T3 TechMentors

Helping you get the most
out of technology

Excel Essentials

Student Manual

www.theTechMentors.com
October 2018



Excel Essentials © TechMentors

© 2022 TechMentors
ALL RIGHTS RESERVED

No part of this manual may be copied, photocopied, or reproduced by any means, be it transmitted,
transcribed, photocopied, stored in a retrieval system, or translated into any language in any form,
without the prior written permission from the author, Thomas M. Chandler. All brand names used in
this book are trade names, service marks, trademarks, or registered trademarks of their respective
holders.

THERE ARE NO WARRANTIES, EXPRESSED OR IMPLIED, INCLUDING WARRANTIES OF
MERCHANTABILITY OR FITNESS FOR A PARTICULAR PURPOSE, MADE WITH RESPECT TO THESE
MATERIALS OR ANY OTHER INFORMATION PROVIDED TO THE STUDENT. ANY SIMILARITIES
BETWEEN FICTICIOUS COMPANIES, THEIR DOMAIN NAMES, OR PERSONS WITH REAL COMPANIES
OR PERSONS IS PURELY COINCIDENTAL AND IS NOT INTENDED TO PROMOTE, ENDORSE OR
REFER TO SUCH EXISTING COMPANIES OR PERSONS.



Excel Essentials © TechMentors

Module 1: Getting Started .........ceuvvvvveerieereeereeeieerreereeereeereeeeeeeeen. 1
WOrkshop ODBJECTIVES ....coouiiiiiiiiiiice e 1
Module 2: Create and Manage Worksheets and Workbooks ......2
Create Worksheets and Workbooks..........oooiiiiiiiiii e 3
Navigate in Workbooks and Worksheets ...........ccceeiiiiiiiiiiiiiiiiieccceee, 6
MOdify WOTIKSNEETS ......eeeiiieeeieee et e e e 15
FOrmat WorkbOoKS .........eeiiiiiiiiiieee e 22
Customize Options for Worksheets and Workbooks ..........ccccooviiiiiiiniiiiiniiiee, 26
Configure Worksheets and Workbooks for Distribution ........c..cccceevieeinieeniieeennneen. 31
Module TWo: ReVIEW QUESTIONS ...cccuuiiiiiiiiiiiiiiiiieeeiice ettt e e 42
Module 3: Manage Data Cells and Ranges..........ccccceeeuuuneeennn.e. 43
Insert Data in Cells and RaNgEs ....c.uviiiiiiiiiieieeee e 44
Format Cells and RaNGES.......coovuiiiiiiiiiiiiiiiiie et 52
Summarize and Organize Data........coocuieeiiiiiriieeiieeeeeeec e 61
Module Three: Review QUESTIONS.......cccoiiiiiiiiiiiiiiee ettt 70
Module 4: Create Tables..........uuueeereeeierreeereeeeeeeeeereeeeeeeeeeeeeeeeneen 72
Create and Manage Tables .....c..uiiiiiiiiiiii e 72
Manage Table Styles and Options........coccviiiiiiiiiiie e 76
Filter and Sort @ Table .....cooooiiiiiii e 78
Module Four: Review QUESTIONS........ccciiiiiiiiiiiiiiiee ettt 87

Module 5: Perform Operations with Formulas and Functions....88

BUIlAING FOrMUIAS ..ccoeniiiiiiie e 89
Perform Basic FUNCLIONS ......u.eei s aasnsnnsnnnnnnes 97
Perform Conditional FUNCLIONS .........uuuveiiiiiiiiiiiieiiiiiiiiiieiiaeeeeeteeaaeeeaaasaaasaassssnasannnnnnes 104
Format and Modify Text Using FUNCLIONS........ccooviiiriiiiiiiiiiiicccceecccceen 110
Module Five: ReView QUESTIONS ....uuuieeeiiiiieiiiiiiieeee e e e e e e eeeeeees 115
Module 6: Use Quick Analysis, Charts and Objects.................. 117
Analyze Data with Quick ANalysis......cooouuiiiiiiiiiiiiii e 118
CrEate IS . cuuuuiiee ettt e e e e e e e e e e e e e e e e e e et s 123
FOrMAt CRAITS ..uueiiiiiiiii ettt atsasassasasssssssssssssnssnsnnnnnnnnnnns 127
Insert and Format Objects.......coouiiiiiiiiiiiiiiic e 135
Module Six: ReVIEW QUESTIONS ....uvuuiieeeiiiiieiiiieiieeee et e e eeeeeeeeees 141
Module 7: Wrapping Up.......ceveeeveeeeeereeemeemreereeereeereeseeeseeereeeeee. 142
WOrds fromM the WISE.....evvveeeieeeieieieeieeeeeeeeeeeeeeeeeeeeeeeeeeee e eeeeeees 142



Excel Essentials © TechMentors




When men yield up the privilege of thinking,
the last shadow of liberty quits the horizon.

]
Thomas Paine

Module 1: Getting Started

Welcome to the Excel 2016 Essentials workshop. Get ready to improve your Core Data
Analysis, Manipulation, and Presentation skills by learning the core skills to succeed with
Microsoft Excel 2016.

@ ¢..@. Workshop Objectives

Research has consistently demonstrated that when clear goals are
associated with learning, it occurs more easily and rapidly. With that in
mind, let's review our goals for today.

At the end of this workshop, participants should be able to:

e Create worksheets and workbooks

¢ Navigate in worksheets and workbooks

e Format worksheets and workbooks

e Change views and configurations

e Print and distribute worksheets and workbooks
¢ Manage data cells and ranges

e Create tables, charts and objects

e Perform operations with formulas and functions



Before the beginning of great brilliance, there

must be chaos. Before a brilliant person begins
something great, they must look foolish in the
crowd.

Lao-Tsu

Module 2: Create and

Manage Worksheets and
Workbooks

Worksheets live in workbooks in Excel and create the building blocks of documenting,
analyzing, manipulating, and presenting data. This module will help you get started by
creating worksheets and workbooks. You'll also learn how to navigate your way around Excel
worksheets and workbooks. We'll take a look at formatting both worksheets and workbooks.
Then you'll learn how to customize your options and views while working within Excel. Finally,
we'll take a look at distributing your worksheets and workbooks via printing or sharing.
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Create Worksheets and Workbooks

Create a Workbook

A blank workbook allows you to start from scratch.
Here's how to create a blank workbook.

1. If the Backstage view is not showing, select the File tab from the Ribbon. Select New.
2. From the New tab, or if you have just opened Excel 2016, select Blank Workbook.

Book3 - Excel Michele Wiedemer 7 = [m] x

New

Search for online templates Fol

Gom Suggested searches:  Business Personal Industry Financial Management Lists Logs Calculator

Save As

Save as Adobe

o A E c

Share . Take a Make your first
_— : tour PivotTable
Publih - Welcome to Excel PivotTable utoril

Close
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Open a Comma Separated Values File

Many programs and services allow you to create or download a comma separated values (or
CSV) file that contains your data. Excel can open these files.

Here's how to open a comma separated values file. This example uses the Sample CSV.csv
file.

1. Select the File tab to open the Backstage view.
2. Select Open.
3. Select Browse.

Sample CSV - Excel Michele Wiedemer  ? - o x
Workbooks  Folders
Recent
Today -
) .
s Shared with Me [x] Sample CSV 11/27/2017 2:05 PM
) C:» Users » mbwie » Dropbox » 1 Projects » CTM » Bxcel 201...
Save As
u‘" Learning Designer post 11/27/2017 9:33 AM
Save as Adobe Z& OneDrive - Personal C:» Users = mbwie » Dropbos » 2 Areas » Blogs
PDF mbwiedemer@yahoo.com Vesterday
Print = ) [ L g 117262017 9:40 PM
E:| This PC C:» Users » mbwie » Dropbox » 2 Areas » VCL Time Earnings..
Share - S‘”z stats e Draooc 2 Ao s VCL T 11/26/2017 7:20 AM
4  AddaPlace 5 Users » mbuwie = Dropbox » 2 Areas  VCL Time Earnings...
Export Older
&= sample chart
11717/2017 12:54 PM
Publish Browse ] C: = Users » mbuwie » Dropbox » 1 Projects » CTM » PPT 2016.. {iE

C:b 2017 ctat

4. Navigate to the location of the file you want to import.
5. Make sure in the Open dialog box to choose “All Files” or “Text Files” from the types
drop down list.

T+ <« mbwie » Dropbox » 1Projects » CTM » Excel 2016 Essentials » Samplefiles ~ |0 Search Sample files »
Organize *  New folder = O @
[H Desktop * Name - Date modified Type 3
4 Downloads £ sample CSV 1 2PM  Microsoft Excel C..

£ Documents
| Pictures

L Google Drive
6-Module 6
2013 Resources

Excel 2016 Essen Select a file to preview.

[

PPT 2016 Essenti
Microsoft Excel
2% Dropbox

4@ OneDrive

[ This PC
v < >

File name: v‘l Text Files b I

Tools  + Open |v Cancel

6. Highlight the file you want to open and select Open.
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Add a Worksheet to An Existing Workbook

Workbooks can be made up of more than one sheet, which can be useful as you get into more
advanced data analysis.

Here's how to insert a new worksheet. This example uses the quick analysis.xlsx file.

1. Click the New Sheet plus sign at the bottom of the window.

H - quick analysis - Saved Michele Wiedemer
Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do | Share
=l . | = A A
M % [l KN === % B [Genenl E = 2] v Em‘”““ z ‘%Y p
P @ - Condi | F - Cell £ Delete vS & Find &
aste B I U-~- i+ M. . === == E - § -9 0 50 om onditional Format as el . ort n
. ¥ =TI= 4 - #2 Formatting~ Table= Styles~ | = Format~ | @ - For . Select -
Clipboard Font ] Alignment [F] Number [F] Styles Cells Editing ~
G12 - 5 v
A B 5 D B [F G H J K L M N |~
1 |Company Industry Q1 sales Q2 sales
2 |A. Datum Corporation Tech $195,443 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 5448,399
10 Fabrikam, Inc. Utilities $639,630 $635,474
11 [Enurth Caffre aoe 4876 740 567 21R hd
Sheetl | O] I ] 3
feady H = 1 + 100%

Excel opens the new worksheet to the first cell, so that you can begin entering data right away.

Hd - i quick analysis - Excel Michele Wiedemer = m]

Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do | Share

LT " . s == . =, . B L?Em\nsert' > - A p
! D B - Calibri " A A = ?7 = General . y L:.‘J > E} Dete - . SZY& o
ey |8 sy A | SE=EE(B 5% W oo s Gl g DT S e
Clipboard Font ] Alignment [F] Number [F] Styles Cells Editing ~
AL - F3 v
A B C D E F G H bl K L M N o] P C|=
O —
2|
3
4]
4
6 |
s
8 |
El
10
11_ h
Sheetl | Sheet2 (O] ] 3
Reay H ) = 1 + 100%
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Navigate in Workbooks and Worksheets

Search for Data
Use Excel’s search feature to find specific text or numbers in a workbook.

Here's how to search for text or numbers in a workbook. This example continues using the
quick analysis.xlsx file.

1. Select the Home tab on the Ribbon.
2. Select Find & Select.
3. Select Find.

Hd - quick analysis - Excel Michele Wiedemer @

Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do | Share

&D % Calibri = &~ = General - E‘J Q E"‘“\nsert © Z M J% p
B - | -~ Tx Delete - [T - !
Paste v B I U- = = ac E - § -9 0 50 om Condlt\pna\ Format as  Cell e S_D't Find &
- Formatting ~ Table~ Styles~ & Format - " Filter | Select -
Clipboard Font [ Alignment [F] MNumber F] Styles Cells Editirfg A~
B9 ~ £ || Tech <
A B © D B [F G H J K L M N |~
1 |Company Industry Q1 sales Q2 sales
2 |A. Datum Corparation Tech $195,443 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger |Tech 1 $579,825 5448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 [Enurth Caffas Revaraoe 4R7A 740 567 21R hd
Sheet1 | Sheet? | Sheetl (2) ® [l 3
feady H = i + 100%

4. In the Find and Replace dialog box, enter the text or numbers you want to find.

Find and Replace ? *

Find Replace

Find what: Tech v

Options =>

Find All Find Mext Close
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5. To search the entire workbook, select Options and select Workbook from the Within drop
down list.

Find Replace

Find what: Tech £ Mo Format Set Format.. -

Within: | Workbook |~ ID Match case
] Match entire cell contents
w

Search: | By Rows

Lookin: |Formulas ~ Options <<

Find All Find Mext Close

6. Select Find Next to find each instance individually. Select Find All to see a list of locations
where the item is found.
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Navigate to a Named Cell

Complicated workbooks may make use of Names to refer to a specific cell or cells. The Go To
dialog box can help you navigate to that location or to a specific cell address.

Here's how to navigate to a named cell. This example continues using the quick analysis.xlsx
file.

Select the Home tab on the Ribbon.

Select Find & Select.

Select Go To....

Select the named reference from the list of locations
or type in a cell address such as A2

or type in the address of range of cells such as A1:D16.

BN =

GoTo ? *

Go to:

SAS2

SCS7

‘[quick analysis.xls¥]Sheet1 [2)'1SCST
02 _Sales

Reference:

a2
Special... Cancel

Note: Your Go To dialog box may have different entries listed than those shown in the image above.

5. Select OK.

The named reference, cell address or range is highlighted.
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Insert and Remove Hyperlinks
Hyperlinks provide a clickable shortcut to another location.

Here's how to insert a hyperlink. This example continues using the quick analysis.xlsx file.

1. Select the cell where you want to create a link to another location.
2. On the Insert tab of the Ribbon, select Link.

quick analysis - Excel Michele Wiedemer al
Home Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tellme what you want to do | Share
= -2 7 n 1+ Line [ Slicer T O
® E (P s 2 k@ ay £ el P
. / . H Bl - iR . e Column | 7 Timeline
PivotTable Recommended Table llustrations 3 vy add-ins - B Recommended i _ Maps PivotChart 3D Link || Text Symbols
PivotTables - Charts L RAE ?k - - - Map * ]:Wm,f\_uss - - o
Tables Add-ins Charts & Tours Sparklines Filters Links ~

3. Select Insert Link.

Recent ltems

% Insert Link...

4. A dialog box appears allowing you to link to:
e An existing file or web address
e Another place in the current document
¢ An entirely new document
e An e-mail address

Insert Hyperlink ? X Insert Hyperlink ? x
Link to: Text to display: ScreenTip.. Linkto: Textto display: | Q2_Sales ScreenTip...
N5 Sample files -] 5 @& Type the cell reference:
Existing File Existing File | (a1
or Web Page B or Web Page
coment |2 S”"k‘a"gg'\j“ ESEIS Or select a plage in this document:
Folder |- Semple = CellReference
Place in This Place in This Sheetl
Document | | Browsed Dacument ‘Sheet (2)'
Pages - Defined Names
£ E - 'Sheet1 (2102 Sales
Create New Recent Create New Q2 _Sales
== || = s ]
fi) Address: - 8
E-mail E-mail
Address Address
o] [ e e

As needed click the appropriate Link to icons from the left side of the dialog box.
Enter the address to link to, or browse for a link destination.

Add or modify the text to serve as the link in the Text to Display field.

Select OK.

© No v
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The text is colored and underlined to indicate a link.

A B € D E F G H | 1 K L [\t N -

2 |A. Datum Corporation Tech $195,449 $746,907 Q2 Sales

3 |Adventure Waorks Travel §123,721 §733,396

4 |Blue Yonder Airlines Travel $934,763 $246,554

5 |City Power & Light utilities $299,293 $674,295

6 |Coho Vineyard Beverage 5223,783 $659,385

7 |Contoso, Ltd Misc $239,219 $287,989

8 |Contoso Pharmaceuticals Medical $371,570 $644,368

g |Consolidated Messenger Tech §579,825 $448,399

10 |Fabrikam, Inc. Utilities $639,630 $635,474

11 |Fourth Coffee Beverage 5876,740 $567,216

12 | Granhir Nesion Inctitite Eduratinn 4792 390 &540 222 -
Sheet! | Sheetl (2) ® ‘ [

Here's how to remove a hyperlink. This example continues using the quick analysis.xIsx file.

1. Right click on the hyperlink.
2. Select Remove Hyperlink from the context menu.

& Cut

By Copy

ry Paste Options:

iy

Paste Special...
,(D Smart Lockup
Insert...
Delete...
Clear Contents
B Quick Analysis
Filter 3
Sort 3
t,j Insert Comment
Format Cells...
Pick From Drop-down List...
Define Mame...
& Edit Hyperlink...
Open Hyperlink

@R Remove Hyperlink

The text remains but the link is removed.

10
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Hide or Unhide Columns and Rows
You can temporarily hide information in your worksheet to help you limit what is shown or
printed.

Here's how to hide columns or rows. This example continues using the quick analysis.xlsx file.

1. Highlight the column(s) or row(s) you want to hide.

quick analysis - Excel Michele Wiedemer [5a)
Home Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do | Share
E'? D e ) sior I ‘;? - e M- .-\i; I n |L@‘I 12 Line 5 Slicer (%' 4 O
; . : : Wl - = i Column | 7 Timeline e
PivatTable Re:.ommended Table [IMustrations 3 vy Add-ins - B Recommended D [ e Maps PivatChart 3D = Link = Text Symbols
PivotTables M Charts v d - - Map ~ + Win/Loss - - -
Tables Add-ins Charts | Tours Sparklines Filters Links ~
B1 ~ F3 Industry <
A B © D B [F G H J K L M N |~
1 |Company Industry QlSsales Q2 Sales
2 |A. Datum Corparation Tech $195,443 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel 934,763 $246,554
5 |cCity Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 [Contoso, Ltd Misc $239,219 $287,989
2 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech 5579,825 5448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Enurth caffre Reverage 4/7R 740 567 21R hd
Sheetl | Sheeti(2) | @ [ 3
Ready Average: 537177.8667 Count 32 Sum: 8057668 | ] = 1 + 100%

2. Right click and select Hide from the context menu.

6 Cut
Em Copy
hD Paste Options:

iy

Paste Special...
Insert
Delete
Clear Contents

Format Cells...
Column Width...

quick analysis - Excel Michele Wiedemer 0

Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do

% B ® asee i TR Q gy Yy B B @ 40
— - 1 VA R T = S = Column &5 Timeline )
PivotTable Recommended Table  llustrations & My Add-ins - A Recommended ) _ Maps PivotChart 3D Link  Text Symbols
PivotTables s Charts L) R R - Map T Win/Loss - - B
Tables Add-ins Charts o Tours Sparklines Filters Links ~
Bl < £ Industry v
| A I I D E [? G H 1 K L M M Q p -
1 |Company Q2 sales
2 |A. Datum Corporation $746,907
3 |Adventure Works $733,396

11
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Here's how to unhide columns or rows. This example continues using the quick analysis.xlsx
file.

1. Highlight the column(s) to the left and right of the hidden column you want to unhide.
For example, highlight columns A and D if you want to unhide columns B and C.
Or if you want to unhide some row(s), highlight the rows above or below the hidden row
you want to unhide.

A D]

1 |Company Q2 Sales

2 |A. Datum Corporation 5746,907
3 |Adventure Works 5733,396
4 |Blue Yonder Airlines 5246,554
5 |City Power & Light 5674,295
& |Coho Vineyard 5659,385
7 |Contoso, Ltd 5287,989

2. Right click and select Unhide from the context menu.
3 Cut

By Copy
AD Paste Options:

iy

Paste Special...

Insert

Delete

Clear Contents
Format Cells...

Column Width...

Hide

Unhide

The column(s) or row(s) are now unhidden.

12
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Hide or Unhide Sheets

Entire worksheets can also be hidden.
Here's how to hide a worksheet. This example continues using the quick analysis.xlsx file.

1. Right click on the tab you want to hide at the bottom of the Excel window.
Select Hide from the context menu.

Insert...
L_‘X Delete
Rename
Move or Copy...
(;TJ View Code
[ Protect Sheet...
Tab Color 3

Select All Sheets

The worksheet tab is removed from the bottom of the Excel window.

Sheetl )

Ready

Here's how to unhide a worksheet. This example continues using the quick analysis.xIsx file.

1. Right click on any tab at the bottom of the Excel window.
2. Select Unhide from the context menu.

Insert...
L_‘X Delete
Rename
Move or Copy...
(;TJ View Code
[ Protect Sheet...
Tab Color 3
Hide

Select All Sheets

3. In the Unhide dialog box, select the sheet you want to restore.

Unhide sheet:

Sheet (2]

13
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4. Select OK.

H - -

quick analysis - Bxcel

Insert Page Layout Formulas Data View Add-ins

ACROBAT QuickBooks

Michele Wiedemer  E

Q Tell me what you want to do

“D (x’ Calibri Currency - I:..-—‘ D ,_? E‘“\nsert " Z " éY p
Em - - ¥ Delete - [¥] -
Paste - B I U- $ -0 s w5 o Conditional Formatas Cell ar . P Sort & Find &
- Formatting~ Table~ Styles~ B Format ~ Filter = Select =
Clipboard Font ] Alignment [F] Number [F] Styles Cells Editing ~
Q2 sales - 5 746907 hd
A | B | € D E | F | G | H | | J | K | L | M | N~
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 5733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 5659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 5644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 | Granhic Nesion Institute Eduratinn 722 290 4540 782 -
Sheet1 | Sheetl (2) ® 1 3
Ready Average: §550,372 Count 15 Sum: 58,255,581 i) o - ] + 100%

14
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Modify Worksheets

Insert and Delete Table Rows and Columns
Edit your worksheets by inserting and deleting rows and columns.

Here's how to add a new row. This example continues using the quick analysis.xlsx file.

1. Highlight the row below where you want to insert a row by clicking to the left of the row
number.

2. Select Insert from the Home tab on the Ribbon.

3. Select Insert Sheet Rows.

H S-¢&- - quick analysis - Excel Michele Wiedemer Ea) = m}
Insert Page Layout Formulas Review View Add-ins ACROBAT QuickBooks Q@ Tell me what you want to do & Share

ADEJ‘;' Calibri Er General - L:.‘J Q e insent - E‘ ’%Y p
Paste " B I U = = - S -% 9y | Wm Cond\ti.onal Formatas Cell E:n Insert Cells d &

A Formatting~ Table~ Styles - ot~
Clipboard & Font [F1 Alignment [F1 Number [P Styles €= Insert Sheet Rows I ~
AB = fe | CohoVineyard v

Q Insert Sheet
A B C D E F G H | M |«
1 |Company Industry a1 Sales 02 Sales
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel 5123,721 5733,396
4 |Blue Yonder Airlines Travel 5934,763 5246,554
City Power & Light Utilities $299,293 $674,295
= |Coho Vineyard Beverage 5228,783 5659,385
Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech 5579,825 5448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 [Enurth Coffes Reveraga 487/ 740 4567 21A hd
Sheetl | Sheetl (2 @® [l 3
Ready Average: 444084 Count: 4 Sum: 833168 B 0 - 1 + 100%

The blank row is added above the selected row. It is highlighted and ready for you to add
text.

H ©- = quick analysis - Excel Michele Wiedemer ) = O

Insert Page Layout Farmulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share

AD a" Calibri -1 - A = = &~ =3 General - ,_:.‘l ’_;3 E‘“Inser‘[ v & %Y p
Paste fa - B I U o o) = = = &= 3= <0 oo Conditional Formatas Cell £ Delete v Sort & Find &
© v i TACISS===-H-0 5% WA Formatting = Table~ Styles~ @meat' T Filter~ Select~
Clipboard & Font IF1 Alignment IF1 Number F] Styles Cells Editing ~
Ab d b3 v
A B C D E F G H J K L M |~
1 |Company Industry Q1 sales Q2 sales
2 |A. Datum Corporation Tech 5195,449 5746,907
3 |Adventure Works Travel 5123,721 $733,396
4 |Blue Yonder Airlines Travel 5934,763 5246,554
5 |City Power & Light Utilities $299,293 $674,295
6
7 |“¥ho Vineyard Beverage 5228,783 $659,385
8 |Contoso, Ltd Misc $239,219 $287,989
9 |Contoso Pharmaceuticals Medical $371,570 $644,368
10 |Consolidated Messenger Tech 5579,825 $448,399
11 |Eahrikam Ior Litilitie SA29 /AN SRS 474 -
Sheet! | Sheetl (2) (] ] v
Ready HH M - 1 + 100%

15
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Here's how to delete a row. This example continues using the quick analysis.xlsx file.

1. Highlight the row you want to delete by clicking to the left of the row number.

A B C D E F G H -
Company Industry Q1 Sales Q2 Sales

2 |A. Datum Corpaoration Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities $299,293 5674,295
E:'l ¥ho Vineyard Beverage 5228,783 5659,385
2 |Contoso, Ltd Misc £239,219 5287989
9 |Contoso Pharmaceuticals Medical $371,570 5644,368
10 | Consolidated Messenger Tech 4579,825 $448,399

1 |Fabrikam, Inc. Utilities $639,630 5635,474

2. Select Delete from the Home tab on the Ribbon.
H ©- 5 - 4 [d 5 quickanalysisxlsx - Excel Tom Chandler [ — O X

Home Insert Pagelay Formula Data Milestor Review View Develop TechMer Help Acrobat PowerP QuickBo J© Tellme |&

C T Calibri -1 - EE General - %Conditional Farmatting = g“‘lnsert - Z - ’é‘Tv
o D Eg~- B I U- A a E-~ $-9% » [FrormatasTable- fXDelete +| [~ P~

aste

- ~ & - A - - b GCE” Styles ~ Ex Delete Cells...
Clipboard Font [P Alignment e Number Styles -‘xl Deleie Sheet Rows ] A
Ab - I €

I:‘X Delete Sheet

3. Select Delete Sheet Rows.

The row is deleted.

A B C D E F G H -
Company Industry Q1 Sales Q2 Sales

2 |A. Datum Corporation Tech 5195,449 5746,907
3 |Adventure Works Travel 3123,721 §733,396
4 |Blue Yonder Airlines Travel $934,763 5246,554
5 |City Power & Light Utilities 299,293 $674,295
& |Coho Vineyard Beverage 5228,783 $659,385
7 |Contoso, Ltd Misc £239,219 5287989
8 |Contoso Pharmaceuticals Medical $371,570 5644,368
3 |Consolidated Messenger Tech 4579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 5635,474

1 |Fourth Coffee Beverage 3876,740 3567,216
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Adjust Row Height and Column Width

You can adjust row height and column width within your worksheets.

Here's how to widen a column. This example continues using the quick analysis.xlsx file.

1. Select the column you want to widen. When you hover the mouse over one of the dividers,
the cursor changes to a cross with double arrows.

H 9-¢&- - quick analysis - Excel Michele Wiedemer ) m}
Insert Page Layout Farmulas View Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share

“D % Calibri = General - D 5’ %"Iﬂser‘t " Z ’ '%Y p

= : - X Delete ~ - !
Paste B I U- = = $ -0 (_»o.g _’Og Cond\tl.onal Formatas Cell e Spn& Find &
- Formatting~ Table~ Styles~ [ Format~ " Filter - Select ~
Clipboard 1 Font = Alignment & Number = Styles Cells Editing ~
Al &2 Jfe | Company v
A I + I B c D E F G H J K L M [~

1 |Company '-mstrv Q1 sales Q2 sales

2 |A. Datum Corporation Tech 5195,449 5746,907

3 |Adventure Works Travel $123,721 $733,396

4 |Blue Yonder Airlines Travel 5934,763 5246,554

5 |city Power & Light Utilities $299,293 $674,295

& |Coho Vineyard Beverage $228,783 $659,385

7 |Contoso, Lid Misc $239,219 $287,989

8 |Contoso Pharmaceuticals Medical 5371,570 5644,368

9 |Consalidated Messenger Tech 5579,825 5448 399

10 |Fabrikam, Inc. Utilities $639,630 $635,474

11 |Enurth Coffen |Reveraga 4a7R 740 4567 21R -
Sheetl | Sheeti(2) | & < »

Ready Count: 16 H M - 1 + 100%

2. Drag the border to the new width. The screen tips indicate the width of the column.

H S-¢&- - quick analysis - Excel Michele Wiedemer Ea) = m}
Insert Page Layout Formulas View Add-ins ACROBAT QuickBooks Q@ Tell me what you want to do & Share
“D % Calibri = General - D Q %"Iﬂser‘t " z ’ '%Y p
By ~ - £ Delete ~ ®
Paste B I U- = = $ -0 0 o Conditional Formatas Cell e Sort & Find 8
b Formatting~ Tabler Styles~ [l Format ~ T Filter~ Select~
Clipboard Font (] Alignment (] Number ] Styles Cells Editing ~
Al = £ || Companv v
Width: 29.29 (210 pixels)
A &+ B ) D E [ G H 1 K L -
1 |Company Industry a1 Sales 02 Sales
2 |A. Datum Corporation Tecl 5195,449 5746,907
3 |Adventure Works Travel 5123,721 5733,396
4 |Blue Yonder Airlines Travel 5934,763 5246,554
5 |city Power & Light Utilities $299,293 $674,295
& |Coho Vineyard Beverage 5228,783 $659,385
7 |Contoso, Ltd Mis $239,219 $287,989
3 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consclidated Messenger Tecl 5579,825 $448,399
10 |Fabrikam, Inc. utilities $639,630 $635,474
111Enurth Caffea |RevErage S876A 740 4567 216 hd
Sheetl | sheeti@ | @ 4 v
Ready Count: 16 H |- 1 + 100%
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Insert Headers and Footers

You can add headers and footers to your worksheet for printing. You can only see the headers
and footers if you are in Page Layout view, or in Print Preview, or on printed pages.

Here's how to insert a header and footer. This example continues using the quick analysis.xlsx
file.

1. Select the Insert tab from the Ribbon.
2. Select Text.
3. Select Header & Footer.

quick analysis - Excel Michele Wiedemer B

Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do

) D | | @ store 1> TR s 1 P Line ] Slicer = IPE I
* N - Wl i = 'l Column | EFTimeline &
PivotTable Recorr ded Table 1S 8My s o B Recommended L Maps PivotChart 3D == Link Text 'mbols
PivotTables b Charts L RS S - Map ~ 15 Win/Loss o -

fables Add-ins Charts . Tours Sparklines
D
£

Text | Header WordArt Signature Object
Box | & Footer - Line~

Text

4. The Header opens. You can insert text in the left, middle, or right sections of the header.

=] s

Home Insert Page Layout Formulas Data Review ACROBAT QuickBooks Design W e |} Share

D D |E'\ @ = @ D Ij‘l;l |__| [ Different First Page [+/] Scale with Document

Header Footer ~ Page MNumber Current Current  File File Sheet Picture Format Goto Goto [ pifferent Odd & Even Pages Align with Page Margins

A - Mumber of Pages Date Time Path MName Name Picture | Header Footer
Header & Footer Header & Footer Elements Navigation Options ~
A3 =4 fe | Adventure Works v
-
Fl 3 ] 5 6| 7]
A B z D E F G H |

Header
1 Company Industry Q1 sales Q2 sales
2 A. Datum Corporation Tech $195,449 $746,907
3 Adventure Works Travel §123,721 $733,396
4 Blue Yonder Airlines Travel $934,763 $246,554 .
Sheetl Sheet1 (2) 4 »
Ready Page:1o0f1 B 0 - +

5. Select Go to Footer from the Header & Footer Design tab on the Ribbon to add footer
text to the left, in the middle or to the right.

d v quick analysis - Excel eader & Fo... Michele Wiedemer ]

Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tellme |2 Share

Header Footer Page Mumber Current Current  File File Sheet Picture Format  Gotol Goto [ pifferent Odd & Even Pages Allgn with Page Margins
© © Number of Pages Date Time Path MName Name Picture | Headef Footer

D D |—|? @ = @ g L—‘I;I l Different First Page [ Scale with Document

Header & Footer Header & Footer Elements Mavigation Options A
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=) -

quick analysis - Excel

Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT

QuickBooks

. Michele Wiedemer

Design Q Tell me

B —
D D @ = @ D | Ll [ Different First Page Scale with Document
Header Footer ~ Page MNumber Current Current  File File Sheet Picture Format Goto Goto [ pifferent Odd & Even Pages Align with Page Margins
- - MNumber of Pages Date Time Path MName Name Picture = Header Footer [
Header & Footer Header & Footer Elements Navigation Options ~
A3 4 fe | Adventure Works v
-
A E 3 ] 7]
A B Z D E G H |
47]
= Footer
-
Sheetl Sheet1 (2) 4 »
Ready Page:1of1 ] B = +

Change Worksheet Tab Color

You can color code the different worksheets in a workbook.

Here's how to change the worksheet tab color. This example continues using the quick

analysis.xlsx file.

1. Right click on the tab you want to change at the bottom of the Excel window.

2. Select Tab color from the context menu.

Insert...
|=_'>.; Delete
Rename
Move or Copy...
(’ﬂ View Code
[ Protect Sheet...
Tab Color 3
Hide

Select All Sheets

3. Select a color from the color options.

Theme Colors

Standard Colors
[ J EEEER

l:‘ Mo Color

wy More Colors...
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The tab is highlighted with the selected color.

H -

Insert

Page Layout

Formulas

Data

quick analysis - Excel

Review View

Add-ins

ACROBAT

QuickBooks

Tell me what you want to do

Michele Wiedemer

cal

\Q Share

&D 3‘) Calibri %WrapTﬂt Currency - L:,‘J Q %"Insert T Z- %Y p
Paste f- B I U =Y $ -9 » %0 o Conditional Formatas Cell £ Delete - . Sort & Find &
= - erge & Center - : " >0 matting~ Table~ Styles~ | B Format~ " Filter~ Select -
Clipboard Font ] Alignment F] Mumber ] Styles Cells Editing ~
D2 - fe 746507 7
A B C D E F G H | J K L M N |~
1 |Company Industry Q1 5ales Q2 5sales
2 |A. Datum Corporation Tech $195,449 $746,907 _|
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Enurth Caffes 4876 740 567 216 hd
| Sheeti l Sheet1 (2) I @ [l v
Ready izt] m - 1 + 100%

Rename Worksheet
The context menu also allows you to change the name of a worksheet.

Here's how to rename a worksheet. This example continues using the quick analysis.xIsx file.

1. Rightclick on the tab for the worksheet you want to rename.
2. Select Rename from the context menu.

Insert...

Delete

Move or Copy...
View Code

Protect Sheet...
Tab Color 3

Hide

Select All Sheets

The

Home  Insert  Page Layout

Formulas.

Data

Review

quick analysis - Excel

Add-ins  ACROBAT

current name of the worksheet is highlighted.

QuickBooks

Michele Wiederner

Q Tell me what you want to do

& Share

Rl Flefer Split View Side by Side
Hide Synchronous Scrolling

Normal Page Break Page Custom | [7] Gridlines. [ Headings Zoom 100% Zoomto | New Amange Freese o R Switch | Macros

Preview Layout Views Selection | Window  All Panes Unhide Reset Window Position. | windows -

Workbook Views Show Zoom Window Macros ~
B2 i f | Tech v

A B (9 D E F G H J K L M N c[~
1 |Company Indust Qi sales Q2 sales
2 | A. Datum Carporation Tech 1 s195449 $746,907
3 Adventure Works Travel $123,721 $733,396
4 Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals  Medical $371,570 $644,368
9 |Consolidated Messenger  Tech $579,825 $448,399
10 Fabrikam, Inc. utilities $639,630 $635,474
11 Enurth Cnffe Ravear: 4876 740 SA7 21A. -
Sheet! | Sheetl (2) ® 4 v

Ready i o = +
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3. Enter the new name over the highlighted text and press Enter.

H - quick analysis - Excel Michele Wiedemer B9
Home  Insert  Page Layout meEx Data  Review Add-ins  ACROBAT  QuickBooks @ Tell me what you want to | Share
l:l D ]DJ Ruler Formula Bar Q [‘3) @ = E gl ETsplit [ View Side by Side EE E—'r
Ll ] ™ Hide Synchronous Scrolling &l
Nommal Page Bresk. Psge Custom | 7] Giidines [7] Headings | Z00m 100% Zoomto | New Amange Free:e = R Switch  Macros
Preview Layout Views Selection  Window Al Panes~ | Unhide Reset Window Position | Windows - |~
Workbook Views Show Zoom Window Macros ~
B2 i £ | Tech v
A B (9 D E F G H J K L M c[~
1 |Company Industr Q1 Sales Q2 sales
2 |A. Datum Carporation Tech 1 s195449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7_|Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals  Medical $371,570 $644,368
9 |Consolidated Messenger  Tech $579,825 $448,399
10 |Fabrikam, Inc. utilities $639,630 $635,474
11 Enurth Cnffe Revera 4876 740 SA7 21A. -
Sheet1 | Name @ < v
Ready i) o =
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Format Workbooks

Copy and Move Worksheets

You can create new worksheets by copying an existing one. Once you have multiple
worksheets, you can move them to reorganize the order they appear in the workbook

Here's how to move a worksheet. This example continues using the quick analysis.xlsx file.

1. Select the worksheet tab that you want to move. The cursor has a small icon next to it to
indicate you are moving a worksheet.
2. Drag the selected sheet to the new location in the workbook. A small black triangle shows
where the worksheet will be placed.

H - quick analysis - Excel Michele Wiedemer  E
Insert Page Layout Formulas Data View Add-ins ACROBAT QuickBooks Q Tell me what you want to do
C T “ e | = = - Eolnsert - 2 - A
Calibri - AN == - E | Geneal - = 4 .} Ad p
0 Bg - & % Boaee - [ 2
Paste B I U-~- . Mo .| === s=3= I S TR T Conditional Formatas Cell e Sort & Find &
- ¥ a o 4 - = o Formatting~ Table~ Styles~ 1 Format - T Filter = Select~
Clipboard Font ] Alignment [F] Number [F] Styles Cells Editing ~
G12 - A v
A B T D E F G H J K L M N~
13 |Humongous Insurance Financial $682,545 §577,599
14 |Litware, Inc. Tech 5902,264 $206,331
15 |Lucerne Publishing Misc $905,906 $443,552
16 Margie's Travel Travel $289,570 $843,834
17
18
19
20
21
22
- -
Sheetl | Sheet2 H ® 1 3
Ready i @ = i + 100%

Here's how to copy a worksheet.

1. Right click on the worksheet tab that you want to copy.
2. Select Move or Copy.

N
X

Insert...
Delete

Rename

Move or Copy...

&
B

View Code

Protect Sheet...
Tab Color 3
Hide

Select All Sheets
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w

Highlight where you want the new sheet to be added.
4. Check the Create a copy box.

Mave or Copy ? *
Move selected sheets

To book:

quick analysis.xlsx ~

EBefore sheet:

Sheet2
[move to end)

LCreate a copy

5. Select OK.

The new sheet is created in the selected location with the same name as the original sheet,
but with a number appended to the name.

H - s quick analysis - Excel Michele Wiedemer [ O
Insert Page Layout Formulas View Add-ins ACROBAT QuickBooks Q@ Tell me what you want to do |52 Share
‘D g" Calibri MR W General - l_:.'l '_? Em‘”““ X ‘%Y p
) - \ £ Delete - - !
Paste v B I U- fi- M- A' = = - $ -9 2 Hm Condlt\.ona\ Formatas Cell s . ¢. S.ort& Find &
- Formatting~ Table~ Styles~ X Format & v Eiero Select»
Clipboard Font [F] Alignment [F] Number ] Styles Cells Editing ~
G12 hd F v
A B © D E F G H J K L M N =
1 Company Industry Q1 sales Q2 sales
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel §123,721 §733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 5644,368
9 |Consolidated Messenger Tech $579,825 5448, 399
10 Fabrikam, Inc. Utilities $639,630 $635,474
11 |Enurth Coffes Bevarage SR7A 740 S5R7 216 -
Sheetl | Sheetz | Sheetl (2) ® [l 3
Ready i - 1 + 100%
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Modify Page Setup

The Page Setup dialog box allows you to set up the layout and print options for a page.

Here's how to open the Page Setup dialog box. This example continues using the quick
analysis.xlsx file.

1. Select the Page Layout tab on the Ribbon.
2. Select the small square in the Page Setup group.

quick analysis - Excel Michele Wiedemer

Home Insert Page Layout Formulas Data Review =" Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share

j [ Colors - E F‘W IE [‘E ,% E':S\ oaWidth: Automatic - Gridlines Headings |.1Bring Forward - [ Align -
= D ﬁ E 0 Send Backward -

Fonts - i ) ! E:I]Ha\ght: Automatic - View View Group
Themes —_ Margins Orientation Size  Print Breaks Background Print - &
= Effects - = - -  Arar Titles ] Scale: 100% 5 [Jprnt [ Print  {f; Selection Pane Rotate
Themes Page Setup I [F] I Scale to Fit [F] Sheet Options [F] Arrange ~

The Page Setup dialog box opens to the Page tab. You can then change options as needed.
For a detailed explanation of each option click the question mark in the top right of the dialog box. This
will cause a web page to open in your browser that explains each option.

Page Setup *

Margins  Header/Footer Sheet

Crientation
by .
@ Portrait OI__andscape
Secaling

(@ Adjustto: 100 |5 % normal size

O Fit to: 1 +/ page(s) wide by |1 > tall
Paper size: Letter ~
Print guality: | 600 dpi ~

First page number: | Auto

Print... Print Preview Options...
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Change Workbook Themes

Changing the theme instantly changes the colors, fonts and effects used in your workbook.

Here's how to change the theme. This example continues using the quick analysis.xlIsx file.

1.
2.
3.

Select the PAGE LAYOUT tab from the Ribbon.
Select THEMES.
Select a new theme from the gallery. Hover your mouse over an option to see a preview of
each theme before you apply it.

Office

B |

A ]

As ]

|'|f| Browse for Themes...
'!_'E Save Current Theme...

Office Facet Gallery Integral
Ly
Aa Aa Aa Aa
EEEEEE LU L] LU L] LU L]
lon lon Board... Organic Retrospect
Ly b
Aa Aa Aa A2
LU L] LU L] L L] L] LD
Slice Wisp Atlas Badge
b
Aa Aa Aa Aa
Ll UL B L] Ll L] -
Banded Basis Berlin Celestial
Ly
Aa Aa J Aa Aa
Ll L] L L] Ll L1 L
Circuit Crop Damask Depth

-

-
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Customize Options for Worksheets and Workbooks
Add a Tool to the Quick Access Toolbar

The Quick Access Toolbar is at the very top left corner of the Excel window. It has the Save,
Undo, and Repeat commands available by default, but you can add almost any command you
need for quick access.

Here's how to add a tool to the Quick Access Toolbar. This example continues using the quick
analysis.xlsx file.

1. Select the small arrow in the top left corner of the window.

H ©- quick analysis - Excel Michele Wiedemer = O
Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share
il v | = A -
* [ otibr i A x  EB ®- 5 ||curengy - = 2] B Eolnset - 3 Ay /O
Do = *  F Zopuee - - 2
Paste BIU-|&E. MH - A-===e=3x= . §-095 5 <p g9 Conditional Formstas Cell 2, Sort & Find &
- ¥ =Tl= £ ==1= ® 2% Fommatting= Table Styles~ | (] Format~ | & = Fiperv Selact~
Clipboard Font Fl Alignment ] Number ] Styles Cells Editing ~

2. Select a tool to add it to the Quick Access Toolbar, or deselect a tool to remove it from
the Quick Access Toolbar.

Customize Quick Access Toolbar

v Automatically Save
MNew
Open

v Save
Email
Quick Print
Print Preview and Print
Spelling
Undo
Redo
Sort Ascending
Sort Descending
Touch/Mouse Mode
More Commands...

Show Below the Ribbon
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Zoom

Zoom the view in or out on your worksheet depending on whether you need to see details

close up or look at the big picture.

Here's how to zoom to a selection. This example continues using the quick analysis.xlsx file.

1. Highlight the cells to view.
. Select the VIEW tab from the Ribbon.
3. Select ZOOM TO SELECTION.

xal O
Page La a ata R View ACROBA Q
I:l D [DJ Ruler Formula Bar Q [E) Q TE E I;l 1 split [T View Side by Side EE
ﬂII T Hide Synchronous Scrolling .
MNormal Page Break Page Custom Bl Headings Zoom 100% ) Zoom to Mew Arrange Freeze . Switch Macros
Preview Layout Views Selection |Window Al Panes~ [ | Unhide Reset Window Position  windows + -
Workbook Views Show Zoon} Window Macros ~

4. The view fills the screen with the selected cells.

H - s

quick analysis - Excel

Michele Wiedemner

]

File Home Insert Page Layout Formulas Data Review Add-ins ACROBAT

QuickBooks

Q Tell me what you want to do

l:l D [@ Ruler [ Formula Bar Q [E)m @ L_EI E El E_Sp“t m‘f‘ms‘d” side EEJ =
Normal Page Break Page CUStOM [ Griclines (/] Headings Zoom 100% Zoomto = Mew Armange Freeze I - Mh. Switch | Macros
Preview Layout Views Selection  Window Al Panes- L Unhide Reset Win sition  Windows= | -
‘Workbook Views Show Zoom ‘Window Macros -~
Az 57 F3 Contoso Pharmaceuticals v
A B C D :
7 Contoso, Ltd Misc $287,989
8 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
Sheet1 @ 4 3
Ready Average: 553211 Count: 12 Sum: 3319266 ﬁ E - 1 + 231%

Here how to use the ZOOM dialog box. This example continues using the quick analysis.xlsx

file.

1. Select the VIEW tab from the Ribbon.
2. Select Zoom.
3. Select the desired magnification.

Zoom ? *

Magnification
O 200

O15%

O 0%

O 25%

() Eit selection
Ogustom: 100 |%

Cancel
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4. Select OK.

You can also change the magnification by moving the Zoom slider at the bottom right of the
window.

|Ready Average: 553211 Count: 12 Sum: 3319266 | [ EI- 1 + 100% I

Change Workbook Views

The default view for working in Excel is the normal view, so that you can easily enter data.

Here's how to change the document view. This example continues using the quick analysis.xlsx
file.

1. Select the VIEW tab from the Ribbon.

H - H quick analysis - Excel Michele Wiedemer 08 O
Home Insert Page Layout Formulas Data Review Add-ins ACROBAT QuickBooks Q Tell me what you want to do |& Share
== = - - _, = [ split [ View Side by Side o=
l:l D “:J o o " q [;:I @ i E lgl ™ Hide Synchronous Scrolling I:'E D
Normal Page Break Page Custom Tl Headings Zoom 100% Zoomto Mew Arrange Freeze o o Switch Macras
Preview Layout Views Selection Window Al Panes~ . Unhide Reset Window Position  windows - @
Workbook Views Show Zoom Window Macros ~
2. Choose one of the following views:
H o e Select NORMAL to focus on entering data.
PRSI ¢ Select PAGE BREAK PREVIEW to view the where the page breaks
= B [ will appear when the file is printed.
Normal PageBreak Page Custom|  ®  O€lect PAGE LAYOUT to view how the will look printed or to

Ptz g ars work with the headers and footers.
Workbook Views

Switch Windows

You can simplify working with multiple Excel files by using the Switch Windows tool.

Here's how to switch from one open workbook to another. This example uses the
Sample CSV.csv file and continues using the quick analysis.xlsx file.

1. Select the View tab on the Ribbon.
2. Select Switch Windows.
3. Select the workbook you want to view from the list.

H ©- i quick analysis - Excel Michele Wiedemer [l
Home Insert Page Layout Formulas Data Review Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share
l:l D “:J Ruler Formula Bar Q I:E) Q TE E gl £ split LURicubelbice EE
ﬂ:il T Hide Synchronous Scrolling
MNormal Page Break Page Custom Gridlines Headings Zoom 100% Zoomto Mew Arrange Freeze . R — Switch Macros
Preview Layout Views Selection Window All  Panes~ = s =E cewrasIte Windows - <
Workbook Views Show Zoom Window Llaco -~

1 Sample CSV

v 2 quick analysis
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Modify Document Properties

You can view and edit workbook properties such as Title, Author and Keywords.

Here's how to edit the document properties of an Excel workbook. This example continues
using the quick analysis.xlsx file.

1. Select the File tab from the Ribbon to open the Backstage View.

n

In the Backstage view, select the Info tab (if it isn’t already showing)

3. In the Properties section on the right side of the screen, you can change the Title, Tags,
and Categories, add an author, or click Show All Properties to change other properties.

New

Open

Save

Save As

Save as Adobe
PDF

Print

Share

Export

Publish

Close

Account

Feedback

Options

quick analysis - Excel

Info

quick analysis
C: » Users » mbwie » Dropbox » 1 Projects » CTM » Excel 2016 Essentials » Sample files

Praotect Workbook
) Control what types of changes people can make to this workbook.
Protect
Workbook ~
A Inspect Workbook
h = Before publishing this file, be aware that it contains:
Clhe(kfor Document properties, printer path, author's name and absolute path
ssues v

Content that people with disabilities find difficult to read

—rj Manage Workbook
Q @Tuday, 11:00 AM (autorecovery)
@Yesterday, 4:30 PM (when | closed without saving)

Browser View Options
Q) Pick what users can see when this workbook is viewed on the Web.
Browser View
Options

Michele Wiedemer 7 = ] X
Properties -
Size 9.98KB
Title Add atitle
Tags Add atag
Categories Add a category

Related Dates
Last Modified
Created

Last Printed

Related People

Author

Last Modified By

Related Documents

Open File Location

Show All Properties

Today, 11:00 AM
1/30/2013 1:29 PM

MW Michele Wiedemer

Add an author

MW Michele Wiedemer
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Show or Hide Formulas
You can control how you view formulas and values in your workbook.

Here's how to show or hide formulas. This example uses the SampleCost Analysis.xlsx file.

1. Select the FORMULAS tab from the Ribbon.
2. Select SHOW FORMULAS.

H ©- = SampleCost Analysis - Shared - Excel Michele Wiedemer (]

Home Insert Page Layout Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do | Share

fx > AutaSum - Logical = E Lookup & Reference ~ 9 Define Name ~ E:“—‘ Trace Precedents m
e Recently Used = Text ~ @ Math & Trig ~ T fx Use in Formula “:ETG(E Dependents ¢ Error Checking - ‘::;3 Calculation 2
Function E Financial = @ Date & Time ~ u Mare Functions = Manager [5 Create from Selection B’\ Remove Arrows = (%) Evaluate Formula Window ~ Options - ]
Function Library Defined Names Formula Auditing Calculation ~
B12 h 5 =SUM(B2:B11) v
A B c ] E -
1
2 | Parts and materials .1 325000
3 | Manufacturing equipment 900500
4 | Salaries 575000
5 | Maintenance 395000
6 | Office lease 295000
"r: Warehouse lease 250000
8 Insurance 180000
g9 | Benefits and pensions 130000
19| Vehiclss 125000
11_ Research [aeerten
:Ié Tatal I =SUM(B2:B11) I
Cost Data | Pareto Chart | ® [l 3
Ready H m - 1 + 100%
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Configure Worksheets and Workbooks for Distribution

Print

The print command gets your worksheet from the computer to paper. This example uses the

quick analysis.xlsx file.

Here's how to modify print settings and print all or part of the document.

1. Select the FILE menu from the Ribbon.
2. Select the PRINT tab from the left tabs.

Print

= Copies: |1

Print

Save As Printer

Save as Adobe
PDF = Ready

Print

. 5905.906
Settings Py
Share D Print Active Sheets
Only print the active sheets
Export - -
Pages: .| to .
Publish E Print One Sided
Only print on one side of th...
Cl
o5 EE Collated .
123 123 123
Account D Portrait Orientation -
Feedback |:| Letter
-
85" x 11"

Options

DD No Scaling

HP ePrint + JetAdvantage

Printer Properties

@ Normal Margins
Left: 0.7" Right 0.7

-
(B0 Print sheets at their actual size

Page Setup

quick analysis - Excel Michele Wiedemer 7 = m] *

Industry 0 Sales

3. Select the desired printer from the PRINTER drop down list.
4. In the SETTINGS area click the first drop down to change which sheets / ranges will be

printed.

Ij__l Print Active Sheets [ ]
Only print the active sheets

I;I Print Entire Workbook
Print the entire workbook [ ]

E' Print Selection
Only print the current selection

Ignore Print Area

PRINT ACTIVE SHEETS — prints the worksheet you are currently
viewing

PRINT ENTIRE WORKBOOK - prints all worksheets in the
workbook

PRINT SELECTION - prints only the cells you currently have
selected
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5. In the Settings area click the last drop down to change the print scaling settings.

N e ¢ No Scaling - Print sheets at their actual size
nnt sheets a €Ir actual size

e e Fit Sheet on One Page — Shrinks the printout so that it fits
Fit Sheet on One Page

"@" Shrink the printout so that it fits on one page
on one page . . .

. Fit All Columns on One Page ¢ Fit All Columns on One Page - Shrinks the printout so that

-)%(- Shrink the F.:.rintc:ut so that it is it is one page Wide
one page wide

g FitAllRows on One Page e Fit All Rows on One Page - Shrinks the printout so that it is

[j[ Shrink the printout so that it is .

& one page high one page high

Custom Scaling Options.. e Custom Scaling Options — Opens the Page Setup dialog

box to set custom scaling options

Set a Print Area

A print area is a designated range of cells that can be printed without printing the whole worksheet. This
defined area is saved with the workbook, so that it can be reused later.

Here's how to set a print area. This example continues using the quick analysis.xlsx file.

1. Select the cells you want included in the print area.
2. Select the Page Layout tab on the Ribbon.
3. Select Print Area.
4. Select Set Print Area.
quick analysis - Excel Michele Wiedemer Eal O
Home Insert Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do |r_,¢ Share
j B Colors + E D“ IE IEE b\_l E:D:‘ eod Width: |Automatic ~| Gridlines Headings . Bring Forward ~ [ Align~
— FDnts' N D ) ! Ml E” E_I]Hawght: Automatic ~| [ View [ View 0 Send Backward ~ Group
Themes Margins Orientation Size | Print JBreaks Background Print = E
- ecks ~ - - - - - cale: . rint rint | gl; Selection Pane otate
(@] et Area Titles | el Scal 100% Oe Oe Selection P R
Themes ] Scale to Fit [F] Sheet Options I Arrange ~
E‘E- Set Print Area
AB &2 e = =
Clear Print Area
A B = E F G H | J K L ] N =
1 |Company Industry Q1lSales Q2 Sales
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel §123,721 5733,396
4 |Blue Yonder Airlines Travel 934,763 5246,554
5 |city Power & Light Utilities $299,293 $674,295 o
6 |Coho Vineyard Beverage 228,783 5659,385
7 |Contoso, Ltd Misc $287,989 A
8 Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 5448, 399
E] rahril L m Lasilidi I 7 -
Sheetl ® ‘ 3
Ready Average: 4842546 Count: 24 Sum: 4842546 B M- 1 + 1003
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Save in Another File Format

The Save As command allows you to save your workbook in a different file format, as well as in
a different location.

Here's how to save a workbook in another file format. This example continues using the
quick analysis.xIsx file.

1. Select the FILE menu from the Ribbon.
2. Select SAVE AS from the left tabs.

quick analysis - Excel Michele Wiedemer ~ ? = O b
Save As
New
R [\ C: > Users > mbwie > Dropbox > 1 Projects > CTM = Excel 2016 Essenti...
Open @ ecent
quick analysis
Save Excel Workbook (*xdsx) || k& save
p OneDrive - Personal More options...
- -
Save As mbwiedemer@yahoo.com
Save as Adobe E:| This BC Name Date modified
PDF =
@ quick analysis.xlsx 11/27/2017 2:47 PM
Print == Add aPlace
Share @ SampleCost Analysis.xlsx 11/28/2017 11:20 AM

Browse
Export

3. Select the format from the drop down list.

@ quick analysis - Excel Michele Wiedemer ~ ? = O b
Save As
New
@ Recent [\ C: > Users > mbwie > Dropbox > 1 Projects > CTM > Excel 2016 Essenti...
@ quick analysis
Save Excel Warkbook (*xs) S | Ed save
6 OneDrive - Personal
Save As mbwiedemer@yahoo.com Excel Macro-Enabled Workbook (* xdsm)
Workbook (*xisb)
Save as Adobe E:| This PC Vorkbook (*xls) odified
PDF = -8 (Comma delimited) (*.csv)
XML Data (*xml) 17 2:47 PM
Print = AddaPlace Single File Web Page (*.mht, *.mhtml)
) Web Page (*.htm, * html) (DT
Share Excel Template ("It
Browse Excel Macro-Enabled Template (* dtrm)
Export Excel 97-2003 Template (*.xt)
Text (Tab delimited) (*.txt)
Publish Unicode Text (*.txt)
XML Spreadsheet 2003 (*xmi)
Close Microsoft Excel 5.0/95 Workbook (*.xls)
€SV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Account Text (Macintosh) (")
Text (MS-DOS) (".bt)
Feedback CSV (Macintosh)
CSV (Ms-DOS) (-
Options DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*:slk)
Excel Add-in (*xlam)
Excel 97 Add-in (*da)
PDF (".pdf)
XPS Document (*xps)
Strict Open XML Spreadsheet (*.dsx)
OpenDocument Spreadsheet (*.ods)

4. Select SAVE.
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Repeat Columns or Rows Across Multiple Pages

A print title is a group of rows and/or columns that are repeated at the top or left side of each
printed page.

Here's how to create print titles. This example continues using the quick analysis.xlsx file.

1. Select the Page Layout tab on the Ribbon.
2. Select Print Titles.
3. Select the Rows to Repeat at Top field.

Page Setup ? *

Page Margins  Header/Footer

Print area: *
Frint titles

Rows to repeat at top: +

Columns to repeat at left: +
Print

[ Gridlines Comments: [Mone) w

[] Black and white -

Cell grrors as: | displayed ~

[] Draft guality
|:| Row and column headings

Page order
Down, then over  |E=f= Ea==
@o EE EJF, B8
(O Cver, then down | ==} ===
EE SJE 35

Print... Print Preview Options...

4. Point to the left of the row you want to use as a Print Title. The cursor changes to an
arrow. Select the row. The reference is added to the Rows to repeat at top field.

Page Setup

Home Insert Page Layout Formulas Data Review V]
ol Page Margins  Header/Footer  Sheet
Lolors
—-I A|Fonts Print area: +
Themes e Margins Orientation Size  Print Breaks Background $'|i|m Print titles
e Area itles
Themes PageSetup Rows to repeat at top: S1:S1| e o
Columns to repeat at left: +
o
Al 5 Company Print
A B C D [ gridiines Comments: | (None) v N[~
= |Company lindustry __ a1sales Q2 sales [ Black and white Cell errors as: | displayed -
2 |A. Datum Corporation Tech $195,449 $746,907 [ oraft quality
3 |Adventure Works Travel $123,721 $723,396 [ Row 2nd calumn headings
4 Blue Yonder Airlines Travel 934,763 246,554 Page order
5 |City Power & Light Utilities $299,293 $674,295 (®) Down, then over E‘E’ E E—EE
6 Coho Vineyard Beverage $228,783 $659,385 O ouer, then down B LE =
e
7 |Contoso, Ltd Misc $287,989
8 |Contoso Pharmaceuticals  Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474 FBrint... Print Preview Options...
11 Fourth Coffee Beverage $876,740 §567,216
-
- P, - - Cancel
Seetl | @ Lo ] e
Point = L = i

5. Select the Columns to repeat at left field.
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6. Point to the top of the column you want to use as a Print Title. The cursor changes to an
arrow. Select the column. The reference is added to the Columns to repeat at left field.
7. Select OK.

| Page Setup

Home Insert Page Layout Formulas Data Review
K col Page Margins ~ Header/Footer ~ Sheet
Lolors
A |Fonts Print area: *
Themes Margins Orientation Size Print Breaks Background Print Print titles
Effects Area Titles
Themes Page Setup Rows to repeat at top: 51:61 + ~
Columns to repeat at left: | SA:54 +
-
Al 5 Company Print
A ! B c D [ Gridiines Comments: | (None) - N[~
1 JCompany Industry Q1 Sales Q2 sales D] giack and white Cell errors as: | displayed -
2 IA. Datum Corporation Tech $195,449 $746,907 L Drat guality
3 |Adventure Works Travel $123,721  $733,29% [ Rew and column headings
4 |Blue Yonder Airlines Travel $934,763 $246,554 Page order
5 ICity Power & Light utilities $299,293 5674,295 (®) Dowm, then over
6 ICoho Vineyard Beverage $228,783 $659,385 O Over, then down
7 |Contosa, Ltd Misc $287,989
8 |Contoso Pharmaceuticals Medical $371,570 5644,368
9 |Consolidated Messenger Tech $579,825 5448, 399
10 JFabrikam, Inc. utilities $639,630 $635,474 Frint... Print Preview | | Options...
11 |Fourth Coffee Beverage $876,740 $567,216
- o - -m_ Cancel -
Sheet1 I v
Point i) o= +
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Inspect a Workbook for Hidden Properties and Personal

Information
When preparing a workbook to share with others, you may want to remove certain types of
information or objects.

Here's how to inspect a workbook for hidden properties and personal information. This
example continues using the quick analysis.xlsx file.

Make sure you've saved the workbook.

Select the FILE menu from the Ribbon.

The INFO area should open. If not, select the INFO tab from the left tabs.
Select CHECK FOR ISSUES.

N =

quick analysis - Excel MWichele Wiedemer 7 = O X
quick analysis
Open C: = Users » mbwie » Dropbox » 1 Projects » CTM = Excel 2016 Essentials = Sample files
Save Praotect Workbook Properties
» Cantrol what types of changes people can make ta this workbook. T T
Save As Protect
Workbaok - Title Add a title
Save as Adobe Tags Add a tag
PDF Categories Add a category
P Inspect Workbook
Print (%)
h = Befare publishing this file, be aware that it contains: Related Dates
Share CI’:::?’ Document properties, printer path, author's name and absolute path Last Modified Today, 12:45 PM
Content that people with disabilities find difficult to read — R S
Export Last Printed Today, 1:00 PM
Publish —ﬁ Manage Workbook Related People
Ql 85 Today, 12:45 PM (autorecovery) p
Manage ™ Author
a ) ) .
daz Workbook ~ @] Today, 12:33 PM (autarecovery) MW Michele Wiedemer
@] Today, 11:25 AM (autorecavery)
@7 Today, 11:00 AM (autorecovery) Add an author
Account ﬁ\’asterday, 4:30 PM (when | closed without saving) Last Modified By MW Michele Wiedemer
Feedback
ont Browser View Options Related Documents
ions
= 1) Pick what users can see when this workbook is viewed on the Web, Open File Location
Browser View
Options Show All Properties

5. Select INSPECT DOCUMENT.

=\ Inspect Document

Check the workbook for hidden properties
or personal information.

[B Check Accessibility
@ Check the workbook for content that people
with disabilities might find difficult to read.
2 Check Compatibili
e

Check for features not supported by earlier
versions of Excel.
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6. Check the boxes for the items you want to check.

To check the document for the selected content, click Inspect.

~
Inspects the document for comments.
Document Properties and Personal Information
Inspects for hidden metadata or persanal information saved with the document.
Data Model
Inspects Data Model for embedded data that may not be visible on the sheets,
Content Add-ins
Inspects for Content add-ins saved in the document body.
Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.
PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines
Inspects for PivetTables, PivotCharts, cube formulas, slicers, and timelines, which may
include data that's not visible on the sheets,
Embedded Documents
Inspects for embedded documents, which may include information that's not visible in v
the file
Review the inspection results.
@ Comments ~
Mo items were found.
| Document Properties and Personal Information Remove Al
The follawing document information was found:
* Document properties
* Author
* Related dates
* Absolute path to the workbook
* Printer properties (e.g. printer path, secure print passcode, etc)
@ 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.
@ PFivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines
No PivotTables, PivotCharts, cube formulas, slicers, or timelines were v

found.

1 MNote: Some changes cannot be undone.

Reinspect

Close
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Inspect a Workbook for Accessibility Issues

Make your workbook optimized for users with certain types of disabilities. For example, blind
readers may have your file read by a screen reader, and images explained with alternate text.

Here's how to inspect a workbook for accessibility issues. This example continues using the
quick analysis.xIsx file.

1. Select the FILE menu from the Ribbon.
2. The Info area should open. If not, select the INFO tab from the left tabs.
3. Select CHECK FOR ISSUES.

quick analysis - Fxcel Michele Wiedemer 7 - O X

Info

quick analysis
C: » Users » mbwie » Dropbox » 1 Projects » CTM » Excel 2016 Essentials » Sample files

Save Protect Workbook Properties -
Control what types of changes people can make to this warkbook. Size T
Save As Protect i
Workbook ~ Title Add atitle
Save as Adobe Tags Add atag
PDF Categories Add a category
Print A Inspect Workbook
Tinf ()
h s Befare publishing this file, be aware that it contains: Related Dates
R CI"““C" Document properties, printer path, author's name and absolute path Last Modified Today, 12:45 PM
2l - '
sues Content that people with disabilities find difficult to read r— TR S
Export Last Printed Today, 1:00 PM
Publish ’_Ij Manage Workbook ROPEY
Ql 8 Today, 12:45 PM (autorecovery) ®
Manage Author
- ) ) )
Close Workbook - | 82 Taday, 12:33 PM (autorecovery) MW Michele Wiedemer
@ Today, 11:25 AM (autorecavery)
7 Today, 11:00 AM (autorecavery) Add an author
Account @Y Vesterday, 4:30 PM (when | closed without saving) Last Modified By MW Michele Wiedemer
Feedback
ont Browser View Options Related Documents
ions
7 —Q Pick what users can see when this workbook is viewed on the Web. G s (L
Browser View
Options Show All Properties

4. Select CHECK ACCESSIBILITY.

=\ Inspect Document

Check the workbook for hidden properties
or personal information.

[B Check Accessibility
@ Check the workbook for content that people
with disabilities might find difficult to read.
2 Check Compatibili
e

Check for features not supported by earlier
versions of Excel.
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5. The Inspection Results are shown in a pane on the right side of the window.

quick analysis - Excel Michele Wiedemer & o
Home  Insert [EETSTARNSPSN Formulas  Data  Review  View  Add-ins  ACROBAT  QuickBooks Q@ Tell me what you want to do |& Share
B Colars - @ ﬁ ]E [‘E | EEDE| s Width: Automatic v  Gridlines Headings 1 Bring Forward + |2 Align +
Fonts - 4 - "5’ 1 "E" ElHeight: Automatic ~ ] View [¥]View | '{jSendBackward ~ & Group
Margins Orientation Size  Print Breaks Background Print
B Effects - - - v Arear - Titles | k] Scale: 100% - [JPrint  []Print | Elf; Selection Pane Rotate
Themes Page Setup ] Scale to Fit & SheetOptions [ Arrange ~
Al 3 5 Company v
A B | C | D | E | F | G | H | | J [~ o
1 [Company lllndustry Q1 sales Q2 salles i ACCGSSIbI‘Ity Ch.. ~ x
2 |A. Datum Corporation Tech $195,449 $746,907 i e Bl
3 |Adventure Works Travel $123,721 $733,396 '
4 |Blue Yonder Airlines Travel $934,763 $246,554 | Warnings
5 [City Power & Light Utilities $299,293 $674,295 E 4 Default Sheet Names
6 _|Coho Vineyard Beverage $228,783 $659,385 | Sheetl
7 |Contoso, Ltd Misc $287,989 i
& |Contoso Pharmaceuticals Medical $371,570 $644,368 |
¢ |Consolidated Messenger Tech $579,825 $448,399 i
10 |Fabrikam, Inc. Utilities $639,630 $635,474 H
11 |Fourth Coffee Beverage $876,740 $567,216 i
12 |Graphic Design Institute Education $788,390 $540,282 |
13 |Humongous Insurance Financial $682,545 4577,599 i
14 |Litware, Inc. Tech $902,264 $208,331 i ional Information .
15 |Lucerne Publishing Misc $905,906 $443 552 :
16 |Margie's Travel Travel $289,570 $843,834 | Read more about making documents
17| . accessible
18| i
19| :
20 | !
21| i
22 | :
23 |
24 ' v
Sheet1 ©] ] »
Ready | m - 1 + 100%
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Inspect a Workbook for Compatibility Issues

Older versions of Excel don't have all of the same functionality, so some items in your
workbook may not work properly. You can check for these issues before sharing.

Here’s how to inspect a workbook for compatibility issues. This example continues using the quick
analysis.xlsx file.

1. Select the FILE menu from the Ribbon.
2. The Info area should open. If not, select the INFO tab from the left tabs.
3. Select CHECK FOR ISSUES.

quick analysis - Excel Michele Wiedemer 7 - O X
quick analysis

Open C: » Users » mbwie » Dropbox = 1 Prajects » CTM » Excel 2016 Essentials » Sample files
Save Protect Workbook Properties

Control what types of changes people can make to this workbook. Size 0.08K8
Save As Protect

Waorkbook - Title Add a title
Save as Adobe Tags Add a tag
PDF Categories Add a category
: Inspect Workbook

Print wiu)

Befare publishing this file, be aware that it contains: Related Dates
R CI’:::?’ Document properties, printer path, author's name and absolute path Last Modified Today, 1245 PM

Content that people with disabilities find difficult to read — TR R
Export Last Printed Today, 1:00 PM
Publish —'j Manage Workbook
1 Related People
Q 1 Today, 12:45 PM (autorecavery) P
Manage I Author

@ ) . .
daza Workbook ~ @] Today, 12:33 PM (autarecovery) MW Michele Wiedemer

@ Today, 11:25 AM (autorecovery)

ﬁToday, 11:00 AM (autorecovery) Add an author
Account ﬁ\‘asterday, 4:30 PM (when | closed without saving) Last Modified By

MW Michele Wiedemer

4. Select CHECK COMPATIBILITY.

-~ Inspect Document
] . -
Check the workbook for hidden properties
or personal information.

[B Check Accessibility
@ Check the workbook for content that people
with disabilities might find difficult to read.
i eck Compatibili
Check Compatibility

Check for features not supported by earlier
versions of Excel.
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The results of the check are displayed.

Microsoft Excel - Compatibility Checker ? x

If the warkbook is saved in an earlier file format or opened in an
earlier version of Microsoft Excel, the listed features will not be
available.

Summary

No compatibility issues were found.

D Check compatibility when saving this workbook.

Copy to New Sheet
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Module Two: Review Questions

1. A workbook can contain many different worksheets.

a) True
b) False

2. You can create links to which of the following?
a) A web address
b) Another cell in the current worksheet

c) A named or defined range of cells
d) All of the above

3. When you hide an entire worksheet, the missing tab indicator shows as a double-line.
a) True
b) False

4. When inserting Sheet Rows, where does it appear?

5. The new width is displayed as a tool tip when resizing a column width.
a) True
b) False

6. In the Move or Copy dialog box, which of the following is NOT an option?
a) To another workbook
b) Before a selected worksheet
c) After a selected worksheet
d) At the end of the current worksheet

7. Which workbook view shows headers and footers?
a) Normal
b) Page Break Preview
c) Page Layout
d) All of the Above

8. Which tab includes the Show Formulas tool?
9. What are the print scaling options?

10. A workbook with more than one defined print area can be printed on one page.
a) True
b) False
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Like tourists huffing and puffing to reach the peak
we forget the view on the way up.

Friedrich Nietzsche

Module 3: Manage Data
Cells and Ranges

Now let’s get more detailed by working with the data on your worksheets. This module
introduces you to the tools you need to insert, format, summarize and organize your data.
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Insert Data in Cells and Ranges

Replace Data

You can save lots of time by learning to replace data properly in Excel.
Here's how to edit data using the Formula bar. This example uses the Budget.xlsx file.

1. Highlight the cell that needs to be updated.

H - = Budget - Bicel Michele Wiedemer u}
Inset  Pagelayout  Formulas  Data  Review  View  Addins  Q Tell mewhat you want to do & Share
S, dbcu Calibri A S=E - BwepTe General - L'=—‘ i g £im EX @ 2 autosum - Ay p
E Copy - 3] = H H [¥] Fill - Z
P s | 4| [ @ |= B = % 5 55 Cordtore Pt G Do o s rode
Clipboard L} Font 2} Alignment & Number ] Styles Cells Editing ~
A12 - S| Insrance v
A B C D E F G H 1 J K L M N o P Q R S T -
1 |Household Budget
2
3
4 January  February March April May June Total - first six months
5 |Mortgage 890 850 890 890 850 890
6 |Heat 250 250 175 125 80 o
7 |Power 225 225 175 175 150 150
8
9 |Phone 65 7 65 65 7 75
10 |Car Payment 275 275 275 275 275 275
11|Gas 240 240 360 240 240 240
12 |Insrance 1 180 180 180 180 180 180
13 [Food 600 600 600 600 600 500
14 -
Sheetl | Sheet? | Sheet3 @® [l v
Ready i3] B~ 1 + 100%

2. Place your cursor in the Formula bar.
3. Edit the cell contents.

H ©- = Budget - Excel Michele Wiedemer m|
Insert  Pagelayout  Formulas  Data  Review  View  Add-ins  Q Tell mewhat youwant to do 1& Share
3 Cut Calibri oA A Wrap Text 2 @ 2 Autosum - p
pasie BCoPY 2 o | Conditions! Formatss Cell | lnsert Delete Format | " Sort & Find &
Format Painter 8- L Merge & Center Y| ferminee e S E - Clear Fiter - Select -
Clipboard [ Font. & Alignment Number Styles Cells Editing ~
A12 M x v
A E F G H 1 J K L M N 0 P a R s T
1 |[Household Budget
2
3
4 January  February March  April May June Total - first six months
5 |Mortgage 830 230 890 830 230 890
6 |Heat 250 250 175 125 80 0
7 |Power 225 225 175 175 150 150
8
9 |phone 65 7S 65 65 7S 75
10 |car Payment 275 275 275 275 275 275
11 |Gas 240 240 360 240 240 240
12 [insurance 1 180 180 180 180 180 180
13 [Food 600 600 600 600 600 600
14 -
Sheetl | sheetz | Sheets ® < v
Edit [ m - +

4. Press Enter.
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Excel updates the cell with your changes and moves to the next cell.

H - ] Budg, xcel
Inset  Pagelayout  Formulas Add-ins @ Tell me what you want to do
B X Cut s == = B T Bx g | 2 Autosum - A,
Calibri 11 r A A T== ®- EWapTem General - LT
) 6oy copy - = " i & e i Tl zY

Paste . . AL === == . . <o oo Conditional Formatas Cell  Insert Delete Format Sort & Find &
" Formatpainter | B T U EH [ OB S S[EE EMegeacente - | § - % 0 | W Formatting~ Table~ Styles~ - Clear ~ Filter - Select -

Clipboard ] Font & Alignment ] Number ] Styles Cells Editing ~
A13 2 F | Food v

A B C D E F G H 1 J K L M N o P Q R S T |«
1 |Household Budget
2
3
4 January  February March  April May June Total - first six months
5 |Mortgage 890 890 890 890 890 890
6 |Heat 250 250 175 125 80 o
7 |Power 225 225 175 175 150 150
3
9 |Phone 65 7 65 65 7 75
10 |car Payment 275 275 275 275 275 275
11 |Gas 210 240 360 210 240 240
12 |Insurance 120 180 180 120 180 180
13 |Food 600 500 600 600 500 500
14 -
Sheet! | Sheet2 | sheet3 1 v

Ready i3] B~ 1 + 100%

Cut, Copy and Paste Data

You can easily reuse information in Excel use the cut, copy and paste features.

Here's how to copy and paste a cell’s contents. This example continues using the Budget.xlsx
file.

1. Select the cell with the contents you want to copy. You can highlight multiple cells at once.
2. Select COPY from the HOME tab on the Ribbon. You can also select the cell(s) and use the
keyboard shortcut: CTRL + C.

H® - - Budget - Excel Michele Wiedemer
Insert  Pagelayout  Formulas  Data  Review  View  Add-ins  Q Tell mewhat youwantto do
= - | = =, @ Bx G -
N J Cut Calibri S - A A TS== % BWepTet General - P 7] 7] L E 2 autosum QY p
P Cond \F" Cell I Del Fq EF‘HV Sort & Find &
aste| 5 B I U- ii-|H-A- === #FEE EMergeliCenter -~ $ ~ % » | 5 5 | Conditional Formatas Cel nsert Delete Format ort & Fin
- Forlaat Painter 4 9 T e Toiee Shoe S . Clear~ Filter - Select
Clipboard & Font & Alignment & Number ) Styles Cells Editing -
Al0 < Je | CarPayment v
A B C D E F G H I J K L M N o P Q R s T~
4 January February March April May June Total - first six months
5 |Mortgage 290 250 890 290 250 890
6 |Heat 250 250 175 125 80 0
7 |Power 225 225 175 175 150 150
8
9 |Phone 65 75 65 65 75 75
10 |Car Payment 275 275 275 275 275 275]
11 |Gas 240 240 360 240 240 240
12 [Insurance 180 180 180 180 180 180
13 |Food 600 600 600 600 600 600
14
15
16
a -
Sheetl | sheetz | Sheets ® < v
Ready Average: 275 Count 7  Sum: 1650 53] [o- 1 + 100%
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Excel highlights the cell whose contents you are copying with a blinking dotted line. This will
remain highlighted until you finish pasting, in case you want to paste the cell contents more

than once.

H®---= Budget - Excel Michele Wiedemer o
Insert  Pagelayout  Formulas  Data  Review  View  Add-ins @ Tell me what you want to do 1& Share
iy Jbcut Calibri BRI WY Genersl BN . E} Sin Ex @ 3 autosum ~ Ay p
B Copy - & =2 [ Fill - z
Pate e B I U H- DAL = $ - % » |G § | Condiional formatas Cel | Insent Delete Format | - Sort& Find &
- Formatting~ Table~ Styles~ - - - & Llear Filter - Select ~
Clipboard [ Font ) Alignment [ Number ) Styles Cells Editing ~
A0 - F | CarPayment v
A ] c D E F G H | J K L M N o P Q R s T[~
4 January  February March April May June Total - first six months
5 |Mortgage 890 850 890 890 850 890
6 |Heat 250 250 175 125 80 0
7 |Power 225 235 175 175 150 150
8
9 Phone 65 75 65 65 7 75
10 ’Ea-r-Paxment 275 275 275 275 275 275
11|Gas 240 240 360 240 240 240
12 |Insurance 180 180 180 180 180 180
13 |Food 600 600 600 600 600 600
14
15
16
B -
Sheet! | Sheet> | Sheet3 @ [l v
Select destination and press ENTER or choose Paste Average: 275 Count:7  Sum: 1650 H [ = 1 + 100%

3. Select the cell where you want to copy the contents.
Ho o -

Budget - Bxcel

Inset  Pagelayout  Formulas  Data  Review  View  Add-ns Q@ Tell mewhat you wantto do

Michele Wiedemer [m]

12 Share

b cut Calibri i A E=E % EwepTet General BN . E} £im Ex @ 2 auosum - Agy p
B Copy - 3] e H H [¥] it~ z
P romarues | 1 U7 Elvegeacomn - § =% » |5 55 Srdton ot Gt Dok o SO0 s i
Clipboard & Font & Alignment & Number ) Styles Cells Editing -
Al4 S i3 -
A B C D E F G H | J K L M N o P Q R s T~
4 January February March April May June Total - first six months
5 |Mortgage 890 230 890 890 890 890
6 |Heat 250 250 175 125 80 0
7 |Power 225 225 175 175 150 150
8
9 |Phone 65 75 65 65 75 75
10 |Car Payment 275 275 275 275 275 2751
11 |Gas 240 240 360 240 240 240
12 [Insurance 180 180 180 180 180 180
13 |Food 600 600 600 600 600 600
14| 1)
15
16
a -
Sheetl | sheetz | Sheets ® < v
Ready 53] [o- 1 + 100%

CTRL + V.

4. Select Paste or use the keyboard shortcut:

= I s Budget - Excel Michele: Wiedemer u}
Insert  Pagelayout  Formulas  Data Add-ins  Q Tell me what you want to do & Share
Y [==) [ .
b Cut Calibri BT B Wrap Text General - D.l 7] & ng El é"‘“mum éY p
~ 2 Copy - Fill -
Paste Iu-~ S erge 8 Center = § v % 3 | 53 o Conditionsl Formatas Cell  Insert Delete Format Sort & Find &
- || Format Painter - 4 B 2 Formatting~ Table= Styles< v+ - & Clear” Fifere Select~
Clipboard [ Font ) Alignment [ Number ) Styles Cells Editing ~
Al4 - A | CarPayment -
A [ c D E F G H | J K L M N o P Q R s T[~
4 January  February March April May June Total - first six months
5 |Mortgage 890 890 890 890 890 890
6 |Heat 250 250 175 125 80 0
7 |Power 225 225 175 175 150 150
8
9 |Phone 65 75 65 65 75 75
10 |Car Payment. 275 275 275 275 275 2751
11 |Gas 240 240 360 240 240 240
12 |Insurance 180 180 180 180 180 180
13 |Food 600 600 600 600 600 500
14 [car Payment 275 275 275 275 275 275
13 T (Carl) ~
16
a -
Sheetl | sheetz | Sheets @ < v
Select destination and press ENTER or choose Paste Average: 275 Count: 7 Sum: 1650 H Eo- + + 100%

5. Repeat step 4 as needed, and then press ESC when done.
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Paste Data Using Paste Options

Excel provides a number of shortcuts to help you reuse more than just your data.
Here’s how to paste using options. This example continues using the Budget.xlsx file.

1.
2.

Copy the cell(s).
Right-click in the cell where you want to paste to display the context menu.

¥ cu
&

Copy

Paste Ootions
P
D) Loy LA 28

Paste Special...

T |
)
O

Smart Lookup
Insert Copied Cells...
Insert...

Delete...

Clear Cnntente

3. When you hover over one of the Paste Options, the rest of the context menu dims.

Budget - Excel Michele Wiedemer

=] 2 s

Insert  Pageloyout = Formuls  Data  Review  View  Adduins  Q Tell me what you want to do

Paste Options: =
S d6 Cut Calibri -l e ¢ Wrap Text General - 5527 g} Sim TEX i 2 autosum + Ay p
BB Copy - £8 1% ol & H [ Fill - z
BE B e [0 8 5 rgeBComer = | § + % 2 | 54 5% | Condiforel Formalzs Gl | It Dot Fomat | - St P
Clipboard ] Fant ,. Alignment ] Number ] Styles Cells Editing ~
cis - I &
A 8 g D E F G H 1 J K L M N o P Q R s T
4 January  February March April May June Total - first six months
5 |Morigage 890 390 830 830 850 890
6 |Heat 250 250 175 125 80 0
7 |Power 225 225 175 175 150 150
&
9 |Phone 7 65 65 7 7S
10 |Car Payment 275 275 275 275 275
11|Gas 240 360 240 210 240
12 |Insurance 180 180 180 180 180
13 |Food 600 600 600 600 600
14 |Car Payment 275 275 275 275 275
15 | 3010
16
= -
Sheetl | Sheet? | Sheet3 @ [l r
Select destination and press ENTER or choose Paste i) = I +

4. Select the option to paste.

= I s Budget - Excel Michele: Wiedemer u}
Insert  Pagelayout  Formulas  Data  Review  View  Add-ins  Q Tell me what you want to do & Share
2 X Cut o = K Tn Bx [ | = AutoSum - A,
Calibri -1 - A A - B Wrap Text General | 7] fm o @ A d
P By = C a I F =2 Cell |EEI [‘JEE\‘ F Wl Fu- sz & Find &
aste Iu-~ . erge 8 Center ~ § v % 3+ | 59 8 Conditionsl Formatas Cel nsert Delete Format ort & Fin
- ¥ Format Painter =Tl= 9 % | Formatting= Table~ Styles~ - o « | & Clear~ Filter - Selact~
Clipboard [ Font ) Alignment [ Number ) Styles Cells Editing ~
c1s - A | =SUM(C5:C14) -
A ] c D E F G H | J K L M N o P Q R s T[~
4 January  February March April May June Total - first six months
5 |Mortgage 890 890 890 890 890 890
6 |Heat 250 250 175 125 80 0
7 |Power 225 225 175 175 150 150
8
9 |Phone 65 7 65 65 7 75
10 |Car Payment 275 275 275 275
11 |Gas 360 240 240 240
12 |Insurance 180 180 180 180
13 |Food 600 600 600 600
14 |Car Payment 275 275 275 275 )
15
16 B (el -
a -
Sheet] | sheetz | sheets | (& < »
Select destination and press ENTER or choose Paste H Eo- + + 100%
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Fill Cells using Autofill

Autofill can help you quickly create a list.

Here's how to create a list using AutoFill. This example creates new columns in the
Budget.xlsx file to cover the second six months.

1. Create a new column heading with the text “July” in cell J4.
2. Select that cell to make it active. Excel displays a rectangle around the cell.

H ©- = Budget - Bicel Michele Wiedemer
Inset  Pagelayout  Formulas  Data  Review  View  Add-ins @ Tell me what you want to do |8 Share
X Cut o ol=e =, T Bx 5 > AutoSum + A, p
- - =3 8- - - emm o
ot < Calibri 1 A A = B Wrap Text General E,l 7] Il @ Do A d
Paste BIU-|T.|&-a. ===|=5= B Merges Center ~ .9 s < &4 Conditional Formates Cell lInsert Delete Format Sort & Find &
- ¥ Format Painter e 4 - TREmE v | 6 2 formating= Tablew Styless v o+ - Clear™  Filter Select~
Clipboard [ Font. ] Alignment 5 Number 5 Styles Cells Editing ~
1 M A | July v
A 8 c D E F G H J K L M N o P a R s T~
Total -
first six
4 January  February March April May June months July ©p
5 |Mortgage 890 890 890 890 890 890 b
6 |Heat 250 250 175 125 80 0
7 |Power 25 225 175 175 150 150
8
9 |Phone 65 7 65 65 7 75
10 |car Payment 275 275 275 275 275 275
11 |Gas 240 240 360 240 240 240
12 [Insurance 120 180 180 180 180 180
13 |Food 600 500 600 600 500 600
14 |car Payment 275 275 275 275 275 275
15 3000 3010
16
q -
Sheetl | Sheet? | Sheet3 @ [ »
Ready 3] B~ 1 + 100%

3. Drag the lower right corner handle across the columns. Excel displays a screen tip showing
what AutoFill will place in those cells.

H ©- = Budget - Excel Michele Wiedemer
Inset  Pagelayout  Formulas Add-ins @ Tell me what you want to do |& Share
e Calibri sl s ==2 ®- EewepTe General - E-'j i) S} EE= @ 3 Autosum Ay p
o D = oo G d' = Et Cell |EEIm [?E\'a Format Wlr- szn&r d e
T S romatpante BT MergediCanter = | $ - % 2 S8 | e~ Tale~ Sy | o e e | # O e Suecte
Clipboard & Font ® Alignment & Number & Styles Cells Editing ~
1 M F | July v
A B c D E F G H J K L M N 0 P Q R s T~
Total -
first six
4 January  February March  April May June months m m
5 |Mortgage 890 890 890 890 890 890 b 3 December|
6 |Heat 250 250 175 125 80 0
7 |Power 225 225 175 175 150 150
8
9 |Phone 65 7 65 65 7 75
10 |car Payment 275 275 275 275 275 275
11 |Gas 210 240 360 240 240 240
12 [Insurance 120 180 180 180 180 180
13 |Food 600 500 600 600 500 600
14 |car Payment 275 275 275 275 275 275
15 3000 3010
16
q -
Sheetl | Sheet? | Sheet3 @ [ »
Drag outside selection to extend series or fil; drag inside to clear Bl mo- 1 + 100%

4. Release the mouse button at the end of the range.
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Excel automatically fills in the month names.

= s Budget - Bxcel Michele Wiedemer
Insert  Pagelayout  Formulas Review  View  Add-ins Q' Tell me what you want to do
= Cut i e 7l=g = B Fin Bx [ ZAuoSum - A,
Calibri -1 s A A T == &- EWapTen General - | ] 4 Em T @ A d
DDEBCUW' G d\FD Cel \EEI §E\| . - SZ&Fd&
aste B I U- i« MH-p- === EE EMergelCenter ~ $ - % » <3 25 Conditional Formatas Cel nsert Delete Format ort & Fin
- ¥ Format Painter == L == E "7 Formatting = Table - Styles~ - - Clear - Filter~ Select =

Clipboard ] Font ) Alignment I Number I Styles Cells Editing "~

14 & B || duly v
A B c D E F G H J K L M N o P Q R s T [~
Total -
first six
4 January  February March  April May June months uly August October
5 |Mortgage 890 890 890 890 890 890 =
6 Heat 250 250 175 125 30 0
7 |Power 225 25 175 175 150 150
8
9 |Phone 65 7 65 65 75 75
10 |car Payment 275 275 275 275 275 275
11 |Gas 240 240 360 240 240 240
12 |Insurance 180 180 180 180 180 180
13 |Food 600 600 600 600 600 600
14 | car Payment 275 275 275 275 275 275
15 3000 3010
16
v -
Sheetl | Sheet2 | Sheet3 ® [l 3

Ready Count: & H m - 1) + 100%

Insert and Delete Cells

You can use the Insert and Delete tools to shift an existing cell or range of cells.
Here's how to insert cells. This example continues uses the Budget3.xIsx file.

1. Select the first cell of the group of cells that needs to be moved.
In this example select cell A5.

A B C D E F G H J
1 'Household Budget
2 2013
3
4 Total - First Six Months
5 |Home |Januar\,r February  March April May June
6 Mortgage
7 Heat 890 890 890 890 890 890
8 Power 250 250 175 125 80 0
9 Other 225 225 175 175 150 150
10 Phone
11 Car Payment 65 75 b5 b5 75 75
12 Gas 275 275 275 275 275 275
13 Insrance 240 240 360 240 240 240
14 Food 180 180 180 180 180 180
15 600 600 600 600 600 600
16 1370

2. Select Insert from the Home tab on the Ribbon.
3. Select Insert Cells.

Insert  Pagelayout  Formulas  Data  Review Add-ins  Q Tell me what you want to do 18 Share

X Cut = =l E=h 3 AutoSum - A p

P E F ¢ e B
e < Calibri - ¥ e Wrap Text General i/ r @ P 27

Paste B I u- = Merge & Center .9 s < # Conditional Formstas Cell | Inset Delete Format Sort & Find &

- ¥ Format Painter = g $ ® >* | Formatting~ Table- Styles~ | fum - - Clear~ Filter - Select =
Clipboard 5 Font 5 Alignment 5 Number & Styles = Insert Cells.. Editing ~
D11 - A | 380 &= Instrt Sheet Rows ~

" Insert Sheet Columns
A 8 c D 3 E G H J K L t P a R s T[~
Total - E Ingert Sheet
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4.

5.

In the Insert dialog box, select the option for shifting the existing selected cells and select
OK.

O Entire row
O Entire column

Blank cell(s) are inserted in the selected location with the selected cells shifted as
indicated.

A B C D E F G H
1 |Household Budget
2 2013
3
4 Total - First Six Months
5 January February  March April May June
6 Home
7 Mortgage 890 890 890 890 890 890
8 |Heat 250 250 175 125 80 0
9 |Power 225 225 175 175 150 150
10 |Other
11 |Phone 65 75 65 65 75 75
12 |Car Payment 275 275 275 275 275 275
13 |Gas 240 240 360 240 240 240
14 |Insrance 180 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 1370

Here's how to delete cells. This example continues using the Budget3.xlsx file.

1.

Select the cell(s) you want to delete. In this example select cells A4 through G4.

A B C D E F G H
1 |Household Budget
2 2013
3
4 |T0ta| - First Six Months
5 January February  March April May June
6 |Home
7 |Mortgage 890 890 890 890 890 890
8§ |Heat 250 250 175 125 80 0
9 |Power 225 225 175 175 150 150
10 |Other
11 Phone 65 75 65 65 75 75
12 |Car Payment 275 275 275 275 275 275
13 |Gas 240 240 360 240 240 240
14 |Insrance 180 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 1370
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2. Select Delete from the Home tab on the Ribbon.
3. Select Delete Cells.

Insert Page Layout Formulas Data. Review  View  Add-ins Q Tell me what you want to do & Share
X Cut o o = T (B I > AutoSum - A p
. - = ©- . = Y & | o
E Calibri i AN 0 5 Wrap Text General e ‘.} = @ = A d
Paste B I U- ii- M-pAvr === =35 EMerge&Center - $ - % + %5 £ Conditional Formatas Cell | Insert Delete Format Sort & Find &
~ ¥ Format Painter == A == E ® ** | Formatting~ Tabler Stylesw |+ jmad - Clear - Filter - Select »
Clipboard ] Font ] Alignment [ Number ] Styles Ex Delete Cells... liting ~
D11 - S 23X Delete Sheet Rows v
% Delete Sheet Columns
A B C D E F G H 1 J K L M Q R S -
R Delete heet ‘

4. In the Delete dialog box, select the option for shifting the existing selected cells and select
OK.

Delete ? *
Delete

(O shift cells Jeft

O Entire row

() Entire column

Cancel

5. The selected cells are removed, and the remaining cells are shifted as indicated.
A B C D E F G H

1 |Household Budget

2 2013

3

4 January February March April May June Total - First Six Months
5 |Home

6 |Mortgage 890 890 890 890 890 890

7 |Heat 250 250 175 125 80 0

8 |Power 225 225 175 175 150 150

9 |Other

10 |Phone 65 75 65 65 75 75

11 |Car Payment 275 275 275 275 275 275

12 |Gas 240 240 360 240 240 240

13 |Insrance 180 180 180 180 180 180

14 |Food 600 600 600 600 600 600

15 1370
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Format Cells and Ranges

Merge Cells

You can merge multiple cells into one cell.

Here's how to merge cells. This example uses the Budget4.xlsx file.

1. Highlight the cell range that you want to merge.

H ®-&- - Budget - Saved Michele Wiedemer

Insert  Pagelayout  Formulas  Data  Review Add-ins Q@ Tell me what you want to

& Cut

Calibri JinodA s =E=E ®- EewepTe General - i27 Q = Bx E 2 AutoSum Ay p
FR Copy - = B = RIFill - Z
pate oo Bru- - < #8 Conditional Formatas Cell  Insert Delete Format _ Sond find&
ormat Painter Formatting = Table~ Stylesw - - - Clear Filter + Select =
Clipboard ] Font ) Alignment r] Mumber ] Styles Cells Editing ~
Ha - £ | Total v
A B C D E F G H I J K L M N o P Q R S T [«
4 Total L
5 January  February March  April May June Firsu@uc_ ths
6 |Mortgage 830 390 890 390 290 290
7 |Heat 250 250 175 125 30 o
8 |Power 225 225 175 175 150 150
9
10 Phone 65 75 65 65 7 75
11 |Car Payment 275 275 275 275 275 275
12 |Gas 240 240 360 20 240 240
13 |Insrance 180 180 180 180 180 180
14 |Food 600 500 600 600 500 600
15 1370
16

2. Select Merge & Center.
If more than one cell includes content, Excel displays a warning message.

Microsoft Excel *
| Merging cells only keeps the upper-left value and discards other values,
Show Help ==

Cancel

3. Select OK to merge the cells.

H ©- s Budget - Excel
Insert Page Layout Formulas Data Add-ins Q Tell me what you want to ¢
“3 % Cut Calibri AR E== - EwepTet General -
Paste R Copy ~ B I U M o 0
~ Format Painter = Y| lerge & Center = $ ~ % * @8 %,
Clipboard ] Font ] Alignment ™ Number
H4 & fe || Total
A B © D E F G H |
4
5 January  February March April May June Total |
6 |Mortgage 890 890 890 890 890 890 {
7 |Heat 250 250 175 125 80 0
8 |Power 225 225 175 175 150 150
9
10 |Phone 65 75 65 65 75 7
11 |Car Payment 275 275 275 275 275 275
12 |Gas 240 240 360 240 240 240
13 |Insrance 180 180 180 180 180 180
|Food 600 600
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Align and Indent Cell Contents

You can align or indent cell contents.

Here's how to align or indent cell contents. This example continues using the Budget.xlsx file.

1. Select the cell or cell range that you want to align or indent.

H -

Insert

Page Layout

Formulas

Data

Review

View

Add-ins

Budget - Saved

Q@ Tell mewhat yc

Michele Wiedemer

o

12 Share

sy Jb Cut Calibri A KN S=2 #- EWepTet General - D Q = E 2 Autosum - AY p
Em Copy - il HOE [ Fill- z
Pt L Iu-|me Merge & Center ~ | $ + % 3 | %8 5% ol Formatas Cell nsert Delete Format = Sort & Find &
- ormat Painter Formatting~ Tabler Stylesw v - - lear Filter = Select~
Clipboard Ll Font & Alignment i) Number i Styles Cells. Editing A
A7 - b3 Mortgage v
A 8 c ) 3 F G H 1 K L M N o P Q R [~
4 Total
5 January  February March  April May June First Six Months
6 |Home
7 [Mortgage 890 890 890 890 290 890
& [Heat 250 250 175 125 80 o
9 |Power 225 225 175 175 150 150
10 [Other
11 |Phone 65 75 65 65 75 75
12 |Car Payment 275 275 275 275 275 275
13 |Gas 20 210 360 210 240 20
14 |Insrance 180 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 1370
7
18 =
Sheet! | Sheet? | Sheet3 @ < v
Ready Count: 3 ] m - 1 + 100%

Click the indent button in the Alignment group tools on the Home tab of the Ribbon.

H ©- s Budget - Excel Michele Wiedemer o
Inset  Pagelayout  Formulas Data Review  View  Add-ins Q@ Tell mewhaty & Share
o X Cut e o= = o) s Bx § > AutoSum ~ A,
Calibri -l A == - EPWapText General - 7] PRGN N
ER Copy - il o= H El [IFin- 4
Paste FRNTRE Merge & Center ~ | § + % > | 3 g3  Conditional Formatas Cell  Insert Delete Format Sort & Find &
- Format Painter == h Formatting~ Table Styles~ - - - Clear~ Filter - Select~
Clipboard Ll Font & Alignment i) Number i Styles Cells. Editing A
A7 & % | Mortgage v
A 8 c D E F G H 1 K L M N P Q R [~
4 Total
5 January  February March  April May June First Six Manths
6 |Home
7 [ Mortgage 890 890 830 890 230 890
8| Heat 250 250 175 125 80 0
9 | Power 25 25 175 175 150 150
10 [Other
11 |Phone 65 7s 65 65 7 75
12 |Car Payment 275 275 275 275 275 275
13 |Gas 20 210 360 210 240 20
14 |Insrance 180 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 1370
7
18
Sheetl | Sheet? | Sheet3 ® < »
Ready Count: 3 fiiE] m - 1 + 100%
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Wrap Text Within Cells

The Wrap Text tool increases a row height so that all of the contents are displayed.
Here's how to wrap text. This example continues using the Budget.xlIsx file.

1. Select the cell that you would like to wrap.
2. Select WRAP TEXT from the HOME tab on the Ribbon.

H ©- = Budget - Encel Michele Wiedemer = ]
Insert Pagelayout  Formulas Data Review  View  Add-ins @ Tell me what you want to do |2 Share
By X Cut L e |=_ = o = 3 AutoSum - A
T ——m s, B = B 8 B Jo
0 B Copy - Calibri 1 A A o (¢ Wrap Text General | 5] 9“ 7 B & - 7T
Paste T U~ e 8o pe === s=5= [ Merge@ Center - .95 s g £ Conditional Formatas Cell  Insert Delete Format Sort& Find &
- ¥ Format Painter =Tl= £ == B $ ®7° | Formatting+ Tabler Stylesr v v Clear - Filter» Select »
Clipboard [0 Font 5} Alignment [0 Number [ Styles Cells Editing ~
Ha ¥ f= || Total- First Six Months v
A B C D E F G H | 1 K L M N (o] P Q R -
Total -
First Six
4 Months
5 January February March April May June
6 |Home
7 |Mortgage 890 830 830 830 830 830
8 |Heat 250 250 175 125 380 o
9 |Power 225 225 175 175 150 150
10 [Other
11 |Phone 65 75 65 65 75 75
12 |Car Payment 275 275 275 275 275 275
13 |Gas 240 240 360 240 240 240
14 |Insrance 180 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 1370 =
Sheet! | Sheet? | Sheet3 ® 4 »
Eeati) it} m - 1 + 100%

Apply Number Formats

You can have Excel display numbers in one of many different formats, depending on the data
the number represents.

Here's how to format a number as currency without decimals. This example continues using
the Budget.xlsx file.

1. Select the cell or cell range that you want to format.

H - = Budget - Excel Michele Wiedemer - ]

Insert Pagelayout  Formulas Data Review  View  Add-ins Q@ Tell me what you want to do |8 Share

=L 3 Cut ] . = . L'_—| Eﬁ = = iil T AutoSum - A p
e - Calibri - [ WpTea General Rl Q | ;X = or
Pate L Y i BT U H EE Elvmgeacos - § % 0 88 Codtons e Co o Do fom Stk Frd
Clipboard [ Font EY Alignment [ Number [} Styles Cells Editing ~
B7 - £ 890 A
A B C D E F G H | 1 K L M N (o] P Q R -
Total -
First Six
4 Months
5 January  February March April May June
6 |[Home
7 |Mortgage 890 290 830 830 830 290
8 |Heat 250 250 175 125 80 0
9 |Power 225 225 175 175 150 150
10 |Other
11 |Phone 65 75 65 65 75 75
12 |Car Payment 275 273 273 275 275 273
13 |Gas 240 240 360 240 240 240
14 |Insrance 180 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 1370 =
Sheet! | Sheet2 | Sheet3 @® 4 3
Ready Average: 455 Count9 Sumd40ss | [ m - 1 + 100%
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2. Select the type of number formatting you want to use from the NUMBER group drop down
list in the HOME tab of the Ribbon.

H - = Budget - Excel Michele Wiedemer - ]
Insert Pagelayout  Formulas Data Review  View  Add-ins Q@ Tell me what you want to do |8 Share
S X Cut ] .= = B = Tim Hy [ 2 Aduosum - A
Calibri A == ®- EwepTea Accounting - F 7] iy | emm = @ Y
PtE@CDpy' Py Cd\Fﬂt cel \EEIrt[‘)EE\'etF tmﬁ”v SZrt&Fd&
aste B I U~ Hio - - === &= Merge & Center = -l s oM onditional Formatas Cel nser elete Forma o in
- ¥ Format Painter L El ey ®22 ] Formatling - Table) Siylesw | - - Clear~ Filter = Select
Clipboard [ Font I} Alignment I e T Styles Cells Editing ~
B7 = £ || 890 v
A B c D E F G H 1 J K L M N o P Q R [~
Total -
First Six
4 Months
5 January  February March April May June
6 |Home
7 |Mortgage $ 890.00 830 890 890 890 830
8 |Heat $ 250.00 250 175 125 30 0
g |Power $ 225.00 225 175 175 150 150
10 |Other
11 |Phone S 65.00 7S 65 65 75 7S
12 |car Payment $ 275.00 275 275 275 275 275
13 |Gas $ 240.00 240 360 240 240 240
14 |Insrance % 180.00 180 180 180 180 180
15 |Food $ 600.00 600 600 600 600 600
16 $1,370.00
Sheet! | Sheetz | Sheets ® <« y
Ready Average: $455.00 Count: 9 Sum: $4,095.00 H m - 1 + 100%

Apply Cell Formats

Cell formats include the font, size, highlighting, color or borders for your cell.
Here's how to apply font face and size. This example continues using the Budget.xlsx file.

Select the cell you want to change.

Select the arrow next to the current font name to display the list of available fonts.
Use the scroll bar or the down arrow to scroll down the list of fonts.

Select the desired font to change the font of the cells.

S

H - = Budget - Excel Michele Wiedermer

Insert  Pagelayout  Formulas  Data  Review  View  Add-ins  Q Tell mewhat you want to do

nEe =B E 5 D F 3@ s v D
N B cony - Avial Black - A == ®- EWapTex General - s e 4 o= E Do ad
Paste B I U- 5i- MeAe ===|e=3= EMerge&Center = .9 s |43 o Conditional Formatas Cell | Insert Delete Farmat Sort& Find &
- ¥ Format Painter I 4 E3= Hveg ¥ 2% | Formatting - Table~ Styles~ | - - - Clear~ Filter ~ Select =
Clipboard = Font B Alignment n Humber B Styles Cells Editing A
:5] o £ || January A
A B C D E F G H J K L M N o P Q R -
Total -
First Six
4 Months
5 January |February  March April May June
)
6 |Home
7 |Mortgage S 890.00 890 890 830 830 890
8 |Heat $ 250.00 250 175 125 80 0

5. With the cells still selected, select the arrow next to the current font size to see a list of
common font sizes.

6. Use the scroll bar or the down arrow key to scroll to the size you want and select it. You
can also highlight the current font size and type in a new number to indicate the font size
you want.
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H - s Budget - Excel Michele Wiedemer
Insert  Pagelayout  Formulas  Data  Review  View  Add-ins @ Tell me what you want to do
= R (=] =11 -
o Cut Avial Black s <A === ®- EwepTe General - ] [ T Ex 3 AutaSum Ay p
Past BB Copy - c lept Cell |EE|rt thEE\LtF t Imle Szrt&Fd&
aste I U~ H. = Merge & Center ~ .9 s &g gn Conditional Formatas Cel nsert Delete Forma o in
- ¥ Format Painter B Werg ¥ ® 2% rormatting = Table~ Stylesv | v < - & Clear~ Fitter  Select~
Clipboard & Font = Alignment = Number ® Styles Cells Editing A~
BS o £ || January ¥
A B c D E F G H J K L M N o P o] R [~
Total -
First Six
4 Months
5 Janua February March April May June
.
6 |Home
7 |Mortgage $ 890.00 390 890 830 890 890
8 |Heat $ 250.00 250 175 125 80 0

Here's how to add borders. This example continues using the Budget.xlsx file.

1. Select the cells you want to format.
2. Select the borders tool.

—
Borders

Bottom Border
Top Border
Left Border
Right Border

Mo Border
All Borders

Qutside Borders

E®= A

Thick Outside Borders
Bottom Double Border

Thick Bottom Border

Top and Bottom Border

Top and Thick Bottom Border

Top and Double Bottom Border
Draw Borders

[ Draw Border

r'/ Draw Border Grid

& Erase Border

2 Line Color 3

Line Style 3

HH More Borders...

3. Select the type of border to apply.

Excel applies the selected border.

H - = Budget - Excel Michele Wiedemer u

& Share

Insert  Pagelayout  Formulas Review  View  Add-ins Q@ Tell me what you want
o L L= o [ .
6 Cut Calibri oA == 8- EewapTe General - 7] ) o EE'X @ 3 AutoSum ‘%Y /C)
Pi E@C‘)Wv Cond I Fo - Cell I Del Fi FMI' Sort & Find &
aste B I U- AL |l=== crge & Center - § - % » 4§ §3 Conditional Formatas Ce nsert Delete Format ort & Fin
- ¥ Format Painter - 4 B 7" Formatting- Table- Styles- - - - & Clear~ Filter - Select -
Clipboard & Font 5 [ Number o Styles Cells Editing ~
K11 - F 3 v
| A | B | C | D | E | F | G | H | | 1 K L | M | N | (o] | P | Q | R -
Total -
FirstSix
4 Months
5 January February  March April May June
6 Home
7 |Mortgage $ 890.00 890 890 890 890 890
8 Heat $ 250.00 250 175 125 30 o
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Apply Cell Styles
Cell styles are pre-built combinations of font, shading and background that can help you
communicate your data.

Here's how to apply a cell style. This example continues using the Budget.xIsx file.

1. Highlight the cell or cell range where you want to apply your style.
2. Select the CELL STYLES tool from the HOME tab of the Ribbon to see the style gallery.

Good. Bad and Neutral

Normal Bad Good Neutral
Data and Model
[calculation || | expianatory... |Input | Linked cel Note

Output Warning Text

Titles and Headings
Heading1 Heading2  Heading3 Heading 4 Title Total
Themed Cell Styles

20% - Accentl  20%- Accent2  20% - Accent3  20% - Accentd  20% - AccentS  20% - Accentf

40%- Accentl  40%- Accent2  40%- Accent3  40%- Accentd  40%- AccentS  40%- Accent
60%-Accentl  |60%- Accent2  60%- Accent3  60%-Accentd  60%- Accents  60% - Accent6

Number Format

Comma Comma [0] Currency Currency [0]  Percent

[l New Cell Style.

[E] Merge Styles

3. Select the style that you want to apply. You can see a preview before you select a style by
hovering the mouse over the style.

Michele Wiedemer

H S- Budget - Excel

Inset  Pagelayout  Formulas  Data View  Add-ns @ Tell me what you want o do 12 Share

2 X Cut Calibri EF Wrap Text General - E-'j = Q Fim Ex ii| 2T A Ay p
Paste B Copy - I U €0 00 Cnndina\ Fumﬁtas Cell Eert I‘JES‘ete Format mﬂ”' SantBt Find &
- ¥ Format Painter 7 =l Merged Center - | § ~ % 3 | W 7 Formatting~ Teble~ Styles= ~ - - Clear - Filter - Select -
Clipboard Ll Font ] Alignment Ll Number ] Styles Cells Editing ~
Aa ' 5 v
A B C D E F G H | J K L M N o P Q R -
Total -
First Six
4 Months
5 January February March April May June
6 [Home
7 |Mortgage 890 890 890 890 890 890
8 |Heat 250 250 175 125 80 o
2 |Power 225 225 175 175 150 150
10 |Other
11 |Phone 65 75 65 65 75 75
12 |Car Payment 275 273 275 275 275 275
13 |Gas 240 240 360 240 240 240
14 |Insrance 180 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 1370 -
Sheet! | Sheet? | Sheet3 ® 4 v
Ready EH m - 1} + 100%
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Apply Conditional Formatting

Conditional formatting changes the appearance of a cell based on the criteria you choose.

Here's how to apply conditional formatting. In this example, we will format all Power amounts
in the Budget.xlsx file that are over $200.

1. Highlight the cell or cell range where you want to use conditional formatting.
2. Select the Conditional Formatting tool from the HOME tab on the Ribbon.
3. Select Highlight Cell Rules. Select Greater Than.

Hd - = Budget - Excel Michele Wiedemer
Insert  Pagelayout  Formulas  Data View  Add-ins Q@ Tell mewhatyou
B X Cut . | =_ = " Tim B B2 3 AutoSum - A,
Calibri - - A E=2 ®- EwapTet General - o 7] J = B @ A d
Past B Copy - S = © d I pt (‘Tl \EEIrt DEE\'et Format - Szrt& Find &
aste B I U- i cA- === =3= ElMegetiCenter - $ - % 1 ) % | Conditional Formatas Cel nsert Delete Forma o in
- ¥ Format Painter L B * | Formatting - | Table - Stylesw |~ - - Clear - Filter - Select -

Clipboard [ Font & Alignment [ Number 0 Editing ~

B9 = £ | 25 [ ;) Highlight Cells Rules * |7 Greater Than... o
A B c D 3 3 G H | J [ zoprmottom utes > | [FE] Less Than.. P Q R [-
4 Total - First Six Months
5 January  February March April May June & | DataBars » | =9 Between...
6 |Home
7 |Mortgage 830 890 890 890 890 890 &= | Color Scales | EE) Eaval o
8 |Heat 250, 250 175 125 80/ 0 _
2 |Power 225 225 175 175 150 150' 1= IconSets 4 fab) Text that Contains...
10 |Other B NewRule
11 |Phone 65 75 65 65 75 75 B ClorRules R 7] A Date Occurring...
12 |Car Payment 275 273 275 275 275 275
[E Manage Rules.
13 |Gas 240 240 360 240 240 240 e — Duplicate Values...
14 |Insrance 180 180 180 180 130 180
More Rules
15 |Food 600 600 600 600 600 600
16 1370
17
18 =
Sheet! | Sheet? | Sheet3 ® 4 »

Ready Average: 183.3333333  Count: 6  Sum: 1100 =2 m - 1 + 100%

Excel displays the Greater Than dialog box to help you complete the conditional formatting
rule.

Greater Than ? *
Format cells that are GREATER THAN:

187.5 4 | with | Light Red Fill with Dark Red Text |«

Cancel

4. Enter 200 in the left field.
5. Select a formatting option from the right drop down list.
6. Select OK to apply the conditional formatting.
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H - Budget - Excel Michele Wiedemer  EH ]
Insert Pagelayout  Formulas Data Review  View  Add-ins Q Tell me what you want t |8 Share
o =) e B
o Cut Calibri S Wrap Text General . E 5 ¥ e Bx T AutoSum Ay p
Past: BB Copy - Conditional Fe Et Cell \EEIrt [‘!EE\LT Fe it mFiH' SZrthFd&
aste Iu == Merge & Center - .95 3 %2 po Conditional Formatas Cel nsert Delete Forma ol in
- ¥ Format Painter ElMeg $ ® 2% Formatting~ Table+ Stylesw |~ - & Clear~ Filter = Select -
Clipboard [} Font 53 Alignment [} Number [} Styles Cells Editing ~
B9 - £ 225 v
A B c D F H | v | 3 | Kk | L | M | N | o | P | o | R [+
4| Total - First Six Months
5 | January February March April May June
57“5“’\5
7 |Mortgage 890 830 830 830 830 830
8 |Heat 250 250 175 125 30 0
9 |Power 225 225 175 175 150 150'
10 |Other
11 |Phone 65 75 65 65 73 75
12 |Car Payment 275 275 275 275 275 275
13 |Gas. 240 240 360 240 240 240
14 |Insrance 130 180 180 180 180 180
15 |Food 600 600 600 600 600 600
16 | 1370
17 |
18| =
Sheetl | Sheet2 | Sheet3 ‘ @® 4 3
Ready Average: 183.3333333  Count 6 Sum: 1100 | [ mo- 1 + 100%
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Format Cells using the Format Painter

Once you've styled your number and cell formatting like you want, you can use the Format
Painter to apply the same settings to another set of cells.

Here's how to apply formatting by using Format Painter. This example continues using the
Budget.xlsx file.

1. Select the cells that already have the formatting you want to use elsewhere.
2. Select the FORMAT PAINTER tool from the HOME tab on the Ribbon.

File Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share
o A olles &= o <
j % Calibri AN TE= =3 Currency - .-[i] 7 4 : Insert 22 éy p
R ~ b Z 4 ~ & Delete ~ >
Paste ==, B I U-~ - DA =E==E3E v $ -9 s <3 o Conditional Formatas Cell ., Sort & Find &
- - o o " Formatting~ Table~ Styles~ [ Format~ ~ Filter - Select~
Clipboard Font ] Alignment ] Number ] Styles Cells Editing

3. Select the cells you want to format. The cursor has a little paint brush icon while using the
Format Painter.

H -2+ Budget - Excel Michele Wiedemer
Insert  Pagelayout  Formules  Data  Review  View  Addins @ Tellme what you wantto do
B o ole = = T Bx °
& cut Calibri oA == B~ EFWapTet General - 5] 2] ‘,-} L 2 AutoSum é‘v p
i BT © & = Conditi \Fpt Cell  Insert Delete F tw' Sort & Find &
aste B I U- - -A- = F=3= EMerge&Center - § - % 3 4§ & Conditional Formatas Cel Insert Delete Forma o in
- ¥ Format Painter 4 g Y Formatting~ Table- Stylesw - - - Clear - Filter = Select =
Clipboard ~ Font ) Alignment ™ Number i Styles Cells Editing ~
1Rx5C M fe | February v
A 8 c D E F G H 1 K L M N o P Q R [=
Total -
First Six
4 Months
5 Uanuary  iFebruary |March April May e
6 |Home
7 |Mortgage 890 890 890 890 890 890
8 |Heat 50 250 175 125 80 0
9 |Power 25 25 175 175 150 150
10 |Other
11 |Phone 65 75 65 65 75 75
12 |Car Payment 275 275 275 275 275 275
13 |Gas 240 240 360 240 240 240
14 |Insrance 180 180 180 180 120 120
15 |Food 600 600 600 600 600 600
16 1370 -
Sheet! | Sheetz | Sheet3 @ < »
Use the mouse ta apply the copied format to another object Counts | EH m - 1 + 100%

The formats are applied.

To use the Format Painter on more than one group of cells, double-click the Format Painter
tool first. When you've finished applying formats, select the Format Painter tool again to stop
using it.
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Summarize and Organize Data

Insert Sparklines
Sometimes trends are hard to spot from the data alone.

Here's how to create Quick Analysis Sparklines. This example continues using the Quick
Analysis.xlsx file.

1. Select one or more rows of data.
2. Select the icon that appears at the bottom right of the table.

Insert Page Layout Formulas View Add-ins Q Tell me wha & Share
_ =S 11 B
3 Cut Calibri oA FE= ¥ BwapTet General - 4 p.} ol El 2 At éY p
Past B Copy - & Conditional Fe it Cell Insert Delete Fe it EF\II‘ Sort & Find &
daste B I U-|Zi- -A- === Merge& Center = $ = % 3 S #9 Conditional Formatas Ce nsert Delete Forma o in
 Format Painter £ B ® *° | Formatting® Tabler Stylesr v v < Clear ~ Filter + Select~
Clipboard ] Font ] Alignment ] Number 7 Styles Cells Editing ~
A2 = £ || A.Datum Corporation v
A B C D E F G H I 1 K L M N o P Q -
1 |Company Industry Qa1 Sales Q2 Sales
2 |A. Datum Corporation Tech $195,449
3 |Adventure Works Travel $123,721
4 |Blue Yonder Airlines Travel $934,763
5 |city Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 3644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education $788,390 3540,282
13 |Humongous Insurance Financial $682,545 $577,599
14 |Litware, Inc. Tech $902,264 $206,331
15 |Lucerne Publishing Misc $905,906 $443,552 -
Sheet1 @ 4 v
Ready Average: 471178 Count: 4 Sum: 942356 B M - ] + 100%

3. Select SPARKLINES.

Charts Totals Tables Sparklines

E B B 8B B B

Data Bars Color..  lconSet  Greater..  Text. Clear...

Conditional Formatting uses rules to highlight interesting data.

4. Select the type of mini chart that you want to use.

Formatting Charts Totals Tables Sparklines

Line Column  Win/Loss

Sparklines are mini charts placed in single cells,
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Excel displays the Sparkline in the next open column.

H - quick analysis - Excel n Michele Wiedemer [ ]
Home  Insert  Pagelayout  Formulas  Data  Review Add-ins Design Q Tell me what you want to do | Share
E E ]C T [T High Point [ First Paint ~| £ sparkiine Color - i}@ Group
u
N [ Low Point [ Last Paint 112 B Marker Calor - ™ II'] Ungroup
Edit Line Column Win/ . Axis B
Data Loss L Megative Points | Markers - . & Clear ~
Sparkline Type Show Style Group ~
E2 - £ v
A B C D E F G H | J K L M N o P Q -
1 |Company Industry Q1 Sales Q2 sales
2 |A. Datum Corporation Tech $195,449 $746,907 )
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities $299,293 4674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 3443,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education $728,390 $540,282
13 |Humongous Insurance Financial $682,545 3577,599
14 |Litware, Inc. Tech $902,264 $206,331
15 |Lucerne Publishing Misc $905,906 $443,552 -
Sheet1 @ 4 3
Ready EH m - ] + 100%
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Adding Subtotals

The Subtotals feature automatically creates groups and subtotals the related data according
to your specifications.

Here's how to add subtotals. This example uses the subtotal.xlsx file.

1. Select the data to subtotal. Make sure that each column of data has a label in the first row.
It must also contain similar facts. Don't include any blank rows or columns.

2. Select the Data tab from the Ribbon.

3. Select Subtotal.

File Home Insert Pagelayout  Formulas Review  View  Add-ins Q Tell me what you want to do | Share
F [ From Tet/Csv [ Recent Sources rqu = Queries & Connections 8l Y E’E E*o Consolidate B gl 3 Group ~
[& From Web [E Existing Connections e o lall [-H Remove Duplicates :
Get Refresh 7l Sot  Filter Textto What-If Forecast|
Data - [o] From Table/Range All- Yo Advanced | Cojumns S5 Data Validation ~ Manage Data Model  Analysis - Sheet
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline [P
Al = fe Country v
A B c D E F G H 1 J K L M N o P Q R s -
1 |Country |Salesperson Order DateOrderID  Order Amount
2 uk Buchanan 7/16/2008 10248 $440.00
3 |uk Buchanan 7/23/2008 10254 $556.62
4 |uk Buchanan 8/9/2008 10269 464220
5 [uk Buchanzn 9/10/2008 0297 $1,420.00
6 |uk Buchanan 10/18/2008 10320 $516.00
7 |uk Buchanan 10/25/2008 10333 $877.20
8 [ux Buchanan | 11/27/2008 10358 $429.40
2 fuk Buchanan 11/26/2008 10359 $3,471.68
10 |uk Buchanan 4/29/2010 11043 £210.00
11 |uk Dodsworth 7/15/2008 10255 $2,490.50
12 fuk Dodsworth  7/31/2008 10263 §187380
13 |uk Dodsworth 10/10/2008 10324 $5,275.71
14 |uk Dodsworth 10/21/2008 10331 £38.50
15 [uk Dodsworth  12/25/2008 10386 $166.00 =
Sheetl | Sheet2 | Sheet3 ® 1 3
Ready Average: 17181.84929  Count: 545  Sum: 556691917 | B m - 1 + 100%

In the Subtotal dialog box, select the locations for the subtotals from the At each change in
drop down list.

Subtotal ? *

At each change in:

Saiesperson 1
Use function:
Sum -

Add subtotal to:
:|Country
:‘Salesperson
:‘Order Date
[] OrderlD

Z‘ Order Amount

|:| Replace current subtotals
|:| Page break between groups
Summary below data

Remave All Cancel

4. Select the function to use in the subtotal fields from the Use Function drop down list.

Check the boxes that correspond to your column headers for which column(s) to subtotal.

6. Check the boxes to indicate the other formatting options by checking or clearing the
Replace current subtotals, Page break between groups, and Summary below data.

o
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Select OK.

File Home  Insert gelayout  Formulas View
[ByFrom Tet/CSV [ Recent Sources @ [ Queries & Connections Clear E’E Flash Fill [0 Consolidate E} @ g Group ~
[& From Web [ Bxisting Connections Reﬁ:n Properties R Reapply [-A Remove Duplicates Relationships Wha;” foreent @8 Ungroup - =
Data - [1] From Table/Range All- Edit Links il Vo Advanced | Cojumns S5 Data Validation ~ [ Manage Data Model Analysis = Sheet Ef subtotal
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline oA
Al ‘ F v
1]z]3] 4 A | 8 c | b E ., 6 | H | 1 | 3 | K | L | M | N o | p | @ | R |
1 |Country ‘Order Amount
2 |uk Buchanan 7/16/2008 10248 440.00
3 | Buchanan 7/23/2008 10254 $556.62
4 |uk Buchanan 8/9/2008 10269 $642.20
5 |uk Buchanan 9/10/2008 10297 £1,420.00
6 |uk Buchanan 10/18/2008 10320 £516.00
7 | Buchanan 10/25/2008 10333 $877.20
8 |uk Buchanan 11/27/2008 10358 $429.40
9 |uk Buchanan 11/26/2008 10359 83,471.68
10 |uk Buchanan 4/25/2010 11043 £210.00
= Total $8,563.10
12 |uk Dodsworth 7/15/2008 10255 $2,450.50
13 |uk Dodsworth 7/31/2008 10263 £1,873.80
14 |uk Dodsworth 10/10/2008 10324 85,275.71
15 |uk Dodsworth 10/21/2008 10331 e
Sheetl | Sheet2 ‘ Sheet3 | ® 1 3
Ready Average: 1737574027  Count: 563 Sum: 578612151 | R m - 1 + 100%
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Grouping Data

Grouped data helps you structure worksheets.
Here's how to create a group. This example uses the subtotal2.xlsx file.

1. Select the range of cells you want to group.
2. Select the Data tab from the Ribbon.

H - = subtotal? - Excel Michele Wiedemer
File Home Insert Pagelayout  Formulas Review  View Q@ Tell me what you want t |2 Share
F [ByFrom Text/CSV [ Recent Sources P [E Queries & Connections Clear L) Flash Fill F= Consolidate lg_—\ @
[& From Web [ Bxisting Connections e Properties Reapply B= [-A Remave Duplicates Relationships ‘? o "
] From Table/Range efresh Edit Links Rl Sort  Fier Vs Advanced Tt o =4 Data Validation ~ [ Manage Data Model What f Forecast EF subtotal
Data~ 9 All~ ' Columns =8 ] 9 Analysis~ Sheet | [
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Qutline [FA
Al A 5 Country v
A B C D E F G H 1 J K L M N o P Q R s -
1 |Country Salesperson OrderDateOrderID Order Amount
2 |uK Buchanan 7/16/2008 10248 §440.00
3 uk Buchanan 7/23/2008 10254 $556.62
4 |uk Buchanan 8/9/2008 10269 $542.20
5 Juk Buchanan 9/10/2008 10297 $1,420.00
6 |uK Buchanan 10/18/2008 10320 $516.00
7 Juk Buchanan 10/25/2008 10333 $877.20
8 |uk Buchanan 11/27/2008 10358 $420.40
g |uk Buchanan 11/26/2008 10359 43,471.68
10 |uk Buchanan 4/29/2010 11043 $210.00
1 Buchanan Total $8,563.10
12 UK Dodsworth 7/15/2008 10255 $2,490.50
13 Uk Dodsworth 7/31/2008 10263 $1,873.80
14 |uk Dodsworth 10/10/2008 10324 $5,275.71
15 UK Dodsworth 10/21/2008 10331 $88.50 -
Sheet1 Sheet2 Sheet3 Ll 3
Ready Average: 1673618571 Count: 52 Sum: 468613.2 EH Ly = 1 +

3. Select Group.
4. In the Group dialog box, select whether to group the selection by rows or columns.

? X

Group

@ Rows

Ogolumns

5. Select OK.

File Home Insert  Pagelayout  Formulas [EBES View  Addins  Q Tell

F [ByFrom Text/CSV [ Recent Sources P [ Queries & Connections 51 ] Y Clear E? Flash Fill B2 Consolidate & Group -
[& From Web [ Bxisting Connections e Properties a Reapply =2 B-ARemove Duplicates =7 Relationships N EE Ungroup ~ ~=
Refresh o | Sort  Filter Tetto i What-If Forecast
Data - [1] From Table/Range All - |ob Edit Links T Advanced  Columns £5 Data Validation - [ ManageDataModel  pnapsic- Sheet 5o Subtotal
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline mooA
Al 4 fe || Country v
A B c D E F G H J K L M N o P Q R s [~
1 |Country Salesperson OrderDateOrderID  Order Amount
2 UKk Buchanan 7/16/2008 10248 $440.00
3 (uk Buchanan 7/23/2008 10254 $556.62
4 Uk Buchanan 8/9/2008 10269 8642.20
5 |uK Buchanan 9/10/2008 10297 $1,420.00
6 (UK Buchanan 10/18/2008 10320 $516.00
7 Uk Buchanan 10/25/2008 10333 £877.20
2 [uk Buchanan 11/27/2008 10358 $429.40
g |k Buchanan 11/26/2008 10358 $3,471.68
10 [uk. Buchanan 4/29/2010 11043 $210.00
1 Buchanan Total $8,563.10
B 12_UK Dodsworth 7/15/2008 10255 $2,490.50
13 luk Dodsworth 7/31/2008 10263 $1,873.80
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Ungrouping Data

Here's how to ungroup data. This example continues using the subtotal2.xlsx file.

1. Select the range of cells that is currently grouped.

2.

Select the Data tab from the Ribbon.

Home Insert Page Layout Formulas Data Milestone Review Wiew Developer TechMentors Help Acrobat Power Pivot QuickBooks 2 Tellme &

ELI =

[T From Text/Csv D;;. Recent Sources ||=|_—I§ [ Queries & Connections 8] Y
[& From Web [* Existing Connections & AL
Get Refresh il Sart Filter
Data~ [Z] From Table/Range All- T Advanced
Get & Transform Data ‘Queries & Connections Sort & Filter
Al - f~ Country
A B = D E F G H 1 J

1 |Country Salesperson Order Date OrderID  Order Amount
2 |UK Buchanan 7/16/2008 10248 $440.00
3 |uk Buchanan 7/23/2008 10254 $556.62
4 UK Buchanan 8/9[2008 10269 §542.20
5 |uk Buchanan 9/10/2008 10297 $1,420.00
o |UK Buchanan 10/18/2008 10320 §516.00
7 |uk Buchanan 10/25/2008 10333 $877.20
g |uK Buchanan 11/27/2008 10358 §429.40
9 |uk Buchanan 11/26/2008 10359 $3,471.68
10 UK Buchanan 4/29/2010 11043 $210.00
11 Total $3,563.10

|E| 12 UK Dodsworth 7/15/2008 10255 §2,490.50
13 UK Dodsworth 7/31/2008 10263 $1,873.80
14 UK Dodsworth 10/10/2008 10324 §5,275.71
15 UK Dodsworth 10/21/2008 10331 $88.50
16 UK Dodsworth 12/25/2008 10386 §166.00
17 UK Dodsworth 1/21f2009 10411 $966.80
18 Dodsworth Total §10,861.31

Select Ungroup.

Text to
=g
Calumns ==

Data Tools

What-If Forecast
Analysis~  Sheet
Forecast

+=

5 Graup -
2E Ungroup
E@ Subtotal

Qutline £} -

Ungroup (Shift+Alt+Left)

Ungroup a range of cells that were
previously grouped.,

In the Ungroup dialog box, select whether the data is currently grouped by rows or

columns.

Ungroup ? >

Select OK.
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Outline Data

Outlining is like grouping. It provides structure to your worksheet to quickly hide or display
detail and summary information.

Here's how to create an outline. This example uses the subtotal2.xlsx file.

1. Select the range of cells to include in the outline.
2. Select the Data tab from the Ribbon.

H -2+ subtotal2 - Saved Michele Wiedemer — u]
File Home Insert Pagelayout  Formulas Review  View  Add-ins Q@ Tell me what you want to do |8 Share
l'-l.:I [ From Text/CSv D_r.Re.ce.ntSuurces FD: EIQuenes.&cUnnemuns o) Y Clear EF?E Flash Fill . F-= Consolidate B gl Eamup ~
[& From Web [E: Bxsting Cannections *~ ] Properties Reappl f-B Remove Duplicates Relationships = &8 Ungroup -
et B From Table Reftesh e Gl oSet R g © o aidation ~ [ What-If Forecast £
Data - Lo From Table/Range Al dit Links V- Advanced | Columns =5 Data Validation i Manage Data Model | Analysis~ Sheet | 4 Subtotal
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline /v
Al = £ Country v
A B c D E F G H 1 J K L M N o P Q R s -
1 |Country |Salesperson Order DateOrderID  Order Amount
2 Juk Buchanan 7/16/2008 10248 $440.00
3 Juk Buchanan 7/23/2008 10254 £556.62
4 |uk Buchanan 8/9/2008 10269 £642.20
5 |uk Buchanan 9/10/2008 10257 $1,420.00
6 |uk Buchanan 10/18/2008 10320 $516.00
7 |uk Buchanan 10/25/2008 10333 £877.20
8 |k Buchanan 11/27/2008 10358 $428.40
2 fuk Buchanan 11/26/2008 10359 $3,471.68
10 Juk Buchanan 4/29/2010 11043 $210.00
1 Buchanan Total £8,563.10
12 UK Dodsworth  7/15/2008 10255 $2,490.50
13 |uk Dodsworth 7/31/2008 10263 $1,873.80
14 Uk Dodsworth 10/10/2008 10324 $5,275.71
15 UK Dodsworth 10/21/2008 10331 $38.50 -
Sheet! | Sheetz | Sheets ® <« y
Ready Average: 16736.18571 Count: 52  Sum: 468613.2 H m - 1 + 100%

3. Select the small square in the corner of the Outline group.
4. In the Settings dialog box, check the direction of the summary rows and columns.
5. Check the Automatic styles box to have Excel automatically apply styles to the outline.

Settings ? *

Direction
Summary rows below detail
Summary columns to right of detail

LCreate Apply Styles Cancel

6. Select Create.
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subtotal2 - Excel Michele Wiedemer

Ho-c--

File

Home

Insert

Page Layout

Formulas

Review

Q@ Tell me what you want to do

View Add-ins

F [ From Tet/CSV [ Recent Sources rlfq 5 Queries & Connections 5] Clear E’w Flash Fill H-= Consolidate ,i_\ gl EHGroup -~ *=
= [& From Web [ Bxisting Cannections 154 Praperties ook Reapply i [-f Remove Duplicates Relatianships D? &5 Ungroup ~ =
Data - o] From Table/Range Re,:ﬂe.sh Edit Links Al o Pl - Advanced [E?,:f,sguatawndamn ~ [ Manage Data Model A\:;;:‘:- Fogf::t £ subtotal
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline LA

Al o £ Country A
A B c D E F G H J K L M N 0 P Q R s [~

1 |Country Salesperson OrderDateOrderID  Order Amount

2 (uk Buchanan 7/16/2008 10248 $440.00

3 (uk Buchanan /232008 10254 $556,62

4 |uK Buchanan 8/9/2008 10269 $642.20

5 (uk Buchanan 9/10/2008 10297 $1,420.00

6 Uk Buchanan 10/18/2008 10320 516,00

7 (uk Buchanan 10/25/2008 10333 $877.20

e [uk Buchanan 11/27/2008 10358 $429,40

3 (uk Buchanan 11/26/2008 10359 $3,471.68

10 (UK Buchanan 4/292010 11043 $210.00
=1 Buchanan Total $8,563.10

12 juk Dodsworth 7/15/2008 10255 $2,490.50

13 k. Dodsworth 7(31/2008 10263 $1,873.80

14 Uk Dodsworth 10/10/2008 10324 $5,275.71

15 UK Dodsworth 10/21/2008 10331 $88.50 -

Sheet! | Sheet2 ‘ Sheet3 ‘ @® 4 3

Ready Average: 1673618571 Count: 52 Sum: 468613.2 EH m - 1 + 100%

Viewing Grouped and Outlined Data

When you have added groups or created an outline, either manually or automatically, Excel
includes several features to make it easy to view different parts of the data at once.

Here's how to work with grouped or outlined data. This example uses the subtotal3.xlsx file.

The Show Detail and Hide Detail tools allow you to quickly show or hide the detail data. You
can use the tools multiple times to expand or collapse multiple levels of data.

File Home

H - s

Insert  Page Layout

Formulas

Michele Wiedemer o

subtotal3 - Saved

View  Add-ins & Share

2 Tell me what you want to do

EE Group -
BB Ungroup -

+ =

EE Subtotal
Outline

"

= [bFromTew/csv [ Recent Sources rlfq [ Queries & Connections Ql Y Clear % [E Flash Fill B-= Consolidate ’i_"? @ B Group + =
[& From Web [ Existing Connections Rehg Properties B ;: e Reapply Tt B-ARemove Duplicates 5 Relationships W:at.rlf Forecast BH Ungroup ~ =
Data - [ From Table/Range All- | Edit Links il YoAdvanced  Columns S5 DataValidation ~ [ Manage Data Model  pnalysis~ Sheet G2 Subtotal
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline F] ~
c119 < £ v
[1]2]3]4] A B C D E F G H J K L M N o P Q R [~
1 |Country Salesperson OrderDate OrderID  Order Amount
10 Buchanan Total 45,091.42
17 Dodsworth Total $10,861.31
26 King Total $5,663.08
65 Suyama Total $38,705.17
] 66 |UK Total $60,320.98
118 USA Total $45,808.51
= 119| Grand Total 1 $106,129.49
120

The + icons indicate hiding detail data. Select a + to expand. Select a - to collapse. The
numbers in the top left corner indicate a level. Click on a number to show that level.
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H ©- subtotal3 - Excel Michele Wiedemer [ O

& Share

Home  Inset  Pagelayout  Formulas View  Add-ins

[BFrom Tet/CSV (75 Recent Sources P [ Queries & Connections 2 Clear Y [E Flash Fill E+o Consolidate i Group + *=
= [& From Web [E" Existing Connections 54 Properties - § Reapply B [fl Remove Duplicates &7 Relationships & Ungroup ~
Get Refresh ) z| Sort Filter Tetto What-ff Forecast
Data - Fo] From Table/Range All- |2 Edit Links Vo Advanced  columns S5 Data Validation + [ Manage Data Model  anaiysic+ Sheet  EEd Subtotal
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline mloa
B10 - 5 'Buchanan Total v
1]z2]3 A | B c | o | E | F | 6 | H | ' | J | K | L | M| N | O | P | O | R [~
1 |Country Salesperson Order Date OrderID  Order Amount
2 K Buchanan 7/16/2008 10248 $440,00
ERS Buchanan 7/23/2008 10254 $556.62
4w Buchanan 8/g/2008 10269 $542,20
5 K Buchanan 9/10/2008 10297 $1,420.00
6 |uk Buchanan 10/18/2008 10320 £516.00
7K Buchanan 10/25/2008 10333 $877.20
8 |k Buchanan 11/27/2008 10358 $429,40
9 K Buchanan 4f29/2010 11043 $210.00
-] 10 BuchananTw_l}tal $5,091.42
11 | Dodsworth 7/15/2008 10255 £2,490.50
12 |uk Dadsworth 7/31/2008 10263 $1,873.80
13 |k Dodsworth 10/10/2008 10324 $5,275.71
14 |uk Dodsworth 10/21/2008 10331 $88.50
15 |uk Dodsworth 12/25/2008 10335 $166.00 -
Sheet] | sheetz | sheets | (&) El v
Ready B m - 1 + 100%
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Module Three: Review Questions

1.

Where can you edit the contents of a cell?

a) The Name box
b) The Formula bar
c) The Cell itself

d) BandC

Which feature helps you create a series of information?

a) Autofill

b) Number format

c) Number styles

d) None of the above

You can paste a formula or its values using paste options.

a) True
b) False

Where do existing cells move when adding cells?

What are the different number formats?

Cell styles include which of the following?

a) Text color

b) Cell background/shading
c) Cell border

d) All of the above

Conditional formatting formats cells based on rules.

a) True
b) False

What is the tiny chart that resides in one cell?

a) Chart

b) Subtotal
c) Sparkline
d) Outline

Where is the group command?
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10. If you want to create multiple levels for your data and subtotals, you should check the
Replace current subtotals box in the Subtotals dialog box.

a) True
b) False
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Whenever you are asked if you can do a job, tell
'em, 'Certainly I can!' Then get busy and find out
how to do it.

Theodore Roosevelt

Module 4: Create Tables

Tables help you sort, filter, and summarize data. Tables data is managed independently from
data in the other rows and columns on the worksheet. In this module, you'll learn to create

and manage tables, apply styles and configure table style options, and work with filtering and
sorting strategies.

Create and Manage Tables
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Create an Excel Table from a Cell Range
Create a table to access additional tools.

Here's how to create a table from an existing cell range. This example uses the
quick analysis.xIsx file.

—

Select the cells you'd like to convert to a table.

On the Home tab of the Ribbon, select Format as Table.

Select a starting Table Style. The options are organized into Custom, Light, Medium, and
Dark styles.

H 9-&- quick analysis - Excel Michele Wiedemer = O

Inset  Pagelayout  Formulas Review  View  Addins  ACROBAT  QuickBooks  Q Tell mewhatyou wantto do 12 Share

b Cut Calibri ®-  EfWapText General - |:=—| B |[Ey == B=x E 3 AutoSum - Ay /C)
Pi B Copy - &= a= o m o C d Foﬁ C‘:I \EEI E‘JEE\‘ F FMI' SZ & Find &

Clipboard ] Font 7] Alignment [ Number ] -
Al i Jx | Company

A B C D E F G H | J
1 |Company Industry Qi sales Q2 sales
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities 5$299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |contoso, Ltd Misc $239,219 $287,989 z
8 |contoso Pharmaceuticals  Medical $371,570 $644,368 ll New Table Style...
9 |Consolidated Messenger Tech $579,825 $448,399 {7 Mew PivotTable Style...
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education $788,390 $540,282
13 |Humongous Insurance Financial 5682,545 $577,599
14 |Litware, Inc. Tech $902,264 $206,331
15 |Lucerne Publishing Misc $305,906 $443,552
18 [Margie's Travel Travel $289,570 $843,834
17
. -
Sheet1 @ ] »

Ready Average: 5437749667 Count: 64  sum: 16313249 | o= ¥ + 100%

In the Format As Table dialog box, check the My table contains headers box if you want
the first selected row to be treated as table headers.

at As Table ? *

Where is the data for your table?
=5A51:5D516

13

My table has headers

5. Select OK to create the table. The data is now formatted as a table, with filtering options

in the column headers.
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H ©- = quick analysis - Excel Michele Wiedemer O - [m}

File

Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks

Design

Table Name: Summarize with PivatTable D Properties Header Row  [] First Column Filter Button
Table3 BB Remave Duplicates T 3> Openin Browser | [ TotalRow [ Last Column
- = Insert  Export Refresh
‘B Resize Table | G2 Convert to Range Slicer - . Unlink Banded Rows [] Banded Columns
Properties Tools External Table Data Table Style Options Table Styles
Al o £ | Company
A B £ D E F G H | J K L M N (o] P Q R|=~
il (compa ~ - - -
2 |A. Datum Corporation Tech 5$195,449 $746,907
3 |Adventure Works. Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 246,554
5 |city Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 5$644,368
9 |Consolidated Messenger ~ Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education $788,390 $540,282
13 [Humongous Insurance Financial $682,545 $577,599
14 |Litware, Inc. Tech $302,264 $206,331
15 [Lucerne Publishing Misc $905,906 $443,552
16 |Margie's Travel Travel 5$289,570 $843,834
17
Sheet! 1 r
Ready Average: 543774.9667 Count: 64  Sum: 16313249 H m - 1 + 100%

Q Tell me what you want to do & Share

Add or Remove Table Rows and Columns

When working in a table, the Insert and Delete tools on the Home tab of the Ribbon include
additional options specific to a table.

Here's how to add a row or column to a table. This example continues using the
quick analysis.xIsx file.

1. Select a cell adjacent to where you'd like to insert the row.
2. Select Insert from the Home tab on the Ribbon.

E - quick analysis - Excel Michele Wiedemer a

Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do

oD e Py - v
D % Calibri M A A TE= = Currency - --@ Z ‘.‘ Insert >3 év p
® - - & & Delete ~ - ’
Paste B I U-~ - DA =E==EE - $+9% s <3 0 Conditional Formatas Cell ., _ Sort& Find &
v o - o T " Formatting~ Table~ Styles~ B Format~ &~ Fipero Select~
Clipboard & Font [ Alignment ] Number ] Styles Cells Editing A

3. Select Insert Table Rows Above to add a row, or select either Insert Table Columns to the
Left or Insert Table Columns to the Right to add a column.

Insert Cells...

Insert Sheet Rows

u'|!|~u %ﬁ

c
Ed
=

Insert Sheet Columns

Insert Table Rows Above

Insert Table Columns to the Left
Insert Table Columns to the Right

BZ=E1 -

Insert Sheet

Here's how to delete a row or column from a table.

1. Select a cell in the row you'd like to delete.
2. Select Delete from the Home tab on the Ribbon.
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3. Select Delete Table Rows or Delete Table Columns.

Delete Cells...

Delete Sheet Rows
Delete Sheet Columns
Delete Table Rows

Delete Table Columns

R ox2 % X % BP

Delete Sheet

Convert a Table to a Cell Range
If you no longer need data separated as a table, you can return it to cell range.

Here's how to create a cell range from a table. This example continues using the
quick analysis.xlsx file.

Select the table you'd like to convert to a cell range.
Select the Table Tools Design tab on the Ribbon.
3. Select Convert to Range.

N —

H - =« quick analysis - Excel s Michele Wiedemer

File Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Design

Table Name: Summarize with PivotTable D Praperties Header Row [ First Column Filter Button
Table3 B-fl Remove Duplicates ad d OpeninBrowser | []TotalRow [ Last Column -
= o Insert  Export Refresh -
B Resize Table Slicer - - Unlink Banded Rows [] Banded Columns

Froperties External Table Data Table Style Options Table Styles ~
A1 hd F || Company v

A 8 C D E F G H | J K L M N o P Q R[=
il [compa - - - -
2 |A. Datum Corporation Tech 5195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines. Travel $934,763 $246,554
5 |City Power & Light utilities $299,293 $674,295
& |Coho Vineyard Beverage 5228,783 $659,385
7 |contoso, Ltd Misc $239,219 $287,989
& |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |consolidated Messenger ~ Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education $788,390 $540,282
13 [Humongous Insurance Financial $682,545 $577,599
14 [Litware, Inc. Tech $902,264 $206,331
15 [Lucerne Publishing Misc $905,906 $443,552
16 |Margie's Travel Travel $289,570 $843,834
17
. -
Sheet1 ® F] »
Ready Average: 543774.9667 Count: 64  Sum: 16313249 H m - 1 + 100%
4. In the confirmation window, select Yes.
crosoft Exce x
o Do you want to convert the table to a normal range?
Yes No

The table is converted to a cell range, even though the cell background colors remain the
same.
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Manage Table Styles and Options

Apply Styles to Tables

The Table Styles gallery includes a number of pre-built border and shading options to help
you style your table quickly.

Here's how to apply a table style. This example continues using the quick analysis.xlsx file.

1. Place your cursor anywhere in the table you want to style.
2. Select the TABLE TOOLS DESIGN tab on the Ribbon.

B - s quick analysis - Excel Michele Wiedemer B

File Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do

Table Name: Summarize with PivotTable == Header Row [ First Column Filter Button
ol A O TotalRow [ Last Column
= = Insert  Export Refresh
0 Resize Table G2 Convert to Range Slicer ° c Banded Rows ] Banded Columns

Table3 B+ Remove Duplicates

Properties Tools External Table Data Table Style Options Table Styles ~

3. Select the style that you want to apply. You can select the arrow at the bottom of the
Table Styles group to see additional options categorized as Custom, Light, Medium and
Dark.

Custom -

Configure Table Style Options

The Table Style options allows you to control special formatting in your table.

Here’'s how to change the Table Style Options. This example continues using the
quick analysis.xIsx file.

Place your cursor anywhere in the table you want to style.

Select the TABLE TOOLS DESIGN tab on the Ribbon.

Check the Header Row, First Column, or Last Column boxes to customize the format.

If you'd like to alternate shading, check the Banded Rows and/or Banded Columns boxes.

b
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el

Add-ins ACROBAT QuickBooks

Header Row First Column Filter Button
[ Total Row [ Last Column
D Banded Rows |:| Banded Columns

Table Style Options

Insert Total Rows
One of the advantages to formatting data as a table is the option to quickly see a total.

Here's how to add a table row. This example uses the Tables.xlsx file.

1. Place your cursor anywhere in the table you want to style.
2. Select the TABLE TOOLS DESIGN tab on the Ribbon.
3. Check the Total Row box to see the total.

H ©- = Table Tools

Home  Inset  Pagelayout  Formulas  Data  Review  View  Add-ins  ACROBAT  QuickBooks [EENCPONM  Q Tell me what you want to do

Table Name: [ summarize with PivatTable D Praperties Header Row First Column Filter Button
Tables BB Remave Duplicates 3> Open in Browser [ Last Column -
- = Insert  Export Refresh -
“E Resize Table | 5 Convert to Range Slicer | - - Unlink Banded Rows | Banded Columns

Properties Tools External Table Data Table Style Options Table Styles ~
Al o £ | Company o

A B C D E F G H | J K L M N (o] P Q R|=~
1 [company ~|industry [~|Q15ales [~]|Q2sales [~
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 [Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 |Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger  Tech $579,825 $148,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education 5788,330 $540,282
13 |Humongous Insurance Financial $682,545 ¢577,599
14 |Litware, Inc. Tech $902,264 $206,331
15 |Lucerne Publishing Misc $905,906 $443,552
=" " g
17 [Total $8,255,581 I
Sheet! ® 0 v

Ready Average: 5437749667 Count: 64  Sum: 16313249 H m - 1 + 100%
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Filter and Sort a Table

Filter Records

When your data is formatted as a table, you can easily filter your data. A filter removes some
data from your table, allowing you to focus on one or more aspects of the data.

Here's how to apply a filter. This example continues using the Tables.xIsx file.

1. Select the arrow next to the column header for the column including type of data you want

to filter.

10

A B C D E F
1 |Company ~ | Industry ﬂﬂl Sales EQZ Sales E
2 |A. Datum Corporation Tech - I_;““ 119 $746,907
3 |Adventure Works Travel (Showing AH)nl $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |city Power & Light Utilities $299,293 $674,235
6 |Coho Vineyard Beverage $228,783 $659,385
7 |contoso, Ltd Misc $239,219 $287,989
3 |Contoso Pharmaceuticals  Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 [Fabrikam, Inc. utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 | Graphic Design Institute Education $788,390 $540,282
13 |Humongous Insurance Financial $682,545 $577,599
14 |Litware, Inc. Tech $502,264 $206,331
15 |Lucerne Publishing Misc $905,906 $443,552
16 | Margie's Travel Travel $289,570 $843,834
17 |Total 48,255,581

Sheet1 ®

2. Clear the SELECT ALL check box to clear all boxes. Check one or more boxes from the items
that are taken from your data. Select OK to apply the filter.

Sort Ato Z
ElL SortZtoA
Sort by Color

Text Filters

Search

=
Education
Financial
Medical
Misc

[/ Tech

[ Travel
-1 Utilities

Cancel

& SortAteZ

Al SortZtoA
Sort by Color

Text Filters
Search

] (Select Al
--[] Beverage
-] Education
-] Financial
-] Medical
-] Misc
[ Tech
-] Travel
-] Utilities

Cancel

Excel only shows the rows that match the filter. The other rows are still present, but hidden.

A B € D E F
1 |Company v | Industry Eﬂl Sales EQZ Sales |~
2 |A. Datum Corporation Tech $195,449 $746,907
9 |Consolidated Messenger Tech $579,825 $448,399
14 |Litware, Inc. Tech $902,264 $206,331
17 [Total $1,401,637
18
19
20
21
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Clear Filters

Excel displays a filter icon in the column header to indicate that you've applied a filter to that
column.

Here's how to clear a filter. This example continues using the Tables.xIsx file.
1. Select the arrow next to the column header for the filtered column.

2. Select Clear Filter From. This option will have additional text customized to the specific
filter you have applied.

2] SortAtoZ
%l setZtoA

Sort by Color >

B, ClearFilter From "Industry” l

Text Filters >

Search yel
v W] (Select All)

The filter is immediately removed and the data returned to the unfiltered state (for that
column).
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Use a Number Filter or Text Filter

Above the specific options taken from the column of data you want to filter is a Text Filter or
Number Filter option, depending on which type of data your column contains.

Here's how to apply a text filter. This example continues using the Tables.xlsx file.

1. Select the arrow next to the column header for the column you want to filter.
In this example click the arrow for the Industry column.
2. Select TEXT FILTERS.
3. Select the type of text filter you want to apply. In this example use Begins With...

H - = Tables - Excel

Michele Wiedemer 3]

File Home Insert LELETLITS Formulas Data Review View Add-ins ACROBAT QuickBooks Design

Table Name: [E3] summarize with PivatTable D Properties [] Header Row First Column [ Fitter Button
Tables B Remove Duplicates > Open in Browser | [] Total Row [ Last Column -
z o Insert  Export Refresh =
‘& Resize Table 52 Convert to Range Slicer - - Unlink [ Banded Rows [] Banded Columns M
Properties Tools External Table Data Table Style Options Table Styles S
Al - f Company v
A 8 C D E F G H 1 J K L M N o P Q R[=
1 ICumpany ~ | Industry Q1 sales EQZSaIes -
2 %] SertAtoZ $195,449 $746,907
32| senzton $123,721 $733,396
ke Sart by Color v SRS SR
5 $299,293 $674,295
6 $228,783 $659,385
7 $239,219 $287,989
E 2]
o are P s 5
1 - (Select All} Begins With... 6
¥ Beverage —
12 +¥ Education NS T
13 - Financial Contains... )
14 - Medical 1
| | FMisc Does Not Contain... B
M Tech i
16 =T Custom Filter... )
17 [ Utilities $8,255,581
18
|19 hd
ok Cancel 1 3
Re Average: 5437749667 Count: 64  Sum: 16313249 H m - 1 + 100%

4. In the Custom AutoFilter dialog box, enter the letter(s) or text you want to use as the filter.

Custom AutoFilter T x

Show rows where:
Industry
begins with w1 “

@ and (O or

~

Use 7 to represent any single character
Use * to represent any series of characters

5. Select OK. The table is filtered to show matching records.

A B C D E F G H J K L M N (] P Q R+

1 |Company ~ | Industry QlSaIes EQZSaIEs hd

2 |A. Datum Corporation Tech $195,449 $746,907

3 |Adventure Works Travel $123,721 $733,396

4 |Blue Yonder Airlines Travel $934,763 $246,554

9 |Consolidated Messenger Tech $579,825 $448,399

14 |Litware, Inc. Tech $902,264 $206,331

16 |Margie's Travel Travel $289,570 5843,834

17 |Total $3,225,421

18
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Here's how to apply a number filter. This example continues using the Tables.xlIsx file.

Select the arrow next to the column header for the column you want to filter.
In this example use the Q1 Sales column.
Select NUMBER FILTERS.

Select the type of number filter you want to apply. In this example use Greater Than...
H -

s Tables - Excel Michele Wiedemer

File Home  Inset  Pagelayout  Formulas  Data  Review  View  Add-ins  ACROBAT  QuickBooks [EENSTOME O Tell me what you want to do

Table Name: Summarize with PivotTable D Header Row First Column Filter Button
Tables B Remove Duplicates > pen in Browser | [] Total Row [ Last Column
z Insert  Export Refresh
‘B Resize Table 52 Convert to Range Slicer - Unlink [ Banded Rows [] Banded Columns
Properties Tools External Table Data Table Style Options Table Styles S
Al - f Company v
A B € D E F G H | J K L M N (o] P Q R|=~
1 |Company ~ | Industry leales r|Q2sales |~
2 [A.Datum Cot £| Sort Smallest to Largest $746,907
3 |Adventure W Z | 5ot Largest to Smallest $733,396
4 |Blue Yonder Sort by Color N $246,554
9 |consolidatec $448,399
14 |Litware, Inc. $206,331
16 |Margie's Tray 843,834
17 [Total | Number Filters I 4 Equals.
:S e 2] Does Not Equal...
- (Select All)
& 8123721 I}
21 $195.440 . T al To...
22 5289,570 Less Than...
23 §579,825 .
o L7 5902,264 Less Than Or Egual To...
s +[2 5934, 763 Between...
26 Top 10,
27 Above Average
Below Average =
|_ ok Cancel L] r
Custom Filter...
Ready 6 of 15 rec Average: 520917.75 Count: 28 Sum: 6251013 H m - 1 + 100%
4. In the Custom AutoFilter dialog box, enter the value you want to use for the filter.
Custom AutoFilter ? X
Show rows where:
Q1 Sales
is greater than ~ ZODDM w
@znd Oor [
~ ~
Use 7 to represent any single character
Use * to represent any series of characters
5. Select OK. The table is filtered to show matching records.
A B C D E F G H [ J K L M N 3 P Q R[~
1 |company ~|Industry [-T|Q1sales [¥]q2sales ||
4 |Blue Yonder Airlines Travel $934,763 5246,554
9 |consolidated Messenger  Tech $579,825 $448,399
14 |Litware, Inc. Tech $902,264 5$206,331
16 |Margie's Travel Travel $289,570 $843,834
17 [Total $1,745,118
18
19
20
21
22
23
24
25
26
27
28
29
0 -
‘ Sheet1 | @ [l 3
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Change Sort Order

Sorting places selected data in a new order.
Here's how to create a custom sort. This example continues using the Tables.xlsx file.

1. Select one column header you want to use in your sort.
2. From the ribbon’s Home tab select the Sort & Filter tool from the Ribbon.

H ©- i Tables - Excel Michele Wiedemer Eal = O
Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Design Q Tell me |5 Share
Y . .| = iti ] T e
D 8{, Calibri T = — 5’/- % General . %Condltlonal Formatting Insert Z ‘%Y p

B E=The L?Fnrmat as Table~ Delete ~ m = e | S

aste - . - =mE== ETE . €0 .00 e ort n

- ~ B Iy & A - - 0 $ % * s DCEII Styles ~ = Format ~ | Filter - Belect -
Clipboard Font ] Alignment ] Mumber [F1 Styles Cells
B1 = £ Industry

A B & D E 7 G H J
1 |Company 'Ilndustry ~ |Q1 Sales |- |Q2Sales |~
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel 5934,763 5246,554
5 |City Power & Light Utilities £299,293 2674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7_|Contoso, Ltd Misc $239,219 $287,989
8 | Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 5635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education $788,390 $540,282
13 |Humongous Insurance Financial 5682,545 $577,599
14 | Litware, Inc. Tech $902,264 $206,331
Sheet1 (O] 1 3

Ready H o - ] + 100%

3. Select Custom Sort.

Excel opens the Sort dialog box.

Sort ? x
+9l Add Level x Delete Level E@ Copy Level ‘ Options... My data has headers
Column Sort On Order
Sort by w | |values | AtoZ w

Cancel

4. You can choose the first column by which to sort from the Sort By drop down list. The
options displayed match the column headers in your worksheet.
5. Select an option from the Sort On drop down list. Values is selected by default.
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6. Select an Order from the drop down list.

Sort X
+§l Add Level x Drelete Level EE Copy Level | Options... My data has headers
Column Sort On Order
sortby |1 Sales w | Values ~ rgest to Smallest

Cancel

7. Select OK when you have finished setting up your sort to see the results.

Sz,

A B c . D | E | F [ x | ¢t |-
1 |[Company 'llndustry ~ |C11 Sales |-l|Q2Sales |~
2 |Blue Yonder Airlines Travel $934,763 $246,554
3 |Lucerne Publishing Misc $905,906 $443,552
4 |Litware, Inc. Tech $902,264 $206,331
5 |Fourth Coffee Beverage $876,740 4567,216
6 |Graphic Design Institute Education $788,390 $540,282
7_|Humongous Insurance Financial $682,545 $577,599
8 |Fabrikam, Inc. Utilities $639,630 $635,474
9 |Consolidated Messenger Tech $579,825 $448,399
10 [Contoso Pharmaceuticals Medical $371,570 $644,368
11 | City Power & Light Utilities $299,293 $674,295
12 |Margie's Travel Travel $289,570 $843,834
13 |Contoso, Ltd Misc $239,219 $287,989
14 |Coho Vineyard Beverage $228,783 $659,385
Sheet1 ] 3
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Sort Data by Multiple Columns
The Custom Sort dialog box allows you to sort based on more than one column for more
advanced options.

Here's how to sort by multiple columns. This example continues using the Tables.xlsx file.

1. Select one column header you want to use in your sort.
2. Select the Sort & Filter tool from the Ribbon.

H - < Tables - Excel Michele Wiedemer = =
Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Design Q@ Tell me | Share
Y — iti ] e @
D X% Calibri It A A e — ® - E—f General . Cnndltlnnal Farmatting Insert
B Egy - DFUrmatasTﬂblE' Delete -
GGIE - - - | = = €= 3= - €0 .00 o
- ~ B LU & L - = == $ % e GCE” Styles ~ (=1 Format ~
Clipboard Font r Alignment ] Mumber [F} Styles Cells A A
> ’ e | B e ]|
A B C D E [F G H 1 E -
1 |Company 'Ilndustry ~ |Q1 Sales |- |Q2Sales |~
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel 5934,763 5246,554
5 |City Power & Light Utilities £299,293 2674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 $287,989
8 | Contoso Pharmaceuticals Medical $371,570 $644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 $567,216
12 |Graphic Design Institute Education $788,390 $540,282
13 |Humongous Insurance Financial 5682,545 $577,599
14 | Litware, Inc. Tech $902,264 $206,331
Sheet1 (O] 1 3
Ready = 0 - 1 + 100%
3. Select Custom Sort.
Excel opens the Sort dialog box.
Sort ? x
*4| Add Level || X Delete level | ER) Copy Level Options... My data has headers
Column sort On Order
Sort by « | | Values v |AtoZ ~

4. You can choose the first column by which to sort from the Sort By drop down list. The
options displayed match the column headers in your worksheet.
5. Select an option from the Sort On drop down list. Values is selected by default.
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6. Select an Order from the drop down list.

Sort ? x
*4| Add Level || X Delete level | ER) Copy Level Options... My data has headers
Column Sort On Order

Sortby Q1 Sales ~ | | Values v I

Cancel

7. To add another column to your sort, select Add Level.
Repeat steps 4, 5, and 6 for the next sorting level.

Sort ? x
P
*4] Add Level I < Delete Level | [ Copy Level | & Options... My data has headers
Column Sort On Order
Sortby |1 Sales w | |values «| |Largest to Smallest ~
Then by |industry | |Values | |AtoZ ~
Cancel

8. As needed you can Delete the Level, or Copy a Level, or use the up and down arrows to
rearrange the order of the sorting levels.

Sort 4 x
*2] Add Level I < Delete Level I ER Copy Level I Nl I Options... My data has headers
Column Sort On Move Up (Ctrl+Up Arrow)

Sortby | Industry ~| | values v| |atoz ~
Thenby | Q1 Sales w | [values v | |Largestto Smallest ~

Cancel

Select OK when you have finished setting up your sort to see the results.

A B © D E F G H | ] K L -
1 |[Company 'llndustry vT|G1 Sales |-l|Q2Sales |~
2 |Fourth Coffee Beverage $876,740 $567,216
3 |Coho Vineyard Beverage $228,783 $659,385
4 |Graphic Design Institute Education $788,390 5540,282
5 |Humongous Insurance Financial $682,545 4577,599
6 |Contoso Pharmaceuticals Medical $371,570 $644,368
7 |Lucerne Publishing Misc $905,906 $443,552
8 |Contoso, Ltd Misc $239,219 $287,989
9 |Litware, Inc. Tech $902,264 $206,331
10 [Consolidated Messenger Tech $579,825 $448,399
11 [A. Datum Corporation Tech $195,449 $746,907
12 |Blue Yonder Airlines Travel $934,763 $246,554
13 [Margie's Travel Travel $289,570 $843,834
14 |Adventure Works Travel $123,721 $733,396

Sheetl

P

©)
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Remove Duplicate Records
When working with large worksheets with lots of data, it's possible to find data that has been
entered or imported in a way to create duplicates.

Here's how to check for duplicate data. This example uses the duplicates.xlsx file.

1. Place your cursor anywhere in the table with duplicates.
2. Select the Table Tools Design tab from the Ribbon.
3. Select Remove Duplicates.

Michele Wiedemer

= S quick analysis - Excel

File Home  Inset  Pagelayout  Formulas  Data  Review  View  Add-ins  ACROBAT  QuickBooks Q Tell me what you want to do
Table Name: [l summarize with PivotTable :]5 D Header Row [] First Column Filter Button
Table3 BB Remove Duplicates = 4 [ Total Row [ Last Column

. - Insert  Export Refresh —
C Resize Table “G=TCONVent to Range Siicer | B~ 5 K Banded Rows [] Banded Columns N

Properties Tools External Table Data Table Style Options Table Styles ~

4. Select the columns you want to check for duplicates.
The Select All and Unselect All tools can help you manage a large list of columns.
The My Data has Headers box indicates whether the list includes header rows.

7 X

Remove Duplicates

To delete duplicate values, select one or more columns that contain duplicates,

B=Select Al | | 8 Unselect All My data has headers

Columns

Company
Industry
Q1 sales
02 sales

OK Cancel

5. Select OK.

Excel notifies you of how many duplicates are removed.

Microsoft Excel x

o & duplicate values found and removed; 15 unigue values remain.
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Module Four: Review Questions

1.

10.

You should not include the header rows in your selection when you are formatting data
as a table.

a) True
b) False

Where do you find the tool to convert a table back to a cell range?

Which of the following Table Style Options allows you to alternate shading?

) Header Row

) Banded Rows

) First Column

d) Last Column

You can remove the filter buttons in a table’s header row.

0 oW

a) True
b) False
The Clear Filter tool is on the Table Tools Design tab of the Ribbon.

a) True
b) False
How would you create a filter to hide data that is missing certain text from a table?

Which of the following is not a Number Filter option?

a) Does Not Equal

b) Begins With

c) Less Than

d) Above Average

What are the three pieces of information needed to perform a custom sort?

You can sort on more than one column.

a) True
b) False
Which tool deletes data from your table if it is not a unique value?

a) Remove Duplicates
b) Convert to Range
c) Delete Table Rows

d) None of the Above

~
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All which is beautiful and noble is the result of

reason and calculation.

Charles Baudelaire

Module 5: Perform
Operations with Formulas

and Functions

Excel’s power lies in its ability to make calculations that help you analyze data. This module
explains how to build the formulas and use the functions that can help you make your
calculations. You'll learn about formulas, basic functions, conditional functions and using

functions to format and modify text.
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Building Formulas

Operators

To build formulas, you need to understand how Excel performs calculations. Formulas use
operators and cell references.

Review the different types of operators.

The Arithmetic operators are:

+ Plus Sign — Adds values A1+B1
- Minus Sign — Subtracts values A1-B1
* Asterisk — Multiplies values A1*B1
/ Forward slash — Divides values A1/B1
% Percent sign — Finds the percentage of a value A1%
A Caret — Exponentiation — Finds the exponential value A17B1

The Comparison operators are:

= Equals sign — Equates values A1=B1
> Greater than sign — Indicates that one value is greater than the other ~ A1>B1
< Less than sign — Indicates that one value is less than the other A1<B1
>=  Greater than or equal to - Indicates that one value is greater than or A1>=B1

equal to the other

<= Less than or equal to — Indicates that one value is less than or equal to  A1<=B1
the other
<> Not Equal — Indicates that values are not equal A1<>B1

The one text operator is:

& Ampersand - Combines two text values into one text value A1&B1
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The reference operators are:

, Comma - combines multiple range references A1,C10
together Selects cell A1 and C10 only

Colon - produces a reference to all of the cells  A1:C10

between the references on either side of the Select all the cells from A1 to C10.
colon
Space - produces a reference to the cells A1:C10 B3:D9

common to the references on both sides of the  Selects all the cells from B3 to C9 because

space they are common to both ranges

Build a Formula
Formulas in Excel have a specific structure.

Here's how to enter a formula to calculate the Total Value. This example uses the
Inventory.xIsx file.

1. Select the Total Value for the first product (cell D4).

2. Enter the = sign to begin the formula.

3. Use the mouse or arrow keys to point to cell B4 to use it as the first value in the formula.
Excel enters the reference as part of the formula.

4. Type the * sign.

5. Use the mouse or arrow keys to point to cell C4 to use it as the second value in the
formula. Excel enters the references as part of the formula.

H - ] Inventory - Exce Mich mer
Insert Page Layout Formulas Data Review [ Add-ins ACROBAT QuickBooks Q Tellme
C- T - - Accounting z Conditional Fermatting Insert P
. D gy - % Format as Table Delete R~
aste I U
- B : -°,8 Cell Styles Format -
Clipboard Font Alignment Number Styles Cells Editing ~
ca e > v & =B4*C4 v
A B & D E F G H ] K L M N [«
1] Inventory
2
#leftt
Total Value  Reorder level SRS
3 reorder
4 | 05125738 26 L§2_4;E_.E_Q_!=E4-‘C4 20
5 |DSP4543 14 512450 10
& |D545843 2 $588.00 1
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6. Press ENTER or CTRL + ENTER to complete the formula.
If you press ENTER the cursor will move to the next row. If you press CTRL + ENTER the

cursor will stay in the same location.

A | B | C D E | F | G H L | M | NJa
1| Inventory
2
Total Value  Reorder level S
3 reorder
4 |Os12578 524889 5 647114
5 |DsSP4543 14 512450 . 10
6_ 0545848 2 5$588.00 1
?_5512566 18 522467 10
3_55P2??? 12 $118.00 5
9_(1512585 5 §555.22 5
'IO_ D512566 2 547099 1
11 |D512556 8 $430.37 5
12 |KksPa33s3 4 $585.00 2
13_ aP133 12| 525523 10
14: K536678 3 5685.75 1
15 |
16 |Tax rate 10%
17
Sheetl Sheet2 | Sheet3 | ] 3

Note that if you select the cell, the Formula bar shows the formula, while the cell contents show the

calculation.
D4 N e =BA*C4
| A | B | C D E | F
1 Inventory
2
Unit # left to
# In Stock _r|| Total Value  Reorder level =
3 Price reorder
4 26 $24889 |5 647114
5 |DSP4543 14 512450 10
6 |DS45848 2 %5B8.00 1
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Edit a Formula

You can change the operators or cell references in a formula in the Formula bar.

Here's how to edit a formula. The example uses an incorrect cell reference in a formula in the

Inventory.xlsx file.

1. Select the cell with the formula you want to correct to make it active.

2. Either click in the Formula Bar or press F2.
Excel highlights the cell references in the current formula.

| A | B | € | D | E F G | H | L | M | N[
1 Inventory
2
#In Stock U_rut Total Value Reorder level #lsitio
3 - Price o reorder
4 26| s248.89 |5 647114
5 14 12450 10
6 2 5588.00 1
7 18 5224567 10
3. Change the formula as needed.
E4 - X « F || =Baed v
A | B | C | D | E F G | H L M N [«
1 Inventory

ra

Unit # left to

Part No. #In Stock Total Value  Reorder level

& o o Price o o reorder
4 |as12578 | 26) s248.89 5 647114 UYy  201=B4-E4
5 |DsP4543 14 $12450 10

6 |DS45343 2 $583.00 1

7 |5512566 18 522467 10

4. Press ENTER or Ctrl + ENTER to complete the formula.
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Copy a Formula

In Excel, you often repeat the same formula, changing only the cells you are referencing.

Here’s how to copy and paste a formula. This example continues using the Inventory.xlsx file.

1. Select the cell with the formula you want to copy.
2. On the ribbon’s Home tab click Copy or type CTRL + C.

Home  Insert  Page Layout Fj

ay X Cut

{ B2 Copy -
Pastd—s B I U- .
. N Format Painter = -

Calibri

Clipboard M Font

1 .

115 Copy (Ctrl+Q) )
4

4

P

Put a copy of the selection on the
Clipboard so you can paste it
somewhere else.

1 o \
| |_go R Ig_\(_eotorv_

Excel highlights the cell whose contents you are copying. This will remain highlighted until you

finish pasting, in case you want to paste the cell contents more than once.

3. Select the cell where you want to copy the formula.

4. Press ENTER or CTRL + V or right click in one of those cells and choose either Paste or
Paste formula. Note: As shown below if you hover your mouse over the paste options, the

rest of the context menu is dimmed.

A B i ] E F G H L M N [«
1| Inventory
2
Unit #leftto
Part No. #In Stock . Total Value  Reorder level

3 Price reorder
4 |Qs12578 26 $248.89 15 __6,471.14 20 &
5 _D5P4543 14 512450 3 1,743.00 10
& _D54584S 2 5$588.00 1
7 _5512565 18 522467 10
8 |s5P2777 12| 5118.00 .

1 Paste Options:
9 |0512585 5 §555.22

- il il e il ﬁ‘ -
10_D512555 2 547099 D 123 éE % o
" |D512556 8 5430.37
12 |KsP4333 4 5$585.00 Formulas (F)
13_QP133 12| 525523 IO
14_K5366?S 3 5685.75 1
15|
16 |Tax rate 10%
17

Sheet] | Sheet? | Sheet3 ® 3
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If you pressed CTRL + V or used the mouse, then you can repeat steps 3 and 4 to paste in
as many locations as desired. But, if you press ENTER then Excel will stop pasting.

A B L 1] E F G H J K L M M [a
1| Inventory
2
Unit #leftto

Part No. #In Stock . Total Value  Reorder level
2 Price reorder
4 _QSlZS?S 26 524889 :_5___6_,&11_&4_-‘! 20 6
5 |DSP4543 14 512450 3 1,743.00 10
G 7 $58800(|5 1,176.00 1
7 |5512566 18 522467 |5 404406 10
8 |s5P2777 12 $11800| 5 1,416.00 5
9 |as1i2585 5 §555.22 | S 2776.10 5
10 |DS12566 2 3470995 941.98 1
11 |D512556 8 543037 |5 344296 5
12 |KsP4a333 4 $58500 |5  2,340.00 2
13 |QP133 12 525523 |5 306276 10 H\}
14 |KS36678 3 568575 | % 2,057.25 1
15 | = (Chrl) ~
16 |Tax rate 10%
17 -

Sheet! | Sheet? | Sheet3 ® [ »

Here's how to copy a formula using Autofill. This example continues using the Inventory.xlsx
file.

1. Select the cell with the formula you want to copy.
2. Drag the handle at the bottom right corner of the cell to include the cells that should also
contain the formula.

F4 S S | =B4-E4 v

A B C D E F G H J K L M M [«
1 Inventory
-

# left to
Total Value  Reorder level
2 reorder
4 10512578 26 5248.89 5 6,471.14 20| =}
5 _D5P454-3 14 $12450 5 1,743.00 10|
6 |DS45848 3 358300 5 1,176.00 1
7 _5512555 18 522467 S 4,044 .06 10
8 |sspar77 17 $11800 5 1,416.00 5
9 _Q512585 5 555522 § 2,776.10 5
10 |DS12566 2 347099 5 941.58 1
11 |Ds12556 8 $430.37 § 344296 5
12 |KsPa333 4 $58500 §  2,340.00 2
13_ OP133 12 $255.23 3 3,062.76 10|
14- K536678 3 568575 & 2,057.25 1
15 | +
16 |Tax rate 10%
% -
Sheetl | Sheet2 | Sheet3 | ® 4 »

Drag outside selection to extend series or fill; drag inside to clear H m - 1 + 9%

3. Release the mouse button at the end of the range.
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Understand Absolute, Mixed and Relative References

When a formula is copied from one cell to another, you have four options for how the
formula’s cell addresses will be adjusted relative to the new vs. original location. You
select the options you want by choosing whether to place a $ in front of the row

number and/or column letter.

Absolute Reference — nothing changes
Use a $ in front of both the column letter and
row number

A B C
1 10
2 =5AS1 =SAS1
3 =SAS1 =SAS1

No matter where the destination cell is, the
row number and the column letter will not
change.

In this example, when B2 is copied down to a
cell in row 3, the “1” stays a “1"” because the $
in front of the row letter makes it absolute.

When B2 is copied across to a cell in column
C, the column letter remains an “A"” because
the proceeding $ makes it absolute.

Relative Row, Absolute Column
Use a $ in front of the column letter but not
the row number

A B C
1 10
2 =SA1 =SA1
3 =SA2  =SA2

Based on the destination cell, the row number
can change but the column letter will not
change.

In this example, when B2 is copied down to a
cell in row 3, the “1” becomes a “2".

When B2 is copied across to a cell in column
C, the column letter remains an “A” because
the preceding $ makes it absolute.

Absolute Row, Relative Column
Use a $ in front of the row number but not the
column letter.

A B C
1 10
2 =AS1 =BS1
3 =AS1 =BS1

Based on the destination cell, the row number
will not change but the column letter can
change.

In this example, when B2 is copied down to a
cell in row 3, the “1" remains a 1" because
the $ in front of the row letter makes it
absolute.

When B2 is copied across to a cell in column
C, the column letter changes to a “B".

Relative Reference
Do not place a $ in front of the row number
and do not place a $ before the column letter.

A B C
1 10
2 =Al =B1
3 =A2 =B2

Based on the destination cell, both the row
number and the column letter can change.

In this example, when B2 is copied down to a
cell in row 3, the “1” becomes a “2".

When B2 is copied across to a cell in column
C, the column letter changes to a “B".
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Here's an example of how to copy a formula with an absolute reference. This example uses the
Taxes.xlsx file.

Create a new column labeled Taxes.

Select in the Taxes column for the first product (cell E4).

Enter the = sign to begin the formula.

Point to cell B16 to use it as the first value in the formula. Excel enters the reference as

b

part of the formula.
5. Press F4 on the keyboard to switch the cell reference to absolute or you can use the
formula bar to manually insert dollar signs before the column and the row (i.e., $B$16).
6. Enter * and select the relative reference in the Total Value column.

7.

D4 e X & f | =5BS16*D4 v
A B C D E G H J

1| Inventory
2

Unit # left to

#In Stock . Total Value Taxes Reorder level
3 Price reorder
4 |as12578 26 5248.39 E $ Gp47114 T:se_s:e*m 20 6
5 |D5P4543 14 $12450 & 1,743.00 10 4
B |D545848 2 558800 5 1,176.00 1 1
7 |5512566 18 522467 & 4,044.06 10 8
8 |ssp2777 12 311800 %  1,416.00 5 7
9 :c1512555 5 555522 5 2,776.10 5 -
10_ 0512566 2 547099 & 94198 1 1
11 | 0512556 8 543037 5 3,44296 5 3
12 |KSP4333 4 558500 §  2,340.00 2 2
13: QP133 12 $255.23 &  3,062.76 10 2
14_ K336678 3 368575 5 2,057.25 1 2
15- 1 | L ]
16 |Tax rate L 10%1
17 -
Sheetl Sheet2 | Sheet3 | [] 3

Point H - +

Press ENTER or CTRL + ENTER to complete the formula.

Try copying the formula for the other products and selecting some of them to see the results.

Ef - 5 =$B516*D6
A B C D E F G H J K L

1 Inventory

Unit # leftto

PartNo. #In Stock _ Total Value Taxes Reorder level
3 Price reorder
4 |Qs12578 26 5248.89 § 6,471.14 5 647.11 20 B
5 |D5P4543 14 512450 § 1,74300 $ 174 30 10 4
G |D545848 2 458800 § 1176.00|%5 117 EO. 1 1
7 5512566 18 522467 § 404408 S 404.41 10 8
8 |ssP2777 12 311800 § 141600 S 141.60 5 7
9 |Qs12585 5 855522 § 277610 § 277 61 5 -
10 |D512566 2 547099 § 94198 § 9420 1 1
11 |D512556 8 $543037 § 3442396 § 344.30 5 3
12 |K5P4333 4 558500 § 2,34000 S 23400 2 2
13 |QP133 12 5255.23 § 3,062.76 S 306.28 10 2
14 |K536678 3 868575 § 2,057.25 % 20573 1 2
15
16 |Tax rate 10%
17
Sheet1 Sheet2 Sheet3 4 »

Ready B M - 1 90%
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Perform Basic Functions

Calculate Using Status Bar

The Status Bar at the bottom of the Excel window provides a quick way to perform some basic
functions.

Here's how to find the average of selected cells. This example uses the Budget.xlsx file.

1. Highlight the cells to include in the average.
2. Find the Average in the Status Bar.

B7 - Je || 225 v
A B i D E F G H J K -

1 |Household Budget

2 2013

3

4 January February  March April May June Total - first six months

5 |Mortgage 830 8350 890 890 890 890

6 |Heat 250 250 175 125 &80 4]

7 |Power 225 225 175 175 150 150' E:}'

8 s

9 |Phone 65 75 65 65 75 75

10 |Car Payment 275 275 275 275 275 275

11 |Gas 240 240 360 240 240 240

12 |Insurance 180 180 180 180 180 180

13 |Food 600 600 600 600 600 600

14

15

16 =

Sheetl | Sheet? | Sheet3 ® [ »
Ready Average: 183.3333333 | Count: & Sum: 1100 H |- 1 + 100%

Here’s how to customize the Status Bar.

1. Right click on the Status Bar to see a list of Functions that can be displayed.
2. Select the Functions to include.

Customize Status Bar ‘

v Average 1833333333
v Count 6
Numerical Count

Minimum 890

| Magimum 89|

v Sum 1100

This Status bar now has the selected function.

Ready Average: 183.3333333  Count 6] Max 225 um: 1100 H o= 1 + 100%
I
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Understand Formulas vs. Functions

The difference between a simple formula and a function is like the difference between a
simple calculator and a programmable / scientific calculator. Excel’s basic formulas perform
simple arithmetic calculations while functions simply the otherwise tedious task required for
some complex algorithms.

Consider the following example. Notice how the SUM function simplifies the work needed to
add a sequence of 10 numbers in cells A1 through A10.

Formula =A1+A2+A3+A4+A5+A6+A7+A8+A9+A10

Function =SUM(A1:A10)

Excel has over 400 functions. These functions can be found by clicking the Insert Function
button in the Formula bar.

H ©- = Budget - Excel Michele Wiedemer
Insert Page Layout Formulas Review View Add-ins ACROBAT QuickBooks Q Tellme =3
-y = . - S - . Ay,
D x4 Calibri e s ==2 e = General %Condltlonal Formatting %‘“Inser‘t > 7
- Emy ~ $ - 9% »  [LJFormatas Table~ &7 Delete ~ - P
aste - v . === EE 3= - 1
- 3 B Iy 2 L - T ‘i 38 G Cell Styles ~ [ Format = b
Clipboard Font ] Alignment ! Mumber ] Styles Cells Editing A
s i x v 5 .
A | B | e | D | E | F | G H J K I«
1 |Household Budget
. € Insert Function ? x
2 | 201
3 Search for a function:
4 Type a brief description of what you want to do and then Total - first six months
5 |Mortgage click Gol 890|= |
6 |Heat Or select a category: | Most Recently Used w 0
7 |Power Select a function: 150
8 | ~
9 |Phane ﬁ:VERAGE 75
10 |Car Payment HYPERLINK 275
11 |Gas COUNT 240
1 AN
12 |Insrance SN v || 180
13 |Food SUM(number1, number2....) 600
14 Adds all the numbers in a range of cells.
15|
16 | -
Sheet [« »
Help on this function 0K Cancel F
Edit EE = +

Notice that each function includes the name and argument syntax that you'll need to use to
complete the function calculation.
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Perform Basic Functions

In addition to using the Insert Function, you can enter basic functions including the SUM, MIN,
MAX, COUNT and AVERAGE functions from the Home tab of the ribbon.

Here's how to use a basic function from the ribbon. This example uses the Budget2.xlsx file.

Select the cell to display the function results.

N —

Select the SUM tool in the Editing Group on the Home tab of the Ribbon. For functions

other than SUM, select the small arrow next to the tool to see the list of functions and

select the function.

- &= O
Home e Page Layo Data ROBA Q Boo Q Te e what you want to do &
ey X . v | == = ] E=inset - | X -] A
Calibri - AN EE=®- B |[Cumeny O B [ E v O

P?EE]' ” J CIF matas Cel E)DEIM'ZSU':

aste B I U- - D L E=E= e o v 9 “» onditional Formatas Cel e E

v ¥ o L == $ i o Formatting~ Table~ Styles~ [ Format~ Average

Clipboard & Font 1] Alignment [ Number 1F} Styles Cells Count Numbers -~
Max
Min
Meore Eunctions...

3. Excel enters the function with a default selection of cell references.
A B C D E F G H 1 K -

1 |Household Budget

2 2013

2

4 January February March April May June Total - first six months

5 Mortgage 890 890 890 890 890 890

6 |Heat 250 250 175 125 80 0

7 |Power 1 225 225 175 175 150 150{=AVERAGE(BT:G7)

8 AVERAGE(number1, [number2], ...)

9 |Phone 65 75 65 65 75 75

10 |Car Payment 275 275 275 275 275 275

4. If the cell references are not accurate, you can drag the highlighted area to include
additional cells or remove cells you do not want used in the function. You can also edit the

cell references in the Formula bar.
5. Press CTRL Enter to complete the function.

In the following illustration, the cell with the function is active, so that you can see the function

syntax in the Formula Bar and the result in the cell.
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H7 - b3 =AVERAGE(BT:G7)
A B C D E F €] H J K
1 |Household Budget
2 2013
3
4 January February  March April May June Total - first six months
5 Mortgage 890 890 890 890 890 890
6 Heat 250 250 175 125 80 1]
7 |Power 225 225 175 175 150 150| 183.33333!
8
9 |Phone 65 75 65 65 75 73
10 |Car Payment 275 275 275 275 275 275
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AutoComplete a Function

AutoComplete is an Excel feature that helps you save time.

Here's how to use the AutoComplete feature. This example continues using the Budget2.xlsx

file.

1. Begin typing the SUM function. As soon as you type the equals sign and the letter S, Excel
displays a possible list of matching functions.

A
1
2
3
4
5 |Mortgage
6 |Heat
7 |Power
8
g |Phone
10 |Car Payment
11 |Gas
12 |Insurance
13 |Food
14

15
16

Household Budget

2013

Sheetl

B

January
830
250
225

65
275
240
180
600

Sheet2

T

February  March

830
250
225

75
275
240
180
600

Sheet3

D

830
175
175

275
360
130
600

April

E

May

890
125
175

275
240
180
600

June

890
a0
150

75
275
240
180
600

Total - first six months

275 | %) sECH
() SECOND

() SERIESSUM

() SHEET

800 | (&) SHEETS

&) siGN

&) sin

(#) SINH

&) skew

] () SKEW.P v

240

2. To select the SUM Function from the list, double-click on the SUM function.

3. Excel enters the function, but you must still enter the arguments.

A

[T ST

Mortgage
6 |Heat

7 |Power

8

9 |Phone

10 |Car Payment

Household Budget

2013

B C D
January February March April
890 890 890
250 250 175
225 225 175
65 75 65
275 275 275

May
8390
125
175

275

100

June
890
30

75
275

Total - first six months
890
]
150|=SUM{ |

ol
SUM{number1, [number], ...

75
275 o
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4. You can simply click on multiple cells, or click and drag to select a cell range.

You can also type in the cell references.

B7 v X v & =SUM(B7:G7 2
A B C D E F G H J K L |~

1 |Household Budget

2 2013

3

4 January February  March April May June Total - first six months

5 |Mortgage 890 890 890 890 890 890

6 |Heat 250 250 175 125 80 0

7 |Power ! 225 225 175 175 150 1501=SUM(B7:G7

8 B SUM{number1, [number2], ...}

9 |Phone 65 73 65 65 73 73

10 |Car Payment 275 275 275 275 275 275

5. In the Formula Bar, enter the final parenthesis mark to end the function.

H7 - X « [ | =SuM{s7:G7) v
A B T D E F G H ] K L[~

1 |Household Budget

2 2013

3

4 January February March April May June Total - first six months

3 |Mortgage 890 890 890 890 890 890

6 |Heat 250 250 175 125 80 0

7 |Power | 225 225 175 175 150 150|=SUM(B7:G7)

8

g |Phone 65 75 65 65 75 75

10 |Car Payment 275 275 275 275 275 275

11 |Gas 240 240 360 240 240 240

12 |Insurance 180 180 180 180 180 120

13 |Food 600 600 600 600 600 600

14

15

16 -

Sheetl | Sheet2 | Sheet3 @ “ »
Edit F =] +

6. Press CTRL + ENTER to enter the function in the cell.
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Create Functions using Formulas Tab
The Formulas tab on the Ribbon can help you create functions.

Here's how to insert a function from the Formulas tab. This example continues using the
Budget2.xlsx file.

Select the cell to display the function results.

Select the Formulas tab on the Ribbon.

3. Select the Function Library tool categorizing the type of function you want to use and
select the function from the list.

N —

H ®- = Budget - Excel Michele Wiedemer B — |
File Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBoaoks Q Tell me |t_,-'»> Share
AutoSum - Logical ~ = - = (=] Define Name - $:0 Trace Precedents  [57] =)
ks g =y &
1
Recently Used = Text~ ﬂ © fr Use in Formula “‘:ETI’E(E Dependents “ o
I y N ; " Watch  Calculati
nsert ame . atcl alculation
ERcCiion SUM te 8 Time = E " Manager [ Create from Selection R Remove Arrows + (%) Window ~ Options Ca
AVERAGE l} Defined Names Formula Auditing Calculation ~
H10 F & =
HYPERLINK
CounT € D E F G H 1 K L |~
1 |Hou:
2 MAK
3 SIN
4 SUMIF r February March April May June Total - first six months
5 |Morl PMT 890 890 890 820 890 890
6 |Heat STDEV 250 250 175 125 80 o
7 |Pow 225 225 175 175 150 150 1100
8 fx Insert Function...
9 Phone 65 75 65 65 73 75 70
10 |Car Payment 275 275 275 275 275 275 1
11 |Gas 240 240 360 240 240 240

4. In the Function Arguments dialog box, place your cursor in the first argument and then
select one cell or a range of cells to use for that argument. You can hold down the CTRL
key to select multiple cells that are not next to each other.

B B - Bxcel
File Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tellme what you want to do
f‘\ > AutoSum ~ Logical Lookup & Reference Define Name Trace Precedents (5] Show Formulas
Recently Used Text Math & Trig 71 Use in Formula Trace Dependents Error Checking
Insert Name Watch | Calculation
Function IE Financial Date & Time More Functions Manager £ Create from Selection Remove Arrows - (%) Evaluate Formula | yinow | Options
Function Library Defined Names Formula Auditing Calculation ~
H11 - X « /| -AVERAGE(B11,C11,D11,E11) v
A B C D E F G H | 1 K L M N -
1 Household Budget E
5 2013 Function Arguments X
El AVERAGE
4 January  February March April M Numbert |§11,C11,011,611) ) -
5 |Morigage 830 890 830 830
5 Hearttg * 250 250 175 125 tumber2 El -
7 |Power 225 225 175 175
8
9 |Phone 65 75 65 65
10 Car Payment 275 275 275 275 - 270
11|Gas 240 240 360 240 | Returns the average (arithmetic mean) of its arguments, which can be numbers ar names, arrays, or references
12 Insurance 180 180 180 1gg | that contsin numbers.
13 |Food 600 600 600 600 Number!: numberl,number2,... are 1to 255 numeric arguments for which you want |-
an the average.
15
16 Formula result = 270
Sheet] | Sheet2 | Sheet3 Help on this function Cancel
Edit BOE R = F IO
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5. Continue selecting arguments in the dialog box and selecting or entering the relevant cells
to build the function.
6. Select OK to complete and enter the function.

H ©- Budget - Excel Michele Wiedemer Eal O
Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want |& Share
> AutoSum - Logical = E Lookup & Reference = O Define Name = E:“ Trace Precedents @Show Formulas ’_|
Recently Used - Text = M Math & Trig ~ = fx Use in Formula “:E Trace Dependents Y1 Error Checking -~ o
Insert Name Watch  Calculation ER
ENnClion E Financial ~ E Date & Time - m Maore Functions ~ Manager 5 Create from Selection E Remave Arrows ~ (%) Evaluate Formula  ywindow Options - |
Function Library Defined Names Formula Auditing Calculation Pl
H11 - b =AVERAGE(B11,C11,D11,E11) =
A | B | C | D | E | F | G H ! | 3 | K | L | M | N -
1 |Household Budget
2 | 2013
3
4 | January February  March April May June Total - first six months
5 |Mortgage 890 890 890 890 890 890
6 |Heat 250 250 175 125 80 o
7 |Power 225 225 175 175 150 150 1100
8|
9 |Phone 65 75 65 65 75 75 70
10 |Car Payment 275 275 275 275 275 275 70
11 |Gas 240 240 360 240 240 240 2701
12 |Insurance 130 130 130 130 180 130
13 |Food 600 600 600 600 600 600
14|
15 |
16 | =
Sheetl Sheet2 Sheet3 4 »
Ready B m - 1 + 100%
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Perform Conditional Functions

Perform the IF Function

The IF function makes a logical comparison and provides one of two different results.
Here's how to create an IF function. This example uses the IF statements.xlsx file.

1. Place your cursor in the cell that should display the results of the IF function.
In this example place your cursor in cell C2.

2. Select the Formulas tab.

Select the arrow next to the Logical tool.

4. SelectIF.

w

H - :
File Home Insert Page Layout Formulas Data Revig}
fx z AutoSum ~ E Logical = Lookup & Reference ~ r
|
Recently Used ~ AND h & Trig =
Insert N
Function IQ Financial = FALSE e Functions ~ Ma
IF
c2 - IFERRC!%
IFNA
A D
1 IF5 i
1 Budget £ Amount Over
E 30000 $ NoT 1
38 170.00 S OR
4.8 290.00 $ SWITCH
5% 250.00 5 TRUE
6
XOR
7
8 f-( Insert Function...
g

5. In the Logical_test field of the Function Arguments dialog box, enter the test. In this
example, we'll evaluate whether the Actual column amount is more than the Budget
column amount. You would select B2, enter the > symbol, and select A2.

A2 e x v k& =IF(B2>A2) 2
A B C D E F G H J K L M -

1 Budget Actual Status Amount Over

2[5 Snonols  ovsoo [Armoan ]

3% 170.00 $ 168.00 Function Arguments 7 X
4|3 250,00 $ 295.00

58 25000 § 400.00 7

6 Logical test EB2-A2 %+ = TRUE

7 Value_if_true | =

8 Value_if_false +| =

9 =

10 Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

:; Logical_test is any value or expression that can be evaluated to TRUE or FALSE.

13
14
15 Formula result =
16 Help on this function Cancel

Sheetl h [ ol

Point B /- +
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6. In the Value_if_true field, enter the result to display if the logical test is true. In this
example, we'll have Excel enter the text “Over Budget.” Since we want Excel to enter text,
it will be enclosed in quotation marks.

Formula result =

Help on this function

is returned.

Over Budget

A e *
IF
Logical test EB2-A2 4+ = TRUE
Value_if_true | "Over Budget’ 4 | = “Over Budget”
Value_if_false + =
= "Over Budget”

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_false is the value that is returned if Logical_test is FALSE, If omitted, FALSE

Cancel

7. In the Value_if_false field, enter the result to display if the logical test is not true. In this
example, we'll leave the cell blank, which is indicated by entering open and close
quotation marks.

Function Arguments ? x
IF
Logical_test | B2=A2 4+ | = TRUE
Walue_if_true | "Over Budget’ 4 | = "Over Budget”
Value_if_false | ™ *| =
= "Over Budget”

Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE
is returned.

Formula result = Over Budget

Help on this fundion Cancel

8. Select OK.

Now try copying the cell to the rest of the column to see the differing results. Note that you can double-
click the bottom right corner of the cell with the formula to AutoFill the column.

H ©- s IF statements Mic mier
Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share
2 AutaSum - E Logical Lookup & Reference = = ElDefine Name - Z“:“Tra:e Precedents Eﬂhnw Formulas m
— o
Recently Used = Text~ @ Math & Trig ~ “fx Use in Formula =% Trace Dependents 4 Error Checking = & X
Insert Name Watch  Calculation B
Fimian E Financial ~ @ Date & Time ~ ! More Functions = Manager £ Create from Selection I‘-‘; Remove Arrows ~ (&) Evaluate Formula | window Options ~ &)
Function Library Defined Names Formula Auditing Calculation ~
c2 & fe | =IF(BZ=A2,"Over Budget",") he
| A B C D E H J K L M -
1 Budget Actual Status Amount Over
215 300.00 S 325.00 Over Budget
38 170.00 & 168.00
45 290.00 S 295.00 Over Budget
508 250.00 S 400.00 Over Budget
6
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Here's another IF function example that calculate the Amount Over in the IF statement.xlsx
file.

1. Place your cursor in the cell that should display the results of the IF function. In this

example, select cell D2.

Select the Formulas tab.

Select the arrow next to the Logical tool.

Select IF.

In the Logical_test field of the Function Arguments dialog box, enter the test. In this

example select B2, enter the > symbol, and select A2.

6. In the Value_if_true field, enter the calculation for the result to display if the logical test is
true. In this example, enter B2-A2.

e wN

Function Arguments ? X

IF

I+
1

Logical_test B2:A2 TRUE

Value_if_true |B2-A2| =25

= L
1

Value_if_false

= 25
Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Value_if_true is the value that is returned if Logical_test is TRUE. If omitted, TRUE is
returned. You can nest up to seven IF functions.

Formula result = 25

Help on this function Cancel

7. In the Value_if_false field, enter the result to display if the logical test is not true. In this

example, we'll leave the cell blank again by entering open and close quotation marks.
8. Select OK.

D2 e Fe =IF(B2=A2,B2-A2,"")
A B C D E
1 Budget Actual Status Amount Over
2 | 5 300.00 S 325.00 Owver Budget | 25.|
305 170.00 5 168.00
45 290.00 5 295.00 Over Budget
505 250,00 S 400.00 Qver Budget
6
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Perform the SUMIF Function

The SUMIF function adds values in a range of cells IF they meet your criteria. This example
continues using the IF statements.xIsx file.

Here's how to create a SUMIF function.

D7 h I =SUMIF(D2:D5,">10")
A B C D E

1 Budget Actual Status Amount Over
2|58 300.00 S 325.00 Over Budget 5 25.00
3|8 170.00 5 168.00
4|8 290.00 5 295.00 Over Budget 5 5.00
5|58 250.00 5 400.00 Over Budget 5 150.00
4]

Sum of

Overages over
7 510 5 175.00

1. Place your cursor in the cell that should display the results of the SUMIF function.
In this example place your cursor in cell D7.

2. Select the Formulas tab.

Select Insert Function.

4. In the Insert Function dialog box, enter SUMIF and select Go.

w

Insert Function ? =
Search for a function:
Orselect a category: | Most Recently Used v

Select a fundtion:

HYPERLIMK
COUNT &

SUMIF(range,criteria,sum_range)
Adds the cells specified by a given condition or criteria,

Help on this function oK Cancel

5. Double-click the SUMIF option in the list or select OK.
6. In the Function Arguments dialog box, place your cursor in the Range field and select the
cells to evaluate. In this example, we'll use D2:D5.
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7. In the Criteria field, enter the criteria to compare the range against. In this example, we’'ll
use greater than 10. We'll leave the Sum_range field blank in this example to sum the
same range.

SUMIF

Range D2:D5 {25,735,150}

I 13

Criteria | >10

I+

Sum_range

Adds the cells specified by a given condition or criteria.

Criteria is the condition or criteria in the form of a number, expression, or text
that defines which cells will be added.

Formula result =

Help on this function Cancel

8. Select OK.

Perform the AVERAGEIF Function

The AVERAGEIF function provides the average (arithmetic mean) of values in a range of cells
IF they meet your criteria.

Here's how to create an AVERAGEIF function. This example continues using the IF
statements.xIsx file.

D7 & F =AVERAGEIF(D2:D5,">10")
A B T D E

1 Budget Actual Status Amount Over
2|8 300.00 $ 325.00 Over Budget S 25.00
308 170.00 & 168.00
4|8 290.00 $ 295.00 Over Budget S 5.00
5% 250,00 & 400.00 Over Budget 3 150.00
6

Average of

Overages over
7 510 5 87.50
8

Place your cursor in the cell that should display the results of the AVERAGEIF function.
Select the Formulas tab.

Select Insert Function.

In the Insert Function dialog box, enter AVERAGEIF and select Go.

Double-click the AVERAGEIF option in the list or select OK.

In the Function Arguments dialog box, place your cursor in the Range field and select the
cells to evaluate. In this example, we'll use D2:D5.

cukbwbh =
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7. In the Criteria field, enter the criteria to compare the range against. In this example, we’'ll
use greater than 10. We'll leave the Average_range field blank in this example to average
the same range.

Function Arguments ? X

AVERAGEIF
Range D2:D5 = 257357150

Criteria | > 10|

I 1
1

Average_range

Finds average(arithmetic mean) for the cells specified by a given condition or criteria.

Criteria is the condition or criteria in the form of a number, expression, or text
that defines which cells will be used to find the average.

Formula result =

Help on this function Cancel

8. Select OK.

Perform the COUNTIF Function

The COUNTIF function counts the number of cells within a given range if they meet your
criteria.

Here's how to create a COUNTIF function. This example continues using the IF statements.xlsx
file.

D7 - Fe =COUNTIF(D2:D5,">10")
A B i D E

1 Budget Actual Status Amount Over
2|s 300.00 S 325.00 Over Budget S 25.00
305 170.00 5 168.00
4|5 290.00 5 295.00 Over Budget 5 5.00
5|38 250.00 S 400.00 Over Budget 5 150.00
6

Number of

Overages over
7 510 2
8

Place your cursor in the cell that should display the results of the COUNTIF function.
Select the Formulas tab.

Select Insert Function.

In the Insert Function dialog box, enter COUNTIF and select Go.

Double-click the COUNTIF option in the list or select OK.

In the Function Arguments dialog box, place your cursor in the Range field and select the
cells to evaluate. In this example, we'll use D2:D5.

cukbwbd~
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7. In the Criteria field, enter the criteria to compare the range against. In this example, we’'ll

use greater than 10.

Function Arguments

COUNTIF
Range |D2:D5 | = {257:5150
Criteria | > 10| +

Counts the number of cells within a range that meet the given condition.

which cells will be counted.

Formula result =

Help on this function Cancel

Criteria is the condition in the form of a number, expression, or text that defines

8. Select OK. Note that in this example, the field has had a different number format applied,

since the currency format would be confusing applied to a count.

Format and Modify Text Using Functions

Format Text Using UPPER, LOWER, and PROPER Functions
The UPPER, LOWER and PROPER functions copy text in selected cells and return that text

with the specified case.

Here's how to use the UPPER function. This example uses the case examples.xlsx file.

1. Place your cursor in the cell that should display the results of the function.

2. Select the Formulas tab from the Ribbon.
3. Select the arrow next to Text.

H - :
File Hame Insert Page Layout Formulas
fx 2 AutoSum - IE Logical ~ E Lookup & Reference =
Recently Used - Text - Iﬂ Math 8 Trig =

Insert

Function IE Financial - I8 Date &I’ime' | more Functions =

Function Library

4. Select UPPER from the bottom of the list.

1
UNICHAR

UNICODE

UPPER I}
VALUE v

_ft Insert Function...
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5. In the Function Arguments dialog box, place your cursor in the Text field and select the
cell that includes the text you want to display as all caps.

= case example

Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do

f\ ZAutoSum - Logical Lookup & Ref Define Mame race dents ] Show Formulas
. Recently Used Text Math & Tr “fx Use in Formula s cking : .
Insert Name Natch | Calculati
Foian Financial Date & Time Maore Functions Manager Create from Selection Remove Arrows fx) Evaluate Formula Mindow = Options
Function Library Defined Names Formula Auditing Calculation -
Al - X & f | =UPPER{A1) ¥
A B C D E E G H 1 K 1 N QO -
1 ‘_b_uE?la_n_aD____I)ER{Alj ! Function Arguments ? e
2 |AWORD UPRER
3 |thisisa TITLE
7 Text A1 4 | = ‘buchanan
5 = "BUCHAMNAMN"
5 Converts a text string to all uppercase letters.
T Text is the text you want converted to uppercase, a reference or a text string.
8
g9 Formula result = BUCHANAN
10 Help on this function Cancel
11
12
13
14
15
16
-
Sheetl ® 4 3
Point B mo- +

6. Select OK.

Format Text Using the CONCAT Function

The concatenate function combines the text strings from two or more cells into one text
string.

Here's how to use the CONCAT function. This example uses the text formulas.xlsx file.

Place your cursor in the cell that should display the results of the function.

Select the Formulas tab from the Ribbon.

Select the arrow next to Text.

Select CONCAT.

In the Function Arguments dialog box, place your cursor in the Text1 field and select the
cell with the text that should appear first in the joined text string.

aewN =
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6. In the additional Text fields, select additional cells with the text that should appear in the
joined text string in the order they should appear. You can also indicate actual characters
or text instead of a text string. In this example, we'll add a comma and a space in between
the contents of the two cells. Any items that are not a cell reference are placed in
quotation marks.

Function Arguments ? X

CONCAT
= “Buchanan’
Text2 |-

Text3 | A2| = Todd"

1

Textd

= ‘Buchanan, Todd"
Concatenates a list or range of text strings.

Text3: textltext2,..are 1to 254 text strings or ranges to be joined to a single

text string.
Formula result = Buchanan, Todd
Help on this fundion Cancel
7. Select OK.
c2 52 F =CONCAT(B2,", ",A2)
A B C D E
1 |First Name  Last Name
2 |T0dd Buchanan Buchanan, Todd |
3 |loyce Suyama
4 |Nina Peacock
5 |Joseph Leverling
6 |Brian Dodsworth
7 |Leo Davolio
8
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Format Text Using LEFT, RIGHT and MID Functions

As opposed to joining text, The RIGHT, LEFT and MID functions allow you to grab a specified
number of characters from a specified cell.

Here's how to use the LEFT function. This example uses the Inventory.xlIsx file.

Place your cursor in the cell that should display the results of the function.

Select the Formulas tab from the Ribbon.

Select the arrow next to Text.

Select LEFT.

In the Function Arguments dialog box, place your cursor in the Text field and select the
cell to evaluate.

6. In the Num_chars field, enter the number of characters to return.

uewN =

Function Arguments ? *
LEFT
Text 24 + | = "0Q512578"
Num_chars | 2| + =2
= Qs

Returns the specified number of characters from the start of a text string.

Num_chars specifies how many characters you want LEFT to extract; 1 if omitted.

Formula result = QS

Help on this function Cancel
7. Select OK.
T UTTCLTOTT CTOTdary DETNTED Mdimes
G4 & £ || =LEFT(A4,2)
A B C (b E F G H
1 Inventory
2
Unit Total #leftto

Part No. #In Stock ) Reorder level
3 Price Value reorder
4 |1Q512578 26 5$248.89 20 as 1!
5 |D5P4543 14 512450 10
6 |DS45848 2 $582.00 1
7 |5512566 18 522467 10
8 |Ss5P2777 12 5118.00 5
9 Q512585 5 $555.22 5
10 |D512566 2 547099 1
11 |D512556 8 5430.37 5
12 |K5P4333 4 5585.00 2
13 |QP133 12 525523 10
14 |[KS36678 3 568575 1
15
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Here's how to create MID function. This example continues using the Inventory.xlsx file.

Place your cursor in the cell that should display the results of the function.

Select the Formulas tab from the Ribbon.

Select the arrow next to Text.

Select MID.

In the Function Arguments dialog box, place your cursor in the Text field and select the

cell to evaluate.

6. In the Start_num field, enter the number of characters from the left to start extracting the
characters.

7. In the Num_chars field, enter the number of characters to extract.

uewN =

Function Arguments ? X
MID
Text | A4 + | = "0512578"
Start_num | 3 + =3
Num_chars |2 *| =2
=

Returns the characters from the middle of a text string, given a starting position and length.

Mum_chars specifies how many characters to return from Text,

Formula result = 12

Help on this function Cancel

8. Select OK.

G4 - £ || =MID{A4,3,2)
A B C D E F G H
1 Inventory
2
Total #leftto
3 Part No. ol Reorder level reorder
4 |Qs12578 26 $248.89 20 12 !
5 |DSP4543 14 $124.50 10
6 |DS45848 2 $588.00 1
7 5512566 18 $224.67 10
8 |SSP2777 12 $118.00 5
9 Q512585 5 $555.22 5
10 | D512566 2 5470.99 1
11 | DS12556 8 $430.37 5
12 | KSP4333 4 $585.00 2
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Module Five: Review Questions

1.

10.

Cell references are highlighted when you double-click on a cell with a formula.

a) True
b) False

Which type of reference includes dollar signs?
a) Absolute
b) Relative

Name three simple calculations you can see on the Status bar when you highlight more
than one cell.

A formula uses a NAME with arguments.
a) True
b) False

What surrounds the arguments in a function?
a) Quotation marks

b) Spaces

c) Commas

d) Parenthesis

Name three functions that appear on the Home tab of the Ribbon.
Explain the shortcut for entering functions.

Which of the following is NOT a category on the Function Library group of the
Formulas tab?

a) Names

b) Date & Time

c) Text

d) Logical

Which of the following is not an argument for the IF function?
1. Logical_test

2. Value_if true

3. Value_if_false

4. Range

You can include text that does not appear in any cells as part of a CONCAT function.
a) True
b) False
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The wisest mind has something yet to learn.

George Santayana

Module 6: Use Quick

Analysis, Charts and
Objects

Quick Analysis includes a number of formatting, charts, and totals shortcuts to help you
visualize your data. Recommended Charts are another way of quickly visualizing your
information. This module looks at these shortcuts, as well as creating and formatting your own
charts and using and formatting other types of objects.
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Analyze Data with Quick Analysis

Format with Quick Analysis

The Quick Analysis tool that shows when you have a range of rows and columns selected
includes some quick conditional formatting options.

Here’s how to apply Quick Analysis formatting. This example uses the quick analysis.xlsx file.

1. Select the data to format in the sample worksheet.

2. Select the icon that appears at the bottom right of the table.

o~ o W =

o

10
1
12
13

15
16
17

19
20

A B & D

Company Industry Q1 Ssales Q2 Sales

A. Datum Corporation Tech $195,449 $746,907
Adventure Works Travel $123,721 $733,396
Blue Yonder Airlines Travel $934,763 $246,554
City Power & Light Utilities 5299,293 $674,295
Coho Vineyard Beverage $228,783 $659,385
Contoso, Ltd Misc $239,219 $287,989
Contoso Pharmaceuticals Medical $371,570 $644,368
Consolidated Messenger Tech $579,825 $448, 399
Fabrikam, Inc. Utilities $639,630 $635,474
Fourth Coffee Beverage $876,740 $567,216
Graphic Design Institute Education $788,390 $540,282
Humengous Insurance Financial $682,545 $577,599
Litware, Inc. Tech $902,264 $206,331
Lucerne Publishing Misc $905,906 $443,552
Margie's Travel Travel $289,570 $843,834

®

Sheetl

@ Quick Analysis (Ctrl+Q)
Use the Quick A
quickly and ea i
with some of Excel's most useful

taols, such as charts, color-coding
and formulas.

3. Select the formatting type that you want to use.

o ot e fw e =

3o

1
12
13

15
16
17

19
20
21
22
23
24

A B iz D E F G H

Company Industry Q1 Sales Q2 sales

A. Datum Corporation Tech $195,449 746,907
Adventure Works Travel $123,721 $733,396
Blue Yonder Airlines Travel $934,763 $246,554
City Power & Light Utilities $299,293 5674,295
Coho Vineyard Beverage $228,783 $659,385
Contoso, Ltd Misc $239,219 $287,989
Contoso Pharmaceuticals Medical $371,570 5644,368
Consolidated Messenger Tech $579,825 $448 399
Fabrikam, Inc. Utilities $639,630 5635474
Fourth Coffee Beverage 3876,740 $567,216
Graphic Design Institute Education $728,390 $540,282
Humongous Insurance Financial 4682,545 $577,599
Litware, Inc. Tech $902,264 $206,331
Lucerne Publishing Misc $905,906 $443 552
Margie's Travel Travel $289,570 5843,834

Formatling  Charts  Totals  Tables  Sparklines
i i
DataBars Color..  lconSet  Greater..  Text. Clear...
Sheet1 @

Conditional Formatting uses rules to highlight interesting data.
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4. For the GREATER THAN option (and some other types of options), enter the cell or value
that contains the value to which you want to compare the others. Also select the
formatting you want to use from the drop down list.

Greater Than ? >

Format cells that are GREATER THAN:

I 5529,242| * Iwith I Light Red Fill with Dark Red Text |~ I

For the Text That Contains option (and some other types of options), enter the cell or text
that contains the text to which you want to compare the others. Also select the formatting
you want to use from the drop down list.

Text That Contains 7 x

Format cells that contain the text:

ITe(h £ Iwith Iught Red Fill with Dark Red Text |+

Cancel

To remove any formatting you have applied, select CLEAR.
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Create Charts with Quick Analysis

Quick Analysis can also help you create recommended charts to help you visualize the
information.

Here's how to create Quick Analysis charts. This example continues using the
quick analysis.xIsx file.

1. Select the data to include in the chart.
2. Select the icon that appears at the bottom right of the table.
3. Select CHARTS.
4. Select the chart type that you want to use. In this example we picked the Stacked chart.
A B C D E F G H 1 -
1 |Company Industry Q1 Sales Q2 Sales
2 |A. Datum Corporation Tech $195,449 5746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 5246,554
5 |city Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |Contoso, Ltd Misc $239,219 5287,989
8 |Contoso Pharmaceuticals Medical 5371,570 5644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 |Fourth Coffee Beverage $876,740 5567,216
12 |Graphic Design Institute Education $788,390 5540,282
13 |Humongous Insurance Financial $682,545 §577,599
14 |Litware, Inc. Tech 5902,264 5206,331
15 |Lucerne Publishing Misc $905,906 $443,552
16 |Margie's Travel Travel $289,570 5843,834
17 =
18
19 Formatting Charts Totals Tables Sparklines
20 —
21 =
22 = 1 == N
23 Clustere... Clustere.. Clustere.. Clustere.y Stacked.. | Maore..
24 -
Sheetl Recommended Charts help you visualize data, »

The chart is inserted into your worksheet.

A E C D E [F G H 1 -
1 |Company Industry Q1 sales Q2 sales
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light tilities $299,293 %?4,2&5 o
6 |Coho Vineyard Chart Title =k
7 |Contoso, Ltd
8 |Contoso Pharmaceuticals Margie's Travel .;,‘J
9 |Consolidated Messenger Litware, Inc
10 |Fabrikam, Inc. Graphic Design Institute Y
11 |Fourth Coffee
12 |Graphic Design Institute Fabrikam, Inc
13 |Humongous Insurance JCnntnsn Pharmaceuticals C
14 |Litware, Inc. Coho Vineyard
15 |Lucerne Publishing Blue Yonder Airlines
16 |Margie's Travel A. Datum Corporation ———
1L 50 400,000 $800,000 £1,200,000 51,600,000
::2 mQlSales mQ2 Sales
20 O O O
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Calculate Totals with Quick Analysis

Calculate totals in a variety of ways with the Quick Analysis tool.

Here's how to create Quick Analysis totals. This example continues using the

quick analysis.xIsx file.

1. Select the data to total in the sample worksheet.

2. Select the icon that appears at the bottom right of the table.

3. Select TOTALS.

A B C D E F G

1 |Company Industry Q1 Ssales Q2 Sales
2 |A. Datum Corporation Tech $195,449 $746,907
3 |Adventure Works Travel $123,721 $733,396
4 |Blue Yonder Airlines Travel $934,763 $246,554
5 |City Power & Light Utilities $299,293 $674,295
6 |Coho Vineyard Beverage $228,783 $659,385
7 |contoso, Ltd Misc $239,219 $287,989
& |Contoso Pharmaceuticals Medical $371,570 5644,368
9 |Consolidated Messenger Tech $579,825 $448,399
10 |Fabrikam, Inc. Utilities $639,630 $635,474
11 | Fourth Coffee Beverage $876,740 $567,216
12 | Graphic Design Institute Education $788,390 $540,282
12 |Humongous Insurance Financial $682,545 $577,599
14 |Litware, Inc. Tech $902,264 $206,331
15 |Lucerne Publishing Misc $905,906 $443 552
16 |Margie's Travel Travel $289,570 $843,834
17 a
18
19 . .
2 Formatting ~ Charts  Totals ~ Tables  Sparklines
21
. = =1
23 Sum Average Count % Total Running... Sum
24

|_Sheett | @ Formulas automatically calculate totals for you.

Note the right and left arrow to scroll through additional options.

Formatting Charts Totals Tables

 Bw Bl B Ea

Running..  Sum Average  Count

Farmulas automatically calculate totals for you,

Sparklines

% Total

I:
4

Running...

4. Select the formula that you want to use.
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The type of total you selected is inserted into your worksheet.

A
1 |Company
2 |A. Datum Corporation
3 |Adventure Works
4 |Blue Yonder Airlines
5 |City Power & Light
6 |Coho Vineyard
7 Contoso, Lid
8 |Contoso Pharmaceuticals
9 |Consolidated Messenger
10 Fabrikam, Inc.
11 Fourth Coffee
12 Graphic Design Institute
13 |Humongous Insurance
14 |Litware, Inc.
15 |Lucerne Publishing
16 Margie's Travel

Sheetl

B
Industry
Tech
Travel
Travel
Utilities
Beverage
Misc
Medical
Tech
Utilities
Beverage
Education
Financial
Tech
Misc
Travel

()]

C D E F G
Q1 sales Q2 Sales Sum

$195,449 $746,907 942356

4123,721 $733,396 857117

$934,763 $246,554 1181317

$299,293 $674,295 973588

$228,783 $659,385 888168

$239,219 $287,989 527208

$371,570 $644,368 1015938

$579,825 $448,399 1028224

$639,630 $635,474 1275104

4876,740 $567,216 1443956

4788,390 $540,282 1328672

$682,545 $577,599 1260144

$902,264 $206,331 1108595

$905,906 $443,552 1349458

$289,570 $843,834 1133404
Formatting ~ Charts  Totals  Tables  Sparklines
fe s
Running.. | [\gm  Average  Count  %Totel Running.

Formulas automatically calculate totals for you.
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Create Charts

Use Recommended Charts
Excel can evaluate selected data and make recommendations on charts that would best
showcase that information.

Here's how to insert a recommended chart. This example continues using the
quick analysis.xIsx file.

1. Select the data that you want to use in your chart.
2. Select the INSERT tab from the Ribbon.
3. Select RECOMMENDED CHARTS.

recommended charts - | Micl

Data Review View Add-ins ACROBAT QuickBooks Q Tell me what you want to do & Share

B B (o sl wp PES@ @ B T @ (4]0

!\ i . -
: il - - 3 Timeline
PivotTable Recommended Table [lllustrations Add- | Recommended i ) 1 I' Maps PivotChart D T Link Text  Symbols
PivotTables 4 ins+ Charts J R >|x S = Map - ]IWmILn;s . - o
Tables Charts o Tours Sparklines Filters Links -~

In the /nsert Chart dialog box, the Recommended Charts tab shows several charts that
Excel recommended for the type of data you have selected. As you select each option on
the left side of the dialog box, the right side shows a preview.

Insert Chart ? X

Recommended Charts  All Charts

Smor s sy ~  Stacked Bar
lonlll ==

Chart Title

11, | ||

s 500000 Sa00000 31200000  $1,600,000

a1 Sales w2 Sales

A stacked bar chart is used ta compare parts of a whole across categories
Use itto show haw segments of a whole change over time,

4. When you find a chart that you want to use, select it in the list and select OK.
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Excel displays the chart on the same worksheet. It also displays two new context-sensitive
tabs: the Chart Tools Design tab and the Chart Tools Format tab.

H - = recommended charts - Excel Cha E Michele Wiedemer Eal m]

Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Design Format ) Tell me what you want te & Share

L]
I H. Jﬂ[h.u ... . I I
Add Chart Quick = Change - _ = = - Switch Row/ Select Change Move
Element~ Layout~ Colors~ — . Column Data  Chart Type Chart
Chart Layouts Chart Styles Data Type Location ~

H - = recommended charts - Exce Cha s Michele Wiedemer B8

Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Design Format Q Tell me what you want ¢ |& Share

Chart Area N NN . Drshaperin- A - Bring Forward - [B' Align = e R

g -

2 Format Selection oo~ . ‘ Abc ‘ | Abc | - | LZ Shape Outline - A A A - A - Send Backward Group

—| Change L J L J - —|gn -

FIResettoMatchstyle || AT LY g0 *| B Shape Effects - 7| &~ | Hi Selection Pane Rotate - | ¥o# > -
Current Selection Insert Shapes Shape Styles B WordArt Styles 5} Arrange Size B ~

Create a New Chart

You can also insert any type of chart using selected data.
Here's how to insert a chart. This example continues using the quick analysis.xlsx file.

1. Select the cells, including the labels to include in the chart.
2. From the ribbon’s Insert tab select the type of chart you would like to use.

recommended charts - Excel Michele Wiedemer 53
Home Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Q Tel me what you want to do
T ) = {1l T =] fra) 4 Q
_? D il Store 1 ?? e Ir@“ EQ ilna n ¥ &
PivotTable Recommended Table  llustrations Recommended obChod AN Uime Column Win/  Slicer Timeline Link  Text Symbols
oP My Add-ins ~ B
PrvotTables - v B el B L combo Loss - - -
Tables Add-ins Charts. Sparklines Filters Links -~
Chart4 = = uﬂm % hﬁﬁﬂ <
A B ¢ | D £ Iy Create Custom Combo Chart... ] | K| L . M | N o0 -
1 |Company Industry QlSales . Q2Sales |
2 |A. Datum Corporation Tech $195,4¢ .
- Chart Title
3 |Adventure Works Travel $123,7.
b s $1,000,000 5300,000
4 | Blue Yonder Airlines Travel 5934, 7t ggg‘ggg 800,000
y . e . Y
5 |City Power & Light Utilities $299,2¢ 200,000 gggg:ggg
& |Coho Vineyard Beverage $228,7¢ 5233‘333 gigg,ggg
7 | Contoso, Ltd Misc $239,2° 388]838 5300:000
& |Contoso Pharmaceuticals Medical $371,5] 5200000 5200,000
B - 5100,000 I [ ] I I $5100,000
9 | Consolidated Messenger Tech $579,8] 50 50
10 |Fabrikam, Inc. Utilities 5639, 62 EE g2 glbesegie
o e lp =2 FIREER g " B
11 |Fourth Coffee Beverage $876,7 = F 32 2 5 3 3 g =
@ & i
12 |Graphic Design Institute Education $788,3¢ =
13 |Humongous Insurance Financial $682,5¢ A. Dat N e
S Pharmddimssenger  Institute
14 |Litware, Inc. Tech $902,2(
15 |Lucerne Publishing Misc $905,9( e 01 53165 e (2 Sales
16 |Margie's Travel Travel 5289,59}]—%3,834 | =
Sheetl ® “ >
Ready Average: 5437749667 Count: 64 Max: 934763  Sum: 16313249 H O - 1 + 1003

Excel displays the chart.
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Add Additional Data Series

If you later add new data to your worksheet, you can include it in your chart.

Here's how to include additional data in a chart. This example continues using the
quick analysis 2.xlsx file.

1. Select the chart.
2. When you hover your mouse over the bottom right corner of the highlighted source, your
cursor changes to a diagonal with arrows.

A B C D E F G H J K L M N O [~

1 Company Industry. Q1 Sales Q2 Sales Q3 Sales o

2 |A. Datum Corporation Tech 5195,449 $746,907 | 3 621,219 )

3 | Adventure Works Travel $123,721 $733,396 |$ 607,929 Chart Title

4 |Blue Yonder Airlines Travel $934,763 $246,554 | $ 355,179 Margie's Travel

5_|City Power & Light Utilities 5299,293 $674,295 | 5 251,962 Litware, Inc

6 |Coho Vineyard Beverage $228,783 $659,385 | S 580,453

7 |Contoso, Ltd Misc $239,219 $287,989 |$ 287,714 Grephic Design Insttte

8 Contoso Pharmaceuticals  Medical $371,570 $644,368 |3 419,723 Fabrikam, Inc.

9 Consolidated Messenger Tech 3579,825 $448,399 | 5 434,008 Contoso Pharmaceuticals  —

10 | Fabrikam, Inc. Utilities 4539,630 s635,474 | $ 512,745 CON0 Vineyart  mem——

11 |Fourth Coffee Beverage $876,740 $567,216 | 5 620,646 Blue Yonder Airlines [——

12 Graphic Design Institute Education 5788,390 $540,282 | & 627,910 L =

= A. Datum COrporation  e—

13  Humongous Insurance Financial 5682,545 $577,599 | 3 716,073

1{ s e, Tech 4902,264 $206,331 | & 679,340 50 $400,000  $B00,000 51,200,000 51,600,000

15 |Lucerne Publishing Misc $905,906 $443,552 | § 290,953 mQlSales mQ2Sales

16 |Margie's Travel Travel $289,570 3843, 964 } 671,833 [o} -
Sheetl ® S ] v

3. Drag the "handles” around the highlighted area to include the additional data.

A B C D E F G H J K L M N O [~

1 Company Industry. Q1 Sales Q2 Sales Q3 Sales o

2 |A. Datum Corporation Tech 5195,449 $746,907 | 5 621,219 )

3 | Adventure Works Travel $123,721 $733,396 $ 607,929 Chart Title

4 |Blue Yonder Airlines Travel $934,763 $246,554 S 355,179 Margie's Travel

5_|City Power & Light Utilities 5299,293 $674,295 S 251,962 Litware, Inc

6 |Coho Vineyard Beverage $228,783 $659,385 S 580,453

7 |Contoso, Ltd Misc $239,219 $287,989 $ 287,714 Graphic Design Insttute | e e

8 Contoso Pharmaceuticals  Medical $371,570 $644,368 3 419,723 Fabrikam, Inc.  ee——

9 Consolidated Messenger Tech 3579,825 $448,399 S5 434,008 Contoso Pharmaceuticals  m—

10 | Fabrikam, Inc. Utilities 4539,630 $635,474 § 512,745 (C0h0 Vineyard  m——

11 |Fourth Coffee Beverage $876,740 $567,216 5 620,646 Blue Yonder Airlines [—

12 Graphic Design Institute Education 5788,390 $540,282  $ 627,910 L ———

= A. Datum COrporation  se—

13  Humongous Insurance Financial 5682,545 $577,599 5 716,073

W) litware, inc. Tech 4902,264 $206,331 & 679,940 50 $500,000 51,000,000 51,500,000 52,000,000 $2,500,000

15 |Lucerne Publishing Misc $905,906 $443,552 S 290,953 mQlSales wQ2Sales mQ3 Sales

16 |Margie's Travel Travel $289,570 3843,834 5 671,833 [o} -
Sheetl ® ] v

The chart is automatically updated with the new data series.
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Switch Between Rows and Columns in Source Data

Excel determines how to plot your selected data into your selected chart based on the
number of worksheet rows and columns. The larger number goes on the horizontal axis of the
chart.

Here’s how to switch rows and columns for a chart. This example uses the switch data.xlIsx file.

1. Select the chart.
2. Select the Chart Tools Design tab from the Ribbon.
3. Select Switch Row/Column.

H ©- = switch data - Excel Michele Wiedemer B - O
Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Farmat ':-' Tell me IL_,:’ Share
L] ——
o — —
"EIE: = == T
Add Chart Quick  Change| === ———. CYEEX TeeT ~ | Switch Row/ Change Move
Element > Layout~ Colaors~ Column Chart Type = Chart
Chart Layouts Type Location ~
Chart1 hd 5 v
A B | € D | E | F | G | H | | | 1 | K | L | [ | -
1 Industry Mumber of Sales  Average Sales Price o o
2 |Tech 410 230 . &=
3 |Travel 300 250 Chart Title
4 |Medical 270 200 &
6| T
9] O
10|
11
| T —
12|
13
14— 0 50 100 150 200 250 300 350 400 450
15_ m Average Sales Price  mMumber of Sales
16| [s, O
Sheetl ® 4 »
Ready Average: 294 Count: 15  Max 410 Sum: 2352 [ m - 1 + 100%
Excel immediately updates the chart.
A B | (&) | D | E | B | G | H | | 1 K | L | M | -
1 | Industry Number of Sales  Average Sales Price o o
2 Tech 410 230 . +
3 Travel 300 250 Chart Title
4 \Medical 270 300 ® o 9o ©® o © o o 9 ||
5 | Utilities 317 275
53 | Average Sales Price Y
7 —|
8 —|
9

10— Number of Sales
11
12

o -] o [} -] [} [} -] [}

— o 50 100 150 200 250 300 350 400 450
14
15_ Utlities mMedical mTravel mTech
16 e, O

Sheet1 ® . ,

126



Excel Essentials

© TechMentors

Format Charts

Resize Charts

Charts have “handles” around the edges when you select it. These handles help you resize the
chart.

Here's how to resize a chart. This example continues using the switch data.xlsx file.

1.
2.

Select the chart you want to resize.
Click one of the handles. The cursor changes to a line with arrows pointing in the direction
of resizing.

1
2
El
4
5
6
7
8

s
10
1

12
12
14
15
16
17
1z
1
20
21
22
22
24
25
26

A
Industry

B
Number of Sales

c
Average Sales Price

|Utilities

Tech
Travel
Medical

410
300]
270|
317!

230
250
300
275

Sheet1 )

Utiities

G H J

Chart Title

e

Average SalesPrice @ Number of Sales

Drag the handle and release the mouse when the chart is the desired size.
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Add and Modify Chart Elements

A standard chart includes many different elements which can be included or removed and
formatted.

Here's how to add a chart element. This example continues using the switch data.xlsx file.

N —

to remove.
3. If the element includes a small arrow to the right of the option, click the arrow to apply
additional options.

Click on the chart and then select the + sign on the right side of your chart.
Check the box of the element you want to add, or clear the box for the element you want

Chart1 M I

A B c D E F <} H 1 K MM N o
1 Industry Number of Sales  Average Sales Price
2 |Tech 410 230
3 |Travel 300 250
4 |Medical 270 300
5 |utilities 317 275 =
6 o
7 Chart Title ) char emenss
8 Y] Aoces
o T Chart Title
1 D Data Labels
2 e O] DaaTabe
13 [ ErrorBars
15 Legend [ Primary Major Horizontal
16 T | — ) Trendine Primary Minor Vertica
17 %Dnmar}rMmuannzuntal
18 ‘E] 50 100 150 200 250 300 350 400 A’JBIZI More Options...
12 mAverage Sales Price  mNumber of Sales
20 o]
21
22
23
24
25
(i]

Sheetl *® 4 3

Ready B Mmoo - 1 + 100%
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Here's how to access the additional formatting options for one or more elements.
This example continues using the switch data.xlIsx file.

1. Select MORE OPTIONS from the Chart Elements detail list.

Chart Elements

Axves

e [] Asis Titles

Chart Title

Data Labels
Data Table

Error Bars
Gridlines 2
Legend

Primary Major Vertical

Primary Major Horizontal

ORIRIOOOR

Trendline Primary Minor Vertical

OO ORI

Primary Minor Horizontal

Mare Options... I

2. The Format pane opens for the selected element. Note that this formatting pane looks
different, depending on which element you selected.

Format Major Gridli... ~ %

Major Gridline Options ¥
OO
\
4 Line -

Mo line
Solid line
Gradient line

® Automatic

Color & -
Transparency | 0% .
Width 075pt
Lompound type =-
Dash type =
Cap type Flat  ~
Join type Round ~

Begin Arrow type

i |

Begin Arrow size

i

Frd Arrow tune

You can also add chart elements by selecting the Chart Tools Design tab on the Ribbon and using the
Add Chart Element tool. The tool includes the same elements with options for each element. Hover the
mouse over an option to see a preview of that chart element.

H ©- s recommended charts - Excel Chart Tools Michele Wiedemer B =
File Home Insert Page Layout Formulas Data Review View Add-ins ACROBAT QuickBooks Design Format Q Tell me what you want to do
L) -
; = = @
[N A = = E w I
Add Chart} Quick  Change = = Switch Row/ Select Change Move
Element ~JLayout~ Colors ~ Column Data  Chart Type Chart
Chart Layouts Chart Styles Data Type Location A
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Apply Chart Styles and Layouts

The Chart Tools Design tab on the Ribbon includes a gallery of Styles, Layouts and Colors to

quickly change how your chart appears.

Here's how to select a new chart style. This example continues using the switch data.xlsx file.

1. Select the chart you want to format.
2. Select the Chart Tools Design tab on the Ribbon.
3. Select the desired chart style to apply it.
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Excel

Michele Wiedemer

File Home  Inset  Pagelayout  Formulas  Data
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Add-ins
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QuickBaoks
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Format @ Tellme

ez = 1 ETY

Here's how to select a new chart layout. This example continues using the switch data.xlsx file.

Select Quick Layout.
Select the new layout.
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Select the chart you want to format.
Select the Chart Tools Design tab on the Ribbon.
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Here's how to change the chart colors. This example continues using the switch data.xlsx file.

Select the chart you want to format.

Select the Chart Tools Design tab on the Ribbon.
Select Change Colors.

Select the new color scheme.
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Move Charts to a Chart Sheet

You can move your chart to a separate worksheet in the workbook called a Chart Sheet.

Here's how to move the chart to a new worksheet in the workbook. This example continues
using the switch data.xlsx file.

1. Select the chart.
2. Select the Chart Tools Design tab.
3. Select the Move Chart tool.
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Excel displays the Move Chart dialog box.

Move Chart

*

Choose where you want the chart to be placed:

L”TJ’IJ (®) Mew sheet: | Chart2

|l (O Objectin: | Sheetl v

4. Select New Sheet.

5. Give the new worksheet a new name, if desired.
6. Select OK.

Excel creates a new worksheet in the workbook (notice the tabs at the bottom). The chart has
also been resized to fill the window.
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Add Data to Chart on a Chart Sheet

The process for adding a new data series to a chart on a chart sheet is different than we
previously covered.

Here's how to include additional data in a chart. This example uses the add data.xIsx file.

1. With the chart sheet active, select the Chart Tools Design tab from the Ribbon.
2. Select the Select Data tool.
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Place your cursor in the Chart data range field of the Select Data Source dialog box.
4. Switch to the worksheet that has the source data by clicking its tab at the bottom of the
window.
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5. Select the cell range that you want to include in the chart. It will be outlined with a dotted
green line. The Chart data range contents will include the sheet in the absolute cell
reference.

6. Select OK.
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7. The additional data is added to the chart.
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Insert and Format Objects

Insert Shapes
You can enhance your worksheets with shapes.

Here's how to insert shapes. This example uses a blank file.

1. Select the INSERT tab from the Ribbon.
2. Select lllustrations.
3. Select SHAPES.
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4. Select the shape you want to use.
5. Hold down the mouse button from the location in the worksheet where you want to place the top
left of the shape. Drag down and to the right until the shape is the desired size.
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Insert Text Boxes

Text boxes give you the freedom to enter text anywhere on the worksheet. You simply draw
the text box wherever you want it and enter the desired text.

Here's how to insert a text box. This example continues using the blank file from the previous
exercise.

1. Place your cursor where you want the text box to appear in the presentation.
2. Select the INSERT tab from the Ribbon.
3. Select the Text group.
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4. Select TEXT BOX.
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5. Hold down the mouse button from the location in the worksheet where you want to place the top
left of the shape. Drag down and to the right until the shape is the desired size.
6. Enter your text.
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Format Shapes and Text Boxes

Shapes, including text boxes, can be formatted with fill, outline, and effects.

Here's how to format a shape. This example continues using the blank file from the previous

exercise.

1. Select the shape

2. Select the DRAWING TooLS FORMAT tab on the Ribbon.
3. Select SHAPE FILL to select a color, picture, gradient or texture to use inside the shape.
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4. Select SHAPE OUTLINE to select a color, weight, line style, and in some cases, arrows to use for the

shape outline.
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5. Select SHAPE EFFECTS to apply additional affects to the shape.
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Insert Pictures
You can insert any picture file from your computer or other media drive.

Here's how to insert a picture. This example continues using the blank file from the previous
exercise.

1. Place your cursor in the cell where you want the picture located. The picture will not
increase the cell size, but will serve as an anchor for where the picture is located on the
worksheet.

2. Select the Insert tab from the Ribbon.

3. Select lllustrations.
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4. Select Pictures.
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5. Navigate to the location of the file and highlight the file you want to insert.
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6. Select Insert.
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Module Six: Review Questions

1.

10.

What are at least three of the five tabs of the Quick Analysis icon?

The contents of the Recommended Charts options change, depending on what type of
data you have selected.

a) True
b) False

You must insert a chart before you can see what it will look like with your data.

a) True
b) False

Which tool allows you to select a new range of data for an existing chart?

a) Add Chart Element
b) Quick Layout

c¢) Select Data

d) None of the above

Which of the following allows you to resize a chart?

a) "Handles” around the edges and corner

b) The + to the right of the chart

c) The paintbrush icon to the right of the chart
d) None of the above

Can you name nine chart elements?

You can change how the horizontal and vertical axis in a chart display data.

a) True
b) False

Chart styles include which of the following?

a) Colors

) Layouts

c) Legends

d) None of the above

o

What options are available for moving a chart?

Shapes, text boxes and images are NOT located within a single cell on a worksheet.

a) True
b) False
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Learning is the beginning of wealth.

Jim Rohn

Module 7: Wrapping Up

Although this workshop is coming to a close, we hope that your journey to improve your Excel
2016 skills is just beginning. Please take a moment to review and update your action plan. This
will be a key tool to guide your progress in the days, weeks, months, and years to come. We
wish you the best of luck on the rest of your travels.

Words from the Wise

We'd like to leave you with a few thoughts to accompany you on your Excel 2016 learning
journey.

e Plan out your worksheets to make the most efficient use of time and to prepare for how you will
use data in charts or tables

e Remember that workbooks can contain multiple worksheets of related information.

e Take advantage of Excel’s many shortcuts for working with data, like copying and pasting either
values or formulas.

e Use outlines and subtotals to gain insight into your data.
e Putyour data into tables to simplify filtering data.
e Remember that Excel will walk you through the necessary arguments when using Functions.

e You can present your data with style using quick analysis, charts, shapes and text boxes.
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