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Perface

We live in technology-driven world, where almost everything is automated. The fast two decades
(e2r) have seen a renaissance (g-%<rH) in the world of innovations. We have seen docotors per-
form surgery by sitting miles away from their patients. The fashion industry is soon to replaces
supermodels with robots (one such, the Sophia, was developed by Hong Kong based company
Hansaon Robotics). There are similar advances being made in every field, all of whose foundations
are based on Computers.

It can often be perplexing (239 &<-ara) for a beginner to keep pace with such developments. To
be lost in the world of codes and bytes can be nerve-racking. And this is where a text book of this
nature comes in. Written assuming absolutely no prior knowledge of Computers, this book car-
ries the students through the world of financial skills on Computer in a simple and structured
manner.

What this book does aim to achieve is to give you an eye opener, a mild introduction of Application
Software MS-Excel. It will teach you the basic and advanced building block of MS-Excel, and also
cover the formatting and editing your documents in attractive manner which is necessary in all
offices all over india. It also gives an introduction to various useful commands which helps you to
create financial reports online and offline.

This book of MS-Excel covers all the useful commands of latest version of MS-Office.

There indeed are several books that flood local book shops on this subject. So why should you use
this one? The answer is simple; We have not written this book keeping a specific audience in
mind. Whether you are a school student, a budding engineer pursuing technical education, or
want to be master of document creation then this book will be appropriate search for you. We
have kept the language at a level that can be accessed by one and all, and yet kept the discussions
thorough and focused.

More specifically, it can be used by the following:
Students pursuing CCC, DCA, DFA, ADCA, PGDCA, CTTC, DDEO etc. Courses from our Branches.
Student pursuing short - term courses in our Authorised Branches in all over india.

Finally, this book is for everyone who is either excited about computers or interested in knowing
more about computers.

This book is impregnated with several salient features:

A completed self-study material obtaining basic and advanced knowledge of spreadsheet.

Covers Microsoft Office suites Software.

Concepts and Lab idea are explained using ample number of illustration and screen shots for
visualisation of the commands.

Hope that the book will be very useful and move on right path of one’s career.
We regard the suggestion and options of the users as most effective guideline for improving this

book further.

warm regards
Richson Technoserv opc (P) Ltd.
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Getting Started with Excel Chapter 1

Introduction

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

Getting to know Excel 2013

MS-Excel 2013 is similar to Excel 2010. If you have previously used Excel 2010, Excel 2013 should feel famil-
iar. If you are new to Excel or have more experience with older versions, you should first take some time to
become familiar with the Excel 2013 interface.

The Excel interface

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

From the Excel Start Screen, locate and select Blank workbook to access the Excel interface.

Excel

ecent

Utilites Budget :

Jdter Flores's SioyDimve

Customer Satisfaction

lawviet Flanes s El:.'!_\lnt :
Liilites Budget ( 9’
Javier Floiea’s SiyDieve » Documents 3 -l—a ke a

@ Open Other Workbooks tO ur

Welcomes to Excel

et MOVIELIST -

This is welcome screen as you open first your excel You can open Excel by clicking Start Button and many
more option avialble in your operating system which we have discussed earlier. Now Click on Blank Work-
book option to open blank worksheet As you click your mouse left button on it a Blank Worksheet will appear
as next picutre.
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B H g Mew Workbook - Excel T EH - O %
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
X, Calibri i1 .| == = = General * E|Cun:litinnn=farmntting' EFTHE{:P‘[ - %
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.".: L . g i L
x BHe- - - = 5= B 04 U4 Cell Styles - [ Format = .
Cliphoard & Fant & alignment e Number Ta Styles _ells s
Al - I ~
A B C D E F G H 1 J K -
i ]
o
3
4
3
6
Fi
a8
g
10
11
12
13
14
15 i
Sheetl | Sheetz | Sheet3 i+ 4 .
READY B B M -——+ %

Working with the Excel environment
If you have previously used Excel 2010 or 2007, Excel 2013 will feel familiar. It continues to use features like the

Ribbon and Quick Access toolbar, where you will find commands to perform common tasks in Excel, as well as
Backstage view.

The Ribbon Excel 2013 uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple
tabs, each with several groups of commands. You will use these tabs to perform the most common tasks in Excel.

H'l H v Mew Warkboak - Exesl TABLE TOOLS [Ea) — = b4
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEWY VIEW DESIGHN
g X | Calibri - - === General - || FE Conditional Formatting = &= Insert - %
- B I U- A a8 =E==HBH- $-% LF Farmat as Table = E‘ Delete =
Paste z T E Editing
- e e S & - B - == & 0 L# Cell Styles- =] Fermat =
Clipboard Font ] Aligriment 5 Mumber & Styles Cells '

The Home tab gives you access to some of the most commonly used commands for working with data in Excel 2013,
including copying and pasting, formatting, and number styles. The Home tab is selected by default whenever you
open Excel.

Like Home Tab many more tab availlable in MS-Excel which name is Insert, Page Layout, Formulas, Data, Reveiw,
View and Design. We will discuss more about all these tabs later in this book.

Tip: ask your teacher in your lab about all tabs in excel ribbon.
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Worksheet views

Excel 2013 has a variety of viewing options that change how your workbook is displayed. You can choose to view any
workbook in Normal view, Page Layout view, or Page Break view. These views can be useful for various tasks,

especially if you are planning to print the spreadsheet.

1. To change worksheet views, locate and select the desired worksheet view command in the bottom-right corner

of the Excel window.

Creating and Opening Workbooks

Page Page
"::f Layout Break
view view

Excel files are called workbooks. Whenever you start a new
project in Excel, you willll need to create a new workbook.
There are several ways to start working with a workbook in
Excel 2013. You can choose to create a new workbook—ei-
ther with a blank workbook or a predesigned template—or
open an existing workbook.

HCME
ﬁ o '-
D z Calibri
Past
aste " B T

-

Clipboard =

IMSERT PAGE LAYOUT
Ju A A
U«|5s| M- A -
Font [

New

Search for online templates

Suggested searches: Budget  Inwoice
Save As A [ B C
]
Print el
3 I
Share 4
=
Export 5|
&
7| Iy
Close
== Blank workbook

Calendars Expense  List

Take a
tour

Welcome to Excel

Loan

N

Richson Technoserv Opc Pvt Ltd
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To create a new blank
workbook

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

2. Select New, then
click Blank workbook.
3. A new blank work-
book will appear.

MS Excel



To open an existing workbook:

In addition to creating new workbooks, you will often need to open a workbook that was previously saved.
1. Navigate to Backstage view, then click Open.

2. Select Computer, then click Browse. Alternatively, you can choose OneDrive (previously known as SkyDrive) to
open files stored on your OneDrive.

Open

(T (L] Computer
(L) Recent Workbooks Q Imf

Current Folder

P

Javier Flores's OneDrive Desktop

I Recent Folders
Computer
s P Desktop

My Documents
m = Add aPlace

Browse |:g-"

3. The Open dialog box will appear. Locate and select your workbook, then click Open.

xH Open E3

T o My Documents » Javy's Documents v | O search lavy's Documents 2
Organize Mew folder e [ @
& Downloads il

B family budget

& Google Drive |65 home loan comparison

. Recent places Bl travel expenses

= Libraries

& Documents

@ Music
k= Pictures
M videos
"
File name: | home loan comparison w| Al Excel Files W

Togls = Cpen {v Cancel
s

* If you have opened the desired workbook recently, you can browse your Recent Workbooks rather than search for
the file.
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Using Templates

A template is a predesigned spreadsheet you can use to create a new workbook quickly. Templates often include
custom formatting and predefined formulas, so they can save you a lot of time and effort when starting a new
project.

To create a new workbook from a template

1. Click the File tab to access Backstage view.

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

3. Select a template to review it.

New

Search for onlme templates

Suggested searches:  Budget  Inwoice Calendars  Expense List  loan £

il !
Blank workbook Welcome to Excel
: : £ |=:
- - e
(e} C— |
L] | m— |
Account = o
Options
My financial partfolic - Employee training tracker

My financial pertfolio

Provided bz Microsoft Carporation

4. A preview of the template
will appear, along with addi-
tional information on how the
template can be used.

PROVIDER DESCEIPTICN

s fund

£l - it
clides guotes; cl

all the

tex T CLIF [ RIS | i of B
Final omize the felds you'd likedo seein
5. Click Create to use the se- the table using the drag and drop faature. Take
cortrel of your emvestrrents,
lected template. i e b
3 LI T =ik Dewnload size: G0 KB
i
n n Rating b0 (EGE Yabe)
6. A new workbook will appear et |
with the selected template. T Nontloages: -

Craate

Richson Technoserv Opc Pvt. Ltd. MS Excel



*You can also browse templates by category or use the search bar to find something more specific.

% Home | family budget o
> Category
Budget g2
Business 46
" e a I= 45
57 475 P ’ Calculator 45
: i 3 Industry 33
ks e I“.(T_Il'?r‘-if' 21
Finance - Accounting 29
= : J Perzonal 23
Family budget == Monthly college budget Szl Business 22
Chart 20

“It is important to note that not all templates are created by Microsoft. Many are created by third-party providers
and even individual users, so some templates may work better than others.

Compatibility mode

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

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

Employee_Salesi [ Compatibility Mode] | Excel

) .
e o | Lo
d W W e |

Recommended ~ . PivotChart | Power ine Colum n licer
Charts RN - L
Charts rs § Reports Sparklines Filters

In order to exit Compatibility mode, you Will need to convert the workbook to the current version type. However, if
you are collaborating with others who only have access to an earlier version of Excel, it is 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.
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*Note: 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.

Employee Sales [Compatibility Mode] - Excel

Info

Employee_Sales
Desktop

Compatibility Mode

Some new features are dizabled to prevent problems

when warking with previous versions of Office.

Converting this file will enable these features, but
E&, may result in layout changes.

Protect Workbook
.7’ Contral what types of changes people can make to
Protect this warkboak.

Workbook -

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

&1 * Pl o« AdWorks » Sales search Sales

Organize - Mew folder

_ ® @5 SalesData
4 Libraries

& Documents

Jl Music

b= Pictures

B videos

L4

File name: Employee Sales I

Save as type: | Excel Workbook

Authors: Add an author Add atag

[ 5ave Thumbnail

~ Hide Folders

4. The workbook will be converted to the newest file type.
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Saving and Sharing Workbooks

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

* OneDrive was previously called SkyDrive. There is nothing fundamentally different about the way OneDrive works—
itis just a new name for an existing service. Over the next few months, you may still see SkyDrive in some Microsoft
products.

Save and Save As

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

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

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

To save a workbook
It is important to save your workbook whenever you start a new project or make changes to an existing one. Saving
early and often can prevent your work from being lost. You will also need to pay close attention to where you save
the workbook so it will be easy to find later. El 5
1. Locate and select the Save command on the Quick Access toolbar.

2. If you are saving the file for the first time, the Save As dialogue box will HOME INSERT
appear in Backstage view. X Euphemia  + |10
3. You will then need to choose where to save the file and give it a file

name. To save the workbook to your computer, select Computer, then click Paste

Browse. Alternatively, you can click OneDrive to save the file to your
OneDrive. Clipbioard  ra Font

g~ B I U~ A
o

Bookl - Bxcel 4. The Save As dia-

log box will appear.

Sa\fe AS Select the location

where you want to

— save the workbook.
&@ avier Flores's OneDrive ||';'| Compae

Recent Folders 5. Enter a file name

for the workbook,

A1 Computer Jawy's Documents .
= -*."}- Documents = Wisc = Jmey's Docurments then CIICk saVe.
l||| DE‘SQ(IO.U
Print s Add a Place
o My Docurments
Share
Export [:}
Browse

Close
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T & « MyDocume.. » Richson Documents

Organize = Mew folder

7 Recent places  # Ej family budget

o Iii‘itrauel EXpEnses
7 Libraries
j Documents
JP Music
| Pictures
B videos

(V]

G

L s Choose a location and
then type afile name

File name: | home loan compansan

Save as type: | Excel Workbook

Authors  Add an author Tags

[] 5ave Thumbnail

“~ Hide Folders

Add atag

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

workbook.
*You can also access the Save command by pressing Ctrl+S on your
keyboard.

Auto Recover

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

To use AutoRecover:

1. Open Excel 2013. If autosaved versions of a file are found, the
Document Recovery pane will appear.

2. Click to open an available file. The workbook will be recovered.

>"By default, Excel autosaves every 10 minutes. If you are editing a
workbook for less than 10 minutes, Excel may not create an autosaved
version.

If you don not see the file you need, you can browse all autosaved
files from Backstage view. Just select the File tab, click Manage Ver-
sions, then choose Recover Unsaved Workbooks.

(See picture on the next page)

Richson Technoserv Opc Pvt Ltd

@ES © @&-

FILE HOME INSERT PAGE
e

D & !Euphem'ta *Elﬂ #

E‘% - | IR AP AU

Past

a1r £ . B I U~ Hivs I
Clipboard & Font
Al . 23

Document Recovery

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

Awvailable Files

[ family budgetxisx [Origin |
Version created last time ﬁ
2/11/2013 3:27 PM |'

I%' L]

MS Excel



Versions

pea . .
it| There are no previous versions of this file,

’_l‘;. Recover Unsaved Workbooks
iyl Browss recent unsaved files

[ )ptions
-
*_G Pick what users can see when this workbook is viewsd on the Web,
Browser View
Options

Exporting workbooks

By default, Excel workbooks are saved in the .xlsx file type. However, there may be times when you need to use
another file type, such as a PDF or Excel 97-2003 workbook. It is easy to export your workbook from Excel in a
variety of file types.

To export a workbook as a PDF file

Exporting your workbook as an Adobe Acrobat document, commonly known as a PDF (Portable Document Format)
file, can be especially useful if you are sharing a workbook with someone who does not have Excel. A PDF 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.

Export

Create a PDF/XPS Document

Presenves layout, formatting, fonts, and images

Create PDF/XPS Document

1 |
= )
LR

Content can't be easily changed

Free viewers are available on the web

Change File Type

Rl

| 1

L_'-].! [}
Create

PDEfXPS

3. The Save As dialog box will appear. Select the location where you want to export the
workbook, enter a file name, then click Publish.
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€ * 1 L « Documents + Richson Document's

Organize v Mew fold
rganize ew folder Choose a location,

= Documents s type a file name, then
o Music click Publish

k] Pictures

E Videcs

1 =} i ArAA b ar M

: . z
File name: | home loan compansan

Save as type: !-F' DF
[¥] Open file after Optimize for: (@) Standard {publishing

publishing online and printing)

() Minirurn size
{publishing onling)

! Options...

< Hide Folders | Publish

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

workbook, then click OK. Dptimize for: (@ Standard (publishing
online and printing)

*Whenever you export a workbook (2 Minimum size

as a PDF, you will also need to con- . (publishing cnline)
sider how your workbook data will Options...
appear on each page of the PDF, [:3'

just like printing a workbook. Visit Toale =
our Page Layout lesson to learn
more about what to consider be-

fore exporting a workbook as a
PDF.

@IEntire |

() Active sheetfs

E:| Igngre print areas
Include non-printing information

@ Document properties

[¥] Document structure tags for accessibility
POF options

1150 13005-1 compliant (PDF/A)

oK %| Cancel |
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To export a workbook in other file types

You may also find it helpful to export your workbook in other file types, such as an Excel 97-2003 workbook if you
need to share with people using an older version of Excel, or a .CSV file if you need a plain-text version of your
workbook.

1. Click the File tab to access Backstage view.

2. Click Export, then select Change File Type.

Export
|_F_1 Create PDF/XPS Document

B Change File Type

5

3. Select a common file type, then click Save As.

Change File Type

Warkhook File Types

n‘;:_ ‘Woekbook @“': Excet 87-2003 Workbook
i8] |Usgas the Excel Spreadsheet Format 21 Lbses thee Euced 37-20032 Spreads heet format
u-_ OipanDocumend Spresdehest ﬁg— Temiplsie m‘
Lies the Open(iocument Spreadshert Szarting point for new sprendsheets
fanmat
E’: acm-Enabled Workbook ﬂ Binary Workboodk
2 hacic enabled spreadshest v Cptimized forfast loading and saving

Other Fle Types

7 Test [Tab delimited) ﬂ CE [Cornma dalimed)
— Teat foumat separated by tabs L Tetformat separated By commias
u Formatted Teat (Space delmited] l_l. Save as Another File Type
I

et forrmat separated by spaces

-

Save At

Select a common file type,

o sl then click Save As to export
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4. The Save As dialog box will appear. Select the location where you want to export the workbook, enter a file
name, then click Save.

* T 4 o« MyDocuments »

Organize » Mew folder

LS

1, Recent places ™

Mo tems match your search.

s

“‘T.:ﬂ’u':::;em < Choose a location,
= type a file name, then
& Music click Save

[ Pictures
' Videos

M| Cnmnerter o

File name: | home loan comparison

Save as type: | Excel 97-2003 Workbook

Authors:  Javier Flores Tags: Addatag

[[] Save Thumibnail

= Hide Folders

*You can also use the Save as type: drop-down menu in the Save As dialog box to save workbooks in a variety of file

types. il

(€l = 4 o« Wy Docwnents » Jevy's Documents v | | Sedrchhavy's Docaments o
Ceganize *  Hew fcider i -

1 Recentplaces
e ilaiid makch i waich
i Libvaries
[%| Documents
o M
= Pictures
- Wideoy

8 Comauter h

File mame: - home loan companson w

Seve as fyvpe  Excel U7- 2003 Workbook L

Excel Workchook
Excel Mecro-Erabled Weorkbook
Ex¢ el Birury Waikbook
Excel 97-2003 Werkbook
XML Data
Serygle Fili Wieh Page
= Hide Folders Wak Page
Excal Tamplate
Exzel Macio-Erabled Tesglate
Excal 572003 Tem plate
Tt (Tab detinited)
Uniccede Tet
XML Spresdsheet 2002
Whcrosodt Encel 50055 Workbook

Highgre |

C5%. {Comena delirnibed)

Formatied Test {Spece delimites) L2
Teut (Macinbosh)

Tt [PAS-DOIE)
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Sharing workbooks

Excel 2013 makes it easy to share and collaborate on workbooks using OneDrive. In the past, if you wanted to share
a file with someone you could send it as an email attachment. While convenient, this system also creates multiple
versions of the same file, which can be difficult to organize.

When you share a workbook from Excel 2013, you are actually giving others access to the exact same file. This lets
you and the people you share with edit the same workbook without having to keep track of multiple versions.

*In order to share a workbook, it must first be saved to your OneDrive.

To share a workbook

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

2. The Share pane will appear.

Share

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

- Brel | Can edit =
Share

& Invite People

G5 Get a Sharing Link

Require user to sign m belore sotesding decument,

iy, Postto Social Networks
[
ass
=" Email

Share

Cell Basics

Whenever you work with Excel, you will enter information— Fa o o0 :
or content—into cells. Cells are the basic building blocks of A
g HOME ;--‘-m'--','l_ LAYOUT  FORMULAS

a worksheet. You will need to learn the basics of cells and

cell content to calculate, analyze, and organize data in Ex- | . L
cel.
A B c D E F
1
Understanding cells 2

Every worksheet is made up of thousands of rectangles,
which are called cells. A cell is the intersection of a row
and a column. Columns are identified by letters (A, B, C), | -
while rows are identified by numbers (1, 2, 3). 7
Each cell has its own name—or cell address—based on its | & |

column and row. In this example, the selected cell inter-
sects column C and row 5, so the cell address is C5. The cell

address will also appear in the Name box. Note that a cell's
column and row headings are highlighted when the cell is

selected.
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You can also select multiple cells at the same time. A group
of cells is known as a cell range. Rather than a single cell
address, you will refer to a cell range using the cell ad-
dresses of the first and last cells in the cell range, sepa-
rated by a colon(:). For example, a cell range that included
cells A1, A2, A3, A4, and A5 would be written as A1:A5.

_J

[y RN ¥ (R O T R LN R

7

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

Cell range A1:A8 Cell range A1:B8
Al = Al -
A E C A B G

i 1

2 2

3 3

4 4

5 5

6 6

7 7

8 ! 8 i
g Q

To select a cell
To input or edit cell content, you will first need to select the cell.

B3 b
1. Click a cell to select it.

2. A border will appear around the selected cell, and the column heading A B
and row heading will be highlighted. The cell will remain selected until

[

you click another cell in the worksheet. 2
*You can also select cells using the arrow keys on your keyboard. 3 | Ij'
| |
Al ot
To select a cell range
A B C Sometimes you may want to select a larger group of cells, or a cell
1 range.
2 1. Click, hold, and drag the mouse until all of the adjoining cells you
3 'ﬂ-‘_ want to select are highlighted.
4 2. Release the mouse to select the desired cell range. The cells will
£ remain selected until you click another cell in the worksheet.
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Cell Content
Any information you enter into a spread- A § <
sheet will be stored in a cell. Each cell can
contain different types of content, includ- | { \Date Sales Percentage of Total
ing text, formatting, formulas, and func- | - '5/6/2013 65 0.71
tions. 3 |5/7/2013 78 0.78
4 |5/8/2013 112 0.86

Text Cells can contain text, such as letters, 5 |5/9/2013 =4 0.28
numbers, and dates. 6 ;5;’1&,"2{#13 99 0.49

_ _ 7 15/11/2013 189 0.65
Formatting atfrlbutes . - 8 15/12/2013 — e
Cells can contain formatting attributes that 5 [

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

1

2 | Monday, May 06, 2013 5 65.00 71%
3 | Tuesday, May 07, 2013 5 78.00 785
4 | Wednesday, May 08, 2013 5 112.00 86%
5 |  Thursday, May 09, 2013 5 54.00 285
& _ Friday, May 10, 2013_ 5 99.00 49%
7 | Saturday, May 11, 2013 $_139._1;FD 65%
8 | Sunday, May 12, 2013 5 120.00 57%,
a

Formulas and functions
Cells can contain formulas and functions that calculate cell values. In our example, SUM(B2:B8) adds the value of
each cell in cell range B2:B8 and displays the total in cell B9.

B9 -1 i £ || =sum|a:Bz)

|

2| Monday, May 06, 2013 & 6500 7i%
3 Tuesday, May 07, 2013 & TE.00 6%
4 | wednesday, May 0E, 2013 % 11200 6%
5 | Thursday, May 03, 2013 & .00 2E%
6 | Friday, May 10, 2013 & 5900 5%
7| Saturday, May 11, 2013 5 15500 G5
a Sunday, May 12, 20135 120,00 57%

9 |weekly sales [s 717.00 |

To insert content
1. Click a cell to select it.

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

Al v T First
A B C o E F
1 |F|r5t _I
2
3
4 }
5 4
5 }
-

To delete cell content
1. Select the cell with content you want to delete.

A B C

i

2 :FirEtName Middle Name Last Mame
3 |Heidi |Lauren gE_ILee

4 |losie Marie Gates

5 'Wendy Anne Crocker
& |Loretta Susan Johnson

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

A B C
o | . S
2 |First Name Middle Name Last Name
3 |Heigi | |Lee

4 |losie Marie Gates
5 |Wendy Anne Crocker
& |Loretta Susan Johnson

*You can use the Delete key on your keyboard to delete content from multiple cells at once. The Backspace key will
only delete one cell at a time.

To delete cells
There is an important difference between deleting the con- A B C

tent of a cell and deleting the cell itself. If you delete the en- | 1 Ca |
tire cell, the cells below it will shift up and replace the deleted | 2 |Eirst Name Middle Name Last Name !
cells. 3 |Heidi Joy Lee
4 |losie Marie Gates

1. Select the cell(s) you want to delete. 5 |wendy Anne Crochicr
2. Select the Delete command from the Home tab on the 6 :LCIE'ETtE S [
Ribbon.
3. The cells below will shift up.
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EED EX i 2 AutoSum -+ %\T

¥] Fill -

Insert Delete " Format Sort &
v \ . & Clear~ Filter =
Cells Editing
Delete Cells

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

FYL To delete multiple rows or
columns at a time, select multiple
rows or calumns in the sheet, and
click Delete.

2. Click the Copy command on the Home tab, or
press Ctrl+C on your keyboard.

FILE HOME IMSERT PAGE LAYOUT
alla
b Cut Calibri |11
ER Copy ~ )
Paste | % ;G ol | e 1 e
: % Format Painter = =
Clipboard = Fant
0o Copy (Ctrl+C) 7
Put a copy of the selection on the
Clipboard so you can paste it
—— somewhere else.
1 [P

A E C

1 |First Name .Middle Mame .Last Mame
2 |Heidi Joy Lee

3 |Josie Marie Gates

4 'Wendy Anne Crocker

5 |Loretia Susan lohnson

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

you time and effort. D £
1. Select the cell(s) you
want to copy.

Friday, March 01, 2513
¥

Friday, March 08, 2013

3. Select the cell(s) where you want to paste the content. The

copied cells will now have a dashed box around them.

D E

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

b i e R 1 e I

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

FILE HOME IMSERT PAGE LAYOUT
.9 .
b b Cut Calibri -l
EE Copy -
Paste © | 4 Foole |
= * Format Painter = i
Clipboard ] Font
Paste (Ctrl+V) £
Add content on the Clipboard to g
your document.
1 |First Name LastName Email

To drag and drop cells

5. The cut contenjt will be removed from the original cells

and pasted into the selected cells.

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

X
X
X

Rather than cutting, copying, and pasting, you can drag and drop cells to move their contents.

1. Select the cell(s) you want to move.

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

cross with four arrows "{31
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F

X
X

X

%

Friday, March 1, 2013 Friday, March 8, 2013

G

R

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

F G

Friday, March 1, 2013 Friday, March 8, 2013

" rﬁ\\

X

x |
e FaFs |
X
D E

To use the fill handle Friday, March 01, 2013 Friday, March 08, 2013
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 s
would be time consuming. Instead, you can use the fill handle %
to quickly copy and paste content to adjacent cells in the same u

row or column.

1. Select the cell(s) containing the content you want to use.
The fill handle will appear as a small square in the bottom-

right corner of the selected cell(s).

D E
Friday, March 01, 2013 Friday, March 08, 2013

HoOoX MW ™

ustl

Richson Technoserv Opc Pvt Ltd

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

3. Release the mouse to fill the selected cells.

4. Release the mouse, and the cells will be dropped in the selected
location.
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) or days (Monday, Tuesday, Wednesday), the fill handle can
guess what should come next in the series. In many cases, you may
need to select multiple cells before using the fill handle to help Excel
determine the series order. In our example below, the fill handle is
used to extend a series of dates in a column. (see image on next pg.)

MS Excel



G H
Frid ay, Ma rch 01, 2013
Friday, March 08, 2013_

Jriday, March 29, 2013

G
Friday, March 01, 2013
Friday, March 08, 2013
Friday, March 15, 2013
Friday, March 22, 2013
Friday, March 29, 2!]13_

You can also double-click the fill handle instead of clicking and dragging. This can be useful with larger spreadsheets,

where clicking and dragging may be awkward.

To use Flash Fill

A new feature in Excel 2013, Flash Fill can enter data automatically into your worksheet, saving you time and effort.
Just like the fill handle, Flash Fill can guess what type of information you are entering into your worksheet. In the
example below, we will use Flash Fill to create a list of first names using a list of existing email addresses.

1. Enter the desired information into your worksheet. A Flash Fill preview will appear below the selected cell

whenever Flash Fill is available.

A
Email Address
heidi.lee@vestainsurance.com

wendy.crocker@vestainsurance.com

1
2
3 |josie.gates@vestainsurance.com
4
]

loretta.johnson{@vestainsurance.com

walter.rivera@vestainsurance.com

misty.whitfield @vestainsurance.com

&

-

& |matilda.lewis@vestainsurance.com
9 .elizabeth.hickﬁ@weﬁainﬁurance.com

10 |alvin.rios@vestainsurance.com

11 |brian.gaines@vestainsurance.com

Last Mame

B c

First Mame
Lee Heidi

Gates
Crocker

losie

Johnson
Rivera
Whitfield
Lewis
Hicks
Rios

MM | [mM | X x|

Gaines

D

Friday, March 01, 2013

2. Press Enter. The Flash Fill data will be added to the worksheet.

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

A
Email Address
_heid i.lee@vestainsurance.com

josie.gates@vestainsurance.com

wendy.crocker@vestainsurance.com

walter.rivera@vestainsurance.com

misty.whitfield @vestainsurance.com

matilda.lewis@vestainsurance.com

1
2
4
o _Inreﬁa.inhnsm@uesminsurance.n::n-“n
6
7
g
g

elizabeth.hicks@vestainsurance.com

10 |alvin.rios@vestainsurance.com

| 8
Last Name  First Name

Lee Heidi X
Gates Josie X
Crocker | Wendy =

1%y Undo Flash Fill
v Accept suggestions

Select all 76 changed cells

Rios Alvin X

e

[

D

Friday, March 01, 2013
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Find and Replace > AutoSum - A .
When working with a lot of data in Excel, it can be difficult Ei Eill = ZT H

and time consuming to locate specific information. You can Sort & | Find 8¢
easily search your workbook using the Find feature, which = Slear Filter - Select=
also allows you to modify content using the Replace fea- Editing  §#§ Find..
ture. 3. Replace..
<2 GoTo..
To find content H
In our example, we will use the Find command to locate a ' Go To Special..
specific name in a long list of employees. Formulas
1. From the Home tab, click the Find and Select command, Commients

then select Find... from the drop-down menu. E : )
. . . Conditional Formatting

2. The Find and Replace dialog box will appear. Enter the :

content you want to find. In our example, we will type the Constants

employee's name. Data Validation

3. Click Find Next. If the content is found, the cell contain-

[# Select Objects
ing that content will be selected. (refer image below)

ole Selection Pane..,

Email Address Last Name  First Name  Friday, March 01, 2013 Friday, March
2 heididee@yvoctalinsuranit. coen .7 . _Maidi ) : ==
: Find and Replace ?

Find Reglace

& swalter.rivera@yestains Fimad what: Fi.uiﬂli W

misty, whitfield@wvesta
B matilda.lewis@veastain

g elizabeth.hicksi@vesta Qptions =
10 alvin rigs@vestainsura
1 |brian.gaines@vestainsy Find Al Eind H ot Close

o= 3 T
2 megan,be e T

Eyestainsurance, com Menzies Maria

13 maria.menzie

~

X
14 | micheal . russell @vestainsurance.com _|Ru*isell Micheal X
15 | [immy.lincoln@Evestainsurance.com Lincolm Nmmy X
1% 'martha.mecain @vestainsurance.com McCain Martha x
1T shirlmis Lnlabd Shinet alonrs e mm s oy B o 3oy e [ % [

4. Click Find Next to find further instances or Find All to see every instance of the search term. (look image above)
5. When you are finished, click Close to exit the Find and Replace dialog box.
*You can also access the Find command by pressing Ctrl+F on your keyboard.

To replace cell content

At times, you may discover that you have repeatedly made a mistake throughout your workbook (such as misspell-
ing someone's name), or that you need to exchange a particular word or phrase for another. You can use Excel's Find
and Replace feature to make quick revisions. In our example, we will use Find and Replace to correct a list of email
addresses.

1. From the Home tab, click the Find and Select command, then select Replace... from the drop-down menu.
(see image on next page)
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2. The Find and Replace dialog box will appear. Type the text you want to find in the Find what: field.

z AutoSum -

A
&) Fill = zY H

Sort &  Firnd &
& Clear ~ Filter = Select=
Editing @& Find...
3.c Replace..
=2 GoTo..
H

Go To Special...
Formulas

Comments
Conditional Formatting

Constants

Data Validation

Select Objects

4

E[;F Selection Pane..,

3. Type the text you want to replace it with in the Replace with: field, then click Find Next.

‘Find and Replace N
Find Replace
Find what: vestainsurance.com L]
Replace with: |vestainsurance.net L]
Options > >
FReplace All Replace Find All Find Mext Ib Close
: A E C o
4. If the content is found, the cell
L. . 1 Email Address Last Mame First Mame  Friday, March 01, 2013
containing that content will be : - o
2 lrll=|r:|.;-=-=:5‘.".'-=-'.'.a|'1=.urawr-=.-:|:-m !LEE- Heidi %
selected. 2 | |osie.gates@vestalnsurance. com Gates losie X
5. Review the text to make sure | 4 wendy.crocker@vestainsurance. com Crocker wendy i
you want to replace it. 5 |loretta johnson@vestdinsurance.com | Johnson Loretta i
: b eallerneaailiesiansancesnm — Rivera hialier
6. If you want to replace it, select | ., o Find and Replace *
one of the replace options: 8 ma -
. T . Fi Replace
Replace will replace individual in- | & 2li L
stances. 10 ;| Find what westalnsurandoe.com ¥
. . 1 ori Replace with: | westainsurancenet W
Replace All will replace every in- |, =
stance of the text throughout the |13 ma Cptions ==
workbook. In our example, we will |74 mi
. . . 15 jinf] | Replace All i | Replace Find All Find Met Clase |
choose this option to save time. = by
16 = S S PTG e B N T Ll
17 shirlew knightimivectains irancs rom Ernight GShiiresr W
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7. A dialog box will appear, confirming the number of replacements made. Click OK to continue.

Wliciosoi el x|

o All done. We made 77 replacements.

DK%

8. The selected cell content will be replaced.
9. When you are finished, click Close to exit the Find and Replace dialog box.

Modifying Columns, Rows, and Cells

By default, every row and column of a new workbook is set to the same height and width. Excel allows you to
modify column width and row height in different ways, including wrapping text and merging cells.

To modify column width Him v £
In our example below, some of the content in column A cannot be displayed. . ) )
We can make all of this content visible by changing the width of column A. - A_sp - =
. . . . 1 First Na Last Mame
1. Position the mouse over the column line in the column heading so the 2 | AmandiRyan
white cross :] becomes a double arrow EE I Tricia  Matthews
2. Click, hold, and drag the mouse to increase or decrease the column width. |4 losefin:Waodard
3. Release the mouse. The column width will be changed. 2

o

*If you see pound (hash) signs (###t#itt) in a cell, it means the column is not wide enough to 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 becomes a double arrow.

D1 v fx Cell Phone

A | B | C D+ E F

1 [First Name Last Name Position(s) |Cell Ph_lStreetAddres.E

]

2 |Amanda  Ryan Pitcher, Seci 513-55° 800 Round Table Drive

Tricia Matthews [Catcher 808-55:4721 Arron Smith Drive

L

4 Josefina Woodard Outfield 714-55:2152 Liberty Avenue

2. Double-click the mouse. The column width will be changed automatically to fit the content.

*You can also AutoFit the width for several columns at the same time. Simply select the columns you want to
AutofFit, 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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To modify row height

%ﬂ nset. > i 1. Position the cursor over the row line so the white cross becomes a double
'ﬁ belete. Editing arrow.
[=] Format = .

Cell Size Al * fr Bull Team Roster:

I[ RowHeight... A B C D E

AutoFit Row Height ‘I_f_l_BuII Team Roster: Co-ed Softball 2013
] Colurnn Width... 2+_Fir5t Name  Last Name Cell PhoniStreet AdcPosition|
3

AutoFit Column Width L\\?
Default Width 2. Click, hold, and drag the mouse to increase or decrease the row height.
B 3. Release the mouse. The height of the selected row will be changed.

Visibility
To modify all rows or columns
Rather than resizing rows and columns individually, you can modify the height and width of every row and column at

the same time. This method allows you to set a uniform size for every row and column in your worksheet. In our
example, we will set a uniform row height.
1. Locate and click the Select All button just below the formula bar to select every cell in the worksheet.

H14 ¥ fe
o A B C D
1 |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Name Cell Phone  Street Address
3 |Amanda Ryan 513-555-4477 800 Round Table Drive
4 |Tricia Matthews B08-555-6397 4721 Arron Smith Drive
5 |Josefina Woodard 714-555-4506 2152 Liberty Avenue
& |Rodney Ross 310-555-8862 3503 Prospect Valley Road
7 |Leigh Dizon 607-555-7816 1483 Frosty Lane
g |Mark Grant 914-555-5592 1663 Taylor Street
9 Mildred Persinger 601-333-0175 332% Washington Avenue

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

Al - fu Bull Team Roster: Co-ed Softh
A A B € D
1 {Bull Team Roster: Co-ed Softhall 2013
2 Hle ahe 3375 (45 noegle; HEME Cell Phone  Street Address

EAnEE T Eyan  513-555-4477 800 Round Table Drive
3 |Tricis Matthews 808-535-6337 4721 Arron Smith Drive
iFiosefina Woodard  714-555-4506 2152 Liberty Aveniie
5 |Radnay Ross 210-555-E062 3503 Procpect Valley Read
g |Leigh Dizon GOF-555-TE16 | 1453 Frosty Lene
7 |Mark Grant 914-555-5592 1663 Taylor Street

4. Release the mouse when you are satisfied with the new row height for the worksheet.
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Inserting, deleting, moving, and hid-
ing rows and columns

After you have 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

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

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

7 |Ray Logan 256-555-2475 2439 Ritter Street
E,LTricia Matthews B08-555-6397 4721 Arron Smith Drive
9 |Leola McMew  580-555-8177 2182 Cody Ridge Road
10 |Joshua Milliman  213-555-1117 2166 Zimmerman Lane

1. Select the row heading below where you want the new row to appear. For example, if you want to insert a row

between rows 7 and 8, select row 8.

2. Click the Insert command on the Home tab.

11 11 =¥
= B [y ZC
: _F *
II' |:|.'__| — mv
Insert Delete Format

Cells
Insert Cells

Add new cells, rows or columns to

your workbook.

F¥l: To insert multiple rows or

columns at a tirme, select multiple
rows or columns in the sheet, and

click Insert.

@ Tell me more

>y i

Sort & Find &
Filter = Select =

Editing

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

5 | Meil Crawford 908-3533-2234 2312 Stonepot Road

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

7 |Ray Logan 256-555-2475 24393 Ritter Street

8 [

g |-¥ria Matthews B808-555-6397 4721 Arron Smith Drive
10 |Leola McMew  580-555-8177 2182 Cody Ridge Road

*When inserting new rows, columns, or cells, you will see the Insert Options button ¥ next to the inserted cells.

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

button, then click the drop-down arrow.

e,

=]

Format Same 4= Left
(20 Format Same As Right

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. For example, if you want to

insert a column between columns D and E, select column E.

2. Click the Insert command on the Home tab.

= 2= Bx W] 27 Ay #
e == m| =m sl - P
Cell Insert Delete Format — Sort & Find &
Styles - - - - — 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.

@ Tell me more

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

*When inserting rows and columns, make sure you select
the entire row or column by clicking the heading. If you
select only a cell in the row or column, the Insert com-
mand will only insert a new cell.

To delete rows

It is easy to delete any row that you no longer need in
your workbook.

1. Select the row(s) you want to delete. In our example,
we will select rows 6-8.

5 Josefina Woodard 714-555-4506 2152 Liberty Avenue

6 |Rodney Ross 310-555-8862 3503 Prospect Valley Road
7 |Leigh Dizon  607-555-7816 1483 Frosty Lane

By Wlark Grant 914-555-5592 1663 Taylor Street

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

11 |Bonnie Benjamin 502-555-1212 2937 Earnhardt Drive

2. Click the Delete command on the Home tab.

) | Sam == Z Ay
I‘-_:? ] ‘}“ L_l 1\7- [
Cell Insert Delete Forrmat Sort & Find &
Styles~ = = o — 7 Filter - Select -
Cells Editing

Delete Cells

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

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

To move a row or column

3. The selected row(s) will be deleted, and the rows be-
low will shift up.

To delete columns

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

2. Click the Delete command on the Home tab.

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

*Itis important to understand the difference between de-
leting a row or column and simply clearing its contents.
If you want to remove the content of a row or column
without causing others to shift, right-click a heading, then
select Clear Contents from the drop-down menu.

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

will move a column, but you can move a row in the same way.
1. Select the desired column heading for the column you want to move, then click the Cut command on the Home

tab or press Ctrl+X on your keyboard.
(See image on next page)
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H' !_-d‘ - . E‘; Bills Setflzll Tears Raile)
HOKE MEERT PAGE LAVOUT FORNMULAS DATA REVIEW VIEW
X | - — -~
[:i Callhn =111 A — 5_}‘ - = General
I'l'_h
y | ® FU- P-A-E==E=EB- 5% %S
Cliphsard Fant lignmeri P} Humber =
= Cut dCkrd+ X}
E --.
o E F
1 |Bull Team: Roster: Co-ed Softball 2013
1 |First Mamg Last Mame Cell Phone  Street Address Position(s)
3 |Amanda  Ryan 313-555-4477 800 Round Table Drive Pitcher, Secand base
4 |Tricla Matthews BO8-555-6337 4721 Arron Smith Drive Catcher
5 |Jozefina Woodard 714-555-4506 2151 Liberty Avenus Outfield
§ |Rodnay Ross 310-355-8862 3503 Prospect Valley Road |First bate

2. Select the column heading to the right of where you want to move the column. For example, if you want to move

a column between columns B and C, select column C.

RS

&

1 |Bull Team Roster: El:l--e!; Softhall 201:

=
IV BSERT SRGE LAY FORMLULAS
Calitei - 111 LY £
BIU- B &A= ==EE
[ slignment
o o
I T

Chat T HEWIEW

= General

r’:'—\ I: :

Buills oathall Team Raster

i i
] ]
i i
1 I
i ]
i i
2 |First Mame Last Name | Cell Fhone [Strect Address :F'm'll'lun[sj I
| :'
3 |amands  Ryan 513-555-4477 (800 Round Table Drive  [Pitcher, Second base)
3 |
4 |Tricia Matthews |B0B-555-6397 4721 Arron Smith Drive  ICatcher :
3 |
§ |losefing  woodard |714-555-4506 | 2152 Liberty Avenus loutfield i
| |
1
6 |Rodney Rioss 310-555-8862 | 3503 Prospect Valley Road IFirst bass ]
3. Click the Insert command on the Home tab, then select Insert Cut Cells from the drop-down menu.
y [§eo lI':r_}g =L D AutoSum v
4 [ |
Y S HH _—,—I__ T Fill -
Cell Inzert  Delete Format
Styles = G b T & Clear~ 4. The column will be moved to the selected location, and
Em Insert Cut Cefls Editi} the columns to the right will shift right.
U Tnsert Sheet Columns
K Q
Q [nzert Sheet
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To hide and unhide a row or column
At times, you may want to compare certain rows or columns without changing the organization of your worksheet.

Excel allows you to hide rows and columns as needed. In our example, we will hide columns Cand D to make it easier

to compare columns A, B, and E.
1. Select the column(s) you want to hide, right-click the mouse, then select Hide from the formatting menu.

A B c D ¥ Cut
1 |First Name Last Cell Phone |Street Address =
2 |Amanda  Ryan 513-555-4477 300 Round Table | Ea Cop f
3 |Tricia Matthews |808-555-6397 4721 Arron Smith [ Faste Options:
4 |Josefina Woodard |714-555-4506 2152 Liberty Aver
5 |Rodney Ross 310-555-8862 3503 Prospect Val
6 |Leigh Dizon 607-555-7816 1483 Frosty Lane
7 |Mark Grant 914-555-5592 1663 TaylorStree 171
g |Mildred Persinger |601-555-0175 3329 Washington Delete t
8 |Dwayne Patnode |205-555-3783 1736 Broad Streei_ Clear Contents
10 |Bonnie Benjamin |502-555-1212 2937 Earnhardt Di Format Cells..
11 |Eva Ramer 805-555-8514 232 Timber Oak D
12| carol Pena  |571-555-0704 4072 NelmsStreet ~ —°m" Vidth--
13 |Leola McNew  |580-555-8177 2182 Cody Ridge | Hide
14 | Annie Muro 502-555-0190 1001 Cerullo Boac Unhide
15 | loe Rodriguez | 781-555-9659 9 Tenmile Road IThird base

2. The columns will be hidden.
3. To unhide the columns, select the columns to the left and right of the hidden columns (in other words, the
columns on both sides of the hidden columns). In our example, we will select columns B and E.
4. Right-click the mouse, then select Unhide from the formatting menu. The hidden columns will reappear.

A B E 5 T
1 |First Name |Last Name Position(s) db Cut
2 {Amanda Ryan Pitcher, Second EB Copy
3 |Tricia Matthews Catcher Paste Options:
4 |losefina Woodard Outfield
5 |Rodney Ross First base
6 |Leigh Dizon Third base
T |Mark Grant ‘Shortstop —
8 |Mildred Persinger First base, pitche Delete
8 |Dwayne Patnode DH =
10 |Bonnie Benjamin Second base Clear Contents
11 |Eva Ramer Right field Eormat Cells...
12 |Carol Pena Third Base .
Column Width...
13 |Leola McNew  Pitcher _
14 | Annie Muro Second base Hyele
15 lJoe Rodriguez Third base Unhide
16 |Josephine |Carter [Outfield, catcher | l’}

e
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Wrapping text and merging cells

Whenever you have too much cell content to be displayed in a single cell, you may decide to wrap the text or merge
the cell rather than resize a column. Wrapping the text will automatically modify a cell's row 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.

To wrap text in cells

In our example below, we will wrap the text of the cells in column D so the entire address can be displayed.

1. Select the cells you want to wrap. In this example, we will select the cells in column D.

A B C
i |Bull Team Roster: Co-ed Softball 2013
2 |First Name Last Mame Cell Phone
3 |Amanda Ryan 513-555-4477
4 |Tricia Matthews 808-555-6397
5 |losefina Woodard 714-555-4506
6 |Mildred Persinger 601-555-0175
7 |Dwayne Patnode  205-555-3783
8 |Bonnie Benjamin |502-355-1212
8 |Eva Ramer 805-555-8514
10| Carol Pena 571-555-0704
11 |Leola McNew  580-555-8177
12 |Annie Muro 502-555-0130
12 lloe Rodriguez 781-555-9659

D

Street Addres
800 Round Tak
A721 Arron Sm
2152 Liberty A
3329 Washing!
1736 Broad Str
2937 Earnhard
232 Timber Oz
4072 Nelm Str
2182 Cody Rid,
1001 Cerullo R

E

Fosition(s)
Pitcher, Second base
Catcher

Cutfield

First base, pitcher
DH

Second base
Right field

Third Base
Pitcher

Second base

9 Tenmile BoalThird base

2. Select the Wrap Text command on the Home tab.

== ¥- EeWrap T General - |_:-_|
=== & 3= EMegediCenter - $ - % * S0 53 Cunditipnal
Formatting =
Alignment [ Mumber I
Wrap Text
Address s s
1 | Microsoft |:| Wrap extra-long text into multiple
D - —a lines so you can see all of it.
: ~l¢j
Microsoft
1| Excel
pet Addres|Position( | '
i Round Tak|Pitcher, =
11 Arron Sm|Catcher
: 7 e Tell me more
2 Liberty A|OQutfield

3. The text in the selected cells will be wrapped.
*Click the Wrap Text command again to unwrap the text.
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To merge cells using the Merge & Center command
In our example below, we will merge cell Al with cells B1:E1 to create a title heading for our worksheet.
1. Select the cell range you want to merge.

Al o f Bulls Team Roster: Co-ed Softball 2013
A B C D E
1 |oster: Co-ed Softball 2013 oo !
2 |First Mame Last Name Cell Phone Street Address Position(s)
800 Round Table
3 |Amanda Ryan 513-555-4477 Drive Pitcher, Second bast
4721 Arron Smith
4 |Tricia Matthews B808-555-6397 Drive Catcher
2152 liberty
5 Josefina Woodard  714-355-4506 Avenue Quifield
2. Select the Merge & Center command on the Home tab.
— TR
=== ¥- %’WFEP Text General - =|#_|I
=== & 3= EMerge&Center - $ - % + 510 Cnnditipnal
EL\) Formatting
Alignment ] MNumber e

Merge & Center

Team Roster: Co-ed 5¢

Combine and center the contents of

D Excel .l the selected cells in a new larger
li rdl| cell,
¢ This is a great way to create a label
- Excel | that spans multiple columns.

[ree R e

" 1] 2
ddress Position|
10 Round

¥ 5 0 Tell me more

able Drive  Pitcher, &

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

To access more merge options

Merge & Center -
=l Merge & Center
Merge Across

=
F

1. Click the drop-down arrow next to the Merge & Center command on the Home
tab. The Merge drop-down menu will appear. From here, you can choose to:
Merge & Center: Merges the selected cells into one cell and centers the text.
Merge Across: Merges the selected cells into larger cells while keeping each row
separate. Merge Cells

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

%

Unmerge Cells: Unmerges selected cells.
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Formatting Cells

All cell content uses the same formatting by default, which can make it difficult to read a workbook with a lot of
information. Basic formatting can customize the look and feel of your workbook, allowing you to draw attention to
specific sections and making your content easier to view and understand. You can also apply number formatting to
tell Excel exactly what type of data you are using in the workbook, such as percentages (%), currency ($), and so on.

To change the font

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

worksheet.

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

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

A . E

will appear. 1 |Webinar Training Log o !
3. Select the desired font. A live preview of the =
) P 2 |Email Address Last Name
new font will appear as you hover the mouse over [
. . . 3 |heidi.lee@vestainsurance.com Les
different options. In our example, we will choose {
Georgia 4 |josie.gates@wvestainsurance.com Gates
X | : = 4. The text will change to the selected font.
I:' ;hﬂahbn ﬁl A A = =|*When creating a workbook in the workplace, you
Pact Ii () Saramond will want to select a font that is easy to read. Along
: with Calibri, standard reading fonts include Cambria,
('} Szutami Fuors T
Clipboard & 0 Times New Roman, and Arial.
bEED
Al 0 GEOMANCY To chan i
ge the font size
i Gec-rgia 1. Select the cell(s) you want to modify.
1 2. Click the drop-down arrow next to the Font Size
T Ceostar'Fill
command on the Home tab. The Font Size drop-
. p
0 Geotica Three down menu will appear.
1 |Webinar O Giddyup Sed 3. Select the desired font size. A live preview of
2 |Email Add € g the new font size will appear as you hover the mouse
3 .hEid'I leed @ Gill Sans MT over different options. In our example, we will

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

*You can also use the Increase Font Size and Decrease Font Size

commands or enter a custom font size using your keyboard.

choose 16 to make the text larger.
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j‘l |Georgia =Ilﬁ' ﬂlﬁ,‘ A
Breetly - a1y
e ., B I U~ [{ . - A -
Llipboard  Ta Famt | 10 (-
11
:.: lrﬂF T et Al Y 12 Wal]
A =
= & Merge & Center i
I:"il.'::i‘:l
20
1 |Webinar Training 2
H 2 |Email Address 'l La|
heidi.lee@yvestalnsurance.c : Led
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To change the font color

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

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

3. Select the desired font color. A live
preview of the new font color will ap-
pear as you hover the mouse over dif-
ferent options. In our example, we will
choose Green.

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

*Select More Colors at the bottom of
the menu to access additional color
options.

db |Georgia 116 A A == — &~
g -
‘AELE o B I u - HH' {I__,},E gg % E:;
Clipboard & Font B iutomatic
Theme Colors
Al v i

HE EaEE B =

1 |Webinar Training Log | Standard Colors
' : HE EERRN
2 |Email Address h‘
=== = Recent Colors
3 |heidi.lee@vestainsurance.com Green
4 |josie.gates@vesiainsurance.com E
[ : R gy More Colors..,
S |wendy.crocker@vestainsurance.com

Colors

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

Standard | Custom

Colors:

oK

2. Click the Bold (B), Italic (1), or Underline (U) command on
the Home tab. In our example, we will make the selected cells
bold.

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

Cancel

M Cut : 1 o om | =
Georgia |18 ~A A T B =
B Copy -
# - i B I U = Lo A - POl | —fr——
¥ Farmat Painter |:® & e £
Clipboard . Font fa
Bobd (Ctrt=H)
" op
Makevour text bald.
A [} C

*You can also press Ctrl+B on your keyboard to make selected
. text bold, Ctrl+l to apply italics, and Ctrl+U to apply an un-

derline.

Current

Text alignment

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

To change horizontal text alignment

In our example we will modify the alignment of our title cell to create a more polished look and further distinguish

it from the rest of the worksheet.

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

2. Select one of the three horizontal alignment commands on the Home tab. In our example, we will choose Center

Align. (see image on next page)
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3. The text will realign. To change vertical text alignment
1. Select the cell(s) you want to modify.
2. Select one of the three vertical alignment commands on the

ll
Il
y

Il
1
*,

- =# Wrap Text

[

= 5= Merge & Center = Home tab. In our example, we will choose Middle Align.
3. The text will realign.

Alignment | *You can apply both vertical and horizontal alignment settings to
Center any cell. — -
L == _ #~ EF— Wrap Text
Center your content. L}_
- - . ==

& 3= Merge & Center ~
Cell borders and fill colors
Cell borders and fill colors allow you to create clear and defined

Alignment G

boundaries for different sections of your worksheet. Below, we will } [ qg Misddelle: Al

add cell borders and fill color to our header cells to help distin- Align text so that it is centered
between the top and bottorm of the

cell

(=]

guish them from the rest of the worksheet.

To add a border

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

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

3. Select the border style you want to use. In our example, we will choose to display All Borders.

4. The selected border style will appear.

*You can draw borders and change the line style and color of borders with the Draw Borders tools at the bottom of
the Borders drop-down menu.

g ¥ " = —
[ "_}f' Calibri 11 = A A =81 -
— ,-.li-l -
Paste " B I U - __! Bl A -ﬂ- i =i =] g
Diraw Borders . :
m‘ D B J liphoard Fi Borders Ig
; st Egttom Border
[ Draw Ecrc!-‘:r%rid Al b T TopBorder
# Erase Border i 7 Left Border
[+ Line Color B . 4 Bight Border
- Webinar Tr
Line Style 1 = = r7i Mo Border
- 1 B anlBorders l:-\ E
L Moo [Emil address [ Outside Borders

Thick Box Barder

2
3 |heidiles@veastainsuran [3
4

josie.gates@vestainsurs

To add a fill color

1. Select the cell(s) you want 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. Select the fill color you want to use. A live preview of the new fill color will appear as you hover the mouse over
different options. In our example, we will choose Light Green.
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il

p .

—
A
-

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

| Format Painter

If you want to copy formatting from one cell to an-
other, you can use the Format Painter command on
the Home tab. When you click the Format Painter,
it will copy all of the formatting from the selected
cell. You can then click and drag over any cells you
want to paste the formatting to.

L ¢ Calibri - AN T=E @
Past 7 o Il = = = o | =
ste o | B XU ﬂm'&___'_
Clipboard R Font Theme Colors
H BEEEEEERE
A2 4
«ARNEEESNE
1‘1-‘1]]& ]13]!- I"I1'!l Standard Colors
i | N | fEEEEN
- x  Racent Colo
7 [Email Address Light Green
3 |heidi.lee@vestainsurance.com Mo Fill
4 |josie.gates@vestainsurance.col =
c : L e ## More Colors,..
5 |wendy.crocker@vestainsuranc

Cell styles

Instead of formatting cells manually, you can use Excel's predesigned

cell styles. Cell styles are a quick way to include professional format-
ting for different parts of your workbook, such as titles and headers.

rohy
|_|__| X Cut
FEL CG -
Paste l% B
= % Format Painter
Clipboard %

To apply a cell style

In our example, we will apply a new cell style to our existing title and header cells.

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

2. Click the Cell Styles command on the Home tab, then choose the desired style from the drop-down menu. In our
example, we will choose Accent 1.

(See image below)

| ] = < - .
2 [} 2 by i
cnditional Format as Delete Format .~ Sort & Find &
hrmatting = - - £ Clear = Filter = Select =
Good, Bad and Heutral
Marmal Bad Good Mewutral
[ata and Maodel
Caiculation | (RS | Explonotory Hyoerlink It
Mate [-ﬂul-pul | Warning Text
Titles and Headings
Heading1 Heading2  Heading 3 Heading 4 litle Total
Themed Cell Styles
20%- Accentl  20%- Accent2  20%-Accentd  20% - Accentd  20% - Accent5  20% - Accent
40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd | 40% - AccentS.  40% - Accentt
Accents

3. The selected cell style will appear.
*App/ying a cell style will replace any existing cell formatting except for text alignment. You may not want to use cell

styles if you have already added a lot of formatting to your workbook.
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Formatting text and numbers

One of the most powerful tools in Excel is the ability to apply specific for-
matting for text and numbers. Instead of displaying all cell content in ex-
actly the same way, you can use formatting to change the appearance of
dates, times, decimals, percentages (%), currency ($), and much more.

To apply number formatting

In our example, we will change the number format for several cells to
modify the way dates are displayed.

1. Select the cells(s) you want 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. In our example, we will change
the formatting to Long Date.

4. The selected cells will change to the new formatting style. For some
number formats, you can then use the Increase Decimal and Decrease
Decimal commands (below the Number Format command) to change the
number of decimal places that are displayed.

Friday, March 01, 7013 Friday, March 05, 2013 Friday, March 15, 7013 Friday, March 22, 7013 Friday, March 73, 2013

% K

Explanation about aviallable number format in Excel 2013

General: General is the default format for any cell. When you enter a num-
ber into the cell, Excel will guess the number format that is most appropri-
ate.

For example, if you enter 1-5, the cell will display the number as a Short
Date, 1/5/2010.

Number

Number formats numbers with decimal places.

For example, if you enter 4 into the cell, the cell will
display the number as 4.00.

Currency

Accounting symbol.

It formats numbers as monetary values like the
Currency format, but it also aligns currency sym-
bols and decimal places within columns. This for- Short Date

mat makes it easier to read long lists of currency

Text
ABC
123

More Mumber Formats...

General 3
Mo specific format N

Mumber
41334.00

Currency

§41,334.00 &

Accounting
541,334.00

Short Date

3/1/2013

Long Date

Friday, March 01, ﬁgﬁ
Time

12:00:00 AM

Percentage

4133400.,00%

Fraction
41334 i

Scientific

4.13E+04

Text
41334

Currency formats numbers as currency with a currency

For example, if you enter 4 into the cell, the cell will dis-
play the number as $4.00.

Short Date formats numbers as M/D/YYYY.
For example, August 8, 2018, would be 8/8/2018.

Long Date formats numbers as Weekday, Month DD, YYYY.
For example, the date would appear as Monday, August

figures.
Currency Accounting Long Date
$24.00 S 24.00
$65.00 S 65.00
$56.24 5 56.24 14, 2018.
$99.85 S 99.85
$67.00 S 67.00
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Percentage

Percentage formats numbers with decimal places
and the percent sign.

For example, if you enter 0.75 into the cell, the cell
will display the number as 75.00%.

Scientific

Scientific formats numbers in scientific notation.
For example, if you enter 140000 into the cell, then
the cell will display the number as 1.40E+05.
Note: By default, Excel will format the cell in sci-
entific notation if it contains a large integer. If you
do not want Excel to format large integers with
scientific notation, use the Number format.

More Number Formats

You can easily customize any format in More Num-
ber Formats.

For example, with this feature you can change the
U.S. dollar sign to another currency, have numbers
display commas, and change the number of dis-
played decimal places.

Time

Time formats numbers as HH/MM/SS and notes AM or
PM.

For example, time would appear as 10:25:00 AM.

Fraction

Fraction formats numbers as fractions separated by the
forward slash.

For example, if you enter 1/4 into the cell, the cell will dis-
play the number as 1/4. If you enter 1/4 into a cell that is
formatted as General, the cell will display the number as a
date, 4-Jan.

Text

Text formats numbers as text, meaning what you enter into
the cell will appear exactly as it was entered.

Excel defaults to this setting if a cell contains both text and
numbers.

*You can click CTRL+1 from key board to oper Format Dialogue Box

. _— 5
Format Cefls * N

| Humbier - Alignment Fionk Fill Fratection

Categons:

|Genemi | Sample

Humbes Locatsar

Currenay

Acgatanting Genenal formst celiz heee mo specisc number {amat,

Dste

ok Cancel
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Worksheet Basics

Every workbook contains at least one worksheet by default. When working
with a large amount of data, you can create multiple worksheets to help orga-
nize your workbook and make it easier to find content. You can also group e
worksheets to quickly add information to multiple worksheets at the same time.

To rename a worksheet

Whenever you create a new Excel workbook, it will contain one worksheet =

Insert..

Defete

Rename b

Hove or Cr B

&y View Code
i

Protect Sheet..

FI - »

named Sheetl. You can rename a worksheet to better reflect its content. In fab Cola

our example, we will create a training log organized by month.

1. Right-click the worksheet you want to rename, then select Rename from

the worksheet menu.
2. Type the desired name for the worksheet.

B

=
=

Ead - LA
(SRR |

Lad
)

Januar [}5

To insert a new worksheet
1. Locate and select the New sheet button

Hide

Select All Sheets

Sheetl )

3. Click anywhere outside of the worksheet, or press Enter on your
keyboard. The worksheet will be renamed.

24
39
35
37
=L

January (+)

F2 v 5

1 |Webinar Training Log: January

2 |Email Address

3 JaredBledbetter@vestainsurance.net

1 BeverlylKelly @vestainsurance.net

5 | BernadetteRKorth@vestainsurance.net
January &

*To change the default number of worksheets,
navigate to Backstage view, click Options, then
choose the desired number of worksheets to in-
clude in each new workbook.
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2. A new blank worksheet will appear.

al bl Is
B
A B c ]
: 1 |
First Name - A
Jared 3
Beverly 4
=
Bernadette -
G
January | Shest2 i+
|| Gane .:-u aneenl oplions lor werking with Excel *
= ah Gene 3 ] E
— Ligar irderipcs pptlons
Saw ¥ Fhe M Teelbar en seledtun
Lihe [ S Quick Anslyss optians an selecion
P W Erable Lien Preces
SrpeenTp ahde:  Shosw festuee descniptions in SoceenTips W
an
T eyt AR e TSk
Add-n: Ups ihis 5 the defaulk Fant - Buody Fant -
T il Fant yige: Ti %
Eﬂiuﬂum‘.b'mﬁ it | lerrml Winw w|

Inlede they many gheets 3 = |

Caroel

o
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To delete a worksheet:
1. Right-click the worksheet you want to delete, then select Delete from the worksheet menu.

75 2. The worksheet will be deleted from your workbook.
-;: tnsert... 3"1
28 E3 Delete 34
2 Hename [:} 36
2 Move er 37
-:; E WView Code 2
;; !_. Protect Shee JE““EI’F '-!"
4 Tab Coley b
i e */f you want to prevent specific worksheets from being ed-
% o ited or deleted, you can protect them by right-clicking the
37 = desired worksheet and then selecting Protect sheet from the
g select All Sheet
YRR e 4 worksheet menu.
To copy a worksheet ', Inser
If you need to duplicate the content of one worksheet to an- g = '.._I‘ !
other, Excel allows you to copy an existing worksheet. g Rename
1. Right-click the worksheet you want to copy, then select Move 1 hzve or Copy.
or Copy from the worksheet menu. = &1 Wiew Code
2. The Move or Copy dialog box will appear. Choose where the JI" BT Protect Sheet. N
sheet will appear in the Before sheet: field. In our example, we 1.-.| Tab Colos %)
will choose (move to end) to place the worksheet to the right 15 Hide
of the existing worksheet. 16
3. Check the box next to Create a copy, then click OK. = 3 Select All Shaets
anuary
Clipboard T o -
Tnsert.. ooty 7N
G4 ol : Delete Move selectied sheety
To book:
Rename Vaita Webinar Log.si v
' Muove or Copy., A0 A
1 Webinar Training _ [ B e
. a3l View Code e
2 Email Address
iy Protect Sheet..,
3 JaredBledbetter@ " 2
lab Color — —
4 |BeverlyJKelly@ve = [Vilcreste a copy, |
mil=
5 BernadetteRKortt n =y
s GaryVSmith@ves i
select All Sheets
January *)

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

2

Th

A B

Webinar Training Log: January

Email Address
laredBledbetter@vestainsurance. net

| BeverlylKelly@vestainsurance.nat
BernadetteRKorth@ vestainsurance. net
GaryWsmith@vestainsurance. net

First Mame Last

January (2) ¥

lared Ledbetter =
Beverly Kelly X
Bernadette Korth X
Gary Smith b

MName Wehinar Completed:

*You can also copy a worksheet to an entirely different workbook. You can select any workbook that is currently

open from the To book: drop-down menu.

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

Move or Copy

Move selected sheets
To boolk:

[new book)
Vesta Webinar Log.xlsx

Vesta Quarterly Sales.xsx.
Vesta Safety Regulations.xlsx

[] Create a copy

oK || Cancel

1. Select the worksheet you want to move. The cursor will become a small worksheet icon .

2. Hold and drag the mouse until a small black arrow appears above the desired location.

35

20

34 |

36 |
37 |

i

lanuary N%ch April

3. Release the mouse. The worksheet will be moved.
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To change the worksheet tab color

You can change a worksheet tab's color to help organize your worksheets and make your workbook easier to navi-
gate.

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

2. Select the desired color. A live preview of the new worksheet tab color will appear as you hover the mouse over
different options. In our example, we will choose Red.

25
27 Insert
28 ; [ielete
e _F:-".-I'I B
30 |
or [ = =
=1 R Sl S Theme Colors
3
- -
2 Ql Yoew Code A EEE Em
33 o Protect Sheet
34 Tab Color b III::
=
35 L
3 ke «HRNNEREHE
i Standard Colors
=1 _';:: ect &ll Shesks |
r ==L olor
January Febhruary | naaren aprn Red
READY wy Iore Lolors.. Il

3. The worksheet tab color will be changed.

January March | April )
Switching between worksheets

If you want to view a different worksheet, you can simply click the tab to switch to that worksheet. However, with
larger workbooks this can sometimes become tedious, as it may require scrolling through all of the tabs to find the
one you want. Instead, you can simply right-click the scroll arrows in the lower-left corner, as shown below.

16 I{ellerman, Frances A dialog box will appear with -a list of all of the sheets |n.your work-
book. You can then double-click the sheet you want to jump to.

1 :\1\ ... 2011 Sales 2 Grouping and ungrouping worksheets
Vi You can work with each worksheet individually, or you can work
REE’dF with multiple worksheets at the same time. Worksheets can be

combined together into a group. Any changes made to one worksheet in a group will be made to every worksheet
in the group.

To group worksheets
In our example, employees need to receive training every three months, so we will create a worksheet group for

those employees. When we add the names of the employees to one worksheet, they will be added to the other
worksheets in the group as well.

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

34 4. Release the Ctrl key. The worksheets are now grouped.

35 *While worksheets are grouped, you can navigate to any

36 worksheet within the group. Any changes made to one

37 worksheet will appear on every worksheet in the group.

mle] However, if you select a worksheet that is not in the group,
January |+ February | March gl of your worksheets will become ungrouped.

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

Insert
[} 1 albal
3 +ELe
Ranama
Move or Copy.
&1 View Cog
I 3 Cile ¥
Hide
_:!Clt.l All Sheets
Ungroup Sheets !ﬁn
January February sarch April Wiay lune July AugUET SEDTEMDEr

2. The worksheets will be ungrouped. Alternatively, you can simply click any worksheet not included in the group to
ungroup all worksheets.

Page Layout

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

Page Layout view

Before you start modifying a workbook's page layout, you may want to view the workbook in Page Layout view,
which can help you visualize your changes.

To access Page Layout view, locate and select the Page Layout view command in the bottom-right corner of your

workbook.

Page Layout

EEIN I

Page orientation

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

PRI

Portrait

To change page orientation

1. Click the Page Layout tab on the Rib-
bon.

2. Select the Orientation command, then
choose either Portrait or Landscape from
the drop-down menu.

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

To format page margins

Landscape
FORMULAS [HATA REVIEW VIEW
] E'Z s = == Hlyadthr A
T % ] [ — } 3 ok a
Aa) o [ ] L &N E o
4 |Fonts : 5 || Height: |
hermes __ Marging Drieptébion  Size  Prnt  Breaks Backgrownd  Pring
. & | Edfec - - - f . Titles Tl Seake g
Thems Selup [ Scabeda F
Portrai
1z -

A margin is the space between your content and the edge of the page. By default, every workbook's margins are set
to Normal, which is a one-inch space between the content and each edge of the page. Sometimes you may need to

adjust the margins to make your data fit more comfortably on the page. Excel includes a variety of predefined

margin sizes.

1. Click the Page Layout tab on the Ribbon, then select the Margins command.
2. Select the desired margin size from the drop-down menu. In our example,
we will select Narrow to fit more of our content on the page.

3. The margins will be changed to the selected size.

To use custom margins

Excel also allows you to customize the size of your margins in the Page Setup

dialog box.

1. From the Page Layout tab, click Margins. Select Custom Margins... from the

drop-down menu.
2. The Page Setup dialog box will appear.

3. Adjust the values for each margin, then click OK.
4. The margins of the workbook will be changed.
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T
1

Marginz |

HeaderFooter | Shast

i
| @75 e

Ecater:
ol S

Center an page
[] Horzentally
[ erticaty

| Frint Freview

our example, we will repeat a row.

Dptiong...

oK s Canesl

To include Print Titles

If your worksheet uses title headings, it is important to in-
clude these headings on each page of your printed worksheet.
It would be difficult to read a printed workbook if the title
headings appeared only on the first page. The Print Titles com-
mand allows you to select specific rows and columns to ap-
pear on each page.

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

INSERT FORMULAS  DATA  REVIEW

= by = =Ty, =a0 2= '?'

O Des & B &

Margins Onentation  Sze Print  Breaks Background Prnt :,

v . *  Ahrea~ Trtls{:g?"‘
Page Setup [P

2. The Page Setup dialog box will appear. From here, you can choose rows or columns to repeat on each page. In

2. Click the Collapse Dialog button next to the Rows to repeat at top: field.

Fage | Margins | HeaderFooter . Ciheet |

Prin area: |

o

Print trtles

Bows to repeat at top:

Frint
["] Grigtines
[7] Black and white
] Draft quatity

[ ] Rows and column neadings

Fage order
() Doy, then over
() Crger, then dawn

4. The cursor will be-
come a small selection
arrow = and the Page

Cammants:

[{Mane)

Cell grrors as: :i-ls-ﬁl;iwc.d

Setup dialog box will be
collapsed. Select the

Al s

row(s) you want to re-
peat at the top of each

Location

printed page. In ourex- | 3
ample, we will select ‘1 i -
¥ {Bears il ki ioiid —ERTCEY, FIE O SRS LR R
row 1. 5 |Bears Marlins Saturday Saturday, July 02,2011 2:00 FM
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5. Row 1 will be added to the Rows to repeat at top: field. Click the Collapse Dialog button again.

}51:5_1|

6. The Page Setup dialog box will expand. Click OK. Row 1 will be printed at the top of every page.

To insert a page break

If you need to print different parts of your workbook across separate pages, you can insert a page break. There are
two types of page breaks: vertical and horizontal. Vertical page breaks separate columns, while horizontal page
breaks separate rows. In our example, we will insert a horizontal page break.

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

Page Break Preview - b

E‘h‘ -+ 100%

2. Select the row below where you want the page break to appear. For example, if you want to insert a page break
between rows 28 and 29, select row 29.

i B C D E F
19 |Bulls Lightning Saturday Saturday, June 18, 2011 10:00 AM
20 |Cavaliers Eagles Friday Friday, August 05, 2011 00 PM
21 |Cavaliers Hawks Friday Friday, Jun= 17, 2011 G6:00 PM
22 |Cavaliers Bears Saturday Saturday, Aupgust 13, 2011 2:00 PM
23 [Cavaliers Bulls Saturday Saturday, June 25,2011 2:00 PM
24 |Cavallars Lightning Saturday Saturday, July 16; 2011 2:00 PM
25 |cavaliers Tigers B B oo JSaturday | #ASaturday, July 02,2011 2:00 PM
26 |Cavaliars Cots 1™ =l [ situfesyl  saburday, August 20,2011  10:00 AM
27 |cavaliars Giants = Saturlhy “Saturday, July 23, 2011 10:00 AM
28 |Cavaliers Jets 'satun:Fal.-' Saturday, July 09, 2011  10:00 AM
= [Colts Lightning Friday Friday, july 01, 2011 G200 M
30 |Colts Bears Saturday Saturday, June 35, 2011 2:00 PM
31 |Colts Eagles Saturday Saturday, August 13, 2011 2:00PM
32 |Calts Hawks Saturday Saturday, July 30,2011 2:00 PM
33 |Calts lets Saturday Saturday, July 23, 2011 2100 PM
34 |Calts Marlins Saturday Saturday, June 18, 2011 2:00 PM
33 |Calls Cavaliers Saturday Saturday, August 20, 2011 10:00 AM

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

IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW
™y = FH 8 E B =
¥ 0¥
O3 Dkl & B 5
Margins Crientation  Size  Print | Breaks Background Print ;;':
% ¥ =  Arca~ S Titles = &l
Page Setup Insert Page Break
£ Bernove Page Break
Reset All Page Breaks
| ]
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4. The page break will be inserted, represented by a dark blue line.

A B :_ D E
19 |Bulls Lightning Saturday Saturday, June 18,2011 10:00 AM
20 [Eavaliers Eagles Friday Friday, August 05, 2011 6:00 PM
21 |Cavaliers Hawks Friday ___ Friday, lun=17, 2011 G200 PM
22 |Cavaliers Bears Saturday Saturday, August13, 2011 .00 PM
23 |Cavaliers Bulls Saturday Saturday, June 25, 2011 2:00 PM
24 |Cavallers Lightning Saturday Saturday, July 16,2011 2:00 FM
25 |Cavaliers Tigers _ Saturday Saturday, July 02, 2011 2000 PM
26 |Cavaliers Colts Saturday Saturday, August 20, 2011 - 10:00 AM
27 |Cavaliars Giants Saturday Saturday, July 23, 2011 10:00 AM
28 |Cavaliers Jets Saturday Saturday, July 09, 2011  10:00 AM
29 [Colts Lightning Friday Friday, July 01, 2011 G200 P
30 (Colts Bears Saturday Saturday, June 25, 2011 2:00 PM
21 |Colts Eagles Saturday Saturclay, August 13,2011 200 PM
32 |Colts Hawks Saturday Saturday, July 30,2011 2:00 PM
33 |Colis lets Saturday Saturday, July 23, 2001 2100 PM
34 |Caolts Marlins Saturday Saturday, June 18, 2011 2:00 PM
35 [Calts Cavaliers Saturday Saturday, August 20, 2011 10:00 AM

*When viewing your workbook in Normal view, inserted page breaks are represented by a solid gray line, while

automatic page breaks are represented by a dashed line.

B C D E

Colts Saturday Saturday, Aug

Lightning Saturday Saturday, I [
Marlins ln“'hd - Saturday Saturday, | —_—
Tigers m Saturday Saturday, ) (SESENEEN '
Bears - Saturday Saturday, July 23, 2011

Hawks Saturday Saturday, July 16, 2011

lets l Satﬁrda*,r Saturday, lune 25, 2011

Lightning Friday Fr.idayr, Aﬁgust 12, 2011

ﬁgers Ffid-é\r F'riq':l-éy, June 24. i[ill

Bears Saturday Saturday, July 09, 2011

Bulls Saturday Saturday, August 20, 2011

To insert headers and footers:

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

1. Locate and select the Page Layout view command at the bottom of the Excel window. The worksheet will appear
in Page Layout view.

Page Layout’

2. Select the header or footer you want to modify. In our example, we will modify the footer at the bottom of the
page.
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B C ] E
46| Jets Saturday Saturday, June 25, 2011 1000 AM
47| ughtning Friday Friday, August 13, 2011 G0 Em
48 | Tigers Friday Friday, lune 24, 2011 6:00 PM
49 | Bears saturday saturday, July 09, 2011 2:00 PM
50| Bulls Saturday Saturday, August 20, 2011 2:00 PM

3. The Header & Footer Tools tab will appear on the Ribbon. From here, you can access commands that will auto-
matically include page numbers, dates, and workbook names. In our example, we will add page numbers.

1 HEADER & FOOTER TOOLS

@ e :
HOME MSERT PAGE LAYOUT FORMULAS DATA REWIEW VIEW

DESIGN
b 1 | II-- R ._-__ _"?'i _‘I_-'I 3l E' _ ] o | Different Fust Page
Header Foater F'agJ:} Mumber Curent Currert  Fils Fite  She&t Pictuse | Gota Ditferent Odel & Evel
R - Mumnibeer of Pages Dake  Time Path MName MName F Footer
Header & Footer Header & Foater Elements Mavigation
17 Page Number
Add the page nismber Lo the heades
orfooter
4. The footer will change to include page numbers automatically.
B C D E
45 | Jets Saturday Saturday, June'25, 2011  10:00 AM
47 | Lightning Friday Fricday, August 12, 2011 6:00 Pid
|
45 | Tigers Fridiay Friday, June 24, 2011 G600 P
4% | Bears Saturday Saturday, July 09, 2011 2:00 P
&n | Bulle Eatiarnlau Extordan Aiimoct 90 3011 T+ DAA
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Printing Workbooks

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

To access the Print pane
1. Select the File tab. Backstage view will appear.
2. Select Print. The Print pane will appear.

ennt

Share

Balls Scftball Team Rogte:

Excl

To print a workbook

1. Navigate to the Print
pane, then select the de-
sired printer.

- Copiesz (1 = =
= 2. Enter the number of
il copies you wish to print.
3. Select any additional
Printer settings if needed (see
f Lesmark K422 {50 e ————— . .
) i i image beside).

Prirter Peoperti

Settings

T Peina Sctive Sheels

(==

TR A L

4. Click Print.

Choosing a print area
Before you print an Excel

Pages: vl Lo = e e .
= e workbook, it is important
"rind Cinee Sicliee
Dinly. piiret o onesdy ol th,, to decide exactly what in-
Fifcai e Collated ” formation you want to

Opteans

== 123 12312

print. For example, if you

Partrait Orientetion -

= have multiple worksheets

Letter

?’iTT13!"i'ﬂ[i g L AR LU AT R A

REEEET T AERE:

= in your workbook, you
will need to decide if you

Mormal Margins

Right 1.7 want to print the entire

workbook or only active

Left= 07

i-'Z!-:: M Sealing

=0 Pring sheets ab (hair acbpal sazf

@ |£j worksheets. There may

also be times when you want to print only a selection of content from your workbook.

To print active sheets

Worksheets are considered active when selected.

1. Select the worksheet you want to print. To print multiple worksheets, click the first worksheet, hold the Ctrl key
on your keyboard, then click any other worksheets you want to select.

March | April .| May *

2. Navigate to the Print pane.
3. Select Print Active Sheets from the Print Range drop-down menu.
4. Click the Print button.
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Settings

Print Active Sheets
Qnly pnnttheactive shests

s
g

Print Active Sheets
Cinly print the active sheets

Print Entire Workbook
Print the entire workbook

Print Selection

Only pnnt the current selection

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

Print

2. Select Print Entire Workbook from the Print Range drop-down menu.
3. Click the Print button.

Settings

Fin e ok
Print tre entim warrbosk

Print Active Sheets

COnty print the active sheets

Print Entire Workbook
Print the entire workbook [}

Print Selection

Cnly print the current selection

To print a selection

Print

-
=
Print

I

AR Coples: |1 :
=
Print
Copies: |1 S

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

Bears Jats Friday Monday, June 17, 2013 00 P

Bears Cawaliers Saturday Tuecday, Awgust 13, 2013 200 P3A
| Bears Colts Saturday Tuesday, June 25, 2013 Z00PM
g |Hears s el Tuesday, July 09, 2011 2:00 B3
5 |Gears Marling. Ssturlay  Tuesday, July 02,2013 Z00 P
i L S AR Tuesday, July 16, 2013 10:00 AW
B |Bears Eagles. Saturday Tuenﬂar.dhlv-iiiﬁii':}lmﬂm
8 Bears Hawks Saturday Tuesday, August 20, 2013 10:00 A%
10 Bears Lightmin Saturday Augu 3 00 AN

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

5. Click the Print button to print the selection.

>"If you prefer, you can also set the print area in advance so you will be able
to visualize which cells will be printed as you work in Excel. Simply select the
cells you want to print, click the Page Layout tab, select the Print Area com-
mand, then choose Set Print Area.

Fitting and scaling content
On occasion, you may need to make small adjustments from the Print pane to fit your workbook content neatly

| 2. Navigate to the Print pane.

3. Select Print Selection from the Print
Range drop-down menu.

Settings
Print Active Shests
Cindy pomt the acive sheets

Print Active Sheeots

= Onby prnt the active sheets

Print Entire Workbook

wr~  Print the entire workbook

—f1 Print Selection
Onby print the current selection

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

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

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

2. Select the desired option from the Scaling drop-down menu. In our
example, we will select Fit Sheet on One Page.

| 1 Lefter

Flarmgd Blprging

Redngy  Bas J18-555-E36)
Lelgh Drn | G07-5E5TALE
Mk dian? 11&-&55_-5‘!!]

Midred  Paringsr  G01-5550LTS
Dodptd  Butnode J0S-S5E-17ED
Banng Benjmn 5015551211
[va Sasral  QUEASE-514

Carl Frrg 314500
leols  Wehew  SHOSSEETT | Bt
Ansis Mara A-A-0100 - g pramices S0 1ha RE
Ins Fadrigues  TH1-555-9653 DL e
ipephiAE  Caiter  Tiiatasan: g FLAN Columns on One Page
hicoks Waugh JNTAEE EIET IT"\- Shrird the praviowt so that it is
amtheny  xeel 1078550044 cne page wide
talty i 57-5a-aa 4 EIt AN Rows on Oee Fage
Ik Mliman 138551117 [EME  Shried e priseet so that it
Fay Aogen  ISEANS-2478 T e page high
Larls amirez | STLAS5-1307
Billy Senches  I03-553-E8T4 Crrtoen Sralng Opless

] o

o » "1 3. The worksheet will be condensed to fit onto a single page.

4. When you are satisfied with the scaling, click Print.

Simple Formulas

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

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

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

Understanding cell references

While you can create simple formulas in Excel manually (for example, =2+2 or
=5*5), most of the time you will use cell addresses to create a formula. This is
known as making a cell reference. Using cell references will ensure that your
formulas are always accurate because you can change the value of referenced
cells without having to rewrite the formula.

Multiplication

Division

Exponents
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The formula in cell A3
refers to the value in call

A1 plus the value in cell A2

A ]
i 10
2 5 Thwe formula calcufates and
3 15 < displays the answer io the
g | equation A1 plus A2

The formuia sufomatically
recalculates when the value of
o referenced cefl s changed

3 0 e

numbers, as in the examples below:

Adds cells Al and A2

Subtracts 3 from cell C4

=C4-3
=E7/14 Divides cell E7 by 14
=N10%1.05 Multiplies cell N10 by 1.05

=R5A2 Finds the square of cell RS

To create a formula

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

B3 - A
A B ) C
1 June Budget 51,200.00
2 July Budget 51,500.00
3 |Tuta| Budget 5

By combining a mathematical operator with cell references,
you can create a variety of simple formulas in Excel. For-
mulas can also include a combination of cell references and

2. Type the equals sign (=). Notice how it appears in both the

cell and the formula bar.

SUM ot I . SR S - =
| A B C
i June Budget | $1,200.00
2 |July Budget | $1,500.00
3 |Total Budget|= I
% !
: Formula will appear
6 in both the cell and
5 the formula bar
8

3. Type the cell address of the cell you e KA el
want to reference first in the formula: & PR E
cell B1 in our example. A blue border + [fune Budger | $1,200.00
. : luly Budget 51,500.00
will appear around the referenced cell. 3 |Toral Budget  [=f1] I
4
=

4. Type the mathematical operator you want to use. In our example, we will type the addition sign (+).

5. Type the cell address of the cell you want to reference second in the formula: cell B2 in our example. A red border

will appear around the referenced cell.

=8E+E2

C

=3 - I
— . &8 6. Press Enter on your keyboard. The 4 [
B c .

2 —_| formula will be calculated, and the 1 [June Budget 51,200.00

1 [June Budger 51, 200,00 . . . > Juby Budget 51,500.00
L value will be displayed in the cell. 2

- uby Budget 51, 500000 piay 2 [Toral Budger | $2,700.00
3 [Total Budget  |=81+02 [ 4
4 5
=)

*If the result of a formula is too large to be displayed in a cell, it may appear as pound signs (#####t##) instead of a
value. This means the column is not wide enough to display the cell content. Simply increase the column width to

show the cell content.
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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.

The order of operations

Excel calculates formulas based on the following order of operations:

1. Operations enclosed in parentheses.

2. Exponential calculations (372, for example).

3. Multiplication and division, whichever comes first.

4. 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 a catering invoice. To do this, we will write our formula as =(D2+D3)*0.075
in cell D4. This formula will add the prices of our items together and then multiply that value by the 7.5% tax rate
(which is written as 0.075) to calculate the cost of sales tax.

oo fr | D030 Excel follows the order of operations and first adds
= -'-“_ M“ o : -;;;.1 F | the values inside the parentheses: (44.85+39.90) =
il m uantity I
2 |Empanadas: Beef Picadillo $2.99 1= 544,85 | $84.75. It then multiplies that value by the tax rate:
= lEm:ramdas: Chipotle Shrimp 53.93 0 $39.90 | $84.75*0.075. The result will show that the sales
4 Tax|={02+03)*0.075 ] .
1 eEn s tax is $6.36.

Functions

A function is a predefined formula that performs calculations using specific values in a particular order. Excel in-
cludes 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 will need to understand the different
parts of a function and how to create arguments to calculate values and cell references.

The parts of a function

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

=SUM(A1:A20)
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Working with arguments

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

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

Multiple arguments must be separated by a comma. For
example, the function =SUM(A1:A3, C1:C2, E1) will add
the values of all the cells in the three arguments.

COUNTA o > w f AVERAGE[B1:B3)
I B i d

5

2 8

3 9
i

3 5

] 1

7 3

8 2

g 7

10 =AVERAGE(E1:BS)

COLINTA > v =S ALA3 CLICEL)
A 8 L) :
7 - T— —
4 l 12_i
23| =

Creating a function

Excel has a variety of functions available. Here are
some of the most common functions you will 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

c11 - £
In our example below, we will g ‘ 4 g
create a basic function to calcu- Food Supply Inventory Orders md"mm]
late the average price per unit Item Quantity | Price Per Unit| Total Cost | Date Ordered
for a list of recently ordered | : Tomatces [case of 12) 3| $17.44 | $52.32
items using the AVERAGE func- | ¢ |Black Beans {case of 10) 5! 520,14 | 5100.70
tion. 5 All Purpose Flour (50 [b.) 5| 514.05 570.25
1. Select the cell that will con- | & Corn Meal/Maza (251b.) 3 $1869 | $93.45
tain the function. In our ex- |7 Brown Rice (25 Ib.) 5 510.99 $54.95
ample, we will select cell C11. : Saliia, r'-.:'1&|:||um {1 gallon) 12 £8.47 | S101.64

s Qlive Qil (2.5 gallon) 4 528,69 | 5114.76

10 Vegetable Wash {1 gallon) 2 5899 | 51798

n| Average Price Per I.Inlt| &y

2 Total Cmt]- I

2. Type the equals sign (=) and enter the desired function name. You can also select the desired function from the
list of suggested functions that will appear below the cell as you type. In our example, we will type =AVERAGE.
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| [ ANERAGEIFS

COUNTA ¥ x ' e =AVERAGE
B c b E
Food Supph‘ hwanturr Drdam {(Non-Perishable Items)
. Item _| Quantity| Price Per Unit| Total Cost | Date Ordered
Tomatoes (case of 12) 3 517.44 | 55232
Black Beans (case of 10) 5 520,14 | S100.70
All Purpose Flour (50 1b.) 5 514.05 | 570.25
Corn Meal/Maza (25 Ib.) 5 51869 | 593.45
Brown Rice (25 1h.) 5 510,99 554,95
Salza, Medium (1 gallon) 12 58.47 | 5101.64
Olive Oil (2.5 gallon) 4 528,69 | $114.76
' Vegetable Wash {1 gallon) 2 58.99 517.98
_ Per Unit| =AVERAGE |
7 PR avERs Bleturns the average (arithmetic mean
3 z ; () AVERAGES
’ " e e ! AVERAGEIF

3. Enter the cell range for the argument inside parentheses. In our example, we Will type (C3:C10). This formula
will add the values of cells C3:C10 and then divide that value by the total number of cells in the range to determine

the average.

COUNTA T E s =AVERAGE Y5010}
A B C

Food Supply Inventory Orders (Non-Perishable ftems)
inem [uantity [ Price Per tnit! Total Cost| Date Orderad

Tomatoes (tase of 12) 3 317.44 | 35232
1 Black Sleans [case af 10) 5 3014 | S100.70
5 Al Purpose Flawr (5016 5 514,05 57025
4 Corn Meal/Maza {251h.) 5 51869 | 58345
¢ Grown Rice [25 k.| 5 5100549 | 55495
3 - 5alsa, Medwim (1 gafon] 12 SEAT | 5100164
= | Dliwe 0l [2.5 gallan] 4 SIRES | 511476
10 '.'erceuabl& ‘Wash |1 gallen) 2 SE.99 $17.98 |
1| Auerage Price Per Unit|-=AVERAGEC1-C10) [
: _ Total Caost|

To create a function using the AutoSum command
The AutoSum command allows you to automatically insert the most common functions into your formula, including
SUM, AVERAGE, COUNT, MIN, and MAX. In our example below, we will create a function to calculate the total cost
for a list of recently ordered items using the SUM function.

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

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

2. In the Editing group on the Home tab, locate

E and select the arrow next to the AutoSum com-

D1z - fu
I (5
foudsmlr mmmrrurdmmmﬂmhm Items)
Mem | quantity|Price Per Unit [ Total Cost| Date Ordered|
: Tomatoes (case of 12] 2 217.44 1 55132
2 | Black Beans {case of 10) 5 520,14 $1ﬂD '.-'ﬂ
5 Al Purpose Flour (50 1) 5 £14.05 L7025
& Corn Meal/Maza (25 I} 5 S1860 | 50345
7 Brown Rice (25 0b.) 5 L1099 | 55495
2 Salsa, Medium {1 gallon) 12 SE47 | 510164
4 | Olfive Ol (2.5 gallon) 4 7869 | 511478
10 Magetable Wash [1 gallon) 2 5899 | 517.98
11 A.I'nrl!u Price Per Unit 51593
12 ~ Total Cost |
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will select Sum.

mand and then choose the desired function
from the drop-down menu. In our example, we
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kdin
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T Ex Y & n.muﬁuma .- B
] [ )

o] ===, -

Insest Defete Farmat & Sum h wa
- - - ANErage e

Caourt Mumbess

Ware Functions

i ]
1

3. The selected function will appear in the cell. If logically placed, the AutoSum command will automatically select
a cell range for the argument. In our example, cells D3:D11 were selected automatically and their values will be

added together to calculate the total cost. You can also manually enter the desired cell range into the argument.

COUNTA = = AT L e o 11
L ] L ]
Food Supply Enventory Orders (Mon-Perishable ftems)

Item. Cuantity| Price Per Unit Total Cost! Date Grdered
3 Tomatoes (case of 12) 3| S1ras) ssadz)
L S3014 | S100.70 §
1005 | 570354
o BN L)

51059 | 45495
547 | 510164 1
$28.69 | $114.76
3899 317951

1 Wegetable Wash {1 gallon) 2

4. Press Enter on your keyboard. The function will be cal-
culated, and the result will appear in the cell. In our ex-
ample, the sum of D3:D11 is $606.05.

*The AutoSum command can also be accessed from the
Formulas tab on the Ribbon.
You can also use the Alt+= keyboard shortcut instead of

AveTags Priee Per IR 215,93 | i the AutoSum command. To use this shortcut, hold down
2| ':‘Wf!”?f‘.[“_?"E'l“h " the Alt key and then press the equals sign.

m HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW
n i oy e
AR BEREODE R B B
Insert | AwutoSum Recently Financial Logecal  Text Date & Lookup & Math & Mare

Function A Lised = v r Time = Reference~ Trg= Functions -

E S Funclion Library
a1 dverage _.'l.
= Count Mumbers [ i 5 } -

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.

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

HOME IKSERT PAGE LAYCOUT FORMULES DAaTA VIEW
) - - T = Define Hame =
f T EEBLOE B E :
AutaSum Recerdly Firanoal Logical Test Dale B Loakoup & Maik & Mlaimns 1 -,
Furectian Upedd = . . Time = Reference= Tng= f Manager E Creste from Salection
Furidlion Lirany Diedined Names

To insert a function from the Function Library:

In our example, we will use a function to calculate the number of business days it took to receive items after they
were ordered. In our example, we will use the dates in columns B and C to calculate the delivery time in column D.

1. Select the cell that will contain the function. In our example, we will select cell D3.

Richson Technoserv Opc Pvt Ltd
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o - 2. Click the Formulas tab on the Ribbon
ol - B o ] £ to access the Function Library.
' F;;MWIF Inventory n““"?“"i"““mh'“ items) 3. From the Function Library group, se-
2 [ Date Ordered| Date Recelved | Delivery Time . .
Sl Tomstoes {gase of 12} 12-Aug 13] 15-Aug-13 o lect the deswed‘ function category.- In our
4 Black Beans {case of 10) 12-Aug-13  17-Aug-13 example, we Will choose Date & Time.
5 All Purpose Flowr (50 1b.) 12-Aug-13] 14-Aug-13 4. Select the desired function from the
i Corm Meal/Maza (25 |h.] 12-fug-13 15-Aup-13 drop-down menu. In our example, we will
7 Brown Rice (25 1b.) 17-Aug-13] 15-Aug-13 ! .
5 [Salea, Medium (1 galion) 19-Aug 13| 23-Aug-13 select the NETWORKDAYS function to
a1 Olive il (2.5 gallon) 19-Aug-13, 24-Aug-13 count the number of business days be-
o Vegetable Wash (1 gallon) 19-Aug-13]  21-Aug-13 tween the ordered date and received date.
HOME  INSERT  PAGELAYOUT | FORMULAS  DAT  REVEW  WEW 5. The Function Arguments dialog box will ap-
> 0 E B O \rsiaiiid pear. From here, you will be able to enter or se-
Bpbafiynn Recenily Finaroial Lagasl  Ted Dded® Loolus B Maih & Mo Bl . .
Lied Tt Fefeenie s Tuge Pucar - Manage £ Cthomssetios | Ject the cells that will make up the arguments in
the function. In our example, we will enter B3 in
,_ m ; z the Start_date: field and C3 in the End_date: field.
Food Supply Inventory O le Items) 6. When you are satisfied with the arguments,
Item Datedt . ed | Delivery Time lick OK
natoes (case of 12) 12-F AT 132 clic ’ _ —
k Beans (case of 10} TTE s 13 | Funeni ogurens TEN
"urpese Flour (50 1h.) 12-£ ATIKNUM 13 | Ll st :
" Meal/Maza (25 [b.) TV 13 SR -
wnRice [23M) [ 1ed 13| febtor :
4, Medium {1 gallon) 15 NeTwoRDHS o, 13 !.. Wi i b
= Qi 12.5 .3."'"':'.“" 19-¢ HETA T .u-'.\:.'-.un-. W sitart daieerd ririm hodla I Wi chite ' a5tal fot ety L rri el e 4 e
etable Wash |1 gallon) 19-£  Hov o L s e
SEC SR Forman il = 4
TR & Tell mp mow : R SnAr N A o by Campl

7. The function will be calculated, and the result will appear in the cell. In our example, the result shows that it took
four business days to receive the order.

D3 b =HETWORKDAYS!BI, 3
A B & D
Food Supply Inventory Orders (Mon-Perishable Items)
2 | item Date Ordered| Date Recelved | Delivery Time
3 [T-::umatﬂes [caseof 12) 17-fug-13| 15-Aug-13 4
1 |Black Beans {case of 10) 12-Aug-13! 17-Aug-13
5 Al Purpose Flowr (S5016.) 17-Aug-13| 14-Aug-13
# Corn Meal/Maza (25 In.] 12-Aug-13] 15-Aug-13
7 Brown Rice (25 Ib.) 12-fug-13] 15-Aug-13
a Salsa, Medium {1 galion) 19-fug-13) 23-Aug-13
o | Clive Ol (2.5 gallon) 19-fug-13) 24-Aug-13
0 Wegetable Wash {1 gallon) 19-Aug-13| 21-Aug-13

*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 want to fill. The function will be cop-
ied, and values for those cells will be cal-
culated relative to their rows or columns.

The Insert Function command

If you are having trouble finding the right function, the Insert Function command allows you to search for functions
using keywords. While it can be useful, this command is sometimes difficult to use. If you do not have much experi-
ence with functions, you may have more success browsing the Function Library instead. For more advanced users,
however, the Insert Function command can be a powerful way to find a function quickly.

To use the Insert Function command
In our example below, we want to find a function that will count the total number of items ordered. We want to
count the cells in the Item column, which uses text. We cannot use the basic COUNT function because it will only

Richson Technoserv Opc Pvt Ltd
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2AgA% rj Ellck, hold and drag the il
12-Aug-13 17-Aug-13 L handie i copy the function
12-fug-13 14-fug-13 to adgacent celis
12-Aug-13 15-Aug-13
12-Aug-13 15-fuig-13
19-Aug-13 23-Aug-13
19-Aug-13 24-hug-13
19-fwg13]  #1-Avg-1d 1|l'

=HETWOREDGYS[EL0.CH)
) ] ﬂ_ &
12-Aug-13 15-Aug-13
12-hug-135 17-hug-13
12-Aug-13 14-Aug-13
12-hug-13 15-hug-13
12-Aug-13 15-Aug-13
19-Aug-13 13-hug-13
19-Aug-13 24-Aug-13 5
19-Aug-13]  21-Aug-13|=NETWORKDAYS|510,010)

PETWREDAYS hart_dobe, ond_debe, [Rehdipz])

count cells with numerical information. Instead, we will need to find a function that counts the total number of cells

within a cell range.

1. Select the cell that will contain the function.

In our example, we will select cell B16.

2. Click the Formulas tab on the Ribbon, then se-

PR A Dath BRI
[ - O -
Cate & Lovkop& MasB  Moc
Tims = Relernce = Teg- Funrtions -

517,44 | 557 37

Search Te¢ a funehan:

caunt éHly

OF sl & Citegony: | Date & Tiss

Enter search terms;
then click Go

WATERseat o thaday)
Rebuins the numser 1hat resderens the @t in Wereoeft Sl datetine
code.

Heio g inis fundige

Richson Technoserv Opc Pvt Ltd

down list.

5. Review the re-
sults to find the de-
sired function, then
click OK. In our ex-

Gmarsh fge a funilian;

raunt cefls

r velect o fategory: | Rezammended
| Getert @ function

. |c-:§f.|r]1'
ample, we will | courmr
I
choose COUNTA EouTEL
. . DoOLMT
because it will | FRECUERCY

CRAINT A value..0
count the number

of cells in a cell
range.

i g iy functign

Counts the rrember of 285 In @ rangs that are pot 2pply

4. Type a few keywords describing the calculation
you want the function to perform, then click Go. In
our example, we will type Count cells, but you can

ELB - =
. i = L B £ ¢ | lect the Insert Function command.
! : ﬁ MO IHSLET PAGE LAWOLIT
5 Tomatons (case of 12) 3 $17.44 | 5232 > B2 E B
+ Black Beans (casa of lI:I:I 5 520,14 | $100.70 _Iml!I AuioSum Feoent®y Francul logusl  Ted
| A8 Purpose Flour {5015.) 5 514,05 STE:?E ki ) et ’ s "-“.,. fitiay
& Corn Meal/Maza (25 b.) 5 51860 | S93.45 T ———
P (Broven Rice (2510} _ 8l 51099 | 55495 T -
& Salsa, Medinm (1 gallon) 12 S8.47 | 510164 i by ik
v Cirer Dl (2.5 gafion) L 4 52869 | 511496 '.L':.".': .,,',,.,,..,_.’._.v':.,';.""
‘o Vagatabda Wash (1 gallon) 2 58,99 __5_}_;2:5; B E ] 5
! I‘ i rag wﬁﬁm 51'5'93 LR L - TN T LR R W
= 80805 3. The Insert Function dialog box will appear.
g3
16 Total Iterns Ordarad ]
5 Most Expansive Ilkem
B Awerage Shipping Time

also search by selecting a category from the drop-

Lanced

o [
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6. The Function Arguments dialog box will appear.
Select the Valuel: field, then enter or select the | counta.

desired cells. In our example, we will enter the cell :x; i :‘ et it o
range A3:A10. You may continue to add arguments &

in the Value2: field, but in this case we only want

to count the number of cells in the cell range =

A3:A10 s Ehie basrped cell in 3 range that are nof sephy.

b0 255 meguments representing the valses and cells
Huies can b e bypet of mfodAation

7. When you are satisfied, click OK.
8. The function will be calculated, and the result | ==

will appear in the cell. In our example, the result || ... .. . "“——-—-____._ or [, | | canea
ot

shows that a total of eight items were ordered.

ELE . o || =COUSTALARA L)

4 ] c o E F
| | Food Siupply inertory Orders (Mon-Parichable ibams) :
! Mem  [cusntity|Pries Per Unit[Total Cost|Date Ordersd

= Tomatoas (casa of 12) 3 517 .44 552.3%
¢+ Black Beans [casa of 10) 5 520014 | $100.70
= A0 Purpase Flour |501k.) 5 514.05 | S70.25
5 Corn Meal/Maza (25 Ib.) 5 5169 | 59345
T Brown Rica (25 Ih.] 5 510,99 | 55495
& Salsa, Mediem (1 gallon) 12 5847 | 510164
5 | Ofve Ol (2.5 galon) 4 528,69 | 5114.76
o Wagatable Wash (1 gallon) 2 4809 51798
i Average Price Par Uit $15.03
g .~ TowalCost| 5606.05 |

- T T SR
| Totel ltams Ordarad] 8§ | oil—

17 Most Expensive Item )
- Average Shipping Tima

1]

Microsoft Excel Function List
Excel provides many more library functions to calcuate your mathematical calculation in worksheets some are ex-
plained below:

Mathematical Functions

SUM - Adds up all the values in a range

The most commonly used Excel function is Sum. The purpose of the Sum function is to add up the numbers in a
range.

1. Select the cell where you wish the total to appear.

2. Click the Sum ‘E = button The SUM button on the toolbar

3. The Sum function appears in the cells and a dotted line appears around the cells Excel thinks you want to add. If
the range is not correct, select a different range.

4. Press Enter

?}l:f[?phes 2500 S0 The total appears in the cell. If a value in the summed range
e Ll i changes at a later date, the total will automatically update it-

Wages 7000 7000 | oo

Utilities 3000 3000

The Sum function can add more than one range if needed. To
Total =5UNY

| SUNM{numberl, [numberl]. ..} |

select a second range, enter a comma and select another range.

Richson Technoserv Opc Pvt. Ltd. MS Excel



SUMIF

The SUMIF function totals the values of a range that meet specific criteria. For example it will total only the orders

from a specific company or after a specific date.
The syntax for SUMIF is:
=SUMIF(range, criteria, [sum_range])

SUMIFS Function

The Excel SUMIFS function is similar to the SUMIF
function. It adds up the values from a given range
that meets multiple criteria.

The syntax for the SUMIFS function is:

=SUMIFS (sum_range, criteria_rangel, criterial, ...)

Argument Purpose
Range The range of cells to evaluate,
Criteria The condition that defines which cells are

to be added.

Sum range

The actual cells to sum. If omitted the
values in range are added.

Argument Purpose

Sum_range
you want ko add

The range of cells containing the values

Criteria_range

lhe range of cells containing the records
you want to check against the criteria

Criteria
value is added or not

The criteria to determine whether the

ROUND Functions

SUMPRODUCT Function

The Excel SUMPRODUCT function is a hidden gem.
The purpose of the SUMPRODUCT function is to re-
turn the sum of products from 1 or more arrays.
Now this may not sound that useful, but let me ex-
plain further. It’s syntax is:
=SUMPRODUCT(array1, [array2], [array3], ...)

The SUMPRODUCT function works by multiplying a
group of numbers and then adding the results. Each
array of SUMPRODUCT is a range of values. These
arrays must be of the same dimension.

The Excel ROUND function is used to round a number to a specified number of digits. For example, round a number

to the one decimal place.
The syntax for the ROUND function is:
=ROUND(number,num_digits)

Argument

Purpose

MNumber

The number you wank to round

numn_digits

o

sp

o

= IF
nu

The number of digits you want to round
the number to.

the numberis rounded ko the

= [F the num_digits is 0, the numberis

the decimal point

he num_digits is greater thamn 0,
ecified number of decimal poinks

unded to the nearest integer
wim_digits is less than O, Lhe
mber is rounded to the left of

Richson Technoserv Opc Pvt Ltd
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ROUNDUP Functions
The Excel ROUNDUP function is used to round a number up to a specified number of digits.For example, round a
number up to one decimal place.

The syntax for the ROUNDUP function is:
=ROUNDUP (number,num_digits)

Argument Purpose
Number The number you want to round up
nwm_digits The number of digits you want to round

the number up bo

= |F the num_digits is greater than 0,
the number is rounded up to the
specified number of decimal points

o [F the nom_digits is 0, the number is
rounded up to the nearest integer

= |f num_digits is less than 0, the
number is rounded up to the left of
the decinal point

CEILING Function

The Excel CEILING function is used to round a number

up to a multiple of significance. For example, you could

round a number up to 2 decimal places, or to the next

multiple of 5.

The syntax for the CEILING function is:
=CEILING(number,significance)

ROUNDDOWN Function

The Excel ROUNDDOWN function is used to round a number
down to a specified number of digits. For example, round a
number down to one decimal place.

The syntax for the ROUNDDOWN function is:
=ROUNDDOWN(number,num_digits)

Argument Purpose
Mumber The number you want o round down
num_digits The number of digits you want to round

the number down to.

= |f the num_digits is greater than 0,
the number is rounded down to the
specified number of decimal points

= |F the num _digits is 0, the number s
rounded down to the nearest
integer

= IF num_digits is less than 0, the
number is rounded down to the left
of the decimal point

FLOOR Function
The Excel FLOOR function is used to round a number

down to a multiple of significance. For example, you
could round a number down to the nearest decimal
place, or to the next multiple of 5.

The syntax for the FLOOR function is:
=FLOOR(number,significance)

Returns the number of values from a list.

The syntax for the Count function is:

=COUNT(valuel, [value2], ...)

Argument Purpose

Number The number you want to round up

Significance The multiple of sigificance you want to
round the number up to.
This musk match the sign of the number | Statical Functions
you are using. For example, you cannot Count
round a negative number to a pasitive
number

Average

Returns the average or arithmetic mean of a

list of values.

The syntax for the Average function is:
=AVERAGE(numberl, [number2], ...)

Richson Technoserv Opc Pvt Ltd

Min

Returns the smallest number from a list of values.
The syntax for the Min function is:
=MIN(numberl, [number2], ...)
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Max

Returns the largest number from a list of values.
The syntax for the Max function is:
=MAX(numberl, [number2], ...)

COUNTBLANK Function

The COUNTBLANK function counts the empty
cells in a given range.

The syntax for the COUNTBLANK function is:
=COUNTBLANK(range)

COUNTA Function
The COUNTA function counts the number of non empty cells

in a given range. COUNTA will count cells containing values,

labels and formulas.
The syntax for the COUNTA function is:
=COUNTA(valuel,value2,...)

Argument

Purpose

Valuel value,.

the range of cells youwant ko count. The
Function can take up bo 30 different cell

Argument Purpose ool

Range the range of cells you want to count
Countlf Argument Purpose
The COUNTIF function counts the number of val-
ues in a range that meet specific criteria. For ex- :

o Range The range of cells to evaluate.

ample it will return how many orders were placed
by a specific company or after a specific date.
The syntax for COUNTIF is: Criteria The condition that defines which cells are
=COUNTIF(range, criteria) to be counted.
COUNTIFS Function
The Excel COUNTIFS function is similar to the [|Argument Purpose

COUNTIF function. It counts all the cells from a
given range that meets multiple criteria.

The syntax for the COUNTIFS function is:
=COUNTIFS(criteria_rangel, criterial, ...)

AVERAGEIF

The Excel AVERAGEIF function is used to find the
average value from a range of cells that meet cer-
tain criteria.

The syntax for the AVERAGEIF function is:
=AVERAGEIF(range, criteria, [average_range])

Richson Technoserv Opc Pvt Ltd

Criteria_range

The range of cells you want to look for
items o count

Criteria The criteria to determine whether the
cellis counted or not

Argument Purpose

Range The range of cells you want to test

Criteria The criteria the records have to meet to

be included

Average_range

Ihe range of values to average. This is
optional and if omitbed the Function will
average the first range

MS Excel



AVERAGEIFS Function
The Excel AVERAGEIFS function is used to find the

Argument

Purpose

average value from a range of cells that meet
multiple criteria.
The syntax for the AVERAGEIFS function is:

Average _range

The range of values to average

=AVERAGEIFS(average_range, criteria_range,

criteria, ...) Criteria_range The range of cells you want to test
) oo
Criteria The cnitena the records have Lo meet to
be included
LARGE Function
The Excel LARGE function is used to return a value frgumunt 3o o
dependent upon its ranking in a range of values. For
example, the LARGE function can be used to return freay fn?urlanl_gier"l_euiff’""' Wik Lo Tined e -
th largest value
the 2nd or 3rd largest number from a range.
The syntax for the LARGE function is: o
K The positicn in the range of numbers,
=LARGE(array,k) from the largest, that you want to return
SMALL Function
Lo A £ P
The Excel SMALL function is used to return a value doioiid i
dependent upon its ranking in a range of values. For
example, the SMALL function can be used to return AL E:Zr::?;tnv;ﬂ;:’lo' Vesail ko g e
the 2nd or 3rd smallest number from a range.
The syntax for the SMALL function is: o
K The pesitian in the range of numbers,

=SMALL(array,k)

RANK Functions

The RANK function returns the rank or position of a number within

a range of numbers.

Duplicate numbers are given the same rank. This then affects the
ranking of subsequent numbers. For example, if number 8 ap-
pears twice and has a rank of 4, then 9 would have a rank of 6

and no number would be ranked number 5.
The syntax for the RANK function is:
=RANK(number, ref, [order])

Text Functions

LEN Function

The Excel LEN function is used to find the length, in num-
ber of characters, of the contents of a cell.

The syntax for the LEN function is:

=LEN(text)

Richson Technoserv Opc Pvt Ltd

From the smallest, thak you want ko
return

Argument

Purpose

number

The numi-er whose rank you want ba find

ref

The range of nembars that you want to
find the ranking position within

afder

How ba rank the number, 0 Fer
deccending arder and 1 for ascending.

Owrder i |.-|.||.il.lna.l and if amitted 0
enterad

Argument

Purpose

Text

The reference to the cell whose length
you want to Find
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REPT Function

The Excel REPT function is used to repeat text a given
number of times in a cell.

The syntax for the REPT function is:
=REPT(text,number_times)

TRIM Function

The Excel TRIM function is used to remove un-
wanted spaces from cells. These unwanted spaces
are usually generated when importing or copying
text data into Excel.

The syntax for the TRIM function is:

=TRIM(text)

LEFT Function

The LEFT function is used to extract a specific number of characters

from the start of a cell.

This can be useful to when needing to remove unwanted characters
in a cell that appear on the right of the cells content. This can happen
as a result of importing data into Excel from another application or

database.
The syntax for the LEFT function is:
=LEFT(text, [num_chars])

RIGHT Function
The RIGHT function is used to extract a specific
number of characters from the end of a cell.

This can be useful to when needing to remove un-
wanted characters in a cell that appear on the left
of the cells content. This can happen as a result of
importing data into Excel from another applica-
tion or database.

The syntax for the RIGHT function is:
=RIGHT(text, [num_chars])

MID Function

The MID function is used to extract a specific number of

characters from the middle of a cell.

This can be useful to when needing to remove unwanted
characters in a cell that appear on the left and right of the
cells content. This can happen as a result of importing data

into Excel from another application or database.
The syntax for the MID function is:
=MID(text, start_num, num_chars)
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Argument

Purpose

Text

The text you want to repeat

Mumber_times

The number of times you want te repeak
Lhe Lexk

Argument

Purpose

Text

The text that you want to change,
Usually entered as a cell reference

Afguiment Purpose
Text Thie data conkaining bhe chasackers you
want b exbract
Murm_chars The number of charachers you want ko
eukrack
IF omitked, it extracks only Lhe First
characlker
Argument Purpose
Text The data containing the characters you
want to extract
Murmn_chars The number of characters you want to
extract
IF omitked, it extracts only the last
character
Argument Purpose

Texk The dakz containing the characters you
wank to extract

Start num The number of the first characker you
wiank to extrack

Mum_chars The number of characters to the right of

start_nwrmn that you wank to extract

MS Excel




UPPER Function
. . A k Pu
The UPPER function is used to convert the text in a cell to eimes e
uppercase.
. . Texkt The text you want to convert to
The syntax for the UPPER function is: uppercase, usually entered as a cell
=UPPER(text) Ll
LOWER Function
The LOWER function is used to convert the text in a cell to |Argument Purpose
lowercase.
The syntax for the LOWER function is: Text The text you wank to convert to
=LOWER(text) uppercase, usually entered as a cell
reference
PROPER Function
The PROPER function is used to convert the first character of
. L. Argument Purpose
each word in a cell to uppercase and the remaining charac-
ters to lowercase.
L Text The text you want to convert to proper
The syntax for the PROPER function is: caze, vsually entered as a cell reference
=PROPER(text)

REPLACE Function
The Excel REPLACE function is used to replace existing

Financial Functions
PMT Function

characters in a cell with a different set of characters,
or with nothing. These unwanted characters can ap-
pear as a result of importing or copying data into Excel.
The syntax for the REPLACE function is:
=REPLACE(old_text, start_num, num_chars, new_text)

Argument Purpose

Old_kext The bext that you want bo change.
Usually entered as a cell reference

Start num The start position of the first character in
old_text that you want to replace

Mum_chars The number of characters from
start num thak youwant to replace

Mew text The new data to be added. Leave it blank
to just remove the unwanted characters
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The Excel PMT function is used to calculate loan repay-
ments based on constant payments and a constant inter-
est rate.

The syntax for the PMT function is:

=PMT(rate, nper, pv, [fv], [type])

Argument Purpose

Rate The interest rate For the loan

Mper The botal number of payments For the
laan

P The presant valus, or tokal amounk i
rnurmber of Myture payments is worth fow

Fv The future value, or total remaining after

the last payment has been mads

This argument is optional, and if omitted
the total is asswmed to be 0

When the payments are due. it can be
entered as 1 of 0and i optional, IF
omitted the value 5 assumed b be O

Type

= (- Payments are made at the end of
the peried

+ 1-Payments are made at the
beginning of the period
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RATE Function

The Excel RATE function is used to return the
interest rate per period of a loan or invest-
ment. rate.
The syntax for the RATE function is:

=RATE(nper, pmt, py, [fv], [type], [guess])

PV Function

The Excel PV function is used to return the
present value of an investment based on a
constant interest rate and payments.

The syntax for the PV function is:

=PV(rate, nper, pmt, [fv], [type])

Argument Purpose

The inberect rate per period of the
irvestment

The number of pavments for the

irvestment

pmt The payment made 2ach period

[ The Fuikiare vales, of tokal remaining afted
the Last pavment has been made,

This argument & cptional, and if omitted
the total is assumed to be O

wWhen the payments are due, It can be
entersd as 1 or 0 and is optional IF
omitted the value Is assumed to be 0

» [-Payments are made at the end of
the perlod

» 1 -Payments are made atthe
beginning of the pariod

IRR Function

The Excel IRR function is used to return the internal
rate of return based on a series of investments. The
investments must occur at regular intervals such as
weekly, bi-weekly or monthly.

The syntax for the IRR function is:

=IRR(values, [guess])

PPMT Function

The Excel PPMT function is used to calculate the princi-
pal payment made in a period of an investment. Where
as IPMT calculates the interest paid in a period of an
investment, PPMT relates to the amount paid that comes
of the balance.

The syntax for the PPMT function is:

=PPMT(rate, per, nper, pv, [fv], [type])
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FV Function
The Excel FV function is used to return the future value of an
investment based on constant payments and a constant interest

The syntax for the FV function is:
= FV (rate, nper, pmt, [pv], [type])

Argument Purpose
rats The inkers<t rate per period
For exampla 754712 For monthly
payments
nper The number of payment periods
prt The pavmank amount per period
py The present valus, or amount that the
mumber of Fubure payments is worth now
If omitted, then the pyvis 0
bype when the payments are made
» [~ Payments are made at the end of
the period
= 1-Payments are made at the
beginning of the peried
I emitted, tvpe is 0

IPMT Function

The Excel IPMT function is used to calculate the interest
paid during a period of a loan or investment.

It could be used by an investment company to find out the
interest earned on a loan given to a customer. The IPMT
function could be used to decide what interest rate to ap-
ply to the loan, as changing the rate will change the po-
tential interest earned, ensuring the loan is worth giving.
The IPMT function can also be used to find out the amount
of interest earned during a specific period during the length
of a loan or investment, such as the 3rd year.

The syntax for the IPMT function is:

=IPMT(rate, per, nper, pv, [fv], [type])

Argument Purpose

The range of cells containing the
investments thak you want to calculate
the internal rate of return

values

Am estimate internal rate of return of the
invastment. This argument is optional
and if omitted Excel assumes an
estimated irr of 10%

guess
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XIRR Function

The Excel XIRR function is used to return the internal rate
of return based on a series of irregular payments on an

investment.
The syntax for the XIRR function is:
=IRR(values, dates, [guess])

NPV Function

The Excel NPV function is used to return the net
present value of an investment based on a series of

cash flows and a discount rate.
The syntax for the NPV function is:
=NPV(rate, valuel, [value2], ...)

Argument Purpose

rate Discaunt rate during one poriad ofthe
inwoskmant

walus Payments made each perlod. Payments

made in the past should have 2 negative
value, and payments made in the Future
should be positive, This argument can
take up to 29 values

Lookup and Reference Functions
Vlookup Function

The Excel Vlookup function is a lookup and reference function. It
searches for a record of data in a list and returns information from
that record. For example, it could search a list of orders and return

the value of an order that you ask for.

Vlookup stands for Vertical Lookup. It gets this name because it looks
down columns. You would be right to assume that there is also an

Hlookup that looks along rows.

Vlookup requires 4 items of information (arguments) in order to work.
=vlookup(lookup_value,table_array,col_index_num,[range_lookup])

Arguiment

Purpase

values

The range of celis contalning the
investmants that you want bo calculate
tha internal rate of raturn

dates

A, schedule of dates carresponding ta
cash Flaw payments

QUESS

An ertimate Internal rate of return of the
Investmant, This argument Is optional
and iF omitted Excal assumes an
estimated irr of 10%

XNPV Function

The Excel XNPV function retur
ment based on a series of cas
and a discount rate.

ns the net present value of an invest-
h flows, the dates of the cash flows

The syntax for the XNPV function is:

=XNPV(rate, values, dates)

Argument

Purpose

rate

Diiscaunt rate to apply ta the cash Aows
of the investment

values

Series of cash Rows that correspond to 3
schedula of payments, The serles of
payments must contakn atleast one
neqgative and one posithe value

dates

The scheduls of payment dabes that
correspond bo the cash Flow payments
The first payment date occurs at the
beginning and all other must ke later
than this date

INDEX Function

The INDEX function returns an item from

Lookup valug Thewalus tasearch faor

a specific position in a list.
The syntax for the INDEX function is:
=INDEX(array, row_num, [column_num])

dsta to he returmed

Tedle array hve ot of data te 2earch Farthe value in |
Argument Pur,
: loches For the value in the lefimost gu = MS'E
calumen
array The range of cells where the ltem can be
Col indesx nipgm The columa nomber o ihe lefe ol §Re Found

Rarage bookup

rot found In e

matchis returned
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Logical valde that could be tnee or fadse

Thiz bz an opticnel argumant that IF

wding order. IFthe velue s
e column ther the desest

o _FILIm

The row whera the lbam you want
returned cam be Found

LR _ T

The column where the item you want
returned can be Found.

IFthe arrayis anly 1 column wide, this
argument can be omitted

MS Excel



MATCH Function

The MATCH function returns the position of an item
within a range of cells

The syntax for the MATCH function is:
=MATCH(lookup_value, lookup_array, [match_type])

Argument Purpose

lookup_valus The value you want ko search for In the
dookup arral

oo kup_array The range of of cefls that contairs the

Jookun_ value vou are searching for

makch_type Hows bo makch tha feokus valwvewith
values inthe lookug_armay

Can be entered as-1, 0or fand is
optional IF omitbed Excel assumes
match_tvoe ko be 1

= 1-Finds the largest value less than
or equal be the fookug_value. The
range of celis should be sorted in
ascending order

INDIRECT Function

Ensure the reference does not change when additional
rows and columns are inserted in the worksheet.

Create a reference from letters and numbers entered into
other cells. This also enables you to change the reference
in the formula without editing the formula itself.

Refer to a named range. Very useful when used with Data
Validation to create dependent drop down lists

The syntax for the INDIRECT function is:
=INDIRECT(ref_text, [al])

Argument Purpose

ret_text Tha reterenced range., Can be entered a5
a cell reference, text string that craates
the cell referpnce or a ranga name

EE The type of reference used in ref text,
True, or omitting the argument, uses the
&1 styla. False uses the RI1CYT skhyla

= 0 - Finds the first valee egual to the CHOOSE Function

fockun_value The CHOOSE function in Excel returns a value from a list of val-
+ -1 -Finds the smallesk value that is . .
larger than or equal ko the ues based on a specified position.
[ookup_valve, The range of cells . .
Raibf ba st T deananilig The syntax for the CHOOSE function is:
ki =CHOOSE(index_num, valuel, [value2], ...)
OFFSET Function Argument Purpose
The OFFSET function returns a value from a cell, or
range of cells that are a specified number of rows and Frdex_num Specifies which value in the list of valoes
that you want. It can be entered as a

columns from another cell.
The syntax for the OFFSET function is:
=OFFSET(reference, rows, columns, [height], [width])

Arguiment Purpese

raforence Femen whizh

raws Theo number of rows to offset from the
reForence. Enter a pos|tve number Far

the number of rows below the refereace. |
or @ negative number For the number of
riwws aboae the reference

cotumns The rumbor of coliemns to offsot From

the refencnce. Enter a posithe number

for the number af calumna bo the rightof §
the réference, or 2 negative nember Far
the number of columing to the left of the |
refrence

Fieighs The height, i numbear af rows, of the
returned range

ik The width, in numberof columns, of the
returned range
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numiber between 1 #nd 254, 3 cell
-'E'rt"l\'.'u'l".i! or & rﬂ'l!h.i.d

walue | bo 254 values that the drdex num will
b sefected Fram, They can be numbers,
eext, cell references, namad ranges or
Formulas

m MS Excel



ADDRESS Function
The ADDRESS function in Excel returns a text represen- IF function
tation of a cell address from specified row and column The IF function can perform a logical test and return one

numbers.

The syntax for the ADDRESS function is:

=ADDRESS(row_num, column_num, [abs_num], [a1],

[sheet_text])

Argument

Purpose

row_num

The row number to use in the call
reference

column_num

The column number to use in the cell
reference

abs_num

The type of reference to return. If
cmitted, Excel assumes an absolute cell
referance
« 1-Absoluce
« 2-Absolube row; relative column
» 3 -PRelative row; absolute column
« A-Relative

The reference skvle to be used, IF
cmitted, Excel assumes the A1 style
« TRUE-A1
« FALSE-R1CT

shesk_texi

The name of the worksheet to be used, IF
cmitted, no worksheet name is used

Logical Functions

value for a TRUE result, and another for a FALSE result. For
example, to "pass" above 70:
=IF(A1>70,"Pass","Fail"). More than one condition can be
tested by nesting IF functions. The IF function can be com-
bined with logical functions like AND and OR.

scores

Purpose
Test for a specific condition

Return value
The values you supply for TRUE or FALSE

Syntax
=IF (logical_test, [value_if true], [value_if_false])

Arguments

logical_test - A value or logical expression that can be evalu-
ated as TRUE or FALSE.

value_if_true - [optional] The value to return when
logical_test evaluates to TRUE.

value_if_false - [optional] The value to return when
logical_test evaluates to FALSE.

Nested IF statements

You may here the term "Nested IF" or "Nested IF statement".
This refers to using more than one IF function so that you
can test for more conditions and return more possible re-
sults. Each IF statement needs to be carefully "nested" in-
side another so that the logic is correct.

For example, the following formula can be used to assign an grade rather than a pass / fail result:
=IF(C6<70,"F",IF(C6<75,"D",IF(C6<85,"C",IF(C6<95,"B","A"))))

AND Function

The AND function is a logical function used to require more than one condition at the same time. AND returns either
TRUE or FALSE. To test if a number in Al is greater than zero and less than 10, use =AND(A1>0,A1<10). The AND
function can be used as the logical test inside the IF function to avoid extra nested IFs, and can be combined with the

OR function.

Purpose

Test multiple conditions with AND

Return value

TRUE if all arguments evaluate TRUE; FALSE if not

Richson Technoserv Opc Pvt Ltd
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Syntax

=AND (logicall, [logical2], ...)

Arguments

logicall - The first condition or logical value to evaluate.

logical2 - [optional] The second condition or logical value to evaluate.

OR Function

The OR function is a logical function to test multiple conditions at the same time. OR returns either TRUE or FALSE.
For example, to test Al for either "x" or "y", use =OR(A1="x",A1="y"). The OR function can be used as the logical
test inside the IF function to avoid extra nested IFs, and can be combined with the AND function.

Purpose
Test multiple conditions with OR

Return value
TRUE if any arguments evaluate TRUE; FALSE if not.

Syntax

=0R (logicall, [logical2], ...)

Arguments

logicall - The first condition or logical value to evaluate.

logical2 - [optional] The second condition or logical value to evaluate.

IFERROR Function

The Excel IFERROR function returns a custom result when a formula generates an error, and a standard result when
no error is detected. IFERROR is an elegant way to trap and manage errors without using more complicated nested
IF statements.

Purpose
Trap and handle errors

Return value
The value you specify for error conditions.

Syntax

=IFERROR (value, value_if_error)

Arguments

value - The value, reference, or formula to check for an error.
value_if_error - The value to return if an error is found.

Date & Time Functions

TODAY Function

The Excel TODAY function returns the current date, updated continuously when a worksheet is changed or opened.
The TODAY function takes no arguments. You can format the value returned by TODAY using any standard date
format. If you need current date and time, use the NOW function.
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Purpose

Get the current date

Return value

A serial number representing a particular date in Excel.
Syntax

=TODAY ()

NOW Function

The Excel NOW function returns the current date and time, updated continuously when a worksheet is changed or
opened. The NOW function takes no arguments. You can format the value returned by NOW as a date, or as a date
with time by applying a number format.

Purpose

Get the current date and time

Return value

A serial number representing a particular date and time in Excel.
Syntax

=NOW ()

DATE Function

The Excel DATE function is a built-in function that allows you to create a date with individual year, month, and day
components. The DATE function is especially useful when supplying dates as inputs to other functions like SUMIFS or
COUNTIFS, since you can easily assemble a date using year, month, and day values that come from a cell reference
or formula result.

Purpose

Create a valid date from year, month, and day

Return value

A serial number that represents a particular date in Excel.
Syntax

=DATE (year, month, day)

Arguments

year - The year to use when creating the date.

month - The month to use when creating the date.

day - The day to use when creating the date.

DAY Function

The Excel DAY function returns the day of the month as a number between 1 to 31 when given a date. You can use
the DAY function to extract a day number from a date into a cell. You can also use the DAY function to feed a day
value into another formula, like the DATE function.

Purpose

Get the day as a number (1-31) from a date

Return value

A number (1-31) representing the day component in a date.
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Syntax

=DAY (date)

Arguments

date - A valid Excel date in serial number format.

MONTH Function

The Excel MONTH function returns the month portion of a date as number between 1 to 12 when given a date. You
can use the MONTH function to extract a month number from a date into a cell. You can also use the MONTH
function to feed a month number to another formula, like the DATE function.

Purpose

Get the month as a number (1-12) from a date
Return value

A number between 1 and 12.

Syntax

=MONTH (date)

Arguments

date - A valid date in a format Excel recognizes.

YEAR Function

The Excel YEAR function returns the year component of a date as a 4-digit number. You can use the YEAR function to
extract a year number from a date into a cell. You can also use the YEAR function to extract and feed a year value into
another formula, like the DATE function.

Purpose

Get the year from a date

Return value

A number representing year.

Syntax

=YEAR (date)

Arguments

date - A date from which to extract the year.

WORKDAY Function

The Excel WORKDAY function takes a date and returns the nearest working day in the future or past, based on an
offset value you provide. You can use the WORKDAY function to calculate things like ship dates, delivery dates, and
completion dates that need to take into account working and non-working days.

Purpose
Get a date n working days in the future or past

Return value
Arguments

start_date - The date from which to start.

A serial number representing a particular date

in Excel.
Syntax days - The working days before or after start_date.
~WORKDAY (start_date, days, [holidays]) holidays - [optional] A list dates that should be considered non-

work days.
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WEEKDAY Function

The Excel WEEKDAY takes a date and returns a number between 1-7 representing the day of week. By default,
WEEKDAY returns 1 for Sunday and 7 for Saturday. You can use the WEEKDAY function inside other formulas to check
the day of week and react as needed.

Purpose

Get the day of the week as a number

Return value

A number between 0 and 7.

Syntax

=WEEKDAY (serial_number, [return_type])

Arguments

serial_number - The date for which you want to get the day of week.

return_type - [optional] A number 1-3 representing day of week mapping scheme. Default is 1.

NETWORKDAYS Function
The Excel NETWORKDAYS function calculates the number of working days between two dates. NETWORKDAYS auto-
matically excludes weekends (Saturday and Sunday) and can optionally exclude a list of holidays supplied as dates.

Purpose

Get the number of working days between two dates

Return value

A number representing days.

Syntax

=NETWORKDAYS (start_date, end_date, [holidays])

Arguments

start_date - The start date.

end_date - The end date.

holidays - [optional] A list of one or more dates that should be considered non-work days.

EOMONTH Function

The Excel EOMONTH function returns the last day of the month, x months in the past or future. You can use EDATE
to calculate expiration dates, due dates, and other dates that need to land on the last day of a month. Use a positive
value for months to get a date in the future, and a negative value to get a date in the past.

Purpose

Get the last day of the month in future or past months
Return value

A serial number that represents a particular date in Excel.
Syntax

=EOMONTH (start_date, months)

Arguments

start_date - A date that represents the start date in a valid
Excel serial number format.

months - The number of months before or after start_date.
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Freezing Panes and View Options

Whenever you are working with a lot of data, it can be | i | sibertson, ke
difficult to compare information in your workbook. Fortu- - - . = - !
nately, Excel includes several tools that make it easier to |

view content from different parts of your workbook at the | [Alkerissn, Kithy! - L
. . . 4 (ABencon, Cared 5441100 51,042.00 5935500051, 100,00 510,185.00
same time, such as the ability to freeze panes and split |: hwan, zosy 5252100 $3,072.00 56,702.00 53,116.00 $13,452.00

your worksheet & Bittiman, Willlarm 51,752.00 5375500 5441500 51,089.00  54,404.00

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 will be able to scroll through your content while continuing to view the frozen cells.
1. Select the row below the row(s) you want to freeze. In our example, we want to freeze rows 1 and 2, so we will
select row 3.

2. Click the View tab on the Ribbon.

3. Select the Freeze Panes command, then choose Freeze Panes from the drop-down menu.

FEYIEW VIEW

-Q = a | o] Split ew Side by Side "I':
H - =o0 . 1

= " e Hide Symchronous Scr |
Zoomio  Mew Amenge Freese Switch

Selection  Window Al Fanes= i Pl Wincows +

...... Eveeze Panes

Keep rows and coliemms vsible while the rest of
the werkshoet '.-:ru:\-l[;}-'lm-:f_d on curmens selection)
——  Froeze Top Bow

Keep the top row visiole while scrolling throsgh
tha rest of the warksheet,

L=t Frewze Fest Column

Keep the first colurmn visible whils scrofiing
st af the worksheet ——]

4. The rows will be frozen in place, as indicated by the gray line. You can scroll down the worksheet while continuing
to view the frozen rows at the top. In our example, we have scrolled down to row 18.

= a e E = O
3 T [ -
i S sferiaBe | ha | & LEY = —
ool Fage Break  Page & Gridine ] Headings Lomm 10 Zoom b Hew  Amnge
Sedection  Window all
faam
(311
A B c e E

i Westhrook Parker Sales Data
: |Salesperson May June July Aug. Sept.
15 Hodges, Melissa 53,667.00 54,798.00 5842000 $1,389.00 510,458.00
& Jameson, Robins: $4,269.00 $4,459.00 $2,248.00 $1,058.00 $6,267.00
2 Kellarrman, Frand 53,502.00 $4,172.00 511,074.00 51,282.00 $2,365.00)
21 | Mark, Katharine $5,853.00 $2,011.00 $3,807.00 $1,348.00 $11,110.00

To freeze columns

1. Select the column to the right of the column(s) you want to freeze. In our example, we want to freeze column A,
so we will select column B.

2. Click the View tab on the Ribbon.

3. Select the Freeze Panes command, then choose Freeze Panes from the drop-down menu

4. The column will be frozen in place, as indicated by the gray line. You can scroll across the worksheet while
continuing to view the frozen column on the left. In our example, we have scrolled across to column E.
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*To unfreeze rows or columns, click the Freeze Panes command,

then select Unfreeze Panes from the drop-down

menu.
VIEWY
o e sl .y
|_ | ! | =¥ '“i_=
il 2= g !
§ e
Mew  Amange Fresze Switch
Windaw Al Panes= Ninelowis
—— Unfreeze Panes
. 191 1
|— | Unlock all ross and cobumns to seroll
1I1rcur_|"' the entire worksheet,
; Freeze Top Row
| l__ Keep the top fow wsizlé while scralhng ™
~ through the rest of the worksheet
— Freeze First Column
Dec l____; Keep the first column visigle while
% - scralling through the rest of the worksheet
00 $3,947.00

*if you only need to freeze the top row (row 1) or first column (column A) in the worksheet, you can simply select
Freeze Top Row or Freeze First Column from the drop-down menu.

= H S vl
L - il T Hide -
Mew  Arrange [ Fresce Switch
i inder Al Panies = Warid o
Unfrecre Panes
.-'_ Linlock Qe and coluamng 10 §Ere
: theough the entire worksheet
- Freeze Top Bow
| —| | Keepthetop row visibls while sero 'h_:[.'\-_;- M
= through the rest of the worksheet
— Feowze Flast
- Eeep i Hil
Dec. ' allin P weorksheet
00 53,947.00
Other view OpthhS Westbrook Parker Sales Data - Exced
If your workbook contains a lot of content, it can some- g
DATA REVIEW VIEW
times be difficult to compare different sections. Excel in- . = —
. . . i ] ] | ] [ Split
cludes additional options to make your workbooks easier Q_ _E’j !ZI_C_-_J,; 'T—_ q .E:_- —__
r: VA
to view and compare. For example, you can choose to open Zoom 100% Zoomto  Mew D‘?*-"E-nq-': Freeze
. . Selection Window All  Panes~
a new window for your workbook or split a worksheet e
LE0m Win

into separate panes.

To open a new window for the current workbook
Excel allows you to open multiple windows for a single work-
book at the same time. In our example, we will use this fea-

[

-ture to compare two different worksheets from the same workbook.
1. Click the View tab on the Ribbon, then select the New Window command.

2. A new window for the workbook will appear.

To split a worksheet

stbrook Parker Sale

New Window

Chpen a second window for your

n

document 30 you can work
diff erent placés at the samie bme.

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 want to split the worksheet. In our example, we will select cell C7.

2. Click the View tab on the Ribbon, then select the Split command.
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Zoam 1o
Selection

VIEW

e = B

Mew Amange Freeze
Window  All  Panes~ |

8 m 1
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3. The workbook will be split into different panes. You can scroll
through each pane separately using the scroll bars, allowing you
to compare different sections of the workbook.

cl = L 1153

F
2 Salesperson

- sthrook Parker Sales Data

size of each section.

*After creating a split, you can click and drag
the vertical and horizontal dividers to change the

3 Albertson, Kathe
4 Allensan, Carol S55.00 __31,1:]0 (] * . . .
5 |Altman, Zocy 02.00'$2,116.00 To remove the split, click the Split command
& Bittiman, William 54505200 53,755, 5441500 51,089.00 . again.
24 Smith, Harold S5M21.00 | $4, 72200 $7,158.00 $1,116.00 °
2 [Thomas, Robett £3559.00 $3,679.00 $8,406.00 $2,123.00
30 Thompson, Shannon S2843.00 53,942.085511 987 00 51,183.00
il (e F
Sorting Data
As you add more content to a worksheet, orga- _ - —
nizing this information becomes especially im- ,;-,

portant. You can quickly reorganize a worksheet
by sorting your data. For example, you could or-
ganize a list of contact information by last name.
Content can be sorted alphabetically, numeri-
cally, and in many other ways.

Types of sorting

When sorting data, it is important to first de-
cide if you want the sort to apply to the entire
worksheet or just a cell range.

gell. Wil éEm Tresure Court z-:la-ss?-‘:;:-a
Dean, Hank 2034 Faggy Wharf A0R-555-1050
Faggres. Malory 3520 Sleepry Hearth O 425-555-5370
Fn, Jake 1407 Dosty fawen L B05-555-6425
Einkade, Cnnis 1025 Cuiiel Dale Ryl 443-555-4342
Laweson, Miranda (5216 Calomial Pleary | 575-555-0255
Reyes, Fedacla A544 Lazy Bhuff Ave 316-555-3255
Sebastian, L 050 Eagy Evening Ln | 207-555-T225
Silva, Wrea A545 Thinger Brook  360-555-4283
2 f5tark] Katie F9T1 Cirder Batterfiy St 603 -585-24640
zpTorrane, | 3140 riper Gate R BO3-555-4495
e, Philiig 5108 Crystal Gabe 8lvd $13-555-5934

l-:}rm—. Contact List

?"_—_

wh IWEhishog ES-‘-Z"-?HW'- o

nosam@wenturebrewinooom

rrsataryf@archerpnepenies com
e Badventurecutiters.oam
chirsankacked place rvillains Lo
Ml orEmassairine s oam
felicaa@everlypubisheg com

i@ krapsequestrian.com

s regarcensapgly oo
watigstaric@ariarealestate cam
o ran e a0k MU

yuergiEcorephanmace Uticads com

1. Sort sheet organizes all of the data in your worksheet by one column. Related information across each row is kept
together when the sort is applied. In the example below, the Contact Name column (column A) has been sorted to

display the names in alphabetical order.

2. Sort range sorts the data in a range of cells,
which can be helpful when working with a sheet
that contains several tables. Sorting a range will
not affect other content on the worksheet.

To sort a sheet

In our example, we will sort a T-shirt order form
alphabetically by Last Name (column C).

1. Select a cell in the column you want to sort
by. In our example, we will select cell C2.
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] Ll -
A B = 3] E
_ porm# _ FisiHoma  LodMome.  T-Shiddis  Poyment Mathod
2] 105 Chrisona {Ch=n &3 fAedium Cash
105 Melssa WinHe “Small Dbt Cord
+ 05 =N faron Smal Checic
5 135 Anisa hosar Small Chcic
5 135 Chardal Wall=r bAedium Cash
i Juan Hores A-Lange M%g? ]
] 230-8 Faii R=wmolds Small Cash
“ 200-3 Aoy Komiby bdedbam Compdt Zord
[i] 105 Dereh fiocDlonald Lange= Cash

In our example, we will click the Ascending command.

2. Select the Data tab on the Ribbon, then click the
Ascending command to sor A to Z.

3

or the Descending command to Sort Z to A.

i

FORMLILAS m REVIEW VIEWY

™t [Z] Connections

3. The worksheet will be sorted by the selected column. Inour |/l &

example, the worksheet is now sorted by last name. Fi:,‘fl' tLin s ¥ Bdvanced
oy e clhmns Sart B Fitter

To sort a range: sea - £ || pate

In our example, we will select a separate table in our T-

shirt order form to sort the number of shirts that were or-
dered on different dates.

1. Select the cell range you want to sort. In our example,
we will select cell range A13:B17. h
2. Select the Data tab on the Ribbon, then click the Sort
command.

FORMULAS DATA REVIEW VIEW

Ackerman

105 Matan Albae Fhadium
FA-E Somardig tall Frecium

110 Pt Daran MAadim

105 Chstiono Chan FAmcdim

| by Gabrisl Cral Tero Machium
230-A Brigic Elisan srmal
Z30-A Juerq Hores E-lorge
2008 Tyrase Hanlgn Largo

e

_—L C2] Connecticns 8| 7 A Y Clear E}|  COoe
LE g __E} | : 14 | Friday, April0S, 2013
Eefresh T Z| Sork Filter : LEfhE s alard i
A~ o Edit Link Y Advanced 16 |Friclery, Agirl 19, 2013 10|
| 17 |Fridoy, Apri 24, 2013 a8l
Connediions Sort & Fitker 3
, , o A x|
3. The Sort dialog box will appear. Choose the column : . :
Plhnduess || R Debebe level || % Sogry Levet | = | dphons. BT by dain nas esaers
you want to sort by. In our example, we want to sort the R it on FIo
. . Sarl e o ahues ¥ malek lo Large:d v
data by the number of T-shirt orders, so we will select i Eihall
Orders. W
4. Decide the sorting order (either ascending or descend-
ing). In our example, we will use Smallest to Largest.
. . . . . =3 Canoal
5. Once you are satisfied with your selection, click OK.

= 6. The cell range will be sorted by the

Dlﬁt}:

Sant

selected column. In our example, the Or-

"3l add Level || 2 Dette Leved || Bl Copy Lewe) Sptiens— [ My data has peaders ders column will be sorted from lowest

| ol St O Pasler to highest. Notice that the other content
|Sortby . | rders v || WElees w | Smallast ko Largast ™

in the worksheet was not affected by the
sort.

>"If your data is not sorting properly,
double-check your cell values to make sure
they are entered into the worksheet cor-

Cancel

rectly. Even a small typo could cause prob-

lems

when sorting a large worksheet. In the example on next page, we forgot to include a hyphen in cell A18, causing our

sort to be slightly inaccurate.
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Custom sorting

Sometimes you may find that the default sorting options can not sort data in the order you need. Fortunately, Excel
allows you to create a custom list to define your own sorting order.

To create a custom sort

In our example below, we want to sort the worksheet by T-Shirt Size (column D). A regular sort would organize the

sizes alphabetically, which would be incorrect. Instead, we will create a custom list to sort from smallest to largest.
1. Select a cell in the column you want to sort by. In our example, we will select cell D2.

ik = fo || eange
A B & D E F
PiiNaims Lo fiame__ 1-shi Sizo___ Faymen! Maitod
2 110 g Aciosrmon ang Iioney Crder
a 108 Hathar Abese T dham Chesk
+ 2203 Samantha Bl KMedum Checic
5 130 MaH ) Barson SAmcdham foney Crder
& 105 Christiana Chen Fedham Cash
110 Gabriel [oei Toro tdedhum Cash
] 2004 argkd Elkon Al Cash
@ 2004 duon Aores X-Lange
10 2308 Tyress Harion A ongs Dimbit Cord

2. Select the Data tab, then click the Sort com-
mand.

FORMULAS DATA REVIEWY VIEW
|_ 2] Connections a| IR ¥ Clear
Le = SER Y,
|5=] Properties : = Reapply
Refresh El Sort Filter
Al= g Edst Linls ™ T)" Advanced
Connections Sorl & Filler

3. The Sort dialog box will appear. Select the column you want to sort by, then choose Custom List... from the Order

field. In our example, we will choose to sort by T-Shirt Size.

Opbise...

e ]
{SortOF  1oma S % [ Walues W |Atel e

[ATH
Thad

i) b evel | Delete Level | 3 Copy Levet | - [ My daka has peaden
P T

/

Chooge a column to sort by
and then select Custom List.

6. Click Add to save the new sort order. The new
list will be added to the Custom lists: box. Make

L. X Custam Lists |
sure the new list is selected, then click OK. B
7. The Custom Lists dialog box will close. Click OK NEw LIST
| Zumn, M
in the Sort dialog box to perform the custom sort. :?u:'dF
1 1a
!Ja:ua
“fied Lo || X ettt Lo | Bl Sopv Lol | = = | comem | Ry Buld s Beaden
e e

fanky | poneso w i, IR T -

- Vel

Tu=, 'Wed, Thus, Fri, :
nday, Tussday, Wea
Bdad, Lpr. May, Fun, I

4. The Custom Lists dialog box will appear. Select
NEW LIST from the Custom Lists: box.

5. Type the items in the desired custom order in
the List entries: box. In our example, we want to
sort our data by T-shirt size from smallest to larg-
est, so we will type Small, Medium, Large, and X-
Large, pressing Enter on the keyboard after each
item.

(see image below)

List enkries:
Small

ebiduiary, Marth, Ap

Make sure NEW LIST is selected,
then type the desired sort order
in the List entries: box

Fress Enber Lo teparate lid] enkrias.

8. The worksheet will be sorted by the custom order. In our example, the worksheet is now organized by T-shirt size

from smallest to largest.
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To sort by cell formatting

You can also choose to sort your worksheet by formatting rather than cell content. This can be especially helpful if
you add color coding to certain cells. In our example below, we will sort by cell color to quickly see which T-shirt

orders have outstanding payments.

1. Select a cell in the column you want to sort by. In our example, we will select cell E2.

will choose light

oE

(=)

red.

2 s Boed 2. Select the Data tab, then click the Sort com-
- e ated mand.
room# NrdHoma Lo Woms: TeShid Sie . .
2|  2:0-a  Chrstepher  Pavion-Gome: Smell 3. The Sort dialog box will appear. Select the col-
220-8 Kalk Rewmiakds Sl .
W08 Wiy Friniden v umn you want to sort by, then decide whether you
5 2-3 Wlichael Lozar Sl Cash .
g e e ~E i . = will sort by Cell Color, Font Color, or Cell Icon from
A gl Eflzon imall Cish the Sort On field. In our example, we will sort by
a 105 bdelssa ihHe= S Dembit Cord
2 105 Z=fher Yoran small Checi Payment Method (column E) and Cell Color.
i 1325 Zhardal Wiimi by Yedum Cash
Gart I -
; . 4. Choose acolor [ S0 TN
i gdd Lot || pide Lo | CSop o | e oF Py eata s Beaderi | Tl — T,
— e v to sort by from | "™ =
Sanby  Cpyyeend iog wooEmi -' . ity [C=werrrre o LAk Wl ... claim | DR w
; the Order field. In | ™ A =
r.u:_ 1 - e
our example, we =

5. Click OK. In our example, the worksheet is now sorted by cell color, with the light red cells on top. This allows us
to see which orders still have outstanding payments.

Filtering Data

If your worksheet contains a lot of content,
it can be difficult to find information S Pt SEEE

2 | 3000 Camera Garis Lumina Degital Camera 12-May-13 A5-May-13  Sharmon Mpuyen
quickly. Filters can be used to narrow 3 3005  camera  Saris Zoom £-60 Digital Camera 27-Jul-13 DE-Aug-13 sala Shepard

. = 3070 Camers Cmapa Pisl Bigital Camcordar 06-0ct-13 Min Seurig

down the data in your worksheet, allow- | . jo  Gooe 15t e;pvsmansagioon Ssepil  EIERE Sofis Fagnir
ing you to view Only the information you b 1023 Laplap ﬁ'EDESn:r&ﬂ.F&dﬂﬂﬂ-! 1a-Aug-13 16-Aug-13 Hank Sorenian

T OMEE Laptap 15" ED4 SmeartPad L200-3 0B-Aug-13 15-Aug-I3  lenniterWeiss
need. 8 1025 Laptap 15" EDY Smartad L200-4X 26-5ep-13 D4-Oct-13  Min Scung

2 1mar Laptap 17 Saris ¥- 10 Lapfop 04-0ct-13 Hick Oviiz

10 1032 Laptap 177 Saris 3«10 Laptop 19:5ep-13 Stanley Geyar
To filter data 11 I08N  iapiop 17" Saris ¥-10 L apion 24-Gep-13 X5-tep-i8  Gooige DAgocts

In our example, we will apply a filter to an equipment log worksheet to display only the laptops and projectors that

are available for checkout.

1. In order for filtering to work correctly, your worksheet should include a header row, which is used to identify the
name of each column. In our example, our worksheet is organized into different columns identified by the header

cells in row 1: ID#, Type, Equipment Detail, and so on.
2. Select the Data tab, then click the Filter command.

Connedions

FORMULAS DATA REVIEW VIEW
_la. |___,__| Connections A ’_\E'& ,,,,,
l A | % .
REfresh &l Sort Filter o
All = lit | = ¢ Ldvanced

Sort & Filter
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3. Adrop-down arrow | = | will appear
in the header cell for each column.

4. Click the drop-down arrow for the
column you want to filter. In our example,
we will filter column B to view only cer-
tain types of equipment.

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
want to filter, then click OK. In this example,
we will check Laptop and Tablet to view
only those types of equipment.

Richson Technoserv Opc Pvt Ltd

st Detail

-l:hedeed Out. gy Checked in py Chiscked Ouit B

1
2 L lumina Digital Camera 12 ay-13 1%May-13  Shannon Nguyen
3 Cam T oinie oy 50 DAl Camary 27-1ul-13 D5-AU-13  Selashepard
4 30M  Cemers  wenegaeod Digial Comeorder 05-0ct-13 hian Seung
5 1021 Lagtop 1.&:' EIJ.r .Smnrﬂ'-'\a.d L200-3 15-5¢p-13 01-0et-13 -Zafle Ragnar
6 [M0ZE  Leptog 15" EDI S rtPad L200-3 14-Aug-13 16-Aag-18  Hank Sorerson
s [ ] Lagtep _H_n‘ EI:IrErl'!_lrtP:.dLE_DD_-_!_ 02 Aug:13 15 Aug-13 _Jenplf\cr'w'nlss
5025 Laptop 157 ED SmartPad Lan0-6x -5ep-13 QEQ1T Min Seung
a 1!1!1 Lagtea 1?' Sl_r!l::'_:_-m Laptap 04-0ct-13 _Nbck Otz
10032 Lsptop 17 Sarls X-10Lapiop 1552013 stanlay Geyar
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A C
Equipment Detail EEhE:&Ed Out
#l SotAtoZ ftal Camera  12-May-13
2| sgnZton Digital Camera 27-Jul-13
. i ‘al Camoarder 06-Oet-13
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| 1200-3 15-%ep-13
1L200-3 14-Aug-13
1 L200-3 08-Aug-13
Test Filters v 1120043 26-5ep-13
it 04-00ct-13
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- stop 19-52p-13
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s 24-5 13
4 Seni stop 4 Sep-
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¥ Projector 500-1 01-0ct-13
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raTravel Bag  27-Jul-13
AaptopCase  04-Oct-13
{Laptop Case  04-Oct-13
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Test Filtes v | L200-4X 26-5ep-13
E— _, iop 04-0ct-13
I‘ = op 19-5ep-13
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8. The data will be filtered, temporarily hiding any content that does not match the criteria. In our example, only

laptops and tablets are visible.

A ] C 1] E F
o “!hrpu thuipm-nntm:tail -ﬁm:tedm--:hectcﬁm-m:h:lumq s
5 [10ZL Laptop 15" EDI SmartPad L200-3 13-5eq-13 M1-Det-13 Sofie Ragnar
o laE: Laplep !.fl-'E"[_:II ;mnrlliud LaD0-% 14-Aug-13 IMI.‘-.UI _H-dl'lk":'fflrl:'llwl'l
T 1mE3 Laptop 15% EDN Smartfad L200-3 08-Aug-13 15-Aug-13 Jennifer Wealss
B s Laptag 15" EDI SmartPad L200-4x 26-5e0-13 fW-0et-13°  Min Saung
3 a0z Laptop !.i"m!].l:lhml.nq} 0a- Ok 13 Pick Ortiz
1 10EE Laptag 17 Saris ¥-10 Lapiop 13-5eq-13 atanley Geyer
11 10% Laptep !._‘.F"Stﬁl A-10 Lpfop 24-5=p-13 26-5ep-13 Gaprge MAgssta
12 1034 Laptop 17" Sarts i-10 Laptop 5. Aug-13 IT-Aug- 13 lay Paralta
26 1011 Tabiel Saris $imTat Pro Bal-fiag-1% Jay Peralta
27 Am2 Tablet Saris SimTab Pra 2%-5ep-13 Augwst Zarn
3

>"Fi/tering options can also be accessed from the Sort & Filter command on the Home tab.

Autalu
E utaSum -.'5';‘? ﬁ
¥ Fill- =
= . Sort & Find &
& Clear- Filtes = Select -

il

H F1 Som Smallest to Largest

5ot Large<t to Smaliest

E Custom Sort.

Y Eiter

b

To apply multiple filters

Filters are cumulative, which means you can apply multiple filters to help narrow down your results. In this ex-
ample, we have already filtered our worksheet to show laptops and projectors, and we would like to narrow it down
further to only show laptops and projectors that were checked out in August.

1. Click the drop-down arrow for the column you want to filter. In this example, we will add a filter to column D to

view information by date.

A

FEC R R

e
I TR —

=
=

187 ED Smartiad L200-3

15" EOI SmartPad L200-3
15" EDI SmartPad La00-3
15 E0f smartfad L200-5%

17 Saris X-10 Lapiop
17" Saris ¥-10 Lapiop
17 Saris X-10Lapiop
17 Saris X-10Laptop
5aris HimTab Fro
Sarks SlimTab Pro

%-%ap-13
14-Aug-13
C-fug-13
25-5ap-13
4-01-13
18.5ep-13
4-5ep-13
% huge13
M-Aug-13
23-Sap-13

ixhowing i)
13-AUg-13
G4-0ct-13

Te-5ep-13
27Aug-13

tafie Ragnar
Hank Soransan

Jannifar Weiss
Min Seung

Wick Oeliz
Stanley Goyar
George DAgosta
Jay Peralta

Iay Peralia
August Zoan

2. The Filter menu will appear.

3. Check or uncheck the boxes depending on the data you want to filter, then click OK. In our example, we

uncheck everything except for August.
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4. The new filter will be applied. In
our example, the worksheet is now fil-
tered to show only laptops and tab-
lets that were checked out in August.

To clear a filter

1 BB -fhedttdﬁutth&.‘tcd Ilr-l'_hrt*fdl:h.llﬂy - |
61022 |lapton 15 EDF SmartPad L200-3 14-Rug-13 JE-RUR-13  Hank Soranson

S 1 Lagtisa 15" EDL SrmartPad L200-3 - fug-13 15-Aug-13. Jarniler Wisiss
zams  Laptop 17 Sarls %10 Laptop F3-Aug-13 TR-Aug-13 ey Poralta
26 1011 Tabile1 Saris SlimTab Pro- 0d-Aug-13 Ly Peralts
=
32

After applying a filter, you may want to remove—or clear—it from your worksheet so you will be able to filter

content in different ways.

1. Click the drop-down arrow for the filter you want to clear. In our example, we will clear the filter in column D.

A B

i o E F

i i -'I'nfpe EEq!Jiplnenl.[:'\eF.ull

-thedwdﬂat

6 (1022 lsaten 15" EDE SmartPad L200-3 Ihfng-13 e mieass Yank Soranson
7S Lagitog 157 EDF Srartrad L200-5 CE-BORA3 i ugust 2 RITET Wieiss
12 (1024 Lagtca 17" Saris X-10 Laptop i5.ug-13 IPRUEEEE;TT Iay Peratta
26 (1611 Takilet Saris SHmTah Pro G-Aug-13 Iz Peralts

Checked i - | Checked Out By -]

2. The Filter menu will appear.

3. Choose Clear Filter From [COLUMN NAME] from the Filter menu. In our example, we will select Clear Filter From

"Checked Out".

L L) .Laf.-w; L"'n" I %] SortCidet bo Mewe “A6-Aug-18 Hank SorarEon
TOAOEs Lapteo 15" E _jﬂ- Sart _— - '_n-e._r.u;-:a. I Jennifer Welss
2 10 Laptoq 175 it by Cali . aP-hug-13 lay Perakta
20 1011 Tablet bl 1k} Lay Peralta

X l:hn:tnd'ln-rj:ﬂt-nd Dt By g

T Clear Fiker Fram "Cheched Out [}

& Bl ¥
earch {A S|

w [Sade 01 40|
- 3

=1 August

=H_| Faptember

=H Dbt

o Cancel

4. The filter will be cleared from the column. The previously hidden data will be displayed.

| C o

4 (162 157 EDOF SmartFad L200-3 15-Sep13
5 1022 Lagton 15" EQI SmartPad L200-3 14-Aug-13
T iy Lagteq 15° EDH SmartPad L200-2 Ce-Aug-13
£ |1O2S Lagtog 15° EDI SmartPad L2004 5-5ep-13
9 003 Leptos 17 SarisX-10Laplop 04-01-13
101033 Lagtoca 17" Saris X-10 Laptop 15:50p13
11 1055 Lagtog 17 Saris X-10 Laptop -5ep-13
2 1034 Lagton 17" Saris ¥-10 Laptop - hug-13
26 8Ll Takiet Sarks SlimTak Pris -fhig-13
27 b Tablet Saris SlimTab Pro FoSep-1d

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

iy safie Ragnar
owing il [REHATK SQ1ENSAN ILAS | DATA | REVIEW  VIEW
LFEAOEIE Jennifer Weiss
4-0et-13 Mein Seung Connections TIAl Y

Mk Ortiz N ix ATl [

Stanley Geyar - 21 Sodt Fifter g
M-sap-i3  George D'Aposta Eitt Linb He T Advanced
Fleeels = an!" ectians S0t & Fllter

I3y Peraita

August Zom
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Advanced filtering

If you need to filter for something specific, basic filtering may not give you enough options. Fortunately, Excel in-
cludes many advanced filtering tools, including search, text, date, and number filtering, which can narrow your

results to help find exactly what you need.

To filter with search

Excel allows you to search for data that contains an exact phrase, number, date, and more. In our example, we will

use this feature to show only Saris brand products in our equipment log.

1. Select the Data tab, then click the Filter command. A drop-down arrow will appear in the header cell for each

SarisLumning Digital Camera
Sari= Zooem 2-60 Digrtal Camer © ©
Dmaga Pixl Digital Cameartar gm-wn-is

15" EDH Senart Pad L100-3
15% EDI SlnirtP\iﬂ mi
15" ELH SmartPad L00-3

column.

Note: If you have already added filters A B

to your worksheet, you can skip this
2 _C,ame-'a
Step. 3 3008 Camera
. 4 303 Camara
2. Click the drop-down arrow for the [, 5 e
column you want to filter. In our ex- |¢ 182 Lapiep
. ) 7 1023 Lapiog
ample, we will filter column C. 1025 Lapiop
L § Lapiop
L i ) Lapiop

15" EOM SmartPad L200-3X

17" Saris %-10 Laptop
17" Saris ¥-10 Laptop

=] F
bquipmeent Detail: Ssinge NgHyon
3 Gb-Aug-13 Seda Shepard
Min SaLng
15-fan-13 01-0ei-13 Sofie Ragnar
(14-Aug-13 16-Aug-13 Hanik Sarensan
dE-Aug-13 15-Aig-13 Jaanifer Weiss
2b-Sep-13 Gd-Oct-33 Min Seung
08-Oct-13 Mgk Qrtiy
19-Zap-13 Stanlay Geyer

3. The Filter menu will appear. Enter a search term into the search box. Search results will appear automatically

below the Text Filters field as you type. In our example, we will type saris to find all Saris brand equipment.
4. When you are done, click OK.

Chockod Dutnthn:tnd]n-thpd:ndﬂul 1 -
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5 1022 I4-Aug-13 16-Aug-13
O 1 Ce-Bug-13 15-Aag-13
3 s " peczoian
3 10a1

s *_7
o g2
11 l1E F elect Al Seanch Brsuly)
A {1 ad current sehertion ko filter

o L) HAT Sans 590 Laghop L

13 2050 o Sars Lumina Digital Camers O5-Oet-13

4 His1 B Sed Lua T80 01-0et-13 05 0ct-13

: a
5 \ZE00 ?".il.l’.l Lux T-21 Lite 4. Aug-13 O5-Aug-13
¥ Sern Yimfsk Pro -

fi o Sprm Toom 200 el Cam Lrlun-13 -lun-13
7 aEnd W50 S DikgiCam Frint FTdul13 O Aig=13
LR ] G0 Savis Lakes| Maker -0et-13

5 | aes Oad-0rt-13
70 G100 oE [:} Canel F-Sap-13 01-Qct-13
21 a1l - MrSep-13 27-Sep-13
27 sl Prajecior  Oemaga WisX 1.0 F2-Aug-13 33-Aag-13

Ehannon Mg
tola shopard
Wi Seung
safie Hagnar
Hank Soramson

Janniler Weiss
Min Seung

Mk Oz
Stanley Goyer
Gearge MAgosta
Iy Peralia
Anthoay Liddall
Safie Ragnar
H.iﬂ!! Soranson
Clint Gossa
%ol Shopard
I3t Peraltz

ick Griir

Win Armitags
Stichaed Earfay
Iamila Kyla

1. Select the Data tab, then click the Filter command
column.

5. The worksheet will be filtered accord-
ing to your search term. In our example, the
worksheet is now filtered to show only Sa-
ris brand equipment.

To use advanced text filters
Advanced text filters can be used to dis-
play more specific information, such as cells
that contain a certain number of characters,
or data that excludes a specific word or
number. In our example, we have already
filtered our worksheet to only show items
with other in the Type column, but we had
like to exclude any item containing the word
case.

. A drop-down arrow will appear in the header cell for each

Note: If you have already added filters to your worksheet, you can skip this step.

2. Click the drop-down arrow for the column you want to filter. In our example, we will filter column C.

i
13 50 Other EDI Smartlaarg L00-1

4 3051 Other ED} Smart8oard LS00-1 2
3 3800 | Otner -G Faeis DigiCam Printer 11 -
G 3900 Other U-Go Sans Label Maker

I7T 400 | Other TN Dalsize Camera Traved Cage
10 A% Other MM Light Rellisg Laptap Case
10 4305 Ciher TM Haavy Ralling Laptop Case

1-1101- 13 dH-Ouet-15

il Detail

04-0ct-13
C4-0c1-13

i 13 05-Oct-13

w13 ﬂE-iu&-_ﬂ
13-Jun-13 3M-Jun-13
27-1ul-13 DE-Ag-13

anthary Liddall
Sofie Ragnar
Hank Soranson
i Clint Gosse
5613 Shapand
Ay Peralia
Mick Qrtiz
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3. The Filter menu will appear. Hover the mouse over Text Filters, then select the desired text filter from the drop-
down menu. In our example, we will choose Does Not Contain... to view data that does not contain specific text.

Equipment Detail

05-0ct-13

-0c1-13
L o-Aug-l3
13-Jun-13
27-lul-13
M-0i1-13

i Fillm ’ Fouah

¥ [Seterd A7)

| TH Do Carens Travel Cace
o TH Heawy Boling Laptop Cade
W TR Light Radling Laptop Case Eiark
| ED| SmadiBaad L5001

o U-Gs Saris TagiCam Peseller 11
2 LB Sans lahet Maker

QO Cancel

b T Dioses ok B

05-0ct

Checked Out (- | Checked in -] Chicked Out By

-13

05-0et-13
O5-Aug-13
H-jun-13
O5-Aug-13

Anthany Lidoall
Safie Ragrar
Hank Soranson
£Fint Gossa
telz Shegarg
I3y Peraita

Mick Oriiz

4. The Custom AutoFilter dialog box will
appear. Enter the desired text to the right
of the filter, then click OK. In our example,
we will type case to exclude any items con-
taining this word.

I-i Shview P s
Tauspmem Dataid

N

waei nel dorlinn v

ux |
s g |
| v |
} U T3 mpraae any sing o tharactr |
| Ut el ey S e dhanaden
o it
E '

5. The data will be filtered by the selected
text filter. In our example, our worksheet

now displays items in the Other category
that do not contain the word case.

1 L i Equrumeulﬂer.ail Emml-(l&cﬁ&d In-[‘hﬂk&dﬂu‘tﬂk o
13 (2050 i0thar EDI SmartBesnd 1500-1 05-0ci-13 0E-0ct-13 Anihony Licdall

4 M51 Other EDI SmartBoard L%00-1 01-0ct-13 0%=0ct=132 Zafie Ragnar

15 B0 Oithear U-Go Baris DigiCam Printer | 04-2ug-13 05-Aug-13 Hank Sarenson

1E thar £ i 13-4ian-13 2-junis Clint Gasse

To use advanced date filters

Advanced date filters can be used to view information from a certain time period, such as last year, next quarter, or
between two dates. In this example, we will use advanced date filters to view only equipment that has been checked

out today.

1. Select the Data tab, then click the Filter command. A drop-down arrow will appear in the header cell for each

column.

Note: If you have already added filters to your worksheet, you can skip this step.
2. Click the drop-down arrow for the column you want to filter. In our example, we will filter column D to view only

a certain range of dates.

3. The Filter menu will appear. Hover the
mouse over Date Filters, then select the
desired date filter from the drop-down
menu. In our example, we will select To-
day to view equipment that has been
checked out on today's date.

4. The worksheet will be filtered by the
selected date filter. In our example, we
can now see which items have been
checked out today.

*/f you are working along with the ex-
ample file, your results will be different
from the images above. If you want, you
can change some of the dates so the fil-

ter will give more results.

Richson Technoserv Opc Pvt Ltd

L] Camera Saric | 15-May-13 Sharnan Mpwgan
200 Camera Sark il {Ih-.ﬂ.u:q-li tely Shepard

4 W Camera  CQImME Min Seung
Elirh Laplep L’h"! 01-Der-13 Sofie Ragrar
1072 Laptap 15%F 15-Aug-13 Hank Sorarson
Aoz3 Laptap 15 A5-Aug-13 Sennifer Weiss
102% Laptap 18§ Dula F Peas Equal
1031 Laphep T it = = o
bilecr] Laptsp iri o s ' e s
1033 Laptep 17 : ;Sl;lc-ct 2y wta
1034 Laptap o '-*";\-!ﬂ'r Btmmar
0 |other EDit L une T kel
EL Crnes B § -2y
o0 Other et i ﬁf-'{"’b ; & an
o ome b LI

17 0 Crtrvgsr ML
4200 Cther T™L
4505 Cihes T™
6100 Frojectce Ome oK Cancel E
a0l Projector  OImE ]

- e Projecier  Ormegs Vs L0 22-Aug-13 Thiy
MS Excel



Groups and Subtotals

Worksheets with a lot of content can sometimes feel overwhelming and even become difficult to read. Fortunately,
Excel can organize data in groups, allowing you to easily show and hide different sections of your worksheet. You
can also summarize different groups using the Subtotal command and create an outline for your worksheet.

To group rows or columns
1. Select the rows or columns you want to group. In this example, we will select columns A, B, and C.

Al T Homeroom #

1 [ =

2 Revnolds Small

3 105 Melissa ‘Wriite small

4 220-B Windy Shonw Small Pending
5 105 Esther Yaron small 7-Oct

& 200-A  Brigid Ellizon [Emall 7Ot

7 220-8 Michoed Lozar Small 70t

8 135 |Arise Moger small Pending
? 230-A Chrisiopher Peyton-Gomez [Small 14-0ct
10 105 Christiania Chen Meadiurm S0t

2. Select the Data tab on the Ribbon, then click the Group command.

AGE LAYOUT FORKMULAS DATA REVIEW WIEW Fawie)
a TR ? Sy {0 Corsolidate
 |5l% = :
E'r_ Remvove Duplicates =y What-If Anabyis -
z Seat Filtar Text ta A
2 e Aadvinced  Columne 55 Dats Validation -
Gort & Filter Datn Teal

3. The selected rows or columns will be grouped. In our example, columns A, B, and C are grouped together.
*To ungroup data, select the grouped rows or columns, then click the Ungroup command.

PAGELAYOUT  FORMULAS | DATA | REVIEW  VIEW favier Flares
al [ETR] 7 : = 37 Consolidate 35 Group -
gt d % - Remia ¥ 'What-If fnabysis - SR - =
i} B P A E -. Femave Duplicates =7 WWhat-If dunakbysis ; Lngroup
4 T Awanced Columng o Dats Validation - 2 Subtotal
Sort & Flllwi Draka Teol Qrlire
To hide and show groups
1. To hide a group, click the Hide Detail| - | button.
A B C C E
Bl Homeroom # First Hame Last Mame ‘Payment Date
2 2008 Malik |Reynaolds Srnall 7-Oct
3 105 felisso | White el 14-Cct
4 220-8 Wity [Shaw Small Pending
5 105 Esther Yaron Senll 7T-0ct
& Ell]ﬁ. Engfd EIITsnn z fsenall -0t
7 Z20-B Michael Lozar Sl -0t
8 135 Ana |Moger Srmcll Pending
¥ 2204 Christopher Peyton-Gomsz 5mall 14-Cct
10 105 Christiana Chen tAedium Ot
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|
1 r_'!

2 |5l %:bc,

3 Smal | 4-Cct
4 [smal Pending
5 15mal F-Oct
& |5rmal 7-0ci

T 15l 7=0ct

8 |Smal Pending
T |5mall 14-Oct
10 |hedium 30ct

Creating subtotals

The Subtotal command allows you to automatically create groups and use common functions like SUM, COUNT,
and AVERAGE to help summarize your data. For example, the Subtotal command could help to calculate the cost of
office supplies by type from a large inventory order. It will create a hierarchy of groups, known as an outline, to help
organize your worksheet.

*Your data must be correctly sorted before using the Subtotal command, so you may want to review our previous
lesson on Sorting Data to learn more.

To create a subtotal

In our example, we will use the Subtotal command with a T-shirt order form to determine how many T-shirts were
ordered in each size (Small, Medium, Large, and X-Large). This will create an outline for our worksheet with a group
for each T-shirt size and then count the total number of shirts in each group.

1. First, sort your worksheet by the data you want to subtotal. In this example, we will create a subtotal for each T-
shirt size, so our worksheet has been sorted by T-shirt size from smallest to largest.

2. Select the Data tab, then click the Subtotal command.

FORMLLAS DATA EEVIEW VIEW
Y "'-J'-_ = Flash Fill B Cansalidate
. el BB Rernave Duplicates 155 What-IF dns WES T
Filter Tekio

T tdvanced Columng Lo Dots Validation =

Sl & Filler Clats Tosl

Sublotal
3. The Subtotal dialog box will appear. Click the drop-down arrow for the At a ek e
each change in: field to select the column you want to subtotal. In our ex- [ Tshitsize @@ w
ample, we will select T-Shirt Size. Use function:
Count @ w

4. Click the drop-down arrow for the Use function: field to select the func-
tion you want to use. In our example, we will select COUNT to count the
number of shirts ordered in each size.

Add subtetal tos
- Homeroam =
||| First Hame
|L_| Last Mame

5. In the Add subtotal to: field, select the column where you want the calcu- ||| J 3L

lated subtotal to appear. In our example, we will select T-Shirt Size.

6. When you are satisfied with your selections, click OK.

7. The worksheet will be outlined into groups, and the subtotal will be listed
below each group. In our example, the data is now grouped by T-shirt size,

Payment Dats

[+ meplace current sublotais
[ "] page break bebween graups
[+] Summary balaws data

Remove dtl | @8R oK | Canesl
and the number of shirts ordered in that size appears below each group. — .I:F, =
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el To view groups by level
1 r ™ lome i i Fay e .
e e ek e o When you create subtotals, your worksheet it is
-‘ Lt R L veiiig amat H4-Ct divided into different levels. You can switch be-
L] 220-B Wirstly 2t ) smal Pering .
3 W05 Estner Varen smal 70t tween these levels to quickly control how much
# S0-A arigid Efisan Smol Fet . . . . .
= T T oy e = information is displayed in the worksheet by click-
8 135 Anba Haser imal Pendng |ng the Level buttons
o Tk Chrilopher Peyton-Cromez  Smal | 4=t

-1 [e Small Cownt B ilz13
T 05 Chrellara Chen Hadum o]
iz| 05 Sianey Foky T el L% to the left of the worksheet. In our example, we
13 105 Hehan Allas Ytacfumy o Bl | i i i
4 1 e e will switch between all three levels in our out-
15 2208 § Wacium 1300t . . . .
i 2 e Tioal line. While this example contains only three lev-
o TInEr T i 1 et els, Excel can accommodate up to eight.
[} Fa- A Chavarng Means Yagchm Bt |
I o kx| Beraon Vachum et |
20 220-B dgmantha Bl }dacium | 5-Cact

-1z Maesiurn Counl if

1. Click the lowest level to display the least detail. In our example, we will select level 1, which contains only the
grand count, or total number of T-shirts ordered.

2. Click the next level to expand the detail. In our example, we will select level 2, which contains each subtotal row
but hides all other data from the worksheet.

[T A e : 5
3 jame  LosiName

[ [+ 10 Small Count B
[+ 21 Medium Count 0
[+ 27| Large Count 5

| [#] 22 ¥-Large Count 4
[ a3 Grand Count 27

34

1 E EY
53 | sroarcE Hist Name! = .‘_ e e
', 220-8 Kalik Reynalds Srrcl -0l
3 105 hialigso Wiihite Srncak 18-t
| 208 Windy Shan srmal Pending
5 105 Esther Taron Sl 7-Cct
i-A Brigid Ellizar Srncl 7-Oct
! 220-B hdlichasl Lazar Srnal 7Ot
B 135 Anfsa MNaser Srmal Pending
) 2H0-A Chirlsiopher Peyton-Gomez Smal 14-Oct
Bl small Count " 8
1 105 Chiristiana Chen Medium STzt
12| 105 Hdnay Kelty Medum 11Ot
13 105 Hathan Albes Medium St

*You can also use the Show and Hide Detail buttons to show and hide the groups within the outline.

To remove subtotals

Sometimes you may not want to keep subtotals in your worksheet, especially if you want to reorganize data in
different ways. If you no longer want to use subtotaling, you will need remove it from your worksheet.

1. Select the Data tab, then click the Subtotal command. (See image on next page)
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FORMIALAS DATA REVIEW VIEW
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Filker Testta d
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2. The Subtotal dialog box will appear. Click Remove All.

3. All worksheet data will be ungrouped, and the subtotals will be removed.
*To remove all groups without deleting the subtotals, click the Ungroup

command drop-down arrow, then choose Clear Outline.

&8 Group -
G Ungroup =
ag Ungroup...

Clear Outline

Chart

Subtotal

Al gach change in:
T-Shirt Siza L
Use functionc

Caunt W

| Homeroaem

| First Hame

l Last Mame

EiTShiriStze |

|L_| Payment Date

[+ Replace currant subletaks
[ page break between groups
[+] summary belows data

E:mw:% QK
L .

Canced

Understanding charts

Excel has several different types of charts, allowing you to choose the one that best fits your data. In order to use
charts effectively, you will need to understand how different charts are used.

To insert a chart

1. Select the cells you want to chart, including the column titles and row labels. These cells will be the source data

for the chart. In our example, we will select cells A1:F6.

_ B D G 2. From the Insert tab, click the desired
Lll[Genre nl'-"l'l:lﬂ 2005 Eﬂl“ Fatihl 2002
- : - - - . Chart command. In our example, we
2 [Clessis S1B580  Sean  S6% SO0 S . P
3 |Mystery 575,970 $82,260  SAB640  SA99ES  STIAE will select Column.
4 |Romance $24236 5131390 $79012  S7L009  SRLATM
5 HI-Fi?.Fa!r!'_!as_f ;’!I:E,.?!-ﬂ 515,7311- £12,109 5]__1,3_55 S:I.?,EBE I "F} R A .:
6 |Young Adult ﬁm W ﬁWﬂl SIE,DEE‘ gn 521,388 R-.-m-.-.-:-m:--:l 2 [ Colamm ."__;I
7 2] Charts s | I View
: = (ri e 1 E Ml poits
(ERA RS 1
INSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEWY z o y
- - A (e[
5 - - gl s - - L
' I_D | B m a | T dab . 410,017
oy : Z A ; el Rl F R 540,385 it
nded [abi Pictures  Online Apps for  Becommended 71,000 ELLE
iles Pictures @+ Office - Charts & - | 511'355 -
: lid & mn
Wustsations Apps harts 16,065 —
3. Choose the desired chart type from the drop-down menu.
4. The selected chart will be inserted in the worksheet.
(See image on next page)
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*/f you are not sure which type of chart to use, the
Recommended Charts command will suggest sev-
eral different charts based on the source data.
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Chart layout and style
After inserting a chart, there are several things you may want to change about the way your data is displayed. It is
easy to edit a chart's layout and style from the Design tab.

1. Excel allows you to add chart elements—such as chart titles, legends, and data labels—to make your chart
easier to read. To add a chart element, click the Add Chart Element command on the Design tab, then choose the
desired element from the drop-down menu.

1L @

Add Chart Chick

Idh Asges
dh iz Tites
F Chart Title

¥ [otaLabels
i C=ta Tagle

& Error Bsrs

&£ Codlines
3- Legend

1 Trendline
10

Element.=! Layout -

-]
.8
.
Change
Codars~

Mane

Above Chart

Blare T4l

B LLL .||

SL3L000
100 000
s & ' san o0
' 2 e000
Gantered Overlay "
£40.000
fli Clpstices. 3 000 d I
= B I »
a8 2000 20m

holder and begin typing.

2. To edit a chart element, like a chart title, simply double-click the place-

| Book Sales2008-2012

s Title

5140000 [ Shart Title §

[ fults1ad

®SCHELE: Pty

m¥oeng&dun

3. If you do not want to add chart elements individually, you can use one of Excel's predefined layouts. Simply click

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

el
T
Addd Chart| Dhuick
Eleriend - [Lagfoul=

0]
L] " L]
Change
Calars -

i

sired style from the Chart styles group.

4. Excel also includes several different chart styles, which allow you to quickly
modify the look and feel of your chart. To change the chart style, select the de-

Tl BT W00
PAGELAYCUT  FORMULAS  DWEA.  REMEW  VIEW | DESiGN | FORMAT
O
! = =i
g -
=
i [
E 'S '] : i
| b 549,225 518,320 S10E1T 28,134
4 582200 28,540 519,583 573,479|
ja £131 3o 23 ma [l A mTa
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*You can also use the chart formatting shortcut buttons to quickly add chart elements, change the chart style, and
filter the chart data.

Bk Sales 2008-2012 +

S50 D00 r

120,000 e
100,000 .
50,000 Mimtery
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450,000 = Romrarss
4 [, 000
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R || Ikl o Dl
» T MO Ra
IS 200 Al JER

01T

Other chart options
There are many other ways to customize and organize your charts. For example, Excel allows you to rearrange a
chart's data, change the chart type, and even move the chart to a different location in the workbook.

To switch row and column data

Sometimes you may want to change the way charts group your data. For example, in the chart below, the Book Sales
data are grouped by year, with columns for each genre. However, we could switch the rows and columns so the
chart will group the data by genre, with columns for each year. In both cases, the chart contains the same data—it
is just organized differently.

1. Select the chart you want to modify.

2. From the Design tab, select the Switch Row/Column command.

CHART TOOLS

VIEW DEZGH FORMAT

i, Fan T ] A | x|
1 r_hh"_' .'J--H-"__' : '-'"\--; : Sw'ﬂchﬂm'i:}ielecl Change Kowe

Column = Dats  Chat Type Chart
Data THpE Location

3. The rows and columns will be switched. In our example, the data is now grouped by genre, with columns for each
year.

To change the chart type _ _ Change Chart Type YIEE
If you find that your data is not well suited to a | heconmened cras | 41 cnaes
certain chart, it is easy to switch to a new chart W Recent
type. In our example, we will change our chart F
from a Column chart to a Line chart. ~ Lung Line with harkers

plibes

1. From the Design tab, click the Change Chart
Type command. M mis
2. The Change Chart Type dialog box will ap- i
pear. Select a new chart type and layout, then @ futars
click OK. In our example, we will choose a Line o ) | Gt
chart. N

3. The selected chart type will appear. In our example, the line chart makes it easier to see trends in the sales data
over time.
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To move a chart

Whenever you insert a new chart, it will appear as an object on the same worksheet that contains its source data.
Alternatively, you can move the chart to a new worksheet to help keep your data organized.

1. Select the chart you want to move.

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

CHART TOOLS
DESIGH FRRMAT
e

- - P [
ol £ s [ L
- — o e = L .
= = s T e wwilch Bowe’ Select Change r-."E:."thﬁ.

Calume Data Chart Type  Chast

Diata Typs ceation

3. The Move Chart dialog box will appear. Select the desired location for the chart. In our example, we will choose
to move it to a New sheet, which will create a new worksheet.

Maove Chart ?

Lhosie where you wanl the cham Lo be placed: i
LU ® tew sheet | Bock Sales Onan 2005-2012 |
{1} Obgsetin | Shiest] vl
el I

oK f cancel |
L2 !

5. The chart will appear in the selected location. In our example, the chart now appears on a new worksheet.

Conditional Formatting

A B 3 D

Let us say you have a worksheet with thou-
Salesperson May

] Jul Aug.
sands of rows of data. It would be ex- ke S =

tremely difficult to see patterns and trends
just from examining the raw information.
Similar to charts and sparklines, condi-
tional formatting provides another way to
visualize data and make worksheets easier
to understand.

Understanding conditional formatting

Albertson, Kathy
Alenson, Carol
Altman, Zoey
Bittiman, William

i | Brennan, Michael

Carlson, David

1 [Collman, Harry

[}

Counts, Elizabeth
David, Chloe

$3,947.00 S5557.00
$4,411.00 51,042.00
$2,521.00 53,072.00
54,752.00 §3,755.00
$4,964.00 53,152.00
$2,327.00 54,056.00
$3,967.00 54,906.00
54,670.00 5521.00
53,379.00 53,428.00

$3,863.00 51,117.00
$9,355.00 51,100.00
56,702.00 $2,116.00
$4,415.00 51,089.00
$11,601.00 51,122.00
§3,726.00 51,135.00
$9,007.00 $2,113.00
54,505.00 51,024.00
$3,973.00 51,716.00

Conditional formatting allows you to automatically apply formatting—such as colors, icons, and data bars—to one
or more cells based on the cell value. To do this, you will need to create a conditional formatting rule. For example,
a conditional formatting rule might be: If the value is less than $2000, color the cell red. By applying this rule, you
had be able to quickly see which cells contain values less than $2000.

To create a conditional formatting rule

In our example, we have a worksheet containing sales data, and we would like to see which sales people are meeting
their monthly sales goals. The sales goal is $4000 per month, so we will create a conditional formatting rule for any
cells containing a value higher than 4000.

1. Select the desired cells for the conditional formatting rule.

2. From the Home tab, click the Conditional Formatting command. A drop-down menu will appear.

3. Hover the mouse over the desired conditional formatting type, then select the desired rule from the menu that
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appears. In our example, we want to highlight cells that are greater than $4000.

4. Adialog box will appear. Enter the desired value(s) into the blank
field. In our example, we will enter 4000 as our value.

5. Select a formatting style from the drop-down menu. In our ex-
ample, we will choose Green Fill with Dark Green Text, then click

TN

Greater Than

Format cells that are GREATER THAM:

Green Fill with Dark Grean Text w

Gk.%_

-';_‘:- wirth

Cancel

6. The conditional formatting will be applied to the selected cells. In
our example, it is easy to see which salespeople reached the $4000
sales goal for each month.

54,411.00 51,042.00
$2,521.00 53,072.00
54, 75204 53,755.00
£4,964.00 53,152.00
£2,327.00 54,056.00
$3,967.00 54,906.00
S4670.00  5521.00
53,375.00 53,428.00

1 Allenson, Carol

s Altrnan, Zoey

5 Bittiman, William
Brennan, Michael

¢ Carlson, David

Collnmamn, Harry

Counts, Elizabeth

1o David, Chloe

8 @

'F [E5 | mormal Ead Gocd
Conditional | Fornat & peetal Chedkosll |
— Efbghlig vt Cpthi- Tludies: = = Ereater Than.
L Topattom Ralis Lews Thase
i ' OK.
% Juta Fary B Betwmm_
i
E Eoar Grale sl T
40600
B b et that Contaim.
- = & Date Dcninvieg
l Duplivire Ve
I g [= 3] E
1 Salesperson May June July Aug.
»  Albertson, Eathy 53,947.00 5557.00 53.8563.00 31,117.00

59,355.00 51,100.00
Sk, 702.00 $2,116.00
54 415,00 51,089.00

511,601.00 $1,122.00

53,726.00 $1,135.00
5900700 52,113.00
5450500 51,024.00
53,973.00 51,716.00

*You can apply multiple conditional formatting
rules to a cell range or worksheet, allowing you
to visualize different trends and patterns in your
data.

To remove conditional formatting
1. Click the Conditional Formatting command. A
drop-down menu will appear.

2. Hover the mouse over Clear Rules, and choose which rules you want to clear. In our example, we will select Clear

Rules from Entire Sheet to remove all conditional formatting from the worksheet.
3. The conditional formatting will be removed.
*Click Manage Rules to edit or delete individual rules. This is especially useful if you have applied multiple rules to

a worksheet.

! A | Hormal Bad Good
Highlight Colls Rubm ¥ e Cunﬂwwmmm T_n-
T ST | howw fameaing e 1an  Thip tabie
1oy Top/Bottom Hikes i ¥ L w
1 pjwr B, . [ Bt Rusie. . B Doebetn Buin -
F Irata Bt I Pufs appaed in seder thawn  Soreal *dgpliey ta Sap H Trus
- | cemvatue = 0 ABbCcyis = 585252510 | ]
Conditional formatting presets
Excel has several predefined styles—or presets—you can use $3.863.00| 51,117.00 £5.237.00 $2.600.00
to quickly apply conditional formatting to your data. They $0,355.00 | $1,100.00 | $10,185.00 | $18,745.00
are grouped into three categories: 56,702.00 | $2,116.00 S513452.00  58,045.00
Data Bars are horizontal bars added to each cell, much like 54.415.00 0 51,089.00 $4.404.00  520,114.00
a bar graph.
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Color Scales change the color of each cell based on its value. Each color scale uses a two- or three-color gradient.
For example, in the Green - Yellow - Red color scale, the highest values are green, the average values are yellow, and

the lowest values are red.

$3,863.00 WELTIF06 ss.237.00  $8,690.00
$9,355.00 $1,10000 $10,185.00 $18,749.00
$6,702.00 $2,11600 51345200  $8,046.00
$4,415.00] S1,08980 5440400 $30,114.00

To use preset conditional formatting
1. Select the desired cells for the conditional

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

4 53,863.00 .61,117.00 1 58237.00 4 $8,600.00
£9,355.00 4 .51,100.00 4310,185.00 4 $18,749.00
$6,702.00 55211600 F1513,452.00 &4 S8.046.00

4 5441500 351,089.00 4 54,404.00 4 520,114.00

formatting rule.

2. Click the Conditional Formatting command. A drop-down menu will appear.
3. Hover the mouse over the desired preset, then choose a preset style from the menu that appears.

—

34

Formatting=| Table -

el

=l

! Tr_'pp_-'Bu tbom Rulbes

| DataBars

g

Color Scales

p

canimf

lcon Sets

| ]
I Mew Rule..,

=
| Clear Rules

Marnage Bules...,

Momnal

Caonditional | Format as Ne

| !-_[iu]h’igm Colls Rules #

Bad Good

u'lral

M

(o]

More Rules,

4. The conditional formatting will be applied to the selected cells.

Saleszperson
2 Albertson, Kathy
2 Allenson, Carol
4 Altman, Zogy
3 Bittimnan, William
& Brennan, Michasl
7 LCarlson, David
i Collman, Harry
Counts, Elzabeth
¢ David, Chloe

8 i o E

May  June Jully Aug.
$3,947.00 | B88700) $3,863.0051,117.00
S4,411.00 51,042.00 59,355.00 51,100.00
$2,521.00 $3,072.00 $6,702.00 $2,116.00
$4,752.00 $3,755.00 $4,415.00 $1,089.00
$4,964.00 $3,152.00[§11,601.00 $1,122.00
$2,327.00 $4,056.00 $3,726.0081,135.00
$3,967.00 $4,906.00 $9,007.00 $2,113.00
$4,670.00 882400 $4,505.00 51,024.00
§3,379.00 53,428.00 53,973.00/51,716.00
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Pivot Tables

When you have a lot of data, it can sometimes be difficult to analyze all of the information in your worksheet.

PivotTables can help make your worksheets more manageable by summarizing data and allowing you to manipu-

late it in different ways.

Using PivotTables to answer questions

Let us say we wanted to answer the question: What is the amount sold by each salesperson? for the sales data in

the example below. Answering this question could be time consuming and difficult—each salesperson appears on
multiple rows, and we would need to total all of their different orders individually. We could use the Subtotal

command to help find the total for each salesperson, but we would still have a lot of data to work with.

) B [ £ Fortunately, a PivotTable can instantly calculate
SEmparon Sl Ledion | Sceount b Ovear Amcunt St and summarize the data in a way that is both
g -"‘.t;e;rr:-:m.Kurh'r' | Ecast TRAES 5“‘?:}.{.‘“ | J-::lrl!._u:lr_','
3 Abertsan Kethy | Ecat rB5 7500 | February easy to read and manipulate. When we are done,
4 |Aberison Kathy | Eaosi 0057 50000 | Februany : : . . ..
5 [Aberson, Kathy | Ecst | 74830 535000 | March the PivotTable will look something like this:
& Branncn. Mickhossl | West | B353 £400.00 | danuand Row Lobels = Sum of Order Amount
7 |Brannon, Michoel | West | 72949 85000 | January Albertson, Lalhy $2.650.00
) [Brennon Michosl | Wes | 90044 FL.50000° | January Hrermon, Michosl $3, 700000
? |Beennon. Michoal | West | BX3E3 Si.‘rj;{: | Fabruary Davwis, Willam $1.535.00
i [Bronnon; Michoel. | West | 72949 400,00 | March Dumiae, Bicherd $1.430.00
Il (Dereis, ".‘i_"rlirrn | _Sn:;ul,ll' | 5:'_2?_':! £235.00 | Fe;l._-.ruu_r:,r Fler=s. Tia $4.58500
T |Dovads, Wiili | Soudh | 10354 450000 | danuary Past. Melso $1.420.00
1 Dands Sauih 50052 400000 | March Thampsan, shannan $3.180.00
4 :.:.,?fisl '.l.'f.|!|?-|-| | 5':‘"‘-:"- [ oTEET £250,00 | _-_|It-|I'ILi':lr‘r' Walfers, Chris A.37500
5 Durrlas, Bchard Wesl 47275 $400U00 January Grand Tatal F23.545.00
Once you have created a PivotTable, you can use it to answer different Row Labels| - | Sum of Order Amount
questions by rearranging—or pivoting—the data. For example, if we wanted Jenuory :?'39“'“‘3'3
. . . February ¥, 160.00
to answer the question: What is the total amount sold in each month? we o -
. ) ) . KMarch 531500
could modify our PivotTable to look like this: Grand Total $23.565.00

To create a PivotTable

1. Select the table or cells (including column headers) containing the data you want to use.

2. From the Insert tab, click the PivotTable command.

3. The Create PivotTable dialog box will appear. Choose
your settings, then click OK. In our example, we will use
Tablel as our source data and place the PivotTable on a new

worksheet.

i
PrroiTable Becommended
[} PrvotTables

Takiles

HOME

IMSERT

?

PAGE LayQUT FORMULAS
| | [ Shapes =
I:I o '}m' Srmartint

Pictures Ondine
Pictures ge 2creenshat -

llustratinns
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Create PivorTable TIEN

Choose the dats thal you want to anskze

(% Select @ takle ar range
fableRange: Tablei !:Q"..
() Wse an estemal data soune

Connection name
Choase where you want the ProtTabbe repant to be placed
®) Hew Waorksheet
) Exnting ‘Warkthael

Location: =L T
Choase whethar you want ta analyze mutiple tables
| Add this deta bo Ehe Dats Modal

0K Cancel
L
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4. A blank PivotTable and Field List will appear on a new

worksheet.

B30 < fa

& Tebulda repod. choose
feicts from the FivotTokss

l:i'l.l. 111 .'!!_:i:: Frelds

wr it b add 1o repart

Flekd st MRS TABIES

9

F

1 D3 fistss beteaen sess bl
3 B — T FITERS 0 CoLLwE
14 . = —
15 =
i ROt VALLES
=
|8 |

PR e P Diéfei Layot Usdats

5. Once you create a PivotTable, you will need to
decide which fields to add. Each field is simply a
column header from the source data. In the
PivotTable Field List, check the box for each field
you want to add. In our example, we want to
know the total amount sold by each salesperson,
so we Will check the Salesperson and Order
Amount fields.

PivotTable Fields s

Choose fields to add to report 5 -

| Salesperson T
Region
Aecount

Jthﬂrder Amount 2

slonth

6. The selected fields will be added to one of the four areas below the Field List. In our example, the Salesperson
field has been added to the Rows area, while the Order Amount has been added to the Values area. Alternatively,
you can click, hold, and drag a field to the desired area.

PivotTable Fields * X

Choose fields to add to report: =

| Salesperson
| Region
Account
| Qrder Amount
| Month

MORE TABLES...
Drag fields betwelin areas below

T FILTERS COLUMMNS

= -ROWS VALUES

Selesperson Sumn of Order ... =

Defer Layout Update

>"If you change any of the data in your source worksheet, the PivotTable will
not update automatically. To manually update it, select the PivotTable and

then go to Analyze -= Refresh

Richson Technoserv Opc Pvt Ltd

7. The PivotTable wi

Il calculate and summarize the selected fields. In

our example, the PivotTable shows the amount sold by each sales-

person.

| Albedion, Kathy
i Brannon, Michanl
& | Darwls. Wilkom
P Crarnlan, Richard
I ReresTa
7 Past, Medsia
I Thompson. thonnon
| Wiahars, Chre
| % ‘Grand Total

2 | Row Lobals = Swm of Order Amournt

Sheet 20

3
PivotTable Fields mN
h elk; o gl to repart
A5 Sabeperson
P Rrgizn
S0
Azt
.
b :I: Crdder Amousd
47 Pgris
CiC
4543 AIRE TABLE
1&30
3150
g Finlds bebwran ares bl
T HLTER COLUH
ROANE MALUES
Eadespatuin = Sumn ol Srder ..™
12 Soles -+ TTs Dwfr Larpeust Upatn

*Just like with normal spreadsheet data, you can sort the data in a

PivotTable using the

Sort & Filter command in the Home tab. You can

also apply any type of number formatting you want. For example, you
may want to change the Number Format to Currency. However, be

aware that some types of formatting may disappear when you modify

the PivotTable.

Row Lakel: - Sum of Order Amauni
Flares. T 34, 555,00
Woallers, Shiis 3437500
Brennan, Michasl 33,700.00
Thomeson. Shannon 33.045.00
Alartson. Katny 52.650.00
Dorets, Wilom 21,%35.00
Fosl, Melkso 3189000
Dumlao. Rickanrd 31.470.00
Grand Tabal 523.565.00
MS Excel



Pivoting data

One of the best things about PivotTables is that they can quickly pivot—or reorganize—data, allowing you to look at

your worksheet data in different ways. Pivoting data can help you answer different questions and even experiment

with the data to discover new trends and patterns.

In our example, we used the PivotTable to answer the question: What is the total amount sold by each salesper-
son? But now we would like to answer a new question: What is the total amount sold in each month? We can do

this by simply changing the field in the Rows area.

To change the row

1. Click, hold, and drag any existing fields out of the Rows area. The field will disappear.

FILTERS Il COLLEMNS

field.

E WALUES

Salesperson -
'ﬁx Salespersor Sum of Order ... *

ML&;DM Update

3. The PivotTable will adjust—or pivot—to show the new data. In our example,

it now shows the total order amount for each month.

D Bl Ebeeen arss bickoie 2. Draga new field from the Field
List into the Rows area. In our
example, we will use the Month

i
A -
X,
2 bed 1L 1
1 |Raw labels - [fum of Order Amounl
1 |Jaruory E Saftzpasan
3 Fabngay 180
& Adarch Lt
T Geoend Tolel 235E5
u
r Tove v
3 S
1
LigE
I - i
Sheet? | 7077 Fale ¥ eie ooy

2. The PivotTable will include multiple columns. In our example, there

is now a column for each region.

PivotTable Fields s

Choose fields 1o adid to report

To add columns

So far, our PivotTable has only shown one column of data
at a time. In order to show multiple columns, you will
need to add a field to the Columns area.

1. Drag a field from the Field List into the Columns area.
In our example, we will use the Region field.

PivatTable Figlds ™M

Choose fialds bo add to repars

Sum of Order Amount Column Labels -

Row Labels « Eott Maorth Soulh Wed Grand Tohal
Jarwsary 1420 1140 3110 3150 oA
Fabruary e e I A B 21ad
arch JOO 300 370 535 3313
Grand Total 4340 3140 10875 5190 23545

Filters

Sometimes you may want focus on just a certain section of your data. Filters
can be used to narrow down the data in your PivotTable, allowing you to view

only the information you need.

Richson Technoserv Opc Pvt Ltd
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To add a filter

In our example, we will filter out certain salespeople to determine how they affect the total sales.
1. Drag a field from the Field List to the Filters area. In this example, we will use the Salesperson field.
2. The filter will appear above the PivotTable. Click the drop-down arrow, then check the box next to Select

Multiple Items.

Eal=sperson | -1

B | Lo

4 Sumnof o g

4 Rawla 7 AR 2 O KTy Harh Soulh West Grand Tobal
. - # Breraun Whinss tan &4 Y s,

5 fanuar = i 4 3110 3180 ELn

b Fal¥ug v Driwdyy, Binaid e L R 14D
March| [ 5 Mene, Ta el b I 5314

¥ ok, Mk
i Grand o Trva WO £, ST 3140 10ETS 5190 FELTH

o ‘e, Chrin

an Canvel

4. The PivotTable will adjust to reflect the changes.

3. Uncheck the box for any items you do not want to in-
clude in the PivotTable. In our example, we will uncheck the
boxes for a few different salespeople, then click OK.

Solegrerson 4]

: Sumal men
| kowla | ¥isbalan Kby Harth Seuth 'West Grand Tehal
5 [Jowan 3 g::"_;::r"m' 1140 315D =150 e
F i Carnten, Armare 1730 S10
R 3 535 ool
g0 10875 Livo ZXELS

-: =3 h." Carert
']
Solmapesroan [FAdtpre Ibema) o Slicers
..- S of Order Amound Column Lobels - H s : : H H :
TR = S — Slicers make filtering data in PivotTables even easier. Slic-
T ey bR .p 1 5;5 ers are basically just filters, but they are easier and faster
& Py 37 T2 X 1583 i
March 30 306 2428 it arte to use, allowing you to instantly pivot your data. If you fre-
i and Tebal THE I 4500 5150 17500 . . .
| quently filter your PivotTables, you may want to consider
using slicers instead of filters.
To add a slicer TABLE 100l
1. Select any cell in the PivotTable. HEVIEW v | AMALYZE | DESIGH
2. From the Analyze tab, click the Insert Slicer command. '*_—*_"“\ = ;
3. A dialog box will appear. Select the desired field. In our St Riwr il Change i
example, we will select Salesperson, then click OK. Allat
Insert Sficers ? “— 4. The slicer will appear next to the PivotTable. Each selected item will be

[#]5alesperson

[ |Region

[ JAccount

[T ]Order Amount
[ ]mantn

QK Cancel
S

5. Just like filters, only selected items are used in the
PivotTable. When you select or deselect items, the
PivotTable will instantly reflect the changes. Try select-
ing different items to see how they affect the PivotTable.
Press and hold the Ctrl key on your keyboard to select
multiple items from a slicer.

highlighted in blue. In the example below, the slicer contains a list of all sales-
people, and six of them are currently selected.

SoleLoarnon (hauttipls Hams| 7

¢S ol Order Amaunl Column Label -

| Eow Lobals - Eos Warh South ‘West Grand Tobal
E | kiang P25 1140 ITEL Zh5D TG
£ February 1975 1720 1 S804
T Mkrch 350 30 I5FE 535 ST
! Zrand fosal 2580 3ied £E540 Ei9D 1¥E00

Salempenan
Aiertaan, Bl
Brarnan. Michas|
Dronets, WWilllom
Do, Richand
Faras, Ta
Peest. Felksa
Tharrpson, Sharean

Wadlar, Chaiy

*You can also click the Filter icon in the top-right corner to select all items from the slicer at once.
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PivotCharts

PivotCharts are like regular charts, except they display data from a PivotTable. Just like regular charts, you will be
able to select a chart type, layout, and style that will best represent the data.

To create a PivotChart

In this example, our PivotTable is showing each person's total sales per month. We will use a PivotChart so we can

see the information more clearly.

1. Select any cell in your PivotTable.

2. From the Insert tab, click the PivotChart com-

Surmi oo Dedior Amvandt Codumn lobah |«
4 [Mrea lotch

Folbrary Morch

Crond 1ukal
KLEEDLD

0

Choam Sdd

mand. e i i
& w LE= 2
SEstum IR0 00 ARA SO0 HLIER ¥ AL
. Salmipancn i -
At Crlby A L]
Lserrar, Wecroml Fa i gy
HOKE INSERT PAGE LAvCuT FofddlLas DaTa: ABMEW  VIEW ANRLYIE DESKEN 3. The Insert Chart dialog box will appear.
o Shape - - - =+ ¥- m il i
o lag 227 ] e ' poiihe3s Wy P Select the desired chart type and layout,
Pictwres O L Apps for - Recomrnended e A Fipotlinary  Power i
Pictues @y HTEenshot + Hifuze = Charts & - - Yiew then C“Ck OK.
Tahles lusirations Bpps Charts | Reports
rsert Chart SIS 4. The PivotChart will appear.
i nan:
) Sum of Order Amounl Calusns Lebals -
[ c 1[0 oy - . Fow Lobsi - Janoary Februany Morch
i (EH (B il f I Mnertion. oty $505,00 §LITE00 $35000
R R0 R0
— SLI0000  $ERRO0  RS00N00
Clustered Column Do rribad, Rishand 00 SO $12500
- Aoraes T
"_ P, fakiss F1,45000
Thomason. Shareean LISn0a SEFRUD BIO0N0  ERIS0A0
; - Wdlwri, Cres IGO0 R0 SN0 BAATEI0
4¥ [Ecane I Grand Tosal SRAT0 57140000 5531500 52355600
u If-.- I L -.! Salusparies S b Comr ot
ARt Katiny oo
i oot Brarer, MAChos e I 1
Dors. Wikam §1.000 I IJ II | 'S
Oumigo, Echard I.:.:..: |' I' |||:\.| II- I ll i N ; : -
Farma, Tz L g b
o p | cance Pedl, Matiia - .
o TrorPsor Shannarn
Wakssr. Chris LB FTH

>"Try using slicers or filters to
change the data that is displayed.
The PivotChart will automatically
adjust to show the new data.
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Sum of Crder Amount Columin Labels -

Row Labels 7 Janugry Febrary March  Grand Tolal
Abartion, Kathy PRS00 3137500 535000 3245000
Fores. g $LA5500 28500 L2500 5454500
Frompsan, Shannan FI04000 3172000 $30000 8314000
Grand Tohal SET20000 5408000 5257500 51037500
Lolesperson 4 Suem ot Srer Ammunt

Alneriuon, Kalty

Brennan, Michos|

Do, Wiliom H ol Mangh =
Oumiag. Fchord §1.0000 :'-:,
Frares. Tia B0 I = I I ahlireh
Pusl, heFaa i il | ]
Thompsan. shannan S i
Wollers, Chris Salewenan T
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What-If Analysis

Excel includes many powerful tools to perform complex mathematical calculations, including what-if analysis. This
feature can help you experiment and answer questions with your data, even when the data is incomplete. In this
lesson, you will learn how to use a what-if analysis tool called Goal Seek.

Goal Seek

Whenever you create a formula or function in Excel, you put various parts together to calculate a result. Goal Seek
works in the opposite way: It lets you start with the desired result, and it calculates the input value that will give you
that result. We will use a few examples to show how to use Goal Seek.

To use Goal Seek (example 1)

Let us say you are enrolled in a class. You currently have a grade of 65, and you need at least a 70 to pass the class.
Luckily, you have one final assighnment that might be able to raise your average. You can use Goal Seek to find out
what grade you need on the final assignment to pass the class.

In the image below, you can see that the grades on the first four assignments are 58, 70, 72, and 60. Even though we
do not know what the fifth grade will be, we can write a formula—or function—that calculates the final grade. In
this case, each assignment is weighted equally, so all we have to do is average all five grades by typing
=AVERAGE(B2:B6). Once we use Goal Seek, cell B6 will show us the minimum grade we will need to make on that

assignment. 1. Select the cell whose value you want to change. Whenever you

COUNTA - * o fx | =AVERAGE[BI-B6) use Goal Seek, you will need to select a cell that already contains a
A B C b formula or function. In our example, we will select cell B7 because
N i = . .
Assignment Grade | it contains the formula =AVERAGE(B2:B6).
2 Test 1 58
; r"n'l,l.".'f i - 70 BY = . =AVERAGE{EL:ES
& [o o = e
Paper 2 &0 et ] Lo
| » [Fest 58
6 Test3 | ; |Paparl m
7 ]Finaiﬁ'ade =AVERAGE(! ) s (Test? 72
5 T 5 [Paper2 60
K . & Festd
2. From the Data tab, click the What-If Analysis command, | ; [ race 65 o
then select Goal Seek from the drop-down menu.
DATA REWIEW WEW DESGH
Rrodl g - o :
JRHE m = B M =
1| Sor Féber [£=541] Semave [iska Consohdate | What-it | 11 faraup
& T futvanced Codurvs Dlophcates Waldsiion « Al
Sort B Fi e Dby Tog Loena B
[
r A i
3. A dialog box will appear with three fields:
. . . . . B u [:
Set cell: This is the cell that will contain the desired result. In our i S GRS T
. ez 1 B
example, cell B7 is already selected. i -
A . . o Ted 3 2
To value: This is the desired result. In our example, we will enter Paoe a0
70 because we need to earn at least that to pass the class. fhuoe [ 5]
By changing cell: This is the cell where Goal Seek will place its [ catem VI
answer. In our example, we will select cell B6 because we want o L
to determine the grade we need to earn on the final assignment. ! | mvrengsg 531 a
4. When you are done, click OK. —=thp L
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5. The dialog box will tell you if Goal Seek was able to find a solution. Click OK.

- EE

Goal Seeking with Cell BV
found a solution.

Target value: 7O
Current value: 70

ok .| Cancel

6. The result will appear in the specified cell. In our example, Goal Seek calculated that we will need to score at least

a 90 on the final assignment to earn a passing grade.

To use Goal Seek (example 2):

L] B o
i M

z Test 38

3 Paper 1 70
4 Test2 72
5 Paper 2

& |Test3

7 Final Grade

B0 L :
BIEE T3 Value determined
70 | A%

5] E F G .
: Let us say you are planning an event and

want to invite as many people as you can
without exceeding a budget of $500. We
can use Goal Seek to figure out how
many people to invite. In our example
below, cell B4 contains the formula
=B1+B2*B3 to calculate the total cost of

a room reservation, plus the cost per person.

1. Select the cell whose value you want to change. In our example, we will select cell B4.

B4 - B
A e
‘Reservation fee $230.00
2 |Price per person $14.50|
3 Number of guests _
4 [Budget [ & s23000]

2. From the Data tab, click the What-If Analysis
command, then select Goal Seek from the drop-
down menu.

=B1+B2*8B3

3. A dialog box will appear with three fields:

Set cell: This is the cell that will contain the de-
sired result. In our example, cell B4 is already se-
lected.

To value: This is the desired result. In our example,

we will enter 500 because we only want to spend
$500.

By changing cell: This is the cell where Goal Seek will place its answer. In our example, we will select cell B3 because
we want to know how many guests we can invite without spending more than $500.

B4 - fa =B1+B2" B3
A 11
Rezervatian fee 5230.00
2 Price per persan 1 ___SH«._SEP
3 Mumber ofiguests! 1onewe i
4 |Budget | uan.nnl
g Set celk Ba ™= .
¥ To walue 0
: | By ghanging celt | §553 =
1n
: . oK E@ Cancel

was able to find a solution. Click OK.

6. The result will appear in the specified cell. In our example, Goal
Seek calculated the answer to be approximately 18.62. In this case,
our final answer needs to be a whole number, so we will need to round
the answer up or down. Because rounding up would cause us to ex-
ceed our budget, we will round down to 18 guests.

Goalseekstaus 7 NESH

Goal Seeking with Cell B4
found a solution.

Target value: 500
Current value: 5500.00

4. When you are done, click OK.

5. The dialog box will tell you if Goal Seek
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E - fro|| 12.6206596551724 * . . ) ) .
As you can see in the example above, some situations will require
A B C o

 Fesenabontees T 5000 the answer to be a whole number. If Goal Seek gives you a decimal,
2 Price per person £14.50 you will need to round up or down, depending on the situation.

3 |Number of guests 1&.620?3

¢ |Budget 500,00

E

Other types of what-if analysis

For more advanced projects, you may want to consider the other types of what-if analysis: scenarios and data
tables. Instead of starting from the desired result and working backward, like Goal Seek, these options allow you to
test multiple values and see how the results change.

Scenarios A Scenario is a set of values that Excel saves and can substitute automatically on your worksheet. You can
create and save different groups of values as scenarios and then switch between these scenarios to view the differ-
ent results.

If several people have specific information that you want to use in scenarios, you can collect the information in
separate workbooks, and then merge the scenarios from the different workbooks into one.

After you have all the scenarios you need, you can create a scenario summary report that incorporates information
from all the scenarios.

Scenarios are managed with the Scenario Manager wizard from the What-If Analysis group on the Data tab.

Creating scenarios

Suppose that you want to create a budget but are uncertain of your revenue. By using scenarios, you can define

different possible values for the revenue and then switch between scenarios to perform what-if analyses.

For example, assume that your worst case budget scenario is Gross Revenue of $50,000 and Costs of Goods Sold of

$13,200, leaving $36,800 in Gross Profit. To define this set of values as a scenario, you first enter the values in a

worksheet, as shown in the following illustration

The Changing cells have values that you type in, while the Result cell

contains a formula that is based on the Changing cells (in this illustra-

tion cell B4 has the formula =B2-B3).

~a You then use the Scenario Manager dialog to save these values as a
m scenario. Goto the Data tab > What-If Analysis > Scenario Manager

L]

> Add.
= He== A = Seenerio Manager ? b In the Scenario name dialog, name the
= ? E= S nius scenario Worst Case, and specify that
What-if- Forecast  Group cells B2 and B3 are the values that
Anahsis = Sheet - .
change between scenarios. If you se-
Scenano Manager.. .
Mo fcenarios defined. Choose Add to add scensnas, |eCt the Changlng Ce”s on your
el Herge.. worksheet before adding a Scenario,
Data Table.. the Scenario Manager will automati-
| cally insert the cells for you, otherwise
Changing cells
Commena: | youcantype them by hand, or use the
cell selection dialog to the right of the
Changing cells dialog box.
Claze
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C 0 E Note: Although this example contains only two changing
i cells (B2 and B3), a scenario can contain up to 32 cells.
- Protection — You can also protect your scenarios, so in the
j. Protection section check the options that you want, or
£ uncheck them if you do not want any protection.
6 | ) 1. Select Prevent Changes to prevent editing the scenario
; :E;::Z::m when the worksheet is protected.
g | Changinggeils: 2. Select Hidden to prevent displaying the scenario when
”3 CBIIE:-E:{E el ba select non-adjacent dhanging calls = the WorkSheet is prOteCted )
? Eanines Note: These options apply only to protected worksheets.
; Warst Case Srenaric For more information about protected worksheets, see Pro-
" tect a worksheet
15 eeetion Now suppose that your Best Case budget scenario is Gross
f & Brevent changas Revenue of $150,000 and Costs of Goods Sold of $26,000,
3 L | ge leaving $124,000 in Gross Profit. To define this set of val-
19 | ues as a scenario, you create another scenario, name it Best
= = = = Case, and supply different values for cell B2 (150,000) and

- | cell B3 (26,000). Because Gross Profit (cell B4) is a formula

5 - the difference between Revenue (B2) and Costs (B3) - you
3 do not change cell B4 for the Best Case scenario.
- After you save a scenario, it becomes available in the list of
== | — 7 * scenarios that you can use in your what-if analyses. Given
? || scenaric pame | thevalues in the preceding illustration, if you chose to dis-
o || |Bect Cace play the Best Case scenario, the values in the worksheet
'i . ';":;:'““*"” = would change to resemble the following illustration:
f T Cirl= click cells Bo select non-adjacent changing oeils, i N B
- Comment:
25 || Pemr—r— { [tem Value
e 2 |Gross Revenue 150,000
+ 3 |Cost of Goods Soid 26,000
] P";::mmm 4 |Gross Profit 124,000
ir [ Hige . .
i Merging scenarios
20| ) There may be times when you have all the information in

one worksheet or workbook needed to create all the
scenarios that you want to consider. However, you may want to gather scenario information from other sources. For
example, suppose you are trying to create a company budget. You might collect scenarios from different depart-
ments, like Sales, Payroll, Production, Marketing, and Legal, because each of these sources has different information
to use in creating the budget.

You can gather these scenarios into one worksheet by using the Merge command. Each source can supply as many
or as few changing cell values as you want. For example, you might want each department to supply expenditure
projections, but only need revenue projections from a few.

When you choose to merge, the Scenario Manager will load a Merge Scenario wizard, which will list all of the
worksheets in the active workbook, as well as listing any other workbooks you might have open at the time. The
wizard will tell you how many scenarios you have on each source worksheet you select.

When you collect different scenarios from various sources, you should use the same cell structure in each of the
workbooks. For example, Revenue might always go in cell B2 and Expenditures might always go in cell B3. If you use
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different structures for the scenarios from various sources, it can be difficult to merge the results.

Data tables

A data table is a range of cells in which you can change values in some of the cells and come up with different
answers to a problem. A good example of a data table employs the PMT function with different loan amounts and
interest rates to calculate the affordable amount on a home mortgage loan. Experimenting with different values to
observe the corresponding variation in results is a common task in data analysis.

Data table basics
Create either one-variable or two-variable data tables, depending on the number of variables and formulas that you
need to test.

One-variable data tables

Use a one-variable data table if you want to see how dif- il | A | B | cC | B
ferent values of one variable in one or more formulas will E_T._M?ﬁﬂ.ﬂ.ﬂﬂ.i-‘?ﬁﬂ.ﬁﬂ"l'ﬁ.“‘ : Payments |
change the results of those formulas. For example, you can i ; -Eﬁ;:;?;:ﬂt i sm- 900% : :Eﬁg
use a one-variable data table to see how different interest 4 Term(morths) || 360 b= 925%  § 653.14 |
rates affect a monthly mortgage payment by usingthe PMT | &  Loan Amount || $80,000 = 950%  § 67268
function. You enter the variable values in one column or nput cell List of values that Excel

. . . aubditutes in the input cell, B3.
row, and the outcomes are displayed in an adjacent col-

umn or row.
In the following illustration, cell D2 contains the payment formula, =PMT(B3/12,B4,-B5), which refers to the input
cell B3.

Two-variable data tables

Use a two-variable data table to see how different values List ot velues thisl Excel substlules

Codumn nput call in b rovy ingud o=l B4,

of two variables in one formula will change the results of F. 5 e e =
that formula. For example, you can use a two-variable data .;I—,%Ef;fﬁﬂ"gffﬂ - "1'1"';:.: ERGEE AT
table to see how different combinations of interest rates i Interest Rate L 050%— 900%  $511.41 $64350

) i Term (months) = 380 = 925% | $82335 365914
and loan terms will affect a monthly mortgage payment. %1 Loan Amount 1 40,000 T 850% | $835.00| $61260

: : 7 H Row input call Ligt of valuss that Exoel subdilutes

In the following illustration, cell C2 contains the payment b 1he oI A oot B3
formula, =PMT(B3/12,B4,-B5), which uses two input cells,
B3 and B4.

Create a one-variable data table
A one-variable data table contain its input values either in a single column (column-oriented), or across a row (row-
oriented). Any formula in a one-variable data table must refer to only one input cell.

Follow these steps
1. Type the list of values that you want to substitute in the

input cell—either down one column or across one row. Leave T m O - | o

a few empty rows and columns on either side of the values. 1 'Mnrtgage' Loan Analysis | Payments

2. Do one of the following £ Down Payment | None | % 67288

fthe d ble is col . d iabl | 3| Inkerest Rate = 9.50% |— B00%| 3§ 64370
the data table is column-oriented (your variable values are || [Tenn (morths) || 3680 [~ 9.26%| § 658.14

in a column), type the formula in the cell one row above |5 Loanfmount | §80000 - 950% § 67268

and one cell to the right of the column of values. This one- input cel List of values that Exosl

. . . . st b |
variable data table is column-oriented, and the formula is S AR I e Ak e, B3

contained in cell D2.
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If you want to examine the effects of various values on other formulas, enter the additional formulas in cells to the
right of the first formula.

If the data table is row-oriented (your variable values are in a row), type the formula in the cell one column to the left
of the first value and one cell below the row of values.

If you want to examine the effects of various values on other formulas, enter the additional formulas in cells below
the first formula.

3. Select the range of cells that contains the formulas and values that you want to substitute. In the figure above,
this range is C2:D5.

4. On the Data tab, click What-If Analysis? > Data Table (in the Data Tools group or Forecast group of Excel 2013).
5. Do one of the following:

If the data table is column-oriented, enter the cell reference for the input cell in the Column input cell field. In the
figure above, the input cell is B3.

If the data table is row-oriented, enter the cell reference for the input cell in the Row input cell field.

Note: After you create your data table, you might want to change the format of the result cells. In the figure, the
result cells are formatted as currency.

Add a formula to a one-variable data table

Formulas that are used in a one-variable data table must refer to the same input cell.

Follow these steps

1. Do either of these:

If the data table is column-oriented, enter the new formula in a blank cell to the right of an existing formula in the
top row of the data table.

If the data table is row-oriented, enter the new formula in a empty cell below an existing formula in the first column
of the data table.

2. Select the range of cells that contains the data table and the new formula.

3. On the Data tab, click What-If Analysis > Data Table (in the Data Tools group or Forecast group of Excel 2013).
4. Do either of the following:

If the data table is column-oriented, enter the cell reference for the input cell in the Column input cell box.

If the data table is row-oriented, enter the cell reference for the input cell in the Row input cell box.
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Finalizing and Protecting Workbooks

Before sharing a workbook, you will want to make sure it does not include any spelling errors or information you
want to keep private. Fortunately, Excel includes several tools to help finalize and protect your workbook, including

Spell Check and the Document Inspector.

HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
ABC . —
. - B |
To use Spell Check: i =l S I =i
1. From the Review tab, click the Spe"- Spelhing Fesearch Thesaurus  Translate Mev =
i [-\ Comment 2 Show Ink
ing command. T Lt ——

2. The Spelling dialog box will appear. For each spelling error in your worksheet, Spell Check will try to offer sugges-
tions for the correct spelling. Choose a suggestion, then click Change to correct the error.

LY 5t Eni i F 3. A dialog box will appear after review-
T 500 ﬂ.M; 5200 AN L:o0:Breakfast, welcomea {Exacteam . . .
: sp0ami  s30aM: N i ing all spelling errors. Click OK to close
g 30 .IIME 1030 AR 1:l5l'.'I|W|:|rl: ralationships exerecise Gasth, Dean, Liz Spe” Check'
0 ImA0 AR 10295 AMi m:15:Braak
10:45 AM] 1245 PM! 2:00:Cady Falls hike (stratgy game?|  Tyler Microsoft Excel ES
2 1245 P 1:45 PM: 1:00: Lsneh [with stralegy garne team)] | * -
[ T s ited ? a
: wl_li; Em:um m “a Uz for Info l Spall check complete. Yau're good ko gal
5 Mot i Dictionany: i
i swaracise dgneae Qnge | QK
-- . : L
L lgreore All =N
a 'th, exe team . .
Add to Dictionay | | */f there are no appropriate suggestions,

20 Totalh| Suggestions

e —— you can also enter the correct spelling

GarE . Thange
it b manually.
a swArises A
: swerzisar Lhnge
= EditoCagrect
25 Diclicassy language:  Eaglish [Unilsa Shated) el
25
- Qptans., Canzel

Ignoring spelling "errors"

Spell Check is not always correct. It will sometimes mark certain words as incorrect, even if they are spelled cor-
rectly. This often happens with names, which may not be in the dictionary. You can choose not to change a spelling
"error" using one of three options:

Ignore Once: This will skip the word without changing it.

Ignore All: This will skip the word without changing it and also skip all other instances of the word in your worksheet.
Add: This adds the word to the dictionary so it will never appear as an error again. Make sure the word is spelled
correctly before choosing this option.

Protecting your workbook
By default, anyone with access to your workbook will be able to open, copy, and edit its content unless you protect
it. There are many different ways to protect a workbook, depending on your needs.

To protect your workbook

1. Click the File tab to access Backstage view.

2. From the Info pane, click the Protect Workbook command.

3. In the drop-down menu, choose the option that best suits your needs. In our example, we will select Mark as
Final. Marking your workbook as final is a good way to discourage others from editing the workbook, while the
other options

give you even more control if needed.
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6. The workbook will be marked as final.

*Marking a workbook as final will not prevent someone from editing it. If you want to prevent people from editing
it, you can use the Restrict Access option instead.
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Short cut Keys in MS Excel

FUNCTION Shortcut keys for MS Excel 2013

F1 Help for excel

Fz2 Makes a cell in editable mode. This is helpful it we want fo
paste only text from a website

F5 This will populate the ‘Go To" box. Enter the cell address (B23,
HH1234. ) you want to enter and that particutar cell will be
hitghlighted.

F7 Spell checker — can be used to verify spellings of the text in an

excel workbook

F& Cnce pressed ‘extended selection’ is enabled. Just by pressing
arrow key we can select required area. Provides Same

features as ‘SHIFT i= pressed while selecting using arrow key

Fo Recalculate all the formulas in all workbook. Especially useiul if
we are using UDF in excel shest

Fi12 Gives the ‘Save As' dialog box. Very helpful in saving excel file
with some other name/ format { same fegture as ALT+F2)

SHIFT Shortcut keys for MS Excel 2013

Shift +F2 Insert or edit comment. It is difficult to edit comment if ‘show
comment’ is disabled in an excel sheet. 'shift+F2' will helps to

edit the comment easily

Shift +F4 Helps to repeat the fast find without opening the find window

Shift + F3 once Pressed ‘Add to selection’ is enabled. Just click the cells
you want to select and all the selection is preserved. Provides
same Teature as 'CONTROL' key while doing multiple selection

Shift + F9 Recalculation of excel formulas only on the active sheet of
excel
Shift +F11 Inzerts a new worksheet in to the active workbook
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SHIFT + ENTER Data entered 15 stored to the current cell and selection moves
o the next cell Above it

SHIFT + TAB Data entered 15 stored to the current cell and selection moves
to the next cell Left to it

SHIFT + SPACE BAR Select current row

ALT Shortcut keys for MS Excel 2013

ALT+F2 Display ‘Save As’ dialog box. Very helpiul in saving excel file
with some other name! format | same featurs as F12)

ALT+F4 This will close all the workhools. It will prompt if contains any
unsaved data. If we want to close only active workbook, we
should use CTRL+F4

ALT +F8& Populated the macro window. \We can choose any macro and
run it. Very helpful running macro

ALT +F11 Cpen Visual Basic editor. We can write Macros using VBA
code in visual basic editor

ALT + ENTER Enter & new row in a singie cell. Very helpful it we want to write
data paragraph by paragraph

ALT +'Page Up’ MMoves the active area of a sheet to right side by a screen width

ALT +'Page Down’ Moves the active area of a sheet to Left side by a screen width

CONTROL Shortcut keys for MS Excel 2013

CTRL+F1 Uszed to hide / open the Ribbon in excel 2013
CTRL + F2 Print preview. CTRL +P for printing active page
CTRL =F3 Cpens the name manager. This short cut is not commaonly

uzed as we deal rarely with name managers

CTRL+F4 Close the active workbook. Same as ALT=F4 (Thisis a

windows shortcut for closing any open window)
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CTRL+FG Maoves to next active excel workbook. Same functionality as
ALT+ TAB ( a windows shortcut for choosing between all active
windows JCTRL+FG selects only excel windows

CTRL+F9 Minimize the active workbook. { excel window will be opened
and only the active workbook will be minimized )

CTRL+F10 Maximize the active workbook. { excel window will be opened
and only the active workbook will be maximized )

CTRL =0 Hide the columns in current selection. Very helpful shortcut
while designing an excel template

CTRL +1 Pop ups the formatting window. Very helpful in formatting a
selected cell.

CTRL +2 Helpful in making a cell BOLD { same feature as CTRL+E )

CTRL+& [fwe are using grouping for certain rows, There will be an
outline near row header. CTRL+8 can be used to view/ide this
outline

CTRL+8 Hides rows in current selection. Column equivalent of same

feature is CTRL+0

CTRL+SHIFT+0

Uszed to unhide the columns if any under seiected columns |
hiding columns can be done by CTRL+0 )

CTRL+SHIFT+8

Can be vsed to identify current region around the active cell
don't know what is the use of this shortcut

CTRL+SHIFT+9

Used to unhide the rows if any under selected rows ( hiding
rows can be done by CTRL+S |

CTRL+A Select all the cells in the excel shest

CTRL+E Convert selected text in to bold letter

CTRL+C Copy selected content inte clipboard

CTRL+D Fill the content of the top most row in to all the selected cells
pelow that respactively

CTRL+F Display the Find box in an excel sheet
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CTRL+(G Display the ‘GO TO' Box. Can be used to navigate to any cell
by providing cell address. Same functionalty as F5 and very
helpful in navigating in & big excel sheet

CTRL+H Display the ‘Find and Replace’ Dialog box in active sheet

CTRL +l Convert selected text in to italic letter

CTRL+K Display the hvperiink window. YWhenever a cell needs to be
hyperlinked to other sheetsiworkbook, This shoricut becomes
handy

CTRL+N Can be used to Create a new workbook

CTRL+O Cpens the ‘open dialog’ Box. Can be used to open an existing
workbook by browsing to that file

CTRL+FP Fire & Print command of the active sheet CTREL+FZ gives a
Print preview and CTRL+F prints the file

CTRL+S Saves the active workbook. Very helpful in preventing data
modifications while working cn a file

CTRL+V FPaste the data from the clipboard to selected shest

CTRL+W Close the active workbook window.

CTRL+X Cut selected cells. This will cut all features of excel cell
including formatting and formula

CTRE =Y To Undao an Undo made by ©

CTRL+Z To undo the last update made to an excel file

CTRL+: Enters Date stamp to the cell. Only Date is entered.

CTRL+ SHIFT +; Enters Time to the cell. Only Time is entered

CTRL + SHIFT + Used to enter array formuia. Mot used in normal cases. Used

ENTER only when dealing with array formulas

CTRL + Delete DCelete the entire content to the right of current seiection. \Very
Helpiul in deleting row by row instead of defeting character by
character
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CTRL+/ Uzed to find out the current range of array around acfive cell
Mot useful if arrays are not used and very helpful while working
with a sheet containing arrays and array formulas

CTRL +[ Highlights the cells directly referred by the formuia in the
selected cell. Same functionality as the Trace Precedents’
feature in the 'Formula’ Tab. Trace Frecedents' is more useful
than this shorcut since it is giving "arrows’ to trace the
connections

CTRL = SHIFT +[ Highlights the cells directly or indirectly referred by the formula
in the selected cell. Same functionality as Double clicking the
Trace Precedents' feature in the 'Formula’ Tab. Trace
Precedents' is more useful than this shortcut since it is giving

‘arrows’ o trace the connections to any levels

CTRL +] Highlights the cells directly referred to the formula in the
selected cell. Same functionality as the Trace Dependents’
feature in the 'Formula’ Tab. Trace Dependents’ is more useful
than this shortcut since it is giving “arrows’ to trace the

connections

CTRL + SHIFT +] Highlights the cells directiv or indirectly referred to the formula
in the selected cell. Same functionality as Double clicking the
Trace Precedents’ feature in the ‘Formula’ Tab. ‘Trace
Precedents’ is more useful than this shortcut since it is giving
‘arrows’ to trace the connections to any levels

CTRL = SPACE BAR Select current column

CTRL + SHIFT + END Extends the selection to the last used cell on the worksheet
From active cell

CTRL + SHIFT + Extends the selection to 2 used cell before a blank cell on the
ARROW warksheet From active ceil
CTRL+ SHIFT+7 Apply border to selected data. Useful shortcut while designing

templates in excel

CTRL = SHIFT + - Femove border to selected data. Useful shortcut while
designing templates in excel
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CTRL = TAE Moves to next workhook window. Same functionality as
CTRL+FG

CTRL + ARROW Moves to the next non empty cell in that direction. Same

feature as END + Arrow kKeys

CTRL = ‘Page Up Move to next sheet in same workbook
CTRL = “Page Down' Move fo previous sheet in same workbook
CTRL+~ Displays the Formula in the cell instead of result of the formula

Model Practice Set

1. What is the intersection of a column and a row on a worksheet called?
A. Column B. Value
C. Address D. Cell

2. What type of chart is useful for comparing values over categories?

A. Pie Chart B. Column Chart

C. Line Chart D. Dot Graph

3. Which function in Excel tells how many numeric entries are there?
A. NUM B. COUNT

C. SUM D. CHKNUM

4. A features that displays only the data in column(s) according to specified criteria-
A. Formula B. Sorting
C. Filtering D. Pivot

5. Statistical calculations and preparation of tables and graphs can be done using
A. Adobe Photoshop B. Excel
C. Notepad D. Power Point

6. What type of chart will you use to compare performance of two employees in the year 20167
A. Column Chart B. Line Chart
C. Pie Chart D. Dot Chart

7. Which one is not a Function in MS Excel?
A. SUM B. AVG
C. MAX D. MIN

8. Functions in MS Excel must begin with-

A. An () sign B. An (=) Equal Sign
C. A (+) Plus Sign D. A > Sign
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9. Which functionin Excel checks whether a condition is true or not ?
A. SUM B. COUNT
C.IF D. AVERAGE

10. In Excel], Columns are labelled as-

A A B,C etc B.1,2,3 etc

C. A1, A2, etc. D. $A$1, $A$2, etc.
11. The Greater Than sign (>) is an example of operator.

A. Arithmatic B. Logical

C. Conditional D. Greater

12. What type of chart is useful for showing trends or changes over time?

A. Pie Chart B. Column Chart
C. Line Chart D. Dot Graph

13. The process of arranging the items of a column in some sequence or order is known as :
A. Arranging B. Autofill

C. Sorting D. Filtering

14. The ___ feature of MS Excel quickly completes a series of data-
A. Auto Complete B. Auto Fill

C. Fill Handle D. Sorting

15. What type of chart is useful for comparing parts of a whole?

A. Pie Chart B. Column Chart
C. Line Chart D. Dot Graph

16. In Excel, Rows are labelled as

A A B,C etc B.1,2,3 etc

C. A1, A2, etc. D. $A$1, $A$2, etc
17. What do you use to create a chart?

A. Pie Wizard B. Excel Wizard
C. Data Wizard D. Chart Wizard

18. How will you graphically represent expenditure in different departments?
A. Column Chart B. Line Chart
C. Pie Chart D. Dot Chart

19. What type of chart is good for single series of data?
A. Column Chart B. Line Chart
C. Pie Chart D. Cone Chart

20. The basic unit of a worksheet into which you enter data in Excel is called a-
A. cell B. table
C. box D. column

21. How many sheets are there, by default, when we create a new Excel 2013 file ?

A1l B.3
C.5 D. 10
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22. In Excel, which one denoted a range from B1 through E5

A.B1-E5 B. B1:E5
C.B1to E5 D. B1$E5

23. An Excel file is generally called a / an :

A. E-Spreadsheet B.Woorksheet
C. Workbook D.Sheet

24. It is a collection of data that is stored electronically as a series of records in a table.
A. spreadsheet B. presentation
C. database D. MS Word

25. What type of chart will you use to compare performance of sales of two products?
A. Column Chart B. Line Chart
C. Pie Chart D. Both A and B

26. Free online version of MS excel is known as

A. Office for the web B. Excel Mobile

C. Word Mobile D. Excel for the web

27. Microsoft Excel was first time launched in by the Microsoft Corporation
A. 1985 B. 1991

C. 1995 D. 1998

28. MS Excel file can NOT be directly exported as -
A. PDF B. TXT
C. PPT D. CSV

29. How cells are named in ms excel?
A. using rename option B. using name box
C. simply double click on sheet name D. simply double click on cell and name it

30. Select correct statement

A. Each Excel workbook can contain multiple worksheets.
B. Each Excel worksheet can contain multiple workbooks.
C. Each Excel workbook can contain multiple spreadsheets.
D. Each Excel worksheet can contain multiple spreadsheets.

31. Another name for a pre-programmed formula in Excel is

(A) Cell (B) Graph
(C) Function (D) Range
32. Which of the following identifies a cell in Excel?

(A) Address (B) Formula
(C) Name (D) Label
33. Which term is used to join the selected cells in to one cell?
(A) Filter (B) Wrap

(C) Pivot (D) Merge
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34. A(n) ___is a series of two or more adjacent cells in a column or row or rectangular group of cells.

(A) List (B) Section
(C) Range (D) Area
35. What is the extension of saved file in MS Excel 2013?

(A) xlIsx (B) xks

(C) xos (D) xbs

36. Which command is used to close the window of Excel?
(A) Alt+ F4 (B) Ctrl + W
(C) Cal +R (D) Ctrl+ C
37. How many characters can be typed in a single cell in Excel?
(A) 256 (B) 1024
(C) 32000 (D) 65535

38. Tab scrolling button

(A) Allow you to view a different worksheet

(B) Allow you to view additional worksheet rows down

(C) Allow you to view additional worksheet columns to the right
(D) Allow you to view additional sheets tabs

39. The auto calculate feature

(A) Can only add values in a range of cells

(B) Provides a quick way to view the result of an arithmetic operation on a range of cells
(C) Automatically creates formulas and adds them to a worksheet

(D) Both A and C

40. How do you select an entire column in excel?

(A) Select Edit > Select > Column from the menu

(B) Click the column heading letter

(C) Hold down the shift key as you click anywhere in the column
(D) Hold down the Ctrl key as you click anywhere in the column

41. Multiple calculations can be made in a single formula using
(A) Standard formulas (B) Array formula

(C) Complex formulas (D) Smart formula

42. Which of the following is the oldest spreadsheet package?

(A) VisiCalc (B) Lotus 1-2-3

(C) Excel (D) StarCalc

43. Excel worksheet cells work very similarly to what common element of the windows graphical user interface
(A) Option buttons (B) List boxes

(C) Text boxes (D) Combo boxes

44. To copy cell contents using drag and drop press the

(A) End key (B) Shift key

(C) Ctrl key (D) Esc key
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45. Which of the following formulas will Excel Not be able to calculate?

(A) =SUM(Sales)-A3 (B) =SUM(A1:A5)*.5
(C) =SUM(A1:A5)/(10-10) (D) =SUM(A1:A5)-10
46. Data can be arranged in a worksheet in a easy to understand manner using
(A) Auto formatting (B) Applying styles
(C) Changing fonts (D) All of above

47. Which of the following is not a way to complete a cell entry?
(A) Pressing enter

(B) Pressing any arrow key on the keyboard

(C) Clicking the Enter button on the Formula bar

(D) Pressing spacebar

48. Which is used to perform what if analysis?

(A) Solver (B) Goal seek

(C) Scenario Manager (D) All of above

49. When the formula bar is active, you can see

(A) The edit formula button (B) The cancel button
(C) The enter button (D) All of the above

50. To create a formula, you can use:

(A) Values but not cell references

(B) Cell references but not values

(C) Values or cell references although not both at the same time
(D) Value and cell references
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