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CHAPTER ONE

1. Excel Basics

1.1 Getting Started with Excel

1.1.1 Introduction

Excel 2013 is a spreadsheet program that allows you to store, organize, and analyze information. While you may
think that Excel is only used by certain people to process complicated data, anyone can learn how to take advantage
of Excel's powerful features. Whether you're keeping a budget, organizing a training log, or creating an invoice,
Excel makes it easy to work with different kinds of data.

1.1.2 Getting to Know Excel 2013

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

1.1.2.1 The Excel Interface

When you open Excel 2013 for the first time, the Excel Start Screen will appear. From here, you'll be able to create
a new workbook, choose a template, or access your recently edited workbooks.
e From the Excel Start Screen, locate and select Blank workbook to access the Excel interface.
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Excel

Recent

Utilites Budget

Jovier Flores's SkyDrive

Customer Satisfaction
Javier Flores's SkyDrive

Utilites Budget
Javier Flores's SkyDrive » Documents

[ Open Other Workbooks

Search for online template p

Suggested searches:  Budget  Involce

Expense Lt Loan Schedule

A B C

Oscars batlot predictor app

The Excel Start Screen

?7 - 0 X

('1
Javier Flores @

javierflores838 Gomailcom BN
Calendars Switch account \)

>

Take a
tour

Wedcome to Excel

== s Il

WA TR
]
Tomatiys

Movie list app

Click the buttons in the interactive below to become familiar with the Excel 2013 interface.
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[ = MNew Warkbook - Excel ?T H - O %X
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Javier Flores - %
% Calibri -lu - == = Er General - %Conditiunal Formatting = g“’lnsert - %
- g~ B I U~ A 4 === - $ -0 QFormatasTable' E" Delete - Editin
T . DA E = F- 0 8 [ Cell Styles ~ (&1 Format - - ’
Clipboard Fant ] Alignment ™ Mumber ™ Styles Cells P
Al - S v
A B C D E F G H I J K -
i ]
2
3
4
5
5]
7
8
9
10
11
12
13
14
15 -
Sheetl | Sheet? | Sheet3 ® 1 3

252 M -———§F———+ 100%

1.1.2.2 Working with the Excel Environment

If you've previously used Excel 2010 or 2007, Excel 2013 will feel very familiar. It continues to use features like the
Ribbon and the Quick Access Toolbar, where you will find commands to perform common tasks in Excel, as well
as Backstage view.

1.1.2.3 The Ribbon

Excel 2013 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple tabs, each
with several groups of commands. You will use these tabs to perform the most common tasks in Excel.
Click the arrows in the slideshow below to learn more about the different commands available within each tab on the

Ribbon.

H : New Workbook - Excel TELETOOLS B - 0O X
FILE HOME | IMSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW DESIGM  Javier Flores - %
A |Calibri - == = % General - %ConditionalFormatting' E“’Insert M
PastD; fg- BI U- A 4 === - -0 GFormat as Tahle - E" Delete - Edting
. W Hy bYA- EE - 0 3% (74 Cell Styles - Hiformats -
° Clipboard Font T Alignment fa Number r Styles Cells A
10
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The Home tab gives you access to some of the most commonly used commands for working with data in Excel 2013,
including copy & paste, formatting, and number styles. The Home tab is selected by default whenever you open

Excel.

Certain programs, such as Adobe Acrobat Reader, may install additional tabs to the ribbon. These tabs are
called Add-ins.
To Minimize and Maximize the Ribbon:
The Ribbon is designed to respond to your current task, but you can choose to minimize the Ribbon if you find that it
takes up too much screen space.
1. Click the Ribbon Display Options arrow in the upper-right corner of the Ribbon.

? T H| - 8 X

_%

------ Auto-hide Ribbon
t Hide the Ribbon. Click at the top

[ —
EEIEEI Ex :H:j 2. Aute of the application to show it.
== Fill =
Insert Delete Format E F Show Tabs
- - - & Clea Show Ribben tabs only. Click a
c tab to show the commands.
ells
u=e Show Tabs and Commands
=== Show Ribbon tabs and
commands all the time,
T ] W - - . =—

Ribbon Display options
2. Select the desired minimizing option from the drop-down menu:
o Auto-hide Ribbon: Auto-hide displays your workbook in full-screen mode and completely hides the
Ribbon. To show the Ribbon, click the Expand Ribbon command at the top of screen.

sew E x

%

w

T u v W X Y i[=]

Ribbon is hidden and
workbook appears in

Click the Expand
Ribbon command to

show the Ribbon

full screen

Auto-hiding the Ribbon
o Show Tabs: This option hides all command groups when not in use, but tabs will remain visible. To
show the Ribbon, simply click a tab.
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H - = Mew Workbook - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
Al M Je

Click a tab to

show the Ribbon

Showing only Ribbon tabs
o Show Tabs and Commands: This option maximizes the Ribbon. All of the tabs and commands will be
visible. This option is selected by default when you open Excel for the first time.

1.1.2.4 The Quick Access Toolbar

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

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

Commands.

H < c m Mew Workbook - Excel

- HOME Il Customize Quick Access Toolbar _AS DATA REY

LT Calibri Hew sneral  ~| 2 Cond

Dl?av B I L  Open - % +  [FForm
pafte i .| 8 v Save ) 00 7 cell S
Clipboard = Fc Email dumber

Quick Print
Al -

Print Preview and Print %

A B Spelling F 5
E l Undo
: Redo
3
a4 Sort Ascending
5 Sort Descending
6 Touch/Mouse Mode
; Maore Commands...
g Show Below the Ribbon
10
11
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Adding a command to the Quick Access Toolbar
3. The command will be added to the Quick Access Toolbar.

H g -
HOME INSEJ& PAGF LAYOLIT

Print Preview and Print

Al M ke

The added command

1.1.3 Backstage View

Backstage view gives you various options for saving, opening a file, printing, or sharing your workbooks.
To Access Backstage View:

1. Click the File tab on the Ribbon. Backstage view will appear.

= ;
HOME INSERT PAGE LAYOUT
& s -
D Calibri 111 -~ A A
Eg -~
Pafte " B I U~ M-~ @),A,
Clipboard Font

Clicking the File tab
Click the buttons in the interactive below to learn more about using Backstage view.
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Info

Mew Workbook - Excel

7?7 - 0O X
lavier Flores - %

New Workbook
Desktop
Protect Workbook Properties -
} Control what types of changes Size 746KE
Coua Protect i
Save As ok people can make to this workbook, Title Add a title
) Tags Add atag
Print )
Categories Add a category
Share
( f*.j Inspect Workbook Related Dates
= Before publishing this file, be aware N
Export Check for that it contains: Last Modified Today, 2:00 PM
Issues - Docurnent properties, author's Created Today, 3:00 PM
Close narne and absolute pa’Fh Last Printed
Content that people with
disabilities find difficult to read
Related People
Account b
Author Javier FI
I aVIer Flores
Options —rj Versions
q ¥ There are no previous versions Add an author
Manage of this file. .
Versions - Last Modified By

Javier Flores

1.1.4 Worksheet Views

Excel 2013 has a variety of viewing options that change how your workbook is displayed. You can choose to view
any workbook in Normal view, Page Layout view, or Page Break view. These views can be useful for various
tasks, especially if you're planning to print the spreadsheet.
e Tochange worksheet views, locate and select the desired worksheet view command in the bottom-right
corner of the Excel window.

= Page Page
Nz Lawyout Break
wriewnsr wrieww

-

=) [ e———————pram\\/orksheet view options
Click the arrows in the slideshow below to review the different worksheet view options.
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=

Roster - Excel T EH - O X

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW  Javier Flores ~ 'F%

C- T 4 Calibri -1 -
DE‘@. B I U-~- A &

Paste Alignment Mumber

~

- &-Av

Clipboard Fant

-

lets
Cavaliers
Colts
Giants
Marlins
Bulls
Eagles
Hawks

1
2
3
4
3
&
7
8
9

Lightning
Marlins
Cavaliers
Eagles
Giants
Hawks
lets
Tigers

Sheets Sheetl

Exercise 1.1

No vk wNPE

= 9% E[% Conditional Formatting = @ o]

B r t as Table -

.=* Format as Table Cells  Editing

; . [Z7 Cell Styles - M N
Styles

Friday Friday, June 17, 2011
Saturday Saturday, August 13, 2011
Saturday Saturday, June 25, 2011
Saturday Saturday, July 09, 2011
Saturday Saturday, July 02, 2011
Saturday Saturday, July 16, 2011
Saturday Saturday, July 23, 2011
Saturday Saturday, August 20, 2011
Saturday Saturday, August 06, 2011
Friday Friday, August 12, 2011
Saturday Saturday, June 25, 2011
Saturday Saturday, July 02, 2011
Saturday Saturday, August 20, 2011
Saturday Saturday, August 06, 2011
Saturday Saturday, July 30, 2011
Saturday Saturday, July 09, 2011
Sheet2 | She ... (¥ 4

H M -———F—+ 100%

Open or navigate to the Excel 2013 interface.
Click through all of the tabs and review the commands on the Ribbon.

Try minimizing and maximizing the Ribbon.
Add a command to the Quick Access Toolbar.

Navigate to Backstage view and open your Account settings.

Try switching worksheet views.

Close Excel (you do not have to save the workbook).
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1.2 Creating and Opening Workbooks
Excel files are called workbooks. Whenever you start a new project in Excel, you'll need to create a new workbook.
There are several ways to start working with a workbook in Excel 2013. You can choose to create a new

workbook—either with a blank workbook or a pre-designed template or open an existing workbook.

Creating a New, Blank Workbook

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

H -
HORE IMNSERT PAGE LAYOUT
“ . -
D Calibn 111 - A A
Eg ~
Pajte " B I U~ i+« & A
Clipboard = Font e

2. Select New and then click Blank workbook.

New

Search for online templates

Suggested searches: Budget Inwvoice Calendars Expense List Loan
A B C
o I >
-
2 C
: fak
a aKkKe a
=]
e tour
7 L
Blank workboolk Welcome to Excel

Account

Creating a new workbook
3. A new, blank workbook will appear.

Opening an Existing Workbook

An existing workbook is a workbook that has been previously saved..
1. Navigate to Backstage view and then click Open.
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2. Select a location option:

o Recent Workbooks displays all of your recently edited workbooks, including those saved to Sky Drive.

Open

(L)
7.

(=

-

Recent Workbooks

Recent Workbooks
xfH

Javier Flores's SkyDrive

i
[T r

1
il
g7

Computer

Add a Place

il
g7

Roster
Desktop I}

MNew Workbook
Desktop

Customer Satisfaction
lavier Flores's SlkoyDirive

Utilites Budget

Jawvier Flores's SkyDrive » Documents

Viewing recently edited workbooks
o Sky Drive gives you access to your Sky Drive folders. Select Sky Drive and then click Browse if
you've saved your workbook to the cloud.

Open

Recent Workbooks

£& Javier Flores's SkyDrive

Recent Folders

Javier Flores's SkyDrive

& Jlavier Flores's SkyDrive

& Documents

Computer

Add a Place

Javier Flores's SkyDrive » Documents [%

L=y

Browse

Opening a workbook from SkyDrive
o Computer gives you access to the files you've saved locally on your computer. In our example, we will
select this option and then click Browse.

17
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Open

@ Recent Workbooks EI;I Computer

Current Folder

a Javier Flores's SkyDrive Desktop
= Recent Folders
i .

Deskitop
My Documents

+ Add a Place

Browse

Opening a locally saved workbook
3. The Open dialog box will appear. Locate and select your workbook and then click Open.

T | 2« MyDocuments » Javy's Documents v & Search Javy's Documents y =)

Organize - Mew folder BE ~ m (7]
I-H_' Downloads - B family budget
k. Google Drive home loan comparison
" Recent places 5 travel expenses

=4l Libraries
Documents
J Music
[E=| Pictures

4 videos

L

File name:  home loan comparison W ‘ |A|| Excel Files ¥ |

Tools - Open [ Iv Cancel

Opening a workbook

Pining a Workbook

If you frequently work with the same workbook, you can pin it to Backstage view for quick access.
1. Navigate to Backstage view.
2. Click Open. Your recently edited workbooks will appear.
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Open

(L) Recent Workbooks Recent Workbooks

;% family budget
My Docurments = Misc » Javy's Documents

& Javier Flores's SkyDrive " )
% Home loan comparison
My Documents = Misc = Javy's Documents

EI:I Computer % My financial portfolio

My Documents = Misc = Javy's Documents

Viewing recently edited workbooks

3. Hover the mouse over the workbook you wish to pin. A pushpin icon ™ will appear next to the workbook.
4. Click the pushpin icon.

Open

@ Recent Workbooks Recent Workbooks

% family budget @

My Docurments = Misc = Javy's Documents

.ﬁ Javier Flores's SkyDrive " )
% Home loan comparison
My Decurments = Misc = Javy's Documents

EI;I Computer % My financial portfolio

My Documents » Misc » Javy's Documents

Pinning a workbook
5. The workbook will appear in Recent Workbooks until it is unpinned.

Open

@ Recent Workbooks Recent Workbooks
% family budget -

My Documents » Misc » Javy's Documents

&@a, Javier Flores's SkyDrive

) Computer L ;
E;I p % My flnan

The pinned workbook
To unpin a workbook, simply click the pushpin icon again.

You can also pin folders to Backstage view for quick access. From Backstage view, click Open and then locate
the folder you wish to pin, then click the pushpin icon.
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Open
@ Recent Workbooks E;I Computer

Current Folder

& Javier Flores's SkyDrive Desktop

Fecent Folders

[ Computer
E-— = Javy's Documents

- -
My Documents = Misc = Javy's Documents I}
+ Add a Place Desktop Pin this itern to the list

My Documents
Pinning a folder to Backstage view

1.2.1 Using Templates

A template is a pre-designed spreadsheet you can use to create a new workbook quickly. Templates often
include custom formatting and predefined formulas, so they can save you a lot of time and effort when starting a
new project.
To Create a New Workbook from a Template:
1. Click the File tab to access Backstage view.

H -

HORE INSERT PAGE LAYOUT
& e b4

D Calibri =11 | A A
Eg -

Paste " B I U - i« @}v.&v

-

Clipboard Faont M
Navigating to Backstage view

2. Select New. Several templates will appear below the Blank workbook option.

3. Select a template to review it.
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Mew Workbook
Search for online templates
Suggested searches: Budget  Inwvoice Calendars Expense List Loan 5

7| [

Blank workbook Welcome to Excel

Close

Account

Options

My financial portfolio == Employee training tracker

Selecting a template
4. A preview of the template will appear, along with additional information about how the template can be used.
5. Click Create to use the selected template.

My financial portfolio

Provided by:  Microsoft Corporation

PORTFOIICT  NEWS

| Looer seeurity symbsel Fel PROVIDER DESCRIPTION

MICROSOFT CORPORATION & E

MSET .83 © 0.07% This ternplate contains an Excel app for Office that

connects to internet data, It allows you to add and
track the stocks and funds in your investment

sl M - portfolio, It includes quotes, charts, and all the
1 L ] R . .
[V VA T ] | L latest news on your positions courtesy of Bing
5 . . . N .
an Finance, Customnize the fields you'd like to see in
Haw 8 [370) Ry 1541 .
iz the table using the drag and drop feature. Take
[ow EZEETECTIEN " -
. control of your investrments.
Dzan Doy High Dy Low  Waiume " )
@y A E 413 G Download size: 60 KB

Poewinig 52 Week  52Weck  Marker
Claea Mgk Lerar (=" a2
EE] =10y F2E} 22E3

Rating: T Fr (169 Votes)

L ]

4 More Images  #

]

Creating a new workbook with a template
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6. A new workbook will appear with the selected template.
You can also browse templates by category or use the search bar to find something more specific.

New

=% Home family budget 0
ﬁ Category
Budget a2
.‘ir-(fTF{ T_f h-1-| I-."I' EUDOET }.IUll.l lll:'r )
....... . College Budget Business 46
wa wen e wm we own am | e Calculator 45
52,425 52,231
| - S Industry 33
W c e cen v oren rms pmo £ T Expense 31
e e— |
I Finance - Accounting 29
= Persocnal 25
Family budget - Monthly college budget Small Business 22
Chart 20

Searching for a template
It's important to note that not all templates are created by Microsoft. Many are created by third-party providers and
even individual users, so some templates may work better than others.

1.2.2 Compatibility Mode

Sometimes, you may need to work with workbooks that were created in earlier versions of Microsoft Excel, such as
Excel 2003 or Excel 2000. When you open these kinds of workbooks, they will appear in Compatibility mode.
Compatibility mode disables certain features, so you'll only be able to access commands found in the program used to
create the workbook. For example, if you open a workbook created in Excel 2003, you can only use tabs and
commands found in Excel 2003.

In the image below, you can see that the workbook is in Compatibility mode. This will disable some Excel 2013
features, such as sparklines and slicers.

Employee_Sales| [Compatibility Mode] | Excel

5 T RN I
L
Recommended PrvotChart | Power Line Column Win/ Shicer Timeline

Charts ', v - - View Loss
Charts Il | Reports Sparklines Filters

Disabled commands in Compatibility mode
In order to exit Compatibility mode, you'll need to convert the workbook to the current version type. However, if
you're collaborating with others who only have access to an earlier version of Excel, it's best to leave the workbook in
Compatibility mode so that the format will not change.
To Convert a Workbook:
If you want access to all of the Excel 2013 features, you can convert the workbook to the 2013 file format.
Note that converting a file may cause some changes to the original layout of the workbook.
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1. Click the File tab to access Backstage view.

BH S & =

HOME IMSERT PAGE LAYOUT
ﬁ . -

Clipboard Font T
Clicking the File tab

2. Locate and select Convert command.
Employee_Sales [Compatibility Maode] - Excel

Info

Employee_Sales
Desktop

= Compatibility Mode
T Some new features are disabled to prevent problems

Convert when working with previous wversions of Office.
Conwverting this file will enable these features, but

—L} may result in layout changes.

Protect Workbook

4’ Contral what types of changes people can make to
Protect this workbook.
Workbook -~

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

e AdWorks » Sales Search Sales

Crganize w Mew folder

-~ Sales Data

= Libraries
Documents
J'i Music
[ Pictures

B videos

L

File name: | Employee_Sales I

Sawve as type: | Excel Workbook

Authors: Add an author Tags: Add atag

[] Sawe Thumbnail

= Hide Folders | | Cancel

Saving a new version of the workbook
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4. The workbook will be converted to the newest file type.

Exercise 1.2
1. Create a new, blank workbook.
2. Open an existing workbook from your computer.
3. Pin a folder to Backstage view.
4. Create a new workbook using a template.

1.3. Saving and Sharing Workbooks
Whenever you create a new workbook in Excel, you'll need to know how to save it in order to access and edit it later.
As in previous versions of Excel, you can save files locally to your computer. But unlike older versions, Excel 2013
also lets you save a workbook to the cloud using SkyDrive. You can also export and share workbooks with others
directly from Excel.

Save and Save As

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

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

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

To Save a Workbook:
It's important to save your workbook whenever you start a new project or make changes to an existing one. Saving
early and often can prevent your work from being lost. You'll also need to pay close attention to where you save the
workbook so it will be easy to find later.

1. Locate and select the Save command on the Quick Access Toolbar.

& -
HOME INSERT

a6 Euphemia 110

gy~ B I U~ A

Paste . s, Py - A -

Clipboard Faont

Clicking the Save command

2. If you're saving the file for the first time, the Save As pane will appear in Backstage view.

3. You'll then need to choose where to save the file and give it a file name. To save the workbook to your
computer, select Computer and then click Browse. Alternatively, you can click SkyDrive to save the file to

your SkyDrive.
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Bookl - Excel

Save As

& Javier Flores's SkyDirive EI‘;I Com puter

Recent Folders

ET:' Computer Jawy's Documents
- My Docurments = bisc = lawvy's Docurnents
Desktop
+ Add a Place
MYy Documents

Browse

Saving a workbook locally
4. The Save As dialog box will appear. Select the location where you wish to save the workbook.
5. Enter a file name for the workbook and click Save.

T L =« MyDocume.. ¢ Jawy's Documents w Search Javy's Documents ye

Organize - Mew folder B - (7]

"5 Recent places & familg,r budget

tra!.rel EXPENSES
i Libraries
ERENECIIE e Choose a location and
o Music then type afile name
[E] Pictures
B Videos

L

File name: | home loan comparison

Save as type: | Excel Workbook

Authors:  Add an author Tags: Addatag

[] Save Thumbnail

[~ Hide Folders

Saving a workbook
6. The workbook will be saved. You can click the Save command again to save your changes as you modify the
workbook.
You can also access the Save command by pressing Ctrl+S on your keyboard.
Using Save As to Make a Copy

If you want to save a different version of a workbook while keeping the original, you can create a copy. For
example, if you have a file named "*Sales Data'" you could save it as *Sales Data 2'* so that you'll be able to edit the
new file and still refer back to the original version.
To do this, you'll click the Save As command in Backstage View. Just like when saving a file for the first time, you'll
need to choose where to save the file and give it a new file name.
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Info

Mew

Cpen

Save
Save As h

Print

Clicking Save As
To Change the Default Save Location:
If you don't want to use SkyDrive, you may be frustrated that SkyDrive is selected as the default location when

saving. If you find it inconvenient to select Computer each time, you can change the default save location so that
Computer is selected by default.

1. Click the File tab to access Backstage view.

= =

HOME IMSERT PAGE LAYOUT
& - -

D Calibri 11 | A A
Eg -

F‘aste‘. B I uU- -+ . A~

-

Clipboard ra Font [}

Clicking the File tab
2. Click Options.

Account

Options

Clicking Options
3. The Excel Options dialog box will appear. Select Save, check the box next to Save to Computer by default,
and then click OK. The default save location will be changed.
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General .
Customize how workbooks are saved.
Formulas

Proofing Save workbooks

e -— Click Save, then Excel Workbook v]
Language check the box nformation every minutes

Advanced i ast autosaved version if | close without saving

AutoRecover file location: | ChUzershanetzel\AppData Roamin g"al"v"li-|

Customize Ribbon

[ Don't show the Backstage when opening or saving files

Cuick Access Toolbar
Show additional places for saving, even if sign-in may be required.

Add-Ins Save to Computer by default

OK | | Cancel

Changing the default save location

AutoRecover

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 restore the file using AutoRecover.

To Use AutoRecover:
1. Open Excel 2013. If auto-saved versions of a file are found, the Document Recovery pane will appear.

2. Click to open an available file. The workbook will be recovered.
H ©£- @- & -

FILE HOME IMSERT PAGE|

s
D E‘“] |Euphemia *Ilﬂ -
EFEhI -
Past
af = B I U - . I
Clipboard ra Font
Al | =

Document Recovery

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

Available Files

family budget.xlsx [Origin
Version created last time &
2/11/2013 3:27 PM

[
bg?

The Document Recovery pane
By default, Excel auto-saves every 10 minutes. If you are editing a workbook for less than 10 minutes, Excel may not

create an auto-saved version.
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If you don't see the file you need, you can browse all auto-saved files from Backstage view. Just select the File tab,
click Manage Versions and then choose Recover Unsaved Presentations.

©

Info

MNew

Versions

¥7] There are no previous versions of this file,

Open

Save

Save As Recover Unsaved Workbooks
Browse recent unsaved files I} .
: Iptions
Print 1] Pick what users can see when this workbook is viewed on the Web.
Browser View
Share Options

Accessing
all auto-saved files

1.3.1 Exporting Workbooks

By default, Excel workbooks are saved in the .xlsx file type. However, there may be times when you need to use

another file type, such as a PDF or Excel 97-2003 workbook. It's easy to export your workbook from Excel in a
variety of file types.

To Export a Workbook as a PDF File:
Exporting your workbook as an Adobe Acrobat Document, commonly known as a PDF file, can be especially
useful if sharing a workbook with someone who does not have Excel. A PDF file will make it possible for recipients
to view, but not edit, the content of your workbook.
1. Click the File tab to access Backstage view.
2. Click Export and then select Create PDF/XPS.
Info

Export

MNew

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images

Open ' Y Create PDF/XPS Document

-]
Save Content can't be easily changed
_ P/* Change File Type Free viewers are available on the web
Sawve As 4

Print El—lij I}

Create
Share PDFE/XPS

Export

Close

Exporting a PDF file
3. The Save As dialog box will appear. Select the location where you wish to export the workbook, enter a file
name, then click Publish.
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@ * 4 . <« Documents » Jawy's Documents v O Search Javy's Documents

Organize * Mew fold :
S s releEr Choose a location,

[5 Documents h—— type a file name, then
Mo ite

&' Music click Publish
[E=] Pictures
B videos

B T Aranter 4

File name: | home loan comparison

Save as type: | PDF

Open file after Optimize for: (@) Standard (publishing
publishing cnline and printing)

() Minimum size
(publishing online)

| Options... |

= Hide Folders Tools = || Publish [ I ‘ Cancel |

Exporting a PDF file
By default, Excel will only export the active worksheet. If you have multiple worksheets and want to save all of
them in the same PDF file, click Options in the Save as dialog box. The Options dialog box will appear. Select

Entire workbook and then click OK.
Optimize for: (@ Standard (publishing
online and printing)

) Minimum size
{publishing online)

| Options... {}J

D Selectio
() Active sheet(s]

|:| lgnaore print areas

Include non-printing information
Document properties
Document structure tags for accessibility

PDF options
|:| 15 19005-1 compliant (PDF/A)

| OK N' Cancel |

Exporting the entire workbook
Whenever you export a workbook as a PDF you'll also need to consider how your workbook data will appear on
each page of the PDF, just like printing a workbook. Visit our Page Layout lesson to learn more about what to
consider before exporting a workbook as a PDF.
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To Export a Workbook in Other File Types:
You may also find it helpful to export your workbook in other file types, such as an Excel 97-2003 Workbook if you
need to share with people using an older version of Excel, or a .CSV file if you need a plain-text version of your
workbook.
1. Click the File tab to access Backstage view.
2. Click Export and then select Change File Type.

Export

 a— Create PDF/XPS Document

Ev Change File Type

L&

Clicking Change File Type
3. Select a common file type and then click Save As.

Change File Type

Workbook File Types

Workbook
Uses the Excel Spreadsheet format

OpenDocument Spreadsheet
Uses the OpenDocument Spreadsheet
format

m-= Macro-Enabled Workbook
(] Macro enabled spreadsheet

Excel 97-2003 Workbook
Uses the Excel 97-20032 Spreadsheet format

I

b

Starting point for new spreadsheets

Template

Binary Workbook
Optimized for fast leading and saving

B B [

Other File Types

Text (Tab delimited)
Text format separated by tabs

Formatted Text (Space delimited)
Text format separated by spaces

E’f

o

C5V (Comma delimited)
Text format separated by commas

5

|, Save as Ancther File Type

T

Select a common file type,

- .
Save As then click Save As to export

Choosing another file type
4. The Save As dialog box will appear. Select the location where you wish to export the workbook, enter a file
name, then click Save.
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= T L <« My Documents » Jawy's Documents v Search Jawvy's Documents

Organize - Mew folder EE -

"l Recent places -~

Mo itermns match your search.

Libraries .

E@ Docurments ‘ Choose a location,
o . type a file name, then
= Music click Save

Pictures

B videos

"B Camater b

File name: | home loan comparison

Sawve as type: | Excel 97-2003 Workbook

Authors:  Jawvier Flores Tags: Addatag

[ Sawve Thumbnail

‘= Hide Folders

Saving as an Excel 97-2003 workbook
You can also use the Save as type: drop-down menu in the Save As dialog box to save workbooks in a variety of file

types.

~ 1 L e My Documents » Jawvy's Documents v | Search Javy's Documents o

Crganize w Mew folder FF - L7

“El Recent places -~ ]
Mo iterms match your search.

=4 Libraries
|=_§| Documents
J’ Music
[ Pictures
B videos

18 Computer b

File name: | home lean comparison ™

Excel 97-2003 Workbook

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

Single File Web Page

Web Page

Excel Template

Excel Macro-Enabled Template
Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003
Microsoft Excel 5.0/95 Workbook

Save as type:

Authors:

(= Hide Felders

CSV (Comma delimited)

Formatted Text (Space delimited) h;
Text (Macintosh)

Text (MS-DOS)

Using the Save As type menu to choose a file type
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1.3. 2 Sharing Workbooks

Excel 2013 makes it easy to share and collaborate on workbooks using SkyDrive. In the past, if you wanted to share
a file with someone, you could send it as an email attachment. While convenient, this system also creates multiple
versions of the same file, which can be difficult to organize.
When you share a workbook from Excel 2013, you're actually giving others access to the exact same file. This lets
you and the people you share with edit the same workbook without having to keep track of multiple versions.
In order to share a workbook, it must first be saved to your SkyDrive.

To Share a Workbook:

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

Clicking Share

2. The Share pane will appear.
Click the buttons in the interactive below to learn more about different ways to share a workbook.

Share

Roster Invite People
lawvier Flores's SkyDrive Type names or e-mail addresses

éfa@ EE: Can edit ™
Share

Include a personal message with the invitation

s Invite People

a9
oD Get a Sharing Link

Require user to sign in before accessing document.

Cji Post to Social Metworks

-
Y o
[;I. Email Share

Exercise 1.3

Create a new, blank workbook.

Use the Save command to save the workbook to your Desktop.
Save the workbook to SkyDrive and invite someone else to view it.
Export the workbook as a PDF file.

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

Understanding Cells

Every worksheet is made up of thousands of rectangles, which are called cells. A cell is the intersection of a row and
a column. Columns are identified by letters (A, B, C) and rows are identified by numbers (1, 2, 3).

H - &-
Column
FILE HOME LAYOUT FORMULAS
C8 - : I I
A =] C D E F

o~ &k Wk

[ B —— Cell

A cell

Every cell has its own name, or cell address, based on its column and row. In this example, the selected cell
intersects column C and row 5, so the cell address is C5. The cell address will also appear in the Name box. Note
that a cell's column and row headings are highlighted when the cell is selected.

EHS

Y] Cell address appears

in Name box

A E | € | D
1
2
3
4
Ejﬁl .l
&
7
Cell C5
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You can also select multiple cells at the same time. A group of cells is known as a cell range. Rather than a single
cell address, you will refer to a cell range using the cell addresses of the first and last cells in the cell range, separated
by a colon. For example, a cell range that included cells A1, A2, A3, A4 and A5 would be written as AL:A5.

Al -

WOoe =l h o b W R

Cell range A1:A8

W e =l o e W RS

Cell range A1:B8

Selecting Cells

To Select a Cell:
To input or edit cell content, you'll first need to select the cell.
1. Click a cell to select it.

2. Aborder |:!Wi|| appear around the selected cell and the column heading and row heading will be
highlighted. The cell will remain selected until you click another cell in the worksheet.
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B3 -

Selecting a single cell
You can also select cells using the arrow keys on your keyboard

To Select a Cell Range:
Sometimes you may want to select a larger group of cells, or cell range.
1. Click, hold and drag the mouse until all of the adjoining cells you wish to select are highlighted.
2. Release the mouse to select the desired cell range. The cells will remain selected until you click another cell in
the worksheet.

sl

o Wk e

Selecting a cell range

1.4.1 Cell Content

Any information you enter into a spreadsheet will be stored in a cell. Each cell can contain several different kinds of
content, including text, formatting, formulas and functions.

e Text
Cells can contain text, such as letters, numbers, and dates.
F-% B Z

1 |Date Sales Percentage of Total
2 |s5/6/2013 B85 o 71

2 |5/7/2013 78 0.78

4 |5f8/2013 112 o.86

5 |5/9,/2013 54 0.28

& |5/10/2013 99 0.49

7 |5/11,/2013 189 o685

2 |5/12/20132 120 0.57

L=

Cell text
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1.4.2 Formatting Attributes

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

A B C
Date Sales Percentage of Total

1

2 Monday, May 06, 2013 5 65.00 T1%
3 Tuesday, May 07, 2013 S 78.00 78%
4 | Wednesday, May 08, 2013 5 112.00 B6%
5 Thursday, May 09, 2013 S 54.00 28%
& Friday, May 10, 2013 S 99.00 49%;
7 Saturday, May 11, 2013 3 189.00 65%
& Sunday, May 12, 2013 5 120.00 57%,
9

Cell formatting

1.4. 3. Formulas and Functions

Cells can contain formulas and functions that calculate cell values. In our example, SUM (B2:B8) adds the value of
each cell in cell range B2:B8 and displays the total in cell C9.

E9 | i £ || =SUM(B2:B8)

Percentage of Total

1

2 Monday, May 06, 2013 S 65.00 T1%
3 Tuesday, May 07, 2013 5 78.00 78%
4 | Wednesday, May 08, 2013 5 112.00 86%
5 Thursday, May 09, 2013 5 54,00 28%
5 Friday, May 10, 2013 5 99.00 49%
7 Saturday, May 11, 2013 5 189.00 65%
& Sunday, May 12, 2013 5 120.00 57%
E:I Weekly Sales I 5 717.00 | )

Cell formulas
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1. 4. 4 Inserting Content

1. Click a cell to select it.

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

Al - Fe First

First I
——

Content appears in
cell and formula bar

PR T R ST R

Inserting cell content

1.4. 5 Deleting Cell Content

1. Select the cell with content you wish to delete.
A B C

1

2 |First Mame Middle Mame Last Name
3 ]Heidi |Lauren =] _ILEE

4 |losie Marie Gates

5 |Wendy Anne Crocker

& |Loretta Susan lohnson

Selecting a cell

2. Press the Delete or Backspace key on your keyboard. The cell's contents will be deleted.

A . B . C
1
2 |First Name Middle Name Last Name
3 |Heii | lLee
4 |Josie Marie Gates
5 Wendy Anne Crocker
& | Loretta Susan lohnson

Deleting cell content
You can use the Delete key on your keyboard to delete content from multiple cells at once. The Backspace key will

only delete one cell at a time.

37
March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual
1. 4. 6 Deleting Cells

There is an important difference between deleting the content of a cell and deleting the cell itself. If you delete the
entire cell, the cells below it will shift up and replace the deleted cells.
1. Select the cell(s) you wish to delete.

A B C
1| h |
2 |First Name Middle Name Last Mame
3 |Heidi Joy Lee
4 |losie Marie Gates
5 |Wendy Anne Crocker
o |Loretta Susan lohnson

Selecting a cell to delete
2. Select the Delete command from the Home tab on the Ribbon.

[ 3 - -
EEED %x - > AutoSum %Y

Fill =
Insert Delete”Format Sort &
- - - £ Clear~ Filter -
Cells Editing
Delete Cells

Delete cells, rows, columns, or
0 sheets from your workboolk.

F¥L: To delete multiple rows or
coelumns at a time, select multiple
rows or columns in the sheet, and
click Delete.

Clicking the Delete command
3. The cells below will shift up.

A B C
1 |First Name Middle Name Last Name
2 |Heidi Joy Lee
3 |losie Marie Gates
4 |Wendy Anne Crocker
5 |Loretta Susan Johnson

Cells shifted to replace the deleted cell

1.4.7 Copy and Paste Cell Content

Excel allows you to copy content that is already entered into your spreadsheet and paste that content to other cells,
which can save you time and effort.

1. Select the cell(s) you wish to copy.
D E

Friday, March 01, 2013 Friday, March 08, 2013
X I
| |

Selecting a cell to copy
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2. Click the Copy command on the Home tab or press Ctrl+C on your keyboard.

FILE HOME INSERT PAGE LAYOUT
alls
B &b C“th Calibri -|11
. E|:E“| Copy -
aste R S
- N Farmat Painter 1 U -
Clipboard P Faont
- Cut (Ctrl+X) ,

Remove the selection and put it on
the Clipboard so you can paste it

— somewhere else, —
1 |Fir

Clicking the Copy command
3. Select the cell(s) where you wish to paste the content. The copied cells will now have a dashed box around
them.

D E

Friday, March 01, 2013 Friday, March 08, 2013
1

Ix w |

Paste

Copied cell

destination

Pasting cells
4. Click the Paste command on the Home tab or press Ctrl+V on your keyboard.

HOME IMSERT PAGE LAYOUT

S 96 Cut Calibri -l
Paste 8 Copy - B T -
- ~ Format Painter =
Clipboard Fa Font
Paste (Ctrl+V) £

Add content on the Clipboard to
your docurment.

1 |FirstName  LastName Email
Clicking the Paste command
5. The content will be pasted into the selected cells.
D E

Friday, March 01, 2013 Friday, March 08, 2013

""""""" =i |
1% 1%
| |

-
he pasted cell content
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1. 4. 8 Cut and Paste Cell Content

Unlike copying and pasting, which duplicates cell content, cutting allows you to move content between cells.
1. Select the cell(s) you wish to cut.

D E
Friday, March 01, 2013 Friday, March 08, 2013
X X
X
X
X ! |

Selecting a cell range to cut
2. Click the Cut command on the Home tab or press Ctrl+X on your keyboard.

FILE HOME INSERT PAGE LAYOUT

r-N
M %Cutl,} Calibri Sl
P t E‘@ I:I:lpy D I
e S
- ' Farmat Painter I u i
Clipboard a Font
E3 Cut (Ctrl+X) .

Remove the selection and put it on
the Clipboard so you can paste it

— somewhere else. T
1 |Fir

Clicking the Cut command
3. Select the cells where you wish to paste the content. The cut cells will now have a dashed box around them.
4,

D E

Friday, March 01, 2013 Friday, March 08, 2013
X

Cut Cells

Pasting cells

destination

5. Click the Paste command on the Home tab or press Ctrl+V on your keyboard.
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FILE HOME IMSERT PAGE LAYOUT
s, d6 Cut Calibri -l
Paste B Copy - B I U - .
- ~ Format Painter = =
Clipboard r Font
Paste [(Ctrl+V) £

Add content on the Clipboard to
your document.

1 |FirstName  Last Name Email
Clicking the Paste command
6. The cut content will be removed from the original cells and pasted into the selected cells.
D E

Friday, March 01, 2013 Friday, March 08, 2013

X X

X
X
X

The cut and pasted cells

1. 4.9 Access More Paste Options

You can also access additional Paste options, which are especially convenient when working with cells that
contain formulas or formatting.

To access more Paste options, click the drop-down arrow on the Paste command.

H ©- & -
UM HOME | INSERT  PAGE LAYOL

s M Cut

D EEI Comy -
Paste H B e
- " Format Painter -

Calibri -

Py
Ir]
i
i}
ul

R T | —
wii WM RmT | Keep Source Formatting (K)
Paste Values

21 [ [

123 L2343

Other Paste Options

I T - S
g ]

Jm@@

Paste Special...

Additional Paste options
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Rather than choosing commands from the Ribbon, you can also access commands quickly by right-clicking. Simply
select the cell(s) you wish to format, then right-click the mouse. A drop-down menu will appear; where you'll find
several commands also located on the Ribbon.
D E F

Friday, March 01, 2017
Calibi ~|11 ~| A" a7 § ~ % » &

B I =0 A G

ER Copy
y Paste Options:

il

|

&
Paste Special...

11l 3

Insert...

Delete...

o m o x [x x (x x| x| x[EPRTE x
]

Clear Contents

Right-clicking to access formatting options

1. 4. 10 Drag and Drop Cells

Rather than cutting, copying and pasting, you can also drag and drop cells to move their contents.
1. Select the cell(s) that you wish to move.

2. Hover the mouse over the border of the selected cell(s) until the cursor changes from a white cross o a

L
black cross with 4 arrows an

F G
Friday, March 1, 2013 Friday, March 8, 2013
X

X

X 1—+—r
X %

Hovering over the cell border

3. Click, hold and drag the cells to the desired location.
F G
Friday, March 1, 2013 Friday, March 8, 2013
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Dragging the selected cells
4. Release the mouse and the cells will be dropped in the selected location.
F G
Friday, March 1, 2013 Friday, March 8, 2013

o [k |x =

The dropped cells

1. 4. 11 Using the Fill Handle

There may be times when you need to copy the content of one cell to several other cells in your worksheet. You
could copy and paste the content into each cell, but this method would be very time consuming. Instead, you can use
the fill handle to quickly copy and paste content to adjacent cells in the same row or column.
1. Select the cell(s) containing the content you wish to use. The fill handle will appear as a small square in the
bottom-right corner of the selected cell(s).
D E

Friday, March 01, 2012 Friday, March 08, 2013
X

x
x
S

4

The fill handle

Locating the fill handle
2. Click, hold and drag the Fill handle until all the cells you wish to fill are selected.
D E
Friday, March 01, 2012 Friday, March 08, 2013
X

X
X
X
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Dragging the fill handle
3. Release the mouse to fill the selected cells.

D E
Friday, March 01, 2013 Friday, March 08, 2013
*
=
Y
e
e
e
e
e
e
=
e
e
e
e
=
The filled cells

1. 4. 12 Continuing a Series with the Fill Handle

The fill handle can also be used to continue a series. Whenever the content of a row or column follows a sequential
order, like numbers (1,2,3) or days (Monday, Tuesday, Wednesday), the fill handle can guess what should come
next in the series. In many cases, you may need to select multiple cells before using the fill handle to help Excel

determine the series order. In our example below, the Fill handle is used to extend a series of dates in a column.
G H

Friday, March 01, 2013

Friday, March 08, 2013

:':rilﬂEl}", March 29, 2013

Using the fill handle to extend a series

G H
Friday, March 01, 2013
Friday, March 08, 2013
Friday, March 15, 2013
Friday, March 22, 2013
Friday, March 29, 2013

The extended series

1. 4. 13 Using Flash Fill

A new feature in Excel 2013, Flash Fill can enter data automatically into your worksheet, saving you a lot of time
and effort. Just like the Fill handle, Flash Fill can guess what kind of information you're entering into your
worksheet. In the example below, we'll use Flash Fill to create a list of first names using a list of existing email
addresses.
1. Enter the desired information into your worksheet. A Flash Fill preview will appear below the selected cell
whenever Flash Fill is available.
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A
Email Address
heidi.lee@vestainsurance.com

josie.gates@vestainsurance.com

wendy.crocker@vestainsurance.com

loretta.johnson@vestainsurance.com

walter.rivera@vestainsurance.com
misty.whitfield@vestainsurance.com
matilda.lewis@vestainsurance.com
elizabeth.hicks@vestainsurance.com

10 |alvin.rios@vestainsurance.com

11 |brian.gaines@vestainsurance.com
Previewing Flash Fill data
2. Press Enter. The Flash Fill data will be added to the worksheet.

A
Email Address
heidi.lee@vestainsurance.com

josie.gates@vestainsurance.com

|wend',-f.crcucker@veﬂaimurance.cum

loretta.johnson@vestainsurance.com

walter.rivera{@vestainsurance.com

misty.whitfield @vestainsurance.com

matilda.lewis@vestainsurance.com

elizabeth.hicks@vestainsurance.com

alvin.rios{@vestainsurance.com

brian.gaines@vestainsurance.com

B C D
Last Mame First Name  Friday, March 01, 2013
Lee Heidi X

Gates -

Crocker

Johnson
Rivera
Whitfield
Lewis
Hicks
Rios

E R IR R "

Gaines

B C D

Last Mame First Name  Friday, March 01, 2013
Lee Heidi X

Gates losie X

Crocker |‘I.I"|.|fenr:i15|r | =

Johnson Loretta X

Rivera Walter X

Whitfield  Misty X

Lewis Matilda X

Hicks Elizabeth X

Rios Alvin X

Gaines Brian X

The entered Flash Fill data
To modify or undo Flash Fill, click the Flash Fill button next to recently added Flash Fill data.

A

Email Address
heidi.lee@vestainsurance.com

josie.gates{@vestainsurance.com

|wend‘,r.crcucker@veﬂainﬁurance.cum

loretta.johnson@vestainsurance. com

walter.rivera@vestainsurance.com

misty.whitfield @vestainsurance.com

matilda.lewis@vestainsurance.com

elizabeth.hicks@vestainsurance.com

10 |alvin.rios@vestainsurance.com

B C D
Last Mame First Name  Friday, March 01, 2013
Lee Heidi X
Gates losie X

Crocker |‘l.l"|.|fenrd15|r | E -

N

1 %5 Undo Flash Fill

1+ Accept suggestions

Select all 76 changed cells

Rios Alvin X
Clicking the Flash Fill button
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1. 4. 14 Find and Replace

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

1. 4. 14.1 Finding Content

In our example, we'll use the Find command to locate a specific name in a long list of employees.
1. From the Home tab, click the Find and Select command, then select Find... from the drop-down menu.

> AutoSum - %‘T H

Fill ~
m Sort 8¢ | Find S
& Clear - Filter - Select -

Editing | 44 Find...
ab.  Replace...

- Go To...

Go To Special...
Formulas
Comments
Conditional Formatting
Constants
Drata Walidation

[E Select Objects

Ek Selection Pane...

Clicking the Find command
2. The Find and Replace dialog box will appear. Enter the content you wish to find. In our example, we'll type
the employee's name.
3. Click Find Next. If the content is found, the cell containing that content will be selected.

1 Email Address Last Name First Name  Friday, March 01, 2013 Friday, March
2 |heidi.lee@vestainsura oo Lgidi

3 |Josie.gates@vestainsu

4 |\wendy.crocker@vestai —I“

5 |loretta.johnson@vesta Find Replace

& |walter.rivera@vestain Find what: | Russel| El

7 |misty.whitfield @vesta

8 |matilda.lewis@vestain

g |elizabeth.hicks@vestai

—
=]

alvin.rios@vestainsura
brian.gaines@vestains

Find Al | | Find Next | Close |

bt
bt

12 |megan.bosworth@vests

13 |maria.menzies@vestainsurance.com Menzies Maria X
14 | micheal.russell@vestainsurance.com |Russell Micheal X
15 |jimmy.lincoln@vestainsurance.com Lincoln Jimmy X
16 |martha.mccain@vestainsurance.com McCain Martha X
AT lebhivlmar bmimbd murmcdaimonimmmmm meoee ek Chuiwlmar wr

Clicking Find Next
4. Click Find Next to find further instances or Find All to see every instance of the search term.
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Find | Replace

Find what: | Russell [v]

Find All L\\l" EindNext | | Close |

Sheet Mame Cell Value
Westa Webinar Training Log.xlsx March 54514 micheal.russell@wve
Vesta Webinar Training Log.xlsx  March SB514 Russell
£

2 cell(s} found

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

Find | Replace

Find what: | Russell

Find Al | | Find Next | |_r Close |
=

L3
Book Sheet Mame Cell Value

Vesta Webinar Training Log.xlsx  March SAa514 micheal.russell@we:
Vesta Webinar Training Log.xlsx  March 56514 Russell
< >

2 cellfs) found

Closing the Find and Replace dialog box
You can also access the Find command by pressing Ctrl+F on your keyboard.
Click Options to see advanced search criteria in the Find and Replace dialog box.

Find Replace

Find what: | Russell [v| | noFormatset | [ Format.. -

i v s

u |:| Match entire cell contents

Search: By Rows

| Find All ||f|nd Mesxt | | Close |

Clicking Options
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1. 4. 14.2 Replacing Cell Content

At times, you may discover that you've repeatedly made a mistake throughout your workbook (such as misspelling
someone's name), or that you need to exchange a particular word or phrase for another. You can use Excel's Find and
Replace feature to make quick revisions. In our example, we'll use Find and Replace to correct a list of email
addresses.
1. From the Home tab, click the Find and Select command, then select Replace... from the drop-down menu.
> AutoSum - %‘Y H

=] Fill ~
Sort 8¢ | Find S
& Clear - Filter ~ [Select =

Editing | 44 Find...
| ab Bepl
wac Neplace... I}
1 = Go To...

Go To Special...
Formulas
Comments
Conditional Formatting
Constants
Drata Walidation

[:g Select Objects

EQ Selection Pane...

Clicking the Replace command

2. The Find and Replace dialog box will appear. Type the text you wish to find in the Find what: field.
3. Type the text you wish to replace it with in the Replace with: field, then click Find Next.

Find what: |vestainsurar1ce.com

Replace with: |vestainsurar1ce.r1et

Options ==

| Replace All || Replace | FindAl | | Find Next | Close |

Clicking Find Next
4. If the content is found, the cell containing that content will be selected.
5. Review the text to make sure you want to replace it.
6. If you wish to replace it, select one of the replace options:
o Replace will replace individual instances.
o Replace All will replace every instance of the text throughout the workbook. In our example, we'll
choose this option to save time.
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A , EB C D
1 |Email Address Last Name First Mame  Friday, March 01, 2013
2_heidi.Iee@veﬂainsurance.cum _|Lee Heidi X
3 |josie.gates@vestainsurance.com Gates losie X
4 |\wendy.crocker@vestainsurance.com Crocker Wendy X
5 |loretta.johnson@vestainsurance.com Johnson Loretta X
6 ; i .
7
a
:
10 Find what: |'.re5tainsurance.cum |E|
1 i Replace with: |'.'estainsurance.net IEl
12
E
14
15 |ii Replace All IJ\| Replace | | Find All | | Find Next | | Close |
16 o
17 [ chirlav knicht@mvastainanranra rnm Knioht Shirlaw W Replacing
the highlighted text
7. A dialog box will appear, confirming the number of replacements made. Click OK to continue.
o All done, We made 77 replacements.,
Clicking OK
8. The selected cell content will be replaced.
5 |heidi.lee@vestainsurance.com Lee Heidi
b |josie.gates@vestainsurance.com Gates losie
7 |wendy.crocker@vestainsurance.com Crocker Wendy
8 |loretta.johnson@vestainsurance.com Loretta
9 |walter.rivera@vestainsurance.com Rivera alter
10 | misty.whitfield @vestainsurance.com Whitfield
11 |matilda.lewis@vestainsurance.com Lewvis
12 |elizabeth.hicks@vesti 5 |heidi.lee@vestainsurance.net Lee Heidi
6 |josie.gates@vestainsurance.net Gates Jlosie
7 \wendy.crocker@vestainsurance.net Crocker Wendy
8 |loretta.johnson@vestainsurance.net Johnson Loretta
9 |walter.rivera@vestainsurance.net Rivera Walter
10 |misty.whitfield@vestainsurance.net Whitfield Misty
11 |matilda.lewis@vestainsurance.net Lewis Matilda
12 |elizabeth.hicks@vestainsurance.net Hicks Elizabeth

The replaced con

tent

9. When you are finished, click Close to exit the Find and Replace dialog box.
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A | B C D
1 |Email Address Last Name First Name  Friday, March 01, 2013
2_ heidi.lee@vestainsurance.net lLee Heidi X
3 |josie.gates@vestainsurance.net Gates losie X
4 |wendy.crocker@vestainsurance.net Crocker Wendy X
5 |loretta.johnson@vestainsurance.net Johnson Loretta X
& |walter.rivera@vestainsurance.net Rivera Walter ¥
7 |misty.whitfield@vestainsurance.net wWhitfield  Misty X
8 |matilda.lewis@vestainsurance.net Lewis Matilda X
9

Find what: |\restainsurance.cnm

Replace with: |vestainsurance.net

vl
vl

| Replace | FindAl | FindNext = Close

andy.knott@vestainsurance.net Knott Andy
Closing the Find and Replace dialog box

Exercise 1.4

Open an existing Excel 2013 workbook.
Select cell D3. Notice how the cell address appears in the Name box and its content appears in both the cell
and the Formula bar.

3. Select a cell and try inserting text and numbers.
Delete a cell and note how the cells below shift up to fill in its place.

5. Cut cells and paste them into a different location. If you are using the example, cut cells D4:D6 and paste them
to E4:E6.

6. Try dragging and dropping some cells to other parts of the worksheet.

7. Use the Fill handle to fill in data to adjoining cells both vertically and horizontally. If you are using the example,
use the Fill handle to continue the series of dates across row 3.

8. Use the Find feature to locate content in your workbook. If you are using the example, type the name "Lewis"
into the Find what: field.
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1.5. Modifying Columns, Rows, and Cells
By default, every row and column of a new workbook is always set to the same height and width. Excel allows you
to modify column width and row height in a variety of different ways, including wrapping text and merging cells.

1.5.1 Modifying Column Width

In our example below, some of the content in column A cannot be displayed. We can make all of this content visible

by changing the width of column A.
1. Position the mouse over the column line in the column heading so that the white cross P becomes a double

arrow‘+’.
H1g - Je

4 B C
First Ma Last Name
Amand: Ryan
Tricia Matthews
Josefin: Woodard

[ I W IR S W I (% B

Hovering over the column line
2. Click, hold and drag the mouse to increase or decrease the column width.

H18 WiEth: 10.29 (77 pixels)

n o+ B C
First Na Last Mame
Amand: Ryan
Tricia Matthews
losefin: Woodard

[ I W 5 IR Sy W O L% B

Increasing the column width
3. Release the mouse. The column width will be changed.

H18 - I
an B C

1 |First Name Last Name

2 |Amanda Ryan

3 |Tricia Matthews

4 |losefina Woodard

5

3]

The new column width
1.5.2 AutoFit Column Width
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The AutoFit feature will allow you to set a column’s width to fit its content automatically.

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

D1 - I Cell Phone

A B C D+ E F G
1 |Fir5t Mame Last Name Position(s) |Cell Ph_lStrEEtAddress

2 |Amanda Ryan Pitcher, Seci 513-552 800 Round Table Drive
3 | Tricia Matthews Catcher B08-55:4721 Arron Smith Drive

4 |Josefina Woodard Outfield 714-55 2152 Liberty Avenue
Hovering the mouse over the column line
2. Double-click the mouse. The column width will be changed automatically to fit the content.

D1 - I cell Phone

A B C D +F E F

1 |First Name Last Mame Position(s) |Cell Phone |Street Address

2 |Amanda  Ryan Pitcher, Sec 513-555-4477 800 Round Table Drive
3 |Tricia Matthews Catcher B08-555-6397 4721 Arron Smith Drive

4 |Josefina  Woodard Outfield 714-555-4506 2152 Liberty Avenue
The automatically sized column
You can also AutoFit the width for several columns at the same time. Simply select the columns you would like to
AutoFit and then select the AutoFit Column Width command from the Format drop-down menu on the Hometab.
This method can also be used for Row height.

E'I'Insert - %
£ Delete ™ [ fiing
[=] Format ~ -
Cell Size
i[ Row Height...
AutoFit Row Height
L1 Celumn Width...
AutoFit Column Width
Default Width...
Visibility
AutoFitting columns width with the Format command

1.5. 3 Modifying Row Height
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1. Position the cursor over the row line so that the white cross & becomes a double arrow 'I'.

Al - I Bull Team Roster:

A B C D E
1_1._|Bull Team Roster: Co-ed Softball 2013
2" |First Name Last Mame Cell Phon Street Adt Position(
3

Hovering the mouse over the row line
2. Click, hold and drag the mouse to increase or decrease the row height.

Al - I Bull Team Roster:

Height: 41.25 (35 pixels) B 5 B E
| Bull Team Roster: Co-ed Softball 2013
First Name Last Mame Cell Phomi Street Adc Position(

I
=

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

Al - I Bull Team Roster:

A B C D E

1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Mame Cell Phoni Street Adc Position(
3

The new row height

1.5.4 Modifying All Rows or Columns

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

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

H14 - S

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Mame Last Mame Cell Phone Street Address

3 |[Amanda Ryan 513-555-4477 800 Round Table Drive

4 |Tricia Matthews 808-355-6397 4721 Arron Smith Drive

5 [losefina Woodard 714-5355-4506 2152 Liberty Avenue

& |Rodney Ross 310-555-8862 3503 Prospect Valley Road

7 |Leigh Dizon 607-555-7816 1483 Frosty Lane

& |Mark Grant 914-555-5592 1663 Taylor Street

2 |Mildred Persinger 601-355-0175 3329 Washington Avenue
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Selecting every cell in a worksheet

2. Position the mouse over a row line so that the white cross % becomes a double arrow 'I‘.
3. Click, hold and drag the mouse to increase or decrease the row height.

Al - S Bull Team Roster: Co-ed Softb
A A B C D
1 |Bull Team Roster: Co-ed Softball 2013
2 Héi_ght: 2375 45 'pigelﬂﬂlame Cell Phone  Street Address
Amanoa [Kyan 513-555-4477 800 Round Table Drive
3 |Tricia Matthews 808-555-6397 4721 Arron Smith Drive
4‘I'Josefina Woodard 714-355-4506 2152 Liberty Avenue
g |Rodney Ross 310-555-8862 3503 Prospect Valley Road
Leigh Dizon B607-555-7816 1483 Frosty Lane
7 |Mark Grant 914-555-5592 1663 Taylor Street

_Modifying the height of all rowé-
4. Release the mouse when you are satisfied with the new row height for the worksheet.

Al - § Bull Team Roster: Co-ed Softh

o A B C D

1 |Bull Team Roster: Co-ed Softball 2013

2 |First Name Last Name Cell Phone Street Address

3 |Amanda Ryan 513-555-4477 B00 Round Table Drive

4 |Tricia Matthews B808-555-6397 4721 Arron Smith Drive

5 [Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road

The uniform row height

1.5.5. Inserting, Deleting, Moving, and Hiding Rows and Columns

After you've been working with a workbook for a while, you may find that you want to insert new columns or rows;
delete certain rows or columns, move them to a different location in the worksheet, or even hide them.

1.5.6.1 Inserting Rows

1. Select the row heading below where you want the new row to appear. For example, if you want to insert a row
between rows 7 and 8, select row 8.
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5 |Neil Crawford 908-555-2234 2312 Stonepot Road

6 |Anthony Keel 267-555-0144 533 Spring Avenue

7 |Ray Logan 256-555-2475 2439 Ritter 5treet

= |_Tricia Matthews B808-555-6397 4721 Arron Smith Drive
9 |Leola McMew 580-555-8177 2182 Cody Ridge Road
10 |Joshua Milliman 213-555-1117 2166 Zimmerman Lane

Selecting a row

2. Click the Insert command on the Home tab.

= 8

==
Cell

== ==
Styles -

Inse

- -

Cells

T

Delete Format

A

M |
Sort & Find &
Filter - Select =

Editing

|
:
]
-
.-

-

Insert Cells

Add new cells, rows or columns to
your workbook.

F¥l: To insert multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and

click Insert.

ﬂ Tell me more

Clicking the Insert command

3. The new row will appear above the selected row.

5 |Meil Crawford 908-555-2234 2312 Stonepot Road

& |Anthony Keel 267-555-0144 533 Spring Avenue

7 |Ray Logan 256-555-2475 2439 Ritter Street

8 |

9 |-¥ria Matthews B808-555-6397 4721 Arron Smith Drive

10 |Leola Mo ew 580-555-8177 2182 Codv Ridee Road T
he new row

When inserting new rows, columns, or cells, you will

see the Insert Options button ¥ next to the inserted cells.

This button allows you to choose how Excel formats these cells. By default, Excel formats inserted rows with the
same formatting as the cells in the row above. To access more options, hover your mouse over the Insert

Options button and then click the drop-down arrow.

v
o

o

Format Same As Left
Format Same As Right

LClear Formatting

The Insert Options button

1.5.5.2 Inserting Columns

1. Select the column heading to the right of where you want the new column to appear. For example, if you want
to insert a column between columns D and E, select column E.
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Street Address

300 Round Table Drive
1721 Arron Smith Drive
2152 Liberty Avenue

3503 Prospect Walley Road
1483 Frosty Lane

1663 Taylor Street

3329 Washington Avenue
1736 Broad Street

2937 Earmhardt Drive

232 Timber Oak Drive
1072 Melm Street

2182 Cody Ridge Road
1001 Cerullo Road

Position(s)
Pitcher, Second base
Catcher

Cuitfield

First base

Third base
Shortstop

First base, pitcher
DH

Second base
Right field

Third Base
Pitcher

Second base

E

Selecting a column

3| Z"'
= 5.

2. Click the Insert command on the Home tab.

8= Bx

Ay

2 == =
Cell Inse Delete Format Sort & Find 8
Styles - - - - — 7 Filter~ Select~

Cells

Insert Cells

Editing

Add new cells, rows or columns to
your workbook.

F¥l: To insert multiple rows or

columns at a time, select multiple
rows of columns in the sheet, and
click Insert.

ﬂl Tell me more

Clicking the Insert command

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

D E F
f"t

Street Address Position(s)
800 Round Table Drive Pitcher, Second base
4721 Arron Smith Drive Catcher
2152 Liberty Avenue Cutfield
3503 Prospect Valley Road First base
1483 Frosty Lane Third base
1663 Taylor Street Shortstop
3329 Washington Avenue First base, pitcher
1736 Broad Street DH
2937 Earnhardt Drive Second base
232 Timber Oak Drive Right field
4072 Melm Street Third Base
2182 Cody Ridge Road Pitcher
1001 Cerullo Road Second base
9 Tenmile Road Third base
1386 Patterson Street Qutfield, catcher
3990 Pretty View Lane Left field

The new column
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When inserting rows and columns, make sure you select the entire row or column by clicking the heading. If you
select just a cell in the row or column, the Insert command will only insert a new cell.
1.5.6.3 Deleting Rows
It's easy to delete any row that you no longer need in your workbook.
1. Select the row(s) you want to delete. In our example, we'll select rows 6-8.

5 Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road
7 |Leigh Dizon B07-555-7816 1483 Frosty Lane

B Mark Grant 914-555-5592 1663 Taylor Street

9 Mildred Persinger 601-555-0175 3329 Washington Avenue
10 |Dwayne Patnode  205-353-3783 1736 Broad Street

11 |Bonnie Benjamin 502-353-1212 2937 Earnhardt Drive

Selecting rows to delete
2. Click the Delete command on the Home tab.

P FaE i M

-

Cell Insert Delete Format Sort & Find &
Styles~ - M - — 7 Filter~ Select~
Cells Editing
Delete Cells

Delete cells, rows, columns, or
H sheets from your workbook.

FYl: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete,

Clicking the Delete command
3. The selected row(s) will be deleted and the rows below will shift up. In our example, rows 9-11 are nowrows

6-8.
5 Josefina Woodard 714-555-4506 2152 Liberty Avenue
6 |Mildred Persinger 601-555-0175 3329 Washington Avenue
7 |Dwayne Patnode  205-555-3783 1736 Broad Street
8 |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive
9 |Eva Ramer 805-555-8514 232 Timber Oak Drive
10 |Carol Pena 571-555-0704 4072 Melm Street
11 |Leola McMew  580-555-8177 2182 Cody Ridze Road

Rows 9-11 shifted up to replace rows 6-8

1.5.5. 4 Deleting Columns

1. Select the columns(s) you want to delete. In our example, we'll select column E.
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D E ¢ F
Street Address Zip Cod el Position(s)
800 Round Table Drive 276806 |Pitcher, Second base
4721 Arron Smith Drive 27704 |Catcher
2152 Liberty Avenue 27615 |Cutfield
3329 Washington Avenue 27513 |First base, pitcher
1736 Broad Street 27613 |DH
2937 Earnhardt Drive 27606 |5econd base
232 Timber Oak Drive 27704 |Right field
4072 Nelm Street 27615 |Third Base
2182 Cody Ridge Road 27513 |Pitcher
1001 Cerullo Road 27613 |Second base
9 Tenmile Road 27606 |Third base
1386 Patterson Street 27704 |Outfield, catcher
3990 Pretty View Lane 27615 |Left field
533 Spring Avenue 27513 |Shortstop, pinch runner
2723 Melm Street 276813 |Left field, Center field
Selecting a column to delete
2. Click the Delete command on the Home tab.

3. The selected columns(s) will be deleted and the columns to the right will shift left. In our example, Column

Fis now Column E.

| I:I:Ix £ Z - A
[l =| [=2
Ep‘] == - Al |
Cell Insert Delete Format Sort 8 Find &
Styles - - - - — 7 Filter ~ Select ~

Cells

Editing

Delete Cells

Delete cells, rows, columns, or
sheets from your workbook.

FYl: Te delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete.

Clicking the Delete command

D

Street Address

300 Round Table Drive
1721 Arron Smith Drive
2152 Liberty Avenue
3329 Washington Avenue
1736 Broad Street

2937 Earnhardt Drive
232 Timber Oak Drive
1072 Melm Street

2182 Cody Ridge Road
1001 Cerullo Road

3 Tenmile Road

1386 Patterson S5treet
3990 Pretty View Lane
5333 Spring Avenue
2723 Melm Street

E ¥+
Position(s)
Pitcher, Second base
Catcher
Outfield
First base, pitcher
DH
Second base
Right field
Third Base
Pitcher
Second base
Third base
Cutfield, catcher
Left field
Shortstop, pinch runner
Left field, Center field

Column F shifted right to replace column E
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It's important to understand the difference between deleting a row or column and simply clearing its contents. If you
want to remove the content of a row or column without causing others to shift, right-click a heading and then
select Clear Contents from the drop-down menu.

10 |Rodney S— 1210-555-8862

11 |Le 36 Cut i55-7816

12 L Em Copy i55-5592

13 |Mildred i iPacte Opticas i55-0175

14 Dwayne o 155-3783

15 |Bonnie 155-1212

16 Eva 2 155-8514

17 Carol Insert i55-0704

18 Leola Delete i55-8177

19 [ Annie 155-0190

1 Clear Contents 3

20 |Joe [si55-9659

21 Josephjffe Eormat Cells...  i55 6401

22 |Nicol 9 Josefina Woodard 714-555-4506

23 |Anthon 10 |

24 sally 11 |

25 iv_loshua 412

26 [Ray 1= Mildred Persinger 601-555-0175
14 Dwayne Patnode 205-555-3783
15 [ Bonnie Benjamin 502-555-1212
16 Eva Ramer 805-555-8514
17 |carol Pena 571-555-0704

Clearing the contents from several rows

1.5.5. 5 Deleting Rows/Columns to Move a Row or Column

Sometimes you may want to move a column or row to rearrange the content of your worksheet. In our example, we
will move a column, but you can move a row in the same way.
1. Select the desired column heading for the column you wish to move, then click the Cut command on the
Home tab or press Ctrl+X on your keyboard.

H - @ = Bulls Sotfball Team Roste
HOMME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEWY WIEW

8'6[:? Calibri 11 A A == ® = General -
Ez ™
Paste B I U - - oA =E==eE= B0 - % » S8
Clipboard M= Font = Alignment M= Mumber =

Cut (Ctrl+20)

Remowve the selection and put it on
the Clipboard so you can paste it D E E

E1

1 somewhere else.
1 |Bull Team Roster: Co-ed Softball 2013
2 |First Mame Last Mame Cell Phone Street Address Position(s)
3 |Aamanda Ryan 513-555-4477 800 Round Table Drive Pitcher, Second base
4 |Tricia Matthews B08-555-6397 4721 Arron Smith Drive Catcher
5 |losefina Woodard F14-555-4506 2152 Liberty Avenue Cutfield
6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road |First base

Cutting an entire column
2. Select the column heading to the right of where you want to move the column. For example, if you want to
move a column between columns B and C, select column C.
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H - Iﬁ = Bulls Sotfball Tearn Roster -
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEWW VIEW

&D S;’ i Calibri 11 A A === #- = General -
Paftec B I U - =E==&&3= BH- $-9% %Ef_EF
Clipboard = Font M Alignment L) Mumber M
C1 - I

N i P m _ ]

1 |Bull Team Roster: Co-eld Softball 201:

2 |First Name Last Mame |Cell Phone |Street Address Position(s)

3 |Amanda Ryan 513-555-4477 |800 Round Table Drive Pitcher, Second base
4 |Tricia Matthews |B08-555-8397 |4721 Arron Smith Drive Catcher
5 |Josefina Woodard |714-555-4506 |2152 Liberty Avenue Cutfield
i
6 |Rodney Ross 310-555-8862 |3503 Prospect Valley Road |First base

Choosing a destination for the column
3. Click the Insert command on the Home tab and then select Insert Cut Cells from the drop-down menu.

l_? Eﬂj Ex il 2 AutoSum -

Fill -
Cell Insert Delete Format
Styles - - - - & Clear~
E'I' Insert Cut Cells Editir

vt Tneert Sheet Columns

1 Q Insert Sheet I

Inserting the column
4. The column will be moved to the selected location and the columns to the right will shift right.
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H - a -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW

I Cut Calibri -l A === 8- Er Wrap Text
- Em Copy ~
‘aste - - == &= 5= -
' Format Painter E I U Lr A - — - MEFQE&CentEF
Clipboard [} Font = Alignment [
Cc1 - S
=Y B C D E F
1 |Bull Team Roster: Co-e|d Softball 2013
2 |First Mame Last Mame |Position(s) Cell Phone Street Address
3 JAmanda Ryan Pitcher, Second base|513-555-4477 200 Round Table Drive
4 |Tricia Matthews |Catcher BO8-555-6397 4721 Arron Smith Drive
5 losefina Woodard |Outfield 714-555-4506 2152 Liberty Avenue
6 |Rodney RoOss First base 310-555-8862 3503 Prospect Valley Road

The moved column
You can also access the Cut and Insert commands by right-clicking the mouse and then selecting the desired
commands from the drop-down menu.
D E

softball2013 3 <ot T
Street Address Ez Copy

800 Round Table = . base
— | Paste Options:

4721 Arron SMI! o

2152 Liberty Awe |

3329 Washingto y BT

1736 Broad Stre
2937 Earnhardt |
232 Timber Oak Delete

4072 Melm Stret Clear Contents
21832 Cody Ridge
1001 Cerullo Ro
3 Tenmile Road
1386 Patterson . Hide r
3990 Pretty Viey Unhide

Insert Cut Cells

:=| Format Cells...

Column Width...
_Rig_ht-clicking to Insert Cut Cells

1.5.5. 6 Hiding and Un hiding a Row or Column

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

1. Select the column(s) you wish to hide, right-click the mouse and then select Hide from the formatting menu.
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A E C D
2 Cut

1 |First Mame Last Cell Phone Street Address _
2 |Amanda Ryan 513-555-4477 800 Round Table | B3 Copy r
3 |Tricia Matthews |808-555-6397 4721 Arron Smith T
4 |losefina Woodard |714-555-4506 2152 Liberty Aver
5 |Rodney Ross 310-555-8862 3503 Prospect Val
6 |Leigh Dizon 607-555-7816 1483 Frosty Lane
7 |Mark Grant 914-555-5592 1663 Taylor Stree Insert
8 |Mildred Persinger |601-555-0175 3329 Washington Delete b
9 |Dwayne Patnode |205-555-3783 1736 Broad Street Clear Contents
10 |Bonnie Benjamin |502-555-1212 2337 Earnhardt D Format Cells..
11 |Eva Ramer B805-555-8514 232 Timber Oak D
12 | carol Pena 571-555-0704 4072 Nelm Street =27 Vidth
13 |Leola McNew |580-555-8177 2182 Cody Ridge | Hide
14 |Annie Muro 502-555-0190 1001 Cerullo Roat Unhide
15 |loe Rodriguez | 781-555-9659 9 Tenmile Road |Third base

Hiding the selected columns

2. The columns will be hidden. The green column line indicates the location of the hidden columns.

A B E
1 |First Mame Last Position(s)
2 |Amanda Ryan Pitcher, Second base
3 |Tricia Matthews |Catcher
4 |losefina Woodard |Outfield
5 |Rodney Ross First base
6 |Leigh Dizon Third base
T |Mark Grant Shortstop
8 |Mildred Persinger |First base, pitcher
9 |Dwayne Patnode |DH
10 |Bonnie Benjamin |Second base
11 |Eva Ramer Right field
12 |Carol Pena Third Base
13 |Leola McMew Pitcher
14 | Annie Muro Second base
15 |Joe Rodriguez [Third base

The hidden columns

3. Tounhide the columns, select the columns to the left and right of the hidden columns (in other words, the
columns on both sides of the hidden columns). In our example, we'll select columns B and E.
4. Right-click the mouse and then select Unhide from the formatting menu. The hidden columns will reappear.
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A B E 8 G
1 |First Name |Last Name Position(s) _ g Cut
2 |Amanda Ryan Pitcher, Second Em Copy
3 |Tricia Matthews Catcher _ Paste Options:
4 |losefina Woodard Outfield
5 |Rodney Ross First base
& |Leigh Dizon Third base
T |Mark Grant Shortstop _ Insert
& |Mildred Persinger First base, pitch: Delete
9 |Dwayne Patnode DH -
10 |Bonnie Benjamin Second base Clear Contents
11 |Eva Ramer Right field _ Format Cells...
12 |Carol Pena Third Base .

Column Width...

13 |Leola McMNew Pitcher
14 |Annie Muro Second base Hide
15 |Joe Rodriguez Third base _ Unhide
16 |Josephine |Carter Qutfield, catcher | Ib

Unhiding the hidden columns

1.5.6 Wrapping Text and Merging Cells

Whenever you have too much cell content to be displayed in a single cell, you may decide to wrap the text or
merge the cell rather than resizing a column. Wrapping the text will automatically modify a cell's row height,
allowing the cell contents to be displayed on multiple lines. Merging allows you to combine a cell with adjacent,
empty cells to create one large cell.

1.5.6.1 Wrapping Text in Cells

In our example below, we'll wrap the text of the cells in column D so the entire address can be displayed.
1. Select the cells you wish to wrap. In this example, we'll select the cells in column D.

A E C D E

1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Mame Cell Phone |Street Addres|Position(s)
3 |Amanda Ryan 513-555-4477 | 800 Round Tak|Pitcher, Second base
4 |Tricia Matthews 808-355-6397 |4721 Arron Sm|Catcher
5 |Josefina Woodard 714-555-4506 | 2152 Liberty A|Cutfield
6 |Mildred Persinger 601-355-0175 |3329 Washingi|First base, pitcher
7 |Dwayne Patnode  205-555-3783 |1736 Broad 5tr|DH
8 |Bonnie Benjamin 502-355-1212 |2937 Earnhard|Second base
9 |Eva Ramer 805-555-8514 |232 Timber Og|Right field
10 | Carol Pena 571-555-0704 | 4072 Nelm Str|Third Base
11 |Lecla McMew  580-555-8177 |2182 Cody Rid|Pitcher
12 |Annie Muro 502-555-0190 | 1001 Cerullo R|Second base
12 lloe Rodriguez 781-555-9659 |9 Tenmile Roal|Third base
63

March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual
Selecting cells to wrap
2. Select the Wrap Text command on the Home tab.

= -
- = Wrap T General - e
g E

3 B Merge 8 Center - % ~ 26 » %5 Conditi_onal
Formatting ~

[
I
%

Alignment = Mumber ]
Wrap Text
t Address e
o ) . .
1 I Microsoft EI ‘v._.rap extra-long text into r_'nultlple
D 5 = lines so you can see all of it.

Microsoft

1 |Excel
eet Addres|Position{ |,

) Round Tak|Pitcher, £
11 Arron Sm|Catcher
12 Liberty A|Outfield

ﬂ Tell me more

Clicking the Wrap Text command
3. The text in the selected cells will be wrapped.

A B C D E

1 |Bull Team Roster: Co-ed Softball 2013
Street

2 |First Mame Last Name Cell Phone Address Position(s)
200 Round

3 |Amanda Ryan 513-555-4477 |Table Drive Pitcher, Second base
4721 Arron

4 |Tricia Matthews 808-355-6397 |Smith Drive |Catcher
2152 Liberty

5 |losefina Woodard 714-555-4506 |Avenue Cutfield
3329
Washington

6 IMildred Persinger 601-555-0175 |Avenue First base, pitcher

The wrapped text
Click the Wrap Text command again to unwrap the text.

1.5.6.2 Merging Cells Using the Merge & Center Command

In our example below, we'll merge cell Al with cells B1:E1 to create a title heading for our worksheet.
1. Select the cell range you want to merge together.

Al - S Bulls Team Roster: Co-ed Softball 2013
A B C D E
1 |ioster: Co-ed Softball 2013 oo
2 |First Mame Last Mame Cell Phone Street Address Position(s)
800 Round Table
3 |Amanda Ryan 513-555-4477 Drive Pitcher, Second bas:
A4F21 Arron Smith
4 | Tricia Matthews B808-555-6397 Drive Catcher
2152 Liberty
5 |Josefina Woodard 714-555-4506 Avenue Cutfield
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Selecting cell range A1:E1
2. Select the Merge & Center command on the Home tab.

=E=_ £~ = Wrap Text General - -
= 74 = P
=== & 3= [ Merge&Center - $ - % » 55 £ Cenditional
e% Formatting ~
Alignment [} Mumber )
Merge & Center

Team Roster: Co-ed Sc
Combine and center the contents of
D Excel the selected cells in a new larger

1 2 cell.
This is a great way to create a label

that spans multiple celumns.

- T Excel
ree 1 | >
ddress Position(

30 Round

Tell me more
able Drive Pitcher, £ 9

Clicking the Merge & Center command
3. The selected cells will be merged and the text will be centered.

Al - I Bulls Team Roster: Co-ed Softball 2013
A B C D E F
1 Bulls Team Roster: Co-ed Softhall 2013

2 |First Name  Last Name Cell Phone  Street Address Position(s)
800 Round Table

3 |Amanda Ryan 513-555-4477 Drive Pitcher, Second base
4721 Arron Smith

4 |Tricia Matthews B808-555-8397 Drive Catcher
2152 Liberty

5 |losefina Woodard | 714-555-4506 Avenue Cutfield

Cell Al after merging with B1:E1

1.5.6.3 Accessing More Merge Options

Click the drop-down arrow next to the Merge & Center command on the Home tab. The Merge drop-down menu
will appear. From here, you can choose to:

e Merge & Center: Merges the selected cells into one cell and centers the text.

o Merge Across: Merges the selected cells into larger cells while keeping each row separate.

e Merge Cells: Merges the selected cells into one cell, but does not center the text.

e Unmerge Cells: Unmerges the selected cells.
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Merge & Center -

Merge & Center

Merge Across

E Merge Cells
] Unmerge Cells

Accessing more Merge options

Exercise 1.5

N

o v kW

Open an existing Excel 2013 workbook.

Modify the width of a column. If you are using the example, use the column that contains the players' first
names.

Insert a column between column A and column B, then insert a row between row 3 and row 4.

Delete a column or a row.

Move a column or row.

Try using the Text Wrap command on a cell range. If you are using the example, wrap the text in the column
that contains street addresses.

Try merging some cells together. If you are using the example, merge the cells in the title row using the Merge
& Center command. (cell range A1:E1)
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1.6. Formatting Cells
All cell content uses the same formatting by default, which can make it difficult to read a workbook with a lot of
information. Formatting can customize the look and feel of your workbook, allowing you to draw attention to
specific sections and making your content easier to view and understand.

1. 6.1 Changing the Font

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

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

A B
1 |wWebinar Training Log ==
2 |Email Address Last Mame
3 |heidi.lee@vestainsurance.com Lee
£ josie.gates@vesitainsurance.com Gates

Selecting a cell
2. Click the drop-down arrow next to the Font command on the Home tab. The Font drop-down menu will
appear.
3. Select the desired font. A live preview of the new font will appear as you hover the mouse over different
options. In our example, we'll choose Georgia.

E“?“’ | Calibri B A ==2
E@ -
Paste F Saramond

Saukmi = LEeY Fa=
Clipboard [} g = -

BEED
Al O GEOMANCY

} Georgia

B Eeostarieill
€ Geotica Three
1 |Webinar € Sddyup Sed
2 |Email add €F Saiga
3 |heidi.leeé §F Gill Sans MT

Choosing a font

4. The text will change to the selected font .

A B
1  Webinar Training Log
2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee
4 |josie.gates{@vestainsurance.com Gates

The new font
When creating a workbook in the workplace, you need to select a font that is easy to read. Along with Calibri,
standard reading fonts include Cambria, Times New Roman and Arial.
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1. Select the cell(s) you wish to modify.

A . E
1 |Webinar Training Log 0P 1
2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee
4 |josie.gates{@vestainsurance.com Gates

Selecting a cell

2. Click the drop-down arrow next to the Font Size command on the Home tab. The Font Size drop-down menu

will appear.

3. Select the desired font size. A live preview of the new font size will appear as you hover the mouse over
different options. In our example, we will choose 16 to make the text larger.

3 |Georgia -1| L& iIA‘ A
8 T

Eg -
Paste - B I uU- H ; A -
Clipboard = Font |10 M=
11
.
18[}
20
1 | Webinar Training 22
—
2 |Email Address jg La
3 |heidi.lee@vestainsurance.c . Le
4 |josie.gates@wvestainsurance| | _ Gs

Choosing a new font size

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

A B

1 | Webinar Training Log

2 |Email Address Last Mame

3 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@wvestainsurance.com Gates The new font size

You can also use the Increase Font Size and Decrease Font Size commands or enter a custom font sizeusing your

keyboard.

- =¢ Wrap Text

Merge & Center

Increase and Decrease
Font Size commands

Modifying the font size
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1. 6. 3 Changing the Font Color

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

A B
1 |Webinar Training Log & |
2 Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee
4 |josie.gates@vestainsurance.com Gates

Selecting a cell
2. Click the drop-down arrow next to the Font Color command on the Home tab. The Color menu will appear.
3. Select the desired font color. A live preview of the new font color will appear as you hover the mouse over
different options. In our example, we'll choose Green.

3 Georgia -l A A == i
Exy -
Paste B r u- HFH- ™- = = = &= 3= |

Clipboard = Font B Automatic

Theme Colors

Al M Fe HE EEEETEN

Webinar Training lLog | Standard Colors

o u EEENE
Email Address %
Recent Colors

heidi.lee@vestainsurance.com Green
josie.gates@vestainsurance.com
wendy.crocker@wvestainsurance.com

Choosing a font color
4. The text will change to the selected font color.

v More Colors..,

L) IR R W B O B S

1 |Webinar Training Log

2 Email Address Last Mame
3 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@vestainsurance.com Gates

The new font color
Select More Colors... at the bottom of the menu to access additional color options.
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Standard Custom

Colors:

Current

Selecting more colors

1. 6.4 Using the Bold, Italic, and Underline Commands

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

1 [Webinar Training LLog <h

2 |Email Address Last Name
3 |heidi.lee@vestainsurance.com Lee

4 |josie.gates@vestainsurance.com Gates

Selecting a cell
2. Click the Bold (B), ltalic (I), or Underline (U) commands on the Home tab. In our example, we'll make the
selected cells bold.

b Cut |Georgia '|18 '| A A == =
E@ Copy ~ — ...
* Format Painter BI}I U ﬁ A EEE
Clipboard M Font M
. Bold (Ctrl+B)
- : o
Make your text beld.
A | B C
Clicking the Bold command
3. The selected style will be applied to the text.
A E
1 [Webinar Training Log
2 |Email Address Last Mame
3 |heidi.lee@vestainsurance.com Lee
4 |josie.gates@wvestainsurance.com Sates
The bold text
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You can also press Ctrl+B on your keyboard to apply bolding, Ctrl+1 to apply italics, or Ctrl+Uto apply
underlining.

1. 6. 5 Text Alignment

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

Click the arrows in the slideshow below to learn more about the different text alignment options.
A B C D E

1 |First Name Last Mame Email Address

Left align: Aligns content to the left border of the cell.

1. 6. 6.1. Changing Horizontal Text Alignment

In our examples below, we'll modify the alignment of our title cell to create a more polished look and further
distinguish it from the rest of the worksheet.
1. Select the cell(s) you wish to modify.

3 |Webinar Training Log =»

4 |Email Address Last Name
5 |heidi.lee@vestainsurance.com Lee

o |josie.gates@vestainsurance.com Gates

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

- %Wrap Text

= = Merge & Center -

Alignment ra
Center
ILog
Center your content.
=] T LB
Choosing Center Align
3. The text will realign.
3 Webinar Training Log
4 |Email Address Last Mame
5 |heidi.lee@vestainsurance.com Lea
6 |Josie.gates@vestainsurance.com Gates
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The realigned cell text

1. 6. 5.2. Changing Vertical Text Alignment

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

3 Webinar Training Log =

4 |Email Address Last Name
5 |heidi.lee@vestainsurance.com Lee

6 |josie.gates@wvestainsurance.com Gates

Selecting a cell
2. Select one of the three vertical Alignment commands on the Home tab. In our example, we'll choose Middle
Align.

’?}‘ - % Wrap Text

s

3= [ Merge & Center -

Alignment P

Middle Align

Align text so that it is centered
between the top and bottom of the
cell,

rLog

m

Choosing Middle Align
3. The text will realign.

Webinar Training Log

3

4 |Email Address Last Name
5 |heidi.lee@vestainsurance.com Lee

6 |josie.gates@wvestainsurance.com Gates

The realigned cell text
You can apply both vertical and horizontal alignment settings to any cell.

1. 6.6. Cell Borders and Fill Colors
Cell borders and fill colors allow you to create clear and defined boundaries for different sections of your worksheet.

In our examples below, we'll add cell borders and fill color to our header cells to help distinguish them from the rest
of the worksheet.

1.6.6.1. Adding a Border

1. Select the cell(s) you wish to modify.
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Webinar Training Log

3

4 IEmaiIAddres.s |Last Mame  First Name
5 |heidi.lee@vestainsurance.com Lee Heidi

6 liosie.gates@vestainsurance.com Gates losie

Selecting a cell range
2. Click the drop-down arrow next to the Borders command on the Home tab. The Borders drop-down menu

will appear.
3. Select the border style you want to use. In our example, we will choose to display All Borders.
C-3 —
D a6 Calibri 11 A A = B
B - .
Paste. o B I Uu-|H-|d-A- === &35
Clipboard 5| BTiEE ig
Bottom Border
Az - Top Border
i Left Border 1
Right Border
Webinar Tr No Border
1 All Borders —_
2 |Emai|AddrES5 Outside Borders E
3 |heidi.lee@vestainsuran Thick Box Border
4 |josie.gates@vestainsurs =
Choosing a border style
4. The selected border style will appear.
Webinar Training Log
3
4 |Email Address |Last Mame |First Name
5 |heidi.lee@vestainsurance.com Leea Heidi
6 |josie.gates@vestainsurance.com Gates Jasie

The added cell borders

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.
Draw Borders
™ Draw Border
E# Draw Bnrder%rid
&  Erase Border
E Line Color b
Line Style »
EH Meore Borders...

Drawing custom borders

1. 6.6.2. Adding a Fill Color

1. Select the cell(s) you wish to modify.
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Webinar Training Log

3

4 |Email Address |Last Mame |First Name
5 |heidi.lee@vestainsurance.com Lees Heidi

& |josie.gates@vestainsurance.com Gates lasie

Selecting a cell range
2. Click the drop-down arrow next to the Fill Color command on the Home tab. The Fill Color menu will
appear.
3. Select the fill color you want to use. A live preview of the new fill color will appear as you hover the mouse
over different options. In our example, we'll choose Light Green.

“ - - jp—
D‘;{’ Calibri lu A E=2 -
By -
Paste BIQTEE,E_&T === &=
Clipboard = Font Theme Colors Llig
HE EEEENER
AZ -
~—1 I I AEEE I 0
Webinar Ty Standard Colors
) HE EEEERN
Recent Colo
3 |heidi.lee@vestainsurance.com Mo Fill
4 |josie.gates@vestainsurance.co —
5 |wendy.crockeri@vestainsurance W More Colors.

Choosing a cell fill color
4. The selected fill color will appear in the selected cells.

Webinar Training Log

3

4 Emailaddress |iastName [rirstName |
5 |heidi.lee@vestainsurance.com Leea Heidi

o |josie.gates@wvestainsurance.com Gates losie

The new fill color

1. 6.7 Cell Styles

Rather than formatting cells manually, you can use Excel's pre-designed cell styles. Cell styles are a quick way to
include professional formatting for different parts of your workbook, such as titles, headers, and more.
To Apply a Cell Style:
In our example, we'll apply a new cell style to our existing title and header cells.
1. Select the cell(s) you wish to modify.
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Webinar Training Log

heidi.lee@vestainsurance.com Lee Heidi

L T Wy |

josie.gates@vestainsurance.com Gates Josie
Selecting a cell range
2. Click the Cell Styles command on the Home tab and then choose the desired style from the drop-down menu.
In our example, we'll choose Accent 1.

@ gm %1_}( :{i}:j Zhutoﬂum - %.Y H

== Fill =
“onditional Format as Insert Delete Format m Sort & Find &
ormatting = Table = |5 - - - & Clear~ Filter ~ Select -
Good, Bad and Neutral
| Mormal Bad Good Meutral
| Data and Model
Calculation Check Cell Explanatory ... Hyperlink Input Linked Cell
|N0te ||Dutput | Warning Text

Titles and Headings
HEEIdirIE 1 Heading2 Heading 3 Heading 4 Title Total

Themed Cell Styles
20% - Accentl  20% - Accent2  20% - Accent3  20% - Accentd  20% - Accents  20% - Accentt

A% - Accentl  40% - Accent2  A0% - Accent3  40% - Accentd  40% - Accents  40% - Accentt

60% - Accentl 60% - Accent5

Choosing a cell style

3. The selected cell style will appear.

Webinar Training Log

Email Address Last Name  First Name
5 |heidi.lee@vestainsurance.com Les Heidi
& |josie.gates@vestainsurance.com Gates losie

The new cell style
Applying a cell style will replace any existing cell formatting, except text alignment. You may not want to use cell
styles if you've already added a lot of formatting to your workbook.

1. 6.8 Formatting Text and Numbers
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One of the most powerful tools in Excel is the ability to apply specific formatting for text and numbers. Instead of
displaying all cell content in exactly the same way, you can use formatting to change the appearance of dates,
times, decimals, percentages (%), currency ($), and much more.
To Apply Number Formatting:
In our example, we will change the number format for several cells to modify the way dates are displayed.
1. Select the cells(s) you wish to modify.

3/1/2013 3/8/2013 3/15/2013 3/22/2013 3!29;'20131

Selecting a cell range
2. Click the drop-down arrow next to the Number command on the Home tab. The Number Formatting drop-
down menu will appear.
3. Select the desired formatting option. In our example, we will change the formatting to Long Date.
I!Text 31 --'?_l

ABC General
123 Mo specific format n

Number
l 2 4133400

- Currency
2= 541,234.00

Accounting
541,334.00

Short Date
21,2012

Long Date
Friday, March 01, 2013

Time
12:00:00 &M

Percentage
4133400.00%

Fraction
41334 T

Scientific
413E+04

ABC Text
41334

More Mumber Formats...

Choosing Long Date

4. The selected cells will change to the new formatting style. 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.

Friday, March 01, 2013 Friday, March 08, 2013 Friday, March 15, 2013 Friday, March 22, 2013 Friday, March 29, 2013

X X
The applied number formatting
Click the buttons in the interactive below to learn about different text and number formatting options.
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g

General
Mo specific format

[
]
W

Number

Currency

Accounting

Short Date

Long Date

FENLE

Time

Percentage

Yo
l/’z Fraction
1 02 Scientific

Text

ABC

More Mumber Formats...

Exercise 1.6

Microsoft Office Excel 2013 Training Manual

E o

Mormal

snal Format as | Good

ng -~ Table~

Styles

Open an existing Excel 2013 workbook.

Select a cell and change the font style, size, and color of the text. If you are using the example, change the title

Z AutoSum

[&] Fi -

& Clear~

o re—a
Bad =]
o & < 1
Insert Delete Format

Meutral

Cells

in cell A3 to Verdana font style, size 16 with a font color of green.

No v kuw

range D4:H4.

1.7. Worksheet Basics

Every workbook contains at least one worksheet by default. When working with a large amount of data, you can
create multiple worksheetsto help organize your workbook and make it easier to find content. You can

Apply bolding, italics, or underlining to a cell. If you are using the example, bold the text in cell range A4:C4.
Try changing the vertical and horizontal text alignment for some cells.
Add a border to a cell range. If you are using the example, add a border to the header cells in in row 4.
Change the fill color of a cell range. If you are using the example, add a fill color to row 4.
Try changing the formatting of a number. If you are using the example, modify the date formatting in cell

also group worksheets to quickly add information to multiple worksheets at the same time.

1.7.1 Renaming a Worksheet

Whenever you create a new Excel workbook, it will contain one worksheet named Sheetl. You can rename a

worksheet to better reflect its content. In our example, we will create a training log organized by month.
1. Right-click the worksheet you wish to rename, then select Rename from the worksheet menu.
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In=ert...
|=_|>'< Delete
Eename
Move or Copy...

View Code

= £l

Protect Sheet...
Tab Color k
Hide

. Select All Sheets
Sheetl | ]

Clicking Rename
2. Type the desired name for the worksheet.
34
35
36
37

pL ]

Januar L\\T

Entering a new worksheet name
3. Click anywhere outside of the worksheet or press Enter on your keyboard. The worksheet will be renamed.
34
35
36
37

20

January (+)

The renamed worksheet

1.7.2 Inserting a New Worksheet

1. Locate and select the New sheet button.
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F2 - | i g2
A B
1 |Webinar Training Log: January
z:l Email Address First Name
2 JaredBlLedbetter@vestainsurance.net lared
4 |BeverlylKelly@vestainsurance.net Beverly
5 |BernadetteRKorth@vestainsurance.net Bernadette

January
Mew sheet

Clicking the New sheet button
2. A new, blank worksheet will appear.

Al | e
A B C D
1
2
3
4
5
&
| January | Sheet2 ®

The new, blank worksheet
To change the default number of worksheets, navigate to Backstage view, click Options, then choose the desired
number of worksheets to include in every new workbook.

Gi | i i i
ELEwE :a® General options for working with Excel.

Farmulas

Proofing User Interface options

Save Show Mini Toolbar on selection (0
Show Quick Analysis options on selection
| I iew (1)
FT— Enable Live Preview
ScreenTip style: |Show feature descriptions in ScreenTips

Language

Customize Ribbon

Quick Access Toolbar When creating new workbooks

Add-Ins Use this as the default font: | Body Font

Trust Center Font size: u
Default view for new sheets: |Norma| View

Include this many sheets:

Modifying the number of default worksheets

1.7.3 Deleting a Worksheet
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1. Right-click the worksheet you wish to delete, then select Delete from the worksheet menu.

25

26

27 Insert...

28 £ Delete

25 Rename

=0 Mowve or Copy...

- 2 View Cod

32 Q7 Mew Code

33 I:' Protect Sheet...

34 Tab Color 3

33 Hide

356

37

20 Select All Sheets
| January Sheet2 | (€]

Deleting a worksheet
2. The worksheet will be deleted from your workbook.

34
35
36
37
20
January )
The deleted worksheet

If you wish to prevent specific worksheets from being edited or deleted, you can protect them by right-clicking the
desired worksheet and then selecting Protect sheet... from the worksheet menu.

6
7 Insert...
&8 L_';..; Delete
g Eename
10 Move or Copy...
= {'ﬂ View Code
12 B
£ Protect Sheet...
13
14 Tab Color k
14
= Select All Sheets i
January |, -

Protecting a worksheet
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1.7. 4 Copying a Worksheet

If you need to duplicate the content of one worksheet to another, Excel allows you to copy an existing worksheet.
1. Right-click the worksheet you want to copy, then select Move or Copy... from the worksheet menu.

Clipboard = Insert...
ca - E52 Delete
Rename

Mowve or Cnpy..[%

BernadetteRKortt o n
— GEWVSmIth@VES Select All Sheets =
January =
Selecting Move or Copy...
2. The Move or Copy dialog box will appear. Choose where the sheet will appear in the Before sheet: field. In our
example, we'll choose (move to end) to place the worksheet to the right of the existing worksheet.
3. Check the box next to Create a copy, then click OK.

1 |Webinar Training _
B View Code

2 |Email Address
Protect Sheet...

sz [JaredBLedbetterE at
Tab Color »

4 ] BeverlylKelly@wve i
Hide

5

G

Move selected sheets
To book:

| Vesta Webinar Log.xlsx

Before sheet:

Janua

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

G4 - Fe
A E C D
1 |Webinar Training Log: January
2 |Email Address First Name Last Name Webinar Completed:
z |laredBlLedbetter@wvestainsurance.net Jared Ledbetter x
4 ] BeverlylKelly@vestainsurance.net Beverly Kelly X
s |BernadetteRKorth@vestainsurance.net Bernadette Korth X
&6 |GaryVsmith@vestainsurance.net Gary Smith X

| January January (2) )

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

I‘u"esta Webinar Log.xlsx

[new book)

Westa Webinar Log.xlsx
Westa Quarterly Sales.xlsx
WVesta Safety Regulations.xlsx

Copying a worksheet to a different workbook

1.7. 5 Moving a Worksheet

Sometimes you may want to move a worksheet to rearrange your workbook.

1. Select the worksheet you wish to move. The cursor will become a small worksheet icon %
2. Hold and drag the mouse until a small black arrow - appears above the desired location.
34
35

36
37
plv] b 4 m
January | Mléﬁch | Aprl'll February | *

Moving a worksheet
3. Release the mouse. The worksheet will be moved.

34
33
36
37

20

January | February | March | April | )

The moved worksheet

1.7.6 Changing the Worksheet Color

You can change a worksheet's color to help organize your worksheets and make your workbook easier to navigate.
1. Right-click the desired worksheet and hover the mouse over Tab Color. The Color menu will appear.
2. Select the desired color. A live preview of the new worksheet color will appear as you hover the mouse over
different options. In our example, we'll choose Red.
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26
37 Insert...
28 |=_|>'( Delete
29 Eename
=20
31 Move or Copy... Theme Colors
o~ &1 View Code H EEEEEEN
33 [EF Protect Sheet...
34 Tab Color 3 I I
= Hide I I I I I I I
36 Standard Colors
=7 = EEEEE
oo Select All Sheets L
-Color
January February | maarcn | Aprir | I hed
—_— al
R ]
Selecting a worksheet color
3. The worksheet color will be changed.

24

35

36

37

20

lanuary February mAarch April =)

The new worksheet color

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

34
35
36
37

20

January March | April (]

Viewing an unselected worksheet color

1.7.7 Grouping and Ungrouping Worksheets

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

to every worksheet in the group.

1.7.7.1. Grouping Worksheets

In our example, employees need to receive training every three months, so we'll create a worksheet group for those
employees. When we add the names of the employees to one worksheet, they'll be added to the other worksheets in

the group, as well.

1. Select the first worksheet you wish to include in the worksheet group.
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34

35
36
37

20

January > February March

Selecting the first worksheet of the group
2. Press and hold the Ctrl key on your keyboard.
3. Select the next worksheet you want in the group. Continue to select worksheets until all of the worksheets you
want to group are selected.

24
33
36
37

20

January | February | March | April | May | lJune July%.ﬂxuguzt

Adding worksheets to the group
4. Release the Ctrl key. The worksheets are now grouped.
While worksheets are grouped, you can navigate to any worksheet within the group. Any changes made to one
worksheet will appear on every worksheet in the group. However, if you select a worksheet that is not in the group,
all of your worksheets will become ungrouped.

1.7.7.2. Ungrouping All Worksheets

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

In=ert...
|=_'>.< Delete
Rename
Mowve or Copy...

View Code

£

Tab Caolor 3
Hide

Select All Sheets

Ungroup Sheets %_
January February March April May June July | mugust | sepiefioer

Ungrouping a worksheet group
2. The worksheets will be ungrouped. Alternatively, you can simply click any worksheet not included in the group
to ungroup all worksheets.
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January | February | March | April | May | June | July | August | September

The ungrouped worksheets
Exercise 1.7

Open an existing Excel workbook.

Insert a new worksheet and rename it. If you are using the example, title the new worksheet April.
Delete a worksheet. If you are using the example, delete the blank worksheet named Sheet 4.
Move a worksheet.

Copy a worksheet.

I S o

Try grouping and ungrouping worksheets. If you are using the example, group
the January and March worksheets together. Try entering new content in the January worksheet and then
notice how it appears in the March worksheet.

1.8. Page Layout
Many of the commands you'll use to prepare your workbook for printing and PDF export can be found on the Page
Layout tab. These commands let you control the way your content will appear on a printed page, including the page
orientation, margin size, and more. Other page layout options, such as print titles and page breaks, can help make
your workbook easier to read.

1.8.1 Page Layout View

Before you start modifying a workbook's page layout, you may want to view the workbook in Page Layout view,
which can help you visualize your changes.
e To access Page Layout view, locate and select the Page Layout view command in the lower-right corner of
your workbook.

- Page Layout| 4

HH k.m -—F—+ 0m%

Selecting Page Layout view

1.8.2 Page Orientation

Excel offers two page orientation options: landscape and portrait. Landscape orients the page horizontally,
while Portrait orients the page vertically. Portrait is especially helpful for worksheets with a lot of rows, while
Landscape is best for worksheets with a lot of columns. In the example below, Portrait orientation works best because
the worksheet includes more rows than columns.
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i

FESEPRRRRIITTECRY
[
i
i

i
i

i

i

T T R B T T
I

PRTRIR ISR |_f|_E’;;":;.’r:‘r.’r.'r-_'{{”gg{;{
L LERI L

4

—
i
-
e
-
-
-
=

VEIEy

Portrait Landscape

Portrait and Landscape orientation
1.8.3 Changing Page Orientation
1. Click the Page Layout tab on the Ribbon.
2. Select the Orientation command and then choose either Portrait or Landscape from the drop-down menu.
HOME INSERT |— PAGE LAYOUT FORMULAS DATA REVIEW VIEW

2] e [0 S () s 1= g e [

- . . 7 E[lHeight: |Aut
Themes @ Margins Orientation Size Print Breaks Background Print
- Effects =

- - - Area~ - Titles ] Scale: g
Themes Setup = Scale to Fit
D Portrait
117 -
D Landscape
L] E % =] =] E F
1 Team Opponent i Date Time
z Eears deks Friday Friday, June 17, 2011 &:00 FRA
El Ezars Cavalicrs Fakurday HEAHHHHHHEEEHE 2:00 Fr
4 Eearz Cole= Eaturday HEREHUHBUHLLLEL 2:00 FrA
5 Ecars Gianks Eakurday HESEHHRHRETTLTS 2:00 PR
— £ Eears FAarlins Fakurday BRI 2:00 PR
T Eears Eull= Faturday Faturday, July 16, 2011 i
% Eears Eagles Faturday
El Ezars Hawkz Fakurday
n Eearz Lightning Eaturday
" Eull= Farlinz Friday HESEHHRHRETTLTS G:00 PR
o 1z Eull= Cavaliers Fakurday BRI 2:00 PR
1= Eull= Eagles Faturday Hif it 2:00 FR
14 Eull= Giants Faturday HHEHH ST 2:00 FM
15 Eullz Hawkz Fakurday HEAHHHHHHEEEHE 2:00 Fr
1E Eull=z deks Eakturday HEEEHHBHLLLEL 2:00 Fr

Choosing a page orientation
3. The page orientation of the workbook will be changed.

1.8.4 Formatting Page Margins
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A margin is the space between your content and the edge of the page. By default, every workbook's margins are set
to Normal, a one-inch space between the content and each edge of the page. Sometimes, you may need to adjust the
margins to make your data fit more comfortably on the page. Excel includes a wide variety of pre-defined margin
sizes.

1. Click the Page Layout tab on the Ribbon and then select the Margins command.

2. Select the desired margin size from the drop-down menu. In our example, we'll select Narrow to fit more of

our content on the page.

INSERT PAGE LAYOUT FORMUILAS

L 3 1D L&

Margins Crientation Size Print Breaks Bz

= - - Area ~ -
Last Custom Setting
Top: 0. 75" Bottom: 0.73"
@ Left: 0.25" Right: 0.7

Header: 0.3" Footer: 0.3"
Mormal

_ Top: 0.75" Bottom: 0.73"

@ Left: 0.7 Right: 0.7

Header: 0.3" Footer: 0.3"

M Wide

= Top: 1" Bottom: 1"

=] Left: ™ Right: 1"

E Header: 0.5" Footer: 0.5"

E

E Marrow

E Top: 0.75" [:‘? Bottorm: 0.73"

E Lefiz 0.25" Right: 0.25"

B Header: 0.3" Footer: 0.3"

E

E

g Custorm Margins...

Choosing a pre-defined margin size
3. The margins will be changed to the selected size.

1.8.5 Using Custom Margins

Excel also allows you to customize the size of your margins in the Page Setup dialog box.
1. From the Page Layout tab, click Margins. Select Custom Margins... from the drop-down menu.
INSERT PAGE LAYOUT FORMULAS
- —
i T (I I =N

Margins Orientation Size Print Ereaks Bz
- - - Area - -

Last Customn Setting

Top: 0.75" Bottorm: 0.73"
@ Left: 0.25" Right: 0.7"
Header: 0.3" Footer: 0.3"
MNormal
1 Top: 0. 75" Bottom: 0.753"
E Left: 0.7 Right: 0.7
Header: 0.3" Footer: 0.3"
6 Wide
E Top: 1™ Bottorm: 1"
E Left: 1™ Right: 1"
& Header: 0.5" Footer: 0.5"
E
2: MNarrow
& Top: 0. 75" Bottorm: 0.75"
E Left: 0.25" Right: 0.25"
E Header: 0.3" Footer: 0.3"
E
E
E .
= Custom Margins... [:\\E'
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Selecting Custom Margins...
2. The Page Setup dialog box will appear.
3. Adjust the values for each margin and click OK.

Top:

Center on page
|:| Horizontally
[] wertically

Print... | | Print Preview | | Options... |

oK §| Cancel |

Setting custom page margins
4. The margins of the workbook will be changed.

1.8.6 Including Print Titles

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

1. Click the Page Layout tab on the Ribbon, then select the Print Titles command.

IMSERT PAGE LAYOUT | FORMULAS DATA REVIEW

W o == =

O Dlem & B 3

Margins Orientation 5Size  Print  Breaks Background Print -

- - - Area~ - Tit|ED}ﬁl—;|
]

Page Setup
Clicking the Print Titles command
2. The Page Setup dialog box will appear. From here, you can choose rows or columns to repeat on each page. In
our example, we'll repeat a row.
3. Click the Collapse Dialog button next to the Rows to repeat at top: field.
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4. The cursor will become a small selection arrow =+ and the Page Setup dialog box will be collapse
the row(s) you want to repeat at the top of each printed page. In our example, we'll select row 1.

Al

6.

Microsoft Office Excel 2013 Training Manual

Print area: |

Print titles

Rows to repeat at top: |

-
Colamns to rep [

Print

[] Gridiines Comments: | [(Mone)

[T] Black and white

Cell grrors as: | displayed

|:| Drraft guality
Row and column headings
| I g

Page order

(®) Down, then over
() Over, then down

| Print... | | Print Prwiw_u| | Options... |

T

Cancel

Clicking the Collapse Dialog Button

d. Select

oUW

Row 1 will be added to the Rows to repeat at top: field. Click the Collapse Dialog button again.

Marlins Saturday

Selecting row 1

Clicking the Collapse Dialog button
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| Page | Margins | HeaderfFuuter| Sheet |

L

Print area: |
Print titles

Bows to repeat at top: | 51:51

LalfE

Columns to repeat at left: |

Print

[ Gridlines Comments: |[Nc-r1e]
|:| Elack and white

|:| Drraft guality

|:| Row and column headings

[<][x]

Cell errors as: |disp|ayed

Page order

(®) Down, then over

l:::l Cwver, then down =

| Print... | | Print Preview | | Options... |

Clicking OK

1.8.7 Inserting a Page Break

If you need to print different parts of your workbook across separate pages, you can insert a page break. There are
two types of page breaks: vertical and horizontal. Vertical page breaks separate columns, while horizontal page
breaks separate rows. In our example, we'll insert a horizontal page break.
1. Locate and select the Page Break view command. The worksheet will appear in Page Break view.
:IF'age Break Preview | (]

-+ 100%

Selecting Page Break View
2. Select the row above where you want the page break to appear. For example, if you want to insert a page break
between rows 28 and 29, select row 29.
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A B C D E F
142 |Bulls Lightning Saturday Saturday, June 18, 2011 10:00 AM
20 |Cavaliers Eagles Friday Friday, August 05, 2011  6:00 PM
21 |Cavaliers Hawks Friday Friday, June 17, 2011 6:00 PM
22 |Cavaliers Bears Saturday Saturday, August 13, 2011 2:00 PM
23 |Cavaliers Bulls Saturday Saturday, June 25, 2011 2:00 PM
24 |Cavaliers Lightning Saturday Saturday, July 16, 2011 2:00 FM
25 |Cavaliers Tigers ur, aturday, July 02, 2011 2:00 PM
26 [Cavaliers Colts Saturday, August 20, 2011 10:00 AM
27 |Cavaliers Giants ur aturday, July 23, 2011 10:00 AM
28 |Cavaliers lets Saturday Saturday, July 09, 2011  10:00 AM
=4 [Colts Lightning Friday Friday, July 01, 2011 6:00 PM
30 [Colts Bears Saturday Saturday, June 25, 2011 2:00 PM
31 |Colts Eagles Saturday Saturday, August 13, 2011 2:00 PM
32 |Colts Hawks Saturday Saturday, July 30, 2011  2:00 PM
33 |Colts lets Saturday Saturday, July 23, 2011 2:00 PM
34 |Colts Marlins Saturday Saturday, June 18, 2011 2:00 FM
35 |Colts Cavaliers Saturday Saturday, August 20, 2011 10:00 AM

Selecting a row

3. Click the Page Layout tab on the Ribbon, select the Breaks command and then click Insert Page Break.

IMSERT I PAGE LAYOUT I FORMULAS DATA REVIEW
¥ S =,
il = I
Margins Orientation Size  Print | Breaks Background Print =

- - - Area~ < Titles % :

Page Setup Inzert Page Break

£ Rermove Page Break
. Reset All Page Breaks
Inserting a page break
4. The page break will be inserted, represented by a dark blue line.

A B C D
15 |Bulls Lightning Saturday Saturday, June 18, 2011
20 |Cavaliers Eagles Friday Friday, August 05, 2011
21 |Cavaliers Hawks Friday Friday, June 17, 2011
22 |Cavaliers Bears Saturday Saturday, August 13, 2011
23 |Cavaliers Bulls Saturday Saturday, June 25, 2011
24 |Cavaliers Lightning Saturday Saturday, July 16, 2011
25 |Cavaliers Tigers Saturday Saturday, July 02, 2011
26 |Cavaliers Colts Saturday Saturday, August 20, 2011
27 |Cavaliers Giants Saturday Saturday, July 23, 2011
28 |Cavaliers lets Saturday Saturday, July 09, 2011
29 |Colts Lightning Friday Friday, July 01, 2011
30 |Colts Bears Saturday Saturday, June 25, 2011
31 |Colts Eagles Saturday Saturday, August 13, 2011
32 |Colts Hawks Saturday Saturday, July 30, 2011
33 |Colts Jets Saturday Saturday, July 23, 2011
34 |Colts Marlins Saturday Saturday, June 18, 2011
35 |Colts Cavaliers Saturday Saturday, August 20, 2011

The inserted page break
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When viewing your workbook in Normal view, inserted page breaks are represented by a solid gray line, while
automatic page breaks are represented by a dashed line.

B C D E F
Colts Saturday Saturday, Aug

Lightning Saturday Saturday, IRallCli 1S i
Marlins PRUELUCEES Saturday Saturday, Iffeﬁ —l] i
g;gi Saturday Saturday, J :

Saturday Saturday, July 23, 2011 l

Hawks Saturday Saturday, July 16, 2011 |
lets Saturday Saturday, June 25, 2011 :
Lightning Friday Friday, August 12, 2011 i
Tigers Friday Friday, June 24, 2011 i
Bears Saturday Saturday, July 09, 2011 i
Bulls Saturday Saturday, August 20, 2011 i

Viewing inserted and automatic page breaks in Normal view

1.8.8 Inserting Headers & Footers

You can make your workbook easier to read and look more professional by including Headers & Footers. The
header is a section of the workbook that appears in the top margin, while the footer appears in the bottom margin.
Headers and footers generally contain information such as page number, date, and workbook name.

1. Locate and select the Page Layout view command. The worksheet will appear in Page Layout view.

I—F'age Layout [+]

HH k.m -—— i+ 0%

Selecting Page Layout View
2. Select the desired header or footer you wish to modify. In our example, we'll modify the footer at the bottom

of the page.
_—
B C D E

4a | lets Saturday Saturday, June 25, 2011 10:00 AM
47 | Lightning Friday Friday, August 12, 2011 6:00 PM

Click to add footer

[

Click to add header
48 | Tigers Friday Friday, June 24, 2011 6:00 PM
4% | Bears Saturday Saturday, July 09, 2011 2:00 PM

50| Bulls Saturday Saturday, August 20, 2011 2:00 PM

Selecting a footer to §n0dify
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3. The Header & Footer Tools tab will appear on the Ribbon. From here, you can access commands that will
automatically include page numbers, date, workbook name, and more. In our example, we'll add page numbers.
B d < c E IHEADER&FDDTER IDDLSI
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEWW DESIGM

3 Ij E rEl @ A @l ; E -_y_:' . r‘ || Different First Page

Header Footer Pag Mumber Current Current  File File Sheet Picture Format Goto Gote [T Different Odd & Eve

- - Mumber of Pages Date Time Path MName Mame Picture = Header Footer
Header & Footer Header & Footer Elements Mavigation
Page Number
17

Add the page number to the header
or footer. | : . } e
T T E| T T T 3| T a 5

Adding page numbers from the Header & Footer Tools tab
4. The footer will change to include page numbers automatically.

-_—
B C D E

46 | lJets Saturday Saturday, June 25, 2011 10:00 AM

47 | Lightning Friday Friday, August 12, 2011 6:00 PM

1 -— New footer

Click to add header
- e LA A A e A A

48 | Tigers Friday Friday, lune 24, 2011 6:00 PM
49 | Bears Saturday Saturday, July 09, 2011 2:00 PM
= RBulle Catnird o Qatuirdaw Aomoct 00 T =M DA

The newly added footer
Excel uses the same tools as Microsoft Word to modify headers and footers. Check out our lesson on Headers
Footers and Page Numbers from our Word 2013 training manual to learn more.

Exercise 1.8

Open an existing Excel workbook.
Change the page orientation to Landscape.
Try modifying the margins of a worksheet.

PwnN PR

Try using the Print Titles command to include a row or column on every page of your workbook. If you are
using the example, use the Print Titles command to make row 1 of the Schedule worksheet appear at the top
of every page
5. Insert a page break. If you are using the example, insert a page break between rows 19 and 20 on

the Schedule worksheet.
6. Navigate to Page Layout view and insert a header or footer.

93
March 2014 ANRS ICT Development Agency


http://www.gcflearnfree.org/word2013/17
http://www.gcflearnfree.org/word2013/17
http://www.gcflearnfree.org/word2013

Microsoft Office Excel 2013 Training Manual
1.9. Printing Workbooks

There may be times when you want to print a workbook to view and share your data offline. Once you've chosen
your page layout settings, it's easy to preview and print a workbook from Excel using the Print pane.

1.9.1 Accessing the Print Pane

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

= v
HOME IMNSERT PAGE LAYOUT
a - -
D Calibri 11 -~ A A
Egy -
Paste B I U- - . A-
Clipboard

Font I}

Clicking the File tab
2. Select Print. The Print pane will appear.

Clicking Print
Click the buttons in the interactive below to learn more about using the Print pane.
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Bulls Softball Tearm Roster - Excel K — = >
Javier Flares - @,

Print

frl Copies: |1 - -
Print
Printer
i j Lexmark X422 (M5) -
% Ready
Printer Properties
Settings

Print Active Sheets

Only print the active sheets

- -
-~ | to -

Print One Sided
Only print on one side of th...
Account Collated

123 123 123

Options

T

Portrait Orientation -

Rkl LR RS R
HH I G R R

Letter
85" x11"

Mormal Margins
Left: 0.7" Right 0.7"

SIS m

Mo Scaling

-
FPrint sheets at their actual size -

Page Setup 1 of 6 P il

O
3

1.9.2 Printing a Workbook

Navigate to the Print pane and select the desired printer.

Enter the number of copies you wish to print.

Select any additional settings, if needed (see above interactive).
Click Print.

el A
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1.9. 3 Choosing a Print Area

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

from your workbook.

1.9. 4 To Print Active Sheets:

Primt

=P Il —
it

=a

Prin:

Printer

. Leomark 422 (MS) g _
Z=MED  Ready

Printer Properties

Settings @&

| I:——I Print Active Sheets - |
Only print the active sheets
Pages: | ] te =
lil Print One Sided -
Only print on one side of th...
= Collated _

1.2,2 1,22 1,23

FPortrait Orientation -

I:I Letter -
.5 11
:|:|:| Mormal Margins

Left: O.7" Right: 0.7

Custorn Scaling -

Page Setup

Printing a workbook

Worksheets are considered active when selected.

1. Select the worksheet you want to print. To print multiple worksheets, click the first worksheet, hold the Ctrl

key on your keyboard, then click any other worksheets you want to select.

2. Navigate to the Print pane.

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

4. Click the Print button.

Settings

Ij—_l Print Active Sheets
Only print the active sheets [}_

I;I Print Entire Workbook
Print the entire workbook

El Print Selection
Only print the current selection

Printing active worksheets
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Print

Clicking the Print button

1.9. 5 Printing the Entire Workbook

1. Navigate to the Print pane.
2. Select Print Entire Workbook from the Print Range drop-down menu.
Settings

@ Print Active Sheets
Only print the active sheets

@ Print Entire Workbook
Print the entire workbook I:;_.

% Print Selection
Only print the current selection

Printing the entire workbook

3. Click the Print button.

Print

Clicking the Print button

1.9.6 Printing a Selection

In our example, we'll print a selection of content related to upcoming softball games in July.
1. Select the cells you wish to print.

Il Team Opponent Day Date Time

2 |Bears lets Friday Monday, June 17, 2013 5:00 PM,
3 |Bears Cavaliers Saturday Tuesday, August 13, 2013 2:00 PME
4 |Bears Colts Saturday Tuesday, June 25, 2013 2:00 PM,
5 |Bears Giants Saturday Tuesday, July 09, 2013

6

7 Bulls  saturday | Tuesday,July 16,2013

g O

2 |Bears Hawlks Saturday Tuesday, August 20, 2013 10:00 AMT
10 |Bears Lightning Saturday Tuesday. August 06, 2013 10:00 AM,

Selecting a print area
2. Navigate to the Print pane.
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3. Select Print Selection from the Print Range drop-down menu.
Settings

@ Print Active Sheets
Only print the active sheets
@ Print Entire Workbook
Print the entire workbook

% Print Selection S
Only print the current selection
Printing only the selected cells
4. A preview of your selection will appear in the Preview pane.

Bears Giants Saturday Saturday, July 09, 2011
Bears Marlins Saturday Saturday, July 02, 2011
Bears Bulls Saturday Saturday, July 16, 2011
Bears Eagles Saturday Saturday, July 23, 2011

Viewing the selection in the Preview pane
5. Click the Print button to print the selection.

Print

Clicking the Print button
If you prefer, you can also set the print area in advance so you'll be able to visualize which cells will be printed as
you work in Excel. Simply select the cells you want to print, click the Page Layout tab, select the Print Area
command, then choose Set Print Area.
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FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW DESIGM
B colors - @ Dh‘ IE IEE‘ '|_| E':D':! o Width: |Automatic v | Gri
— Fonts - - ) D ] h:’! M1 - E’! 2 [| Height: |Automatic ~| [~
Thernes Margins Orientation  5Size | Prnt  Breaks Background Print =
+  [©]Effects~ - - - | Area~ - Titles s Seale: 100%
Themes Pag E%ﬂ Set Print Area = Scale to Fit ra
Print_Area ~ e Firsi Llcar Print Arca
A B C D E

6 Firsl: Mame Last Cell Phone Street Address |Position(s)

7 |Amanda Ryan 513-555-4477 800 Round Table Drive |Pitcher, Second base
8 |Tricia Matthews B08-555-6397 4721 Arron Smith Drive iCatcher

9 |Josefina Woodard 714-555-4506 2152 Liberty Avenue | Outfield

10 |Rodney Ross 310-555-8802 3503 Prospect Valley Road iFirst base

11 |Leigh Dizon B07-555-7816 1483 Frosty Lane \Third base

12 |Mark Grant 914-555-5592 1663 Taylor Street iShorl'f.top

13 |Mildred Persinger 601-555-0175 3329 Washington Avenue  |First base, pitcher
14 |Dwayne Patnode 205-555-3783 1736 Broad Street EDH

15 |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive |5econd base

16 |Eva Ramer B805-555-8514 232 Timber Oak Drive iRight field

17 |Carol Pena 571-555-0704 4072 Nelm Street | Third Base

18 |Leola McMNew 580-555-8177 2182 Cody Ridge Road iPitcher

19 | Annie Muro 502-555-0190 1001 Cerullo Road Second base

20 [Joe Rodriguez 781-555-9659 9 Tenmile Road iThird base

21 |losephine Carter 713-555-6401 1386 Patterson Street |Outfield, catcher

1.9.7 Fitting and Scaling Content

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

page margins.
To Fit Content Before Printing:

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

automatically.

1. Navigate to the Print pane. In our example, we can see in the Preview pane that our content will be cut off when

printed.
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First Name Last Cell Phone

Amanda Ryan 513-5355-4477
Tricia Matthews 808-555-6397
losefina Woodard 714-555-4506
Rodney Ross 310-355-8862
Leigh Dizon 607-355-7816
Mark Grant 914-555-35592

Mildred Persinger ©601-555-0175
Dwayne Patnode  205-533-3783

Bonnie Benjamin  502-555-1212
Eva Ramer 805-555-8514
Caral Pena 571-555-0704
Leola McMNew  580-555-8177
Annie Muro 202-555-0190
loe Rodriguez 781-535-3655
Josephine  Carter 713-555-6401
Micole Waugh 707-555-8767
Anthony Keel 267-555-0144
Sally Smith 571-555-9432
Joshua Milliman  213-555-1117
Ray Logan 256-555-2475
Carla Ramirez 373-555-1107
Billy Sanchez  205-535-6874

Viewing a cut off worksheet in the Preview pane
2. Select the desired option from the from the Scaling drop-down menu. In our example, we'll select Fit Sheet on
One Page.
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I:I Letter -
55" x11"
Mormal Margins -
i;l Left: 0.7" Right 0.7"

3 Mo Scaling

A o0 Print sheets at their actual size

& Fit Sheet on One Page

*l;l" Shrink the printout so thad} fits
on one page

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

e Fit All Rows on One Page
[EnE Shrink the printout so that it is
one page high

Custom Scaling Options..

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

L} L L} L J L J L
-
-
Rodney Rzes S10-S55-BE62 3508 Prospect WalleyRood  First base
Legh Dizon E07-S5557E16 1483 Fosty lane Third base
Mark Grant S14-555-5552 1663 Tayior Street Shortstog
Mildrad 3 EM-5550175 3320 i 2 First base, pitch
Dwmyne Patnode  206-55537E3 1736 BroadStrest oH
Eva Ramer ‘BOS-555-8514 232 Timbe r Osik Drive Right field
Cardl Fers S71-5550704 4072 Nelm Strest Third Base
Leoia McNew  SBO-S558177 2182 Gody Rdge Road Fihar
Annis Miurs S502-5550180 1004 Gerulic Aoad Zarond base
Jom Rodfigues 7E1-S558E58  © Tenmile Road Third base
i Carer 7135556401 1386 Pai Ttreet Dutficld catcher
Nece Waigh PO7-555-B7E7 3000 Pretty Wiew Lane Laftfimid
Arnthony K 267-5550144 533 Spring Avenwue Shortstop pinch runne ©
Sallly Smith 571-S550432 2723 Meim Street Left field, Genter field
lomhesa Miliron 2135551117 2166 Lane Fitcher, DH
Ray Logan 2565552475 2430 Rtter Street CantrField
Carta Ramirez  S573-555110F 4858 FennStrest First bose, Thicd base
Eily Sanche:  205-S556874 568 Strother Street Ficher, Outfeld
Neil Cmwford ©SOB-S5552234 2512 Stconepot Road Laft Fimid
Robert Mhorrzy  318-S551655 745 BrocksSde Dirive Mansger
-
-
] ]

The scaled worksheet
4. When you're satisfied with the scaling, click Print.

Print

Copies: 1 -

Clicking the Print button
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Keep in mind that worksheets will become more difficult to read as they are scaled down, so you may not want to
use this option when printing a worksheet with a lot of information.

1.9.8 Modifying Margins in the Preview Pane

Sometimes, you may only need to adjust a single margin to make your data fit more comfortably. You can modify
individual page margins from the Preview pane.
1. Navigate to the Print pane, then click the Show Margins button in the lower-right corner.

Show Margins

SN

Showing the margins

2. The page margins will appear in the Preview pane. Hover the mouse over one of the margin markers = until

the cursor becomes a double arrow . In our example, we'll modify the left margin to fit an additional
column on the page.

- + |
- |

Team Opponent Day Date

Bears Jetz Friday Friday, June 17, 2011

Bears Cawvaliers Saturday Saturday, August 13, 2011

Bears Colts Saturday Saturday, June 25, 2011

Bears Giants Saturday Saturday, July 08, 2011

Bears Mardins Saturday Saturday, July 02, 2011

Bears Bulls Saturday Saturday, July 16, 2011

Bears Eagles Saturday Saturday, July 23, 2011

Bears Hawks Saturday Saturday, August 20, 2011

Hovering the mouse over a margin
3. Click, hold and drag the mouse to increase or decrease the margin width.

I - -
- -

T earm: Opponent Day Date

Bears Jets Friday Friday, June 17, 2011

Bears Cavaliers Saturday Saturday, August 13, 2011

Bears Colts Saturday Saturday, June 25, 2011

Bears Giants Saturday Saturday, Juhy 02, 2011

Bears Mardins Saturday Saturday, Juhy 02, 2011

Bears Bulls Saturday Eaturday, July 18, 2011

Bears Easles Saturday Eaturday, July 23, 2011

Bears Hawks Saturday Saturday, August 20, 2011

Decreasing the margin width
4. Release the mouse. The margin will be modified. In our example, we were able to fit an additional column on
the page.
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L] L ] L] L] L ] L] L ]

] =
] =

Team 0 pponent Day Date Time

Bears Jets Friday Friday, June 17, 2011 &:00 PM

Bears Cavaliers Saturday Saturday, August 13, 20101 2:00 PM

Bears Colts Saturday Saturday, June 25, 2001 2:00 PM

Bears Giants Saturday Saturday, July 09, 2011 2:00 PM

Bears Marlins Saturday Saturday, July 02, 2001 2:00 PM

Bears Bull= Saturday Saturday, July 16, 2011 1000 A

Bears Eagles Saturday Saturday, July 23, 2011 1000 AM

Bears Hawks Saturday Saturday, August 20, 2001 1000 AM

The new margin width

Exercise 1.9

Open an existing Excel workbook.
Try printing two active worksheets. If you are using the example, try printing the Player
Info and Schedule worksheets.
3. Try printing only a selection of cells. If you are using the example, try printing the upcoming games for
the Bulls (cell range A12:E19).
4. Try the scaling feature to condense your workbook content. If you are using the example, use scaling to make
the worksheet fit onto a single page.
5. Adjust the margins from the Preview pane.
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CHAPTER TWO

2. Formulas and Functions

2.1 Simple Formulas

2.1.1 Introduction

One of the most powerful features in Excel is the ability to calculate numerical information using formulas. Just like
a calculator, Excel can add, subtract, multiply, and divide. In this lesson, we'll show you how to use cell references to
create simple formulas.

2.1.2 Mathematical Operators

Excel uses standard operators for formulas, 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.

Addition

Subtraction

Multiplication

Division

Exponents

Standard operators
All formulas in Excel must begin with an equal sign (=). This is because the cell contains, or is equal to, the formula
and the value it calculates.

2.1.3 Understanding Cell References

While you can create simple formulas in Excel manually (for example, =2+2 or =5*5) most of the time you will use
cell addresses to create a formula. This is known as making a cell reference. Using cell references will ensure that
your formulas are always accurate, because you can change the value of referenced cells without having to rewrite the
formula.
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A E
1 10
z 5 .
The formulain cell A3
3 =*‘5~1+A2| -~ refers to the value in cell
4 A1 plus the value in cell A2
A | B
1 10
2 5 The formula calculates and
displays the answer to the
i 1> |‘ equation A1 plus A2
A B

The formula automatically
recalculates when the value of
20 - a referenced cell is changed

=
S ey

Bowoora

Using cell references to recalculate a formula
By combining a mathematical operator with cell references, you can create a variety of simple formulas in Excel.
Formulas can also include a combination of cell references and numbers, as in the examples below:

=Al1+A2 Adds cells A1 and A2

=C4-3 Subtracts 3 from cell C4

=E7/14 Divides cell E7 by )4

=N10*1.05 Multiplies cell N10 by 1.05

=R5"2 Finds the square of cell R5

Examples of simple formulas
2.1.4 Creating a Formula

In our example below, we'll use a simple formula and cell references to calculate a budget.
1. Select the cell that will contain the formula. In our example, we'll select cell B3.

B3 | I

A B C
1 [June Budget $1,200.00
2 [July Budget $1,500.00
3 |Total Budget oo
4
5
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Selecting cell B3
2. Type the equal sign (=). Notice how it appears in both the cell and the formula bar.

SUM v X v K| =

A B ‘ C D
1 June Budget | $1,200.00
2 [July Budget | 5$1,800.00
3 |Total Budget|= ]

4
5

Formula will appear
& in both the cell and
. the formula bar
8

Entering the = sign
3. Type the cell address of the cell that you wish to reference first in the formula, cell B1 in our example. A blue
border will appear around the referenced cell.

SUM - *x v K =B1

A B C

1 June Budget $1,200.00
July Budget $1,500.00
Total Budget |=B1| |

9 TR S TV R

Referencing cell B1
4. Type the mathematical operator you wish to use. In our example, we'll type the addition sign (+).
5. Type the cell address of the cell that you wish to reference second in the formula, cell B2 in our example. Ared
border will appear around the referenced cell.

SUM - X & & =B1+B2

A B C

1 June Budget | $1,200.00
July Budget $1,500.00
Total Budget |=B1+B2| [

[ T R T R

Referencing cell B2
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6. Press Enter on your keyboard. The formula will be calculated and the value will be displayed in the cell.

B3 | Fe =B1+B2

A B C

1 |June Budget $1,200.00
July Budget $1,500.00
Total Budget $2,700.00 |

[ I -SE FT R o

The complete formula and calculated value

2.1.5 Modifying Values with Cell References

The true advantage of cell references is that they allow you to update data in your worksheet without having to
rewrite formulas. In the example below, we've modified the value of cell B1 from $1,200 to $1,800. The formula in
B3 will automatically recalculate and display the new value in cell B3.

B3 | fe || =B14B2
A B , C
1 June Budget $1,800.00 J‘_ Changed the value of cell
2 July Budget $1,500.00 B1 from $1200 to $1800
3 |Total Budget $3,300.00 |
4
5
&
7
3 Cell B3 recalculates and
displays the new value because
:‘3 it contains the formula =B1+B2
12
13

The recalculated cell value

2.1.6 Create a Formula Using the Point and Click Method

Rather than typing cell addresses manually, you can also point and click on the cells you wish to include in your
formula. This method can save a lot of time and effort when creating formulas. In our example below, we'll create a
formula to calculate the cost of ordering several boxes of plastic silverware.

1. Select the cell that will contain the formula. In our example, we'll select cell D3.
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D3 | i Je
E
1
2
3 | Plastic Silverware (box of 100) 9 $8.75 @ |
4 |Napkins (box of 250) 12 $2.59
5 |Plates (box of 50) 6 $14.25
6 |Cups (box of 75) 10 $11.99
7
8

Selecting cell D3
2. Type the equal sign (=).
3. Select the cell that you wish to reference first in the formula, cell B3 in our example. The cell address will
appear in the formula and a dashed blue line will appear around the referenced cell.

B3 | o x v =B3
A B C D E
1
2 '] []
3 | Plastic Silverware (box of 100) | ¢h 9f $8.75 |=B3
4 |Napkins (box of 250) 12 $2.59
5 Plates (box of 50) 6 $14.25
& Cups (box of 75) 10 $11.99
7
8

Referencing
cell B3
4. Type the mathematical operator you wish to use. In our example, we'll type the multiplication sign (*).
5. Select the cell that you wish to reference second in the formula, cell C3 in our example. The cell address will
appear in the formula and a dashed red line will appear around the referenced cell.
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ca i X v K =B3*C3
A B C D E
1
2 [ ] [ ] [ d
3 | Plastic Silverware (box of 100) 9! dn $8.75i=B3*C3
4 |Napkins (box of 250) 12 $2.59
5 | Plates (box of 50) 6 $14.25
& Cups (box of 75) 10 $11.99
7
8

Referencing cell C3
6. Press Enter on your keyboard. The formula will be calculated and the value will be displayed in the cell.

D3 h J =B3*C3
A B C D E
1
2
3 | Plastic Silverware (box of 100) 9 $8.75 $78.75
4 |Napkins (box of 250) 12 $2.59
5 Plates (box of 50) 6 $14.25
& Cups (box of 75) 10 $11.99
7
8

The completed formula and calculated value
Formulas can also be copied to adjacent cells with the fill handle, which can save a lot of time and effort if you need
to perform the same calculation multiple times in a worksheet. Review our lesson on Relative and Absolute Cell
References to learn more.
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D3 v | i fe || =B3*C3
A B C D E
1
2
3 |Plastic Silverware (box of 100) 9 $8.75 5?8-?5?1
4 Napkins (box of 250) 12 $2.59 =
5 |Plates (box of 50) 6 $14.25
& Hot Sauce (gallon bottle)
7
8

P Click, hold and drag the Fill
handle to copy the function
to adjacent cells

Hot Sauce (gallon bottle)

1{11 $11.99 |=B6*C6

1
2

3 | Plastic Silverware (box of 100) $8.75

4 Napkins (box of 250) 12 $2.59 | 5$31.08
5 |Plates (box of 50) 6l $14.25 | S85.50
6 |

7

8

Copying a formula to adjacent cells using the fill handle

2.1.7 Editing a Formula

Sometimes, you may want to modify an existing formula. In the example below, we've entered an incorrect cell
address in our formula, so we'll need to correct it.
1. Select the cell containing the formula you wish to edit. In our example, we'll select cell B3.

B3 | 5 =B1-C2

A B C

Budget Total $1,050.00
Inventory Cost | §315.23
Total Remaining 51,05[}.[}&}_

—h

L3 IR S T ¥ R

Selecting cell B3
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2. Click the formula bar to edit the formula. You can also double-click the cell to view and edit the formula
directly within the cell.

B3 - A || =B1c2 [

Fermula Bar
A B C D

Budget Total $1,050.00
Inventory Cost $315.23
Total Remaining| $1,050.00

-

To edit a formula, double-click the
selected cell or click the formula bar

[= B S, R N TR N ]

Selecting a formula to edit

3. A border will appear around any referenced cells. In our example, we'll change the second part of the formula
to reference cell B2 instead of cell C2.

SUM - X « & | =Brcy [

A B C D

1 Budget Total $1,050.00
Inventory Cost $315.23
Total Remaining|=B1-C2

L R N T Y R ¥ ]

The misplaced cell reference

4. When finished, press Enter on your keyboard or select the Enter command ¥ in the formula bar.

SUM - x -& F || =p1-B2|
- Ennter <

1 |Budget Total $1,050.00

z |Inventory Cost $315.23

3 |Total Remaining|=B1-B2

4

5

Editing a formula
5. The formula will be updated and the new value will be displayed in the cell.

B3 - S =B1-B2
A B C

1 |Budget Total $1,050.00

2 |Inventory Cost $315.23

3 |Total Remaining| $734.77

4

5

The newly calculated value
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If you change your mind, you can press the Esc key or your keyboard or click the Cancel command X in the
formula bar to avoid accidentally making changes to your formula.

Exercise 2.1

Open an existing Excel workbook.
Create a simple addition formula using cell references. If you are using the example, create the formula in
cell B4 to calculate the "Total Budget."

3. Try modifying the value of a cell referenced in a formula. If you are using the example, change the value of
cell B2 to $2,000. Notice how the formula in cell B4 recalculates the total.

4. Try using the point and click method to create a formula. If you are using the example, create a formula in
cell G5 that multiplies the cost of napkins by the quantity needed to calculate the total cost.

5. Edit a formula using the formula bar. If you are using the example, edit the formula in cell B9 to change
the division sign (/) to a minus sign (-).

2.2 Complex Formulas
A simple formula is a mathematical expression with one operator, such as 7+9. A complex formula has more than
one mathematical operator, such as 5+2*8. When there is more than one operation in a formula, the order of
operations tells Excel which operation to calculate first. In order to use Excel to calculate complex formulas, you will
need to understand the order of operations.

2.2.1 Order of Operations

Excel calculates formulas based on the following order of operations:
1. Operations enclosed in parentheses
2. Exponential calculations (3”2, for example)
3. Muiltiplication and division, whichever comes first
4. Addition and subtraction, whichever comes first
A mnemonic that can help you remember the order is PEMDAS or Please Excuse My Dear Aunt Sally.
Click the arrows in the slideshow below to learn more about how the order of operations is used to calculate formulas
in Excel.

Using the Order of Operations

10+ (6-3)/2N"2*%4-1

WP >O0IMT

While this formula may look really complicated, we can use the order of operations step-by-step to find the right answer.
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2.2.2 Creating Complex Formulas

In the example below, we will demonstrate how Excel solves a complex formula using the order of operations. Here,
we want to calculate the cost of sales tax for a catering invoice. To do this, we'll write our formula
as =(D2+D3)*0.075 in cell D4. This formula will add the prices of our items together and then multiply that value by
the 7.5% tax rate (which is written as 0.075) to calculate the cost of sales tax.

| > ~ S =(D2+D3)*0.075
a = C D E

.~ Menumem | eprice |Quantity|  Total |
2 |Empanadas: Beef Picadillo 52.99 15 S44.85

= |Empanadas: Chipotle Shrimp $3.99 10 $39.90

4 Tax|=(D2+D2)*0.075 |

5

&

Creating a complex formula
Excel follows the order of operations and first adds the values inside the parentheses: (44.85+39.90) = $84.75. Then,
it multiplies that value by the tax rate: $84.75*0.075. The result will show that the sales tax is $6.36.

D4 | i I =(D2+D3)*0.075
A B C D E
__ Menumem | Price |Quantity]  Toral |
> [Empanadas: Beef Picadillo $2.99 15 44 .85
3 |[Empanadas: Chipotle Shrimp $3.99 10 $39.90
4| Tax $6.36
5
; _

The completed formula and calculated value
It is especially important to enter complex formulas with the correct order of operations. Otherwise, Excel will not
calculate the results accurately. In our example, if the parentheses are not included, the multiplication is calculated
first and the result is incorrect. Parentheses are the best way to define what calculations will be performed first in
Excel.

v i X & | =(D2+D3)*0.075

A 5 Without parentheses, multiplication
is performed before addition,
leading to an incorrect result

Empanadas: Beef Picadillo
Empanadas: Chipotle Shrimp $3.99

l'J"uU'Ilth [

Result of an incorrect formula
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2.2.3 Creating a Complex Formula Using the Order of Operations

In our example below, we will use cell references along with numerical values to create a complex formula that will
calculate the total cost for a catering invoice. The formula will calculate the cost for each menu item and then add
those values together.

1. Select the cell that will contain the formula. In our example, we'll select cell C4.

ca - f
A B C D
Menu Item Price Quantity
z |Tamales: Chicken Tinga $2.29 20
z Empanadas: Apple Cinnamon | $3.49 35
4 Total P

Ln

Selecting cell C4
2. Enter your formula. In our example, we'll type =B2*C2+B3*C3. This formula will follow the order of
operations, first performing the multiplication: 2.29*20 = 45.80 and 3.49*35 = 112.15. Then, it will add those
values together to calculate the total: 45.80+112.15.

SUM - X & fx | =B2*C2+B3*C3
A B C D
Menu ltem l Price l Quantity 1
2 |Tamales: Chicken Tinga 1$2.29 20
3 |[Empanadas: Apple Cinnamon I $3.49 35
4 Total| [=B2*C2+B3*C3

Ln

Creating a complex formula
3. Double-check your formula for accuracy, then press Enter on your keyboard. The formula will calculate and
display the result. In our example, the result shows that the total cost for the order is $167.95.

ca v fe =B2*C2+B3*C3
A B C D
Menu Item Price Quantity
2 [ Tamales: Chicken Tinga 52.29 20
3 |Empanadas: Apple Cinnamon | $3.49 35
4 Total $167.95

LR

The completed formula and calculated value
You can add parentheses to any equation to make it easier to read. While it won't change the result of the formula in
this example, we could enclose the multiplication operations within parentheses to clarify that they will be calculated
before the addition.
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COUNTA  ~ X « Jfo | =(B2*C2)+{B3*C3)
A B o D
1 Menu Item l Price | Quantity |
> |Tamales: Chicen Tinga 152.291 2[}1
3 |Empanadas: Apple Cinnamon 153.49 35
4 Total| =(B2*C2)+(B2*C3)

(3]

Including parentheses in a formula for clarity

Exercise 2.2

Open an existing Excel workbook.

Try creating a complex formula that uses addition and subtraction. If you are using the example, create a

formula in cell D6 that first adds the values of cells D3, D4 and D5 and then multiples their total by 0.075.
3. Try creating a complex formula that uses multiplication and division. If you are using the example, create a

formula in cell D7 to calculate the total cost of the invoice, including sales tax.

2.3 Relative and Absolute Cell References
There are two types of cell references: relative and absolute. Relative and absolute references behave differently
when copied and filled to other cells. Relative references change when a formula is copied to another cell. Absolute
references, on the other hand, remain constant, no matter where they are copied.

2.3.1 Relative References

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

2.3.2 Creating and Copying a Formula Using Relative References

In the following example, we want to create a formula that will multiply each item's price by the quantity. Rather
than creating a new formula for each row, we can create a single formula in cell D2 and then copy it to the other rows.
We'll use relative references so that the formula correctly calculates the total for each item.

1. Select the cell that will contain the formula. In our example, we'll select cell D2.
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D2 - f
A B C D E
Menu ltem Price | Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 > |
3 Empanadas: Chipotle Shrimp $3.99 10
4 Empanadas: Black Bean & Plantain | $2.49 20
s Tamales: Chicken Tinga 52.29 20
6 Tamales: Vegetable 52.29 30
7 |Arepas: Carnitas $2.89 10
g Arepas: Queso Blanco $2.49 20
g Empanadas: Apple Cinnamon $3.19 40
10 Beverages: Horchata $1.89 25
1 Beverages: Lemonade $1.89 35
2 Beverages: Tamarindo $1.89 10
Total

P L2

Selecting cell D2
2. Enter the formula to calculate the desired value. In our example, we'll type =B2*C2.

c2 - X  f || =B2*C2
A B C D E
Menu Item l Price l__g_u_a_n_t_itl _ Total

2 |Empanadas: Beef Picadillo 152.99! __________ 151=B2*C2 ]
3  Empanadas: Chipotle Shrimp $3.99 10

4 |Empanadas: Black Bean & Plantain | $2.49 20

5 Tamales: Chicken Tinga 52.29 20

6 [ Tamales: Vegetable 52.29 30

7 |Arepas: Carnitas 52.89 10

5 |Arepas: Queso Blanco $2.49 20

s  Empanadas: Apple Cinnamon $3.19 40

10 |Beverages: Horchata $1.89 25

1 Beverages: Lemonade $1.89 35

12 |Beverages: Tamarindo $1.89 10

3 Total

Entering the formula
3. Press Enter on your keyboard. The formula will be calculated and the result will be displayed in the cell.
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cell D2.

D2 | i S || =B2*C2
A B D
1
2 |Empanadas: Beef Picadillo $2.99 15 $44.85 |
3 |Empanadas: Chipotle Shrimp $3.99 10
4 Empanadas: Black Bean & Plantain |$2.49 20 f
5 ' Tamales: Chicken Tinga 52.29 20 I
& Tamales: Vegetable $52.29 30 I
7 |Arepas: Carnitas $2.89 10
5 Arepas: Queso Blanco $2.49 20
5 |Empanadas: Apple Cinnamon $3.19 40
10 Beverages: Horchata $1.89 25
11 Beverages: Lemonade $1.89 35
12 Beverages: Tamarindo 51.89 10
13

Locating the fill handle

5. Click, hold and drag the fill handle over the cells you wish to fill. In our example, we'll select cells D3:D12.

D2 | i g =B2*C2

Click, hold and drag the fill handle to

copy the formula to adjacent cells

\d

1
2| Empanadas: Beef Picadillo $2.99 15 S44 .85
= |Empanadas: Chipotle Shrimp $3.99 10

4 |[Empanadas: Black Bean & Plantain [ $2.49 20

s | Tamales: Chicken Tinga $2.29 20

& Tamales: Vegetable $2.29 30

7 |Arepas: Carnitas $2.89 10

2 Arepas: Queso Blanco $2.49 20

s |[Empanadas: Apple Cinnamon $3.19 40

10 |Beverages: Horchata $1.89 25

11 |Beverages: Lemonade $1.89 35

12 |Beverages: Tamarindo $1.89 10

13

14

6. Release the mouse. The formula will be copied to the selected cells with relative references and the values will

Dragging the fill handle over cells D3:D12

be calculated in each cell.
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D2 - 5 =B2*C2

A B C D E
1 Menu ltem Price | Quantity Total
> |Empanadas: Beef Picadillo $2.99 15 S44.85
3 |Empanadas: Chipotle Shrimp $3.99 10 $39.90
4 |Empanadas: Black Bean & Plantain [ $2.49 20 $49.80
5 |Tamales: Chicken Tinga $52.29 20 S45.80
& |Tamales: Vegetable 52.29 30 S68.70
7 |Arepas: Carnitas $2.89 10 $28.90
g |Arepas: Queso Blanco 52.49 20 $49.80
o |Empanadas: Apple Cinnamon $3.19 40 $127.60
10 |Beverages: Horchata 51.89 25 S47.25
11 |Beverages: Lemonade $1.89 35 $66.15
12 |Beverages: Tamarindo 51.89 10 $18.90
13 Total ll

14
The copied formulas and calculated values

You can double-click the filled cellsto check their formulas for accuracy. The relative cell references should be
different for each cell, depending on its row.

SUM v X v K =B3*C3
A B C D E
1 Menu Item Price | Quantity Total
2 |Empanadas: Beef Picadillo $2.99 15 5$44.85
3 |[Empanadas: Chipotle Shrimp
4 |Empanadas: Black Bean & Plantain | T e )

5 | Tamales: Chicken Tinga : are relative to row 8
Tamales: Vegetable

6 :
7 - Carnitas S
g [Arepas: Queso Blanco _52.49 | 20|=B8*C8
9

Empanadas: Apple Cinnamon S3.19 40 STZ760
10 Beverages: Horchata 51.89 25 $47.25
11 Beverages: Lemonade $1.89 35 $66.15
12  Beverages: Tamarindo 51.89 10 $18.90
13 Total
14 Checking

the copied formulas for accuracy

118
March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual
2.3.3 Absolute References

There may be times when you do not want a cell reference to change when filling cells. Unlike relative references,
absolute references do not change when copied or filled. You can use an absolute reference to keep a row and/or
column constant.

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

$AS52 The column and the row do not change when copied

AS52 The row does not change when copied

SA2 The column does not change when copied

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

2.3.4 Creating and Copying a Formula Using Absolute References

In our example, we'll use the 7.5% sales tax rate in cell E1 to calculate the sales tax for all items in column D. We'll
need to use the absolute cell reference $E$1 in our formula. Since each formula is using the same tax rate, we want
that reference to remain constant when the formula is copied and filled to other cells in column D.

1. Select the cell that will contain the formula. In our example, we'll select cell D3.

D3 | : 5
A B C D E

1

2

3 |Empanadas: Beef Picadillo $2.99 15
4 |Empanadas: Chipotle Shrimp $3.99 10
s |Empanadas: Black Bean & Plantain | $2.49 20
& | Tamales: Chicken Tinga $2.29 20
7 |Tamales: Vegetable 52.29 30
2 |Arepas: Carnitas $2.89 10
s |Arepas: Queso Blanco 52.49 20
10 |Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata 51.89 25
1z |Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo 51.89 10
14

_

Selecting cell D3

—
Ln

2. Enter the formula to calculate the desired value. In our example, we'll type =(B3*C3)*$E$1.
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SUM | i X« [ || =(B3*C3)*S$ESL
A B C D E
1 o 15%
2 - [ Ll
3 |Empanadas: Beef Picadillo 52.99 T =(B3*C3)*SES1
4 |Empanadas: Chipotle Shrimp $3.99 10
5 [Empanadas: Black Bean & Plantain | $2.49 20
& |Tamales: Chicken Tinga 52.29 20
7 | Tamales: Vegetable 52.29 30
s |Arepas: Carnitas 52.89 10
s |Arepas: Queso Blanco $2.49 20
10 |[Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata 51.89 25
1z |Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo 51.89 10

14
15

Entering the formula

3. Press Enter on your keyboard. The formula will calculate and the result will display in the cell.
4. Locate the fill handle in the lower-right corner of the desired cell. In our example, we'll locate the fill handle for
cell D3.

D3 | Ffe || =[B3*C3)*$ES1
A B C D 3
1
2
3 |Empanadas: Beef Picadillo $2.99 15 53.36|
4 |Empanadas: Chipotle Shrimp $3.99
5 |Empanadas: Black Bean & Plantain | $2.49
& |Tamales: Chicken Tinga 52.29
7 |Tamales: Vegetable $2.29
s |Arepas: Carnitas $2.89 The fill handle
o |Arepas: Queso Blanco $2.49
10 | Empanadas: Apple Cinnamon $3.19
11 |Beverages: Horchata $1.89
12 |Beverages: Lemonade 51.89
13 Beverages: Tamarindo $1.89
14

S 1

Locating the fill handle

—t
L

5. Click, hold and drag the fill handle over the cells you wish to fill, cells D4:D13 in our example.
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D3 Je

Click, hold and drag the fill handle to
copy the formula to adjacent cells

2 Menu ltem - \ ales Tz

3 |Empanadas: Beef Picadillo $2.99 15 $3.36
4 Empanadas: Chipotle Shrimp $3.99 10

5 |[Empanadas: Black Bean & Plantain | $2.49 20

& | Tamales: Chicken Tinga 52.29 20

7 ' Tamales: Vegetable 52.29 30

2 |Arepas: Carnitas 52.89 10

o |Arepas: Queso Blanco 52.49 20

10 Empanadas: Apple Cinnamon $3.19 40

11 Beverages: Horchata S1.89 25

12 | Beverages: Lemonade 51.89 35

13 | Beverages: Tamarindo 51.89 10 __v
14

13

Dragging the fill handle
6. Release the mouse. The formula will be copied to the selected cells with an absolute reference and the values
will be calculated in each cell.

D3 - S =(B3*C3)*3E51
A B C D E
o salesTax | 7s% |
2 Menu Item Price | Quantity | Sales Tax Total
3 |Empanadas: Beef Picadillo 52.99 15 $3.36
4 |Empanadas: Chipotle Shrimp $3.99 10 $2.99
5 |Empanadas: Black Bean & Plantain |5$2.49 20 53.74
& | Tamales: Chicken Tinga 52.29 20 $3.44
7 |Tamales: Vegetable 52.29 30 55.15
8 |Arepas: Carnitas 52.89 10 52.17
9 |Arepas: Queso Blanco 52.49 20 53.74
10 |Empanadas: Apple Cinnamon 53.19 40 $9.57
11|Beverages: Horchata 51.89 25 53.54
12 |Beverages: Lemonade S1.89 35 54,96
13 |Beverages: Tamarindo 51.89 10 51.42
14

—
L%}

The copied formulas and calculated values
You can double-click the filled cells to check their formulas for accuracy. The absolute reference should be the same
for each cell, while the other references are relative to the cell's row.
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SUM | o > v ={B9*C9)*SESL

A B C D

—h

2

3 Empanadas: Beef Picadillo Relative cell references in row 9 are

4 |[Empanadas: Chipotle Shrirm g F Ve Rt B 8 e ety (1]

5 [Empanadas: Black Bean & P cell reference remains constant

& |Tamales: Chicken Tinga . 5

7 | Tamales: Vegetable 52.29 30 55.15
8 arnitas £2-20 10 S21F
9 |Arepas: Queso Blanco $2.49 T=(B9*C9)*SES1
10 |[Empanadas: Apple Cinnamon 5319 a0 50.00
11 Beverages: Horchata 51.89 25 53.54
12 Beverages: Lemonade $1.89 35 54.96
13 Beverages: Tamarindo $1.89 10 $1.42
B —
15

Checking the formulas for accuracy

Be sure to include the dollar sign ($) whenever you're making an absolute reference across multiple cells. The dollar

signs were omitted in the example below. This caused Excel to interpret it as a relative
incorrect result when copied to other cells.

sUM - *x v K =(B10*C10)*ES

A B C

—h

reference, producing an

D

2

3 |[Empanadas: Beef Picadillo $2.99 15 $3.36
4 | Empanadas: Chipotle Shrimp $3.99 10 #VALUE!
s \[Empanadas: Bl: $2,401.04
6 |Tamales: Chick ALl IS GER L ETET T TE) RGNS ] [ #VALUE!
QPR  focellE vas intepreiedas relive SN EET
2 |Arepas: Carnita . I__
o Arepas: Queso Blanco $8,388,398.

10 | Empanadas: Apple Cinnamon $3.19 A0l I =(B10o*C10)* [
11 Beverages: Horchata $1.89 25| $396,354,176.00
12 Beverages: Lemonade $1.89 35 #VALUE!
13 Beverages: Tamarindo $1.89 10| $7,491,094,819.49| !
14

b
A

The result of an incorrect absolute reference
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2.3.5 Using Cell References with Multiple Worksheets

Excel allows you to refer to any cell on any worksheet, which can be especially helpful if you want to reference a
specific value from one worksheet to another. To do this, you'll simply need to begin the cell reference with the
worksheet name followed by an exclamation point (!). For example, if you wanted to reference cell A1l onSheetl,
its cell reference would be Sheet1!Al.

Note that if a worksheet name contains a space, you will need to include single quotation marks (* *) around the
name. For example, if you wanted to reference cell Al on a worksheet named July Budget, its cell reference would
be "July Budget'!Al.

2.3.6 Referencing Cells Across Worksheets

In our example below, we'll refer to a cell with a calculated value between two worksheets. This will allow us to use
the exact same value on two different worksheets without rewriting the formula or copying data between worksheets.

1. Locate the cell you wish to reference and note its worksheet. In our example, we want to reference cell E14 on
the Menu Order worksheet.

A B C D 3
5 |Empanadas: Black Bean & Plantain | $2.49 20 $3.74 $53.54
& [ Tamales: Chicken Tinga $2.29 20 $3.44 549.24
7 |Tamales: Vegetable 52.29 30 $5.15 $73.85
s |Arepas: Carnitas $2.89 10 $2.17 $31.07
o |Arepas: Queso Blanco $2.49 20 $3.74 $53.54
10 | Empanadas: Apple Cinnamon $3.19 40 $9.57 $137.17
11 Beverages: Horchata $1.89 25 $3.54 $50.79
12 | Beverages: Lemonade 5$1.89 35 S$4.96 S71.11
3 Beverages: Tamarindo $1.89 10 $1.42 $20.32
14 Total $587.65
15
16
Menu Order Catering Invoice )
CellE14
2. Navigate to the desired worksheet. In our example, we'll select the Catering Invoice worksheet.

12 Beverages: Lemonade 51.89 35 54.96 571.11

13 Beverages: Tamarindo $1.89 10 $1.42 $20.32

14 Total $587.65

15

16

Menu Order | Catering Invoice % )

Navigating to Sheet2
3. The selected worksheet will appear.
4. Locate and select the cell where you want the value to appear. In our example, we'll select cell B2.
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B2 i I
A B C
Total Cost for Requested Services

2 |[Menu ltems h |
Paper ltems (Plates,

3 |silverware, cups) $110.87
Rental Equipment (Tables,

4 |Chairs, Linens) $249.95
Service Fee (18% of menu

5 items ordered) S0.00

& Total Cost $360.82

7

Menu Order | Catering Invoice @

Selecting cell B2
5. Type the equal sign (=), the sheet name followed by an exclamation point (!), and the cell address. In our
example, we'll type ="Menu Order'!E14.

SUM - b vy I ='"Menu Order'lE14
A B C
Total Cost for Requested Services
2 |Menu ltems ='Menu Order'lE14 |

Paper ltems (Plates,
3 silverware, cups) 5110.87

Rental Equipment (Tables,

4 |Chairs, Linens) $249.95
Service Fee (18% of menu
5 |items ordered) $113.63
5 Total Cost $1,105.72
7
Menu Order | Catering Invoice )

Referencing a cell on Sheetl
6. Press Enter on your keyboard. The value of the referenced cell will appear. If the value of cell E14 changes on
the Menu Order worksheet, it will be updated automatically on the Catering Invoice worksheet.
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o ="mMlenu Order'!E14

B2 -

N

= Mmoo

S

Total Cost for Requested Services

I Menu ltems

S587.65

Paper ltems (Plates,
silverware, cups)

S110.87

Rental Eguipment (Tables,

Chairs, Linens)

S249.95

Service Fee (18246 of menu

items ordered)

S$113.63

Total Cost

$1,105.72

Mlenu Order

Catering Invoice

The referenced cell

——
[ ]
L

If you rename your worksheet at a later point, the cell reference will be updated automatically to reflect the new

worksheet name.
If you enter a worksheet name incorrectly, the #REF! error will appear in the cell. In our example below, we've

mistyped the name of the worksheet. Click the Error button

down menu to edit or ignore the error.

and then select the desired option from the drop-

- Joe ='menuarder'!B15
i)
Aenu ltems ! #REF!
’E| Inwvalid Cell Reference Error
il Help on this error
el Show Calculation Steps...
“hi; lgnore Error
=1 Edit in Formula Bar L\\?
el Error Checking Options... HREF!
‘otal Cost #REF!
Correcting a cell reference error
Exercise 2.3

Open an existing Excel workbook.

Create a formula that uses a relative reference. If you are using the example, use the fill handle to fill in the

formula in cell E4 through E14. Double-click a cell to see the copied formula and the relative cell references.
3. Create a formula that uses an absolute reference. If you are using the example, correct the formula in

cell D4 to refer only to the tax rate in cell E2 as an absolute reference, then use the fill handle to fill the

formula from cell D4 to D14.
4. Try referencing a cell across worksheets. If you are using the example, create a cell reference in cell B3 on

the Catering Invoice worksheet for cell E15 on the Menu Order worksheet.
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2.4 Functions

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

2. 4.1 The Parts of a Function

In order to work correctly, a function must be written a specific way, which is called the syntax. The basic syntax for
a function is an equal sign (=), the function name (SUM, for example), and one or more arguments. Arguments
contain the information you want to calculate. The function in the example below would add the values of the cell
range A1:A20.

=SUM(A1:A20)

/1 N

Syntax of a basic function

2.4.2 Working with Arguments

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

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

COUMNT.A - > —~ o =AVERAGE(BL:B9)
= B (=

1 5

2 =2

3 9

a r

s 5

5] 1

Ed 3

= 2

= i

10] =ANWVERAGE(R T -B9)

11

A function with a single argument
Multiple arguments must be separated by a comma. For example, the function =SUM(A1:A3, C1:C2, E2) will add
the values of all the cells in the three arguments.
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COUMNTA - -~ w I =SUM(AL1:A3,C1:C2,E1)
A B C (D] E F
7 I 5| | 15]
> 4 | 12|
3 23
4

Ln

=SUM(A1:A3,C1:C 2,E1}|
A function with multiple arguments

2.4.3 Creating a Function

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

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

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

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

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

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

2. 4.4 Creating a Basic Function

In our example below, we'll create a basic function to calculate the average price per unit for a list of recently
ordered items using the AVERAGE function.
1. Select the cell that will contain the function. In our example, we'll select cell C11.

c11 - I
A B C D E
Food Supply Inventory Orders (Non-Perishable Items)
2 Item Quantity | Price Per Unit | Total Cost| Date Ordered
3 |Tomatoes (case of 12) 3 $17.44 $52.32
4 Black Beans (case of 10) 5 520.14 | S100.70
s |All Purpose Flour (50 Ib.) 5 514.05 570.25
& |Corn Meal/Maza (25 1b.) 5 518.69 593.45
7 |Brown Rice (25 1b.) 5 510.99 554.95
s |Salsa, Medium (1 gallon) 12 S8.47 | S101.64
g |Olive Qil (2.5 gallon) 4 $28.69 | 5114.76
10 | Vegetable Wash (1 gallon) 2 $8.99 $17.98
11 Average Price Per Unit gh
12 Total Cost |

Selecting cell C11
2. Type the equal sign (=) and enter the desired function name. You can also select the desired function from the
list of suggested functions that will appear below the cell as you type. In our example, we'll type=AVERAGE.
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COUNTA ~ X & Jfr | =AVERAGE
A B C D E
1
O o e G o 6050
3 |Tomatoes (case of 12) 3 517.44 552.32
4 |Black Beans (case of 10) 5 $20.14 | $100.70
5 |All Purpose Flour (50 Ib.) 5 514.05 570.25
& |Corn Meal/Maza (25 Ib.) 5 518.69 593.45
7 |Brown Rice (25 Ib.) 5 $10.99 5$54.95
3 |Salsa, Medium (1 gallon) 12 $8.47 | S101.64
g |Olive Oil (2.5 gallon) 4 $28.69 | 5114.76
10 | Vegetable Wash (1 gallon) $8.99 $17.98
11 =AVERAGE |

Type the function name =
. : i3 AvERAGE
or select it from the list @ AVERAGEA
&l of suggested functions ) AVERAGEIF
14 () AVERAGEIFS
Entering the AVERAGE function
3. Enter the cell range for the argument inside parentheses. In our example, we'll type (C3:C10). This formula
will add the values of cells C3:C10 and then divide that value by the total number of cells in the range to
determine the average.

12 Returns the average (arithmetic mean)

COUNTA ~ ©  x « [ | =AVERAGE(C3:C10)

1
2

3 ' Tomatoes (case of 12) 3 $17.44 | S$52.32
4 |Black Beans (case of 10) 5 $20.14 | $100.70
5 |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
6 Corn Meal/Maza (25 |b.) 5 $18.69 | $93.45
7 |Brown Rice (25 Ib.) 5 $10.99 | S$54.95
5 |Salsa, Medium (1 gallon) 12 $8.47 | 5101.64
g | Olive Oil (2.5 gallon) 4 $28.69 | $114.76
10 | Vegetable Wash (1 gallon) $8.99 | §$17.98

1 =AVERAGE(C3:C10) |

12
13

Creating an argument
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4. Press Enter on your keyboard. The function will be calculated and the result will appear in the cell. In our
example, the average price per unit of items ordered was $15.93.

c11 v =AVERAGE(C3:C10)
A B C D E
Food Supply Inventory Orders (Non-Perishable Items)
2 Item Quantity | Price Per Unit | Total Cost| Date Ordered
3 | Tomatoes (case of 12) 3 517.44 552.32
4 |Black Beans (case of 10) 5 $20.14 | $100.70
5 |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
& Corn Meal/Maza (25 1b.) 5 $18.69 $93.45
7 |Brown Rice (25 |b.) 5 $10.99 $54.95
z |Salsa, Medium (1 gallon) 12 $8.47 | $101.64
g |Olive Oil (2.5 gallon) 4 $28.69 | $114.76
10 | Vegetable Wash (1 gallon) 2 $8.99 $17.98
1 Average Price Per Unit $15.93
Total Cost

a ra

The completed function and calculated value
Excel will not always tell you if your function contains an error, so it's up to you to check all of your functions.
2. 4.6 Creating a Function Using the AutoSum Command
The AutoSum command allows you to automatically insert the most common functions into your formula, including
SUM, AVERAGE, COUNT, MIN, and MAX. In our example below, we'll create a function to calculate the total cost
for a list of recently ordered items using the SUM function.

1. Select the cell that will contain the function. In our example, we'll select cell D12.

D12 - I
A B C D E
Food Supply Inventory Orders (Non-Perishable Items)
Item Quantity | Price Per Unit | Total Cost| Date Ordered
Tomatoes (case of 12) 3 517.44 $52.32
Black Beans (case of 10) 5 $20.14 | 5100.70
All Purpose Flour (50 Ib.) 5 514.05 $70.25
Corn Meal/Maza (25 Ib.) 5 518.69 593.45
Brown Rice (25 Ib.) 5 510.99 554.95
Salsa, Medium (1 gallon) 12 $8.47 | $101.64
Olive Oil (2.5 gallon) 4 $28.69 | $114.76
Vegetable Wash (1 gallon) 2 $8.99 $17.98
Average Price Per Unit $15.93
Total Cost op
Selecting
cell D12
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2. In the Editing group on the Home tab, locate and select the arrow next to the AutoSum command and then
choose the desired function from the drop-down menu. In our example, we'll select Sum.

EE'::. ng :‘i‘j EAMQSUEEA? H

- > Sum

Insert Delete Format wd &
- - - A\.rerage ect~
Cells Count Numbers A
Max | v
Min
1 | o R 5

More Functions...

Selecting Sum from the AutoSum command drop-down menu
3. The selected function will appear in the cell. If logically placed, the AutoSum command will automatically
select a cell range for the argument. In our example, cells D3:D11 were selected automatically and their values
will be added together to calculate the total cost. You can also manually enter the desired cell range into the
argument.

COUNTA ~ ¢ X « f || =SUM(D3:D11)

A E C D E

El

2
3 Tomatoes (case of 12) i $52.32 i
4 Black Bea - $20.14 | $100.70 |
5 $14.05 | $70.25 i
6 —l8efpl  $593.45 |
7 $10.99 | $54.95 !
8 : $8.47 | $101.64 |
g Olive Oil (2.5 gallon) 4 $28.69 | $114.76 i
10 Vegetable Wash (1 gallon) $8.99 ! $17.98 ;
11 $1593] |

12 =SUM(D3:D11)
13 SUf‘vu"II[rlluml.'n=_--r1r [numberZ], ...]
14

The inserted function and automatically selected cell range
4. Press Enter on your keyboard. The function will be calculated and the result will appear in the cell. In our
example, the sum of D3:D11 is $606.05.
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D12 v £ || =sum(D3:011)
A B C D E
Food Supply Inventory Orders (Non-Perishable Items)
2 ltem Quantity| Price Per Unit | Total Cost | Date Ordered
5 ' Tomatoes (case of 12) 3 §17.44 | §52.32
4 |Black Beans (case of 10) 5 520.14 | $100.70
5 |All Purpose Flour (50 Ib.) 5 514.05 | §70.25
6 Corn Meal/Maza (25 1b.) 5 518.69 | 593.45
7 \Brown Rice (251b.) 5 510.99 | 554.95
3 Salsa, Medium (1 gallon) 12 $8.47 | $101.64
9 | Olive Oil (2.5 gallon) 4 528.69 | $114.76
10 Vegetable Wash (1 gallon) 2 $8.99 | §17.98
Average Price Per Unit $15.93
12 Total Cost| $606.05
13

The completed function and calculated value
The AutoSum command can also be accessed from the Formulas tab on the Ribbon.

HOME
J 3

Insert

IMNSERT PAGE LAYOUT

FORMULAS

E =

AutaSum Recently Financial Logical Text Date & Lookup & Math &

DATA REVIEW

Mare

Function = Used - - - - Time~ Reference~ Trig~ Functions~
E Sum Function Library

Al LAverage F

Count Numbers
A % D E F G H

Max

(N I

5 bin

3 More Functions...

Accessing the AutoSum command from the Formulas tab

2. 4.6 The Function Library

While there are hundreds of different functions in Excel, the functions you use most frequently will depend on the
kind of data your workbooks contains. There is no need to learn every single function, but exploring some of the
different types of functions will be helpful as you create new projects. You can search for functions by category,
such as Financial, Logical, Text, Date & Time, and much more from the Function Library on the Formulas tab.

e Toaccess the Function Library, select the Formulas tab on the Ribbon. The Function Library will appear.
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Ho- .
FILE HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
J6 Cut Calibri i LAy =E=E ®- EcwapTed
ER Copy -
Haste B I Uu- H- ,Q A === &= = Mergeﬁ-‘.Center -

¥ Format Painter -
Clipboard ] Font ] Alignment EC||Ck|ng
the Formulas tab
Click the buttons in the interactive below to learn more about the different types of functions in Excel.

H s
FILE HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
= =] Define Name -
B X = )R & =2 S
o fx Use in Formula
Insert AutoSum Recently Financial Logical Text Date & Lookup & Math 8@ Mare Mame i
Function - Used ~ - - - Time - Reference~ Trig~ Functions~ Manager £ Create from Selection
Function Library Defined MNames
AL e S
iy B C D E F G H 1 J K

e s
R R T R e

2. 4.7 Inserting a Function from the Function Library

In our example below, we'll use a function to calculate the number of business days it took to receive the items after
they were ordered. In our example, we'll use the dates in columns B and C to calculate the delivery time in column D.
1. Select the cell that will contain the function. In our example, we'll select cell D3.
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FILE HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW

fFYOEEEIER O B

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  Mare
Function v Used» - v v Time~ Reference~ Trig~ Functions =
Function Library
D3 - I
A E C D E

1 Food Supply Inventory Orders (Non-Perishable Items)
2
3 |Tomatoes (case of 12) 12-Aug-13 15-Aug-13
4 Black Beans (case of 10) 12-Aug-13 17-Aug-13
s |All Purpose Flour (50 Ib.) 12-Aug-13 14-Aug-13
& |Corn Meal/Maza (25 Ib.) 12-Aug-13 15-Aug-13
7 Brown Rice (25 1b.) 12-Aug-13 15-Aug-13
g | Salsa, Medium (1 gallon) 19-Aug-13 23-Aug-13
o | Olive Oil (2.5 gallon) 19-Aug-13 24-Aug-13
10 |Vegetable Wash (1 gallon) 19-Aug-13 21-Aug-13

11
Selecting cell D3
Click the Formulas tab on the Ribbon to access the Function Library.
From the Function Library group, select the desired function category. In our example, we'll choose Date &
Time.
Select the desired function from the drop-down menu. In our example, we'll select the NETWORKDAYS
function to count the number of business days between the ordered date and received date.
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HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW WVIEW

Z E E E M = =] Define Name ~

] i i %l Use in Formula
AutoSum Recently Financial Logical Text Date& Lookup 8 Math &  More Mame

- Used - - - ~ | Time~ Reference~ Trig~ Functions~ Manager ES Create from Selection
Function Library DATE Defined Mames
-| fe DATEVALUE
| DAY
A B DAYS D E F
EDATE
1atoes (case of 12) 12-F EOMONTH 13
k Beans (case of 10) 12-F HOUR 13
'Urpﬂse Flour (50 Ih.} 12-£ ISOWEEEMUM 13
1 MEEUMEIE {25 |h.) 12-£ MINUTE 13
wn Rice (251b.) 12-£ MONTH 13
a, Medium (1 gallon) 19-£ NETWORKDAYS I 13
e 0il (2.5 gallon) 19-£ NETWORKDAYS.I! NETWORKDAYS(start_date,cnd date holidays)
etable Wash {1 gallﬂn} 13-/ How Returns the number of whole workdays between
SECOND two dates.
TIME a Tell me more
TIMEVALUE I

Selecting the NETWORKDAY'S function
The Function Arguments dialog box will appear. From here, you'll be able to enter or select the cells that will
make up the arguments in the function. In our example, we'll enter B3 in the Start_date: field and C3 in the
End date: field.
When you're satisfied with the arguments, click OK.

MNETWORKDAYS

Start_date | B3

End_date | C3

Huolidays |

Returns the number of whole workdays between two dates,

Start_date is a serial date number that represents the start date.

Formula result = 4

Help on this function oK l..\_;J | Cancel |

Clicking OK
The function will be calculated and the result will appear in the cell. In our example, the result shows that it
took four business days to receive the order.
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D3 - fe || =NETWORKDAYS(B3,C3)
A B C D
1 Food Supply Inventory Orders (Non-Perishable Items)
2
3 |Tomatoes (case of 12) 12-Aug-13 15-Aug-13
4 |Black Beans (case of 10) 12-Aug-13 17-Aug-13
5 All Purpose Flour (50 |b.) 12-Aug-13 14-Aug-13
& Corn Meal/Maza (25 1b.) 12-Aug-13 15-Aug-13
7 |Brown Rice (25 1b.) 12-Aug-13 15-Aug-13
g |Salsa, Medium (1 gallon) 19-Aug-13 23-Aug-13
g Olive Qil (2.5 gallon) 19-Aug-13 24-Aug-13
10 Vegetable Wash (1 gallon) 19-Aug-13 21-Aug-13
1

The completed function and calculated value
Like formulas, functions can be copied to adjacent cells. Hover the mouse over the cell that contains the function,
then click, hold and drag the fill handle over the cells you wish to fill. The function will be copied and values for
those cells will be calculated relative to their row or column.
ntory Orders (Non-Perishable [tems)

12-Aug-13 1>-Aug-13 =g Click, hold and drag the fill
12-Aug-13 17-Aug-13 = p handle to copy the function
12-Aug-13 14-Aug-13 to adjacent cells
12-Aug-13 15-Aug-13

12-Aug-13 15-Aug-13

19-Aug-13 23-Aug-13

19-Aug-13 24-Aug-13

19-Aug-13 21-Aug-13 ‘lp

=]

=NETWORKDAYS({B10,C10)

C

D

rntory Orders (Mon-Perishable Items)

12-Aug-13 15-Aug-13 4
12-Aug-13 17-Aug-13 5
12-Aug-13 14-Aug-13 3
12-Aug-13 15-Aug-13 4
12-Aug-13 15-Aug-13 4
19-Aug-13 23-Aug-13 5
19-Aug-13 24 Aug-13 5
19-Aug-13 21-Aug-13|=NETWORKDAYS(E10,C10)
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Copying a function to adjacent cells using the fill handle
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2.4.8 The Insert Function Command

If you're having trouble finding the right function, the Insert Function command allows you to search for functions
using keywords. While it can be extremely useful, this command is sometimes a little difficult to use. If you don't
have much experience with functions, you may have more success browsing the Function Library instead. For
more advanced users, however, the Insert Function command can be a powerful way to find a function quickly.

2. 4.9 Use the Insert Function Command

In our example below, we want to find a function that will count the total number of items ordered. We want to count
the cells in the Item column, which uses text. We cannot use the basic COUNT function because it will only count
cells with numerical information. Therefore, we will need to find a function that counts the total number of cells

within a cell range.

1. Select the cell that will contain the function. In our example, we'll select cell B16.

(=]

g

P

Ln

oo

]

B16 M £
A B C D E
Food Supply Inventory Orders (Non-Perishable Items)
Item Quantity | Price Per Unit | Total Cost| Date Ordered
Tomatoes (case of 12) 3 $17.44 | $52.32
Black Beans (case of 10) 5 $20.14 | $100.70
All Purpose Flour (50 Ib.) 5 $14.05 | S570.25
6 Corn Meal/Maza (25 Ib.) 5 $18.69 | 593.45
7 |Brown Rice (25 Ib.) 5 510.99 $54.95
Salsa, Medium (1 gallon) 12 58.47 | $101.64
¢ Olive Oil (2.5 gallon) 4 $28.69 | $114.76
Vegetable Wash (1 gallon) 2 $8.99 | $17.98
Average Price Per Unit $15.93

Total Cost| $606.05

P L P

Inventory Order Summary

16 Total Items Ordered

o

17 Most Expensive [tem

oo

Average Shipping Time

Selecting cell B16
2. Click the Formulas tab on the Ribbon and then select the Insert Function command.
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FILE HOME  INSERT  PAGELAYOUT  FORMULAS = DATA  REVIEW

o2 KMEROTER R @ 2

Insert hf AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function - Used -~ - - =  Time~ Reference~ Trig~ Functions~

Function Library

Insert Function (Shift+F3) £

Work with the formula in the
current cell. You can easily pick
functions to use and get help on
how to fill cut the input values,

e Tell me more

Selecting the Insert Function command
3. The Insert Function dialog box will appear.
4. Type a few keywords describing the calculation you want the function to perform and click Go. In our example,
we'll type Count cells, but you can also search by selecting a category from the drop-down list.

Search for a function:

count cells

t Date & Time

DATEVALUE
DAY Enter search terms,

DAYS then click Go
DAYS3IED

EDATE
ECMONTH

DATE(year,month,day)
Returns the number that represents the date in Microsoft Excel date-time
code,

Help on this fundion

Searching for a function with keywords
5. Review the results to find the desired function, then click OK. In our example, we'll choose COUNTA because
it will count the number of cells in a cell range.
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Search for a function:

count cells

Or select a categorny: | Recommended

Select a function:

COUNT Select a function,
COUNTIE then click OK
COUNTA

COUNTIFS

COUNTELAMNE

DCOUMTA

FRECQUEMCY

COUNTA(valuel,value?,...)

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

Help on this funcdion

Selecting a function and clicking OK
The Function Arguments dialog box will appear. Select the Valuel: field and then enter or select the desired
cells. In our example, we'll enter the cell range A3:A10. You may continue to add arguments in theValue2:
field, but in this case we only want to count the number of cells in the cell range A3:A10.
When you're satisfied, click OK.

Valuel |ﬁ.3:m{! { Tomatoes (case of 12)7;"Black Bean...

Value2 | number

Counts the numberof cells in a range that are not empty.

0 255 arguments representing the values and cells
Enter the desired cell range(s) into es can be any type of information.

the Value: fields, then click OK

Far

Help on this function \| oK [}Jl Cancel |

Entering an argument and clicking OK
The function will be calculated and the result will appear in the cell. In our example, the result shows that a
total of eight items were ordered.
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B16 v % ||| =COUNTA(A3:A10)
A B C D E F
1
2
5 ' Tomatoes (case of 12) 3 $17.44 | S§52.32
4 |Black Beans (case of 10) 5 520.14 | $100.70
5 |All Purpose Flour (50 Ib.) 5 514.05 570.25
6 (Corn Meal/Maza (25 Ib.) 5 518.69 593.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
3 |Salsa, Medium (1 gallon) 12 $8.47 | $101.64
5 | Olive Qil (2.5 gallon) 4 $28.69 | $114.76
10 'Vegetable Wash (1 gallon) $8.99 $17.98
1 $15.93
12 $606.05
13
— The inserted function
Total Items Ordered| 8 | sl and calculated value
17 Most Expensive ltem
18 Average Shipping Time
19

The completed function and calculated value

Exercise 2.4

Open an existing Excel workbook. If you want, you can use the Lesson 16 Practice Workbook.

Create a function that contains one argument. If you're using the example, use the SUM function in cell B16 to
calculate the total quantity of items ordered.

3. Use the AutoSum command to insert a function. If you are using the example, insert the MAX function in
cell B23 and use the cell range D3:D15 for the argument to find the most expensive item that was ordered.

4. Explore the Function Library and try using the Insert Function command to search for different types of
functions.
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CHAPTER THREE

3. Working with Data

3.1 Freezing Panes and View Options

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

3.1.1 Freezing Rows

You may want to see certain rows or columns all the time in your worksheet, especially header cells. By freezing
rows or columns in place, you'll be able to scroll through your content while continuing to view the frozen cells.
1. Select the row below the row(s) you wish to freeze. In our example, we want to freeze rows 1 and 2, so we'll

select row 3.
A3 - f || Albertson, Kathy
A B C D E F
|

> Salesperson  May = June = July = Aug.  Sept.
- |[Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00 $8,237.00
s |Allenson, Carol  $4.411.00 $1,042.00 $9,355.00 $1,100.00 $10,185.00
Altman, Zoey  $2,521.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00

& Bittiman, William $4,752.00 $3,755.00 54,415.00 $1,089.00 5$4,404.00
Selecting row 3

Ln

2. Click the View tab on the Ribbon.
3. Select the Freeze Panes command and then choose Freeze Panes from the drop-down menu.
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REVIEW | VIEW

@ D’E - g Split View Side by Side EE

i Hide [DI Synchronous Scrolling

Zoom to Mew Arrange  Freeze Switch
Selection  Window

All panE,DLlnhicIE BfH Reset Window Position Windaows -

Ereeze Panes

- Keep rows and columns visible while the rest of
the worksheet scrulwhased on current selection).

Freeze Top Row

Keep the top row visible while scrolling through _K
the rest of the worksheet,

Freeze First Column

Keep the first column visible while scrolling
Aug. Sept. through the rest of the worksheet, o

,117.00 $8,237.00 $5,690.00 | | |
Clicking Freeze Panes
4. The rows will be frozen in place, as indicated by the gray line. You can scroll down the worksheet while
continuing to view the frozen rows at the top. In our example, we've scrolled down to row 18.

:l D Ruler  [¥] Formula Bar q [3:; @ |_—|'E|I E

ormal Page Break Page Custom | Gridlines [ Headings Zoom 100% Zoom to Mew  Arrange
Previe . Selection  Window  All

Rows 1 and 2 are frozen Zoom
above this line

HE

Westbrook Parker Sales Data

> Salesperson May June July Aug. Sept.
15 Hodges, Melissa $5,667.00 $4,798.00 5$8,420.00 $1,389.00 $10,468.00
12 Jameson, Robinst $4,269.00 $4,459.00 §$2,248.00 $1,058.00 $6,267.00
20 Kellerman, Franc $3,502.00 $4,172.00 $11,074.00 $1,282.00 52,365.00
21 Mark, Katharine $5,853.00 $2,011.00 53,807.00 $1,348.00 $11,110.00
The frozen rows

3.1.2 Freezing Columns

1. Select the column to the right of the column(s) you wish to freeze. In our example, we want to freeze column
A, so we'll select column B.
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B2 - Jx
A B ¢ C D E F

1

2 |Salesperson July Aug. Sept.
3 |Albertson, Kathy[$3,947.00| $557.00 $3,863.00 $1,117.00 $8,237.00
4 |Allenson, Carol |$4,411.00($1,042.00 $9,355.00 $1,100.00 $10,185.00
5 | Altman, Zoey $3,072.00 $6,702.00 $2,116.00 $13,452.00
¢ |Bittiman, William| $4,752.00|$3,755.00 $4,415.00 $1,089.00 $4,404.00

Selecting column B
2. Click the View tab on the Ribbon.
3. Select the Freeze Panes command and then choose Freeze Panes from the drop-down menu.

REVIEW VIEW

| Q = E E Split [0 View Side by Side EE
- T1Hide EB] Synchronous Scrolling
Zoom to Mew  Arrange | Freeze Switch

Selection  Window  All Panes~| 1 Unhide | B Reset Window Position | \indows ~

Freeze Panes

Iil Keep rows and columns visible while the rest of
the worksheet scrc\l%based on current selection).
Freeze Top Row

I;l Keep the top row visible while screlling through K
the rest of the worksheet.

E F
I;l Keep the first column visible while scrolling
M through the rest of the worksheet.  —

Freeze First Column

Clicking Freeze Panes
4. The column will be frozen in place, as indicated by the gray line. You can scroll across the worksheet while
continuing to view the frozen column on the left. In our example, we've scrolled across to column E.

K19 - s

A E F G H I

Parker Sales Data

Salesperson Aug. Sept. Oct. Nov. Dec.

Albertson, Kathy 047.00 $3,947.00
Allenson, Carol 1.00 $4,411.00
Altman, Zoey 1.00 $2,521.00

& | Bittiman, William| $1,089.00 $4,404.00 $20,114.00 $4,752.00 $4,752.00

The frozen column
To unfreeze rows or columns, click the Freeze Panes command and then select Unfreeze Panes from the drop-down
menu.

F-S TE R 8]

(%]
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VIEW
|_—'|__| E @ =1 split [ View Side by Side EE
M T Hide Synchronous Scrolling ;
) Mew  Arrange Freeze Switch
1 Window Al Panes- Unhide Reset Window Position | windows ~

Unfreeze Panes
Igl Unlock all rows and columns to scroll

through the entire worksheet,
Freeze Top Row
I I;I Keep the top row visible while scrolling ™

through the rest of the worksheet.
Freeze First Column
Dec. D Keep _theﬁrst column visible while
screlling through the rest of the worksheet.
00 $3,947.00

Unfreezing a row
If you only need to freeze the top row (row 1) or first column (column A) in the worksheet, you can simply select
Freeze Top Row or Freeze First Column from the drop-down menu.

VIEW
|_—'|__| = Split [ View Side by Side EE
- T iHide Synchronous Scrolling )
) Mew  Arrange  Freeze Switch
1 Window  All Panes - Unhide Reset Window Position | wWindows ~

Unfreeze Panes
gl Unleck all rows and columns to scroll

through the entire worksheet,
Freeze Top Row
| I;I Keep the top row visible while scrnllingl} M

through the rest of the worksheet,
Freeze First Column
Dec I;I Keep the first column visible while

scrolling through the rest of the worksheet.
00 5$3,947.00

Freezing only the top row of a workbook

3.1. 3 Other View Options

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

3.1. 3.1 Open a New Window for the Current Workbook

Excel allows you to open multiple windows for a single workbook at the same time. In our example, we'll use this
feature to compare two different worksheets from the same workbook.
1. Click the View tab on the Ribbon and then select the New Window command.
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Westbrook Parker Sales Data - Excel

DATA REVIEW VIEW

q [b‘-} E’iéﬂ = = Espit ||
m DQ& =" Hide |

Zoom 100% Zoomto Mew rrange Freeze
Selection Window  All  Panes~ [Cunhide | [
Zoom Winc

MNew Window

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

different places at the same time.
stbrook Parker Sale3>"Data

Clicking the New Window command
2. A new window for the workbook will appear.
H - & = Westhrook Parker Sales Data 2012-2013:1 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Javier Flores - %

Al I Westbrook Parker Sales Data: 2012 v

1 Westbrook Parker Sales Data: 2012

2 Salesperson May June H - & - = Westbrook Parker Sales Data 2012-2013:2 - Excel ? B -

3 |Albertson, Kathy e e HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Javier Flores

4 |Allenson, Carol $4,411.00 $1,042.00

5 |Altman, Zoey 5£2,521.00 53,072.

6 |Bittiman, William $4r752_00 $3r?55_00 Al - ﬁc Westbrook Parker Sales Data: 2012

7 |Brennan, Michael 54,964.00 53,152, A B c D [ r G

2 |Carlson, David $2,327.00 54,056.00

10 | Counts, Elizabeth 54,670.00 $521.00| > Salesperson May June July Aug. Sept.

11 David, Chloe $3,379.00 53.428.00| ; ‘Albertson, Kathy  $3,947.00 $557.00 $3,863.00 $1,117.00 $8,237.00 $8,69/

2012 Sales Detailed View | 4 |allenson, Carol 4,411.00 $1,042.00 $9,355.00 §1,100.00 $10,185.00 $18,74'

5 Altman, Zoey §2,521.00 $3,072.00 $6,702.00 $2,116.00 $13,452.00 $8,04
6 |Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00 $4,404.00 $20,1L
7 |Brennan, Michael  $4,964.00 $3,152.00 $11,601.00 $1,122.00 $3,170.00 510,73
8 |Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00 $8,817.00 $18,52
3 |Collman, Harry §3,967.00 5$4,906.00 $9,007.00 $2,113.00 $13,090.00 513,95
10 |Counts, Elizabeth §4,670.00 $521.00 $4,505.00 §1,024.00 53,528.00 515,27
11 |David, Chloe §3,379.00 53,428.00 $3,973.00 §1,716.00 54,839.00 513,08!

2012 Sales Detailed View |

2013 Sales Detailed View (%)
s el T h

same workbook open in two separate windows

3. You can now compare different worksheets from the same workbook across windows. In our example, we'll
select the 2013 Sales Detailed View worksheet to compare the 2012 and 2013 sales.
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| 2012 Sales Detailed View | 2013 Sales Detailed View

H ©- &~ s Westbrook Parker Sales Data 2012-2013:1 - Excel
G HOME INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW Javier Flores ~ %
Al F Westbrook Parker Sales Data: 2012 v
1 Westhrook Parker Sales Data: 2012
2 |Salesperson May June H ©- & - s Westhrook Parker Sales Data 2012-2013:2 - Excel 7 EH -
3 |Albertson, Kathy 33,947.00 $557. HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW JavierFl
avier riores
4 | Allenson, Carol §4,411.00 $1,042.00
5 |Altman, Zoey $2,521.00 $3,072.
& |Bittiman, William 54,752.00 $3,755.00 Al | 5 Woestbrook Parker Sales Data: 2013
7 |Brennan, Michael  54,964.00 53,152. A B c D £ .
& |Carlson, David §2,327.00 54,056.00
9 |Collman, Harry $3,967.00 $4,906.00| Westbrook Parker Sales Data: 2013
10 |Counts, Elizabeth 34,570.00 5521.00 3 mpemn May June Jub’ Aug. Sept.
11 |David, Chloe $3,379.00 53,428.00 3 Albertson, Kathy $8,237.00 $8,690.00 $3,363.00 $1,117.00 $8,937.00 %7,
2012 Sales Detailed View | 4 |allenson, Carol $10,185.00 $18,749.00 $9,355.00 §1,100.00 $9,185.00 $19,!
5 Altman, Zoey $13,452,00 $8,046.00 $6,702.00 $1,100.00 $15,252.00 $§7,!
& |Bittiman, William $4,404.00 $20,114.00 54,415.00 $1,089.00 §4,534.00 518,
7 |Brennan, Michael $3,170.00 $10,733.00 $4,415.00 $1,122.00 $3,894.00 §$18,
2 |Carlson, David $8,817.00 $18,524.00 $3,726.00 $1,135.00 $4,897.00 $25,'
¢ Collman, Harry $13,090.00 $13,953.00 $9,007.00 $2,113.00 $12,054.00 526,
10 |Counts, Elizabeth $3,528.00 $15,275.00 $4,505.00 $1,024.00 $1,689.00 $17,:
11  David, Chloe $13,085.00 53,428 394.00 §17,1

Selecting a worksheet in a new window
If you have several windows open at the same time, you can use the Arrange All command to rearrange them
quickly.

VIEW
|__‘E El} £ split LT View Si

T Hide [DI Synchr

) Mew  Arrange Freeze )
1 Window Al Panes- | Unhide | [fiResetV

Clicking Arrange All

3.1. 3.2 Split a Worksheet

Sometimes, you may want to compare different sections of the same workbook without creating a new window. The
Split command allows you to divide the worksheet into multiple panes that scroll separately.
1. Select the cell where you wish to split the worksheet. In our example, we'll select cell C7.
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Cc7 - Joe 3152
A B C D E
1 Westbrook Parker Sales Data
2 |Salesperson May June July Aug.
3 Albertson, Kathy $3,947.00 S$557.00 S§3,863.00 $1,117.00
4 Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
5 Altman, Zoey $2,521.00 $3,072.00 S$6,702.00 $2,116.00
6 |Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00
7 ]Brennan, Michael 54,964.()0':5:3,152.00_'511,601.00 $1,122.00
8 |carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
1 9 Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00

Selecting cell C7
2. Click the View tab on the Ribbon and then select the Split command.

FE"W 1 EWAS BN
Ee=al /s e BEEA EEihn
— — Hide
P B Ly o T el Fd = Larrangs Fressae .
Selectiomn W 1 ] e = Parmnes — 1 Unhide
T

Clicking the Split command
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.

C7 - S 3152 ﬁ

A B C D E
2 |Salesperson o July Aug.
The worksheet will be split into
3 Albertson, Kat separate panes. You can use the : - » -
4 | Allenson, Carol individual scrollbars to scroll 355.00 $1,100.00
! through each pane !
5 Altman, Zoey 02.00 $2,116.00
6 |Bittiman, William S4F52.00 $3,755.0 $4,415.00 $1,089.00 -
28 Smith, Harold $5421.00 $4,728.00 $7,158.00 $1,116.00 =/
29 Thomas, Robert $3,259.00 $3,679. $8,406.00 $2,123.00
30 Thompson, Shannon $27943.00 $3,943.0695$11,987.00 $1,183.00 _
2013 ()] E1 ] | [+]
The split worksheet
Exercise 3.1

Open an existing Excel workbook.
Try freezing a row or column in place. If you are using the example, freeze the top two rows (rows 1 and 2).
Try opening a new window for your workbook.

P wnN e

Use the Split command to split your worksheet into multiple panes.
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3.2 Sorting Data
As you add more content to a worksheet, organizing that information becomes especially important. You can
quickly reorganize a worksheet by sorting your data. For example, you could organize a list of contact information
by last name. Content can be sorted alphabetically, numerically, and in many other ways.

3.2.1 Types of Sorting

When sorting data, it's important to first decide if you would like the sort to apply to the entire worksheet or just a
cell range.
e Sort sheet organizes all of the data in your worksheet by one column. Related information across each row is
kept together when the sort is applied. In the example below, the Contact Name column (column A) has been
sorted to display the names in alphabetical order.

A B C D
1 Customer Contact List
pll CONTACT NAME  BILLING ADDRESS EMAIL ADDRESS
3 | Bell, William 22[}1 Treasure Court  206-555-2303  wbell@bishopresearch.com
4 |Dean, Hank | 3034 Foggy Wharf 308-555-1050  hdean@venturebrewing.com
5 |Figgis, Mallory | 3520 Sleepy Hearth Dr 425-555-5370  malloryf@archerproperties.com
6 |Finn, Jake | 1407 Dusty Fawn Ln  605-555-6435  jake@adventureoutfitters.com
7 |Kinkade, Chris | 1028 Quiet Dale Rd ~ 443-555-4942  chris.kinkade@placervilleins.com
g |Lawson, Miranda 53‘]6 Colonial Pkwy ~ 575-555-9255  mlawson@massairlines.com
g |Reyes, Felicia | 8544 Lazy Bluff Ave  316-555-3256  felicia@everlypublishing.com
10 | Sebastian, Lil QDED Easy Evening Ln  207-555-7225  lil@knopeequestrian.com
11 | Silva, Vivica | 8595 Thunder Brook  360-555-4289  vivica@rileygardensupply.com
12 | Stark, Katie 9?‘1 Cinder Butterfly St 603-555-2460  katiestark@ariarealestate.com
13 | Torrance, Jill | 3160 Amber Gate Rd  605-555-4495  jtorrance@overlookinn.com
14 | Yuen, Phillip 5108 Crystal Gate Blvd 913-555-5928  yuenp@corepharmaceuticals.com

Sorting a sheet

e Sort range sorts the data in a range of cells, which can be helpful when working with a sheet that contains
several tables. Sorting a range will not affect other content on the worksheet.
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A | B | C | D | E

Triceps Extension

|E|m R R RN RN

-
-

18 O1s 20.55

Sorting a cell range

3.2.1.1 Sorting a Sheet

In our example, we'll sort a t-shirt order form alphabetically by Last Name (column C).
1. Select a cell in the column you wish to sort by. In our example, we'll select cell C2.

c2 | i | = & J | Chen

Bl Homeroom #  First Name Last Name T-5hirt Size Payment Method
2 105 Christiana Chen gp Medium Cash
3 105 Melissa White .qull Debit Card
4 105 Esther ‘faron Small Check
5 135 Anisa MNaser Small Check
) 135 Chantal Weller Medium Cash
7 220-A Juan Flores X-Large _
a 220-B PMalik Reynolds Smaill Cash
9 220-B Avery Kelly Medium Debit Card
10 105 Derek MacDonald Large Cash

Selecting cell C2
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2. Select the Datatab on the Ribbon and then click the Ascending command 7l to Sort A to Z, or the
Descending command %l to Sort Zto A. Inour example, we'll click the Ascending command.

FORMULAS DATA REVIEW VIEW

(2] Connections . A YClear
T Tl

Properties Y Reapply

Refresh . 7| Sort Filter e

All- o Edit Links A Yo Advanced
Connections Sort & Filter

Clicking the Ascending command
3. The worksheet will be sorted by the selected column. In our example, the worksheet is now sorted by last

name.
c2 | I Ackerman
A B C D E F
|l Homercom # First Name Last Name T-Shirt Size Payment Method
2—| 110 Kris Ackerman Large Money Order
3 105 MNathan Albee Fedium Check
4 220-8 samantha Bell FMedium Check
5 110 MMatt Benson Medium Money Order
& 105 Christiana Chen FMedium Cash
7 110 Galbriel DelToro MMedium Cash
a 220-A Brigid Ellison Small Cash
9 220-A Juan Flores *-Large _
10 220-B Tyrese Hanlon *-Large Debit Card

The sorted worksheet

3.2.1.2 Sorting a Range

In our example, we'll select a separate table in our t-shirt order form to sort the number of shirts that were ordered on
different dates.
1. Select the cell range you wish to sort. In our example, we'll select cell range A13:B17.
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SR x 2C - I Date

A B Z D
|l Homeroom # First Name Last Name T-Shirt Size
2 110 Kris Ackerman Large
3 105 MNathan Aloee MMedium
4 220-B Samantha Bell Medium
5 110 MAatt Benson MMedium
& 105 Christicana Chen Medium
7 110 Calboriel Del Toro MMedium
a8 220-A Brigid Ellison Srmall
2 220-A Juan Flores *-Large
10 220-B Tyress Harnlan *-Large
11
12 Total Orders By Date
B bate | Oraes
14 | Friday. April 05, 2013 4
15 |Friday, April 12, 2013 F
14 |Friday, April 19, 2013 10
17 |Friday., April 246, 2013 ==
18

Selecting cell range A13:B17

2. Select the Data tab on the Ribbon and then click the Sort command.

FORMULAS DATA REVIEW VIEW

||; (2] Connections Al ‘ YClear

. :Z| Properties REEFIF”}T
Refresh l Sort Filter
All - |_h' Edit Links A Ti.ﬁ.dvanced
Connections Sort & Filter Clicking the Sort command

3. The Sort dialog box will appear. Choose the column you wish to sort by. In our example, we want to sort the
data by the number of t-shirt orders, so we'll select Orders.

4] Add Level || < Delete Level || [2) Copy Level Options... My data has headers

Column Sort On Order

Sortby | Orders E |‘u’a|ue5 |E“ |5ma|le5ttn Largest |E“
Date

a column to sort by
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4. Decide the sorting order (either ascending or descending). In our example, we'll use Smallest to Largest.
5. Once you're satisfied with your selection, click OK.

4| Add Level || DX Delete Level || [2 Copy Level Options... My data has headers

Column Sort On Order

Sortby Grders . w|  values \v| | Smallest to Largest v

Clicking OK
6. The cell range will be sorted by the selected column. In our example, the Orders column will be sorted from
lowest to highest. Notice that the other content in the worksheet was not affected by the sort.

B17 | g 10

A B C D

|l Homeroom # First Name T-5hirt Size
2 110 Kris Ackerman Large

3 105 Nathan Albee Medium
4 220-B Samantha Bell Medium
5 110 Matt Benson Medium
& 105 Christiana Chen Medium
7 110 Gabriel Del Toro Medium
8 220-A Brigid Ellison small

9 220-A Juan Flores #-Large
10 220-B Tyrese Hanlon #-Large
11

12 Total Orders By Date

13 Date Orders

14 | Fridary, April 05, 2013 4

15 Friday, April 24, 2013 &

1& Fridary, April 12, 2013

17 |Fridary, April 19, 2013 lDl

18

The sorted cell range
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If your data isn't sorting properly, double-check your cell values to make sure they are entered into the worksheet
correctly. Even a small typo could cause problems when sorting a large worksheet. In the example below, we forgot
to include a hyphen in cell A18, causing our sort to be slightly inaccurate.

A B c D
|l Homeroom # First Name Last Name T-Shirt Size
16 135 Jordan Weller Large
17 135 Alex Yuen Large
18 2204, Christopher Peyton-Gomez Small
19 220-A Brigid Ellison Small
20 220-A Juan Flores #-Large
21 220-A Chewvonne Means Medium

A small typo in cell A18 causing an incorrect sort

3.2.1.3 Custom Sorting

Sometimes, you may find that the default sorting options can't sort data in the order you need. Fortunately, Excel
allows you to create a custom list to define your own sorting order.
To Create a Custom Sort:
In our example below, we want to sort the worksheet by T-Shirt Size (column D). A regular sort would organize the
sizes alphabetically, which would be incorrect. Instead, we'll create a custom list to sort from smallest to largest.
1. Select a cell in the column you wish to sort by. In our example, we'll select cell D2.

D2 | fe || Large
A, B C D E F
|l Homerocom #  First Name Last Name T-Shirt Size Payment Method
2 110 Kris Ackerman Large ¢4 _Money Order
3 105 MNathan Albee Medium Check
4 220-B Samantha Bell Medium Check
5 110 Matt Benson Medium Maoney Order
& 105 Christiana Chen Medium Cash
7 110 Gabriel DelToro Medium Cash
8 220-A Brigid Ellison Small Cash
9 220-A Juan Flores #-Large _
10 220-B Tyrese Hanlon #-Large Debit Card

Selecting cell D2
2. Select the Data tab, then click the Sort command.

FORMULAS DATA REVIEW VIEW

||= [2] Connections %l Y—,{ Clear

Properties Y- Reapply

. : z| Sort Filter o

AII* |_L'Ed|tL|nk5 A Tfﬁ.dvanced
Connections Sort & Filter
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Clicking the Sort command
3. The Sort dialog box will appear. Select the column you want to sort by, then choose Custom List... from the
Order field. In our example, we will choose to sort by T-Shirt Size.

4| Add Level || X Delete Level || ER Copy Level Options.., My data has headers

Calumn Sort On Order

Sortby [ T-shirt size vl [values [v| |Atoz

AtoZ
Zto A

Choose a column to sort by
and then select Custom List...

- Selecting
Custom List... from the Order: field
4. The Custom Lists dialog box will appear. Select NEW LIST from the Custom L.ists: box.
5. Type the items in the desired custom order in the List entries: box. In our example, we want to sort our data by
t-shirt size from smallest to largest, so we'll type Small, Medium, Large, and X-Large, pressing Enter on the

keyboard after each item.

Custom Lists

Custom lists: List entries:
MEW LIST | | Small

Sun, M Tue, Wed, Thu, Fri, ! fMedium
Sund onday, Tuesday, We Large

lan, Fell, Mar, Apr, May, Jun, I X¥-large
lanuary, February, March, Apg

Make sure NEW LIST is selected,

then type the desired sort order
in the List entries: box

Press Enter to separate list entries.

Creating a Custom list
6. Click Add to save the new sort order. The new list will be added to the Custom lists: box. Make sure the new

list is selected, then click OK.
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Custom Lists

Custom lists: List entries:

MNEW LIST ao | Small
sun, Mon, Tue, Wed, Thu, Fri, ! Medium
sunday, Monday, Tuesday, We Large
Jan, Feb, Mar, Apr, May, Jun, I X-large
January, February, March, Apri

Click Add to save the
Custom list, then click OK

Clicking OK to select the custom list
7. The Custom Lists dialog box will close. Click OK in the Sort dialog box to perform the custom sort.

4] Add Level || X< Delete Level || [ Copy Level Options... My data has headers

Calumn Sort On Order

Sort by |T-5hirt Size IE“ |values IE“ |_|E||

Clicking OK to sort the worksheet
8. The worksheet will be sorted by the custom order. In our example, the worksheet is now organized by t-shirt

size from smallest to largest.
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A B C D E F

1 Last Name T-Shirt Size Payment Method
Z 220-A Brigid Ellison

3 220-B Michael Lazar

4 135 Anisa Maser

5 220-4 Christopher Peyton-Gomez | Small

& 220-B halik Reynolds Fl::sh

7 Z20-B Windy Shaw chh

& 105 Melizza White _Del::rH Card

? 105 Esther Yarcn Check

10 105 Mathan Albee Check

11 220-B Samantha Eell Fheck

12 220-B Avery Kelhy _DEbH Card
13 220-4 Chewvonne Means _J"u'lt:rn ey Order
14 135 James Panarellc Check

15 135 Charntal Weller  Cash

1& 110 Fris Ackerman Money Order
17 105 Derek MacDeonald Cash

The worksheet sorted by t-shirt size

3.2.1. 4 Sorting by Cell Formatting

You can also choose to sort your worksheet by formatting rather than cell content. This can be especially helpful if
you add color coding to certain cells. In our example below, we'll sort by cell color to quickly see which t-shirt orders
have outstanding payments.

1. Select a cell in the column you wish to sort by. In our example, we'll select cell E2.

E2 | 5 Check Bounced

A B C D E F

|l Homeroom #  First Name Last Name T-Shirt Size Payment Method
2:| 220-A Christopher Peyton-Gomez

3 220-B Malik; REeynolds Small Cash

4 220-B Windy Shaw Small Cash

5 220-B Michael Lozar Small Cash

6 135 Anisa Naser small Pendng
7 220-A Brigid Ellison Small Cash

8 105 Melissa White Small Debit Card

? 105 Esther Yaron Small Check

10 135 Chantal Weller Medium Cash

Selecting cell E2
2. Select the Data tab, then click the Sort command.
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3. The Sort dialog box will appear. Select the column you wish to sort by and then decide whether you'll sort by
Cell Color, Font Color, or Cell Icon from the Sort On field. In our example, we'll sort by Payment Method

Microsoft Office Excel 2013 Training Manual

FORMULAS DATA REVIEW VIEW

. 2| Properties
Al - |_r1 Edit Links

||= L&l Connections
Refresh

Connections

Al ‘ Y Y;.;Clear
Y- Reappl
l Sort Filter = e
T;‘Advanced
Sort & Filter

Clicking the Sort command

(column E) and Cell Color.

*A| Add Level

< Delete Level || E[2 Copy Level

Options...

My data has headers

Column

Sort On

Crder

Sortby | payment Method | |values

v |AtoZ

Yalues

Cell leon

Font Color k

to sort by cell color
4. Choose a color to sort by from the Order field. In our example, we'll choose light red.

4| Add Level

2 Delete Level || EZ Copy Level

Options...

My data has headers

Column

Sort On

Crder

sort by |Pa1.rmentMethnd | |Cel| Color

lv| |MocellColor |+ | [OnTop [y

a cell color to sort by
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5. Click OK. In our example, the worksheet is now sorted by cell color, with the light red cells on top. This allows
us to see which orders still have outstanding payments.

E2 | 5 Check Bounced

A B C D E F

|l Homeroom #  First Name Last Name T-5hirt Size Payment Method
2—| 220-A Christopher Peyton-Gomez Small

3 105 Sidney Kelly Medium

4 135 Anisa MNaser Smaill

5 110 Eegina Olivera Large

é 220-A Juan Flores ¥-Large

7 135 Alex fuen Large

8 220-B MAalik: Eeynolds Small Cash

9 220-B Windy Shaww Small Cash

10 220-B Michaoel Lazar Smaill Cash

The worksheet sorted by cell color

3.2.2 Sorting Levels

If you need more control over how your data is sorted, you can add multiple levels to any sort. This allows you to sort
your data by more than one column.

To Add a Level:
In our example below, we'll sort the worksheet by Homeroom Number (column A) and then by Last Name (column
C).
1. Select a cell in the column you wish to sort by. In our example, we'll select cell A2.
A2 v i & | 220-B
A B C D E F

|l Homeroom #  First Name Last Name T-Shirt Size

2 220-B o |Malik Reynolds Small Cash
3 220-B Windy Shaww Small Cash
4 220-B Michael Lazar Small Cash
5 220-A Brigid Ellisan small Cash
é 135 Chantal Weller Medium Cash
7 105 Christiana Chen Medium Cash
8 110 Gabriel DelToro Medium Cash
9 105 Derek MacDonald Large Cash
10 135 Lia Richards #-Large Cash Selecting

cell A2

2. Click the Data tab, then select the Sort command.
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FORMULAS DATA REVIEW VIEW

||= 2] Connections Al‘ Y Y;.;Clear
Refresh

Properties Y- Reappl
. g Zl Sort Filter o
All- ) Edit Links A Y Advanced
Connections Sort & Filter

Clicking the Sort command
3. The Sort dialog box will appear. Select the first column you wish to sort by. In this example, we will sort by
Homeroom # (column A).
4. Click Add Level to add another column to sort by.

4| Add Level || X Delete Level || [ Copy Level Options.., My data has headers

Colu Sort On Cirder

sortby | iHomeroom# v | Values \v|  Smallest to Largest [v]

Choose a column to sort by,
then click Add Level

Clicking Add Level
5. Select the next column you wish to sort by, then click OK. In our example, we'll sort
by Last Name (column C).

‘ +§¢ Add Level | ‘ )( Delete Level | | EE] Copy Level | El b4 My data has headers

Caolumn Sort On Order
Sort by |Hnmernnm# E“ ||Va|ues E” |5ma|lestto Largest E”

Then by ENRE ] v | | Value [] [atoz ]

Sorting by Homeroom # and Last Name
6. The worksheet will be sorted according to the selected order. In our example, the homeroom numbers are sorted
numerically. Within each homeroom, students are sorted alphabetically by last name.
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A2 | i 5 105
A B C D E F
|l Homeroom #  First Name Last Name T-Shirt Size Payment Method
2 105 MNathan Albee Medium Check
3 105 Christiana Chen Medium Cash
4 105 Sidney Kelly Medium ‘Check Bounced
5 105 Derek MacDonald Large Cash
& 105 hMelissa White Small Debit Card
7 105 Esther Yaron Small Check
8 110 Kris Ackerman Large Money Order
9 110 hMatt Benson Medium Money Order
10 110 Galbriel Del Toro Medium Cash

The worksheet sorted by homeroom number and last name
If you need to change the order of a multi-level sort, it's easy to control which column is sorted first. Simply select the
desired column and then click the Move Up or Move Down arrow to adjust its priority.

| +§-L Add Level | | x Delete Level | | EFE"'| Copy Level |||4§}| w Options... My data has headers

Column Move Up (Ctrl+Up Arrow) Order
Sort by |Homeroom# ﬂ |‘ufalue5 ﬂ |5ma|lestto Largest ﬂ
T-Shirt Size l Values l Custom List...

Changing the sorting priority for a column
Exercise 3.2

1. Open an existing Excel workbook.
Sort a worksheet in ascending 2 or descending &l order. If you are using the example, sort by Homeroom
# (column A).

3. Sortacell range. If you are using the example, sort the cell range in the cell rangeG3:H7 from highest to lowest
by Orders (column H).

4. Add alevel to the sort and sort it by cell color, font color, or cell icon. If you are using the example, add a
second level to sort by cell color in column E.

5. Add another level and sort it using a custom list. If you are using the example, create a custom list to sort by T-
Shirt Size (column D) in the order of Small, Medium, Large, and X-Large.

6. Change the sorting priority. If you are using the example, re-order the list to sort by T-Shirt
Size (column D), Homeroom # (column A), and Last Name (column C).
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3.3 Filtering Data
If your worksheet contains a lot of content, it can be difficult to find information quickly. Filters can be used
to narrow down the data in your worksheet, allowing you to view only the information that you need.

3.3.1 Filtering Data

In our example, we'll apply a filter to an equipment log worksheet to display only the laptops and projectors that are
available for check-out.
1. In order for filtering to work correctly, your worksheet should include a header row, which is used to identify
the name of each column. In our example, our worksheet is organized into different columns identified by the
header cells in row 1: ID#, Type, Equipment Detail and so on.

A B C D E F
o 1D # pe pment Deta ecked O ecke ecked Out B
2 |3000 Camera Saris Lumina Digital Camera 12-May-13 15-May-13 Shannon Nguyen
3 3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
4 3070 Camera Omega PixL Digital Camcorder 06-Oct-13 Min Seung
5 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-13 01-Oct-13 Sofie Ragnar
G 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
7 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 13-Aug-13 Jennifer Weiss
g2 11025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13 Min Seung
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Mick Ortiz
10 /1032 Laptop 17" Saris X-10 Laptop 19-Sep-13 Stanley Geyer
11 (1022 Laptop 17" Saris X-10 Laptop 24-5ep-13 26-5ep-13 George D'Agosta

A worksheet with a header row

2. Select the Data tab, then click the Filter command.

FORMULAS DATA REVIEW VIEW

C i Clear
II;e [=] Connections Al Yl} Clear

Properties . Reapply
Refresh Il Sort Filter
All- Edit Links A Y Advanced
Connedions Sort & Filter

Clicking the Filter command
3. A drop-down arrow [~ will appear in the header cell for each column.
4. Click the drop-down arrow for the column you wish to filter. In our example, we will filter column B to view
only certain types of equipment.
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A =} C D E F

1D #

1 u Type “ Equipment Detail u Checked Out u Checked In u Checked Out By u
2 |2000 ICamera _Type:ric Ilumina Digital Camera 12-May-13 15-May-13 Shannon Mguyen
3 3005 Camera (Showing AII]“ Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard

4 3070 Camera winmega =il Digital Camcorder 06-Oct-13 Min Seung

3 1021 Laptop 15" EDI SmartPad L200-3 15-Sep-13 01-Oct-13 Sofie Ragnar

5 | 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
71023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss

2 |1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13 Min Seung

S 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Mick Ortiz
101032 Laptop 17" Saris ¥-10 Laptop 19-Sep-13 Stanley Geyer

11 |1033 Laptop 17" Saris X-10 Laptop 24-Sep-13 26-52p-13 George D'Agosta

Clicking the drop-down arrow for column B

5. The Filter menu will appear.
6. Uncheck the box next to Select All to quickly deselect all data.

A B C D

Type Equipment Detail Checked Out
1 | YP B4 cauip n
2l SortAtoZ ital Camera  12-May-13
Z] SotZtoA Jdigital Camera 27-Jul-13
Sort by Color N al Camcorder 06-Oct-13
! L200-3 15-5ep-13
! L200-3 14-Aug-13
! L200-3 08-Aug-13
Text Filters 3 | L200-4X 26-5ep-13
to 04-Oct-13
Search Fell -
Jtop 19-5ep-13
5""@§E'm All stop 24-Sep-13
amera I
i Laptop top 25-Aug-13
[ Other 500-1 05-Oct-13
Projector S00-1 01-Oct-132
[l Tablet im Printer Il 04-Aug-13
L[] TV L
Maker 13-Jun-13
ra Travel Bag  27-Jul-13
-aptop Case 04-Oct-13
[Laptop Case 04-Oct-13
oK Cancel 28-5ep-13
. ) _ 26-Sep-13
22 6102 Projector Omega VisX 1.0 22-Aug-13

Unchecking Select All
7. Check the boxes next to the data you wish to filter, then click OK. In this example, we will check Laptop and
Tablet to view only those types of equipment.
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A B C D
1D & Type Equipment Detail Checked Out
1 B P |~ " F= F=
2] SortAtoZ ital Camera 12-May-13
Z] sertZtoa Jigital Camera 27-Jul-13
Sort by Color . Al Camcorder 08-Oct-13
{L200-3 15-Sep-13
B Clez R = i1200-3 14-Aug-13
ter by Colo i L200-3 08-Aug-13
Text Filters r 1 L200-4X 26-Sep-13
oy 04-Oct-13
|Search Ji}l P
top 19-Sep-13
;oM (Select Al stop 24-Sep-13

-[]camera

Laptop *—

[l other Check only the data you
- Projector want to view, then click OK

H —Jun-
ra Travel Bag 27-Jul-13

_aptop Case 04-Oct-13
rLaptop Case 04-Oct-13

| OK | | | camcer | 28-5ep-13
= == 26-5ep-13
22 |6102 Projector Omega Visx 1.0 22-Aug-13

Choosing data to filter and clicking OK
8. The data will be filtered, temporarily hiding any content that doesn't match the criteria. In our example, only
laptops and tablets are visible.

A B C D E F
| D # [~ Type Equipment Detail [ - | Checked Out [~ | Checked In [~ | Checked Out By [~ |
3 1021 Laptop 15" EDI SmartPad L200-3 15-5ep-13 01-Oct-13 Sofie Ragnar
5 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
¥ 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 lennifer Weiss
g 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13 Min Seung
g 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Mick Ortiz
10 11032 Laptop 17" Saris X-10 Laptop 19-S5ep-13 Stanley Geyer
11 1033 Laptop 17" Saris X-10 Laptop 24-5ep-13 26-5ep-13 George D'Agosta
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13 lay Peralta
26 |1011 Tablet Saris 5limTab Pro 04-Aug-13 lay Peralta
27 11012 Tablet Saris SlimTab Pro 29-Sep-13 August Zorn
31
- The

filtered data
Filtering options can also be accessed from the Sort & Filter command on the Home tab.

EAutoSum - %? IH]

Fill =
. Sort & | Find &
& Clear~ Filter ~ Select
Editi #| Sort Srnallest to Largest
Sort Largest to Smallest
Custom Sort...
R

Filter L\\r

AA4AEZ

Accessing Filter options from the Home tab
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3.3.2 Apply Multiple Filters

Filters are cumulative, which means that you can apply multiple filters to help narrow down your results. In this
example, we've already filtered our worksheet to show laptops and projectors, and we'd like to narrow it further to
only show laptops and projectors that were checked out in August.
1. Click the drop-down arrow for the column you wish to filter. In this example, we will add a filter to
column D to view information by date.

Laptop
Laptop
Laptop
Laptop
Tablet
Tablet

EEquipment Detail

15" EDI SmartPad L200-3

ecked Qut
15" EDI SmartPad L200-3 14-Aug-13  |gpouing Al |
15" EDI SmartPad L200-3 08-Aug-13 1o-AUg-13
15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13
17" Saris X-10 Laptop 04-0Oct-13
17" Saris X-10 Laptop 19-5ep-13
17" Saris X-10 Laptop 24-5ep-13 26-Sep-13
17" Saris X-10 Laptop 25-Aug-13 27-Aug-13
Saris slimTab Pro 04-Aug-13
Saris slimTab Pro 29-Sep-13

Clicking the drop-down arrow for column D

2. The Filter menu will appear.
3. Check or uncheck the boxes depending on the data you wish to filter, then click OK. In our example, we'll
uncheck everything except August.

15-Sep-13 A joa mee aa

Sofie Ragnar
Hank Sorenson
Jennifer Weiss
Min Seung

Mick Ortiz
Stanley Geyer
George D'Agosta
Jay Peralta

Jay Peralta
August Zorn

A B
1 LR Type
3 1021 Laptop
& 1022 Laptop
71023 Laptop
g2 1025 Laptop
% 1031 Laptop
10 1032 Laptop
11 1033 Laptop
12 1034 Laptop
26 1011 Tablet
27 11012 Tablet
31
32
33
34
35
36
a7
38
39
40
41

EEquipment Detail

15" E %l Sort Oldest to Mewest 01-Oct-13
15" E Zl Sort Mewest to Oldest 16-Aug-13
157E Sort by Color v 15-Aug-13
157 04-Oct-13
17" g |
17" _
7 § Date Filters ¥ _Zﬁ-sep-lg
17"s 27-Aug-13

i Search (All) B
10" £
10" < El [Select All) 0

=] 2013

-- August
--|:| September
-] October

Cancel

DK%

Choosing data to filter and clicking OK
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4. The new filter will be applied. In our example, the worksheet is now filtered to show only laptops and tablets

that were checked out in August.

EEquipment Detail

nt’:hecked Out E Checked In nthecked Out By n

A B
] 1D # nﬁrpe
6 |1022 ILaptop
7 1023 Laptop
12 11034 Laptop
26 11011 Tablet
31
32

3.3.3 Clearing a Filter

15" EDI SmartPad L200-3 14-Aug-13
15" EDI SmartPad L200-3 08-Aug-13
17" Saris X-10 Laptop 25-Aug-13
Saris SlimTak Pro 04-Aug-13

The filtered data

16-Aug-13 Hank Sorenson
15-Aug-13 Jennifer Weiss
27-Aug-13 Jay Peralta

Jay Peralta

After applying a filter, you may want to remove, or clear, it from your worksheet so you'll be able to filter content in

different ways.

1. Click the drop-down arrow for the filter you wish to clear. In our example, we'll clear the filter in column D.

B

g 0¥ nT',-'pE
6 |1022 ILaptop
7 1023 Laptop
12 1034 Laptaop
26 (1011 Tablet
]

32

C D

EEquipment Detail

15" EDI SmartPad L200-3 14-Aug-13
15" EDI SmartPad L200-3 08-Aug-13
17" Saris X-10 Laptop 25-Aug-13
Saris SlimTab Pro 04-Aug-13

n Checked Out ﬁ

E F

Checked In n Checked Out By n

% B Ao 12 uEﬂkSDrEnggn
-Checked Out: — :
|Equals "August 2:,13..gnn|ferWE|55
2/-AUg-13 " Jay Peralta
Jay Peralta

Clicking the drop-down arrow for column D

2. The Filter menu will appear.
3. Choose Clear Filter From [COLUMN NAME] from the Filter menu. In our example, we'll select Clear Filter

From "Checked Out".
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A B C D E F

ID # Type Equipment Detail Checked Out g= Checked In gy Checked Out B
1 M it Ei = i -
61022 laptop 15"F 7| Sort Oldest to Newest 16-Aug-13  Hank Sorenson
7 11023  Laptop 15%F 7| 5ort Newestto Oldest 15-Aug-13  Jennifer Weiss

g - .
12 11034 Laptaop 17": Sort by Color , 27-Aug-13  Jay Peralta
26 11011 Tablet 10" ¢ Jay Peralta
T?'i Clear Filter From "Checked Out" |
3 b
32
33 Date Filters b
. Search (All) je.
Earcn |~ W
35 -
36 v IEI (Select All
= 2013

37 --August
38 --I:ISEptember
39 -] October
40
41
42
43
A4
45 oK Cancel
46
47

Clearing a filter

4. The filter will be cleared from the column. The previously hidden data will be displayed.

A B C D E F

D T',rpe Equipment Detail nchecked Dutnchecked In nchecked Out By n

5 1021 Laptop 15" EDI SmartPad L200-3 15-5ep-13 -e:k;*[!:;:-- Sofie Ragnar

& 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 |(Showing All) | Hank Sorenson

71023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 lennifer Weiss

8 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13 Min Seung

g 1031 Laptop 17" Saris X-10 Laptop 04-0ct-13 Mick Ortiz

10 11032 Laptop 17" Saris X-10 Laptop 15-Sep-13 Stanley Geyer

11 1033 Laptop 17" Saris X-10 Laptop 24-5ep-13 26-5ep-13 George D'Agosta

12 |1034 Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13  Jay Peralta

26 (1011 Tablet Saris SlimTab Pro 04-Aug-13 Jay Peralta

27 |1012 Tablet Saris SlimTab Pro 29-5ep-13 August Zorn

31

32 The
cleared filter
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To remove all filters from your worksheet, click the Filter command on the Data tab.

FORMULAS DATA REVIEW VIEW

”=|__% (=] Connections %l Ylh‘ Clear

Properties ) Reapply
Refresh zl Sort Filter
All - Edit Links A Yfﬁkdvanced
Connections Sort & Filter

Clicking the Filter command to remove filters

3.3.4 Advanced Filtering

If you need to filter for something specific, basic filtering may not give you enough options. Fortunately, Excel
includes many advanced filtering tools, including search, text, date, and number filtering, which can narrow your
results to help find exactly what you need.

3.3.4.1 Filtering with Search

Excel allows you to search for data that contains an exact phrase, number, date, and more. In our example, we'll use
this feature to show only Saris brand products in our equipment log.
1. Select the Data tab, then click the Filter command. A drop-down arrow will appear in the header cell for each
column. Note: If you've already added filters to your worksheet, you can skip this step.
2. Click the drop-down arrow for the column you wish to filter. In our example, we'll filter column C.

A B C D E F
1D # nﬂrpe nEquipment Detail Hchecked Dutncher_:ked In nchecked Out By n
2 |3000 Camera Saris Lumina Digital Camera 2-Maw-13 15-May-13 Shannon Mguyen
r : . " Equipment Detail:|
3 3005 Camera Saris Zoom Z-60 Digital Camer (Showing Al ~ 06-Aug-13 Sela Shepard
4 13070 Camera Omega PixL Digital Camcorder uo-uci-13 Min Seung
5 1021 Laptop 15" EDI SmartPad L200-3 15-5ep-13 01-Oct-13 Sofie Ragnar
o 1022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
7 11023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
2 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-13 04-Oct-13 Min Seung
9 1031 Laptop 17" Saris X-10 Laptop 04-0ct-13 Mick Ortiz
10 |1032 Laptop 17" Saris X-10 Laptop 19-5ep-13 Stanley Geyer

Clicking the drop-down arrow for column C
3. The Filter menu will appear. Enter a search term into the search box. Search results will appear automatically
below the Text Filters field as you type. In our example, we'll type saris to find all Saris brand equipment.
4. When you're done, click OK.
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A B C ] E F

1D # Type Equipment Detail Checked Out Checked In Checked Out B
1 - R - [~ = Lz Y M
2 I £l SortAtoZ 12-May-13 15-May-12  Shannon Nguyen
3 3005 Z] SortZtoA 27-Jul-13 06-Aug-13 Sela Shepard
413070 | Sort by Color N 06-0Oct-13 Min Seung
5 1021 I 15-5ep-13 01-Oct-13 Sofie Ragnar
-
6 1022 | = 14-Aug-13 16-Aug-13 Hank Sorenson
71023 I 08-Aug-13 15-Aug-13 lennifer Weiss
g 1025 | Text Filters Min Seung
o EEEC | [aris < Enter a search term, Nick Ortiz
10 11032 I then click OK Stanley Geyer
[+ [Select &ll Search Results) '
17 /1033 | ) _ George D'Agosta
B ~[] Add current selection to filter
12 1034 I [ 17 Saris ¥-10 Laptop lay Peralta
13 /2050 I -[#] Saris Lumina Digital Camera Anthony Liddell
14 | 2051 | [ Saris Lux T-80 01-Oct-13 05-Oct-13 Sofie Ragnar
15 3800 - Saris Lux T-81 Lite 04-Aug-13 05-Aug-13  Hank Sorenson
B [+ Saris SlimTab Pro
163900 ) Saris Zoom Z-60 Digital Camgfa 13-Jun-13 20-Jun-13  Clint Gosse
17 14800 I [ U-Gao Saris DigiCam Printe 27-Jul-13 06-Aug-13 Sela Shepard
12 |4900 I [l U-Go Saris Label Maker 04-Oct-13 Jay Peralta
19 4905 I 04-Oct-13 Mick Ortiz
20 6100 | . oK %| | Cancel | |28-Sep-13 01-Oct-13  Win Armitage
27 6101 | — = .1 26-5ep-13 27-5ep-13 Michael Earley
22 18102 Projector Omega Visx 1.0 22-Aug-13 23-Aug-13 Jamila Kyle

Entering a search term and clicking OK
5. The worksheet will be filtered according to your search term. In our example, the worksheet is now filtered to
show only Saris brand equipment.

A B C D E F
1 LEEE pe - pment Deta g7 Checked Out g ecke - ecked Out B -
2 |3000 Camera Saris Lumina Digital Camera 13-May-13 15-May-13 Shannon Nguyen
3 3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
g 1031 Laptop 17" Saris X-10 Laptop 04-Oct-13 Mick Ortiz
10 |1032 Laptop 17" Saris ¥-10 Laptop 19-Sep-13 Stanley Geyer
11 /1033 Laptop 17" Saris X-10 Laptop 24-Sep-13 26-5ep-13 George D'Agosta
12 1034 Laptop 17" Saris ¥-10 Laptop 25-Aug-13 27-Aug-13 lay Peralta
15 2800 Other U-Go Saris DigiCam Printer Il 04-Aug-13 05-Aug-13 Hank Sorenson
16 |3900 Other U-Go Saris Label Maker 13-Jun-13 20-Jun-13 Clint Gosse
23 6200 Projector  Saris Lux T-80 01-Sep-13 04-Sep-13 lolie Chaturvedi
24 6301 Projector  Saris Lux T-81 Lite 10-5ep-13 Margues Herndon
25 6302 Projector  Saris Lux T-81 Lite 08-5ep-13 15-5ep-13 Dean Sorenson
26 11011 Tablet Saris SlimTab Pro 04-Aug-13 lay Peralta
27 [1012 Tablet Saris SlimTab Pro 29-Sep-13 August Zorn
31
32

The worksheet filtered by the search term

167
March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual
3.3.4.2 Using Advanced Text Filters

Advanced text filters can be used to display more specific information, such as cells that contain a certain number of
characters, or data that excludes a specific word or number. In our example, we've already filtered our worksheet to
only show items with "Other" in the Type column, but we'd like to exclude any item containing the word case.

1. Select the Data tab, then click the Filter command. A drop-down arrow will appear in the header cell for each

column. Note: If you've already added filters to your worksheet, you can skip this step.

2. Click the drop-down arrow for the column you wish to filter. In our example, we'll filter column C.

Eh |

B

Other
Other
Other
Other
Other
Other
Other

EDI SmartBoard L300-1

EDI SmartBoard L500-1

U-Go Saris DigiCam Printer I
U-Go Saris Label Maker

7M Deluxe Camera Travel Case
7N Light Rolling Laptop Case
7N Heavy Rolling Laptop Case

C D E
“ Checked Out

_ - " S:E?IFF_H 06-0Oct-13
madiprment PEREEL 13 05-0ct-13

= (Showing All) -

Us-aug-13 05-Aug-13
13-Jun-13 20-Jun-13
27-Jul-13 06-Aug-13
04-0ct-13

04-0ct-13

Clicking the drop-down arrow for column C

F

nchecked In n{:hecked Out By n

Anthony Liddell
Sofie Ragnar

Hank Sorenson
Clint Gosse
Sela Shepard
lay Peralta
Mick Ortiz

3. The Filter menu will appear. Hover the mouse over Text Filters and then select the desired text filter from the
drop-down menu. In our example, we'll choose Does Not Contain... to view data that does not contain specific

text.

13
14 12051
15 3800
16 | 3900
17 4800
18 4300
19 4905
£ |
32
33
34
35
36
37
38
39
40
41
42
43

[~ Checked Out n Checked In n Checked Out By n

|03-Oct-13 06-Oct-13

'2] sortZtoa |01-Oct-13 05-Oct-13
Sort by Color N 04-Aug-13 05-Aug-13
(13-Jun-13 20-Jun-13
|27-Jul-13 06-Aug-13
04-Oct-13
Text Filters g Equals... L
Search 2 Does Mot Equal...
-] [Select Al Begins With...
[+] 7M Deluxe Camera Travel Case Ends With
: [+#] 7M Heawy Rolling Laptop Case nEs Wi,
-[# TN Light Rolling Laptop Case Contains...

[+ EDI SmartBoard L500-1
{ [+] U-Go Saris DigiCam Printer |1
i[v] U-Go Saris Label Maker

Does Mot Contain...

Custom Filter...

oK Cancel

Selecting a text filter
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4. The Custom AutoFilter dialog box will appear. Enter the desired text to the right of the filter, then click OK.
In our example, we'll type case to exclude any items containing that word.

Show rows where:
Equipment Detail

|dnes not contain |case
® and (O or

| M |

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

Applying a text filter
5. The data will be filtered by the selected text filter. In our example, our worksheet now displays items in the
"Other" category that do not contain the word "case".

A B C D E F
1 T Equipment Detail K Checked Out B Checked In B Checked Out By |
13 [2050 .[}ther EDI SmartBoard L500-1 05-Oct-13 06-Oct-13  Anthony Liddell
1412051  Other EDI SmartBoard L500-1 01-Oct-13 05-Oct-13  Sofie Ragnar
1513800  Other U-Go Saris DigiCam Printer Il 04-Aug-13 05-Aug-13  Hank Sorenson
163900  Other U-Go Saris Label Maker 13-Jun-13 20-Jun-13  Clint Gosse
31

The applied text filter

3.3.4.3 Using Advanced Date Filters

Advanced date filters can be used to view information from a certain time period, such as last year, next quarter,
between two dates, and more. In this example, we will use advanced date filters to view only equipment that has been
checked out today.
1. Select the Data tab, then click the Filter command. A drop-down arrow will appear in the header cell for each
column. Note: If you've already added filters to your worksheet, you can skip this step.
2. Click the drop-down arrow for the column you wish to filter. In our example, we will filter column D to view
only a certain range of dates.
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FES TS I ]

3
B
7
i
g

10
11
12
13
14
15
16
17
18
19
20
21

22

1025
1031
1032
1033
10324

Camera
Camera
Laptop
Laptop
Laptop
Camera
Laptop
Laptop
Laptop
Laptop
Laptop

ID# nl’ype

1021
1022
1023
1025
1031
1032
1033

1034
2050 .lt]ther

2051
3800
3900
4300
4300
4305
6100
6101
6102
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C

Saris Lumina Digital Camera
Saris Zoom Z-60 Digital Camera
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3
15" EDI SmartPad L200-3

D E

Omega PixL Digital Camcorder

15" EDI SmartPad L200-4X

17" Saris X-10 Laptop
17" Saris X-10 Laptop
17" Saris X-10 Laptop
17" Saris X-10 Laptop

12_Ma"f_:![hecke¢;“f!ut:-

27-Jul-1(6poing Al |
15-5ep-13101-Oct-13

14-Aug-13 16-Aug-13
08-Aug-13 15-Aug-13
06-Oct-13

26-5ep-13 04-Oct-13

04-Oct-13

19-5ep-13

24-5ep-13 26-5ep-13

25-Aug-13 27-Aug-13

Clicking the drop-down arrow for column D
3. The Filter menu will appear. Hover the mouse over Date Filters and then select the desired date filter from the
drop-down menu. In our example, we'll select Today to view equipment that has been checked out on today's
date.

nEquipment Detail

n Checked Out By n

Shannon Mguyen
Sela Shepard
Sofie Ragnar
Hank Sorenson
lennifer Weiss
Min Seung

Min Seung

Mick Ortiz
Stanley Geyer
George D'Agosta
Jay Peralta

Checked Out v Checked In u Checked Out By n

Shannon Mguyen
Sela Shepard
Min Seung

Sofie Ragnar
Hank Sorenson
Jennifer Weiss

i
Jsta

lell

an

ol

Camera  Sari¢ 7| Sort Oldest to Newest 15-May-13
Camera saris El Sort Mewest to Oldest 06-Aug-13
Camera Omé Sort by Color P -
Laptop 15" 01-Oct-13
Laptop 15" 16-Aug-13
Laptop 15" £ 15-Aug-13
Laptop 15" Date Filters b Equals...
Laptop 17"¢ —
i Search (All) Jeliy Before...
Laptop 1778
Laptop 17" ¢ [Select All) After...
ne B" 2013 Between
Laptop 1772 - May WEE..,
EDI -] June Tomorrow
Other EDI ¢ rl- July —
1 LT
Other U-Ge August
. | -- September Yesterday
Other U-Ge -] October _
Other INC Mext Week
Other INL This Week
Other 7N H Last Week
Projector  Oime oK Cancel
Projector  Ome Next Month
Projector  Omega VisX 1.0 22-Aug-13 Thig Month

Selecting a date filter
4. The worksheet will be filtered by the selected date filter. In our example, we can now see which items have been
checked out today.

170

March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual

A B C D E F
ID # gy Type Equipment Detail Checked Out Checked In Checked Out B
1 ot - I - s = i R i -
7 |30?0 Camera Omega PixL Digital Camcorder 06-Oct-13] Min Seung
31
32

The applied date filter

3.3.4 4 Use Advanced Number Filters

Advanced number filters allow you to manipulate numbered data in many different ways. In this example, we will
display only certain kinds of equipment based on the range of 1D numbers.
1. Select the Data tab on the Ribbon, then click the Filter command. A drop-down arrow will appear in the
header cell for each column. Note: If you've already added filters to your worksheet, you can skip this step.
2. Click the drop-down arrow for the column you wish to filter. In our example, we'll filter column A to view
only a certain range of ID numbers.

A E C D E F
1 iype n Equipment Detail n Checked Out n Checked In
2 13000 |5 ~Saris Lumina Digital Camera 12-May-13 15-May-13 Shannon Mguyen
3 13005 (Showing All) Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
4 |1021 Laptop 15" EDI SmartPad L200-3 15-5ep-13 01-Oct-13 Sofie Ragnar
5 11022 Laptop 15" EDI SmartPad L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
& 1023 Laptop 15" EDI SmartPad L200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
7 3070 Camera Omega PixL Digital Camcorder 06-Oct-13 Min Seung
2 11025 Laptop 15" EDI SmartPad L200-4% 26-5ep-13 04-Oct-13 Min Seung
9 1031 Laptop 17" Saris X-10 Laptop 04-0Oct-13 Mick Ortiz
1011032 Laptop 17" Saris X-10 Laptop 19-5ep-13 Stanley Geyer
111033 Laptop 17" Saris X-10 Laptop 24-5ep-13 26-5ep-13 George D'Agosta
12 11034  Laptop 17" Saris X-10 Laptop 25-Aug-13 27-Aug-13 Jay Peralta

Clicking the drop-down arrow for column A
3. The Filter menu will appear. Hover the mouse over Number Filters and then select the desired number filter
from the drop-down menu. In our example we will choose Between... to view ID numbers between a specific
number range.
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A E C D E F

Equipment Detail Checked Out gy Checked In puy Checked Out B
1 - -] 7] -] Y N
2] Sort Smallest to Largest ital Camera  12-May-13 15-May-13  Shannon Nguyen
Z| Sort Largest to Smallest Jigital Camera 27-Jul-13 06-Aug-12  SelaShepard
Sort by Color , al Camcorder 06-Oct-13 Min Seung
{1200-3 15-5ep-13 01-Oct-13 Sofie Ragnar
% {L200-3 14-Aug-13 16-Aug-13 Hank Sorenson
. 11200-3 08-Aug-13 15-Aug-13 Jennifer Weiss
Murnber Filters 3 Equals... M-Oct-13 Min Seung
|Search p| Does Not Equal... Nick Ortiz
Stanley Geyer
gg:;lfd Al A Greater Than... 26-Sep-13 George D'Agosta
1012 Greater Than Or Equal To... 17-Aug-13 Jay Peralta
[ 1021 Less Than... J5-0Oct-13 Anthony Liddell
-[v] 1022 = i
1023 Less Than Or Egual To... 15-0ct-13  Sofie Ragnar
15-Aug-13 Hank Sorenson
-] 1025 Eetween... -
-[v] 1031 0-lun-13 Clint Gosse
#1032 Top 10... J6-Aug-13 Sela Shepard
W Above Average ay Peralta
1033 Above Averag Jay Peralt
Below Average Nick Ortiz
ok | | Cancel _ )1-Oct-13  Win Armitage
Custom Filter... .
) = , 27-5ep-13 Michael Earley
22 |5102 Projector Omega Visx 1.0 22-Aug-13 23-Aug-13 Jamila Kyle

Selecting a number filter

4. The Custom AutoFilter dialog box will appear. Enter the desired number(s) to the right of each filter, then

click OK. In our example, we want to filter for ID numbers greater than or equal to 3000, but less than or equal
to 4000, which will display 1D numbers in the 3000-4000 range.

Show rows where:
1D #

|is greater than or equal to IEI |31}l}0
® And () Or

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

| DKM| Cancel |

Applying a number filter and clicking OK

5. The data will be filtered by the selected number filter. In our example, only items with an ID number

between3000 and 4000 are visible.
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A B C D E F
D # ET\;pE u Equipment Detail n Checked Out u Checked In n Checked Out By n
2 3000 Camera Saris Lumina Digital Camera 12-May-13 15-May-13 Shannon Mguyen
3 3005 Camera Saris Zoom Z-60 Digital Camera 27-Jul-13 06-Aug-13 Sela Shepard
4 3070 Camera Omega PixL Digital Camcorder 06-Oct-13 Min Seung
15 3800 Other U-Go Saris DigiCam Printer I 04-Aug-13 05-Aug-13 Hank Sorenson
16 3900 Other U-Go Saris Label Maker 13-Jun-13 20-Jun-13 Clint Gosse
31

The applied number filter
Exercise 3.3

Open an existing Excel workbook.
Apply a filter to a column. If you are using the example, filter the Type column (column B) so it displays
only laptops and cameras.
3. Add another filter by searching. If you are using the example, search for EDI brand equipment in
the Equipment Detail column (column C).
Clear both filters.
5. Use an advanced text filter to view data that does not contain a certain word or phrase. If you are using the
example, display data that does not contain the word saris (this should exclude all Saris brand equipment).
6. Use an advanced date filter to view data from a certain time period. If you are using the example, display only
the equipment that was checked out in September 2013.
7. Use an advanced number filter to view numbers less than a certain amount. If you are using the example,
display all items with an ID# below 3000.

3. 4 Groups and Subtotals

Worksheets with a lot of content can sometimes feel overwhelming and even become difficult to read. Fortunately,
Excel can organize data in groups, allowing you to easily show and hide different sections of your worksheet. You
can also summarize different groups using the Subtotal command and create an outline for your worksheet.

3. 4.1 Grouping Rows or Columns

1. Select the rows or columns that you wish to group. In this example, we'll select columns A, B and C.

Al - I~ Homeroom &
A B v c D E
1 T-Shirt Size ____Payment Date
2 220-B MAalik REeynolds Small T-Oct
3 105 MMelissa White Small 14-Oct
4 220-B Wiy Shanae Small Fending
5 105 Esther Yaron Small 7-Oct
& 220-A Brigid Ellison Small 7-Oct
7 220-B hichael Lazar Small 7-Oct
8 135 Anisa Naser Small FPending
T 220-A Christopher Peyton-Gomez |Small 14-Oct
10 105 Christiana Chen FrMedium 5-Oct Se|ecting

columns to group
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2. Select the Data tab on the Ribbon, then click the Group command.

PAGE LAYOUT FORMULAS DATA REVIEW VIEW Javier Flares
2l Y Y. Clear E’E Flash Fill B+= Consolidate E‘:Group - =
s - b4 Reapply - E*ERemoveDuplicates E'_}What—lfAnal}rsis' == ngroup  ~ =
Z ort ilter ext to
‘:‘l Tfﬁkdvanced Columns %Data Validation - E‘E Relationships E@Subtutal
Sort & Filter Data Tools Cutline F]

Clicking the Group command
3. The selected rows or columns will be grouped. In our example, columns A, B and C are grouped together.

i ]
A B C D E

[l Homeroom # Firsi Name ___Last Name __|T-Shirt Size___ Payment Date
2 220-B Malik Reynolds small 7-Cct

3 105 MMelissa White small 14-Oct

4 220-B Windy Showw small Pending

5 105 Esther Yaron small 7-Oct

[ 220-A Brigid Ellison srmall 7-Oct

7 220-B Michael Lazar small 7-Oct

8 135 Anisa Naser srmall Pending

? 220-A Christopher Peyton-Gomez |small 14-Oct

10 105 Chirristiana Chen Medium 5-0Oct

The grouped columns
To ungroup data, select the grouped rows or columns and then click the Ungroup command.

PAGE LAYOUT FORMULAS DATA REVIEW WVIEW Javier Flores
¥ Clear Y Flash Fill H-= Consolidate EE Group ~ =
d Y Eltn e —
< Eil Y Reapply - BB Remove Duplicates E?What-lfﬂnal}rsis' U Ungroup - 7=
z ort ilter ext to
Al ¥ Advanced Columns £% Data Validation - UEREIatiDnzhipz EF subtotal
Sort & Filter Cata Tools Cutline ]

Clicking the Ungroup command

3.4.2 Hide and Show Groups

1. To hide a group, click the Hide Detail buttonEI.
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=’ =

A B L D E
1 T-Shirt Size ___Payment Date
2 220-B MAalik Reynolds Srmall 7-Oct
3 105 FMelissa White Srmall 14-Oct
4 220-B Windy Shanw Srmall Pending
5 105 Esther Yarar Srmall 7-Oct
& 220-A, Brigid Ellison Small F-Oct
i 220-B richaesl Lazar Srmall 7-Oct
8 135 Aunisa MNaser Srmall Pending
T 220-A Christopher Peyton-Gomez |Small 14-Oct
10 105 Christiana Chen FMedium 5-Cct

Hiding a group
2. The group will be hidden. To show a hidden group, click the Show Detail button.

1
oM
D E F -
W 1-shirtSize___Payment Date |
2 Jsmall 7-0Oct
3 JSmall 14-Oct
4 |Small Pending
5 ISmall 7-Oct
& |Small 7-Oct
7 |5mall 7-Oct
8 |ISmall Pending
7 1Smaill 14-Oct
10 |Medium 5-Oct

Clicking the Show Detail button to show the hidden group

3.4. 3 Creating Subtotals

The Subtotal command allows you to automatically create groups and use common functions like SUM, COUNT,
and AVERAGE to help summarize your data. For example, the Subtotal command could help to calculate the cost of
office supplies by type from a large inventory order. The Subtotal command will create a hierarchy of groups, known
as an outline, to help organize your worksheet.
Your data must be correctly sorted before using the Subtotal command,
To Create a Subtotal:

In our example, we will use the Subtotal command with a t-shirt order form to determine how many t-shirts were
ordered in each size (Small, Medium, Large, and X-Large). This will create an outline for our worksheet with a
group for each t-shirt size and then count the total number of shirts in each group.

1. First, sort your worksheet by the data you wish to subtotal. In this example, we will create a subtotal for each t-

shirt size, so our worksheet has been sorted by t-shirt size from smallest to largest.
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D2 - S Ssmall

Homercom # First Name Last Name T-Shirt Size Payment Date

1

2:| 220-B FAalik Eeynolds Small 7-Oct

3 105 Melissa White small 14-Oct
4 220-B Windy Shaw small Pending
") 105 Esther Yaron small 7-Oct

& 220-A Brigid Ellison Small 7-Oct

7 220-B FMichael Lazar small 7-Oct

a 135 Anisa MNaser small Pending
2 220-A, Christopher Peyton-Gomez Small 14-Oct
10 105 Chiristiarna Chen FMedium 5-Oct

11 105 Sidney Kelhy FMedium 11-Oct
12 105 MNathan Albees FMedium 5-Cct

The worksheet sorted by t-shirt size
2. Select the Data tab and then click the Subtotal command.

FORMULAS ~ DATA  REVIEW  VIEW Javier Flores
Y Clear “V  [5' FlashFil fa Consolidate B Group = =

Y- Reapply . BH Remove Duplicates E'?What-lfﬂnal}rsis* 98 Ungroup = =
ext to
Y Advanced CDans%Datah‘alidatinn v UEREIatiun:hips %mhtutal

Sort & Filter Data Tools Outline a
Clicking the Subtotal command

3. The Subtotal dialog box will appear. Click the drop-down arrow for the At each change in: field to select the
column you wish to subtotal. In our example, we'll select T-Shirt Size.

4. Click the drop-down arrow for the Use function: field to select the function you wish to use. In our example,
we'll select COUNT to count the number of shirts ordered in each size.

5. In the Add subtotal to: field, select the column where you want the calculated subtotal to appear. In our
example, we'll select T-Shirt Size.

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

Filter
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At each change in:

|T-5hirt Size .

Use function:

|Cc|ur1t .

Add subtotal to:

|:| Homeroom #
|:| First Mame

|:| Last Name
|:| Payment Date

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

| Remove All | oK N | Cancel

Creating a subtotal
7. The worksheet will be outlined into groups and the subtotal will be listed below each group. In our example,
the data is now grouped by t-shirt size and the number of shirts ordered in that size appears below each group.

A B C D E
|l Homerocom # First Name T-Shirt Size Payment Date
[T 2 220-B halik Reynolds Smaill 7-Oct
3 105 Melissa White Small 14-Cct
4 220-B Windy Shaww small Pending
5 105 Esther Yaron small 7-Oct
& 220-A Brigid Ellison small 7-Oct
7 220-B Michael Lazar small 7-Oct
8 135 Anisa MNaser Small Pending
- 9 220-A Christopher Peyton-Gomez Small 14-Cct
[-] [0 ' Small Count 8
C . T 105 'Christiana ‘Chen Medium 5-Oct
Iil 105 Sidney Kelly f Medium 11-Cct
13 105 MNathan Albee FMedium 5-Oct
1 1o The subtotals are inserted as Medium H-oct
12 220-8 new rows below each group Med[um 13-Oct
14 135 Medium 11-Oct
17 135 Medium 11-Oct
18 220-A Chewvonne FMeans Medium 13-Cct
19 110 Matt Benson rMedium 15-Cct
- 20 220-B Samantha Bell MMedium 15-Cct
-] & Medium Count 10 |

The outlined and subtotaled data
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3. 4.4 Viewing Groups by Level

When you create subtotals, your worksheet is divided into different levels. You can switch between these levels to

quickly control how much information is displayed in the worksheet by clicking the Level buttons to the

left of the worksheet. In our example, we'll switch between all three levels in our outline. While this example contains
only three levels, Excel can accommodate up to eight.

1. Click the lowest level to display the least detail. In our example, we'll select level 1, which contains only the
grand count, or total number of t-shirts ordered.

* A B C D E
|l Homercom # First Name Last Name T-Shirt Size Payment Date
33 Grand Count 27
34
35

Viewing data at the lowest level

2. Click the next level to expand the detail. In our example, we'll select level 2, which contains each subtotal row
but hides all other data from the worksheet.

A B c D E
a |l Homeroom # First Name T-Shirt Size Payment Date
10 Small Count i 2
21 Medium Count ~ 10
27 Large Count r 5
32 X-Large Count i 4
33 Grand Count 27
34

Viewing data at the next level

3. Click the highest level to view and expand all of your worksheet data. In our example, we'll select level 3.

1] 2] 5 A B C D E

s |l Homeroom # First Name Last Name T-5hirt Size Payment Date
[ 2 220-B Malik Reynolds Small 7-Oct
3 105 Melissa White Small 14-Oct
4 220-B Windy Shaw Small Pending
5 105 Esther ‘faron Small 7-Oct
& 220-A Brigid Ellison Small 7-Oct
7 220-B Michael Lazar Small 7/-Oct
8 135 Anisa Naser Small Pending
-9 220-A Christopher Peyton-Gomez Small 14-Oct
-] 10 Small Count 8
[ 11 105 Chrristiana Chen Medium 5-0Oct
IE:I 105 Sidney Kelly Medium 11-Oct
13 105 Nathan Albee Medium 5-Oct

Viewing data at the highest level

You can also use the Show and Hide Detail buttons to show and hide the groups within the outline.
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A B C D E

|l Homeroom # First Name Last Name T-Shirt Size Payment Date
: 10 Small Count 8
21 Medium Count ~ 10
. 22 110 Kris Ackerman Large Pending
23 135 Jordan Weller Large 1-Oct
24 135 Alex fuen Large 5-Oct
25 105 Derek MacDonald Large 1-Oct
26 110 Eegina Olivera Large Fending
— 27 Large Count f 5
32 X-Large Count f 4
(-] 33 Grand Count 27
34

Showing and hiding the new groups within the outline

3. 4.5 Remove Subtotals

Sometimes, you may not want to keep subtotals in your worksheet, especially if you want to reorganize the data in
different ways. If you no longer wish to use subtotaling, you'll need remove it from your worksheet.
1. Select the Data tab and then click the Subtotal command.

FORMULAS DATA REVIEW VIEW Javier Flores
W Clear = EZ” Flash Fill B2 Consolidate o8 Group - -
Elter Y- Reapply Tarto BB Remave Duplicates E’}What-lfﬁ.nalysis' @E Ungroup = =
Y Advanced Calumns £¢ Data Validation - UER:—Iatinn:hip: %Subtﬂ-tal
Sort & Filter Data Tools Cutline Ma

Clicking the Subtotal command

2. The Subtotal dialog box will appear. Click Remove All.
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At each change in:
| T-Shirt Size

Use function:
| Count

Add subtotal to:

|:| Homeroom #
[ | First Name
|:| Last Mame
T-5hirt Size
|| Payment Date

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

Removing subtotaling
3. All worksheet data will be ungrouped and the subtotals will be removed.
To remove all groups without deleting the subtotals, click the Ungroup command drop-down arrow and then
choose Clear Outline.

GE Group -

s Ungroup -
@8 Ungroup...

Clear Qutline

Removing all groups

Exercise 3.4
1. Open an existing Excel workbook.
2. Try grouping a range of rows or columns together. If you are using the example, group columns D and E.
3. Use the Show and Hide Detail buttons to hide and unhide the group.
4. Try ungrouping the group. If you are using the example, ungroup columns D and E.
5. Outline your worksheet using the Subtotal command. If you are using the example, outline by t-shirt size.
6. Remove subtotaling from your worksheet.

3.5 Tables

Once you've entered information into a worksheet, you may want to format your data as a table. Just like regular
formatting, tables can improve the look and feel of your workbook, but they'll also help to organize your content and
make your data easier to use. Excel includes several tools and pre-defined table styles, allowing you to create tables
quickly and easily.
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3.5.1 Formatting Data as a Table

1. Select the cells you want to format as a table. In our example, we'll select the cell range A4:D10.

A B C D
1 M c Date: 11/13/10
2 Oo#n gf b 8110 Invoice #: 145-10
3 JE'| F'I.T | 5.-\ Pﬂ.ﬁTﬂl | H ]'ulr D I [ E Customer: Café Aurora
4 |Quantity |Description Unit Price Line Total
g 5 Fettuccini, Black Bean Flavor $12.00 560.00
6 7 Fettuccini, Sundried Tomato Flavor 5$10.00 570.00
T 9 Fettuccini, Thai Basil Flavor $10.00 5590.00
8 6 Penne, Roasted Red Pepper Flavor 514.00 S84.00
9 3 Penne, Massaman Curry Flavor $14.00 $42.00
10 4 Penne, Wild Mushroom Flavor 515.00 oo $&a.m_

1

Selecting a cell range to format as a table
2. From the Home tab, click the Format as Table command in the Styles group

REVIEW VIEW

General

Mumber

-

i)

$'%’ {._l:ig—:rl:l

]

||
§ AN
Conditional Format as  Cell

Formatting~ Table= Styles -
Styles

Clicking the Format as Table command
3. Select a table style from the drop-down menu.

181

March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual

£—F|
EE'),{ AutoSum A
) } €tm [ 2
/ H [¥] Fill = zY H
Conditional [Fermat as  Cell Insert Delete Format Sort & Find &
Formatting - Table~ Styles - - - - & Clear~ Filter - Select -
Light
R e e
e = Table Style Light 3 &l il Sl S
Medium
e R R B BEEEE B
(===~ RS S e e
EEEEE === EEEEE EEEEE SEEEE EEESEE - T-==
EEEEE =SS EEEEE EEEEE EEEEE EEESEE - --==
a table style

4. A dialog box will appear, confirming the selected cell range for the table.
5. If your table has headers, check the box next to My table has headers, then click OK.

A B
1 Date:
2 Invoice
3 Customer:
4 Descriptlon
5 5 Fettuccini, Black Bean F
6 7 Fettuccini, Sundried To Where is the data for your table?
T 9 Fettuccini, Thai Basil FI —5AS4:5D510
3 & Penne, Roasted Red Pe
9 3 Penne, Massaman Cur My table has headers
Ll P e
1 OK
12
13

Clicking OK
6. The cell range will be formatted in the selected table style.
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B C D E
1 M Date: 11/13/10
: ongibello involce #: 14510
3 ﬂ.HTH-—% PMTJ:'[ IN1|IIr Dl[E 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 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 590.00
g 6 Penne, Roasted Red Pepper Flavor 514.00 584.00
g 3 Penne, Massaman Curry Flavor 514.00 542.00
10 4 Penne, Wild Mushroom Flavor 515.00 $60.00,

The cell range formatted as a table

3.5.2 Modifying Tables

It's easy to modify the look and feel of any table after adding it to a worksheet. Excel includes many different options
for customizing a table, including adding rows or columns, changing the table style, and more.

3.5.2.1 Add Rows or Columns to a Table

If you need to fit more content in your table, Excel allows you to modify the table size by including additional rows
and columns. There are two simple ways to change the table size:
e Begin typing new content after the last row or column in the table. The row or column will be included in the
table automatically.

E
1 M Date: 11/13/10
: ongibello invoice £ 145-10
3 ﬁ.HTlcﬁA PMTA ”“'r D | EE 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 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 590.00
B 6 Penne, Roasted Red Pepper Flavor 514.00 584.00
g 3 Penne, Massaman Curry Flavor 514.00 542.00
10 4 Penne, Wild Mushroom Flavor 515.00 560.00
1 8|Breadsticks, Garlic & Olive 0il T 50.00,
12

Typing a new row below an existing table
e Click, hold and drag the bottom-right corner of the table to create additional rows or columns.
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10 4| Penne, Wild Mushroom Flavor 515.00 S60.00|

11 8 Breadsticks, Garlic & Olive Qil $1.00 532.00

12

13

14

15 -

16 ’

Z\/I ong 0:!981!0

ARTISAR PASTA INVOICE

Date:
Invoice i#:
Customer:

11/13/10
145-10
Café Aurora

Quantity| ~ Descrlptlon - |Unit Price [~ | Line Total |~
5 Fettuccini, Black Bean Flavor $12.00 $60.00
7 Fettuccini, Sundried Tomato Flavor $10.00 S70.00
9 Fettuccini, Thai Basil Flavor $10.00 $90.00
6/ Penne, Roasted Red Pepper Flavor $14.00 S84.00
3 Penne, Massaman Curry Flavar 514.00 $42.00
4 Penne, Wild Mushroom Flavor $15.00 S60.00
8 Breadsticks, Garlic & Olive Qil S4.00 532.00

Dragging the table border to create more rows

3.5.2.2 Changing the Table Style

1. Select any cell in your table, then click the Design tab.

B Hd

FILE HOME

=0y ¥ Cut

- -

D Exy Copy -

Paste

- * Format Painter

Clipboard I}

A5

-

ARTISA

Quantity| ~ | De 5::r|pt|Dn

Calibri 11~ A A

2. A~

'n
=]
3
=
il

Z\/f ong wbe//a

PASTA INVOICE

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

= =

TABLE TOOLS

VIEW

’ﬁ" %—'Wrap Text

Alignment

Date: 11/1:

3/10

Invoice #: 145-10
Customer: Café Aurora

- | Unit Price |~ |Line Total |~

DESIG&

Merge & Center

il

% -

| 5_|Fettuccini, Black Bean Flavor 5$12.00 560.00
7 Fettuccini, Sundried Tomato Flavor 510.00 S70.00
9 Fettuccini, Thai Basil Flavor $10.00 $90.00
6 Penne, Roasted Red Pepper Flavor 514.00 S84.00
3 Penne, Massaman Curry Flavor 514.00 542,00
4 Penne, Wild Mushroom Flavor 515.00 S60.00
8 Breadsticks, Garlic & Olive Qil S$4.00 532.00,

[
N_,':,'-D'I""-JU"IU'I-P-WN—'

Clicking the Design tab
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2. Locate the Table Styles group and click the More drop-down arrow to see all of the table styles.

3. Select the desired style.

Table Styles

Clicking the More drop-down arrow

4. The selected table style will appear.

[ R —y
MAG'.DDD'\-—]U‘.I.H-P—WM—'-

Mongibello

S [kl [ R Rl Eat i
e e e =
T =] === —I-=I==] F===1=] [==T Table Style Light 12
Medium
e R R EEREE BEEEE B
| —|—|—[—[—] EERRE BEEEE EEEEE EREEE
EEEEE =EEES IEHEEE EEEEE EEEEE EEEEE CTT==
EEEEE =TS IEEEE EEEEE SEEEE EEEEE T --==
Choosing a new table style
B C O

Date:
Invoice i
Customer:

ARTISAR PASTA INVOICE

11/13/10
145-10
Café Aurora

ﬂuantityn Description u Unit Price n Line Total
5IFettuccini, Black Bean Flavor 512.00 560.00
7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
9 Fettuccini, Thai Basil Flavor 510.00 590.00
6 Penne, Roasted Red Pepper Flavor 514.00 584,00
3 Penne, Massaman Curry Flavor 514.00 542.00
4 Penne, Wild Mushroom Flavor 515.00 560.00
8 Breadsticks, Garlic & Olive Qil 54.00 532.00

The new table style
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3.5.2.3 Modify the Table Style Options

You can turn various options on or off to change the appearance of any table. There are six options: Header Row,
Total Row, Banded Rows, First Column, Last Column, and Banded Columns.
1. Select any cell in your table.
2. From the Design tab, check or uncheck the desired options in the Table Style Options group. In our example,
we'll check Total Row to automatically include a total for our table.

VIEW DESIGN

Header Row || First Column Filter Button
%Tntal Row [ ] Last Column
Banded Rows | | Banded Columns

Table Style Options
Checking the Total Row option

3. The table style will be modified. In our example, a new row has been added to the table with a formula that will
automatically calculate the total value of the cells in column D.

A B C D E
1 ]\/[ . Date: 11/13/10
z 0 ?{gf b € !j 0 Invoice # 145-10
3 .'5. HT | 5;\ F ﬂl. 5 TJII'Il I “ 1'|'r |:] I |: E Customer:  Café Aurora
4 ﬂ:uantityﬂ Description B2 unit Price B Line Total B
5 5 Fettuccini, Black Bean Flavor 512.00 560.00
& 7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 590.00
g & Penne, Roasted Red Pepper Flavor 514.00 584.00
g 3 Penne, Massaman Curry Flavor 514.00 542.00
10 4 Penne, Wild Mushroom Flavor 515.00 560.00
11 2 Breadsticks, Garlic & Olive il £4.00 532.00
12 Total $438.00
13

The table with a total row
These options can affect your table style in various ways, depending on the type of content in your table. You may
need to experiment with a few different options to find the exact style you want.

3.5. 3 Removing a Table

Sometimes, you may not want to use the additional features included with tables, such as the Sort and Filter drop-
down arrows. You can remove a table from the workbook while still preserving the table's formatting elements, like
font and cell color.

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

2. Click the Convert to Range command in the Tools group.
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HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN
Table Mame: Summarize with PivotTable W D Properties Header Row [ | F
Tablel B+l Remave Duplicates 2 08 Open in Browser | [] Total Row L
‘ = Insert  Export Refresh
‘[0 Resize Table 5= Convert to Range Slicer - «  E2 Unlink Banded Rows [ | B
Properties T::umlsl\} External Table Data

Clicking Convert to Range
3. Adialog box will appear. Click Yes.

A B C D E F
1 Date
2 /, CLL0 vice #

)

3 pme A
4 EellE Wl De ptio " - & e Tota S
5 5 Fettuccini, Black Bean Flavor 512.00 560.00
] 7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor
8 & Penne, Roasted Red Pepper Fli
9 3 Penne, Massaman Curry Flavol
10 4 penne, Wild Mushroom Flavor
1 3 Breadsticks, Garlic & Olive Oil o Do you want to convert the table to a normal range?
12 |Total | | | Mo
13
14

Removing a table
4. The range will no longer be a table, but the cells will retain their data and formatting.

A B C D E
1 Z\/{ - Date: 11/13/10
2 0 ?ngﬁ [9' € ZZ 0 Invoice #  145-10
3 Customer: Café Aurora
LM Quantity  Description Unit Price Line Total
5 5 Fettuccini, Black Bean Flavor 512.00 560.00
& 7 Fettuccini, Sundried Tomato Flavor 510.00 570.00
7 9 Fettuccini, Thai Basil Flavor 510.00 590,00
A 6 Penne, Roasted Red Pepper Flavor 514.00 584.00
g 3 Penne, Massaman Curry Flavor 514.00 542,00
10 4 Penne, Wild Mushroom Flavor 515.00 560.00
11 8 Breadsticks, Garlic & Olive Oil 54,00 532,00
12 |Total 5438.00
13 The

cell range formatted as a normal range
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Exercise 3.5

Open an existing Excel workbook.

Format a range of cells as a table. If you are using the example, format the cell range A1:E13.
Add a row or column to the table.

Choose a new table style.

Change the table style options. If you are using the example, add a total row.

ouv .k wnNeE

Remove the table.

3.6 Charts
It can often be difficult to interpret Excel workbooks that contain a lot of data. Charts allow you to illustrate your
workbook data graphically, which make it easy to visualize comparisons and trends.

3.6.1 Understanding Charts

Excel has many different types of charts, allowing you to choose the one that best fits your data. In order to use
charts effectively, you'll need to understand how different charts are used.
Click the arrows in the slideshow below to learn more about the types of charts in Excel.

Types of Charts

Excel has a wide variety of chart types, each with its own advantages. Click the arrows to see some of the different types
of charts available in Excel.

In addition to chart types, you'll need to understand how to read a chart. Charts contain several different elements, or
parts that can help you interpret the data.
Click the buttons in the interactive below to learn about the different parts of a chart.
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Sales Team Epsilon: Net Sales per Quarter

H Robert Johnson
m Don McAllister
I I I I I -

Quarter 1 Quarter 2 Quarter 3 Quarter 4

$6,000.00

$5,000.00

$4,000.00

$3,000.00

Net Sales

$2,000.00

$1,000.00

S0.00

Sales Quarter

3.6.2 Inserting a Chart

1. Select the cells you want to chart, including the column titles and row labels. These cells will be the source
data for the chart. In our example, we'll select cells A1:F6.

Selecting cells A1:F6
2. From the Insert tab, click the desired Chart command. In our example, we'll select Column.

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

B HET 8 ap NI

nded Table Pictures Online Apps for  Recommended .
iles Pictures @+~  Office = Charts L AR
llustrations Apps Charts

Clicking the Column chart command
3. Choose the desired chart type from the drop-down menu.
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I ? 2-D Col
Recommended i

= [EE-%- e | i

mM

toweer

™, mA (A

3-D Column

e 05 90 0

$10,017

e 1
571,009

$11,355 |_|]1[|]_ Moare Column Charts...

$1’5,055 ..u:;.,quqi

Choosing a chart type

4. The selected chart will be inserted in the worksheet.

A B C D E F €] H

1
2 |Classics 518,580 549,225 516,326 510,017 526,134
3 |Mystery $}'8,9?ﬂ $82,252 $48,54ﬂ 549,985 5?3,428
4 |Romance 524,236 5$131,390 579,022 571,009 581,474
5 |Sci-Fi & Fanmtasy $1E-,?3ﬂ $19,?3ﬂ $12,1{]9 $11,355 51?,585
& Young Adult ) 535,358 542,685 520,893 516,065 521, 388_.
7
a8 .
. Chart Title
10 5140000
11 5120,000
12 5100,000
13

580,000
14
15 560,000
16 540,000 I
17

520,000 I I I I
18 . 1 il ksl o han NHNE
= 2008 2009 2010 2011 2012
20
71 B Classics Mystery B Romance MS3ci-Fi& Fantasy MW Young Adult
22

The inserted chart
If you're not sure which type of chart to use, the Recommended Charts command will suggest several different
charts based on the source data.
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INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW

Db D H 8 12 MEE g

. . DK~ - Wi
Table  Pictures Online Shapes SmartArt Screenshot  Appsfor  Recommended . PivotChart
Pictures - - Office - Charts I}) L RS -
lustrations Apps Charts ]

Clicking the Recommended Charts command

3.6.3 Chart Layout and Style

After inserting a chart, there are several things you might want to change about the way your data is displayed. It's
easy to edit a chart's layout and style from the Design tab.
e Excel allows you to add chart elements—such as chart titles, legends, and data labels—to make your chart
easier to read. To add a chart element, click the Add Chart Element command on the Design tab and then
choose the desired element from the drop-down menu.

L]
o
15 @] e,
Add Chart Quick  Change | il bbbl
Element = Layout~ Colors~

Fririt
=
=l
=il
=

=
=T . i

ih Axes k
is T 3
Idh  Axis Titles f
dh  Chart Title L=
. [[I][E( Mone
ili Datalabels k
» =
It Data Table |_|ﬂ|]l Above Chart
iy Error Bars g
R =
di  Gridlines ’ I.[Dﬂl Centered Overlay
I:[|:| Legend r
More Title Options...
|2 Trendline »
10|

Adding a chart title
e Toedit a chart element, like a chart title, simply double-click the placeholder and begin typing.
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5140,000
5120,000
100,000
SE0,000
560,000

Axis Title

540,000
520,000
50

Chart TIt|E

mmLLL

2008 2009 2010 2011 2012
Axis Title

Editing the chart title placeholder text

m Classics
Whystery

m Romance

m 5ci-Fi & Fantasy

m Young Adult

e If you don't want to add chart elements individually, you can use one of Excel's pre-defined layouts. Simply
click the Quick Layout command and then choose the desired layout from the drop-down menu.

L]

o
L D@ e, -
Add Chart| Quick  Change | -
Elernent ~ Layout= Colors~

Chart Lz
=1 i

Chart 3 J:I:I'[Il ‘Dﬂ_ﬂn‘
gm0 1
2 |Classi
3 |Myste J:H_Dl 1 [ﬂﬂl
4 Roma
5 |Sci-Fi [:3 =
6 Young ﬂﬁ[]‘a‘}rﬂj
7
a

Choosing a chart layout

e

B TR Y

= IRETF

e Excel also includes several different chart styles, which allow you to quickly modify the look and feel of your
chart. To change the chart style, select the desired style from the Chart styles group.
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CHART TOOLS L22 Screens - Excel

PAGE LAYOUT FORMULAS DATA REVIEW  VIEW DESIGN FORMAT

i
ﬁ??
i
i

Chart Styles
fe

C D E F G
4 2000 Bd2010 Bd2011 Bl 2012 v
$49225 16,326  $10,017 526,134

0
0 582,262 543,640 549,935 573,428
5

£121 200 &74 N7 &7 nna tn_1 AT
Choosing a new chart style

You can also use the chart formatting shortcut buttons to quickly add chart elements, change the chart style,
and filter the chart data.

Select a style or click the
drop-down arrow to see
more sfyles

Book Sales 2008-2012 ikl
$140,000 al)
$120,000 Nl
$100,000 m Classics

$80,000 Mystery Chart
formattin
460,000 m Romance shur‘tcutg
m 5ci-Fi & Fantasy
540,000
m Young Adult
$20,000 I I | I
| I I Il |I ol il
2011 2012
Chart formatting shortcuts
3.6.4 Other Chart Options

There are lots of other ways to customize and organize your charts. For example, Excel allows you to rearrange a
chart's data, change the chart type, and even move the chart to a different location in the workbook.

3.6.4.1 Switching Row and Column Data
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Sometimes, you may want to change the way charts group your data. For example, in the chart below, the Book Sales
data are grouped by year, with columns for each genre. However, we could switch the rows and columns so that the
chart will group the data by genre, with columns for each year. In both cases, the chart contains the same data—it's
just organized differently.

1.
2.

Book Sales 2008-2012

$140,000
$120,000
5100,000

580,000

560,000

540,000
520,000 I I I
I I (1 IO T

2008 2009 2010 2011 2012
B Classics Mystery M Romance MSciFi& Fantasy MYoung Adult

The data grouped by year, with columns for each genre

Select the chart you wish to modify.
From the Design tab, select the Switch Row/Column command.

CHART TOHOLS

VIEW DESIGM FORMAT

= By ol ([

Switch Rcm% Select Change Move
Column Data  Chart Type Chart

Data Type Location
Clicking the Switch Rows/Columns command

The rows and columns will be switched. In our example, the data is now grouped by genre, with columns for
each year.
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Book Sales 2008-2012
5140,000
5120,000
5100,000

580,000

560,000
540,000 |
520,000 II I
- 1l NN

Classics Mystery Romance Sci-Fi & Fantasy Young Adult
w2008 w2009 w2010 m2011 w2012

The switched row and column data
3.6.4.2 Changing the Chart Type
If you find that your data isn't well suited to a certain chart, it's easy to switch to a new chart type. In our example,

we'll change our chart from a Column chart to a Line chart.
1. From the Design tab, click the Change Chart Type command.

CHART TOOLS
WIEW DESIGN FORMAT

ahdid ubiid 5

|I%

Switch Row/ Select Change Mawve
Caolumn Data Chart Type Chart

Data Type Location
Clicking the Change Chart Type command

2. The Change Chart Type dialog box will appear. Select a new chart type and layout, then click OK. In our
example, we'll choose a Line chart.

il
| —
—
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Recommended Charts | All Charts |

™ Recent -
Templates & %/

M Colurnn

Line with Markers

Chart Titie

‘ Choose a chart type and layout,
then click OK

Area

XY (Scatter)

E
StCI'Ck Sl Py e el

— DT i Y — AT — S5 LR — g A —— 0 e D0 —a—0l0 —s—- P00 —s—TlT

oK !}H Cancel |

BEFEESMNG

Surface

Choosing a new chart type
3. The selected chart type will appear. In our example, the Line chart makes it easier to see trends in the sales data
over time.

Book Sales 2008-2012

5140,000
5120,000
5100,000
$80,000 et
S60,000
540,000
520,000 —
0

Gross Earnigns

2008 2009 2010 2011 2012

Year

e C] 35S =l Wy SlEry ==l OMaEnNce =——g=—5Ci-Fi & Fantasy =———ge—Young Adult

The new chart type

3.6.4.3 Moving a Chart

Whenever you insert a new chart, it will appear as an object on the same worksheet that contains its source data.
Alternatively, you can move the chart to a new worksheet to help keep your data organized.

1. Select the chart you wish to move.

2. Click the Design tab and then select the Move Chart command.
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CHART TOHOLS

DESIGM FORMAT

:.__F = ..:"_'_':...:. i 0 I
= 5:"‘:._‘_;""""': e _ + [=| Switch Row/ Select Change Movelb

Column Data  Chart Type Chart
Data Type Location
Clicking the Move Chart command
The Move Chart dialog box will appear. Select the desired location for the chart. In our example, we'll choose
to move it to a New sheet, which will create a new worksheet.
Click OK.

i

Choose where you want the chart to be placed:

..l“] (®) Mew sheet: | Book Sales Chart 2008-2012

Ak () Objectin: | Sheetl

QK L} Cancel

Moving the chart to a new worksheet
The chart will appear in the selected location. In our example, the chart now appears on a new worksheet.

Book Sales 2008-2012

Fiction Book Sales Book Sales Chart 2008-2012 (+)
The chart on its own worksheet
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Exercise 3.6

Open an existing Excel workbook.
Use worksheet data to create a chart. If you are using the example, use the cell range A1:F6 as the source data
for the chart.

3. Change the chart layout. If you are using the example, select Layout 8.
Apply a chart style.

5. Move the chart. If you are using the example, move the chart to a new worksheet named Book Sales Data:
2008-2012.

3.7 Sparklines

Sometimes, you might want to analyze and view trends in your data without creating an entire chart. Sparklines are
miniature charts that fit into a single cell. Since they're so compact, it's easy to include lots of sparklines in a
workbook.

3.7.1 Types of Sparklines

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 ornegative,
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.

--0__0 Column

| | HE
mw- Win/Loss
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3.7.2 Why Use Sparklines?

Sparklines have certain advantages over charts. For example, imagine you have 1,000 rows of data. A traditional chart
would have 1,000 data series to represent all of the rows, making relevant data hard to find. But if you placed a
sparkline on each row, it will be right next to its source data, making it easy to see relationships and trends for
multiple data series at the same time.

In the image below, the chart is extremely cluttered and hard to follow, but the sparklines allow you to clearly follow
each salesperson's data.

2013 Detailed Sales Report Salesperson

= Albertson, Kathy
s All@nson, Carol
s Altman, Zoey
we Bittiman, William
we Brennan, Michael
s Carlson, David
e Collman, Harry
e Counts, Elizabeth
= David, Chloe

e Davis, William

May June July Aug. Sept. Oct.
Davis, William

Sparklines

The same data visualized in a chart and in sparklines
Sparklines are ideal for situations where you need a clear overview of the data at a glance 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.

3.7.3 Creating Sparklines

Generally, you will have one sparkline for each row, but you can create as many as you want in any location. Just
like formulas, it's usually easiest to create a single sparkline and then use the fill handle to create sparklines for the
adjacent rows. In our example, we'll create sparklines to help visualize trends in sales over time for each salesperson.
1. Select the cells that will serve as the source data for the first sparkline. In our example, we'll select the cell
range B2:G2.
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A B C D E F G

Salesperson

2 |Albertson, Kathy

3 Allenson, Carol 54,411.00  51,042.00 59,355.00 51,100.00 510,185.00 518,749.00
4 Altman, Zoey $2,521.00 $3,072.00  $6,702.00 $2,116.00  $13,452.00 $8,046.00
5 |Bittiman, William 54,752.00  53,755.00 $4,415.00 51,089.00 54,404.00 520,114.00

Selecting cells B2:G2
2. Select the Insert tab, then choose the desired Sparkline from the Sparklines group. In our example, we'll
choose Line.

I ::;: _M (118 "' W F‘Y
ProtChart  Power LinebﬁCDlumn Win/ Slicer Timeline
- Wiew Loss

l« Reports Sparklines Filters
Clicking the Line command
3. The Create Sparklines dialog box will appear. Use the mouse to select the cell where the sparkline will appear,
then click OK. In our example, we'll select cell H2 and the cell reference will appear in the Location
Range: field.

Aug. Sept.

$1,100.00 510,185.00

"

hoose the data that you want

Use the mouse to Data Range: |BF_':G2

select the desired
cell. then dick OK Choose where you want the sparklines to be placed
2

Location Range: | sHs2|

£9,007.00 . 13,090.00

%4 505.00  51,024.00 %3,528.00

53,973.00 51,716.00 54,839.00 513,085.00

52,945.00 51,176.00 59,642.00 513,714.00

& o &8 o &8 & &8 o & o

$7,549.00  $1,101.00 $5,850.00  $15,065.00
Selecting a location for the sparkline and clicking OK

4. The sparkline will appear in the specified cell.
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A B C D E F G H

Il Salesperson

2 |Albertson, Kathy $3,947.00  $557.00 $3,863.00 51,117.00 $8,237.00  $8,690.00 \/‘\f‘ !

3 |Allenson, Carol $4,411.00 51,042.00 $9,355.00 $1,100.00 $10,185.00 518,749.00

4 Altman, Zoey $2,521.00 $3,072.00 $6,702.00 5$2,116.00 $13,452.00 $8,046.00

5 |Bittiman, William $4,752.00 53,755.00 $4,415.00 51,089.00 $4,404.00 520,114.00 A
sparkline

5. Click, hold and drag the fill handle to create sparklines in adjacent cells.

A B C D E F G H
1l Salesperson
2 |Albertson, Kathy $3,947.00 §557.00 53,863.00 5$1,117.00 5$8,237.00 58,690.00 \/‘\f: |
3 |Allenson, Carol 54,411.00 51,042.00 59,355.00 $1,100.00 $10,185.00 $518,749.00
4 Altman, Zoey $2,521.00 53,072.00 56,702.00 $2,116.00 513,452.00 S$8,046.00|
5 |Bittiman, William 54,752.00 §3,755.00 54,415.00 51,089.00 54,404.00 520,114.00
& Brennan, Michael $4,964.00 53,152.00 511,601.00 $1,122.00 $3,170.00 $10,733.00|
7 |Carlson, David $2,327.00 54,056.00 53,726.00 51,135.00 58,817.00 $18,524.00
& Collman, Harry $3,967.00 54,906.00 5$9,007.00 52,113.00 $13,090.00 513,953.00|
4 |Counts, Elizabeth $4,670.00 5521.00 54,505.00 51,024.00 §3,528.00 515,275.00
10 David, Chloe $3,379.00 53,428.00 53,973.00 S1,716.00 54,839.00 513,085.00|
11 | Davis, William 55,363.00 S1,562.00 52,945.00 51,176.00 59,642.00 513,714.00 v
12 Dumlao, Richard $3,275.00 52,779.00 57,549.00 $1,101.00 55,850.00 $15,065.00| 1

Dragging the fill handle to create sparklines in adjacent cells
6. Sparklines will be created for the selected cells. In our example, the sparklines show clear trends in sales over
time for each salesperson in our worksheet.
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A
1l Salesperson
2 Albertson, Kathy

3 |Allenson, Carol

.

Altman, Zoey

Bittiman, William

LR

& Brennan, Michael
7 |Carlson, David

8 Collman, Harry

9 |Counts, Elizabeth
10 David, Chloe

11 |Davis, William

12 Dumlao, Richard

3.7.4 Modifying Sparklines

B

May
$3,947.00
$4,411.00
$2,521.00
$4,752.00
$4,964.00
52,327.00
$3,967.00
$4,670.00
$3,379.00
$5,363.00

$3,275.00

C

June
$557.00
$1,042.00
$3,072.00
$3,755.00
$3,152.00
$4,056.00
$4,906.00
$521.00
$3,428.00
$1,562.00

$2,779.00

D

July
$3,863.00
£9,355.00
$6,702.00
$4,415.00
$11,601.00
43,726.00
$9,007.00
$4,505.00
$3,973.00
$2,945.00

$7,549.00

E F

Aug. Sept.
$1,117.00 $8,237.00
$1,100.00 $10,185.00
$2,116.00 $13,452.00
$1,089.00  $4,404.00
$1,122.00 $3,170.00
51,135.00  5$8,817.00
$2,113.00 $13,090.00
$1,024.00 $3,528.00
$1,716.00 $4,839.00
$1,176.00  $9,642.00
$1,101.00  $5,850.00

Sparklines filled to multiple rows

It's easy to change the way sparklines appear in your worksheet. Excel allows
sparkline'smarkers, style, type, and more.

3.7.4.1 To Display Markers

Oct.

48 690.00 ./

s
$18,749.00 — "/
$81m‘5-m —-"fh\\-".ﬁ
$20,114.00 —"

Ao

$10,733.00 ~ ./
$18,524.00 —~
$13,953.00 —
$15,275.00 ~~_
$13,085.00 _
$13,714.00 ~—/

$15,065.00 — .

you to customize a

Certain points on a 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 might be difficult to tell which values are the highest and lowest

points. Showing the High Point and Low Point will make them easier to identify.

1. Select the sparkline(s) that you want to change. If they are grouped in adjacent cells, you'll only need to click
on one sparkline to select them all.
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2. From the Design tab,
select HighPoint and Low Point.

“ HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW
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AT
M

Edit
Data~

Sparkling

WA e [

Line Column Win/
Loss

Type

G

$8,690.00
518,749.00

$8,046.00

$20,114.00| -

$10,733.00
$18,524.00

$13,953.00

515,275.00| ‘*a,f‘*a//

$13,085.00 —-\//
513,714.00| \"\/
$15,DE.5.DD| -/\/

Selecting

select the desired option(s) from

V| High Point
¥ Low Point

%\legative Points || Markers

Show

H I

M3

&L

SN

a group of sparklines

the Show group. In our example, we'll

DESIGN

First Point
Last Paint

NWIWW

Showing

the High and Low points on the sparklines

3. The sparkline(s) will update to show the selected markers.
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G H I

Oct.

-

-

$8 690.00 ./

518,749.00 -

$20,114.00 ——,

7
$10,733.00 '*4/\.J
$18,524.00 —,

£13,953.00 ”\/

$15,275.00 ~

;
$13,085.00 — .
$13,714.00 ~—/
$15,065.00 --f’“v/

The sparklines with high and low markers

3.7.4.2 Changing the Sparkline Style

1. Select the sparkline(s) that you want to change.
2. From the Design tab, click the More drop-down arrow.

SPARKLIME TOOLS

FORMULAS DATA REVIEW WIEW DESIGHM
First Point - ESparklinECDIDr*
Y
Last Point \/v\ \/\/ M \/\f M M - EMErkEFCD|Dr"
Markers

bya

Style
Clicking the More drop-down arrow
3. Choose the desired style from the drop-down menu.

N W AW RS
N WSS WA

Choosing a sparkline style
4. The sparkline(s) will update to show the selected style.
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<] H 1
i

SR GOSN O
SLE, TR A | — T
S8,.046.00 2
S0, LA OO —
S1LO, FII 00 L
S18, 5249 00
SA3,DSI OO0 - T
SAS, 2FS 06|
S13,085.00 8 ——
S13, FLA OO -

[LIS OSSO0

The new sparkline style

3.7.4.3 Changing the Sparkline Type

1. Select the Sparkline(s) that you want to change.
2. From the Design tab, select the desired Sparkline type. In our example, we'll select Column.

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN

' ' | High Paint First Paint
7 WA T g P
e . i +| Low Point Last Point '
Edit Line |Celumn| Win/ W

Megative Points Markers

Data - [}, Loss

Sparkline Type Show Style

Choosing a new sparkline type
3. The sparkline(s) will update to reflect the new type.

G H [
Oct.
$8,690.00 W M _ ]
$18,749.00 — _H_N I
58,046.00 _ _m__ I ]
$20,114.00 = — = = i
$10,733.00 W - I _1
518,524.00 — =— N i
$13,953.00 == _ | I
$15,275.00 = _m_ = I
$13,085.00 — —= = i
$13,714.00 m _ —_ [l |

515,065.00 -_-_-I
The new sparkline type
Some sparkline types will be better suited for certain types of data. For example, Win/Loss is best suited for data
where there could be positive and negative values (such as net earnings).
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3.7.5 Changing the Display Range

By default, each sparkline is scaled to fit the maximum and minimum values of its own data source: the maximum
value will go to the top of the cell and the minimum will go to the bottom. However, this doesn't show how high or
low the values are when compared to the other sparklines. Excel allows you to modify the sparkline display range,
which makes it easier to compare sparklines.
To Change the Display Range:
1. Select the sparklines that you want to change.

G H |

58,690.00 -_-_II

$18,749.00| = _H _NH I

$8,046.00| _ _m__ I L
520,1149.00| == — == = I
$10,732.00| m — I _-1
$18,524.00| — = —_ N I
$13,953.00| = =l _ | I
$15,275.00| m _m__ = I
$13,085.00) — = wm = I
g1z, 71400 m_ — M I

£15,065.00 __-_-I

Selecting a group of sparklines
2. From the Design tab, click the Axis command. A drop-down menu will appear.
3. Below Vertical Axis Minimum Value Options and Vertical Axis Maximum Value Options, select Same for

All Sparklines.
ESparkline Color - i@ Group
EMarker Color = -~ IEIUngrDup
Axis

- & Clear ~
Horizontal Axis Options
+  General &xis Type

Date Axis Type..

Show Axis
Blot Data Right-to-Left

Vertical Axis Minimum Value Options
Autornatic for Each Sparkline

+ Same for All Sparklines

Custom Value...
Vertical Axis Maximum Value Options
Autornatic for Each Sparkline

r\r Same for All Sparklines - I
s |

Custom Value...
Modifying the sparklines’ display range
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4. The sparklines will update to reflect the new display range. In our example, we can now use the sparklines to
compare trends for each salesperson.

Oct.

S8,690.00 - _—_mm
$18,749.00 = _m_m Il

5$8,046.00 _ —m_m
$20,114.00 = — = _ = ]
$10,733.00 = -0 __ N0
$18,524.00 — = _m
$13,953.00 — —m _N T
$15,275.00 = = 1
513,085.00 - e = [
$13,714.00 = _—_mN

$15,065.00 — = _m
The updated display range

Exercise 3.7
1. Open an existing Excel workbook.
2. Create a Sparkline on the first row of data. If you are using the example, create a Sparkline for the first

salesperson on row 3.

Use the fill handle to create spark lines for the remaining rows.
Create markers for the High Point and Low Point.

Change the Sparkline type.

o v AW

Change the Display Range to make the spark lines easier to compare.
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CHAPTER FOUR

4. Doing More with Excel

4.1 Track Changes and Comments

4.1.1 Introduction

Suppose someone asked you to proofread or collaborate on a workbook. If you had a printed copy, you might use a
red pen to edit cell data, mark spelling errors, or add comments in the margins. Excel allows you to do all of these
things electronically using the Track Changes and Comments features.

4.1.2 Understanding Track Changes

When you turn on the Track Changes feature, every cell you edit will be highlighted with a unique border and
indicator. Selecting a marked cell will show the details of the change. This allows you and other reviewers to see
what's been changed before accepting the revisions permanently.

C D E F G H
‘Item iFacilitator

=lcome ‘Execteam

Tracked change ‘Garth

nships exercise iGarth, Dean, Liz

{]:1513reak :

z:mkadv Falls hike (strategy game?) rl'vler

1:00iunch (with strategy game team) Javier Flores, 4/15/2013 11:13 AM:
0: rategy debrief Julia o Changed cell E8 from 'TBD' to "Julia’.
1:OGrGetting to know your team See Lizf‘lnfa

1:00i5trengths exercise
O:ISrBreakanack

0:45 Redwoods hike
1:00i{Team building exercise Selectacell to see a
2:00;Dinner summary of the changes

12:00

A

worksheet with tracked changes
There are some changes that Excel cannot track. Before using this feature, you may want to review Microsoft's list
of changes that Excel does not track or highlight.
You cannot use Track Changes if your workbook includes tables. To remove a table, select it, click the Design tab,
and then click Convert to Range.
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4.1.3 Turning on Track Changes

1. From the Review tab, click the Track Changes command and then select Highlight Changes... from the drop-
down menu.

FORMULAS DATA REVIEW VIEW

IJ |j |j £ Show/Hide Comment gjﬁ |£—f—| | ‘24 Protect and Share Workbook

I Show All Comments - %A”GW Users to Edit Ranges
Delete Previous Mext Protect Protect Share

3 Show Ink Sheet Workbook Workbook | T1ack Changes =
Comments Ch [ Highlight Changes...
| }@ Accept/Reject Changes

Selecting Highlight Changes...

2. The Highlight Changes dialog box will appear. Check the box next to Track changes while editing. Verify the
box is checked for Highlight changes on screen, then click OK.

EIratIc changes while editing. This also shares your workboolk, |

Highlight which changes
Whepn: | Al

[1wha: | Everyone

[ where: |

r Highlight changes on screen l
| |'List changes on a new sheet

Turning on Track Changes
3. If prompted, click OK to allow Excel to save your workbook.

& This action will now save the workbook, Do you want to continue?

Clicking OK to save the workbook
4. Track Changes will be turned on. A triangle and border color will appear in any cell you edit. If there are
multiple reviewers, each person will be assigned a different color.
5. Select the edited cell to see a summary of the tracked changes. In our example below, we've changed the content
of cell E11 from "?" to "Tyler".
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4
EFal:iIitalor
1:00:iBreakfast, welcome iExec team
0:30Introduction :Garth
1:00Work relationships exercise EGarth, Dean, Liz
0:15:Break 5

2:00iCady Falls hike (strateg
1:00:Lunch (with stra
0:15iStrategy debglef

game team)

EFai:iIitalor
iExecteam
Garth

EGarth, Dean, Liz

iBreakfast, welcome
‘Introduction

iWork relationships exercisé
:Break

: : Javier Flores, 4/15/2013 10:23 AM:
iCady Falls hike (strategy game? Tyler Yy Changed cell E11 from "7 to "Tyler'
‘Lunch (with strategy game team) |

‘Strategy debrief iTBD

7 ESEE Liz for info

EStrengthE exercise

' Using the Track Changes feature

When you turn on Track Changes, your workbook will be "shared" automatically. Shared workbooks are designed to
be stored where other users can access and edit the workbook at the same time, such as a network. However, you can
also track changes in a local or personal copy, as seen throughout this lesson.

4.1. 4 Listing Changes on a Separate Worksheet

You can also view changes on a new worksheet, sometimes called the Tracked Changes history. The history lists
everything in your worksheet that has been changed, including the "old value" (previous cell content) and the "new
value™ (current cell content).
1. Save your workbook.
2. From the Review tab, click the Track Changes command and then select Highlight Changes... from the drop-
down menu.

FORMULAS DATA REVIEW VIEW

« > 4 Show/Hide Comment @ ‘&5 Protect Shared Workbook
) 52 Show All Comments '—T-‘A'IIDW Users to Edit Ranges
Delete Previous MNext Protect Protect Share -
. Show Ink Sheet Workbook Workbook |3 Track Changes ~
Comments Cha [Z» Highlight Changes...

ﬁ Accept/Reject Changes

Selecting Highlight Changes...
3. The Highlight Changes dialog box will appear. Check the box next to List changes on a new sheet, then
click OK.
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Track changes while editing. This also shares your workbook.

Highlight which changes
[¥] When: | Al
|:|Whg: |E\rer],rc|r1e

[+#]:List changes on a new sheeti

Listing changes on a new worksheet and clicking OK
4. The tracked changes will be listed on their own worksheet, called History.

; B _ C | o | E | F _ G H | I
Action New Old

1 Number - Date |~ |.T-ImE = |Who E |Change [+ :.Sheet |- |.Flange - |.VEI|IIE [+ :."-I"ill-lE? bl

2 114/15/2013 11:21 AM Javier Flores Cell Change Agenda Planner E6 Tyler ?

3 2 4/15/2013 11:21 AM Javier Flores Cell Change Agenda Planner E8 Julia TBD

4 3 4/15/2013 11:21 AM Javier Flores Cell Change Agenda Planner D3 Getting to know your team 7?7

3 4 4f15/2013 11:21 AM Javier Flores Cell Change Agenda Planner D11 Break/snack Break

6

7 The history ends with the changes saved on 4/15/2013 at 11:21 AM.

8

Agenda Planner | History () ]
A summary of all changes on their own worksheet
To remove the History worksheet from your workbook, you can either save your workbook again or uncheck the box
next to List changes on a new sheet in the Highlight Changes dialog box.

4.1.5 Reviewing Changes

Tracked changes are really just "suggested” changes. To become permanent, the changes must be accepted. On the
other hand, the original author may disagree with some of the tracked changes and choose to reject them.
To Review Tracked Changes
1. From the Review tab, click Track Changes and then select Accept/Reject Changes from the drop-down menu.

FORMULAS DATA REWVIEW VIEW
* —=> L4 Show/Hide Comment @ &3 Protect Shared Workbook
i I Show All Comments I;";1'\”\:!'«»\.-' Users to Edit Ranges
Delete Prewvious Mext Protect Protect Share -
&5 Show Ink Sheet Workbook Weorkbook 5 Irack Changes =
Comments Cha [ Highlight Changes...

ﬁ Accept/Reject Changes [:5\

Selecting Accept/Reject Changes

2. If prompted, click OK to save your workbook.
3. A dialog box will appear. Make sure the box next to the When: field is checked and set to Not yet reviewed,
then click OK.
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Which changes

When: | Mot yet reviewed|

[ who: |E\rer1ror1e

[] where: |

Clicking OK
4. A dialog box will appear. Click Accept or Reject for each change in the workbook. Excel will move through
each change automatically until you have reviewed them all.

B C D , E F
10:30 AN 1:00:Work relationships exercise iGarth, Dean, Liz
10:45 AMi 0:15{Break
12:45 PM 2:00iCady Falls hike (strategy game?) rT\r_Ier

1:45 PM 1:00i Lunch (with strategy game team)

2:00 P 0:15istrategy debrief iTBD

3:00 PM 1:00iGetting to know your team iSee Liz for info

4:00 PM; 1:00iStrengths exercise i
4:15 PM

5:00 PMA

6200 PM . Change 1 of 2 made to this document:
2:00 PM Javier Flores, 4/15/2013 10:33 AM:

Changed cell E6 from "7 to "Tyler'.

Accept || | Reject | | AcceptAll | | RejectAll | Close

Accepting a change
5. Even after accepting or rejecting changes, the tracked changes will still appear in your workbook. To remove
them completely, you'll need to turn off Track Changes. From the Review tab, click Track Changes and then
select Highlight Changes... from the drop-down menu.

FORMULAS  DATA  REVIEW = VIEW

\J \j |_g 147 Show/Hide Comment Lc| H:c| ‘ ‘g Protect Shared Workbook

@E.huwﬁ.ll Comments i '-_' Allow Users to Edit Ranges

Delete Previous Mext Pratect Protect Share o
* 15 Showink Sheet Workbook Workbook 1# Track Changes
Comments Cha [+ Highlight Changes..

| %] Accept/Reject Changes

Clicking Highlight Changes...
6. A dialog box will appear. Uncheck the box next to Track changes while editing, then click OK.
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|:|§1'ra|:lc changes while editing. This also shares your workbook,

Highlight which changes
When: | Al

|:|thu: |E1.rer3r::|ne

|:| Where: |

Highlight changes on screen
|:| List changes on a new sheet

Turning off Track Changes
7. Click Yes to confirm that you want to turn off Track Changes and stop sharing your workbook.

This action will remove the workbook from shared use. The change histary will be erased, and other users who are editing this warkhook will not be able o save their changes, even i you
thade this workboak sgain,

0 Remiwe the workhaok from thared use!

+ To make the workbook excluwshve, dick Tes.
+To cancel and return to shared made, digk Ha,

. mn L Ne
Confirming that Track Changes will be turned off
To accept or reject all the changes at once, click Accept All or Reject All in the Accept or Reject Changes dialog
box.
Turning off Track Changes will remove any tracked changes in your workbook. You will not be able to view, accept,
or reject changes; instead, all changes will all be accepted automatically. Always review the changes in your
worksheet before turning off Track Changes.

4.1.6 Comments

Sometimes, you may want to add a comment to provide feedback instead of editing the contents of a cell. While
often used in combination with Track Changes, you don't necessarily need to have Track Changes turned on to use
comments.

4.1.6.1 Adding a Comment

1. Select the cell where you want the comment to appear. In our example, we'll select cell ES.
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A B C D E F

Facilitator

1

2 8:00 AM 9:00 AM ! 1:00;Breakfast, welcome ‘Exec team

3 9:00 AM 9:30 AM 0:30!Introduction iGarth

4 9:30 AME 10:30 AM! 1:00{Work relationships exercise EGarth, Dean, Liz
5 10:30 AMi  10:45 AMi 0:15!Break

& 10:45 AM: 12:45 PM! 2:00iCady Falls hike (strategy game?) ﬁ'yler

7 12:45 PM: 1:45 PM 1:00iLunch (with strategy game team)

8 1:45 PM 2:00 PM 0:15!Strategy debrief TED cCa

g 2:00 PME 3:00 PM l:eretting to know your team See Liz forinfo
10 3:00 PM 4:00 PM| 1:00iStrengths exercise :

1 4:00 PM 4:15 PM: 0:15:Break :

12 4:15 PM! 5:00 PM! 0:45iRedwoods hike ‘Dean

13 5:00 PM! 5:00 PM| 1:00iTeam building exercise !Garth, exec team
14 6:00 PM| 8:00 PM: 2:00:Dinner ’

15 | Total 12:00

Selecting cell E8
2. From the Review tab, click the New Comment command.

iE LAYOUT FORMULAS DATA REVIEW VIEW

= -> 4 Show/Hide Comment
_ ||=|__p|5howhll Comments
Mlew I} Delete Previous Mext
Comment £ Show Ink
Comments

Clicking the New Comment command
3. A comment box will appear. Type your comment, then click anywhere outside the box to close the comment.

C D E F G H
: Facilitator
1:00:Breakfast, welcome ‘Exec team
0:30iIntroduction ‘Garth
1:00i{Wark relationships exercise EGarth, Dean, Liz
0:15iBreak
2:00iCady Falls hike (strategy game?) Tyler
1:00§Lunch {with strategy game team) Javier Fh}he?;:
0:15:Strategy debrief ‘TED Julia might be willing to
1:00rGettingt0 know your team See Liz for info oflea| [ H
1:00:iStrengths exercise
0:15iBreak |
0:45:Redwoods hike EDean
1:00iTeam building exercise EGarth, execteam
2:00iDinner :
12:00

Adding a comment
4. The comment will be added to the cell, represented by the red triangle in the top-right corner.
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A B C D E
1 - ‘Facilitator
2 8:00 AME 9:00 AM! 1:00!Breakfast, welcome EExec team
3 9:00 AM! 9:30 AM; 0:30/Introduction Garth
4 9:30 AME 10:30 AM! 1:00Work relationships exercise éGarth, Dean, Liz
5 10:30 AM:  10:45 AM 0:15/Break f
& 10:45 AM! 12:45 PM: 2:00!Cady Falls h Tyler
7 12:45 PM 1:45 PM 1:00:Lunch (with Comment i
8 1:45 PM 2:00 PM 0:15:Strategy dek indicator TBD
g 2:00 PM? 3:00 PM: 1:00 rG ettingto k See Liz forinfo
10 3:00 PM 4:00 PM 1:00!5trengths exercise oo
1 4:00 PM! 4:15 PM: 0:15:Break :
12 4:15 PM! 5:00 PM 0:45Redwoods hike :Dean
13 5:00 PME :00 PM! 1:00: Team building exercise éGarth, exec team
14 6:00 PM! 8:00 PM 2:00iDinner ’
15 |Total 12:00
The added comment
5. Select the cell again to view the comment.
C D E F G
: :Facilitator
1:00iBreakfast, welcome ‘Exec team
0:30iIntroduction Garth
1:00{Work relationships exercise EGarth, Dean, Liz
0:15Break
2:00iCady Falls hike (strategy game?)  [Tyler
1:00iLunch (with strategy game team) ! L-[Javier Flores:
0:15:Strategy debrief TBD op Julia might be willing to
1:DﬂrGetting to know your team See Liz for info lead this activity...
1:00iStrengths exercise :
0:15:Break :
0:45:Redwoods hike :Dean
1:00iTeam building exercise EGarth, execteam
2:00iDinner :
12:00

Selecting a cell to view a comment

4.1.6.2 Editing a Comment

1. Select the cell containing the comment you wish to edit.
2. From the Review tab, click the Edit Comment command.

iE LAYOUT FORMULAS DATA REVIEW VIEW

E/pj. XIJ S Ij 24 Show/Hide Cormment

|__plShowAII Comments
Edit l} Delete Previous Mext

Comment
Comments
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Clicking the Edit Comment command
3. The comment box will appear. Edit the comment as desired, then click anywhere outside the box to close the

comment.
C D E F G H
: ‘Facilitator
1:00:Breakfast, welcome EExec team
0:30iIntroduction Garth
1:00 Work relationships exercise EGarth, Dean, Liz
0:15:Break
2:00iCady Falls hike (strategy game?)  [Tyler
1:Dﬂ§Lunch (with strategy game team) Javier Florel:";:
0:15:Strategy debrief ‘TED Julia might be willing to
1:00(Getting to know your team See Liz forinfo rjlead this activity... al
1:00:Strengths exercise ’ b S L
: i glad tol| |
0:15:Break |
0:45:Redwoods hike EDean
1:00iTeam building exercise EGarth, execteam
2:00:Dinner ;
12:00

Editing a comment

4.1.6.3 Showing or Hiding Comments

1. From the Review tab, click the Show All Comments command to view every comment in your worksheet at the
same time.

E LAYOUT FORMULAS DATA REVIEW WIEW

IJ Ij Ij 4 Show/Hide Comment

|__p|5huw All Comments
Mew [elete Previous Mext
Comment /‘é Show Ink
Comments

Clicking the Show All Comments command
2. All comments in the worksheet will appear. Click the Show All Comments command again to hide them.
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D E F G H

EBreakfaﬁt, welcome éExecteam
{Introduction ‘Garth
§Wc|rk relationships exercise éGar‘th, Dean, Liz
iBreak '
§ i ? .
;Cad',r Falls hike (strategy game?) Javier Flores:
Lunch (with strategy game team) | |Ithink the game during avier Flores: Julia
H A - = E
iStrategy debrief Jfthe hike will be enough—- iabt he willing to lead

- we don't nead two back- his activity
rGettmgtcu know your team SEm—back ulia Fillo sure. I'd be
iStrengths exercise : I Tiad o ry: ,
Iﬁireakﬁnack Javier Flores:
iRedwoods hike :DqHow many miles is this
iTeam building exercise G hike? We'll need to make
o *—{sure to allot enough
‘Dinner Himel

|
Viewing all comments at the same time
You can also choose to show and hide individual comments by selecting the desired cell and then clicking the
Show/Hide Comment command.

iE LAYOUT FORMULAS DATA REVIEW WVIEW

E‘ﬁ D S D 4 Show/Hide Comment
] ] 5 Show All Cu:urr%ent:
Edit Delete Previous Mext

L3 Show Ink

Cormment
Comments
% Lunch (with strategy game team)

C D E
1:00:Breakfast, welcome EExecteam
0:30!Introduction ‘Garth
1:00iWork relationships exercise EGar‘th, Dean, Liz
0:15:Break :

2:00:Cady Falls hike (strategy game?) IJavier Flores:
1:00|Lunch {with strategy game team) ;_ I think the game during

0:15:Strategy debrief Jythe hika: will be enough-
1:DDrGeﬁing to know your team Seg?biiﬂ Eneed two back-
1:00:5trengths exercise :
0:15 ﬁiireal-r.,fﬁnacl-c
0:45:Redwoods hike ‘Dean
1:DD§Team building exercise EGar‘th, exec team
E:DDEDinner ;

12:00

Showing and hiding individual comments
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4.1.6.4 Deleting a Comment

1. Select the cell containing the comment you wish to delete. In our example, we'll select cell E8.

C D E F G
: :Facilitator
1:00:Breakfast, welcome EExec team
0:30! Introduction  Garth
1:00Work relationships exercise EGarth, Dean, Liz
0:15:Break
2:00iCady Falls hike (strategy game?) ETyrIer
1:00:Lunch (with strategy game team) : J“[7avier Hores:
ﬂ:lSiStrateg';r debrief Julia li;l | Julia rmight be willing to
1:00iGetting to know your team :See Liz for info lead this activity...
1:00iStrengths exercise E Julia Filory: Sure, I'd be
: glad to!
0:15:Break :
0:45:Redwoods hike EDean
1:00iTeam building exercise EGarth, execteam
2:00:Dinner :
12:00

Selecting cell E8
2. From the Review tab, click the Delete command in the Comments group.

ELAYOUT FORMULAS DATA REVIEW VIEW

E{;J IJ Ij gﬁShﬂwaldeComment

|__p| Show &ll Comments

Edit Delete Previous MNext
Comment £ Show Ink

Comments
Clicking the Delete command

3. The comment will be deleted.

: EFa{:iIitalor
1:00:Breakfast, welcome EExec team
0:30! Introduction \Garth
1:00:Work relationships exercise EGarth, Dean, Liz
0:15!Break :

2:00iCady Falls hike (strategy game?) ETyrIer

1:00!Lunch (with strategy game team)

0:15!5trategy debrief Julia i
1:00i Getting to know your team iSee Liz forinfo
1:00iStrengths exercise :

0:15:Break :

0:45:Redwoods hike ‘Dean

1:00:Team building exercise §Garth, execteam
2:00:Dinner :
12:00
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After deleting the comment

Exercise 4.1

Open an existing Excel workbook.

Turn on Track Changes.
Delete, add, or edit the text in several cells. Notice how the edited cells are highlighted.

Accept all of the tracked changes and then turn off Track Changes.
Add a few comments to different cells in your worksheet.
Show all of the comments, then hide them.

o vk wneE

4.2 Finalizing and Protecting Workbooks
Before sharing a workbook, you'll want to make sure that it doesn't include any spelling errors or information that you
wish to keep private. Fortunately, Excel includes several tools to help finalize and protect your workbook, such

as Spell Check and the Document Inspector.

4.2.1 Using Spell Check

1. From the Review tab, click the Spelling command.
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

ABC 7 == = -7 Show/Hide C
V iq = E%S IJ 7 Show/Hide Comment
) ] 5 Show All Comments
Spelling Research Thesaurus = Translate New  Delete Previous Mext
% Comment -3 Show Ink
Proofing Language Camments Clicking the

Spelling command
2. The Spelling dialog box will appear. For each spelling error in your worksheet, Spell Check will try to offer

suggestions for the correct spelling. Choose a suggestion and then click Change to correct the error.
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6 . éFaciIitator
7 8:00 AM: 9:00 AM 1:00:Breakfast, welcome \Execteam
] 9:00AM!  9:30 AM: 0:30iIntroduction 'Garth
9 9:30 AM: 10:30 AM! 1:00|Work relationships exerecise Garth, Dean, Liz
10 10:30AM:  10:45AM; 0:15:Break !
1 10:45AM!  12:45PM! 2:00:Cady Falls hike (stratgy game?)  Tyler
12 12:45 PM! 1:45 PMi 1:00:Lunch (with strategy game team)
13 a
14 : Liz for info
15 Mot in Dictionary:
16 EXErecise | | lgnore Cnce |
7 | lgnore All | in
18 h, execteam
10 Add to Dictionary
20 Suggestions:
. I\ Chanoe
exercised
77 exercises Change All
73 EXErciser
24 | AutoCorrect |
25 Dictionary language: | English (United States) El
26 Dptions.. Undo Last
27
28

Using Spell Check to correct spelling errors

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

A Spell check complete, You're good to go!

Closing Spell Check

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

4.2.2 Ignoring Spelling ""Errors"

Spell Check isn't always correct. It will sometimes mark certain words as incorrect, even if they're spelled correctly.
This often happens with names, which may not be in the dictionary. You can choose not to change a spelling "error"
using one of three options:
e Ignore Once: This will skip the word without changing it.
e Ignore All: This will skip the word without changing it and also skip all other instances of the word in your
worksheet.
e Add: This adds the word to the dictionary so it will never appear as an error again. Make sure the word is
spelled correctly before choosing this option.
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4.2.3 Document Inspector

Whenever you create or edit a workbook, certain personal information may be added to the file automatically. You
can use the Document Inspector to remove this kind of information before sharing a workbook with others.
Because some changes may be permanent, it's a good idea to save an additional copy of your workbook before using
the Document Inspector to remove information.
To Use the Document Inspector:
1. Click the File tab to access Backstage view.
2. From the Info pane, click Check for Issues and then select Inspect Document from the drop-down menu.

Team Building Retreat - Excel

INnfo

Team Building Retreat

My Docurments

Protect Workbook
} Control what types of changes people can make to this workbook.
Protect
Warkboolk ~
@ INnspect Workbook

Before publishing this file, be aware that it contains:
Content that people with disabilities are unable to read
A zetting that automatically remowves properties and personal information

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

i
Ij% Check Accessibility

ed in your file

Account

Check the workbook for content that people
with disabilities might find difficult to read. if this file.

Crptions

Check Compatibility
Check for features not supported by earlier
wersions of Excel.

Clicking Inspect Document
3. The Document Inspector will appear. Check or uncheck the boxes, depending on the content you wish to
review, then click Inspect. In our example, we'll leave everything selected.
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To check the document for the selected content, click Inspect.

Comments and Annotations
Inspects the document for comments and ink annotations.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Data Model
Inspects Data Model for embedded data that may not be visible on the sheets,

Content Apps
Inspects for Content apps saved in the document body.

Task Pane Apps
Inspects for Task Pane apps saved in the document.

Custom XML Data
Inspects for custom XML data stored with this document.

Headers and Footers
Inspects the workbook for information in headers and footers.

HidAdamn Dooare amd Colinnnme

Inspecting the workbook
4. The inspection results will appear. In our example, we can see our workbook contains some personal
information, so we'll click Remove All to remove that information from the workbook.

Review the inspection results.

° Comments and Annotations
Mo items were found.

Drocument Properties and Personal Information Remove All

The following document information was found:
* Document properties

* Author

* Absolute path to the workbook

Data Model
Mo embedded data found in the Data Model.

Content Apps
wWe did not find any Content apps for Office.

Task Pane Apps
We did not find any Task Pane apps for Office.

Custom XML Data
Mo custom XML data was found.

Headers and Footers

Bl haadare nr fontare sarara foaoanmd

1 Mote: Some changes cannot be undone.

| Reinspect | | Clase

Removing personal information from the workbook
5. When you're done, click Close.
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Review the inspection results.

e Comments and Annotations
Mo items were found.

G Document Properties and Personal Information
Document properties and personal information were successfully removed,

Data Model
Mo embedded data found in the Data Model.

Content Apps
We did not find any Content apps for Office,

Task Pane Apps
We did not find any Task Pane apps for Office,

Custom XML Data
Mo custom XML data was found,

Headers and Footers
Mo headers or footers were found.

™ Hidden Rows and Columns

1 MNote: Some changes cannot be undone.

Reinspect | | ;Inie

Closing the Document Inspector

4.2.4 Protecting Your Workbook

By default, anyone with access to your workbook will be able to open, copy, and edit its content unless you protect
it. There are many different ways to protect a workbook, depending on your needs.
To Protect Your Workbook:
1. Click the File tab to access Backstage view.
2. From the Info pane, click the Protect Workbook command.
3. In the drop-down menu, choose the option that best suits your needs. In our example, we'll select Mark as
Final. Marking your workbook as final is a good way to discourage others from editing the workbook, while the
other options give you even more control, if needed.
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Tearn Building Retreat - Excel

Info

Team Building Retreat

My Documents

Protect Workbook

Control what types of changes people can make to this workbook,

E:, Mark as Final
2 Let readers know the workbook is final and
make it read-only. I}

Encrypt with Password that it contains:
Require a password to open this workbook,  Jilities are unable to read
noves properties and personal information -

Protect Current Sheet
=

Control what types of changes people can
make to the current sheet,

ved in your file

Account

Protect Workbook Structure
=

_ Prevent unwanted changes to the structure
Options of the workbook, such as adding sheets, of this file.

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

D Add a Digital Signature

ﬁ Ensure the integrity of the workbook by

adding an invisible digital signature.

Browser View
Options
Selecting Mark as Final

4. A dialog box will appear prompting you to save. Click OK.

rorkbook is viewed on the Web.

i This warkbaook will be marked as final and then saved,

—_—

Clicking OK to save the workbook
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5. Another dialog box will appear. Click OK.

This document has been marked as final to indicate that editing is complete and that this is the final version of the document.

When a document is marked as final, the status property is set to “Final” and typing, editing commands, and proofing marks are turned off.
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar.

[ Don't show this message again

Clicking OK
6. The workbook will be marked as final.
H © > = Teamn Building Retreat [Read-Only] -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
0 MARKED AS FINAL An author has marked this workbook as final to discourage editing.

C25 - J=

A C . D E F

B L
e b Event:iTeam Building Retreat
p i il BICOFUELS Location:i{Waverly Point Nature Preserve

FRE VR S

Date:iSaturday, August 10, 2013

AGENDA PLANNER

5 —

A workbook marked as final

Marking a workbook as final will not prevent someone from editing it. If you want to prevent people from editing it,
you can use the Restrict Access option instead.

Exercise 4.2

1. Open an existing Excel workbook.
Run the Spell Check to correct any spelling errors in the workbook.
Use the Document Inspector to check the workbook. If you are using the example, remove all personal
information from the workbook.

4. Protect the workbook by marking it as final.

4.3 Conditional Formatting

Imagine that you have a worksheet with thousands of rows of data. It would be extremely difficult to see patterns and
trends just from examining the raw information. Similar to charts and sparklines, conditional formatting provides
another way to visualize data and make worksheets easier to understand.

4.3.1 Understanding Conditional Formatting

Conditional formatting allows you to automatically apply formatting—such as colors, icons, and data bars—to one
or more cells based on the cell value. To do this, you'll need to create a conditional formatting rule. For example, a
conditional formatting rule might be: "'If the value is less than $2,000, color the cell red.” By applying this rule,
you'd be able to quickly see which cells contain values under $2,000.
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N B c o E
Salesperson May June Jully Aug.
Albertson, Kathy $3,947.00 $557.00 S$3,863.00 $51,117.00
Allenson, Carol $4,411.00 S51,042.00 $9,355.00 51,100.00
Altrman, Zoey $2,521.00 $3,072.00 S$6,702.00 52,116.00
Bittiman, Williarm $4,752.00 $3,755.00 $4,415.00 S1,089.00
Brennan, Michael $4,964.00 $3,152.00 $11,601.00 S1,122.00
Carlson, Dawid $2,327.00 $4,056.00 $3,726.00 51,135.00
Collman, Harry $3,967.00 54,906.00 S$9,007.00 52,113.00
Counts, Elizabeth $4,670.00 $521.00 S$4,505.00 $1,024.00
10 | Dawvid, Chloe $3,379.00 $3,428.00 S$3,973.00 51,716.00

Conditional formatting marking values less than $2000

WM =

0o o= mowm

4.3.2 Creating a Conditional Formatting Rule

In our example, we have a worksheet containing sales data and we'd like to see which salespeople are meeting their
monthly sales goals. The sales goal is $4,000 per month, so we'll create a conditional formatting rule for any cells
containing a value higher than 4000.

1. Select the desired cells for the conditional formatting rule.

Salesperson
Albertson, Kathy
Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry
Counts, Elizabeth
10 | David, Chloe

7= TR - - IS T - T T I S TY Iy (%

B C

D E

May June

July Aug.

$3,947.00 $557.00
$4,411.00 $1,042.00
$2,521.00 $3,072.00
$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 $521.00
$3,379.00 $3,428.00

$3,863.00 $1,117.00
$9,355.00 $1,100.00
$6,702.00 $2,116.00
$4,415.00 $1,089.00
$11,601.00 $1,122.00
$3,726.00 $1,135.00
$9,007.00 $2,113.00
$4,505.00 $1,024.00
$3,973.00 $1,716.4|

Selecting the desired cells
2. From the Home tab, click the Conditional Formatting command. A drop-down menu will appear.

3. Hover the mouse over the desired conditional formatting type and then select the desired rule from the menu

that appears. In our example, we want to highlight cells that are greater than $4,000.
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E% Normal Bad Good -

MNeutral | Calculation | Check Cell ’;

Top/Bottom Rules » ?E' Less Tha
| R ow R .
-£-| DataBars > | B Between..
Color Scales b ﬁ Equal To
= =
_ ]
=1 Icon Set -  Text that Contains...
= - fab] —
] MewRule... E,_ = A Date Occurring...

Ed=d |

i

E:"" Clear Rules
[E] Manage Rules...

Duplicate Values...

More Rules...

Selecting a conditional formatting rule
A dialog box will appear. Enter the desired value(s) into the blank field. In our example, we'll enter 4000 as our

value.
Select a formatting style from the drop-down menu. In our example, we'll choose Green Fill with Dark Green

Text, then click OK.

Format cells that are GREATER THAN:

4000 with | Green Fill with Dark Green Text | |

oK N | Cancel |

Creating a conditional formatting rule
The conditional formatting will be applied to the selected cells. In our example, it's easy to see which
salespeople reached the $4,000 sales goal for each month.

227
March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual

A B C D E
Salesperson May June July Aug.
z |Albertson, Kathy $3,947.00 S$557.00 $3,863.00 $1,117.00
3 |Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
4 Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00

Bittiman, William $4,752.00 $3,755.00 54,415.00 $1,089.00

(]

& |Brennan, Michael  $4,964.00 $3,152.00 $11,601.00 $1,122.00
7 |Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
= |Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
o |Counts, Elizabeth $4,670.00 $521.00 $4,505.00 $1,024.00
10 | David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.00

Conditional formatting applied to the data
You can apply multiple conditional formatting rules to a cell range or worksheet, allowing you to visualize different
trends and patterns in your data.

A B C D E
Salesperson May June July Aug.
> |Albertson, Kathy $3,947.00 $557.00 $3,863.00 $1,117.00
5 |Allenson, Carol $4,411.00 $1,042.00 $9,355.00 $1,100.00
4 | Altman, Zoey $2,521.00 $3,072.00 $6,702.00 $2,116.00

Bittiman, William $4,752.00 $3,755.00 $4,415.00 $1,089.00

Ln

& Brennan, Michael $4,964.00 $3,152.00 $11,601.00 $1,122.00
7 | Carlson, David $2,327.00 $4,056.00 $3,726.00 $1,135.00
s  Collman, Harry $3,967.00 $4,906.00 $9,007.00 $2,113.00
o Counts, Elizabeth $4,670.00 $521.00 $4,505.00 $1,024.00
10 David, Chloe $3,379.00 $3,428.00 $3,973.00 $1,716.00

A worksheet with multiple conditional formatting rules

4.3.3 Removing Conditional Formatting

1. Click the Conditional Formatting command. A drop-down menu will appear.
2. Hover the mouse over Clear Rules and choose which rules you wish to clear. In our example, we'll select Clear
Rules from Entire Sheet to remove all conditional formatting from the worksheet.
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l;‘l Mormal

Caonditional Format as
Formatting~ Table -

Bad Good

Neutral |Ca culation | (

—| Styles
Highlight Cells Rules »
RS Highlig

o] —

Data Bars

]

-

-
| -

-]
—| Color Scales

il B

lcon Sets

[E] Mew Rule..
2 Clear Rules
[ Manage Rules...

T Top/Bottom Rules »

k Clear Rules from Selected Cells

Clear Rules from Entire Sheet

N

Removing conditional formatting rules
3. The conditional formatting will be removed.

A
1 | Salesperson
Albertson, Kathy
Allenson, Carol
Altman, Zoey
Bittiman, William

S VS I L

Ln

Brennan, Michael

Collman, Harry
Counts, Elizabeth
10 David, Chloe

6
7 |Carlson, David
8
g

B C

May June
$3,947.00 $557.00
$4,411.00 $1,042.00
$2,521.00 $3,072.00
$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 $521.00
$3,379.00 $3,428.00

D E
July Aug.
$3,863.00 $1,117.00
$9,355.00 $1,100.00
$6,702.00 $2,116.00
$4,415.00 $1,089.00
$11,601.00 $1,122.00
$3,726.00 51,135.00
$9,007.00 $2,113.00
$4,505.00 $1,024.00
$3,973.00 $1,716.00

The conditional formatting removed from the worksheet

Click Manage Rules... to edit or delete individual rules. This is especially useful if you have applied multiple

rules to a worksheet.
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Show formatting rules for: ||Thi5 Tahle

[v]

7< Delete RuIi’r\J -
By

E;3 Mew Rule... v

[ Edit Rule...

Rule [applied in order shown)  Format

AaBbCcYyZz
AaBbCcYyZz

Applies to Stop If True

[
[

Cell Value « 2000 =5B52:5E510

Cell Value > 4000 | =$BSZ:SESTO

Deleting an individual rule
4.3.4 Conditional Formatting Presets

Excel has a number of pre-defined styles, or presets, that you can use to quickly apply conditional formatting to your
data. They are grouped into three categories:

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

 $3.863.00 $1,117.00  $8237.00  $8,690.00

. $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

Data Bars
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.

$3,863.00 $8,237.00  $8,690.00

$9,355.00 $10,185.00  $18,749.00

$6,702.00 $1345200  $8,046.00

$4,415.00 $4,404.00  $20,114.00
Color Scales

Icon Sets add a specific icon to each cell based on its value.
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4 $3,863.00 J151,117.00 <4 $8,237.00 4 $8,690.00
94 $9,355.00 J1$1,100.00 $4510,185.00 4 $18,749.00
%4 $6,702.00 J152,116.00 /1513,452.00 <4 $8,046.00
b 54,415.00 J151,089.00 4} 54,404.00 4 520,114.00

Icon Sets

4.3. 5 Using Preset Conditional Formatting

1. Select the desired cells for the conditional formatting rule.

1 Salesperson
Albertson, Kathy
Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry
Counts, Elizabeth
10 | David, Chloe

LT-JO - - T R - TN T N -SSR TY R €

B C

D E

May June

July Aug.

$3,947.00, S$557.00
$4,411.00 $1,042.00
$2,521.00 $3,072.00
$4,752.00 $3,755.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00
$4,670.00 $521.00
$3,379.00 $3,428.00

$3,863.00 $1,117.00

$9,355.00 $1,100.00
$6,702.00 $2,116.00
$4,415.00 $1,089.00
$11,601.00 $1,122.00
§3,726.00 $1,135.00
$9,007.00 $2,113.00
54,505.00 $1,024.00

$3,973.00 $1,716.4|

the desired cells

2. Click the Conditional Formatting command. A drop-down menu will appear.

3. Hover the mouse over the desired preset and then choose a preset style from the menu that appears.
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? Mormal Bad Good
L B '
Conditional Format as | Neutral Calculation Check Cell -
Formatting= Table~
_— Styles
. E ﬂ Highlight Cells Rules » |
| |
:é! Top/Bottom Rules  » ' i N 5
& DataBars 3
R
=1 lcon Sets | BeH BeH A
g B E
3

E; Clear Rules
[E] Manage Rules..

More Rules..,

=

Applying a preset conditional formatting rule
4. The conditional formatting will be applied to the selected cells.

A

B C D E

Salesperson
Albertson, Kathy
Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry
Counts, Elizabeth
David, Chloe

May June July Aug.
$4,411.00
$2,521.00 $3,072.00 $6,702.00 $2,116.00
$4,752.00 $3,755.00 $4,415.00
$4,964.00 $3,152.00
$2,327.00 $4,056.00
$3,967.00 $4,906.00

$4,670.00 $4,505.00
$3,379.00 $3,428.00 $3,973.00

The applied conditional formatting preset
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Exercise 4.3

Open an existing Excel workbook.
Apply conditional formatting to a range of cells with numerical values. If you are using the example, apply a
rule for the sales data (cells B3:G23) that will fill cells with green if their values are over $9,000.
3. Apply a second conditional formatting rule to the same set of cells. If you are using the example, apply
a preset conditional formatting rule.
4. Clear all conditional formatting rules from the worksheet.

4.4 Pivot Tables
When you have a lot of data, it can sometimes be difficult to analyze all of the information in your
worksheet. PivotTables can help make your worksheets more manageable by summarizing data and allowing you

to manipulate it in different ways.

4.4.1 Using PivotTables to Answer Questions

Suppose we wanted to answer the question: ""What is the amount sold by each salesperson?'’ for the sales data in
the example below. Answering this question could be very time-consuming and difficult—each salesperson appears
on multiple rows, and we would need to total all of their different orders individually. We could use the
Subtotal command to help find the total for each salesperson, but we would still have a lot of data to work with.

A B Z D E F

1 Salesperson Region Account | Order Amount Month

2 Albertson, Kathy East 29386 $925.00 January
3 |Albertson, Kathy East 74830 $875.00 February
4 |Albertson, Kathy East 0099 $500.00 February
5 |Albertson, Kathy East 74830 $350.00 March

& Brennan, Michaesl West B2853 $400.00 January
7 Brennan, Michaesl West 72949 $850.00 January
g |Brennan, PMichasl West 20044 $1.500.00 January
2 | Brennan, Michaesl West B2853 $550.00 February
10 |Brennan, Michael West Foo49 $400.00 March

11T Davwis, William South 55223 $235.00 Felbruary
12 |Darvis, William South 10354 $850.00 January
13 | Dawis, William South 50192 $400.00 March

14  Davwvis, William South 27589 $250.00 January
15 | Dumlao, Richard West &7 275 $400.00 January

A worksheet containing sales data
Fortunately, a PivotTable can instantly calculate and summarize the data in a way that's both easy to read and
manipulate. When we're done, the PivotTable will look something like this:
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Row Labels ~ | Sum of Order Amount
Albertson, Kathy $2.450.00
Brennan, Michael $3.,700.00
Darvis, William $1,935.00
Dumilao, Richard $1.,490.00
Flores, Tic $4,545.00
Post, Melissa $1.690.00
Thompson, Shannon $£3,140.00
Walters, Chiris $4,375.00
Grand Total 523,5465.00

A completed PivotTable
Once you've created a PivotTable, you can use it to answer different questions by rearranging, or pivoting, the data.
For example, if we wanted to answer the question: ""What is the total amount sold in each month?" we could
modify our PivotTable to look like this:

Row Labels ~ Sum of Order Amount

January $2.090.00
February $2,140.00
March $5.315.00
Grand Total 523,5465.00

Pivoting data to answer different questions

4.4.2 Create a PivotTable

1. Select the table or cells (including column headers) containing the data you want to use.

A B C D E F
1 Salesperson Region Account Order Amount  Month
2 |Albertson, Kathy ¢y East 29384 $925.00 January
3 |Albertson, Kathy East 74830 $875.00 February
4 |Albertson, Kathy East 20099 $500.00 February
5 |Albertson, Kathy East 74830 $350.00 MMarch
& |Brennan, Michael West 82853 $400.00 January
7 |Brennan, Michael West 72949 $850.00 January
8 |Brennan, Michael West 90044 $1.500.00 January
7 |Brennan, Michael West 82853 $550.00 February
10 |Brennan, Michael West 72949 $400.00 March
11 |Davvis, Willicam South 55223 $235.00 February
12 | Davis, William South 10354 $350.00 January
13 |Darvis, William South 50192 $400.00 March
14 |Darvis, Willicim South 27589 $250.00 January
15 |Dumlao, Richard West 67275 $400.00 January

Selecting cells for a PivotTable
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2. From the Insert tab, click the PivotTable command.

FILE HOME INSERT PAGE LAYOUT FORMULAS

B T | [ Shapes =
g 3 o) lagd 2
) . - : =] Smartdrt
PivotTable Recommended Table  Pictures Online
PivotTables Pictures fa+ creenshot -
Tables Hlustrations

Clicking the PivotTable command
3. The Create PivotTable dialog box will appear. Choose your settings and then click OK. In our example, we'll
use Tablel as our source data and place the PivotTable on a new worksheet.

Choose the data that you want to analyze
@ Select a table or range
Table/Range: |Tabled

() Use an external data source

Choose Connectian...
Connection name:
Choose where you want the PivoiTable report to be placed

@ HNew Worksheet
i) Existing Worksheet

Location:

Choose whether you want to analyze multiple tables

[ ] Add this data to the Data Model

Creating a PivotTable
4. A blank PivotTable and Field List will appear on a new worksheet.
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B20 | i j
A , B . C D E

1
2
3
4 — :
5 Pivotlable
6 To build a report, choose
7 fields from the Pivotlable
8 Field List
9
10
11
12| gEEEE  [— |
13| BEzZ2z —i=—=
14| EE===/ ] —

[ =
15 \ ] e
14 S
17
18

—
u]

Sheet2 | 20125ales | (® i [« [¢]

-

PivotTable Fields v X

Choose fields to add to report: g -

[ ] Salesperson

[ | Region

[] Account

[ ] Order Amount
[] Month

MORE TABLES...

Drag fields between areas below:

Y FILTERS Il CoLumms

= ROWS % VALUES

[ ] Defer Layout Update UPDATE

A blank PivotTable on its own worksheet
5. Once you create a PivotTable, you'll need to decide which fieldsto add. Each field is simply acolumn
header from the source data. In the PivotTable Field List, check the box for each field you wish to add. In our
example, we want to know the total amount sold by each salesperson, so we'll check the Salesperson and

Order Amount fields.
PivotTable Fields

Choose fields to add to report:

Salesperson
[] Region
[] Account

w Amount
onth

v X

O -

Y

Checking the desired fields

6. The selected fields will be added to one of the four areas below the Field List. In our example, the
Salesperson field has been added to the Rows area, while the Order Amount has been added to the
Values area. Alternatively, you can click, hold and drag a field to the desired area.
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PivotTable Fields v
Choose fields to add to report: & -
Salesperson

|| Region

[ ] Account
Order Amount
[ ] Month

MORE TABLES...

Drag fields betwegn areas below:

T FILTERS Il COLUMMNS

= ROWS 5 VALUES

| Sum of Crder ... =

Salesperson -

[ | Defer Layout Update UPDATE

Adding fields to the PivotTable

7. The PivotTable will calculate and summarize the selected fields. In our example, the PivotTable shows the

amount sold by each salesperson.
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A | . Cla] .
| PivotTable Fields vx
2 Choose fields to add to report: 2 * g
3 |Row Labels E15um of Order Amount
4 |Albertson, Kathy 2650 | Salesperson
5 |Brennan, Michael 3700 g EEQ":'” ,
. .~ Il Cooun
& |Davis, William 1935 | Order Amount
/| Dumlao, Richard 1450 | ] Month
& |Hores, Tia 4565
. - MORE TABLES...
7 |Post, Melissa 1670 |
10 |Thompson, Shannon 3160 |
1T Walters, Chris | 4375 Drag fields between areas below:
12 Grand Total
13 T FILTERS Il COLUMMS
14
15
14 = ROWS E VALUES
17 Total amount sold by B | Salesperson - | | Sum of Order ... =
. each salesperson
Sheet? | 2012 Sales | @ D] [ | Defer Layout Update

The PivotTable calculating the selecting fields

Just like with normal spreadsheet data, you can sort the data in a PivotTable using the Sort & Filter command in the
Home tab. You can also apply any type of number formatting that you want. For example, you may want to change
the Number Format to Currency. However, be aware that some types of formatting may disappear when you
modify the PivotTable.

Row Labels Sum of Order Amount
Flores, Tia $4,545.00
Walters, Chiris $4,375.00
Brennan, Michael $3.,700.00
Thompson, Shannon $3,140.00
Albertson, Kathy $2,650.00
Darvis, William $1,935.00
Post, Melissa $1.690.00
Dumlao, Richard $1.490.00
Grand Total 523,5465.00

A sorted and formatted PivotTable
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4.4. 3 Pivoting Data

One of the best things about PivotTables is that they can quickly pivot, or reorganize, data, allowing you to look at
your worksheet data in different ways. Pivoting data can help you answer different questionsand even
experiment with the data to discover new trends and patterns.

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: "What is the total amount sold in each month?" We can do this by
simply changing the field in the Rows area.

4.4. 3.1 Changing Rows

1. Click, hold and drag any existing fields out of the Rows area. The field will disappear.

Drag fields between areas below:

Y FILTERS Il COLUMMS

= ROWS E VALUES
Salesperson
Fl%X [ Salesperson ™ Sum of Crder ... =

MLE:{D ut Update

4 4

Removing a field
2. Draganew field from the Field List into the Rows area. In our example, we'll use the Month field.
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PivotTable Fields v X

Choose fields to add to report: & -

[] Salesperson

[ | Region

[ ] Account
Order Amount

MORE TABLES...

Drag fields between area® below:

T FILTERS Il EoLUMMS
= ROWS VALUES
Manth | Sum of Order ... =
= |

[ | Defer Layout Update

Adding a field

3. The PivotTable will adjust, or pivot, to show the new data. In our example, it now shows the total Order Amount
for each month.
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A3 v I Row Labels v
A B C |~ . .
] PivotTable Fields v
2 Choose fields to add to report: O -
3 |Row Labels v_|5um of Order Amount
4 |January 9090 Salesperson
5 February 9140 EEQ'D” t
CCoun
& |March 5315 .
/7 Grand Total 23545 7| Month
2 MORE TABLES...
10
11 Drag fields between areas below:
12
13 T FILTERS Il COLUMMNS
14
15
16 = ROWS E VALUES
17 Month A Sum of Order ... *
18
Sheet2 | 2012 Sales @ I Defer Layout Update

- The
updated PivotTable

4.4. 3.2 Adding Columns

So far, our PivotTable has only shown one column of data at a time. In order to show multiple columns, you'll need
to add a field to the Columns area.
1. Drag a field from the Field List into the Columns area. In our example, we'll use the Region field.
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PivotTable Fields -

Choose fields to add to report: =% -

Drag fields b een areas below:

T FILTERS 1l COLUMMNS
Reﬁn
=
= ROWS E WALUES
MMonth 5 Sum of Order ... ~

Defer Layout Update
Adding a field to the Column area
2. The PivotTable will include multiple columns. In our example, there is now a column for each region.
5um of Order Amount Column Labels ~

Row Labels ~ East North South West Grand Tetal
January 1490 1140 3110 3150 2090
February 1950 1720 3975 1515 2140
March 700 300 3790 525 5315
Grand Total 4340 3160 10875 5190 23565

The PivotTable with columns

4.4.4 Filters

Sometimes, you may want focus on just a certain section of your data. Filters can be used to narrow down the data
in your PivotTable, allowing you to view only the information that you need.

4.4.4.1 Adding a Filter

In our example, we'll filter out certain salespeople to determine how they affect the total sales.
1. Drag a field from the Field List to the Filters area. In this example, we'll use the Salesperson field.
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PivotTable Fields v X

Choose fields to add to report: & -

1
Salesperson

|+| Region
Account

| Order Amount

+| Month

MORE TABLES...

Drag fields between argls below:

T FILTERS Il COLUMMNS
Salesperson Regicn d
=
= ROWS ® VALUES
Month - Surmn of Order ... =
Defer Layout Update

Adding a field to the Filters area
2. The filter will appear above the PivotTable. Click the drop-down arrow, then check the box next to Select
Multiple Items.

A B C D E F G

| |Salesperson [All) E[
2 Search pe)
3 |Sum of [+ (A1)
4 Rowla ¥ Abertson, Kathy North South West Grand Total
5 Januan o prennan el 1140 3110 3150 9090
& Februa -l Dumlao, Richard 1720 3975 1515 2140
7 [March ~ ~¥IFlores Tia 300 23790 525 5315

. bepf Post, Melissa
& Grand'  J1hompson, Shannon 3140 10875 5190 23545
Q [+ Walters, Chris
10
11 SEIE::t Multiple ltems
12
12 ILI Cancel
14

Checking the box for Select Multiple Items
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3. Uncheck the box for any items you don't want to include in the PivotTable. In our example, we'll uncheck the
boxes for a few different salespeople, then click OK.

A B C D E F -
| Salesperson [All) -
2 Search ya)
3 S5um of -] [0
4 Row La ""A'bﬂ"tm”r Kathy North South West Grand Total
- ¥ Brennan, Michael
5 |Januar ¥ Davis, William 1140 3110 3150 9090
& |Februg - Dumlag, Richard 1720 3975 1515 9180
7 March ¥ Flores, Tia 300 3790 525 5315
. i[] Post, Melissa
8 Grand [ Thompsan, Shannon 3140 10875 5190 23545
9 R Walters, Chris
10
Select Multiple ltems
i v P
12
13 oK I/\\"g Cancel
14 Choosing

data to filter and clicking OK
4. The PivotTable will adjust to reflect the changes.

A B C D E F G

| Salesperson (Multiple Items) .1

2

3 Sum of Order Amount Column Labels |~

4 Row Labels - | East North South West Grand Total
5 |January 925 1140 2755 3150 7970
& February 1375 1720 1220 1515 5830
7 |March 350 300 2525 525 3700
& Grand Total 2650 31460 4500 5190 17500
?

10

The updated PivotTable
4.4.5 Slicers

Slicers make filtering data in PivotTables even easier. Slicers are basically just filters, but they're easier and faster to
use, allowing you to instantly pivot your data. If you frequently filter your PivotTables, you may want to consider
using slicers instead of filters.

4.4.5.1 Adding a Slicer

1. Select any cell in the PivotTable.
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2. From the Analyze tab, click the Insert Slicer command.

PIVOTTAELE TOOLS

REVIEW WIEW AMALYZE DESIGM

S5 B 2 B

Inse Insert Filter Refresh Change Data
Slicer Timeline Connections - Source~
Filter Data

Clicking the Insert Slicer command
3. A dialog box will appear. Select the desired field. In our example, we'll select Salesperson, then click OK.

Salesperson
[Jregion
[J#ecount
[Jorder &mount

[IMonth

Choosing a field and clicking OK
4. The slicer will appear next to the PivotTable. Each selected item will be highlighted in blue. In the example
below, the slicer contains a list of all of the different salespeople, and six of them are currently selected.

A B C D E F G
1 |Salesperson (FMultiple Items)
2
3 Sum of Order Amount Column Labels |~ |
4 Row Labels |~ |East Morth South West Grand Total
5 |January 225 1140 2755 3150 7270
& |February 1375 1720 1220 1515 5830
7 |rAarch 350 300 2525 5H25 3700
2 |Grand Total 2650 31460 4500 5190 17500
2
0 Salesperson b
1 | Albertson. Kathy |
2 [ Brennan., Michaesl ]
13
14 | Davis, Wiliam |
12 [ Dumlao, Richard ]
17 [ Flores, Tia ]
18 Post, MMelissa
19
20 [ Thompson, Shannan ]
21 Walters, Chiris
22

The inserted slicer

245
March 2014 ANRS ICT Development Agency



Microsoft Office Excel 2013 Training Manual
5. Just like filters, only selected items are used in the PivotTable. When you select or deselect items, the
PivotTable will instantly reflect the changes. Try selecting different items to see how they affect the PivotTable.
Press and hold the Ctrl key on your keyboard to select multiple items from a slicer.

Salesperson ¥

Albertson, Kathy

| Brennan, Michael |

Darvis, William

| Dumlao, Richard |

Flores, Tia

| Post, Melissa h |

Thompson, Shannon

Walters, Chris

Selecting items from the slicer
You can also click the Filter icon in the upper-right corner to select all items from the slicer at once.

4.4.6 Pivot Charts

Pivot Charts are like regular charts, except they display data from a PivotTable. Just like regular charts, you'll be
able to select a chart type, layout and style that will best represent the data.

4.4.6.1 Creating a PivotChart

In this example, our PivotTable is showing each person's total sales per month. We'll use a PivotChart so that we can
see the information more clearly.
1. Select any cell in your PivotTable.
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A B C D E Folal

| PivotTable Fields ~— ~ %
i
2 Sumof Order Amount  Column labels | = Choose fields to add to report: G-
4 Row Labels '+ Janvary February March  Grand Tolal . -
5 |Albertson, Kathy $92500 $1.37500 $35000 $2.450.00 -“r: HE_'SP'E‘W“ [~
& |Brennan, Michagl $275000 $55000 $40000 $3.700.00 . :REE'U“
7 |Davis, William $1,10000 $235.00 $40000 $1,93500 _| Account
& |Dumlas, Richard $40000 $94500 $12500  $1.4%000 | Order Amount
% |Flores, Tia $1,45500 378500 8192500 $4.56500 L. |¥| Month -
10 |Past, Malissa $74500 $575.00 E.ESSD.DC'. $1,690.00
12 \Walters, Chis $35500 $275500 $1.24500 $437500
13 |Grand Talal $9.090.00 57.150.00 8531500 52356500 Y FILTERS ll COLUMMS
14 ra
¢ Salesperson Meonth v [=
17 : .Salespmon' = [ sumof Or... * =

 Brennan, Michael

Clicking a cell in the PivotTable
2. From the Insert tab, click the PivotChart command.

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW AMALYZE DESIGN

El F&Shapes* -’ 1 A=A & Ih o

_ = T SmartArt IOV Rl IR
Recommended Table | Pictures Online Apps for  Recommended . PivotChart  Power
PivotTables Pictures @4 Screenshot~  pffice » Chats @~ k- - View
Tables INustrations Apps Charts ra Reports

Clicking the PivotChart command
3. The Insert Chart dialog box will appear. Select the desired chart type and layout, then click OK.
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Choosing a chart type and clicking OK
4. The PivotChart will appear.
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Sum of Order Amount Column Labels | ~

Row Labels + January February March  Grand Total
Albertson, Kathy $925.00 $1,375.00 $350.00  $2.650.00
Brennan, Michael $2.75000 $550.00 $40000  $3.700.00
Davvis, William $1,100.00 $235.00 $400.00  $1,935.00
Dumlao, Richard $400.00 $945.00 $125.00  $1,490.00
Flores, Tia $1.655.00 $985.00 $1,925.00  $4.,565.00
Post, Melissa $765.00 $575.00 $350.00  $1.6%0.00
Thompson, Shannon $1.140.00 $1,720.00 $300.00  $3.140.00
Walters, Chris $355.00 $2,755.00 $1,265.00  $4.375.00
Grand Total $9.090.00 $9,160.00 $5,315.00 $23,565.00
Sulespersun Sum of Crder Amount

$3,000.00
Albertson, Kathy $2,500.00
Brennan, Michael $2,000.00

$1,500.00
Davis, William $1,000.00 I | I || I| |I :‘:“““ v

200.00 anuary
Dumlao, Richard $$D_E0 I' I 'I II' I II' i B February
Flores, Tia @\@' _;\;\C’@ “ﬁa‘*‘\ {{«d\b d:‘“@ é,'\bé} & _G‘s‘\m = March
& N e LA § @
Post, Melissa & & & FCA S
- ” g O{{\Q

Thompson, Shannon <&
Walters, Chris salesperson

The inserted PivotChart
Try using slicers or filters to change the data that is displayed. The PivotChart will automatically adjust to show the
new data.
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Sum of Order Amount Column Labels | - |

Row Labels Junuur'f February March  Grand Total
Albertsaon, Kathy $925.00 $1,375.00 $350.00  $2.450.00
Flores, Tia $1.455.00 $985.00 $1,925.00  $4,565.00
Thompson, Shannon $1.140.00 $1.720.00 $300.00 $3.140.00
Grand Total $3,720.00 54,080.00 52,575.00 $10,375.00
50|ESPETSCI-H T"\ Sum of Order Amount

$2,500.00

Albertson, Kathy

. $2,000.00
Brennan, Michael

Darvis, William $1.500.00 :I'.jnth -
anuag
Dumlao, Richard $1,000.00 .Febm:;
| Flores, Tia | $500.00 I I m March
Post, Melissa $0.00

| Albertson, K-::“l’rh':..r Flores, Tio TP‘DmmDr’ .

| Thompson, Shannon Shannon

7 5al h
Walters, Chris esperson -1

Manipulating a PivotChart

Exercise 4.4

Open an existing Excel workbook.

Create a PivotTable using the data in the workbook.

Experiment by placing different fields in the Rows and Columns areas.
Filter the report with a slicer.

Create a PivotChart.

oV kA wN PR

If you are using the example, use the PivotTable to answer the question, "Which salesperson sold the lowest
amount in January?" Hint: First decide which fields you need in order to answer the question
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4.5 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. In this
lesson, you will learn how to use a what-if analysis tool called Goal Seek.

4.5.1 Goal Seek

Whenever you create a formula or function in Excel, you put various parts together to calculate a result. Goal Seek
works in the opposite way: It lets you start with the desired result, and it calculates the input value that will give you
that result. We'll use a couple of examples to show how to use Goal Seek.

To Use Goal Seek (Example 1):
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 have to 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.

COUNTA  ~ X « J || =AVERAGE(B2:B6)
A B C D

1

> Test1 [ s8 |

3 Paper1 70

4 |Test2 72

5 Paper? 60

& Test3

7 |Final Grade =AVERAGE(E2:Ef)

8

Using a function to calculate the final grade for the class

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 aformula or function. In our example, we'll select cell B7 because it contains the
formula=AVERAGE (B2:B6).
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B7 - f || =AVERAGE(B2:B6)
A B C D

1

2 Test1 h8

3 Paper1 70

4 |Test2 72

5 Paper 2 60

& [Test 3

7 ]Final Grade 65 op l

8

g

Selecting cell B7
2. From the Datatab, click the What-If Analysis command and then select Goal Seek... from the drop-down
menu.

DATA REVIEW VIEW DESIGN

E e, #5 K % -2 4

V- Reapply
Z] Sort Filter e Textto Flash  Remove Data  Consolidate What-If | Relationships  Group
Vo advanced  Columns  Fil Duplicates Validation ~ Analysis = -
Sort & Filter Data Tools Scenario MEHEQEF...
aoal Seek... b
F G H | I K I M v v

Selecting Goal Seek... from the drop-down menu

3. Adialog box will appear with three fields:
o Setcell: The cell that will contain the desired result. In our example, cell B7 is already selected.
o To value: 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.
4. When you're done, click OK.
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Bo -

fc || =AVERAGE(B2:B6)

A B C D E F
Assignment Grade

1

2 Test1 58

3 Paper1 70

4 |Test 2 72

5 Paper? 60

5 Test3 L]

7 |Final Grade 65 i

8 [ |

]

10

. Set call B7
12 To value: | 70
13 By changing cell: |SB%6
14

15 |

16

Entering the desired values into the dialog box and clicking OK
5. The dialog box will tell you if Goal Seek was able to find a solution. Click OK.

Goal Seeking with Cell BY
found a solution.

Target value: 70
Current value: 70

Clicking OK

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.

A B C D E F G
Assignment Grade

Value determined

Test 1 58
Paper 1 70
Test 2 72
Paper 2 60
Test 3 90
Final Grade 70

J' by Goal Seek

The completed Goal Seek and calculated value
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To Use Goal Seek (Example 2):
Imagine that you're planning an event and you'd like to invite as many people as you can without exceeding a budget
of $500. We can use Goal Seek to figure out how many people to invite. In our example below, cell B4contains the
formula =B1+B2*B3 to calculate the total cost of a room reservation plus the cost per person.
1. Select the cell whose value you wish to change. In our example, we'll select cell B4.

B4 - Jfe || =B1+B2*B3
Fi) B C D
1 Reservation fee £230.00
2 Price per person $14.50
3 |Number of guests
4 |Budget op $230.00|

Ln

Selecting cell B4
2. From the Data tab, click the What-If Analysis command and then select Goal Seek from the drop-down menu.

DATA REVIEW VIEW DESIGN

T =R % = - @

eapply

Zl Sort Filter N Textto Flash  Remaove Data  Consolidate| What-If FRelationships = Group
Yo Advanced  Columns  Fill  Duplicates Validation - Analysis ~ -
Sort & Filter Data Tools Scenaric Manager...
Goal Seek... L\g
F e H I I K I I 1 w1

Selecting Goal Seek... from the drop-down menu

3. Adialog box will appear with three fields:
o Setcell: The cell that will contain the desired result. In our example, cell B4 is already selected.
o Tovalue: The desired result. In our example, we'll enter 500 because we only want to spend $500.
o By changing cell: The cell where Goal Seek will place its answer. In our example, we'll select cell B3,

because we want to know how many guests we can invite without spending more than $500.
4. When you're done, click OK.
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B3 | S || =B1+B2*B3
A B C D

1 Reservation fee £230.00

2 Price per person $14.50

> Numberof guests | -

4 |Budget

]

&

7

)

9 To value:

10 By changing cell: |$B$3

11

12 | oK M | Cancel |

13

14

Entering the desired values into the dialog box and clicking OK
5. The dialog box will tell you if Goal Seek was able to find a solution. Click OK.

Goal Seeking with Cell B4
found a solution.

Target value: 500
Current value: 5500.00

Clicking OK
6. The result will appear in the specified cell. In our example, Goal Seek calculated the answer to be approximately
18.62. In this case, our final answer needs to be a whole number, so we'll need to round the answer up or down.
Since rounding up would cause us to exceed our budget, we'll round down to 18 guests.

B3 - I 18.6206896551724
A B C D

71 Reservation fee $£230.00

2 Price per person $14.50

3 |Number of guests 18.6207

4 |Budget $500.00

5

The completed Goal Seek and the calculated value
As you can see in the example above, some situations will require the answer to be a whole number. If Goal Seek
gives you a decimal, you'll need to round up or down, depending on the situation.
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4.5.2 Other Types of What-If Analysis

For more advanced projects, you may want to consider the other types of what-if analysis: scenarios and data tables.
Rather than starting from the desired result and working backward, like Goal Seek, these options allow you to test
multiple values and see how the results change.
e Scenarios let you substitute values for multiple cells (up to 32) at the same time. You can create as many
scenarios as you want and then compare them without changing the values manually. In the example below,
we're using scenarios to compare different venues for an upcoming event.

B4 | I 392

Fiy B C D E F G H |
1 Reservation fee
Price per person
3 |Number of guests
4_:| Budget

Casa Lloma [(hourly rate]

5
&

; Values in B1:B2 are

5 replaced with new values

Created by Javier Flores on 5/2/2013
Modified by Javier Flores on 5/2/2013

Using the Scenario Manager to compare different options

For more information about scenarios, check out this article from Microsoft.
o Data tables allow you to take one or two variables in a formula and replace them with as many different
values as you want, and then view the results in a table. This option is especially powerful because it shows
multiple results at the same time, unlike scenarios or Goal Seek. In the example below, we can view 24

possible results for a car loan.
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Loan Amount 20000
Term (months) 60
Interest Rate

Payment

-$331.46]
-$612.98 -$336.20]
-$617.54) -$478.92) -$396.02 -$340.98)
-$622.12) -$483.58) -$400.76 -$345.80|

0%l -5626.73| - 26| - ! -%350.66
Interest rates -

Results

(monthly payments)

Data tables
For more information about data tables, check out this article from Microsoft.

Exercise 4.5

1. Open an existing Excel workbook.
2. Use Goal Seek to determine an unknown value. If you're using the example, go to the History Class worksheet
and use Goal Seek to determine what grade you would need on Test 3 to earn a final grade average of 90.
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