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Chapter 1: Getting Started

THE EXCEL ENVIRONMENT

Tabbed Ribbon menu system is how you navigate through Excel and access the
various Excel commands which replaces the traditional menus. Microsoft Office
Button is located at the upper left corner of the screen in which you can access
important options such as New, Save, Save As, and Print.

Quick Access Toolbar is pinned next to the Microsoft Office Button, and includes
commands such as Undo and Redo and gives access to commands you frequently
use.

Worksheet Tab is located at the bottom left area of the spreadsheet and by default,
three worksheet tabs appear each time you create a new workbook.

Page View commands located at the lower right portion of the screen in which you
can view the worksheet options (Normal, Page Layout and Page Break).

Zoom tool, and the horizontal scrolling bar also located at the bottom right area
of the spreadsheet.

The Microsoft The Quick
Office Button Access
Toolbar
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The Ribbon
Menu Tab

w | 3 workshests appear by defauwlt.
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To Zoom In and Out:

e Locate the zoom bar in the bottom, right corner.
o Left-click the slider and drag it to the left to zoom in and to the right to zoom
out.

20
|68 [0 [ |ya009%6u(-) v (+))

To Scroll Horizontally in a Worksheet:
e Locate the horizontal scroll bar in the bottom, right corner.
e Left-click the bar and move it from left to right.

A al—
pomat B N

-) N
‘ iy, T —

Page Layout Page Break

To Change Page Views:
e Locate the Page View options in the bottom, right corner. The Page View
options are Normal, Page Layout, and Page Break.
e Left-click an option to select it.
e The default is Normal View.

To Minimize and Maximize the Ribbon:
e Click the drop-down arrow next to the Quick Access toolbar.
e Select Minimize Ribbon from the list. The Ribbon disappears.
e To maximize the ribbon, click the arrow again and select Minimize the
Ribbon to toggle the feature off.
e Keyboard shortcut: press CTRL+F1
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The Microsoft Office Button
appears atthetop ofthe Excel
window. When you |eft click the
button, a menuappears. From
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To Change the Default Excel Options:

Click OK.

— e —

)

the menu, you can create a
new worksheet, open existing
files, save files in a variety of
ways and print. You can also
add security features, send,
publish and close files.

L e = e

Click the Excel Options button. A dialog box will appear.
Select a category on the left to access different Excel options.
Modify any of the default settings.
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New Workbook

= = bl Blank Workbook
| Blank and recent |
Installed Templates Blank and recent

My templates... o
Mew from existing...
Microsoft Office Ondine

Blank Workbook
Featured
Agendas - =
Budgets
Calendars
Expense reports
Faxes

Forms x

Irwentories
Wedding budget
Invwaices
Lists
Memos
Plans

Flanners »

j|I|.. I 7

Excel Options Elﬁ|

~

© Popular - ., . ~
% _ﬁ Change the most popular options in Excel.
Formulas
Proofing Top options for working with Excel
Save Show Mini Toolbar on selection
Enabie Live Preview
Advanced
[C] show Developer tab in the Ribbon
Customize Abways use ClearType
Add-Ins Color scheme: | Blue
Trust Center SereenTip style: | ‘Show feature desoriptions in ScreenTips w
Resources 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
Default yiew for new sheets: | Normal View L
Indude this many gheets: 3 =

Personalize your copy of Microsoft Office

User name: |Jane Doe

Choaose the languages you want to use with Microseft Office: | Language Settings... »

Note: As a beginner, it is best to leave the default settings.
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Chapter 2: Starting a Workbook

A blank workbook opens when you open Microsoft Excel. Each workbook contains
three (3) worksheets. A worksheet is a grid of cells consisting of 16,384 columns
(XFD) and 1,048,576 rows.

To Create a New, Blank Workbook:

e Click the Microsoft Office Button.
Select New. The New Workbook dialog box opens and Blank Workbook is
highlighted by default.

e Click Create. A new, blank workbook appears in the window.

e Keyboard Shortcut: press CTRL+N

LY u Recent Documents
| W
= m_ 1 Sample Budget

7 Open

H Save
H; Save As b

wemy| Erint

b
b [ Prepare

3:3 Send

Publish »

#,
Close

] Excel Optiens | | X Exit Excel
15

To Insert Text:

e 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.

e Enter text into the cell using your keyboard. The text appears in the cell and
in the formula bar.
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Naming of all address — it is where a column and a row intersects. For example, this
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To Edit or Delete Text:
e Select the cell.
o Press the Backspace key on your keyboard to delete text and make a
correction.
e Press the Delete key to delete the entire contents of a cell. Or
e Press F2 in the formula bar.

To Move Through a Worksheet Using the Keyboard:
e Press the Tab key to move to the right of the selected cell.
e Press the Shift key and then the Tab key to move to the left of the selected
cell.
e Use the Page Up and Page Down keys to navigate the worksheet.
Use the arrow keys.

To Save the Workbook:
o Left-click the Microsoft Office Button.
e Select Save or Save As.

Save a copy of the document

L 3 Excel Workbook

Save the workbeok in the Gefaust tile '
Qoen format

|

4 | Excel Macro-Enabled Workbook
H Save _j Sav rkbook in the XML.based and %
. You can save a workbook in many ways,
B e ~ butthe two most common are Save as an
g 2] 3 Eace 97200 Workboos Excel Workbook, which saves it with a
b~ odhi oy Save 3 copy of the workbook that is fully
9 T compatibie with Excel 57.2003 2007 file extension (.xlsx), and as an Excel
Prepare - “ -
{n Adode POF 97-2003 Workbook, which saves the file
g e o 1 230 o cths e foemats ina compatible format (.xls) so people

who have an earlier version of Excelcan
openthefile.

] Gxcel Optjons || X Eart Exced

e 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.

e Select Save if the file has already been named.
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Chapter 3: Modifying Columns, Rows, and Cells

The cells, columns, and rows are set to a default size when you open a new blank
workbook.

3= Insert ~ x - ,f-\? ﬁ
A

T Delete - j o

- ~ Sort& Find &
_ﬂ_lFﬂrmElt"'| ¥ T Filter~ Select-
Cell Size

*[ Row Height..
AutoFit Row Height %
= Column Width...
AutoFit Column Width
Default Width...

To Modify Column Width:

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

o Left-click the mouse and drag the cursor to the right to increase the column
width or to the left to decrease the column width.

e Release the mouse button. or

o Left-click the column heading of a column you'd like to modify. The entire
column will appear highlighted.

M22 - |

A & B c

Monthly Budget

1
2
3
a
3
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or

e Click the Format command in the Cells group on the Home tab. A pull-down
menu will appear.

e Select Column Width and a dialog box will appear. Enter a specific column
measurement at the blank tab.

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

| Al -

A B
Monthly Budget

Bills Date
Rent

Car Payment
Health Insurance
Cable

Powwer

Water

Home Phone

(ol = Y - R S

MR e
WM RS

[
B

To Modify the Row Height:

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

o 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.

A3 v

A B
Monthly Budget

1
2
;
| ]
3
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or

e Click the Format command in the Cells group on the Home tab. A pull-down
menu will appear.

e Select Row Height and a dialog box will appear. Enter a specific row
measurement at the blank tab.

e Select AutoFit Row Height to adjust the row so all the text will fit.

_—‘,jl' S Insert - - 125;? }3

o Delete - j -
Cell = . Sort& Find
Styles ~ | ||(20] Format =| || (A~ Filter~ Selec

Cell S5ize

' RowHeight..,
K AutoFit Row Height

=3 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide »
Septem| Organize Sheets nt
Rename Sheet
Moaove or Copy Sheet...
Tab Color »
Protection
Protect Sheet...
Lock Cell

BEe

Format Cells...

To Insert Rows:
e Select the row below where you want the new row to appear.

e Click the Insert command in the Cells group on the Home tab. Select Insert
Sheet Rows. The row will appear.

:‘ii‘ S=Insert ~ = - ;%7 }3

o Delete - il -
Cell = . Sort & Find
Styles = |||zl Format =| | < ~ Fiter~ Selec

Cell S5ize

' Row Height...

K AutoFit Row Height
-

Column Width...
AutoFit Column Width
Drefault Width...
Visibility
Hide & Unhide »
Septeml| Organize Sheets nk
Rename Sheet
Mowe or Copy Sheet...
Tab Color »
Protection
Protect Sheet...
Lock Cell

ip B¢

Format Cells...
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Note:
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:

e Select the column to the right of where you want the column to appear.
e Click the Insert command in the Cells group on the Home tab. Select Insert
Sheet Columns. The column will appear.

FlERT
_‘j _ﬁ ;i.ﬁ EtE' ﬂv Z

Format  Cell || .. ~ Sort & Find &
r as Table ™ Styles~ | (ZJFomat™ | (27 Filter~ Selet~

Styles Cells Editing

<

Insert Cells

J K | Insert cells, rows, or columns into OB
the sheet or table, I

@) Press F1 for mare help.

August _ Septembe October Novembe December
350

Note:

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.

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

To Delete Rows and Columns:

e Select the row or column you'd like to delete.
e Click the Delete command in the Cells group on the Home tab.
e Select Delete Sheet Rows or Delete Sheet Columns.

The Philippine National Police does not endorse any product, brand or service.
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.-’/;,\‘.I H9- g Bookl - Microsoft Excel - X

d
—/ Home Insert Page Layout Formulas Data Review View

@) _mx
== ¥ | | calibri i |BE=E=E General o _?QC&JnditionalFormatting' 5= Insert ~ R W [ﬁ
B3 (B I U-~||A & = k- |$ - % | [5FormatasTable - F* Delete~| || (8]~
Paste = T Sort & Find &
- | ES-A | |EE ] (|88 (5 Cell Styles - Z1Format~ | 27 Filter~ Select~
Clipbo... ™ Font [F] Alignment fa | Number M Styles Cells Editing
I D1 M fe | June Delete Cells
A B e D E F G H 1 Delete rows or columns from the
1 April  May |June _lluly fable or sheet.
2
3
4
5
6
? =
2 =
9
10

Chapter 4: Formatting Text

FORMATTING CELLS

To Format Text in Bold or ltalics:
o 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.
Keyboard Shortcut: press CTRL+B

E —

18 Insert page La) Once you have entered information ‘
into a spreadsheet, you will need to be

e e e R able to format it. In this lesson, you

1 Calibri vi1l v . Will leam how to use the bold, italic

| g 1" and underline commands; modify the

1 B I L_I N A A I font style, size and color; and apply

-} o A A 1 borders and fill colors.

I LG w { -~ - i

I Font (41
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/ Home Insert Page Layout Formulas
) ” Calibri *11 v | A AT | B
Pafte f %I U~ ||t - ;\_' =
Clipboard '« Font s
E2 B
— BOLD (C TRL B)

Make the selected txt bold

To select the entire column:
o Left-click the column heading, the entire column will be selected.

To select specific cells:
o Left-click a cell.
e Drag your mouse to select the other cells.
e Release the mouse button.

To Format Text as Underlined:
e Select the cell or cells you want to format.
e Click the drop-down arrow next to the Underline command.
e Select the Single Underline or Double Underline option. or
e Keyboard shortcut: press CTRL+U

=D

-

- Home Insert Page Layout Forn

J “’ Calibri |11  ~ ||FAsEAS

Fp =

Pafte ¥ B I,Q' B || v é-
Clipboard U | underline
— m— =$ D -
{ £2 _-[ Double Underline
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To Change the Font Style
e Select the cell or cells you want to format.
e Left-click the drop-down arrow next to the Font Style box on the Home tab.
e Select a font style from the list.

-
— Home Insert Page Layout Formulas Data R
_.J "‘ Calibri Bl -la & |= =l
Paste _j Theme Fonts e =
_~~_|"" Cambria {Headings) L
Clipboard '« § nt
= v Calibri {Body) | |F
= ';I.l:anntFB I & As you move over the
el [ font list, the Live Preview
1 & Albertus MT N feature previews the font
5 E Albertus MT Lt for you in the
3 T ALGERIAN spreadsheet.
4 & Antique Olive Compact
2 & Antique Olive Roman

To Change the Font Size:

Cull

—-"/ Home Insert Page Layout Fo

3 & Calibri -la El o Select the cell or cells you want to

Er format.

Paste B I U~ 8 - Left-click the drop-down arrow next to

= J ~9 — the Font Size box on the Home tab.
Clipboard M Font I'ZII}5 Select a font size from the list.
| E3 1S e
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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.

e Select a color from the palette. or

ie Insert Page Layout Formulas Data Reviey
Calibri 1l v A AT | o gl @R =r
B I U-|E-&- A7 EE W EE =
Font B Automatic L

- (8 j;.' Theme Colors
= : i /N HEEEERN;

Select More Colors. A dialog box appears.
Select a color.
Click OK.

B
-I"IIIIII_

Standard Colors
(L (LTI

More Colors...

To Add a Border:
e Select the cell or cells you want to format.

e Click the drop-down arrow next to the Borders command on the Home tab.
A menu will appear with border options.
e Left-click an option from the list to select it.

d -

Home Insert Page Layount Formutas 1

A Calibn - 11
|

A | I U-AN

] | - A .

Al Tog Border

= = G
E¥EE
iE & (- .

= | Left Border :
A E
—— ] BRigM Border i
No Border
All Boeders

Outgide Borders

oo\

Thick Box Border

fottom Double Border

Thick Bottom Border
Top ang Bottom Border

Top and Thick Bottom Sorder

FLEELE

Top and Dogble Bottom Border

Ovaw Bordens
Drayy Sorder
Draw Border Grid

Erase Border -

Ko SR

Lne Codor
Line Style

More Borders.

You can change the
line style and color

of the border.
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To add a Fill Color:
Select the cell or cells you want to format.

e Select a color.

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

Click the Fill command. A color palette will appear.

Click OK.
Home Insert Page Layout Formulas Data F
1 poaee ) PR lf € e s You can use the fill
I &) color feature to
i 1 B2 B R Ve format columns and
B - Thesme Coloss rows, and format a
. - . 1= worksheet so that it is
. T . HEEEEEEN g
Al o 5 L easier to read.
A B | I - E
1 PTTHT
s ALl
Standard Colors
| EEEEN
No Fill

2 More Colors...

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

By  default, the
T T 1 numbers appear n the
1General ¥| = General  category,
LERRRTT T ] R —— iU which means there is
no special formatting.

$ - % >t

Number F
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Note:
e In the Number group, you can change the U.S. dollar sign to another currency
format, numbers to percents, add commas, and change the decimal location.

Chapter 5: Creating Simple Formulas

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. In this
lesson you will learn how to create simple formulas using mathematical operators
such as the addition, subtraction, multiplication, and division signs.

A A = =
ont Alignm
2 X  fx|=D3+D4
B C D
A formula is an equation
$1,500.00 that performs a calculation
""" using values in the
A,,§2,Q.0°90/ worksheet,
|=D3+D4

Simple Formulas

To Create a Simple Formula that Adds Two Numbers:
e Click the cell where the formula will be defined (C5, for example).
e Type the equal sign (=) to let Excel know a formula is being defined.
e Type the first number to be added (e.g., 350)
e 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., 220)
e Press Enter or click the Enter button on the Formula bar to complete the
formula.

The Philippine National Police does not endorse any product, brand or service.
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| UM v (0 X  fe| =12500+10000

(4 A B C D

1

2

3 |Administrative Asst S 12,500.00

4 Computer Operator S 10,000.00
=12500+10000

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

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

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

e 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).

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

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

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

SUM v KV f| =04
A B C D E

1
2
3 |Administrative Asst § 12,500.00 12300
4 Computer Operator $ 10,000.00 11000
5 |=casca |
b

To Create a Simple Formula using the Point and Click Method:
e Click the cell where the answer will appear (C30, for example).
e Type the equal sign (=) to let Excel know a formula is being defined.
e Click on the first cell to be included in the formula (C5, for example).

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.
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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).

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

SUM v X « f|=C5-
A B C D
24 Deductions
25 Medical 12}'31}’2013 $ A00.00

26 Housing Loan 12/31/2013 §  1,500.00
27 PersonalLloan  12/31/2013 §  2,000.00
28 Appliances Loan  12/31/2013 § 500.00

29 |Total §  4,400.00
30 Net Salary =C5-
31

SUM » (2 X |v|f| =c5-c29

A B C D

24 Deductions
25 Medical 12/31/2013 § 400.00
26 Housing Loan 12/31/2013 §  1,500.00
27 |Personal Loan 12/31/2013 & 2,000.00
28 Appliances Loan 12/31/2013 $ 500.00
29 Total
30 Net Salary |=cs-c29 |

21

To 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.

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.

The Philippine National Police does not endorse any product, brand or service.
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| 50M +(> X f:'r| =9*12

A B C D E F
24 Deductions
25 Medical 12/31/2013 & 400.00

26 'Housing Loan 12/31/2013 & 1,500.00
27 |Personal Loan  12/31/2013 §  2,000.00
28 AppliancesLoan  12/31/2013 § 500.00
29 Total 5 4,400.00
30 Net Salary § 18,100.00

32 |=C9*12 ll

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

The cell address is basically the name of the cell that can be found in the Name Box.

—-—eer

'J/'
o Home Insert Page Layout Formulas
'—“'1 4  Calibri 11 v = o= S
o BJZ U-AAx EESE A
aste - e
- ||| Ol EE Y
Clipbo.., '» Font " Alignment
F - 1 — — = -- —
) Al i S
A B C . D E
| | Name Bo
1 — =
2
3 Selected Cell Address
4 Cell
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The following example uses actual numbers in the formula in C5.

\ SUM » (3 X « f| =1500+200
A B C D

1

2

3 Primary Job $ 1,500.00

4 Part-time Job 200.00

5 Total Income |=1 500+200 ‘|

6

sum ~ (o x|x| & | =c5-c29
A B C D
24 Credit
25 Visa 8/5/2008]  $75.00]  $0.00
26 Mastercard 8/5/2008]  $37.42| $23.51 When a cell address is used as part of the
27 |Discover 8}'5/2008' $30.52| $30.00 formula, this is called a cell reference. Itis
28 |store Credit Card 8/5/2008 487.56 $66.79 called a cell reference because instead of
entering a specific numbers into a formula,
= To=tal. - 51,397.09 / the cell address refers to a specific cell. The
30 Remaining =C5—C29| y ,
following example uses cell references in

31 formula in C30.

Chapter 6: Working with Cells

In this chapter, you will learn how to cut, copy, and paste, as well as drag and drop
information.

To Copy and Paste Cell Contents:
e Select the cell or cells you wish to copy.
e Click the Copy command in the Clipboard group on the Home tab. The border
of the selected cells will change appearance.

0n) d M) ®

n
3

Home Insert Page Layot
&

Paste %;

-

Calibri villie

BJZ U- 2

Chipboard '»

~———— COPY (CTRL+C)
Copy the selection and put it

- l on the Clipboard
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e Select the cell or cells where you want to paste the information.
e Click the Paste command. The copied information will now appear in the new

cells.
f_q\ = - ¥ Bookl - Micr
)
- Home Insert Page Layout Formulas Data Re
== % | Calibri -l -l = = General
S| ) |B I U-||A A= == || % - % o
Paste — _ || =
- F 5~ S - A~ |[£= =E|| @~ | (e R
Clipbo... ™ Font (P Alignment F] Number |
| E4 - £ | 250
n B C D E F
2 Selected Cgll
3 Day 1 Day 2 Day 4
4 Apple 200 155 160 2s0]
5 Banana 300 160 222
6 Chico 400 230 350
7 Durian 500 400 200

To select more than one adjoining cell:
e Left-click one of the cells.
e Drag the cursor until all the cells are selected.
e Release the mouse button.

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

On) id 9 - s Bookl - Microsof
J/ Home Insert Page Layout Formulas Data Review
=0 1 ¥ Calibr -1 - | = oam o =H General -
pa;-}-_a B JZ U~|AA EZEMME- |S-%
: Bl - A~ iEE || w6 5%

:j‘.w - Alignment s Number
PASTE (CTRL+V) L , :
Paste the contents of D E €
the Clipboard B Will be pasted in selected cells

3 Day1l Day 2 Day 3 Day4

4 Apple 200 155 160 250

5 Banana 300 160 222

6 Chico 400 230 350

7 Durian 500 400 200 s

8
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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.

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.

Keyboard shortcut for Paste: CTRL+V.

/ Home

~
| @

Paste

Insert

alibri

u -

- s

Page Layout

- = = | T
A A

Formulas

Bool

Da

Ger

FEE WS
iE || 8
Alignment N

{ o=

Cut the selection form the document and put it on

JErecieu ]

Day 2

¥
D Day 4
155 160 250_

160
230
400

222
350
200

Clipbo..
= CUT (CTRL+X)
1 the Clipboard
2
3 Day1
4 |Apple 200
5 Banana 300
6 Chico 400
7 Durian 500

To Drag and Drop Information:
e Select the cell or cells you wish to move.

Cn) b9 ¥ Bookl
- Home Insert Page Layout Formulas Data
= & | Calibri * 11 = oo o Gene
91-_1 BJIU-AA EEE S
aste e
o E A ] | W
Clipbo. » Font Alignment Nun
|| Paste (CtrisV) j £ | 250

Click here for more options such as
pasting only the values or

[ D E

formatting,

rswnecreoce||

3 Day 1 Day 2 Day 3 Day4

4 Apple 200 | |nformation | 160

5 Banana 300 | iscutfrom 222 250
6 Chico 400 | ESand 350 250
7 Durian s00 | pastedinto | 200 250
8 Jackfruit E9

9 Grapes |§ ?50'

e 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.
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$ 100.00 $100.00

$200.00 || —> $ 200.00

$ 300.00 % 300.00
oA 3

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

e Left-click and hold the mouse button and drag the cells to the new location.
¢ Release the mouse button and the information appears in the new location.

Total S 4,400.00
Net Salary S 18,100.00

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

To Use the Fill Handle to Fill Cells:
e Position your cursor over the fill handle until the large white cross becomes a
thin, black cross.
e Left-click your mouse and drag it until all the cells you want to fill are
highlighted.
¢ Release the mouse button and all the selected cells are filled with the
information from the original cell.

Day 3 Day 4
160 250 The fill handle

222| 300_|_ in the bottom,
350 right corner of
200
the selected
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
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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.

Day 2 Day 3 Day 4 You canuse

155 160 250 the fill
160 222 300 handle to fill
 —
230 350; o cells
3 g i
400 L —. horizontally
(300} or vertically.

Chapter 7: Printing Workbooks

In this chapter, 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.

Preview and print-
7 e :
ik Print
~ i, Select a prii
Dpen ather printi

i @ Quick Print

Save q:FI Send the w

printer witk

Save As P »ﬂ Preview and
printing.

1
H b Print Prewie

|| Print b
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Preparing to Print and Printing

To View the Spreadsheet in Print Preview:
e Left-click the Microsoft Office Button.
e Select Print.
e Select Print Preview. The spreadsheet will appear in Print Preview view.

:_.---\_.. [ L} = 07 Y ; )
@ o = o Exploring Print Preview:
!
5 o Preview and print the document | Once you are in Prnt Preview,
: i\ Print 1 you can access many of the
- d—_"rJ Seledt a printer, number of copies, and | same _featur&s that you can fFQf‘I"I
7 Qpen other printing options before printing. f the Ribbon; however, inn Prnt
& Quick Print | Preview you can see how the
H e W= Send the workbook directly to the default | spreadsheet will appear in
a printer without making changes. i printed format.

= s Print Preyiew
H Saveds b | L preview and make changes to pages before
printing.
i
=] Print b

JQ
f/) Prepare »

e 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.

oo m 1. Tabindicates you arein Print Preview mode.
A Priet Prevew B 2. Providesyou with the same print dialog box
_-::J __‘; 3} S Pt Page ;-Q you can access from the Microsoft Office
Print  Page  Zogm Chze Prink Button.
2;- "'Lg’ 4 67 show "':"“‘ Privtiee 3. Fromhere you can access many of the same
ring Loom eview

options that are available from the Ribbon,
such as Page Orientation and Scaling.
4. Togeles between zooming in and out of the

spreadsheet.
= 5. Use these commands to move between the
S pages.
T 6. View and edit margin markers.

. Close currentview and returnto
spreadsheet.

&. Indicates number of pages and which page

Lo Sl you are currently viewing.

B Peevieve Page 1 of 20
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To Modify Margins, Column Width, or Row Height While in Print Preview:

e 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.

e Move your cursor over one of the black margin markers until a double
arrow appears.

)

\_/) N e Left-click and drag the marker to
the desired location. The change
will be reflected in the

W

spreadsheet.
Day 1 Day 2 Day 3 I Day 4
Apple 200 155 160 250
Banana 300 160 222 300
Chico 400 230 350 300
Durian 500 400 200| 300
Jackfruit 600 230 350 400
Grapes 250 140 125| 500

To Modify Margins:
e Select the Page Layout tab.
e Left-click the Margins command.
e Choose one of the predefined settings or enter custom margins.

=
—-/ Home Insert Fage Layout Formulas Crata F
j B coiors ~ By I i 3 ~
= Fonts — _J I =
Themes Pargins | Orientation Size Print Ereaks Backc
= Effects ~ = = = e =
Themes ror meal
Top: a.75" Bottam: 0.75
I A2 . L eft: a.7" Right: 0.7"
A Heacdear: 0.37 Footear: 0.37 E
Wide
1 Top: i Bottom: 17
L =ft: i Fight: a-
2 Heacder: 0.57 Footer: 0.57
3
a Parr o
Top: a.75" Bottom: 0.757
= L =ft: o.25" Right: 0,257
& Heacer: 0.37 Footer: 0.37
7 Bills Cust " i LTH
- ustom MMargins...
2 Fixed Expenses

To Change Page Orientation:
e Select the Page Layout tab.
e Left-click the Orientation command.
e Select either Portrait or Landscape.
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~d/ Home Insert Page Layout Formulas
j ECoIors' _J ‘ -_3 ‘ Ih—q ;3‘

[A]Fonts -

Themes Margms Onentahon Size Print

[O] effects ~ A,ea :

Themes :- =8 ‘Se up Portrait orients the page
o - > Portrait ' ~ vertically, while  Landscape
{ A32 j k J°b‘ - orients the page horizontally.

A D
] Landscape |
1

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:

e Select the Page Layout tab.
e Click the Size command.
e 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.
Click the Print Area command.

Choose Set Print Area.

Note:
The selected cells will print. To confirm this, view the spreadsheet in Print
Preview.

To return to the default setting:
Click the Print Area command
Select Clear Print Area.

%/.
— Home Insert Page Layout Farmulas Data Reviev
j I cotors - J 3 =l
b i

— Fonts b |
Themes Margins Orlentatmn Size | Print |Breaks Backgroumn

- [O]Effecs - - - + |area=| -

Themes Pag Set Print Area
A32 - fe | Prims [%qearpnntArea
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To Insert a Break:
e Select a cell below where you want the break to appear.
e Select the Breaks command.
e Select Insert Break.
e Click Print Preview to confirm the break appears in the correct place in your
spreadsheet.

To Use the Print Titles command:

Print Titles command allows you to select specific rows and/or columns to appear
on each printed sheet.

Page Setup EJ@ Selectthe firstrow in
the spreadsheet that
Page | Margins | HeaderfFocter || Shest | youwantto appear
. on each printed
Print grea: % page. Repeat forthe

/ column, if necessary.

Click OK.

Prink ttles
Riows bo repeat 4t top:
Cobmns torepet o bty |

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

By leftclicking row 4
toselectit, you
indicate that you
want this row to

appear at the top of
each page.
lﬁ s ,,&é T — —
8 C D E £ G

1 > = O O eEpea - D P

2

3 $4:$4 =3
~ = Day 1 Day 2 Day 3 Daya \ "

y 5 Apple 200]| 155 160 250

6 Banana 300| 160 222 300

7 Chico 400| 230 350| 300

8 Durian 500| 400 200 300

9 Jackfruit 600| 220 350 400

10 Grapes 250 140 125 500
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To Print from the Microsoft Office Button:
o Left-click the Microsoft Office Button.
Select Print = Print. The Print dialog box appears.
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.

= 4
j Preview and print the document
New
i H Print
~ e Select a printer, number of copies, and
Open k ather printing options before printing,
9 Quick Print
H - S# Sendthe workbook directyto the defaul
Ll printer without making changes.
rl Ly Print Preview
h Saveds b o, Preview and make changes to pages before
printing,
1
*gp Print |k

Chapter 8: Creating Complex Formulas

In this chapter, you will learn complex formulas that use multiple mathematical
operators, and the use of absolute and relative references.

- % fe| =C3+Ca/C3+C4
B C D E

1] § 10.00 |=Ca+ca/c3+c4]
3l $ 15.00
2§ 20.00
4 $ 3250
5 $ 15.00
6 ¢ 32.80
2§ 50.00
1 $130.00
1 § 65.00
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COMPLEX FORMULAS

Complex Formulas Defined

Simple formulas have one mathematical operation. Complex formulas involve
more than one mathematical operation.
Simple Formula: =4+4

Complex Formula: =4+4*2
To calculate complex formulas correctly, you must perform certain operations before
others. This is defined in the order of operations.

The Order of Mathematical 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:

e Operations enclosed in parenthesis

e Exponential calculations (to the power of)

e 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 10/(4-2)*4-2 is calculated in the following
breakdown:

10/(4-2)*4-2 spaeus
Perform the operations in
I— parentheses first: ;4 5_5
formulabecomes

%*
10/2 4-2 Because the division comes before
1

the multiplication, divide 10/2=5=2
formulabecomes

*q-
5%4-2 Next the multiplication takes place
L

k btraction:
before the subtraction 5%4=20

formulabecomes

20-2

Finally, 20-2=18

The finalansweris 18
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Example 2
5+4*3="
Is the answer 27 or 17? The answer is 17.

To Calculate the Correct Answer:
e Calculate 4*3 first because multiplication comes before addition in the
order of operations. The answer is 12.
e Add the answer obtained in step #1, which is 12, to the number 5 that opened
the equation. In other words, add 12 + 5.
e The answeris 17.

Order of operations by which Excel calculates the answer:

6*3/2 Multiply 6*3 before performing the division operation
because the multiplication sign comes before the division
sign. The answer is 9.

6/3*2 Divide 6 by 3 before performing the multiplication
operation because the division sign comes before the
multiplication sign. The answer is 4.

6/(3*2) Perform the operation in parentheses (3*2) first and divide
6 by this result. The answer is 1.

6-3*2 Multiply 3*2 before performing the subtraction operation
because the multiplication sign is of a higher order than the
subtraction sign. The answer is 0.

Creating Complex Formulas

Excel automatically follows a standard order of operations in 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:
e 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)
e Type aclose parentheses).
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] Font Alignment Mumber Styles
suM - K J‘Sc| =(G6+G7)
A B C D E F G H 1
S 10.00 1 box 1 |
S 15.00 130 pcs 3 ! $ 30,00 | ={G6+G7)
S 20.00 125 pcs 2 | $ 50.00
S 32.50 3 box 4 $ 45.00
$ 15.00 3 box 5 $ 35.00

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

e Type an open parenthesis, or (

e Click on the third cell to be included in the formula (D6, for example).

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

e Click on the fourth cell to be included in formula. (D7, for example).

e Type a close parentheses ).

suM + (0 % « f | =(G6+G7)/(D6+D7)

A B c D E F G H I
$ 10.00 1 box 1
$ 15.00 150] pes 3 [$ 30.00)|=(G6+G7)/(D6+D7)
$ 20.00 125)pes 2 [$ s0.00
$ 3250 3 box a  $ 4500
$ 15.00 3 box 5§ 35.00

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 previous chapters formulas in cell references automatically adjust to new
locations when the formula is pasted into another cell. This is called a relative

reference.
L SUM >~ (0 % « f|=F2*C2

C D E F G H
1 UnitCost Units Quantity Inventory  Total Cost
> 1 box s 000
3  $ 10.00 2 pcs 3 S 50.00
4 | $ 20.00 3 pcs 2 S 45.00 l
5 | $ 75.00 4 box a $  35.00 s

Relative Reference

6 $ 15.00 5 box S S 20.00

When the formula in H2 is copied and pasted into H3, the formula in H3 will
appear as =F3*C3 because it is a relative reference.
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While Absolute cell references in a formula, always refer to the same cell or cell
range in a formula. If a formula is copied to a different location, the absolute
reference remains the same.

An absolute reference is designated in the formula by the addition of a dollar sign
($). It can be preceded by the column reference or the row reference, or both.
Examples of absolute referencing include:

SAS2: The column and the row do notchange when copied.
AS2: The row does not change when copied.
SAZ: 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 ~ (0 X « f| =F2*scs2
C D E F G H

1 UnitCost Units Quantity Inventory  Total Cost

2 | 5 50.00 1 box $ 30.00 |=F2*SC5?_|

3 § 10.00 2 pcs 3 S 50.00

4 | S 20.00 3 pcs 2 S 45.00

5 | $ 75.00 4 box 4 S 35.00

6 |$ 15.00 5 box 5 $ 2000 Absolute Reference

The S sign makes this an absolute reference. Now, cell C2 will remain

constant 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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I H3 - fie| [=Fa*scsa_]
I C D E F G H |
1 UnitCost Units Quantity Inventory  Tota
2§ 50.00 1 box 2 $  30.08
3 S 10.00 2 pes 3 S  50.00
4 | S 20.00 3 pcs 2 S 4500
5 § 75.00 4 box 4 $  35.00
6 5 15.00 5 box 5 $  20.00

This is an absolute cell reference. C2 remained constant, while F2

changed to F3 when the formula was copied and pasted into H3.

Chapter 9: Working with Basic Functions

Functions are predefined formula that performs calculations using specific values
in a particular order.

In this chapter, 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.

Search for a function:

vpe a brief description of what vou

Or select a cateqory: [Most Recentlhy |

Select a function:

AVERAGE
IF
HYPERLINE

BASIC 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:
e All functions begin with the = sign.
e After the = sign define the function name (e.g., Sum).
e 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.
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An example of a function with one argument that adds a range of cells, A3 through
A9:
_=SUM (A3:A9)
equal sigf ‘ - ~
function name argument

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

_=SUM (A3:A9, B3:B5)

equal sign , leesasseaeannas s
function name
argument

Excel has hundreds of different functions to assist you with your calculations.

EXCEL'S DIFFERENT FUNCTIONS

Some of the most common functions include:

Statistical Functions:

e 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:

e 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
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
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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
G14.

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

Select Sum. A formula will appear in the selected cell, G14.

Press the Enter key or Enter button on the formula bar. The total will appear.

2y
-~ Home Insert Page Layout Formulas Data Review Wiew

ji_ E AutoSum = @ Logical - B

E  Sum - [T

Insert o
Function Average f & Time - ]
Count Numbers | Defined Names This formula, =SUM(G5:G13). Is
Max ¢ S| =SUM(G5:G13) called a function. An AutoSum
4 | Mn D E F G H command automatically selects the

; Cocinla i St range of cells from G5 to G13, based
5 on where you inserted the function.
a Unit Cost Units  Quantity Inventary Total Cost. You can alter the cell range, if
5 5 10.00 1 box 1 1S 10,00} necessary.
6 $ 15.00 15 pes 3 1% 22500
7 S 20.00 12 pes 2 § 240.00 !
8 5 3250 3 box a 1S 9750 H
9 $ 15.00 3 box 5 1% 4500
10 S 33.80 2 box [ S 67.60,
11 $ 50.00 5 pes 2 1% 25000
12 $130.00 2 box 1 S 260.00 4
13 S 65.00 3 pes 1 15 195.00%
14 =SUM(G5:613)

15

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.
Click the Enter icon.

=SUM(G5:G13)
D E F G H

its Quantity Inventory Total Cost ) :
1 box 1 '8 1000° You can editarange in

the formula baror the cell.

15 pes 3 S 22500, -
P : ' To edit in the cell, double
12 pes 2 1S 240.00) , ;
b . : click the cell to view the
3{box 4 1S 9750, formula.
3 box 5 '$ 45.00!
2 box 6 : $ 67.60.
5 pcs 2 'S 250.00¢
2 box 1 is 260.00 |
3 pcs 1 'S 195.00 ¢

=SUM(G5:G13)

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Excel 2007 Tutorial” from www.fgcu.edu



42 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Excel 2007)

To Calculate the Sum of Two Arguments:

e Select the cell where you want the function to appear. In this example, G16.

e Click the Insert Function command on the Formulas tab. A dialog box
appears.

e SUM is selected by default.

e 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, G5
through G9. The argument appears in the Number 1 field.

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

Insert Function E]El
Search for a function:
t5 do and then click

Or select a category: | Most Recently Used w

Select a Function:

B
AVERAGE

IF

HYPERLINK

COUNT

M

SIN ¥

SUM{numberl,number2,...}
Adds all the numbers in a range of cells,

Help on this Function oK ] [ Cancel

To Calculate the Average of a Range of Data:
o Select the cell where you want the function to appear.
e Click the drop-down arrow next to the AutoSum command.
o Select Average.
e 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).
o Click the Enter icon to calculate the average.

Mumberl | R ] = tzsiae0r S

Wimber? [g10:613 Rl = terezsnzenies Insert the cursor in the Number 2 field.

In the spreadshest, select the second range
of cells. Inthis example, G10 through G13.
The argument appears in the Number 3 fisld.
= 1301 Notice that both arguments appear in the
function in cell G16 and the formula bar

Akl ol U rurrdsen in & rangs of ool

Pusrwktr 12 pusiiogs ), Ausbted, . % | bo 255 rurnlabeh o s, Legical vk i bt :
e igraeed in cels, inchuded F byped a5 snguments. when G165 selected.

Formilaresd = § 1,350.10

ot e &) (o)

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Excel 2007 Tutorial” from www.fgcu.edu



43 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Excel 2007)

ACCESSING EXCEL 2007 FUNCTIONS

To Access Other Functions in Excel:

e Select a cell range to be included in the formula.

e 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.

Cnpu.G, - Pune B R T L R I yics wens

| sum v (0 x v [£] =sum(es:G13,c5:c13)
£ C D E F G H 1 J K L
d Function Arguments 5|P§|
2 ]
3 SUrM
4 | Unit Cost U Numberl [Gs:G13 = {10;225;240;97.5;45;67.6;250;260...
5 V3 1000} Mumber2 | cs:c13] = 4{10;15;20;32.5;15;33.8;50; 1 30,65}
' \
6 '$ 1500} Number3 | =
7 1S 2000}
v
8 1§ 3250}
9 1§ 15.00 E
I = 1761.4
0 ' 5 33. ! Adds all the numbers in a range of cells
11 [} $ 50.00 ) '
12 ! $120.00 H Number2: numberl,numberZ, ... are 1 o 255 numbers to sum, Logical values and text
+ : 1 are ignored in cells, included if byped as arguments.,
13115 63003
14
15 Formula result = 1761.4
g Help on this funckion
17

The Insert Function dialog box opens.

Insert Function (@[3 There are three ways fo locate a function in
Search for a function: the Insert Function dialog box:

T brief description of what rk ko do and then -

e e e R e WA fo 50 ‘Youcan type a question in the Search fora

function box and click GO, or

Youcan scroll through the alphabetical listof
functionsinthe Select a function field, or

~ Youcan selecta function category in the

Or select a gabegory: | Date & Time ~

Seleck a funckion:

DATEVALUE : :
bar - Selecta categc_lrydrop—_dom listand review
DAYSIE0 Functions associated with the the corresponding function names in the:
HOUR Date & Time calegory. Selecta function field
MINUTE - y
MONTH v Selectthe functillon you want fo use and
DATE(year,month,day) thenclickthe OK.
Returres the number that represents the date in Microsoft Office Excel
date-time code,

Helo on this Function
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Chapter 10: Sorting and Filtering Cells

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

descending order.

[ ) Add Level H X Delete Level ]

Caolumn
Sortby | column C w

To Sort in Alphabetical Order:
e Select a cell in the column you want to sort (In this example, we choose a cell
in column A).
e Click the Sort & Filter command in the Editing group on the Home tab.
e Select Sort A to Z. Now the information in the Category column is organized
in alphabetical order.

> - | 4

=l lar &
Sort & | Find &

& Filter ~ |Select ~ |
|21 (sortAtoz o |
%1 [%grt?_tos\

K. ¥1 Custom Sort...

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

Y= Filter

To Sort from Smallest to Largest:
e Select a cell in the column you want to sort (a column with numbers).
e Click the Sort & Filter command in the Editing group on the Home tab.
e Select From Smallest to Largest. Now the information is organized from the
smallest to largest amount.
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You can sort in reverse numerical order by choosing From Largest to Smallest in
the list.

S Data Review View Add-Ins
\| Connections 'Al M Z] f 4 Clear
- z(| sot | Fitter
Al Y7 Advanced
wections Sort & Filter

To Sort Multiple Levels:
e Click the Sort & Filter command in the Editing group on the Home tab.
e Select Custom Sort from the list to open the dialog box.

or

e Select the Data tab.
Locate the Sort and Filter group.

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

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

Sort E|E|
i_’;ja-dd;:-.ﬁ X Deetelenel 'l 43 Gopy Ll "T] b || Qotiors... ] My data has headers
Comn Sort O Onder - Select an option inthe Celumn Then By
Sortby | categery | [valms oal A7 field. Inthis example, we chose Unit Cost.
Then by w | [Vees v| (A2 v
Choose what to sort on. In this example,
we'll leave the default as Value.
o) (Come ]
Sart EE
% gL || X pelteteve || L3 Copriene | gots... | [ My data s headers Choose what to sort an_ In this example,
= e ol we'llleave the default as Value.
Sty o] [vaos v| Az F Choose how fo order the results. Leave it as
E;CN Ato Z s0 it is organized so itis organized
Quinity alphabetically. Click Add Level to add
Hoscon another item fo sort by.
[ J (o ]
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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.

Sort E]EJ
it [ Xoseeied | agoried [ 0] & [ | Dmnhstes
Colum SortOn Order
Sty ot ™ G| [snbestiolage o | Choose howto orderthe results.
Ty (G v akes v [Snolet o Largest 3 Leave it as smallest to largest.
Click OK.
]

FILTERING CELLS

Filtering or temporarily hiding of data in a spreadsheet. It allows you to focus on
specific spreadsheet entries.

To Filter Data:

Click the drop-down arrow next to pacte T |||y e (o
the heading you would like to filter. - | EAO-A (R (W
Fﬂrexample, ify{)u would like to Clipbo... ™ Font fa Alignment 4| Numb
only view data regarding Apple, cs - (" fe | Apple
click the drop-down arrow next to L ¢ | o | E F | G
Fruits. 1 .

4 [Fruits v] Dayiv] Daya~| Dayiv|] Dayd~

5 | [apple 200| 155 160 250

6 |Banana 300 160 222 300

7 |Chico 400 230 350| 300

8  |Durian 500 400 200| 300

9  [Jackfruit 600| 230 350 400

10 |Grapes 250| 140 125 500

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Excel 2007 Tutorial” from www.fgcu.edu



47 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Excel 2007)

Bookl - Microsoft Excel

ayout Formulas Data Review View
3} 372 & Clear T' = = Data validation ~
Z¥ (z|A 1 ar z == = P
> Reapply = Consolidate

Z} sort Filter ; - Textto Remove )
%7 Advanced | Columns Duplicates =2 What-If Analysis ~

¥ Sort & Filter Data Tools

Filter (Ctri+Shift+L)

Enable filtering of the selected J
cells.

Once filtering is turned on, click
the arrow in the column header to
choose a filter for the column.

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

| ARt

(&) Press F1 for more help.

To Clear One Filter:
e Select one of the drop-down arrows next to a filtered column.
e Choose Clear Filter From....
e To remove all filters, click the Filter command.

3
4 | [Fruits [~] payiv] payd~| payi~| o —
4] sortAtoz 160 Select one of the droop-down
%] sotztoa 222 arrows next to afiltered
Sort by Color > = column.
l % GlearFitterFrom “Category” - —{ . Choose Clear Filter From....
- . g |
Text Filters 4
(] (Select AN) ~
[ Apple
[[]Banana
[T Chico v
[ OK ] [ Cancel ]
4 ¢ D E F

3
4 [Fruits [~] payi~| payz~| pay
2] sotatez

Uncheck Select All. il sotztoa
Choose Apple. Sort by Color 8
Click OK. &

All other data will be filtered, or
hidden, and only the Apple datais

Text Filters 4

visib . T (Select AN A
/| Banana

[ OK ][ Cancel ]
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Chapter 11: Formatting Tables

In this chapter, 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:
o Left-click a table style to select it.
e 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.

2

—onditionall] Format
ormatting ~jas Table =

o IR Select any cell that contains any

| e e e information.

| s e e Click the Format as Table command in
________________ the Style group on the Home tab_ A list of
—————————— | E==== predefined tables will appear.

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.

e Click OK. The table will appear formatted in the style you chose.

Unit Cost Units  Quantity Inventory Total Cost

$ 10.00 1 box 1 $ 1000

$ 15.00

S 20.00 Formet As Table . In addition fo using the Format as Table
$ 3250 | Wheresthedataforyowrtable? 750 command, you can also select the Insert
$ 15.00 SSH-ERIS .00 tab, and click the Table command fo

S 33.80 My table has headers 7.60 insert a table.

$ 50.00 0.00

$130.00 [ ok [ cancel ]Jo.00

2.5500 ———we————— P L

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.

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Excel 2007 Tutorial” from www.fgcu.edu



49 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Excel 2007)

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

¢ 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.

0 b 9 - ¥ WORKSAMPLE - N

£ You can:
| Home Insert Page layout  Formulas Data Rev Select a different table in the Table
@0 ¥ caibri = FE] = | S Genen Styles Options group. Click the More
Lz as (EERE- % drop-down arrow to see more tables
et 2 [E-ToA- iE &9 W o styles. .
i il == — sl el Delete or add a Header Row in the Table
Clipbo... ™ Font - Alignment Number i St}"ﬂﬁ Optlﬂﬂﬁ group.
c20 Ml % Insert a Total Row in the Table Styles
I ¢ D E F G Options group.
LWl Unit cost Bl units B quantity B inventory B Total Cost [ Remove or add banded rows or
5% 10.00 1 box 1 $  10.00 columns.
6 | § 15.00 15 pes 3 S 225.00 Make the first and last columns bold.
7.6 2000 12 pes 2 $  240.00 Name your table in the Properties group.
g $ 3250 3 box 4 $ 97,50 Change the cells that make up the table

by clicking Resize Table.

Chapter 12: Aligning Text

In this chapter, 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.

E=r= =

== =| Ay

= iF |||
Alignment =
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FORMATTING CELLS

Aligning Text

Text and numbers can be defined as left-aligned, right-aligned or centered in Excel.

[l
[l
.

ad

[i

=

I|'l|"
"

Tl
fu
4

Alignment ]

To Align Text or Numbers in a Cell:
e Select a cell or range of cells
e Click on either the Align Left, Center or Align Right commands on the Home
tab.

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

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

CHANGING VERTICAL CELL ALIGNMENT

A B C D
1 . .
2 Yertical Alignment Examples
Yertical Justify
“ertical Center
3 Wertical Alignment “Yertical Bottom
4
&
b

The Philippine National Police does not endorse any product, brand or service.
This tutorial is for training purposes only and not for sale.

References:
Microsoft Office Excel Help
“Excel 2007 Tutorial” from www.fgcu.edu



51 THE PNP BASIC COMPUTER ESSENTIALS e-Learning (MS Excel 2007)

To Change Vertical Alignment from the Alignment Group:
e Select a cell or range of cells.
o Click the Top Align, Center, or Bottom Align command.

’Venical Alignment Commands I

E =¥ ] =4 Wrap Text

uht
“mr
uvi

| ¢ ') s - ~
I || =34 Merge & Center

Alignment F

CHANGING TEXT CONTROL

There are two common types of Text control:
e Wrapped Text
e 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.

Lu) H
— i — . . : : : LW Remarks B2
d H i J K L M N 0 p 8

There is a slight
decrease in sales.
Therefore, we a
need to improve
the marketing
stratregy.

Cell H3 without Text Wrap Applied Cell H9 with Text Wrap Applied

Merge Cells can also be applied by using the Merge and Center button on the
Home tab.

Thisisamergedcell  yppg Marketing Incorporated

RN R

Unit Cost B8 Units B3 Qua ntity [~ | Inventory B3 1otal cost B8 RemarlEd
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To Change Text Control:
e Select a cell or range of cells.
e Select the Home tab.
e Click the Wrap Text command or the Merge and Center command.

Text Control Commands l

)

= = =|| | | SiWrepTed
EEEEE

Alignment

'~"§ Merge &

_enter

3 |

== 5 General -~ Fc

If you change your mind,
click the drop-down arrow

EE RS- % +| BF

EEY
Alignment

]

Merge & Center
Merge Across

Merge Cells

next to the command, and
choose Unmerge Cells.

B i E

D Unmerge Cells

Chapter 13: Working with Worksheets

NAMING WORKSHEETS

To Name a Worksheet:

38 .. . kieDo
1 Insert...
= | Delete EiC:Jlth
40 — folate Rightclick the Sheet Tab to select it
41|  |meemBename [% &”"_-- Choose Rename fromthe menu that appears.
42| | | MoveorCopy.. g The textis highlighted by a black box.
43 | & view coce Efnte Type anew name for the worksheet.
44 | &y Protect Sheet... rries Click off the tab. The worksheetnow assumes
a5 Tab Color » ins the descripfive name defined.
a6 5
& [ e § 1% 5000 5 pes 2§ 25000
as| | i 12 % 120,00 2 box 1 $  260.00
i|_Sheet . melets Al' Sheets — f<-‘4 : 13§ 6500 3 pes. 1 §  195.00
14
15
16
17
H 4+ W] sheetl . Sheet2 | FIEFIE - Sheets 70 AN
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or

g= SealInsert - - A_r? Lﬂ
I Delete - ] Z
— Sort & Find &
|L=) Format = || -2~ Fiter -~ Select -
| cen size i

| 3L Row Height...
= Column Width...
AutoFit Column Width

AuteFit Row Height r
Default Width... ‘

Wisibility

Hide & Unhide v |
Organize Sheets

Bename Sheet ¥

MO\JG or Cﬂ-p)‘ Sheet...

Tab Color k
Protection

Ay Protect Sheet..,
(ad| Lock Cell
3 Format Cglls... |

INSERTING WORKSHEETS

To Insert a New Worksheet:
o 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.

or

¥

Clickthe Format command in the Cells group
onthe Home tab.

SelectRename Sheet. The text is highlighted
bya black box.

Type anew name for the warksheet.

Click off the tab. The worksheetnow assumes
the descriptive name defined.

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

12| §
13| 5

14
15
16
17

2008

130.00

2 box

65.00 3 pes

Sheet2 - Sheet3

Deleting Worksheets

1 $  260.00
1 $ 195.00
TN —
—Aak—

Insert Worksheet (Shift+F11)

Any worksheet can be deleted from a workbook, including those that have data in it.
A workbook must contain at least one worksheet.
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To Delete One or More Worksheets:

17
18

Insert...

Delete !
;Z F— Click on the sheef(s) you want fo delete.
= Move of Copy.. Right-click the sheet(s) and a menu appears.
2 G| view Code Select Delete.
2 Ay Protect Sheet..
24 Tab Color »
25 Hide
26
2 Select All Sheets
M 4+ M| January - February  March | April o —

or

ting v | S=Insert ~ 5: %? @& atting~ S=lnset~ X - %? 1}‘}

— —
J* Delete ~ -4 v, v
o S Sort& Find & 3% Detetela | [0~ 5T 38
- or N ! - - | o
=] "\ ZL” Filter~ Select | 3% Delete Cells... :
Celis Editing |
-‘ : ! =~ Delete Sheet Rows
Dele! I :
| A O | # ' Delete Sheet Columns
Delete rows or columns from the 1
' (0] | Delete Sheet

" table or sheet,

oo . 4
Select the sheet you want to remove.
Click the drop-down arrow next to Delete in the Cell
group on the Home tab.

From the menu that appears, select Delete Sheet.

GROUPING AND UNGROUPING WORKSHEETS

Worksheets can be combined together into a group. Grouping worksheets allows
you to apply identical formulas across all the worksheets.

To Group Contiguous Worksheets:
e Select the first sheet you want to group.
e Press and hold the Shift key on your keyboard.
¢ Click the last sheet you want to group.
¢ Release the Shift key.
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125 13000 2 DOX 1 5
13§ 65.00 3 pcs 1 s
14
15
16
17

4 4 » M| Sheetl . Sheet? | Sheet3 < Sheetd ¥J

\ ]
Y

The sheets are now grouped. Allthe sheets between the first
sheet and last sheet selected are part of the group. The sheet

tabs will appear white for the grouped sheets

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.

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:

e Right-click one of the sheets.
e Select Ungroup from the list.

FREEZING WORKSHEET PANES

To Freeze a Row:
e 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.
e Click the View tab.
e Click the Freeze Pane command in the Window group.
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If you want to freeze row 1 and 2, I
select row 3

L - =
D E F G H |

1 JAPS Marketing Incorporated

2

3

4 S 10.00 1 box 1 S 10.00

5§ 15.00 15 pcs 3 S 225.00

6 $ 20.00 12 pcs 2 $ 240.00

7 8 3250 3 box 4 S 97.50

~ A ar An Aka.. - A ar An

e Choose Freeze Panes. A thin, black line appears below everything that is
frozen in place.
e Scroll down in the worksheet to see the pinned rows.

crosoft Excel Table Tools
Review Wiew Design (7]
= £33 New Window [ | 1] %

s = Arrange All - | el I;
Toom to . Save Switch
election | |0 Freeze Panes »{ ] | 214 Workspace Windows ~

Unfreeze Panes
E Unlock all rows and columns to scroll

through the entire worksheet,

Freeze Top Row
E Keep the top row visible while scrolling

through the rest of the worksheet,

Freeze First Column

Dj Keep the first column visible while scrolling i
through the rest of the worksheet.

100
nn

To Unfreeze a Pane:
e Click the Freeze Pane command.
e Select the Unfreeze command.

To Freeze a Column:
e 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.
e Click the View tab.
Click the Freeze Pane command in the Window group.
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e Choose Freeze Pane. A thin, black line appears to the right of the frozen

area.
e Scroll across in the worksheet to see the pinned columns.

Thin black line indicates the selected rows are
“pinned” or frozen at the top of the worksheet.

— J .
¢« J b E g
1 / JAPS Marketing Incorporatec
2
9 S 33.80 2 box 6
10 § 50.00 5 pcs 2 :
11 S 130.00 2 box 1 !
12 $  65.00 3 pcs 1 !

12

Chapter 14: Sample Exercises

MULTIPLE CHOICE

1. A function inside another function is called
A. Nested function
B. Round function
C. Sum function
D. Text function

2. Formulas in Excel start with
A. %
B. =
C. +
D. -
3. The default header for a worksheet is
A. Username
B. Date and Time

C. Sheet tab Name
D. None
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4. Which of the following methods will not enter data in a cell?
A. Pressing the Esc key
B. Pressing an arrow key
C. Pressing the tab key
D. Clicking the enter button to the formula bar

5. The cell reference for cell range of G2 to M12 is
A. G2.M12
B. G2;M12
C. G2:M12
D. G2-M12

6. What is the keyboard shortcut for creating a chart from the selected cell range?
A. F2
B. F4
C. F8
D. F11

7. The Software which contains rows and columns is called
A. Database
B. Drawing
C. Spreadsheet
D. Word processing

8. You can group noncontiguous worksheets with
A. The alt+enter key
B. The ctrl key and mouse
C. The shift key and the mouse
D. The group button on the standard toolbar

9. The spelling tool is placed on toolbar
A. Standard
B. Formatting
C. Drawing
D. Reviewing

10. If you need a text to show vertically in a cell. How will you achieve this?

A. Choose Vertical on Text alignment in Format Cells dialog box

B. Choose 90 Degrees in Orientation of Format Cells dialog box

C. Choose Distributed from the Vertical drop down list of Format Cells dialog
box

D. Choose Center Across Selection from Horizontal combo box in Format
Cells dialog box

11. You can automatically adjust the size of text in a cell if they do not fit in width by
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A. Double clicking on the right border of column header

B. From Format choose Columns and then Autofit Selection
C. From Format Cells dialog box mark Shrink to fit check box
D. All of above

12. Formatting a cell in Currency, you can specify
A. Decimal Places
B. Currency Symbol
C. Both of above
D. None of above

13. Formatting a cell in Number format you can’t set
A. Decimal Places
B. Use 1000 separator
C. Negative numbers
D. Currency Symbol

14. Merge cells option can be applied from
A. Format Cells dialog box Alignment Tab
B. Formatting toolbar
C. Both of above
D. None of above

15. How can you remove borders applied in cells?

A. Choose None on Border tab of Format cells

B. Open the list on Border tool in Formatting toolbar then choose first tool (no
border)

C. Both of above

D. None of above

16. Where can you set the shedding color for a range of cells in Excel?
A. Choose required color form Patterns tab of Format Cells dialog box
B. Choose required color on Fill Color tool in Formatting toolbar
C. Choose required color on Fill Color tool in Drawing toolbar
D. All of above

17. You can auto fit the width of column by

Double clicking on the column name on column header
Double click on the cell pointer in worksheet

Double clicking on column right border on column header
Double clicking on the column left border of column header

OO wp

18. Long text can be broken down into many lines within a cell. You can do this
through
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A. Wrap Text in Format >> Cells

B. Justify in Edit >> Cells

C. Text Wraping in Format >> Cells, Layout tab
D. All of above

19. MS Excel provides the default value for step in Fill Series dialog box
A. 0
B. 1
C.5
D. 10
E. None of above
20. Ctrl + D shortcut key in Excel will
A. Open the font dialog box
B. Apply double underline for the active cell

C. Fill down in the selection
D. None of above

21. The short cut key Ctrl + R is used in Excel to
A. Right align the content of cell
B. Remove the cell contents of selected cells
C. Fill the selection with active cells to the right

22. Edit >> Delete command
A. Deletes the content of a cell
B. Deletes Formats of cell
C. Deletes the comment of cell
D. Deletes selected cells

23. To remove the content of selected cells you must issue command
A. Edit >> Delete
B. Edit >> Clear >> Contents
C. Edit >> Clear >> All
D. Data >> Delete

24. The Delete key of keyboard is assigned to which command in Excel?
A. Edit >> Clear >> Contents
B. Edit >> Clear >> All
C. Edit >> Delete
D. All of above

25. By default Excel provides 3 worksheets. You need only two of them, how will you
delete the thirdone?
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A. Right click on Sheet Tab of third sheet and choose Delete from the context
menu

B. Click on Sheet 3 and from Edit menu choose Delete

C. Both of above

D. None of above

26. Which of the following action removes a sheet from workbook?
A. Select the sheet, then choose Edit >> Delete Sheet
B. Select the sheet then choose Format >> Sheet >> Hide
C. Both of above
D. None of above

27. While Finding and Replacing some data in Excel, which of the following
statement is valid?

A. You can Find and Replace within the sheet or workbook

B. Excel does not have option to match case for find

C. Both are valid

D. None are valid

28. You can move a sheet from one workbook into new book by

A. From Edit menu choose Move or Copy sheet, mark the Create a ccopy
and Click OK

B. From Edit menu choose Move of Copy then choose (Move to end) and
click OK

C. From Edit menu choose Move or Copy then select (new book) from To
Book list and click OK

D. None of above

29. The number of rows in a worksheet is
A. 36500
B. 1,048,576
C. 256
D. 64536

30. When a formatted number does not fit within a cell, it displays
AL
B. #DIV/O
C. #DIV@
D. None of these

31. What symbol is used to enter number as text?
A
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O Ow
+ 1

32. Data can be arranged in ascending or descending order by using
A. Sort command from Insert tab
B. Sort command from Data tab
C. Sort command from Review tab
D. None of these

33. To select multiple non-adjecent cells in a worksheet you will click them
holding

A. CTRL key

B. ALT key

C. Shift Key

D. Ctrl+Shift key

34. How many sheets are there in Excel Workbook by default?

oSow>
GAWN

35. Which of the following component displays the contents of active cell?
A. Name box
B. Formula bar
C. Menu bar
D. Status bar

36. To move to the previous worksheet press
A. Ctrl+PgUp
B. Ctrl+PgDn
C. Shift+Tab
D. Ctrl+Tab

37. The accounting style shows negative numbers in
A. Bold
B. Brackets
C. Paranthesis
D. Quotes

38. When you create two or four separate windows containing part of the
spreadsheet that can be viewed, you have created
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sections
panes
views
subsheets

oo wp

39. The process of identifying specific rows and columns so that so that certain
columns and rows are always visible on the screen is called

A. freezing

B. locking

C. selecting

D. fixing

40. A quick way to return to a specific area of a worksheet is to type in the
A. Name box
B. Formula bar
C. Zoom box
D. None of these

41. Which keyboard shortcut opens the Go To dialog box?
A. Ctrl +B
B. Ctrl + Shift + B
C. F2
D. F5

42. Which task does the icon in the given image perform?

M 4 b M| Sheetl . Sheet? .~ Sheetd et
fher

A. Add a worksheet

B. Save a worksheet

C. Delete a worksheet

D. Rename a worksheet

E. Create a folder to save a worksheet

ICDL TYPE OF EXAM
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1. Open the Spreadsheet application. Create a new worksheet by typing all text
and numbers shown in the spreadsheet below. Start typing at cell Al.

| A7 M fe |
A B C D E F G

1 Travel Expenses for the Month of June 2014

2

3 |SalesRep Week1Km Week2Km Week3Km Week4Km  Total Km Trave Amount Due
4 |Piolo San Jose 150 230 95 186 ? ?
5 John Santos 210 309 120 95 ? ?
& |Jericho Matias 105 126 142 86 ? ?
7 |Gabriel Cuneta 155 148 162 135 ? ?
8 Julian Tan 110 152 133 122 ? ?
9 |Tony Barrientos 108 123 121 111 ? ?
10 |Anne Cortez 106 164 153 145 ? ?
11 |Kim Tiu 101 132 135 162 7 7
12 |Albert Madrigal 138 205 210 187 ? ?
13 |Angel Sentillas 200 220 225 232 ? ?
14

15

2. Apply the type font in Arial with size 12 for all the data.

3. Format all numbers in comma style.

4. Center the spreadsheet heading “Travel Expenses for the Month of June 2014”
across the spreadsheet. Format the heading to Elephant and change to size 16.

Change the font color with the color of your choice.

5. Format cell range A3:G3 into 45 degrees with center alignment and text control of
shrink to fit. Fill color the range of cells with color of your choice.

6. Create a formula to display the Total Km Travelled for each sales rep.

7. Create formula to calculate the amount due to each sales rep on the basis that
each rep is reimbursed 0.63 cents per kilometer travelled.

8. Apply all borders and shading (color). Feel free to experiment with your own
color schemes.

9. Sort the data who incurred the highest to lowest travel expenses.

10.Save the worksheet with filename Travel underscore your First name
underscore Last name.xls at My Document folder.
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