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Chapter 1: Introduction

Microsoft Excel 2016 makes it possible to analyze, manage, and share
information in more ways than ever before, helping you make better, smarter
decisions. New analysis and visualization tools help you track and highlight
important data trends. You can even upload your files to the Web and work
simultaneously with others online. Whether you’re producing financial reports
or managing personal expenses, Excel gives you more efficiency and flexibility to
accomplish your goals.

Chapter 2: Getting Around Excel

The Excel 2016 program window is easy to navigate and simple to use. It has been designed to help you
quickly find the commands and tools that you need to complete many tasks within Excel. The interface
of Excel 2016 hasn’t changed dramatically as compared to the 2010 to 2013 transition. The switch to
Excel 2016 should be relatively seamless as there are only minor changes which we will go over in this
guide.

Quick Access Tool Bar

The Quick Access Toolbar displays a small selection of the
more commonly used commands in Excel. It is found in
the top left hand corner of the application window. It is
displayed independently of what tab you are currently
working in, so you can always see those popular commands and always have them ready for use. The
Quick Access Toolbar is also customizable so you can add commands that you use most frequently. We
will address how to customize the Quick Access Toolbar in a later chapter.

The Ribbon

The Ribbon has replaced the toolbar and is the biggest change from Excel 2003 to 2010. The Ribbon
contains all the commands related to managing and working with spreadsheets. One of the biggest
differences between old-fashioned toolbars and the new-fashioned Ribbon is that the Ribbon is divided
into tabs.

Bookl - Excel Haley Piper

Insert Page Layout Formulas Data Review View Power Pivot Q Tell me what you want to do

'“'D X Calibri o A sl == o - = General v %Conditional Formatting = iEmInsert - 2 ’;‘Tv
Dot B ~ $ - 0% o GFormatasTablev & Delete ~ m' L~

aste v - vl === == o r=n

> ~ B I U - 2 L ===52= 6 8 GCEH Styles - =] Format - -
Clipboard = Font ] Alignment ] Mumber ] Styles Cells Editing By
/ N . .

~ J Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys



Excel 2016 Guide: A Complete Overview for Connect Users

Auto Hide Ribbon

Auto Hide allows you to hide the Ribbon from your screen. You can specify if you want it blank, the tabs
to show, or tabs and commands to show.

= O
Ribbon Display Options

woae you want to do H_ Share

e Step 1: Click the Ribbon Display Options tool.
e Step 2: Click on Auto-hide Ribbon.

Haley Piper

) Hide the Ribbon. Click at the top
of the application to show it.

what you want {

I E‘“Inser‘t
&% Delete fm=— Show Tabs

@ Enne Show Ribbon tabs only. Click a
tab to show the commands.
Cells

E Show Tabs and Commands

Show Ribbon tabs and
commands all the time,
1% 1 KA LS TaT

The Ribbon will disappear.

If you want to just bring back the tabs, click on Show Tabs in the Ribbon Display Options.

H ©- Bookl - Excel Haley Piper &3] — O

File Home Insert Page Layout Formulas Data Review View Power Pivot Q@ Tell me what you want to do r!;:_";_ Share

Al - 2 v

If you want to bring everything back (the tabs and commands) click Show Tabs and Commands in the
Ribbon Display Options.

In Excel, seven tabs display by default: Home, Insert, Page Layout, Formulas, Data, Review and View. In
addition, you can display the Developer tab, and you might see an Add-Ins tab but we won’t bother with
that right now. We will discuss the different tabs in the Ribbon in a later chapter.
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Backstage View

The Backstage view contains all the commands related to managing the spreadsheets and customizing
the program. It provides an easy way to create, open, save, print, share, and close files; find recently
used files; view and update workbook properties; set permissions; set program options; get help; and

exit the program.

Bookl - Excel
Search for online templates
Suggested searches:  Business  Personal Industry Financial Management

A B [«
1 | |
2 ! @
3
4 Take a
Publish 5
o ‘ tour
Close 7
Blank workbook Welcome to Excel
Account
Feedback
outi Email Insights .
tions
P — Stock Analysis
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Dialog Box Launcher

For additional formatting, there are dialog box
launchers located at the bottom of the ribbon
that are indicated by small arrows in the right-

Insert Page Layout hand corners. When these are clicked a dialog
o box will open providing more options for editing
D db Calibri =11 - A a  andformatting the spreadsheet.
B

You can also add a dialog box launcher to any
group on a Ribbon. In doing this you can add
common editing options that you use creating
an even easier environment for you to work.

Past
EE? B I U~

-

CIipbnard@

Keyboard Shortcuts

There are a bunch of keyboard shortcuts you can use to get around faster. Here are a few that are
commonly used to get you up to speed.

Action Keyboard Shortcut

Copy Ctrl + C
Cut Ctrl + X
Paste Ctrl +V
Undo Ctrl+2
Redo Ctrl +Y
Select All Ctrl + A
Move One Cell to the Right Tab
Move One Cell to the Left Shift + Tab
Insert a New Line within Cell Alt + Enter
Enable Editing within a Cell F2
Save Workbook Ctrl+S
Print Workbook Ctrl + P
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Chapter 3: Learning the Ribbon

The Ribbon was designed to help make the Office applications easier to work with, and help users
discover the rich features and capabilities of Office. The menus and toolbars have expanded over the
years making it difficult for users to find the commands they needed quickly and easily. With that in
mind, the Ribbon was developed allowing for better usability.

Understanding the Ribbon is a great way to help understand what can be done in Excel, especially if you
are making the shift between Office 2003 to Office 2010. The ribbon holds all the information in
previous versions of Microsoft Office in a more visual stream line manner through a series of tabs that
include an immense variety of program features.

Home Tab

The Home is the most used tab; it incorporates all text and cell formatting features such as font and
paragraph changes. The Home Tab also includes basic spreadsheet formatting elements such as text
wrap, merging cells and cell style.

Bookl - Exce Haley Piper

9]
C)

Tell me what you want to do 5 Share

Insert Page Layout Formulas Review [ Power Pivot

-y PR . ti T o - Ay,
D X5 Calibri Ju A s =E=2 e = General %Condltlonal Formatting %“Inser‘t > z
b By - $ - 9% » [FrormatasTable~ ExDelete - [¥]- O~
aste - | B . - - = = = €S 3= - 1
: < B I U it M A = = = £=2= [ <o o QCE”St}dE' [¥] Format = & -
Clipboard T Font [F} Alignment wl MNumber Styles Cells Editing Pl
Insert Tab

The Insert tab allows you to insert a variety of items into a workbook from pictures, clip art, and
headers and footers.

H ©- Bookl - Excel Haley Piper B

File Home Page Layout Formulas Data Review View Power Pivot Q Tell me what you want to do

B B (s gp noM gl oy I @ ||l

M' il - h' ECqumn

PivotTable Recommended Table Illustrations Add-  Recommended i _ PivotChart 3D ) Filters = Hyperlink =~ Text  Symbols
PivotTables - ins = Charte @~ Lo~ B~ - Map - I Win/Loss - . .
Tables Charts | Tours Sparklines Links -~

Page Layout Tab

The Page Layout tab has commands to adjust page such as margins, orientation and themes.

H ©- B~ s Bookl - Excel Haley Piper &

File Home Insert Page Layout Formulas Data Review View Power Pivot Q

@ B Colors - @ ﬁ IE [% E‘:':E:"l oy Width:  Automatic ~| Gridlines Headings W,

Tell me what you want to do

Fonts ~ - . : - ! ! El] Height | Automatic - View View
Themes Margins Orientation Size  Print EBreaks Background Print N Arrange
. [@leffects- S o N Titles | Il Scale: 100% 3| Cdprint [ Print -
Themes Page Setup ] Scale to Fit (F] Sheet Options ] ~
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Formulas Tab

The Formulas tab has commands to use when creating Formulas. This tab holds an immense function
library which can assist when creating any formula or function in your spreadsheet.

- Bookl - Excel Haley Piper [Eal
2l 1
File Home Insert Page Layout Formulas Data Review View Power Pivot Q Tell me what you want to do
ZAthSum < Logical ~ E = = (=] Define Name ~ E':“'Trace Precedents =
x ’ =" §
0 Recently Used ~ Text~ @ - o “fx Use in Formula “:E Trace Dependents ® - ﬁ e
nsert ame = atc alculation
Ennciion E Financial ~ E Date & Time - @ " Manager [ Create from Selection 3 Remove Arrows ~ (%) Window = Options ~ EE'
Function Library Defined Mames Formula Auditing Calculation ~

Data Tab

The Data tab allows you to modifying worksheets with large amounts of data by sorting and filtering as
well as analyzing and grouping data.

H ©- Bookl - Excel Haley Piper =
File Home Insert Page Layout Formulas Review View Power Pivot ';-' Tell me what you want to do
[l Show Queries r [=] Connections 4 H Clear ~ B Beo O gl 5]
E FD re _ el E= 69 H
D From Table Properties ) Reapply B - .
Get External  New Refresh o z| Sort Filter Tetto What-If Forecast Outline
Data ~ Query = D@ Recent Sources All~ Edit Links Yo Advanced Columns =8 ~ @I Analysis~  Sheet -
Get & Transform Connections Sort & Filter Data Tools Forecast ~

Review Tab

The Review tab allows you to correct spelling and grammar issues as well as set up security protections.
It also provides the track changes and notes feature providing the ability to make notes and changes to
someone’s workbook.

H ©- - = Bookl - Excel Haley Piper B0

File Home Insert Page Layout Formulas Data WView Power Pivat Q Tell me what you want to do

? |j: | [@ ﬁ) E‘}l i Delete Show/Hide Comment | [, Protect Sheet ‘& Protect and Share Workbook
3%

Previous [ Show All Comments F Protect Workbook EJ Allow Users to Edit Ranges

Spelling Thesaurus Check Smart  Translate New s
Accessibility  Lookup T nE Mext -5 Show Ink m Share Workbook [ Track Changes ~
Proofing Accessibility | Insights | Language Comments Changes ~

View Tab

The View tab allows you to change the view of your workbook including freezing or splitting panes,
viewing gridlines and hide cells.

H ©- Bookl - Excel Haley Piper 3]

File Home Insert Page Layout Formulas Data Review Power Pivot Q Tell me what you want to do

[£] Page Layout Ruler Formula Bar Q [E) q =T el L ED'_J n)
N S = 10('159.1 = EArrangeAII " iHide I -
lormal Page Break 5 - AR - oom oom to witc acros
a— 18] Custom Views Gridlines Headings E—— E'Freeze Panes Unhide T -
Workbook Views Show Zoom Window Macros -~
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PowerPivot Tab

The View tab allows you to change the view of your workbook including freezing or splitting panes,
viewing gridlines and hide cells.

Bookl - Excel

H - Haley Piper Eal O

Data

4 Share

- X @ e e D& P
@ = B o
Manage  Measures KPIs Addto Update Detect Settings
= = Data Model Al
Data Model Calculations Tables Relationships Y

File Home Insert Page Layout Formulas Review View Power Pivaot Q Tell me what you want to do

Customizing the Ribbon

Use customizations to personalize the ribbon the way that you want it. For example, you can create
custom tabs and custom groups to contain your frequently used commands. This can be done by
selecting Options in the Backstage view and then clicking Customize Ribbon. From there you can create
new Tabs and Groups selecting the commands you would like to use within them.

You can rename and change the order of the default tabs and groups that are built-into Microsoft Office
2010. However, you cannot rename the default commands, change the icons associated with these
default commands, or change the order of these commands. The default commands appear in gray text.

IMPORTANT Ribbon customization is

nemsys

[ Excel Options m . 3 .
’ specific to the Microsoft Office program
General ustomize the Ribbon. o . . .
S | Cistomastie® you are working in at the time. Ribbon
Choose commands from:(: Customize the Ribbon: (0
o Popuer Commands Wi Tabe Gl customization does not apply across all
tenguage d ancrartpes.. N e Office programs.
e Calculate Now Clipboard
Center Font
%4 Conditional Formatting » [ Alignment
|_ujj Connections Number
Quick Access Toolbar 55 copy Styles
Add-Ins ‘% Eﬁzmmsmm | E:.I::ng
Trust Center :' Decrease Font Size 1 LnsertL .
B Do o Coumns  [9) Formuins To add commands to a group, you must
= Delete Sheet Rows — E:\Tew
) Enal N v add a custom group to a default tab or
= Filter e eveloper T
o nl @ @ acdins to a new, custom tab. To help you
A Font Color » [¥] Backgraund Removal
) Format .. - identify a custom tab or group and to
Format Painter
] e pones e ' distinguish from a default tab or group,
5= Insert Cells... .
£ e runtion. the custom tabs and groups in
4 Insert Sheet Calumns
"= Insert Sheet Rows NewTab | | bew Group | [ Renome.. | . . .
th mize the Ribbon list have
[ e utomzston: QBT e Customize the Ribbon lis
S Hame anager - (inporespart =)o (Custom) after the name, but the word
(Custom) does not appear in the ribbon.
S e o
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Chapter 4: New in Excel 2016

This chapter provides a brief look at some of the changes you will find in Excel 2016. Those changes
include the new look of Excel and new capabilities that enable you to better protect, share, save, and
edit your worksheet. After reading this chapter, you will understand the new tools and features that you
can use to create and share professional spreadsheets with ease.

Slightly New Look

Excel 2016 still has a simplified and clean look to make navigating through various commands easy
which in turn will make you more efficient. This new look also includes updated Templates that will do
much of the formatting for you. When opening PowerPoint, you are immediately presented with
template options. Choosing a template sets the ground work and all you need to do is enter your
information. The colors may have changed but the user-friendly platform stays the same.

rrrrrrrrr

3 | My Cashflow

Take a I
tour (LI

3
a
s
o
7
s
0

HEHHEHE

Stock Analysis My Calendar

Templates Blank Presentation

Tell Me

The “Tell Me” feature is a brand new for Microsoft Office
2016 and is located at the end of the ribbon tabs.
Sometimes it can be tricky to remember where commands

Haley Piper Ea|

reside the ribbon, especially if you don’t use them often.
n E AutoSurm ke
The “Tell Me” feature acts as a search bar where you can — i
. . . Calculation Opticns L
type in what you are looking for and Word will give you a i alculation Vption
list of commands to choose from. “Tell Me” saves you s @8 Group Cells ’

from searching through the many ribbon tabs and directs 5 ¥ Add or Remove Filters {
you to the exact command you’re searching for. B Format ]

a Get Help on "auto” k
= ,(D Srart Lookup on "auto” F

i Share

S N
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Share

The new Share button makes it easier than ever to collaborate Haley Piper  [H
with others. This button can be found in the upper-right corner, t  Q Tell me what you want to do

beneath the close button. Once you have saved your document to sitional Formatting - E=Insert = 3. - 47~

OneDrive or SharePoint, all you need to do is click the Share ‘;;“Tab'e' gse'mt' B £-
button and type in the names of individuals you wish to Styles Cells Editing ~
collaborate with. You can also decide what level of permissions S
you would like them to have by selecting an option from the -

11l Share v X

drop-down box. Finally, you can include a message with your
invite so the recipient knows exactly what you need from them.

Invite people

Haley Piper Eal O

¢ Tell me what you want to do ﬂ_ Share

Smart Lookup
Smart Lookup is available in all Office 2016 programs, including Word 2016. |0fr-<;€>--c-ulI

Think of this new feature as a digital research assistant. It can pull information By Copy
from the web to enhance your work or assist with unfamiliar content. Simply {5 Paste Options:

oo

=4 |2

bl

highlight a word or phrase that you wish to research, then right-click and

Paste Special...
select Smart Lookup. A pane will appear on the left of the screen with links of O Smart Lookup
information to choose from with more information on the selected text. Insert..

Delete...

Clear Contents

Step 1: Highlight word/phrase

Smart Lookup v oW
Filter 3
Explore | Define Step 2: Right-click the selected text Sort )
Explore Wikipedia 3 Insert Comment
=TT Microsoft Office 2016 - Step 3: Choose Smart Lookup from the Eormat Cells...
E : n Microsoft Office 2016 . Pick From Drop-down List...
=T (codenamed Office 16) is 2 dropdown menu. A pane will appear on the left .
1 versi f the Microsoft ... . . Efine Name...
L2 S with web research relating to the selected word 8 Hyperink.
Microsoft Office 2013 - Wikipedia or phrase.

Microsoft Office 2013 (codenamed Office
15) is a version of Microsoft Office, a
productivity suite for Microsoft Window:...

More

Web search

Microsoft Office 201...

@ . E hittps:/fen.wikipedia.org/wiki/...

— r—\icrosoft Office 2016
! ' (codenamed Office 16} is
_E a version of the

Microsoft Office | Productivity Tools...
hittps://products office com/en-us/home

From desktop to web for Macs and PCs,
Office delivers the tools to get work done
View product information or signinto ...

More

—

Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com 13
nemsys



Excel 2016 Guide: A Complete Overview for Connect Users

Chapter 5: Diving Deeper into Excel 2016

How-To Basics: Using Excel in Your Office

Basic Fundamentals

Selecting Cells
To Select a Cell

e Step 1: Click on a cell to select it. When a cell is selected, you will notice that the borders of the
cell appear bold and the column heading and row heading of the cell are highlighted.
e Step 2: Release your mouse. The cell will stay selected until you click on another cell in the

worksheet.

&D & Calibri
By ~

Past:
aee B I

-

Clipboard &

B2

[ I - TV S I

To Select Multiple Cells

e Step 1: Click and drag your mouse until all the adjoining cells you want are highlighted.
e Step 2: Release your mouse. The cells will stay selected until you click on another cell in the
worksheet.

Content Shows
in Formula Bar

Adding/Removing Content
To Insert Content

Insert Page Layout Formulz

. . "D ® [ Cator -1 - KA == ge (Generl
e Step 1: Click on a cell to select it. Eg - $ - 9%
. Paste B I U-|[ii- S-A- B~ g
e Step 2: Enter content into the - ¥ W %
. Clipboard Font ] [ Mumber
selected cell using your keyboard.
. B2 = Je | Adding Content
The content appears in the cell and
A | B | e | D | E | F | G | H

in the formula bar. You also can 3
enter or edit cell content from the 21

Adding Content

formula bar.
in Cell
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To Delete Content Within Cells

e Step 1: Select the cells which contain content you want to delete.
e Step 2: Click the Clear command on the ribbon. A dialog box will appear.
e Step 3: Select Clear Contents.

Bookl - Excel Haley Piper B

Insert Page Layout Formulas Data Review View Power Pivot Q@ Tell me what you want to do r!:_";_ Share

s . v = - - Ay
0 % | [Calibr Ju Ky ==2 . g (G 2 -2
Past /B - &y PR . e
aste - | B . - - === £ 3= - v
S e (NHERERLEC A- E===2E o [ Cell Styles - & Format = T & ~
Clipboard Font ] Alignment ] Mumber Ma Styles Cells Editing -

Note: You can also use your keyboard's Backspace key to delete content from a single cell or
Delete key to delete content from multiple cells.

Modifying Column Width & Row Height
Modify Column Width

e Step 1: Position your mouse over the column line in the column heading so that the white cross
becomes a double arrow.

e T Width: 15.00 (125 pixels)
A + c D E F
1 |
2 ]
3 ]
4_
5 ]
6_
?_

e Step 2: Click and drag the column to the right to increase the column width or to the left to
decrease the column width.
o Step 3: Release the mouse. The column width will be changed in your spreadsheet.
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To Set Column Width with a Specific Measurement

e Step 1: Select the columns you want to modify.

e Step 2: Click the Format command on the Home tab. The format drop-
down menu appears.

e Step 3: Select Column Width.

e Step 4: The Column Width dialog box appears. Enter a specific
measurement.

e Step 5: Click OK. The width of each selected column will be changed in
your worksheet.

Note: Select AutoFit Column Width from the format drop-down menu and
Excel will automatically adjust each selected column so that all the text will

fit.

To Modify the Row Height

e Step 1: Position the cursor over the row line so that the white cross
becomes a double arrow.

Book1 - Excel

Insert Draw Page Layout Formulas Data Review

L P -

D % Calibri Y W General %CondltlonalF
0 - $ - % * [FFormatas Tabl
aste [ v R - . .

- By H-19-4 0 8 [7 Cell Styles -
Clipboard Font [F} Alignment ' Number [F} Styles
Al 52 Je

Height: 25.50 (34 pixels) | c | D E F G H |
. 1
5
3,

4,
5,
6_
7_

hat you want to do Format
" | Ersen - Button

E" Delete ~
EI Farmat =
Cell Size
I[ Row Height...
AutoFit Row Height

] Column Width... 1

Visibility Column
Hide & Width

Organize §
s Option
Move or N

Tab Color 3
Protection

[ Protect Sheet...

[ Lock Cen

Format Cells...

e Step 2: Click and drag the row downward to increase the row height or upward decrease the

row height.

e Step 3: Release the mouse. The height of each selected row will be changed in your worksheet.
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To Set Row Height with a Specific Measurement
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hat you want to do

E"Inser‘t - Z - ’é‘Tv

e Step 1: Select the rows you want to modify. E” =
e Step 2: Click the Format command on the Home tab. The format drop- B Format- ¢ -
Cell Size

down menu appears.
e Step 3: Select Row Height.
e Step 4: The Row Height dialog box appears. Enter a specific

measurement.

e Step 5: Click OK. The selected rows heights will be changed in your

spreadsheet.

Note: Select AutoFit Row Height from the format drop-down menu and
Excel will automatically adjust each selected row so that all the text will fit.

Tell me what you want to do

ormatting~ | B=Insert + 2. - Av-
sle - X Delete -+ [¥]- £ -
EIFormat'
Cell Size
Mo

< AuteFit Row Height >

1 Colymp Widih —

Default Width...
Visibility

Hide & Unhide 3
Organize Sheets

Rename Sheet

Move or Copy Sheet...

Tab Color »
Protection
B Protect Sheet...

[ Lockcen

E Format Cells...

I[ Row Height...
AMoFit Row Height

umn Width... —

oFit Column Width

ault Width...

[l Protect Sheet...

[ Lockcen

Format Cells...

AutoFit Columns & Rows

e Step 1: Select the column or columns that you
want to change.

e Step 2: On the Home tab, in the Cells group, click Format.
e Step 3: Under Cell Size, click AutoFit Column Width.

Creating Simple Formulas

Excel uses standard operators for equations, such as a plus sign for addition
(+), a minus sign for subtraction (-), an asterisk for multiplication (*), a
forward slash for division (/), and a caret (*) for exponents.

The key thing to remember when writing formulas for Excel is that all
formulas must begin with an equal sign (=). This is because the cell contains,
or is equal to, the formula and its value.

To Create a Simple Formula in Excel

e Step 1: Select the cell where the answer will appear.

e Step 2: Type the equal sign (=).
e Step 3: Type in the formula you want Excel to calculate. For example, "75/250".

Inset  PageLayout

Clipboard 1 Font

sSumM - X v K =72/250
A B € D E

4 a

5

6 =72/250 -

7

8

e Step 4: Press Enter. The formula will be calculated and the value will be displayed in the cell.

—
——

N —
— >, -~

" nemsys\
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Using Cell Reference Formulas
When a formula contains a cell address, it is called a cell reference. Creating a formula with cell
references is useful because you can update data in your worksheet without having to rewrite the

values in the formula.

To Create a Formula Using Cell References

e Step 1: Select the cell where the answer will appear.

B3 - I
A B C D
1 Budget for June S400.00
2 |Budget for July 5300.00
3 |Total Budget |
4

Step 2: Type the equal sign (=).
Step 3: Type the cell address that contains the first number in the equation.

SUM - X « K | =Bl
A B C ]
1 Budget forJune |_ $400.00 l
2 |Budget for July $300.00
5 |Total Budget =51
a

Step 4: Type the operator you need for your formula. For example, type the addition sign (+).
e Step 5: Type the cell address that contains the second number in the equation.

SUM - > W 5 =B1+B2
A B C D

1 Budget for June l $400.00 l

2 |Budget for July 5300.00

> |Total Budget -51+82|

4

e,
-y —
v N —

o ""*\\ Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
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e Step 6: Press Enter. The formula will be calculated and the value will be displayed in the cell.

B3 - k& =B1+B2
A B C D
1 Budget for June £400.00
2 |Budget for July 5300.00
3 |Total Budget £700.00 !
4

Note: If you change a value in either B1 or B2, the total will automatically recalculate.

Using Absolute and Mixed Cell References

By default, a cell reference is relative. For example, when you refer to cell A2 from cell C2, you are
actually referring to a cell that is two columns to the left (C minus A), and in the same row (2). A formula
that contains a relative cell reference changes as you copy it from one cell to another. As an example, if
you copy the formula =A2+B2 from cell C2 to D2, the formula in D2 adjusts downward by one row and
becomes =A3+B3. If you want to maintain the original cell reference in this example when you copy it,
you make the cell reference absolute by preceding the columns (A and B) and row (2) with a dollar sign
(S). Then, when you copy the formula (=SAS2+5BS2) from C2 to D2, the formula stays exactly the same.

In less frequent cases, you may want to make a cell reference "mixed" by preceding either the column or
the row value with a dollar sign to "lock" either the column or the row (for example, SA2 or BS3). To

change the type of cell reference:

e Step 1: Select the cell that contains the formula.
e Step 2: In the formula bar Formula bar, select the reference that you want to change.

e Step 3: Press F4 to switch between the reference types.

: . Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
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The following table summarizes how a reference type updates if a formula containing the reference is
copied two cells down and two cells to the right.

FOR A FORMULA BEING IF THE REFERENCE IS: IT CHANGES TO:
COPIED:
&, E | C || $A$1 (absolute column and $A%$1 (the reference is
1 absolute row) absolute)
2 |
3 _____________ L_'_'I'_':'_‘_ JE

A$1 (relative column and C$1 (the reference is
absolute row) mixed)

$A1 (absolute column and $A3 (the reference is
relative row) mixed)

Al (relative column and relative C3 (the reference is
row) relative)

Using the Point & Click Method for Formulas
o Step 1: Select the cell where the answer will appear.

B4 7 b
A B c D
1 Hardwood Floor Repair
2 Hours Rate
3 |3.4 $25.00
4 |Total
S

e Step 2: Type the equal sign (=).
e Step 3: Click on the first cell to be included in the formula.

A3 & x v & || =A3
A B C D

1 | Hardwood Floor Repair

2 |Hours |Rate

3 3.4 ! $25.00

4 [Total |  =aj

5

e
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e Step 4: Type the operator you need for your formula. For example, type the multiplication sign
(*).

e Step 5: Click on the next cell in the formula.

B3 & X K& || =A3*B3
A B c | D

1 | Hardwood Floor Repair

2 Hours |Rate

334 1 $25.00 !

4 |Total =A3*B3

3

e Step 6: Press Enter. The formula will be calculated and the value will be displayed in the cell.

D& - I~
A B c D
1 | Hardwood Floor Repair
2 |Hours Rate
3 34 $25.00
4 |Total 585.00
3

Editing Formulas
e Step 1: Click on the cell you want to edit.
e Step 2: Insert the cursor in the formula bar : Formulas
and edit the formula as desired. You can also
double-click the cell to view and edit the
formula directly from the cell.

Paste

e Step 3: When finished, press Enter or select v ® Alig
the Enter Command Cursor. SUM \ X o || =72/250
e Step 4: The new value will be displayed in A B c | o | E

the cell.

Bow R
!
Pl
&
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Home Tab Basic

Inserting Rows & Columns
To Insert Rows

e Step 1: Select the row below where you want the new row to appear.

A
10 | Select Row
11
12 63
13 15
14

Haley Piper

Insert Page Layout Formulas Data € 'ivot Q Tell me what you want to do

s a v | = = = - - A"
& % Caiipr lu e s =E=Ee- § %mlnsert >-4
: By ~ ormat as Table ~ &7 Delete ~ - P2~
aste . . . = = = €= 3= - 1
st & (B I U-|H-]O-A- =E==53EEH-[q o 7 Cell Styles - [ Format- & -
Clipboard Font [P Alignment | MNumber Styles Cells Editing ~

e Step 3: The new row appears in your worksheet.

Note: When inserting new rows, columns, or cells, you will see the Insert Options Button Cursor
by the inserted cells. This button allows you to choose how Excel formats them. By default, Excel
formats inserted rows with the same formatting as the cells in the row above them. To access

more options, hover your mouse over the Insert Options button and click on the drop-down
arrow that appears.

To Insert Columns

e Step 1: Select the column to the right of where you want the new column to appear. For
example, if you want to insert a column between A and B, select column B.

% Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys

22



Excel 2016 Guide: A Complete Overview for Connect Users

Insert Page Layout Formulas

4
[l
Il

I
¥
4
mm

s
D & Calibri 11 < A A
Eg -

Paste" B I U- H- @),ﬁ,g

*

11

il
+
|
L3
Il

mn

Clipboard ra Font P Alignment

B10 - § 48

10
11
12
13
14
15
16
17
18

h &6k

Selected
Columns

e Step 2: Click the Insert command on the Home tab.
e Step 3: The new column appears in your worksheet.

Note: By default, Excel formats inserted columns with the same formatting as the column to the
left of them. To access more options, hover your mouse over the Insert Options button and click
on the drop-down arrow that appears.

Deleting Rows & Columns
e Step 1: Select the rows or columns you want to delete.
e Step 2: Click the Delete command on the Home tab.

Haley Piper

Formulas Data “ivot Q Tell me what you want to do

Delete " _
s — ! > = - Ay,
D P4 Calibri i ca s =E=1 % nditional Formatting %“Inser‘t 2 T
pare B ” - Button £ Delete ~ [~ P~
e ¢ B I U- - A === E3E= i Format~ | @ ~
Clipboard Font [} Alignment ] Mumber & Styles Cells Editing B

e Step 3: The rows or columns are deleted from your worksheet.

Formatting Text
To Change the Font

e Step 1: Select the cells you want to modify.

e Step 2: Click the drop-down arrow next to the font command on the Home tab. The font drop-
down menu appears.
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e Step 3: Move your mouse over the various fonts. A live preview of the font will appear in the

worksheet.

mer  Pagelzyo A FONE BUtton
D >
Ey -

Paste - Theme Fonts E

” Calibri Light {Headings)
Clipboard

Calibri (Body)
B10 All Fonts
A foalkem En gaed LET

10 ¢ hgeney B
11| : Aharoni 1A TN
] ¢ ALGERIAN
£l T Andaluz Je—
g -
& imgiana Hew AT
16| Amgsamalle o AT
17| aparajita CEices
18| Arabic Typesetting an 2zl
=l Arial
x| )
21 Arial Black
- Rrial Marross

e Step 4: Select the font you want to use.

To Change the Font Size

e Step 1: Select the cells you want to modify.
e Step 2: Click the drop-down arrow next to the font size command on the Home tab. The font

size drop-down menu appears.
e Step 3: Move your mouse over the various font sizes. A live preview of the font size will appear

in the worksheet.

H © =
Font Grow Button

e Step 4: Select the font size you want to use.
Note: You can also use the Grow Font and Shrink Font commands to change the size.

Use the Bold, Italic, and Underline Commands

e Step 1: Select the cells you want to modify.
e Step 2: Click the Bold (B), Italic (1), or Underline (U) command on the Home tab.
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Italic Button

- A A
~ Underline Button

Clipboard ra Font a

To Change the Font Color

e Step 1: Select the cells you want to modify.

o Step 2: Click the drop-down arrow next to the font color command on the Home tab. The color
menu appears.

e Step 3: Move your mouse over the various font colors. A live preview of the color will appear in
the worksheet.

e Step 4: Select the font color you want to use.

Formulas Data

Font Color Button

B Automatic

Theme Colors
N EEEENEN

L
|||II|||||

Standard Colors
EE PEEEENE
More Colors Option & More Colors...

Clipboard Font

Font Color List

Note: Your color choices are not limited to the drop-down menu that appears. Select More Colors
at the bottom of the menu to access additional color options.

To Add a Fill Color

e Step 1: Select the cells you want to modify.

e Step 2: Click the drop-down arrow next to the fill color command on the Home tab. The color
menu appears.

e Step 3: Move your cursor over the various fill colors. A live preview of the color will appear in
the worksheet.
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=]

Insert Page Layout Formulas

AN TEg ¥
H-A- ====3
Clipboard Font Theme Colors

e S II“ .
pr 1111

1 Standard Colors
el | fEEEER

13[1] NoFil

¥ More Colors...

o hE
&

More Colors Opntion

o Step 4: Select the fill color you want to use.

To Change Horizontal Text Alignment

Align Left

o Step 1: Select the cells you want to modify. Align Right

e Step 2: Select one of the three horizontal Alignment commands on
the Home tab.

o Align Text Left: Aligns text to the left of the cell.
o Center: Aligns text to the center of the cell. Alignment
o Align Text Right: Aligns text to the right of the cell.

To Change Vertical Text Alignment

o Step 1: Select the cells you want to modify.

e Step 2: Select one of the three vertical Alignment commands on the Home tab.
o Top Align: Aligns text to the top of the cell.
o Middle Align: Aligns text to the middle of the cell.
o Bottom Align: Aligns text to the bottom of the cell.

Align Top

Align Middle

Using Cut, Copy, & Paste
To Copy and Paste Cell Content
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e Step 1: Select the cells you wish to copy.
e Step 2: Click the Copy command (this can also be done by hitting CTRL + C or right clicking in the
cell and choosing the Copy option). The border of the selected cells will change appearance.

E"
Paste %

-

| Clipboard Command

e Step 3: Select the cell or cells where you want to paste the content.

e Step 4: Click the Paste command (this can also be done by hitting CTRL + V C or right clicking in
the cell and choosing the Paste option). The copied content will be entered into the highlighted
cells.

Past =
=2 -

-

| clipboard Command

To Cut and Paste Cell Content

e Step 1: Select the cells you wish to cut.
e Step 2: Click the Cut command (this can also be done by hitting CTRL + X C or right clicking in the
cell and choosing the Cut option). The border of the selected cells will change appearance.

Ho B>

Home Insert Page Lay:

| Clipboard 1~

o Step 3: Select the cells where you want to paste the content.

e Step 4: Click the Paste command (this can also be done by hitting CTRL + V C or right clicking in
the cell and choosing the Paste option). The cut content will be removed from the original cells
and entered into the highlighted cells.
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Insert Tab Basic

Inserting lllustrations

e Step 1: Click the cell where you want to insert the illustration.

e Step 2: On the Insert tab, in the lllustrations group, click the type of illustration you want to add

to your spreadsheet.

Page Layout Formulas

5 EJRNCN 2

ended Table [Hlustrations Add.
ables hé

R

Pictures Online Shapes SmartArt Screenshot
Pictures - - 4

Data Review

n-rl ara

e Step 3: Follow the prompts to insert illustration.

Illustrations

Page Layout Tab Basic

Using Themes

To change the document theme that is applied by default in Word and Excel, select another predefined

document theme or a custom document theme. Document themes that you apply affect the styles that
you can use in your document.

e Step 1: On the Page Layout tab, in the Themes group, click Themes.

H o B--s

Hame Insert Page Layout Farmulas D

sIFYE

Themes Button

Themes

e Step 2: Do one of the following:

o To apply a predefined document theme, under Built-In, click the document theme that
you want to use.

o To apply a custom document theme, under Custom, click the document theme that you
want to use.

Note: Custom is available only if you created one or more custom document themes. For more
information about creating custom document themes, see Customize a document theme below.

e Step 3: If atheme that you want to use is not listed, click Browse for Themes to find it on your
computer or network.
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Working with Margins
Page margins are the blank spaces between the worksheet data and the edges of the printed page. Top
and bottom page margins can be used for some items, such as headers, footers, and page numbers.

To better align a worksheet on a printed page, you can use predefined margins, specify custom margins,
or center the worksheet horizontally or vertically on the page.

e Step 1: On the Page Layout tab, in the Page Setup group, click Margins.

H oS-
File Home Insert Page Layout Farmulas
] Bee 3
— [A]Fonts- A .
Themes Margins Orientation Size  Print  Breaks
- @EFFECE* - = R
Themes Page Setup

e Step 2: Do one of the following:

o To use predefined margins, click Normal, Wide, or Narrow.

o To specify custom page margins, click Custom Margins and then, in the Top, Bottom,
Left, and Right boxes, enter the margin sizes that you want.

o To set header or footer margins, click Custom Margins, and then enter a new margin
size in the Header or Footer box. Setting the header or footer margins changes the
distance from the top edge of the paper to the header or from the bottom edge of the
paper to the footer.

Setting Orientation

e Step 1: On the Page Layout tab, in the Page Setup group, click Orientation
e Step 2: Select between Landscape or Portrait

B o ®=--

File Home Insert Page Layout Orientation Button

j """ Fonts - " . D. .
Themes Margins Ornientation Size P
= @ Effects - - o - A

G q o .
Themes D Portrait Orientation Options
B10 -

A B D Landscape

I - 4
an | aal aol CAE
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Formulas Tab Basic

Inserting a Function
e Step 1: Select the cell you want to add a formula into.
e Step 2: Click on the Insert Function command on the Formulas tab.

H oS-

Home

Insert Page Layout Formulas Data

Excel 2016 Guide: A Complete Overview for Connect Users

Bookl - Excel Haley Piper &

Review View Power Pivot '-:-' Tell me what you want to do

Insert

Function IEl Financial -

bl Recently Used -

Function Library

Insert Function Button R R
EDate&'_Time' M' Manager L1 -Teate =T

e Precedents @ ﬁ

Watch  Calculation
Window = Options =

g 0 Remove Arrows ~ (7

Defined Names Formula Auditing Calculation ~

e Step 3: Select a function from the list from the Insert Function dialog box and then click Ok.

»
Insert Function

(2 o

Search for a function:

click G

Type a brief description of what you want to do and then

| Go I

SUM({num!
Adds all th

Help on this function

Function
Search

e Step 4: Enter the data or cell references into the Function Arguments dialog box and then click

Ok.

r
Function Arguments

SUM

MNumberl

number

Mumber2

Adds all the numbers in a range of cells,

Numberl:

Formula result =

Help on this function

number

Function
Arguments

numberl,number2,... are1 to 255 numbers to sum, Logical values and
text are ignored in cells, included if typed as arguments,

[ ok ][ cancal

e Step 5: The answer will display in the selected cell.

nemsys
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Quick Analysis Tool

H o o @ memeen The Quick Analysis Tool provides you with single-click access to

I o BN ICN  tools that you may use regularly in Excel. These tools include
%

General

e [ ’l"' s« Formatting, Charts, Totals, Tables, and Sparklines.
S u- H- A R
Clipboard = Font 1) Alignment & Number
" . 2 | Name . Step 1: Select the area of info you want to analyze
B e i Step 2: The Quick Analysis Tool will appear. Click on the
—_— A Quick Analysis Tool.
4 |Kathy OR 9 10!
5| a
57 . .
;— Formatting ~ Charts  Totals  Tables  Sparklines QUICk AnaIVSIs TOOI
9]

E ¥ E B B B

DataBars Color.. IconSet Greater.. Text. Clear...

T

e
=B REB

Conditional Formatting uses rules to highlight interesting data.

e Step 3: Choose from the categories provided. In this example | am choosing Charts. Click the
style of chart you would like and it will automatically appear with the data included.

A B c D E F | 6 H | 1 I K
1 Amount1 [Amount2 |
R OUEE S MOHRES,
2 Tom WA 3 4
3 |Mark CA 6|
4 |Kathy OR 9 10|
5_
6 e, Q
7| Chart Title
8 | 2
9
- 10
10|
11| 8
12| 6
13| N
“
157 : .
16 | 0
7] WA A or
18 Tom Mark Kathy
L mAmountl mAmount2
20| O )

Review Tab Basic

Checking Spelling
e Step 1: Select the cells you want to spell check.
e Step 2: Click on the Spelling command from the Review tab.

H - Bookl - Excel Chart Tools ~ Haley Piper &=

File Home Insert Page Layout Farmulas Data View Power Pivot Design Format Q Tellme

ABC Delete 21 Show/Hide Comment | [ Protect Sheet ‘& Protect and Share Workbook
S { Th "_ Show All Comments ’F‘ Pratect Workbook Allow Users to Edit Ranges
pelling Thesaurus
Accessibili spe Ing BUtton Show Ink mshareWorkbook F}Track Changes ~
Proofing Accessibility | Insights | Language Comments Changes Y

e Step 3: The Spelling dialog box will open. From the Spelling dialog box, you can review and edit
any misspelled words.
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View Tab Basic

Full Screen
View Full Screen

e Step 1: Click on the Full Screen Button on the View Hide the Ribbon. Click at the top

| of the application to show it.
tab. |
BBy ] ’E Show Tabs
e Step 2: Click the top of the page to make the Ribbon de BB wi Show Ribbon tabs only. Click a
tab to show the commands.
- N
re-appear — | Show Tabs and Commands
~ | Show Ribbon tabs and
. . commands all the time.
File Tab Basic

L U T A T (3] =T

Saving a Workbook
Using the Save As Option

Save As allows you to choose a name and location for your workbook. Use it if you are saving a

workbook for the first time or if you want to save a different version of a workbook while keeping the
original.

e Step 1: Click the File tab.
e Step 2: Select Save As.

Protect
Workhas

Save As Option

e Step 3: The Save As dialog box will appear. Select the location where you wish to save the
workbook.

e Step 4: Enter a name for the workbook and click Save.

@ Micosoftbcel | Documents

Includes: 2 locatior
¢ Favorites

Type a File Name

WPL1/2014 911 A
5/29/2014 831 A
5/30/2014 3:41 A

Click Save when Done

Save as type: Excel Workbook

Authors: Haley Piper Tags: Add atag Title: Add a title
[ Save Thumbnail

4 Hide Folders Tools  ~

Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com 32
nemsys



/

nemsys

Excel 2016 Guide: A Complete Overview for Connect Users

Using the Save Command

e Step 1: Click the Save command on the Quick Access Toolbar (You can also hit CTRL + S).

%

Calibri (Body) - 10
Egy ~
Paste
o B I U~

Clipboard = Font
e Step 2: The workbook will be saved in its current location with the same file name.

Note: If you are saving for the first time and select Save, the Save As dialog box will appear.

Save Workbook to the Web

Saving to the Web keeps your work in a secure place that you always have access to.

e Step 1: Click File to take you into the backstage view and click on Save As.
e Step 2: Click Add a Place.

e Step 3: Under Add a Place, click either Office 365 (if you have a SharePoint account) or OneDrive

Bookl - Excel Haley Piper 7 = [m] x
o OneDrive - Nemsys OneDrive - Nemsys
'
hpiper@nemsys.com Enter file name here
Excel Workbook (*xls) -
@ Sites - Nemsys More options...
hpiper@nemsys.com
#& OneDrive Name 1 Date modified
T . Attachments 5/2/2017 3:45 PM
E:I This PC
=
Forms 5/16/2016 5:58 AM
= Add aPlace

Publish

Close Browse

Account

Feedback

Options

e Step 4: Click Microsoft Account to sign in with your Microsoft account.
e Step 5: Enter your Microsoft Account and Password and click Sign In.

Note: If you have Hotmail, Messenger, or Xbox Live, you have a Microsoft account.

e Step 6: Once you have signed in, your OneDrive will show up under Places. Click on it and then
under Recent Folders, pick your OneDrive Documents folder.
e Step 7: Type a name for your file and click Save.

/ e o
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Opening a Workbook
e Step 1: Click the File tab. This takes you to Backstage view.
e Step 2: Select Open. Select from Recent Workbooks, OneDrive, or Computer. Then choose a

folder. The Open dialog box appears.

Shared with Me

6 E)neDnve - Nemsys
piper@nemsys.com

Sites - Nemsys
hpiper@nemsys.com

e Step 3: Select your desired workbook and then click Open.

) [[H » Libranies » Documents »
Oganize > Newfolder

I Moot Documents library
Incldes: 2locaions

Click Open after

Choosing File

Creating a Workbook
e Step 1: Click the File tab. This takes you to Backstage view.
e Step 2: Select New.
e Step 3: Select Blank workbook template. A new, blank workbook appears.

Bookl - Excel Haley Piper 7 - u] X

New
‘ Search for online templates
Blank Workbook

Suggested searches:  Business  Personal  Industry  Financial Management
Save As ~
Print m 5 -

1 I
S A : - My Cashflow
B 3 k
; Take a | I
Publish 5 I I
. 1 | g o
Close 7
Blank workbook Welcome to Excel Cashflow analysis
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Templates

When you open Excel 2016 you are presented with many different Templates to choose from. They did
all the work so all you must do is input your data. Simply scroll through and click on the one that best fits
your needs and a new workbook will open.

Bookl - Excel Haley Piper 7 — ) 20

New

| Search for online templates Fel

Suggested searches:  Business Personal Industry Financial Management  Lists Logs Calculator

Save As =
. 1 |
- - y > My Cashilow Template Options
: Take a | I -
5
Publish . tou r 1 I I I I ] '
Close 7
Blank workbook Welcome to Excel Cashflow analysis
Account
Feedback
Email Insights .
Options - Stock Analysis My Calendar
— o= |
=EEH= R
AL, ] | R =
Email Insights Stock symbols comparison Calendar insights

X g X g -=—===-MW§' O e
) [x Y
— [ | e
el < B
] - -
Pracess Map for Cross-Function... Pracess Map for Basic Flowchart Academic calendar (any year)
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Printing from Backstage View

Excel 2016 Guide: A Complete Overview for Connect Users

In previous versions of Excel, there was a Print Preview option that allowed you to preview and modify
the workbook before printing. You may have noticed that this feature seems to be gone in Excel 2010. It
has not disappeared; it has just been combined with the Print window to create the Print pane, which is

in Backstage view.

To View the Print Pane

e Step 1: Click the File tab. This takes you to Backstage view.
e Step 2: Select Print. The Print pane appears, with the print settings on the left and the Print

Preview on the right.

To Print Active Sheets

If you have multiple worksheets in your workbook, you will need to decide if you want to print the
whole workbook or specific worksheets. Excel gives you the option to Print Active Sheets. A worksheet is

considered active if it is selected.

e Step 1: Select the worksheets you want to print. To print multiple worksheets, click on the first
worksheet, hold down the Ctrl key, then click on the other worksheets you want to select.

e Step 2: Click the File tab.

e Step 3: Select Print to access the Print pane.
e Step 4: Select Print Active Sheets from the print range drop-down menu.

Settings

Only print the active sheets

L]

B

Print Active Sheets
Only print the active sheets h

|  Print Entire Workbook

Print the entire workbook

Print Selection

i Only print the current selection

Selecting the Print Active Sheets command

e Step 5: Click the Print button.

e
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To Print the Entire Workbook

e Step 1: Click the File tab.

Excel 2016 Guide: A Complete Overview for Connect Users

e Step 2: Select Print to access the Print pane.

e Step 3: Select Print Entire Workbook from the print range drop-down menu.

Settings

[

L
i

Print Active Sheets

Only print the active sheets
Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

Ignore Print Area

Selecting the Print Entire Workbook command

e Step 4: Click the Print button.

To Print a Selection, or Set the Print Area

e Step 1: Printing a selection (sometimes called setting the print area) lets you choose which cells

to print, as opposed to the entire worksheet.

e Step 2: Select the cells that you want to print.

e Step 3: Click the File tab.

e Step 4: Select Print to access the Print pane.

e Step 5: Select Print Selection from the print range drop-down menu.

Settings

i

e
i

Print Active Sheets
Only print the active sheets

Print Entire Workbook

Print the entire workbook
Print Selection

Only print the current selection

Ignore Print Area

Selecting the Print Selection command

e Step 6: You can see what your selection will look like on the page in Print Preview.

e Step 7: Click the Print button.
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To Change Page Orientation

Change the page orientation to Portrait to orient the page vertically or Landscape to orient the page
horizontally. Portrait is useful for worksheets needing to fit more rows on one page, and Landscape is
useful for worksheets needing to fit more columns on one page.

e Step 1: Click the File tab.
e Step 2: Select Print to access the Print pane.

e Step 3: Select either Portrait Orientation or Landscape Orientation from the orientation drop-
down menu.

D Portrait Orientation -

D Portrait Orientation
D Landscape Orientation

Orientation drop-down menu

To Fit a Worksheet on One Page

e Step 1: Click the File tab.
e Step 2: Select Print to access the Print pane.
e Step 3: Select Fit Sheet on One Page from the Scaling drop-down menu.

[[Y  NoScaling
[Cao  Print sheets at their actual size

No Scaling
Print sheets at their actual size

Fit Sheet on One Page
3[1¢  Shrink the printout so that it fits
on one page

Fit All Columns on One Page
Shrink the printout so that it is
one page wide

o, Fit All Rows on One Page
9 Shrinkthe printout so that it is
™ onepagehigh

Custom Scaling Options...

Selecting the Fit Sheet on One Page command

e Step 4: Your worksheet is reduced in size until it fits on one page. Remember that if it is scaled
too small it might be difficult to read.

To Modify Margins While in Print Preview

The margins of your worksheet may need to be adjusted to make data fit more comfortably on the
printed page. You can adjust the margins in Print Preview.

e Step 1: Click the File tab.

e Step 2: Select Print to access the Print pane.

e Step 3: Click on the Show Margins button. Your margins will appear.

e Step 4: Hover your mouse over one of the margin markers until the double arrow appears.
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e Step 5: Click and drag the margin to your desired location.
e Step 6: Release the mouse. The margin is modified.

Printing from the Ribbon
Set Print Area

If you find yourself often printing from the same section of a worksheet you can set a print area for that
section. This way, when you print your worksheet only that section will print.

e Step 1: Select the cells you want to print. If you want to set multiple areas hold Ctrl and click the
areas you want to print. Each area will print to its own page.

e Step 2: Click the Page Layout tab and in the Page Setup group click Print Area.

e Step 3: Click View and Page Break Preview to see the print area and make sure you have
selected what you want.

H - B = Bookl -
File Home Insert Page Layout Formulas Data Review
. DN L |
] M [ B & g
o 5 D s =
Themes Margins Orientation Size  Print Breaks Background Print
- @ Effects - - < < Area~ - Titles
Themes Page Setup [P
Add Cells to Print Area

e Step 1: Select the cells that you want to add to the print area.
e Step 2: Click the Page Layout tab and click Print Area in the Page Setup group.
e Step 3: Click Add to Print Area from the drop-down menu.

HS & ®5--

File Home  Insert [ESCTSEVENEN Formulas  Data  Reyi

o Eeeer 2%

Themes Margins Orientation Size | Print  Brezks Background
. [@]estects- = o - e ?
Themes Pag [5, Set Print Area
o . % || Nam _ CleerPrint Area
Add to Print Area
A E c D R
Clear Print Area

e Step 1: Click anywhere in your worksheet
e Step 2: Click the Page Layout tab and in the Page Setup group click Print Area.
e Step 3: From the dropdown menu click Clear Print Area

(NP Formulas  Data  Rev

I I B - el By i 0res
[a) Meoes- - [AX 1 U a
. _A]Fonl'.' b=
Themes — Margins Orientation Size  Print ks Background
- [Otffects~ . v ~  Area~
Themes Pag ,-L Cet Drans Aras
Al » S Nan Clear Print Ares
Add to Print Area
A B C D c r

e
% Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys

39



Excel 2016 Guide: A Complete Overview for Connect Users

How-To Intermediate: Exploring More with Excel

Intermediate Fundamentals

Drag & Drop Cells
A single cell or multiple cells can be moved on the spreadsheet simply by dragging the selected text.

e Step 1: Select the cells that you wish to move.
e Step 2: Position your mouse on one of the outside edges of the selected cells. The mouse
changes from a white cross to a black cross with 4 arrows.

§1,799.00 >
$200.00)
]
1y

ag & Drop

e Step 3: Click and drag the cells to the new location.
o Step 4: Release your mouse and the cells will be dropped there.

Using the Fill Handle

The Fill Handle has many uses. Instead of entering data manually on a worksheet, you can use the Auto
Fill feature to fill cells with data that follows a pattern or that is based on data in other cells. It can be
used to copy data, copy formulas, add pre-set list of data to spreadsheets, and add a series of numbers
as well.

e Step 1: Select the cell or cells containing the content you want to use. You can fill cell content
either vertically or horizontally.
e Step 2: Position your mouse over the fill handle so that the white cross becomes a black cross.

Office Christmas Party

Employee Attending Mot Attending
Peraza, Brian x

Swensen, Liz X

Harris, Jane

X
|Lewty, Alice |>c +|_

Olvera, Emily K,

SaIter, JOEanm

e Step 3: Click and drag the fill handle until all the cells you want to fill are highlighted.
e Step 4: Release the mouse and your cells will be filled.

—
—
e —~—
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(V9]
o w | m | x

Fill formulas into adjacent cells

o Step 1: Select the cell that contains the formula that you want to fill into adjacent cells.

e Step 2: Drag the fill handle —1i across the cells that you want to fill.

.
e Step 3: To choose how you want to fill the selection, click Auto Fill Options ", and then click
the option that you want.

Fill in a series of numbers, dates, or other built-in series items

Using the fill handle, you can quickly fill cells in a range with a series of numbers or dates, or with a
built-in series for days, weekdays, months, or years.

e Step 1: Select the first cell in the range that you want to fill.

e Step 2: Type the starting value for the series.

o Step 3: Type a value in the next cell to establish a pattern. For example, if you want the series 1,
2,3,4,5..., type 1 and 2 in the first two cells. If you want the series 2, 4, 6, 8..., type 2 and 4. If
you want the series 2, 2, 2, 2..., you can leave the second cell blank.

a—
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More examples of series that you can fill
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When you fill a series, the selections are extended as shown in the following table. In this table, items
that are separated by commas are contained in individual adjacent cells on the worksheet.

INITIAL SELECTION
1,23

9:00

Mon

Monday

Jan

Jan, Apr
Jan-07, Apr-07
15-Jan, 15-Apr
2007, 2008
1-Jan, 1-Mar

Qtr3 (or Q3 or Quarter3)

textl, textA
1st Period
Product 1

EXTENDED SERIES
4,5,6...

10:00, 11:00, 12:00...

Tue, Wed, Thu...

Tuesday, Wednesday, Thursday...
Feb, Mar, Apr...

Jul, Oct, Jan...

Jul-07, Oct-07, Jan-08...
15-Jul, 15-Oct...

2009, 2010, 2011...
1-May, 1-Jul, 1-Sep...
Qtr4, Qtrl, Qtr2...

text2, textA, text3, textA...
2nd Period, 3rd Period...
Product 2, Product 3...

e Step 4: Select the cell or cells that contain the starting values.

e Step 5: Drag the fill handle C—1L across the range that you want to fill. To fill in increasing
order, drag down or to the right. To fill in decreasing order, drag up or to the left.

Flash Fill

If you need enter a large amount of information with a unique Format, the Flash Fill tool will do it for
you. The Flash Fill tool was introduced in Excel 2013 and using it along with Auto Fill will save you a ton

of time.
D3 = X v Kk Michael F Arco
A B i€ D
1 Last Name|Middle Initial [First Name |Name
2 Aiken|G Shirley Shirley G Aiken
3 Arcol|F Michael  |Michael FArco|
4 Bixby|E Peter
5 Booth|D Brooke
5] Carr|C Tammy
7 | Chiasson|B Charles
8 Chung|M Wesley
9 | Churchill|N Dorothy
10 Collette|G Shannon
11 | Grabelski|J Edwin
12 Hager|T Wayne

13

L nemsys

e Step 1: In this example, we will use flash fill to complete
the Name section of the spread sheet. Begin by typing the
complete name in cell D2.

e Step 2: Continue to cell D3 when you begin typing the
name Excel will recognize the pattern and fill in the rest of
the names for you.

e Step 3: If you want to complete the column just hit the
down arrow key and the information will populate.

Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com

42



Excel 2016 Guide: A Complete Overview for Connect Users

Working with Worksheets

When you open an Excel workbook, there are three worksheets by default. The default names on the
worksheet tabs are Sheetl, Sheet2 and Sheet3. To organize your workbook and make it easier to
navigate, you can rename and even color-code the worksheet tabs. Additionally, you can insert, delete,
move, and copy worksheets.

To Rename Worksheets

e Step 1: Right-click the worksheet tab you want to rename. The worksheet menu appears.
e Step 2: Select Rename.

Insert...

b

Delete

Rename

Move or Copy..
(TJ View Code
E‘ Protect Sheet...

Tab Celor 3

Rename .
Hide

Option

Select All Sheets

Sheetl )

o Step 3: The text is now highlighted by a black box. Type the name of your worksheet.
e Step 4: Click anywhere outside of the tab. The worksheet is renamed.

To Insert New Worksheets

e Step 1: Click on the Insert Worksheet icon. A new worksheet will appear.

| Sheetl | Sheet2 o)

Note: You can change the setting for the default number of worksheets that appear in Excel
workbooks. To access this setting, go into Backstage view and click on Options.

S N
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To Delete Worksheets

Worksheets can be deleted from a workbook, including those that contain data.

e Step 1: Select the worksheets you want to delete.
e Step 2: Right-click one of the selected worksheets. The worksheet menu appears.
o Step 3: Select Delete. The selected worksheets will be deleted from your workbook.

Insert...
[ Delete
Rename
Move or Copy...
Qi View Code
7 Protect Sheet...
Tab Color 3

Hide

Select All Sheets =
Sheetl Sheet2 w

To Move a Worksheet

e Step 1: Click on the worksheet you want to move. The mouse will change to show a small
worksheet icon.

e Step 2: Drag the worksheet icon until a small black arrow appears where you want the
worksheet to be moved.

e Step 3: Release your mouse and the worksheet will be moved.

Color-code Worksheet Tabs

You can color worksheet tabs to help organize your worksheets and make your workbook easier to
navigate.

e Step 1: Right-click the worksheet tab you want to Tab Color
color. The worksheet menu appears. . :E:E Option
e Step 2: Select Tab Color. The color menu appears. Bename
e Step 3: Select the color you want to change your tab. - f::_ecccr(ic'y’:"‘ S
e Step 4: The tab color will change in the workbook. If BT protect Sheet..
your tab still appears white, that is because the E?::DI‘" ’ il Illlllll
worksheet is still selected. Select any other worksheet Standard Colors
) HE EEEER
tab to see the color change. | Sheet2 ey ot ] Mo Colr b

we  More Colors..

/ e o
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Customizing the Quick Access Toolbar

The Quick Access Toolbar is located above the Ribbon, and it lets you access common commands no
matter which tab you are on. By default, it shows the Save, Undo, and Repeat commands. You can add
other commands to make it more convenient for you.

To Add Commands to the Quick Access Toolbar:

e Step 1: Click the drop-down arrow to the right of the Quick Access Toolbar.
e Step 2: Select the command you wish to add from the drop-down menu. To choose from more
commands, select More Commands.

Customize Quick Access Toolbar

MNew

Open
Customize [
Quick Ernail |
Access Quick Print
Toolbar Print Preview and Print
Spelling |
] v Undo
m + Redo

Sort Ascending

Sort Descending
Teuch/Mouse Mode
— More Commands...

m Show Below the Ribbon

(U= DNl « BRI NI+ I, B O AR R N R S
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Formatting Tables

Just like regular formatting, tables can help to organize your content and make it easier for you locate
the information you need. To use tables effectively, you'll need to know how to format information as a
table, modify tables, and apply table styles.

To Format Information as a Table

e Step 1: Select the cells you want to format as a table. In this example, an invoice, we will format
the cells that contain the column headers and the order details.

A B C D
1 M . Date: 11/13/10
2 Oﬂgﬂiﬁ’/jﬁ Invoice #:  145-10
3 ARTISAN PASTA INVOICE Customer:  Café Aurora
4 |Quantity Description Unit Price Line Total
5 5 Fettuccini, Black Bean Flavor 512.00 560,00
6 7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 $90.00
a8 6 Penne, Roasted Red Pepper Flavor 514.00 584,00
9 3 Penne, Massaman Curry Flavor 514.00 $42.00
10 4 Penne, Wild Mushroom Flavor 515.00 560.00
11

e Step 2: Click the Format as Table command in the Styles group on the Home tab.

E% Conditional Formatting -

@Fnrmat as Table - >

[ Cell Styles~
Styles

o Step 3: Alist of predefined table styles will appear. Click a table style to select it.

o Foe - ©-o4- [
Light
———— @l = —— -]

e Step 4: A dialog box will appear, confirming the range of cells you have selected for your table.
The cells will appear selected in the spreadsheet, and the range will appear in the dialog box.
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e Step 5: If necessary, change the range by selecting a new range of cells directly on your
spreadsheet.

e Step 6: If your table has headers, check the box next to My table has headers.

1 Date: 11/13/10

2 Invoice #: 145-10

3 N INVOICE Customer:  Café Aurora
4 JQuantity  Description Unit Price Line Total

5 5 Fettuccini, Black Bean Flavor $12.00 $60.00
5] 7 Fettuccini, Sypdriad Tamata Elauae, . 10.00 570.00'
7 9 Fettuccini, Fﬂmatﬁﬂabi (-8 10.00 $90.00,
8 6 Penne, Roast| Where is the data for your table? 14.00 58401]
9 3 Penne, Massd, =5451:5D510] 14.00 542,00
10 4 Penne, Wil 15.00 $60.00
11 DMytable has headers

12|

13' [ OK ] ’ Cancel ]

14

e Step 7: Click OK. The data will be formatted as a table in the style that you chose.

1 Date: 11/13/10

2 Invoice #: 145-10

3 \ INVOICE Customer:  Café Aurora
4 | Quantity - |Description - | Unit Price | ~ |Line Total |~
5 | 5 Fettuccini, Black Bean Flavor 512.00 560.00
& 7 Fettuccini, Sundried Tomato Flavor 510.00 $70.00
7 9 Fettuccini, Thai Basil Flavor $10.00 $90.00
g 6 Penne, Roasted Red Pepper Flavor 514.00 584.00
9 | 3 Penne, Massaman Curry Flavor 514.00 $42.00
10 4 Penne, Wild Mushroom Flavor 515.00 $60.00,
11

To Add Rows or Columns

e Step 1: Select any cell in your table. The Design tab will appear on the Ribbon.

e Step 2: From the Design tab, click the Resize Table command.

e Step 3: Directly on your spreadsheet, select the new range of cells that you want your table to
cover. You must select your original table cells as well.

e Step 4: Click OK. The new rows and/or columns will be added to your table.

To Change the Table Style

.
e Step 1: Select any cell in your table. The Design tab will appear. ek :1.,

e Step 2: Locate the Table Styles group. Click the Quick Styles drop-down ~ © '
to see all the table styles.
e Step 3: Hover the mouse over the various styles to see a live preview.

e Step 4: Select the desired style. The table style will appear in your
worksheet.

e
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To Change the Table Style Options

When using an Excel table, you can turn various options on or off to change its appearance. There are six
options: Header Row, Total Row, Banded Rows, First Column, Last Column, and Banded Columns.

Step 1: Select any cell in your table. The Design tab will appear.

Step 2: From the Design tab, check or uncheck the desired options in the Table Style Options
group.

Table Tools Haley Pipe

Power Pivot

Header Row  [] First Column Filter Button

[ Total Row [] Last Calumn
Banded Rows [ | Banded Columns

Table Style Options
Home Tab Intermediate

Setting Column Widths & Row Heights
Set a column to a specific width

e Step 1: Select the column or columns that you want to change.
e Step 2: On the Home tab, in the Cells group, click Format.
Ho @\ -

Bookl - Excel Ta

Haley Piper = =

Insert

Page Layout Formulas Data

Review View Power Pivot Design Q Tell me what you want to do
C T S Calibri S -l a - %Conditional Formatting ~ E‘“Inser‘t - > étv
. D Egy - Format Button QFormat as Table = E" Delete ~ m - P
aste - - - [
. ¥ B H = ) g (] Format~ & -
Clipboard s Font [F] Alignment i MNumber T Styles Cells Editing L
L]

Step 3: Under Cell Size, click Column Width.
[ )

Step 4: In the Column width box, type the value that you want.

Set a row to a specific height

e Step 1: Select the row or rows that you want to change.

Step 2: On the Home tab, in the Cells group, click Format.

Bookl - Excel Table Tools

Haley Piper = =

Insert Page Layout Formulas Data

Review View Power Pivot Design Q Tell me what you want to do
"D 3% Calibri i - A - %Conditional Formatting ~ E‘“Inser‘t - > étv
Em - L] GFormat as Table - E" Delete ~ E - P~
Past == Format Button el
Ev ¢ - B I U H O &1 Format~ & -
Clipboard T Font [F] Alignment i MNumber T Styles Cells Editing Pl
e Step 3: Under Cell Size, click Row Height.
[ ]

Step 4: In the Row height box, type the value that you want.
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Wrapping Text and Merging Cells

If a cell contains more text than can be displayed, you can choose to wrap the text within the cell or
merge the cell with empty, adjoining cells. Wrap text to make it display on multiple lines of the cell.
Merge cells to combine adjoining cells into one larger cell.

To Wrap Text

e Step 1: Select the cells with text you want to wrap.

A B C D E F G H I J
1
2
3
4 | |Too much te_lxt can make a spreadsheet look weird unless you know how to merge cells or wrap text

5

e Step 2: Select the Wrap Text command on the Home tab.

- B

Alignment M

e Step 3: The text in the selected cells will be wrapped in your worksheet.

A B C
1
2
3
Too much text can make a
spreadsheet look weird unless
you know how to merge cells or
4 wrap text
5
&
i

S N
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To Merge Cells Using the Merge & Center Command

Select the cells you want to merge together.

' B | C | D | E
My Clients
Kathy Bates 894 Vine Ave. Bowling Green, UR Header in
Chris Stevens 1408 Hollywood Court Cygnet, OH Sing|e Cell

Barry Flanders 847 n. View 5t Toledo, OH

Select the Merge & Center command on the Home tab.

‘?ﬁ;ﬂ"'

Merge &

Center Button

Alignment P
The selected cells will be merged and the text will be centered.

A

B | c | D E
| 8 |
| 9 | My Clients
| 10| loe Blow 1235 5. View St Toledo, O
|11 | Kathy Bates 894 Vine Ave. Bowling Green, O Header in
|12 | Chris Stevens 1408 Hollywood Court Cygnet, OH
|13 Barry Flanders 847 n. View St Toledo, OH Merged Cells
14

Note: If you change your mind, re-click the Merge & Center command to unmerge the cells.

Using Borders
e Step 1: Select the cells you want to modify.

Step 2: Click the drop-down arrow next to the Borders command on the Home tab. The border
drop-down menu appears.

Page Layout Form
e
B E?'E Calibr . Border Button
E@ -

Paste

-

~

Clipboard & r, Borders

Bottom Border
B2 -
Top Border
Left Border

Right Border

A | B

I

Mo Border

e Step 3: Select the border style you want to use.

Note: You can draw borders and change the line style and color of borders with the Draw Borders
tools at the bottom of the Borders drop-down menu.
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Hide/Unhide

At times, you may want to compare certain rows or columns without changing the organization of

Excel 2016 Guide: A Complete Overview for Connect Users

your worksheet. Excel allows you to hide rows and columns as needed. In our example, we'll hide

columns C and D to make it easier to compare columns A, B, and E.

e Step 1: Select the column(s) or row(s) you
want to hide, right-click the mouse, then

select Hide from the formatting menu.

Vo N o E W N e

= [
LR B RKESB

First Name Last

Amanda
Tricia
Josefina
Rodney
Leigh
Mark
Mildred
Dwayne
Bonnie
Eva
Carol
Leola
Annie
Joe

e Step 2: The columns/rows will be hidden. The green

column line indicates the location of the hidden

columns

To unhide the columns, select the columns to

the left and right of the hidden columns/rows (in other

words, the columns on both sides of the hidden

columns/rows).

e Step 4: Right-click the mouse, then

select Unhide from the formatting menu. The hidden

columns/rows will reappear.

CIENIE- ST NP Ve

10

12
13
14

16

L nemsys

N

First Name
Amanda
Tricia
Josefina
Rodney
Leigh
Mark
Mildred
Dwayne
Bonnie
Eva

Carol
Leola
Annie
Joe
Josephine

|

B E -
Last Name |Position(s) * cut
Ryan pitcher, Second E2 Copy
Matthews Catcher Paste Options:
Woodard Qutfield
Ross First base
Dizon Third base
Grant Shortstop Insert
Persinger First base, pitcht Delete
Patnode DH -
Benjamin  Second base Clear Centents
Ramer Right field Format Cells...
T il Ere Column Width..
McNew  Pitcher
Muro Second base Hide
Rodriguez Third base Unhide k

Carter Qutfield, catcher 1

B C

2 I x

Cell Phone |Street Address
Ryan 513-555-4477 800 Round Table |

Ea

Matthews |808-555-6337 4721 Arron Smith
Woodard |714-555-4506 2152 Liberty Aver

Ross 310-555-8862
Dizon 607-555-7816
Grant 914-555-3592
Persinger |601-555-0175
Patnode |205-555-3783
Benjamin |502-555-1212
Ramer 805-555-8514
Pena 571-555-0704
McNew 580-555-8177
Muro 502-555-0130
Rodriguez | 781-555-9659

First Name
Amanda
Tricia
Josefina
Rodney
Leigh

Mark
Mildred
Dwayne
Bonnie

W0 =l o b W R

=
= o

Eva

(=Y
[

Carol
Leola

25

Annie

=
w

Joe

3503 Prospect Val
1483 Frosty Lane
1663 Taylor Stree
3329 Washington
1736 Broad Streed
2937 Earnhardt Dt
232 Timber Oak D

4072 Melm Street
2182 Cody Ridge | Hide
1001 Cerullo Roac Unhide
9 Tenmile Road IThird base
] E
Last Position(s)
Ryan Pitcher, Second base

Cut
Copy

Paste Options:

Inzert

Delete b
Clear Contents
Eormat Cells...

Column Width...

Matthews |Catcher
Woodard |Outfield

Ross First base
Dizon Third base
Grant Shortstop

Persinger |First base, pitcher

Patnode |DH

Benjamin |Second base
Ramer Right field

Pena Third Base
Pitcher
Second base
R Third base
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Formatting Numbers & Dates

One of the most useful features of Excel is its ability to format numbers and dates in a variety of ways.
For example, you might need to format numbers with decimal places, currency symbols (S), percent
symbols (%), etc.

To Format Numbers and Dates

e Step 1: Select the cells you want to modify.

e Step 2: Click the drop-down arrow next to the Number Format command on the Home tab.

Bookl - Excel Haley Piper [l
Review View Power Pivot @ Tell me what you want to do
&D <;{> I EED m s, eneral -
Em - $-% >
Paste R - .
- ¥ o 0 ? Cell Styles ~ B Format - =
Clippboard = Font ] Alignment ] Mumber ] Styles Cells Editing -

e Step 3: Select the number format you want. For some number formats, you can then use the
Increase Decimal and Decrease Decimal commands (below the Number Format command) to
change the number of decimal places that are displayed.

Conditional Formatting

Conditional formatting applies one or more rules to any cells that you want. An example of a rule might
be "If the value is greater than 5,000, color the cell yellow." By applying this rule to the cellsin a
worksheet, you'll be able to see at a glance which cells are over 5,000. There are also rules that can mark
the top 10 items, all cells that are below the average, cells that are within a certain date range, and
many more.

To Create a Conditional Formatting Rule

o Step 1: Select the cells that you want to add the formatting to.

e Step 2: In the Home tab, click the Conditional Formatting command. A drop-down menu will
appear.

e Step 3: Select Highlight Cells Rules or Top/Bottom Rules. We will choose Highlight Cells Rules for
this example. A menu will appear with several rules.

e Step 4: Select the desired rule (Greater Than, for example).

General  -| EZjConditional Formatting~ &= Insert ~ 2+ 47~
$-% >
. ighigheCetsRues » || Greater Than-.
tumber B ’_T| Top/Bottom Rules  + ’_—| Less Than...
[<]
. boatas+ FA peeen.

Color Scales » Equal To...
- =

3 Text that Contains...
I

A Date Occurring...
3 =] *

I:l Duplicate Values.

More Rules...
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e Step 5: From the dialog box, enter a value in the space provided, if applicable. In this example,
we want to format cells that are greater than $5,000, so we'll enter 5000 as our value. If you
want, you can enter a cell reference instead of a number.

e Step 6: Select a formatting style from the drop-down menu.

Greater Than [ @J—Jﬁ
Format cells that are GREATER THAN:
5000| with | Yellow Fill with Dark Yellow Text [ ]
[ OK ] [ Cancel ]

e Step 7: The formatting will be applied to the selected cells.

$9,355.00 $1,100.00 $10,185.00 $18,749.00
$6,702.00 $2,116.00 $13,452.00 $8,046.00
$4,415.00 $1,089.00 $4,404.00 $20,114.00
$11,601.00 $1,122.00 $3,170.00  $10,733.00
$3,726.00 $1,135.00 $8,817.00 $18,524.00
$9,007.00 $2,113.00 $13,090.00 $13,953.00
$4,505.00 $1,024.00 $3,528.00 $15,275.00
$3,973.00 $1,716.00 $4,839.00 $13,085.00

To Use Preset Conditional Formatting

Excel has several presets that you can use to quickly apply conditional formatting to your cells. They are
grouped into three categories:

Data Bars are horizontal bars added to each cell, much like a bar graph.

Color Scales change the color of each cell based on its value. Each color scale uses a two or
three color gradient. For example, in the Green - Yellow - Red color scale, the highest values are
green, average values are yellow, and the lowest values are red.

Icon Sets add a specific icon to each cell based on its value.

e Step 1: Select the cells you want to add the formatting to.

e Step 2: In the Home tab, click the Conditional Formatting command. A drop-down menu will
appear.

e Step 3: Select Data Bars, Color Scales or Icon Sets (Data Bars, for example). Then, select the
desired preset.

e Step 4: The conditional formatting will be applied to the selected cells.
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Remove Conditional Formatting Rules

e - Conditional Formatting ~ I LD IRE-1 29
e Step 1: Select the cells that have conditional R concenel Forveeg Em;::e |- 5.
formatting. Highlight Cells Rules > & Fomat~ | &
. oy e (r] Cell Editil A
e Step 2: In the Home tab, click the Conditional Top/Bottom Rules > |~ o
Formatting command. A drop-down menu will Data Bars v y y §
appear. T
pp E] Color Scales 3
e Step 3: Select Clear Rules.
. I 5
e Step 4: A menu will appear. You can choose to feonsets ’
clear rules from the Selected Cells, Entire Sheet, E] Mew e | |
. . . [7 Clear Rules L4 Clear Rules from Selected Cells
Thls Table’ or Thls PIVOtTabIe' E Manage Rules... Clear Rules from Entire Sheet
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Sorting Data

Sorting is a common task that allows you to change or customize the order of your spreadsheet data.
For example, you could organize an office birthday list by employee, birthdate, or department, making it
easier to find what you're looking for. Custom sorting takes it a step further, giving you the ability to sort
multiple levels (such as department first, then birthdate, to group birthdates by department), and more.

To Sort in Alphabetical Order

e Step 1: Select a cell in the column you want to sort by.
e Step 2: Select the Data tab, and locate the Sort and Filter group.
e Step 3: Click the ascending command sort ascending to Sort A to Z, or the descending command

sort ascending to Sort Zto A.

Bookl - Excel Haley Piper @

Dara | arennt Formulas Review View Power Pivot Q Tell me what you want to do ,5;:.";. Share

Clear ~ [E B
2l Y oy | B2 gy
Get External %l Sort E AEappi R .

Data - Query - I:b('E'R
Get & Transform

Connections Sort & Filter Data Tools

e Step 4: The data in the spreadsheet will be organized alphabetically.

To Sort in Numerical Order

e Step 1: Select a cell in the column you want to sort by.

e Step 2: From the Data tab, click the ascending command sort ascending to Sort Smallest to
Largest, or the descending command sort ascending to Sort Largest to Smallest.

e Step 3: The data in the spreadsheet will be organized numerically.

To Sort by Date or Time

e Step 1: Select a cell in the column you want to sort by.

e Step 2: From the Data tab, click the ascending command sort ascending to Sort Oldest to
Newest, or the descending command sort ascending to Sort Newest to Oldest.

e Step 3: The data in the spreadsheet will be organized by date or time.

To Sort in the Order of Your Choosing

You can use a Custom List to identify your own sorting order, such as days of the week, or, in this
example, t-shirt sizes from smallest to largest (Small, Medium, Large, and X-Large).

e Step 1: From the Data tab, click the Sort command to open the Sort dialog box.

H - B- s Bookl - Excel Haley Piper [ - (m]

File Home  Insert Page Layout Formulas Review  View Power Pivot Q Tell me what you want to do 5 Share|

B | e e ctions a] Y Fl‘\ll EI"EI EI‘ Bo D @ =5}
e Sort Button TR SR LR et oo |
hns Sort & Filter Data Tools Forecast -~
S N
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e Step 2: Identify the column you want to Sort by clicking the drop-down arrow in the Column

field. In this example, we will choose T-Shirt Size.

s B
Sort =~
"-";1 Add Level ” >< Delete Level ” 55 Copy Level ] - ’ Options. .. ] My data has headers

Column Sort On Order
Sertby | T-shirt Size [=] |values =] Atz [=]
Homeroom #
First Name
Last Mame
Payment
T-Shirt Color
T-Shirt Size L\\
[ OK ] [ Cancel

e Step 3: Make sure Values is selected in the Sort On field.

e Step 4: Click the drop-down arrow in the Order field, and choose Custom List...
“sort =)
'”’gladd Level ” >( Delete Level ” 53 Copy Level ] 3 ’ Options... ] My data has headers
Column Sort On Order
Sortby  T-shirt Size [=] values [=] Atz (=]
AtoZ
ZtoA
[ oK ] [ Cancel ]
.

Step 5: Select NEW LIST, and enter how you want your data sorted in the List entries box. We
will sort t-shirt sizes from smallest to largest.

e Step 6: Click Add to save the list, then click OK.

2 Bl
Custom Lists M
Custom Lists

Custom lists: List entries:

MEW LIST -
Sun, Mon, Tue, Wed, Thu, Fri, £ Medium
Sunday, Monday, Tuesday, Wet Large

Small -

Jan, Feb, Mar, Apr, May, Jun, 1

X-large
January, February, March, April

Press Enter to separate list enty

A

e Step 7: Click OK to close the Sort dialog box and sort your data.

Step 8: The spreadsheet will be sorted in order of Small, Medium, Large, and X-Large.
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To Sort by Cell Color, Font Color, or Cell Icon

To Add a Level for Sorting Multiple Levels

Step 1: From the Data tab, click the Sort command to open the Sort dialog box.

Step 2: Identify the column you want to Sort by clicking the drop-down arrow in the Column

field.

Step 3: Choose whether you want to sort by Cell Color, Font Color, or Cell Icon in the Sort On

field. In this example, we will sort on Font Color.
Step 4: In the Order field, click the drop-down arrow to choose a color, then decide whether you
want it ordered On Top or On Bottom.

Step 5: Click OK. The data is now sorted by attribute rather than text.

Step 1: From the Data tab, click the Sort command to open the Sort dialog box.

Step 2: Identify the first item you want to Sort by. In this example, we will sort Homeroom #

from Smallest to Largest.

Step 3: Click Add Level to add another item.

.
Sart P ||
[ *4] Add Level ” < Delete Level “ (2 Copy Level ]| [ Options... I [T] My data has headers
Column Sort On Order
el [=] |values [=] Atz [=]

e Step 4: Identify the item you want to sort by next. We will sort Last Name from A to Z.

“nemsys \

Homeroom #
First Name
Last Name

Payment
IT-Shirt Color
[T-Shirt Size:

Eve

Sort [ 5 [t
[ 4] Add Level ] [ )( Delete Level ] [ 53 Copy Level ]| B [ Options... ] My data has headers
Column Sort On Order
Sortby  |Homeroom # lz‘ Values lz‘ Smallest to Largest lz‘
Thenby | ast Name [=] |values [=] atez [=]

J

Step 5: Click OK.

Step 6: The spreadsheet will be sorted so that homeroom numbers are in order, and within each

homeroom, students are listed alphabetically by last name.

Note: Copy Level will add a level by duplicating the one you have selected, and allowing you to
modify the sorting criteria. This is useful if you need to sort multiple levels that share some

criteria, such as the same Column, Sort On, or Order.
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To Change the Sorting Priority

e Step 1: From the Data tab, click the
Sort command to open the Custom
Sort dialog box.

e Step 2: Select the level you want to re-
order.

e Step 3: Use the Move Up or Move
Down arrows. The higher the level is
on the list, the higher its priority.

Filtering Data
Filters can be applied in many ways to improve
dates, and numbers. You can even use more th

To Filter Data

r ™
Sort L6 i

’ ';Ql Add Level I [ )( Delete Level ] i 153 Copy Level ” @ B i Options... ] My data has headers
Column sortOn Move Up (Ctrl+Up Arrow)
Sortby  Homeroom £ E Values Smallest to Largest |z|
T-Shirt Size E] Values E[I Small, Medium, Large, X-Large |z||
Thenby  Last Name [=] |velues [+] Atz [=]

'S ’l

the performance of your worksheet. You can filter text,
an one filter to further narrow down your results.

In this example, we will filter the contents of an equipment log at a technology company. We will display

only the laptops and projectors that are available for check-out.

e Step 1: Begin with a worksheet that identifies each column using a header row.

A B

C D

:
yllID#  Type Equipment Detail Checked Out
3 1011 Laptop 10" Saris Netbook Pro 04-Oct-10
4 1012 Laptop 10" Saris Netbook Pro 29-Sep-10
5 1021 Laptop 15" EDI SmartPad L200-3 15-5ep-10
6 (1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10
2 1025 Laptop 15" EDI SmartPad L200-4% 26-Sep-10
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10

10 (1032 Laptop 17" Saris X-10 Laptop 19-Sep-10

11 1033 Laptop 17" Saris X-10 Laptop 24-Sep-10

12 1034 Laptop 17" Saris X-10 Laptop 25-Aug-10

13 2050 Other EDI SmartBoard L500-1 05-Oct-10

14 2051 Other EDI SmartBoard L500-1 01-Oct-10

15 3000 Other Saris Lumina Digital Camera 12-May-10

e Step 2: Select the Data tab, and locate
e Step 3: Click the Filter command.

2| [2T4]

El Sort

the Sort & Filter group.

Y Clear

: Reapply
Filter
Y» Advanced
Sort & Filter

e Step 4: Drop-down arrows will appear in the header of each column.
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e Step 5: Click the drop-down arrow for the column you would like to filter. In this example, we
will filter the Type column to view only certain types of equipment.

A B = D

Equipment Log — Ragnar Technologies Inc.
iD#Ed Type  FY Equipment Detail B2 checked out B3
1011 Laptop ‘h ——

1

2

3 ateaxicflathook Pro 04-Oct-10
Type:

4 1012 Laptop (Showing Al etbook Pro 23-Sep-10

3 [5

6

7

1021 Laptop DI SmartPad L200-3 15-S5ep-10
1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10

e Step 6: The Filter menu appears.

e Step 7: Uncheck the boxes next to the data you don't want to view. (You can uncheck the box
next to Select All to quickly uncheck all.)

o Step 8: Check the boxes next to the data you do want to view. In this example, we will check
Laptop and Projector to view only those types of equipment.

A B £ D

il Equipment Log — Ragnar Technologies Inc.

kM D # Bl Type B Equipment Detail B checked out B
4l sortatez o 04-0ct-10
%) sotztoa o 29-Sep-10

Sort by Color » DO-3 15-Sep-10

« - 00-3 14-Aug-10

B | 003 08-Aug-10
o 00-4x 26-5ep-10
Text Filters 3 E 04-0ct-10
[search Plp 19-5ep-10
5 24-Sep-10

5 25-Aug-10

-1 05-0ct-10

-1 01-Oct-10

Camera 12-May-10
tal Camera 27-Jul-10
camcorder  06-Oct-10
Printer I 04-Aug-10
ker 13-Jun-10

ravelBag  27-Jul-10

top Case 04-Oct-10

2274505  Other 7N Heavy Rolling Laptop Case  04-Oct-10
23 5020 TV 32" Paragon 440 Plasma TV 11-Aug-10

e Step 9: Click OK. All other data will be filtered, or temporarily hidden. Only laptops and
projectors will be visible.

A B C D
:
P30 # B Type Equipment Detail B checked out B
3 1011 Laptop 10" Saris Metbook Pro 04-Oct-10
4 1012 Laptop 10" Saris Netbook Pro 29-5ep-10
5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-10
6 (1022 Laptop 15" EDI SmartPad L200-3 14-Aug-10
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-10
8 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-10
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-10
10 (1032 Laptop 17" Saris X-10 Laptop 19-Sep-10
11 (1033 Laptop 17" Saris X-10 Laptop 24-Sep-10
12 1034 Laptop 17" Saris %-10 Laptop 25-Aug-10
26 6100 Projector OmegaVisX 1.0 23-5ep-10
27 6101 Projector OmegaVisX 1.0 26-Sep-10
28 6102 Projector OmegaVisX 1.0 22-Aug-10
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Filters are additive, meaning you can use as many as you need to narrow down your results. In this

example, we will work with a spreadsheet that has already been filtered to display only laptops and

projectors. Now we will display only laptops and projectors that were checked out during the month of

August.

e Step 1: Click the drop-down arrow where you would like to add a filter. In this example, we will

add a filter to the Checked Out column to view information by date.

e Step 2: Uncheck the boxes next to the data you don't want to view. Check the boxes next to the

data you do want to view. In this example, we will check the box next to August.

A

1011
1012
1021
1022
1023
1025
1031
10 1032
11 1033
12 1034
26 6100
27 16101
28 6102
29 6200
30 6301
31 6302

Wit~ @ W

B

5

B { Equipment Detail

Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Laptop
Projector
Projector
Projector
Projector
Projector
Projector

10"s
10" §
15"
15"
15"
15"
17"s
17§
175
17" 5
Ome
Ome
Ome
Saris|
Saris|
Saris|

4| Sort Oldest to Mewest

&l

D

Sort Mewest to Oldest

Sort by Color

Drate Filters

|Search (All)

----- ] (Select all)

E

Equipment Log — Ragnar Technologies Inc.

B3 checked Out B Checked In

01-Oct-10
16-Aug-10
15-Aug-10
04-Oct-10

26-5ep-10
27-Aug-10
01-Oct-10
27-5ep-10
23-Aug-10
04-Sep-10

15-5ep-10

e Step 3: Click OK. In addition to the original filter, the new filter will be applied. The worksheet

will be narrowed down even further.

A

B

C

D

E

s Equipment Log — Ragnar Technologies Inc.

Equipment Detail

B3 checked Out EBf Checked In

2 [F ~ S

6 1022 Laptop
7 (1023 Laptop
12 /1034 Laptop
28 6102 Projector

32

15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
17" Saris X-10 Laptop
Omega VisX 1.0

14-Aug-10
08-Aug-10
25-Aug-10
22-Aug-10

16-Aug-10
15-Aug-10
27-Aug-10
23-Aug-10
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To Clear a Filter

e Step 1: Click the drop-down arrow in the column from which you want to clear the filter.

e Step 2: Choose Clear Filter From...

A B C D E
1
2 b #n Type E Equipment Detail B Checked Out Ef Checked In
6 1022 Laptop 15"E %) Sort Oldest to Newest 16-Aug-10

7 (1023 Laptop 15"E %)  sort Mewestto Oldest 15-Aug-10
12 1034 Llaptop  17"S

Sort by Color » | 27-Aug-10
28 6102 Projector Ome ; N . 23-Aug-10
WK Clear Filter From "Checked Out
32 - - S
33 :
34 Date Filters b
35 |Sr;arch (Al pE|
2 o[ (Select All
37 =-m] 2010
38 --August
EI [#l-[] September
-] October
a0
e Step 3: The filter will be cleared from the column. The data that was previously hidden will be
on display once again.
Slicer Filter

Slicers make it faster and easier to filter and analyze Tables, Pivot Tables, Pivot Charts, and cube
functions. They allow you to focus on one area of data more clearly.

e Step 1: Under PivotTable Tools select the Analyze tab and click on Insert Slicer in the the Filter
group.
Step 2: Check the category or categories that you want to view and click OK.

Step 3: When you click on specific data in the Slicer your PivotChart will show the information
associated with that data

Row Labels T Sum of Amount Sum of Amount 2 Amount %
=IShirley G Aiken 5 6 2
10/10/2010 5 6
Grand Total 5 6 3
3
i}
7
8
10
15
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Timeline Filter

The Timeline filter makes it faster and easier to select time periods to filter PivotTables, Pivot Charts,
and cube functions.

e Step 1: Under PivotTable Tools select the Analyze tab and click on Insert Timeline in the Filter
group.

H - Bookl - Bxcel PivotTable Tools Haley Piper

File Home Insert Page Layout Formulas Data Review View Power Pivot Design @ Tell me what you want to do r!:_‘i_ Share

% Active Field: > Inser‘t Slicer 3 [7 Fields, Items, & Sets~ gl = =|
. EF Insert Timeline L=/ - -
PivotTable Drill  Drill Group " Refresh Change Data Actions how
- Field Settings  pguwn Up - Filter Connections o FormEaT - Relationships -
Active Field Filter Data Calculations Tools -

e Step 2: Check the category with the dates you want to filter and click OK

o Step 3: Your Date Timeline will appear. You can view it in Years, Quarters, Months, or Days by
using the dropdown arrow in the top right corner. Slide the ends of the bar left and right by
clicking and dragging to view only a certain span of dates in your PivotTable.

Date Hired %
Row Labels -T|Sum of A t Sum of A t2
=Wesley M Chung 3 g | 2005-2008 YEARS
3/30/2005 3 8
Grand Total 3 8 2004 2005 2006 2007 2008 2009

Insert Tab Intermediate

Inserting Charts
Excel workbooks can contain a lot of data, and that data can often be difficult to interpret. For example,
where are the highest and lowest values? Are the numbers increasing or decreasing?

The answers to questions like these can become much clearer when the data is represented as a chart.
Excel has many different types of charts, so you can choose one that most effectively represents the
data.

To Create a Chart

e Step 1: Select the cells that you want to chart, including the column titles and the row labels.
These cells will be the source data for the chart.
e Step 2: Click the Insert tab.

S N
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e Step 3: In the Charts group, select the desired chart category (Column, for example).

([ R R A nal| | 2 Line &
LR R R 1 i I e T Column .
| ) PivotChart  Power Filte
v,' [ - View EWim’LUss -
Charts | Reports Sparklines

Insert Column Chart

5 Use this chart type to visually

.\ compare values across a few
categories.

3

2 Click the arrow to see the different

types of column charts available
and pause the peinter on the icons

Loz o3y ok to see a preview in your document,

e Step 4: Select the desired chart type from the drop-down menu (Clustered Column, for

example).
DATA REVIEW VIEW
0z % g [
2-D Column ;
Wir
il (R (BF -
3-D Column

o e 09
i1}

|_|h]ﬂ_ More Column Charts...

e Step 5: The chart will appear in the worksheet.

fo:~ Bnve B caupnent oeat Bchecirdou B checkeso
o e e
T

A1 7M7)
o

1
2

3 1023iaptop 1" EDISmantPad

4 1034 Laptop 17" Saris X-10Laptop.
5, 6102 Projector Omega VisX 1.0
5
7
s

Chart Title

The new chart

Recommended Charts

The Recommended Charts button takes a lot of the guess work
out of what kind of chart you should use to represent your data by

LI 8 = General
suggesting what type of chart will be the best fit and why. e 5o
- R
. Clipboard Font ] Alignment m Numbe
e Step 1: Select the data that you want to use in your chart. . . .
A B C D E F
. . 1 |Last Name [Middle Initial |First Name |[Name [Amount
e Step 2: Under the Insert tab in the Charts group click on 2 mken o shirey_fshirey G Alken >
4 Bixb E Peter Peter E Bixby 8
the Recommended Charts button. i 2 e et =
6 Carr C Tammy Tammy C Carr 10|
7 |Chiasson |B Charles Charles B Chiasson 2|
8 |Chung M \Wesley Weslay M Chung 3
9 | Churchill |N Dorothy  |Dorothy N Churchill 6|
10]
1
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Bookl - Excel b oo

Haley Piper = O

Page Layout Formulas Data Reviev Recommended Charts

E % E (5] [a] gip

. -l - i -
PivotTable Recommended Table [lustrations Add- | Recommended - L

Tell me what you want to do ';_;_ Share

4 Q

&
I @ ECqumn =)

commends & - mmended L e i - Plvot'Chart Mi?; . win/loss Filtvers Hyperlink T?rt Symvbols
Tables Charts i Tours Sparklines Links Y
e i
lIIIIIII o
‘ e Step 3: The Insert Chart Dialog box will appear with a suggested
| I I I chart and an explanation of why it’s a good fit for your data. If you

are happy with this suggestion Click OK.

To Change the Chart Type

Step 1: From the Design tab, click the Change Chart Type command. A dialog box appears.

Haley Piper &

ormat L Tell me

Fm bl | [

i Select Change Maove
Data  Chart Type Chart

a Type Location LS

The Change Chart Type command

e Step 2: Select the desired chart type and click OK.

'rm.g.am [T

Charts | All Charts

Terpeis (_D @ e e
Column

Selecting a chart type
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To Switch Row and Column Data

Sometimes when you create a chart, the data may not be grouped the way you want it to be. In the
clustered column chart below, the Book Sales statistics are grouped by Fiction/Non-Fiction, with a
column for each year. However, you can also switch the row and column data so that the chart will
group the statistics by year, with columns for Fiction and Non-Fiction. In both cases, the chart contains
the same data; it's just organized differently.

Book Sales
$600,000.00
?'Eul: $500,000.00 H 2006
'S $400,000.00 3007
® $300,000.00
- 3500, 2008
8 $200,000.00
(§ 5100,000.00 #2009
$0.00 m2010

Fiction Mon-Fiction

Original Chart

e Step 1: Select the chart.
e Step 2: From the Design tab, select the Switch Row/Column command.

Chart Tools ~ Haley Piper

Format 0 Tell me

wEl =S T

Switch Row,/ Select Change Mawve
Column Data  Chart Type Chart

Data Type Location
Switch Row/Column Command

e Step 3: The chart will then readjust.

Book Sales

- M Fiction

— u Non-Fiction

2006 2007 2008 2009 2010

Revised Chart
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Chart Elements

The Chart Element icon replaces the Layout tab from earlier versions of Excel. This tool allows you to

check or uncheck chart elements that you want to add or remove from your chart.

Amount CHART ELEMENTS
p) Axes
Wayne T Hager  m— &1 [ Asis Titles
Edwin ] Grabelski  n— Chart Title
hi G Collette Y [] Data Labels
Dorothy N Churchill e — D Data Table
Wesley M Chung  e— [] ErrorBars
Charles B Chiasson  m—m Gridlines
Tammy C Carr D Legend
Brooke D Booth
roake “ [] Trendline
Peter E Bixby

Michael F Arco I —
Shirley G Aiken I

Chart Styles

The Chart Styles icon allows you to easily change the Style and Color of your chart with a simple click

+

STYLE COLOR

Auis Title

Chart Filters

The Chart Filters icon lets you focus on specific amounts of data in your chart by checking and
unchecking categories. This simply hides the unchecked categories so you can focus on a specified

amount of information.

Amount

e Step 1: Click on the
Chart Filters icon.

e Step 2: Uncheck the
information that you
do not want to see.

e Step 3: Click Apply.

nemsys

VALUES NAMES
4 SERIES Py
v (Select All)
V| Amount
4 CATEGORIES
B (Select All)
/| Shirley G Aiken
Michael F Arco

Peter E Bixby

<

Brooke D Booth
Tammy C Carr
Charles B Chiasson
/| Wesley M Chung

Dorothy N Churchill

-

Apply Select Data...
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Combo Charts

Combo Charts allow you to view 2 sets of data in one chart which makes it easier to compare. Excel
makes this very easy to do.

e Step 1: Select the data that you want to use in your Combo Chart.
e Step 2: Under the Insert tab in the Charts group click the See All Charts button.
e Step 3: The Insert Chart dialog box will appear. Click on the All Charts tab and select Combo.

Insert Chart | ? = ‘
Rect ded Charts | All Charts
K™ Recent : A
H 3
e (i) A AR (D]
lud Column
|2 Line Clustered Column - Line
@ Pie Chart Title
E Bar
MA Area
[ XV (Scatter)
[ﬁl‘ﬂ_ Stock
@ Surface
jﬁ Radar
[y Combo
—mcunt —— Amount2
Choaose the chart type and axis for your data series:
Series Mame Chart Type Secondary Axis
¢ pmon w

e Step 4: Now you can use the drop-down arrows under Chart Type to select the charts that you
want to represent your series. There will be a live preview as you go through different chart
types. Once you are happy with your chart click OK.

Choaose the chart type and axis for your data series:
Series Name Chart Type Secondary Axis
B Amount |Clustered Bar El &
0 Amount 2 |Stacked Line with Ma... El |:|
OK ] [ Cancel
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Page Layout Tab Intermediate

Using a Background
e Step 1: Click the worksheet that you want to display with a sheet background. Make sure that
only one worksheet is selected.
e Step 2: On the Page Layout tab, in the Page Setup group, click Background.

Bookl -

Page Layout Farmulas Data Review

o L5

Background Frint  Breaks Background Print

Area~ A Titles
Button
Page Setup Pl

Themes

o Step 3: Select the picture that you want to use for the sheet background, and then click Insert.

Scale to Fit
If your worksheet has a lot of columns or row, you can use the Scale to Fit options to reduce the size of
the worksheet to better fit the printed page.

o Step 1: Click Page Layout tab, in the Scale to Fit group,

E o - Bookl - Excel

File Home Insert Formulas Data Review View Power Pivot

B colors - E DW : oy Width: |Automatic ~
—— Fonts = - _ D Scale to Fit ! E[l Height: Automatic -
Themes Margins Orientation 5 2 0 n
. [@Effects - - . Option ] Scale: 100% =

Themes Page Setup Scale to Fit

o Columns: To print all Columns on one page, in

[EW VIEW RingCentral

the Width box, select 1 page. Columns will now = Withs | Gridlines
appear on one page. §|] Height: | Automatic
o Rows: To print all Rows on one page, in H] Scaler |1 page
the Height box, select 1 page. Rows will now appear Seale t ; E:i:z ap
on one page |4 pages
5 pages
6 pages
1 7 pages
H 8 pages kK
9 pages

0% More Pages...
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Print Area
If you frequently print a specific section of your worksheet, you can set a print area for it. That way,
when you print your worksheet, only that section will print.

e Step 1: Select the cells you want to print.
o To set multiple print areas, hold down the Ctrl key and click the areas you want to print.
Each print area prints on its own page.
e Step 2: Click Page Layout tab, in the Page Setup grouping, select Print Area and Set Print
Area.

H ©- BB - = Bookl -

File Home Insert Page Layout Farmulas Data Review
Colors - W [ | ]

Ee= 3 P & 2
o mIE =Y e =
Themes Margins Orientation Size | Print Breaks Background Print

. [@ Effects- - - - - Titles
Themes Page Setup P

e When you save your workbook, the print area is saved too.
e If you want to print the entire worksheet, instead of specific print areas, Click Page
Layout tab, in the Page Setup grouping, select Print Area and Set Print Area.

Print Tiles
You can specify rows and columns in Excel that will be printed on each printed page. This can make your
printed copy easier to read.

To print titles, execute the following steps.

e Step 1: Onthe Page Layout tab, click Print Titles.

Ho-

Home Insert Page Layout Farmulas Data

v [‘A LI - Print Tiles
O = Dles &
o [ : : o _ Button
Themes Margins Orientation Size  Print  Breaks Background Print
- |@]Effects - . - *  Arear - Titles

Themes Page Setup T
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The Page Setup dialog box appears.

Page Setup % | nesa]
| Page I Margins I Header [Footer | Sheet |
e Step 2: Torepeatrow 1 at the top of _
. . . Print area: S
each printed page, click in the Print fitles
corresponding box and select row 1. Rows torepeatattop: | §1:§1] 3
° Step 3: ClICk OK Columns to repeat at left:
Print
. .. Gridli .
Note: in a similar way, you can repeat g&! e Comments: | {None) [=]
. n Cell er ;| displayed
columns at the left of each printed page. [ Draft quaity ] e -]
[7] Row and column headings
Page order
0 Down, then over Elér E ETEE
() Over, then down | ==fiz=l==
EE 2|E' 3B
[ Print... ] ’ Print Preview ] [ Options... ]
’ CK [}J [ Cancel ]

Formulas Tab Intermediate

Using the Function Library

e Step 1: Select the cell where the answer will appear (16, for example)
e Step 2: Click on the Formulas tab.

e Step 3: From the Function Library group, select the function category you desire.

H ©- BB o= Bookl - Excel Haley Piper @

File Home Insert Page Layout ' me what you want to do

2 AutoSum - Logicalv
X

m

. e . “fr UsSTrarmong O.% Iface Dependents ¢~ s | (@t
nsert ame p— atc alculation
Eunction E Financial ~ @ Date & Time - I! " Manager [H Create from Selection 3 Remove Arrows ~ (&) Window  Options ~ e
Function Library Defined Names Formula Auditing Calculation Y

e Step 4: Select the desired function from the Date & Time drop-down menu.

e Step 5: The Function Arguments dialog box will appear. Insert the cursor in the first field and
then enter or select the cell(s) you desire. Repeat this for all arguments needed.

e Step 6: Click OK and the result will appear.

Using the Watch Window

When cells are not visible on a worksheet, you can watch those cells and their formulas in the Watch
Window toolbar. The Watch Window makes it convenient to inspect, audit, or confirm formula
calculations and results in large worksheets. By using the Watch Window, you don't need to repeatedly
scroll or go to different parts of your worksheet.

S N
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This toolbar can be moved or docked like any other toolbar. For example, you can dock it on the bottom

of the window. The toolbar keeps track of the following properties of a cell: workbook, sheet, name,

cell, value, and formula.

Add cells to the Watch Window

/

nemsys

Insert
Function E Financial

Step 1: Select the cells that you want to watch.

Step 2: To select all cells on a worksheet with formulas, on the Home tab, in the Editing group,
click Find & Replace, click Go To Special, and then click Formulas.

Step 3: On the Formulas tab, in the Formula Auditing group, click Watch Window.

H ©- B = Bookl - Excel Haley Piper

Home Insert Page Layout Farmulas Review View Power Pivot Q Tell me what you want to do

ZAutoSum < 1= - E‘:“ Trace Precedents @ =
v i

Recently Use

- Watch  Calculation R
2. Remove Arrows ~ (&) Window ~ Options~

Function TIoTary Formula Auditing Calculation LS

Step 4: Click Add Watch.

Step 5: Click Add.

Step 6: Move the Watch Window toolbar to the top, bottom, left, or right side of the window.
Step 7: To change the width of a column, drag the boundary on the right side of the column
heading.

Step 8: To display the cell that an entry in Watch Window toolbar refers to, double-click the
entry.

Remove cells from the Watch Window

Step 1: If the Watch Window toolbar is not displayed, on the Formulas tab, in the Formula
Auditing group, click Watch Window.
Step 2: Select the cells that you want to remove.

Note: To select multiple cells, press CTRL and then click the cells.

/

® Step 3: Click Delete Watch.

—
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Convert Roman/Arabic Numerals
The ROMAN and ARABIC function can change your numbers to Roman numerals and vice versa.

Arabic to Roman Numerals

A B
. . 1 Arabic
e Step 1: Double click into the cell you want to change. > v
e Step 2: Type “=Ro” and the drop down will appear with a list of functionsto 3 %
choose from. : .
e Step 3: Double click on ROMAN 6 ® RouND
. . 7 () ROUNDDOWN
e Step 4: hit the enter key. The number 15 in cell A4 became Roman numeral . () ROUNDUP
# rROW
XV. : ) ROWS

Roman Numerals to Arabic

e Step 1: Double click the cell you want to change.

e Step 2: Type “=Ara” and the drop-down menu will appear with a list of functions to choose
from.

e Step 3: Double click on ARABIC.

e Step 4: Put quotation marks around the number you wish to change.

e Step 5: Hit the enter key. The Roman numeral 2 in cell A3 becomes Arabic number 2.

A B A
1 Roman
2 1
3 [=ARABIC("II"
4 |1l ARABIC(text)
S [IV
6

Review Tab Intermediate

Protecting a Workbook

By default, anyone with access to your workbook will be able to open, copy, and change any part of it
unless you protect it. There are many ways you can protect your workbook depending on your needs.
For example, you can mark your workbook as final, set it up with a password, put restrictions on who
can make changes, or make it so that only certain cells or features of the workbook are changeable.
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To Protect Your Workbook

e Step 1: Click the File tab to access
the Backstage view.

e Step 2: From the Info pane, click
the Protect Workbook command.

e Step 3: Choose the option that
best suits your needs. In this
example, we will select Mark as
Final. Marking your workbook as
final is a way to discourage others
from making any changes to the
workbook. It will alert whoever
opens it that typing, editing, and
proofreading commands are
unavailable.

e Step 4: Click OK.

e Step 5: Another dialog box will
appear. Click OK to confirm.

Range Protection

Protection tools allow you to lock and protect an entire worksheet or workbook. However, sometimes

Excel 2016 Guide: A Complete Overview for Connect Users

Workbook ~

D Mark as Final
E Let readers know the workbook is final and
make it read-only.

Encrypt with Password that it contains:

Require a password to open this workbook, ith

Protect Current Sheet

Control what types of changes pecple can
make to the current sheet.

Protect Workbook Structure aof this file.

Prevent unwanted changes to the structure
of the workbook, such as adding sheets,

D Restrict Access
@ Grant people access while removing their  *
ability to edit, copy, or print.

D Add a Digital Signature

A Ensure the integrity of the workbook by
adding an invisible digital signature.

you only want to protect specific cells within a selected sheet.

e Step 1: Select all cells in the current worksheet by pressing Ctrl A
e Step 2: Right click and select Format Cell in the menu

Hide
Unhide
~ J Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys

| 5% .Cu1_:
| B Copy

-

 Paste Options:

o, e, el

=212 L
Paste Special...
Insert

Delete

Clear Contents

| Format Cells...
Bow Height..,

Protect Workbook
g’ Control what types of changes people can make to this
Protect workbook.

rorkbook is viewed on the
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e Step 3: In the Format Cells dialog box, uncheck Locked under the Protection tab and click OK.

Format Cells F I : @g

| Mumber I Alignment I Font | Border I Fill | Pratection |
s
[] Hidden

Locking cells or hiding farmulas has no effect until you protect the worksheet [Review tab,
Changes group, Protect Sheet button),

o Step 4: Select the cells that you want to lock.
e Step 5: Right click the selected range and select Format Cell from the menu.
e Step6:in the Format Cells dialog box, check Locked under the Protection tab and click OK.

Format Cells m

|Number| Alignment I Font | Border I Fill | Protection |

Locking cells or hiding formulas has no effect until you protect the worksheet [Review tab,
Changes group, Protect Sheet button).

e Step 7: Click Protect Sheet in the Changes group under the Review tab.

H - Bookl - Excel Haley Piper B

File Home Insert Page Layout Formulas Data View Power Pivot @ Tell me what you want to do
ABC = | Ijh ﬁ) E}l + Delete Show/Hide Comment ([} Protect Sheet ‘&3 Protect and Share Workbook

a
« ® B Previous [ Show All Comments F Protect Warkbook [E7* Allow Users to Edit Ranges
Spelling Thesaurus Check Smart | Translate New o
Accessibility Lookup e I Mext L5 Show Tnk m Share Workbook F} Track Changes =
Proofing Accessibility | Insights | Language Comments Changes A

e Step 8: In the Protect Sheet dialog box, enter a password and click OK.

Protect Sheet ? B3

Protect worksheet and contents of locked calls

Password to unprotect sheet:

Allow all users of this worksheet to:

Eselectlocked cels ]I
[V] Select unlocked cells b
["| Format cells

:I Format columns
:I Format rows
:IInsert columns
[ Insert rows W
[ | Insert hyperlinks

:| Delete columns

:I Drelete rows 5

m

[ ok ][ cance |

e Step 9: A Confirm Password dialog box will appear, re-enter the password and click OK.
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Freezing Worksheet Panes
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The ability to freeze specific rows or columns in your worksheet can be a very 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 helpful when working with large spreadsheets.

To Freeze Rows or Columns

e Step 1: Select the row below the rows that you want frozen. For example, if you want rows 1 &

2 to always appear at the top of the worksheet even as you scroll, then select row 3. Do the

same manner for columns if freezing columns.

e Step 2: Click the View tab.

e Step 3: Click the Freeze Panes command. A drop-down menu appears.

Haley Piper Eal

Power Pivot ' Tell me what you want to do
5 S New Window Split 15 5 S o
2 Q= —_— = E
E Arrange All i iHide )
0% Zoom to ) Switch Macros
Salaction El Freeze Panes = Unhide Windows ~ -
Freeze Panes ’

&l
F cg
&=

e Step 4: Select Freeze Panes.

Keep rows and columns visible while the rest of

the worksheet scrolls (based on current selection). N
Freeze Top Row

Keep the top row visible while scrolling through M
the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling

through the rest of the worksheet.

e Step 5: A black line appears below the rows that are frozen in place. Scroll down in the

worksheet to see the rows below the frozen rows.

To Unfreeze Panes

e Step 1: Click the View tab.

e Step 2: Click the Freeze Panes command. A drop-down menu appears.

e Step 3: Select Unfreeze Panes. The panes will be unfrozen and the black line will disappear.

File Tab Intermediate

Using Auto Recovery

Excel automatically saves your workbooks to a temporary folder while you are working on them. If you

forget to save your changes, or if Excel crashes, you can recover the AutoSaved file.

,/5;\‘%{‘\
N emsys\J
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e Step 1: Open a workbook that was previously closed without saving.

e Step 2: In Backstage view, click Info.

e Step 3: If there are autosaved versions of your workbook, they will appear under Versions. Click

on the file to open it.

Info

Open }

Protect

Tom Workbook ~

Save As

e
Print '\a
Check for
Share Issues -

Export

Publish

3

He=z Workbook -

Account

Feedback ﬁ'j Delete All Unsaved Workbooks
7<) Delete all recent copies of
unsaved files

Options

e Step 4: A yellow caution note will appear on the ribbon of the workbook. To restore this version

Recover Unsaved Workbooks
Browse recent unsaved files

Bookl - Excel

Protect Workbook

Cantrol what types of changes people can make to this
workbook.

Inspect Workbook

EBefore publishing this file, be aware that it contains:
Document prope s °
Cantent that ped

Manage WorkDOCR

Check out document or recag

7] There are no unsaved

stions
then this workbook is viewed on the

of the workbook click Restore and then click OK.

Note: By default, Excel AutoSaves every 10 minutes. If you are editing a workbook for less than
10 minutes, Excel may not create an AutoSaved version.

Saving As a PDF

Saving your workbook as an Adobe Acrobat Document, which is called a PDF file, can be especially useful
when your recipients do not have Excel. A PDF file will make it possible for recipients to view the content
from your workbook, but they will not be able to edit anything. If you are not sure what a PDF file looks

like, you can download our PDF example for this lesson.

e Step 1: Click the File tab.

e Step 2: Select Save As.

e Step 3: In the Save as type drop-down menu, select PDF.
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Recover Unsaved Work

Haley Piper 7 = O
Properties ~
Size Mot saved yet
Title Add a title
Tags Add a tag

Categories Add a category

Related Dates
ified Today, 11:44 AM
Yesterday, 3:04 PM

Related People

Author .
Haley Piper

Add an author

Last Madified By Haley Pi
aley Piper

Show All Properties
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% |
- v Libraries » Documents » + | 45| [ Search Documents o
o) +
Organize v New folder = - (7]

B Microsoft el Documents library Amange by: Folder =
Includes: 2 locations

0 Favorites -

Z|  Mame Date modified Type Size &
: E::::a s | BrFaxRx 2/25/20148:10 AM  File folder
%l Recent Places © Custom Office Templates 5/29/2014 225PM  File folder
& SkyDrive j Fax 5/30/2014 254 PM  File folder
. LogiShrd 2/21/201211:59 AM  File folder L
3 Libraries My Data Sources 6/18/2014 223 AM  File fold
[ Documents A My Music 5/29/2014 8:31 AM  File fol
o Music | My Pictures 6/17/2014 211 AM  File fol

E My Videos 5/29/2014 8:31 AM
5/30/2014 3:41 P

&= Pictures
H videos | Scanned Documents
T .-

File name:  Bookl

Save as type: | PDF

Authors: Haley Piper Tags: Add atag Title: Add a title
Optimize for: @ Standard (publishing Open file after
enline and printing) publishing

© Minimum size
{publishing enling)

e Step 4: Select the location you wish to save the file.
e Step 5: Enter a name for the file and click Save.

Note: Excel defaults to saving the active worksheet only. If you have multiple worksheets and
want to save all of them in the same PDF file, click on Options. The Options dialog box will
appear. Select Entire workbook from the Options dialog box and click OK.

Using Templates
Excel allows you to create a new workbook using a template, which is a pre-designed spreadsheet.
Several templates are preloaded in Excel, and others are located on Office.com.

o Step 1: To Create a New Workbook Using a Template:
e Step 2: Click the File tab to go to Backstage view.
e Step 3: Select New. The Available Templates pane appears.

—
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Bookl - Excel Haley Piper 7 = O X

New

pen | Search for online templates el

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

vl

Save As

Print

Share

Export

Publish

o
~
(D
QU

Close 7
Blank workbook Welcome to Excel Cashflow analysis

Account =

Feedback

-

e Step 4: Thumbnail images of the templates you have to choose from appear in the center.
e Step 5: Click the desired template

AB| c | D | E | F | G | H | ! |
n
I nve nto ry LI St Highlight items to reorder? Yes
1
2——.
—| | This worksheet tracks inventory

for items listed in the inventory . . . Quantityin Inventory

list table and contains the ability Description Unit Price Stock Val Reorder Level
3 || to highlight and flag those items [~ | [~ | oL [~ | [~ |

| | that are ready to be reordered.

Discontinued items have Desc1 351.00 25 $1,275.00 29
4 | strikethrough formatting and a

es in the Discontinued column
5 - Desc2 $93.00 132 $12,276.00 231
5 INO0O3 Item 3 Desc3 $57.00 151 $8,607.00 114
7 INOOO4 Item 4 Descd $19.00 186 $3,534.00 158
3 INOQOS Item 5 Descs 575.00 62 $4,650.00 39
5 [* inooos Item 6 Descb $11.00 5 $55.00 9
10 HEEaT Hems Besed 256.00 58 23,248,080 4488
" [> inooos Item 8 Desc8 $38.00 101 $3,838.00 162
12 INO0O9 Item 9 Desc9 $59.00 122 $7,198.00 82

Sample Template

e Step 7: A new workbook will appear using the template you chose.
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Setting Permissions
In an open worksheet, click File > Info > Protect Workbook.

You see the following options.

Bookl - Excel Haley Piper 7 = O X

Protect Workbook
, Cantral what types of changes people can make ta this red yet
Protect workbook. [
Workbook - itle

ag

af" Mark as Final
5 ategory

Let readers know the workbook is final and
make it read-only,

Encrypt with Password that it contains: Related Dates
Require a password to open this workbook. name and absolute path Last Modified Today, 11:44 AM
ilities are unable to read Created Vesterday, 3:04 PM
Export Protect Current Sheet P
= Control what types of changes people can astrnnte
make to the current sheet.
Publish
Protect Workbook Structure saved changes. Related People
a Prevent unwanted changes to the structure Author .
058 of the workbook, such as adding sheets, I Haley Piper
Restrict Access Add an author

@ Grant people access while removing their ¥

Account ability to edit, copy, or print.

Last Modified By .
Haley Piper
R, D Add a Digital Signature e
w Ensure the integrity of the workbook by
adding an invisible digital signature.

Show All Properties

Options

e Mark as Final - Make the document read-only.

When a worksheet is marked as final, typing, editing commands, and proofing marks are
disabled or turned off and the worksheet becomes read-only. The Mark Comment as Final
command helps you communicate that you are sharing a completed version of a worksheet. It
also helps prevent reviewers or readers from making inadvertent changes to the worksheet.

e Encrypt with Password - Set a password for the document.

When you select Encrypt with Password, the Encrypt Document dialog box appears. In the
Password box, type a password. Important Microsoft can’t retrieve lost or forgotten passwords,
so keep a list of your passwords and corresponding file names in a safe place.

e Protect Current Sheet - Protect the worksheet and locked cells.

By using the Protect Current Sheet feature, you can select password protection and allow or
disallow other users to select, format, insert, delete, sort or edit areas of the worksheet.

e Protect Workbook Structure - Protect the structure of the worksheet.

By using the Protect Workbook Structure feature, you can select password protection and select
options to prevent users from changing, moving, deleting important data.

‘a-\"\

>l ""4-{\\‘
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e Restrict Permission by People - Install Window Rights Management to restrict permissions.

Use a Windows Live ID or a Microsoft Windows account to restrict permissions. You can apply
permissions via a template that is used by your organization, or you can add permissions by
clicking Restrict Access. To learn more about Information Rights Management see Information
Rights Management in Office.

e Add a Digital Signature - Add a visible or invisible digital signature.

Digital signatures authenticate digital information such as documents, email messages, and
macros by using computer cryptography. Digital signatures are created by typing a signature or
by using an image of a signature to establish authenticity, integrity, and non-repudiation. See
the link at the end of this topic to learn more about digital signatures.

Sending a Workbook as an Email Attachment
e Step 1: Click File.
e Step 2: Click Share

Haley Piper ¢ = [} X

Share

Share

Open

Save :‘& Share with Peop Everyone gets a copy ta review

Send as Attachment
Option

Send as
Attachment

Save As

[% Email

Print

Everyone works on the same copy of this workog

Share E@ Present Online

Export

Everyone sees the latest changes

Keeps the email size small

0

Send by Instant Message ! Workbook must be saved in a shared lacation
Publish

Everyone gets a PDF attachment

Send as PDF
Close % . Option

ontent can 't be easily changed

Account

Feedback

Everyone gets an XPS attachment Send as XPS
s Option

Cantent can't be easily changed

Options

Send as XPS

= Ma fax machine needed
EJ You'll need a fax service provider

Send as
Internet Fax

e Step 3: Select E-mail, and then choose one of the following options:
o Send as Attachment - Opens an e-mail message with a copy of the file in its original file
format attached.
Send as PDF - Opens an e-mail message with a copy of the file in .pdf format attached.
Send as XPS - Opens an e-mail message with a copy of the file in .xps format attached.
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e Step 4: Enter the recipient(s), edit the subject line and message body as necessary, and then
click Send.

Present a workbook Online
If you have Lync installed, you can present a workbook in an online meeting, work with others in real
time, and give control of the workbook to others.

e Step 1: Make sure that only the workbook you want to share is open in Excel.

el

E@ Present Online Present

e Step 2: Click File to enter the backstage view and click Share.
e Step 3: Click Present Online then click the Present button

o Step 4: In the Share Workbook Window box, pick a scheduled meeting or click Start a new Lync
meeting, and click OK.

e Step 5: You may now begin your scheduled meeting OR begin a new meeting by clicking the
Participants button and clicking Invite More People, then select or type the names of your
attendees.

Click Stop Sharing when you are finished sharing your workbook.

# Stop Sharing K
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How-To Advanced: Getting the Most Out of Excel

Advanced Fundamentals

Customizing the Ribbon

You can customize the ribbon by creating your own tabs that house your desired commands. Commands
are always housed within a group, and you can create as many groups as you need to keep your tabs
organized. In addition, you can even add commands to any of the default tabs, as long as you create a
custom group within the tab.

e Step 1: Right-click the Ribbon and select Customize the Ribbon. A dialog box will appear.

Add/Remove
Buttons

Format Painter
Freeze Panes
Increase Font Size
Insert Cells...

Insert Function...
Insert Sheet Columns
Insert Sheet Rows
Macros

Merne & Center

Excel Options
G | . . List of H
Enere EE Customize the Rib List of Tabs
Formulas Commands & Groups
) Choose commands from: Customize the Ribbon:
Proofing Popular Commands Main Tabs S ]
Save
Language 10 Al Chart Types... = Main Tabs
Borders |D =l [V]Home
Advanced Calculate Now Clipboard
o = Center Font
Customize Ribbon Conditional Formatting 4 Alignment
Quick Access Toolbar [-EI Connections Number
52 Copy Styles
Add-Ins Custom Sort... L Cells
o Cut 3 Editing
Trust Center A Decrease Font Size Insert
%): Delete Cells.. Page Layout
_|)< Delete Sheet Columns [ Formulas
=70 Delete Sheet Rows | - |
Ik 3 Data
[“7  Email -
&1 Fill Color [ Review [(~]
Y Filter
Font Developer
A Eon: golor [7] Add-Ins
ont Size _
Format Cells... [¥] Background Removal
~
I

LNegTab ] [ Mew Group

Customnizations: '-'i]'
Import/Export ¥ |

Rename... ]

New Tab
Button

=
[fwi=ss

e Step 2: Click New Tab. A new tab will be created with a new group inside it.

e Step 3: Make sure the new group is selected.

e Step 4: Select a command from the list on the left, then click Add. You can also drag commands
directly into a group.

e Step 5: When you are done adding commands, click OK.
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Insert Tab Advanced

Using Pivot Tables

When you have a lot of data, it can sometimes be difficult to analyze all of it. A PivotTable summarizes
the data, making it easier to manage. Best of all, you can quickly and easily change the PivotTable to see
the data in a different way, making this an extremely powerful tool.

The example below contains sales statistics for a fictional company. There is a row for each order, and it
includes the order amount, the name of the salesperson who made the sale, the month, the sales
region, and the customer's account number.

Albertson, Kathy East 29336 592500  lanuary

Albertson, Kathy ~ East 74830  S875.00  February
Albertson, Kathy  East 90099 550000  February
Albertson, Kathy East 74830 $350.00 March

Brennan, Michael West 82853  S400.00 January
Brennan, Michael West 72545 S850.00  January
Brennan, Michael West 30044  $1,500.00 January
Brennan, Michasl West 82853 S550.00 February
Brennan, Michael West 72949 5400.00 March

Davis, William South 55223 $235.00 February
Davis, William South 10354 585000 January
Davis, William South 50192 S600.00 March
Davis, William South 27589 525000  January

Dumlao, Richard ~ West 67275 S400.00  January
Dumlac, Richard  West 41828  S965.00  February
Dumlag, Richard West 87543 5125.00 March
Flores, Tia South 97446  5$1,500.00 March

Clrrnr Tin Sk AvARN EINC AR lamiimes

Suppose we wanted to answer the question, "What is the amount sold by each salesperson?" This could
be time-consuming, as each salesperson appears on multiple rows, and we would need to add up all the
order amounts for each salesperson. Of course, we could use the Subtotal feature to add them, but we
would still have a lot of data to sift through.

Luckily, a PivotTable can instantly do all the math for us and summarize the data in a way that's not only
easy to read, but easy to manipulate. When we're done, the PivotTable will look something like this.

Row Labels ~ | Sum of Order Amount
Albertson, Kathy $2,650.00
Brennan, Michael $3,700.00
Davis, William $1,935.00
Dumlao, Richard $1,490.00
Flores, Tia $4,565.00
Post, Melissa $1,690.00
Thompson, Shannon $3,160.00
Walters, Chris $4,375.00
Grand Total $23,565.00

As you can see, the PivotTable is much easier to read. It only takes a couple of steps to create one, and
once you create it you'll be able to take advantage of the PivotTable's powerful features.

To Create a PivotTable

e Step 1: Select the table or cells (including column headers) containing the data you want to use.
e Step 2: From the Insert tab, click the PivotTable command.

v il 5 Nemsys LLC : 122 S. St Clair, Toledo, Ohio 43604 : 419-243-3603 : www.nemsys.com
nemsys

83



Excel 2016 Guide: A Complete Overview for Connect Users

= s

FILE HOME INSERT PAGE LAYC

ig] B B ®

PivotTable Recommended Table Ilustrations
PivotTables -

Tables
PivotTable

Easily arrange and summarize
complex data in a PivotTable.

FYL: You can double-click a value to

see which detailed values make up
the summarized total.

e Step 3: The Create PivotTable dialog box will appear. Make sure the settings are correct, and
then click OK.

Create PivotTable (8 ]

Choose the data that you want to analyze

@ select a table or range
Table/Range: | [ERIEH

() Use an external data source

|
Ll

Connection name:
Choose where you want the FivotTable report to be placed
(@ New Worksheet
() Existing Worksheet

Location:

e
Ca

e Step 4: A blank PivotTable will appear on the left, and the Field List will appear on the right

o ST T =x
e —— Pivot Table T ——

20
a
22
23

Drag felds betuween areas beon:
7 meptemw O Cobme Labels

i Romisbes  E vaues

™ ] Defer Loyt update
W] Shest) Shasts Shasd T K] :

neacy | _[EOE e O S B

To Add Fields to the PivotTable

Now, you'll need to decide which fields to add to the PivotTable. Each field is simply a column header
from the source data. It may be helpful to recall the question that you are trying to answer. In this
example, we want to know the total amounts of sales by sales people.

e Step 1: In the Field List, place a checkmark next to each field you want to add.
e Step 2: The selected fields will be added to one of the four Areas below the Field List.
e Step 3: The PivotTable now shows the amount of supplies.
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A | ] | e | ) e F G H | T PivotTable Field List v x

19 Dumalo, Richard ‘West 70293 $1,323.00 Apr
20 ek o i toreport:

2 []
23 | Albertson, Kathy
ichael

Checkmark
Fields

Drag fields between ares below:
¥ ReportFiter ] CobmnLabels

Amount Sold by
Each Salesperson ssemmmn_ | [somofor.. =

{2 RowLabels T values

=z]alale[ale]s]a]s[a]e[s]e[e (s [eR]a 5w

~ Defer Layout Update Update
M| Sheetl ‘Sheet2 “Sheetd /%2 0 KN M ] (30| ==
Ready | Fom o U ® |

Pivoting Data

One of the best things about PivotTables is that they let you "pivot" the data to look at it in a different
way. This allows you to answer multiple questions and even experiment with the data to learn new
things about it.

In our example, we used the PivotTable to answer the question "What is the total amount sold by each
salesperson?" But now we'd like to answer a new question, such as "What is the total amount sold in
each month?" We can do this by simply changing the Row Labels.

To Change the Row Labels

e Step 1: Drag any existing fields out of the Row Labels area, and they will disappear.

L Drag fields between areas below:
W Report Filter i Column Labels

4 row Labels E  Values

| Salesperson - Sum of Order... ¥

Sales;:[% on
X
I Defer Layout Update Update

|

e Step 2: Drag a new field from the Field List into the Row Labels area. In this example, we're using
the Month field.
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Drag fields between areas below:
W Report Filter  Column Labels

1] RowLabels T Values
Month - Sum of Order... ™

7] Defer Layout Update Update

e Step 3: The PivotTable will adjust to show the new data. In this example, it now shows us the
total Order Amount for each month.

Row Labels |~ Sum of Order Amount

lan 5303
Feb 6203
Mar 6484
Apr 643
Grand Total 18633

To Add Column Labels

So far, our PivotTable has only shown one column of data at a time. To show multiple columns, you'll
need to add Column Labels.

e Step 1: Drag a field from the Field List into the Column Labels area. In this example, we're using
the Region field.

Drag fields between areas below:
% Report Filter 7 Column Labels

Region
%E

1] RowLabels % Values
Month hd Sum of Order... ~
[7] Defer Layout Update Update

e Step 2: The PivotTable will now have multiple columns. In this example, there is a column for

each region.
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Sum of Order Amount Column Labels |~

Row Labels
Jan
Feb
Mar
Apr
Grand Total

To Add a Report Filter

- East South West Grand Total
2090 77 2442 5303

2022 1619 2562 6203

582 1249 4653 6484

643 643

4694 3639 10300 18633

e Step 1: Drag a field from the Field List into the Report Filter area. In this example, we're using

the Salesperson field.

Drag fields between areas below:
W Report Filter 7 Column Labels

Salesperson Region e
=
i RowlLabels = Values
Month hd Sum of Order... ¥

[C] Defer Layout Update Update

e Step 2: The report filter appears above the PivotTable. Click the drop-down arrow on the right

side of the filter to view the list of items.

A B =
20 |Salesperson (All)

21
22 Sum of Order Amount Column Labels |~

23 Row Labels hd East South West Grand Total
24 Jan 2090 771 2442 5303
EI Feb 2022 1619 2562 6203.
26 Mar 582 1249 4853 6484
27 |Apr 643 643
28 Grand Total 4694 3639 10300 18633

29
30

e Step 3: Select the item that you wish to view. If you want to select more than one item, place a
checkmark next to Select Multiple Items. Then click OK. In the example below, we are selecting

five salespeople.

e Step 4: Click OK. The PivotTable will adjust to reflect the changes.

Creating Pivot Charts

Pivot Charts are like regular charts, except they display data from a PivotTable. As with a regular chart,
you'll be able to select a chart type, layout and style to best represent the data. In this example, we'll
use a PivotChart so we can visualize the trends in each sales region.

To Create a PivotChart

L nemsys\
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e Step 1: Select any cell in your PivotTable. The Options tab will appear in the Ribbon.
e Step 2: From the Options tab, click the PivotChart command.

PivotTable Tools Haley Piper Eal
Design ' Tell me what you want to do
= | [i7 Fields, Items, & Sets - - E\ =
) OLAP Tools I ?
ons . . PivotChart Recommended = Show
- Relationships PivotTables -
Calculations Tools -~

e Step 3: From the dialog box, select the desired chart type (3-D Clustered Column, for example)

and click OK.
e Step 4: The PivotChart will appear in the worksheet. If you want, you can move it by clicking and
dragging.
Insert Chart tl g Sum of Order Amount Column Labels | ~
Al Charts Row Labels hd East North South ‘West Grand Total
P ) . January $1,690.00 $1,140.00 $3,110.00 $3,150.00  $9,090.00
B ‘ ‘ ‘ il i} T.—! | —l \ February $1,950.00 $1,720.00 $3,975.00 $1,515.00  $9,160.00
Il Colmn March $700.00 $300.00 $3,790.00 $525.00  $5,315.00
X Line Clustered Column Grand Total $4,310.00 $3,160.00 $10,875.00 $5,190.00 $23,565.00
n Sum of Order Amount
l I ) 54,0000 ™
- 53,500.00 1
$3,00000 17 | Region ~
$2,500.00 7 WEast
s2.00000 1 = North
$1,500.00 7 South
$1,00000 17 W West
550000 1
$0.00 - - r"
January February March
Month =
ox |

Using Sparklines
Sparklines were introduced in Excel 2010 to be a convenient alternative to charts. Unlike a traditional

chart, a sparkline is placed inside a cell, allowing you to easily create many sparklines (for example, one
on each row).

There are three different types of sparklines: Line, Column, and Win/Loss. Line and Column work the
same as line and column charts. Win/Loss is similar to Column, except it only shows whether each value
is positive or negative, instead of how high or low the values are. All three types can display markers at
important points, such as the highest and lowest points, to make them easier to read.

Sparklines are basically charts, so why would you want to use sparklines instead of charts? Sparklines
have certain advantages that make them more convenient in many cases. Imagine you have 1000 rows
of data. If you place a sparkline on each row, it will be right next to its source data, making it easy to see
the relationships between the numbers and the sparkline. If you used a traditional chart, it would need
to have 1000 data series to represent all the rows, and you would probably need to do a lot of scrolling
to find the relevant data in the worksheet.

ﬂ"""'\.
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Sparklines are ideal for situations where you just want to make the data clearer and more eye-catching,
and where you don't need all the features of a full chart. On the other hand, charts are ideal for
situations where you want to represent the data in greater detail, and they are often better for
comparing different data series.

To Create Sparklines

Generally, you will have one sparkline for each row, but you can create as many as you want in any
location you want. Just like with formulas it's usually easiest to create a single sparkline and then use the
fill handle to automatically create the sparklines for the remaining rows.

e Step 1: Select the cells that you will need for the first sparkline. In this example, we are creating
a sparkline for Kathy Albertson, so we will select her sales data.

A B C D E F G H

Albertson, Kathy | $3,947.00  §557.00 53,863.00 51,117.00 5$8,237.00 58,650.00]

Allenson, Carol  54,411.00 51,042.00 $9,355.00 51,100.00 510,185.00 518,749.00
Altman, Zoey 52,521.00 53,072.00 56,702.00 52,116.00 $13,452.00 $8,046.00,

E VN R S R

e Step 2: Click the Insert tab.
e Step 3: In the Sparklines group, select Line. A dialog box will appear.

Table Tools  Haley Piper B a
Design Q Tell me what you want to do ,f;:-:';_ Sharsg
| 2 Line {%‘:‘ 4 9]
il ol (]
]: oiumn Filters Hyperlink Text Symbols
= EWin/Loss - - =
Sparklines Links Y

e Step 4: Make sure the insertion point is next to Location Range.

e Step 5: Click the cell where you want the sparkline to be. In this example, we'll select the cell to
the right of the selected cells.

e Step 6: Click OK. The sparkline will appear in the document.

e Step 7: Click and drag the fill handle downward.

Lct

590.00| ~—" |

749.00 /'

146.00
114.00

e Step 8: Sparklines will be created for the remaining rows.
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$8,237.00  $8,690.00| ~—"
$10,185.00  $18,749.00| — "
$13,452.00  $8,046.00| -
$4,404.00 $20,114.00) —
$3,170.00 $10,733.00) — "\
$8,817.00 $18,524.000 —
$13,090.00 $13,953.00) —
$3,528.00 $15,275.00) —
$4,839.00 513,085.000 —
$9,642.00  $13,714.00| —

To Show Points on the Sparkline

Excel 2016 Guide: A Complete Overview for Connect Users

Certain points on the sparkline can be emphasized with markers, or dots, making the sparkline more

readable. For example, in a line with a lot of ups and downs, it may be difficult to tell which ones are the

highest and lowest points, but if you show the High Point and Low Point, it will be easy to identify them.

e Step 1: Select the sparklines that you want to change. If they are grouped, you only need to

select one of them.

e Step 2: Locate the Show group in the Design tab.

e Step 3: Hover over the different checkboxes to see a description of each one.

e Step 4: Check each option that you want to show. The sparklines will update to show the

selected options.

To Change the Style

e Step 1: Select the sparklines that you want to change.

e Step 2: Locate the Style group in the Design tab.

e Step 3: Click the More drop-down arrow to show all the available styles and select a style.

ZSparkline Colar = —

\/\/\ \/\/\ \/\/ \/\/\ - | [ Marker Color -

Style

M

More

Choose a visual style for the
selected sparkline group.

e Step 4: Select the Marker Color drop-down to specify points.

e ——

~

" nemsys\

.~
——

NN W WS
WA A

Step 5: The sparklines will update to show the selected style.
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To Change the Sparkline Type

High Point
Low Point
|:| Megative Points
ype Show

Q *'-I-l'- [Ty

Line |Column|Win/Loss

e Step 1: Select the sparklines that you want to change.
e Step 2: Locate the Type group in the Design tab.

e Step 3: Select the desired type (Column, for example). i JERSS——
onvel o Lolumn >parkiine

e Step 4: The sparkline will update to reflect the new type. o et o i

“ group to a column sparkline,
Tat-ta

To Change the Display Range

e Step 1: Select the sparklines that you want to change.

e Step 2: In the Design tab, click the Axis command. A drop-down menu will appear.

e Step 3: Under Vertical Axis Minimum Value Options and Vertical Axis Maximum Value Options,
select Same for All Sparklines.

olor = ] E Group

orT % IE] Ungroup
A‘ils 2 Clear =

| Horizontal Axis Options

| v | General Axis Type
Date Axis Type...

Show Axis
Plot Data Right-to-Left
Vertical Axis Minimum Value Options
Automatic for Each Sparkline
W‘ Same for All Sparklines

Custom Value..,

Vertical Axis Maximum Value Opftions
Automatic for Each Sparkline
F‘ Same for All Sparklines

Custom Value..,

e Step 4: The sparklines will update to reflect the new range.
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Formulas Tab Advanced

Error Checking
The Error Checking Options button is displayed when the formula in an Excel worksheet cell triggers an
error. In addition to the button, the cell itself is marked with a small green triangle in the upper-left

corner.

e Step 1: Select the cell containing the formula and click the Error Checking button on the
Formulas tab.

H ©- - = Bookl - Excel Sparkli 3 Haley Piper = [}

File Home Insert Formulas Data Revi Q Tell me what you want to do ,f;:_";_ Share

Page Layout

z AuteSum - B Logical ~ @ Lookup 8t Reference ~ :“ Trace Precedents @ Show Formulas h
ecently Used - ext~ atl rig~ ! Error Checking ~
[ Recently Used T B Math & Tri ¥4 Error Checki o
Insert — Watch | Calculation 3
Function E Financial ~ E Date & Time~ l! More Functions ~ Ma Remave Arrows ~ (&) Evaluate Formula  ywindow Options ~
Function Library Defined Mames Formula Auditing Calculation -

e Step 2: The Error Checking dialog box appears.
o Step 3: Click any of the following buttons to help analyze the error and make decisions about
how to correct it:

g B
Error Checking (0 o]
Error in cell C12 =
i E
=C7/(A3483) b ondhs o
Divide by Zero Error Show Calculation Steps...

The formula or function used is dividing by
zero or empty cells.

Edit in Formula Bar

|
|
Ignore Error ]
J
]

[ Previous ][ Next

Help on This Error displays the Excel Help window.
Show Calculation Steps opens the Evaluate Formula dialog box.

Ignore Error ensures that Excel no longer cares about the error. The cell may still display an error
symbol, but Excel does not give a hoot, and probably you won'’t either, since you clicked the button.

Edit in Formula Bar places the cursor in the Formula Bar, making it easy for you to edit the formula.

Options opens the Excel Options dialog box.

Previous and Next cycle through the multiple errors on the worksheet, assuming there is more than

one error.

S N
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Tracing Formulas
Sometimes, checking formulas for accuracy or finding the source of an error can be difficult when the
formula uses precedent or dependent cells:

Precedent cells are cells that are referred to by a formula in another cell. For example, if cell D10
contains the formula =B5, cell B5 is a precedent to cell D10.

Dependent cells contain formulas that refer to other cells. For example, if cell D10 contains the formula
=B5, cell D10 is a dependent of cell B5.

To assist you in checking your formulas, you can use the Trace Precedents and Trace Dependents
commands to graphically display, or trace the relationships between these cells and formulas with tracer

arrows.

To show the arrows for precedent cells

e Step 1: Click the Trace Precedents button on the Formulas tab.

H - Bookl - Excel Sparklin 5 Haley Piper 3]

Home Insert Page Layout Formulas Data Review View Power Pivot Design

Remove
Arrows Button

=] Define Mame ~ Z“:“Trace Precedents @Shcﬂw B
¥

o
ormula =% Trace Dependents

Trace PreCEdents Button M:':geer rﬂ Create from Selection | [ Remove Arrows

Defined Names Formula Auditing Calculation LS

e Step 2: Arrows will display where the cells are referenced.
e Step 3: To clear the arrows select the Remove Arrows option.

To show the arrows for dependent cells

e Step 1: Click the Trace Dependents button on the Formulas tab.

H - B~ = Bookl - Excel Haley Piper 08

Home Insert Page Layout Formulas Data Review View Power Pivot

(=] Define Name ~ Remove

‘/I

=% Trace Dependents

Trace Dependents Button Name Arrows Button

Manager
Function Library Defined Mames Formula Auditing Calculation ~

rE' Create from Selection B( Remove Arrows

e Step 2: Arrows will display where the cells are referenced.
e Step 3: To clear the arrows select the Remove Arrows option.
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View Tab Advanced

Split Sheet View

Sometimes you may want to compare different sections of the same workbook without creating a new
window. The Split command allows you to divide the worksheet into multiple panes that scroll
separately.

e Step 1: Select the cell where you want to split the worksheet.
e Step 2: Click the View tab on the Ribbon, then select the Split command.
Horizontal: To split the screen horizontal only, place your cursor anywhere in column A.
o Vertical: To split the screen vertical only, place your cursor anywhere in row 1.

e Step 3: The workbook will be split into different panes. You can scroll through each pane
separately using the scroll bars, allowing you to compare different sections of the workbook.

e Step 4: After creating a split, you can click and drag the vertical and horizontal dividers to
change the size of each section.

c7 A 5 3152

- stbrook Parker Sales Data

1
2 |Salesperson July
The worksheet will be splitinto :
3 Albertson, Kat separate panes. You can use the 03, y -
4 Allenson, Carol individual scrolibars to scroll 355.00 $1,100.00
through each pane
5 Altman, Zoey 702.00 $2,116.00
6 |Bittiman, William S452.00 $3,755.000 5$4,415.00 $1,089.00 -

28 |Smith, Harold $5,421.00 $4,728.0 $7,158.00 $1,116.00 =

29 Thomas, Robert $3,259.00 $3,679.00 $8,406.00 $2,123.00

30 [Thompson, Shannon  $21943.00 $3,943.0§9511,987.00 $1,183.00 _
2013 ® 4 v] [+

e Step 5: To remove the split, click the Split command again.

Data Tab Advanced

Using What-If Analysis

Excel includes many powerful tools to perform complex mathematical calculations, such as what-if
analysis. This feature can help you experiment and answer questions with your data, even when the
data is incomplete.
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Using Goal Seek

Whenever you create a formula or function in Excel, you put various parts together to calculate a result.
Goal Seek works in the opposite way: It lets you start with the desired result, and it calculates the input
value that will give you that result.

Imagine that you're enrolled in a class. You currently have a grade of 65, and you need at least a 70 to
pass the class. Luckily, you have one final assignment that might be able to raise your average. You can
use Goal Seek to find out what grade you need on the final assignment to pass the class.

In the image below, you can see that the grades on the first four assignments are 58, 70, 72, and 60.
Even though we don't know what the fifth grade will be, we can go ahead and write a formula or
function that calculates the final grade. In this case, each assignment is weighted equally, so all we must
do is average all five grades by typing =AVERAGE(B2:B6). Once we use Goal Seek, cell B6 will show us the
minimum grade that we'll need to make on that assignment.

SUM - X « Jr | =AVERAGE(B2:B6)
A B C D

1

2 Testl 58

3 Paperl 70

4 Test2 72

5 Paper2 60

6 Test3

IIFinal =AVERAGE|[BE:Bﬁl

8

e Step 1: Select the cell whose value you wish to change. Whenever you use Goal Seek, you'll
need to select a cell that already contains a formula or function. In our example, we'll select cell
B7 because it contains the formula =AVERAGE(B2:B6).

B7 A J | =AVERAGE(B2:B6)

A B C D

Testl 28
Paper 1 70
Test 2 72
Paper 2 60
Test3

1
2
3
4
5
b
ZIFinal Grade I 650 _I
8
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e Step 2: From the Data tab, click the What-If Analysis command and then select Goal Seek from
the drop-down menu.

H ©- Bookl - Excel Haley Piper B
=15 Home Insert Page Layout Formulas Review View Power Pivot '/ Tell me what you want to do
= [ Show Queries r [=] Connections & H Clear Vv E B= O gl &
E: = L& _ el Hl= -9 -
E From Table Properties ) Reapply B-f “ ;
Get Bxternal  Mew Refl o z] Sort Filter Text to v What-If Forecast Outline
Data ~ Query ~ D:}) Recent Sources All - Edit Links Vo Advanced Columns =& ~ @I Analysis= Sheet -
Get & Transform Connections Sort & Filter Data Tools Scenario Manager... R
F12 - P Goal Seek... -
Data Table...
A B i D E F G H ] T ~ T L T M -

o Step 3: A dialog box will appear with three fields:

o Set cell: The cell that will contain the desired result. In our example, cell B7 is already

selected.

o Tovalue: The desired result. In our example, we'll enter 70 because we need to earn at
least that to pass the class.

o By changing cell: The cell where Goal Seek will place its answer. In our example, we'll
select cell B6, because we want to determine the grade we need to earn on the final

assignment.

e Step 4: When you're done, click OK.

e Step 5: The dialog box will tell you if Goal Seek c

A B C D

i3 Assignment Grade

2 Testl 38

3 Paperl 70

4 Test2 72

5 Paper2 60

6 |Test3 I .I

7 Final Grade 65

8 X
9 Goal Seek m
ﬁ Set cell: 87 S
12 To value: 70

13 By changing cell: | $8%6
=
15

ould find a solution. Click OK.

Goal Sesk Status

=)

Goal Seeking with Cell B7
found a solution.

Target value: 70
Current value: 70

e Step 6: The result will appear in the specified cell. In our example, Goal Seek calculated that we
will need to score at least a 90 on the final assignment to earn a passing grade.

nemsys
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A B C D E

sl Assignment B Grade B

2 |Testl 58

3 Paperl 70

4 Test2 72

5 Paper2 60

6 |Test3 90

IlFinal

Creating a Two —Variable Data Table

To create a two-variable data table to perform what-if analysis in Excel 2010, you enter two ranges of
possible input values for the same formula: a range of values for the Row Input Cell in the Data Table
dialog box across the first row of the table and a range of values for the Column Input Cell in the dialog
box down the first column of the table. You then enter the formula (or a copy of it) in the cell located at
the intersection of this row and column of input values.

The steps below for creating a two-variable data table follow a specific example (rather than using
generic steps) to help you understand exactly how to use this feature. The following figure shows a Sales
Projections worksheet in which two variables are used in calculating the projected sales for the year
2011: a growth rate as a percentage of increase over last year's sales (in cell B3) and expenses calculated
as a percentage of last year's sales (in cell B4). The formula in cell B5 is: =B2+(B2*B3)-(B2*B4).

Growth_2911 - L wProjected Sales_2011

-

A B c D E F G H |

1 Sales Projections for 2011 |
2 Sales 2010 5,875,000 — TeR

3 Growth 2011 Lo P -

4 Expenses 2011 10% e 18

5 Projected Sales2011 S 813,750

]

7 $ 813,750 10% 15% 20% 25%

8 1.0%

g 1.5%

10 2.0%

11 2.5%

12 3.0%

13 3.5%

14 4.0%
15 4.5%

16 5.0%

17 5.5%

The column of possible growth rates ranging from 1% to 5.5% is entered down column B in the range
B8:B17, and a row of possible expenses percentages is entered in the range C7:F7. Follow these steps to
complete the two-variable data table for this example:

e Step 1: Copy the original formula entered in cell B5 into cell B7 by typing = (equal to) and then
clicking cell B5.

e Step 2: For a two-variable data table, the copy of the original formula must be entered at the
intersection of the row and column input values.
o Step 3: Select the cell range B7:F17.

e Step 4: The range of the data table includes the formula along with the various growth rates.
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e Step 5: Choose What-If Analysis - Data Table in the Data Tools group on the Data tab.
e Step 6: Excel opens the Data Table dialog box with the insertion point in the Row Input Cell text

box.
e Step 7: Click cell B4 to enter the absolute cell address, $BS4, in the Row Input Cell text box.
e Step 8: Click the Column Input Cell text box and then click cell B3 to enter the absolute cell
address, SBS3, in this text box.
e Step 9: Click OK.

Excel fills the blank cells of the data table with a TABLE formula using B4 as the Row Input Cell and B3 as
the Column Input Cell.

- £ [STABLE(BA.BY))

A B C D E F G
1 Sales Projections for 2011
2 Sales 2030 S 875,000
3 Growth 2011 3.00%
4 Expenses 2011 10%
5 Projected Sales2011 $ 813,750
6
7 $ 813,750.00 10% 15% 20% 25%
A 1.0%[S__796250]$ 752500 S 708750 § 665,000
g 15% $ 800,625 $ 756875 $ 713,125 $§ 669,375
10 2.0% S 805,000 § 761,250 S 717500 § 673,750
11 25% S 809375 § 765625 S 721875 $ 678,125
12 3.0% S 813,750 § 770,000 $ 726250 $ 682500
13 3.5% $S 818,125 § 774375 S§ 730625 $ 686875
14 4.0% $ 822500 $ 778750 S 735000 $ 691,250
15 4.5% S 826875 $ 783,125 $§ 739375 $ 695625
16 5.0% S 831250 $ 787,500 § 743,750 $ 700,000
17 55% S 835625 § 791875 S 748125 $ 704,375

File Tab Advanced

Save Workbook to the Web

Saving to the Web keeps your work in a secure place that you always have access to.
Step 1: Click File to take you into the backstage view and click on Save As.

Step 2: Click Add a Place.

Step 3: Under Add a Place, click either Office 365 (if you have a SharePoint account) or OneDrive

PN
ys
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Bookl - Excel Haley Piper 7 — a2

6 OneDrive - Nemsys Add a Place

bp==nyEmn Vou can add locations to make it easier to save Office documents to the cloud.
E@> Sites - Nemsys B Office 365 SharePoint

hpiper@nemsys.com

% OneDrive

6 OneDrive
i mhisec
=

o=  AddaPlace

Browse

Step 4: Click Microsoft Account to sign in with your Microsoft account.
Step 5: Enter your Microsoft Account and Password and click Sign In.
Note: If you have Hotmail, Messenger, or Xbox Live, you have a Microsoft account.

Step 6: Once you have signed in, your OneDrive will show up under Places. Click on it and then under
Recent Folders, pick your OneDrive Documents folder.

Step 7: Type a name for your file and click Save.

Present Workbook Online

If you have Lync installed, you can present a workbook in an online meeting, work with others in real
time, and give control of the workbook to others.

Step 1: Make sure that only the workbook you want to share is open in Excel.
Step 2: Click File to enter the backstage view and click Share.

Step 3: Click Present Online then click the Present button

@ Present Online .L_T'&

Present

Step 4: In the Share Workbook Window box, pick a scheduled meeting or click Start a new Lync meeting,
and click OK.

Step 5: You may now begin your scheduled meeting OR begin a new meeting by clicking the Participants
button and clicking Invite More People, then select or type the names of your attendees.

Click Stop Sharing when you are finished sharing your workbook.

#& Stop Sharing x

—
S
T

~
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Office Online

Office Online
BY Microsoft s
Office Products Templates Support My account

i

&
F 3

We

come to Office

Your place to create, communicate, collaborate, and get great work done

o [

Type www.Office.com into your web browser.

The upper right corner has a space to sign in with your Microsoft email. (The name you use to sign in to
Outlook)

Simply click on a tile to enter that program. In this example | choose PowerPoint

PowerPoint then asks me to choose if | want a new document, to browse templates, or to open a
document that | have already saved to my OneDrive.

OneDrive is where you can save all your files and access them at any time from any location such as a
tablet, smart phone, or computer.

oar———

.
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Fety || o @] 3% |
C 0 | 8 Secure | https://office.live.com/start/Excel.aspx?auth=28is=48nf=1 ﬁ| o e :

I Apps

Excel Online

2
®
)
®
=
=

Call Log.xlsx

Site Reviews 2017 xlsx
Training Attendance.xlsx
Training Ideas.xIsx
Issues.xlsx

I1.xlsx

Friday Potluck.xlsx

nemsys43604.sharepoint.com » Shared Documents

Book.xlsx
nemsys43604.sharepoint.com » Shared Documents

service desk daily report.xlsx

Deployment List 08 2014.xlsx

3
3
3
3
8
3
3
8
3
3

¢& Open from OneDrive for Business

» Add a place

nemsys43604.sharepoint.com » Shared Documents...

nemsys43604.sharepoint.com = Shared Documents...

nemsys43604.sharepoint.com » Shared Documents...

nemsys43604.sharepoint.com » Shared Documents...

nemsys43604.sharepoint.com » Shared Documents...

nemsys43604-my.sharepoint.com » personal » hpi...

nemsys43604.sharepoint.com » Shared Documents...

nemsy=43604.charepoint.com » Shared Documents...

New blank workbook

Total a List

Total

$139.00

Total a List

% of Income Spent  Summary

Manage My Money

Family Budget

Cash Flow

Pinned Tabs R~ First Federal u American Express @ Pinterest E Free Calorie Counter

(WVET Nl Haley Piper | Sign out

[New in # OneDrive for Business

Make a List

cost

$22.00
$10200

$15.00

Track My Tasks

Personal Budget

As you can see below, the program appears exactly the same in your browser window.

‘a-\"\

>l ""4-{\\‘
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Ry | (= | B 3
[ Bookxlsx x Yk
& c 0O ‘ @ Secure | https)//nemsys43604-my.sharepoint.com/personal/hpiper_nemsys_coml/_layouts/15/WopiFra ﬁ'| [c | ]
S Apps Pinned Tabs R~ First Federal u American Express @ Pinterest H Free Calorie Counter
Excel Online Haley Piper :q. Share Haley Piper
FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do ECITIN EXCEL
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To switch programs simply click on the tiles in the upper left corner of your screen.

Excel Online

[\

A box will appear that gives you access to all the other programs. Click on the program you want to open
next and it will open in a new window. You can have multiple windows open with different programs in
each window.

B =

Mail Calendar

Y« B

Yammer

E:* a:s

SharePoint Planner

PowerPoint OneNote

lee) LA

PowerApps

B P> B

Teams Dynamics 365 Store

If you have any additional questions, make sure to check out our other trainings and guides at
the Nemsys Training Website or contact us at 419.243.3603
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