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Before you begin creating spreadsheets in Excel, you may want to set up your
Excel environment and become familiar with a few key tasks and features such
as how to minimize and maximize the Ribbon, configure the Quick Access toolbar,
switch page views, and access your Excel options.

Exploring the Excel Environment

The tabbed Ribbon menu system is how you navigate through Excel and access
the various Excel commands. If you have used previous versions of Excel, the
Ribbon system replaces the traditional menus. Above the Ribbon in the upper-left
corner is the Microsoft Office Button. From here, you can access important
options such as New, Save, Save As, and Print. By default the Quick Access
Toolbar is pinned next to the Microsoft Office Button, and includes commands
such as Undo and Redo.

At the bottom, left area of the spreadsheet, you will find worksheet tabs. By
default, three worksheet tabs appear each time you create a new workbook. On
the bottom, right area of the spreadsheet you will find page view commands, the
zoom tool, and the horizontal scrolling bar.
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To Zoom In and Out:

Locate the zoom bar in the bottom, right corner.
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Left-click the slider and drag it to the left to zoom out and to the right to zoom in.
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To Scroll Horizontally in a Worksheet:
Locate the horizontal scroll bar in the bottom, right corner.

Left-click the bar and move it from left to right.
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To Change Page Views:

Locate the Page View options in the bottom, right corner. The Page View options
are Normal, Page Layout, and Page Break.

Left-click an option to select it.
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The default is Normal View.
To Add Commands to the Quick Access Toolbar:
Click the arrow to the right of the Quick Access toolbar.

Select the command you wish to add from the drop-down list. It will appear in the
Quick Access toolbar.
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OR

Select More Commands from the menu and a dialog box appears.
Select the command you wish to add.

Click the Add button.

Click OK.

The Save, Undo, and Redo commands appear by default in the Quick Access
toolbar. You may wish to add other commands to make using specific Excel
features more convenient for you

To Minimize and Maximize the Ribbon:
Click the drop-down arrow next to the Quick Access toolbar.
Select Minimize Ribbon from the list. The Ribbon disappears.

To maximize the ribbon, click the arrow again and select Minimize the Ribbon to
toggle the feature off.
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You can also minimize and maximize the Ribbon by right-clicking anywhere in the
main menu and selecting Minimize the Ribbon in the menu that appears.

The new, tabbed Ribbon system replaces traditional menus in Excel 2007. It is
designed to be responsive to your current task and easy to use; however, you can
choose to minimize the Ribbon if you would prefer to use different menus or
keyboard shortcuts.

The Microsoft Office Button

The Microsoft Office Button appears at the top of the Excel window. When you
left-click the button, a menu appears. From this menu you can create a new
spreadsheet, open existing files, save files in a variety of ways, and print. You can
also add security features, send, publish, and close files.
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Save a copy of the document 1
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[,;l Excel Workbook
~u [Einl | Save the workbook in the default file
/ DOpen format.
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Ml | Save a copy of the workbook that is fully
compatible with Excel 97-2003,
@ Prepare » ‘ PDF or XPS
=y Publish a copy of the workbook as a PDF or
XP5 file,
Ig Send 3
—1J Other Formats
Open the Save As dialog box to select from
7 Publish » all possible file types.
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Close

=] Excel Options | |)( Exit Excel
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To Change the Default Excel Options:
Click the Excel Options button. A dialog box will appear.
Select a category on the left to access different Excel options.

Excel Options EJE'

[ re— -
% _ﬁ Change the most popular options in Excel.
Farmulas
Pracfing Top oplions for working with Excel
Save Show Mini Toclbar on selection
Enable Live Preview
Advanced
[[] snow Developer tab in the Ribbon
Customize Abways use ClearType
Add-Ins Colar scheme: | Blue
Trust Center ScreenTip style: | Show feature desoriptions in ScreenTips w
Hesources Create lists for use in sorts and fill sequences: | Edit Custom Lists...
‘When creating new workbooks
Use this font: Body Fant b
Font sige: i v
Default yiew for new sheets: | Normal View ~
Indlude this many sheets: 3 =
Personalize your copy of Microsoft Office
User name: | Jane Doe
Choose the languages you want to use with Microsoft Office: | Language Settings... ] w
[ ok || cance |

Modify any of the default settings.
Click OK.

As you learn more about Excel and become proficient at using it, you may want to
modify some of the settings. As a beginning wuser, it is usually best
to leave the default settings.
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Challenge!

Open Excel.

Practice using the Zoom tool.

Minimize and maximize the Ribbon.

Click the Microsoft Office Button and review the menu options.
Add two commands to the Quick Access toolbar.

Continue to explore the Excel environment.
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You will need to know how to insert text and numbers into Excel workbooks to
be able to use it to calculate, analyze, and organize data. In this lesson, you will
learn how to create a new workbook, insert and delete text, navigate a worksheet,
and save an Excel workbook.

1. To Create a New, Blank Workbook:
Left-click the Microsoft Office Button.

Select New. The New Workbook dialog box opens and Blank Workbook is
highlighted by default.
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Click Create. A new, blank workbook appears in the window.
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When you first open Excel, the software opens to a new, blank workbook.
OR

2.CTRL+N

OR

3. Customize Quick Access ToolBar + New
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To Insert Text:

Left-click a cell to select it. Each rectangle in the worksheet is called a cell. As
you select a cell, the cell address appears in the Name Box.
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Enter text into the cell using your keyboard. The text appears in the cell and in
the formula bar.
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Each cell has a name, or a cell address based on the column and row it is in. For
example, this cell is C3 since it is where column C and row 3 intersect.
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To Edit or Delete Text:

Select the cell.

Press the Backspace key on your keyboard to delete text and make a correction.
Press the Delete key to delete the entire contents of a cell.

You can also make changes to and delete text from the formula bar. Just select the
cell and place your insertion point in the formula bar.

To Move Through a Worksheet Using the Keyboard:

Press the Tab key to move to the right of the selected cell.

Press the Shift key and then the Tab key to move to the left of the selected cell.
Use the Page Up and Page Down keys to navigate the worksheet.

Use the arrow keys.

To Save the Workbook:

Left-click the Microsoft Office Button.

Select Save or Save As.
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Save As allows you to name the file and choose a location to save the spreadsheet.
Choose Save As if you'd like to save the file for the first time or if you'd like to
save the file as a different name.

Select Save if the file has already been named.

.@u-ﬂ ek

j New Save a copy of the document
E‘ = Excel Workbook
11| Save the workbook in the default file -
J Open format.
[ 7 Excel Macro-Enabled Workbook ;
| I Save ¥ Save the workbook in the XML-based and
macro-enabled file format. —

" F: Excel Binary Workbook
| Save As | b | T | Save the workbook in a binary file format
optimized for fast loading and saving.

.,__

@] prnt  » | (] ) Excel 97-2003 Workbook .
o 11| Save a copy of the woerkboek that is fully
compatible with Excel 97-2003.

55. Prepare b L PDF or XPS

Publish a copy of the workbook as a PDF or
XPS file,

_ﬁ Send 4
— Other Formats
Open the Save As dialog bax to select from
7 Publish » all possible file types.

J“ Close

| 2] Excel Options ] |X Exit Excel |

157

You can save a workbook in many ways, but the two most common are as an Excel
Workbook, which saves it with a 2007 file extension, and as an Excel 97-2003
Workbook, which saves the file in a compatible format so people who have earlier
versions of Excel can open the file.

Challenge!

Open Excel.

Create a new, blank workbook.

Practice entering text into cells.

Practice deleting text using the Backspace and Delete keys.
Navigate through the sheet using the Tab key.

Save the spreadsheet.
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When you open a new, blank workbook, the cells, columns, and rows are set to
adefault size. You do have the ability to change the size of each, and to insert new
columns, rows, and cells, as needed. In this lesson, you will learn various methods
to modify the column width and row height, in addition to how to insert new
columns, rows, and cells.

Columns, Rows, and Cells

Watch the video! (6:19min) - Tips for watching our videos.

Download the example to work along with the video.
To Modify Column Width:

Position the cursor over the column line in the column heading and a double
arrow will appear.

M22 - £ |

A $ B c

Monthly Budget

1
2
3
4
3
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Left-click the mouse and drag the cursor to the right to increase the column width
or to the left to decreasethe column width.

Release the mouse button.

OR
Left-click the column heading of a column you'd like to modify. The entire

column will appear highlighted.
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Water
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Click the Format command in the Cells group on the Home tab. A menu will

appear.

Prepared By: Muhammad Haris 15| Page



';E’I[ galnsert~ | E - ? [ﬁ
4 I Delete - E -

Cell | e Sort & Find
Styles ~ |||l Format={|| <2~ Fitter~ Selec

Cell Size L

=

$C  Row Height...

K AutoFit Row Height
3 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide (3
Septem| Organize Sheets ni
Eename Sheet
Move or Copy Sheet...
Tab Colar L
Protection
li}g Protect Sheet...
(21| Lock Cell

% Format Cells...

Select Column Width to enter a specific column measurement.

Select AutoFit Column Width to adjust the column so all the text will fit.

To Modify the Row Height:

Position the cursor over the row line you want to modify and a double arrow will
appear.

-
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Monthly Budget

1
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2
F
5
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Left-click the mouse and drag the cursor upward to decrease the row height
or downward to increase the row height.

Release the mouse button.

OR

Click the Format command in the Cells group on the Home tab. A menu will
appear.
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Select Row Height to enter a specific row measurement.

Select AutoFit Row Height to adjust the row so all the text will fit.
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To Insert Rows:
Select the row below where you want the new row to appear.

Click the Imsert command in the Cells group on the Home tab. The row will
appear.

% g |§:I sert| | é:? ['ﬁ

ete -

Format Cell e Sort & Find &
- as Table = Styles ~ I Format ¥ || L2~ Filter - Select -
Styles Cells Editing
Insert Cells ¥
i | K Insert cells, rows, or columns into O B

the sheet or table.

@ Press F1 for more help.

August  Septembe October Novembe December
350

The new row always appears above the selected row.

Make sure that you select the entire row below where you want the new row to
appear and not just the cell. If you select just the cell and then click Insert, only a
new cell will appear.

To Insert Columns:
Select the column to the right of where you want the column to appear.

Click the Insert command in the Cells group on the Home tab. The column will
appear.

The new column always appears to the left of the selected column. For example, if
you want to insert a column between September and October, select the October
column and click the Insert command.
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Make sure that you select the entire column to the right of where you want the
new column to appear and notjust the cell. If you select just the cell and then click
Insert, only a new cell will appear.

To Delete Rows and Columns:
Select the row or column you’d like to delete.

Click the Delete command in the Cells group on the Home tab.

Challenge!

Use the Budget or any Excel workbook you choose to complete this challenge.
Open a workbook.

Insert a column.

Insert a row.

Delete a column.

Change the width of a column using AutoAdjust.

Change the height of a row.

Close and save the file.
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Once you have entered information into a spreadsheet, you will need to be able
toformat it. In this lesson, you will learn how to use the bold, italic, and underline
commands; modify the font style, size, and color; and apply borders and fill colors.

To Format Text in Bold or Italics:

Left-click a cell to select it or drag your cursor over the text in the formula bar to
select it.

Click the Bold or Italics command.

N EEEr L
iy
Home Insert Page Layout Formulas
j Calibri 11 - & A=
Paste IB%I U -|| vH& A = |||
Clipboard = Font P
E2 | Bold (Ctrl+B)
Make the selected text bold.
| —

You can select entire columns and rows, or specific cells. To select the entire
column, just left-click the column heading and the entire column will appear as
selected. To select specific cells, just left-click a cell and drag your mouse to select
the other cells. Then, release the mouse button.

To Format Text as Underlined:
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Select the cell or cells you want to format.
Click the drop-down arrow next to the Underline command.

Select the Single Underline or Double Underline option.
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To Change the Font Style

Select the cell or cells you want to format.
Left-click the drop-down arrow next to the Font Style box on the Home tab.

Select a font style from the list.
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B £ Caiibri Bn -|A& A=
B =3 "
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All Fonts
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& Antigue Qlive Roman

E3
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As you move over the font list, the Live Preview feature previews the font for you
in the spreadsheet.

To Change the Font Size:
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Select the cell or cells you want to format.
Left-click the drop-down arrow next to the Font Size box on the Home tab.
Select a font size from the list.
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To Change the Text Color:

Select the cell or cells you want to format.

Left-click the drop-down arrow next to the Text Color command. A color palette
will appear.

Select a color from the palette.

e Insert Page Layout Formulas Data Reviey

Calibri - CAa [ = =] | B
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Font . Automatic
S fe Theme Colors
WO EEENENNF
A B I L
Standard Colors
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13 | More Colors...

Select More Colors. A dialog box will appear.
Select a color.

Click OK.

To Add a Border:

Select the cell or cells you want to format.
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Click the drop-down arrow next to the Borders command on the Home tab. A
menu will appear with border options.

2 | Insert Page Layout Formulas Data Rs
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F{ Borders
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Bottom Border
Top B;E&er

Left Border
Right Border

;| Mo Border

All Borders
Outside Borders
Thick Box Border

Left-click an option from the list to select it.

You can change the line style and color of the border.
To add a Fill Color:

Select the cell or cells you want to format.

Click the Fill command. A color palette will appear.

Select a color.
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Select More Colors. A dialog box will appear.
Select a color.

Click OK.

You can use the fill color feature to format columns and rows, and format a
worksheet so that it is easier to read.

To Format Numbers and Dates:

Select the cell or cells you want to format.

Left-click the drop-down arrow next to the Number Format box.
Select one of the options for formatting numbers.

View Add-Ins

General e

$ - % 0| T ;E?

l Number 'T-]

By default, the numbers appear in the General category, which means there is no
special formatting.

In the Number group, you have some other options. For example, you can change
the U.S. dollar sign to another currency format, numbers to percents, add commas,
and change the decimal location.

Challenge!

Use the Budget or any Excel workbook you choose to complete this challenge.
Select a cell and format the text or numbers in it so that they appear bolded.
Select two or more cells and format the text or numbers so that they appear
initalics. Change fill color of two or more cells.

Add a border to a row.
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Creating Simple Formulas

Introduction
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Excel can be used to calculate and analyze numerical information; however, you
will need to know how to write formulas to maximize Excel's capabilities. A
formula is an equation that performs a calculation using values in the worksheet. In
this lesson you will learn how to create simple formulas using mathematical
operators such as the addition, subtraction, multiplication, and division signs.

To Create a Simple Formula that Adds Two Numbers:

Click the cell where the formula will be defined (C5, for example).
Type the equal sign (=) to let Excel know a formula is being defined.
Type the first number to be added (e.g., 1500)

Type the addition sign (+) to let Excel know that an add operation is to be
performed.

Type the second number to be added (e.g., 200)

Press Enter or click the Enter button on the Formula bar to complete the formula.
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SUM v (0 % « Jfe| =1500+200

A B [
1
2
3 Primary lob 51,500.00 51,
4 | Part-time Job 5200.00 S
5 Total Income @ 52,

To Create a Simple Formula that Adds the Contents of Two Cells:

Click the cell where the answer will appear (C5, for example).

Type the equal sign (=) to let Excel know a formula is being defined.

Type the cell number that contains the first number to be added (C3, for example).

Type the addition sign (+) to let Excel know that an add operation is to be
performed.

Type the cell address that contains the second number to be added (C4, for
example).

Press Enter or click the Enter button on the Formula bar to complete the formula.

SUM (" X .fr| =C3+C4
A B C D
1
2
3 |Primary Job [ 51,500.00] $1,799.00
4 Part-time Job szmou $250.00
5 Total Income =c3+c4 | $2,049.00
6

To Create a Simple Formula using the Point and Click Method:

Click the cell where the answer will appear (C30, for example).
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Type the equal sign (=) to let Excel know a formula is being defined.
Click on the first cell to be included in the formula (C5, for example).

Type the subtraction sign (-) to let Excel know that a subtraction operation is to be
performed.

Click on the next cell in the formula (C29, for example).

LM (» XK v _fr| =C5-
A B C D
24 Credit
25 Visa &/5/2008 575.00 50.00
26 Mastercard a/5/2008 537.42| 52351
27 Discover 2/5/2008 530.52 530.00
28 Store Credit Card a/5/2008 587.56 566.79

29 Total $1,397.6™
30 |Remaining =C5-

31

Press Enter or click the Enter button on the Formula bar to complete the formula.

LM (2 % mfr | =(C5-C29
A B C D
24 Credit
25 Visa 8/5/2008 575.00 50.00
26 Mastercard a8/5/2008 537.42| 523.51
27 Discover 8f5/2008 530.52 530.00
28 Store Credit Card a/5/2008 587.56 566,79

29 Total $1,397.09

30 Remaining =cs-c29 |
31

o Create a Simple Formula that Multiplies the Contents of Two Cells:
Select the cell where the answer will appear (E32, for example).
Type the equal sign (=) to let Excel know a formula is being defined.

Click on the first cell to be included in the formula (C9, for example) or type a
number.
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Type the multiplication symbol (*) by pressing the Shift key and then the number 8
key. The operator displays in the cell and Formula bar.

Click on the next cell in the formula or type a number (12, for example).

Press Enter or click the Enter button on the Formula bar to complete the formula.

SUM » (2 % _fr | =c9*12
A B C D E F

-
25 Visa 8/5/2008 575.00 50.00 50.00 565.32
26 Mastercard 8/s/2008| $37.42| $23.51| ¢@3.25| S25.67
27 |Discover 8/5/2008 530.52 530,00 532,89 531.72
28 Store Credit Card a/5/2008 587.56 $66.79 537.58 $42.55
29 Total $1,397.09
30 Remaining 5302.91
31
32 =C9*1
33

To Create a Simple Formula that Divides One Cell by Another:

Click the cell where the answer will appear.

Type the equal sign (=) to let Excel know a formula is being defined.
Click on the first cell to be included in the formula.

Type a division symbol. The operator displays in the cell and Formula bar.
Click on the next cell in the formula.

Enter or click the Enter button on the Formula bar to complete the formula.

Using Cell References

As you can see, there are many ways to create a simple formula in Excel. Most
likely you will choose one of the methods that enters the cell address into the
formula, rather than an actual number. The cell address is basically the name of the
cell and can be found in the Name Box.
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The following example uses actual numbers in the formula in C5.

LM v[‘ X v ..f':| =1500+200
A B [
1
| 2 |
3 |Primary Job 51,500.00 51,
4 |Part-time Job 5200.00 5
5 Total Income |ﬂ2{bﬂp$2,-

When a cell address is used as part of a formula, this is called a cell reference. It is
called a cell referencebecause instead of entering specific numbers into a formula,
the cell address refers to a specific cell. The following example uses cell references
in the formula in C30.

SUM - (‘ ® @iﬂ =C5-C29
A B C D
24
25 Visa 8/5/2008| $75.00 40.00
26 Mastercard 8/5/2008 537.42| 523.51
27 Discover 8/5/2008 530.52 530.00
28 |Store Credit Card 8/5/2008| $37.56| $66.79

Total 51,397.09

29
30 Remaining =C5-C2
31
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Challenge!

Use the Budget or any Excel workbook you choose to complete this challenge.
Write a simple addition formula.

Write a simple subtraction formula using the point and click method.

Write a simple multiplication formula using cell references.

Write a simple division formula.

Working with Cells

Introduction

/'-;'f, \ibd -0 )
~ Home Insert Page Layan
& Calibri (12 =
Faste B I || EF ||
ste "2 |l I-~| |

Chpboard ™= Fant

Copy (Ctri+C)

Copy the selection and put it on

the Clipboard.
1

It is important to know how to move information from one cell to another in
Excel. Learning the various ways will save you time and make working with
Excel easier. Certain methods are more appropriate depending on how much
information you need to move and where it will reside on the spreadsheet. In this
lesson you will learn how  to cut, copy, and paste, as well
as drag and drop information.

To Copy and Paste Cell Contents:

Select the cell or cells you wish to copy.
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Click the Copy command in the Clipboard group on the Home tab. The border of
the selected cells will change appearance.

izl
—-‘/ Home Insert Page Layout Formulas Dal

B % | calibri 11 - ||| =
Paste ‘B I U-||E-d A EE S|
Clipboard ™= Font ] Alignn

C9 - S | Yes
A B C D

6 Selected CE”‘
7 Bills |[}ate \lPaid |Januar‘gr |
8 Fixed Expenses h
3 Rent 8/1/2008fves 1 $350.00
10 Car Insurance 8/15/2008 T 5101.00
11 Car Payment 8/22/2008 | 5125.00

Select the cell or cells where you want to paste the information.

Click the Paste command. The copied information will now appear in the new

cells.

57
—*} Home Insert Page Layout Formulas

Da
& Calibri -1 - Aa ||| ==
_-.lé ....... — — —
PEQE ‘B I U-~||iE~d A |EE F
- <F =
Clipboard ™ Font ] Alignr
Paste (Ctrl+\V) LA |
B SR Will be pasted in selected
Clipboard.
2 cells
7 Bills lDate  [Paid  / [January |
8 Fixed Expenses
9 Rent 8/1/2008|ves [ $350.00
10 | Car Insurance 8/15/2008|Yes v 5101.00
11 Car Payment 8/22/2008 5125.00
12 Health Insurance 8/28/2008 550.00
13 |Cable 8/28/2008 | $3s.00

14 Variable Expenses
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To select more than one adjoining cell, left-click one of the cells, drag the cursor

until all the cells are selected,

and release the mouse button.

The copied cell will stay selected until you perform your next task, or you can
double-click the cell to deselect it.

To Cut and Paste Cell Contents:

Select the cell or cells you wish to copy.

Click the Cut command in the Clipboard group on the Home tab. The border of the
selected cells will change appearance.

Clipboard M= Fomnt

Ty
= '“‘% Calibri -lun A =
B EE)

Paste ¥ B T g-||£v||{'{:;vév||

P}

Cut (Ctrl+X)

Cut the selection from the
document and put it on the

] -

= ﬁ. Clipboard. e I ..-I_I_ja
2 Fixed Expenses N
9 Rent 8/1/2008lves |
10 Car Insurance 8/15/2008|Yes ]_

Select the cell or cells where you want to paste the information.

Click the Paste command. The cut information will be removed from the original
cells and now appear in the new cells.
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Calibri 11 - A A

23
Pﬁit%\; ‘B I U~ A2

Clipboard ™= Font

|
Paste (Ctrl+\V) | f | Yes
C

Click here for more options such as

pasting only the values or
[race Paid |J£
% Fixed Expenses

formatting.
3 [Rent | tormation is cut
10 |Carlnst  from C9and  (2008|Yes
11 (car Pay pastedinto C15 {2008|ves

12 Health insurance &/ 2542008 Yes

13 Cable 8/28/2808|Yes

14 Variable Expenses

15 Power 8/1/2008|Yes ﬂ,_

The keyboard shortcut for Paste is the Control Key and the V key.
To Drag and Drop Information:
Select the cell or cells you wish to move.

Position your mouse pointer near one of the outside edges of the selected cells.
The mouse pointer changes from a large, white cross to a black cross with 4
arrows.

$1,799.00 $: $1,799.00
$200.00  ——fp $200.00
$1,990.00 §: £1,990.00

b

Fointer will change from white, block cross to
black, thin cross with 4 arrows

Left-click and hold the mouse button and drag the cells to the new location.
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—

otal 51,397.09
Remaining 5601.91

Ly

Az you drag the selected cells, the outline of the
cells will change.

Release the mouse button and the information appears in the new location.
To Use the Fill Handle to Fill Cells:

Position your cursor over the fill handle until the large white cross becomes a thin,
black cross.

8/1/2008|ves |

8/2/2008|No Aé The fill handle is
LW in the bottom,

SIS right corner of the
8/14/2008 selected cell,
8/s/2008

Left-click your mouse and drag ituntil all the cells you want to fill are
highlighted.

8/1/2008|ves 457.22
8/2/2008:No I
8/3/2008 I $30.50
8/14/2008 $47.99
2/5/2008 (112 125.00
8/6/2008 8100.00

Release the mouse button and all the selected cells are filled with the information
from the original cell.

The fill handle doesn't always copy information from one cell directly into another
cell. Depending on the data entered in the cell, it may fill the data in other ways.
For example, if I have the formula =A1+B1 in cell C1, and I use the fill handle to
fill the formula into cell C2, the formula doesn't appear the same in C2 as it does in
C1. Instead of =A1+B1, you will see =A2+B2.
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You can use the fill handle to fill cells horizontally or vertically.

Challenge!

Use the Budget or any Excel workbook you choose to complete this challenge.
Copy and paste information from one cell to another cell.

Use the Cut command to remove information from one cell and then paste it into
another cell.

Use the fill handle to fill 2 or more cells.

Drag and drop information from one place in the spreadsheet to another location.

Printing Workbooks

Introduction

j e Preview and print-
() Print

“u Select a pril
J Open other printi

. Quick Print
Saye Send the w

H = printer with
- s Print Previe
l& Savehs || 9 Preview and

printing.
iem v

In Excel, there are many things you can do to prepare your workbook for printing.
Many of these tasks make it easier to format the spreadsheet for the printed

page.

In this lesson you will learn how to view the spreadsheet in print preview, modify
margins, change the page orientation, use the scale to fit feature, use the Print
Titles command, insert breaks, and more.

To View the Spreadsheet in Print Preview:

Left-click the Microsoft Office Button.
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Select Print.

Select Print Preview. The spreadsheet will appear in Print Preview view.

@ H ) [ul Ijb = ex07_
|
]

Preview and print the document

Print
Select a printer, number of copies, and

Open other printing options before printing.

=
:

— @ Quick Print !
Save Send the workbook directly to the default
- printer without making changes. :

printing.

=

g

— Print Preview

H save is b \ Preview and make changes to pages before ‘
Print g

Prepare #

=

Click the Close Print Preview button E to return to the Normal View.

To make previewing your spreadsheet easier, add the Print Preview command to
the Quick Access toolbar.

Exploring Print Preview:

Once you are in Print Preview, you can access many of the same features that you
can from the Ribbon; however, in Print Preview you can see how the spreadsheet
will appear in printed format.
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@\H ) - - 3 )7 ex07_Budget lecson?

Frint Freview 1

@ q 5. NextPage a 1. Tab indicates you are in Print Preview mode.
 Print L] [ P Page dowprnt | 2. Provides you with the same print dialog box you
1 L] 5
2 Setup 4 T Show Marging | preview y Fl : f

can access from the Microsoft Office Button.

pint 3 || Zoom Preview

3. From here you can access many of the same
options that are available from the Ribbon, such as
Fage Orientation and Scaling.

4. Toggles between zooming in and out of the
spreadshest,

9. Use these commands to move between the
pages.

B. Wiew and edit margin markers.
7. Close current view and return to spreadshest.

2. Indicates number of pages and which page you
are currently viewing.

To Modify Margins, Column Width, or Row Height While in Print Preview:

Click the Print Preview command on the Quick Access toolbar, or select Print
Preview from the Microsoft Office Button menu. The spreadsheet opens in print
preview mode.

Hover your cursor over one of the black margin markers until a double
arrow appears.
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Left-click and drag the marker to the desired location. The change will be reflected

in the spreadsheet.

To Modify Margins:

Select the Page Layout tab.

Left-click the Margins command.

Choose one of the predefined settings or enter custom margins.

g
‘-—-/ Home Insert Page Layout Formulas Data
nCulnrs* 1 j @ E
— .ants*

Themes Margins Drlentatmn Size Print Elreah:s Backg

@Eﬁ&cts‘ - L - ﬁreav *

Themes Mormal
Tap: 0.35" Bottom: 0.75"
A32 left: 0.7 Right: 0.7"
Header: 0.3" Footer: 0.37
A
—  Wide

1 Top: 1" Bottom: 17

Left: 1" Right: 1"

- f Header: 0.57 Footer: 0.57
3
a4 = Marrow

Top: 075" Bottom: 0,757 |

5 Left: 025" Right: 0.25"

5 | Header: 0.3" Footer: 0.37
7 Bills

& Fixed Expenses

Custom Margins...

To Change Page Orientation:
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Select the Page Layout tab.
Left-click the Orientation command.
Select either Portrait or Landscape.

= ot
Home Insert | Page Layout | Formulas

Margins |Orientation| Size Print

- @ Effects = - * - Area
Themes etup
__| p Portrait
A32 - \;I f% otrait | ob
A D
= Landscape
1
Portrait orients the page vertically, while Landscape orients the
page horizontally.

To Use Scale to Fit:
Select the Page Layout tab.
Locate the Scale to Fit group.

Enter a specific height and width, or use the percentage field to decrease the
spreadsheet by a specific percent.

Scale to Fit is a useful feature that can help you format spreadsheets to fit on a
page. Be careful with how small you scale the information -- it can become
difficult to read!

To Change the Paper Size:
Select the Page Layout tab.
Click the Size command.

Select a size option from the list.
To Define a Print Area:

Left-click and drag your mouse to select the cells you wish to print.
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Click the Print Area command.

Choose Set Print Area.

T
‘-—-/ Home Insert Page Layout Formulas Data Reviey

A U5 Dl

Margins Orientation Size Print Elreah:s Backgmunn

@ ﬁ:ECtS - - - - Area - -
Themes F'ag set Print Area [
Fal R
A32 - fx | Prima b\aear Print Area

Now, only the selected cells will print. You can confirm this by viewing the
spreadsheet in Print Preview.

To return to the default setting, which is the entire worksheet, click the Print Area
command and select Clear Print Area.

To Insert a Break:

Select a cell below where you want the break to appear.
Select the Breaks command.

Select Insert Break.

Click Print Preview to confirm the break appears in the correct place in your
spreadsheet.

To Use the Print Titles command:

This is an important command to be familiar with if you intend to print your
worksheets. It allows you to selectspecific rows and/or columns that will be
repeated on each printed sheet. Imagine how difficult it would be to read page 48
of a printed spreadsheet if the column and row headings only appeared on the first

page.
Select the Page Layout tab.

Click the Print Titles command. The Page Setup dialog box appears.
Click the icon at the end of the field.
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Page Setup

Print area: | Pz
Print: titles

Rows o repeat at top: |

Columns bo repeat at left; |

Select the first row in the spreadsheet that you want to appear on each printed
page.
By left-clicking row ¥ to select it, you

indicate that you want this row to appear at
the top of each page.
I,

f \ A7 > (2 Je | Primary Job

9 Rent 8/1/2008 $350.00) $350.00| $350.00| 5350.00

10 Car Insurance 8/15/2008 $101.00( $101.00| 5$101.00| $101.00

Repeat for the column, if necessary.
Click OK.

To Print from the Microsoft Office Button:
Left-click the Microsoft Office Button.

Select Print = Print. The Print dialog box appears.
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Print
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Quick Print
H I Save Send the workbook directly to the default
- printer without making changes.
= Print Preview
= Save As B :
= Preview and make changes to pages before
printing.
L@ Print [ 2

Select a printer if you wish to use a printer other than the default setting.
Click Properties to change any necessary settings.

Choose whether you want to print specific pages, all of the worksheet, a selected
area, the active sheet, or the entire workbook.

Select the number of copies you'd like to print.
Click OK.

You can select Quick Print to bypass the Print dialog box.

Challenge!

Use the Budget or any Excel workbook you choose to complete this challenge.
View the spreadsheet in Print Preview.

Change a column width in Print Preview.

Insert a break.

Use the Print Titles command to print a specific row or column on each printed
page. Use Print Preview to verify how this will appear.

Print the spreadsheet.

Explore the other commands discussed in this lesson.
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Creating Complex Formulas

Introduction

| =G6+67/D6+D7
F | G H

20.00 | =G6+G7/D6+07 |

1
3

i3

s 2000
2

3

Fi

32.00

12 § 219.00
4 5 6500

Excel 1is a spreadsheet application and 1is intended to be used
to calculate andanalyze numerical information such as household budgets,
company finances, inventory, and more. To do this, you need to
understand formulas.

In this lesson, we’ll discuss complex formulas that use multiple mathematical
operators, and that use absolute and relative references.

Complex Formulas Defined

Simple formulas have one mathematical operation. Complex
formulas involve more than one mathematical operation.

Simple Formula: =2+2
Complex Formula: =2+2*8§

To calculate complex formulas correctly, you must perform certain operations
before others. This is defined in theorder of operations.

The Order of Operations

The order of mathematical operations is very important. If you enter a formula that
contains several operations, Excel knows to work those operations in a specific
order. The order of operations is:

Operations enclosed in parenthesis
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Exponential calculations (to the power of)
Multiplication and division, whichever comes first
Addition and subtraction, whichever comes first

A mnemonic that can help you remember this
is Please Excuse My Dear Aunt Sally (P.E.M.D.A.S).

Example 1

Using this order, let us see how the formula 20/(8-4)*8-2 is calculated in the
following breakdown:

Perform the operations in
parentheses first: 8-4=4

20/(8|—4)*8-2

formula becomes
20/4%8-2
I Because the division comes before
the multiplication, divide 20/4=5

formulabecomes
5%8-2
I Mext the multiplication takes place
before the subtraction: 5*8=40

formulabecomes
40-2

The final answer is 38

Finally, 40-2=38

Example 2
3+3*%2=?

Is the answer 12 or 9? Well, if you calculated in the order in which the numbers
appear, 3+3*2, you'd get the wrong answer, 12. You must follow the order of
operations to get the correct answer.

To Calculate the Correct Answer:
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Calculate 3*2 first because multiplication comes before addition in the order of
operations. The answer is 6.

Add the answer obtained in step #1, which is 6, to the number 3 that opened the
equation. In other words, add 3 + 6.

The answer is 9.

Complex Formulas (continued)

Before moving on, let's explore some more formulas to make sure you understand
the order of operations by which Excel calculates the answer.

Multiply 4*2 before performing

thedivision operation because the

multiplication sign comes before
4*2/4 the division sign. The answer is 2.

Divide 4 by 2 before performing
the multiplication operation

because the division sign comes
before the multiplication sign. The

4/2*%4 answer is 8.
Perform the operation
inparentheses (2*4) first
and divide4 by this result. The
4/(2*4) answer 1s 0.5.

Multiply 2*4 before performing

thesubtraction operation because

the multiplication sign is of a

higher order than the subtraction
4-2%4 sign. The answer is -4.
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Creating Complex Formulas

Excel automatically follows a standard order of operationsin a complex
formula. If you want a certain portion of the formula to be calculated first, put it in
parentheses.

Example of How to Write a Complex Formula:

Click the cell where you want the formula result to appear. In this example, H6.
Type the equal sign (=) to let Excel know a formula is being defined.

Type an open parenthesis, or (

Click on the first cell to be included in the formula (G6, for example).

Type the addition sign (+) to let Excel know that an add operation is to be
performed.

Click on the second cell in the formula (G7, for example)

Type a close parentheses ).

SUM v'i‘ X v .fxl =(G6+G7)
C D E F G | H |
55 7.50 1 gallon 3
6 $  20.00 160 ct./case 1$  20.00 |=(G6+G7)
7 S 20.00 144 ct./case 1[$  20.00
85 16.00 2.5 gallon tub 2 5  32.00
9|5 17.75 2.5 gallon tub 3 5 5325

Type the next mathematical operator, or the division symbol (/) to let Excel know
that a division operation is to be performed.

Type an open parenthesis, or (
Click on the third cell to be included in the formula (D6, for example).

Type the addition sign (+) to let Excel know that an add operation is to be
performed.

Click on the fourth cell to be included in formula. (D7, for example).
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Type a close parentheses ).

SUM » (2 X « f| =(G6+G7)/(D6+D7)

C D E F G | H |
55 7.50 1 gallon 3
6|¢ 2000 160]ct./case 1[$  20.00 |=(G6+G7)/(D6+D7)
7% 2000 144|ct./case 1[4 20.00
85 16.00 2.5 gallon tub 2 5 3200
9 5 17.75 2.5 gallon tub 3 5 5325
10/ $  18.00 2.5 gallon tub 7 $ 126.00

Very Important: Press Enter or click the Enter button on the Formula bar. This
step ends the formula.

To show fewer decimal places, you can just click the Decrease Decimal place
command on the Home tab.

What is an Absolute Reference?

In earlier lessons we saw how cell references in formulas automatically adjust to
new locations when the formula is pasted into different cells. This is called
a relative reference.

SUM - (0 X & fu| =F2rC2

c D E F G | H
1 Unit Cost Unit Size Number Package Size Inventory Total Cost
2 s 8.00 ] 1 gallon $  16.00 [=F2*C2]
35 .40 1 gallon 15 6.40
4 |5 5.50 1 gallon 15 5.50

Felative Reference

Wwhen the formula in H2 is copied and pasted into
H3, the farmula in H3 will appear as =F3*C3
because it is a relative reference.

Sometimes, when you copy and paste a formula, you don't want one or more cell
references to change. Absolute reference solves this problem. Absolute cell
references in a formula always refer to the same cell or cell range in a formula. If
a formula 1s copied to a different location, the absolute reference remains the same.
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An absolute reference is designated in the formula by the addition of a dollar sign
($). It can precede the column reference or the row reference, or both. Examples of
absolute referencing include:

SASZ: The column and the row do notchange when copied.
AS2: The row does not change when copied.
SA2: The column does not change when copied.

To Create an Absolute Reference:

Select the cell where you wish to write the formula (in this example, H2)

Type the equal sign (=) to let Excel know a formula is being defined.

Click on the first cell to be included in the formula (F2, for example).

Enter a mathematical operator (use the multiplication symbol for this example).
Click on the second cell in the formula (C2, for example).

Add a $ sign before the C and a $ sign before the 2 to create an absolute reference.

SUM v (2 X « fu| =F2t5cs2
C D E F G H

1 Unit Cost Unit Size Number Package Size Inventory Total Cost

2 [$ 8.00 1 gallon $  16.00 [=F2*5C3]
305 6.40 1 gallon 15 .40

4|5 5.50 1 gallon 15 5.50

515 7.50 1 gallon 35 2250

Ahsolute Reference

The % zigh makes this an absolute reference. Mow, cell T2 will remain
caonstant in the formula.

Copy the formula into H3. The new formula should read =F3*$C$2. The F2
reference changed to F3 since it is a relative reference, but C2 remained constant
since you created an absolute reference by inserting the dollar signs.
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H3 - (- fe || =F3=5Cs2

C (N} E G H
1 Unit Cost Unit Size Number Package Size Inventory | Cost
25 2.00 1 gallon 2 5 : 5 16.00
35 6.40 1 gallon 15 6.40 | 5 s.m!
4 |5 5.50 1 gallon 15 5.50

This is an absolute reference. C2 remained constant, while F2 changed to F3 when
the formula was copied and pasted into H3.

Challenge!

Use the Inventory or any Excel workbook you choose to complete this
challenge.

Create at least one complex formula that uses
the addition and divisionoperations.

Create at least one complex formula that uses parentheses and
a multiplicationoperation.

Create a formula that uses an absolute reference.

Working with Basic Functions

Introduction

Insert Function

Search For a function:

vpe a brief description of what wou

Or select a category: |Most Recently |

Select a function:

HYYPERLIME

A function is a predefined formula that performs calculations using specific
values in a particular order. While you may think of formulas as being short
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mathematical equations, like 2 + 2 or F2 * C2, they can actually be very lengthy
and involve complex mathematical calculations.

One of the key benefits of functions is that they can save you time since you do not
have to write the formula yourself. For example, you could use an Excel function
called Average to quickly find the average of a range of numbers or
the Sumfunction to find the sum of a cell range.

In this lesson, you will learn how to use basic functions such as SUM and AVG,
use functions with more than one argument, and how to access the other Excel
2007 functions.

The Parts of a Function:

Each function has a specific order, called syntax, which must be strictly followed
for the function to work correctly.

Syntax Order:
All functions begin with the = sign.
After the = sign define the function name (e.g., Sum).

Then there will be an argument. An argument is the cell range or cell references
that are enclosed by parentheses. If there is more than one argument, separate each
by a comma.

An example of a function with one argument that adds a range of cells, A3 through
A9:

e
equal sigh I +++++++++++++++

. S
function narme argurment

=SUM (A3:A9)

An example of a function with more than one argument that calculates the sum
of two cell ranges:

equal sigﬁ'=SU M (A3:A9’B$;E?)

function narne
argument

Prepared By: Muhammad Haris 50| Page



Excel literally has hundreds of different functions to assist with your calculations.
Building formulas can be difficult and time-consuming. Excel's functions can save
you a lot of time and headaches.

Excel's Different Functions

There are many different functions in Excel 2007. Some of the more common
functions include:

Statistical Functions:

SUM - summation adds a range of cells together.

AVERAGE - average calculates the average of a range of cells.
COUNT - counts the number of chosen data in a range of cells.
MAX - identifies the largest number in a range of cells.

MIN - identifies the smallest number in a range of cells.
Financial Functions:

Interest Rates

Loan Payments

Depreciation Amounts

Date and Time functions:

DATE - Converts a serial number to a day of the month

Day of Week

DAYS360 - Calculates the number of days between two dates based on a 360-day
year

TIME - Returns the serial number of a particular time
HOUR - Converts a serial number to an hour

MINUTE - Converts a serial number to a minute
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TODAY - Returns the serial number of today's date
MONTH - Converts a serial number to a month
YEAR - Converts a serial number to a year

You don't have to memorize the functions but should have an idea of what each can
do for you.

To Calculate the Sum of a Range of Data Using AutoSum:
Select the Formulas tab.

Locate the Function Library group. From here, you can access all the available
functions.

Select the cell where you want the function to appear. In this example, select G42.
Select the drop-down arrow next to the AutoSum command.
Select Sum. A formula will appear in the selected cell, G42.

This formula, =SUM(G2:G41), is called a function. AutoSum command
automatically selects the range of cells from G2 to G41, based on where you
inserted the function. You can alter the cell range, if necessary.

(T |
‘—f} Home Insert Page Layout Formulas Data Review Wiew

ﬁ | X AutoSumq ﬁ Lagical = il Lookup B Reference = /;:'_; =)

T sum ~ & math & Trig - =
Insert Mame
Function Average B & Time ﬁ]More Functions ~ Manager e
Count Mumbers I_Library Def
§ M fe | =SUM(G2:G41)
Min E F G
32| 8§ More Fundions... Ib./case 2E 5 100.50
338 7766 Ib./case 1,8 2266
343 75.75 Ib./case 31 S 227.25)
358 32.00 Ib./case 2)$  64.00
365 32.00 Ib./case 218 64.00
37| 8 18.00 Ib./case 6,$ 108.00 |
33 3 75.00 Ib./case 5% 375.00 )
3 3 50.45 Ib./case 1}$ 5045
a0 | 38.00 120 ct./case 218 76.00
41/ % 40.00 120 ct./case 4% 160.001
22| =SUM(G2:G41)
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Press the Enter key or Enter button on the formula bar. The total will appear.
To Edit a Function:

Select the cell where the function is defined.

Insert the cursor in the formula bar.

Edit the range by deleting and changing necessary cell numbers.

Page Layout Formulas Data Review View Add-Ins
ﬁ Logical =~ ﬂ Lookup & Reference - ~=] Define Name f:—‘ Trace Pi
- ﬂi Text - ﬂ Math & Trig =~ F£7 Use in Formula —(:f Trace D
Mame
EE? Date & Time ~ ﬁj Mare Functions - Manager ES Create from Selection #i Remove
Function Library Defined Mames
v X o fe| =SUM(G2:G41)
D E F E H | J
Ib./case 2| $  100.5U=. You can edit a range in the
Ib./case 1|5 2266 formula bar or the cell. To
Ib./case 3l § 227.25 edit in the cell, double-click
Ib./case 2l ¢ 64.00 the cell to view the formula.
Ib./case 2| 5 g4.00
Ib./case 6 5 108.00
Ib./case 5/ s 375.00
Ib./case 1| 5  50.45
120 ct./case 2|8 76.00
120 ct./case 4| 5 160.00

(62:6a1) |

Click the Enter icon.

o Calculate the Sum of Two Arguments:

Select the cell where you want the function to appear. In this example, G44.
Click the Insert Function command on the Formulas tab. A dialog box appears.

SUM is selected by default.
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Insert Function

Search for a Function;

wpe a brief description of what wou want to do and then click, G0

O select a cateqory: |Mu:ust Recently Lsed w |

Select a Function:

.S
AVERAGE =
IF
HYFERLIMK
COUNT b
Ma
SIM v

sSUM{number1,number?2,...)
adds all the numbers in a range of cells,

Help on this function a4 ] [ Cancel

Click OK and the Function Arguments dialog box appears so that you can enter
the range of cells for the function.

Insert the cursor in the Number 1 field.

In the spreadsheet, select the first range of cells. In this example, G21 through
G26. The argument appears in the Number 1 field.

To select the cells, left-click cell G21 and drag the cursor to G26, and then
release the mouse button.

Insert the cursor in the Number 2 field.
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Function Arguments

SUM
Number1 |-:;21:-:325 Fe:| = {43.55;92;178;285;54.2;68}
MumberZ || FRz| =
Mumbers | ERs| =

720,75
Adds all the numbers in a range of cells.

Mumber?: numberl,numberz, ... are 1 ko 255 numbers ko sum, Logical values and texk
are ignored in cells, included if typed as arguments,

Formula result = § 720,75

Help on this Funckion (0] 4 ] [ Cancel

In the spreadsheet, select the second range of cells. In this example, G40 through
G41. The argument appears in the Number 2 field.

Notice that both arguments appear in the function in cell G44 and the formula bar
when G44 is selected.

| =SUM(G21:G26,G40:G41)

E F G H |
ct./case 2 00
ao - [unction Arguments
ct./case LM
ct./case
Ib./case
Ib./case
Ib./case Mumber3 |
Ib./case
Ib./case

Mumber1 | GZ1E26

Mumber2 | 40054 |

JI) (T {3
el ] Bl
I

Click OK in the dialog box and the sum of the two ranges is calculated.

To Calculate the Average of a Range of Data:
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Select the cell where you want the function to appear.

Click the drop-down arrow next to the AutoSum command.

Select Average.

Click on the first cell (in this example, C8) to be included in the formula.

Left-click and drag the mouse to define a cell range (C8 through cell C20, in this
example).

Click the Enter icon to calculate the average.

Accessing Excel 2007 Functions

To Access Other Functions in Excel:

Using the point-click-drag method, select a cell range to be included in the
formula.

On the Formulas tab, click on the drop-down part of the AutoSum button.

If you don't see the function you want to use (Sum, Average, Count, Max, Min),
display additional functions by selecting More Functions.

The Insert Function dialog box opens.
There are three ways to locate a function in the Insert Function dialog box:
You can type a question in the Search for a function box and click GO, or

You can scroll through the alphabetical list of functions in the Select a
function field, or

You can select a function category in the Select a category drop-down list and
review the corresponding function names in the Select a function field.
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Insert Function

Search for a function;

Type a brief description of what vou want to do and then G0
click Go
Or select a cateqory: | Date & Time b |

Select a Function:

>

DATEVALLE

DAY
DAYS3E0 Functions associated with the —
HOUR Date & Time category.

MIMUTE
MONTH

DATE(year,month,day)

Returns the number that represents the date in Micrasaft Office Excel
date-time code.

| £

Helo on khis Funckion [ (] ][ Cancel ]

Select the function you want to use and then click the OK button.

Challenge!

Use the Inventory workbook or any workbook you choose to complete this
challenge.

Use a SUM function to calculate the sum of one argument.
Use the AVG function to calculate the sum of a range of cells.

Explore the other Excel 2007 functions.

Sorting, Grouping, and Filtering Cells
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Introduction

’ 1}%1 Add Level ” 2 Delete Level ]

Colurnn

Sort by |Cnlumn C w |

A Microsoft Excel spreadsheet can contain a great deal of information. With more
rows and columns than previous versions, Excel 2007 gives you the ability
toanalyze and work with an enormous amount of data. To most effectively use
this data, you may need to manipulate this data in different ways.

In this lesson, you will learn how to sort, group, and filter data in various ways
that will enable you to most effectively and efficiently use spreadsheets to locate
and analyze information.

A Microsoft Excel spreadsheet can contain a great deal of information. Sometimes
you may find that you need to reorder or sort that information, create groups, or
filter information to be able to use it most effectively.

Sorting

Sorting lists is a common spreadsheet task that allows you to easily reorder your
data. The most common type of sorting is alphabetical ordering, which you can do
in ascending or descending order.

To Sort in Alphabetical Order:

Select a cell in the column you want to sort (In this example, we choose a cell in
column A).

Click the Sort & Filter command in the Editing group on the Home tab.
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Select Sort A to Z. Now the information in the Category column is organized in
alphabetical order.

YAl

4 Sort & | Find &
<2~ |Filter = | Select =
4] sotAtez

2l %grtztnﬁ

@ Custom Sort...

Fay

W= | Filter

T | Reapply

You can Sort in reverse alphabetical order by choosing Sort Z to A in the list.

To Sort from Smallest to Largest:
Select a cell in the column you want to sort (a column with numbers).
Click the Sort & Filter command in the Editing group on the Home tab.

Select From Smallest to Largest. Now the information is organized from the
smallest to largest amount.

You can sort inreverse numerical order by choosing From Largest to
Smallest in the list.

To Sort Multiple Levels:
Click the Sort & Filter command in the Editing group on the Home tab.

Select Custom Sort from the list to open the dialog box.

OR

Select the Data tab.

Locate the Sort and Filter group.
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Click the Sort command to open the Custom Sort dialog box. From here, you can
sort by one item, or multiple items.

5 Data Review View Add-Ins

|| Connections | 4 T {x Clear
z

* Properties £¢ Reapply
Zl Sort Filter

) Edit Links A Q 2 Advanced

Tections [ Sort & Filter |

Click the drop-down arrow in the Column Sort by field, and choose one of the
options. In this example, Category.

ir % | Options... My data has headers

‘-551 Add Level ” }( Delete Level ” 53 Copy Level ]

Colurmn Sort On Order

Sort by - |'u'a|ues » | |.ﬁ. toZ v

Unit Cost

LInit Size Mumber
Package Size
Inventory

Total Cost

[ Ok l [ Cancel

Choose what to sort on. In this example, we'll leave the default as Value.

Choose how to order the results. Leave it as A to Zso it is organized
alphabetically.

Click Add Level to add another item to sort by.
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% || Options... My data has headers

1_5%1 Add Lev@[ ¥ Delete Level ” 53 Copy Level ]
by

Caolumn Sort On Order
Sortby |Categu:ury w | |h‘alues L | |.-5. to? W |
Then by | w | |h‘alues vl |.-5.1J:|2 w |

[ Ok ][ Cancel ]

Select an option in the Column Then by field. In this example, we chose Unit
Cost.

Choose what to sort on. In this example, we'll leave the default as Value.

Choose how to order the results. Leave it as smallest to largest.

Click OK.

¥ My data has headers

Column Sort On Order
Sort by |Categury w | |'I.|'alues » | |A to Z w |
Then by |thnst Y | |'I.|'alues L7 | |5mallest to Largest w |

’ ‘-551 Add Level ” }( Delete Level ” 53 Copy Level ]

[ Ok M [ Cancel ]

The spreadsheet has been sorted. All the categories are organized in alphabetical
order, and within each category, the unit cost is arranged from smallest to largest.

Remember all of the information and data is still here. It's just in a different order.
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Grouping Cells Using the Subtotal Command

Grouping is a really useful Excel feature that gives you control over how the
information is displayed. You mustsort before you can group. In this section we
will learn how to create groups using the Subtotal command.

To Create Groups with Subtotals:
Select any cell with information 1n it.

Click the Subtotal command. The information in your spreadsheet is automatically
selected and the Subtotal dialog box appears.

Subtotal

Ak each change in:

| Category W |

Ilse function:
| Surn w |

add subtokal to:

|:| Ikem s
[ ] unit Cost i

[ ] Unit Size: Mumber
[ ]Package Size

|:| Inventary

| Tokal Cost

€|

Replace current subkotals
[ ] Page break between groups
Summary below data

’ Remaove All ] [ Ik l ’ Cancel

Decide how you want things grouped. In this example, we will organize
by Category.

Select a function. In this example, we will leave the SUM function selected.

Select the column you want the Subtotal to appear. In this example, Total Cost is
selected by default.

Click OK. The selected cells are organized into groups with subtotals.
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:1[2|a:._ A B c 1] E F G

1 Category Iem Unit Cost Unit Size Number Package Size Inwventory Total Cost

[ [ - | 2 Bowl small lcecream 5 20,00 160 ct. fcase 1% 2000
3 Bowl Regular leacream s 20.00 144 ct. fease 15 2000

[=] 4  Bowl Total % 40,00
[ 5 Cone Small Sugar 5 13.55 200 ct.feaze 4 & 5420
& Cone Large Sugar 5 17.00 200 ct.fcase 4 & 68.00

T Cone Large Waffle 5 43.55 193 ct.fcase 1 5 4358

& Cone Small wWaffle 5 46,00 264 ct.fease 2 5 9200

9 Cone Sm. Chocolate Waffle 5 85.00 140 ct.fcase 2 5 173.00

10 Cone Lg. Chocolate Waffle ] 495,00 138 ct.fcase 3 5 M5.00

- 11 Cone Total 5 T0.75
[ 12 Cup Srmall Shake 5 38.00 120 cf. fease 25 Te00
13 Cup Regular Shake s 40,00 120 et fease 4 & 160.00

=| 14 CupTotal 5 236.00
r = | 15 Flavor Bubblegum ] 15.75 2.5 gallon whb 2 5 3150

To Collapse or Display the Group:
Click the black minus sign, which is the hide detail icon, to collapse the group.
Click the black plus sign, which is the show detail icon, to expand the group.

Use the Show Details and Hide Details commands in the Outline group to
collapse and display the group, as well.

r r s @z
E E @z
Group Ungroup Subtotal =

Cutline ]

To Ungroup Select Cells:

Select the cells you want to remove from the group.
Click the Ungroup command.

Select Ungroup from the list. A dialog box will appear.
Click OK.

To Ungroup the Entire Worksheet:

Select all the cells with grouping.

Click Clear Outline from the menu.
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Filtering Cells

Filtering, or temporarily hiding, data in a spreadsheet very easy. This allows you to
focus on specific spreadsheet entries.

To Filter Data:

Click the Filter command on the Data tab. Drop-down arrows will appear beside
each column heading.

T |
“*—-'j Home Insert Page Layout Formulas Crata Review View Add-Ins

§ From Access - = | connections - R Clear
- GRS NE ¢ (12 [
=iy From Web f Properties r 1 'Q Reapply
From Other Existing Refresh - il sort Filter 7
EﬂFrnm Text Sources = | Connections All~ == Edit Links % 2 Advanced
Get BExternal Data Connections l Sort & Filter
A2 - |:: J | Bowl
A B C D E
1 Categar',rE]Item BUnit Cost EJUnitSize NumbB Package Siz
2 |Bowl !Small lcecream 5 20.00 160 ct./case
3 Bowl Regular Icecream 5 20.00 144 ct./case
4 Bowl Total
r - | 5 Cone small Sugar 5 13.55 200 ct./case

Click the drop-down arrow next to the heading you would like to filter. For
example, if you would like to only view data regarding Flavors, click the drop-
down arrow next to Category.
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A B

1 Categuwm Item E
Al sortAtoz Wy bam
2] sotztoa tream
Sort by Color (.
&
F L
E
Text Filters » e
(Select All) ~| ate Waffle
Bowl te Waffle
Bowl Total I
Cone I
Cone Total i
Cup ke
Cup Total .
Flavor I
Flavor Total
Syrup r
[y I o PSS, R | —
I K ] [ Cancel rer
L
| | * | 20 |Flavor Strawberry
Uncheck Select All.

Choose Flavor.

Click OK. All other data will be filtered, or hidden, and only the Flavor data is
visible.

To Clear One Filter:
Select one of the drop-down arrows next to a filtered column.

Choose Clear Filter From....
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A B
1 Categor',r Item
4] sortaAtez

£} sortZtoa

Sort by Color L

“§%  Clear Filter From ~Category” =t
v b
’ o

Text Filters L

=

] (Select All) Al |
[]Bowl I '"E
[]Bowl Total i
[]Cone r
[ Cone Total ik
[]Cup at
[]Cup Total =1
Flavor

[]Flavor Total

[]5yrup

| I o PSSR, P TN |

| L

l oK ]l Cancel ]

L=

To remove all filters, click the Filter command.

Filtering may look a little like grouping, but the difference is that now I can filter
on another field, if [ want to. For example, let’s say I want to see only the Vanilla-
related flavors. I can click the drop-down arrow next to Item, and select Text
Filters. From the menu, I’ll choose Contains because I want to find any entry that
has the word vanillain it. A dialog box appears. We’ll type Vanilla, and then click
OK. Now we can see that the data has been filtered again and that only the Vanilla-
related flavors appear.

Challenge!

Use the Inventory workbook or any workbook you choose to complete this
challenge.

Use the Sort command to sort data alphabetically.
Use the Sort command to sort data numerically from smallest to largest.
Create groups using the Subtotal command.

Practice using the Filter command.
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Formatting Tables

Introduction

= | Cem
E :ﬁ Q ==
iditional | Format Cell Insert
natting ~ las Table ~| Styles = x

Light k

Once you have entered information into a spreadsheet, you may want to format it.
Formatting your spreadsheet can not only make it look nicer, but make it easier to
use. In a previous lesson we discussed many manual formatting options such as
bold and italics. In this lesson, you will learn how to use the predefined tables
styles in Excel 2007 and some of the Table Tools on the Design tab.

To Format Information as a Table:
Select any cell that contains information.

Click the Format as Table command in the Styles group on the Home tab. A list of
predefined tables will appear.
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¥ T

_onditional | Format Cell Insert D
ormatting ~ |as Table ~ Styles - v
Light

Left-click a table style to select it.

A dialog box will appear. Excel has automatically selected the cells for your
table. The cells will appear selected in the spreadsheet and the range will appear in

the dialog box.
D E F G
e Number Package Size Inventory Total Cost |
160 ct./case 1$ 2000}
144 ct./case 15 2000
:
[}
[}
L]
D
L]
il
L]
L]
29 My table has headers i "
14 [ "
1] ) !
[ Ok ] [ Cancel ] :
R
. 1
120 ct./case 2 5 76.00)
120 ct./case 4 $ 160.00 }

Change the range listed in the field, if necessary.

Verify the box is selected to indicate your table has headings, if it does. Deselect
this box if your table does not have column headings.

Click OK. The table will appear formatted in the style you chose.
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By default, the table will be set up with the drop-down arrows in the header so
that you can filter the table, if you wish.

In addition to using the Format as Table command, you can also select
the Insert tab, and click the Tablecommand to insert a table.

To Modify a Table:

Select any cell in the table. The Table Tools Design tab will become active. From
here you can modify the table in many ways.

@ o -t s ex07_fnventory lessonll - Microsoft Excel Table Taols
d
L

Hame Inzert Page Layout Farmulas Data Review View Add-Ins Design

Table Hame: [ summarize with PiotTable ; o B Properties ¥| HeaderRow | First Column

(-]

Tablel a_ﬂ Remowve Duplicates ' U Open in Browser Total Row | Last Column

= - Export Refresh :

I Resize Tahle i Convert to Range - - &2 Unlind < EBanded Rows Banded Colummns

Properties Taols External Table Data Table Style Options

| E10 - (2 f| ct.fcase

category B3 ttem

- | 2 Bowl Small lcecream 5 20.00 160 et.fease 1
* | 3 Bowl Regular Icecream 3 20,00 144 ct.fcase 1
=] 4 BowlTotal
You can:

Select a different table in the Table Styles Options group. Click the More drop-
down arrow to see more table styles.

Delete or add a Header Row in the Table Styles Options group.
Insert a Total Row in the Table Styles Options group.

Remove or add banded rows or columns.

Make the first and last columns bold.

Name your table in the Properties group.

Change the cells that make up the table by clicking Resize Table.
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When you apply a table style, filtering arrows automatically appear. To turn off
filtering, select the Home tab, click the Sort & Filter command, and
select Filter from the list.

Challenge!

Use the Inventory workbook or any workbook you choose to complete this
challenge.

Format the information in a worksheet as a table.
Format the first column in bold.

Name the table.

Change the table style.

Practice using the other features discussed in this lesson to modify the table in
various ways.

Aligning Text
Introduction

t Review View Add-Ins

| | SiWrap Tex

|‘§§ §§| ﬁhlerge ol

o

Alignment

N D
st B3 Unit Size NumberE3 pac

20.00 160 ct./i

Worksheets that have not been formatted are often very difficult to read.
Fortunately, Excel gives you many tools that allow you to format text and tables
in various ways. One of the ways you can format your worksheet so that it is easier
to work with is to apply different types of alignment to text.
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In this lesson, you will learn how to left, center, and right align text, merge and
center cells, vertically align text, and apply different types of text control.

Aligning Text

Excel 2007 left-aligns text (labels) and right-aligns numbers (values). This
makes data easier to read, but you do not have to use these defaults. Text and
numbers can be defined as left-aligned, right-aligned or centered in Excel.

To Align Text or Numbers in a Cell:
Select a cell or range of cells

Click on either the Align Left, Center or Align Right commands on the Home
tab.

= |=
k== e

Alignment [

The text or numbers in the cell(s) take on the selected alignment treatment.

Left-click a column label to select the entire column, or a row label to select an
entire row.

Changing Vertical Cell Alignment

You can also define vertical alignment in a cell. In Vertical alignment,
information in a cell can be located at the top of the cell, middle of the cell or
bottom of the cell. The default is bottom.
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A B C D

1
5 Yertical Alignment Examples
Yertical Justify
Yertical Center

3 Verical Alignment “Yertical Bottorm
q

5

]

To Change Vertical Alignment from the Alignment Group:

Select a cell or range of cells.

Click the Top Align, Center, or Bottom Align command.
Yertical Alignment Commands

= Wrap Text

T
[l
Il
ik

= £=|| =a Merge & Center

Alignment [

Changing Text Control

Text Control allows you to control the way Excel 2007 presents information in a
cell. There are two common types of Text control: Wrapped Text and Merge
Cells.

The Wrapped Text wraps the contents of a cell across several lines if it's too large
than the column width. It increases the height of the cell as well.

+

H I 1 K G H |

Total Cost B Notes -
This is a big sell er. We need to order more of this. This is a big

seller. We need

to order more of
5 20.00 |this.

Cell H2 without Text Wrap Applied Cell H2 with Text Wrap Applied
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Merge Cells can also be applied by using the Merge and Center button on the
Home tab.

B C D E E G H

This is 2 merged cell Scoops Shop Inventory

Linit Cost LInit Size Number Package Sire  Inventory  Total Cost

To Change Text Control:
Select a cell or range of cells.
Select the Home tab.

Click the Wrap Text command or the Merge and Center command.

Text Control Commands

§| QWrap Text

|| 2= £=|| =2 Merge & Center

Alignment P

If you change your mind, click the drop-down arrow next to the command, and
choose Unmerge cells.

Challenge!

Use the Inventory workbook or any workbook you choose to complete this
challenge.

Insert a row and center-align the text.

Insert a column and left-align the text.

Use the merge and center command to add a title row.
Apply the wrapped text command to the entire table.

Practice using the other features discussed in this lesson.
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Working with Worksheets

Introduction

S [nsert... | Cookie Dol
29 Delete Multicolore
4 Rename  Chocolate ¢
4 Move or Copy... | Snickers
"5 MEMs

] ‘-QJ View Code L :
2 Brownie
44 S Erotect Sheet.. Cherrias
45: Tab Color » - Pecans
46- Hide | MNuts
‘”r Orea

45 Select All Sheets  Mtal

L@m\mtﬂ_ (=

It is important that you know how to effectively manage your worksheets. By
default, three worksheets appear in each new workbook. In this lesson, you will
learn how to name, add, delete, group, and ungroup worksheets. Additionally, you
will learn how to freeze specific parts of the worksheet so they are always visible.

Naming Worksheets

When you open an Excel workbook, there are three sheets by default and the
default name on the tabs are Sheetl, Sheet2 and Sheet3. These are not very
informative names. Excel 2007 allows you to define a meaningful name for each
worksheet in a workbook so you can quickly locate information.

To Name a Worksheet:
Right-click the sheet tab to select it.

Choose Rename from the menu that appears. The text is highlighted by a black
box.
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38 kie Do
Insert...

39 icolor

A0 Delete olate

a1 Bename % ars

42 Move or Copy.. 5

a3 CE] View Code nie

44 [f)y Protect Sheet... Friez

45 Tab Calor b INS

E: Hide 1

a7 e o]

23 u

'—[ Sheet_p Select A‘II Sheets i ‘t_"

Type a new name for the worksheet.

46 Toppings MNuts
47 Toppings  Oreo
48 Toppings Total

Sheet? . Sheetd . ¥J .7

Click off the tab. The worksheet now assumes the descriptive name defined.

OR
Click the Format command in the Cells group on the Home tab.

Select Rename Sheet. The text is highlighted by a black box.
Type a new name for the worksheet.

Click off the tab. The worksheet now assumes the descriptive name defined.

Inserting Worksheets

You can change the default number of sheets that appear by clicking the Microsoft
Office Button and choosingExcel Options. You also have the ability to insert new
worksheets if needed, while you are working.

To Insert a New Worksheet:

Left-click the Insert Worksheet icon. A new sheet will appear. It will be named
Sheet4, Sheet5 or whatever the next sequential sheet number may be in the
workbook.
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46 | !TDppingE MNuts 5
47 Toppings  Oreo 5
48 Toppings Total

» | 2008 < Sheet? - Sheet3 . ¥1 ¢
m‘?grtWﬂrksheet (shift=F11)

OR
Press the Shift and the F11 keys on your keyboard.

Deleting Worksheets

Any worksheet can be deleted from a workbook, including those that have data in
it. Remember, a workbook must contain at least one worksheet.

To Delete One or More Worksheets:
Click on the sheet(s) you want to delete.

Right-click the sheet(s) and a menu appears.

Select Delete.
17 Insert...
= | Delete [
19
Rename %
20
21 Moaove or Copy...
3 = | View Code
23 L% Protect Sheet...
24 Tab Color vl
25 Hide
26 u
27 Select All Sheets

4 4 » M| January - February . March | April

OR
Select the sheet you want to remove.

Click the drop-down arrow next to Delete in the Cells group on the Home tab.

From the menu that appears, select Delete Sheet.

Grouping and Ungrouping Worksheets
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A workbook is a multi-page Excel document that contains multiple worksheets.
Sometimes you will want to work with the worksheets one at a time as if each is a
single unit. Other times, the same information or formatting may need to be added
to every worksheet.

Worksheets can be combined together into a group. Grouping worksheets allows
you to apply identical formulas and/or formatting across all the worksheets in the
group. When you group worksheets, any changes made to one worksheet will also
be changed in any other worksheets in the group.

To Group Contiguous Worksheets:
Select the first sheet you want to group.
Press and hold the Shift key on your keyboard.

Click the last sheet you want to group.

46 | !TnppingS Muts

47 Toppings  Oreo
43 Toppings Total

1| January . February . March. < April %0 &
b

Release the Shift key.

The sheets are now grouped. All the sheets between the first sheet and last sheet
selected are part of the group. The sheet tabs will appear white for the grouped
sheets.

a6 Toppings MNuts
a7 Toppings  Oreo
48 Toppings Total

M | January . February . March < &prl %1

Make any changes to one sheet and the changes will appear in all the grouped
sheets.

To Group Non-Contiguous Sheets:

Select the first sheet you want to group.
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Press and hold the Ctrl key on your keyboard.
Click the next sheet you want to group.
Continuing clicking the sheets you want to group.
Release the Control key.

The sheets are now grouped. The sheet tabs will appear white for the grouped
sheets. Only the sheets selected are part of the group.

Make any changes to one sheet and the changes will appear in all the grouped
sheets.

To Ungroup Worksheets:
Right-click one of the sheets.

Select Ungroup from the list.

Freezing Worksheet Panes

The ability to freeze, or lock, specific rows or columns in your spreadsheet is a
really useful feature in Excel. It is called freezing panes. When you freeze panes,
you select rows or columns that will remain visible all the time, even as you are
scrolling. This is particularly useful when working with large spreadsheets.

To Freeze a Row:

Select the row below the one that you want frozen. For example, if you want row 1
& 2 to appear at the top even as you scroll, then select row 3.

A | 8B | . c | D> |

If you want to freeze rows 1 &
2, select row 3. Scoops

Category Unit Cost

L Small Icecream 5 20.00
4 | e | Bowl Regular lcecream 5 20.00

Click the View tab.
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Click the Freeze Pane command in the Window group.

crosoft Excel Table Tools

View Add-Ins Design

{ : : Ei] . | E H:—] = |Espiit | 1 View Side by Side E
i -t 3 +
- — BT ™ Hide

= .J: Synchronous Scrolling
Zoom 100% Zoomto Mew  Arrange |Freeze | - Save
Selection | Window Al |Panes[%_] Unhide | 14 Reset Window Fosition | warkspac

Zoom [ L - Freeze Panes
l Zij Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
E E = Freeze Top Row
j Keep the top row visible while scrolling through

the rest of the worksheet.

P Freeze First Column
! 1 i ] Keep the first column visible while scrolling
through the rest of the worksheet,

ps Shop Inventory

Unit Size Number Package Sire

Choose Freeze Panes. A thin, black line appears below everything that is frozen in
place.
A B C

Thin, black line indicates the
selected rows are "pinned” ar

1 frozen at the top of the worksheet.
14 m Cup Regular Shake

15 Cup Total

16 ) Flavor Lemon

17 Flavor Bubblegum

18 Flavor Vanilla

19 Flavor Peanut Butter

Scroll down in the worksheet to see the pinned rows.
To Unfreeze a Pane:

Click the Freeze Pane command.

Select the Unfreeze command.

To Freeze a Column:

Select the column to the right of the column(s) you want frozen. For example, if
you want columns A & B to always appear on the left, just select column C.

Click the View tab.
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Click the Freeze Pane command in the Window group.
Choose Freeze Pane. A thin, black line appears to the right of the frozen area.

Scroll across in the worksheet to see the pinned columns.

Challenge!

Use the Inventory workbook or any workbook you choose to complete this
challenge.

Rename Sheetl to January, Sheet2 to February and Sheet3 to March.
Insert two worksheets and name them April and May.

If necessary, move the April and May worksheets so they are immediately
following the March sheet.

Use the Grouping feature so that all the sheets contain the same information as the
January sheet.

Delete the May sheet.

Freeze rows 1 and 2 on the January sheet.

Using Templates
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Introduction

New Workbook

Templates

Elank and recent

Installed Templates

|3
|m||®

My templates...

Mew from existing...

Microsoft Office Online

- Feature ]

In Excel 2007, you have many templates that can save you a lot of time.
A templateis a pre-designed spreadsheet that you can use to create new
spreadsheets with the same formatting and predefined formulas. With templates,
you don't need to know how to do the math, or even how to write formulas -- these
are already integrated into the spreadsheet.

In this lesson, you will learn how to create a new workbook with a template, as
well as basic information about how templates work in Excel 2007.

Excel allows you to create new workbooks using templates, or a predefined
pattern. Several templates are preloaded in Excel and others are located on
Microsoft Office Online.

To Create New Workbooks Using Templates On Your Computer:
Open Excel.
Click the Microsoft Office Button.

Select New. The New Workbook Dialog Box appears.
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Mew Waorkbook El@

| Faphibe: L. ' +| || Blank Workbook
| Elank and segent
Irstalied Templates Blank and recent
Iy templates_ pi
Mew from existing... t«
Microsoft Office Cndine
Featured ki
Aendas Recently Used Templates
Budgets
Calendars
Expnse reports I
Faxes
Forms
Imventories ——
Credit memo [Simple
Irwaices Blue design)
Lists
Memas . -
Flans . — -
FManners b ~
| create | [ canear |

Click Installed Templates. Thumbnail images of the templates that are installed on
your computer appear in the center of the dialog box.

New Workbook

Templates ~ @ = .
Elank and recent
| Installed Temp ] Installed Templates

I
lInstaIIed Templatesh

. . T
Mew from existing...

My templates...

Microsoft Office Online =
Featured F o ‘
Agendas

Budgets

Billing Statement

Calendars

Expense reports
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Select a template from the center area of the dialog box. A slightly larger image of
the template appears on the right side of the dialog box.

Click Create. The template will appear in the Excel window.
To Create New Workbooks Using Templates on Office Online:
Open Excel.

Click Microsoft Office Button.

Select New. The New Workbook Dialog Box appears.

Select a category under the Microsoft Office Online heading on the left.
Thumbnail images of the templates in that category that are available through
Microsoft Office Online appear in the center of the dialog box.

Miew Warkbook E"'il

= — )
Lo & i+ | +| || Invoice that calculates total
R B Eechin © rmaT - Mirosoft Corporation

A
Imstalied Templates Invoices |"'4! ] { & E 17 KB [<1 min & 56 Kbps)

My tempilates._. T o | W D (13856 Votes )

Mew from existing...
Microsoft Offioe Cndine e
Featured rl H :_:. —

AGEndas

Budgets Irwedce that caloulstes
Calendars total [ F mm

Expeencte reparts

Faxes

Forms

Irwentaories
—

Lists — R ' )
|Irwoices || | Services irmoice with tax e L D
Memos calgulation

Plans

Manners b RS, »

| powntoaa | [ camcer |

Select a template. A slightly larger image of the template appears on the right side
of the dialog box.

Click Download. The download process will begin.
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Challenge!

Open Excel.

View the templates on your computer.

View several of the template categories on Microsoft Office Online.
Select a template.

Download the template.

Enter your data into the template.

Save and close the workbook.
Using What-If Analysis
Introduction

E = |4 Data Validation ~

]
= [Fim Consolidate

o Remove i

ns Dup”cates ||_._'|_"ED What-lf Anal}"sts e |

Data Tools I

The real power in Excel comes in its ability to perform multiple mathematical
calculations for you. One of the tools in Excel that you can use to perform these
calculations is a Data tool called What-If Analysis. What-If analysis allows you
to see the effect that different values have in formulas. Have you ever thought,
"What interest rate do I need to qualify for to have a car payment of $400 on the
car I want?" This question can be answered using What-If Analysis.

In this lesson, you will learn how to use a What-If Analysis tool called Goal Seek.
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Example

You need a loan to buy a new car. You know how much money you want to
borrow, how long of a period you want to take to pay off the loan (the term), and
what payment you can afford to make each month. But what you need to know is
what interest rate you need to qualify for to make the payment $400 a month. In
the image below, you can see that if you didn’t have interest and just divided this
$20,000 into 60 monthly payments, you would pay $333.33 a month. The What-If
Analysis tool will allow you to easily calculate the interest rate.

il
=
—/ Home Insert Page Layout Formulas Data Re

i From Access i r31 | h'| @ I@ Connections || 4
| z
g From Web = =18 W1 %0 properties
. From Other Existing Refresh - E
;5] From Text Sources = | Connections AN- == Edit Links
Get External Data Connections

B5 - (2 f | =PMT[E4_-’12,BB,BZ}|
A B c D E

Loan Analysis
Loan Amount 20000
Term {months) 60
Interest Rate

1
2
3
4

5 Payment I igzaa.szi!
6

Where Did the Formula Come From?

The formula that appears in cell BS in the example image is a function. It isn't
part of the What-if Analysis tool, so you will need to understand functions
thoroughly before you use What-if Analysis. For the example scenario described
above, you need a formula that will calculate the monthly payment. Instead of
writing the formula yourself, you can insert a function to do the calculation for

you.
To Insert a Payment Function:
Select the Formula tab.

Click the Insert Function command. A dialog box appears.
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Select PMT.
Click OK. A dialog box appears.

Insert your cursor in the first field. A description about the needed information
appears at the bottom of the dialog box.

Function Arguments

PMT

Rate | E] m  number
[ | = number
Explains what Moer :
calculation Py | = number
the function Fy | — e
perorms. ; Eﬁ.
| Type @ = number
ICdcdatesH‘nepaﬂmforabmbﬁedmcmstantpamrtsmdawmitﬂmrate.

Rate s the irterest rake per perod Far the losn, For example, use 65514 For
quarterty pavments at 6% APR.,

Explains what information is
needed in the selected field.

Formula result =
Help on this function L ok || conce

Select the cell in the spreadsheet with the needed information.

Insert your cursor in the next field. A description about the needed information
appears at the bottom of the dialog box.

Select the cell in the spreadsheet with the needed information.

Repeat the last two steps until all the necessary information is entered in the dialog
box.

Click OK.

What-If Analysis Tools

There are three What-If analysis tools that you can use. To access these, select
the Data tab, and locate the What-If Analysis command. If you click this
command, a menu with three options appears.
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Goal seek is useful if you know the needed result, but need to find the input
value that will give you the desired result. In this example, we know the desired
result (a $400 monthly payment), and are seeking the input value (the interest rate).

Goal Seek

To Use Goal Seek to Determine an Interest Rate:
Select the Data tab.

Locate the Data Tools group.

Click the What-If Analysis command. A list of three options appears.

-g 3 . : . r
= E*g =] Data validation ¢-E
i —  [F& Consolidate L

Textto Remove — : Group
Columns Duplicates I'—l? WhatIf Analysis 'I]\ -
Datg Scenario Managvgr...
Goal Seek...

| 1 Data Table...

Select Goal Seek. A small dialog box appears.

Select the cell that you what to set to a specific value. In this example, we want to
set B5, the Payment cell.

A B f D E F

1 Loan Analysis Goal Seek

2 |Loan Amount 20000 0" S€€

3 | Term {months) 60 Set cell: |E s
4 |Interest Rate T value: | |
5 |Pavment E 55333.33 ! By changing cell | =3
6

7 I 04 ] [ Cancel ]
8

Insert the cursor in the next field.
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Enter a value in the value field. In this example, type -$400. Since we’re making a
payment that will be subtracted from our loan amount, we have to enter the
payment as a negative number.

A B C D E F
Loan Analysis
Loan Amount 20000 GpazlSesk
Term {maonths) 60 Set cell: ES Fraz
Interest Rate To value: |_4|;,|;,| |
Payment I t5333.33'! By changing cell | =

[ Ok ] ’ Cancel ]

LY== RN (= R B S SR R ]

Insert the cursor in the next field.

Select the cell that you want to change. This will be the cell that tries various input
values. In this example, select cell B4, which is the interest rate.

A B C b} E F
1 Loan Analysis P
2 Loan Amount 20000 —
3 | Term (months) &0 Set cell: |BS Fs

“““““ 1

4 Interest Rate | ' Ta value: |_4|;.|;, |
[ Payment |_|I.|:5333'33 -i By changing cell: | $E44| R
= |
7 [ K l[ Cancel ]
8
9
Click OK.

Then, click OK again. The interest rate appears in the cell. This indicates that a 7%
interest rate will give us a $400 a month payment on a $20,000 loan that is paid off
over 5 years, or 60 months.
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A B

1 |Loan Analysis

Y Goal Seek Status
2 Loan Amount 20000
3 | Term (months) 50 ioal Seeking with Cell BS

Found lutian.
4 |Interest Rate 7% QLN & soiton
5 |Payment gg.q_ﬂﬂﬂgll Target walue:  -400
5 . " Current walue:  ($400.00)
? Ié. ............ ;:.:.:;E ............. é] [ I::ar":EI
8
Challenge!

Use the Car Loan workbook to complete this challenge.
Use Goal Seek to solve the problem described in the text and video lessons.

Create a problem of your own that you might use Goal Seek to solve. Try it.

Working with Charts
Introduction
i @ = &
ME% |Eﬂ M
il la® @@ g

A chart is a tool you can use in Excel to communicate your data graphically.
Charts allow your audience to more easily see the meaning behind the numbers in
the spreadsheet, and make showing comparisons and trends a lot easier. In this
lesson, you will learn how to insert and modify Excel charts and see how they can
be an effective tool for communicating information.

Prepared By: Muhammad Haris 89 | Page



Creating a Chart

Charts can be a useful way to communicate data. When you insert a chart in Excel,
it appears in the selected worksheet with the source data, by default.

To Create a Chart:

Select the worksheet you want to work with. In this example, we use
the Summary worksheet.

Select the cells that you want to chart, including the column titles and the row
labels.

Click the Insert tab.
Hover over each Chart option in the Charts group to learn more about it.
Select one of the Chart options. In this example, we use the Columns command.

Select a type of chart from the list that appears. For this example, we use a 2-D
Clustered Column. The chart appears in the worksheet.

Insert Page Layout Formulas Data Review View

o B 1 2l X @ S i |

Picture Clip Shapes Smartart || |[Column| Line Pie Bar Area 5ca

o - Ustfatm:;| — 2D Column B

A = M[@Mi bl
person Janu o
Jane $ Wﬁ |Eﬂ |E@ Hﬂﬁ
ria, Luiz g (O
5, Zach s | Jaf| 18] 0
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Identifying the Parts of a Chart

Have you ever read something you didn't fully understand but when you saw a
chart or graph, the concept became clear and understandable? Charts are a visual
representation of data in a worksheet. Charts make it easy to see comparisons,
patterns, and trends in the data.

In this example,

the ¥ axis is the IS‘t Quarter 53|ES = Title

\r’alueﬁixis. YV Avis
- 3,500.00
S 3,000.00
2 Hed
e o
1 !
2 Ssuu‘.suu W January
= T XA
7] ) M Februa
P 1?@ & :§~ & @‘* ry
{}é} 5{#‘ & "bb‘ \.'F"‘ Q"hfh A:}.I o M h
&S e = Marc
i &
In this example, the X Axis is
Salespeople the Category Axis.

Source Data

The range of cells that make up a chart. The chart is updated automatically
whenever the information in these cells change.

Title

The title of the chart.

Legend

The chart key, which identifies each color on the chart represents.
Axis

The vertical and horizontal parts of a chart. The vertical axis is often referred to as
the Y axis, and the horizontal axis is referred to as the X axis.

Data Series
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The actual charted values, usually rows or columns of the source data.
Value Axis

The axis that represents the values or units of the source data.
Category Axis

The axis identifying each data series.

Chart Tools

Once you insert a chart, a new set of Chart Tools, arranged into 3 tabs, will appear
above the Ribbon. These are only visible when the chart is selected.

Chart Tools
Add-Ins Design Layout Format

Chart Styles
To Change the Chart Type:
Select the Design tab.

Click the Change Chart Type command. A dialog box appears.

Hg-e-Q )+ e

Home Insert Page Layout

iiiiiEu 4 &

Change Save As Switch Select
Charf Type Template || Row/Column Data
[ Type | Data

Select another chart type.
Click OK.

The chart in the example compares each salesperson's monthly sales to his/her
other month's sales; however you can change what is being compared. Just click
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the Switch Row/Column Data command, which will rotate the data displayed on
the x and y axes. To return to the original view, click the Switch Row/Column
command again.

To Change Chart Layout:
Select the Design tab.
Locate the Chart Layouts group.

Click the More arrow to view all your layout options.

207 _companysales_lessonlé - Microsoft Excel Chart Tools

Formulas Data Review View Add-Ins Design

l Chart Layouts ]
More
B Change the overall layout of the
chart.

Left-click a layout to select it.

If your new layout includes chart titles, axes, or legend labels, just insert your
cursor into the text and begin typing to add your own text.

To Change Chart Style:

Select the Design tab.

Locate the Chart Style group.

Click the More arrow to view all your style options.

Left-click a style to select it.
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-rosoft Excel Chart Taals -
View  Add-ns Design  layout  Format W - = X
[
‘hﬂ_ 1'-‘. Ind, Ind d - =
:[% Chart
Chart Styles Location
Maore
C D E Eﬂa?r?:r;:_h: overall visual style of

To Move the Chart to a Different Worksheet:
Select the Design tab.

Click the Move Chart command. A dialog box appears. The current location of the
chart is selected.

Select the desired location for the chart (i.e., choose an existing worksheet, or

select New Sheet and name it).

Move Chart

Choose where wou want the chart to be placed:

\LIJTJ’JJ () Mew sheet: |Chart1 |
(*) Obiject in:

Summary

Challenge!

Use the Company Sales workbook or any other workbook to complete this
challenge.

Use worksheet data to create a chart.
Change the chart layout.
Apply a chart style.

Move the chart to a separate worksheet.
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Using Conditional Formatting

Introduction

Table Tools

Design

||| |Conditional | Format  Cell i
Formatting ~|as Table = Siyles = [

= Highlight Cells Rules »
[, thlight Cells Ru

3
[ 10 Top/Bottom Rules

Imagine you have a spreadsheet with thousands of rows of data. It would be
extremely difficult to see patterns and trends just from examining the raw data.
Excel gives us several tools that will make this task easier. One of these tools is
called conditional formatting. With conditional formatting, you can apply
formatting to one or more cells based on the value of the cell. You can highlight
interesting or unusual cell values, and visualize the data using formatting such as
data bars.

In this lesson, you will learn how to apply, modify, and delete conditional
formatting rules.

The Conditional Formatting Options

You have many conditional formatting rules, or options, that you can apply to
cells in your spreadsheet. Each rulewill affect selected cells differently. Before you
choose a formatting rule, you need to identify what questions you are trying to
answer. For example, in a sales spreadsheet, you might want to identify the
salespeople with lower than average sales. To do this, you need to choose a
conditional formatting rule that will show you this answer. Not all of the options
will provide you with this information.

Some of the Conditional Formatting Options Include:
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Highlight Cell Rules: This rule highlights specific cells based on your option
choice. For example, you can choose for Excel to highlight cells that are greater
than, less than, or equal to a number, and between two numbers. Also, you can
choose for Excel to highlight cells that contain specific text, including a specific
date. If you choose this option, a dialog box will appear, and you will have to
specify the cells to highlight, and the color you would like to highlight the cells.

Greater Than

Format cells that are GREATER THAN:

with |Light Red Fill with Dark Red Text |

[ Ok, ][ Cancel ]

Doe, Jane East 78532 5765.00
Doe, Jane East 78532 $150.00
Doe, Jane East 65532 5425.00
Doe, Jane East 78532 $350.00

Haveria, Luiz South 55667 §225.00

Example: Order Armounts with %alues Greater Than
F300

Top/Bottom Rules: This conditional formatting option highlights cell values that
meet specific criteria, such as top or bottom 10%, above average, and below
average. If you choose this option, a dialog box will appear, and you will have to
specify the cells to highlight, and the color you would like to highlight the cells.

Format cells that rank in the TOP:

% with |Light Red Fill with Dark Red Text  w |

[ Ok ][ Cancel ]

Prepared By: Muhammad Haris 96 | Page



Salesperson _|Region |Account |Order Amount

Doe, Jane East 78532 §765.00
Doe, Jane East 78532 $150.00
Doe, Jane East 65532 $425.00
Doe, Jane East 78532 $350.00

Haveria, Luiz South 55667 §225.00
Haveria, Luiz South 54393 $105.00

Example: Below Average Order Amounts are Highlighted.

Data Bars: This is an interesting option that formats the selected cells with colored
bars. The length of the data bar represents the value in the cell. The longer the bar,

the higher the value.

Doe, Jane East 78532 | $765.00
Doe, Jane East 78532 | $150.00
Doe, Jane East 65532 | $425.00
Doe, Jane East 78532 | $350.00
Haveria, Luiz ~ South 55667 I $225.00
Haveria, Luiz South 54393 I $105.00
Haveria, Luiz  South 40028 |  $25.00
Haveria, Luiz South 27589 I $250.00
Haveria, Luiz ~ South 55667 I $155.00

Haveria, Luiz  South 54393 [ $2,600.00
Haveria, Luiz ~ South 54393' $225.00

Example: Data Bars Represent “alues in Order Amount Column

Color Scales: This option applies a two or three color gradient to the cells.
Different shades and colors represent specific values.
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Doe, Jane East 78532 §765.00
Doe, Jane East 78532 5150.00
Doe, Jane East 65532 S425.00
Doe, Jane East 78532 $350.00

Haveria, Luiz South 55667 §225.00
Haveria, Luiz South 54393 5105.00

Haveria, Luiz  South 40028 _

Example: Color Scales Represent Walues in Order Amount Colurmn

To Apply Conditional Formatting:

Select the cells you would like to format.
Select the Home tab.

Locate the Styles group.

Click the Conditional Formatting command. A menu will appear with your
formatting options.

RN

Conditional | Format Cell
Egrmatting ~las Table = Styles -

{4 o ym

L

= Highlight Cells Rules ¥
3
| m] Top/Bottom Rules [

Data Bars ¥

Color Scales v |

ol

Icon Sets L
Mew Rule...
Clear Rules L

e &

Manage Rules...
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Select one of the options to apply it to the selected cells. A cascading menu will
appear.

e &
- =
o= = 3 Delete - || (8]~
Conditional | Format Cell e Sort & Fi
Formatting = as Table = Styles = [ Format - || (2~ Filter~ se
| Cells Editing
A L% Highlight Cells Rules »
| _=p| Top/Bottom Rules % -y Top10ltems.. i
=| DataBars b L% Top 10 %...
Color Scales b “llﬂ Bottom 10 ltems...
=
$=-| Icon Sets 3 4% Bottom 10 %...
|_E_j Hew Rule...
|_____ Above Average...
@ Clear Rules > -
LEIJ Manage Eules...
: . 45 Below Average...
Maore Rules...

An additional dialog box may appear, depending on the option you choose.
If so, make the necessary choices, and click OK.

To Remove Conditional Formatting Rules:

Click the Conditional Formatting command.

Select Clear Rules. A cascading menu appears.

Choose to clear rules from the entire worksheet or the selected cells.

To Manage Conditional Formatting Rules:

Click the Conditional Formatting command.

Select Manage Rules from the menu. The Conditional Formatting Rules Manager
dialog box will appear.
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Conditional Fermatting Rules Manager

Show formatting rules for:  [fiis Worksheet v

[ 5 vewruie... | | Shestrue... | | Xoseterue | ¢ E]

Rule (appbed in order shown)  Format Apples to Stop If True
Bottom 10 AaBbCcyyZz = D86:4D12 O
Graded Color Scaie [0 W [=soss:s0816

ok | [ oo ]

From here you can edit a rule, delete a rule, or change the order of rules.

Challenge!

Use the Company Sales workbook to complete this challenge.

Apply conditional formatting to a range of cells with numerical values.

Apply a second conditional formatting rule to the same set of cells.
Apply a conditional formatting rule to a range of cells with text.

Explore the Conditional Formatting Rules Manager dialog box.

Clear all conditional formatting rules from the worksheet.
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Creating Pivot Tables

Introduction
—Efj Home Insert Page
a— - EIE
% rial @il
|Pi'mtTahle| Table || Picture Clip
- Art

i3l PivotTable | st
l'—/,_
]

Insert PivoiTable

Surnmarize data using a Pivot]

6

PivotTables make it easy to arr

Pivot table reports, or pivot tables as they are often called, can help you answer
questions about your spreadsheet by analyzing the numerical information in
various ways. If you work with spreadsheets with a lot of data, pivot tables can be
an extremely useful tool. Pivot table reports give you power because you
can quickly find the answer to many different questions, and manipulate your
data in many different ways.

In this lesson, you will learn the basics of inserting and working with pivot table
reports.

Why are They Named Pivot Tables?

You may be wondering why it is called a pivot table. Basically, pivot tables allow
you to pivot, or move, data so that you can produce answers to questions. Once
you create a pivot table, you can very easily see what effect pivoting the data has
on the spreadsheet information.

To Create a Pivot Table Report (Part I):
Select the cells in your spreadsheet that you want to use in the pivot table report.
Select the Insert tab.

Click the PivotTable command.
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Click PivotTable again. Excel selects cells in the actual spreadsheet and
the Create PivotTable dialog box opens.

Select a table or range is already selected and the Table/Range field shows the
range of the selected data. New Worksheet is also selected by default as the place
where the report will be placed.

Create PivatTable

Choose the data that wou want ko analyze
(%) Select a table or range
Table/Range: | Bz

i) Use an external data source

Choose where wou wank the PivotTable repark ko be placed

(%) Mew ‘Workshest
i) Existing Woarksheet

Location: R

Click Existing Worksheet and select a worksheet, if you do not want the pivot
table to appear in a new worksheet.

Click OK.
Creating a Pivot Table Report

If you use the sample spreadsheet to create a pivot table, you can see that the
column headings are salesperson,region, account, order amount, and month.
When you create a pivot table, each column label in your data becomes a
field that can be used in the report. The Field List appears on the right side of the
report, while thelayout area appears on the left.
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ns bl ¥ - ¥ 5 Candle Company_final - Microsoft Excel PivotTable Toals - = X
~ Home Inset FPagelayout Formulss Dats  Review View Adddns | Options | Design & - = X
g (@ @ By (2o o B
ALA —d VR setea - 8 Formulas -
PvotTable | Active | Group | %] Sort || Refresh ChangeData | .. : =
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1

2 Choose fislds to add to report:
3 I ! [ ]Salesperson

4 — [Jregion

5 | PivotTablel Dmt

[JOrder Amount

& | Tobuild areport, choose [Month

7| fields from the PivotTable

8 Field List

g | |

10

e ——

= B==== E— Drag fields between areas below:

= Q=222 — W ReportFiter ] Column Labels
14 7 —

: E | |

i: il Row Labels E vakes

1 ‘ ‘

13

2 _

M4 k¥ Sheetl - 2008 Sales Detaied View |

Ressy

To Create a Pivot Table Report (Part 2):

Determine what question you want your pivot table report to answer. For example,
using the sample spreadsheet, you might want to know which salesperson sold the
greatest dollar amount.

Determine the fields that are necessary to answer this question. In this
example, salesperson and order amount.

Select the check box next to the Salesperson field in the PivotTable Field List.
The field will appear in the drag and drop area at the bottom of the field list and in
the layout area. The order amount data appears on the right. This is a default
setting in Excel — data with numbers will always appear on the right.
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Select the check box next to the Order Amount field in the PivotTable Field List.
The field will appear in the drag and drop area at the bottom of the field list and in
the layout area. All of the salesperson data appears on the left side as rows.

You can now see the answer to your question in the report on the left.
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18 !
= I [ oefer Layout Uipdate
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To Add a Report Filter:

Select a field in the Field List. In this example, choose Region. By default, it will
appear in the Row Labels group.

Click and drag Region into the Report Filter section.
Release the mouse button. The region appears at the top of the report as a filter.

The arrow by the Region fields shows (All). To show just the data for a specific
region, click the drop-down arrow and select the region. To see multiple regions,
click the Multiple Regions box, select the regions to display, and then, click OK.

Moving, or Pivoting Data:

Click and drag a field from one area to another.
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Release the mouse button to drop the field in the new area. In this example, we
move Region from Report Filter to Column Label. The pivot table report will
change.
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Right-click one of the rows. A menu will appear.

Select Move and then select a move option.
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To Create a PivotChart

Select the Pivot Chart command from the Options tab. The Insert Chart dialog
box appears.

| PivotTable Tools

Ins | Dptiuns| Design

i L M E

3 Clear Select Move Chart Formulas
ki * PivotTable & 5
Actions l Tools
PivotChart |
H | | | 1 Insert a PivatChart based on the
data in this PivotTable,

Select the chart you’d like to insert.

Click OK. The chart will now appear on the same sheet as the Pivot Table.
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The information in the chart includes the information in the pivot table, rather than
all the original source data.

Challenge!

Use the Company Sales workbook to complete this challenge.

Create a pivot table report that calculates the amount each salesperson sold.
Filter the report by region.

View the data for the salespeople in the North and West region.

Who sold the greatest dollar amount in those two regions?
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