § 320400 § 771000 $ 7,16100 S 577.00
188500 § 4,58500 5 6825.00 5 3483.00 S 245000 5 5,115.00
4267.00 § 8,58000 £ 257.00 5 521000 5 7,75000 § 4275.00
4996.00 S 543000 & 7.EE2.00 S 4576.00 S E85.00 S £,579.00
4367.00 § £,50000 S 357.00 5 B210.00 5 7,70000 S 4,000.00
£525.00 § 7,43000 § 785200 5 4575.00 5 1,88500 5 4,285.00
8789.00 £ 762100 5 3435.00 5 E015.00 £ 5,24500 5 B40.00
4,075.00 S 1,24000 5 2243.00 5 4383.00 S 3,42500 § 5,545.00
8775.00 § 7,04200 § 3373.00 & 4363.00 5 3,42500 § 5,545.00
E350.00 & 1,64500 & 3,527.00 5 7A30.00 & 7,BEZO0D 5 4,E7E.0D
5,28B.00 5 527600 5 BO31.00 5 487600 5 1,B8500 5 4,995 00
5,665.00 § 1,12600 5 ©,535.00 5 261100 5 4,10500 5 5,631.00
6516.00 £ 1,11200 & 251600 5 756500 & 5,25600 5 B,794.00
305200 § 4,65300 S 847400 5 B517.00 5 5,23300 S 1,650.00
51800 § 531800 § BASLOD £ 4,533.00 5 7,75200 § 3,756.00
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To fit content before printing:

If some of your content is being cut off
by the printer, you can use scaling to fit
your workbook to the page
automatically.

1.Navigate to the Print pane. In our
example, we can see in the Preview

pane that our content will be cut off

when printed.

A A A A 8 A A )
WA A A A A A )
WA A A A A A )

2.Select the desired option from

the Scaling drop-down menu. In our
example, we'll select Fit All Columns
on One Page.

3.The worksheet will be condensed to fit onto a single page.

Settings
Print Selection . .
=) Only print the current selecti... Keep in mind that
Pz | 2| o | = _ worksheets will
— Collated H H E H H H -
L= 1= I - become
[E3 Landscape Orientation - more difficult to
c S read as they are
- ustom Page Size -
scaled down, so
MNormal Margins
= Left: 0.7" F\'glght: 0.7 - you may not want
No Scaling when printing a
glj Print sheets at their actual size .
il worksheet with a
2% Shrink the printoct so that it fits lot of information.
j— T e e In our example,
== Shrink the printout so that it is {
™ one page wide we'll change the
Fit All Rows on One = H :
[ Shrink the printout <o that it i scaling setting back

one pags high to No Scaling.

Custom Scaling Options...

To include Print Titles:

your worksheet uses title headings, it's important to include these headings on each page of your printed worksheet. It
would be difficult to read a printed workbook if the title headings appeared only on the first page. The Print
Titles command allows you to select specific rows and

columns to appear on each page.
Page Layout Formulas Data Review
1.Click the Page Layout tab on the Ribbon, then select

3 —
the Print Titlescommand. @ FB‘D ID [% rH %
The Page Setup dialog box will appear. From here, you can Margins Orientation Size  Print Breaks Background = Prini

choose rows or columns to repeat on each page. In our N " v Aear - Titles
example, we'll repeat a row first. Page Setup f

2.Click the Collapse Dialog button next to the Rows to repeat at top: field.

Page Setup 7 X 3.The cursor will become a small selection arrow, and the Page
Page  Margins  HeaderFooter  Sheet Setup dialog box will be collapsed. Select the row(s) you want to repeat
at the top of each printed page. In our example, we'll select row 1.

Print area: |

Print titles

Rows to repeat attop: |

Columns to repeat at left: |

Print.

[ Black and white
Cell errors as: | displayed
[] Drait quality

[] Row and cojumn headings
Page order

(@) Down, then over

(O Over, then down

[]OYIE,. quincy

| pnnt.. | [ PrintPreview | | options.. |

o
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4.Row 1 will be added to the Rows to
repeat at top: field. Click the Collapse

Dialog button again.

5.The Page Setup dialog box will expand. To repeat a column as well, use the same process shown in steps 4 and 5. In
our example, we've selected to repeat row 1 and column A.

When you're satisfied with your selections, click OK.

Rows ta repeat at top: | $1:51

Columns to repeat at left: | sa:54]

[ praft guality
[ Row and column headings

Page Setup ? ¥
Page Margins ~ Header/Foaoter Sheet
Print area:
Print titles

Print
[ Black and white
Cell grrors as: | displayed

6.In our example, row 1 appears at the top of every page, and
column A appears at the left of every page.

£1000 §

Page order TEI0 5 AWEM § LB 5 6B 5 G20 5 AW

gg:z";:::“d::; EE EJE &2 BN 5 WAOD 5 MM 5 AWK 5 RO S IO

= E5 5F & 370005 ST S 4G S RMOM S B30 S L6500

SHEND P MEAD S OTEOD S 30 G EM 3 40K

TEN S TES00 5 24000 5 GEQ § GO 3 5D

| G | ‘ E— | ‘ e | o450 3 IR0 § 15200 § 14300 § 7800 3 a0

DKIE Cancel
To adjust page breaks: [v]
) i ] B -——F——+ 100%
1.Click the Page Break Preview command to change to Page Break 3

view.

break.

== e 7o YO
5 samm s @000 sy Jaeo 5 amo

To modify margins in the Preview pane:

4.In our example, all the pages now
show the same number of rows due to

A margin is the space between your content and the edge of the page.

Sometimes you may need to adjust the margins to make your data fit more

comfortably. You can modify page margins from the Print pane.

1.Select the desired margin size from the Page

Margins.
Settings
[ vrneseiesuon -
Only print the current selecti...
Pages: | =] o [ Z]
——  Collated -
DB 155 123 123
=05 Landscape Orientation -
@  Customn Page Size -
Normat
Topr - Bottorm: 0.75"
s Right: | 0.7

B
Ihs
S
H
0
000
B

i

Custom Margins..

the change in the page break.

T amwm s T mw  smp3  mm 3 D
S iS:  smom s rmm s amem i me s como
S hmmw s wmaw s sy mmw s ww s awuw
5 emaw: cmos s  cmm s amem s sme s ieew
5 amem Tmi s imm s 5 mems  mm
5 smew s ouns  smm s smm s e mw
S Smw s spum s imm s amm s me s e
3 “Zw s omos s  rmom s cmm 3 aw:  ssew
S e SHemn S Amm S 4ewm < mmm < aamem
5 smao s omms G s tmm s smws o
5 emew s tme s amm s cwmm s @m0 s wmw
5 smaw s  sm s smmp s awm s smes  ieew
S smawm i emiw s ame i awm s s ik
S ioww s  smwoos  rmm s asem s e s sssw
S gme s ime s ime 3 oo ey
S Gmaw s man s  ssem s amim i smw s ww
P 57 s asem s asewm s ssmer s bese
s amsws e 2sem s s moms s
P dmm( dmm s tmm s amm o o= sose

Margins drop-down menu. In our example, we'll select Narrow

2.The new page margins will be displayed in the Preview pane.

3.You can adjust the margins manually by
clicking the Show Margins button in the
lower-right corner, then dragging

the margin markers in the Preview pane.

Show Margins
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CHAPTER-13- INTRO TO FORMULAS
Introduction
One of the most powerful features in Excel is the ability to calculate numerical information using formulas. Just like a

calculator, Excel can add, subtract, multiply, and divide. In this lesson, we'll show you how to use cell references to
create simple formulas.

Mathematical operators Addition
Excel uses standard operators for formulas, such as a plus sign for addition (+), Subtraction
a minus sign for subtraction (=), an asterisk for multiplication (*), a forward

slash for division (/), and a caret (~) for exponents. Multiplication

All formulas in Excel must begin with an equals sign (=). This is because the cell DhZSIOE

contains, or is equal to, the formula and the value it calculates. :
Xponents

Understanding cell references

While you can create simple formulas in Excel using numbers (for example, =2+2 or =5*5), most of the time you will
use cell addresses to create a formula. This is known as making a cell reference. Using cell references will ensure that
your formulas are always accurate because you can change the value of

referenced cells without having to rewrite the formula. il A B [
5
1.In the formula below, cell A3 adds the values of cells A1 and A2 by making = 3
cell references:
3 |=A1+A2
2.When you press Enter, the formula calculates and displays the answer in cell 4 |
A3:
4 B - 3.If the values in the referenced cells change, the formula automatically recalculates:
1] 5 I 8 4.By combining a mathematical operator with N O —
2 | 2 =l s_i cell references, you can create a variety of
3] 7 2 | 2 simple formulas in Excel. Formulas can also S S S L&
4 3 8 include a combination of cell references and =E7/14 Divides cell E7 by 14
" 4

numbers, as in the examples below:
=N10*1.05 Multiplies cell N10 by 1.05

=R5"2 Finds the square of cell R5

To create a formula:

In our example below, we'll use a simple formula and cell
references to calculate a budget. T ——
1.Select the cell that will contain the formula. In our example,
we'll select cell D12.

JUNE BUDGET $1,200
JULY BUDGET $1.500
TOTAL o

2.Type the equals sign (=). Notice how it appears in both the cell and
the formula bar.

3.Type the cell address of the cell you
want to reference first in the formula:
FRTHEERNIE cell D10 in our example. A blue border will
appear around the referenced cell.

Type the mathematical operator you want
to use. In our example, we'll type
ICTEEVREET $1.2000 - the addition sign (+).

JULY BUDGET $1,500|
TOTAL =

LINE TOTAL
4.Type the cell address of the cell you want to reference second in
the formula: cell D11 in our example. A red border will appear
around the referenced cell.

JUNE BUDGET
JULY BUDGET
TOTAL
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5.Press Enter on your keyboard. The formula will be calculated, and the valuewill be displayed in the cell. If you select
the cell again, notice that the cell displays the result, while the formula bar displays the formula.

D12 M fe || =D10+D11

SUNTIE S Eeny  if the result of a formula is too large to be displayed in a cell, it may appear as pound
signs (#######) instead of a value. This means the column is not wide enough to
display the cell content. Simply increase the column width to show the cell content.

JUNE BUDGET $1,200
JULY BUDGET $1,500]
TOTAL $2,700]
Modifying values with cell references D12 M £ || =D10+D11

The true advantage of cell references is that they allow you to update data in
your worksheet without having to rewrite formulas. In the example below, we've
modified the value of cell D1 from $1,200 to $1,800. The formula in D3 will
automatically recalculate and display the new value in cell D3.

[} JUNE BUDGET

JULY BUDGET
TOTAL

To create a formula using the point-and-click method:

Instead of typing cell addresses manually, you can point and e - &

click the cells you want to include in your formula. This 4| A | 8 | c | 5
method can save a lot of time and effort when creating

formulas. In our example below, we'll create a formula to SABRUSA
calculate the cost of ordering several boxes of plastic Empanadas &More
silverware.

Budget & Paper Supplies
Sabrosa Empanadas & More

1202 Biscayne Bay Drive

QOrlando, FL 32804

PAPER SUPPLY ORDERS
1.Select the cell that will contain the formula. In our example, EURTIINT_[HHIE PRI
' Plastic Silverware (box of 100) .
we'll select cell D4. Napkins (box of 250)
Plates (box of 50)

Type the equals Sign (:) Plastic Cups (box of 100)

2.Select the cell you want to reference first in the formula: B2 M A

cell B4 in our example. The cell address will appear in the .

formula. SABROUSA
Empanadas & More:

| 5 | c I 5

Budget & Paper Supplies
Sabrosa Empanadas & More

1202 Riscayne Bay Drive

Orlando, FL 32804

Type the mathematical operator you want to use. In our
example, we'll type the multiplication sign (*).

PAPER SUPPLY ORDERS

Plastic Silverware (box of 100)
Napkins (box of 250)

3.Select the cell you want to reference second in the formula: Plates (box of 50)

. i A Plastic Cups (box of 100)
cell C4 in our example. The cell address will appear in the
formula.

) i x v £ | e 4.Press Enter on your keyboard. The formula will
4 A | & | c | ) | be calculated, and the valuewill be displayed in the cell.

SABRUSA Budget & Paper Supplies
Sabrosa Empanadas & More D4 - S =B4*Ca
Enmnud:s&Moqe 1202 Biscayne Bay Drive n | B | c o
Orlando, FL 32804 Budeet & P S i
udge aper Supplies
PAPER SUPPLY ORDERS S A B R [] S A

Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

. QUANTITY  PRICE PER UNIT_
Plastic Silverware (box of 100) | 15k dh $8.751=R4*(4
Napkins (box of 250) 18 $2.59

Plates (box of 50) 9 $14.25 EAEERS RO RS

Plastic Cups (box of 100} 12 $2.99

o
Empanadas & More

QUANTITY  PRICE PER UNIT LINE TOTAL

Plastic Silverware (box of 100}
Napkins (box of 250)
Plates (box of 50)
Plastic Cups (box of 100)

Copying formulas with the fill handle

Formulas can also be copied to adjacent cells with the fill handle, which can save a lot of time and effort if you need to
perform the same calculation multiple times in a worksheet. The fill
handle is the small square at the bottom-right corner of the selected
cell(s).

- [ e =B4*C4

QUANTITY  PRICE PER UNIT LINE TOTAL

1.Select the cell containing the formula you want to copy. Click and
drag the fill handle over the cells you want to fill.

D4
A
2
3
4
2
6
7
8
9
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2.After you release the mouse, the formula will be copied
to the selected cells.

QUANTITY PRICE PER UNIT LINE TOTAL

To edit a formula:

Sometimes you may want to modify an existing formula.
In the example below, we've entered an incorrect cell address in our formula, so we'll need to correct it.

1.Select the cell containing the formula you want to edit. In our example, we'll select cell D12.

|12 B E # || -pseon1 2.Click the formula bar to edit the formula. You can also double-
click the cell to view and edit the formula directly within the cell.

QUANTITY  PRICE PER UNIT Line ToTaL Il 2 E £ | oseont T
15 $8.75 $131.25 ‘Formula Bar
18 $2.59 $46.62
$128.25
$35.88

QUANTITY PRICE PER UNIT LINE TOTAL
15 $8.75 5131.25
18 $2.59 546.62
$128.25
$35.88

JUNE BUDGET
JULY BUDGET
TOTAL

JUNE BUDGET
JULY BUDGET
TOTAL

3.A border will appear around any referenced cells. In our example, we'll change the first part of the formula to
reference cell D10 instead of cell D9.

[sum ][ x v & -pseona 1 4.When you're finished, press Enter on your keyboard or select
the Entercommand in the formula bar.

QUANTITY  PRICE PER UNIT LINE TOTAL [EEIENIY || x w £ || =pwon
15 $8.75 $131.25
18 $2.59 $46.62

$128.25 QUANTITY PRICE PER UNIT LINE TOTAL
$35.88 $131.25
18 $2.59 $46.62
$128.25

$35.88

$1,200]
$1,500]

JUNE BUDGET
JULY BUDGET

JUNE BUDGET
JULY BUDGET

6. you change your mind, you can press the Esc key on your keyboard or
click the Cancel command in the formula bar to avoid accidentally making

g QUANTITY  PRICE PER UNIT U= (e changes to your formula.

4| 15 $8.75 $131.25

5 | 18 $2.59 $46.62

6 e $14.25 $128.25 | sum - | : % v || =D10+D11]

7 12 $2.99 $35.88

8 4 & Cancel £ z

2 2

10| JUNE BUDGET $1,200

11 JULY BUDGET $1,500]

E SOIAE ) To show all of the formulas in a spreadsheet, you can hold the Ctrl key

and press " (grave accent). The grave accent key is usually located in the top-left corner of the keyboard. You can
press Ctrl+ " again to switch back to the normal view.
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CHAPTER-14- CREATING MORE COMPLEX FORMULAS

Introduction

You may have experience working with formulas that contain only one operator, such as 7+9. More complex formulas
can contain several mathematical operators, such as 5+2*8. When there's more than one operation in a formula,
the order of operations tells Excel which operation to calculate first. To write formulas that will give you the correct

answer, you'll need to understand the order of operations.

The order of operations

Excel calculates formulas based on the following order of operations:

Operations enclosed in parentheses

Exponential calculations (372, for example)
Multiplication and division, whichever comes first
Addition and subtraction, whichever comes first
Creating complex formulas

1.In the example below, we'll demonstrate how Excel uses the
order of operations to solve a more complex formula. Here, we
want to calculate the cost of sales tax for a catering invoice.
To do this, we'll write our formula

as =(D3+D4+D5)*0.075 in cell D6. This formula will add the
prices of our items, then multiply that value by the 7.5% tax
rate (which is written as 0.075) to calculate the answer.

D6

2.Excel follows the order of operations and first adds the
values inside the parentheses: (45.80+68.70+159.60) = z
274.10. It then multiplies that value by the tax

NETWORK... ™

2

X Vv kK

A

3 Tamales: Carnitas
4 Tamales: Vegetable
5 [Empanadas: Nutella & Banana

6

7

8

=(D3+D4+D5)*0.075

& =(D3+D4+D5)*0.075

A

3 [Tamales: Carnitas
4 Tamales: Vegetable

rate: 274.10%0.075. The result will show that the sales s \Empanadas: Nutella & Banana

tax is $20.56. s

7

8

3.It's especially important to follow the order of operations
when creating a formula. Otherwise, Excel won't calculate o
the results accurately. In our example, if

the parentheses are not included, the multiplication is 2

= s
f =D3+D4+D5*0.075
S

3 Tamales: Carnitas
4 Tamales: Vegetable

calculated first and the result is incorrect. Parentheses are
often the best way to define which calculations will be

performed first in Excel. .

7
8

To create a complex formula using the order of operations:

In the example below, we'll use cell references along
with numerical values to create a complex formula 5
that will calculate the subtotal for a catering invoice.
The formula will calculate the cost of each menu item
first, then add these values.

2

1.Select the cell that will contain the formula. In our

example, we'll select cell C5. c
6

7

2.You can add parentheses to any

equation to make it easier to read. While it NETWORK... X v

won't change the result of the formula in
this example, we could enclose the
multiplication operations within
parentheses to clarify that they will be
calculated before the addition.

2

5
6
7

fx

3 \Empanadas: Poblano & Cheese
+ Empanadas: Spicy Sweet Potato

s [Empanadas: Nutella & Banana

fe

3 Empanadas: Poblano & Cheese
4+ Empanadas: Spicy Sweet Potato

=(B3*C3)#(B47C4)

B C D
$2.29 20 $45.80
$2.29 30 $68.70
$3.99 40 5$159.60
TAX| =(D3+D4+D5)*0.075
B C D
$2.29 20 $45.80
$2.29 30 $68.70
$3.99 40 $159.60
TAX $20.56|
B [ D
$2.29 20 $45.80
$2.29 30 $68.70
4399 40 $159.60
TAX $126.47
B C D
$2.79 35
$2.29 20

SUBTOTAL @

& D
$2.79 35
$2.29 20
SUBTOTAL|  =(B3*C3)+{B4*Ca)
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CHAPTER-15- RELATIVE AND ABSOLUTE CELL REFERENCES
Introduction
There are two types of cell references: relative and absolute. Relative and absolute references behave differently when
copied and filled to other cells. Relative references change when a formula is copied to another cell. Absolute references,
on the other hand, remain constant no matter where they are copied.

Relative references

By default, all cell references are relative references. When copied across multiple cells, they change based on the
relative position of rows and columns. For example, if you copy the formula =A1+B1 from row 1 to row 2, the formula
will become =A2+B2. Relative references are especially convenient whenever you need to repeat the same calculation
across multiple rows or columns.

To create and copy a formula using relative references:
In the following example, we want to create a formula that will multiply each item's price by the quantity. Instead of
creating a new formula for each row, we can create a single formula in cell D4 and then copy it to the other rows. We'll

use relative references so the formula calculates the total for each item correctly.

1.Select the cell that will contain the formula. In our example, we'll select cell D4.

s - 3 2.Enter the formula to calculate the desired value. In our example,
A s c o = we'll type =B4*C4.
3
4 |Empanadas: Beef Picadillo $2.99 15 @ !
s |[Empanadas: Chipotle Shrimp $3.99 10 [+ - X v f || =Batca Press Enter o
s Tamales: Chicken Tinga $2.29 20 A B c D 3 n your
7 [Tamales: Vegletab\e $2.29 30 5 keyboa rd. The
s |Arepas: Carnitas $2.89 10 4 |Empanadas: Beef Picadillo | $2.99} 151 =B4*C4 formula will be
o |Arepas: Queso Blanco $2.49 20 £ i
5 |Empanadas: Chipotle Shrimp $3.99 10 calculated
10 [Empanadas: Apple Cinnamon $3.19 40 Tamales: Chicken Tinga $2.29 20 !
11 |Beverages: Horchata $1.89 25 0 | b 8 ’ and the result
12 Beverages: Lemonade 31.89 35 Z lama eS.CVegfm € zi 22 ig will be
12 |Beverages: Tamarindo $1.89 10 8 |Arepas: Larnitas H H
- 9 |Arepas: Queso Blanco $2.49 20 displayed in
= 10|Empanadas: Apple Cinnamon $3.19 40 the cell.
11 |Beverages: Horchata $1.89 25
12|Beverages: Lemonade $1.89 35
3.Locate the fill handle in the bottom-right 13|Beverages: Tamarindo $1.89 10
corner of the desired cell. In our example, we'll 13
locate the fill handle for cell D4. s
- 4.Click and drag the fill handle over the cells you want to fill.
D4 - 2 =B4*C4
. . . 5 In our example, we'll select cells D5:D13.
3
4 |Empanadas: Beef Picadillo $2.99 15 544.85 0 - e
s Empanadas: Chipotle Shrimp $3.99 10 A B e - E
s Tamales: Chicken Tinga $2.29 20 2
7 Tamales: Vegetable $2.29 30 4 |Empanadas: Beef Picadillo $2.99 15 $44.85
g |Arepas: Carnitas §2.89 10 5 |[Empanadas: Chipotle Shrimp $3.99 10
o | Arepas: Queso Blanco $2.49 20 s | Tamales: Chicken Tinga $2.29 20
10 |[Empanadas: Apple Cinnamon $3.19 40 z ;ama‘esévegtetab‘e % iz ig
11 |Beverages: Horchata $1.89 25 R ATePas: Larnitas °
9 |Arepas: Queso Blanco $2.49 20
12 Beverages: Lemon.ade 51.89 35 10 Empanadas: Apple Cinnamon $3.19 40
13| Beverages: Tamarindo 51.89 10 11/ Beverages: Horchata $1.89 25
14 12|Beverages: Lemonade $1.89 35
15 13 | Beverages: Tamarindo 51.89 10 /
5.Release the mouse. The formula will be copied to the 1
selected cells with relative references, displaying the result  *
in each cell.
04 - # | v 6.You can double-click the filled cells to check their formulas for
A 5 c > e accuracy. The relative cell references should be different for each cell,
3 . .
4 |Empanadas: Beef Picadillo $2.99 15| $44.85 deDendmg on their rows.
5 [Empanadas: Chipotle Shrimp $3.99 10 $39.90
5 [Tamales: Chicken Tinga $2.29 20 $45.80 NETWORK... ~ x « £ || =ms*cs
7 [Tamales: Vegetable $2.29 30 $68.70 A 8 c D 3
g |Arepas: Carnitas $2.89 10, $28.90 3
+ |Arepas: Queso Blanco $2.49 20| $49.80 4 |[Empanadas: Beef Picadillo $2.99 15 $44.85
K . 5 |[Empanadas: Chipotle Shrimp $3.99 10 $39.90
10|Empanadas: Apple Cinnamon $3.19 40 $127.60 + | Tamales: Chicken Tinga $2.20 50 545.80
11Beverages: Horchata $1.89 25 $47.25 7 | Tamales: Vegetable $2.29 30 $68.70
12|Beverages: Lemaonade 5$1.89 35 $66.15 e |Arepas: Carnitas | $2.89| 10| —gg*ca|
13|Beverages: Tamarindo $1.89 10 $18.90 9 Arepas: Queso Blanco $2.49 20 $49.80
o 5 10| Empanadas: Apple Cinnamon S$3.19 40 $127.60
11|Beverages: Horchata $1.89 25 $47.25
1 12|Beverages: Lemonade $1.89 35 $66.15

13 |Beverages: Tamarindo $1.89 10 $18.90
14
15
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Absolute references

There may be a time when you don't want a cell reference to change when copied to other cells. Unlike relative
references, absolute references do not change when copied or filled. You can use an absolute reference to keep a row

and/or column constant.
The column and the row do not change when copied

An absolute reference is designated in a formula by the addition
of a dollar sign ($). It can precede the column reference, the
row reference, or both.

The row does not change when copied

The column does not change when copied

You will generally use the $A$2 format when creating formulas
that contain absolute references. The other two formats are used much less frequently.

create and copy a formula using absolute references:

4 A | 5 c  |mwswem 3
TAX RATE:

In the example below, we're going to use cell E2 (which

. MENU ITEM UNIT PRICE QUANTITY SALES TAX LINE TOTAL|
contains the tax rate at 7.5%) to calculate the sales tax for Empanadas: Beef picadillo 2.0 15 4085
each item in column D. To make sure the reference to the Empanadas: Chipotle Shrimp $3.99 10 $39.90

. . Tamales: Chicken Tinga $2.29 20 $45.80
tax rate stays constant—even when the formula is copied and Tamales: Vegetable $2.20 20 $68.70
filled to other cells—we'll need to make cell $E$2 an absolute Arepas: Camitas $2.89 10 $28.90

Arepas: Queso Blanco $2.49 20 $49.80

reference. Empanadas: Apple Cinnamon $3.19 40 $127.60
11|Beverages: Horchata $1.89 25 $47.25

. . Beverages: Lemonade $1.89 35 $66.15

1.Select the cell that will contain the formula. In our Beverages: Tamarindo s1.80 0 $18.90

TOTAL $537.85

example, we'll select cell D4. 1

2.Enter the formula to calculate the desired value. In our example, we'll type =(B4*C4)*$E$2, making $E$2 an
absolute reference.

NETWORK.. | £ | X v £ || <Brcaysess 3.Locate the fill handle in the bottom-right corner of the desired
4| Q LD c - i E i cell. In our example, we'll locate the fill handle for cell D4.
2 TAX RATE: 7.5%
Bl VENU ITEM UNIT PRICE_ QUANTITY_SALES TAX LINE TOTAL]
4 [Empanadas: Beef Picadillo | $2.99| =(Ba*C4)*$ES2 $44.85 Da -l fe | =(Barca)sesy
s |Empanadas: Chipotle Shrimp $3.99 10 $39.90 4| A | B c | D | E |
& |Tamales: Chicken Tinga $2.29 20 $45.80 B 7.5%
7 |Tamales: Vegetable $2.29 30 $68.70 3 UNIT PRICE QUANTITY SALES TAX LINE TOTAL
s |Arepas: Carnitas $2.89 10 $28.90 + |Empanadas: Beef Picadillo $48.21
9 |Arepas: Queso B\anc.o $2.49 20 $49.80 s \Empanadas: Chipotle Shrimp $3.99 10 $39.90
10| Empa"adaf:HAW:]‘etC‘””am" :ég 32 s;i;'ig s | Tamales: Chicken Tinga $2.29 20 $45.80
o cverages: Torchata : : 7 Tamales: Vegetable $2.29 30 $68.70
12 |Beverages: Lemonade $1.89 35 $66.15 7Are a5: Carnitas $2.89 10 $28.90
13 |Beverages: Tamarindo $1.89 10 $18.90 8 |ATEpas: : :
L $537.85 9 Arepas: Queso Blanco $2.49 20 $49.80
:: 10 Empanadas: Apple Cinnamon $3.19 40 $127.60
Press Enter on your keyboard. The formula will calculate, n :Everage’” rmhatz 21:2 ;2 zgéig
. . . 12 Beverages: Lemonade . .
and the result will display in the cell. 15 Beverages: Tamarindo $1.89 10 $18.90
14
4.Click and drag the fill handle over the cells you want to 1
fill (cells D5:D13 in our example).
s -1 % || =(earcayses2 5.Release the mouse. The formula will be copied to the
4| A | e LB B | E | selected cells with an absolute reference, and the values will
be calculated in each cell.
B MENU ITEM UNIT PRICE QUANTITY SALES TAX LINE TOTAL
2 |Empanadas: Beef Picadillo $2.99 15 $3.36 54821
5 Empanadas: Chipotle Shrimp $3.99 10 $39.90 =9 ~ £ || =(saca)=sES2
s Tamales: Chicken Tinga $2.29 20 $45.80 - o | E | € | 5] _‘ E =
+ \Tamales: Vegetable $2.29 30 $68.70 B TAXRALE. 1.5%
g : P VU TEM_UNITPRICE QUANTITY SALES TAX LINE TOTAL
s Arepas: Carnitas $2.89 10 $28.80 . |[Empanadas: Beef Picadillo $2.99 15 $3.36 $48.21
s Arepas: Queso Blanco $2.49 20 $49.80 s |Empanadas: Chipotle Shrimp $3.99 10 $2.99 $42.89
10 Empanadas: Apple Cinnamon $3.19 40 $127.60 _s |Tamales: Chicken Tinga $2.29 20 $3.44 $49.24
" Beverages: Horchata $1.89 25 $47.25 7 |Tamales: Vesetable $2.29 30 $5.15 $73.85
12 |Beverages: Lemonade $1.89 35 ' $66.15 iﬁ:z:z: gir;ta;anm :;'ig ;g 2;;1 22;21
N . h I o | : - . .
13| Beverages: Tamarindo $1.89 10 4 $18.90 10|Empanadas: Apple Cinnamon $3.19 40 $9.57| $137.17
14 “11|Beverages: Horchata $1.89 25 $3.54 $50.79
15 _1z|Beverages: Lemonade $1.89 35 $4.96 $71.11
6.You can double-click the filled cells to check their ss|Beverages: Tamarindo S1.89 10 -
14 £ -
formulas for accuracy. The absolute reference should be -

the same for each cell, while the other references are relative to the cell's row.

neTwoRrk.. = | | x £ || _ms-ce-sesz
| A | B | < I o 1 E
TAX RATF:]

|
7.5%]|

MLCNU ITCM UNIT PRICC QUANTITY SALLS TAX
Fmpanadas: Beef Picadillo S99 15 $3.36 K481
Cmpanadas: Chipotle Shrimp $3.99 10 $2.99 $542.89
Tamales: Chicken Tinga 47 59 0 %3 a4 249 54
Tarnales: Vegelable $2.29 30 $5.15 $73.85
Arepas: Carnitas I 57.89] =(RE*CR)*3F57] 231.07
Arcpas: Queso Blunco $2.49 20 $2.74 £52.54
Empanadas: Apple Cinnamon 53.19 10 $9.57 $137.17
Boverages: Horchata S1mo 25 S2.04 £n0./0
Beverages: Lemonade $1.89 35 $1.96 $71.11
Beverages: |amarindo s1.m0 10 $1.a2 S20.22
S578.19
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NETWORK... ¥ x v K =(B2*C2)*E6
e c > e
. - TAX RATE: 7.5%
7.Be sure to include the dollar sign ($) whenever :

you're making an absolute reference across multiple s [Empanadas: Beef Picadillo $2.99 15 $3.36  s48.21
. . . 5 |[Empanadas: Chipotle Shrimp $3.99 10 ﬂVALUEE_ ﬂVALUE!_
cells. The dollar signs were omitted in the example s | Tamales: Chicken Tinga $2.99 20 $7,508.19] $7,75300]
. . . = 7 |Tamales: Vegetable $2.29 30 #VALUE! #VALUE!
below. This caused Excel to interpret it as a relative * | Arepas: Carnitas i S iosrcar o] ses,169.20
reference, producing an incorrect result when copied s |Arepas: Queso Blanco $2.49 207 HVALUEI  #VALUE!
10 Empanadas: Apple Cinnamon $3.19 A0 HHHHBHERE BHAGHAHREE
to other cells. 11 Beverages: Horchata $1.89 257 HVALUE!|  #VALUE!
12 Beverages: Lemonade $1.89 35 HEaHOHERE HOREOHEEEEE
; . . 13 Beverages: Tamarindo $1.89 10" #VALUE! #VALUE!

Using cell references with multiple worksheets 14 g

Excel allows you to refer to any cell on any worksheet, which can be especially helpful if you want to reference a specific
value from one worksheet to another. To do this, you'll simply need to begin the cell reference with

the worksheet name followed by an exclamation point (!). For example, if you wanted to reference

cell A1 on Sheetl, its cell reference would be Sheet1!A1l.

F1a - ‘ £ || =sum(ra:eis)
To reference cells across worksheets: — B z > e
2 TAX RATE 7.5%
5
In our example below, we'll refer to a cell with a calculated + |[Empanadas: Beef Picadillo $2.99 15 $3.36 $48.21
. . s |Empanadas: Chipotle Shrimp $3.99 10 $2.99 $42.20
value between two worksheets. This will allow us to use - |Tamales: Chicken Tinga $2.29 20 $3.44 s49.24
: » |Tamales: vegetable $2.209 30 $5.15 $73.85
the exact same value on two different worksheets N Arepas: Carnilos as o P 25107
without rewriting the formula or copying data. s |Arepas: Queso Blanco $2.49 20 $3.74 $53.54
10| Empanadas: Apple Cinnamon $3.19 40 $9.57 $137.17
11 |Beverages: Horchata $1.89 25 $3.54 $50.79
H 12 |Beverages: Lemonade $1.89 35 34.96 $71.11
1.Locate the cell you want to reference, and note its P hoveromes: tamarinde R T i1 a o as
worksheet. In our example, we want to reference | [ + 5575.19]
=
cell E14 on the Menu Order worksheet.
=
- Catering Invoice Menu Order @

2.Navigate to the desired worksheet. In our example,
we'll select the Catering Invoice worksheet.

2 3.Locate and select the cell where you want the value to appear. In
4 |Menu Order Food & beverage I '
s \Paper Goods Plates, utensils, cups $110.87 our eXample, we “ SEIECt Ce” C4
s [Rental Equipment Tables, chairs, linens $249.95
7 |Service Fee 18% of food & beverage $0.00
g ca - fe
9
10 A B C
n 3
B < | Menu order Food & beverage L 2 |
s |Paper Goods Plates, utensils, cups $110.87
s Rental Equipment Tables, chairs, linens 5$249.95
. 7 |Service Fee 18% of food & beverage 50.00
4.Type the equals sign (=), .
the sheet name followed by an exclamation 9

point(!), and the cell address. In our example, we'll type ='"Menu Order'!E14.

NEWORK.. ¥ | ¢ | X v £ | “Menuordericie 5.Press Enter on your keyboard. The value of the referenced cell
A ¢ D —— will appear. Now, if the value of cell E14 changes on the Menu Order
3 . . . . .
+ | Menu Order Food & beverage ~Menu Order (14| worksheet, it will be updated automatically on the Catering Invoice
5 | Paper Goods Plates, utensils, cups 511087 worksheet.
6 |Rental Equipment Tables, chairs, linens $249.95
7 |Service Fee 18% of food & beverage $104.07
8 ca = fe ='Menu Order'!E14
El A B C
3
4 |Menu Order Food & beverage 5578 19_
If you rename your worksheet at a later point, the 5 |Paper Goods Plates, utensils, cups $110.87
I f il b dated t tically t flect s |Rental Equipment Tables, chairs, linens $249.95
cell rererence wi € updated automatically to reriec 7 |Service Fee 18% of food & beverage $104.07
the new worksheet name. 0

9
6.If you enter a worksheet name incorrectly, the #REF! error will appear in the cell. In our example below, we've
mistyped the name of the worksheet. To edit, ignore, or investigate the error, click the Error button beside the cell and
choose an option from the menu.

o] & e =MenuOrder!E14

A B C
3
4 |[Menu Order Food & beverage I'_'_:—#REFI_!
5 Paper Goods Plates, utensils, cups | invalid CellReference Emor 7
& Rental Equipment Tables, chairs, linens Help on this error b
7 Service Fee 18% of food & beverage z:;jl:rlmn b )
8 Edit in Eormula Bar

g Error Checking Options...
10
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CHAPTER-16- FUNCTIONS
Introduction

A function is a predefined formula that performs calculations using specific values in a particular order. Excel includes
many common functions that can be used to quickly find the sum, average, count, maximum value, and minimum
value for a range of cells. In order to use functions correctly, you'll need to understand the different parts of a
function and how to create arguments to calculate values and cell references.

The parts of a function

Equals sign
In order to work correctly, a function must be written a specific way, which 9 9

|
|s_ca||ed the sy_ntax. The basic syntax for a function is the equals sign — SU M (A‘I :AZ 0)
(=), the function name (SUM, for example), and one or

more arguments. Arguments contain the information you want to T~ S~
calculate. The function in the example below would add the values of the
cell range A1:A20.

Function name Argument

Working with arguments

Arguments can refer to both individual cells and cell ranges and must be enclosed within parentheses. You can
include one argument or multiple arguments, depending on the syntax required for the function.

1.For example, the function =AVERAGE(B1:B9) would calculate the average of the values in the cell range B1:B9. This
function contains only one argument.

. A5 2 x v f =SUM(A1:A3,C1:C2,E1)

NETWORK... ~ x « £ | =averace(sims) 2.Multiple arguments must be

A 8 c b £ separated by a comma. For , A~ |/ B8 | ¢ | D | E | F
! ! example, the function =SUM(A1:A3, ; ; 1g| | 201
3 5 C1:C2, E1) will add the values of all 2 12 * "
: : of the cells in the three arguments. 4| T
6 2 5 |=SUM(A1:A3,C1:C2,E1)
7 3 6
8 5
9 6
10] —AVERAGE(51:89)
1
Creating a function

There are a variety of functions available in Excel. Here are some of the most common functions you'll use:

SUM: This function adds all of the values of the cells in the argument.

AVERAGE: This function determines the average of the values included in the argument. It calculates the sum of the
cells and then divides that value by the number of cells in the argument.

COUNT: This function counts the number of cells with numerical data in the argument. This function is useful for quickly
counting items in a cell range.

MAX: This function determines the highest cell value included in the argument.

MIN: This function determines the lowest cell value included in the argument.

D13 - f2
To create a function using the AutoSum command: A 8 c b
2
The AutoSum command allows you to automatically insert 2 ;’msg’es (C(ase of 121)0} g ;gﬁ Si;; ;2)
. ) ) A 4 |Black Beans (case o X .
the most common functions into your formula, including SUM, s |All Purpose Flour (50 15.) 5 $14.05 $70.25
AVERAGE, COUNT, MIN, and MAX. In the example below, we'll 6 |Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45
use the SUM function to calculate the total cost for a list of 7 [Brown Rice (25 Ib.) 5 $10.99 $54.95
tl d d it & [Lime Juice (1 gallon) 5 $11.99 $59.95
recently ordered items. s |Tomato Juice (case of 10) 3 $19.49 $58.47
10 |Hot Sauce (1 gallon) 8 $7.35 $58.80
1.Select the cell that will contain the function. In our 11/Salsa, Medium (1 gallon) 12 $8.47 $101.64
example, we'll select cell D13. |z|OIive Qil (2.5 gallon) 4 $28.69 $114.76
13 E‘}

14

2.In the Editing group on the Home tab, click
the arrow next to the AutoSum command. Next, choose the desired function from the drop-down menu. In our

example, we'll select Sum. 5
T By = X AutoSumf -
S Lk O

5
Inset. Delete Format | [Shda
P Average

Sum (Alt+=)

Cells Count Numbers

Automatically add it up. Your total
Max 3| | will appear sfter the selected cells.
Min 6

5

5

More Functions...

=sum{J2.3)
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3.Excel will place the function in the cell and automatically select a cell rangefor the argument. In our example,
cells D3:D12 were selected automatically; their values will be added to calculate the total cost. If Excel selects the
wrong cell range, you can manually enter the desired cells into the argument.

4.Press Enter on your keyboard. The function will be calculated, and

NETWORK... ¥ x v fe =S5UM(D3:D12)
8 B € B the result will appear in the cell. In our example, the sum of D3:D12

2 .

3 | Tomatoes (case of 12) 3 $17.44 $52.32 Is $765' 29.

4 |Black Beans (case of 10) 5 $20.14 $100.70

5 |All Purpose Flour (50 Ib.) 5 $14.05 $70.25 013 - % || ssumipsozz)

6 Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45 N . . 5

7 |Brown Rice (25 Ib.) 5 $10.99 5$54.95

—— B 2

& |Lime Juice (1 gallon) s 51199 SEEE 3 | Tomatoes (case of 12) 3 $17.44 $52.32

DfLOTSatDJ“‘Cf (Cise of 10) 2 S?ig 222; + |Black Beans (case of 10) 5 $20.14 $100.70

10, Ho auce(. gallon) ’ : s |All Purpose Flour (50 Ib.) 5 $14.05 5$70.25

11/Salsa, Medium (1 gallon) 12 $8.47] $101.64 o lCorn Meal/Maza (25 Ib) s $18.69 50345

12| Olive Oil (2.5 gallon) 4 $28.69 $114.76! ~IBrown Rice (251b) : < 510'99 $54'95

» SUM (number, [number2], ) 3: Lime Juice (1 gallon) 5 $11.99 $59.95

L o Tomato Juice (case of 10) 3 $19.49 $58.47
10 Hot Sauce (1 gallon) 8 $7.35 $58.80

5.The AutoSum command can also be accessed from 113alsa, Medium {1 gallon) 12 $8.47 $101.64
the Formulas tab on the Ribbon. 12 Olive Ol (2.5 gallon) a $2869  $114.76

i ___s765.29]

View

Review

Page Layout Data
> = (2 Jio]

AutaSum| Recently Financial Logical Tet Date& Lookup & Math8  Mare
Time~ Reference~ Trig~ Functions~ | Manager I Create from §

Home Insert

= ] Define Name
{—

fx

Insert

You can also use the Alt+= keyboard shortcut instead
of the AutoSum command. To use this shortcut, hold

fr Use in Formu
MName

Function - Used ~ - - -
3 wm Function Library pefinedizmes— down the Alt key and then press the equals sign.

D13 Average % || =sum(pa:p12)

Count Numbers

Max | B | i D
2 { Min |
3 Tom More Functions... 3 $17.44 $52.32
4 Black Beans (case of 10) 5 $20.14 $100.70
To enter a function manually:

If you already know the function name, you can easily type it yourself. In the example below (a tally of cookie sales),
we'll use the AVERAGE function to calculate the average number of units sold by each troop.

1.Select the cell that will contain the function. In our example, we'll select cell C10.

c10 -

A

Bl Frontier Kids Cookie Sales

Fe

B

C

2.Type the equals sign (=), and enter the desired function
name. You can also select the desired function from the list
of suggested functions that appears below the cell as you type.

2 |Troop Name Troop ID Units Sold In our example, we'll type =AVERAGE.
s North Bend #3506 1004
4 | Silver Lake #2745 938
5 | Mountain Top #1038 745
6 | Rocky Trail #3759 729 MNETWORK... ~ > ~ F=3 =AVERAGE
7 Forest Path #4157 862 = = =
s |Green Valley #1932 890 Frontier Kids Cookie Sales
o | River View #4233 775 i
Troop Name Troop ID Units Sold
e EEESUE |;.| 27 North Bend #3506 1004
n 4 |Siver Lake #2745 EET
s |Mountain Top #1038 745
3.Enter the cell range for the argument inside parentheses.  ° 2200 D=0 marse =
In our example, we'll type (€3:C9). This formula will add the & GreenValley #1932 890
.. s | River View #4233
values of cells C3:C9, then divide that value by the total o Average Units
A Rtumns the aver
number of values in the range. o sentein number
137

4.Press Enter on your keyboard. The function will be calculated, and
A . C the resultwill appear in the cell. In our example, the average number of

Semiar s Crnlde Galles units sold by each troop is 849.
1

c1o - X « J | =AVERAGE(C3:C9)

2 Troop Name Troop ID Units Sold
3 |North Bend #3506 1004 c1o e = =AVERAGE(C3:C3)
4 |Silver Lake #2745 938 A B C
5 |Mountain Top #1038 745 Ml Frontier Kids Cookie Sales
5| Rocky Trail #3759 2 > Troop Name Troop ID Units Sold
7 |Forest Path #4157 862
4 2 |North Bend #3506 1004
3 |Green Valley #1932 890 4 |Siver Lake #2745 o938
o |River View #4233 775 s |Mountain Top #1038 745
o Average Units =AVERAGE(C3:C9) s_|Rocky Trail #3759 729
7 |Forest Path #4157 862
n g |Green Valley #1932 890
s | River View #4233 775
10 Average Units 849
11
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While there are hundreds of functions in Excel, the ones you'll use the most will depend on the type of data your
workbooks contain. There's no need to learn every single function, but exploring some of the different types of
functions will help you as you create new projects. You can even use the Function Library on the Formulas tab to

browse functions by category, such
as Financial, Logical, Text, and Date & Time.

fx
Insert
To access the Function Library, select Fung
the Formulas tab on the Ribbon. Look for

the Function Library group. &=

Data

Q Tell me what you want te do...

Home  Insert  Pagelayout [REIGC] Review  View

2 EERBEE R B =1
AutoSum Recently Financial Logical Text Date& lookup& Math& More | Name
© Usedr - =+ Timer Reference~ Trig Functions~ Manager L5 Create from Selection

Defined Names

(=] Define Name ~

=

fx Use in Formula

Function Library

¥ ke

1
Click the buttons in the interactive below to learn 2
more about the different types of functions in Excel. i
5
6
7
8
Lookup & Reference 190

The Lookup & Reference category contains functions that will return results for finding and referencing information. For
example, you can add a hyperlink to a cell (HYPERLINK) or return the value of a particular row and column intersection

(INDEX).

To insert a function from the Function Library:

In the example below, we'll use the COUNTA function to count the total
number of items in the Items column. Unlike COUNT, COUNTA can be
used to tally cells that contain data of any kind, not just numerical data.

1.Select the cell that will contain the function. In our example, we'll o

select cell B17.

Click the Formulas tab on the Ribbon to access the Function Library. "

2.From the Function Library group, select the desired function 17| Total items ordered

category. In our example, we'll choose More Functions, then hover 8
the mouse over Statistical.

Formulas.

=] |2

Page Layout

1= I

2= Trace Prece

lo] BI--I8 =g

More Name a
unctions~ | Manager ES Create from Selection

=28 Trace Depe

Financial Logical Text Date8 Lookup & Math 8
- e Tirme - Reference - Trig - T2 Remove Ar
Function Library Statistical | > =

1B Engimecinal® »

I’ Cube »
8 c F
® U » L

I Compsatibility »
of 12) 3 S1im wes » 1
= of 10) s $20.14 s10 1
r (50 Ib.) 5 $14.05 sS7 BINOM.DIST 1
(25 1b.) 5 $18.69 so BINOM.DIST.RANGE 1
e s $10.99 I :
lon) > $11.99 35/ cuisaostar E
1se of 10) 3 $19.49 S5 crisamv 1
lon) 8 $7.35 S5 CHISQINV.RT P
1 gallon) 12 $8.47 s10 CHISQ.TEST z
lon) 2 $28.69 S11 CONFIDENCE.NORM -

l CONFIDENCE.T
CORREL

4.The Function Arguments dialog box will appear. Select
the Valuel field, then enter or select the desired cells. In
our example, we'll enter the cell range A3:A12. You may
continue to add arguments in the Value2 field, but in this
case we only want to count the number of cells in the cell
range A3:A12.

When you're satisfied, click OK.

B17 M ks
A B C D

2
3 | Tomatoes (case of 12) 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 $20.14 $100.70
s |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
s Corn Meal/Maza (25 Ib.) 5 $18.69 $93.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
8 |Lime Juice (1 gallon) 5 $11.99 $59.95
o ' Tomato Juice (case of 10) 3 $19.49 $58.47

Hot Sauce (1 gallon) 8 $7.35 $58.80
11| Salsa, Medium (1 gallon) 12 $8.47 $101.64
12| Olive Oil (2.5 gallon) 4 $28.69 $114.76

L= |
Most expensive item
13| Average days in transit

3.Select the desired function from the drop-down menu.
In our example, we'll select the COUNTA function, which
will count the number of cells in the Itemscolumn that are
not empty.

Page Layout

=] E lg 7k Use in Formula

Financial Logical Text Date& Lookup & Math &  Mere Name
- Time~ Reference~ Trig~ |Funetions~ | Manager ES Create from Selection

=y = Define Name ~
=

%o Trace Prece

F Trace Depe

13 Remove Ar

Function Arguments

COUNTA

Function Librany IP¥ Statistical > CONFIDENCE.NORM -~
MR Engineering » COMNFIDENCE.T
I’ Cube > CORREL
[ G F
® Information > COUNT 7
I®.  Compatibility » COUNTA I}
e q
of 12) 3 $1I’ we " COUNTA(value1,value2,)
= of 10) 5 $20.14 510 Counts the number of cells in a
(50 Ib.) 5 $14.05 7 range that are not empty
(25 Ib.) 5 $18.69 sS9 @ Tell me more
COVARTANCES
b.) 5 $10.99 S5 bevsa ?
lon) 5 $11.99 $5 EXPON.DIST -
1se of 10) 3 $19.49 $5 F.DIST E
lon) 8 $7.35 S5 F.DISTRT Z
1 gallon) 12 3$8.47 $10 FiNy -
Ion) 4 $28.60 $11 FINV.RT <
! FTEST
FISHER
? X

Valuel  A3:412

Value2

{"Tomatoes (case of 12)";"Black Bean...

= 10
Counts the number of cells in a range that are not empty.

Valuet:

Formula result = 10

Help on this function

valuel,value2,... are 1 to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

Cancel
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A B C | D |
=
3 |Tomatoes (case of 12) 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 $20.14 $100.70
s |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
6 |Corn Meal/Maza (25 Ib.) = $18.69 $93.45
7 |Brown Rice (25 Ib.) = $10.99 $54.95
5.The function will be calculated, and the result will s |Lime Juice (1 gallon) B $11.99 $59.95
. ¢ |Tomato Juice (case of 10) 3 $19.49 558.47
appear in the.cell. In our example, the result shows that ~ * ° sauce (1 gallon) s 5735 P
a total of 10 items were ordered. 115alsa, Medium (1 gallon) 12 $8.47 $101.64
12 |Olive Oil (2.5 gallon) 4 $28.69 $114.76

13 TOTAL $765.29

The Insert Function command 16 m

|7J Total items ordered
A i ) ) 18 |Most expensive item
While the Function Library is a great place to browse for 19 | Average days in transit

functions, sometimes you may prefer to search for e
one instead. You can do so using the Insert Function command. It may take some trial and error depending on the type
of function you're looking for; however, with practice, the Insert Function command can be a powerful way to find a
function quickly.

To use the Insert Function command:

In the example below, we want to find a function that will calculate the number of business days it took to receive
items after they were ordered. We'll use the dates in columns E and F to calculate the delivery time in column G.

1.Select the cell that will contain the function. In our example, we'll select cell G3.

G3 - I~
A E F G H
2
z |Tomatoes (case of 12) 12-Oct 15-Oct L) l
4 |Black Beans (case of 10) 12-Oct 17-Oct
s All Purpose Flour (50 Ib.} 12-Oct 14-Oct
s Corn Meal/Maza (25 Ib.) 12-Oct 15-Oct
7 Brown Rice (25 Ib.) 12-Oct 15-Oct
8 |Lime Juice (1 gallon) 16-Oct 20-Oct
s Tomato Juice (case of 10) 16-Oct 19-Oct
10| Hot Sauce (1 gallon) 16-Oct 20-Oct
11 Salsa, Medium (1 gallon) 19-Oct 23-Oct
12 |Olive Oil (2.5 gallon) 19-Oct 24-Oct
13

2.Click the Formulas tab on the Ribbon, then click the Insert Function command.

Home Insert Page Layout Formulas W
= (=l Define Name ~
K2 B IEECOCE R BT B S
Ik S ft Use in Formula
Insert AutoSum Recently Financial Logical Text Date & Lookup 8 Math&  More Mame
Function - Used - - - -~ Time~ Reference~ Trig~ Functions~ Manager £ Create from Selectio
Function Library Defined Names

Insert Function (Shift+F3) £

Work with the formula in the
current cell. You can easily pick E [F G H
functions te use and get help on |

how te fill out the input values.

| @ Teltme more 12-Oct 15-Oct| |

4 |Black Beans (case of 10) 12-Oct 17-Oct

The Insert Function dialog box will appear.

3.Type a few keywords describing the calculation you want the function to perform, then click Go. In our example, we'll
type count days, but you can also search by selecting a category from the drop-down list.

Insert Function I3 >

Search for a function:

Icount days I Go
~

Or select a categorny: | All

Select a function:

ABS(number)
Returns the absolute value of a number, a number without its sign.

Help on this function OK Cancel
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4.Review the results to find the desired function, then click OK. In our example, we'll choose NETWORKDAYS, which
will count the number of business days between the ordered date and received date.

Insert Function T >

Search for a function:

count days Go

Or select a category: | Recommended ~

Select a function:

MIMNVERSE
MMULT

METWORKDAYS.IMTL
CODDFPRICE

""" YS(start_date.end_date. holidays!
Returns the number of whole workdays between two dates.

Help on this function Cancel

5.The Function Arguments dialog box will appear. From here, you'll be able to enter or select the cells that will make
up the arguments in the function. In our example, we'll enter E3 in the Start_date field and F3 in the End_datefield.

When you're satisfied, click OK.

Function Arguments ? x
METWORKDAYS
Start_date |E3 = 42289
End_date F3 = = 42292
Holidays B = any
=4

Returns the number of whole workdays between two dates.

End_date is a serial date number that represents the end date.

Formula result = 4

Help on this function Cancel

6.The function will be calculated, and the result will appear in the cell. In our example, the result shows that it
took four business days to receive the order.

G2 - A || =NETWORKDAYS(E2,F3)
A E F G H
2
s |Tomatoes (case of 12) 12-Oct 15-Oct 41
2 |Black Beans (case of 10) 12-Oct 17-Oct
s |All Purpose Flour (50 Ib.) 12-Oct 14-Oct
s |Corn Meal/Maza (25 Ib.) 12-Oct 15-Oct
7 |Brown Rice (25 Ib.) 12-Oct 15-Oct
8 |Lime Juice (1 gallon) 16-Oct 20-Oct
e |Tomato Juice (case of 10) 16-Oct 19-Oct
10 |Hot Sauce (1 gallon) 16-Oct 20-Oct
11 |Salsa, Medium (1 gallon) 19-Oct 23-Oct
12 |Olive Qil (2.5 gallon) 19-Oct 24-0Oct
13

7.Like formulas, functions can be copied to adjacent cells. Simply select the cell that contains the function, then click and
drag the fill handle over the cells you want to fill. The function will be copied, and values for those cells will be calculated
relative to their rows or columns.

G3 - £ =NETWORKDAYS(E3,F3)
A E F G H
2
s |Tomatoes (case of 12) 12-Oct 15-Oct é
4 |Black Beans (case of 10) 12-Oct 17-Oct
s |All Purpose Flour (50 Ib.) 12-Oct 14-Oct
s |(Corn Meal/Maza (25 Ib.) 12-Oct 15-Oct
7 |Brown Rice (25 Ib.) 12-Oct 15-Oct
g [Lime Juice (1 gallon) 16-Oct 20-Oct
s | Tomato Juice (case of 10) 16-Oct 19-Oct
10 |Hot Sauce (1 gallon) 16-Oct 20-Oct
11 |Salsa, Medium (1 gallon) 19-Oct 23-Oct
12 |Olive OIl (2.5 gallon) 19-Oct 24-Oct
13
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CHAPTER-17- BASIC TIPS FOR WORKING WITH DATA

Introduction

Excel workbooks are designed to store a lot of information. Whether you're working with 20 cells or 20,000, Excel has
several features to help you organize your data and find what you need. You can see some of the most useful
features below. And be sure to check out the other lessons in this tutorial to get step-by-step instructions for each of
these features.

Freezing rows and columns il 2014-2015 Sales Data

Jan 2014

b4 Salesperson Feb 2014 Mar 2014 Apr 2014

You may want to see certain rows or columns all the

Hodges, Melissa $1,624.00  $14,772.00  $19,830.00 46,303.00 $5,667.00
time in your worksheet, esPeCia”y header cells. 19 [Jameson, Robinsor $2,552.00 $1,627.00 $4,382.00 $9,083.00 $4,269.00
By freezing rows or columns in place, you'll be able 20 | Kellerman, France: $4,281.00 $7,375.00 $17,730.00 $19,998.00 $3,502.00
to scroll through your content while continuing to view Mark, Katharine $4,679.00 $2,058.00  $1497.00  $5,722.00 45,853.00

the frozen cells. In this example, we've frozen the top
two rows, which allows us to view the dates no matter where | A B c D

we scroll in the spreadsheet. ‘ i
P : ‘ Customer Contact List

| conTact NaME PHONE EMAIL ADDRESS

= 2
s)mng data 3: Chaturvedi, Rick | 2428 S Redding St #2 B 360-555-5422  info@newhaventraders.com
4 | Dean, Hank 3034 Foggy Wharf Looj 308-555-1050  hdean@venturebrewing.com
You can qu|ck|y reorga nize a worksheet by Sorting your 5 | Figgis, Mallory 3520 Sleepy Hearth Dr 425-555-5370  malloryf@archerproperties.com
f . 6 | Finn, Jake 1407 Dusty Fawn Ln S0 605-555-6435  jake@adventureoutfitters.com
data. Content can be sorted alphabetically, numerically, and 7 | Kinkade, Chris 1028 Quiet Dale Rd Ho1443-555-4942  chris kinkade@placervilleins.com
in many other ways. For example, you could organize a list of 8: Lawson, Miranda | 5316 Colonial Pkwy Est 575-555-9255  mlawson@massairlines.com
contact information by last name. 9 |Reyes, Felicia 8544 Lazy Bluff Ave Wh316-555-3256  felicia@everlypublishing.com
10 Sebastian, Lil 9060 Easy Evening Ln V 207-555-7225  lil@knopeequestrian.com
11 Silva, Vivica 8595 Thunder Brook Cil 360-555-4289  vivica@rileygardensupply.com
12 Stark, Katie 971 Cinder Butterfly St 603-555-2460  katie.stark@ariarealestate.com
13| Torrance, Jill 3160 Amber Gate Rd Ri605-555-4495  jtorrance@overlookinn.com
14 Yuen, Phillip 5108 Crystal Gate Blvd 913-555-5928  yuenp@corepharmaceuticals.com
A B =
Filtering data A-‘ IDJh Type Equipnt Detail
2l sortAatez na Digital Camera
Al senZrea n Z-60 Digital Camera
Filters can be used to narrow down the data in your Sert by Coler " martPad L200-3 Laptop
. . . . nartPad L200-3 Laptop
worksheet, allowing you to view only the information you need. e ARETD e
In this example, we're filtering the worksheet to show only rows :‘i"e p <L Digital Camcorder
that contain the words Laptop or Projector in column B. im (Serect Am narirad L200-ax
I Camera = aptop
iy <10 Laptop
] Projector X-10 Laptop
H E:f"“ £-10 Laptop
Board L500-1
Summarizing data Board L500-1
5 DigiCam Printer 11
;s Label Maker
The Subtotal feature allows you to quickly summarize your  Camera Travel Bag
1 A olling Laptop Case
data. In our example, we've created a subtotal for each T-shirt =] Roiine Laprop cace
size, which makes it easy to see how many we'll need in each 20 [61VU  Projector UMmega VisX 1.0
size.
1|23 A B < D E
1
2 105 Melissa White Debit Card Small
3 105 Esther Yaron Pending Small 1 Fom1atting data as a table
4 135 Anisa Naser Check Bounced Small
5 220-A Brigid Ellison Cash Small
6 220-A  Christopher Peyton-Gomez Check small Just like regular formatting, tables can improve the look and
& 2208 Michoel ILozar Cash Small feel of your workbook, but they'll also help you organize your
8 220-B Malik Reynolds Cash Small
9| 2208  Wendy  Shaw Cash Small content and make your data easier to use. For example, tables have
L] o Smail Count 8 puilt-in sorting and filtering options. Excel also includes several
11 105 Nathan Albee Check Medium
2 105  Christana Chen Check Bounced Medium predefined table styles, allowing you to create tables quickly.
137 105 Sidney Kelly Check Medium
14: 110 Matt Benson Money Order Medium A B c b
15 110 Gabriel Del Toro Cash Medium
16 135 James Panarello Check Medium S A B R'U S A Catering Invoice
17 135 Chantal Weller Debit Card Medium
18| 220A  Chevonne Means Money Order  Medium R Sabrosa Empanadas & More Iwoice f: 56865
19 2208 Samantha Bell Check Medium Empanadas & More 1202 Biscayne Bay Drive E';Vto'_ce 05/10/16
20 2208 Avey  Kely Debit Card Medium Orlando, FL 32804 e
=] a1 Medium Count 10 1
N 2 - -~ - ~
3 |[Empanadas: Beef Picadillo 52.98 i3 544.85
4 |Empanadas: Chipotle Shrimp 53.99 10 $39.90
s | Tamales: Chicken Tinga $2.29 20 $45.80
s Tamales: Vegetable $2.29 20 $68.70
7 |Arepas: Carnitas $2.89 10 $28.90
& Arepas: Queso Blanco $2.49 20 $49.80
9 |Beverages: Horchata £1.89 25 $47.25,
10
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A B C D 3 F G H |

1 - T - G - [T - I - (T -

2 Classics $18,580 449,225 $16,326 $10,017 426,134

3 Mystery $78,970 482,262 $48,640 $49,085 $73.428

4 Romance $2423  $131390 $79022 $71,009 481,474

5 |SciFi & Fentasy $16,730 $19,730 $12,109 $11,355 417,686
Visualiz ing data with charts 6 Young Adult | 635,358 642,685 $20,893 $1’6\,065 621,388

7| 0 U 0 +
It can be difficult to interpret Excel 2— Chart Title
workbooks that contain a lot of 0l $140,000 J
data. Charts allow you to illustrate your il $12000 &
workbook data graphically, which o '

. 12 $100,000 Y

makes it easy to =
visualize comparisons and trends. ] 980,000

15 $60,000 )

16 $40,000

7 $20,000 I

’ il LR I

20' Classics Mystery Romance  Sci-Fi& Fantasy Young Adult

2{ Wlanuary WFebruary BMarch MApril May

2| 0 0 0

Adding conditional formatting

Let's say you have a worksheet with thousands of rows of data. It would be extremely difficult to see patterns and trends
just from examining the raw information. Conditional formatting allows you to automatically apply cell formatting—
such as colors, icons, and data bars—to one or more cells based on the cell value.

A | B | C | D | E | F | G |
A'A'P Westbrook Parker Sales Data

]

Ml Salesperson May June July August  September October
3 |Albertson, Kathy W $3,799.00 W $557.00 W $3,863.00 W $1,117.00 = $8,237.00 = $8,690.00
4 | Allenson, Carol A $18,930.00 ¥ $1,042.00 = $9,355.00 ¥ $1,100.00 = $10,185.00 4 $18,749.00
5 :Altman, Zoey W $5725.00 W $3,072.00 W $6,702.00 ¥ $2,116.00 = $13,452.00 = $8,046.00
6 |Bittiman, William $1,344.00 W $3,755.00 W $4,415.00 W $1,089.00 W $4,404.00 A $20,114.00
7 |Brennan, Michael $8,296.00 W $3,152.00 ==511,601.00 ¥ $1,122.00 ¥ $3,170.00 = $10,733.00
8 | Carlson, David $3,945.00 W $4,056.00 W $3,726.00 W $1,135.00 = $8,817.00 4 $18,524.00
9 | Collman, Harry $8,337.00 W $4,906.00 = $9,007.00 ¥ $2,113.00 = $13,090.00 = $13,953.00

=]

Counts, Elizabeth
David, Chloe

v
=
v
=
W $3,742.00 W $521.00 W $4,505.00 W $1,024.00 W $3,528.00 4 $15,275.00
= $7,605.00 W $3,428.00 W $3,973.00 ¥ $1,716.00 W $4,839.00 = $13,085.00
' Davis, William W $5,304.00 ¥ $1,562.00 W $2,945.00 W $1,176.00 = $9,642.00 = $13,714.00
13 | Dumlao, Richard = $9,333.00 ¥ $2,779.00 W $7,549.00 ¥ $1,101.00 W $5,850.00 4 $15,065.00
14 | Farmer, Kim ¥ $1,103.00 W $3,470.00 ¥ $3,862.00 W $1,040.00 = $10,024.00 4 $18,389.00

v

=

v

v

v

v

~

wsi Ferguson, Elizabeth $1,333.00 ¥ $1,913.00 W $4,596.00 ¥ $1,126.00 ¥ $5,503.00 = $10,686.00
16 |Flores, Tia $12,398.00 W $2,383.00 W $2,142.00 ¥ $2,014.00 = $13,547.00 A $21,983.00
17 |Ford, Victor $3,251.00 W $4,931.00 = $8,283.00 W $1,054.00 = $9,543.00 = $11,967.00
18  Hodges, Melissa $4,624.00 W $4,798.00 = $8,420.00 ¥ $1,389.00 = $10,468.00 = $12,677.00
19 Jameson, Robinson $2,552.00 W $4,459.00 W $2,248.00 W $1,058.00 W $6,267.00 4. $14,982.00
20 |Kellerman, Frances $4,281.00 W $4,172.00 =511,074.00 ¥ $1,282.00 ¥ $2,365.00 = $9,380.00

Using Find and Replace

When working with a lot of data, it can be difficult and time consuming to locate specific information. You can easily
search your workbook using the Find feature, which also allows you to modify content using the Replace feature.

4 :Department First Name Last Name Username Part 1 Part 2 Part
s |Sales Wemte - : = == >
6 |Sales H| Find and Replace ? X

7 |Claims Jd )

8 IFinunce W Find Replace

9 |Accounting L Fndwhat  Accounting v
10 |Claims \Y -

11 |Marketing p Replacewith:  Finance e
127Accaunting E ;

137HR A Options >>

14 HR B

15_50"85 M ‘ Replace All % | Replace ‘ Find All Eind Next Close

16 |Claims M
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CHAPTER-18- FREEZING PANES AND VIEW OPTIONS
Introduction

Whenever you're working with a lot of data, it can be difficult to compare information in your workbook. Fortunately,
Excel includes several tools that make it easier to view content from different parts of your workbook at the same time,
including the ability to freeze panes and split your worksheet.

To freeze rows:

You may want to see certain rows or columns all the time in your worksheet, especially header cells. By freezing rows
or columns in place, you'll be able to scroll through your content
while continuing to view the frozen cells. ) = © B A G

il 2014-2015 Sales Data
1.Select the row below the row(s) you want to freeze. In our Gl alecueisun | Jmﬂﬂ Febmﬂ Mﬂfz‘m | ‘
= ! ! 4 4 4
example, we want to freeze rows 1 and 2, so we'll select row 3. Albertson, kathy | $379900 5416200 S10491.00 654800 5394700
4 |Allenson, Carol $18,930.00 $3,993.00 $9,133.00  $19,845.00 $4,411.00
5 |Altman, Zoey $5,725.00 $4,848.00 $8,741.00 $11,138.00 $2,521.00
6 |Bittiman, William $1,344.00 $3,693.00 $15,346.00 $17,253.00 $4,752.00

2.0n the View tab, select the Freeze Panes command, then choose Freeze Panes from the drop-down menu.

Q Tell me what you want t 3.The rows will be frozen in place, as indicated by the gray line.
D L'"j E EI ) split View Side by Side o You can scroll down the worksheet while continuing to view the
Q Hide Smdimsrans S livs = frozen rows at the top. In our example, we've scrolled down to
Zoom to New Arrange Freeze - Switch
Selection  Window Al Panes+ Unhide Reset Window Position | windows row 18.

Freeze Panes
gl Keep rows and collhl\s visible while the rest of
the worksheet scrolls (based on current selection).

il 2014-2015 Sales Data

| Freeze Top Row
H F D Keep the top row visible while scrolling through 2 Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014
- the rest of the worksheet. 18 |Hodges, Melissa $4,624.00  5$14,772.00  $19,830.00 56,303.00 45,667.00
Freeze First Column N

' = 14 |Jameson, Robinsor $2,552.00 $1,627.00 $4,382.00 $9,083.00 $4,269.00
pr 2014 May 2014 D Keep the first column visible while scrolling i
548, 00‘ 43,947 00‘ through the rest of the worksheet. y 20|kellerman, France: $4,281.00 $7,375.00  $17,730.00  $19,998.00 $3,502.00

21 |Mark, Katharine $4,679.00 $3,058.00 $1,497.00 $5,722.00 $5,853.00

To freeze columns:

1.Select the column to the right of the column(s) you want to freeze. In our example, we want to freeze column A, so
we'll select column B.

e 2.0n the View tab, select the Freeze Panes command,
2014-2015 Sal then choose Freeze Panes from the drop-down menu.

il Salesperson 4 Feb 2014 Mar 2014
3 |Albertson, Kathy $3,793.00 $1,162.00  $10,491.00 $6,548.00
4 |Allenson, carol $12,930.00 $3,993.00  $9,133.00  $19,845.00 $4,411.00
View Side by Si
5 |Altman, Zoey $5725.00|  $4,848.00  $874L00  SILI138.00  $2,521.00 Q E gl B spit few Side by Side EI:I'_J
6 |Bittiman, William $1,344.00 $3,693.00  $15,346.00  $17,253.00 $4,75200  Zgomto New Arrange [ - [ iHide Synchronous Scrolling Switch
Selection | Window All  [ETEEES Unhide Reset Window Position | windows
E Freeze Panes
. . s Keep rows and COlIanS visible while the rest of
3.The column will be frozen in place, as indicated by s S ey b et s
the gray line. You can scroll across the worksheet while Freeze Top Row
continuing to view the frozen column on the left. In our - z I;I Keep the top row visible while scrolling through
\ the rest of the worksheet.
example, we've scrolled across to column E. : Freeze First Column
AENITE Lo el I;I Keep the first column visible while scrolling i
548,00 43,947, m‘ through the rest of the worksheet, H
M 2014-2015 sal 4.If you only need to freeze the top row (row 1) or first
Y salesperson 3 3 un2014 2014 ; column (column A) in the worksheet, you can simply
3 |Albertson, Kathy 46,548.00 43,947.00 $557.00 $3,863.00 s1117.00 Select Freeze Top Row or Freeze First Column from the
4 [allenson, carol 519,845.00 $4,411.00  $1,042.00  $9,355.00 s1,10000  drop-down menu.
5 |Altman, Zoey 5$11,138.00 $2,521.00 $3,072.00  $6,702.00 $2,116.00
& |Bittiman, William | $17,253.00 $4,752.00 $3,755.00  $4,415.00 $1,089.00 i Tell me what
'__I =1 split View Side by Side e
2 N |
D E gl T Hide Synchronous Scrolling D
Zoom to Mew Arrange Freeze . o Switch
Selection | Window  All Panes - Unhide Reset Window Position | windows

Freeze Panes
@ Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row

F F I;l Keep the top row visible while scrolling through
the rest of the worksheet. I}
. . Freeze First Column
pr 2014 May 2014 Q Keep the first column visible while scrolling

»548.00 $3,947.00 through the rest of the worksheet.
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Q Tell me what

To unfreeze panes: @ % E E =1 split View Side by Side

_ Hide hronous Scrolling
Zoom to Mew  Arrange Freeze i . .
If you want to select a different view option, you may first Selection  Window Al Panes~ || Unhids feset Window Position v
. Unfreeze Panes
need to reset the spreadsheet by unfreezing panes. BB  (mswiel e et e s
To unfreeze rows or columns, click the Freeze Eozcniiz s
Freeze Top Row
Panes command, then select Unfreeze Panes from the 3 F D Keep the top row visible while scrolling
_ through the rest of the worksheet.
drop donn ment. _ e e s e
pr 2014 May 2014 l;l Keep the first column visible while
Other view Options ,548.00 $3,947.00 scrolling through the rest of the worksheet.

If your workbook contains a lot of content, it can sometimes be difficult to compare different sections. Excel includes
additional options to make your workbooks easier to view and compare. For example, you can choose to open a new
window for your workbook or split a worksheet into separate panes.

Other view options

If your workbook contains a lot of content, it can sometimes be difficult to compare different sections. Excel includes
additional options to make your workbooks easier to view and compare. For example, you can choose to open a new
window for your workbook or split a worksheet into separate panes.

To open a new window for the current workbook:

Excel allows you to open multiple windows for a single workbook at the same time. In our example, we'll use this
feature to compare two different worksheets from the same workbook.

1.Click the View tab on the Ribbon, then select the New Window command.

Data  Review @ Tell me what you want to do... 2.A new window for the workbook will appear.
| 1 _) U——‘ E =1 split
I::E' Q ] E T Hide = -
Zoom 100% Zoomto New L\\)Arrange Freeze . cll me.. Merced Fl.. £ Share
Selection Window Al  Panes~ Unhide
Zoom Win

2014-2015 Sales Data
salesperson Jan 2014

New Window

Open a second window for your
D E document so you can work in

1
2
3
. - 4
_ different places at the same time.
5
6
7
8
9

Albertson, Kathy $3,799.00 16 s Excel2016_FreezePanes Practice:2 - Exd
Allenson, Carol $18,930.00
Altman, Zoey $5,725.00
Bittiman, William $1,344.00

Home | Insert | Page Layout | Formulas | Data | Review | view |

Brennan, Michael $8,296.00 76 R = c
Carl: . David 3,945.00 &

arison, Davi s 2014-2015 Sales Data
Collman, Harry $8,337.00 "

salesperson Jan 2014

Counts, Elizabeth $2,742.00
David, Chloe $7,605.00
2014-2015 Sales | 2012-2013

Albertson, Kathy $4,162.00
Allenson, Carol $18,930.00 $3,993.00 $9,133.0C
Altman, Zoey $5,725.00 $4,848.00 $8,741.00
Bittiman, william $1,344.00 $3,693.00 $15,346.0C
Brennan, Michael $8,296.00 $6,767.00 $14,791.0C
Carlson, David $3,945.00 $17,228.00 $14,135.0C
Collman, Harry $8,337.00 $1,137.00 $9,203.0C

3.You can now compare different
worksheets from the same workbook
across windows. In our example, we'll

select the 2013 Sales Detailed View Counts, Elizabeth $17.962.00| _99,349.0¢
David, Chloe $13,184.00 $10,986.0C

worksheet to 2014-2015 Sales | 2012-2013 sale ... (@ <
E:2]

compare 2012 and 2013 sales.

=] 016 Free . 4.If you have several windows open at the same time,
Fle  Hame | Insert | Page Layout | Formulas | Data | Review | View | Q Tellme.. MercedFl.. S Share you can use the Arrange All command to rearrange

them quickly.
il 2014-2015 Sales Data 2 Tell me what you want to
P4l salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014 May 2014 | -
3 Albertson, Kathy $3,799.00 , : Ercel2016, FreezePanes. Practice? - Bul D1 E gl Split View
£ —A:'E”m”' Carol $18,530.00 4 5 (4 ‘ \nsert| PageLav:\ut| Femis ‘ Data | Review | s ‘ Q D ! i Svncl
5 Altman, Zoe 725.00 84 ]
ﬁ}g'mma’”- W:"am :;44-00 : fe | 2012-2013 Sales Data Zoom- to NEW Amange Freeze Unhide Reset
7 | Erennan, Michael €8.296.00 Selection  Window Al kPanes' . =
8 7Carl5nn, David $3,945.00 = S z Window
| llman, Harry $8,337.00 L ES Data
i]’ z:unts, clizabeth 574200 kRl salesperson Jan 2012 Feb 2012 Mar 201. Arra nge All
11| David, Chioe 760500 4 3 |Atbertson, kathy $5,076.00  $12,037.00 $2,366.0 Stack your open windows 5o you
20142015 Sales | 20125013 4 |allensan, Caral $12,148.00 $5,301.00 $10,194.00 | .— I =y

5 |Altman, Zosy 46,684.00 $842.00 691800 = E can see all of them at once.

6 |Bittiman, William $14,203.00 $4,299.00 $9,439.0 — i

7 |Brennan, Michael $14,374.00 $16,041.00 516,485.00

& |Carlson, David $8,404.00 $5,581.00 $1,067.0C

9 |Collman, Harry 515,160.00 36,286.00 514,785.00

10 | Counts, Elizabeth $13,817.00  $11,727.00  $13,023.00

11 |David, Chloe $11,190.00 $6,614.00 $6,279.00

2014-2015 Sales | 2012-2013 Sales ®

Ready i
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To split a worksheet:

Sometimes you may want to compare different sections of the same workbook without creating a new window.
The Split command allows you to divide the worksheet into multiple panes that scroll separately.

1.Select the cell where you want to split the worksheet. In our example, we'll select cell D6.

il 2014-2015 Sales Data

il Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014

_|Albertson, Kathy $3,799.00 $4,162.00  $10,491.00 $6,548.00
4 |Allenson, Carol $18,930.00 $3,993.00 $9,133.00  $19,845.00
5 |Altman, Zoey §5,725.00 $4,843.00 $8,741.00  $11,138.00
3 ] Bittiman, William $1,344.00 $3,693.00| 10 $15,346.00]  $17,253.00
7 |Brennan, Michael $8,296.00 36,767.00  3$14,791.00  $14,130.00
8 |Carlson, David $3,945.00 $17,228.00 $14,135.00 $19,306.00
9 |Collman, Harry $8,337.00 $1,137.00 $9,203.00 $2,302.00
10 |Counts, Elizabeth 53,742.00 517,982.00 $9,949.00 $17,075.00
11 |David, Chloe 57,605.00 513,184.00 510,986.00 55,401.00

2.Click the View tab on the Ribbon, then select the Split command.

@ DE E gl Spﬁb View Side by Side

Hid Synchronous Scrolling
Zoom to MNew Arrange Freeze
Selection | Window Al Panes~ Unhide Reset Window Positior
Window
Split
Divide the window into different
g = ¢ | Ppanes that each scroll separately.

$3,947.00
$4,411.00
$2,521.00
$4,752.00
$4,964.00
$2,327.00
$3,967.00
$4,670.00
53,379.00

-60 -

3.The workbook will be split into different panes. You can scroll through each pane separately using the scroll bars,

allowing you to compare different sections of the workbook.

A B c

.
k3l Salesperson Jan 2014 Feb 2014 Aug 2014 Sep 2014
3 |Albertson, Kathy $3,799.00 $4,162.00 $1,117.00 58,237.00
4 |Allenson, Carol $18,930.00 $3,993.00 $1,100.00 $10,185.00
5 |Altman, Zoey $5,725.00 54,848.00 $2,116.00 $13,452.00
14 |Farmer, Kim $1,103.00 $13,531.00 $1,040.00 $10,024.00  $18,389.00 1%/
15 |Ferguson, Elizabet 5$1,333.00 56,165.00 $1,126.00 §5,503.00  510,686.00
16 |Flores, Tia $12,398.00 $13,779.00 $2,014.00 $13,547.00 $21,983.00
17 |Ford, Victor $3,251.00 $13,670.00 $1,054.00 $9,543.00  511,967.00
18 |Hodges, Melissa $4,624.00  $14,772.00 $1,389.00 $10,468.00  $12,677.00
18 |Jameson, Robinsot $2,552.00 5$1,627.00 $1,058.00 $6,267.00  $14,982.00 -

v [eow @ G | - o

After creating a split, you can click and drag the vertical and horizontal dividers to change the size of each section.

To remove the split, click the Split command again.
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CHAPTER-19- SORTING DATA

Introduction

As you add more content to a worksheet, organizing this information becomes especially important. You can
quickly reorganize a worksheet by sorting your data. For example, you could organize a list of contact information by

last name. Content can be sorted alphabetically,
numerically, and in many other ways.

Types of sorting

When sorting data, it's important to first decide if
you want the sort to apply to the entire
worksheet or just a cell range.

1.Sort sheet organizes all of the data in your
worksheet by one column. Related information
across each row is kept together when the sort is
applied. In the example below, the Contact
Name column (column A) has been sorted to
display the names in alphabetical order.

2.Sort range sorts the data in a range of cells, which

A B | c | D |
Customer Contact List

PHONE EMAIL ADDRESS

2
3 | Chaturvedi, Rick 2428 S Redding St #2 B 360-555-5422  info@newhaventraders.com
4 |Dean, Hank 3034 Foggy Wharf Looj 308-555-1050  hdean@venturebrewing.com
5 |Figgis, Mallory 3520 Sleepy Hearth Dr 425-555-5370  malloryf@archerproperties.com
6 |Finn, Jake 1407 Dusty Fawn Ln So 605-555-6435  jake@adventureoutfitters.com
7 |Kinkade, Chris 1028 Quiet Dale Rd Ho1 443-555-4942  chris kinkade@placervilleins.com
8 |Lawson, Miranda | 5316 Colonial Pkwy Est 575-555-9255  mlawson@massairlines.com
9 |Reyes, Felicia 8544 Lazy Bluff Ave Wh 316-555-3256  felicia@everlypublishing.com
10 | Sebastian, Lil 9060 Easy Evening Ln V 207-555-7225  lil@knopeequestrian.com
11 | Silva, Vivica 8595 Thunder Brook Cil 360-555-4289  vivica@rileygardensupply.com
12 | Stark, Katie 971 Cinder Butterfly St 603-555-2460  katie.stark@ariarealestate.com
13 | Torrance, Jill 3160 Amber Gate Rd R«605-555-4495  jtorrance@overlockinn.com
14 | Yuen, Phillip 5108 Crystal Gate Blvd |913-555-5928  yuenp@corepharmaceuticals.com
A B = D E

1

2

3 REPS WEIGHT (Ibs) REPS WEIGHT (Ibs)

4 |Bench Press 14 65 12 75

5 Bench Press ( Decline ) 10 60 8 70

6 |Triceps Extension 15 35 20 35

7 Average 13.9 505 125 54

8

can be helpful when working with a sheet that contains

several tables. Sorting a range will not affect other
content on the worksheet.

To sort a sheet:

Running Log

10 Distance (miles) |Time (hrs:mins)
11 L o)

In our example, we'll sort a T-shirt order form alphabetically by Last Name (column C).

1.Select a cell in the column you want to sort by. In our example, we'll select

cell C2.

E
Payment Method

il Homeroom #  First Name Last Name T-Shirt Size

2 105 Christiana _Med\'um

3 Derek MacDeonald Large Cash

4 105 Esther Yaron Small

5 105 Melissa White Small Debit Card

6 105 Nathan Albee Medium Check

7 105 Sidney Kelly Medium Check

8 110 Gabriel Del Toro Medium Cash

9 110 Kris Acksrman Large Money Order

3.The worksheet will be sorted by the selected
column. In our example, the worksheet is now
sorted by last name.

To sort a range:

2.Select the Data tab on ns |y Y Clear

z
the Ribbon, then click zl}, st | Bier Y Reapply

i
the A-Z command to rAdE | g
sort A to Z, or the Z-A
command to sort Z to A.

In our example, we'll sort
our example, we'll so ‘ @ Tellme more I
Ato Z.

Sort & Filter
Sort Ato 7

Lowest to highest.

jll Homercom # First Name T-Shirt Size Payment Method
2 110 Kris Ackerman _Lurge FMoney Order

3 105 Nathan Albee Medium Check

4 220-B Samantha Bell Medium Check

5 110 MMatt Benson Medium FMoney Order

6 105 Christiana Chen Medium

7 110 Gabriel Del Toro Medium Cash

8 220-A Brigid Ellison Smaill Cash

g 220-A Juan Flores X-Large

In our example, we'll select a separate table in our T-shirt order form to sort the number of shirts that were ordered on

different dates.

1.Select the cell range you want to sort. In our example, we'll select cell range G2:H6.

F G H 1 2.Select the Data tab on the Ribbon, then click the Sort command.
Total Orders (by Grade)
v
Freshmen 5 L | o ¥ Foe =
Li[ZT& =
Sophomore 7 - ) Reapply =
. El Sort Filter Text
Junior 10 [ T Advanced | Colun
Senicr l:‘_ull 5 Sort & Filter
Sort

Find walues quickly by sorting your
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Sort ? X
*A| Add Level || DX Delete Level || E3 Copy Level Options... My data has headers
Column Sort On Order
i ) Sort by Values ~| [atoz ~
3.The Sort dialog box will appear. Choose the column you
want to sort by. In our example, we want to sort the data by ks
the number of T-shirt orders, so we'll select Orders.
4.Decide the sorting order (either ascending or descending). Cancel
In our example, we'll use Largest to Smallest.
Once you're satisfied with your selection, click OK.
Sort 7 X 5.The cell range will F
sttt || X poete vt || 2 oo | T, wamnmneters | D€ SOTted by the selected
p— soron order column. In our example, the s 10
Sortby [ Qrders o [Values v largesttosmallest co Orders column will be sorted Sophomore 7
from highest to lowest. Freshmen
Notice that the other content Senior
in the worksheet was not
affected by the sort.

Conel

Custom sorting

Sometimes you may find that the default sorting options can't sort data in the order you need. Fortunately, Excel allows
you to create a custom list to define your own sorting order.

To create a custom sort:

In our example below, we want to sort the worksheet by T-Shirt Size (column D). A regular sort would organize the
sizes alphabetically, which would be incorrect. Instead, we'll create a custom list to sort from smallest to largest.

1.Select a cell in the column you want to sort by. In our example, we'll select cell D2.

A B c D £ 2.Select the Data tab, then click the Sort command.

1 First Name T-Shirt Size Payment Method
: o i N Il oo view  Q Teimc o
= Data

3 Nathan Albee Medium Check

3 i ns Clear Ear |
4 2208 Samantha Bell Medium Check &) 'Y =B
5 110 Matt Benson Medium Money QOrder E . - = Reapply S
6 105 Christana  Chen IMedium \Check Bounced 2l [ R sdvanced | coton
7 110 Gabriel Del Toro Medium Cash Sort & Filter
8 220-A Brigid Ellison Small Cash

Sort
9 220-A Juan Flores X-large i
10 220-8 Tyrese Hanlon X-Large Debit Card z‘;:: values quickly by sorting your
EEET o e more |

I carce— e ey

3.The Sort dialog box will appear. Select the column you want to sort by, then choose Custom List... from
the Order field. In our example, we will choose to sort by T-Shirt Size.

Sort 7% 4.Type the items in the desired custom order in the List entries: box.
- In our example, we want to sort our data by T-shirt size
4| Add Level | X Delete Level | [ Copy Level Options... My data has headers ' .
from smallest to largest, so we'll type Small, Medium, Large,
Column Sort On Order . .
T TE—— e =T and X-Large, pressing Enter on the keyboard after each item.
Custom Lists ? =
Custom Lists
Custom lists: List entries:
Small Add
sun, Mon, Tue, Wed, Thu, Fri, ! Medium — =
Sunday, Monday, Tuesday, We Large D
o oy Febriany Mot A | [Feree

The Custom Lists dialog box will appear.
Select NEW LIST from the Custom Lists: box.

Press Enter to separate list entries.
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Custom Lists

Custom Lists

Custom lists:

MEW LIST

Sun, Mon, Tue, Wed, Thu, Fri, !
Sunday, Monday, Tuesday, We
Jan, Feb, Mar, Apr, May, Jun, Ju

Januaﬁ Februa& March, Agrl

5.Click Add to save the new sort order. The new list will
be added to the Custom lists: box. Make sure the new
list is selected, then click OK.

6.The Custom Lists dialog box will close. Click OK in
the Sort dialog box to perform the custom sort.

List entries:

Small
Medium
Large
X-large

Delete

Cancel

Sort ? X
"4 dd Level || X Delete Level || Ez Copy Level Options... My data has headers
Calumn Sort On Order
Sortby | Tshirt Size | [values | mall, Medium, Large, Nolarge smallest to largest.
B
1
2
3 220-8 Michael Lazar
4 | 135 Anisa Naser
5 220-A Ghristopher Peyton-Gomez
6 | 220-8 Malik Reynolds
Cancel 7| 220-8 wendy Shaw
8 105 Melissa White
o | 105 Esther Yaron
10 105 Nathan Albee
11| 2208 Samantha Bell
12| 110 Martt Benson
13 105 Ghristiana Ghen
14| 110 Gabriel Del Toro
15| 105 Sidney Kelly
16 | 220-B Avery Kelly
17 | 220-A Chevorne Means
18 135 James Panarelio
19| 135 Chantal Weller
20 | 110 Kris Ackerman
21 105 Derek rMacDonald
Sorting levels

Small
small
small
Small
small
Small
Small
Medium
Medium
Medium
Medium
Medium
Medium
Medium
Medium
Medium
Medium
Large
Large

If you need more control over how your data is sorted, you can add multiple levels to any sort

your data by more than one column.

To add a level:

7.The worksheet will be sorted by the custom order. In our
example, the worksheet is now organized by T-shirt size from

A 3 D E
Homeroom #  First Name Last Name T-Shirt Size Payment Method
220-A Brigid Ellison Small ICash

Cash

Check
Cash
Cash
Debit Card

Check
Check
Money Order

Cash
Check

Debit Card
Money Order
Check

Debit Card
Money Order
Cash

. This allows you to sort

In our example below, we'll sort the worksheet by T-Shirt Size (Column D), and then by Homeroom

Number (column A).

1.Select a cell in the column you want to sort by. In our example, we'll select cell A2.

E
Payment Method

il Homeroom #  First Name T-Shirt Size

2 220-A cp |Brigid Ellison Smaill Cash

3 220-B -Michcel Lazar Small Cash

4 135 Anisa Naser Smaill

5 220-A Christopher Peyton-Gomez Smaill Check

6 220-B Mailik Reynolds Small Cash

7 220-B Wendy Shaww Small Cash

& 105 Melissa White Small Debit Card
9 105 Esther Yaron Smaill

10 105 Nathan Albee Medium Check

ewha

ell m

ns g R Clear ~
El Y Reapply EE
%l Sort Filter T;‘Advanced C"I;Tl:n
Sort & Filter
Sort

Find values quickly by sorting your
data.

=,

Tell me more
I arce. e
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3.The Sort dialog box will appear. Select the first column you want to sort by. In this example, we will sort by T-Shirt

Size (column D) with the custom list we previously created for the Order field.

Click Add Level to add another column to sort by.

4] Add Level || < Delete Level || B2 Copy Level ‘ Options...

[ X

My data has headers

Column W Sort On Order
Sortby | T_Shirt Size |l Values «| | Small, Medium, Large, X-Large |~

oK

Cancel

Options...

My data has headers

X

Sort

*4| Add Level || X Delete Level || ER Copy Level || &
Calumn Sort On

Sortby | T-shirt Size w ||| Values

Then by | Homeroom = Values

Order

~ Small, Medium, Large, ¥-large |«

~ Smallest to Largest

~

Cancel

4.Select the next column you want to sort by, then click OK. In our example, we'll sort by Homeroom # (column A).

5.The worksheet will be sorted according to the selected order. In our example, the orders are sorted by T-shirt size.

Within each group of T-shirt sizes, students are sorted by homeroom number.

A B C

1 _ Homeroom # First Name Last Name
2 | 105 _Mell’ssu White

3 105 Esther ‘Yaron

4| 135 Anisal Naser

5 | 220-A, Brigid Ellison

6| 220-A Christopher Peyton-Gomez
7| 2208 Michael Lazar

8| 220-8 Malik Reynolds
o| 220B  Wendy Shaw

10| 105 Nathan Albee

11| 105 Christiana Chen

12 | 105 Sidney Kelly

13 110 Matt Benson
14| 110 Gabriel Del Toro
15| 135 James Panarello
16| 135 Chantal Weller

17| 220-A Chewvonne hMeans

18] 220-B Samantha Bell

13| 220-8 Avery Kelly

20 | 105 Derek MacDonald
21 110 Kris Ackerman

D E
T-Shirt Size Payment Method
Small Cebit Card
small Pending
smal CheckBounced
Small Cash
Small Check
Small Cash
Small Cash
Small Cash
Medium Check
Medium
Medium Check
Medium Money Order
Medium Cash
Medium Check
Medium Debit Card
Medium Money Order
Medium Check
Medium Debit Card
Large Cash
Large Money Order

6.If you need to change the order of a multilevel sort, it's easy to control which column is sorted first. Simply select the

desired column, then click the Move Up or Move Down arrow to adjust its priority.

Sort

“a] Add Level || P< Delete Level

My data has headers

7

pad

oo | 2]
55

Col Sort O -
olumn ° n {Move Up (Ctri+Up Arrow]) -
S5ortby | Homeroom # - Values | |smallest to Largest ~
Then by | T_shirt Size || | Values Custom List... ~
OK Cancel
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CHAPTER-20- FILTERING DATA
Introduction

If your worksheet contains a lot of content, it can be difficult to find information quickly. Filters can be used to narrow
down the data in your worksheet, allowing you to view only the information you need.

To filter data:
A B C D E F
In our example, we'll apply a filter to an equipment

_ ID# Type Equipment Detail Checked Out  Checked In Checked Out By
log worksheet to display only the laptops and

1
projectors that are available for checkout. 2 3000 Camera Saris Lumina Digita.IlCamera 12-May-15 15-May-15 Shannon Nguyen
3 3005 Camera  Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard
) . 4 11021 Laptop 15" ED| SmartPad L200-3 Laptop  15-Sep-15 01-Oct-15 Sofie Ragnar
1.In order for fllte!'lng to work correctly, YOUI.’ i 5 1022 Laptop 15" EDI SmartPad L200-3 Laptop  14-Aug-15 16-Aug-15 Hank Sorenson
worksheet should include a header row, which is 6 [1023 Laptop  15"EDISmartPad 200-3Laptop 08-Aug-15  15-Aug-15  |Jennifer Weiss
used to identify the name of each column. In our 7 13070 Camera  Omega PixL Digital Camcorder  06-Oct-15 Min Seung
example, our worksheet is organized into different 8 1025 laptop 15" EDI SmartPad L200-4X 26:Sep-15  04-Oct-15  MinSeung
columns identified by the header cells in row 9 |1031 laptop 17" SarisX-10 Laptop 04-0ct-15 Nick Ortiz
1: ID#, Type, Equipment Detail, and so on. 10 |1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer
1111033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta

2.Select the Data tab, then click the Filter command.

m 3.Click the drop-down arrow for the column you want to filter. In our example, we

will filter column B to view only certain types of equipment.
~ 000 IR
Z z

%l Sart Filter

Reapply A B c 4.Uncheck the box next to Select All to

Yo Advanced ; e quickly deselect all data.
Sort & Filter 2 Camera Tt et "_mina Digital Camet
3 Camera (showing Alljom Z-60 Digital Ca
4 Laptop 15" EDI SmartPad L200-3 A B C
5 Laptop 15" EDI SmartPad L200-3 4 1D £, Type = Equipment Detail =
6 Laptop 15" EDI SmartPad L200-3 %l sortatcz na Digital Camera
. . Zl sertZtoa _ P
5.Check the boxes next to the data you want to filter, then click OK. B , N Z-60 Digital Camera
R R . . = _nartPad L200-3 Laptop
In this example, we will check Laptop and Projector to view only nartPad L200-3 Laptop
these types of equipment. et Eifters i ErEc] LZOTS Lamiee
«L Digital Camcorder
Seareh #| nartPad L200-4x%
(setect Al I
[ R <10 Laptop

Laptop X-10 Laptop

1 :(— 10 Laptop

2] Sortatoz na Digital Camera Sl
Zl sortZtoa n 7Z-60 Digital Camera posmcsoe

Sort by Color

v

Board L500-1

s DigiCam Printer I1
5 Label Maker
‘Camera Travel Bag
plling Laptop Case

nartPad L200-3 Laptop
nartPad L200-3 Laptop
nartPad L200-3 Laptop

Text Filters v r
e <L Digital Camcorder

Search P=)

] (Select Al e (2 <l oK Cance Rolling Laptop Case
[l Camera %-10 Laptop 20 [B1UU  Projector Umega VisX 1.0
Sinet %-10 Laptop
Projector ﬁ— 10 Laptop
= X-10 Laptop 6.The data will be filtered, temporarily hiding any content that
EEaiEl ST doesn't match the criteria. In our example, only laptops and

Board L500-1
s DigiCam Printer I1
s Label Maker
ECamera Travel Bag

projectors are visible.

A B C D E F
D

olling Laptop Case
—OK Cancel H
~ | melllinE e Ceee 1 ﬁ Type Equipment Detail Checked Outy Checked Ing  Checked Out B
20 810U Frojector uUmega visX 1.0 W S H h H vﬂ

1021 Llaptop  15"EDISmartPad L200-3 Laptop 15-Sep-15  01-Oct-15 Sofie Ragnar
1022 laptop 15" EDISmartPad 1200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson

1
4
5
7.Filtering options can also be accessed from the Sort 6 1023 Llaptop  15"EDISmartPad L200-3 Laptop 08-Aug-15  15-Aug-15  Jennifer Weiss
& Filter command on the Home tab. 8 1025 Llaptop  15"EDISmartPad L200-4X 26-Sep-15  04-Oct-15 Min Seung

9

1031 laptop 17" Saris X-10 Laptop 04-0ct-15 Nick Ortiz
S Autosum - N p 10 /1032 laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer
IZ] Fill - ZY 1111033 Llaptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta
Sort 8 Find & P e e
. 1 T B O
Editi #] SortAtoz I’OJ.eCtOI’ mega !s ! -Sep- -Oct- .|n rmitage
- . 216101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15 Michael Earley
Al Sort Zto A . 8 8
22 16102 Projector Omega VisX 1.0 22-Aug-15  23-Aug-15  Jamila Kyle
Custom Sort... N N " "
. 23 16200 Projector  Saris Lux T-80 01-Sep-15 04-Sep-15 Jolie Chaturvedi
Y Eilter S f 24 6301 Projector  Saris Lux T-81 Lite 10-5ep-15 Marques Herndon
2516302 Projector  Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
31
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To apply multiple filters: ; Tvee g Equipment Detail g Checked Oupy Checkeding ~ Checked Out By o
4 : 1021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 7;’:;;‘5&‘15 Sofie Ragnar
F”ters are Cumulative, Wthh means yOU can 5 |1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15  (showing Al 15 Hank Sorenson
. . 6 (1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
apply multiple filters to help narrow down 8 |1025 Llaptop 15" EDI SmartPad L200-4X 26-5ep-15 04-Oct-15 Min Seung
yOUr reSUItS- In thlS eXampIe, We‘Ve already 9 |1031 Llaptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz
. 10 {1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer
filtered our worksheet to show laptops and 111033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta
projectorsl and we'd like to narrow it down 12 |1034 laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta
. 20 |6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15 Win Armitage
further to only show laptops and projectors that 5, lg101 projector Omega visx 1.0 26Sep-15  27-Sep15  Michael Earley
were checked out in August. 22 |6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle
23 6200 Projector  Saris Lux T-80 01-Sep-15 04-Sep-15 Jolie Chaturvedi
24 16301 Projector Saris Lux T-81 Lite 10-Sep-15 Marques Herndon
1.Click the drop-down arrow for the column 25:6302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
you want to filter. In this example, we will add 2

a filter to column D to view information by date.
The Filter menu will appear.

2.Check or uncheck the boxes depending on the data you want to filter, then click OK. In our example, we'll uncheck
everything except for August.

c [=} 3.The new filter will be applied. In our example, the worksheet is
Equipment Detail T i aeae =1 now filtered to show only laptops and projectors that were checked
15" EDI SmartP 21 Sort Oldest to Mewest out in August-
15" EDI SmartP Al Sort Mewest to Oldest |
15" EDI SmartP Sert by Color "

15" EDI SmartP
17" Saris X-10 L

17" Saris X-10 L Date Eilters L | : :
| | ID Type Equipment Detail Checked Out., Checked In Checked Out By

" s Search (All FIes 1
17,. Sar!s X-10 L ; IEl[SEIEJEtAII] | ‘h H h H H
177 Saris X-10 I -] 2015 | 5 1022 Llaptop 15" EDI SmartPad 1200-3 Laptop  14-Aug-15 16-Aug-15 Hank Sorenson
Omega VisX 1.0 el August . - .
Omega VisX 1.0 5 2eptemper | 6 (1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
Omega VisX 1.0 121034 laptop 17" Saris X-10 Laptop 25-Aug-15  27-Aug-15  Jay Peralta
e e 226102 Projector  Omega VisX 1.0 2-Augls  3Augls  Jamiakyle
Saris Lux T-81 Li | 3

32

e
Cs

To dear afilter:

After applying a filter, you may want to

remove—or clear—it from your worksheet 1 5 EEECEEE] ) CEReien e

so you'll be able to filter content in different 51022 laptop  15"EDI SmartPad [200-3 Laptop 14-Aug-15 2f A=*%  Hank Sorenson

ways. 6 |1023 Llaptop 15" EDI SmartPad L 200-3 Laptop 08-Aug-15  Fquals "August 2 Jennifer Weiss
12 /1034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta

1.Click the drop-down arrow for the filter 22 16102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle

you want to clear. In our example, we'll clear :;

the filter in column D.
The Filter menu will appear.

2.Choose Clear Filter From [COLUMN NAME] from the Filter menu. In our example, we'll select Clear Filter From
"Checked Out".

c D 3.The filter will be cleared from the column. The previously hidden data will be

Equipment Detail = Checked Ou'E diSplayed-

15" EDI SmartP 2. Sort Oldest to Newest
15" EDI SmartP Al St Mewest to Oldest
17" Saris X-10 L Sort by Color » |
Omega VisX 10 . Clear Filter From *Checked Out” s |

4.To remove all filters from
Equipment Detail g Checkednuh (Iheckedlnﬂ Checked(]utl!vﬂ your worksheet, click

1

4 1020 Leptop  15"EDISmartPed L3003 Laptop 15-5ep-15 L0 O15  Sofie Ragnar the Filter command on
Date Filters » 511022 laptop  15"EDISmartPad1200-3 Laptop 14-Aug-15 (showirgal) 15 Hank Sorenson the Datatab.
Search (All) P~ 6 1023 Llaptop  15"EDISmartPad[200-3 Laptop 03-Aug-15 15-Aug-15  Jennifer Weiss

8

9

LANNE g[summn 1025 Llaptop 15" EDISmartPad L200-4X 26-5ep-15  04-0ct15 Min Seung
= 2015 . . .
August 1031 laptop 17" Saris X-10 Laptop 04-0ct-15 Nick Ortiz Data
D september 10 1032 17" Saris X-10 Laptop 19-5ep-15

[ Gctober Laptop Stanley Geyer

111033 Llaptop 17" Saris X-10 Laptop 24-5ep-15 26-Sep-15 George D'Agosta ns Clear

12 /1034 laptop 17" Saris X-10 Laptop 25-Aug-15  27-Aug15  JayPerala

20 |6100 Projector Omega VisX 1.0 28-5ep-15 01-0ct-15 Win Armitage ; RE.'1|D|3|';"
21 6101 Projector  Omega VisX 1.0 265ep-15  27-Sep15  Michael Farley zl Sort Filter

22 6102 Projector Omega VisX 1.0 2-Augl5  23-Augl5  Jamila<yle A T,- Advanced
23 16200 Projector  Saris Lux T-80 01-5ep-15 04-Sep-15 Jolie Chaturvadi k

24 6301 Projector  Saris LuxT-81 Lite 10-5ep-15 Marques Herndon Sort & Filter

ok Cancel 25 6302 Projector  Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
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Advanced filtering

If you need a filter for something specific, basic filtering may not give you enough options. Fortunately, Excel includes
many advanced filtering tools, including search, text, date, and number filtering, which can narrow your results to
help find exactly what you need.

To filter with search:

Excel allows you to search for data that contains an exact phrase, number, date, and more. In our example, we'll use
this feature to show only Saris brand products in our equipment log.

Select the Data tab, then click the Filter command.
A drop-down arrow will appear in the header cell
for each column. Note: If you've already added
filters to your worksheet, you can skip this step.

IDlh Type Equipment Detail B Checked Ouh Checked Inn Checked Out By ™

0 Mo 15 15-May-15 Shannon Nguyen
 Equipment Detail-
3005 Camera Saris Zoom Z-60 Digital Camera  (Showing Al 06-Aug-15 Sela Shepard
1021 Llaptop 15" EDI SmartPad L200-3 Laptop  15-Sep-15 01-Oct-15 Sofie Ragnar

1
2
3
4
5 1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
6
7
8
9

3000 [Camera Saris Lumina Digital Camera

1.Click the drop-down arrow for the column you

. ' . 1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss
want to filter. In our example, we'll filter column C.

3070 Camera Omega PixL Digital Camcorder 06-Oct-15 Min Seung
1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung
1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz

0 /1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer

2.The Filter menu will appear. Enter a search term into the search box. Search results will appear automatically below
the Text Filters field as you type. In our example, we'll type saris to find all Saris brand equipment. When you're done,
click OK.

B C 3.The worksheet will be filtered according to your search term. In our example,
Type m Equipment Detail ~| the worksheet is now filtered to show only Saris brand equipment.

Camera Sort Ato Z

Camera SortZto A

Laptop Sort by Color v |

Laptop 1 ment Detail Checked Ou*'n Checked Inn Checked Out By o
Laptop 2 |3000 |Camera Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
Camera | lotfmters ' 3 [3005 Camera Saris Zoom 7-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard
Laptop 1 sars =j| 9 (1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz

Laptop 1 ‘[::::Ji';:::g:{::;”t'zﬂ”ter | 10 1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer
Laptop ~[»] 17" Saris ¥-10 Laptop 11 1033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15 George D'Agosta
Laptop A0 Lumine piortal camer [ 12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15 Jay Peralta
Laptop aris ;Jx TP<81 Lite [ 15 3800 Other U-Go Saris DigiCam Printer 11 04-Aug-15 05-Aug-15 Hank Sorenson
Other e 2o .60 Digital Camera [ 16 13900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse

-Go Saris DigiCam Printer Il b 23 6200 Projector Saris Lux T-80 01-Sep-15 04-Sep-15 Jolie Chaturvedi

Other -Geo Saris Label Maker 24 6301 Projector Saris Lux T-81 Lite 10-Sep-15 Marques Herndon
Other i t 25 |6302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15 Dean Sorenson
Other | | 26 (1011 Tablet Saris SlimPro 04-Oct-15 Jay Peralta

Other | | 27 1012 Tablet Saris SlimPro 29-Sep-15 August Zorn
Other 31

Other 1 Eancel | 32
To use advanced text filters:

Advanced text filters can be used to display more specific information, like cells that contain a certain number of
characters or data that excludes a specific word or number. In our example, we'd like to exclude any item containing the
word laptop.

Select the Data tab, then click the Filter command.
A drop-down arrow will appear in the header cell for
each column. Note: If you've already added filters to
your worksheet, you can skip this step.

Equipment Detail Checked Onh Checked In- Checked Out By =

3000 |Camera Saris Lumina Digital Camera [qui;m::;‘i)‘e:z\? 15-May-15 Shannon Nguyen
3005 Camera Saris Zoom Z-60 Digital Camera (showing All) 06-Aug-15 Sela Shepard
1021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 01-Oct-15 Sofie Ragnar

1
2
3
4
5 1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15 Hank Sorenson
6
7
8
9

1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15 Jennifer Weiss

1.Click the drop-down arrow for the column you 3070 Camera  Omega PixL Digital Camcorder  06-Oct-15 Min Seung
want to filter. In our example We‘” filter column C. 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-15 04-Oct-15 Min Seung
! 1031 Laptop 17" Saris X-10 Laptop 04-Oct-15 Nick Ortiz
10 |1032 Laptop 17" Saris X-10 Laptop 19-Sep-15 Stanley Geyer
B C D E
. . Equipment Detail Checked Duh Checked In
2.The Filter menu will appear. Hover.the mouse Camera |50 somamz [1% Moy 25 TR
over Text Filters, then select the desired text filter Camera il setziea 27-Jul-15 06-Aug-15
Lapt Sort by Color * 04-Oct-15
from the drop-down menu. In our example, we'll oo™ . Clear Fiter From "Equipment Detai” o oanae
choose Does Not Contain to view data that does Laptop o g > A-Sen-15 26-5ep-15
. L Laptop | = Eauats.. Aug-15
not contain specific text. Other |y B o Does Mot Equal... \ug-15
Other | (=] e D tmartpaa 1200.3 Laptap | un-15
Projector ~-[115° EDI SmartPad L200-4X ep-15
1 [ 17" Saris X-10 Laptop . -
Projector [132" Paragon 440 OLED TV Becs Mot Conian |
Projector | LB bovane Camara Trave 825 oot B ep-15
Tablet +[]1 7N Heavy Rolling Laptop Case RO — .
Tablet [ TR T et A 29-Sep-15

[ O©mega PixL Digital Camcorder
[l omega visx 1.0
Saris Lumina Digital Camera
Saris Lux T-80
Saris Lux T-81 Lite

ok Cancel
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3.The Custom AutoFilter dialog box will appear. Enter the desired text to the right of the filter, then click OK. In our
example, we'll type laptop to exclude any items containing this word.

Custom AutoFilter

Show rows where:
Equipment Detail

does not contain ~

@and Oor

laptop

Use 7 to represent any single character
Use ™ to represent any series of characters

To use advanced number filters:

? w 4.The data will be filtered by the selected text filter. In our example, our
worksheet now displays items that do not contain the word laptop.
v
1 Equipment Detail = Checked Oujy Checked Ny Checked Out By =
2 |2000 |Ccamera Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
3 |3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-15 06-Nug-15 Sela Shepard
> 7 |3070 camcra Omega PixL Digital Camcorder 06 Oct 15 Min Scung
g |1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung
13 2050 Other CDI SmartBoard L500-1 05-Oct-15 06-Oct-15 Anthony Liddell
14 2051 Other EDI SmartBoard L500-1 01-Oct-15 05-0Oct-15 Sofie Ragnar
15 3800 OLher U-Go Saris DigiCarmn Printer 11 04-Aug-15 05-Aug-15 Hank Sorenson
16 | 3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse
Cancel 1/ |4800 Other /N Deluxe Camera Iravel Bag 2/-Jul-15 06-Aug-15 Sela shepard
20 |6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15 Win Armitage
21 |6101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15 Michael Earley
22 |6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15 Jamila Kyle

Advanced number filters allow you to manipulate numbered data in different ways. In this example, we'll display only
certain types of equipment based on the range of ID

numbers.
Select the Data tab on the Ribbon, then click ! 2 _ Eaupmentbetel hedoug hededing  checkedon B g
. . ) 2 mm e Saris Lumina Digital Camera 12-May-15 15-May-15 Shannon Nguyen
the Filter command. A drop-down arrow will appear in 3 13005 Gnovng Al Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15  Sela Shepard
the header ceII for each column. Note: If you've already 7 3070 Camera Omega PixL Digital Camcorder 06-0Oct-15 Min Seung
) . j 8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-Oct-15 Min Seung
added filters to your worksheet, you can skip this step. 13 2050 Other  EDISmartBoard L500-1 050ct15  06-0ct15  Anthony Liddel
14 2051 Other EDI SmartBoard L500-1 01-Oct-15 05-Oct-15 Sofie Ragnar
. 15 |3800 OQther U-Go Saris DigiCam Printer |1 04-Aug-15 05-Aug-15 Hank Sorenson
1.Click the drop-down arrow for the column you want 163900 Other  U-Go Saris Label Maker 13Jun15  20-Jun-15  ClintGosse
to filter. In our example, we'll filter column A to view 17 |4800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard
. 20 6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15 Win Armitage
Only a Certaln range Of ID nUmberS. 21 |6101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15 Michael Earley

2.The Filter menu will appear. Hover the mouse over Number Filters, then select the desired number filter from the
drop-down menu. In our example, we'll choose Between to view ID numbers between a specific number range.

A B c 3.The Custom AutoFilter dialog box will appear. Enter the
Wl D4y Tvpe g Equipment Detail desired number(s) to the right of each filter, then click OK. In our
4] SortSmallestto Largest ina Digital Camera 1 example, we want to filter for ID numbers greater than or equal
cert e te Smali=t nZ-60 Digital Camera 2 5 3000 but less than or equal to 6000, which will display ID
Sort by Celor " xL Digital Camcorder C )
martPad L200-4X 5 numbers in the 3000-6000 range.
Roard 1 50N-1 [
Mumber Eilters 3 Equals...
Search =l Does Mot Equal... Custom AutoFilter ? x
[+ (select Al ~ Greater Than...
Greater Than Or Equal To... Show rows where:
Less Than... hd
Less Than Or Equal To... is greater than or equalto |~ | | 3000 v
Between... @ﬁnd Ogr
Top 10..
Above Average is less than or equal to - SDDEﬂ e
Below Average
Custom Filter... Use 7 to represent any single character
. Pro C Use * to represent any series of characters
Pro 2
ox cancel | on 440 OLED TV 1 Cancel

4.The data will be filtered by the selected number filter. In our example, only items with an ID number
between 3000 and 6000 are visible.

Equipment Detail

Checked Out By o

., g5 Checked Oujy  Checked Ingy
2 Saris Lumina Di I Camera 12-May-15 15-May-15 Shannon Nguyen
3 |3005 Saris Zoom Z-60 tal Camera 27-Jul-15 06-Aug-15 Sela Shepard
7 |3070 Omega PixL Digital Camcorder 06-Oct-15 Min Seung
15 |3800 U-Go Saris DigiCam Printer I1 04-Aug-15 05-Aug-15 Hank Sorenson
16 |3900 U-Go Saris Label Maker 13-Jun-15 20-Jun-15 Clint Gosse
17 |4800 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard
28 5020 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15 Marta Lao
29 5022 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15 Carl Langer
30 5023 50" Paragon 490L LED TV 01-Oct-15 01-Oct-15 Margaret Lisbon
31
32
To use advanced date filters:

Advanced date filters can be used to view information from a certain time period, such as last year, next quarter, or
between two dates. In this example, we'll use advanced date filters to view only equipment that has been checked out

between July 15 and August 15.
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Select the Data tab, then click the Filter command. A drop-down arrow will appear in the header cell for each
column. Note: If you've already added filters to your worksheet, you can skip this step.

1.Click the drop-down arrow for the column you want to filter. In our example, we'll filter column D to view only a
certain range of dates.

1 Equipment Detail = Checked l:)uhh Checked In- Checked Out By =
2 1 Saris Lumina Digital Camera 12-May-15 'Chlelc?(;l::]nu‘t‘tls Shannon Nguyen
3 Camera Saris Zoom Z-60 Digital Camera 27-Jul-15 |showing am 15 Sela Shepard

7 Camera Omega PixL Digital Camcorder 06-0Oct-15 Min Seung

15 Other U-Go Saris DigiCam Printer 11 04-Aug-15 05-Aug-15 Hank Sorenson
16 Other U-Go Saris Label Maker 13-Jun-15 20-lun-15 Clint Gosse

17 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard
28 TV 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15 Marta Lao
29 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15 Carl Langer
30 TV 50" Paragon 490L LED TV 01-Oct-15 01-Oct-15 Margaret Lishon
31
32

2.The Filter menu will appear. Hover the mouse over Date Filters, then select the desired date filter from the drop-
down menu. In our example, we'll select Between to view equipment that has been checked out between July 15 and
August 15.

Equipment Detail

Saris Lumina Dig £ Sert Oldest to Newest 15-May-15 Shann
Saris Zoom Z-6C Al Sert Newest to Oldest 06-Aug-15 Sela Sl
Omega PixL Digi Sort by Color s | Min Se
U-Go Saris Digic 05-Aug-15 Hank:
U-Go Saris Labe 20-Ihun-15 Clint C
i Date Eilt . 3
7N Deluxe Camg =te Eifters i Equals... I
32" Paragon 44 Search (Al =l B=fore... i
" | [ (Select Al After... [
32" Paragon 44 = — £
50" Paragon 49 [ may e
June Tomerrow
[+ Jury
[ August Today
October Vesterday

Mext Week

This Week

Mest Month

This Month

Last Month

oK Cancel Next Quarter
This Quarter
Last Quarter

3.The Custom AutoFilter dialog box will appear. Enter the desired date(s) to the right of each filter, then click OK. In
our example, we want to filter for dates after or equal to July 15, 2015, and before or equal to August 15, 2015, which
will display a range between these dates.

Custom AutoFilter ? X

Show rows where:
Checked Out

is after or equal to ~ | |7A15/15 ~ ﬂ
®@2and Oor
is before or equal to |~ | | 8/15/15 - 'ﬁ

Use 7 to represent any single character
Use * to represent any series of characters

4.The worksheet will be filtered by the selected date filter. In our example, we can now see which items have been
checked out between July 15 and August 15.

1 Equipment Detail = Checked Ouh Checked In- Checked Out By =
3 |3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15 Sela Shepard
15 /3800 Other U-Go Saris DigiCam Printer I 04-Aug-15 05-Aug-15 Hank Sorenson
17 |4800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15 Sela Shepard
28 |5020 TV 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15 Marta Lao
29 |5022 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15 Carl Langer
31
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CHAPTER-21- GROUPS AND SUBTOTALS
Introduction
Worksheets with a lot of content can sometimes feel overwhelming and even become difficult to read. Fortunately, Excel
can organize data into groups, allowing you to easily show and hide different sections of your worksheet. You can also
summarize different groups using the Subtotal command and create an outline for your worksheet.
To group rows or columns:

1.Select the rows or columns you want to group. In this example, we'll select columns B, C, and D.

2.Select the Data tab on the Ribbon, then click

i Homeroom # (First Name Last Name Payment Method [T-Shirt Size
2 105 Melissa White Debit Card Small the Group comma nd'
3 105 Esther Yaron Pending Small
4 135 Anisa Naser Check Bounced [Small Gl= G -
5 220-A Brigid Ellison Cash smaill g - @ “* L li]z
6 220-A Christopher Peyton-Gomez Check Small — é ngroup -
7 220-B Michael Lazar Cash Small What-If Forecast -
8 220-B Malik Reynolds Cash Small - EE Subtotal
- =]
9 220-B Wendy Shaw Cash Small Anal}rsls Sheet
10 105 Nathan Albee Check Medium Forecast Cutline LF}
3.The selected rows or columns will be grouped. In our example, columns B, C, and D are grouped.
= i _ i =] 4.To ungroup data, select the grouped rows or
A B c o £ columns, then click the Ungroup command.
1 First Name Last Name Payment Method |T-Shirt Size
2 105 Melissa While Debil Card Srniall
3 105 Fsthor Yaron Ponding Small o - =
4 135 Anisa Naser Check Bounced [small g P gl e Group -
5 220 A Brigid Ellison Cash Small - | Ungroup- - | ==
G 220-A Christopher Peyton-Gomez Check Small What-If Forecast “& -
7 220-B Michael Lazar Cash Sl P E ubtotal
£ 220 B Malik Reynolds Cash Small Analysis Sheet =
] Z220-B Wendly Shaw Cash sSmall Forecast Crutline =
10 105 Nalharn Albee Check Mediurn
To hide and show groups:
1.To hide a group, click the minus sign, also known as the Hide Detail button.
@ 2.The group will be hidden. To show a hidden group, click the
R . . 5 . plus sign, also known as the Show Detail button.
1 First Name Last Name Payment Method [T-Shirt Size
2 105 Melissa White Debit Card Small . -+
3 105 Esther Yaron Pending Small B
4 135 Anisa Naser Check Bounced [Small 5 £ e
5 220-A Brigid Ellison Cash Small = 105 Srmall
6 220-A Christopher Peyton-Gomez Check Small 3 105 Srricall
7 220-8 Michael Lazar Cash Small a 135 Smicall
8 220-B Malik Reynolds Cash Small 5 220-~A Smaill
9 220-B Wendy Shaw Cash Smaill 6 220-A sSmaill
10 105 Nathan Albee Check Medium 7 220-8 Small
8 220-B sSmall
) 220-B Small
10 105 Medium

Creating subtotals
The Subtotal command allows you to automatically create groups and use common functions like SUM, COUNT, and
AVERAGE to help summarize your data. For example, the Subtotal command could help to calculate the cost of office
supplies by type from a large inventory order. It will create a hierarchy of groups, known as an outline, to help organize
your worksheet.

To create a subtotal:

In our example, we'll use the Subtotal command with a
T-shirt order form to determine how many T-shirts were

ordered in each size (Small, Medium, Large, and X- 1 Payment Method T-Shirt Size
Large). This will create an outline for our worksheet 2 Melissa White Debit Card
with a group for each T-shirt size and then count the 3 105 Esther Yaron Pending Small
total number of shirts in each group. 4| 135 Ansa Naser Check Bounced Small
. 5 220-A Brigid Ellison Cash Smaill
1.First, sort ypur worksheet by the data you want to 6| 220A Chiistopher Peyfon-Gomez Check small
subtotal. I_n thls example, we'll create a subtotal for 1 oo0s Michael Lazar Cash Small
each T-shirt size, so our worksheet has been sorted by 1 i
T-shirt size from smallest to largest. s} 2208 Malk Reynolds cash smal
9 | 220-B Wendy Shaw Cash Small
10 | 105 Nathan Albee Check Medium
11 | 105 Christiana  Chen Check Bounced Medium
12 | 105 Sidney Kelly Check Medium
13 | 110 Matt Benson Money Crder Medium
14 | 110 Gabriel Del Toro Cash Medium
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2.Select the Data tab, then click the Subtotal command.

The Subtotal dialog box will appear. Click the drop-down arrow for the At

O | E Emup hd each change in: field to select the column you want to subtotal. In our
u] '? example, we'll select T-Shirt Size.
i A E"E Ungmup . . Subtotal ? X
Whﬂt'|f FDFECESt - 3.Click the drop-down arrow for 5 e AR
. the Use function: field to select T-Shirt Size &
Analysis~ Sheet Subtotal the function you want to use. In e function -
our example, we'll select COUNT to <om ”
Forecast Outline [y count the number of shirts ordered Average
in each size. Max
|Product b

4.1n the Add subtotal to: field, select the column where you want the calculated subtotal to appear. In our example,
we'll select T-Shirt Size. When you're satisfied with your selections, click OK.

5.The worksheet will be outlined into groups, and the subtotal will be listed
below each group. In our example, the data is now grouped by T-shirt size,
and the number of shirts ordered in that size appears below each group.

Subtotal ? x

At each change in:

T-Shirt Size e
Use function: A B c D E
e (] Homeroom # First Name Last Name Payment Method T-Shirt Size
Add subtotal to: 2 108 Melissa White Debit Card Small !
[ IHomeroom # 3| 105 Esther Yaron Pending Small
] First Name 4 | 135 Anisa Naser Check Bounced Small
[]Last Name © 5| 220-A Brigid Ellison Cash Small
[ Payment Method 6| 220-A  Christopher Peyton-Gomez Check small
7| 220-B Michael Lazar Cash Small
8 | 220-B Malik Reynolds Cash Smaill
Replace current subtotals 9 220B Wendy Shaw Cash Small
[ Page break between groups =] 10 | Small Count 8
Summary below data o1 105 Nathan Albee Check Medium
B 12 | 105 Christiana  Chen Check Bounced Medium
Remove All Cancel BREY 105 Sidney Kelly Check Medium
C 14 110 Matt Benson Money Order Medium
15 | 110 Gabriel Del Toro Cash Medium
16 | 135 James Panarello Check Medium
17 | 135 Chantal Weller Debit Card Medium
18 | 220-A Chevonne Means Money Order Medium
19 | 220-B Samantha Bell Check Medium
20 | 220-B Avery Kelly Debit Card Medium
L] a1 Medium Count 10

To view groups by level:

When you create subtotals, your worksheet it is divided into different levels. You can switch between these levels to
quickly control how much information is displayed in the worksheet by clicking the Level buttons to the left of the
worksheet. In our example, we'll switch between all three levels in our outline. While this example contains only three
levels, Excel can accommodate up to eight.

1.Click the lowest level to display the least detail. In our example, we'll select level 1, which contains only
the grand count, or total number of T-shirts ordered.

Grand Count

2.Click the next level to expand the detail. In our example, we'll select level 2, which contains each subtotal row but
hides all other data from the worksheet.

Small Count

Medium Count 10
Large Count r 5
X-Large Count r 4

Grand Count [ 27
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3.Click the highest level to view and expand all of your worksheet data. In our example, we'll select level 3.

A B C D E

| 105 Melissa White Debit Card Small

| 105 Esther Yaron Pending Small

135 Anisa Naser Check Bounced Small

| 220-A Brigid Ellison Cash Small

| 220-A Christopher Peyton-Gomez Check Small

| 220-B Michael Lazar Cash Small

| 220-B Malik Reynolds Cash Small

9 | 220-B Wendy Shaw Cash Small

[c] 0] Smaill Count [ 8

11| 105 Nathan Albee Check Medium
12 105 Christiana  Chen Check Bounced Medium
13 | 105 Sidney Kelly Check Medium

A B C D E
;
10 Small Count 8
21 Medium Count 10

227 1086 Derek MacDonald Cash Large

23: 110 Kris Ackerman Money Order Large

24 110 Regina Qlivera Pending Large

25| 135 Jordan Weller Money Order Large

26: 135 Alex Yuen Wrong Amount  Large
'k 27 | Large Count [ 5
32: X-Large Count [ 4
E‘ 33| Grand Count [ 27

To remove subtotals:

Sometimes you may not want to keep subtotals in your worksheet, especially if you want to reorganize data in different
ways. If you no longer want to use subtotaling, you'll need remove it from your worksheet.

1.Select the Data tab, then click the Subtotal command.

O @ @E Group ~
g

‘ E-:E Un group - Subtotal
What-If Forecast e at coen enomae i
Analysis Sheet |E Subtotal o

T-5hirt Size el

2.The Subtotal dialog box will appear. Click Remove All.

J

>

Forecast Cutline = Use function:
Count o=

Add subtotal to:

|:| Homeroom &

|:| First Mame
[JLast mame
Payment Method
T-Shirt Size

Replace current subtotals
|:| Page break between groups
Summary below data

| Bemowe AIIL\\L I R I Cancel

All worksheet data will be ungrouped, and the subtotals will be removed.

3.To remove all groups without deleting the subtotals, click the Ungroup command drop-down arrow, then choose Clear
Outline.

Ig_—‘? EI E8 Group - :

GE Ungroup ~
What-If Forecast -
Analysis~ Sheet EE Ungroup...

Forecast Clear Ouﬂineb
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CHAPTER-22- TABLES
Introduction

Once you've entered information into your worksheet, you may want to format your data as a table. Just like regular
formatting, tables can improve the look and feel of your workbook, and they'll also help you organize your content and

make your data easier to use. Excel includes B B = B
several tools and predefined table styles, allowing S&R@Sﬁ\\ Catering Invoice
to create tables quickly and easily. Sabrosa Empanadas & More )
you to a ab qu ya dea Y 5 1202 Biscayne Bay Drive Invoice #: 56868
Orlando, FL 32804 Date: 05/10/16
. .
To fom1at dam asa mble' 2 |MENU ITEM UNIT PRICE QUANTITY LINE TOTAL
= |Empanadas: Beef Picadillo $2.99 15 $44.85
1.Select the cells you want to format as a table. In + [Empanadss Iehipotleishuimp S2EE L SZEEC
\ s |Tamales: Chicken Tinga $2.29 20 $45.80
our example, we'll select the cell range A2:D9. s | Tamales: Vegetable $2.29 30 $68.70
7 |Arepas: Carnitas $2.89 10 $28.90
s |Arepas: Queso Blanco $2.49 20 $49.80
o |Beverages: Horchata $1.89 25 o $47.25
0

2.From the Home tab, click the Format as Table command in the Styles group.

Sign in B share

f Wrap Text General - - - -} = Insert ~ = - AY p
- - E" Delete - m - -
S Merge & Center -~ $ - 9% » | %3 »2 Cenditional Formatas Cell . Sort 8 Find &
Formatting ~  Table Styles ~ B2l Format - = T Filter ~ Select ~
at [F] MNumber T Styles Cells Editing -~

3.Select a table style from the drop-down menu.

ki 4.If your table has headers, check the box next
to My table has headers, then click OK.

¥ Wiap Tet General . @ D : Insert = év éY p

. £ Delete ~ A 8 T )
aMerge&Center . $ PG 8 | €00 Conditional Formatas Cell T § Sort & Find &
Formatting ~ Table  Styles~ ] Forma =" Filter~ Select~ SMR@S[A Catering Invoice
it [F1 Number light Sabrosa Empanadas & More .
- 1202 Biscayne Bay Drive Invoice #: 5686B
Orlando, FL 32804 Date: 05/10/16
1
2 fMENU ITEM UNIT PRICE QUANTITY LINE TOTAL
C D s [Empanadas: Beef Picadillo | Format As Table 2 x |15 $44.85
+ [Empanadas: Chipotle Shrimp. | ypere s the cata o your tavier {10 $39.90;
s fTamales: Chicken Tinga 1 =5A52:5D59 = |20 $45.80
. 6 fTamales: Vegetable || Juytabic has headers |30 $68.70
7 JArepas: Carnitas | o Gnea 1110 $28.90
:)lce s JArepas: Queso Blanco 20 $49.80
g & More o |Beverages: Horchata $1.89 25 $47.25
. 10
Drive Invoice #: 56¢
Date: 05/10 5.The cell range will be formatted in the
selected table style.

WANTITY  LINETOTAL

15 . .
SQR@S& Catering Invoice
10 Sabrosa Empanadas & More )
20 . 1202 Biscayne Bay Drive Invoice #: 56868
Orlando, FL 32804 Date: 05/10/16
30 !
2 v v - v
10 3 [Empanadas: Beef Picadillo $2.99 15 $44.85
A dialog box will appear, confirming the selected cell range for + ETREESES: Gt Sy $3.99 10 $39.90
the table s Tamales: Chicken Tinga $2.29 20 $45.80
' s Tamales: Vegetable $2.29 30 $68.70
. 7 Arepas: Carnitas $2.89 10 $28.90
Modifying tables s Arepas: Queso Blanco $2.49 20 $49.80
. . . o |Beverages: Horchata $1.89 25 $47.25,
It's easy to modify the look and feel of any table after adding itto

a worksheet. Excel includes many different options for customizing
a table, including adding rows or columns and changing the table style.

To add rows or columns to a table:

If you need to fit more content into your table, Excel allows you to modify the table size by including additional rows and
columns. There are two simple ways to change the table size:
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1.Enter new content into any adjacent row or column. The row or column will be roped into the table automatically.

- = ‘ g < £ 2.Click and drag the bottom-right corner of the
SABR D SA Catering Invoice table to create additional rows or columns.
Sabrosa Empanadas & More .
1202 Biscayne Bay Drive Invoice #: 5686B A A | B | c D |
Empanodcs & More
Orlando, FL 32804 Date: 05/10/16 )
q S ABR D SA Catering Invoice
Bl MENU ITEM B UNIT PRICE [ QUANTITY ﬂ LINE TOTAL g5 e Cbansdes & More Invoice #: 56368
Empanadas & More v v brive
s |[Empanadas: Beef Picadillo $2.99 $44.85 Orlando, FL 32804 Date: 05/10/16
4 |[Empanadas: Chipotle shrimp $3.99 10 $39.90 1
s |Tamales: Chicken Tinga $2.29 20 $45.80 2 d T Peadiio IS "'“E = “"“0‘“-
] ) 3 |Empanadas: Beef Picadillo 2.99 15 44.85|
67Tama\es. Veg.etable $A.28 E0 SERTT 4 |[Empanadas: Chipotle Shrimp $3.99 10 $39.90
7 Arepas: Carnitas $2.89 10 $28.90 s [Tamales: Chicken Tinga $2.20 20 $15.20|
s Arepas: Queso Blanco $2.49 20 $49.80 s [Tamales: Vegetable $2.29 30 $68.70
s |Beverages: Horchata $1.89 z5 $47.25, 7 |Arepas: Carnitas $2.89 10 $28.90]
0| Beverages: Lemonade & |Arepas: Queso Blanco $2.49 20 $49.80
" o |Beverages: Horchata s1.89 25 $47.25
10
il
2
- ©
Table Narme: =] Properties Header Row [ First Column
Tables B-B Remove Duplicates ‘ o aer;, T Open in Browser | [ Total Row [ Last Column
‘BB Resize Table | 52 Convert to Range == port Refresh &5 Uniink Banded Rows [ | Banded Colus
Properties Tools External Table Data Table Style Optio
To cmngeﬂ,ehble ayle: A3 - F Empanadas: Beef Picadillo
- A | B | < 1 e L

1.Select any cell in your table, then
click the Design tab.

SABROSA

Ernpcrndos & More

Catering Invoice
Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

Invoice #: 56868
Date: O05/10/16

Empanadas: Beef Picadillo

B UNIT PRICE = QUANTITY ﬂ LINE TOTAL g

2.Locate the Table Styles group, then = Empanadas: chipotie Shrimp

s |Tamales: Chicken Tinga

click the More drop-down arrow to see s |Tamales: vegetable

s$2.99 S44.85
$3.99 10 $39.90
$2.29 20 $45.80
s$2.29 20 S68.70

all available table styles.

rties Header Row | Firt Column Filter Button
infrowser | [ TotalRow [ Last Column

Banded Rows || Banded Columns

Feoes BRERRR O CCEE BEREE -

ta Table Style Options Table Styles
More
Quickly chenge the visual style of
C b) z P 6 your table.
4.The table style will be applied.
Al A | B < D

Catering Invoice
Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

SABROSA

Invoice #: 56868

Empanadas & More Date: 05/10/16

1

(3 MENU ITEM UNIT PRICE g QUANTITY g LINE TOTAL
3 |Empanadas: Beef Picadillo $2.99 15 $44.85
4 |[Empanadas: Chipotle Shrimp $3.99 10 $39.90
s ' Tamales: Chicken Tinga $2.29 20 $45.80
6 Tamales: Vegetable $2.29 30 $68.70
7 |Arepas: Carnitas $2.89 10 $28.90
8 |Arepas: Queso Blanco $2.49 20 $49.80
o |Beverages: Horchata $1.89 25 $47.25,
10

To modify table style options:

3.Select the desired table style.

rties HeaderRow | First C

inBrowser [ TotalRow [ LastQ
Banded Rows || Bande
@ ta Table Sty
c D
‘ 2
viore

s Invoice #: 56868
Date: 05/10/16
TITY pLINETOTAL g
15 $44.85
10 $39.9C
20 $45.8C
30 $68.7C
10 $28.9C
20 $49.8C

25 $47.25 =2

48 New Table Seyle. Table Style Dark 11

You can turn various options on or off to change the appearance of any table.
Row, Banded Rows, First Column, Last Column, and Banded Columns.

Select any cell in your table, then click the Design tab.

There are six options: Header Row, Total
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1.Check or uncheck the desired options in the Table Style Options group. In our example, we'll check Total Row to
automatically include a total for our table.

Pagelayout  Formulss  Data  Review  View
ize with PivatTable H D |i=] Propetties
Duplicates 9 (13 Open in Brawser

Insert  Export Refresh
toRange Sicer | v+ v G2 Unlink
Toals External Table Data
Jo Empanadas: Beef Picadillo
B C
To remove a table:

It's possible to remove a table from your workbook without losing

Header Row | First Column

Design

Filter Button

Tota\Row [ Lt Column
Banded Rows || Banded Columns

Table Style Options
Total Row (Ctrl+Shift+T)

Tum on or off the total row of the
table. E

any of your data. However, this can cause issues with certain
types of formatting, including colors, fonts, and banded rows. Before you use this option, make sure you're prepared to

reformat your cells if necessary.

Select any cell in your table, then

click the Design tab.

1.Click the Convert to Range command in the Tools group.

File Home Inset  Pagelajout Formulas Data  Review  View [ENSEUNM O Tellmew
Table Name: Summanzewwth PivatTable D |i=] Properties Header Row | First Column
Tabled T Remave Duplicates Y [ Openin Browser TotalRow [/ Last Column
5 = Insert  Export Refresh )
(B Resize Table &3 Convert to Range Sicr |+ - G2 Unlink Banded Rows || Banded Colu

Properties Toals

0 . Convert toRange

Convert this table into a normal

range of cells. B
| S

External Table Data

Table Style Optio

3.The range will no longer be a table, but the cells will retain

their data and formatting.

A B C D
SABRUSA Catering Invoice
& Sabrosa Empanadas & Mare voice : 56865
1202 Biscayne Bay Drive nvoice #:
S Orlando, FL 32804 Date: 05/10/16
1,
) MENU ITEM UNIT PRICE QUANTITY LINE TOTAL
2 |Empanadas: Beef Picadillo $2.99 15 $44.85
4 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
s |Tamales: Chicken Tinga $2.29 20 $45.80
6 |Tamales: Vegetable $2.29 30 $68.70
7 |Arepas: Carnitas 52.89 10 $28.90
8 |Arepas: Queso Blanco $2.49 20 $49.80
9 |Beverages: Horchata $1.89 25 $47.25
10| Total | $325.20

2.The table style will be modified. In our example,
a new row has been added to the table with

a formula that automatically calculates the total
value of the cells in column D.

[
L

Catering Invoice
Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

SABRUSA

Empanadas & More

Invoice #: 5686B
Date: 05/10/16

1
BIMENUITEM G UNITPRICE B QUANTITY g UNETOTAL g
3 |Empanadas: Beef Picadillo $2.99 15 $44.85
« |Fmpanadas: Chipotle Shrimp $3.99 10 $39.90
5 |Tamales: Chicken Tinga $2.29 20 $45.80
6 |Tamales: Vegetable $2.29 30 $68.70
7 |Arepas: Carnitas 52.89 10 $28.90
8 |Arepas: Queso Blanco $2.49 20 $49.80
s |Beverages: | lorchata $1.89 25 $47.25
1o[Total & $325.20,

1

2.A dialog box will appear. Click Yes.

l i I 5 I ® L

Catering Invoice
Sabrosa Empanadas & More

SI8R0S)

Empanadas & More

Invoice #: 56868
Date: 05/10/16

1202 Biscayne Bay Drive
Orlando, FL 32804

1
3l MENU ITEM B2 UNIT PRICE g QUANTITY g3 LINE TOTAL g3

3 |[Empanadas: Beef F nicrosoft bucel % 15 $44.85
4 |[Empanadas: Chipo (0] $39.90
el @ —— e s
6 |Tamales: Vegetabl| Yes (0] $68.70
7 |Arepas: Carnitas 2.89 (o] $28.90
s |Arepas: Queso Blanco $2.49 20 $49.80
s Beverages: Horchata $1.89 25 $47.25
o[ Total = $325.20,

4.To restart your formatting from scratch, click the Clear command on the Home tab. Next, choose Clear Formats from

the menu.

z AutoSum T

o C Ay
Calculation % Iil p
- B [ Fin~ B
Note Insert  Delzte Format Sort & Find &
— o o o & Clear - Fill=r - Selecl -
S=lb & Clear All
£ Clear Lormats
Clear Conlenls
LU ] (e P q Clear Tormats W %
s s - - - Clear Cornment _ =

Clear Hyperlinks

Clezr only the formatting that ic
appicd to the sclected cells,
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CHAPTER-23- CHARTS
Introduction

It can be difficult to interpret Excel workbooks that contain a lot of data. Charts allow you to illustrate your workbook
data graphically, which makes it easy to visualize comparisons and trends.

Understanding charts

Excel has several different types of charts, allowing you to choose the one that best fits your data. In order to use
charts effectively, you'll need to understand how different charts are used.

$350,000

$300,000

$§250000
wClassics

$200000 Mystery
#Romance

$150000 5ckFi & Fantasy
®Young Adult

Classics,
$18,580
-_—  Classics
= Classics — Mystery
Mystery 2010 # Romance
# Romance |  5ckFi & Fantasy
I  Young Adult
u Sci-Fi & Fantasy — foung Adul
ey —— ]
® Young Adult
I
I
1
2008 I
I
£ $0000 40000  $60000  $30000 100000  $120000 5140000

$140000
$140,000

5120000
§120000
5100000
$100,000
w Classics
w Classics
2000 Mystery 00 Mystery
Romance = Romance
860,000 u SckFi & Fantasy S804 wSckFid Fantasy
¥ Young Adult W Young Adult
540000 0
$204
. - I I I I I I II
1008 009 010 0 01

E

g

2008 2009 2010 m m %
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Book Sales

$140,000

. $120,000
In addition to chart types, you'll need to $100,000

understand how to read a chart. Charts
contain several different elements, or

$60,000
parts, that can help you interpret the $40,000 II
$20,000
data. L | 0 aiman Hlman

$80,000

Total Sales

Classics Mystery Romance Sci-Fi & Fantasy Young Adult
Genre
To insert a chart: W January February W March MApril ®May

1.Select the cells you want to chart, including the column titles and row labels. These cells will be the source data for
the chart. In our example, we'll select cells A1:F6.

G 2.From the Insert tab, click the desired Chart command. In
January ﬂFebruary ﬂMarch ﬂApriI ﬂMay our example, we'll select Column.
18,580 0017

$82,262 $48,640 $49,985

Insert Page Layout Formulas Data Review View Design

@)' . II'I-"IIv

[Q D@ r Wooe 1% i - i -

ded Table Pictures Online ole £ My Add-ins ~ H Recommended DL thoe
35 Pictures Charts

Illustrations Add-ins Charts

3.Choose the desired chart type from the drop-down menu.

s -2 -v- om nlln | = 4.The Selected chart will be inserted into the worksheet.

2-D Column

Recommended 3]
Elhers A 8 (= D E £ .6 H |
- -]
‘rﬂm ‘ QH ‘ MH F ;M = $49,225 $10,017 |
3 Mystery 578,970 582,262 548,640 549,985 573,428
3-D Column 4 Romance $24,236 $131,390 $79,022 $71,009 581,474
5 Sci-Fi & Fantasy 516,730 519,730 512,109 511,355 $17,686
E HW—W @_% @—@ m 6 Young Adult 535,358 542,685 $20,893 $16,065 $21,3
= P ~ P r 7 o o
% - s Chart Title +
e 549; 2-D Bar : sios00 o
= e o - Lo - -’
Chart | = ‘—‘—‘ [ = senz00 |
2-D Bar 15 $60,000 o]
16 $40,000 |
% E [ i 520,000 II I
? 5 = » - il il el
More Column Charts... 21 Wianuary ®fFebruary WMarch ®aprl W May |
[l
| | - —_— 2 o o] o]
Insert Page Layout Formulas Data Review View Q Tell me
5.If you're not sure which type of chart to use, E - @ s 5 mnm-E--
. ore
the Recommended Charts command will suggest [@ [® b ] 1 Dl - Fi -
several different charts based on the source data. ded Table Pictures Online . & My Add-ins - [f]|RéCommended =y . ... & .
es Pictures Charts
lllustrations Add-ins Charts
Chart and layout style

AfFer inserting a chart, there are several - !_ -.0.
things you may want to change about the way [ ' "\ 'S ick crhange

your data is displayed. It's easy to edit a Element - Layout -~ Colors —

chart's layout and style from Ul Asces >
the Design tab. ”'E Axis Titles - S
Il Chart Title » e
— MNone
s Data Labels > LED'LLL
1.Excel allows you to add chart elements— P N . ||‘|_|E e e
- ata able Above a
such as chart titles, legends, and data m =
. lififn. Error Bars > — - o |
labels—to make your c_hart easier to read. To i Gridlinmes . ri Centere verlay
add a chart element, click the Add Chart e L egend N More Title Options...
Element command on the Design tab, then T
choose the desired element from the drop- < Trendline > | chart Ti-
L—=ArE 10

down menu.
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2.To edit a chart element, like a chart title, simply double-click the placeholder and begin typing.

8| o o 3.If you don't want to add chart elements individually, you
1907 can use one of Excel's predefined layouts. Simply click

111 | 10000 S the Quick Layout command, then choose the desired

12| | swa0000 Chart Title layout from the drop-down menu.

13

14: $100,000

- -
15 $80,000 nn = T

16 ) Add Chart Quick Change e I!ll IIII =ieen Daen
— $60,000 Element - Layout - Colors — s

17 Chart L&
. $40,000

o II chare 4 | |0l il m | | OiOe

19 $20,000 I I —

20 © 'l Il Ill

<
21: Classics Mystery Romance  Sci-Fi& Fantasy Young Adult ; % J:D_[E: E<
— ]
;g— Wianuary ®February WMarch mApril mMay i Layout 5] Si
10 o o} s | o (M1 = g
24 2 .
=
s REENE! -
. . =]
4.Excel also includes several chart styles, which allow e ol

you to quickly modify the look and feel of your chart. To change the chart style, select the desired style from the Chart
styles group. You can also click the drop-down arrow on the right to see more styles.

B @ Sales -

et  Page Layout Formulas Data Review  View

L p— — e

{:hange ||J|I||I||||.4|m ||-I||||I.|| 2 |||“|||I|..|Iu .___i_l_’:l:j.__% ung.l....l.u ||I|"|I||[|..i||||

Colors =

Chart Styles
Style 8
f -
B C D E F G H [ J K
I T T I T —————

Other chart options

There are many other ways to customize and organize your charts. For example, Excel allows you to rearrange a chart's
data, change the chart type, and even move the chart to a different location in a workbook.

To switch row and column data:
Book Sales

Sometimes you may want to change the way $140,000

charts group your data. For example, in the $120,000

chart below Book Sales data is grouped by $100,000

genre, with columns for each month. $80,000

However, we could switch the rows and o000

columns so the chart will group the data by ‘::::: II

month, with columns for each genre. In both A | l.l i [ T | I [ [ |
cases, the chart contains the same data—it's Classics Mystery Romance  Sci-Fik Fantasy Young Adult
just organized differently. mlanuary ®Februsry MMarch mAprl = May

Select the chart you want to modify.

From the Design tab, select the Switch Row/Column command.

Format Q Tell me what you want to do...

_  Switch Row/ Select  Change
%Column Data Chart Type
les Data Type
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Book Sales

$140,000
. . $120,000
The rows and columns will be switched. 100,000
In our example, the data is now grouped $20,000
by month, with columns for each genre. 560,000
$40,000 I
$20,000
$c>IIII lll-l--llll
January February March April May
TO change tm d’\al’ttym: m Classics Mystery ™ Romance ™ Sci-Fi & Fantasy ™ Young Adult

If you find that your data isn't well suited to a certain chart, it's easy to switch to a new chart type. In our example, we'll
change our chart from a column chart to a line chart.

1.From the Design tab, click the Change Chart Type command.

Chart

Format Q Tell me what you want to do...

& B
Switch Row/ Select = Change Move
Column  Data Charlt\\'gsvpe Chart
5 Data Type Location

bl

q

2.The Change Chart Type dialog box will appear. Select a new chart type and layout, then click OK. In our example,
we'll choose a Line chart.

Change Chart Typs kS >
Recommended Charts A0 Chasts

L Recent
Templates = . -

i Column

e Linee .
- Line

Fie

Sar Bask Sab Rk Salen

Area

MY (Scatber)
3l Stock

EF Surface

Radar - o N ce -

Treesmag
Sunburst

ik Histogram
Box S Wihisker
Waterfadll

iy Combo

oK [ Cancel

3.The selected chart type will appear. In our example, the line chart makes it easier to see trends in sales data over time.

Chart Title
$140,000
$120,000
$100,000
$80,000
$60,000
$40,000
$20,000

S0
January February March April May

e Classics Mystery e=Romance == Sci-Fi & Fantasy ==Young Adult
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To move a chart:

Whenever you insert a new chart, it will appear as an object on the same worksheet that contains its source data.
Alternatively, you can move the chart to a new worksheet to help keep your data organized.

Select the chart you want to move.

1.Click the Design tab, then select the Move Chart command.

Design Format Q Tell me what you want to do..

R = T i [T

N : - -

“ ‘““"‘"' = 2N _ | Switch Row/ Select Change Move
S Column  Data Chart Type Chart%

les Data Type Location

2.The Move Chart dialog box will appear. Select the desired location for the chart. In our example, we'll choose to
move it to a New sheet, which will create a new worksheet.

Click OK.

Move Chart ? >

Choose where you want the chart to be placed:

J{J’JJ @ New sheet. | Charll

di [l O Objectin: | Fiction Book Sales ~

oK Cancel

3.The chart will appear in the selected location. In our example, the chart now appears on a new worksheet.

Chart Title

Chart1 | Fiction Boek Sales = 2

Keeping charts up to date

By default, when you add more data to your spreadsheet, the chart may not include the new data. To fix this, you can
adjust the data range. Simply click the chart, and it will highlight the data range in your spreadsheet. You can then click
and drag the handle in the lower-right corner to change the data range.

B C D E F
January February March April May

$18,580 549,225 $16,326 $10,017 $26,134

$78,970 $82,262 $48,640 $49,985 $73,428

$24,236 $131,390 $79,022 $71,009 $81,474

$16,730 $19,730 $12,109 $11,355 $17,686

$35,358 $42,685 $20,893 $16,065, $21,388

If you frequently add more data to your spreadsheet, it may become tedious to update the data range. Luckily, there is
an easier way. Simply format your source data as a table, then create a chart based on that table. When you add
more data below the table, it will automatically be included in both the table and the chart, keeping everything consistent
and up to date.
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CHAPTER-24- CONDITIONAL FORMATTING
Introduction
Let's say you have a worksheet with thousands of rows of data. It would be extremely difficult to see patterns and trends
just from examining the raw information. Similar to charts and spark lines, conditional formatting provides another

way to visualize data and make worksheets easier to understand.

Understanding conditional formatting

A B C o] E
Conditional formatting allows t
ond O_ al forma g aflo i youto PNl Salesperson May June July August
automatlcal.ly apply formatting—such 3 | Albertson, Kathy $3,799.00 $557.00  $3,863.00 $1,117.00
as colors, icons, and data bars—to one or 4 | Allenson, Carol $18,930.00 $1,042.00  $9,355.00 $1,100.00
more cells based on the cell value. To do 5 | Altman, Zoey $5725.00  $3,072.00  $6,702.00 $2,116.00
this, you'll need to create a conditional 6 Bittiman, William $1,344.00 $3,755.00  $4,415.00 $1,089.00
formatting rule. For example, a conditional 7 | Brennan, Michael $8,296.00 $3,152.00 $11,601.00 $1,122.00
formatting rule might be: If the value is 8 | Carlson, David $3,945.00 $4,056.00 $3,726.00 $1,135.00
less than $2000, color the cell red. By 9 |Collman, Harry $8,337.00 $4,906.00 $9,007.00 $2,113.00
applying this rule, you'd be able to quickly 10 | Counts, Elizabeth $3,742.00 $521.00 $4,505.00 $1,024.00
I’
see which cells contain values less than 11 | David, Chloe $7,605.00 $3,428.00  $3,973.00 $1,716.00
$2000.
To create a conditional formatting rule: v AV . < = = . =
A A P Westbrook Parker Sales Data
:
In our example, we have a worksheet ENl salesperson May June July August _ September October
.. i . 3 |Albertson, Kathy $3,799.00 $557.00 $3,863.00 $1,117.00 $8,237.00 $8,690.00
containing sales data, and we'd like to see 4 |Allenson, carol $18,930.00 $1,042.00 $9,355.00 $1,100.00  $10,185.00  $18,749.00
. - . 5 |Altman, Zoe $5,725.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00 $8,046.00
which SalespeOple are meetlng their monthly 6 |Bittiman, Wi‘l’liam $1,344.00 $3,755.00 $4,415.00 $1,089.00 $4,404.00 $20,114.00
sales goaIS The sales goal is $4000 per 7 |Brennan, Michael $8,296.00 $3,152.00 $11,601.00 $1,122.00 $3,170.00 $10,733.00
" 8 |carlson, David $3,945.00 $4,056.00 $3,726.00 $1,135.00 $8,817.00 $18,524.00
month so We‘” create a conditional 9 |Collman, Harry $8,337.00 $4,906.00 $9,007.00 $2,113.00 $13,090.00 $13,953.00
! 10 | Counts, Elizabeth $3,742.00 $521.00 $4,505.00 $1,024.00 $3,528.00 $15,275.00
formatting rule for any cells containing a 11 | David, Chloe $7,605.00 $3,428.00  $3,973.00 $1,716.00 $4,830.00  $13,085.00
. 12 | Davis, William $5,304.00 $1,562.00 $2,945.00 $1,176.00 $9,642.00 $13,714.00
value hlgher than 4000. 13 [Dumlao, Richard $9,333.00 $2,779.00 $7,549.00 $1,101.00 $5,850.00 $15,065.00
14 |Farmer, Kim $1,103.00 $3,470.00 $3,862.00 $1,040.00 $10,024.00 $18,389.00
15 |Ferguson, Elizabeth $1,333.00 $1,913.00 $4,596.00 $1,126.00 $5,503.00 $10,686.00
1.Select the desired Ce"s for the conditional 16 |Flores, Tia $12,398.00 $2,883.00 $2,142.00 $2,014.00 $13,547.00 $21,983.00
17 |Ford, Victor $3,251.00 $4,931.00 $8,283.00 $1,054.00 $9,543.00 $11,967.00
formatting ru|e. 18 |Hodges, Melissa $4,624.00 $4,798.00 $8,420.00 $1,389.00 $10,468.00 $12,677.00
19 | Jameson, Robinson $2,552.00 $4,459.00 $2,248.00 $1,058.00 $6,267.00 $14,982.00
20 |Kellerman, Frances $4,281.00 $4,172.00 $11,074.00 $1,282.00 $2,365.00 $9,38€90

From the Home tab, click the Conditional Formatting command. A drop-down menu will appear.

2.Hover the mouse over the desired conditional formatting type, then select the desired rule from the menu that
appears. In our example, we want to highlight cells that are greater than $4000.

— = U —— > - .~ Adialog box will appear. Enter the desired
LB} B = e 0 T 2 o A .
R ot o Tl Ineert  Delete Eormmak s< value(s) into the blank field. In our example, we'll
Formatting - Table - Styles — - - = T Fil

) enter 4000 as our value.
- cett= "

R

HiﬁH

Greater Tham...

Cs
Less Than... 3.Select a formatting style from the drop-down

menu. In our example, we'll choose Green Fill with
Dark Green Text, then click OK.

TopsBottom Rules >

Data Bars - Between...

Equal To...

Greater Than ? >

E
(] cotor Scates .

lcon Sets - Test that Contains._ .

E3 Mew Rule. Format cells that are GREATER THAN:

E# Clear Rules -

A Date Occourring..

Wglelol TR

54000 £ with Green Fill with Dark Green Text |«
 [EE9 ™anage Rules... Duplicate WValues. ..
E T R S e DA, s S Saur Cancel
58,81 7.00 518,524.Q More Rules... k
A B = D E F G
A'A'P Westbrook Parker Sales Data
a
. . Pl Salesperson May June July August September October
4.The conditional formatting 3 |Albertson, Kathy $3,799.00 $557.00 $3,863.00 $1,117.00 $8,237.00 $8,690.00
: : 4 |Allenson, Carol $18,930.00 $1,042.00 $9,355.00 $1,100.00 $10,185.00 $18,749.00
will be appIIEd to the selected 5 |Altman, Zoey $5,725.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00 $8,046.00
it' 6 |Bitti willi 1,344.00 3,755.00 4,415.00 1,089.00 4,404.00 20,114.00
cells. In our example, it's easy ittiman, william 51, 3, 54, 51, 54, S2lE;
X 7 |Brennan, Michael $8,296.00 $3,152.00 $11,601.00 $1,122.00 $3,170.00 $10,733.00
to see which salespeople 8 |Carlson, David $3,945.00 $4,056.00 $3,726.00 $1,135.00 $8,817.00 $18,524.00
9 |Collman, Harry $8,337.00 $4,906.00 $9,007.00 $2,113.00 $13,090.00 $13,953.00
reaChEd the $4000 Sales goal 10 |Counts, Elizabeth $3,742.00 $521.00 $4,505.00 $1,024.00 $3,528.00 $15,275.00
11 |David, Chloe $7,605.00 $3,428.00 $3,973.00 $1,716.00 $4,839.00 $13,085.00
for each month. 12 |Davis, William $5,204.00 $1,562.00 $2,945.00 $1,176.00 $9,642.00 $13,714.00
13 |Dumlao, Richard $9,333.00 $2,779.00 $7,549.00 $1,101.00 $5,850.00 $15,065.00
14 |Farmer, Kim $1,103.00 $3,470.00 $3,862.00 $1,040.00 $10,024.00 $18,389.00
15 |Ferguson, Elizabeth $1,333.00 $1,913.00 $4,596.00 $1,126.00 $5,503.00 $10,686.00
16 |Flores, Tia $12,398.00 $2,883.00 $2,142.00 $2,014.00 $13,547.00 $21,983.00
17 |Ford, Victor $3,251.00 $4,931.00 $8,283.00 $1,054.00 $9,543.00 $11,967.00
18 |Hodges, Melissa $4,624.00 $4,798.00 $8,420.00 $1,289.00 $10,468.00 $12,677.00
19 [Jameson, Robinson $2,552.00 $4,459.00 $2,248.00 $1,058.00 $6,267.00 $14,982.00
20 |Kellerman, Frances $4,281.00 $4,172.00 $11,074.00 $1,282.00 $2,365.00 $9,380.00
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Conditional formatting presets

Excel has several predefined styles—or presets—you can use to quickly apply conditional formatting to your data. They
are grouped into three categories:

[ ] 8386300/ s$1,117.000  $8,237.00  $8,690.00
1.Data Bars are horizontal bars added to each cell, much | $9355.00/  $1,100.00  $10,185.00 $18,749.00
like a bar graph. [ $6702.00 | $2,116.00/ $13,452.00/  $8,046.00

4,415.00 1,089.00 4,404.00 20,114.00
2.Color Scales change the color of each cell based on its I:I > I] > I:I >

value. Each color scale uses a two- or three-color gradient. For example, in the Green-Yellow-Red color scale,
the highest values are green, the average values are yellow, and the lowest values are red.

$8,237.00 $8,690.00 3.Icon Sets add a specific icon to each cell based on its

$10,185.00( | $18,749.00 ‘2

$13,452.00 $8,046.00
$4,404.00

W 53,863.00 W $1,117.00 == $8,237.00 == $8,690.00
== $9,355.00 ¥ $1,100.00 == $10,185.00 4. $18,749.00
W $6,702.00 W $2,116.00 == $13,452.00 == $8,046.00
W 54,415.00 W 51,089.00 W  54,404.00 & $20,114.00

To use preset conditional formatting:

1.Select the desired cells for the conditional formatting rule.

- A | B \ c l D \ E \ 3 \ G |
AVA'P Westbrook Parker Sales Data
1
-3l Salesperson August September
3 |Albertson, Kathy $1,117.00
4 |atienson, carol
5 |Altman, Zoey
& |Bittiman, william
7 |Brennan, Michael
8 |Carlson, David
" @ |collman, Harry
10 |Counts, Elizabeth
11 | David, Chloe $3,428 .00 $3,973.00 $1,716.00
12 |Davis, William $1,562.00 $2,945.00 $1,176.00
113 | Dumlas, Richard
14 |Farmer, Kim
15 |Ferguson, Elizabeth ,913.
116 |Flores, Tia
17 |Ford, Victor $1,054.00
18 |Hodges, Melissa
119 [1ameson, Robinson
' 20 |Kellerman, Frances $1,282.00

Click the Conditional Formatting command. A drop-down menu will appear.

2.Hover the mouse over the desired preset, then choose a preset style from the menu that appears.

=P B B [E Z0 sy O

Conditional Format as Cell Insert Delete Format Sort & Find &8
Formatting = Table =  Styles ~ - - - 2L = Filter - Select -
Cells Editing
Highlight Cells Rules »
Top/Bottom Rules [ | “ I 3
Data Bars >
4 I
Color Scales >
! n
lcon Sets N Diirectional
) = J = J
| & MNewRule.. - e P
| B8 SlearRules T D> W
El et a— R
$8,817.00 4 $18,524.0 “hapes
$13,090.00 — $13,953.0 @ O @ oom@
$3,528.00 « $15,275.0 @ O @ [ XX ¥
$4,839.00 = $13,085.0 @ O O @
$9,642.00 = $13,714.0 Indicators
$5,850.00 & $15,065.0 @ O « 0 X

$10,024.00 s $18,389.0 [ |= |
$5,5032.00 —= $10,686.0 Ratings

$13,547.00 M $21,983.0 ¥ ¥7 3%
$9,5432.00 = 511,967.0 @ @ L ™ O

$10,468.00 = $12,677.0 BB BE B B2 B

$6,267.00 & $14,982.0

A e e e e e

More Rules...
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3.The conditional formatting will be applied to the selected cells.
A | B | C | D | E | F | G

AVAVP Westbrook Parker Sales Data
-
Ell Salesperson May June July August September October
3 |Albertson, Kathy W $3,799.00 W  $557.00 W $3,863.00 W $1,117.00 = $8,237.00 = $8,690.00
4 |Allenson, Carol 4. $18,930.00 W $1,042.00 = $9,355.00 ¥ $1,100.00 = $10,185.00 4 $18,749.00
5 |Altman, Zoey W $5,725.00 W $3,072.00 W $6,702.00 W  $2,116.00 = $13,452.00 = $8,046.00
6 |Bittiman, William W $1,344.00 W $3,755.00 W $4,415.00 W $1,089.00 W 54,404.00 £ $20,114.00
7 |Brennan, Michael = $8,206.00 W $3,152.00 =511,601.00 ¥ $1,122.00 W $3,170.00 == $10,733.00
8 |Carlson, David ¥ $3,945.00 W 54,056.00 W $3,726.00 ¥ $1,135.00 = $8,817.00 4 $18,524.00
9 |Collman, Harry = $8,337.00 W $4,906.00 = $9,007.00 W $2,113.00 = $13,090.00 = $13,953.00
10 |Counts, Elizabeth W $3,742.00 W $521.00 W $4,505.00 W $51,024.00 W $3,528.00 4 $15,275.00
11 |David, Chloe = $7,605.00 W $3,428.00 W $3,073.00 W $1,716.00 W $4,839.00 = $13,085.00
12 | Davis, William W $5,304.00 ¥ 5$1,562.00 W $2,945.00 ¥ $1,176.00 = $9,642.00 = $13,714.00
13 | Dumlao, Richard = $9,333.00 W $2,779.00 W $7,549.00 W $1,101.00 W $5,850.00 4 $15,065.00
14 |Farmer, Kim W $1,103.00 W $3,470.00 W $3,862.00 W $1,040.00 == $10,024.00 £ $18,389.00
15 |Ferguson, Elizabeth W $1,333.00 W $1,913.00 W $4,506.00 W $1,126.00 W $5,503.00 = $10,686.00
16 |Flores, Tia =1512,398.00 W 52,883.00 W $2,142.00 W $2,014.00 = $13,547.00 4 $21,983.00
17 |Ford, Victor W $3,251.00 W $4,931.00 = $8,283.00 W $1,054.00 = $9,543.00 = $11,967.00
18 |Hodges, Melissa W $4,624.00 W $4,798.00 — $8,420.00 W 51,389.00 — $10,468.00 = $12,677.00
19 [Jameson, Robinson W $2,552.00 W $4,450.00 W $2,248.00 W $1,058.00 W $6,267.00 4 $14,982.00

-

20 |

Kellerman, Frances $4,281.00 W $4,172.00 =—511,074.00 ' $1,282.00 W $2,365.00 = $9,380.00

Removing conditional formatting

To remove conditional formatting:

Click the Conditional Formatting command. A drop-down menu will appear.

-83 -

Hover the mouse over Clear Rules, and choose which rules you want to clear. In our example, we'll select Clear Rules
from Entire Sheet to remove all conditional formatting from the worksheet.

> 2 B (I ev

Format as Cell Insert Delete Format P Sort 8 Fir
Formatting = Table~ Styles~— = = = “— 7  Filter ~ Sel
Cells Editing
Highlight Cells Rules »

fBottom Rules »

| H | J
Data Bars »
|
Color Scales »
lcon Sets L ]
ew Rule 3
Clear Rules » Clear Rules from Selected Cells

(21 ™anage Rules... Clear Rules from Entire Sheet
55, L UL O s, S SO k

S8,817.00 & S18,524.0

<1

MAAN O ST OR2 M.

The conditional formatting will be removed.

B | c D E F G

® N LA W N
|

©

14
15

16

17 |
18 |
19 |
20 |

Westbrook Parker Sales Data

AP

Salesperson May June July August September Oct T
Albertson, Kathy $3,799.00 $557.00 $3,863.00 $1,117.00 $8,237.00 $8,690.00
Allenson, Carol $18,930.00 $1,042.00 $9,355.00 $1,100.00 $10,185.00 $18,749.00
Altman, Zoey $5,725.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00 $8,046.00
Bittiman, William $1,344.00 $3,755.00 $4,415.00 $1,089.00 $4,404.00  $20,114.00
_ Brennan, Michael $8,296.00 $3,152.00  $11,601.00 $1,122.00 $3,170.00  $10,733.00
_ Carlson, David $3,945.00 $4,056.00 $3,726.00 $1,135.00 $8,817.00  $18,524.00
Collman, Harry $8,337.00 $4,906.00 $9,007.00 $2,113.00 $13,090.00  $13,953.00
Counts, Elizabeth $3,742.00 $521.00 $4,505.00 $1,024.00 $3,528.00 $15,275.00
David, Chloe $7,605.00 $3,428.00 $3,973.00 $1,716.00 $4,839.00  $13,085.00
Davis, William $5,304.00 $1,562.00 $2,945.00 $1,176.00 $9,642.00 $13,714.00
Dumlao, Richard $9,333.00 $2,779.00 $7,549.00 $1,101.00 $5,850.00 $15,065.00
Farmer, Kim $1,103.00 $3,470.00 $3,862.00 $1,040.00 $10,024.00  $18,389.00
Ferguson, Elizabeth $1,333.00 $1,913.00 $4,596.00 $1,126.00 $5,503.00  $10,686.00
Flores, Tia $12,398.00 $2,883.00 $2,142.00 $2,014.00 $13,547.00  $21,983.00
Ford, Victor $3,251.00 $4,931.00 $8,283.00 $1,054.00 $9,543.00  $11,967.00
Hodges, Melissa $4,624.00 $4,798.00 $8,420.00 $1,389.00 $10,468.00  $12,677.00
Jameson, Robinson $2,552.00 $4,459.00 $2,248.00 $1,058.00 $6,267.00  $14,982.00

Kellerman, Frances $4,281.00 $4,172.00  $11,074.00 $1,282.00 $2,365.00 $9,380.00
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CHAPTER-25- TRACK CHANGES AND COMMENTS
Introduction
Let's say someone asked you to proofread or collaborate on a workbook. If you had a printed copy, you might use a red
pen to edit cell data, mark spelling errors, or add comments in the margins. Excel allows you to do all of these things
electronically using the Track Changes and Comments features.

Understanding Track Changes

When you turn on the Track Changes feature, every cell you edit will be highlighted with a unique border and
indicator. Selecting a marked cell will show the details

. A D E F G H J

of the change. This allows you and other reviewers to

see what's been changed before accepting the 1:00 Breakfast, welcome Execteam

revisions permanently. 0:30 Introduction Garth
100 Work relationships exercise Garth, Dean, Liz

In the image below, each edited cell has a blue border ¥ Break

d a small triangle in the upper-left corner 200 CadyFallshke |trtegy game?) _lyler
n - . ;

a g pp 1:00 Lunch (with strategy game team) Javier Tlores, 11/12/2015 1351 PM:
0:15 Strategy debrief lulia_tp Changed cell E13 from 'TBD' to Julia',

There are some changes Excel cannot track. Before 1:00 Getting to know your team See Liz forinfo

using this feature, you may want to review Microsoft's 100 Strengths exercise

list of changes that Excel does not track or 0:20 Break/Snack

highlight 0:45 Redwoods hike Dean

highlight. 1:00 Team-building exercise Garth, execteam
100 Dinner

You cannot use Track Changes if your workbook 1145

includes tables. To remove a table, select it, click
the Design tab, then click Convert to Range.

To tum on Track Chang&‘: g Formulas View Q Tell me what you want to do...

. . '||'_| l:‘ ’? D :& Protect and Share Workbook
1.From the Review tab’ click the Track o I Show All Comments EF Allow Users to Edit Ranges
Changes command, then select Highlight e Yo i e e ete B Track Changes
Changes from the drop-down menu. . B Highlight Changes.. N

2.The Highlight Changes dialog box will appear. Check the box next to Track changes while editing. Verify that the
box is checked for Highlight changes on screen, then click OK.

Highlight Changes ? x 3.If prompted, click OK to allow Excel to save your workbook.

[~)iTrack changes while editing. This also shares your workbook.
Highlight which changes Wicrosoft Excel % | Track Changes will be turned on.
[ when: | an ~

A triangle and border color will
appear in any cell you edit. If there
are multiple reviewers, each person
[ Highlight changes on screen ) ) .
S Cancel will be assigned a different color.

1 wha: Everyone ~

[ where: =3 | This action will now save the workbook. Do you want to continue?

4.Select the edited cell to see a summary of the tracked changes. In our example below, we've changed the content of
cell D14 from ? to Getting to know your team.

When you turn on Track Changes, your workbook will
Breakfast, welcome Exac team be shared automatically. Shared workbooks are
Introduction Garth K
Work relationships exercise Garth, Dean, Liz designed to be stored where other users can access
Break . .
Cady Falls hike (strategy game?) and edit the workbook at the same time, such as a
Lunch (with strategy game team) network. However, you can also track changes in a
Strategy debrief ‘Javier Flores, 117572015 11:13 AM: :
Getting to know your team G5 [Sdehanacd col D14 ot 3" Lo ‘Getimg to know local or personal copy, as seen throughout this lesson.
Strengths exercise your team’.
Break/snack
Redwoods hike DearT
Team-building exercise Garth, exec team
Dinner

To list changes on a separate worksheet:

You can also view changes on a new worksheet, sometimes called the Tracked Changes history. The history lists
everything in your worksheet that has been changed, including the old value (previous cell content) and the new
value (current cell content).
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1.From the Review tab, click the Track Changes command, then select Highlight Changes from the drop-down menu.

Rewview

Formulas

Q Tell me wha

Show

Mext

lete Previous

L5 Show Ink

Comments

Hide Comment

"=|__,,l Show All Comments

‘&5 Protect and Share Workbook

2 B2 EH

Protect Protect Share
Sheet Workbook Workbook

Ch

I:‘j‘;ﬂ«llcn.v\r Users to Edit Ranges
5% Track Changes ~

[Z# Highlight Changes... Ik

2.The Highlight Changes dialog box will appear. Check the box next to List changes on a new sheet, then click OK.

Highlight Changes ? b3
Track changes while editing. This also shares your workbook.
Highlight which changes
] when: | an ~
[ whe: Everyone ~
[ where: =5
Highlight changes on screen
=

Reviewing changes

3.The tracked changes will be listed on their own worksheet,
called History.

A 8 C 2] E F G H |
Action New old

1 Number ~ Date |~ Time|~|Who ~|Change [~ |Sheet ~ | Range|~ |value ~|value [~

2 1!11/11/15 4:00 PM lavier Flores Cell Change Agenda Planner D14 Getting to know your team 7

3 | 2 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner E11 Liz, Julia <blank>

4 3 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner E15 Garth <blank>

5 4 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner E£16 Wayne <blank>

6 5 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner A17 4:00 PM 4:15 PM

7 6 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner A1S 7:00 PM  6:00 PM

8 7 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner B19 8:00 PM__7:00 PM

9

10 | The history ends with the changes saved on 11/11/2015 at 4:00 PM.

11

@

| Agenda Planner | History

Ready

Tracked changes are really just suggested changes. To become permanent, the changes must be accepted. On the

other hand, the original author may disagree

To review tracked changes:

with some of the tracked changes and choose to reject them.

1.From the Review tab, click Track Changes, then select Accept/Reject Changesfrom the drop-down menu.

Review View

Q Tell me what you want to do...

13

Share

Show/Hide Comment
. I Show All Comments
Next .
15 Show Ink

Comments

Un| ct

Chan [

]

If prompted, click OK to save your workbook.

3.A dialog box will appear. Click Accept or Reject for each

‘& Protect Shared Workbook

Allow Users to Edit Ranges

™  2_A dialog box will appear. Make sure the box next to
the When: field is checked and set to Not yet reviewed,

then click OK.

Norkbook Workbook # Track Changes -

Highlight Changes...

Select Changes to Accept or Reject 7 >
Agcept/Reject ChangsI}
Which changes
When: Mot yet reviewed o
[ who: Everyone i
] where: e
Cancel

change in the workbook. Excel will move through each change automatically until you have reviewed them all.

Accept or Reject Changes X

Change 1 of 7 made to this document:
Javier Flores, 11/11/2015 4:00 PM:

Changed cell D14 from 7 to 'Getting to know your team',

Reject Accept All Reject All Close

5.A dialog box will appear. Uncheck the
box next to Track changes while
editing, then click OK.

Highlight Changes

7 x

iTrack changes while editing. This also shares your workbook. ;

Highlight which changes

When: All

Whao: Everyone

Where:

Highlight changes on screen
List changes on a new sheet

Cancel

4.Even after accepting or rejecting changes, the tracked changes will still
appear in your workbook. To remove them completely, you'll need to turn
offTrack Changes. From the Review tab, click Track Changes, then
select Highlight Changes from the drop-down menu.

Show/Hide Comment &5 Protect Shared Workbook

'|=D Show All Comments

il

Protect Share -
Norkbook Workbook [+ Track Changes -

Cha [+ Highlight Changes...
’&] Accept/Reject Changes

Allow Users to Edit Ranges
MNext

Previous

Sheet

Comments

6.Click Yes to confirm that you want to turn off Track Changes and stop
sharing your workbook.

Microsoft Excel X

This action will remove the workbook from shared use, The change history will be erased, and other users who are editing this workbook will not be able to save their changes,
even if you share this workbook again,

0 Remove the workbook from shared use?
+To make the workbook exclusive, dlick Yes,
+To cancel and return to shared mode, click No.

No
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To accept or reject all changes at once, click Accept All or Reject All in the Accept or Reject Changes dialog box.
Turning off Track Changes will remove any tracked changes in your workbook. You will not be able to view, accept, or
reject changes; instead, all changes will be accepted automatically. Always review the changes in your worksheet before
turning off Track Changes.

Comments

Sometimes you may want to add a comment to provide feedback instead of editing the contents of a cell. While often
used in combination with Track Changes, you don't necessarily need to have Track Changes turned on to use comments.

To add a comment:
1.Select the cell where you want the comment to appear. In our example, we'll select cell D17.

2.From the Review tab, click the New

7 |8:00 aMm 9:00 AM 1:00 Breakfast, welcome Execteam Comment command.
8 |9:00 AM 9:30 AM 0:30 Introduction Garth
3 |5:30.AM 10:30 AM 1:00 ‘Work relationships exercise Garth, Dean, Liz
il 10:30 AM 10:45 AM 0:15 Break ayout Formulas Data Review View
1110:45 AM 12:45 PM 2:00 Cady Falls hike (strategy game?)  iLiz, Julia
12 [12:45 PM 1:45 PM 1:00 Lunch (with strategy game team) i 5t =

i Show/Hide Comment
12 |1:45 PM 2:00 PM 0:15 Strategy debrief Julia !
14 |2:00 PM 3:00 PM 1:00 Getting to know your team See Liz for info T Show All Comments
15 |3:00 PM 4:00 PM 1:00 Strengths exercise Garth Mew %DEEtE Previous MNext
16 |4:00 PM 4:30 PM 0:30 Break/snack Wayne

: : : - Comment 5 Show Ink

17 |4:00 PM 5:00 PM 1:00 Redwoods hike LF) Dean
18 |5:00 PM 6:00 PM 1:00 Team-building exercise Garth, exec team Comments
19 |[7:00 PM 8:00 PM 1:00 Dinner
20 [Total 11:30

3.A comment box will appear. Type your comment, then click anywhere outside the box to close the comment.

D E £ 4.The comment will be added to the cell, represented
| by the red triangle in the top-right corner.
Breakfast, welcome Exec team
Introduction Garth
Work relationships exercise Garth, Dean, Liz
Break D E
Cady Falls hike (strategy game?) Liz, Julia Getting to know your team See Liz for info
Lunch {with strategy game team) Strengths exercise Garth
Stral:_eg\yr debrief Julia . . Break/snack Wayne
Getting to know your team See Liz for info - -
Strengths exercise Garth Redwoods hike Dean
Break/snack g Yavier Fio ':': Team-building exercise Garth, execteam
Redwoods hike DeHowe long is this hike? T Dinner
Team-building exercise =
Dinner
= |
=
E Breakfast, welcome Exec tearrm
Imtroduction Sarth
work relationships exercise Garth, Dean, Liz
Break
. . Cady Falls hike (strategy game7?) Liz, Julia
5.Select the cell again to view the comment. Lumch (with strategy same team)
Strategy debrief Julia
Getting to know your team See Liz for info
Strengths exercise Sartkh
EBreak/snack _ e i .
Redwoods hike =] DY Howe long is this hike?
Team-building exercise =
N Dinner
To edit a comment: .

Select the cell containing the comment you want to edit.
1.From the Review tab, click the Edit Comment command.

2.The comment box will appear. Edit the comment as desired, then
click anywhere outside the box to close the comment.

ZJ {(Vj (L:j I)V] 4 Show/Hide Comment F

ayout Farmulas Data Review [

: ) 5 Show All Comments
Edit [\ Delete Previous Next Breakfast, welcome Exec team

Introduction Garth

Comment E work relationships exercise Garth, Dean, Liz
Break

Comments Cady Falls hike (strategy game?) Liz, Julia
Lunch (with strategy game team)
Strategy debrief Julia
Getting to know your team sSee Liz for info
Strengths exercise Garth
Break/snack ¥ 3avier Fio ~—
Redwoods hike DdHowv long is this hike?
Team-building exercise
N Liz told me it was only 1

Dinner mile.

=] I
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To show or hide comments:

1.From the Review tab, click the Show All Comments command to view every comment in your worksheet at the same
time.

Formulas Data Review View Q Tel

2.All comments in the worksheet will appear. Click the Show All

7 Show/Hide Comment 3
Comments command again to hide them.
Show All Comments

New  Delete Previous Next

R ERT Show Ink ol & | =
Comments Breakfast, welcome Execteam
Introduction Garth
Work relationships exercise Garth, Dean, Liz
Break
Cady Fall_s hike (strategy game?) . Hyavier Flores:
Lunch {with strategy game team) I think the game during javier Flores:
Strategy debrief Jy{the hike will be enough. ulia might be wiling to
Getting to know your team Sq Pad this activity.
Strengths exercise Garm I |
Break{snackr M Iavier Hores:
Redwoods hike DdHow long is this hike?
Team-building exercise G
Dinner Liz told me it was only 1
mile.
I
To delete a comment:

1.Select the cell containing the comment you want to delete. In our example, we'll select cell E13.

F | S | H
Breakfast, welcome Exec team
Introduction Garth
Work relationships exercise Garth, Dean, Liz
EBreak
cady Falls hike (strategy game?) Liz, Julia
Lunch (with strategy game team) Saviar i
Strategy debrief Julia ) Julia might be wvilling to
Getting to know your team sSee Liz for info lead this activrity.
Strengths exercise Garth
Break/snack Wayne
Redwoods hike “Dean
Team-building exercise Garth, execteam
Dinner

2.From the Review tab, click the Delete command in the Comments group.

ayout Formulas Data Rewiew View

‘vj K] ij ijﬁShowJ’HldeComment

|__p| Show All Comments
Edit Delete Previous Mext

Comment k {79 Show Ink
Comments

3.The comment will be deleted.

E
Breakfast, welcoms= Exac tearm
Introduction SGarth
wwork relationships exercise Garth,. Dean. Liz
Break

Cady Falls hike (strategy gameae?) Liz, Julia
Lumnch {(with strategy game tearm} =

Strategy debrief Julia o
Setting to know your team See Liz for info
Strengths exercise Sarth
Break//snack WAy ne
Redwoods hike S Dean
Team-building exercise Sarth, exec team

Dinner
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CHAPTER-26- INSPECTING AND PROTECTING WORKBOOKS
Introduction

Before sharing a workbook, you'll want to make sure it doesn't include any spelling errors or information you want to
keep private. Fortunately, Excel includes several tools to help finalize and protect your workbook,
including Document Inspector and the Protect Workbook feature.

Document Inspector

Whenever you create or edit a workbook, certain personal information may be added to the file automatically. You can
use Document Inspector to remove this information before sharing a workbook with others.

Because some changes may be permanent, it's a good idea to save an additional copy of your workbook before using the
Document Inspector to remove information.

Excel2016_Inspect_Protect_Practice - Excel

To use Document Inspector: Info

Excel2016_Inspect_Protect_Practice
W psf = Home » Documents = Excel 2016

Click the File tab to access Backstage view.
Protect Workbook

) e g G L e e S e R e
1.From the Info pane, click Check for whroes ) e
Issues, then select Inspect Document from
- = Inspect Workbook
the drop-down menu. Betore publishing this file, be aware that it contains
Checi for Comments
lesrz== Document properties and absolute path

Inspect Document
Check the for hidden prop:
or personal information. ities are unable to read

(=
[ Shocicaccommmey
&5 Check the workbook for content that people
with dissbilities might find difficult to read.

E:E Check Compatibility aved changes.
Check for features not supported by earlier
wersions of Excel.

2.You may be prompted to save your file
before running Document Inspector.

Microsoft Excel =

o Before you use Document Inspector...

Make sure you save your changes because the Document Inspector might remove data that can't be restored later. Do you want to save your file now?

Yes No
L

3.Document Inspector will appear. Check or uncheck boxes, depending on the content you want to review, then
click Inspect. In our example, we'll leave everything selected.

Document Inspector 7 X 4.The inspection results will appear. In our example, we
can see that our workbook contains comments and some
personal information, so we'll click Remove All on both
items to remove this information from the workbook.

To check the document for the selected content, click Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations,
Document Inspector ? x

Document Properties and Personal Information

Inspects for hidden metadata or personal infarmation saved with the document, (e TP R e

| Comments and Annotations Remove All
Data Model The following items were found: k

*C t:
Inspects Data Model for embedded data that may not be visible on the sheets. omments

| Document Properties and Personal Information
Content Add-ins The following document information was found:

x
Inspects for Content add-ins saved in the document body. ) ES:;'EE:E]E{S‘E:T;f:wmkbmk

Remove All

Task Pane Add-ins

@ Dpata Model
Inspects for Task Pane add-ins saved in the dacument. Mo embedded data found in the Data Model.
) . y ) @ Content Add-ins

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines We did not find any Content add-ins

Inspects for FivotTables, FivotCharts, cube formulas, slicers, and timelines, which may

include data that's not visible on the sheets. 9 Task Pane Add-ins

‘We did not find any Task Pane add-ins.

Embedded Documents

Inspects for embedded documents, which may include information that's not visible in 9 PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

the file Mo PivotTables, PivotCharts, cube formulas, slicers, or timelines were

found.

1 Mote: Some changes cannot be undone,
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Document Inspector

Review the inspection results.

<>

<>

5.When you're done, click Close.

0 0000

Protecting your workbook

< ana

All items were successfully removed.

D nt

Document properties and parsonal information were successfully

remowved.

Data Model

Mo embedded data found in the Data Model.

Content Add-ins
We did not find any Content add-ins.

Task Pane Add-ins
We did not find any Task Pane add-ins.

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines
Mo PivotTables, PivotCharts, cube formulas, slicers, or timelines were

found.

Embedded Documents
Mo embedded documents vwere found.

~

Mote: Some changes cannot be undone.

Reinspect

By default, anyone with access to your

workbook will be able to open, copy, and edit its content unless you protect it. There are many different ways to protect

a workbook, depending on your needs.
To protect your workbook:
Click the File tab to access Backstage view.

From the Info pane, click the Protect
Workbook command.

1.In the drop-down menu, choose the option that
best suits your needs. In our example, we'll
select Mark as Final. Marking your workbook as
final is a good way to discourage others from
editing the workbook, while the other options give
you even more control if needed.

2.A dialog box will appear, prompting you to save.

Click OK.

Microsoft Excel *

| This workbook will be marked as final and then saved.

Cancel

3.Another dialog box will appear. Click OK.

©

New

Open

Save

Save As

Print

Share

Export

Publish

Close

Excel2016_Inspect_Protect_Practice - Excel

Info

Excel2016_Inspect_Protect Practice
‘\\psf » Home » Documents » Excel 2016

Protect Workbook
» Conttrol what types of changes peaple can make to this warkbook.
Protect
Warkbook -

D Mark as Final
£ Let readers know the workbook is final and
make it read-only.

Encrypt with Password that it contains:
Require a password to open this workbook.

ilities are unable to read
Protect Current Sheet moves properties and personal information
Control what types of changes people can

make to the current sheet. wed in your file

Protect Workbook Structure
Prevent unwanted changes to the structure
of the workbook, such as adding sheets.

D Restrict Access el
@ Grant people access while removing their  *
ability to edit, copy, or print.

D Add a Digital Signature
2 Ensure the integrity of the workbook by

adding an invisible digital signature.

Browser View Options
[ 1] Pick what users can see when this workbook is viewed on the Web.
Browser View
Options

Microsoft Excel

I:I CDron't show this message again

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

o When a document is marked as final, the status property is set to “Final® and typing, editing commands, and proofing marks are turned off,
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

4.The workbook will be marked as final.

=4 Excel2016_Inspect Protect Practice [Read-Only] - Excel
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to
o MARKED AS FINAL An author has marked this workbook as final to discourage editing. Edit Anyway
D17 < F Redwoods hike
| A B C D E F
1
2 Event:! Team-Building Retreat
3 Location:! Waverly Point Nature Preserve
4 Date:! August
5 AGENDA PLANNER

Marking a workbook as final will not prevent others from editing it. If you want to prevent people from editing it, you can

use the Restrict Access option instead.
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CHAPTER -27- INTRO TO PIVOTTABLES

Introduction

When you have a lot of data, it can sometimes be difficult to analyze all of the information in your
worksheet. PivotTables can help make your worksheets more manageable by summarizing your data and allowing you
to manipulate it in different ways.

= D
Order Amount |[Meonth
$925.00 January
$875.00 February
$500.00 February
$350.00 March
$400.00 January
$850.00 January
$1.500.00 January

E

Using PivotTables to answer questions

1.Consider the example below. Let's say we wanted to
answer the question What is the amount sold by each
salesperson? Answering it could be time consuming and

00~ O W R =

difficult; each salesperson appears on multiple rows, and 82853 $550.00 February
. . 72949 $400.00 March

we would need to total all of their different orders e R e
individually. We could use the Subtotal command to help 10354 $850.00 January
. - 50192 $400.00 March

find the total for each salesperson, but we would still have 27500 o0To0] man;

a lot of data to work with. Dumlao, Richard 67275 $400.00 January

Dumlao, Richard 41828 $965.00 February

2.Fortunately, a PivotTable can instantly calculate and summarize the data in a way that will make it much easier to
read. When we're done, the PivotTable will look something like this:

Row Labels -|Sum of Order Amount  3.0nce you've created a PivotTable, you can use it to answer different questions
Albertson, Kathy $2,650.00 by rearranging—or pivoting—the data. For example, let's say we wanted to
srennan. Michael $3700.00  answer What is the total amount sold in each month? We could modify our
Davis, Wiliam $1935.00 piyotTable to look like this:
Dumlac, Richard $1,490.00
Eorteﬂ"‘c;_ :Tié§$ Row Labels ~ Sum of Order Amount
Q5T €155 o .|
Thompson, Shannon $3,160.00 :Oguory $Z?Zg£
Walters, Chrls $4,375.00 =hruary $9.160.
Grand Tolal $23,565.00 March $5.315.00
Grand Total $23,545.00
To create a PivotTable:

1.Select the table or cells (including column headers) you want to include in your PivotTable.

2 - = = 2.From the Insert tab, click the PivotTable command.
il salesperson
2 | eost 36 592500
B 70 serso
4 90099 $500.00 By Home Pagelayout  Formulas  Data Review
5 7% 53000 March - n
‘ s sw00  Jamery i i o 27 s 1?
fllBrennan, Michael TS 72949 $850.00 January R ..\ icrded Table | Piclures Oniine - My Add-ins - [ Recommended
Flerennan, Michael  [UES 90044 $1.500.00 January PivotTables Pictures @+~ Charts
rennan, Michael West 82853 $550.00 February % Tables INustrations Add-ins
rennan, Michael 72949 $400.00 March PivotTable
i am 55223 $235.00 February March
10354 $850.00 ey Easily arrange and summarize
: 515 EEo0To0) TR complex data in a PivotTable. B c D E
Davis, William 27589 $250.00 January YR PRV = cion____[Account _[Order Amount [Month ]
Dumlao, Richard 47275 $400.00 January see which detailed values make up @8 29386 $925.00 January
Dumlao, Richard 41828 $965.00 February the summarized total. tm.' 74830 $875.00 February

3.The Create PivotTable dialog box will appear. Choose your settings, then click OK. In our example, we'll
use Tablel as our source data and place the PivotTable on a new worksheet.

Create PivotTable ? % 4.A blank PivotTable and Field List will appear on a new worksheet.
Choose the data that you want to analyze
A B < D E -
(®) Select a table or range 1| FPivotl able rFields - =
= =
Table/Range:  Tablel| S = Chuose lislds Lo add Lo report =+ -
() Use an external data source A Search )
5
= = — Salesperson
Ghoos OANECHOnN.. s | To build areport. choose Reg\:n
e 7 | fields from the PivotTable Account
) 8 | Field List Order Amount
Use this workbook's Data Model | Meonth
) 10 | MORE TABLES..
Choose where you want the PivotTable report to be placed 11 |
®) New Worksheet 1 57
L B ——
Lecabony .3 16 | T FILTERS Hl COLUMNS
17
Choose whether you want to analyze multiple tables 18|
[] Add this data to the Data Maodel Ea
20
] 21 = rows > VALUES
L 22
| 23 |
24 |
25 | -
S Sheet1 - @ = = Defer Loyout Update
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PivotTable Fields T
5.0nce you create a PivotTable, you'll need to decide which fields to add. Choose fields to add to repoit -
Each field is simply a column header from the source data. In — =

the PivotTable Field List, check the box for each field you want to add.
In our example, we want to know the total amount sold by

| Salesperson

Region
each salesperson, so we'll check Account
the Salesperson and Order Amount fields. fA:'riL“""’“"‘ T
MORE TABLES...

6.The selected fields will be added to one of the four areas below. In our

example, the Salesperson field has been added to the Rows area,

while Order Amount has been added to Values. Alternatively, you can drag and dropfields directly into the desired
area.

7.The PivotTable will calculate and summarize the selected fields. In our example,

PivotTable Fields T % the PivotTable shows the amount sold by each salesperson.
Choose fields to add to report: 7 A o -
1 PivotTable Fields e
SEEI'Ch ’O i Row Labels -~ Sum of Order Amount Cheoseficlds to add te repert =
4  Albertson. Kathy 2650 Search el
7 ssesperson T pieree R e
Region 7 |Dumilao, Richard 1490 Poemny
. 8 Flores, Tia 4565 ] Order Amount
Account 9 Post. Melissa 1690 Month
) DrderAmount 10 Thompson. Shannon 3160 MORE TABLES.
11 Walters., Chris 4375
Month 12 |Grand Total [ 235¢5]
13 Drag fields between areas below:
MORE TABLES... 2 FiLTeRs cotunms
16
1/
18
. 1
Drag fields between areas below: 20 T S s
21 Salesperson - Sum of Order Amo... ~
22
FILTERS COLUMNS =
24
25 =
o |_Sheet1l | istQuarter Sales @ Defer Layout Update
8.Just like with normal spreadsheets, you Row Labels -1 Sum of Order Amount
cows - ALUES can sort the data in a PivotTable using Fleres, Tia :4-565-00
= . Walters, Chris 4,375.00
Salesperson | [ p— the Sort & Filter command on the Home Brennan, Michael $3.700.00
tab. You can also apply any type Thompson, Shannan $3,160.00
of number formatting you want. For Alertson. Kathy $2.650.00
Dands, William $1,935.00
example, you may want to change Post, Melissa $1.690.00
the number format to Currency. However, Dumlao, Richard $1,490.00
Defer Layout Update be aware that some types of formatting Srandjiciol $23,565.00

may disappear when you modify the PivotTable.

If you change any of the data in your source worksheet, the PivotTable will not update automatically. To manually
update it, select the PivotTable and then go to Analyze =* Refresh.

Pivoting data

One of the best things about PivotTables is that they can quickly pivot—or reorganize—your data, allowing you to
examine your worksheet in several ways. Pivoting data can help you answer different questions and
even experiment with your data to discover new trends and patterns.

To add columns: PivotTable Fields Al

Choose fields to add to report: 52

So far, our PivotTable has only shown one column of data at a time. In
order to show multiple columns, you'll need to add a field to
the Columns area.

Search P=)

| Salesperson
Region
Account

| Order Amount

Il Month

- .
MOREGABLES...

Drag ficlds b&ween arcas below:

1.Drag a field from the Field List into the Columns area. In our example,

' . FILTERS COLUMMNS
we'll use the Month field.
e Momth
E%E
ROWS = VALUES
Salesperson - Sum of Order Amo... ~

Defer Layout Update
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1 PivotTable Fields v &8
2 Choose fields to add to report o -
3 Sum of Order Amount Colum -
4 |Row Labels ~i|January February March Grand Total Search o
5§ |Flores, Tia 1455 fes 1925 4565 < sal
& |Waltors, Chris 355 2755 1245 4275 e

) o . 7 |Brennan, Michacl 2750 550 400 3700 P
2.The PivotTable will include multiple columns. In & |Thompson. Shannon 140 1720 300 2160|| | & order Amount
. ? Albertson, Kathy 925 1275 250 2450 /] Month
our example, there is now a column for each | 1100 235 e00 1935|| | wmone TasLE..
765 575 350 1690
! i iti | 100 945 125 1490

person S monthly Sales’ In addltlon to the gra nd 12 |Grand Total 9090 9140 5315| 23565_ Drag ficlds between arcas belows

total. 1;— T FILTERS 1l coLumNs
el Month -
17
18]
19
20 | = rows = vaLues
21 | Solesperson = Sum of Order ... =

To change a row or column: =
24|

Changing a row or column can give you a completely different perspective on your data. All you have to do
is remove the field in question, then replace it with another.

1.Drag the field you want to remove out of its current area. You can also uncheck the appropriate box in the Field
List. In this example, we've removed the Month and Salesperson fields.

Salespﬁson

* ‘ Salesperson hd Sum of Order Amo... ™

2.Drag a new field into the desired area. In our example, we'll place

PivotTable Fields the Region field under Rows.

Choose fields to add to report: & -
Search Pel = - -
PivotTable Fields =~ 3

¥l Salespersan Erroes TOEs be TR E pgTEns = -

Region

Account Search Fs)
| Order Amount
Salesperson

MORE TABLES...

Drag fields between areas below:

T FILTERS Il COLUMNS

elds between areas below:

TERS il COLUMMS

= ROWS X VALUES

E VALUES

Sum of Order Amo... =~

Re%ﬁ\\t:ﬁ

Defer Layout Update

Defer Layout Update

3.The PivotTable will adjust—or pivot—to show the new data. In our example, it now shows the amount sold by each

region.

A B -

1 PivotTable Fields T
2 i Choose fields to add to report: &4 -
3 |Row Labels - Sum of Order Amount
4 |East 4340 Search »
5 |North 3160

s Salesperson
6 |South 10875 7| Region
7 |West 51390 Account
8 |Grand Total 23565| 7| Order Amount
9 Maonth
10| MORE TABLES...
11 |
12 |
13_ Drag fields between areas below:
1; T FILTERS 1l COLUMMNS
16|
17 |
18
19 |
20 | = ROWS = VALUES
21 | Region = Sum of Order Amo... ~
22
23 |
24|
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CHAPTER-28- DOING MORE WITH PIVOTTABLES
Introduction
As you learned in our previous lesson, Intro to PivotTables, PivotTables can be used to summarize and analyze almost
any type of data. To help you manipulate your PivotTable—and gain even more insight into your data—Excel offers three
additional tools: filters, slicers, and Pivot Charts.

Filters

Sometimes you may want focus on a certain section of your data. Filters can be used to narrow down the data in your
PivotTable, so you can view only the information you need.

To add afilter:

In the example below, we'll filter out certain salespeople to determine how their individual sales are impacting each
region.

1.Drag a field from the Field List to the Filters area. In this example, we'll use the Salesperson field.

it relslE EElEe - = 2.The filter will appear above the PivotTable. Click the drop-down arrow,
e = - then check the box next to Select Multiple Items.
Search =)
A 8 = cC D
1 |Salesperson |[AH] T|
i~ 2 Search
3 |Row Labels Al
4 |East Albertson, Kathy
Brennan, Michael
e e e 5 |North Davis, William
 FILTER: Bl COLURMMNS 6 |South umlao, Richard
7 wWest lores, Tia
Salesgerson ast, Melissa
= 8 |Grand Total hompson, Shannon
9 ‘Walters, Chris
= rows = waLues 10
Region = Surm of Order ... ~ 11 %Select Multiple ltems
12
B Cancel
Defer Layout Update 14

3.Uncheck the box next to any item you don't want to include in the PivotTable. In our example, we'll uncheck the boxes
for a few salespeople, then click OK.

A 8 c D 4.The PivotTable will adjust to reflect the changes.

1 |Scalesperson I[AII] v!
2 Search 2 A B C D
SaEcAfobel =] (1 1 ‘Solesperson (Multiple Items) T
4 |East [ Albertson, Kathy
5 INorth [] Brennan, Michael 2
6 Is orfh Davis, William 3 Row Labels ~|Sum of Order Amount

ou [] pumlae, Richard
7 |west Flores, Tia 4 East 4340

Post, Melissa 5 South 10875
& |GrandTotal  .[ithompsen, shannen ¢ Grand Total 15215
9 [l Walters, Chris 7
10 3
11 Select Multiple lterns
12
= Concel
14
Slicers

Slicers make filtering data in PivotTables even easier. Slicers are basically just filtersbut are easier and faster to use,
allowing you to instantly pivot your data. If you frequently filter your PivotTables, you may want to consider using slicers
instead of filters.
To add a slicer:

Formulas Data Review  View

Select any cell in the PivotTable.

et Group Selecti — D |j51 F
1.From the Analyze tab, click the Insert Expand Fied 2d r‘Y 5 Y

Ungroup
Slicer command. o Insert  Insert Filker Refresh Change Data  Clear
7] Group Field Slicer%l'imeline Connections - Source - -

Group Filter Data
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Salesperson

2.A dialog box will appear. Check the box next to the desired field. In our :iiz:t
example, we'll select Salesperson, then click OK. Order Amount

3.The slicer will appear next to the PivotTable. Each selected item will be
highlighted in blue. In the example below, the slicer contains all eight
salespeople, but only five of them are currently selected.

=
= A (s ”B ; © D | | [ - G H  4,]ust like filters, only selected items are used in the PivotTable.
alesperson ultiple Items Ei sal y= A i .

1 cdlesenen = When you select or deselect an item, the PivotTable will instantly

R lateni B Sutm 25 @ier A SEse L reflect the change. Try selecting different items to see how they

East 4340 Brennan, Michasl
South 10875
_ Grand Tofal 15215

affect the PivotTable. Press and hold the Ctrl key on your keyboard
to select multiple items at once.

Darvis, William

Dumlao, Richard

0 N oo e W N —
.
I ‘

Flores, Tia A s I o c £ e H You can

5‘ Il

j Post, Melissa 1 |Salesperson  (Mulfiple Items) Ed Salesperson = B aIso C“Ck
1;’ Thempson, Shannon § :Row Labels - Sum of Order Amount Albertson, Kathy the Filter
13 3 honn o0 icon in the
s - top-right
15 |West 51590 p-rig

7 |Grand Total 19225 corner of

5] the slicer

u)i Post, Melissar to

o select allit

ems at

14] by once.
Pivot Charts *

Pivot Charts are like regular charts, except they display data from a PivotTable. Just like regular charts, you'll be able
to select a chart type, layout, and style that will best represent the data.

To create a PivotChart:

In the example below, our PivotTable is showing a portion of each region's sales figures. We'll use a PivotChart so we
can see the information more clearly.

Select any cell in your PivotTable.

Page Layout Formulas Data Review Analyze Design Y Tellme
1.From the Insert tab, click = & store 1% IZ- - 1 |@| 1= Line
. , %] )
= -l - - l% = Column
the PivotChart command. Recommended Table | lllustrations B My Add-ins - B Recommended o2 ) 13 PivotCha 3D .
PivotTables - Charts - L~ - - Map~ | I Win/Loss
. . Tables Add-ins Charts &l Tours Sparklines
2.The Insert Chart dialog box will
appear. Select the desired chart type and layout, then
click OK. A B c | b |E|F|G|H J K
1 Salesperson  (Multiple Items) Ed
2
Insert Chart B x 3 |Row Labels ~|Sum of Order Amount
: 4 |North 3160
All Charts 5 South 10875
6 West 5190
O Recent 3_'The 7 |Grand Total 19225
8
Templates mﬂl \_H_H mﬂ Jﬂ]@ J@-@ J@-@ ﬂ@ PivotChart 5| | Salesperson 7= T Salesperson Y
il G will appear. 10 || Albertson, Kathy Total
12 Line Clustered Column n
12 Brennan, Michael 12000
® Pie Tor
£ - 13| || Davis, Wiliem 19000
ar s
14 = 8000
W A 15| || Dumlao, Richard oo "
- - Total
" 17
|zf Stock 1 || Post Meissa 20 .
_ 20 e North South West
K Rodar Walters, Chris cegon =
B Treemap ;;
@ Sunburst
|y Histogram
it Box & Whisker 2
3 |Sum of Order Amount Column Labels -
] Watefall 4 |Row Labels 1] January February March Grand Total
iy Combo 5 |Albertson, Kathy 925 1375 350 2650
6 |Davis. William 1100 235 600 1935
7 |Flores, Tia 1655 985 1925 4545
s 8 |Thompson. Shannon 1140 1720 300 3160
9 |Walters, Chris 355 2755 1265 4375
10 | Grand Total 5175 7070 4440 16685

12

4.Try using filters or slicers to narrow down the data 13 |3alesperson = % | 50
in your PivotChart. To view different subsets of 15| | \aterizon, Kainy #e00
X A K 0% Brennan, Michael 2000
information, change the columns or rows in your 0 L vorth
. ! = Jonua

PivotTable. In the example below, we've changed the  '® | cumio,fichora | . o
PivotTable to view the monthly sales for each = “ I I I
salesperson. g | | Post Mefissa . [ | II [ I |

23 A“':(ﬁ:::m. “D’i‘lrvis. Flores, Tia Tg:muscm‘ WESE}S,

2 Wailters, Chris . ) -

25 X

24
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CHAPTER -29- WHAT-IF ANALYSIS
Introduction

Excel includes many powerful tools to perform complex mathematical calculations, including what-if analysis. This
feature can help you experiment and answer questions with your data, even when the data is incomplete. In this
lesson, you will learn how to use a what-if analysis tool called Goal Seek.

Goal Seek

Whenever you create a formula or function in Excel, you put various parts together to calculate a result. Goal
Seek works in the opposite way: It lets you start with the desired result, and it calculates the input value that will give
you that result. We'll use a few examples to show how to use Goal Seek.

To use Goal Seek (example 1):

Let's say you're enrolled in a class. You currently have a grade of 65, and you need at least a 70 to pass the class.
Luckily, you have one final assignment that might be able to raise your average. You can use Goal Seek to find out what
grade you need on the final assignment to pass the class.

sum - X v S =AVERAGE(B2:B6)

A B G D

1.In the image below, you can see that the grades on the first four

assignments are 58,70, 72, and 60. Even though we don't know

2 Paper 1 58
what the fifth grade will be, we can write a formula—or function— — o
that calculates the final grade. In this case, each assignment is = — o
weighted equally, so all we have to do is average all five grades by * Lab co

typing =AVERAGE(B2:B6). Once we use Goal Seek, cell B6 will 2
show us the minimum grade we'll need to make on that assignment. =

Final Exam

- Final Grade :AVERAGE(BZ:BG)l

2.Select the cell with the value you want to change. Whenever you &
use Goal Seek, you'll need to select a cell that already contains a formula or function. In our example, we'll select
cell B7 because it contains the formula =AVERAGE(B2:B6).

o - 7 | -avenace(ezas) 3.From the Data tab, click the What-If Analysis command, then select Goal Seek from
the drop-down menu.

Grades - Excel — (] >

Signin £} Share

St ol & |

[=] Connections

Properties 3 B-A
L z Textto . What-If Forecast Outline
) Edit Links A Y- Advanced | columns =5 - @ | Analysis=| Sheet =
5 | Final Exam snnections Sort & Filter Data Tools Scenario Manager... &
_ [Final Grade 65 2| FERRGE(BZBE] Goal Seek.. -
Diata Table...
8 C D E F G H 0 ) ~ L -

A dialog box will appear with three fields. The first field, Set cell:, will contain the desired result. In our example,
cell B7 is already selected.

4.The second field, To value:, is the desired result. In our example, we'll enter 70 because we need to earn at least that
to pass the class.

es ~ 7 | =AVERAGE(B2:88)

5.The third field, By changing cell:, is the cell where Goal Seek
will place its answer. In our example, we'll select cell B6 because
we want to determine the grade we need to earn on the final
assignment.

Final Exam H ar

When you're done, click OK. N I e 1

6.The dialog box will tell you if Goal Seek was able to find a solution.

Click OK. 3 e £~ || =0
< D

. . B

Goal Seek Status ? % 7.The result will appear in the .
specified cell. In our example, Goal Paper 2 70

Goal Seeking with Cell BT . 2 )
S Seek calculated that we will need to . |Quiz 72
Targetvalue: 70 score at least a 90 on the final S Lab 60
Current value: 70 assignment to earn a passing grade. o |Final Exam so &

Final Grade 70
Cancel
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To use Goal Seek (example 2):

Let's say you're planning an event and want to invite as many people as you can
without exceeding a budget of $500. We can use Goal Seek to figure out how 85 - £ || -s2essiee

A & c 3]

many people to invite. In our example below, cell B5 contains the
formula =B2+B3*B4 to calculate the total cost of a room reservation, plus the
cost per person.

Guest Budget

Reservation fee $230.00
Price per person 5$14.50

Number of guests

Budget $230.00%

1.Select the cell with the value you want to change. In our example, we'll select 2
cell B5. 5

Grades - Excel [ca S m! X A dialog box will appear with three fields. The
Formulas Review  View . b Signin £ Share first field, Set cell:, will contain the desired
& Connections 4| 3 Clear ~» Bo 7 result. In our example, cell B5 is already
AR ¢ B ol (||
Properties § Reappl M - selected.
z| Sort Filter Tetto What-If Forecast Outline § i A
Edit Links YV Advanced | Columns 5% © @ | Analysis= Sheet | - The second field, To value:, is the desired
EE e sort & Filter Data Tools Scenario Manager... ~  result. In our example, we'll enter 500 because
JERAGE(B2:B6) Goal Seck.. ~ we only want to spend $500.
Data Table...
c D E F G H : P N L[«

3.The third field, By changing cell:, is the cell where Goal Seek will place its answer. In our example, we'll select
cell B4 because we want to know how many guests we can invite without spending more than $500.

When you're done, click OK.
9 - s

4.The result will appear in the specified cell. In our example, Goal
Seek calculated the answer to be approximately 18.62. In this

Home Insert Page Layout Formulas

Show Queries Connections case, our final answer needs to be a whole number, so we'll need
e o \ FomTable | = [i] roperies to round the answer up or down. Because rounding up would
fom Fiom From FromOther  Bisting | Ne efresh
Access Web Tedt Sources- Connections Quer A~ e Edit Links cause us to exceed our budget, we'll round down to 18 guests.
Get External Data Get & Transform Connections
B4 < £ || =B2B3*B4 As you can see in the
B4 v fe 18.6206896551724
A B c D 3 F G . - . . example above, some
1 Guest Budget — situations will require the
1 answer to be a whole
, Reservation fee $230.00 - . , Reservation fee $230.00 number. If Goal Seek gives
oal seel 4
] ecimal 'l nee
, Price per person $14.50 e o = A e 31450 you a d al, you d
= : 8 to round up or down,
Tovalue: 500
. Number of guests o ;“ e = , |Number of guests 18.62071, depending on the situation.
y changing cell: | SBS4 1] 1
, |Budget $230.00 o [ conea , |Budget $500.00
6 6

The dialog box will tell you if Goal Seek
was able to find a solution. Click OK.
Other types of what-if analysis

For more advanced projects, you may want to consider the other types of what-if analysis: scenarios and data tables.
Instead of starting from the desired result and working backward, like with Goal Seek, these options allow you to test

multiple values and see how the results change. s - | [
A B C D E F G H
Scenarios let you substitute values for multiple ; Guest Budget R
. Scenario Manager ?
cells (up to 32) at the same time. You can create as , Reservation fee S0ED oo
many scenarios as you want and then compare Pizza (12 Guests biag ad..
v s 4 P , |Price perperson  $30.00
them without changing the values manually. In the e
B . . Number of guests 21 Edit.
example below, we're using scenarios to compare 4
different venues for an upcoming event. 5 |Budget SEDED | Merge..
Summary...
6
Changing cells: |SBS2:3B53
7 Comment:




SARVA EDUCATION (SITED) (An I.T & Skill Advancement Training Programme)

Simplified

FISARVA

EDUCATION

£- BOOK

MS Excel 2016

(An I.T Skill Advancement Training Programme, Initiated by SITEDO-India)

An 1SO 9001:2015 Certified Organization

-97 -

Legal: No part of this e- book publication may be reproduced, stored in retrieval system or transmitted in any form or by any means, electronic,
mechanical, photocopying, and recording otherwise, without the prior permission of the abovementioned Organization. Every possible effort has been
made in bringing out the text in this e-book correctly and completely to fulfill the aspirations of students. The Organization does not take any warranty
with respect to the accuracy of the e- book and hence cannot be held liable in any way for any loss or damages whatsoever. This book shall be used for
non commercial I.T Skill Advancement awareness programme, not for commercial purposes publicly.

This is an independent work, complied solely for information and guidance for students studying under Organization’s I.T & Skill Advancement Training
literacy awareness Programmes. The informations have been compiled from various sources. The Organization does not assume any responsibility for
performance of any software, or any part thereof, described in the book. Product Names mentioned are used for identification/IT literacy awareness
purposes only and may be trademarks of their respective companies. All trademarks referred to in the book are acknowledged as properties of their
respective owners. The Centre Head & students should, in their own interest, confirm the availability of abovementioned books titles features or
softwares from their respective authorized Companies or Owners or dealers or authors.

-

Centre Stamp

\




SARVA EDUCATION (SITED) (An I.T

Chapter-1
Chapter-2
Chapter-3
Chapter-4
Chapter-5
Chapter-6
Chapter-7
Chapter-8
Chapter-9
Chapter-10
Chapter-11
Chapter-12
Chapter-13
Chapter-14
Chapter-15
Chapter-16
Chapter-17
Chapter-18
Chapter-19
Chapter-20
Chapter-21
Chapter-22
Chapter-23
Chapter-24
Chapter-25
Chapter-26
Chapter-27
Chapter-28

Chapter-29

& Skill Advancement Training Programme)

Chapter At A Glance

GETTING STARTED WITH EXCEL
UNDERSTANDING ONEDRIVE

CREATING AND OPENING WORKBOOKS
SAVING AND SHARING WORKBOOKS

CELL BASICS

MODIFYING COLUMNS, ROWS, AND CELLS
FORMATTING CELLS

UNDERSTANDING NUMBER FORMATS
WORKING WITH MULTIPLE WORKSHEETS
USING FIND & REPLACE

CHECKING SPELLING

PAGE LAYOUT AND PRINTING

INTRO TO FORMULAS

CREATING MORE COMPLEX FORMULAS
RELATIVE AND ABSOLUTE CELL REFERENCES
FUNCTIONS

BASIC TIPS FOR WORKING WITH DATA
FREEZING PANES AND VIEW OPTIONS
SORTING DATA

FILTERING DATA

GROUPS AND SUBTOTALS

TABLES

CHARTS

CONDITIONAL FORMATTING

TRACK CHANGES AND COMMENTS
INSPECTING AND PROTECTING WORKBOOKS
INTRO TO PIVOTTABLES

DOING MORE WITH PIVOTTABLES

WHAT-IF ANALYSIS

Page No. 1 to 4
Page No.5to 5
Page No. 6 to 9
Page No. 10 to 13
Page No. 14 to 18
Page No. 19 to 24
Page No. 25 to 28
Page No. 29 to 32
Page No. 33 to 35
Page No. 36 to 37
Page No. 38 to 38
Page No. 39 to 43
Page No. 44 to 46
Page No. 47 to 47
Page No. 48 to 50
Page No. 51 to 55
Page No. 56 to 57
Page No. 58 to 60
Page No. 61 to 64
Page No. 65 to 69
Page No. 70 to 72
Page No. 73 to 75
Page No. 76 to 80
Page No. 81 to 83
Page No. 84 to 87
Page No. 88 to 89
Page No. 90 to 92
Page No. 93 to 94

Page No. 95 to 96

-98 -



