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1. Opening Excel
Using Windows 7

1. Click on the Start Button.
In the Search Program and Files box type Excel.

Click on Excel 2013 from the Program results.

> w0 N

The Microsoft Excel 2013 program will open.

Using Windows 8

1. Press the Windows key on the keyboard.
2. Type Excel.
3. Click on Excel 2013 under the Apps results.

Using iOS 7

1. Click on Launchpad.

2. Select Microsoft Excel.

2. Getting Started

When you open Excel 2013 for the first time, the Excel Start Screen will appear. From here, you'llbe able
to create anew workbook, choose atemplate, and access your recently edited workbooks.

1. Fromthe Excel StartScreen, locate and select Blank workbook to access the Excelinterface.

2. Click Open Other Workbooks to work on an existing workbook.

Page |4



Excel

1] — zaarch for cnline termolates
Recent earch for online templates O
Suggested searches: Business Personal Industry

S i wlato Emanc oasrvti Lis#
uncil Package Project mall Business alculator Fimanoe - Accoounting sis

ntent Type

S e Paliet Create anew workbook -

Tmm——
A E = /
o I
-
2
3
5.
G
— 7
i Open Other Workbooks Bl el el

To set up Excel so it automatically opens a new workbook

1. Click File thenOptions.

2. On the General tab, under Start up options, uncheck the Show the Start screen when this
application starts box.

3. Thenexttime you start Excel, it opens a blank workbook automatically similar to older versions of
Excel.

The Excel Interface

After starting Excel, you will see two windows - one within the other. The outer window is the Application
Window and the inner window is the Workbook Window. When maximized, the Excel Workbook Window
blends in with the Application Window.

After completing this module, you should be able to:

« ldentify the components of the Application Window.
« Identify the components of the Workbook Window.

Page|5



Cnick AccessTomMbar

B 4 5E:%:::—::::::z:z:—::::::::::—:::: = Bookl - Excel __5;5.2-5 The Ribbon s B "1
FILE HOME IMNSERT PAGE LAYOQUT FORMLLAS DATA ::iﬁ-’:fkﬂr;i;i-i'ﬂfﬁf.
L Calibri i Commandhro upSeneral - || B Conditional Formatting ~ | = Insert -~ | 2 - %Sv-
— Ez - B I U s [ — ? - e * EL¥ Format as Table - & Delete ~ | (@] ~ M-

P3.5[= o - &= a= - 5n I8 [Z# Cell Styles = (=5 Farmat - -

Clipboard = Aligmment F Humber ] Styles Cells Editing e
Al - - =

] E F L H E: = N - K L [~

- o .

2

3

4

5

&

Fl - Fow

g T

9
10

11

12 Vertical and Horizon tal Screll Bars

13 e e e ] St Friny b Mty -\‘\‘

[E] M —— 100%

Zoom Control

i Worksheet View Option §

The Application Window

The Application Window provides the space for your worksheets and workbook elements such as charts.
The components of the Application Window are described below.

L The Quick Access Toolbar

The Quick Access Toolbar lets you access common commands no matter which tab is selected.

By default,itincludes 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.
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2. Selectthe commandyouwishtoaddfromthedrop-down menu. Tochoose from more commands,
select More Commands.

E - D s Bookl - Excel
HOME INSER” Customize Quick Access Toolbar DATA

ey ¥ |[calibri . MNew L
DE‘@vBIg- Open % » | !
Pl ¢ i & ¢ sae [
Clipboard Font Email T S
Quick Print
Ha X
Print Preview and Print
A B | Spelling F
1 v Undo
- v Redo
3 . .
Sart Ascending
4
5 Sart Descending
Touch/Mouse Mode
6
7 More Commands...
8 Show Below the Ribbon
9
10
11
12
13
Fa )
Sheetl +)

3. The command will be added to the Quick Access toolbar.

E d

FILE HOME INSE% PAGE I AVOILIT
Print Preview and Print

Al i Je

O The Ribbon

Excel2013 uses atabbed Ribbon systeminstead of traditional menus. The Ribbon contains multiple tabs,
eachwith several groups of commands. You willuse these tabs to perform the mostcommontasksin

Excel.
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To minimize and maximize the Ribbon

The Ribbon is designed to respond to your current task, but you can choose to minimize it 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.

?EH| - 8 X

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

P 3
== EEI!)( B 2. Autc of the application to show it.

H H -
¥/ Fill =
Insert Delete Format ¥ F Show Tabs
- . - & Clea Show Ribbon tabs only. Click a
Cells tab to show the commands.
— | Show Tabs and Commands
=— | Show Ribbaon tabs and
commands all the time.
T U W - ¥ ; 1
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2. Select the desired minimizing option from the drop-down menu:

M Auto-hideRibbon:Auto-hide displaysyourworkbookinfull-screenmode and completelyhidesthe
Ribbon. To showthe Ribbon, click the Expand Ribbon command atthe top of screen.

B X
v
M N O P Q -
Ribbon is hidden and workbook Click the Expand Ribbon
appears in full screen commandtoshowtheRibbon

M Show Tabs: This option hides all command groups when notinuse, buttabs willremain visible. To
show the Ribbon, simply click a tab.

M 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.

To Customize the Ribbon in Excel 2013

Youcancustomizethe Ribbonbycreating yourowntabswithwhichevercommandsyouwant. Commands
are always housed within a group, and you can create as many groups as you want in order to keep your
tab organized. If you want, you can even add commands to any of the default tabs, as long as you create
a custom group in the tab.

1. Right-click the Ribbon and then select customize the Ribbon... from the drop-down menu.

f [l ="}

Fi - o | a E—'-II'.I:'::III'I"! - &'"" Ii
i = Fl
E | &
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Insert Deldebe Coeecsd C ok B

- LR ] L T b

2. The Excel Options dialog box will appear. Locate and select New Tab.
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3. Make sure the New Group is selected, select a command, and then click Add. You can also drag

commands directly into a group.
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O The FormulaBar

In the formula bar, you can enter or edit data, aformula, or afunction that willappearin a specific cell.

In the image below, cell C1 is selected and 1984 is entered into the formula bar. Note how the data
appears in both the formula bar and in cell C1.

c1 v J | 1984
A B C D E
1 | 19841
2
3

0 The NameBox
The Name box displays the location, or "name" of a selected cell.

In the image below, cell B4 is selected. Note that cell B4 is where column B and row 4 intersect.

B4 h

(¥ A S R % B

(4]

U The Backstage View (The File Menu)

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

B H O =

FILE HOME IMSERT PL

el
[ % | [Calibr - |11
Sl e

Past
aste B I U~ |~

-

Clipboard ra Font
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Info contains
information about the
current workbook. You

canalsoinspectthe
workbook and set
protectioncontrols.

Open: you can open
recent workbooks, as
well as workbooks saved
toyourOneDriveoron
your computer.

FromthePrintpane,
you can change the
print settings and print
your workbook. You
canalsoseeapreview
of your workbook.

Export: you can choose
to export your
workbook in another
format, such as
PDF/XPS or Excel
1997-2003.

Bookl - Excel
Return to Excel

Info

New: you can create a new, blank
workbook, or choose from a large

selectionof templates. act Workbook
| m | Control what types of changes
Protect

people can make to this workbook,

Use Save and Save As to save
your workbook to your computer
or to Office 365.

= | Inspect Workbook
Share: youcaninvite people toview and
collaborate on your workbook. You can also share
yourworkbookbyemailingitasanattachment.

le, be aware

£s, printer
e eand
absolute path

Content that people with

Gl Close the current workbook. disahilities find difficult te read

From the Account pane, you canaccess your
Microsoft accountinformation, modify your theme
andbackground, andsignoutof youraccount.

|  Manage | of this file.

Options: youcanchangevarious Exceloptions. For
example, youcan control the Quick Analysis preferences,
AutoRecover settings, or Language preferences.

Account
15 VErSions

Options

O The Worksheet Views

Excel 2013 has a variety of viewing options that change how yourworkbook 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.

To change worksheet views, locate and select the desired worksheet view command in the bottom-right
corner of the Excel window.
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Page Layout
View
Normal View i Pagg Break
: View

/ ]

H M -+ 100%

O Zoom Control

To use the Zoom control, click and drag the slider. The number to the right of the slider reflects the zoom
percentage.

H  -—f——+ 166%

L3
Challenge!
1. Open Excel 2013.
2. Click through all of the tabs, and review the commands on the Ribbon.
3. Try minimizing and maximizing the Ribbon.
4. Add acommand to the Quick Access toolbar.
5. Navigate to Backstage view, and open your Account settings.
6. Try switching worksheetviews.
7. Close Excel (you do not have to save the workbook).
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The Workbook Window

In Excel 2013, when you open up a new workbook it now contains only 1 worksheet There can be a max
of 1,048,576 rows and 16,384 columns in an excel work sheet.

U The Worksheet

Excel files are called workbooks. Each workbook holds one or more worksheets (also known as
"spreadsheets").

Wheneveryou create a new Excel workbook, it will contain one worksheetnamed Sheet1. Aworksheetis
a grid of columns and rows where columns are designated by letters running across the top of the
worksheet and rows are designated by numbers running down the left side of the worksheet.

D00~ Ch A WM

=
= 2

=
W ha

=
=

L
n

Sheetl ®

When working with alarge amount of data, you can create multiple worksheets to help organize your
workbook and make it easier to find content. You can also group worksheets to quickly add information
to multiple worksheets at the same time.

To rename aworksheet

Wheneveryoucreate anew Excelworkbook, itwillcontainoneworksheetnamed Sheet1. Youcanrename
aworksheetto better reflectits 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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Inzert...
B2 Delete
Eename
Move or Copy...
43 View Code
7 Protect Sheet...
Tab Colar 3

Hide

Select All Sheets
Sheetl )

2. Type the desired name for the worksheet.

34 |
35
36 |
37

gLl

Janua [}3

3. Clickanywhere outside ofthe worksheet, or press Enteron your keyboard. The worksheet will be
renamed.

=
-y

35

g

a0
37
)

January i+

To insert a new worksheet

1. Locate and select the New sheet button.

12

12 Click to add a

11'2 -~ new worksheet
Sheetl Ol
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2. A new, blank worksheet will appear.

=~ TIP: Tochangethedefaultnumberofworksheets, navigate to Backstage view, click Options,
ahen choose the desired number of worksheets to include in each new workbook.

Excel Options
General User Interface options i
kormulas Show Mini Toolbar on selection ' 3
Proofing Show Quick Analysis options on selection
Save Enable Live Preview
Language ScreenTip style: | Show feature descriptions in ScreenTips El
Advanced When creating new workbooks

Customize Ribbon Use this as the default font: | Body Font IZI
Quick Access Toolbar Font size: 11 IZ|

Add-Ins Default view for new sheets:  Mormal View EI

Trust Center I Include this many sheets: 1 = I

Personalize your copy of Microsoft Office

User name: Anna C Meagu

[[] Always use these values regardless of sign in to Office.

Spring El

Vil Cwmnal

Office Background:

CVEEi i Tl mimem ma

m

.

To delete aworksheet

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

[ ok

| [ cancel

25 |
26
27 | Inzert...
28 % Delete
29 ] Rename
= Move or Copy...
- &1 View Cod
| View Code
32 s
33 I:' Protect Sheet...
3 - Tab Color 3
3 | Hide
36
37
o | Select All Sheets

January ®

2. The worksheet will be deleted from your workbook.
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34
35

—-

20

A

37
20

January )

Alternatively, fromthe Home Tabinthe Cells Group click on Delete and select Delete Sheet.
Warning: The Undo button will not undo the deletion of a worksheet.
To copy a worksheet

If you need to duplicate the content of one worksheetto another, Excel allows you to copy an existing
worksheet.

1. Right-click the worksheet you wantto copy, then select Move or Copy from the worksheet menu.

3
4 Insert...
3 L_'x Delete
= Rename
7
Move or Copy...
8
g q] View Code
10 7 Protect Sheet..
11 Tab Colaor 3
- Hide
13
14
15 Select &ll Sheets
Sheetl (€]

READY SCROLLLOCK 83 i

2. TheMove or Copy dialog box willappear. Choose where the sheet willappearin 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.
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4. Theworksheetwillbe copied. Itwill have the samet title as the original worksheet, as wellas a
version number.

TIP: You can also copy a worksheet to an entirely different workbook. You can select any workbook

Move or Copy S|
Move selected sheets
To book:

Bookl -

[new bool -
'ﬂcolﬂ

I!J:gremea copy I

[ ox || cancet |

that is currently open from the To book: drop-down menu.

To move a worksheet

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

1. Selectthe worksheetyou wish to move. The cursor will become a small worksheeticon ﬂh

2. Hold and dragthe mouse untila small black arrow appears above the desired location.

.'Mwe or Copy J? :‘

Move selected sheets
To book:
Bookl

Plus Time.xlsx

[new book)
Bookl

D Create a copy

oK ] [ Cance|
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READY

SCROLL LOCK

February March

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

To change the worksheet color

You can change aworksheet's colorto help organize your worksheets and make yourworkbook easier to

navigate.

1. Right-click the desired worksheet, and hoverthe mouse over Tab Color. The Color menu will

appear.

2. Selectthedesiredcolor.Alive previewofthe newworksheetcolorwillappearasyouhoverthe
mouse over different options. In our example, we'll choose Red.

5

& 21

lanuary

ary February

March

Insert...
Delete
Rename

Movwve or Copy...

View Code

Protect Sheet...

Tab Color * | Theme Colors

ice B EEEENEE

Select All Sheets I I I I I I I I I
Fepruary | wiarcn ||

Standard Colors
HE EEEEN

bleiCnlor
Red
vy mwore Colors,.,

April

3. The worksheet color will be changed.
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The worksheet coloris 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

pulv]

January March | April )

Challenge!

Open an existing Excel workbook.
Insert a new worksheet and rename it.
Delete aworksheet.

Move aworksheet.

Copy aworksheet.

o~ b~

O The Scrolling Buttons

These buttons scrollthe display of sheettabs one at a time orto display the firstand last grouping of sheet
tabs and are located to the left of the sheet tabs.

T
8
2!
10 Ctrl+Left click
11
Scroll to the last sheet.
Scroll between
worksheets etk
@_ See all sheets,
January February March {iﬁ

READY SCROLLLOCK 2
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O The ScrollBars

Your spreadsheet may frequently have more data than you can see onthe screen atonce. Click, hold
anddragthe vertical or horizontal scrollbardepending on what partofthe page youwantto see.

Vertical

scrollbar ’

Horizontal
scrollbar

Creating and Opening Workbooks

Excelfiles 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 canchooseto
create a new workbook—either with a blank workbook or a predesigned template—or open an existing

workbook.

Create a new blank workbook

1. Selectthe File tab. Backstage view will appear.

H :
HOME INSERT PAGE LAYOUT
ells y - -
['“—al iy Calibri 11 ~|A A
Paste | B I U- i+ O-A- _—
Clipboard Font M
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2. Select New, then click Blank workbook.

3. A new blank workbook will appear.
Open an existing workbook

In addition to creating new workbooks, you'll often need to open a workbook that was previously saved.

1. Navigate to Backstage view, then click Open.

2. Select Computer, and then click Browse.

Open

@ Recent Workbooks E;I COmPUter

Recent Folders

Desktop

testing Acrobat
Py . M: = Adobe Acrobat = testing Acrobat
(':E Other Web Locations )
= mine
M: = mine

FI:l Computer Other training
= M: » Other training

M:
Add a Pl
+ AR My Documents

Browse
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3. The Opendialog box willappear. Locate and select your workbook, then click Open.

G Open

« s > USB Drive (F:) > COMPUTER

Organize ~ New folder

v 3 Quick access
[ Desktop
¥ Downloads

= Documents

% % % %

&=| Pictures
COMPUTER
SPIT DOC
WORKSHOP THE
'WORKSHOP THE

> @ OneDrive
% This PC

v = USB Drive (F)
COMPUTER
Debotosh Sir

> managerial Skills

File name:

i Name a
@ Excel Training - Level 1
@ Excel Training - Level 2
{@ INTERNET USAGE
[ INTRODUCTION TO COMPUTERS
@ word training doc

X
v O L Search COMPUTER
- [ e
Date modified Type Size
02/03/21 9:33 AM Microsoft Edge PD. 8439KB
02/03/21 9:33 AM Microsoft Edge PD... 6,511 KB
02/02/21 235 PM Microsoft Edge PD... 1,265 KB
02/02/21 12:09 PM Microsoft Edge PD... 12,936 KB
02/03/21 9:28 AM Microsoft Edge PD... 2,031KB

v| Custom Files v

~=" TIP:Ifyou've openedthedesired workbookrecently, youcanbrowse yourRecent Work book
rather than searching for the file.

O pen

Recent Workihooks

COither Web Locations

Coampauater

HAcdd & Place

Recent Workbooks

2005 Progect List

LUsage Report
IOIRAE = REPCETS

Lsage Report
Fi: = REPOETS

Pluas Tirme
kA= = REPCERTS

Usage
bt =

Steps

Y = Torma =
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To pin a workbook

If you frequently work with the same workbook, you can pin it to Backstage view for quick access.

1. Navigate to Backstage viewandthen click Open. Yourrecently edited workbooks willappear.

2. Hoverthe mouse over the workbook you wish to pin. A pushpinicon * willappearnexttothe
workbook. Click the pushpin icon.

Recent Workbooks

H" 1 2015 Project List

-
M = Town

n""' Usage Report Pin this item to the list
WYWHOME = REPORTS

Usage Report
M: = Town

The workbook will stay in Recent Workbooks. To unpin a workbook, simply click the pushpinicon
again.

~ TIP:YoucanalsopinfolderstoBackstage viewforquickaccess.FromBackstage view, click
open, then locate the folder you wish to pin and click the pushpinicon.

Compatibility mode

Sometimes you may need to work with workbooks thatwere 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.

5t_indexl [Compatibility Mode] - Excel

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

- S

=a General A % Conditional Formatting =

R == - $ - 9% * | EFromatas Table-~
e= 3= Hr- 0 31 [ Cell Styles -
P Alignment fw  Mumber P Styles
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Compatibility mode disables certain features, so you'll only be able to access commands found in the
programthatwas usedto create the workbook. Forexample, if you open aworkbook createdin Excel
2003, you can only use tabs and commands found in Excel 2003.

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 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.

1. Click the File tab to access Backstage view.

2. Locate and select Convert command.

Info

Employee_Sales
Desktop

E Compatibility Mode

=1 Some new features are disabled to prevent problems
when working with previous versions of Office.
Converting this file will enable these features, but

L\\) may result in layout changes.

Protect Workbook

) Control what types of changes people can make to
Protect this workbook,
Workbook -

3. TheSaveAsdialogboxwillappear. Selectthelocation where you wish to save the workbook,
enter a file name for the presentation, and click Save.

4. The workbook will be converted to the newest file type.

Challenge!

1. Create a new blank workbook.
2. Open an existing workbook from your computer.
3. Pin afolder to Backstage view.
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Saving and Sharing Workbooks

Whenever you create a new workbook in Excel, you'll need to know how to save itin order to access and
edititlater. As with previous versions of Excel, you can savefileslocally to your computer. But unlike older
versions, Excel 2013 also lets you save a workbook to the cloud using OneDrive. You can also export and
share workbooks with others directly from Excel.

Save and SaveAs

Excelofferstwowaysto save afile: Save and Save As. These options workin similarways, with afew
important differences:

M Save: When you create or edit a workbook, you'll use the Save command to save your changes.
You'llusethiscommand mostofthetime.Whenyou save afile, you'llonlyneedtochoose afile
name andlocation thefirsttime. Afterthat, you canjustclick the Save commandto save itwith
the same name and location.

M SaveAs: You'lluse thiscommandto create a copy of aworkbook while keeping the original. When
youuse SaveAs,you'llneedtochooseadifferentnameand/orlocationforthe copiedversion.

To save a workbook
It'simportantto save yourworkbook wheneveryou startanew projectormake changestoan 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 Euphermia - |10

Clipboard Font

2. Ifyou're saving the file for the first time, the Save As pane will appearin Backstage view.

3. You'llthenneedtochoosewheretosavethefileandgiveitafilename. Tosavetheworkbookto
your computer, select Computer, then click Browse. Alternatively, you can click OneDrive to save
the file to your OneDrive.

4. The Save Asdialogboxwillappear. Selectthe location where you wish to save the workbook.
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5. Enter afile name for the workbook, then click Save.

Documents library

. e P -
an’ Plusic Mame 2 Crate SR
! Pictures Custarm CHfice Templates
B videcs .
“% Choosealocation, and
M Computer 3]

& = thome b bR Film emee
= ' L Onerote Motebooks

=
x

Onthook Files

File name: [ ZEELE)

Save at type: | Excel Workbook

= Hide Folders Tools ~ Save Cancel

6. Theworkbook will be saved. You can click the Save command again to save your changes as you
modify the workbook.

Using Save As to make a copy

If youwantto save a different version of aworkbook while keeping the original, you can create a copy.

Forexample, if you have afile named "Sales Data" you could save it as "Sales Data 2" so you'll be able to
edit the new file and still refer back to the original version.

Todothis, you'liclickthe Save Ascommand inBackstage view. Justlike when saving afile forthefirst
time, you'll need to choose where to save the file and give it a new file name.

AutoRecover

Excel automatically saves your workbooks to a temporary folder while you are working on them. If you
forgetto save your changes, orif Excel crashes, you can restore the file using AutoRecover.

To use AutoRecover

1. OpenExcel 2013. Ifauto-saved versions of afile are found, the Document Recovery pane will
appear.
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2. Click to open an available file. The workbook will be recovered.

=] & =
HOME IMNSERT PAGE

T T &

D : i Euphemia - -
Paste 2 B I U~ |-
Clipboard Font
Al ¥ I

Document Recovery

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

Available Files

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

—~=="TIP:Bydefault, Excelautosavesevery 10 minutes. Ifyouare editingaworkbookforless tan
10 minutes, Excel may not create an autosaved version.

If you don't see the file you need, you can browse all autosaved files from Backstage view. Just select the
File tab, click Manage Versions, and then choose Recover Unsaved Workbooks.

Exporting workbooks

By default, Excel workbooks are saved in the .xIsx file type. However, there may be times when you need
touse anotherfiletype, such asa 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

Exportingyourworkbookasan Adobe Acrobatdocument,commonlyknownasaPDFfile, canbeespecially
usefulif sharing a workbook with someone who does not have Excel. APDF 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, then select Create PDF/XPS.
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Export

Mew

Ope Create a PDF/XPS Document
Open _Ej Create PDF/XPS Document /

== Preserves layout, formatting, fonts, and images
Save Content can't be easily changed

ps Chanae File Type Free viewers are available on the web
Save As A 9 p
Print -E; If\\s

Create

Share PDF/XPS

Export

Cloze

3. The Save As dialog box will appear. Select the location where you wish to export the workbook,
enter a file name, and then click Publish.

=" TIP: 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
dialogbox. The Options dialog box will appear. Select Entire workbook, then click OK.

| I | [

Options (% (5]
Page range
@ All
mize for: @) Standard (publishing ©) Page(s) From: [q =1 Tor [g
online and printing) -
Publish what

) Minimum size
(publishing online) ) Selection

e sheet(s]

’ Options... l =

|:| Ignare print areas

Include non-printing information

Document properties
Document structure tags for accessibility

Tools = [ Publish ] [ Ca

PDF options
[7] 150 19005-1 compliant [PDF/A)

QK ] [ Cancel

To export a workbook in other file types
Youmayalsofindithelpfulto exportyourworkbookin otherfile types, such asan Excel 97-2003 Workbook

if you need to share with people using an older version of Excel, ora .CSVfile if you need a plain-text
version of yourworkbook.
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Click the File tab to access Backstage view.
Click Export, then select Change File Type.

Select a common file type, then click Save As.

The Save As dialog box will appear. Select the location where you wish to export the workbook,

enter a file name, and then click Save.

Challenge!

5.

6.
7.
8

Create a new blank workbook.

Use the Save command to save the workbook to your desktop.
Save the workbook to OneDrive and invite someone else to view it.

Export the workbook as a PDF file.

3. Cell Basics

Whenever you work with Excel, you'll enterinformation, 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 inExcel.

Everyworksheetis made up of thousands of rectangles, which are called cells. A cellis the intersection of
arow and a column. Columns are identified by letters (A, B, C), while rows are identified by numbers (1, 2,

3).

Understanding Cells

Row —¥

b January | February

READY SCROLLLOCK '8
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Each cellhasitsownname, orcelladdress, based onits columnand row. Inthis example, the selected cell
intersects column Candrow 5, sothe celladdressis C5. The celladdress willalso appearinthe Name box.
Note that a cell's column and row headings are highlighted when the cell is selected.

Cell Address

C5 * I j_l;
A B c D
3
4
5 —
| |
5]

You canalso select multiple cells atthe same time. A group of cellsis known as a cellrange. Ratherthan a
single cell address, you will referto a cell range using the cell addresses of the firstand last cells in the cell
range, separated by acolon. Forexample, acellrange thatincluded cells A1, A2, A3, A4,and A5 would be
written as A1:AS.

In the images below, two different cell ranges are selected:

o Cellrange A1:A8

Al -

[V < - TRACS (R - T T, B S PR S
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o Cellrange A1:B8

0 e =] | o U | W RS

To select a cell range
Sometimes you may want to select a larger group of cells, or a 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.

Cell Content

Anyinformationyouenterinto a spreadsheetwillbe storedinacell. Each cell can contain several different
kinds of content, including text, formatting, formulas, and functions.

O Text
Cells can contain text, such as letters, numbers, and dates.

A B C
1 Date Sales % of Total
2 21.02.2015 68 0.89
3 21.02.2016 55 0.63
4 21.02.2017 24 0.57
5 21.02.2018 96 0.66
6 21.02.2019 63 0.42
7 21.02.2020 14 0.56
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U Formatting Attributes
Cellscan containformatting attributesthatchange the way letters, numbers, and dates are displayed. For
example, percentages canappearas0.150r15%. Youcanevenchangeacell'sbackgroundcolor.

O Formulas and Functions
Cells can containformulas and functions that calculate cell values. Inourexample, SUM(B4:B7)adds the
value of each cell in cell range B4:B7 and displays the total in cell B8.

es ~| = I~ —SUM(BABT)
A B E
Date Sales % of Total
21.02.2015 08 0.89
21.02.2016 55 0.63
21.02.2017 34 0.57
21.02.2018 96 0.66
21.02.2019 63 0.42
21.02.2020 14 0.56

To insert content

1. Click a cell to select it.

2. Type contentinto the selected cell, then press Enter on your keyboard. The content will appear
inthe celland the formula bar. You can also input and edit cell contentin the formula bar.

Al i I || First

A B C D T E
1 @7 Contentappearsincell
2 and formula bar
3
4
5
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To delete cell content

1. Select the cell with content you wish to delete.

2. Pressthe Delete or Backspace key on your keyboard. The cell's contents will be deleted.
To delete cells

Thereisanimportantdifference betweendeletingthe contentofacelland deletingthe cellitself. Ifyou
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.
2. Select the Delete command from the Home tab on the Ribbon.

3. The cells below will shift up.

[ £— -
. AutoSum -
B B | e by
&) Fill -
Insert Delete” Format Sort &
- - - ¥ Clear~ Filter =
Cells Editing

Delete Cells

Delete cells, rows, columns, or
0 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,

To copy and paste cell content

Excel allows you to copy content thatis 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.

2. Click the Copy command on the Home tab, or press Ctrl+C on your keyboard.
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FILE HOME IMSERT PAGE LAYOUT

iz
B J Cut Calibri -lu
; ER Cap%'
aste | EEE
& ¥ Farmat Painter 8 1 1 -
Clipboard Fa Font
02 Copy (Ctrl+C) 2

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

— somewhere else.
1 |Fir

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

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

5. The content will be pasted into the selected cells.

To access more paste options

Youcanalsoaccessadditionalpasteoptions, whichare especially convenientwhenworkingwith cellsthat
contain formulas orformatting.

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

H ©- & -

FILE HOME = INSERT  PAGE LAYOL
o M Cut
] Em Copy ~

Paste
= ¥ Format Painter ru

Calibri -

-

Paste I Fant

B 0 5 :

o

D el f-;E Keep Source Formatting (K} !
Paste Values
o e
F
123 =123 =123
Other Paste Options

? L= = =
 J e
2 leo Lad Q

Paste Special...
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~ TIP:Ratherthanchoosingcommandsfromthe Ribbon, youcanaccess commands quickly by
right clicking. Simply selectthe cell(s) you wish to format, then right-click the mouse. A drop-
down menu will appear, where you'll find several commands that are also located on the
Ribbon.

D E F

Friday, March 01, 2017 e
Calibri ~|11 ~«| A" A $ -~ 9%

B Copy

Paste Special...
Insert...

Delete...

oM O H K O H M OH K O H|X | X H =

Clear Contents

To drag and drop cells

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

2. Hoverthe mouse over the border of the selected cell(s) until the cursor changes from a white
cross to a black cross with four arrows.

3. Click, hold, and drag the cells to the desired location.

4. Release the mouse, and the cells will be dropped in the selected location.

To use 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 orcolumn.

1. Selectthe 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).
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Thefillhandle

Ln b= W |

2. Click, hold, and drag the fill handle until all of the cells you wish tofill are selected.

A B €
1 |x X
2 Ix X 1
: E
4
3
(5]
7
8
2!
10
11 £
12
13

3. Release the mouse to fill the selected cells.

To continue 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) ordays (Monday, Tuesday, Wednesday), thefill handle can guess
what should come next in the series. In many cases, you may need to select multiple cells before using
thefillhandle to help Excel determine the series order. In our example below, the fillhandle is used to

extend a series of dates in a column.
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A B C A B
Monday

Tuesday
Wednesday
Thursday
Friday
Saturday
Sunday 1

Monday
Tuesday 1

Sunday

€0 = @ LN =W ke
03 | =] [ U e W R

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.

To find content

1. Fromthe Home tab, click the Find and Select command, then select Find... from the drop-down

menu.
zAutDSum - A [H]
Fill = 2Y
Sort & [Find &
¥ Clear~ Filter = Select =
E# Find.
2. Replace..
= GoTo..
o
Q Go To Special...

2. TheFind and Replace dialog box will appear. Enter the content you wish to find.

3. Click Find Next. If the content is found, the cell containing that content will be selected.
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A B i D E F G H 1

1 |Monday

2 |Tuesday

3 |Wednesday

4 |y Find and Replace
5 |Friday

6 |Saturday Find Replace

7 |Sunday Find what: | Friday [~]
8

g

1
11

12 Find All ] [ Find Next ] [ Close ]
13

i,
=

4. Click Find Nexttofind furtherinstances or Find Allto see everyinstance of the search term.

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

—~=_TIP: You can also access the Find command by pressing Ctrl+F on your keyboard.

—~==_TIP: Click Options to see advanced search criteria in the Find and Replace dialog box.

Find and Replace @
Find |Reglace
Find what: Friday |Z| | Mo Format Set | [ Format... v]

within: | EEETI | v | ] Match case

Match entire cell contents
Search: |By Rows IEI O =

Look in: |Formulas IEI

| FindAl | | FEindNext | | Close |

To replace cell content

At times, you may discover that you've repeatedly made a mistake throughout your workbook (such as
misspelling someone's name), orthat you need to exchange a particular word or phrase for another. You
can use Excel's Find and Replace feature to make quick revisions.
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1. Fromthe Hometab, click the Findand Selectcommand, then select Replace... from the drop-
down menu.

The Findand Replace dialogbox willappear. Type the text you wish tofindin the Find what: field.
Type the text you wish to replace it with in the Replace with: field, then click Find Next.
If the content is found, the cell containing that content will be selected.

Review the text to make sure you want to replace it.

I

If you wish to replace it, select one of the replace options:
o Replace will replace individual instances.

« ReplaceAllwill replace every instance of the text throughout the workbook. In our example, we'll
choose this option to save time.

7. Adialogboxwillappear, confirming the number of replacements made. Click OKto continue.
8. When you are finished, click Close to exit the Find and Replace dialog box.

Challenge!

N

Open an existing Excel 2013 workbook.

Selectcell D3. Notice how the celladdress appears inthe Name box andits contentappearsin
both the cell and the Formula bar.

Select a cell, and try inserting text and numbers.

Delete a cell, and note how the cells below shift up tofill in its place.

Cut cells and paste them into a different location.

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

Use the fill handle tofillin data to adjoining cells both vertically and horizontally.

Use the Find feature to locate content in your workbook.

N

© N ok w

4. Formatting Cells

Allcellcontentusesthe sameformatting by default, which can make itdifficultto read aworkbookwith
alotofinformation. Basicformatting can customize the look andfeel of yourworkbook, allowingyouto
draw attention to specific sections and making your content easier to view and understand. You can also
apply numberformatting to tell Excel exactly what type of data you’re using in the workbook, such as
percentages (%), currency ($), and so on.
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Font Formatting

To change thefont

By default, the font of each new workbook s setto Calibri. However, Excel provides a variety of other
fonts 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.

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

3. Selectthe desired font. A live preview of the new font will appear as you hover the mouse over
different options.

& . I
i -1 - A A S -9% 9
A | lBr=&-la-m-998 e« F

1

2 | (B

3
4. The text will change to the selected font.
—~==_TIP:When creatingaworkbook inthe workplace, you'llwantto selectafontthatis easy toread.
Along with Calibri, standard reading fonts include Cambria, Times New Roman, and Arial.
To change the font size

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

2. Clickthe drop-down arrow nexttothe Font Size command onthe Home tab. The Font Size drop-
down menu willappear.

3. Selectthe desired font size. Alive preview of the new font size will appear as you hover the
mouse over differentoptions.

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

# TIP: You can also use the Increase Font Size and Decrease Font Size commands or enter a agm
font size using your keyboard.
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Entering acustom Font [

font size
Increase and

Decrease Font
Size commands

To change the font color
1. Select the cell(s) you wish to modify.

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

3. Selectthedesiredfontcolor. Alive previewofthenewfontcolorwillappearasyouhoverthe
mouse over differentoptions.

10ME INSERT PAGE LAYOUT FORM

Calibri -l || E=EE
B I U- AA|l=Z===H-
. O - DA =3 B
Font |l Automatic
- Theme Colors
' H EEEENEN
B
i ..||i||||||
Standard Colors
| § | EEEEN

vy More Colors...

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

To use the Bold, Italic, and Underline commands
1. Select the cell(s) you wish to modify.

2. ClicktheBold (B), Italic (1), or Underline (U) command on the Home tab. In our example, we'll
make the selected cells bold.
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.E. Cut F

Georgia ~lis ~|A A SE=
EBCopy v pr—
¥ Format Painter BL}I Uu-JiE- OH-A- ===
Clipboard P Font Fa
Bold (Ctri+B)
Make your text bold.
A B C

3. The selected style will be applied to the text.

~ TIP:Youcanalsopress Ctrl+Bonyourkeyboardtomakeselected textbold, Ctrl+ltoapply Es
and Ctrl+U to apply an underline.

Text Alignment

Bydefault,anytextenteredintoyourworksheetwillbealignedtothe bottom-leftofacell. Anynumbers
will be aligned to the bottom-right of a cell. Changing the alignment of your cell content allows you to
choose howthe contentis displayed inany cell, which can make your cell content easierto read.

To change horizontal text alignment
1. Select the cell(s) you wish to modify.

2. Selectoneofthethreehorizontalalignmentcommands onthe Hometab. Inourexample, we'll
choose CenterAlign.

w - =3 Wrap Text

€= 3= Merge & Center -

Alignment Fa
Center
7Llog
Center your content.
B

3. The text willrealign.
To change vertical text alignment
1. Select the cell(s) you wish to modify.

2. Selectone of the three vertical alignment commands on the Home tab. In our example, we'll
choose Middle Align.
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== EI:}E - %‘Wrap Text
=== & = [ MergefiCenter ~
Alignment P
Middle Align

;Log
Align text so that it is centered
B between the top and bottomn of the
cell.

3. The text willrealign.

Cell borders and fill colors

Cell borders and fill colors allow you to create clear and defined boundaries for different sections of your
worksheet.

To add a border
1. Select the cell(s) you wish to modify.

2. Clickthe drop-downarrow nexttothe Borders command onthe Home tab. The Borders drop-
down menu willappear.

HOME = INSERT  PAGELAYOUT  F
L || calibri -l || F=BEEr
v+ |B I U~ A A|=ZE==HE
3 i Ty A &= 3= -

|| Borders

Bottorn Border
Top Border
Left Border

Right Border

Mo Border
HH Al Borders
Qutside Borders
Thick Box Border
3. Select the border style you want to use.

4. The selected border style will appear.

—~=_TIP:Youcandrawborders and changetheline style and colorofborders with the Draw Bxs
tools at the bottom of the Borders drop-down menu.
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Draw Borders
ET Draw Border
|:,'+ Draw Ecrcl&r%ri d

Erase Border
L_-_* Line Color 4
Line Style »

HH Meore Borders...

To add a fill color
1. Select the cell(s) you wish to modify.

2. Click the drop-down arrow next to the Fill Color command on the Home tab. The Fill Color menu
will appear.

3. Selectthefillcoloryouwantto use. Alive preview of the newfill color willappear as you hover
the mouse over different options. In our example, we'll choose Light Green.

HOME IMSERT PAGE LAYOUT

Calibri lu | = =plE
(BT U &L [SS=E

- [P A - & = ¥
a Theme Colors

: I"
__aNANNREEEE

list ! Standard Colors
| B | EEEENR
Mo Fill
Light Green

vy More Comorsz

4. The selected fill color will appear in the selected cells.
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Cell styles

Ratherthan formatting cells manually, you can use Excel's predesigned cell styles. Cell styles are a quick
way to include professional formatting for different parts of your workbook, such as titles and headers.

To apply a cell style
1. Select the cell(s) you wish to modify.

2. Clickthe Cell Stylescommandonthe Hometab, then choose the desired style fromthe drop-down
menu.

r 1 i CI P - ar

- B s B [ (2 Ay @b
=] e - ct TF\H‘ '
M 0 o Conditional Formatas Cell Insert Delete Format Sort & Find &
| Formatting~ Table~ Styles= - - - < Clear~ Filter ~ Select ~

Good, Bad and Neutral

mypy
i‘l

Normal Bad Good Neutral

Data and Model
Output Warning Text

3. The selected cell style will appear.

=~ TIP:Applyingacellstylewillreplaceanyexistingcellformattingexceptfortextalignment.You
may not want to use cell styles if you've already added a lot of formatting to your
workbook.

Formatting text and numbers

One ofthe most powerfultools in Excel is the ability to apply specific formatting for textand 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
1. Select the cells(s) you wish to modify.

2. Click the drop-down arrow next to the Number Format command on the Home tab. The Number
Formatting drop-down menu will appear.

3. Select the desired formatting option.

4. The selected cells will change to the new formatting style.
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Generalis thedefault formatforanycell.
Whenyouenteranumberintothecell,
Excel will guess the number format that is
most appropriate.

ABC
—*123

12

Currency formatsnumbersascurrency __,,
with a currency symbol. ==

Short Date formatsnumbers i ——

as M/D/YYYY. =
LongDate formatsnumbersas e
Weekday, Month DD, YYYY. ~—> =

¢
/0
Ly
10

ABC

Percentage formats numberswith
decimal placesand the percent sign.

Scientific formatsnumbers
in scientific notation.

You can easily customize any format in

More Number Formats. —>

Challenge!

Add a border to a cell range.
Change the fill color of a cell range.

Nooabkowbd=

More Mumber Formats...

General
Mo specific format

Mumber Number formats numbers
list with decimal places.
|
Currency
list

Accounting formats numbers as monetary

Accounting o valueslike the Currencyformat, butitalso

list aligns currency symbols and decimal

placeswithin columns.
Short Date
list
Long Date
list
Time Time formats numbersas HH/MM/SS
list 4 and notes AM or PM.

[
Percentage
list

Fraction formats numbers as fractions
Fraction €—— separated by the forward slash.
list -
Scientific
list

Text formats numbers as text, meaning
Text <— thatwhatyouenterintothe cell will
list appearexactlyasitwasentered.

Open an existing Excel 2013 workbook.

Select a cell and change the font style, size, and color of the text.
Apply bold, italics, or underline to a cell.

Try changing the vertical and horizontal text alignment for some cells.

Try changing the formatting of a number.
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5. Modifying Columns, Rows and Cells

Bydefault, everyrowand column ofanewworkbookis always settothe same heightand width. Excel
allows you to modify column width and row height in different ways, including wrapping text and merging
cells.

To modify column width

1. Position the mouse over the column line in the column heading so the white cross Pbecomesa
double arrow .

D18 ~ |
¥ B i
First Name Last Name

SN A W N

2. Click, hold, and drag the mouse to increase or decrease the column width.
3. Release the mouse. The column width will be changed.

—~=="TIP: If you see pound signs (##H####) in a cell, it means that the column is not wide
enoughto display the cell content. Simply increase the column width to show the cell content.

To AutoFit column width
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 the white cross :ul"becomesa
double arrow *.
2. Double-click the mouse. The column width will be changed automatically to fit the content.

~ TIP:You can also AutoFit the width for several columns at the same time. Simply select the
alnrsyou would like to AutoFit, then select the AutoFit Column Width command from the Format
drop- down menu on the Home tab. This method can also be used for Row height.
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EED = i :—"—i 2 AutoSum - A?
= [ Smes
Sor, ] Fill =
Insert Delete Format Sort &

5 - = & Clear~ Eilkai=

Cells | Cell Size
IC Row Height...
AutoFit Row Height
0 p -

Column Width...

=
+

AutoFit Column Width
Default Width...
To modify row height
1. Position the cursor over the row line so the white cross ~*becomes adoublearrow F.

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

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

To modify all rows or columns
Ratherthanresizing rows and columnsindividually, you can modify the height and width of every row and
columnatthesametime. Thismethodallows youtosetauniformsize foreveryrowandcolumninyour
worksheet.

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

worksheet.

o W R =

2. Position the mouse over a row line so the white cross “rbecomesadoublearrow 'I'.

3. Click, hold, and drag the mouse to increase or decrease the row height.

4. Release the mouse when you are satisfied with the new row height for the worksheet.
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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.

To insert rows

1. Select the row heading below where you want the new row to appear.

2. Click the Insert command on the Home tab.

P EE i M

Cell Insert Delete Farmat Sort & Find &
Styles ~ = M - — 7 Filter~ Select -
Cells 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.

0 Tell me more

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

~=_TIP:Wheninserting new rows, columns, or cells, you will see the Insert Options button £
netbthe 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, then click the drop-
down arrow.

¥ .

Format Same As Left

0 Format 5ame As Right
O Clear Formatting
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To insert columns
1. Select the column heading to the right of where you want the new column to appear.

2. Click the Insert command on the Home tab.

P E I h

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

Add new cells, rows or columns to
your workbook.

FYl: To insert multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Insert.

9 Tell me more

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

~="TIP: When inserting rows and columns, make sure you select the entire row or column by
diigthe heading. If you select only a cell in the row or column, the Insert command will only
inserta new cell.

To delete 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.

2. Click the Delete command on the Home tab.

D = Eﬁi ZT%Y itk

-

Cell Insert Delete Format Sort & Find &
Styles - b E = “= 7 Filter = Select~
Cells Editing

Delete Cells

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

F¥l: To delete multiple rows or
columns at a time, select multiple
rows or columns in the sheet, and
click Delete,
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3. The selected row(s) will be deleted, and the rows below will shift up.

To delete columns
1. Select the columns(s) you want to delete.

2. Click the Delete command on the Home tab.

0 & Eﬁi z:%Y %

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

Delete Cells
Delete cells, rows, columns, or

H sheets from your workbook,

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

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

—~—_TIP: It's important to understand the difference between deleting a row or column and
smiclearing its contents. If you wantto remove the content of a row or column without causing
othersto shift, right-click aheading, then select Clear Contents fromthe drop-downmenu.

& Cut

Copy

i)
LT

Paste Options:

=
=4
e

11113

Paste Special...
Insert...

Delete...

Clear Contents
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To move a row or column

Sometimes you may want to move a column or row to rearrange the content of your worksheet.

1. Selectthe 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.

2. Selectthe columnheading to the right of where you want to move the column. Forexample, if you
want to move a column between columns B and C, select column C.

3. Clickthelnsertcommandonthe Hometab, thenselectinsert CutCellsfromthe drop-down menu.

5

Cell
Styles -

lq:.l:'m EE‘X ‘:” EAutDSum -
0B H ] Fill -
Insert Delete Format
- = 3 & Clear~
Eﬂﬂ Insert Cut Cells l} Editit

UM Tnsert Sheet Columns

Q Insert Sheet

4. The column will be moved to the selected location, and the columns to the right will shift right.

—~="TIP: You can also access the Cut and Insert commands by right-clicking the mouse and
selecting the desired commands from the drop-down menu.

To hide and unhide a row or column

Attimes, youmaywantto compare certain rows or columns withoutchangingthe organization of your
worksheet. Excel allows you to hide rows and columns as needed.

1. Selectthe column(s) you wish to hide, right-click the mouse, then select Hide from the formatting

menu.

Frida

X Clear Contents

I¥
o Cut
Em Copy
6D Paste Options:

= il
=

(3

=l

aste Special...
Inzert

Delete

Format Cells...

Column Width...

Unhide

Page |53



2. Thecolumnswillbe hidden. The green columnline indicates the location of the hidden columns.

Green
column line

st Name | Friday, March 08, 2013
Heidi

3. Tounhidethe columns, selectthe columnsto the leftand right of the hidden columns (in other
words, the columns on both sides of the hidden columns).

4. Right-clickthe mouse, then select Unhide from the formattingmenu. The hidden columns will
reappear.

Wrapping text and merging cells

Whenever you have too much cell contentto be displayed in a single cell, you may decide to wrap the text
ormergethecellratherthanresizinga column. Wrappingthe textwillautomaticallymodifya cell'srow

height, allowing 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. Select the cells you wish to wrap.

2. Selectthe Wrap Text command on the Home tab.

=2 Wrap Text Text - I--E
B Merge & Center ~ | $ - % * G 5% Conclm_:
Formatti
tent [F] Mumber I
Merge & Center
Combine and center the contents of
Excel the selected cells in a new larger
1 3 cell.
This is a great way to create a label
Excel that spans multiple celumns.
E

! e Tell me more
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3. The textin the selected cells will be wrapped.

—~=_TIP: Click the Wrap Text command again to unwrap the text.

To merge cells using the Merge & Center command
1. Select the cell range you want to merge together.

2. Selectthe Merge & Center command on the Home tab.

= = E
EF Wrap Text Text .-E
= Merge @t Center -/ $ - % * 5 %8 CDnditiF
Faormatti
1ent [F Mumber I
Merge & Center

Combine and center the contents of
Excel the selected cells in a new larger

1 3 cell.
This is a great way to create a label

that spans multiple columns.

Excel
E

! e Tell me more

3. The selected cells will be merged, and the text will be centered.

To access more merge options

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

« Merge & Center: Merges the selected cells into one cell and centers the text
« MergeAcross: Merges the selected cellsinto larger cells while keeping each row separate
o Merge Cells: Merges the selected cells into one cell, but does not center the text

o Unmerge Cells: Unmerges selected cells

Merge & Center ~
=l Merge & Center
Merge Across
Merge Cells I},

Unrnerge Cells

Fd 0B i (A1
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Challenge!

Open an existing Excel 2013 workbook.

Modify the width of a column.

Inserta column between column A and column B, then inserta row betweenrow 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.

Try merging some cells together.

No ok~

6. Formulas and Functions

Oneofthe mostpowerfulfeaturesin Excelistheability to calculate numericalinformationusingformulas.

Simple 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.

Mathematical operators

Excelusesstandardoperatorsforformulas, suchasaplussignforaddition(+),aminussignforsubtraction
(-), anasterisk for multiplication (*), a forward slash for division (/), and a caret (*) forexponents.

Addition

Subtraction

Multiplication

Division

Exponents

All formulas in Excel must begin with an equals sign (=). This is because the cell contains, oris equal to,
the formula and the value it calculates.
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Understanding cell references

While you can create simple formulas in Excel manually (forexample, =2+2 or =5*5), most of the time you
willuse celladdresses to create aformula. 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.

S5UM x

) 10 The formula in cell A3
refers to the value in cell A1
plus the value in cell A2

3 |=A1+A2

[ A3 - pi
= : : The formula calculates
and displays the answer

to the equation A1 plus A2

sl

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 Al and A2

=C4-3 Subtracts 3 from cell C4

=E7/)4 Divides cell E7 by )4

=N10*1.05 Multiplies cell N10 by 1.05

=R5/2 Finds the square of cell R5
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To create aformula
1. Select the cell that will contain the formula.

2. Type the equals sign (=). Notice how it appears in both the cell and the formula bar.

W _ﬁ =D1+D)
C D E
i 45&3 Formulawillappearin
: 12 P boththecellandthe
S formula bar.

1. Type the cell address of the cell you wish to reference first in the formula: cell D1 in our example.
A blue border will appear around the referenced cell.

2. Typethe mathematical operatoryouwishtouse. Inourexample, we'lltype the additionsign (+).

3. Type the cell address of the cell you wish to reference second in the formula: cell D2 in our
example. A red border will appear around the referenced cell.

4. PressEnteronyourkeyboard. The formulawill be calculated, and the value will be displayedinthe
cell.

—~==_"TIP: If the result of a formula is too large to be displayed in a cell, it may appear as
mbigns (#######) instead of a value. This means that the column is not wide enough to display
the cell content. Simply increase the column width to show the cell content.

Modifying values with cell references

The true advantage of cellreferences is that they allow you to update data in your worksheet without
having to rewrite formulas.

—~=—_TIP: Excelwillnotalwaystell youif yourformula contains an error, soit's up to you to check
ddyour formulas.

Page |58



To create a formula using the point-and-click method

Ratherthantyping celladdresses manually, you can pointand click on the cells you wish toinclude in your
formula. This method can save alot 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. Selectthe cell that will contain the formula. In our example, we'll select cell D3.

D3 - f
A B C D E
Paper Supply Inventory Orders
2 Item Quantity | Price Per Unit| Total Cost
3 | Plastic Silverware (box of 100) 9 $8.75 o
4 |Napkins (box of 250) 12 $2.59
5 |Plates (box of 50) 6 $14.25
& Cups (box of 75) 10 $11.99
7 [Total
8

2. Type the equals sign (=).

3. Selectthe cell you wish to reference first in the formula: cell B3 in our example. The cell address
willappearinthe formula, and a dashed blue line willappear around the referenced cell.

B3 - X « K | =B3
A B C D E
Paper Supply Inventory Orders
2 Item Quantity | Price Per Unit|Total Cost
3 |Plastic Silverware (box of 100) o 9 $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 Total

=]

4. Typethe mathematical operator you wish to use. In our example, we'll type the multiplication sign
(*).

5. Selectthecellyouwishtoreferencesecondintheformula: cell C3inourexample. Thecelladdress
willappearin the formula, and adashed red line willappear around the referenced cell.
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C3 h x v & =B3*C3

A B & D E
Paper Supply Inventory Orders
2 Item |Quantity Price Per Uni! Total Cost
3 |Plastic Silverware (box of 100) _' 9 th $8.75 1=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 Total

8

6. PressEnteronyourkeyboard. The formulawillbe calculated, andthe value willbe displayedinthe

cell.
D3 - £ || =B3*c3
A B C D E
Paper Supply Inventory Orders
2 Item Quantity | Price Per Unit | Total Cost
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 Total

8

Formulascanalsobe copiedtoadjacentcells withthefillhandle, whichcan save alotoftime and effort
if you need to perform the same calculation multiple times in a worksheet.

To edit aformula

Sometimes you may wantto modify an existingformula. Inthe example below, we've enteredanincorrect
cell address in our formula, so we'll need to correct it.

1. Select the cell containing the formula you wish to edit.

2. Clickthe formulabarto editthe formula. You can also double-click the cell to view and edit the
formula directly within the cell.

3. Aborder will appear around any referenced cells.

4. Whenfinished, press Enteronyourkeyboard or select the Entercommand ¥ inthe formula bar.
5. The formula will be updated, and the new value will be displayed in the cell.

=" TIP: If you change your mind, you can press the Esc key on your keyboard or click the
Creécommand in the formula barto avoid accidentally making changes to your

formula.
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—~="TIP: To show all of the formulas in a spreadsheet, you can hold the Ctrl key and press °
@peaccent). The grave accent key is usually located in the upper-left corner of the keyboard. You
can press Ctrl+ again to switch back to the normal view.

Challenge!

Open an existing Excel workbook.

Create a simple addition formula using cell references.
Try modifying the value of a cell referenced in a formula.
Try using the point-and-click method to create a formula.
Edit a formula using the formula bar.

abr D=

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.

Order of operations

Excel calculates formulas based on the following order of operations:
1. Operations enclosed inparentheses

Exponential calculations (372, for example)

Multiplication and division, whichever comes first

W™

Addition and subtraction, whichever comes first

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 an invoice. To do this, we'll write our
formulaas =(D2+D3)*0.075in cell D4. This formula will add the prices of ouritems togetherand then
multiply thatvalue by the 7.5% taxrate (whichiswritten as 0.075) to calculate the cost of sales tax.
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SUM i X« fr| =(p2:D3)*0.075

A B C D
1 Menu ltem Price Quantity Total
2 [ltem 1 52.29 20 545.80
3 [ltem 2 52.29 30 568.70
(T TaK| =(02403)%0.075
5 Total |

=" TIP: It is especially important to enter complex formulas with the correct order of
operdions. 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 which calculations will be performed first in Excel.

Challenge!

1. Open an existing Excel workbook.
2. Create a complex formula that will perform addition before multiplication.

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.

Relative cellreferences

By default, all cell references are relative references. When copied across multiple cells, they change based
on the relative position of rows and columns. Forexample, if you copy the formula =A1+B1 fromrow 1 to
row 2,theformulawillbecome =A2+B2. Relative references are especially convenientwheneveryouneed
to repeat the same calculation across multiple rows or columns.

To create and copy a formula using relative references

Inthefollowingexample, we wantto createaformulathatwillmultiplyeachitem's price by the quantity.
Ratherthan creating a new formula for each row, we can create a single formula in cell D2 and then copy
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itto the otherrows. We'lluse relative references so the formula correctly calculates the total foreach
item.

1. Selectthe cell that will contain the formula. In our example, we'll select cell D2.

2. Enterthe formulato calculate the desired value. In our example, we'll type =B2*C2.

1

2 [item1 Sz.ﬂﬂi al=p2*C2
3 |ltem2 54.00 2
4 |Item 3 $6.00 1
5 |Item 4 $3.00

& |ltem 5 42.00 5
7 |temé6 58.00 2
8 [item 7 $2.00 3
9 |Item & $1.00 6
10 |ltem 9 59.00 2
11 |Item 10 57.00 5
12 Total

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

4. Locatethefillhandleinthelower-rightcornerofthe desiredcell.Inourexample, we'lllocatethe
fill handle for cell D2.

A B C D
1
2 |item1 $2.00 4 58.00
3 |ltem 2 $4.00 2
4 |ltem 3 $6.00 1 Thefillhandle
5 |ltem4 $3.00
6 |ltem 5 $2.00 5
7 |ltem & $8.00 3
8 |Item 7 $2.00 3
9 |ltem 8 51.00 6
10 |Item 9 59.00 2
11 |Item 10 5$7.00 5
12 Total
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5. Click, hold, and drag the fill handle over the cells you wish to fill.

Click, hold and drag thefill handle to

copy the formula to adjacent cells
1
2 ‘ltem 1 $2.00 a $8.00
3 item 2 $4.00 2 I
4 |ltem 3 £6.00 1
5 [Item 4 £3.00
6 |Iltem5 $2.00 5
7 |iteme £8.00 3
8 |item7 $2.00 3
9 |item 8 $1.00 6
10 |Item 9 59.00 2 Vv
11 |Item 10 47.00 5
12 Total

6. Releasethe mouse. The formula will be copied to the selected cells with relative references, and
the values will be calculated in each cell.

—~="TIP: You can double-click the filled cells to check their formulas for accuracy. The relative
dreferences should be different for each cell, depending on their rows.

A B C D
S e e T
2 [tem1 $2.00 4 $8.00
3 |ltem 2 $4.00 2 $8.00
4 [ltem3 $6.00 1 $6.00
5 |ltem4 $3.00 $0.00
6 [items $2.00 sl=a6*Cs|
7 [ltem 6 $8.00 3| $24.00
8 [ltem7 $2.00 3
9 [ltem s $1.00 5
10 [Item 9 $9.00 2
11 |Item 10 $7.00 5
12 Total
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Absolute cellreferences

There maybe timeswhen youdo notwantacellreference to change whenfilling 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 referenceis designated inaformula by the addition of adollarsign ($). Itcan precede the
column reference, the row reference, or both.

$AS2 The column and the row do not change when copied

AS$2  The row does not change when copied

SA2 The column does not change when copied

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

== TIP:Whenwritingaformula,youcanpresstheF4keyonyourkeyboardtoswitchbetween ede
and absolute cell references. This is an easy way to quickly insert an absolute reference.

To create and copy a formula using absolute references

Inourexample, we'lluse the 7.5% sales taxrate in cell E1 to calculate the sales taxforallitemsincolumn
D.We'llneedto use the absolute cell reference $E$1in ourformula. Since each formulais using the same
taxrate, we wantthat reference toremain constantwhenthe formulais copied andfilled to other cells

in columnD.

1. Selectthe cell that will contain the formula. In our example, we'll select cell D3.
2. Entertheformulato calculate the desired value. In ourexample, we'lltype =(B3*C3)*$ES$1.

3. PressEnteronyourkeyboard. The formula will calculate, and the resultwill display in the cell.
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A B & D E

1 Sales Tax 7.50%
3 [item1 | $2.00 4 $8.00|=(B3*C3)*3e51]
4 |ltem 2 54.00 2 $8.00

5 |Item 3 56.00 1 $6.00

& |ltem4 53.00 $0.00

7 |ltem5 52.00 5 5$10.00

g8 |ltemb 58.00 3 524.00

9 ltem 7 $2.00 3 $6.00

10 |Item 8 $1.00 B $6.00

11 |Item 9 59.00 2 5$18.00

12 |Item 10 57.00 5 535.00

13 Total

4. Locate the fill handle in the lower-right corner of the desired cell.

5. 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.

Challenge!

1. Open an existing Excel workbook.

2. Create aformula that uses arelative reference. Double-click a cell to see the copied formula and
the relative cellreferences.

3. Create aformula that uses an absolute reference.

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.

Formula =A1+A2+A3+A4+A5+A6+A7+A8
Function =SUM(A1:A8)
The partsof afunction

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 equals sign (=), the function name (SUM, for example), and one or more
arguments. Arguments contain the information you want to calculate.
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=SUM(A1:A20)
b =
Equalsign I Argument

Function name

Working with arguments

Arguments canrefertobothindividualcellsand cellrangesand mustbe enclosedwithinparentheses. You
canincludeoneargumentormultiplearguments, dependingonthe syntaxrequired forthe function.

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

COUNTA  ~ X « [ || =AVERAGE(B1:E9)
A B o

5

2 8
9

4 i

5 5

3 1

7 3

8 2

9 7

10| =AVERAGE(B1:B9)

Multiple arguments must be separated by acomma. Forexample, the function =SUM(A1:A3, C1:C2,E2)
will add the values of all the cells in the three arguments.
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SUM i X & fr || =sum(anaAz.crcaEl)

A B C D E F
1 34 65| | 6l
| | | |

2 21 23|

| | |
3 | 56,
4
5 |=5uw||[..._ A3,C1:C2,E1)|
6

Creating afunction

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

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

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.

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.

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

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

To create 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.
2.

Select the cell that will contain the function.

Typethe equals sign (=) and enter the desired functionname. You can also selectthe desired
function from the list of suggested functions that willappear below the cell as you type. Inour
example, we'll type=AVERAGE.
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A B g D

1 Sales Tax

2 ftem  [price  [Quantity [Total  [Tax
3 (Hem1 $2.00 4 58.00

4 |Item 2 44,00 2 43.00

5 (ltem 3 $6.00 1 56.00

6 (ltemd4 $3.00 $0.00

7 |ltem 5 $2.00 5 510.00

3 |ltemb £3.00 3 424.00

9 |ltem7 $2.00 3 56.00

10 [Item & $1.00 ] $6.00

11 [Item 9 $9.00 2 518.00

12 |ltem 10 57.00 5 535.00

13 =AVER

14 fi

15 f

16 () AVERAGEIF
= () AVERAGEIFS

3. Enterthe cellrange forthe argumentinside parentheses. In ourexample, we'lltype (D3:D12).

4. PressEnteronyourkeyboard. Thefunctionwillbe calculated, andtheresultwillappearinthecell.

To create a function using the AutoSum command

The AutoSum command allows you to automatically insert the most common functionsinto yourformula,
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.

2. Inthe 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. Inourexample, we'll select Sum.

%EEI Ex il Ehutoﬁummaw H

Insert Delete Format E 3um I}b nd &
- - - Hfverage ect -
Cells Count Mumbers -
Max "
Min
1 ! O R 5 -

Mare Functions...
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3. The selected function will appear in the cell. If logically placed, the AutoSum command will
automatically select a cell range for the argument. You can also manually enter the desired cell
range into theargument.

SUM - i X & Jx| =sum(pz:p12)

A B C D

1 Sales Tax

3 |ltem1 $2.00 4 $8.00
4 [item2 $4.00 2 $8.00
5 |ltem 3 $6.00 1] $6.00
6 [itema $3.00 $0.00
7 |items $2.00 5! $10.00
8 [items $8.00 3] $24.00
9 [item 7 $2.00 3 $6.00
10 Item 8 $1.00 6 $6.00
11 Item 9 $9.00 ol $18.00
12 |item 10 $7.00 s $35.008
13| =SUM(D3:012)

4. Press Enter on your keyboard.

The Function Library

While there are hundreds of functions in Excel, the ones you use most frequently will depend on the type
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 more from the Function Library on the Formulas
tab.

M To access the Function Library, select the Formulas tab on the Ribbon. The Function Library will

appear.
HS- .
FILE HOME | IMSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
db Cut Calibri s -A N == - B WapTet
ER Copy -

I u- H- &H-A-

x &= 3= [ &
% Farmat Painter €= = Merge & Center

Clipboard [P Font [P Alignment IFt
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FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

o2 MIE-EDER B

Insert AutoSum Recently Financial Logical Text Date & Lookup & Math &  More
Function = Used - = Ed * Time~ Reference~ Trng~ Functions =

Furiction Library

O Ifyou're having trouble finding the right function, the Insert Function command allows you to
search for functions using keywords.

O The AutoSum command allows you to automatically return results for common functions, like
SUM, AVERAGE, and COUNT.

0 TheRecentlyUsedcommandgives you accesstofunctionsthatyou have recently worked with.

U The Financial category contains functions for financial calculations like determining a payment (PMT) or
interest rate for a loan (RATE).

O Functionsinthe Logical category check argumentsforavalue or condition. Forexample, ifanorderis over
$50 add $4.99 for shipping, but if it is over $100, do not charge for shipping (IF).

U The Text category contains functions that work with the text in arguments to perform tasks, such as
converting text to lowercase (LOWER) or replacing text (REPLACE).

U TheDate & Time category contains functions forworking with dates andtime and will return results like
the current date and time (NOW) or the seconds (SECOND).

U The Lookup & Reference category contains functions that will return results for finding and referencing
information. Forexample, you can add a hyperlink (HYPERLINK) to a cell or return the value of a particular
row and column intersection (INDEX).

U The Math & Trig category includes functions for numerical arguments. For example, you can round values
(ROUND), findthe value of Pi(P1) multiply (PRODUCT), subtotal (SUBTOTAL),and much more.

U More Functions contains additional functions under categories for Statistical, Engineering, Cube,
Information, and Compatibility.

To insert a function from the Function Library
1. Select the cell that will contain the function.
2. Click the Formulas tab on the Ribbon to access the Function Library.
3. From the Function Library group, select the desired function category.

4. Selectthe desired function from the drop-down menu.
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FILE

Jx

Insert  AutoSum Recently Financial Logical

Function

D2

A
1 Item
2 |ltem 1
Item 2

w

4 |ltem 3
5 |ltem4
6 (ltem 5
7 |ltemb
g |ltem?7
9 ltem &
10 |ltem 9
11 |ltem 10

HOME INSERT

- Used - - -
- j;
B C

Date Ordere Date Receive Delive
1/5/2015  1/26/2015
1/9/2015  1/26/2015
1/5/2015  1/25/2015
1/5/2015  1/26/2015
1/5/2015  1/23/2015
1/5/2015  1/26/2015
1/5/2015  1/26/2015
1/7/2015  1/15/2015
1/6/2015 1/6/2015
1/6/2015 1/8/2015

PAGE LAYOUT

Function Library

FORMULAS DATA REVIEW VIEW

>EEBOER @

Text Date& Lookup & Math &  More Mame
Time~ Reference~ Trig= Functions~ | Manager £ Create frc

= =] Define Nz
[

fr Use in Fon

DATE Defined Mam
DATEVALUE

DAy

DAYS

DAYS360

EDATE

EOMONTH

HOUR

ISOWEEKMNUM

MIMUTE

MOMNTH

NETWORKDAYS

NETWORKDAYSINTL

now | NETWORKDAYS(start_date,end_date,holidays)

secom Returns the number of whole workdays between

two dates.
TIME

5. TheFunction Argumentsdialog boxwillappear. From here, you'llbe ableto enterorselectthe

cells that will make up the arguments in the function.

1
2

w

A
Item
Item 1
Item 2

B

£

Date Ordere Date Receive Delivery Time

1/5/2015
1/9/2015

[arsieaco ]

1/26/2015|:AYS{B2,C2) 1

1/26/2015

Iten
Iten|
Iten
Iten
Iten
Iten|
Iten
Iten|

Function Arguments

NETWORKDAYS

Start_date B2

End_date | C3|

Holidays

Formula result = 16

Help on this function

42002

420303694

16

Returns the number of whole workdays between two dates.

End_date is a serial date number that represents the end date.

OK l l Cancel

6. When you're satisfied with the arguments, click OK.

7. The function will be calculated, and the result will appear in the cell.
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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 rows or columns.

D2 -| J | =NETWORKDAYS(B2,C2)
A B & D E

1 ltem Date Ordere Date Receive Delivery Time
2 |ltem1 1/5/2015  1/26/2015 16
3 |ltem 2 1/9/2015  1/26/2015 12
4 lltem 3 1/5/2015  1/25/2015 15
5 |ltem 4 1/5/2015  1/26/2015 16
6 |ltem 5 1/5/2015  1/23/2015 S
7 |ltem & 1/5/2015  1/26/2015 16
8 |item7 1/5/2015  1/26/2015 16
9 |ltem 8 1/7/2015  1/15/2015

10 {Item 9 1/6/2015 1/6/2015

11 |ltem 10 1/6/2015 1/8/2015 3

-
P

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 allittle difficult to
use. Ifyoudon'thave much experience with functions, you may have more success browsing the Function
Libraryinstead. Formore advanced users, however, the Insert Function command can be a powerful way
to find a function quickly.

To use the Insert Function command

1. Select the cell that will contain the function.
Click the Formulas tab on the Ribbon, then select the Insert Function command.
The Insert Function dialog box will appear.

Type afew keywords describing the calculation you wantthe function to perform, then click Go.

o H N

Review the results to find the desired function, then click OK.
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

A2 R EREOEBE R @
Insert  AutoSum Recently Financial Logical Text Date & Lockup & Math 8  More

Functicn - Used ~ 2 b *  Time~ Reference~ Trig~ Functions~
Function Library

NETWO Insert Function @

Search for a function:

G
count cells Go
1 ltem
2 ||tem Or select a category: | Recommended E
3 |ltem

Select a fundtion:
Item

4

COUNT R
> |ltem{ | couniF F
6 Itern| PR e s A BRI ~
COUNTIFS
7 |Item | | COUNTBLANK
g |ltem DCOUMTA
= FREGUENCY -

COUNTA(valuel,valuel,...)
10 |ltem Counts the number of cells in a range that are not empty.
11 |ltem

Item

Help on this function oK ][ Cancel

6. The Function Arguments dialog box will appear.
7. When you're satisfied, click OK.

8. The function will be calculated, and the result will appear in the cell.

Challenge!

1. Open an existing Excel workbook.

2. Create afunction 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.

4. Explore the Function Library, and try using the Insert Function command to search for different
types of functions.
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Excel Formulas You Should Definitely Know
1. SUM
Formula: =SUM(5, 5) or =SUM(A1, B1) or =SUM(A1:B5)

The SUM formula does exactly what you would expect. It allows you to add 2 or more numbers together.
You can use cell references as well in this formula.

2. COUNT
Formula: =COUNT(A1:A10)

The count formula counts the number of cells in a range that have numbers in them.

A B C D
il 1 Formula Result 9
2 2 Formula =COUNT(A1:A10)
3 3
4 a4
5 5
4] 6
7 7
8 3

9 |doesn't work with text
10 10

It only counts the cells where there are numbers.

3. COUNTA
Formula: =COUNTA(A1:A10)

Counts the number of non-empty cells in a range. It will count cells that have numbers and/or any other
characters inthem.

The COUNTA Formula works with all data types.
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A B C D

1 1 Formula Result 10
2 3 Formula =COUNTA[AL:A10)
3 3

4 4

3 5

& o

7 7

8 2

9 |This works with text

10 10

It counts the number of non-empty cells no matter the data type.
4. LEN
Formula: =LEN(A1)

The LEN formula counts the number of characters in a cell. This includes spaces!

.} B c D
1 |1 love Excel Formula Result 12
2 |lloveExcel Formula =LEM[AL)
4 Formula Result 10
5 Formula =LEM[AZ)

Notice the difference in the formula results: 10 characters without spaces in between the words, 12 with
spaces between the words.

5. VLOOKUP
Formula: =VLOOKUP(lookup_value, table_array, col_index_num, range_lookup)

Basically, VLOOKUP letsyou searchforspecificinformationin yourspreadsheet. Forexample, ifyouhave
a list of products with prices, you could search for the price of a specific item.

We’re going to use VLOOKUP to find the price of the Photo frame. You can probably already see that the
priceis $9.99, butthat’s because thisis a simple example. Once youlearnhowto use VLOOKUP, you'llbe
ableto useitwith larger, more complex spreadsheets, and that’s when itwillbecome truly useful.
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2 |Spice rack 519.99 | _l
3 |Stationery 55.49
4 |Gift basket 525.99
5 |Cutting board 524,99
& Landscape painting 535.99
7 |Greeting card 54,99
& |T-shirt 515.49
o |Scarf 529.99
10 |Coffee mug 58.99
1 | Tea set 516.99
12 |Serving bowl 512.99
13 |'Wrapping paper 53.99
14 |Photo frame 59.99
15 |Handmade soap 54.49
16 |Gourmet hot cocoa 55.99

As with any formula, you'll start with an equal sign (=). Then, type the formula name.
=VLOOKUP(“Photo frame”

The second argument is the cell range that contains the data. In this example, our data is in A2:B16. As
with any function, you'll need to use a comma to separate each argument:

=VLOOKUP(“Photo frame”, A2:B16

Note: It's important to know that VLOOKUP will always search the first column in this range. In this
example, it will search column A for “Photo frame”. In some cases, you may need to move the columns
around so that the first column contains the correct data.

The third argument is the columnindex number. It's simpler than it sounds: The first column in the range
is1,thesecondcolumnis2,etc.Inthiscase, wearetryingtofindthe price oftheitem,andthepricesare
contained in the second column. That means our third argument will be 2:

=VLOOKUP(“Photo frame”, A2:B16, 2

Thefourth argumenttells VLOOKUP whetherto look for approximate matches, and it can be either TRUE
or FALSE. Ifitis TRUE, itwilllook forapproximate matches. Generally, thisis only usefulif the first column
has numerical values that have been sorted. Since we’re only looking for exact matches, the fourth
argumentshouldbe FALSE. Thisisourlastargument, sogo ahead andclose the parentheses:

=VLOOKUP(“Photo frame”, A2:B16, 2, FALSE)

And that’s it! When you press enter, it should give you the answer, which is 9.99.
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6. IF Statements

Formula: =IF(logical_statement, return this if logical statement is true, return this if logical statement is

false).

Example

Let'ssayasalespersonhasaquotatomeet. Youused VLOOKUP to puttherevenue nexttothe name. Nowyoucan
use an IF statementthat says: “IF the salesperson met their quota, say “Met quota”, if not say “Did not meet quota”

Je =VLOOKUPR({"Photo frame", A2:B16, 2, FALSE)

=IF(C3>D3, “Met Quota”, “Did Not Meet Quota”)

This IF statement will tell us if the first salesperson met their quota or not. We would then copy and paste

this formula along all the entries in the list. It would change for each sales person.

A B C D E
g Masterlit |
2 Sales Person ID Sales Person Name | Sales Person Revenue Quota Met Quota?
3 1 John 5 232,103.00 | 5 500,000.00 Did Not Meet Quota
4 2 loe 5 835,477.00 | 5 500,000.00 Met Quota
5 3 len 5 116,371.00 | 5 500,000.00 Did Not Meet Quota
4] 4 Frank 5 393,841.00 | 5 500,000.00 Did Not Meet Quota
7 5 Mark 5 989,303.00 | 5 500,000.00 Met Quota
8 ] Amanda 5 641,883.00 | 5 500,000.00 Met Quota
9 7 Erik 5 525,894.00 | 5 500,000.00 Met Quota
10 ) Mike 5 732,195.00 | 5 500,000.00 Met Quota
11 9 Matt 5 513,372.00 | 5 500,000.00 Met Quota
12 10 losh 5 961,561.00 | 5 500,000.00 Met Quota
13 11 Shea 5 235,652.00 | 5 500,000.00 Did Not Meet Quota
14 |
15 Formula
16 =IF(C3>D3, "Met Quota", "Did Not Meet Quota")
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7. Working with Data

Whenever you're working with a lot of data, it can be difficult to compare information in your workbook.

Freezing Panes and View Options

Excelincludes 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.

To freeze 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.
2. Click the View tab on the Ribbon.

3. Selectthe Freeze Panes command, then choose Freeze Panesfromthe drop-down menu.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW Anna C|
T G B2 Mew Wi /
|:| B Page Layout M5 q [3):' q = Mew Window EE D

E Arrange All

Normal Page Ereak I@ el om Rt Show | Zoom 100% Zoom.to i ._Switch Macros
Preview M Selection reeze Panes ~ Windows ~ -
Workbook Views Zoom Unfreeze Panes
. Iil Unlock all rows and columns to scroll
A2 x: [ ‘)‘:1‘ Item 1 through the entire worksheet,
Freeze Top Row
A B c D I;I Keep the top row visible while scrolling
1 ltem Date Ordered Date Received through the rest of the worksheet,
2 I_I‘tem 1 1/5/2015 1/26/2015 F_reeze Fir.st Column » .
s e s/ u/asaons e Bl i s
4 ltem 3 1/5/2015 1/25/2015
5 [ltem4 1/5/2015 1/26/2015
6 |ltem5 1/5/2015 1/23/2015
7 |ltemé& 1/5/2015 1/26/2015
8 ltem?7 1/5/2015 1/26/2015
9 |ltem 8 1/7/2015 1/15/2015
10 |ltem 9 1/6/2015 1/6/2015
11 (Item 10 1/6/2015 1/8/2015

The rows willbe frozenin place, asindicated by the gray line. You can scrolldown the worksheet while
continuing to view the frozen rows at the top.

To freeze columns

1. Select the column to the right of the column(s) you wish to freeze.
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2. Click the View tab on the Ribbon.

3. Selectthe Freeze Panes command, then choose Freeze Panesfromthe drop-down menu.

4. Thecolumnwillbe frozeninplace, asindicated by the grayline. You canscrollacross the
worksheet while continuing to view the frozen column on the left.

Tounfreezerowsorcolumns, clickthe Freeze Panescommand, thenselectUnfreeze Panesfromthe
drop-down menu.

To 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.

2. Click the View tab on the Ribbon, then select the Split command.

REVIEW VIEW
l:_‘ r'ﬂ = _|. Splih
Q - ——  iHide
Zoom to Mew Arrange Freeze
Selection  Window  All  Panes~

-;'._. i

3. Theworkbook will be splitinto different panes. You can scroll through each pane separately
using the scroll bars, allowing you to compare different sections of the workbook.

To remove the split, click the Split command again.

Challenge!

1. Open an existing Excel workbook.
2. Tryfreezing arow or column in place.
3. Use the Split command to split your worksheet into multiple panes.

Sorting Data

As you add more contentto a worksheet, organizing thatinformation becomes especiallyimportant. You
can quickly reorganize a worksheet by sorting your data. For example, you could organize alist of contact
information by last name. Content can be sorted alphabetically, numerically, and in many other ways.
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Whensortingdata, it'simportanttofirstdecideifyouwouldlikethe sorttoapplytothe entire worksheet
or just a cell range.

e Sortsheet organizes all of the data in your worksheet by one column.
e Sortrangesortsthedatainarange ofcells,which canbehelpfulwhenworkingwithasheetthat
contains several tables. Sorting a range will not affect other content on the worksheet.

To sort a sheet
In our example, we'll sort a T-shirt order form alphabetically by Last Name (column C).

1. Selecta cellin the column you wish to sort by. In our example, we'll select cell C2.

c2 - F Chen
A B = D E E
2 105 Christiana |Chen =) _|Medium Cash
3 105 Melissa White Small Debit Card
- 105 Esther Yaron Small Check
5 135 Anisa Naser Smoall Check
[ 135 Chantal Weller Medium Cash
7 220-A Juan Flores X-Large Pending
8 220-B Malik Reynolds Small Cash
9 220-B Awvery Kelly Medium Debit Card
10 105 Derek MacDonald Large Cash

2. Selectthe Datatab on the Ribbon, then click the Ascending command 2l to SortAto Z, orthe
Descendingcommand il toSortztoA.In ourexample, we'll click the Ascendingcommand.

FORMULAS DATA REVIEW VIEW
Connections | a [Z]1A
»
Refresh Z Sort Filter
Al - " ""l Y.- Advanced
Connections Sort & Filter

3. Theworksheetwill be sorted by the selected column. Inourexample, the worksheetis now sorted
by lastname.
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cz - I Ackerman

A B C D E E
|l Homercom #  First Name Last Name T-Shirt Size Payment Method
2 110 Kris Ackerman _Lorge Money Order
3 | 105 Nathan Albee Medium Check
4 220-B Samantha Bell Medium Check
5 | 110 Matt Benson Medium Money Order
6 | 105 Christiana Chen Medium Cash
7 110 Gabriel Del Toro Medium Cash
8 220-A Brigid Ellison Small Cash
g | 220-A Juan Flores *¥-Large _
10 220-B Tyrese Hanlon *-Large Debit Card

Filtering Data

If your worksheet contains a lot of content, it can be difficult to find information quickly. Filters can be
usedtonarrowdownthedatainyourworksheet, allowing you to view only the information you need.

To filter data

1. Inorder forfiltering to work correctly, your worksheet should include a header row, which is used
to identify the name of each column.

2. Selectthe Data tab, then click the Filter command.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
(2] Connections | | [FTA Toc Clear ¥ Flash Fill B
&2 o |8l o EE |
& iz| Properties ) Reapply B-A Remove Duplicates B

Get External | Refresh Zl Sort Filter Text to

Data ~ All~ Edit Links L Yo Advanced CDMm”s%Data‘u’alidation =

Connections Sort & Filter Data Tools
Filter (Ctrl+Shift+L
Al - ﬁ o ilter (Ctrl+Shift+L)
| < | Turn on filtering for the selected
A B [9 cells.

g Then, click the arrow in the column
2 :Iteml 1/5/2015 1/2 header to narrow down the data.
3 |ltem 10 1/6/2015 1/
4 |item2 1/9/2015 1/2
5 |item3 1/5/2015 1/2
6 |ltem4 1/5/2015 1/2 9 Talline paiss
7 |ltems 1/5/2015 1/ 25y evss
§ |ltemb 1/5/2015 1/26/2015
9 |item7 1/5/2015 1/26/2015

3. Adrop-down arrow - wil appear in the header cell for each column.

4. Click the drop-down arrow for the column you wish to filter.
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5. The Filter menu will appear.
6. Uncheck the box next to Select All to quickly deselect all data.
7. Check the boxes next to the data you wish to filter, then click OK.

To remove all filters from your worksheet, click the Filter command on the Data tab.

8. Working with Charts

Creatinga chartin Microsoft Office Excelis quick and easy. Excel provides a variety of charttypes that you
can choose from when you create a chart. Excel offers Pie, Line, Bar, and Column charts to name but a
few. Showing datainachartcan make it clearer, more interesting and easiertoread. Charts can also help
you evaluate your data and make comparisons between different values.

Understanding charts

Excel has several differenttypes 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.

Types of Charts:

O Columnchartsuse vertical barstorepresentdata. They can work with many different types of
data, but they're most frequently used for comparing information.

O Linecharts are ideal for showing trends. The data points are connected with lines, making it easy
to see whether values are increasing or decreasing over time.

O Pie charts make it easy to compare proportions. Each value is shown as a slice of the pie, soit's
easy to see which values make up the percentage of a whole.

O Barcharts workjustlike Column charts, butthey use horizontal bars instead of vertical bars.
O Areacharts are similarto line charts, except that the areas under the lines arefilled in.

U Surfacechartsallowyoutodisplaydataacrossa3Dlandscape. Theyworkbestwithlargedatasets,
allowing you to see a variety of information at the same time.

To insert achart

1. Selectthecellsyouwanttochart,includingthe columntitlesandrowlabels. These cellswillbe
the source data for the chart.
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2. From the Insert tab, click the desired Chart command.

3. Choose the desired chart type from the drop-down menu.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
= pa B | 4 = BHE = s
L_? D O @ !El ol Store I f(? i =
PivotTable Recommended Table | Pictures Online .’ My Apps ~ E Recommended st ‘ov
PivotTables Pictures @+ ™ ’ Charts Nie
Tables Illustrations Apps ep
Charta = | i I 3-D Column

A B B D

S b a3 118

tem1  |$8,000.00 $5,600.00
ltem2 |$4,300.00 $45,300.00 ﬂ[‘ﬂ]
ltem3  |$3,400.00 $3,400.00

itema  |$5,600.00 $3,300.00
item5  |$3,400.00 $3,200.00
tem6  |$2,400.00 $23,400.00

tem7  |$3,300.00  $200.00
items  |$4,500.00 $3,400.00

m
-
@
o

[|]1[|1 More Column Charts...

W o~ o s Wk

4. The selected chart will be inserted in the worksheet.

—~="TIP: Ifyou'renotsurewhichtype of charttouse,theRecommended Chartscommand
wsuggest several different charts based on the source data.

INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

H oD oo & @ Lo 5

: : . . V-
Table  Pictures Online Shapes SmartArt Screenshot  Apps for  Recommended i PivotChart
Pictures = v Office~ Charts I:} L RS v
Nustrations Apps Charts P

Chart layout andstyle

Afterinserting a chart, there are several things you may 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.

@ Excelallows you to add chart elements—such as chart itles, 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, then choose the desired element from the drop-down menu.
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FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGMN FORMAT

L] S e
g E -
BR (@0 | g0 =] =
Add Chart Quick | Change L _-__?_;_J: = | =

Element = Layout~ | Colors~

ih Axes 3 Chart Styles
Idh  Axis Titles »
b Chart Title 3
|j]] Data Labels b B E F .G H I J K
idk Data Table 3
Chart Title
i Gridlines »
I:[h Legend 3
|_[|]|]1[] Right
10 I T ===
11 |'[|1[h' 5
12 =
Bl Lt
13
14 L = .
15 'L[l_lm_] Bottom
- | fteml Iem2 Item3 hem4 ItemS Item6 [tem7 Item8

More Legend Options...

17|

M Toeditachartelement, like a charttitle, simply double-click the placeholderand begin typing.

Back Wall

s
:.1 LR :4‘:'

teml Iltem2 I|tem3 Item4 HemS> Kemb& Item7

@ Ifyoudon'twanttoaddchartelementsindividually, you canuse one of Excel's predefined layouts.

Simply click the Quick Layout command, then choose the desired layout from the drop-down
menu.

@ Excel alsoincludes 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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= Anna's Report-3 - Excel CHART TOOLS
RT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGM FORMAT

ot B0 ekt

NN
|
i [}

g _ !'_J:_'_."_:'-'-‘!-‘ o é _i-_J_:_-_r_:_-:.i.- =

~=" TIP:Youcanalsousethechartformattingshortcutbuttonstoquicklyadd chartelements, dag
the chart style, and filter the chart data.

Chart Title

£50,000.00 & |
£45,000.00 R
$40,000.00 T
$35,000.00 ——
$30,000.00
$25,000.00
520,000.00
$15,000.00
510,000.00

o Ma)am o= ﬂ e. b

iTEM1 [TEM 2 [TEM3 ITEM4 [TEM5 [ITEMG |TEMT [TEME

B Series]l @Series?

Other chartoptions

There are lots of other ways to customize and organize your charts. Forexample, Excel allows you to

rearrange a chart's data, change the charttype, and even move the chartto a differentlocationin the
workbook.

To switch row and column data

Sometimes you may want to change the way charts group your data. Forexample, 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 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. Select the chart you wish to modify.
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2. From the Design tab, select the Switch Row/Column command.

CHART TOOLS

VIEW DESIGM FORMAT

= @ Bl [
1’?{".\.__ —|  Switch Ram%ielect Change Move
----- i Column Data @ Chart Type = Chart

Data Type Location

3. The rows and columns will be switched.

To change the chart type

If youfind that your dataisn'twell suited to a certain chart, it's easy to switch to anew charttype. Inour
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

VIEW DESIGN FORMAT

£

whiin Subias

2 BEyoM, [

Switch Row/ Select Change % Maove
Column Data  Chart Type Chart
Data Type Lacation

2. The Change Chart Type dialog box will appear.
3. The selected chart type will appear.

To move a chart

Wheneveryou inserta new chart, it willappear as an object on the same worksheet that contains its
source data. Alternatively, you can move the chartto a new worksheet to help keep your data organized.

1. Select the chart you wish to move.

2. Click the Design tab, then select the Move Chart command.

CHART TOOILS
DESIGM FORMAT

e ==

ZL_ = if"*““x__.- —|  Switch Row/ Select Change Maowve

Column Data  Chart Type Chart
Data Type Location

:7§
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3. The Move Chart dialog box will appear. Select the desired location for the chart.
4. Click OK.

5. The chart will appear in the selected location.

Challenge!

Open an existing Excel workbook.
Use worksheet data to create a chart.
Change the chartlayout.

Apply a chartstyle.

Move the chart.

SAEESIE I

9. Printing Workbooks

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

To access the Print pane

1. Selectthe File tab. Backstage view will appear.

H -

HOME IMNSERT PAGE LAYOUT
& - L

[ o |Calibe 11 ~|A A
Fo -

Paste = B I U - |- ﬁ}rvﬁv

Clipboard Font P

2. Select Print. The Print pane will appear.
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Whenyouareready to
print the workbook,
click thePrintbutton.

Close

If you are printingmultiple copies,
you can choose whether you want
thecopiescollatedoruncollated. \

Here you can choose how
many copies of the
workbook you wish to print.

Pt Youmay need to select the printer
youwanttouseifyourcomputeris
connected tomultiple printers.
Printer /
@ . ; (502851 on PRINTS
= -
- Ready
Printer Properties
. Here you can choose to print
Settin gs theactivesheets, theentire
74 workbook, oraselection of
Print Active Sheets
Only print the active sheets |
c = & Here you can choose
Page - | to - you

whether to print on one side
orbothsides of the paper.

-

S

Print on Both Sides
Flip pages on long edge

||=|:||D Collated =
_ 123 123 123 ____ Here you can choose Portrait
o ) / or Landscape orientation.
If your printer uses different D Portrait Orientaticn
paper sizes, you can choose the g
paper size you wish to use. \ |:| Letter (8.5" x11")
A = Hereyoucanadjustthe
PR R | pagemargins, whichcan
Here you can choose how to scale your @ Normal Margins £ helpyour datafit more
worksheets for the printed page. Youcan Left 0.7" Right 0.7" comfortably onthe page.
scale worksheets at their actual size, fit the : —|
entire worksheet onone page, fitallcolumns ~a [ 1[] Mo Scaling -
onone page, or fitallrows on one page. wo  Print sheets at their actual zize

Choosing a print area

Page Setup

Beforeyouprintan Excelworkbook, it'simportantto decide exactlywhatinformation youwantto print.
Forexample, 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.
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To print active sheets
Worksheets are considered active when selected.

1. Selectthe worksheetyouwantto 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.

March | April E May +)

2. Navigate to the Print pane.

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

Settings

j__l Print Active Sheets
Only print the active sheets

Print Active Sheets
Only print the active sheets I})

Print Entire Workbook
Print the entire workbook

— Print Selection
Only print the current selection

4. Click the Printbutton.

Print

1k

Copies: |1
-]
=

Print

To print the entire workbook
1. Navigate to the Print pane.

2. Select Print Entire Workbook from the Print Range drop-down menu.
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Settings

E Print Active Sheets
Only print the active sheets

E Print Entire Workbook
Print the entire workbook h

Print Selection
Only print the current selection

3. Click the Printbutton.

Print

To print a selection
1. Select the cells you wish to print.
2. Navigate to the Print pane.
3. Select Print Selection from the Print Range drop-down menu.
Settings

E Print Active Sheets
Only print the active sheets

@ Print Entire Workbook
Print the entire workbook

Print Selection
i Only print the current selection

4. A preview of your selection will appear in the Preview pane.

5. Click the Print button to print the selection.
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Print

Ll

Copies: |1
o= p
Print

N

—~=_TIP:Ifyouprefer,youcanalsosettheprintareainadvancesoyou'llbeabletovisualize which
@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.

FILE HOME IMNSERT I PAGE LA‘\’DUTI FORMULAS DATA REVI
Colors - ¥ s Ll e
LN =RE - R
B ] P i Sl
Themes — Margins Orientation Size | Print  Breaks Background Print
e Effects = = i 2 . Titles
Themes Pag E.El', Set Print Area Fa
Al - J(ft sale Clear Print Area
A c D E F G
1 [Sales
2 [lteml  $8,000.00 $5,600.00
3 |ltem 2 _54,3(10.03_545,30103 ch
4 |ltem3  $3,400.00 $3,400.00
5 |[ltem4  §5,600.00 $3,300.00 550,000.00
' ' $45,000.00
6 [Item5  $3,400.00 $3,200.00
- |t Bl Sl i 540,0']0.']0
7 |ltemé _$2,4m.ou_$23,400.m $35,000.00
8 |item7 | $3,300.00  $200.00 $30,000.00
9 |ltem8 $4,500.00 $3,400.m_ $25,000.00
1 520.000.00

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.
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To fit content before printing

Ifsomeofyourcontentisbeingcutoffbythe printer,you canusescalingtofityourworkbooktothe page
automatically.

1. Navigate to the Print pane.

2. Selectthe desired option fromthe Scaling drop-down menu. In ourexample, we'll select Fit Sheet
on OnePage.

I:I Letter =
8.5"x11"
Marrmal Margins
Left: 0.7" Right 0.7"

¥
o[ e Fit Sheet on One Page =
L Shrink the printout so that it ..

EIE MNo Scaling
Flwe Print sheets at their actual size

" Fit Sheet on One Page
3 e ShrinktheprintcutEctha%fits
on one page

Fit All Columns on One Page
i Shrink the p.rlntc:utsc thatitis
one page wide

Fit All Rows on One Page

[EBE  Shrink the printout so that it is
one page high

= | €

Custom Scaling Options...

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

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

To modify 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.
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Show Margins
button.

1 of2 b

2. The page margins will appearin the Preview pane. Hover the mouse over one of the margin
markers untilthe cursor becomes a double arrow .

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

4. Releasethe mouse. The margin will be modified. In our example, we were able to fit an additional
column on thepage.

Challenge!

Open an existing Excel workbook.

Try printing two active worksheets.

Try printing only a selection of cells.

Try the scaling feature to condense your workbook content.
Adjust the margins from the Preview pane.

SAEE

Ref.: 1. Microsoft EXCEL Training — Mount Allison University
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