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Microsoft Office Excel 365: Essentials

ABOUT THIS COURSE

Course Prerequisites

This manual is designed for users who are comfortable using Windows and Internet

Explorer or Microsoft Edge.
Course Overview

Welcome to our Microsoft Excel 365 courseware. Excel 365 Online is Microsoft’s cloud-

based, easy-to-use spreadsheet program.

This course is intended to help all users get up to speed with Excel 365 Online. We will

cover:
e Getting started with the app
e Working with formulas and functions
e Formatting parts of a worksheet
e Using pictures, tables, charts, and PivotTables

e Finalizing workbooks

Course Objectives

By the end of this course, users should be comfortable with creating a new spreadsheet,
working with basic formulas and functions, and making a spreadsheet look professional and

presentable.
How to Use This Book

This course is divided into lessons. Each lesson focuses on several key topics, each of which
are broken down into easy-to-follow concepts. At the end of each topic, you will be given an
activity to complete. At the end of each lesson, we will summarize what has been covered

and provide a few review questions for you to answer.
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LESSON 1:
GETTING STARTED

Lesson Objectives

In this lesson you will learn how to:
e Get started with Excel
e Describe the basic components of Excel
e Manage workbooks

e Get help in Excel

TOPIC A: Getting Started with Excel

Excel 365 Online is the cloud-based version of Microsoft’s spreadsheet program. It offers
many tools for managing numerical data, as well as the ability to add charts, shapes, and
much more. Best of all, Excel’s interface is intuitive (particularly if you have used the

desktop version), so the features you need will be easily accessible.

Topic Objectives
In this section, you will learn how to:

e Log into Office 365 and start Excel
e |dentify the components of the Excel interface
e Create a new workbook

e C(Close Excel
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Opening Excel in Windows 10

Your first step is to open a blank Excel spreadsheet. Using Windows 10 the process is
simple. To start, click on the Windows button at the bottom left hand side of the screen.

SRR =
emm &S ™~
vl | |

And more..
Mal B4 boxConsole.

Z « B

ToDo. Office Lens

E © ¢

Sway Alprms & Clock  Voice Recorder

Type Excel and click on the App when it comes up.

Documents - This PC (5+)

Type ‘Excel’ into search. Then, click on the Excel App once to open a blank workbook.
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John Smith
File Home  Insert  Data  Review  View Tell me what you wantto do  Open in Excel FUohn Smith is also editing 1 Share | §J Comments
4 cut Calibri AL A= — 28 Wrap Text General - = @ B = @ ¥ AutoSum ~ ?? p
S - vesescea e § e % 9 G A Crowe far e Dl Qoa it s

undo Ciipboara Font Alignment Number Tables Cells Editing ~

AL M

Sheet1 ®

& Loading Add-ins  ~ Help Improve Office
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The Excel Interface

H Excel Online | John Smith > Documents Book 1 - Saved 3 John Smith
o Fle  Home Insert Data Review View Tel me what you want todo  Open in Excel RlohnSm\th\sa\Eoed\ling' [ Comments

23 Wrap Text General v = ﬁ:;% T X ] 2 Avesum - ;Y }J
5 Conditi S

B Merge &iCenter = $~ % 9 8 8 ifional Format Insert Delete Format | > Clear Sort& Find &

-
[0l
Il

Eﬁ [AC”‘ Calibri T 2 KA
e Paste LI CoPY B T UDa ~O- A~

« < Format Painter - Formatting ~ as Table ~ Filter - Select ~
Undo Clipboard Font Alignment Number Tables Celis Editing A
or—— |
A s C D E F G H I ] K T M N 0 4 Q R s T [ v w X

25

K] >
| Sheet1 @
& Loading Add-ins v Help Improve Oﬁl(1

Let’s go over the basics of each element.

1: Navigation Commands

The top left part of the screen contains the app launcher (where you can access other Office
365 apps), the name of the app (Excel), and a breadcrumb trail (with clickable links to other
parts of your Office 365 profile).

2: Title Bar
The name of the currently open file is displayed here.
3: Sharing Commands

Click this icon to share the current workbook. You can also view your Office 365 profile

name here.
4: Tabs

Groups of like commands are organized under tab names. Click a tab to view the commands
in the ribbon.
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5: Ribbon Interface

Displays tab commands organized into groups. If you click the different tabs, you will see
the commands change. Notice, too, that some of the commands might be grayed out. This

is because those commands are only usable in certain situations.

Excel also features contextual tabs. These are special tabs that only appear when you are
working with a specific object or group of information. For example, if you were to insert
and select a shape, you would see a contextual tab offering commands for that object:

Excel Online | John Smith > Documents Drawing Tools Book 1 - saved John Smith

File Home Insert  Data  Review  View Format Tell me what you want todo  Open in Excel 1# share  [JComments

FC) [ & Shape Fill -
— - - J < S - - R
Change o i
Shape +
s

ape Styles

Edit Shapes

D2 v ke
A B c D E F G H ) K L M N o P Q R s T u v w X

1 |product  Sales

3
4

Once you switch to working with something else, this tab disappears.
6: Formula Bar

The Formula Bar allows you to enter data in a cell.

7: Working Area

The data in the current file will be shown here.

8: Worksheet Commands

Every Excel file is properly referred to as a workbook, which can contain one or more

worksheets. Click the tabs to switch between worksheets.
9: Status Bar

This bar displays running calculations and other information about the workbook.
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Creating a New Workbook

When you open Excel, you will have the following options: (1) start a New workbook, (2)

Excel will recommend a file, or (3) open saved files you have recently used, pinned, or were

shared with you.

# Excel Online P search

New

@ +

New blank workbook

3
Take a
tour

Welcome to Excel

New workbooks saved to: & OneDrive  Hide templates

Any year custom calendar Personal monthly budget Simple service invoice

More templates —

Recommended

You edited this
Book 12

ts-my sharepoin

e O Name

N
"~ Activity 1-1 Complete
B o smins cncprive for

Recent  Pinned  Shared with me

Discover

7 Upload and open.. =

Last opened by you Sharing Activity

W Feedback @ Need help? .

For this example, let’s create a new, blank workbook by clicking the related thumbnail:

i Excel Online

O search

New blank workbook

Recommended

You edited this
7 fimago

Book 12
acmewidgets

ts-my:sharepoin

Recent Pinned  Shared with me

O Name

N
a ~ Activity 1-1 Complete

John Smith's GneDrive for Business »

>
Take a
tour

Welcome to Excel

Discover

= Lesson 1

Hide templates

Any year custom calendar Personal monthly budget Simple service invoice:

More templates —>

T Upload and open =

Last opened by you Sharing Activity

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.

M Feedback @ Need heip? .



Microsoft Office Excel 365: Essentials 18

The workbook will be created:

Excel Online | John Smith > Documents Book 1 - John Smith

File Home  Insert  Data  Review  View Tell me what you wanttodo ~ Open in Excel 12 Share [ Comments

fﬁ A Cut Calibri Ve A 28 Wrap Text General - = @ & m= E 3 Autosum v %? p
Cor rmat

[ Copy :
C B I UDe -G A~ Mege&Center~ $ - % 9 % 9 Insert Delete Format  cen,,  Sort& Find&
< Format Fainter = 7 M M . Filter v Select v

Undo Clipboard

Editing

AL v fe

25
v
Sheet1 ®
Help Improve Office

Note that this file will use “Book” as the default name. (A number may be added to the end
if a workbook with the same name already exists in the save location.) To change its name,
click File, Save As, Browse and choose where you would like the file to be saved. Your USB

stick might be a good place for now.

Now, you can add your data:

Excel Online | John Smith > Documents Lesson 1 - Saved John Smith

File Home  Insert Data  Review  View Tell me what you wantto do  Open in Excel 1& Share  LJ Comments

1 - F QiSales
A B C D E F G H J K L M N o 3 Q R 3 T u v w X

1 |product [at saled .

25
v
Sheet1 O]
Help Improve Cffice
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As you continue to work on your file, it will automatically be saved. To create a new
workbook, click the File tab:

Excel Online | John Smith > Documents Lesson 1 - saved John Smith

h Data  Review  View Tell me what you want todo  Open in Excel ¥ Share | [JComments

b G
) EA““ Calibri v e AT
[BCopy
Paste B I UD s A~
Undo Cliipboard Font Alignment Number Tables Cells Editing -

BL v f Qisales

A B € D E F G H J K L M N o P Q R s T u v w X

1 [product -

25 -
v
Sheet! ®

Help Improve Office

Then, click the New category and click the thumbnail for the workbook you want to create:

lesson 1 - Saved John Smith
New & Share | 1 Comments
- B R BEE saee- v O
. . . 0 00 Conditional  Format Insert Delete Format cl Sort & Find &
~ 0 Clear v
Create a new document in OneDrive for Business B 3 W e a O @ e ot
Number Tables Cells Editing ~
Jr Blank workbook
M N [+ P Q R S T u v w X
Sy 18 o b — -
> [ — =
Take a - =
tour E——
Welcome to Excel Any year custom cale. Personal monthly bu...
= —
—
Simple service inveice Agile Gantt chart Project tracker
—
Project timeline Weekly timesheet Make a List
v
Help Improve Office

The new workbook will now be created and displayed in the current browser tab.
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Closing Excel

Once you have finished your work, save it using either File, Save As and renaming your file
and choosing where it will be saved, or if you have already named the file, by hitting the
disc icon in the top left hand side of the screen. Then, close Excel by either clicking on the X

in the top right hand corner of your screen, or by choosing File, Close.

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



21 Microsoft Office Excel 365: Essentials

Activity 1-1: Getting Started with Excel

In this activity, you will launch Excel and explore its interface.

1.

To begin, turn on and log into your computer.

Click on the Windows icon in the left hand bottom corner and type ‘Excel’ into the

search function. Click on the Excel app to open it.

The Excel start screen will now be displayed. Click the “New blank workbook”

thumbnail:

By default, this workbook will be titled “Book.” Let’s change this by clicking on File,
Save As, and save it as “Activity 1-1” on your USB stick.

Click cell D2 to select it:

Activity 1-11 - Saved

(Remember, this is the location where Row 2 and Column D intersect.)
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6. Type your name and press “Enter” to commit it to the cell:

Activity 1-11 - Saved

T Aromatpinee | B T A RBE-2-A- SESETES et 0% 9 W 5

Sheat *

7.  This activity is now complete. Save your file to your USB stick by clicking on the disc
in the top left-hand corner. Close Excel by clicking the X in the top right-hand

corner of the screen, or by choosing File, Close.
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TOPIC B: Getting to Know Excel

Before we dive further into Excel’s features, let’s take a moment to learn about some Excel

terminology and how to navigate in the app.

Topic Objectives

In this section, you will learn:

e What spreadsheets, worksheets, and workbooks are
e How to describe columns, rows, cells, ranges, and formulas

e How to navigate in Excel

What are Spreadsheets, Worksheets, and Workbooks?

Spreadsheets are paper or digital workbooks that are typically used to store, sort, and work
with data. This data, while most often numerical, can also include text, shapes, and pictures.
Spreadsheets consist of intersecting rows and columns that form cells, which contain the
data.

Worksheets are a digital form of spreadsheets. Typically, worksheets display columns with

alphabetical headers and rows with numerical ones.

A workbook is a collection of one or more worksheets. By default, new blank workbooks

only include one worksheet, but you can add others if needed:

L4

Sheet1

If the workbook that you are using includes more than one worksheet, you can switch
between them by clicking the tabs. The name of the worksheet that you are presently
working with will be in bold type on a white background. In the previous image, Sheet1 is

currently active.
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What are Columns, Rows, Cells, and Ranges?

Columns, rows, and cells make up the fundamental components of a worksheet. A column
is a vertical series of adjacent cells from top to bottom. A row is a horizontal series of cells

from left to right. A cell describes the intersection of a row and column:

A B C D E
‘
2
3 [Row Cell

Each column has an index letter. Since there are only 26 letters, and there can be far more
than 26 columns on a spreadsheet, the columns after column Z are indexed by the letters
AA, AB, AC, and so on until the last column (up to XFD, more than 16,000). Each row has an
index number, from 1 through 1,048,576. Each cell is given a name in the “ColumnRow”
format, with the top left cell referenced as Al. (In the example above, the word “cell” is at
C3.)

The active cell is the name given to the cell that is currently selected.

A cell range (or simply “range”) is defined as a series or block of adjacent cells.

Navigating in Excel

You will find scroll bars on the right and bottom sides of Excel workbooks:
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To view a different part of the current worksheet, click and drag the scroll bar:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do

¥ cut . P o = o o= s
© o cony Calibri - N ==2 General - Jl’?| ug 75‘, &= E‘)ﬂ [M] 5 Avtosum - A d p

pazie 7 B I U posxiti-O-A- === &4 EMegesCenter- | §- % » % i  Conditionsl Forms fommat | Insert Deiete Format Clear - Sort & Find &

< Format Painter Formatting- - asTale- | - - - Fitter - Select -
Undo Clipooard Alignment Number Tables Cells Editing -
kS
B A B c D £ F G H L M N o 4 a R 5 T u v
10 -
11
12
13
11
15
16
17
18
19
20
21
22
3
2]
25
2%
27
28
20
30
31
32
3
Y]
35
36
7
38
39
40
41
42 5

< >
Sheet! @
HELP IMPROVE OFFICE

Keyboard Navigation Options

Sometimes the keyboard can be an even quicker way to navigate through worksheets.

Below are some common keyboard shortcuts that you may find useful:

Move one cell in any direction
Go to column A

Return to cell Al

Scroll up or down by one screen
Move one cell to the right

Move one cell to the left

Up, down, left, right arrow keys
Home

Ctrl + Home

Page Up or Page Down

Tab

Shift + Tab
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Excel Formulas

26

When cells contain numerical data, you can perform mathematical operations on the cell

content using formulas and functions. The results of these operations will be shown in the

cell that contains the formula. Formulas can be simple, such as adding two cell values, or

quite complex, involving multiple mathematical operations.

Activity 1-2: Getting to Know Excel

You have been given a spreadsheet that requires a basic formula to calculate the total sales

based upon the number of products that were sold. You will use the tools covered in this

topic to complete this task.

1.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Click this course’s Exercise Files folder to view its contents by clicking Open,

Browse, and going to your USB drive:

- = Manage TSB USB DRV (D:)

4 Cut X I} New item ~
5 I

vl Copy path
Pinto Quick Copy Paste Move  Copy
e f] Pasteshortcut — to- 1o

Drive Tools

Delete Rename New
- folder

Clipboard Organize New

&« “ I wm » TSBUSB DRV (D:)

A

& Unlock Success Name

Excel Basic Activities
Waork

@ OneDrive

~ [ This PC
) 3D Objects
[ Desktop
|| Documents
¥ Downloads
D Music
=] Pictures
[ videos
i, Windows (C:)
= TSB USB DRV (D:)

o TSB USB DRV (D:)
Excel Basic Activities

Work

¥ Network

2items

£ Easy access -

- [m] X
Open Select all
v =
Edit Select none
Properties
o & History 5 Invert selection
open Select
~ @& | Search TSB USB DRV (D; »
Select a file to preview.

(Notice that the file we created in the last activity is also listed here.)
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3.  Next, click the “Excel Essentials Activities” folder:

< | TSBUSB DRV (D)

& cut

x |§ﬁ 3 New item - ﬂ r Open~  HHselectan

£ 7 Easy access ~ Edit Select none
& History  H Invert selection

%= Copy path *
Pinto Quick Copy Paste Move Copy Delete Rename  New
access [£] Paste shorteut | ‘to+  to- © folder

Clipboard Organize New

Properties

Open Select

« “ 1 am » TSBUSBDRV (D) v O Search TSB USB DRV (D:) pr

L Unlock Success A Name

@ OneDrive Excel Basic Activities

Work
[ This PC

8 30 Objects
I Desktop
Documents
< Downloads
D Music

=] Pictures No preview available.

B videos
‘i Windows (C:)
= TSB USE DRV (D)
— TSBUSE DRV (D)
Excel Basic Activities
Werk

¥ Network

2items  1item selected

4.  Click the Lesson 1 folder:

(e < | Excel Basic Activities - m] x
Home Share View [7]
)' o Cut x _:ﬁ T New item ~ u r Open > HHselectan
wal Copy path * =] Easy access * Edit Select none
Pinto Quick Copy Paste Move Copy Delete Rename  New Properties
P [7] Paste shorteut  to-  to- = folder = & History 5 Invert selection
Clipboard Organize New Open Select
<« v A > TSBUSBDRV (D:) > Excel Basic Activities ~ @ Search Excel Basic Activities @
Unlock Success A Name
@ OneDrive Lesson 1
Lesson 2
I3 This PC
- Lesson 2
B 3D Objects Lesson 4
[ Desktop Lesson 5
[5 Documents Lesson 6
4 Downloads Lesson 7
b Music
&) Pictures Mo preview available.
B videos
i Windows (C:)
s TSBUSB DRV (D)
s TSB USB DRV (D)
Excel Basic Activities
Work
¥ Netwerk
v < >

Titems 1 item selected
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5.

= | Lesson 1

0

Pinto Quick Copy

Share View

& cut

%l Copy path
Paste

access [7] Paste shortcut

Clipboard
« -4

& Unlock Success A

@ OneDrive

[ This PC
8 30 Objects
I Desktop
Documents
4 Downloads
D Music
=] Pictures
B Videos
i Windows (C:)
= TSB USE DRV (D)

= TSB USE DRV (D)
Excel Basic Activities
Waork

o Network

Sitems  1item selected 10.3KB

Click “Activity 1-2” to open it:

« @ X =

Move  Cop;
tor  tov

New

Delete Rename
- folder

Organize

» TSBUSB DRV (D:) » Excel Basic Activities » Lesson 1

MName

B3 Activity 1-1 Complete
2] Activity 1-2

@ Activity 1-3

B3 Activity 1-4

32 Lesson Lab 1-1

7 New item =

1] Easy access =

8 open -

Edit

£ History
Open

Properties

A B C

FH setect a

|- Select none
EF Invert selection
Select

v o

Search Lesson 1

28

| Sample Formulas l
155
2

> Sheet1 Sheet2

The workbook will now open:

Excel Online | John Smith > Lesson 1
Flle  Home nsert Data  Review  View T atyouwanttodo  Openin Excel
\’ﬁ lA C“ Catbr A B wirsp Text G
B copy
paste B I U R - Merge & Center © -
~ < Fommat Painter LRed & seatais §
Undo Cipbosra Fort Aigomant
AL ~ f sample Formulas
A & c o 3 G H ] K
1 [ Sample Formuias
2 155
3 2
5
6
s
9
10
n
12
3
14
15
16
7
18
12
20
Eil
2
k=]
2
E
B
Sheet! | Sheetz ®

B B

€2 80 | Condional Format | Insert Delete Format Sort& Find
§ Clear
%2R Fomating - 2 me <o T € Fier - Select
Nomger . o coing
L M N o 3 Q R s T
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7.  Ensure that Sheetl is displayed. Cells A2 and A3 in this sheet have very similar

formulas but display very different results. Click each cell and look in the formula
bar to find the difference:

£ =15+5/10 £ ={15+5)/10
A B A B
1 Sample Formulas 1 Sample Formulas
2 15. 2 15.5
3 3

8. Asyou can see, the parentheses completely change the result of this formula. Let’s
move to Sheet2 by clicking its worksheet tab:

FLE HOME  INSIRT  DATA  REVEW  VIEW @ Tellme what youwant todo EDIT IN EXCEL
ra L. === = ‘ o
& o Cut calbr B = ®  Genern . Fl n% —Y| &7 e (W] | Zaosum - }Z\V p
B2 capy === L A
Paste o) oY B I UD s “-M-A- = T E- §-9 » 4 @ | Conditional Foms Format  Insert Delete Format @ Ciagr - Sort & Find &
¥ Format Painter - =" = Formatting- - asTaole- - - - Filter - Select -
Undo Clipboard Alignment Number Tables Cells Editing
£ =(15+5)/10
A B c D 3 F G H J K 1 ' o P Q R s T
1| Sample Formulas
2 155
1[4
5
6
8
9
n
13
14
i
1
8
21
2z
24
2%
2
28
31
¢
Sheet1 Sheet2 *
HELP IMPROVE Ol
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9. This sheet contains a basic table with a few formulas calculating the data. Click cell
C2 to see how it is calculated:

fe |=a2+B2

A B C D
1 Quantity Sold Unit Price Total Sales
2

55 10.00

19 5 700 5 13300
11 5§ 18.00

(¥ I O FN ]

Grand Total

10. Click “cell C3” to see how it is calculated:

A B C D

1 |Quantity Sold Unit Price Total Sales
2 55 1000 % 50.00
3 | 18 5 70005 13300
= 11 5 18.00

3

Grand Total

Which method do you think is better?

11. Use the preferred method to calculate row 4. Do not forget to press “Enter” after
entering the formula:

2

A B C D
1 | Quantity Sold Unit Price Total Sales
2 55 10,00 35 50.00

19 5 7.00 133.00
11 5 18.00 FA4¥B4

Grand Total

(W A - F¥ ]
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12. Now, click in cell C5 and type: =SUM(C2,C3,C4):

£ =SUM(C2,C3,04)

A B C D
1 Quantity Sold Unit Price Total Sales
2 5% 1000 % 5000
3 19 5 700 $ 133.00
- 11 5 1800 5 198.00
5 [Esumicz,cs,ca)|

13. Press “Enter” to calculate the formula:

fe =SUMI(C2,C3,C4)

A B C
Quantity Sold Unit Price Total Sales
55 1000 5 50000
19 5 700 5 133.00

[, [ AR WE R P

14. Save and Close Excel to complete this activity:

11 5 1800 198.00
5 38100 .GmndTﬂhl

FILE  HOME  INSERT  DATA  REVIEW VIEW @ Tellme what youwant fodo EDIT IN EXCEL
a
o m % cut Calibr HIETI Sy Accounting
& Copy
Paste ‘w B I UDax i “-M-4- §0 0 oW
- < Fomat Painter = =
Undo Clipboard umbs
fe =5UMIC2,C3,C4)
A 8 [ D £ F G H 1

Quantity Sold Unit Price Total Sales
55 1000 $ 5000
19 5 700 5 133.00

1

2

3

4 11 5 1800 198.00

5 $ 38100 |Grand Total
6

w© oa

L e e i
HEEENEEREEORNEScedanent Do

w

Sheetl Sheet2 *

x
[l 5 [

LlE3 = cL 4

Conditional Forms Format

Formatting - -

Tables

as Table -

i By [y A, p
L LT_ 3 autosem - 5T

Sort & Find &
Fitter - Selact -

Insert Delete Format

Clear -

Editing

HELP IMPROVE O
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TOPIC C: Managing Workbooks

In the last section, you became familiar with the Excel interface. In this topic, we will look at

the basic options for managing those workbooks.

Topic Objectives
In this section, you will learn how to:

e Open, save, share, and print workbooks
e Edit a workbook in Microsoft Excel

e Use the Accessibility Checker

Opening a Workbook

To open a workbook in Excel, click the File tab:

Excel Online | John Smith > Documents lesson 1 -

John Smith
Home Insert Data  Review  View Tell me what you wantto do  Open in Excel & Share  LJ Comments

X cut - . oA b W . ?‘ = B p
ooy Calibri n AN 25 Wrap Text General = v e = [ 7Y
Copy _
B I UD e AY = o
) < Format Painter Yol & =
cont

B MergeiCenter~ §+ % 9 % B
Undo Cipooard

nitional  Format | Insert Delete Format ) Clear Sort& Find &
Formatting v as Table ~ - - - Filter - Select ~

Number ables Cells Editing ~

B1 - £ QiSales

A B c D E F G H J K L M N o 3 Q R 3 T u v w X

1 |product [a1sales | . -

»
Sheet1 ®

Help Improve Office
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The Open category should be selected by default. Click the workbook you want to open:

Book1 Saved John Smith

Open 2 here || D) Comments
eneral - = @ e B2 E % AutoSum ~ 9? p

& Find &
ilter - Select ~

Recent Documents

. 9% 9 43 $3  Conditional Format lnsert Delste Format g Clear.
¢ Formatting vasTable v - - -

Number Tables s Editing
E Sales Data.xisx
‘acmewidgets-my.sharepointeom  personal » jsmith_acmewidgets_onmicrosoft_com » )
D E F 6 H J K L
Lesson T.xlsx -

acmenidgets-my.sharepoint.com » personal » jsmith_acmewidge

nmicrosoft_com s ...

Book.xlsx
acmenwidgets-my.sharepoint.com » personal » jsmith_acmewidge

nmicrosoft_com » ..

Activity 1-11.xlsx
acmewidgets-my.sharepoint.com » personal » jsmith_acmewidgets_onmicrosoft_com = ..

Activity 1-1 Completexisx

acmewidgets-mysharepointcom » personal » jsmith_semewidgets_onmicrosoft_com » ..

Book 1.xIsx
acmewidgets-my.sharepointcom » personal » jsmith_acmewidge

nmicrosoft_com = ..

Book 2.xlsx
acmewidgets-my.sharepointcom » personal » jsmith_acmewidget

Excel Online can be used on any modern
onmicrasoft_cam = . web browser, no matter which device you
have. However, this tour is designed to be
used on a computer or tablet.

Lesson Lab 1-1.xlsx

acmewidgets-my.sharepaintcom » personal » jsmith_semewidgets_onmicrosoft_com » ..

Book 12.xlsx

acmewidgets-my:sharepointcom » personal » jsmith_acmewidgets

nmicrosoft_cam = ...

Lesson Lab 7-2 Complete.xlsx
acmewidgets-mysharepointcom » personal » jsmith_scmewidget

nmicrosoft_com » .

- Help Improve Gffice

Excel Online | John Smith > Business Documents Sales Data - Saved John Smith
File Home Insert  Data  Review  View Tell me what you want to do ¢ Open in Excel FUohn Smith is also editing © 14 Share  §J Comments
4 Cue Calibri BT 5 Wrap Text - E = BB S auesen - ;? p
z

pome LB CoRY g Find&

T UDaiivbhe A B Merge&Center § - % 9 G 9  Conditonal Format Insert Delete Format ¢ Clegr.

~ < Format Painter ormatting - as Table ~ - - N ilter v Select
Undo Cipboard Font Alignment Number Tables Cells Editing -~
G31 - f 273937
A B c D 3 F H 1 ) K L M N o P Q R 5 T u v

1 FullName Region Sub-Region Q1 Q2 a3 =
2 |Adda Ellwood Africa | Nairobi $443,983  $431,625  $450521  $433,587

3 Aguste Fessier America  Toronte $429,100  $425,269  $373941  $127,746

4 |AletheaWinyard  Europe Lisbon $114980  $380,264  $429,716  $261,241

5 |Ash Jirousek America Toronto $365,612 3332150  $264,538  $225349

6  Burton Wreath Asia Manila $170,905  $153,945 5219391  $238,136

7 |Christopher Fleis  Europe | Moscow $473496  $286897  $487,919  $216623

& Cedy Luton Europe  Lisbon $218,203  $277,489  $477,055  $416420

9 DebraGodman Africa Nairobi S418,579  S171,975  $448,654  $318,128

10 Delainey Mont Asia Manila $386,315 5184778  $162,573  $387,770

11 Drake Becom Europe  Moscow $341,113  $134,202  $178,894  $495,803

12 Ebonee Louch Asia Manila $224551  $115951  $289,162  $280,378

13 Erica Busse Europe  Moscow $165,706  $281,65  $327,955  $295231

14 Galvin Freiberg Europe  Warsaw $222,863  $255684  $415483  $390,461

15 Gardy Howsley America Toronto $420,109  $314733  $499214  $353,656

16 Haley Dartan Asia Bangkok $395,150  $413,390  $169,868  $294,643

17 |Hardy Eyckel Asia Manila $493,688  $285903  $130,577  $349,059

18 HerculesAlmon  Europe  Warsaw $408311  $487,532  $142,611  $323942

19 Joy Liddyard Asia Manila $144,480  $340,217  $103,012  $195,950

20 |Lucky Delouch America Toronto $363,379  $440399  $394,639

21 |Neal Sollars Europe  Moscow $383354 3418933 $209,335

22 RobertBalnaves  Asia Manila $255103 5134865  $441,530

23 |Rochette Shelley  America |Toronto $198576  $345601 5196293

24 RodgerCampany  Asia Manila $467,602 $266,613  $165,388 .
P P p— Py —r— canzaEa caraden  eanmam .

sales Chart 2025 sales by Region Sheetl PivotTable
. Help Improve Office
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Editing Your Workbook in Excel Desktop

To edit the current workbook of Excel, click anywhere in the workbook and enter data.

Excel Online | John Smith > Business Documents Sales Data - Saved John Smith

Fle  Home Insert Data Review  View Tell me what you want to do | Open in Excel Rlohn Smith is also editing - (& Share [ Comments

ut - . = A
f);'opy Calibri METER S 2 Wrap Tor Currency - [EH @ & 32 ] 5 auosum v 7Y /C)
Paste = I UDaz® Meroe & Center « . «8 g0 Conditional Format Insert Delete Clear « rt& Find &
« < Format Painter =T egeCenter= § - % 3 ® S natting v asTable v« w v & Clea Fiter v Select v
Undo Cipboard Font Alignment Number Tables Cells Editing -
G31 v e 273937
A B c ) 3 F G H 1 ] K L M N o P Q R s T v v
1 Full Name Region Sub-Region Q1 Q2 Q3 Q4 =
2 Adda Ellwood Africa Nairobi $443,983 5431629  $450,521  $433,587
3 Aguste Fessier America  Toronto $429,100  $425,269  $373941  $127,746
4 |AletheaWinyard  Europe Lisbon $114,980  $380,264  $429,716  $261,241
5 AshlJirousek America  Toronto $368612  $382,150 5264538  $225849
6 |Burton Wreath Asia Manila $170,905  $153345  $219,391  $238,136
7 Christopher Fleis Europe  Moscow $473,496  $286,897  $487,818  $216,623
8 Cody Luton Europe  Lisbon $218,203 5277489  S$A77,055  $416,420
9 |Debra Godman Africa | Nairobi $418579  $171975  $448,654  $318,128
10  Delainey Mont Asia Manila $386,315  $184,778  $162,573  $387,770
11 Drake Bacom Europe | Moscow $341,113  S$134,202  $178,894  $495,803
12 Ebonee Louch Asia Manila $224551  $115951  $289,162 280,378
13 Erica Busse Europe  Moscow $169,706  $281,265  $327,955  $296,231
14 Galvin Freiberg Euope  Warsaw $222,863  $255684  $415483  $390,461
15 Gardy Howsley America Toronto $420,105 3314733 $435214  $353656
16 Haley Dartan Asia Bangkok $395,150  $413,390  $169,868  $294,643
17 Hardy Eyckel Asia Manila $493,688  $285903  $130577  $349,059
18 Hercules Almon Europe  Warsaw $408,311  $487,532  $142,611  $323,942
19 |Joy Liddyard Asia Manila $144,480  $340,217  $103,012  $195,950
20 |Lucky Delouch America Toronto $363379 3440395  $394,635  $315354
21 Neal Sollars Europe  Moscow $388,254  $418,938  $209,895  $470,087
22 |Robert Balnaves Asia Manila $255,103  S134,865 ~ $441530  $143,461
23 |Rochette Shelley  America |Toronto $158576 3345501  $136,253 411346
24 RodgerCampany  Asia Manila $467,602  $266,613  $165388  $374,323
B PSR PY I caazzEa  camaaon  eamnasn  eaomnac .
Sales Chart 2025 Sales by Region Sheet1 PivotTable @
. Help Improve Office
When you are finished working with Excel, close the program:
Fle  Home et Pagelayom  Formuas  Data  Review View" Help  Acobat O Tellme what you wanito do « Share 3 Comments
o [5 cut Calib e | £ g et General | Bl B [nema Bad Good Neutral Calculation &8 B é”““"“’” v O
Copy - 5 E = TIFill+
Paste I U - . DA o . L% . Conditionsl Farmat az. m Ex atory Input Mot nsert Delete Format Sort & Find &
T Fromapune 7 U2 A = Emegeacen - | 5 0% 3 |54 | - == UL T T [ €0 e Seeas
Clipboars 3 Font . Alignment [ Nusmber A Styles ces Editing -
AL - £ | Full Name v
A 5 c 3 H ) 3 L M N o ® a R s T u v w x 7 z -

il Full Name B Region
2 |Adda Ellvwood africa

3 agustefessier  America
4 AletheaWinyard  Eurcpe
5 Ashlirousek America
6 BurtonWreath  Asia

7 Christopher Fleis  Europe
8 cadyLuton Eurcpe
9 DebraGodman  Africa
10 Delainey Mont  Asia

al  @ga 3
S443,983  S43L629  $450.521
425,100  $425,269  $373,881
$114950  $300064  $429,716
$I68.612  SHL150  5264.538
S170,905 5153545 219,391
$473,486  $286,897 5487913
$218203  $377489  $ATIOSS
$18579  SI7TLITS  SMB.654
5385315 S184778 162573

11 Drake Becom Europe $31113  S134202  $178,8%4
12 Ebonee Louch  Asia S224551  $us951 289,162
13 Erica Busse Europe $169,706 5261265  $327,95%
14 GalvinFreiberg  Europe Warsaw $222,863 5255604 415483

Save your changes if prompted:

Microsoft Excel >

! Want to save your changes to 'Sales Data.xlsx'?

Don't Save Cancel

The workbook will now be updated.
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Accessing Save Options

Although Excel is designed for workbooks in the cloud, you do have access to other save

options. To start, click the File tab:

Excel Online | John Smith » Business Documents Sales Data
F\L& HOME  INSERT ~ DATA  REVIEW VIEW @ Tellme what you want fo do EDIT IN EXCEL
"y = o e
B ot Verdana - - K == 88 Wrap Text General J-lTl ﬂg PR Dﬂ)\ N 3 Astosur
2 Copy 83
Paste oY Bl7 Upaxil-D-A- = ==& 4= ElMergeBCenter- §- % 3 % 03  Conditional Foms Format Insert Delete Fomat @ Ciear -
- & Format Painter o - o Formatting- -  as Table - - - -
Undo Clipbard Fore Alignment Number Tabies Calis
£ s
A B C D E F G H J K L M N
1 |Full Name Region Q1 Q2 Q3 Q4 |
2 |Rosanna Skeermor America/Toronte  § 136,593  $ 181,573 400,816  $ 215,603
3 | Delainey Mont Asia/Manila $386,315 $184,778  $ 162,573  § 387,770
4 Hardy Eyckel Asia/Manila $ 493,688 $ 285,903 $ 130,577 $ 349,059
5 | Gardy Howsley America/Toronto  § 420,109 $ 314,733 $ 499,214  $ 353,656
6 |Alethea winyard Europe/Lisbon $114,980  § 380,264 $429,716  § 261,241

Now, click the Save As category:

5B a | B Sales Dataxdsx

< > 0 m

x‘+ ~

E| https://acmewidgets-my.sharepoint.com/x:/r/personal/jsmith_acmewidgets_onmicroseft_com/ la

Save As

x o, o
- | 3| u% T fim G
e the < R eneral ol g B 5= 2
Where's the Save Button? S o + <) f4  Conditional Forms Format | Insert Delete |
Formatting- - asTable- - -
Click here to lesm about saving in Excel Online
" Number Tables Cells
Save As G H 1 ) K L N
B
Rename

—IJ Rename this workbook.

Download a Copy

u 1 Download a copy to your computer.

Download as ODS

= Download a copy of this workbook to your computer as an ODS file.

You will see a variety of save options in the right pane of the menu. Click the desired option
to open the appropriate dialog box, where you can customize various save options and
complete the process.
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Let’s look at the dialog box for each command.

Save As

Opens the Save As dialog box, allowing you to choose the online location where you want to

save the workbook and change the file name. Click “Save” to complete the process:

Save As x
Mame:
Sales Diata X
Location:
John Smith » Business Documents [mw Save to another folder
Save Cancel
Rename

Opens the Rename dialog box. Enter the workbook’s new name and click “OK” to complete

the process:

Rename x

Enter a name for this file:

Sales Data "

Ok Cancel
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Using the Accessibility Checker

To check your workbook for possible accessibility issues, click “Review = Accessibility

Checker:”

B 49 ‘ B sales Dataxlsx

< - O @

FILE HOME INSERT

[ Iy

&

Accessibility
Checker

Agcessibi

& h

DATA

Comments

x‘+

REVIEW

A4

VIEW

//acmewidgets-my.sharepoint.com,c/

Excel Online John Smith » Business Documents

smith_acmen

Sales Data

Q Tell me what you want to do EDIT IN EXCEL

The Accessibility Checker task pane will then be displayed on the right-hand side of your

screen:
FILE HOME  INSERT ~ DATA  ReVIEW  VIEW @ Tell me what you want to do EDIT IN EXCEL
I
Accessibility
Checker
Accessibility Comments ~
5
A ] c D E F G H J K L e
1 |Full Name Region Q1 Q2 Q3 Q4 I - Accessibility Checker * B
2 |Rosanna Skeermor America/Toronte  $ 136,593  $ 181,573  $ 400,816  $ 215,603
3 |Delainey Mont Asia/Manila $2386,315 $ 184,778  § 162,573  §$ 387,770 ‘ ,“[.\ _ © Last crecke: 11:41 AM oo
4 |Hardy Eyckel Asia/Manila $493,688  $285903  $130,577  § 349,059 @L/ >
5 | Gardy Howsley America/Toronto % 420,109 % 314,733 $499,214 % 353,656 / g = Errors
6 | Alethea winyard Europe/Lisbon $114,980  $ 380,264 $429,716  § 261,241 /,-ﬂ‘
7 |Tally Leppington Europe/Lisbon §436,760  $273,361  $360,605 | § 170,607 L . “ Missing Alt Text
& Robert Balnaves Asia/Manila $ 255,103 % 134,865 $ 441,530  $ 143,461 (Sales Dataxlsy)
9 |Christopher Fleis Europe/Moscow  § 473,496  § 286,897  $487,919  §$ 216,623
10 Erica Busse Europe/Moscow  § 169,706  § 281,265 327,955  $ 296,231
11 Joy Liddyard Asia/Manila $144,480  $340,217  $103,012  § 196,950
12 |Ebonee Louch Asia/Manila $224,551  $115951 $289,162  § 280,378
13 Neal Sollars Europe/Moscow  § 388,254 418,038  $ 209,895  §$ 470,087
14 Drake Becom Europe/Moscow  § 341,113  § 134,202  $ 178,894  § 495,803
15 Rodger Campany  Asia/Manila $467,602  § 266,613  $ 165388  $ 374,323
16 Cody Luton Europe/Lisbon $218,203  §277,489  $477,055  $ 416,420
17 |Tucky Habishaw Asia/Bangkok $ 210,086 $ 139,985 $ 168,733 $ 485,319
18 |sylvan Eshmade Europe/Lisbon $ 415,418 $ 379,522 $ 460,876 $ 327,551
19 Haley Dartan Asia/Bangkok 5395150  $413,390  $ 169,868  § 204,643
20 |Adda Ellwood Africa/Mairobi $443,983  §$431,629  $450,521  § 433,587
21 |Debra Godman Africa/Mairobi $418,579  $171,975  $ 448,654  § 318,128
2 |silvano Estable Asia/Manila $372,755 $120,213  $ 450,051  $ 403,664
23 |Ronald Burriss Africa/Nairobi $247,753  §$474,183  $403,443  $ 483,015
24 |Wanda Ratlee Asia/Bangkok 5167,342  $476,637  $424,504  § 273,937
25 |Lucky Delouch America/Toronto | § 363,379  $ 440,399  $ 394,639  $ 315,954
26 |Galvin Freiberg Europe/Warsaw  § 222,863  § 255,684 415,483  § 390,461
27 |Burton Wreath Asia/Manila $170,905  $153,945  $219,391  § 238,136
28 ash Jirousek America/Toronte  $ 368,612  $ 382,150  $ 264,538  $ 225,849 To make this document more accessible for people
29 Hercules Almon Europe/Warsaw $ 408,311 $ 487,532 $ 142,611 $ 323,942 with disabilities, select and fix the issues in the
30 |Rochette Shelley America/Toronto  § 198,576 $ 345,601 $ 196,293 $ 411,246 Inspection Results box.
31 |Aguste Fessier America/Toronte  § 429,100  §425,269  $373,941  $ 127,746 Additional Information
32 The Accessibility Checker inspected your
33 document for all issues that can be fixed in the
34 browser. For a complete inspection, open your
sl ¥ coumentin the cesktop app.
Sales Dataxlsx & : Read more shout making documents accessible
HELP IMPROVE OFFICE

Its contents are divided into three sections that list different types of problems. Click any

item to go to that workbook object and resolve the problem.
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Printing a Workbook

To print a workbook from Excel, click “File = Print,” or press “Ctrl + P:”

2020 himetable - Excel Belinda byt Unlock Su:

Print

Print
Printer S
Ballarat Computer Training Timetable 2020

) o NG DT - All courses run from 9.00am - 4.30pm

Ty Excel Basic Excel Excel Word Basic Word Word PowerPoint

Intermediate Advanced Intermediate Advanced
R January

Settings February 5 19 1 26
@ Print Active Sheets . March 4 13 11 25

Only print the active sheets April 1 n 8 22

- B May 27

(= -t - June 3 17 10 24
Print One Sided . July 1 15 8 29 22

Only print on one side of th. August 5 19 12 26

i September 2 16 30 9 23
[ ] - October 7 21 14 28

123 123 123

November 4 18 11 25

[ tandscape Orientation - December

T *All courses available in-house on request - minimum number 10

|:| 21.50 cmx 27.94 em

i Normal Margins

Left 178em Right 178
o Fit Sheet on One Page

™ Shrink the printout so that it...

Page Setup

The Print Settings options are available, where you can set various print options.

Once you click “Print” to send the workbook to the printer (or click “Esc” to stop the

process), you will return to the workbook.
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Activity 1-3: Managing Workbooks

In this activity, you will open and export a workbook. Ensure your Exercise Files have been

uploaded to OneDrive before starting this activity.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 1 of your Excel Essentials Activities folder. Open Activity 1-3:

(Refer back to Activity 1-2 if you need help.)

3. The workbook will now open:

Warner, NH

1

2

4 Lyon, MA

5 willow Run, NH
6 Conyersville, Rl
7 Mount Baker, NY

& Farmington Lake, RI
9 Martins Corner, NH

11 willaha, NY
12 center, MA
13 Spring City, MA

4 Mittenlane, Nv

5 |East Waterford, ME
16 |Coltman, RI

7 Scottsville, NJ

8 Hebron, NH

19 Longview, MA

20 Emerson, NJ

I

FILE HOME INSERT DATA
o
© ry do o Calibri
B2 cCopy
Paste oY
¥ Fommat Painter
Undo Clipboard
£ city
A
city Istate

East Natchitoches, RI

10 Pickerel Narrows, ME

Financial Data

REVIEW  VIEW

Q@ Tell me what you want to do

n A K
U D oabeii-O- A
Fon
C D

Office Type Revenues
Corporate 125319
Franchise 433924
Partner 135816
Corporate 233255
Franchise 128691
Corporate 2445813
Franchise 392518
Franchise 331773
Partner 244975
Partner 137925
Corporate 207163
Partner 432326
Partner 177789
Franchise 2015945
Corporate 461214
Partner 440462
Partner 407339
Partner 376263
Franchise 149134

Financial Scorecard

EDIT IN EXCEL

Genera

$-% *» W2

Number

F

E @B

Conditional Forms Format

Formatting -

H

Operating Expenses  Operating Profit  Depreciatii Net Profit

65792
101465
67388
83606
67175
89974
82675
85288
100834
104528
73705
79297
103757
83178
86688
81912
BB286
92698
87513

4667
5068
5700
5089
4956
5062
6100
5795
5153
5673
5599
4872
5144
4734
6066
4842
4604
5195
5168

Tables

as Table -

@ o = A p
A :>\ n 3 AutoSum - Z\Y

Sort & Find &
Filter - Select -

Insert Delete Format

Cells

! K
Scorecard

Average Profit
Highest Revenue
Lowest Expenses

Clear -

Editing

HELP IMPROVE O
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4.  First, let’s check the workbook for accessibility issues. Click the Review tab and
click “Check Accessibility:”

B & | ) Microsoft Office Home [ Lesson 1 - OneDrive Activity 1-3.xlsx X4+ v

< - 0O @ G http

reonal/jsmith_acmewidgets_onmicro:

‘acmewidgets-my.sharepoint.com/

Excel Online John Smith » Lesson 1 Activity 1-3
FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
: — p—
k= =
Accessibility New Show
Checker Comment Comments
.&cosss'b'liqm Comments

5.  You should see that the workbook has no issues. Close the task pane:

FILE HOME  INSERT ~ DATA  REVEW  WIEW Q@ Tell me what youwant fo do EDIT IN EXCEL
iy +— p—
L LE
Accessibility  New Show
Checker | Comment Comments
Accessibility Comments
& city
A B C o E F G H |
1 |city Istate Office Type Revenues  Operating Expenses  Operating Profit  Depreciatit Net Profit ~ Accessibility Checker x[} »
2 |Wamer, NH Corporate 125319, 65792 4667
2 East Natchitoches, RI Franchise 433924 101465 5068 © Lst checked: 958 AM Recheck
4 Lyon, MA Partner 135816, 67388 5700 Accessioilty check s complete.
5 |Willow Run, NH Corporate 233255 83606 5089
6 |Conyersville, RI Franchise 128691 67175 4956
7 |Mount Baker, NY Corporate 244913 89974 5062
2 |Farmington Lake, RI Franchise 392518 82675 6100
9 |Martins Corner, NH Franchise 331773 85288 5795
10 pickerel Narrows, ME Partner 244975 100834 5153
11 |willaha, NY Partner 137925 104528 5673
12 |Center, MA Corporate 207163 73705 5599
13 |Spring City, MA Partner 432326 79297 4872
14 |Mittenlane, NY Partner 177789 103757 5144
15 |East Waterford, ME Franchise 201945 83178 4734
16 |Caltman, RI Corporate 461214 86688 6066
17 |Scottsville, NJ Partner 440462 81912 4842
18 |Hebron, NH Partner 407339 88286 4604
19 |Longview, MA Partner 376263 92698 5195
20 |Emerson, NJ Franchise 149134, 87513 5168
21
22
23
24
25 To make this document more accessible for people
% with disabilities, select and fix the issues in the
= nspection Resuits box
28 Additional Information
20 The Accessibility Checker inspected your
document for sl issues that can b fixed in the
30 browser. For a complete inspection, open your
3 ¥ document in the desktop app.
2 Financial Data Financial Scorecard & - Read more about making documents accessible
- HELP IMPROVE OFFIC

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



41

Microsoft Office Excel 365: Essentials

6. Now, let’s save a copy of the workbook. Click the File tab:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me whatyou want to do EDIT IN EXCEL

, *

e U
Accessibiity  New Show
Checker  Comment Comments
Accessibility Comments
£ City

A B C o E F G H

1 i state Office Type Revenues  Operating Expenses  Operating Profit  Depreciatis Net Profit
2 (Warmer, NH Corporate 125319 65792 4667
3 |East Natchitoches, RI Franchise 433924 101465 5068
4 |Lyon, MA Partner 135816 67388 5700
5 | Willow Run, NH Corporate 233255 83606 5089
6 |Conyersville, RI Franchise 128691 67175 4956
7 | Mount Baker, NY Corporate 244913 89974 5062
& | Farmington Lake, RI Franchise 392518 82675 6100
9 | Martins Corner, NH Franchise 331773 85288 5795
10 pickerel Narrows, ME Partner 244975 100834 5153
11 | willaha, NY Partner 137925 104528 5673
12 |Center, MA Corporate 207163 73705 5559
13 | spring City, MA Partner 432326 79257 ag72
14 Wittenlane, NY Partner 177789 103757 5144
15 | East Waterford, ME Franchise 201945 85178 4734
16 |Coltman, RI Corporate 461214 B6688 6066
17 |scottsville, NI Partner 440462 81912 4842,
18 |Hebron, NH Partner 407339 88286 4604
19 | Longuiew, MA Partner 376263 92698 5195
20 |Emerson, NJ Franchise 149134 87513 5168
21
22
23
24
25
26
27
28
29
30
31

<

Financial Data Financial Scorecard (O

J K
Scorecard
Average Profit
Highest Revenue
Lowest Expenses

M N

HELP IMPROVE OFFICE

7. Click the Save As category:

Open
Recent Documents
Activity 1-2xdsx

Activity 1-1.xlsx

More on CneDrive for Business

acewidgets-my.sharepoint.com » personal » Jsmith_acmewidgets onmicrosoft_com =..

acmewidgets-my.sharepeint.com = personal » jsmith_scmewidgets_onmicrosoft_com »...

H
tis Net Profit

8. Update the file name to read ‘Activity 1-3 completed’, click Save.
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TOPIC D: Getting Help in Excel

By now, you will have noticed that you can do a lot of things with Excel, and we have only
scratched the surface. It is virtually impossible to memorize everything it offers, and its
features are constantly changing. Luckily, Excel comes with a few different help tools so that

you can find answers to your questions.

Topic Objectives

In this section, you will learn how to:
e Use Help

e Access advanced help options
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Using Help

To use Help, click on the question mark icon entitled ‘Help’ and type your question in the

box that generates:

P ]

File Home Insert Page Layout Formulas Data Review View Help

@R OrpLe T EL

Help Contact Feedback Show What's | Community Bxcel Suggest
Support Training New Blog a Feature

Help Community

As you type, you will see links to the related topic:

Once you have typed in your query and pressed enter, you will see links to the related topic:

Fle  Home insert  Pagelayow  Formulas  Data  Review  View  Help & Share | T Comments

RO0esL v EA

Help Contact Fesdback Show Whats  Comevunty Excel Suggest

Suppart Training Hew Blog & Festure
Help Commumity ~
& £ -
A ] < [ E 3 3 " 1 ) [ L M N ) v Q R s T u v =
1s Help TEX
2
3 o
0
4
s
[ Results for “sum”
7
8 SUM function
0 I o e
e formula, For example. entering =SUM(10. 2) returs 12. This function
N sublracts when negative numbers are used in the arguments.
il SUMIF function
Lo You use the SUMIF function in Excel to sum the values in a range
= that meet criteria that you speciy. For example. if a column contains
& BT ST T s
] Learn more about SUM
il The easiest way to add 3 SUM formula to your workshest s to use
B the AutoSum Wizard. Select an empty cell directly above or below
:: the range that you want to sum. and on the Home or Formula tabs
3 Use AutoSum to sum numbers
2 If you need to sum a column or raw of numbers, let Excel for the web
= do the math for you. Select a cell next to the numbers you want to
- sum. dick AutoSum on theHometab, press Enter, and you're done.
= SUMIFS function
= The SUMIFS function, one of the math and trig functions, adds all of
£ its arguments that mest multiple criteria For example. you would use
3 SUMIFS to sum the number of retailers in the country who (1) reside
)
F)
3 Show more
3
36
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Accessing Advanced Help Options

This is the traditional Help window:

I earch results for ‘sum' - Office.com - Goo... = O >

tps://support.office.com/en-US/client/results?Shown...

| <@ km e Jo
allfunction

The SUM function, one of the math and trig functions, r
adds values, You can add individual values, cell
references or ranges or a mix of all three. This section...

Use the SUM functi sum numbers in a
range

Type =5UM in a cell, followed by an opening parenthesis
(. To enter the first formula range, which is called an
argument (a piece of data the formula needs to runj....

SUMIF function

You use the SUMIF function to sum the values in a range
that meet criteria that you specify. For example, suppose
that in a column that contains numbers, you want to su...

Use AutoSum to sum numbers

T ciirn a endiitrnn nf niimmbhare calact tha Fall imadiatabe —

(You can also click “Help - Help” to open this dialog box.)

In the top right-hand corner, you will see the Minimize, Maximize/Restore, and Close
buttons (1). Also, at the top is the Help toolbar (2) and search bar (3). The main part of the
window shows the main help content (4). You can browse through the help content by

clicking the blue text, called a hyperlink.

This text is linked to relevant information. For example, the “Sum function” link will show

the syntax for that function and a video about using it:
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Search results for 'sum’ - Office.com - Microsoft Edge = O X

"l
2

0L

1

B httpsy//support.office.com/en-Us/client fresults?sh

Excel Online Help

SUM function

The SUM function, one of the math and trig functions, adds values. You
can add individual values, cell references or ranges or 2 mix of all three.

For example:

= =SUM(AZ:A10)

= =SUM(AZ2:A10, C2:C10)

You can perform a new search for help information by typing keywords into the search bar

and pressing “Enter.”
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Activity 1-4: Getting Help in Excel

In this activity, you will explore Excel help features.

1.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Navigate to Lesson 1 of your Excel Essentials Activities folder. Open Activity 1-4:

(Refer back to Activity 1-2 if you need help.)

Next, we want to change the font size of cell H1. Click it to select it:

FILE HOME  INSERT ~ DATA  REVEW VIEW Q' Tell me what you wantto do EDIT IN EXCEL
2} I)‘: E:‘py Calibr BT I Y General . = D &m 3‘)\ II 3 autosum - ?\Y p
Paste . B I U Daxil-D-A- §.09 » 4§ g5  Conditional Forms Format lnsert Delete Format Clear - Sort & Find &

- ¥ Fomnat Painter Formatting- - asTable- - - - Filter - Select -

Undo Clipboard Font Number Tables Cells Editing

fe City
A B C o E F G H J K L M N

1 |city Istate Office Type Revenues  Operating Expenses  Operating Profit  Depreciati Net PM% Scorecard

2 Warner, NH Corporate 125319 65792 4667 Average Profit

3 East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue

4 Lyan, MA Partner 135816 67388 5700 Lowest Expenses

5 Willow Run, NH Corporate 233255 83606 5088

6 Conyersville, RI Franchise 128691 67175 4956

7 Mount Baker, NY Corporate 244513 39974 5062

&  Farmington Lake, RI Franchise 392518 82675 6100

S Martins Corner, NH Franchise 331773 85288 5795

10 Pickerel Narrows, ME Partner 244575 100834 5153

11 | willsha, NY Partner 137925 104528 5673

12 Center, MA Corporate 207163 73705 5599

13 Spring City, MA Partner 432326 79297 4872

14 Mittenlane, NY Partner 177789 103757 5144

15 | East Waterford, ME Franchise 201545 83178 4734

16 Coltman, RI Corporate 461214 86688 6066

17 scottsville, NJ Partner 440462 81912 4842

18 Hebron, NH Partner 407339 88286 4604

19 | Longview, MA Partner 376263 92698 5195

20 Emerson, NJ Franchise 149134 87513 5168

Click the Help function on the ribbon, click on the Help button:

Fle  Home  Insert  Pagelayout  Formulas  Data  Review View  Help

O8] O0rse B ELY

Help Contact Feedback Show What's | Community Excel Suggest

Support Training  New Blog aFeature
Help Community

H1 - fe | NetProfit

A B c D 3 F G H 1 K L M N o
1 [city State Office Type Revenues  Operating Expenses Operating Profit Depreciat[Net Profit] Scorecard
2 |Wamner, NH Corporate 125319 65792 4667 Average Profit
3 |East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue
4 |Lyon, MA Partner 135816 67388 5700 Lowest Expenses
5 |willow Run, NH Corporate 233255 83606 5089
6 |Conyersville, RI Franchise 128691 67175 4956
7 |Mount Baker, NY Corporate 244913 89974 5062
8 |Farmington Lake, RI Franchise 392518 22675 6100
9 |Martins Corner, NH Franchise 331773 85288 5795
10 |Pickerel Narrows, ME Partner 244975 100834 5153
11 | Willaha, NY Partner 137925 104528 5673
12 |Center, MA Corporate 207163 73705 5599
13 |spring City, MA Partner 432326 79297 4872
14 |Mittenlane, NY Partner 177789 103757 5144
15 |East Waterford, ME Franchise 201945 83178 4734
16 |Coltman, RI Corporate 461214 86688 6066
17 |Scottsville, NJ Partner 440462 81912 4842
18 |Hebron, NH Partner 407339 23286 4604
19 |Longview, MA Partner 376263 92698 5195
20 |Emerson, NJ Franchise 149134 87513 5168
21
27
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Type “font size” into the search field and press enter. Results will automatically

appear:

Fle  dome et fagelmest  formuas  Data  Review  View  Help & Share  © Comments

OsLs nEL

Help Contact Feedback Show What's  Community Escel Suggest
Support Traning Mew Blo

9 afesture
[ - £ | netorone ~
A . c o € f G H ' J 3 L " N o
1y State Office Type Revenues Operating Profit Depr Scarecard Help R
2 warner, N Corparate 128318 s o7 Averags profit
3 East Natehrtaches, Ri Eranchise anon 01485 s088 Highest Reverue iy P oo
& lLyon, ma Partner 1515 67388 5700 Lowest Expenses
5 | Willow Fun, Corparate 233255 3606 508
& Comyersuille, Al Franchise 128691 s 4556 Results for “font size”
7 |Maunt Bakar, N¥ Corparate 213 s s062
& [Farmington Lake, Rl Franchise sz 207 100 e i o i
& |Martins Comner, NH Franchise an sa8s 7
Unier When creating hew workbooks, in the Font Size box. enter the
10 Pickerel Narrows, ME . o e 1 e T et
ize you Want. O, you can type in any size you want n
11 [ willana, N Partner aa7e2s 0528 son
. 405, in multiphes of 5, such a5 105 or 105.5. You can sk choos
12 [Center, Ma corparate wnes 73705 559 403, n mnipes of S mich s 10 or 1055 You can o chaose
13 [spring Cry, WA Bartner o 957 n Change the font format for hyperlinks
14 |wittenians, Ny partrer 177388 Ty 108
; Change the font format for hyperlinks. .. You can change the default
15 |East Waterlord, ME Eranchise 20104 a7 a7
| = — e B hyperiink taxt styles in 3 workbook by formatting the Hyperlink or
Aowon Fallowed Hyperlink collstyles. Here's haw: Clck the cell with the
17 [scottsuille, N Partner 2 1912 52
18 Hebron, NH Partner a3 5285 504 Acki aed formmiat m chart lngard
18 ongriaw, Ma jPurter S92 2058 s18s Add ar format 3 chart legend, _ Change font or fontsize. Right
Blemerson, 1y (Franchdse EL_ i 168 cick the legend, and then dick Font. On the Fant b, make the
n ehanges that you want to the font or font size, Change legend
= Format text in headers or footers
= Format text in headers or footers. . You can change the font. stye.
= ‘s slze of the headers and footers that you want to prnt with along
)

with contents of your workshase. Alzo, therd ar8 GEtans you <an

Choose “change the font size” article and scroll down to “Change the size of

selected text:

Fle  Home mset  Pagelajont farmulas  Data  Review  View  Help & Share  © Comment

Qe s rEL

Help Contsct Feedback Show Whats | Community Ercel Suggest
Suppart | New [T

og aFestue
Hew Community
HL . £ | Netprofit
A 5 o [ 3 3 [ " ' 3 [ L [ N o Bl
1 [eity state Offica Type Ravanues  Operating Expenses Gperating Prafit Doprociat]Nat Profi] ‘Scarecard Help -
2 Warner, NH Corporata 318 a7z 667 Average profit
3 East Natchutoches, Bl Franchize e 101383, s06 Highest Revenue eg P tont s
4 tyon,ma Partner 1as16 onss smo Lowest Expenses
5 Willow Bun, NH Corporate 2ams 83008 sos
5 Conyersville, Bl Franchise 128831 enzs 156 Change the font size
7 Mount Bsker, NY corporate 2na13 89974 su62
& |Fanmington Lake. RI Franchise 0518 w2575 6100 Yo can change the fantsize for il text or just sefected text in
9 Martins Comer, NH Franchise 7 85288 5795 desktop Excel. PowerPoint. o Word.
10 Pickerel Warmows, ME Partnes 204375 100834 5153
Partner ST 204528 ] Change the detault font size for all text
corporate 2mes s B
Fartner ann Ll am The way you change the default fant size varies by app. Select
Fartner 7 109757 14 your app belouw, and then follow the steps.
Franchise B s ama
Corporata sz1e . e excel .
partner e s1912 P
Partner 73y 88288 604 Poweiomt
Partnes ama63 e P —d -
20 Emerson, NI Franchise 813 sm1 a
n
2 Chang the size of selected toxt
3
) To change the font size of selected text in deskiop Excel,
2 PowerPoint. or Word:
s
= 1. Select the text o cells with text you wani to change. To select
= all text in a Werd document,press Cirl + A
£l 2. On the Home tab, click the font size in the Font
0
3 oM
2
= ot (80 WA
# Formt ot B 7 &-%x-
» |
7
= | You canaisa type inany sze you want, witin th folowing
- timits
Financial Data | Fnanoal Scarecard & 1 "
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7. Follow the directions on the screen to increase the font size of cell H1 to 14:

A B C D E F G H

1 |C'|ty' State Office Type Revenues  Operating Expenses  Operating Profit  Depreciatii Net Profl‘t
2 |Wamer, NH Corporate 125319 65792 4667 |
3 |East Natchitoches, RI Franchise 4335924 101465 5068

4 |Lyon, MA Partner 135816 67388 5700

5 Willow Run, NH Corporate 233255 23606 5089

6 | Conyersville, RI Franchise 128591 67175 4956

7 | Mount Baker, NY Corporate 244813 89974 5062

8 |Farmington Lake, RI Franchise 382518 82675 6100

9 |Martins Corner, NH Franchise 331773 85288 5795

10 |Pickerel Narrows, ME Partner 244975 100834 5153

11 | willaha, NY Fartner 137925 104528 5673

8. Save As and call the file ‘Activity 1-4 completed’. Close Excel to complete the

activity.

Summary

In this lesson, we learned about some of the terms used when working with Excel, and how
to use the basic features of the Excel interface. We also learned how to create, view,
navigate in, save, and print workbooks. We wrapped up the lesson with information on
using Excel’s help features.
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LESSON 2:
WORKING WITH DATA

Lesson Objectives

In this lesson you will learn how to:

e Use formulas and functions
e Work with data, rows, and columns

e Sort and filter data

TOPIC A: A Closer Look at Formulas

Now that we have learned about the Excel interface, it is time to learn about Excel formulas.

We will start with the basics, including where and how to enter formulas in Excel.

Topic Objectives

In this section, you will learn about:
e The formula bar
e The elements of an Excel formula
e Common mathematical operators and their order of operations

e Excel cell references
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The Formula Bar

You can enter functions and formulas in the formula bar, just below the ribbon:

= ‘ Sales Dataxlsx X |+
& = O n & https;//acmewidgets-my.sharepoint.com/u/r/personal/jsmith_acmewidgets_onmicr
Excel Online | John Smith » Business Documents Sales Data
FILE HOME  INSERT  DATA  REVIEW WVIEW @ Tell me what you want to do EDIT IN EXCEL
% cut Verdana -1 - KA
E= cop
Paste P B I U p ak A -
Undo Clipboard Font Alignment Mur
~ |
A B C D E F G
1 Full Name Region Q1 Q2 Q3 Q4
2 |Rosanna Skeermor America/Toronto  $ 136,503  $ 181,573  $ 400,816 $215603 [ |
3 |Delainey Mont Asiaf/Manila % 386,315 % 184,778 $ 162,573 % 387,770
4 Hardy Eyckel Asia/Manila § 493,688 $ 285,903 $ 130,577 % 349,059
5 |Gardy Howsley America/Toronto  $ 420,109 % 314,733 % 499,214 4 353,656

(The “fx” button on the right side of the formula bar will open the Insert Function dialog
box, which we will discuss in the next lesson.) You can tell if a cell contains a formula by
making it active. If there is a formula in the active cell, it will be shown in the formula bar:

S ‘ Sales Dataxlsx b BV
~ — 0O M 8 httpsy//acmewidgets-my.sharepoint.com/ac/r/personal jsmith_acmewidgets_onmicrosoft
Excel Online John Smith » Business Documents Sales Data
FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IM EXCEL
-
h> e H cut Verdana -1 N AT == 2B Wrap Text Accounting
|'=3 Copy -.
Paste | . B I UDai=-h-A- ===& 4= EHMergeaCenter- $- % * %l
- ® Format Painter
Undo Clipboard Font Alignment Mumber
P
A B C D E F G
1 |Full Name Region o1 Q2 03 Q4
2 |Rcsanna Skeermor America/Toronto I % 136,593 % 181,573 % 400,816 $ 215,603 |$934,585 |
3 |Delainey Mont Asia/Manila T J80,510 T 1849,//8 3 1bd,5/3 3 da/,/ /0
4 |Hardy Eyckel Asia/Manila % 493,688 % 285,903 $ 130,577 % 349,059

Here, the SUM function is being used to add data from cells C2 through to F2.
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Elements of an Excel Formula

Here are some important things to note about formulas:

Formulas are always preceded by an equals sign (=).

Formulas can contain cell references (such as A1), numbers (such as 23), or functions
[such as SUM(B2:B9)].

=A1+23, = d2-c2, and =B10+b11/C6 are all valid formulas; cell references are not

case-sensitive.

You can enter a formula by typing directly into a cell or into the formula bar:

5UM - > v =1+1

A E C D E

1 | =1+1 1

If you include a cell reference in a formula (such as =B3*6), and that cell reference
itself contains a second formula (such as =B1+B2, stored in B3), that second formula
(=B1+B2) will be evaluated first, and the result will be used in =B3*6.
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Mathematical Operators

Excel uses eight basic mathematical operators:

Name Symbol Example
Exponent A 1072 =100
Division / 10/2=5
Multiplication * 10*2 =20
Addition + 10+2 =12
Subtraction - 10-2=8
Equivalence = 10=10
Greater Than > 10>2

Less Than < 2<10

The Order of Operations

The common mathematical operators shown above are listed from top to bottom in order
of precedence. This means that Excel does not simply calculate expressions from left to
right; certain operations are performed before others. Multiplication and division, addition

and subtraction, and the greater than/less than operations each have equal precedence.

You can impose your own order of operations by enclosing expressions in parentheses ().
The operations inside the parentheses will be evaluated before the operations outside. If
you have parentheses within parentheses, such as ((2+3)*4), the expression in the inner
parentheses, (2+3) =5, will be evaluated first, and the result will be used to evaluate the

expression in the outer parentheses, (5*4) =20.
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One easy way to remember precedence order is to remember the word “BEDMAS,” which
stands for Brackets (Parentheses), Exponents, Division, Multiplication, Addition, and
Subtraction. Note that:

e Division and Multiplication have equal precedence, calculated from left to right.

e Addition and Subtraction have equal precedence, calculated from left to right.

Types of References

Relative References

In the last lesson, we learned that worksheets are composed of rows (horizontal, referenced
with numbers) and columns (vertical, referenced with letters). The intersection of each row
with a column forms a cell, and each cell is given a name in the “ColumnRow” format. These
are called relative references and are typically the most commonly used type of reference
in Excel. Such references are flexible in that they change depending upon the position of the

formula.
Absolute References

While relative references are fine for most situations, if data is moved around or copied
using AutofFill, relative cell references can create incorrect and confusing results. To avoid
this, absolute cell references are used. These references use dollar signs (S) to make sure a

formula always references the same location, no matter where it is moved.

You can assign absolute cell references in three ways:
e SColumn$Row: Both the row and column designation will not change (SAS1).
e SColumnRow: The column designation will not change, but the row can (SA1).
e ColumnSRow: The row designation will not change, but the column can (AS1).

Mixed References

Mixed references include a mix of absolute and relative cell references. For example,
SColumnRow (SA1) is a mixed reference because while the column designation is an
absolute reference, the row designation is relative. Additionally, ColumnSRow (AS1) is also
a mixed reference because the row designation is an absolute reference, while the column

designation is a relative reference.
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Activity 2-1: A Closer Look at Formulas

Now that you know a bit more about formulas, you would like to take a closer look at the

workbook your company uses to track invoices.

1.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Navigate to Lesson 2 of your Excel Essentials Activities folder. Open Activity 2-1:

(Refer back to Activity 1-2 if you need help.)

First, let’s look at the Invoice Details worksheet. Click its tab to display it:

FILE HOME ~ INSERT ~ DATA REVIEW VBN @ Tell mewhatyou wanttodo EDIT IN EXCEL
B X cut - . BE=s "ﬂﬂ oL o, = A p
B conn Arial -25 - A A - _Z & General JI'T = iy 5 E‘X B X Autosum - ZY
Paste T Bl 1 U D il A- = T BE- $-9% » 5 M  Condtional Foms Format | Insert Delete Format @ . Sort& Find &
- ¥ Format Painter - - == Formatting- - asTable- - - Filter - Select -
Undo Clipboard Font Alignment MNumber Tables Cells Editing
2
A B C D E F G H 1 J K L M N
1 _
2 4756 Jett Lane P:310-678-0200 info@acmewidgets.com
Irvine, CA 92614 F: 310-678-0300 W acmewidgets.com
3
4 Bill To: Contaso, Ltd Phone: 432-555-0189 Invoice # 3-456-2
5 Address: 567 Walnut Lane Fax  432-555-0123 Invoice Date: 5/11/2018
6 Moline, MO 098765 Email: heather.pelzer@contoso.com
Invoice For: Project 2
7
| Iltem # Description Qty Unit Price Discount Price
24567 Invoice 3-456-2 Data 1 39 |5 500(8 - |18 195.00
9
. 24568 Invoice 3-456-2 Data 2 40 4.00 500 [§ 155.00
24569 Invoice 3-456-2 Data 3 30 6.00 700 |5 173.00
11
> 24570 Invoice 3-456-2 Data 4 40 7.00 - |s 23000
. 24571 Invoice 3-456-2 Data 5 10 4.00 s 4000
i 24572 Invoice 3-456-2 Data 6 5 8.00 H 40.00

Invoice Invoice Details k_ @

HELP IMPROVE OI
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4. Look at the structure of this workbook: it shows the quantity, unit price, discount,
and total cost for each item ordered. Let’s take a closer look at how the Total is
counted. Click cell H7 to activate it:

FILE HOME INSERT DATA REVIEW VIEW (_7 Tell me what you want to do EDIT IN EXCEL

- - e

"R n o o - B BT B IE Iwe v O

B2 Copy 33

Pase oY B I U Dasil-D-A- _ Ei- §$-09 » 4 S  Conditiorsl forms Format | lnsert Delete Fomat & ciegr-  Sort& Find&

- ¥ Fomat Painter - = == Formatiing- - asTable- - - - Filter - Select -
Undo Clipboard Font Alignment Mumber Tables Cels Editing
£ Invoice Details

A B c o E F G H [ K L M N 0 P

2 | Invoice Details
3 Description ~1 Invoice # —tem # —1Qty ~1Unit Price ~7 Discount - Total -
4 Invoice 3-456-1 Data 1 3-456-1 1 1 $1.00 $1.00 $0.00

Invoice 3-456-1 Data 2 3-456-1 2 2 $2.00 $2.00 $2.00
5

Invoice 3-456-1 Data & 3-456-1 3 3 $3.00 $3.00 $6.00
6

Invoice 3-456-1 Data 4 3-456-1 4 4 54.00 54.00 512.00
7

Invoice 3-456-1 Data 5 3-456-1 5 5 $5.00 $5.00 520,00
8

Invoice 3-456-1 Data 6 3-456-1 6 6 56.00 56.00 530,00
9
0 Invoice 3-456-1 Data 7 3-456-1 7 7 57.00 57.00 542.00

Invoice 3-456-1 Data 8 3-456-1 i3 B $8.00 $8.00 $56.00
n
- Invoice 3-456-1 Data 9 3-456-1 9 L] 59.00 59.00 $72.00
. Invoice 3-456-1 Data 10 3-456-1 10 10 $10.00 $10.00 $50.00
" Invoice 3-456-1 Data 11 3-456-1 1 11 511.00 511.00 5110.00

mvoice [T

- HELP IMPROVE Ol
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5.

Now, let’s look at the Invoice worksheet. Switch to it by clicking its tab:

56

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tellme whatyou wanttodo EDIT IN EXCEL
o =B _ - o e
N "X cut cairi RIETRRNI == B ey . Lr’-?\ B = EK [ X auosum - %’\Y p
Paste E o I U p il A Ei- §$-09 » 4 S  Conditiorsl forms Format | lnsert Delete Fomat & ciegr-  Sort& Find&
- Format Painter = Formatting- - as Table - - - Filter - Select -
Undo Clipboard Font Alignment Number Tables Cells Editing
e SETHFT-GT
A B C o} E F G H I K L M N o P

1 T —
B Invoice Details
3 Description 1 Invoice # ] ltem # —1Qty ~1Unit Price ~7 Discount - Total -
4 | [voice s456-10ata1 3-456-1 1 1 $1.00 $1.00 $0.00

Invoice 3-456-1 Data 2 3-456-1 2 2 52.00 52.00 52.00
5

Invoice 3-456-1 Data 3 3-456-1 3 3 53.00 53.00 56,00
6
7| [mooice sese-1pmtas 3-456-1 4 4 54.00 54.00 512.00

Invoice 3-456-1Data 5 3-456-1 5 5 $5.00 $5.00 520,00
8

Invoice 3-456-1 Data 6 5-456-1 6 3 36.00 $6.00 530,00
]
o | |mucles 34se-1Dma7 3-456-1 7 7 $7.00 $7.00 542.00

Invoice 3-456-1 Data 8 5-456-1 & 8 38.00 $8.00 $56.00
1
L | |mveice-dse-10aan 5-456-1 o 9 59.00 59.00 572.00

Invoice 3-456-1 Data 10 3-456-1 10 10 $10.00 $10.00 $90.00
13
|y | |mveice 3-456-10ata 11 5-456-1 1 1 $11.00 $11.00 $110.00

<
o S
HELP IMPROVE OI
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6. Examine the formulas in cells D9 and E9. You can see that these are very complex
functions that look up and summarize information from the Invoice Details sheet:

FLE  HOME INSERT DATA REVIEW VIEW @ Tellmewhatyouwanttodo EDIT IN EXCEL
S X cut - - =B = = = Bx (Y A
= . R = ab . E " = T ) p
0 oo Caliori 1 A A ab Accounting \_r' 8 | B & m = autosum - 2
Paste Y I U D ail-D-A- E- $-9 » % 2  Condtioral Forms Format | Insert Delete Fomal @ con -  Sort& Find&
- < Format Painter b = Formatting- - asTable- | - - - Fifter - Select -
Unds Clipbesrd Fant Alignment Humber Tables Cali Editing

Jfe {=IFERROR(INDEX(InvoiceDetails, SMALL(IF{InvoiceDetails[Invoice '#]=rnginvoice, ROW/(InvoiceDetails-ROW({InvoiceDetails[#Headers])], ROW(1:1)), MATCH(SESS, InvoiceDetails[#Headers], 0)),")}

A B C D E F G H 1 J K L M N o

Acme Widgets Inc.

2 4756 lett Lane P:310-678-0200 info@acmewidgets.com

s Irvine, CA 92614 F:310-678-0300 wan acmewidgets.com

4 Bill To: Contoso, Ltd Phone: 432-555-0189 Invoice # 3-456-2

5 Address: 567 Walnut Lane Fax: 432-555-0123 Invoice Date: 5/11/2018
6 Moline, MO 098765 Email: heather. pelzer@contoso.com

Invoice For: Project 2

7

. ltem # Description Qty Unit Price Discount Price

9 74567 Invoice 3-456-2 Data 1 395 S,MJS - |15 18500

ol

0 24568 Invoice 3-456-2 Data 2 40 4.00 500 |8 155.00
74569 Invoice 3-456-2 Data 3 30 6.00 7.00 | § 173.00

1

- 24570 Invoice 3-456-2 Data 4 40 7.00 -5 280.00

- 24571 Invoice 3-456-2 Data 5 10 4.00 - |5 40.00

" 24572 Invoice 3-456-2 Data & 5 8.00 - |8 40.00

Invoice Invoice Details | [ IETRESEIMaIN @

- HELP IMPROVE OI
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7.
complex calculations to calculate the total price:

FILE HOME

""D o Cut
E;

Paste O COPY
. % Format Painter

Undo Clipboard

]

A B

INSERT DATA REVIEW VIEW Q Tell me what you want to do

Calibri - é?

E_

Accounting

$-%

Alignment

Acme Widgets Inc.

EDAT IN EXCEL

%

Nurnber

oo
».0

58

Now, click cell G9. This formula is easy to understand — it uses the results of those

o

Formatting -

Tables

2
3
4 Bill To: Contoso, Ltd Phone: 432-555-0189 Invoice #: 3-456-2

Address: 567 Walnut Lane Fax:  432-555-0123 Invoice Date: 5/11/2018
6 Moline, MO 098765 Email: heather pelzer@contoso.com

Invoice For: Froject 2
7
. ltem # Description Qty Unit Price Discount Price
3 24567 Invoice 3-456-2 Data 1 3.5 500|5 -15 195.00
0 74568 Inveice 3-456-2 Data 2 40 4.00 5.00
” 74569 Invoice 3-456-2 Data 3 30 6.00 700 (5 173.00
. 74570 Invoice 3-456-2 Data 4 40 7.00 B -
. 74571 Inveice 3-456-2 Data 5 10 4.00 - |8 40,00
" 24572 Invoice 3-456-2 Data 6 5 8.00 =

<
nvoice | invoice Dt [ ¢
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8.  Scroll down in the workbook and click cell G28:

FILE HOME INSERT DATA REVIEW VIEW 9 Tell me what you want to do EDIT IN EXCEL
-y fmu]
0 o cut Caliori Accounting - F @ E‘j 5
B Copy E3 i g
Paste I U p ek $-09 o+ 5 oM Conditional Forms Format Inse
- & Format Painter 3= ' Formatting- - as Table - -
Undo Clipboard Font Alignment Murnber Tables
fe =D9*E9)-Fo
A ltem 2 Description Oty Unit Price Discount Price H I
74575 Invoice 3-456-2 Data 9 5 7.00 3.00 (5 32.00
17
74576 Invoice 3-456-2 Data 10 80 1.00 =
18
74577 Invoice 3-456-2 Data 11 65 7.00 - s 455.00
19
74578 Invoice 3-456-2 Data 12 44 1.00 = -
20
21
22 -
Invoice Subtotal |5 2,014.00
23
Tax Rate
24
Sales Tax 176.23
25
Other
26
Deposit Received -
27 Make all checks payable to Acme Widgets Inc..
Total due in <#> days. Overdue accounts subject to a service charge of <#>% per month.
28
29
30
@
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9. Thisis another simple formula that uses parentheses to control the order of
calculations, so that any deposit is subtracted after the total with tax is calculated:

FILE HOME IMSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
= = = __ -
e 3 Cut Calibri -1 - A A - = | b Accounting N |_F?| :
Pasts FE Copy B I U D ak A A = == =5} $-9 %508 Conditional Fa
[ . B - . ;
E ¥ Format Painter - o = = 4= weoe Formatting -
Undo Clipboard Font Alignrnent Mumber Tab
S I =(G23+G25+G26)-G27 I
A ltem # Description Cty Unit Price Discount Price
24575 Invoice 3-456-2 Data 9 5 7.00 3005 32.00
17
24576 Invoice 3-456-2 Data 10 80 1.00 - |5 B0.00
18
24577 Invoice 3-456-2 Data 11 65 7.00 - |5 455.00
19
74578 Invoice 3-456-2 Data 12 44 1.00 - |5 44.00
20
21
22
Invoice Subtotal | & 2,014.00
23
Tax Rate B8.75%
24
Sales Tax 176.23
25
Other -
26
Deposit Received -
27 Make all checks payable to Acme Widgets Inc..
Total due in <#> days. Overdue accounts subject to a service charge of <#>% per month.
TOTAL |§ 2,190.23
28
29
30
<
Invoice Invoice Details _ *

10. Close Excel to complete this activity.
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TOPIC B: Using Formulas and Functions

Functions are the next step in our examination of Excel. The purpose of a function is to
provide you with an easy way to perform a complex calculation, so that you can focus on
results instead of trying to remember your primary-school maths equations. In this topic,
you will explore how to make the best of the functions provided in Excel.

Topic Objectives

In this section, you will learn:
e About functions
e About formula AutoComplete
e How to use the Insert Function dialog box
e How to use AutoSum

e How to view quick calculations in the status bar
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About Functions

Functions are pre-made operations that are used to perform calculations. Excel features a
few functions relating to basic math, financial applications, logic, date and time, and more.
Arguments define the data to calculate. Together, functions and arguments comprise a
formula.

For example, if you want to add a column of 10 numbers, you could type =A1+A2+A3+...etc.,
but that would quickly become tedious and would also make the spreadsheet harder to
work with. A much more efficient way of performing this calculation is to use the SUM
function, followed by the range of cells you want to add:

fe =SUM(AL:AL0)

A B

1 1
2 2
3 5
4 4
5 5
b 6
7 7
g 8
g g
10 10
11 Fsum

This is much easier than typing out a very long formula and allows for more flexibility if
additional rows are added within the range.
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Creating a Function with AutoComplete

As you are typing into the formula bar, Excel will suggest functions and show a description

of the top result:

£ =sum|
& SUM " || Adds all the numbers in 2 range of cells

) SUMIF

) SUMIFS

) SUMPRODUCT

) SUMSQ

) SUMX2MY2

) SUMXZPY2

) SUMXMY2
9

10

™

[ -
5;3-.'. ;‘:f-.'u 5;3-.'. 5;3-.'. ;‘:f-.'u

e UL = AW ) IR A W N ]

) @

e

.
5 LN e B
=

=

SUM

-
-

You can use your arrow keys to select the desired function and press “Tab” to apply it, or
continue typing and ignore Excel’s suggestions. Once the function is entered, Excel will
prompt you to enter each argument (data point) as necessary. For the SUM function, the

arguments will be the values and/or cell(s) to be added:

fe =SUM||

SUM (number, [numberZ], )

1 1
2 2
3 3
4 4
5 5
f &
7 7
8 8
g g

=
[=]

T =

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



Microsoft Office Excel 365: Essentials 64

Note that you can click and drag to add cell ranges to the formula:

fr =SUM[AL:ALD

SUM (number1, [numberZ], .}

1 1
2 2
3 3
4 4
5 5
f &
7 7
g 8
g g
10 10

When the formula is complete, add the closing parenthesis, press “Enter,” and Excel will

calculate the value:

fr =sUM{A1:A10)

A B
1 1
2 2
3 3
4 4
5 5
f 6
7 7
g 8
g g
0 10
11 55

To ensure your formula is working well, try changing some of the numbers and seeing what

happens to the ‘answer’ in A11.
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Using the Insert Function Dialog Box

In this example, we used the SUM function, which is quite easy to remember. However, you
can also use the Formulas Function dialog box to create functions. To start, click the

Formulas tab and click “Insert Function,” or click the Insert Function button on the formula

bar:
AutoSave Il Cﬂ'f:.'l E) ~ = Book? - Excel
Fila Home Insert Page Layout Formulas Data Review View Help
THE @ B O |G
2 d @ @8 8 |@°
utoSum Recently Financial Logical Text Date& Lookup & Math & Mare Narme
= Used ~ v ~ ~  Time~ Reference~ Trig~ Functions~ | Manager BZ Create from Selection
Function Library Defined Mames
G10 -
A B % D E F G H J K

[= B R S O I oS IR
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The Insert Function dialog box will open. At the top, you can search for a function:

Then, choose the desired function from the list and click “OK” to insert it:

File Home Insert Page Layout Formulas Data Review View Help
oo ° @Deﬁnel\lame = BL, Trace Pr
f| X gl e o
=l D
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More MName g Trace D
Function = Used ~ = = ~  Time~ Reference~ Trig~ Functions~ | Manager B Create from Selection lT;(Remuve
Function Library Defined Mames
c7 - > v & =
A | B C D | E | F | G | H | | J | K | L | I
] —
2 | Insert Function ? X
3
4 ml Search for a function:
5 ) Iﬁ:;g:lrief description of what you want to do and then
6
7 I:l Or select a category: | Most Recently Used ~
5 * Select a function:
9 |
m AVERAGE
0] IF
11 HYPERLINK
12 |
13
14_ SUM(numberi,number2,...)
15' Adds all the numbers in a range of cells.
16 |
17 |
18
19' Help on this function oK Cancel
20 |
21

It will now be entered into the cell and the formula bar, ready for you to complete it with

arguments:

AutoSave (® 0ff) ) ~ = Book2 - Excel

File Home Insert Page Layout Formulas Data Review View Help

£F SEEBIED A @ B|aE°

Insert | AutoSum Recently Financial Logical Text Date & Lookup & Math &  Mare

Function = Used ~ = = ~  Time~ Reference~ Trig~ Functions ~ B
Function Library Defined Mames
SUM - X v £ | =sum(
A B C D | SUM{number1, [number?], ..) 3 . H [ | . J | K .
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Using AutoSum

5: Essentials

You can also insert common formulas using the AutoSum command on the Home tab. First,

click the cell immediately below (if summing a column of data) or to the immediate right (if

summing a row of data) of the data you want to calculate. Then, click the AutoSum

command to use that function, or click the drop-down arrow to choose a different one:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me what you want to do
o
L) ry dbcu Verdana A e | ==8 2D Wrap Text
B copy
Paste .CW’ T UDwii-H-A- ===&
- < Format Painter - -
Undo Clipboard
3
A B c D E
1 |Full Name Region Q1 Q2 Q3
2 |Rosanna Skeermor America/Toronto  § 136,593  § 181,573 $ 400,816
3 |Delainey Mont Asia/Manila $386,315 5 184,778  § 162,573
4 |Hardy Eyckel Asia/Manila $ 493,688  $ 285,503 % 130,577

EDIT IN EXCEL

& 3= EMergesiCenter- | § - %

F G H 1
Q4

$ 215,603 |

$ 387,770

$ 349,059

Accounting

.
5

E ES

0 '1 Conditional Forms Format

Formatting - -
Tables

a5 Table -

:;_—‘-' ;7" Ii ZAmnSnmkéY p
d&

Insert Delete Format | & Sum

=t
Average

Count Numbers
Max
M Min ? Q

More Functions...

The function and the arguments will be inserted based on the surrounding data. As well, the

column or row of data to be summed will be highlighted:

fr =SUM|C2:F2)

A
&

Full Name
Rosanna Skeermor
Delainey Mont
Hardy Eyckel
Gardy Howsley

| —

[ I N

Press Enter to complete the formula:

£ =SUM(CZ:F2)

A

Full Name
|Rosanna Skeermor
Delainey Mont
Hardy Eyckel
Gardy Howsley

LS PR R LS R

Ln

B C D E G H
Region Q1 Q2 Q3 Q4
America/Toronto | § 136,593 % 181,573 % 400,816 _ $ 215,603 |=suM([&hga) |
Asia/Manila $386,315 184,778 $ 162,573  $ 387,770 | o o
Asia/Manila $403,688  $ 285003 $ 130,577  § 349,059
America/Toronto  § 420,100 § 314,733 $ 400,214  § 353,656
B C D E - G
Region Q1 Q2 Q3 Q4
America/Toronto | % 136,593 % 181,573 % 400,816 % 215,603 | $034,585 _|
Asia/Manila $ 386,315 4 184,778 3% 162,573 % 387,770
Asia/Manila % 493,688 4 285,903 130,577  $ 349,059
America/Toronto | % 420,102 4 314,733 $499,214 % 353,656
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Here is an overview of the functions available in the AutoSum menu.

Name

Sum

Average

Count Numbers

Max

Min

Description

Add values in a specified range.

Determine the average value in a range.

Determine the number of cells that contain a numeric value in a range.

Find the highest value in a range.

Find the lowest value in a range.

Viewing AutoSum Calculations in the Status Bar

When you select a range of data, Excel will automatically calculate the average, count, and

sum of the data and display it in the status bar:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me what you want to do EDIT IN EXCEL
) a] ‘X cut Verdana - e == 2b Wrap Text Accounting
Paste jﬁm" . I Upaaid-H-A- === &5 EMegescCenter- §-% 1 W@
- ¥ Format Painter
Undo Clipboard Font. Alignment Number
fe 136593
A ] £ D E F G
1 Full Name Region Q1 Q2 Q3 Q4
2 |Rosanna Skeermor America/Toronto [ $ 136,503 | $ 181,573 | §$ 400,816 | § 215,6%)_! $034,585
3 |Delainey Mont Asia/Manila $ 386,315 % 184,778 $ 162,573 $ 387,7
4 |Hardy Eyckel Asia/Manila $403,688 $285003  § 130,577  $ 349,059
5 |Gardy Howsley America/Toronte  $ 420,109 % 314,733 $ 499,214  $ 353,656
6 Alethea Winyard Europe/Lisbon $114,980 $380,264 §429,716  § 261,241
7 |Tally Leppington Europe/Lisbon $ 436,769 $ 273,361 $ 360,605 $ 170,697
8 |Robert Balnaves Asia/Manila § 255,103 % 134,865 % 441,530 $ 143,461
9 Christopher Fleis Europe/Moscow & 473,496  § 286,897  $ 487,919  § 216,623
10 |Erica Busse Europe/Moscow $ 169,706 % 281,265 $ 327,955 $ 296,231
11 Doy Liddyard Asia/Manila $144,480 $340,217  § 103,012  $ 195,950
12 |Ebonee Louch Asia/Manila $224,551 $115,951  § 289,162  $ 280,378
13 |Neal Sollars Europe/Moscow  § 388,254 418,938  $ 209,805  $ 470,087
14 |Drake Becom Europe/Moscow  § 341,113 $134,202  $178,804  $ 495,803
15 |Rodger Campany Asia/Manila $467,602 $266,613 $ 165,388 374,323
16 |Cody Luton Europe/Lisbon $218,203 $277,480  §477,055 $ 416,420
17 ' Tucky Habishaw Asia/Bangkok $210,086 $139,985 $ 168,733  $ 485,319
18 |Sylvan Eshmade Europe/Lisbon § 415,418 $ 379,522 $ 460,876 $ 327,551
19 |Haley Dartan Asia/Bangkok $305,150 $413,390  § 169,868  $ 294,643
20 |Adda Ellweed Africa/Nairobi $443,083 $431,6290  $450,521  § 433,587
21 Debra Godman Africa/Nairobi $418,579 $171,975  $448,654 $ 318,128
22 silvano Estable Asia/Manila $372,755 $120,213  $450,051 $ 403,664
22 |Ronald Burriss Africa/Nairobi $ 247,753 $474,183  §403,443  $ 483,015
24 'Wanda Ratlee Asia/Bangkok $167,342  $476,637  § 424,504  § 273,937
25 |Lucky Delouch America/Toronte  § 363,379 % 440,399  $ 394,639  $ 315,954
26 |Galvin Freiberg Europe/Warsaw $ 222,863 % 255,684 $ 415,483 $ 390,461
27 |Burton Wreath Asia/Manila §170,905 $153,945 $219,391  $ 238,136
28 |ash Jirousek America/Toronto  $ 368,612 % 382,150 $ 264,538 $ 225,849
29 |Hercules Almon Europe/Warsaw  § 408,311  $ 487,532  $ 142,611 4 323,042
20 |Rochette Shelley America/Toronte  $ 198,576 % 345,601  $ 196,293  $ 411,246
21 |Aguste Fessier America/Toronte  § 429,100 % 425,269 373,941  § 127,746
32
33
34
35
36
; <
Sales Dataxdsx *

.y

% Conditional Forms

Formatting -

Tables

Format
25 Table -

D oo e A ,C'
o S

&5 = n 3 AutoSum A d

Insert Delete Format Clear - Sort & Find &
- - - Filter - Select -

Cells Editing

HELP IMPROVE OFFICE
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Activity 2-2: Using Formulas and Functions
In this activity, you will start working on a rough draft of a sales report.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2.  Navigate to Lesson 2 of your Excel Essentials Activities folder. Open Activity 2-2:

(Refer back to Activity 1-2 if you need help.)

3. Gotocell F2. Type an equals sign. Then, click cell D2:

FILE HOME ~ INSERT ~ DATA REVIEW VIEW @ Tell me whatyou want to do EDITIN EXCEL
% cut Caliori S - AW
paste ) OPY B I U D s A-
Undo Ciipboard Font Alignment Number Tables Cells Editing
o=
A B C D E F G H J K L M N
1 ity State Office Type Revenues  Operating Expenses  Operating Profit  Depreciatit Net Profit Scorecard
2 |warner, NH Corporate 12531 65792 4667 Average Revenue
2 East Mstchitoches, RI Franchise 43392/ 101465 5068 Highest Revenue
4 Lyon, MA Partner 135816 67388 5700 Lowest Expenses
5 Willow Run, NH Corporate 233255 83606 5089
& conyersville, RI Franchise 128691 67175 4956
7 Mount Baker, NY Corporate 244913 89974 5062
&  Farmington Lake, RI Franchise 392518 82675 6100
S Martins Corner, NH Franchise 331773 85288 5795
10 Pickerel Narrows, ME Partner 244975 100834 5153
11 \willaha, NY Partner 137925 104528 5673
12 |Center, MA Corporate 207163 73705 5599
12 Spring City, MA Fartner 432326 79297 4872
14 Mittenlane, NY Partner 177789 103757 5144
15 | East Waterford, ME Franchise 201945 83178 4734
16 Coltman, RI Corporate 461214 B6688 6066
17 scottsville, NI Partner 240462 81912 4342
18 Hebron, NH Partner 407339 BB2B6 4604
19 | Longview, MA Partner 376263 92698 5195
20 Emerson, W) Franchise 149134 87513 5168

4. Type a minus sign and click cell E2:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me what you want to do EDIT IN EXCEL
?‘ ot Caliori -1 - AW
paste B COPY B I U D ax A-
Undo Clipboard Font. Alignment Number Tables Cells Editing
fe =D2-
A B C D E F G H J K L M N
1 |city State Office Type Revenues  Operating Expenses Depreciatit Net Profit Scorecard
2 |Warner, NH Corporate 125319 65792 4667 Average Revenue
3 East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue
4 Lyon, MA Partner 135816 67388 5700 Lowest Expenses
5 willow Run, NH Corporate 233255 83606 5089
6 conyersville, RI Franchise 128691 67175 4956
7 Mount Baker, NY Corporate 244913 89374 5062
8  Farmington Lake, RI Franchise 392518 82675 6100
9 Martins Corner, NH Franchise 331773 85288 5795
10 Pickerel Narrows, ME Partner 244975 100834 5153
11 | Willaha, NY Partner 137925 104528 5673
12 Center, MA Corporate 207163 73705 5599
13 Spring City, MA Partner 432326 79297 4872
14 Mittenlane, NY Partner 177789 103757 5144
15 |East Waterford, ME Franchise 201945 83178 4734
16 |Coltman, RI Corporate 451214 86688 6066
17 Scottsville, NI Fartner 440462 81912 4342
18 | Hebron, NH Partner 407339 88286 4604
19 | Longview, MA Partner 376263 92698 5195
20 Emerson, NJ Franchise 149134 87513 5168
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5.  Press “Enter” to complete the formula:

A B C D E F G H

1 |City State Office Type Revenues Operating Expenses  Operating Profit  Depreciatit Met Pro
2 |Warner, NH Corporate 125319 65792 59527 4667
3 |Ea_=.t Natchitoches, RI Franchise 433924 101455' .I 5068
4 Lyon, MA Partner 135815 57388 5700
5 'Willow Run, NH Corporate 233255 83606 5089
6 |Conyersville, RI Franchisa 128681 67175 4956
7 |Mount Baker, NY Corporate 244513 29974 5062
8  |Farmington Lake, R Franchise 352518 B2675 6100
9 |Martins Corner, MH Franchise 331773 85283 5795
10 Pickerel Narrows, ME Partner 244575 100834 5153
11 Wwillaha, NY Partner 137525 104528 5673
12 Center, MA Corporate 207163 73705 5599
12 Spring City, MA Partner 432326 79297 4872
14 | Mittenlane, NY Partner 177785 103757 5144
15 East Waterford, ME Franchise 201545 83178 4734
16 Coltman, RI Corporate 461214 86683 6066
17 Scottsville, NI Partner 440462 21312 4342
18 Hebron, NH Partner 407339 BE2B6 4604
19 |Longview, MA Partner 376263 92693 5195
20 |Emerson, NI Franchise 149134 B7513 5168

6.  We will complete the rest of the column in the next activity. For now, click cell H2
and repeat Steps 2 through 5 to create a formula that subtracts depreciation from
the operating profit, to calculate the net profit:

fe =F2-G2
A B C D E F G H ] K

1 |City State Office Type Revenues  Operating Expenses  Operating Profit  Depreciatit Net Profit Scorecard

2 Warner, NH Corporate 125313 65792 so527]  aes7fFF2-GI] [ Average Revenue
3 |East Natchitoches, RI Franchise 433824 101465 5068 Highest Revenue
4 Lyon, MA Partner 135816 67388 5700 Lowest Expenses
5 willow Run, NH Corporate 233255 83606 5089

G Conyersville, RI Franchise 128691 67175 4956

7 Mount Baker, NY Corporate 244913 29974 5062

2 | Farmington Lake, Rl Franchise 392518 82675 6100

9 |Martins Corner, NH Franchise 331773 85288 5795

10 | Pickerel Narrows, ME Partner 244875 100834 5153

11 willaha, NY Partner 137825 104528 5673

12 |Center, MA Corporate 207163 73705 5559

13 |3pring City, MA Partner 432326 79297 4872

14 Mittenlane, NY Partner 177789 103757 5144

15 |East Waterford, ME Franchise 201945 83178 4734

16 |Coltrman, RI Corporate 461214 86683 6066
17 |scottsville, NI Partner 440462 81912 4842
18 |Hebron, NH Partner 407339 88286 4604
19 |Longview, MA Partner 376263 92693 5195
20 Emerson, NJ Franchise 149134 87513 5168
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7.
average revenue:

&
A B C
1 |City State Office Type
2 |Warner, NH Corporate
3 East Natchitoches, Rl Franchise
4 |Lyon, MA Partner
5 \willow Run, NH Corporate
6 | Conyersville, RI Franchise
7 Mount Baker, NY Corporate
& |Farmington Lake, RI Franchise
9 Martins Corner, NH Franchise
10 | Pickerel Narrows, ME Partner
11 willaha, MY Partner
12 | Center, MA Corporate
13 | Spring City, MA Partner
14 | mittenlane, NY Partner
15 | East Waterford, ME Franchise
16 | Coltman, RI Corporate
17 |Scottsville, M) Partner
18 |Hebron, NH Partner
19 |Longview, MA Partner
20 Emerson, M) Franchise

8.

Revenues

o
Operating
125319
433924
135816
233255
128691
244513
392518
331773
244575
137535
207163
432326
177789
201545
461214
440462
407339
376263
1459134

E
Expenses
65752
101465
67388
83606
67175
89974
82675
B5288
100834
104528
73705
79287
103757
83178
B6688
81912
BE286
92653
87513

Opes

F
rating Profit
59527

G H

Depreciatii Net Profit

4667
5088
5700
5088
4956
5062
6100
5795
5153
5673
55889
4872
5144
4734
6066
4842
4604
5185
5168

54860

Click the AutoSum arrow on the Home tab and click “Average:”

Now, let’s work on our scorecard. Click cell L2, where we want to calculate the

J K L

—

Scorecard

Average Revenue
Highest Revenue
Lowest Expenses

FILE HOME  INSERT ~ DATA  REVIEW  VIEW
e
) O % cut Calibr -1 - A A
& Copy
Paste Y I U D il B A-
- ¥ Format Painter -
Undo Clipboard Font
5
A B c D
1 ity State Office Type Revenues
2 |warner, NH Corporate 125319
2 East Mstchitoches, RI Franchise 433924
4 Lyon, MA Partner 135816
5 |Willow Run, NH Corporate 233255

Q Tell me what you want to do

I
il
.

]

Operating Expenses
65792

101465

67388

83606

EDIT IN EXCEL
$-9 » %0 M  Conditional Forms Format
Formatting- - asTable-
MNumber Tables
F G H 1
Operating Profit  Depreciatit Net Profit
59527 4667 54860
5068
5700
5089

Click and drag to select cells D2 to D20 instead:

cem
5

Calz

Scorecard
Average Reven
Highest Revenue
Lowest Expenses

é)\ ii > AutoSum - ‘%Y p

Insert Delete Format | 3 Sum

d&
Average pet-

Count Numbers ki

Max

Win N

More Functions...

FILE HOME  INSERT ~ DATA  REVIEW  VIEW
o % Cut Calibri BRI 'y
Paste 2 COPY B I U D s A-

Undo Clipboard Font.

fe =AVERAGE(D2:D20)

A B C D

1 ity State Office Type Revenues

2 Warner, NH Corporate 125318
3 East Natchitoches, RI Franchise 433924
4 Lyon, MA Partner 135818
5 willow Run, NH Corporate 233255
6 Conyersville, RI Franchise 128691
7 Mount Baker, NY Corporate 244913
&  Farmington Lake, RI Franchise 392518
9 Martins Corner, NH Franchise 331773
10 Pickerel Narrows, ME Partner 244575
11 | Willaha, NY Partner 137925/
2 Center, MA Corporate 207163

3 spring City, MA Partner 432326
14 Mittenlane, NY Partner 177789
15 | East Waterford, ME Franchise 201945
G Coltman, RI Corporate 461214
7 Scottsville, NJ Partner 440462
12 Hebron, NH Partner 407339
19 Longview, MA Partner 376263
20 Emerson, NJ Franchise 149134
21

Q Tell me what you want to do

Asignment

E
Operating Expenses
65792
101465
67388
83606
67175
89974
82675
85288
100834
104528
73705
79297
103757
83178
26688
81912
28286
92698
87513

EDIT IN EXCI

Mumber

F
Operating Profit
59527

EL

G H
Depreciatii Net Profit

4667 54860

5068

5700

5089

4956

5062

6100

5795

5153

5673

5599

4872

5144

Tables

Cells

Scorecard
Average Revenue
Highest Revenue
Lowest Expenses
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10. Press “Enter” to complete the formula and calculate the results:

1 K L
Scorecard
Average Revenue 2769865
Highest Revenue
Lowest Expenses

11. Cell L3 should now be selected. This is where we want to display the highest
revenue. Let’s use a different method to create this formula. To begin, click
“Formula - Insert Function:”

AutoSave (® off) ] &~ Book? - Excel

File Home Insert Page Layout Formulas Data Review View Help

£ >XEHEODRED @ @ B | G°

Insert | AutoSum Recently Financial Logical Text Date& Lookup & Math&  More

Function = Used ~ = = ~  Time~ Reference~ Trig~ Functions >~ B
Function Library Defined Names
SUM - X v K =suMm(
| A . B C D | SUM(numberi, [number2], ...) § H 1
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12. Ensure that the Most Recently Used category is selected. Then, click the MAX
function from the list. Click “OK” to insert it:

¥
T
]
[=]
]
=

Search for a function:

Type a brief description of what you want to do and then Go
click Go
Or select a category: | Most Recently Used e

Select a function:

SUM A
AVERAGE

IF

HYPERLIME

COUNT

RAAK
SIM A
MAX(number1,number,...)

Returns the largest value in a set of values. Ignores logical values and text.

Help on this function Cancel

13. Now, click and drag to select cells D2 to D20:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me what you wantto do EDIT IN EXCEL

Functions Tables lustrations | Adg-ins Charts links | Comments

fe  =MAX(D2:D20

A B C D E F G H | J K L M N

1 |city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciatit Net Profit Scorecard

2 Warner, NH Corporate 125318 65792 59527 4667 54860 Average Revenue 2769865

3 East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue
4 Lyon, MA Partner 135818 67388 5700 Lowest Expenses MAX (number, [namberz], )
5 Willow Run, NH Corporate 233255 83606 5089

6 Conyersville, RI Franchise 128691 67175 4956

7 Mount Baker, NY Corporate 244913 89974 5062

&  Farmington Lake, RI Franchise 392518 82675 6100

9 Martins Corner, NH Franchise 331773 85288 5795

10 pickerel Narrows, ME Partner 244575 100834 5153

11 | Willaha, NY Partner 137925/ 104528 5673

12 center, MA Corporate 207163 73705 5599

13 Spring City, MA Partner 432326 79297 4872

14 Mittenlane, NY Partner 177789 103757 5144

15 | East Waterford, ME Franchise 201945 83178 4734

16 | Coltman, RI Corporate 461214 86683 6066

17 Scottsville, NI Partner 440462 81912 4842

18 | Hebron, NH Partner 407339 85286 4604

19 Longview, MA Partner 376263 92698 5195

20 Emerson, NJ Franchise 149134 87513 5168

21
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14. Press “Enter” to complete the formula and calculate the results:

J K L
Scorecard
Average Revenue 2769865
Highest Revenue 461214
Lowest Expenses

15. Now, use either the AutoSum command or the Insert Function command to
calculate the lowest value in the Expenses column with the MIN function:

FILE HOME  INSERT ~ DATA  REVIEW  VIBW @ Tell me what you want to do EDIT IN EXCEL
6 % :“ Calibr - - A N = B General - ug] r‘ ;I_ii‘-‘ ;% |I 3 AutoSum - QV p
Paste . B I U Daxii-D-A- Bl- §-% » S £  Condtional Forms Format  insert Delete Fomat Clear - Sort & Find &
- 4 Format Painter = Formatting - -  asTable- - - - Filter - Select -
Undo Clipboard Font Alignment Number Tables Calls Editing
e =MIN(E2:E20)
A B C D E F G H J K L A
1 (city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciatit Net Profit Scorecard
2 Warner, NH Corporate 125319 65792 53527 4667 54860 Average Revenue 276986.5
2 East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue 461214
4 |chn, WA Partner 135816 57388 5700 Lowest Expenses 65792|
5 Wwillow Run, NH Corporate 233255 83606 5089
6 Conyersville, RI Franchise 128691 67175 4956
7 Mount Baker, NY Cerporate 244913 89974 5062
&  Farmington Lake, RI Franchise 392518 82675 6100
9 Martins Corner, NH Franchise 331773 85288 5795
10 | pickerel Narrows, ME Partner 244975 100834 5153
11 Willaha, WY Partner 137325 104528 5673
12 Center, MA Corporate 207163 73705 5599
13 spring City, MA Partner 432326 79297 4872
14 Mittenlane, NY Partner 177789 103757 5144
15 East Waterford, ME Franchise 201945 83178 4734
16 | Coltman, RI Corporate 461214 86688 6066
17 Scottsville, M1 Partner 440462 81912 4842
18 | Hebron, NH Partner 207339 88286 4604
19 Longview, MA Partner 376263 92698 5155
20 Emerson, NI Franchise 149134 87513 5168
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16.

Let’s double-check the first two values we calculated. Select cells D2 to D20:

FILE HOME
o
o N ?ﬁm
B Copy

S

125319

A
City State
Warner, NH

East Natchitoches, RI
Lyon, MA

Willow Run, NH
Conyersvilie, RI
Mount Baker, NY
Farmington Lake, RI
Martins Corner, NH
Pickerel Narrows, ME
Willahs, NY

12 |center, MA

12 |spring City, MA

14 |mittenlane, NY

15 |East Waterford, ME
16 |Coltman, RI

17 |scottsville, I

18 |Hebron, NH

19 |Longview, MA

20 |Emerson, NJ

e~ s W N

=8

INSERT

- & Format Painter

REVIEW

Office Type
Corporate
Franchise
Partner
Corporate
Franchise
Corporate
Franchise
Franchise
Partner
Partner
Corporate
Partner
Partner
Franchise
Corporate
Partner
Partner
Partner
Franchise

VIEW

Revenues

125319
433524
135816
233255
128691
244913
392518
331773
244875
137925
207163
432326
177789
201845
461214
440452
407339
376263

Financial Scorecard

Q Tell me what you want to do

Operating Expenses

ab
&

EDIT IN EXCEL
General -
§.9 » % £ Condiions
Formatting -
MNumber
F G H
Operating Profit  Depreciatit Net Profit

=

Format

Insert Delete Format

a5 Table ~ - -

Celis

1 J K
Scorecard
Average Revenue
Highest Revenue
Lowest Expenses

149, 15{

65792 59527 4667 54860
101465 5068
67388 5700
83606 5089
67175 4856
89574 5062
B2675 6100
85288 5795
100834 5153
104528 5673
73705 5599
79297 4872
103757 5144
83178 4734
B6688 6066
81912 4842
88286 4604
92698 5155
B7513 5168

AVERAGE: 7760865263

COUNT: 10

:;_;4—' %"‘ ii 3 AutoSum - %Y p

Clear - Sort & Find &
Filter - Select -
Editing
L M N

276986 5
461214
65792

SUM: 5262744 ~ HELP IMPROVE OI

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



Microsoft Office Excel 365: Essentials 76

17.

Look at the average calculated in the status bar, and compare it to the average
calculated using the function:

SVIEW VIEW Q Tell me what you want to do EDHT IN EXCEL
— - 18—b1
-1 - AN j : f ab Genera - ! :;_%‘-‘ E)\ II 3 Autosum - f
D e e Py i - ___ - $- 0% 4—JS o Conditional Forms Format Insert Delete Format Clear - 5
"= Formatting- -  asTable~ - - - Fi
Font Murnber Tables Cellz Editing
C D E F G H J K L
e Type Revenues Operating Expenses  Operating Profit  Depreciatii Net Profit
crate 125319 55792 59527 4657 54860 IA\feragE Revenue 27689865
“hise 433924 101465 5068 Highest Revenue 461214
ner 135816 57388 5700 Lowest Expenses 65792
crate 233255 23606 5088
“hize 128691 57175 4956
orate 244513 89974 5062
-hise 352518 23675 6100
“hize 331773 85288 5795
er 244575 100834 5153
er 137925 104528 5673
orate 207163 73705 5559
er 432326 79297 4872
er 177789 103757 5144
“hize 201945 83178 4734
orate 461214 BBGEE B066
er 440462 21912 48432
er 407339 BB2B6 4504
er 376263 926598 5155

“hise 149 1%4 87513 5168

Financial Scorecard *

I AVERAGE: 276986.5263 I COUNT: 19 SUM: 5262744
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18. However, the MAX function is not shown here. Right click the status bar next to the
AVERAGE calculation:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me what you want ta do EDIT IN EXCEL
© ii;, Carer nak _ZE e e - BE M 2 3% s by ,O
N I U px-O-A- $-% » %8 $8  Condiional Forms Format Insert Delete Format Clear - Sort & Find &

- Format Painter Formatting- - asTable- - - - Filter - Select -
Undo Font Alignment Number Tables celis Editing -~
£ 125319

A B C D E F G H J K L M N
1 lcity State Office Type Revenues _ Operating Expenses  Operating Profit  Depreciatis Net Profit scorecard &
2 |warner, NH Corporate 125319 65792 59527 4667 54860 Average Revenue 276986.5
3 |East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue 461214
4 |Lyon, MA Partner 135816 67388 5700 Lowest Expenses 65792
5 |Willow Run, NH Corporate 233255 83606 5089
6 |Conyersville, Ri Franchise 128691 67175 4956
7 |Mount Baker, NY Corporate 244913 89974 5062
8 |Farmington Lake, RI Franchise 382518 82675 6100
9 |Martins Corner, NH Franchise 331773 85288 5795
10 [pickerel Narrows, ME Partner 244975 100834 5153
11 |willaha, NY Partner 137925 104528 5673
12 |center, MA Corporate 207163 73705 5599
12 |spring City, MA Partner 432326 79297 4872
14 |mittenlane, NY Partner 177789 103757 5144
15 |East Waterford, ME Franchise 201945 83178 4734
16 |caltman, RI Corporate 461214 86688 6056
17 |scattsville, NI Partner 440462 81912 4842
18 |Hebron, NH Partner 407339 83286 4504
19 [Longview, MA Partner 376263 92698 5195
20 |Emerson, NJ Franchise 149134 87513 5168
21
22
23
24
25
26
27
28
20
30
31

<
Financial Data Financial Seorecard *
AVERAGE 2760365263 COUNT 19 SUM: 52607144 -]\

19. The Max value shown here should match our MAX function:

E)\ E 3 AutoSum - QV p

Clear - Sort & Find &
Filter - Select -
Editing -
L M N

FILE HOME  INSERT ~ DATA  REVEW WIEW ‘@ Tell me whatyou want to do EDIT IN EXCEL
L5 &J ?‘E'" Calior - Genera - u%] D e

paste ‘C"W Iouop o - - §-9 » < 2  Condiiorsl Foms formst lnsert Delete Format

- ¥ Format Painter = Formatting - - as Table - - -
Undo Cligb Font Number Tables calls
S 125319

A B C D E F G H J
1 city state Office Type Revenues _ Operating Expenses  Operating Profit  Depreciatis Net Profit scorecard
2 |Warner, NH Corporate 125319 65792 59527 4667 54860
3 |East Natchitoches, RI Franchise 433924 101465 5068
4 |Lyon, MA Partner 135816 67388 5700 Lowest Expenses
5 |Willow Run, NH Corporate 233255 83606 5089
6 |conyersville, RI Franchise 128691 67175 4956
7 |Mount Baker, NY Corporate 241913 89974 5062
8 |Farmington Lake, RI Franchise 392518 82675 6100
9 |Martins Corner, NH Franchise 331773 85288 5795
10 |Pickerel Narrows, ME Partner 244575 100834 5153
11 |willaha, NY Partner 137925 104528 5673
12 |center, MA Corporate 207163 73705 5599
13 [Spring City, MA Partner 432326 79297 4872
14 |Mittenlane, NY Partner 177789 103757 5144
15 |East Waterford, ME Franchise 201945 83178 4734
16 |Coltman, Rl Corporate 461214 86688 6066
17 |scottsville, N Partner 440462 81912 4842
18 |Hebron, NH Partner 407339 88286 4604
19 [Longview, MA Partner 376263 92698 5185
20 |Emerson, NI Franchise 149134 87513 5168
21
22
23
24
25
26
28
29
30
31

<
Financial Data Financial Scorecard *
AVERAGE: 2760865253

COUNT: 19

Customize Status Bar
v/ Average: 276986.5263
v Count:19

Numerical Count; 19

Min: 125313

Max: 451214 [
/ Sum: 5262744

sum: 5262744 8

IMPROVE OFFICE

20. Save As Activity 2-2 complete. Close Excel to complete this activity.
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TOPIC C: Working with Data

Excel contains several tools to help reduce your workload and streamline tasks. This topic
will introduce you to a few tools and techniques that you can use when working with
formulas.

Topic Objectives

In this section, you will learn how to:
e Select cells
e Cut, copy, and paste data
e Use paste options
e Move data with drag and drop
e Use Undo and Redo

e Use AutoFill and Flash Fill
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Selecting Cells

Below are some of the more common techniques that you can use to select various parts of

a worksheet:

Select a cell Click on the cell.

Select a contiguous range of cells = Click the first cell included in the range. Hold down the
Shift key and then click on the last cell in the range.

Select an entire row Click on the numerical header.
Select an entire column Click on the alphabetic header.
Select an entire worksheet Click the worksheet selector next to Column A (<! ) or

press Ctrl + A on your keyboard.

The Cut, Copy, and Paste Commands

Just like many applications, Excel allows you to move and/or copy cells and their contents to
other areas of the workbook or even other applications. You can move a cell’s contents
using the Cut and Paste commands. To copy a cell’s contents, use the Copy and Paste

commands.

You can find all of these commands in the Clipboard group of the Home tab:

H = | Sales Dataxlsx X |4+ v
&~ = O Y ) httpsy//acmewidgets-my.sharepoint.com;x:/r/personal/jsmith_acmewidgets onmicrosoft_com/_
Excel Online | John Smith » Business Documents Sales Data
FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDHT IM EXCEL
="
:] ¥ cut Verdana -1 - A AT == 20 \Wrap Text General -
R Copy
Paste e B I U D a h-A- === & ¥ ElMergesCenter- | $ - % » %1 28
- ¥ Format Painter - =
Undo Clipboard Font Alignment Murnber

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



Microsoft Office Excel 365: Essentials 80
These commands are also available on the right-click menu:

A E C D E F G
1 Full Name Region Sub-Region Q1 Q2 a3 Q4
?  |Adda Ellwoad Africa Naircbi 5443983 5431629 5450521 5433587
3 |Aguste Fessier America Toronto 429,100 5425, 269 5373941 5127,746
4 | Alethea Winyard Europe Lisban 51149380 5380264 5429 716 5261,241
5 Ash Jirousek America Toronto 5368,612 5382,150 5264 538 225,849
& |Burton Wreath Asia Manila 5170,905  $153,045 5219391  $238,136
T |Christopher Fleis Europe Noscow 5473,496 5286897 Wﬁ $215 573
8  |Cody Luton Europe Lisban 5218203 5277489 54 , Cut
9 Debra Godman Africa Mairobi S418,579 5171975 S4480 E= Copy
10 Delainey Mont Asia Manila 5386,315 5184,778 sle2f - Pact

aste
11 |Drake Becom Europe Noscow 341,113 5134202 5178k -
12 |Ebonee Louch Asia Manila 5224551  §115,951  S$289; Insert
13 | Erica Busse Europe Moscow 5165,706 5281265 5327 Delete
4 |Galvin Freiberg Europe  Warsaw 222,863 5255,684 5415, Clear Contents
15 | Gardy Howsley America Toronto 420,109 5314,733 5499 -
L H

16 Haley Dartan Asia Bangkok 5305150  5413,300 5169, oo yperink.
17 |Hardy Eyckel Asia Manila 5493688 5285,903 5130, % Insert Comment
£ |Hercules Almon Europe  Warsaw 408,311 5487532 5142, ¢ Number Format
19 |Joy Liddyard Asia Manila 5144 480 5340217 5103 bae TIeTT

Keyboard Shortcuts

Here are the keyboard shortcuts for these commands.

e Cut: Ctrl +X
e Copy: Ctrl+C

e Paste: Ctrl +V

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.




Microsoft Office Excel 365: Essentials

Using Paste Options

Special paste options are available under the Paste command by clicking the drop-down
arrow:

B & | Sales Data.xlsx % |+ W

é % O ﬁh By httpsy//acmewidgets-my.sharepoint.com, e/ pe

sonal/jsmith_acmewidgets_onmicrosoft_com,/_

Excel Online John Smith » Business Documents Sales Data
FILE HOME INSERT DATA REVIEW view Q Tell me what you want to do EDIT IN EXCEL
s
D # cut Verdana - - N AT == 28 \Wrap Text General -
E Copy .
Paste ) B I U D axiz-M-A- === & 3= EMergeaiCenter- $- % *+ S 28
= S Format Painter
Undo T Paste Fone Alignment MNurnber
& E Paste Formulas
Paste Values B C D E E G H
1 F Paste Formatting legion Ql Qz Q3 Q4

The standard Paste option (at the top and available by clicking directly on the Paste button)
is used to paste all formatting with the contents of the cell. You can also choose to paste

only the formulas, values, or formatting by selecting one of those options from the menu.
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Moving Data with Drag and Drop

82

You can also move Excel data by selecting cell(s) and dragging and dropping them to a new

location:
A C D E F G

1 Full Name Region Q1 Q2 Q3 Q4

2 Adda Ellwood Africa/Mairobi % 443,983 % 431,629 % 450,521 % 433,587
3 |Aguste Fessier America/Toronto 3 429,100 % 425,269 % 373,941 % 127,746
4 Alethea Winyard Europe/Lisbon % 114,980 % 380,264 % 429,716 % 261,241
5 |Ash Jirousek America/Toronto % 368,612 % 382,150 % 264,538 % 225,849
& | Burton Wreath Asia/Manila % 170,905 % 153,945 $ 219,391 $ 238,136
7 | Christopher Fleis Europe/Moscow % 473,496 % 286,897 % 487,919 % 216,623
& |Cody Luton Europe/Lisbon £ 218,203 % 277,489 % 477,055 % 416,420
S Debra Godman Africa/Mairobi % 418,579 % 171,975 % 448,654 % 318,128
0 Delainey Mont Asia/Manila % 386,315 % 184,778 % 162,573 % 387,770
11 |Drake Becom Europe/Moscow 341,113 % 134,202 $ 178,894 % 495,803
12 Ebonee Louch Asia/Manila % 224,551 % 115,951 % 289,162 % 280,378
12 |Erica Busse Europe/Moscow % 169,706 % 281,265 % 327,955 % 296,231
14 |Galvin Freiberg Europe/Warsaw £ 222,863 % 255,684 % 415,483 % 390,461
15 Gardy Howsley America/Toronto 3 420,109 % 314,733 % 499,214 % 353,650
16 IHaIe'n,r Dartan Asia/Bangkok % 395,150 % 413,320 % 169,868 % 294,643
17 |Hardy Eyckel Asia/Manila % 493,688 % 285,903 % 130,577 % 349,059
12 'Hercules Almon Europe/Warsaw 5 408,311 % 487,532 % 142,611 % 323,942
19 |Joy Liddyard Asia/Manila % 144,480 % 340,217 $ 103,012 % 196,950
20 Lucky Delouch America/Toronto % 363,379 % 440,399 % 394,639 % 315,954
21 Meal Sollars Europe/Moscow % 388,254 % 418,938 % 209,895 % 470,087
22 Robert Balnaves Asia/Manila % 255,103 % 134,865 % 441,530 % 143,461
23 |Rochette Shelley America/Toronto % 198,576 % 345,601 % 195,293 % 411,246
24 |Rodger Campany Asia/Manila 5 467,602 % 266,613 % 165,388 % 374,323
25 |Ronald Burriss Africa/Mairobi 5 247,753 % 474,183 % 403,443 % 483,015
26 Rosanna Skeermor America/Toronto  $ 136,593 % 181,573 % 400,816 % 215,603
27 | Silvano Estable Asia/Manila % 372,755 $120,213 % 450,051 % 403,664
28 | Sylvan Eshmade Europe/Lisbon % 415,418 % 379,522 % 460,876 % 327,551
29 Tally Leppington Europe/Lisbon % 436,769 % 273,361 % 360,605 % 170,697
30 |Tucky Habishaw Asia/Bangkok % 210,086 % 139,98 % 168,733 % 485,319
31 'Wanda Ratlee Asia/Bangkok % 167,342 g 4? % 424,504 % 273,937
32 | HE
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The Undo and Redo Commands

Like many other applications, the Undo command allows you to reverse the last action that
you completed. The Redo command, on the other hand, will repeat the last action. Both

commands are available on the top ribbon:

AutoSave (@ off)

File Home Insert Page Layout Formulas I
[] & Cut Calibri SJuo LA A
EEI Copy ~

v | i | - A
c<§F-:urrr1atl3'air1ter B I U = —

Clipboard I Font )

You can also perform the Undo command by pressing Ctrl + Z on your keyboard. The

shortcut for the Redo command is Ctrl + Y.

Using AutofFill

AutoFill can help you quickly enter repeated or incremental text and numbers. For example,
imagine that you must enter all the years from 2010 to 2020 in a worksheet. Rather than

typing each year manually, you can use AutoFill to enter the data quickly and easily.

In order to use AutoFill, you need to establish a pattern. For this example, we will type 2010

in one cell and 2011 immediately below. Then we will select both cells:

A
2010
2 2011
3 ls
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Next, we will click and drag the AutoFill handle (the small green square in the bottom right
corner of cell A2 with the black cross) down the worksheet until the desired value is

reached. In this case, we know there are 11 numbers in our desired range:

A

1 2010

2 2011

3

5

6

8

g

..I |
19 i‘

When you release the mouse button, Excel will automatically fill in the values:

A
2010
2011
2012
2013
2014
2015
2016
2017
2018
20159
2020

il AN RN AT TR TR

Excel also comes pre-programmed with some other common AutoFill sequences, including

days of the week and months of the year.
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Using Flash Fill

Flash Fill is like AutoFill, but automatically extracts or combines data. Let’s look at this

worksheet as an example:

FILE INSERT ~ DATA  REVIEW  VIEW @ Tell me what you want to do EDIT IN EXCEL
L) ot Caliori -1 - AN =E=2 ab \rap Text General - _i"? HE‘_'] j‘;‘-‘ =X Ii 3 Autosum - éY p
paste 2 X Copy 7 B rflp axi- - A- == & & ElMege&Cnier-  §- % » % #8  Condiional Foms Format | insert Delete Format Clear - Sort & Find &
- < Format Painter Formatting- - asTable- - - - Filter - Select -
Unda Clipboard Font Nurmber 8 Cells Editing -~
fe rskeermor@acmewidgets.com
A B C D E F G H | J K L M N [s)
1 Full Name Email Address Region Q1 Q2 Q3 Q4 e
2 |Rosanna Skeermor |r skeermor@acmewidgetscom _|America/Toronto  § 136,503 ¢ 181,573  § 400,816  $ 215,603
3 |Delainey Mont Asia/Manila $386,315 $ 184,778  §$ 162,573  $ 387,770
4 Hardy Eyckel Asia/Manila $493,688 $285903  §130,577  $ 349,059
5 |Gardy Howsley America/Toronte  § 420,109 $ 314,733 § 499,214  § 353,656
6 |Alethea Winyard Europe/Lisbon $ 114,980 % 380,264 $429,716  $ 261,241
7 |Tally Leppington Europe/Lisbon £ 436,769 $ 273,361 $ 360,605 $ 170,697
2 |Robert Balnaves Asia/Manila $ 255,103 % 134,865 $ 441,530 % 143,461
9 Christopher Fleis Europe/Moscow & 473,406 4 286,807  § 487,019 216,623
10 |Erica Busse Europe/Moscow  $ 169,706  $ 281,265  § 327,955  $ 296,231
11 Joy Liddyard Asia/Manila $ 144,480 $340,217  $ 103,012  $ 196,950
12 |Ebonee Louch Asia/Manila $224,551  $115,951  $ 289,162 % 280,378
13 |Neal Sollars Europe/Moscow $ 388,254 $418,938  § 209,895  § 470,087
14 |Drake Becom Europe/Moscow  $ 341,113 134,202  $ 178,894  § 495,803
15 |Rodger Campany Asia/Manila $467,602 $266,613 §$ 165,388  § 374,323
16 |Cody Luton Europe/Lisbon $218,202 $277,480  § 477,055 % 416,420
17 | Tucky Habishaw Asia/Bangkok $210,086 $139,985 §$ 168,733 % 485,319
18 'Sylvan Eshmade Europe/Lisbon $415,418 $ 379,522 $ 460,876  $ 327,551
19 'Haley Dartan Asia/Bangkok $ 395,150 % 413,390 $169,868 294,643
Adda Ellwood Africa/Nairobi $443,083 $431,629  § 450,521 $ 433,587
Debra Godman Africa/Nairobi % 418,579 $ 171,975 § 448,654 $ 318,128
Silvano Estable Asia/Manila % 372,755 $120,213 $ 450,051 $ 403,664
Ronald Burriss Africa/Nairobi $247,752 $474,182 § 403,443  § 483,015
‘Wwanda Ratlee Asia/Bangkok $ 167,342  $ 476,637 § 424,504 % 273,937
25 |Lucky Delouch AmericafToronto  § 363,379  $ 440,309  § 304,630  § 315,054
26 |Galvin Fraiberg Europe/Warsaw  $ 222,863  $ 255,684  $ 415483  $ 390,461
27 |Burton Wreath Asia/Manila $170,005 $153,945  §$219,391 £ 238,136
22 |Ash Jirousek America/Toronto % 368,612 $ 382,150 § 264,538 $ 225,849
29 |Hercules Almon Europe/Warsaw % 408,311 % 487,532 $ 142,611 $ 323,942
30 |Rochette Shelley America/Toronte  § 198,576  $ 345,601  § 196,293  § 411,246
31 |Aguste Fessier America/Toronto  $ 429,100 % 425,269 § 373,941 $ 127,746
33
34
35
36
< »
Sales Dataxlsx &
- HELD IMPROVE OFFICE

We know that each person’s email address is their first initial with their last name, at the
domain “acmewidgets.com.” We have filled in the first email address as an example, but it

would be quite time-consuming to manually enter each one.
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Instead, let’s select the column and click “Data - Flash Fill:”

File Home Insert Page Layout Formulas Review View Help Acrobat 2 Tell me what you want to do & Share I Comments
[iFrom Text/CSV [ Recent Sources [H Queries & Connections A S% =H 3 BBGroup - =
Data + EE From Table/Range Al [2 tocks_ Geography | | £L Y& Advanced | Columns 56 * [0 | Analysis~ Sheet | EH Subtotal
Get & Transform Data Queries & Connections Data Types Sort & Filter Forecast Qutline 7
Hash Fill (Ctrl+E)
Automatically fill in values, Enter a
couple of examples you want as
output and keep the active cellin
S 1  the column you want filled in.
|
[l
Here are the results:
A B C D E F G
1 |Full Name Email Address Region Q1 Q2 Q3 Q4
2 |Rosanna Skeermor |rskeermor@acmewidgetscom  |America/Toronto  $ 136,593 $ 181,573 % 400,816 £ 215,603
3 |Delainey Mont d.ment@acmewidgets.com Asia/Manila % 386,315 % 184,778 % 162,573 % 387,770
4 |Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila $ 493,688 ¢ 285,903 % 130,577 % 349,059
3 |Gardy Howsley g-howsley@acmewidgets.com America/Toronto  $ 420,109 £ 314,733 £ 499,214 % 353,656
6 |Alethea Winyard a winyard @acmewidgets com Europe/Lisbon $ 114,980 $ 380,264 % 429,716 $ 261,241
7 |Tally Leppington Lleppington @acmewidgets.com  |Europe/Lisbon £ 436,769 $ 273,361 % 360,605 % 170,697
8 |Robert Balnaves r.balnaves @acmewidgets.com Asia/Manila $ 255,103  $ 134,865 441,530 % 143,461
9 |Christopher Fleis c fleis@acmewidgets.com Europe/Moscow $ 473,496  $ 286,897 % 487,919 $216,623
10 |Erica Busse e busse@acmewidgets.com Europe/Moscow $ 169,706 281,265 % 327,955 £ 296,231
11 |loy Liddyard jliddyard @acmewidgets.com Asia/Manila 4 144,480 ¢ 340,217  $ 103,012 % 196,950
12 |Ebonee Louch e louch@acmewidgets com Asia/Manila $ 224,551 $ 115,951 % 289,162  $ 280,378
13 |Neal Sollars nsollars@acmewidgets com Europe/Moscow % 388,254  $ 418,938  § 209,895 £ 470,087
14 |Drake Becom d.becom@acmewidgets.com Europe/Moscow $ 341,113 + 134,202 % 178,894 % 495,803
15 |Rodger Campany  |rcampany@acmewidgetscom  |Asia/Manila $ 467,602 266,613 § 165,388 & 374,323
16 |Cody Luton c luton@acmewidgets com Europe/Lisbon $ 218,203 $ 277,489 % 477,055 % 416,420
17 |Tucky Habishaw t habishaw@acmewidzets com Asia/Bangkok £ 210,086 % 139,985 £ 168,733 £ 485,319
18 |Sylvan Eshmade s.eshmade@acmewidgets.com Europe/Lisbon $ 415,418 $ 379,522 % 460,876 £ 327,551
19 |Haley Dartan h.dartan@acmewidgets.com Asia/Bangkok 4 305,150 $413,300 $ 169,868 & 204,643
20 |adda Ellwood a.ellwood @acmewidgets com Africa/Nairobi $ 443,983 $431,629 450,521 % 433,587
21 |Debra Godman d.godman@acmewidgetscom  [Africa/Nairobi $ 418,579 $ 171,975 & 448,654 4 318,128
22 |silvano Estable s.estable@acmewidgets com Asia/Manila $ 372,755 $ 120,213  $ 450,051 % 403,664
23 |Ronald Burriss r.burriss@acmewidgets com Africa/MNairobi $ 247,753  $474,183 403,443  $ 483,015
24 |wanda Ratlee w.ratlee@acmewidgets.com Asia/Bangkok $ 167,342 $476,637 424,504 $ 273,937
23 |Lucky Delouch |.delouch@acmewidgets.com America/Toronto  $ 363,379 % 440,399 £ 394,639 £ 315,954
26 |Galvin Freiberg g freiberg@acmewidgets com Europe/Warsaw $ 222 863 $ 255,684 % 415,483 % 390,461
27 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila $ 170,905 $ 153,945 $219,391 £ 238,136
28 |Ash Jirousek ajirousek@acmewidgets.com America/Toronto % 368,612 % 382,150 264,538 £ 225,849
29 |Hercules Almon h.almon@acmewidgets com Europe/Warsaw  $ 408,311 $£487,532 $ 142,611 4 323,942
30 |Rochette Shelley r.shelley@acmewidgets.com America/Toronto  $ 198,576 % 345,601 % 196,293 $411,246
31 |Aguste Fessier a.fessier@acmewidgets.com lAmerica/Toronto % 429,100 £ 425,269 £ 373,941 £ 127,746
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Activity 2-3: Working with Data
In this activity, you will use AutoFill and Flash Fill to complete the financial data workbook.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 2 of your Excel Essentials Activities folder. Open Activity 2-3:

(Refer back to Activity 1-2 if you need help.)

3. Click and drag it down to cell F20. This will copy the formula from F2 to all the
blank cells, adjusting the references for each row:

FILE HOME  INSERT ~ DATA  REVIEW VW 9 Tellme whatyou want to do EDIT IN EXCEL
= x Cut Calior 1 Ay TE Genera - :I'?‘ ﬂg D ;;44 37\ li 3 AutoSum - EY ,O
Paste ‘: Copy B I U D -M-A- _ _  [El- $-9% » % 8  Cordfional foms Format | Insert Delte Fomat @ Cey.  SotA Find&
- ¥ Format Painter - = == Formating- - asTable~ - - Filter - Select -

Undo Clipboard Font. Alignment Mumber Tables Cells Editing

f =D2-E2

A B C D E F G H | J K L M

1 ity State Office Type Revenues  Operating Expenses  Operating Profit  Depreciatit Net Profit Scorecard

2 |wamer, nH Corporate 125313 65792 s9527| 4667 54860 AverageRevenue 2769865

3 East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue 461214

4 Lyon, MA Partner 135816 67383 5700 Lowest Expenses 65792

5 Willow Run, NH Corporate 233255 83606 5089

6 Conyersvilie, RI Franchise 128691 67175, 4956

7 Mount Baker, NY Corporate 244913 89974 5062

& Farmington Lake, RI Franchise 392518 82675, 6100

9 Martins Corner, NH Franchise 331773 85283 5795
10 Pickerel Narrowis, ME Partner 244975 100834 5153
11 Willahs, WY Partner 137925 104528 5673
12 Center, MA Corporate 207163 73705 5599
13 Spring City, MA Partner 432326 79297 4872

4 Mittenlane, NY Partner 177783 103757 5144
15 EastWaterford, ME Franchise 201945 83175 4734
16 Coltman, RI Corporate 461214 26683 6066

7 Scottsuille, NI Partner 440462 81912 4842

2 |Hebron, NH Partner 407339 28286 4604

9 Longuiew, MA Partner 376263 92698 5195
20 Emerson, NJ Franchise 149134 87513 5168
21
23
24
25
26
28
31 .

Financial Data Financial Scorecard [
HELP IMPROVE Q)
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4. Observe the results:

88

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me what you wantto do EDIT IN EXCEL
A2l “] Calibri -1 - AR Genera - uﬂ D 3‘4‘—“

Paste . B I U pai-H-A- - §$-9% » % &  Condiionsl forms Format Insert Delete Format

- ¥ Format Painter = Formatting- - asTable- - - -
Undo oard Font. Alignment Mumber Tables Cells
£ =D2-E2

A B C D E F G H | J K
1 city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciati Net Profit Scorecard
2 |warner, NH Corporate 125319 65792 59527 4667 54860 Average Revenue
3 |East Natchitoches, RI Franchise 433924 101465, 332459 s088 Highest Revenue
4 |Lyon, MA Partner 135816 67388] 68428 5700 Lowest Expenses
5 |willow Run, NH Corporate 233255 83606] 149649 5089
6 |conyersville, RI Franchise 128691 67175) 61516 4956
7 |Mount Baker, NY Corporate 344913 89974 154539 5062
8 |Farmington Lake, RI Franchise 392518 82675) 300843 6100
9 | Martins Corner, NH Franchise 331773 25288 246485 5795
10 |Pickerel Narrows, ME Partner 244975 100834 144141 5153
11 |willaha, NY Partner 137925 104525 33397 5673
12 |Center, MA Corporate 207163 73705) 133458 5599
13 |Spring City, MA Partner 432326 79297| 353029 4872
14 | Mittenlane, NY Partner 177789 103757, 74032 5144
15 |East Waterford, ME Franchise 201945 83178] 118767 4734
16 |coltman, RI Corporate 461214 86688] 374526 6066
17 |scottsville, N1 Partner 440462 81912] 358550 4842
18 |Hebron, NH Partner 407339 85286] 319053 4604
19 |Longiew, MA Partner 376263 92698 283565 5185
20 |Emerson, NJ Franchise 149134 87513 61621 5168
21
22
23
24
25
26
27
28
29
30
3

13
Financial Data Financial Scorecard *
AVERAGE: 1914202632 COUNT: 19

E‘)\ li 3 AutoSum - %\Y p

Clear - Sort & Find &
Filter - Select -
Editing
L M N

2769865,
451214
65792

SUM: 3636385 - HELP IMPROVE Ol
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5.

6.
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Repeat this process with column H:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW '@ Tell me whatyou want to do
© ‘j x cut Calibr BT A ab
paste Copy B I UDmi-H-A- _

- ¥ Format Painter = = = =
Undo Clipboard Font Alignment
S =F2-G2
A B C D E

1 ity State Office Type Rewenues  Operating Expenses
2 |warner, NH Corporate 125319 65792
2 East Mstchitoches, RI Franchise 433924 101465
4 Lyon, MA Partner 135816 67388
5 Willow Run, NH Corporate 233255 23606
& conyersville, RI Franchise 128691 67175
7 Mount Baker, NY Corporate 244913 89974
&  Farmington Lake, RI Franchise 392518 82675
S Martins Corner, NH Franchise 331773 85288
10 pickerel Narrows, ME Partner 244975 100334
11 willaha, NY Partner 137925 104528
12 | Center, MA Corporate 207163 73705
12 Spring City, MA Partner 432326 79297
14 Mittenlane, NY Partner 177789 103757
15 | East Waterford, ME Franchise 201945 83178
16 Coltman, RI Corporate 461214 86683
17 scottsville, NI Partner 440462 81912
12 Hebron, NH Partner 407339 88286
19 Longview, MA Partner 376263 92608
20 Emerson, W) Franchise 149134 87513
21

22

23

24

25

26

28

29

30

31

<
Financial Data Financial Scorecard +

Conditiona
Formatting -

H

Depreciatit Net Profit

EDIT IN EXCEL
Genera -
$-9% » W%

MNumber
F G
Operating Profit
59527 4667
332459 5068
68428 5700
149643 5089,
61516 4956
154933 5062,
309843 6100
245485 5795
144141 5153
33397 5673
133458 5599
353029 4872
74032 5144
118767 4734
374526 6066
358550 4842
319053 4604
283565 5195
61621 5168

54860

E

e v
forms  Format

- asTable-

Tables

em

;% E 3 AutoSum - ‘%‘\Y p
Insert Delete Format @ clear- SOt & Find &
- - - Filter - Select -
Calis Editing
K L M N
Scorecard
Average Revenue 276986.5
Highest Revenue 461214
Lowest Expenses 65792
- HELP IMPROVE O/

Now, let’s use Flash Fill to separate the State abbreviations in Column A into
Column B. Click in cell B2 and type “NH” as this is the State referenced in A2:

A B
City State
|Warner, NI-hH|
East Matchitoches, RI
Lyon, MA

Fra

FSRTERN SR

C

Office Type
ICc:rpDratE

nchise

Partner
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7.

A

City
Warner, NH
East Natchi
Lyon, MA
‘Willow Run)
Conyersyill
Mount Bak
Farmington
Martins Co
Pickerel Na
Willaha, NY|
Center, MA
Spring City,
Mittenlane,
East Water]
Coltman, Rl
Scottsville,
Hebron, NH
Longview, I

[F-RN- NIRRT R TR E R

[ N - )
[=REV-R- R R R R TE Ry C Ry -

Emerson, M

8.

Insert

File Home
[B From Te/csv

% [® From web

Data~ B From Table/Range

State
NH
oches, RI

NH

LRI

ir, MY
Lake, RI
ner, NH
rows, ME

1
NY
ord, ME

1]

1A

Page Layout

[ Recent Sources
[ Bsisting Connections

Get & Transform Data

JU

Click “Data —> Flash Fill:”

Formulas

C
(Office Type
Corporate
Franchise
Partner
Corporate
Franchise
Corporate
Franchise
Franchise
Partner
Partner
Corporate
Partner
Partner
Franchise
Corporate
Partner
Partner
Partner

’F\ [T Queries & Connections
A
L

Refresh
All~

Franchise

Review View Help

i

Stacks

Queries & Connections

Select Column B by clicking the column header:

D
Revenues

125318
433524
135816
233255
128691
244513
352518
331773
244575
137925
207163
432326
177788
201945
461214
440462
407338
376263
149134

Acrobat

IR

Geography = | Z|

Data Types

Sort & Fifter

Data Tools

Forecast

! Flash Fill (Ctri+E)

90

E F G H

Operating Expenses  Operating Profit  Depreciatii Met Pro

55792 59527 4657 548

101465 332455 5068 3273

57388 68428 5700 627

83506 149545 5085 1445

67175 61516 4956 565

80974 154535 5062 1498

82575 309843 6100 3037

B5288 246485 5785 240€

100834 144141 5153 1388

104528 33397 5673 277

73705 133458 5589 1278

79297 353029 4872 3481

103757 74032 5144 638

23178 118767 4734 114C

86588 374525 6056 3684

21912 358550 4842 3537

BB286 319053 4604 3144

925098 283565 5185 2783

87513 61621 5168 554

O Tell me what you want to do 1% Share  ©3 Commen
T iR O G
o et | BT | | s

Outline

a

Automatically fill in values. Enter a
couple of examples you want as
output and keep the active cell in
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9. Observe the results:

r
|

fx State
A

1 |cCity State
2 |wWarner, NHNH
3 |East Natchi|RI
4 |Lyon, MA |MA
3 |willow Rur{ NH
6 |Conyersvilld RI
T |Mount Bak{NY
8 |Farmington|RI
9 |Martins Cof NH
10 |Pickerel Na| ME
11 | willaha, MY|NY
12 |Center, MA MA
13 |Spring City,| MA
14 | Mittenlane NY
15 |East Water{ ME
16 |Coltrman, RIRI
17 |scottsville, | M
18 |Hebron, NHNH
19 |Longview, | MA
20 |Emerson, N/NJ
21

22

]

Office Type
Corporate
Franchise
Partner
Corporate
Franchise
Corporate
Franchise
Franchise
Partner
Partner
Corporate
Partner
Partner
Franchise
Corporate
Partner
Partner
Partner
Franchise

D
Revenues

125319
433524
135816
233255
128691
244513
352518
331773
244575
137525
207163
432326
177789
201545
461214
440462
407335
376263
149134

E

Operating Expenszes

65792
101465
67388
83606
67175
80974
82675
85288
100834
104528
73705
79297
103757
83178
86688
81912
BE280
92698
87513

F G H

Operating Profit  Depreciatih Met Profit
58527 4667 54860
332459 5068 327391
68428 5700 62728
149645 5089 144560
61516 4956 56560
154535 5062 1459877
300843 6100 303743
246485 5755 240650
144141 5153 138988
33397 5673 27724
133458 5559 127859
353029 4872 348157
Fa032 5144 GBEBE
118767 4734 114033
374526 6066 368460
358550 45842 353708
319053 4604 314449
283565 5155 278370
61621 5168 56453

10. Let’s use the Find & Replace tool to clean up Column A. Click the column header to

select it:

Connections Caloulation
fe State
A B

City @ state
Warner, NHNH
East Natchi[ Rl
Lyon, MA [MA
Willow Run{ NH
Conyersvilld Rl
Mount Bak{ NY
Farmingtor|RI
Martins Co{ NH
Pickerel Na| ME
Willaha, NY| NY:
Center, MA MA
Spring City,| MA
Mittenlane| NY
East Water| ME
Coltrnan, R{RI
Scottsville, | NJ
Hebron, NHNH
Longview, | MA

@ N LN -

T P P P P e P Y PP
S ElmNah e NN

Emerson, N NJ

W N NN N NN
S8 EBBNSHREONES

Financial Data

Sort & Filter

D

Data Toals

E

65792
101465
67388
83606
67175
89974
82675
85288
100834
104528
73705
79297
103757
83178
86688
81912
88286
92698
87513

Office Type Revenues  Operating Expenses
Corporate 125318
Franchise 433924
Partner 135816
Corporate 233255
Franchise 128691
Corporate 244913
Franchise 392518
Franchise 331773
Partner 244975
Partner 137825
Corporate 207163
Partner 432326
Partner 177789
Franchise 201945
Corporate 461214
Partner 440462
Partner 407339
Partner 376263
Franchise 149134
Financial Scorecard [

£

u

Operating Profit  Depreciatis Net Profit

59527
332459
68423
149645
61516
154939
309843
246485
144141
33397
133458
353029
74032
118767
374526
358550
319053
283565
61621

4667
5068
5700
5089
4356
5062
6100
5745
5153
5673
5599
4872
5144
4734
6066
4842
4604
5195
5168

54860
327391
62723
144560
56560
149877
303743
240680
138988
27724
127859
348157
68838
114033
368460
353708
314445
278370
56453

J K
Scorecard
Average Revenue
Highest Revenue
Lowest Expenses

L

276986.5
461214
65792

HELP IMPROVE OI
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11. Click “Home - Find & Select - Replace:”

92

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me what you wantto do EDIT IN EXC
6 [ o Calibr - A A TE e e
opy . ===
& P Fomatpainter ruag= AT = B $-%
Undo Clipbs Font Mlignment Number
£ City
A B C D E F
1 |city state Office Type Revenues  Operating Expenses  Operating Profit
2 |warner, NE[NH Corporate 125319 65792 59527
3 |East Natchiri Franchise 433924 101465 332459
4 |Lyon, MA |MA Partner 135816 67388 68428
5 |willow Run|nH Corporate 233255 83606 149649
6 |conyersvill|ri Franchise 128691 67175 61516
7 |Mount Bakny Corporate 344913 89974 154939
& |Farmington|RI Franchise 392518 82675 300843
9 | Martins ColNH Franchise 331773 85288 246485
10 |pickerel Na [ME Partner 244975 100834 144141
11 |willaha, NY|NY Partner 137925 104528 33397
12 |Center, MA|MA Corporate 207163 73705 133458
13 |Spring City, |MA Partner 432326 79297 353029
14 | Mittenlane vy Partner 177789 103757 74032
15 |East Waterl|ME Franchise 201945 83178 118767
16 |coltman, RI|RI Corporate 461214 86688 374526
17 |Scottsville, [N Partner 440462 81912 358550
18 |Hebron, NE|NH Partner 407339 88286 319053
19 |Longiew, I|MA Partner 376263 92698 283565
20 |Emerson, N|NJ Franchise 149134 87513 61621
21
22
23
24
25
26
27
28
29
30
N
3
Financial Data Financial Scorecard [

0

EL

0
b

Depreciatii Net Profit

4667
5068
5700
5089
4956
5062
6100
5785
5153
5673
5599
4872
5144
4734
6066
4842
4604
5185
5168

SA)\ II 3 Autosum -

Insert Delete Format
as Table - - - -

! A

5 M °
Sort & | Find 8¢
Filter - |Seleet
Editing P Find

ap
i

E @&

Conditional Forms Format
Formatting - -

Clear -

Celis

Tables

Replace I

H | L 2 GoTo

Scorecard
54860 Average Revenue
327391

62728
144560

56560
149877
303743
240680
138988

27724
127859
348157

68833
114033
368460
353708
314449
273370

56453

276986.5
461214
65792

Highest Revenue
Lowest Expenses

- HELP IMPROVE OI

12. The Find and Replace dialog box will open. To find all state abbreviations, enter “,

**” in the “Find what” field. This will find all values that contain a comma plus any

two characters:

Find and Replace

Find Replace

Find what: [ ~ Mo Format Set Format... -
Replace with: o Mo Format Set Format... -

Within: | Sheet W
|:| Match entire cell contents
Search: | By Rows b
Look in: | Formulas e
Replace All Beplace Find All

Options <<

Close
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13.

14.

15.

Leave the “Replace with” field blank. Ensure that the Within menu says “Sheet”. (If

it does not, click the drop-down arrow and choose Sheet from the menu.) Then,
click “Replace All:”

Find and Replace ? ot

Find Replace

Find what: [ ~ Mo Format Set Format... -

Replace with: ~ Mo Format Set Format... -
Within: | Sheet v | CDiMatch case!
|:| Match entire cell contents
Search: | By Rows e
Look in: | Formulas B Options <<

Replace All Replace Find All Find Mext Close

The replacement will now be made. Close the dialog box and observe the changes
to the data

Finally, we need to copy the Scorecard data to its own sheet. Select cells J2
through to L4 by clicking and dragging:

FILE HOME  INSERT ~ DATA REVEW VBN @ Tell me whatyou want to do EDIT IN EXCEL
) A:] :\ E;;y Calibr T N ; : i ® Genera B :lj‘ ng j ;;_4—' S} lI 5 Autosum - é’? p
Paste . B I UDaMi-D-A- _ El- $-9% » % 4§  Condifioral Forms Format Insert Delete Format Clear - Sort & Find &
® Format Painter = = Formatting- - s Table - - - Filter - Select -
Undo Clipboard Font Alignment Number Tables Cells Editing
£ Scorecard
A B C D E F G H | J K M
1 |city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciati: Net Prefit Scorecard
2 |wamer  NH Corporate 125319 65792 59527 4667 54860 Average Revenue
3 |East Natchil RI Franchise 433924 101465 332458 5068 327391 Highest Revenue
4 |iyon MA Partner 135816 67388 68428 5700 62728 Lowest Expenses
5 Willow Run NH Corporate 233255 83606 149649 5089 144560
& ConyersvilleRI Franchise 128691 67175 61516 4956 56560
7 Mount Bake NY Corporate 244913 89974 154939 S062 149877
&  Farmington RI Franchise 382518 82675 309843 6100 303743
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16. Click “Home - Copy:”

94

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
© m b cut Caliori - AN = 2 Genera - EEI D Sin E‘?\ ii 3 Autosum - Q\Y p
Paste ‘.C":@ ) B I U == -~ §-9 s < s | Condional Foms Format  Insert Delete Formal @ Con.  Sort& Find&
- ¥ Fou ¥ Painter = Formatting - - as Table - - - - Filter - Select -
d Font. Alignment Number Tables Cells Editing
J« Scorecard
A B c D E F G H ) K L M N
1 |city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciati Net Profit Scorecard
2 |wamer  wH Corporate 125319 85792 S9527 4667 54880 Average Revenue | 2768865
2 [east Matcnit Rl Franchise 433024 101465 332459 soes 327391 Highest Revenus 451214
4 |Lyon MA Partner 135816 67388 68428 5700 62728 Lowest Expenses 65792
5 Willow Run NH Corporate 233255 83608 149649 5083 144560
6 ConyersilleRI Franchise 128691 67175 61516 4356 56560
7 Mount Bake NY Corporate 244913 89974 154939 5062 149877
8 Farmington RI Franchise 392518 82675 309843 6100 303743
9 Martins Cor NH Franchise 331773 85288 26485 5795 240690
17. Click the Financial Scorecard worksheet tab:
FLE  HOME  INSERT  DATA  REVIEW VIBW Q@ Tellmewhatyouwanttodo EDIT IN EXCEL
o [ Hou Caliori T =E 2 Genea B g :;_;44 E‘)\ ii 3 Autosum - %Y p
Paste _COW T - §-9 s & M  Conditiorsl Forms Format | Insert Delete Fomal @ clan - Sort & Find &
- Format Painter = Formstting- - asTable- - - - Filter - Select -
Unds Clipbesrd Fant Alignment Humber Tables Cali Editing
£ Scorecard
A B c D E F G H | M N
1 |city State Office Type Rewenues  Operating Expenses  Operating Profit  Depreciati: Net Profit Scorecard
2 |wamer  nH Corporate 125319 65792 59527 4667 54860 AverageRevenue 2769865
3 [east Matchit rI Franchise 433004 101465 332459 S068 327391 Highest Revenue 451214
4 |Lyon MA Partner 135816 67388 68428 5700 62728 Lowest enses 65792
5 Willow Run NH Corporate 233255 83606 149649 5083 144560
6 conyersville RI Franchise 128691 67175 61516 4956 56560
7 Mount Baks NY Corporate 244913 9074 154939 5062 149877
8 Farmington RI Franchise 352518 82675 309843 6100 303743
9 Martins Cor NH Franchise 331773 85288 246485 5795 240690
10 pickerel Nai ME Partrer 244975 100834 144141 5153 138988
11 willaha NY Partner 137925 104528 33397 5673 27724
12 center  ma Corporate 207163 73705 133458 5599 127859
13 Spring City Ma Partrer 432326 79257 353028 4872 381ST
14 Mittenlane NY Partner 177789 105757 74032 s144  68sas
15 EastWateri ME Franchise 201945 83178 118767 4734 114033
16 Coltman RI Cerporate 461214 26683 374526 6066 368460
17 Scottwile N Partrer 440462 1512 358550 484z 353708
18 Hebron NH Partner 407339 88286 319053 4604 314449
19 Longview Ma Partner 76263 92698 283565 5195 278370
20 Emerson NI Franchise 149134 87513 61621 5168 56453
21
2
2
2
25
26
7
28
2
30
31
<
Financial Data | Financial Scorecard &
AVERAGE: 2679975088 COUNT-7 SUM: 8039925263 - HELP IMPROVE OI
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18. Ensure your cursor is in cell Al. Click “Home > Paste arrow - Paste Values:”

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you
= Y = =
S rl o Cut Calibri -1 - A A
E= Copy = =
c* | Paste ! B I U D abeisi- M- A-
> ® Format Painter - = ©= 4=
Undo ‘I'"'l Paste Font Alic
b Paste Formulas
Paste Values D E F G
1 E Paste Formatting
2
3

19. The data will be pasted:

A B C
1 |Sccureu:ard .I
2 |Average Revenue 2760865
3 | Highest Revenue 451214
4 | Lowest Expenses 65792

If you select one of the cells in Column C and click in the formula bar, you will
notice that the formulas have been replaced by static values. This is because we
selected the Values option to prevent the formulas from breaking during the copy
process.

20. Save As ‘Activity 2-3 complete’ and close Excel to complete this activity.

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



Microsoft Office Excel 365: Essentials 96

TOPIC D: Working with Rows and Columns

The next level of working with data in Excel is modifying entire rows and columns. In this
topic, we will learn about inserting, deleting, resizing, hiding, and showing rows and
columns. We will also discuss the Clear feature, which allows you to clear contents and/or

formatting from cells.

Topic Objectives

In this section, you will learn how to:

e |Insert, delete, resize, hide, and unhide rows and columns

e (Clear contents and formatting from cells
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Inserting Rows and Columns

To insert a new column, click the column to the left of where you want the new column to

appear. Or, to insert a new row, click the row above where you want the new one to

appear. Then, click “Home = Insert” and choose what to insert:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me whatyou want to do EDIT IN EXCEL
o T X cut Verdana e A == 20 Wrap Text
2 Copy
Paste . I Upaaii-OH-A- === &35 [E]Merge&Center-
- ¥ Format Painter
Undo Clipt Font Alignment
f= Region
A B C D E
1 |Full Name Email Address Region Q1 Q2
2 |Rosanna Skeermor rskeermor@scmewidgetscom  America/Toronto  $ 136,593 $ 181,573
3 |Delainey Mont d.mont@acmewidgets.com Asia/Mal % 386,315  $ 184,778
4 |Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila 4 493,688  $ 285,903
5 |Gardy Howsley ghowsley@acmewidgetscom  America/Toronto  $ 420,109 $ 314,733
6 Alethea Winyard a.winvard @acmewidgets.com Europe/Lisbon $114,980 £ 380,264
7 |Tally Leppington tleppington @acmewidgets. com  Europe/Lishon % 436,769 $ 273,361
% Robert Bal r balnaves@ i com  Asia/Manila $255,103  $ 134,865
9 Christopher Fleis c fleis@acmewidgets.com Europe/Moscow  $ 473,496  $ 286,897
10 |Erica Busse e busse@acmewidgets.com Europe/Moscow  $ 169,706  $ 281,265
11 Joy Liddyard liddyard@acmewidgets com Asia/Manila $144,480  $ 340,217
12 |Ebonee Louch & louch@acmewidgets com Asia/Manila & 224,551  $ 115,051
13 |Neal Sollars n.sollars@acmewidgets.com Europe/Moscow 4§ 388,254  $ 418,938

(Notice that you can also insert individual cells

options from the right-click menu:

General
$-% » W@

Number

Q3

$ 400,816
$ 162,573
$ 130,577
§ 499,214
$ 429,716
$ 360,605
$ 441,530
$ 487,919
$ 327,955
$103,012
$ 289,162
$ 209,895

E®

% Conditional Forms
Formatting -

Tabies

@
T

Q4

£215,603
$ 387,770
£ 349,059
£ 353,656
$261,241
170,697
143,461
$216,623
296,231
£ 196,950
280,378
$ 470,087

from this menu.)

-—
D o Ex . A
Ay = B B 3 Autosum - ZY p
Format  [Insert Delete Format Clear - Sort & Find &
as Table - Filter - Select -
b ~
M N o

Insert Sheet

You can also access these

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
o
© O % cut Verdana e A ==B 20 Wrap Text
R Copy
Paste ) I U p a -h-A- = == & =[5 Merge & Center -
- ¥ Format Painter

Undo Clipboard Font Alignment.

fe Region

A B C D E
1 |Full Name Email Address Regi ~ = o~ Q2
u

2 |Rosanna Skeermor rskeermor@acmewidgetscom  Ameri 593 4 181,573
3 |Delainey Mont d.mont@acmewidgets.com Asia/f *B Cosy 315 $184,778
4 |Hardy Eyckel h.eyckel@acmewidgets.com Asia/l (5 Paste 688 285,903
5 |Gardy Howsley ghowsley@ocmewidgetscom  Ameri m e onn
5 |Alethea Winyard swinyard@acmewidgetscom  Europ [ Sheet Rows
7 Tally Leppington tleppington@acmewidgets.com  Europ Deletz * | " sneet Columns
8 | Robert Bal 4 i com Asia/t Clear Contents E=  Cells & Shift Rignt
9 |Christopher Fleis cfleis@acmewidgets.com Europ o g . ;
10 |Erica Busse & busse@acmewidgets. com Europ @ "reerink. By Cells & Shift Down
11 Joy Liddyard Jliddyard@acmewidgets.com  Asia/l %) InsertComment 480 | $ 340,217
12 [Ebonee Louch elouch@acmewidgets com ASia/l e grmat 551 $115,951
3 |neal Sollars n.sollars@acmewidgets.com EUrOp< v wovwnr oo, 254 § 418,938
14 |Drake Becom d becom@acmewidgets.com Europe/Moscow  $ 341,113  § 134,202
15 Rodger Campany  rampany@acmewidgetscom  Asia/Manila $467,602  $ 266,613
16 |Cody Luton cluton@acmewideets com Europey/Lisbon $218,203  $ 277,489
17 Tucky Habish t com  Asia/Bangkok $ 210,086  $ 139,985
18 Sylvan Eshmade s.eshmade@acmewidgets.com | Europe/Lisbon $415,418  § 379,522
19 Haley Dartan h.dartan@ac com Asia/| kol $305,150 4§ 413,390

General
$-% *

Number

Q3
$ 400,816
$ 162,573
$ 130,577
499,214
429,716
360,605
441,530
487,919
. 327,955
$ 103,012
$ 289,162
$ 209,895
$ 178,894
$ 165,388
$ 477,055
$ 168,733
$ 460,876
$ 169,868

-

- r g

] £

o Conditional Forms
Formatting -

Tab

@
T

Q4

$ 215,603
$ 387,770
$ 349,059
$ 353,656
$ 261,241
$ 170,697
$ 143,461
$ 216,623
$ 206,231
$ 196,950
4 280,378
$ 470,087
$ 495,803
$ 374,323
$ 416,420
% 485,319
327,551
$ 294,643

- v By D
& & W] Tawsm- 77
Format  Insert Delete Format Clear - Sort & Find &
as Table - - - - Fitter - Select -
Cells Editing ~
| J K L M N o]
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Deleting Rows and Columns

Deleting rows and columns works in the same way, with commands available on the Home
tab:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me what you want to do EDIT IN EXCEL
- - e
© % cut Verdana e A ==B 20 Wrap Text General - g = 3( Bl = Autosum - ’%Y p
o coey I UDaai-H-A- === 5= [ElMergeaCenter- § - % 3 S§ £  Conditional Forms Format | Insert |DEIEEE Format Clear - Sort & Find &
- ¥ Format Painter e - - Formatting- - asTable- - - - Fifter - Select -
Undo Clipboard Font Alignment Number Tables I %ﬂm Shest Rows ng
J= Region % Deleta Sheet Columns
A B C D E F G H M
1 |Full Name Email Address Region Q1 Q2 Q3 Q4
2 |Rosanna Skeermor rskeermor@scmewidgetscom  America/Toronto | $ 136,593  $ 181,573 §$ 400,816  $ 215,603 fi¢ Delete Cells & Shift Left
3 Delainey Mont d.mont@acmewidgets.com Asia/Manila $386,315 $ 184,778  § 162,573  § 387,770 o §
H ; 3, Delete Calls & Shift Up
4 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila $493,688  $285903 § 130,577  § 349,059
5 |Gardy Howsley ghowsley@acmewidgetscom  America/Toronto  § 420,109  $ 314,733 § 499,214  § 353,656
FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell mewnat you want to do EDIT IN EXCEL
o o
© O o Verdana -4 - A A= 20 Wrap Text General - J!T‘ g e > Autosum - ’%Y p
pace O I U D axil-MH-A- === 5= ElMerge&Center- - % 3 %§ £  Conditional Forms Format | Insert Delete Format Clear - Sort & Find &
- ¥ Format Painter - - - ’ Formatting- - asTable- - - - Fifter - Select -
Undo Clipooard Font. Alignment Number Tables
fe Region
A B C D E F G H J K L M
1 |Full Name Email Address Region o N2 Q3 Q4
2 |Rosanna Skeermor rskeermor@acmewidgetscom | America/Toror 3¢ €t 181,572 § 400,816  § 215,603
3 |Delainey Mont d.mont@acmewidgets.com Asia/Manila B copy i 184,778 $162,573 % 387,770
4 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila | % pacte :285,902  $ 130,577  § 349,059
5 Gardy Howsley ghowsley@acmewidgetscom  America/Toror 314,733 $ 499,214 §$ 353,656
6 |Alethea Winyard awinyard@acmewidgetscom  Europe/Lisbon nsert ' 380,264  §429,716  § 261,241
7 |Tally Leppingten ‘tleppington@acmewidgets.com  Europe/Lisbon Delete * | IX Sheet Rows 15  $170,697
& |Robert Balnaves rbalnaves idgetscom  Asia/Manila C‘EE,CME,,@ % Sheet Columns 30§ 143,461
9 |Christopher Fleis cfleis@acmewidgets.com Europe/Mosco . . } 19  £216,623
10 |Erica Busse & busse@acmewidgets com Europe/Mosco| & Fyperink.. A CellsashitleR 55 ¢ 006,231
11 oy Liddyard j-liddyard@acmewidgets.com Asia/Manila %3 Insert Comment M, Cells & Shift Up 12 $ 196,950
12 |Ebonee Louch e louch@acmewidgets.com Asia/Manila | .o o (115951 | §289,162  § 280,378
13 |Neal Sollars n sollars@acmewidgets com Europe/Mosco 2 MWTPETTOMA 418,038 § 200,805 § 470,087
14 |Drake Becom d.becom@acmewidgets com Europe/Moscow $ 341,113 $ 134,202 §178,894  § 495,803
15 |Rodger Campany  rcempany@acmewidgetscom  Asia/Manila $467,602 $266,613 § 165388  § 374,323
16 |Cody Luton cluton@acmewidgets.com Europe/Lisbon $218,203 §$277489 §$477,055  § 416,420
17 |Tucky Habishaw t dgets.com  Asia/l kol $210,086 §139,985 § 168,733  § 485,319
18 |Sylvan Eshmade s.eshmade @acmewidgets.con  Europe/Lisbon $415418  $379,522  § 460,876  § 327,551
19 |Haley Dartan h.dartan@acmewidgets.com Asia/Bangkok $ 395,150  $ 413,390 X § 204,643
20 |Adda Ellwood aelwood@acmewidgetscom | Africa/Nairobi $443,983 $431,629 §450,521  § 433,587
21 |Debra Godman d podman@acmewidgets com | Africa/Nairobi $418,579  $ 171,975  §448,654  § 318,128
22 |Silvano Estable s estable@acmewidgets.com AsiafManila $372,755  $ 120,213  $ 450,051  $ 403,664
23 |Ronald Burriss rburriss@scmewidgets.com Africa/Nairobi $247,753  $474,183  § 403,443  § 483,015
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Clearing Data from Cells

If you just want to clear the data from cells (rather than deleting the cell itself), you can do

so by clicking “Home - Clear - [object type]:”

FILE HOME ~ INSERT ~ DATA  REVIEW VIEW Q@ Tell mewhatyou want to do EDIT IN EXCEL

] A:] % cut Verdana -n AN T == 2 wrep Text Accounting - :-!? ﬂg] g é?‘ lI 3 Autosum - év p

Paste _ I U Daxi-H-A- === & 3= [MergedCenter- . e s 4§ g  Conditional Forms Format  Insert Delete Format Clear Sort & Find &

. ¥ Format Painter - Formatting - as Table - - - - Ik Cittor  Salnct .
Undo Clipboard Font Alignment Number Tables Cells Clearall ~
%4 Clear Formats
S 296231
Clear Contents
A B C D E F e H N o

1 |Full Name Email Address Region Qi Q2 Q3 Q4 -
2 |Rosanna Skeermor rskeermor@acmewidgetscom  America/Toronto  $ 136,593  $ 181,573 § 400,816  § 215,603
3 | Delainey Mont d.mant@acmewidgets com Asia/Manila $ 386,315 % 184,778 $ 162,573  § 387,770
4 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila $403,688 285003  § 130,577  § 349,059
5 |Gardy Howsley ghowsley@acmewidgetscom  America/Toronto  $ 420,109  $ 314,733 $ 499,214  § 353,656
6 |Alethea Winyard awinvard@acmewideetscom | Europe/Lisbon $114,980 $380,264  §429,716  § 261,241
7 |Tally Leppingten ‘tleppington@acmewidgets.com  Europe/Lisbon $436,769 $ 273,361 § 360,605 % 170,697
& |Robert Balnaves rbalnaves@acmewidgetscom  Asia/Manila $255,103  $ 134,865 §441,530  § 143,461
9 Christopher Fleis c fleis@acmewidgets com Europe/Moscow $473,496  $286,807  § 487,919 216,623
10 |Erica Busse e.busse@acmewidgets com Europe/Moscow $ 169,706 % 281,265 $327,955 |$296.231 |
11 Joy Liddyard jidgyard@acmewidgets.com Asia/Manila $144,480  $ 340,217  § 103,012  § 196,950
12 |Ebonee Louch e louch@acmewidgets.com AsiafManila $ 224,551  $ 115,951  § 289,162  § 280,378
13 |Neal Sollars nsollars@acmewidgets.com Europe/Moscow  § 388,254  $418,938  § 209,895  § 470,087
14 |Drake Becom d becom@acmewidgets.com Europe/Moscow  § 341,113  §134,202  § 178,894  § 495,803
15 |Rodger Campany r.campany@acmewidgets.com Asia/Manila $ 467,602 % 266,613 $ 165,388  § 374,323
16 |Cody Luton cluton@acmewidgets.com Europe/Lisbon $218,203 $277,480 §477,055  § 416,420
17 |Tucky Habishaw t I deetscom | Asiafl $210,086 §139,985 § 168,733  § 485,319
18 |Sylvan Eshmade s.eshmade @acmewidgets.com  Europe/Lisbon 4415418 379,522  § 460,876  § 327,551
19 |Haley Dartan h.dartan@acmewidgets.com Asia/Bangkok $ 395,150  $413,390  §$ 169,868  §$ 294,643
20 |Adda Eliwood a.ellwood@acmewidgetscom  Africa/Nairobi $443,983 $431,629 §450,521  § 433,587
21 |Debra Godman d godman@acmewidgets com | Africa/Nairobi $418,579 §171,975  § 448,654  § 318,128

Alternatively, you can clear all of these objects at once by clicking “Home = Clear - Clear

All.” As well, there is a Clear Contents command on the right-click menu.
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Changing Column Width and Row Height

100

Sometimes it will be necessary to change the size of a row or column in order to display all

the data in the cell. You also might want to change the size of a row or column just for

appearance. In either case, resizing a row or column is quite easy.

To change the size of a column, place your mouse pointer on the line that divides the

column headers. (For example, if you wanted to change the size of column C, you would

place your mouse pointer on the line separating C and D.) Your cursor will turn into a

vertical line with a small arrow on either side. When you see this pointer, click and hold the

left mouse button to drag the column edge to the left or right. As you drag, you will see the

size in pixels:

FILE HOME  INSERT DATA  REVIEW  VIEW

L
s = dbut

B2 copy
Paste cery

¢ B I U D a
 Format Painter -
Undo Clipooard
£ AmericafToronto
A B
1 Full Name Email Address
2 |Rcsanna Skeermor |r.skeermor@acmewidgets.com

Verdana -1 - A

3 |Delainey Mont d.mont@acmewidgets.com

4 |Hardy Eyckel h.eyckel@acmewidgets.com

5 |Gardy Howsley howsley@acmewidgets.com

6 Alethea Winyard a.winyard@acmewidgets.com
7 |Tally Leppington tleppington @acmewidgets.com
£ Robert Balnaves r balnaves@acmewidgets com
9 |Christopher Fleis c fleis@acmewidgets.com

10 |Erica Busse e.busse@acmewidgets.com

11 oy Liddyard liddyard@acmewidgets com
12 |Ebonee Louch e louch@acmewidgets com

E @ET

Q Tell me what you want to do EDIT IN EXCEL
Aa === 2 \Wrap Text General

1»- A = = = & = ElMergedCenter- | §- % * 8 %

Nurmber

| & E F G
Region Q1 Q2 Q3 Q4
America/Toronto | $ 136,593 $ 181,573  § 400,816  § 215,603
Asia/Manila $386,315  $184,778 $ 162,573  § 387,770
Asia/Manila $493,688 285903  § 130,577  § 349,059
America/Toronto  $ 420,109  $ 314,733 § 499,214  § 353,656
Europe/Lisbon $114,980  § 380,264 §429,716  $ 261,241
Europe/Lisbon $436,769 £ 273,361 $ 360,605  $ 170,697
AsiafManila $255,103  $ 134,865  §441,530  § 143,461
Europe/Moscow  $ 473,496 4 286,807  §487,910  § 216,623
Europe/Moscow % 169,706  $ 281,265  $ 327,955  § 296,231
Asia/Manila $144,480 $340,217  $103,012  § 196,950
Asia/Manila $224,551  $115951  $289,162  § 280,378

Conditional Forms Format
Formatting - -
Tables

as Table -

B2 X ] Saosm-

Insert Delete Format

v P

Sort & Find &
Fitter - Select -

Clear -

Editing

When you release your mouse, the size of the column will be changed. To change the size of

a row, place your pointer on the line separating the row headers and then click and drag up

or down to make the row larger or smaller:

A

E

|Height: 33.00 (44 pixels)|
1 |Rosanna Skeermor

Email Address
r.skeermor@acmewidgets.com

ZL\leelainev Mont

||:|.r'r'|:-|'|t@ acmewidgets.com

3 Hardy Eyckel
4 Gardy Howsley

h.eyckel@acmewidgets.com
g_howsleyi@acmewidgets.com
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There are more resizing commands available by clicking “Home - Format:”

FILE HOME ~ INSERT ~ DATA  REVIEW VIEW Q@ Tell mewhat you want to do EDIT IN EXCEL
o - 0 e ]
o ] ‘f E:;y Verdana - - AN TF=E b \rap Text General _l’? ué] iy & :37\ m{l 3 Autosum - %Y p
Paste I U p s CA- === & 5= ElMegeaCenter-  §- % 3 5 M Conditional Forms Format | Insert Delete FOMMAH @ Ciogr - Sort & Find &
- ¥ Fomat Painter - = Formatting - asTable - - - Filter - Select -
Undo Clipboard Fons Alignment Number Tables Cells Cell Size:
F Delainey Mont 1T fow Height..
A E c D E F G H J Auto Fit Row Height
. - b3 Column Wicth...
1 |Full Name Email Address Region Q1 Q2 Q3 Q4 At A Comm it
2 |Rosanna Skeermor _rskesrmor@acmewidgsts.com  America/Toronto  § 136,503  § 181,573  § 400,816 % 215,603 Lo Tt telumn o
3 [Delainey Mont ld.ment@acmewidgets.com Asia/Manila $386,315  $ 184,778  § 162,573  $ 387,770 Visibility
4 |Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila $493,688  $285903  § 130,577 % 349,059
c . Hide & Unhide
5 |Gardy Howsley ghowsley@acmewidgetscom  America/Toronto  $ 420,109 $ 314,733 § 499,214  § 353,656
6 |Alethea Winyard awinvard@acmewidgetscom  Europe/Lisbon $114,080 $ 380,264 $429,716 % 261,241 Organize Sheets
7 |Tally Leppingten tleppington @acmewidgets com  Europe/Lisbon % 436,769 $ 273,361 § 360,605 $ 170,697
2 Robert Bal r.balnaves@ i m  Asia/Manila $ 255,103 $ 134,865  § 441,530  § 143,461 Rename Sheet...
9 |Christopher Fleis c fleis@acmewidgets.com Europe/Moscow  $473,496  $ 286,897  § 487,919  $ 216,623
10 |Erica Busse e.busse@acmewidgets com Europe/Moscow $ 169,706  $1281,265  § 327,955  § 296,231 Duplicate Sheet
11 Naw tidduard i liddvard@armewidoets com Acia/Manils & 144 4’n & 2an 217 €102 017 & 10/ QS0

The two Auto Fit commands will automatically size the row or column to their contents. The
Row Height and Column Width commands will open a dialog box where you can enter the

desired dimensions:

Row Height

Row Height:

(% Default units

Pixels

Cancel

Column Width

Column Width: !

(® Default units

Pixels

Ok

Cancel
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The Hide and Unhide Options

102

Excel also gives you the ability to temporarily hide rows and/or columns and then unhide

them when necessary. To begin, select the row or column that you want to hide. Then, click
“Home - Format - Hide & Unhide,” and choose the desired option:

Rosanna Skeermor
Delainey Mont
Hardy Eyckel
Gardy Howsley
Alethea Winyard
Tally Leppington
Robert Balnaves
Christopher Fleis
0 |Erica Busse

Joy Liddyard
Ebonee Louch

o W

GG

FILE HOME INSERT DATA REVIEW VIEW
ol X,
o ry decut Verdana Birs
B Copy
(—)Paste.w B I U D s t-M
- & Format Painter o
Undo Clipboard
F=  Delainey Mont
A B
Full Name Email Address

r.skeermor@acmewidgets.com
.d mont@acmewidgets.com
h_eyckel@acmewidgets com
g.howsley@acmewidgets.com
a.winyard @acmewidgets.com
t.leppington @acmewidgets.com
rbalnaves @acmewidgets.com
cfleis@acmewidgets.com
e.busse@acmewidgets.com
Lliddyard@acmewidgets com

e louch@acmewidgets com

@ Tell me what you want to do

In this example, Column B is hidden:

Full Name

Reosanna Skeermor
Delainey Mont
Hardy Eyckel
Gardy Howsley
Alethea Winyard
Tally Leppington
Robert Balnaves

G0 = | LA b R =

EDIT IN EXCEL

-A A === ab \Wrap Text General :I,T ng __‘Y
A === & £ [EMerge & Center - I Fioﬂr:i&“’; me’ﬁ asf;:gﬂe'
Alignment MNumber Tables
C D E F G H
Region Q1 Q2 Q3 Q4
America/Toronto  $ 136,593  § 181,573  $ 400,816  $ 215,603
Asia/Manila $386,315 $ 184,778  $ 162,573 & 387,770
Asia/Manila $493,688  $ 285,903 % 130,577  $ 349,059
America/Toronto % 420,109  $ 314,733  $499,214  § 353,656
Europe/Lisbon $114,980  $ 380,264  $429,716  § 261,241
Europe/Lisbon $436,760 $273,361 % 360,605 $ 170,697
Asia/Manila $255,103 4 134,865 $441,530  § 143,461
Europe/Moscow  $ 473,496 4 286,897 $487,919  § 216,623
Europe/Moscow  $ 169,706  $ 281,265 327,955  $ 296,231
Asia/Manila $ 144,480 $ 340,217 $ 103,012  $ 196,950
Asia/Manila $224,551 $115,951 4$289,162 $ 280,378
C D E
Region Q1 Q2
America/Toronto % 136,593 % 181,573
Asia/Manila % 386,315 % 184,778
Asia/Manila % 403,688 % 285,903
America/Toronto  $ 420,109 % 314,733
Europe/Lisbon % 114,980 % 380,264
Europe/Lisbon % 436,769 % 273,361
Asia/Manila % 255,103 % 134,865

:;_—“ 5“‘)\ |T: 3 Autosum -

Insert Delete [Format Clear ~

el ell size

1T Row Height..

Auto Fit Row Height
L3 Column Width...

Auto Fit Column Width

v O

Sort & Find &
Filter - Select ~

Vesbity
o
F G
Q3 Q4
% 400,816 $ 215,603
$ 162,573 $ 387,770
% 130,577 $ 349,059
% 499,214 % 353,636
% 429,716 $ 261,241
% 360,605 $ 170,697
% 441,530 $ 143,461
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To re-show it, we would re-select the surrounding columns and click “Home - Format =
Hide & Unhide - Unhide Columns:”

FILE HOME ~ INSERT ~ DATA  REVIEW VIEW Q@ Tell mewhatyou want to do EDIT IN EXCEL
L5} A:] X cut Verdana -4 - A A T == ab Wrap Text General - j}—' S)\ u ¥ AutoSum - év p
Paste ‘: conr I U D ail-H-A- === &35 ElMegeaCenter- §- % 3 4 2  Conditioral Forms Format | Insert Delete FONNME & ciegr. SOt & Find &
-  Format Painter - = Formatting - - as Table - - - - Filter - Select -
Undo Clipboard Font Alignment. Number Tabies Cell Size -~
o Full Name 1T Row Height
A c D E F G H ] K L M Auto Fit Row Height Q R
1 |Full Name Region Q1 Q2 Q3 Q4 7 Cotumn wicth.. -
2 |Rosanna Skeermor America/Toronto |$ 136,593 $181,573  $400,816  $ 215,603
. . . Auto Fit Column Width
3 |Delainey Mont Asia/Manila $386,315  § 184,778  $162,573  § 387,770
4 |Hardy Eyckel Asia/Manila $493,688  § 285,803  §130,577 $ 349,059 Visibility
5 |Gardy Howsley America/Toronte | $ 420,109  $ 314,733 $ 499,214  $ 353,656 )
L . Hide & Unhide . Hide Rows
6 |Alethea Winyard Europe/Lisbon $114,980  $ 380,264 $429,716 % 261,241
7 |Tally Leppingten Europe/Lisbon $ 436,769 % 273,361 % 360,605 $ 170,697 Organize Sheets Hide Columns
8 |Robert Balnaves Asia/Manila $ 255,103  § 134,865  §441,530  § 143,461 Rename Sheet.. Hide Sheet
9 |Christopher Fleis Europe/Moscow | § 473,496  $ 286,807  $ 487,919  $ 216,623 Unbide Rows
10 |Erica Busse Europe/Moscow | § 169,706  $ 281,265  § 327,055  §$ 296,231
11 |Joy Liddyard Asia/Manila $ 144,480 $340,217 $ 103,012  $ 196,950 Duplicate Sheet Unhige Columns B
12 |Ebonee Louch Asia/Manila $ 224,551  § 115,951  §$289,162  §$ 280,378
13 |Neal Sollars Europe/Moscow | § 388,254 5 418,938  § 209,895  $ 470,087
14 |Drake Becom Europe/Moscow | § 341,113 $ 134,202  § 178,894  $ 495,803
15 |Rodger Campany Asia/Manila $ 467,602 % 266,613 $ 165,388 $ 374,323
16 |Cody Luton Europe/Lisbon $ 218,203  §277,489  $477,055  $ 416,420
17 |Tucky Habishaw Asia/Bangkok $210,086 $139,985  §168,733  § 485,319
18 |Sylvan Eshmade Europe/Lisbon $ 415418  $ 379,522 460,876  $ 327,551
19 |Haley Dartan Asia/Bangkok $395,150 $413,300  $ 169,868 % 204,643
20 |adda Ellwood Africa/Nai $443,983  $431,629  $450,521  $ 433,587
21 |Debra Godman Africa/N $ 418,579  § 171,875  §448,654  § 318,128
22 |silvano Estable Asia/Ma $372,755 $120,213  §450,051  § 403,664
22 |Ronald Burriss Africa/Nairobi $247,753  $474,183  § 403,443  $483,015
24 |Wanda Ratlee Asia/Bangkok $ 167,342 § 476,637 $ 424,504  $273,937
25 |Lucky Delouch America/Toronte | $ 363,379 $ 440,399  § 394,639  $ 315,954
26 |Galvin Freiberg Europe/Warsaw | § 222,863  $ 255,684  § 415,483  $ 390,461
27 |Burton Wreath Asia/Manila $170,905 $ 153,945  §219,391  $ 238,136
28 |Ash Jirousek America/Toronto | § 368,612 $ 382,150 $ 264,538 $ 225,849
29 |Hercules Almon Europe/Warsaw | § 408,311  $ 487,532  § 142,611  $ 323,942
30 |Rochette Shelley  America/Toronte | $ 198,576  § 345,601  § 196,293  § 411,246
31 |Aguste Fessier America/Toronte | $ 429,100  § 425,269  $ 373,941  § 127,746
32
3
34
35 .
el I
Sales Datadsx &
COUNT:83 ~ HELP IMPROVE OFFICE

The column would then reappear as normal.
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Activity 2-4: Working with Rows and Columns

In this activity, you will polish the appearance of your sales report.

1.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Navigate to Lesson 2 of your Excel Essentials Activities folder. Open Activity 2-4:

(Refer back to Activity 1-2 if you need help.)

Now, right-click the Column B header and click “Delete:”

Hoover the mouse between columns A and B until you get the double arrow, then
double click to resize the column to fit the content.

The scorecard should look like this:

A B
1 |Scorecard
2 |average Revenue | 2769865
3 |Highest Revenue 451214
4  |Lowest Expenses 65702

Our last task is to improve the layout of the “Scorecard” title. Select cells A1 and
B1:

A B
1 |Scc|reca rd |
2 | Average Revenue ETEEEE.L}
3 |Highest Revenue 461214
4 | Lowest Expenses B5792

Click “Home - Merge & Center:”

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
Y L. N " o =
s = X, Cut caibri S AN ==E ab Wrap Text General - ."T E% _" &5 X [H]] X sutosum - QY /O
B Cony L3 =2
Paste P B I U Do - D Aol Sllege&Certer - §- % 0 G 4  Ondtoral foms Fomat et Deele fomat ¢ . SOME Find®
- & Fomat Painter - z % Formatting - - as Table - - - - Filter - Select -

Undo Clipboard Font Alignment Number Tables Cells Editing
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8. Cells A1 and B1 will now look like this:
A B
| Scorecard I
2769865
451214
65792

Average Revenue
Highest Revenue

B L o =

Lowest Expenses

9.

Now, switch to the Financial Data worksheet:

FILE HOME  INSERT ~ DATA  REVIEW VIEW @ Tellme whatyouwant to do EDIT IN EXCEL

Calibri -1 - A A= 25 Wrap Text

[IMmerge & Center - § -

& Format Painter

Undo Clipboard Fant

J= scorecard

A B C o E F G H
Scorecard !
Average Revenue  276986.5
Highest Revenue 461214

Lowest Expenses 65792

ARV N

DL ) PR FEFQ Y prg Y P VY Py Y pPR Y
LoebehabRbpbNooesnanronio

Financial Data Financial Scorecard *

General

% W 2

Number

= o - @, o, fe A p
4';7 = g D>‘ B X Autosum ZY
Conditional Forms Format | Insert Delete Format Clear - Sort & Find &
Formatting - asTable- | - - - Fiter - Select -
Tables Cells Editing
M N o P Q R s T

10. The scorecard data is duplicated on this sheet, so let’s remove it. Select cells J1 to

L4:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me whatyouwant to do EDIT IN EXCEL

o
Y 0 ?‘C“ Caliori -1 - KN == 20 Wrap Text General

B Copy -

Paste . B I U D axid-DH-A- == ElMerge & Center - $ - % ?

- < Format Painter
Undo Cipboard Font Nurber
= Scorecard

A B C o E F G H
1 oty state Office Type Revenues  Operating Expenses  Operating Profit  Depreciatis et Profit
2 |Wamer NH Corporate 125319 65792 50527 4667 54860
3 |East NatchitRI Franchise 433924 101465 332459 5068 327391
4 |iyon MA Partner 135816 67388 62428 5700 62728
5 |willow Run MH Corporate 233255 23508 149649 5088 144560

o

a0

E‘)\ Lt 5 Autosum - ‘Z‘Y p

m

B E

Conditional Forms Format | Insert Delete Format Clear - Sort & Find &
Formatting - a5 Table - - - Filter - Select -
Tables cell Editing
M N o]

Scorecard

AverageRevenue 2769865

Highest Revenue 461214

Lowest Expenses 6579:
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11.

12.

13.

Click “Home - Clear drop-down arrow = Clear All:”

106

FILE B INSERT  DATA  REVIEW VIBW @ Tellme what you wantto do EDIT IN EXCEL
S - = o .
Y o Cut Caliori -1 KA == 28 Wrap Text General - g g =X g 3 svtosum - A p
Copy v H = F4
Paste Ry T U D xS A- == ElMerge & Center - § - % » % £  Conditioral Forms Format | Insert Delete Format Clear - Sort & Find &
- ¥ Format Painter = Formatting - - asTable- - - - Eatoc Coloct -
Undo Font. Number Tables. Calls 2 I}
%, Ciear Formats
= Scorecard
Clear Contents
A B c D E F G H J K L o
1 |city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciatis Net Profit Scorecard
2 |Wamer  NH Corporate 125319 65792 59527 4667 54860 Average Revenue  276986.5
3 |East NatchitRI Franchise 433924 101465 332459 5068 327391 Highest Revenue 461214
4 [yon MA Partner 135816 67388 68428 5700 62728 Lowest Expenses 65792|
5 willow Run NH Corporate 233255 83806 1496435 5088 144560

The data will now be removed. Finally, let’s resize this sheet’s columns. Since we

have many columns to resize, we will use a slightly different method. Click the

selector icon in the top left corner of the data to select the entire worksheet:

3 INSERT ~ DATA  REVIEW  VIEW @ Tellme whatyou wantto do EDIT IN EXCEL
o Caliori -1 - AR T = 2 \Wrap Text General - :l"T E% D j,;‘ 3‘7\ E ¥ Autosum - ?Y p
N I U D oa - A- == 5= ElMergesCemer- - % » % g9  Conditoral Forms Format | insert Delele Format @ Ciegr- Sort & Find &
- < Format Painter = Formatting - - as Table - - - Filter - Select -
Us Cli Font Number ‘ables Editing
Scorecard
A B c D E F G H J K L W N o
1 ity State Office Type Revenues  Opersting Expenses  Operating Profit  Depreciatii Net Profit
2 |wamer N Corporate 125319 65792 59527 4667 54850
3 |East NatchitRI Franchise 433824 101465 332450 5068 327391
4 |won MA partner 135816 67388 68428 5700 62728
5 |Willow Run NH Corporate 233255 83606 149648 5089 144560
6 |conversvilleRI Franchise 128691 67175 61516 4956 56560
7 |Mount Bake NY Corporate 244813 89974 154938 5082 148877
2 |Farmington RI Franchise 392518 82675 309843 6100 303743
S |Martins Cor NH Franchise 331773 35288 246485 5795 240690
10 |Pickerel Nai ME Partner 244975 100834 144141 5153 138988
11 |willaha  NY partner 137925 104528 33397 5673 27724
12 |center  MA Corporate 207163 73705 133458 5500 127859
13 |spring City MA partner 432326 79297 353029 4872 348157
14 |Mittenlane NY Partner 177789 103757 74032 5144 68388
15 |East Water! ME Franchise 201845 83178 118767 4734 114033
16 |Coltman  RI Corporate 461214 26688 374526 6066 368460
17 |scottsville N Partner 440462 21912 358550 4842 353708
18 |Hebron  NH Partner 407339 28286 319053 4604 314449
19 |Longview MA Partner 576263 92698 283565 5195 278370
20 |Emerson NI Franchise 149134 87513 61621 5168 56453
H " H H 4
Click “Format - Auto Fit Column Width:
FILE H INSERT ~ DATA  REVIEW  VIEW @ Tellme whatyou wantto do EDIT IN EXCEL
S AJ _x E;;y Caliori -1 KA = 88 Wrap Text General - | n% D :;_;44 ;% E 3 AutoSum - év p
Paste _ BruUupamil-M-A- = = ElMergedCenter- § - 0% 3 % 2  Conditonal Forms Fommat | Insert Delete FONRBE o cicqr . Sort & Find &
- ¥ Format Painter Formatting - - asTable- - - - Fitter - Select -
Undo Number Cell Size
fo city 10 Row Height..
A B c D E F G H 1 J K L autoFit Row Height o
1 Jeity State Office Type Revenues | Operating Expenses  Operating Profit  Depreciatit Net Profit 1 Colmnwidth.
2 |Wamer NH Corporate 125319 65792 59527 4667 54860
3 |East NatchitRI Franchise 433924 101465 332455 5068 327301 (EEDGREINETLE B
4 Jyon MaA Partner 135816 67388 68428 5700 62728 ity
5 [Willow Run NH Corporate 233255 83606 149649 5089 144560
6 |conyersville RI Franchise 128691 67175 61516 4956 56560 Fiide & Unhidz '
7 |Mount Bake NY Corporate 244313 89974 154939 5062 149877 Organize Sheets
& [FarmingtonRI Franchise 392518 82675 309843 6100 303743
9 | Martins Cor NH Franchise 331773 25288 246485 5795 240690 Rename Sheet
10 |pickerel Nai ME Partner 244575 100834 144141 5153 138988 Reorder Sheet..
11 |willaha Ny Partner 137925 104528 33397 5673 27724 Duplicate Shest
12 |Center | MA Corporate 207163 73705 133458 5505 127859
13 |Spring City MA Partner 432326 79297 353029 4872 348157
14 |Mittenlane NY Partner 177789 103757 74032 5144 63388
15 |East Waterf ME Franchise 201845 83178 118767 4734 114033
16 |coltman RI Corporate 461214 86688 374526 6066 368460
17 |Scottsville M) Partner 440462 81912 358550 4842 353708
18 |Hebron  NH Partner 407339 88286 319053 4604 314449
19 |Longuiew  MA Partner 376263 22698 283565 5195 278370
20 |Emerson M) Franchise 149134 27513 61621 5168 56453
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14. Review the results:

EDIT IN EXCEL

28 Wrap Text General - ?’% E @ g— ?( ﬁ 3 AutoSum - QY p

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tellmewhatyou wantto do

© rﬁ % cut Calibri -1 - A A
ER Copy
o Paste B I U D akii-M-A- Merge & Certer - . s & 9  Condtoral Forms Format | Insert Delete Format @ cjepr.  SOMt& Find &
- < Format Painter Le a & $-% *% Formatting- - asTable- - - - Fiter - Select -
Undo Clipboard Font Alignment Number Tables Cells Editing

« oo Financial Data Financial Scorecard | @
AVERAGE- 1490726622 COUNT: 160 SUME: 14162473 - HELP IMPROVE C

15. Save As ‘Activity 2-4 complete’ and close Excel to complete this activity.
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TOPIC E: Sorting and Filtering Data

Excel’s sort and filter commands allow you to change the display of data, or refine the data
shown. In this topic, you will learn about the differences between the two commands and
how to use each feature.

Topic Objectives
In this section, you will learn how to:

e Describe the differences between sorting and filtering
e Sortdata

e Enable filtering

e Use the Filter dialog box and text filters

e (Clear afilter

The Difference Between Sorting and Filtering

Sorting allows you to change the order of data; text-based and numerical data can be
sorted in ascending or descending order. It is important to keep in mind that when you sort
data you are not changing the data in the worksheet; you are only changing how it is
displayed. Additionally, the Undo command clears a sort and returns it back to its original
state. Finally, if you apply a sort and then save your workbook, the sort will also be saved.
This means that if you need to undo a sort, you can only do it in the same session as when

the sort was applied.

Filtering is a bit different; it allows you to customize data display based on criteria of your
choosing. For example, if you only wanted to show sales results from representatives in the

Northern region, you could use a filter to do that.
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Sorting Data

In this example, we would like to arrange the data in alphabetical order by the Region

column. Right now, it is in random order:

B = N B S T R

D\DOC‘J

v ov i e

&

30

A
A

|Fu|| Name

Rosanna Skeermor

Delainey Mont
Hardy Eyckel
Gardy Howsley
Alethea Winyard
Tally Leppington
Robert Balnaves
Christopher Fleis
Erica Busse

Joy Liddyard
Ebonee Louch
Neal Sollars
Drake Becom
Rodger Campany
Cody Luton
Tucky Habishaw
Sylvan Eshmade
Haley Dartan
Adda Ellwood
Debra Godman
Silvano Estable
Ronald Burriss
Wanda Ratlee
Lucky Delouch
Galvin Freiberg
Burton Wreath
Ash Jirousek
Hercules Almon
Rochette Shelley
Aguste Fessier

B
Email Address

r.skeermor@acmewidgets.com

d.mont@acmewidgets.com

h.eyckel@acmewidpets.com

ghowsley@acmewidgets.com

a.winyard @acmewidgets.com

t.leppington @acmewidgets.com

r.balnaves@acmewidgets.com
cfleis@acmewidgets.com
e.busse@acmewidgets com
jliddyard @acmewidgets.com

elouch@acmewidgets.com

n.sollars@acmewidgets.com

d.becom@acmewidgets.com

r.campany@acmewidgets.com

cluton@acmewidgets.com

t.habishaw@acmewidgets.com

s.eshmade@acmewidgets.com

h.dartan@acmewidgets.com

a_ellwood@acmewidgets.com

d.godman@acmewidgets.com

s.estable@acmewidgets.com

r.burriss@acmewidgets.com

w.ratlee@acmewidgets.com

Ldelouch@acmewidgets.com

g-freiberg@acmewidgets.com

bwreath@acmewidgets.com

ajirousek@acmewidgets.com

h.almon@acmewidgets.com

r.shelley@acmewidgets.com

a.fessier@acmewidgets.com

C
|Region _|Q1

America/Toronto
Asia/Manila
Asia/Manila
America/Toronto
Europe/Lisbon
Europe/Lisbon
Asia/Manila
Europe/Moscow
Europe/Moscow
Asia/Manila
Asia/Manila
Europe/Moscow
Europe/Moscow
Asia/Manila
Europe/Lisbon
Asia/Bangkok
Europe/Lisbon
Asia/Bangkok
Africa/Nairobi
Africa/Mairobi
Asia/Manila
Africa/MNairobi
Asia/Bangkok
America/Toronto
Europe/Warsaw
Asia/Manila
America/Toronto
Europe/Warsaw
America/Toronto
America/Toronto

D

$ 136,593
4 386,315
4 493,688
4 420,109
4 114,980
$ 436,769
4 255,103
4 473,496
4 169,706
$ 144,480
$ 224,551
4 388,254
4 341,113
4 467,602
$ 218,203
4 210,086
4 415,418
4 395,150
$ 443,983
$ 418,579
4 372,755
4 247,753
4 167,342
$ 363,379
4 222,863
4 170,905
4 368,612
4 408,311
$ 198,576
$ 429,100

Q2

$ 181,573
4 184,778
4 285,903
$ 314,733
$ 380,264
$ 273,361
4 134,865
4 286,897
$ 281,265
$ 340,217
$ 115,951
$418,938
$ 134,202
$ 266,613
$ 277,489
4 139,985
$ 379,522
$ 413,390
$ 431,629
$ 171,975
$ 120,213
$ 474,183
$ 476,637
$ 440,399
4 255,684
$ 153,945
$ 382,150
4 487,532
$ 345,601
$ 425,269
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Q3

$ 400,816
$ 162,573
$ 130,577
£ 499,214
£ 429,716
$ 360,605
$ 441,530
$ 487,919
£ 327,955
$ 103,012
$ 289,162
£ 209,895
£ 178,894
£ 165,388
$ 477,055
$ 168,733
$ 460,876
£ 169,868
$ 450,521
$ 448,654
$ 450,051
£ 403,443
£ 424,504
$ 394,639
£ 415,483
$ 219,391
£ 264,538
£ 142,611
$ 196,293
$ 373,041

(]

Q4

$ 215,603
£ 387,770
£ 349,059
£ 353,656
£ 261,241
$ 170,697
£ 143,461
£ 216,623
£ 296,231
£ 196,950
§ 280,378
£ 470,087
£ 495,803
£ 374,323
$ 416,420
£ 485,319
£ 327,551
£ 204,643
$ 433,587
$ 318,128
£ 403,664
£ 483,015
£ 273,937
$ 315,954
£ 390,461
£ 238,136
£ 225,849
£ 323,042
$ 411,246
§ 127,746
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To do this, we will select the column header (cell C1) and click “Home - Sort & Filter.” We

can now choose an ascending or descending sort:

10 |Erica Busse

Joy Liddyard
Ebonee Louch
Neal Sollars
Drake Becom
Rodger Campany
Cody Luton
Tucky Habishaw
Sylvan Eshmade
Haley Dartan
Adda Ellwood
Debra Godman
Silvano Estable
Ronald Burriss
Wanda Ratlee
Lucky Delouch
Galvin Freiberg
Burton Wreath
Ash Jirousek
Hercules Almon
Rochette Shelley
Aguste Fessier

Sa o E D=

LR g R R o R R
28 NEREBERRBE®

8 S

Jww oW

FILE HOME  INSERT ~ DATA  REVIEW  VIEW
Y
© % Cut Verdana -|l1a
2 Copy
'S4 N . I U p a= - &
- < Format Painter
Undo Font
fe Region
A B
i |Full Name Email Address
2 |Rosanna Skeermor rLskeermor@acmewidgets.com
3 Delainey Mont d.mont@acmewidgets.com
4 |Hardy Eyckel h.eyckel@acmewidgets. com
5 |Gardy Howsley g howsley@acmewidgets com
6 | Alethea Winyard a.winyard @acmewidgets com
7 Tally Leppington tleppington@acmewidgets.com
8 |Robert Bals r.balnaves@ i m
9 |Christopher Fleis cfleis@acmewidgets.com

e busse@acmewidgets com
liddyard@acmewidgets.com
e.louch@acmewidgets.com

n sollars@acmewidgets com

d becom@acmewidgets com
r.campany@acmewidgets.com
cluton@acmewidgets.com

t com

- A A

y -

C
Region 191

America/Toronto
Asia/Manila
Asia/Manila
America/Toronto
Europe/Lisbon
Europe/Lisbon
Asia/Manila
Europe/Moscow
Europe/Moscow
Asia/Manila
Asia/Manila
Europe/Moscow
Europe/Moscow
Asia/Manila
Europe/Lisbon

Asia/| ok

s.eshmade @acmewidgets com
h dartan@acmewidgets com
a.ellwood@acmewidgets.com
d.godman@acmewidgets.com
s estable@acmewidgets com
rburriss@acmewidgets com
w.ratlee@acmewidgets.com
Ldelouch@acmewidgets.com
g freiberg@acmewidgets com
b wreath@acmewidgets.com
a.jirousek@acmewidgets.com
h.almon@acmewidgets.com
r.shelley@acmewidgets.com

a fessier@acmewidgets. com

Sales Dataxdsx *

Europe/Lisbon
Asia/Bangkok
Africa/Naircbi
Africa/Nairobi
Asia/Manila
Africa/Nairobi
Asia/Bangkok
America/Toronto
Europe/Warsaw
Asia/Manila
America/Toronto
Europe/Warsaw
America/Toronto
America/Toronto

Q Tell me what you want to do

EDIT IN EXCEL
ab \yrap Text
& = [ Merge & Center -
nt
D E
Q2
$136,593  $ 181,573
$ 386,315  $ 184,778
4493,688  $ 285,003
$420,109  § 314,733
$114,980 380,264
$436,769  $ 273,361
4 255,103 $ 134,865
$473,496 286,897
$ 169,706 & 281,265
$144,480  $ 340,217
% 224,551  $ 115,851
$388,254  $418,038
$341,113  § 134,202
$ 467,602  $ 266,613
$ 218,203  $ 277,489
4 210,086 % 139,085
$415,418  § 379,522
$ 395,150  § 413,390
$443,983  $431,629
4418,579  $ 171,975
$372,755  $120,213
$ 247,753 §474,183
$ 167,342  $ 476,637
$ 363,379 $ 440,399
4 222,863 § 255,684
$170,905  § 153,945
$ 368,612  $382,150
4 408,311  $ 487,532
4 108,576  $ 345,601
$429,100  $ 425,269

Generzl
$-% *

.y
]

Number

Q3

$ 400,816
$ 162,573
$ 130,577
§ 499,214
§ 429,716
$ 360,605
$ 441,530
§ 487,019
§ 327,955
$ 103,012
$ 289,162
$ 209,895
§ 178,894
$ 165,388
$ 477,055
$ 168,733
$ 460,876
$ 169,868
$ 450,521
§ 448,654
$ 450,051
$ 403,443
§ 424,504
$ 304,639
§ 415,483
$ 219,391
§ 264,538
$ 142,611
$ 196,293
§ 373,941

. F <

0z E

o Conditional Forms
Formatting - -

Tables

[
T

Q4

$215,603
$ 387,770
£ 349,059
% 353,656
261,241
170,697
£ 143,461
£216,623
$ 296,231
£ 196,950
$ 280,378
470,087
495,803
$ 374,323
416,420
485,319
327,551
204,643
433,587
318,128
£ 403,664
$ 483,015
$273,937
$ 315,954
£ 390,461
238,136
§ 225,849
$323,942
£411,246
127,746
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- HELP IMPROVE OFFICE
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For this example, we chose an ascending (A to Z) sort. Here are the results:
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|FuII Name
Adda Ellwood

Debra Godman
Ronald Burriss

Rosanna Skeermor

Gardy Howsley
Lucky Delouch
Ash Jirousek
Rochette Shelley
Aguste Fessier
Tucky Habishaw
Haley Dartan
Wanda Ratlee
Delainey Mont
Hardy Eyckel
Robert Balnaves
Joy Liddyard
Ebonee Louch
Rodger Campany
Silvano Estable
Burton Wreath
Alethea Winyard
Tally Leppington
Cody Luton
Sylvan Eshmade
Christopher Fleis
Erica Busse

Neal Sollars
Drake Becom
Galvin Freiberg
Hercules Almon

B

Email Address
a.ellwood@acmewidgets.com

d.godman@acmewidgets.com

r.burriss@acmewidgets.com

rskeermor@acmewidgets.com

g howsley@acmewidgets.com

Ldelouch@acmewidgets.com

ajirouseki@acmewidgets.com

rshelley@acmewidgets.com

a.fessier@acmewidgets.com

thabishaw@acmewidgets.com

h.dartan@acmewidgets.com

w_ratlee @acmewidgets.com

d.mont@acmewidgets.com

h.eyckel@acmewidgets.com

rbalnaves@acmewidgets.com
jliddyard @acmewidgets.com

elouch@acmewidgets.com

r.campany@acmewidgets.com

s.estable@acmewidgets.com

b.awreath@acmewidgets.com

a.winyard @acmewidgets.com

tleppington@acmewidgets.com

cluton@acmewidgets.com
s.eshmade@acmewidgets.com

c fleis@acmewidgets.com

e busse@acmewidgets.com

n.sollars@acmewidgets.com

d.becom@acmewidgets.com

g freiberg@acmewidgets.com

h.almon@acmewidgets.com

C
|Region _|Q1

Africa/Mairobi
Africa/Mairobi
Africa/Mairobi
America/Toronto
America/Toronto
America/Toronto
America/Toronto
America/Toronto
America/Toronto
Asia/Bangkok
Asia/Bangkok
Asia/Bangkok
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Europe/Lisbon
Europe/Lisbon
Europe/Lisbon
Europe/Lisbon
Europe/Moscow
Europe/Moscow
Europe/Moscow
Europe/Moscow
Europe/Warsaw
Europe/Warsaw

D

$ 443,083
4 418,579
4 247,753
$ 136,593
$ 420,109
4 363,379
4 368,612
4 198,576
$ 429,100
4 210,086
4 395,150
$ 167,342
$ 386,315
4 493,688
4 255,103
$ 144,480
$ 224,551
$ 467,602
4 372,755
4 170,905
$ 114,980
$ 436,769
4 218,203
$ 415,418
$ 473,496
$ 169,706
4 388,254
4 341,113
4 222,863
$ 408,311

Q2
$ 431,629
$ 171,975
$ 474,183
$ 181,573
$ 314,733
$ 440,399
$ 382,150
$ 345,601
$ 425,269
$ 139,985
$ 413,390
$ 476,637
4 184,778
$ 285,903
$ 134,865
$ 340,217
$ 115,951
4 266,613
$ 120,213
$ 153,945
£ 380,264
$ 273,361
$ 277,489
$ 379,522
$ 286,897
$ 281,265
4 418,938
£ 134,202
$ 255,684
4 487,532
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Q3
$ 450,521
£ 448,654
$ 403,443
£ 400,816
$ 499,214
£ 304,639
$ 264,538
$ 196,293
$ 373,941
£ 168,733
£ 169,868
$ 424,504
$ 162,573
$ 130,577
£ 441,530
$ 103,012
$ 289,162
$ 165,388
£ 450,051
$ 219,391
£ 429,716
$ 360,605
£ 477,055
$ 460,876
$ 487,919
$ 327,955
£ 209,895
£ 178,804
$ 415,483
$ 142,611

[

Q4

% 433,587
£ 318,128
% 483,015
$ 215,603
% 353,656
£ 315,954
& 225,849
$ 411,246
$ 127,746
% 485,319
& 204,643
$ 273,937
% 387,770
% 349,059
£ 143,461
$ 196,950
% 280,378
$ 374,323
% 403,664
$ 238,136
$ 261,241
$ 170,697
£ 416,420
$ 327,551
$ 216,623
$ 296,231
% 470,087
% 495,803
$ 390,461
$ 323,042
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Enabling Filtering

To enable filtering, click “Home - Sort & Filter - Filter:”

FILE HOME  INSERT ~ DATA REVIEW VIEW Q@ Tell mewhat you want to do EDIT IN EXCEL
o A] % cut Verdana s oAy == ab \rap Text General - :l’? u%] jj—' ;)k E 3 AutoSum - é’? p
pase Blr upaxii-N-A- === &4 ElMewge&Center- §- % 3 % 25  Condiional Forms Format | Insert Delete Format @ Ciogr .  |SOMISM Find &
- & Format Painter T = Formatting- -  asTable~ - - - FIlieRs) seiect -
Undo Clipboard Font Alignment Number Tabes Calls Sort Ascending ~
£ Region il Sort Descending
A B C D E F G H 1 J K L T Fiter e
1 |Full Name Email Address Region Q1 Q2 Q3 Q4 e
2 |Adda Ellwood a ellwood@acmewidgets.com Africa/Nairobi $443,083 $431,629 § 450,521 $ 433,587
3 |Debra Godman d godman@acmewidgets com  Africa/Nairobi $418,579  §171,975 § 448,654  § 318,128
4 |Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi $247,753  $474,183  § 403,443  § 483,015
5 |Rosanna Skeermor rskeermor@acmewidgetscom  America/Toronto % 136,593  $ 181,573  § 400,816  § 215,603
6 Gardy Howsley g howsley@acmewidgets com America/Toronto  $ 420,109  $314,732  §499,214  § 353,656
7 |Lucky Delouch Ldelouch@acmewidgets.com America/Toronto  § 363,379 $ 440,399  § 394,639  § 315,954
& |Ash Jirousek ajirousek@acmewidgetscom  America/Toronto  $ 368,612 § 382,150  § 264,538  § 225,849
2 |Rochette Shelley r.shelley@acmewidgets.com America/Toronto  $ 198,576  $ 345,601  § 196,293  $ 411,246
10 |Aguste Fessier afessier@acmewidgets.com America/Toronto  $429,100  $425,269  §373,941  § 127,746
11 |Tucky Habish t @ deetscom | Asiafl kol $210,086  $139,985 § 168,733  § 485,319
2 |Haley Dartan h.dartan@acmewidgets.com Asia/Bangkok $395,150 $413,390 § 169,868  § 294,643
3 \Wanda Ratlee w.ratlee @acmewidgets.com Asia/Bangkok $ 167,342 $ 476,637  § 424,504  § 273,937
14 Delainey Mont d mont@acmewidgets com Manila $ 386,315 $184,778 $162,573  $ 387,770
15 |Hardy Eyckel h.eyckel@acmewidgets.com AsiafManila $493,688  §285903  § 130,577  § 349,059
& |Robert Balnaves Lbalnaves@acmewidgetscom  Asia/Manila $255,103  $ 134,865 §441,530  § 143,461
7 oy Liddyard jidgyard@acmewidgets.com Asia/Manila $ 144,480  $ 340,217  $ 103,012  $ 196,950
18 |Ebonee Louch e louch@acmewidgets com $ 224,551  $115,951 $289,162  $ 280,378
19 |Rodger Campany  rcempany@acmewidgetscom  Asia/Manila $467,602  $266,613 § 165388  § 374,323
20 silvano Estable s estable@acmewidgets.com Asia/Manila $372,755  $120,213  § 450,051  § 403,664
21 |Burton Wreath b.wreath@acmewidgets.com AsiafManila $170,905 $ 153,945 §$ 219,391  §$ 238,136
22 |Alethea Winyard awinyard@acmewidgetscom  Europe/Lisbon $114,980 380,264 §429,716 % 261,241
23 Tally Leppington tleppington@acmewidgets com  Europe/Lisbon $436,769  §273,361  § 360,605 § 170,697
24 |Cody Luton cluton@acmewidgets.com Europe/Lisbon $218,203 $277,489  §$477,055  § 416,420
25 |Sylvan Eshmade s.eshmade@acmewidgets.com  Europe/Lisbon $415418  $ 379,522  § 460,876  § 327,551
26 |Christopher Fleis c fleis@acmewidgets com Europe/Moscow  $ 473,496 286,807  § 487,910  § 216,623
27 |Erica Busse e busse@acmewidgets.com Europe/Moscow  § 169,706  § 281,265  § 327,955  § 296,231
22 |Neal Sollars nsollars@acmewidgets.com Europe/Moscow  § 388,254  $418,938  § 209,895  § 470,087
29 Drake Becom d becom@acmewidgets.com Europe/Moscow  $ 341,113  $ 134,202  $ 178,894  §$ 495,803
30 |Galvin Freiberg gireiberz@acmewidgets com  Europe/Warsaw  $ 222,863 255,684 | §415483  § 390,461
31 |Hercules Almon h.almon@acmewidgets.com Europe/Warsaw  $ 408,311  $487,532  § 142,611  § 323,942
32
33
34
35 .
-l
Sales Dataxdsx &
- HELP IMPROVE OFFICE

This will add AutoFilter drop-down arrows to the top of each column. Click the arrow for the

column you want to filter:

A B C D E F G
1 |FuII Name [-|Email Address Region [1Q1 -]Q2 ~1Q3 ~1Q4 [~]
2 |Adda Ellwood a.ellwood @acmewidgets.com Africa/MNairobi $ 443,983 £ 431,629 £ 450,521 $ 433,587
3 |Debra Godman d.godman@acmewidgets.com Africa/Mairobi % 418,579 % 171,975 % 448,654 £ 318,128
4 Ronald Burriss r.burriss@acmewidgets.com Africa/MNairobi $ 247,753 £ 474,183 % 403,443 £ 483,015
5 |Rosanna Skeermor rskeermor@acmewidgetscom  America/Toronto  $ 136,593 4 181,573 % 400,816 $ 215,603
6 |Gardy Howsley g.howsley@acmewidgets.com America/Toronto | $ 420,109 % 314,733 % 499,214 $ 353,656
7 Lucky Delouch lLdelouch@acmewidgets.com America/Toronto  $ 363,379 £ 440,399 £ 394,639 £ 315,954
4 |Ash Jirousek ajirousek@acmewidgets.com America/Toronto % 368,612 $ 382,150 % 264,538 £ 225,849
9 |Rochette Shelley rshelley@acmewidgets.com America/Toronto  $ 198,576  $ 345,601 % 196,293 $ 411,246
10 |Aguste Fessier a.fessier@acmewidgets.com America/Toronto | $ 429,100 % 425,269 % 373,941 $ 127,746
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You can now choose to create text filters or use the Filter dialog box:

A B C D E F G
1 |FuII Name [-|Email Address :lRegion Fi!Ql ~1Q2 [~1Q3 [~1Q4 [~]
2 | Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi #' Sort Ascending ! $450,521  $433,587
3 |Debra Godman d.godman@acmewidgets.com Africa/Mairobi Z|  Sort Descending i % 448 654 $ 318,128
4 Ronald Burriss rburriss@acmewidgets.com Africa/Mairobi b % 403,443 $ 483,015
5 |Rosanna Skeermor rskeermor@acmewidgets.com  America/Toronto b % 400,816 $ 215,603
6 |Gardy Howsley g-howsley@acmewidgets.com America/Toronto Text Filters vk £ 499,214 $ 353,656
7 Lucky Delouch |.delouch@acmewidgets.com America/Toronta Filter. ] £ 394,639 £ 315,954
& |Ash Jirousek a.jirousek@acmewidgets.com America/Toronto 3 suo,uLe & ooz, Lol % 264,538 £ 225,849
9 |Rochette Shelley r.shelley@acmewidgets.com America/Toronto  $ 198,576 % 345,601 $196,293 $411,246
10 |Aguste Fessier a.fessier@acmewidgets.com America/Toronto  $ 429,100 £ 425,269 $ 373,941 $ 127,746

Using the Filter Dialog Box

First, let’s look at the “Filter...” command from the AutoFilter menu:

A B C D E F G
1 |FuII Name [-|Email Address :lRegion |T|Q1 ~1Q2 ~1Q3 ~1Q4 [~]
2 |Adda Ellwood a.ellwood@acmewidgets.com Africa/MNairobi Al gort Ascending l % 450,521 $ 433,587
3 |Debra Godman d.godman@acmewidgets.com Africa/MNairobi Z| Sort Descending i % 448,654 $ 318,128
4 |Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi I £ 403,443 £ 483,015
5 |Rosanna Skeermor rskeermor@acmewidzetscom  America/Toronto ' % 400,816 £ 215,603
6 | Gardy Howsley g-howsley@acmewidgets.com America/Toronto Text Filters 1 $499,214  $ 353,656
7 |Lucky Delouch | delouch@acmewidgets.com America/Toronto Filter.. l % 304,639 $ 315,954
4 |Ash Jirousek ajirousek@acmewidgets.com America/Toronto | 3 svo,uLe £ JD&;%}U % 264,538 $ 225,849
9 |Rochette Shelley r.shelley@acmewidgets com America/Toronto  $ 198,576  § 345,601 % 196,293 % 411,246
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When you click this command, the Filter dialog box will open. This dialog box will populate
with all the values from the selected column. Uncheck a set of values to hide it or check it to
show it. When you are finished, click “OK” to apply your settings:

Filter X

Select item:

(0] (Select Al

L Africa/Nairobi
[ America/Toronto
Asia/Bangkok
Asia/Manila

1 Europe/Lisbon
O Eurcpe/Moscow
O Eurcpe/Warsaw

oK Cancel
¥

The data will then be filtered:

A B C D E F G
1 |FuII Name [-]Email Address - Region ' Q1 -]1Q2 ~1Q3 [~1Q4 [~]
11 | Tucky Habishaw thabishaw@acmewidgets.com  Asia/Bangkok 4 210,086 139,985 % 168,733 % 485,319
12 Haley Dartan h.dartan@acmewidgets.com Asia/Bangkok 4 395,150 £ 413,390 % 169,868 % 204,643
13 Wanda Ratlee w.ratlee @acmewidgets.com Asia/Bangkok $ 167,342 £ 476,637 £ 424,504 £ 273,937
14 Delainey Mont d.mont@acmewidgets.com Asia/Manila $ 386,315 $ 184,778 % 162,573 & 387,770
15 |Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila 4$ 493,688 4285003 & 130,577 & 349,059
16 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila ¢ 255,103 £ 134,865 £ 441,530 £ 143,461
17 Joy Liddyard jliddyard@acmewidgets.com Asia/Manila $ 144,480 $ 340,217 % 103,012 % 196,950
12 |Ebonee Louch elouch@acmewidgets.com Asia/Manila 4 224,551 $ 115,951 & 289,162 § 280,378
19 'Rodger Campany r.campany@acmewidgets.com Asia/Manila %+ 467,602 $ 266,613 % 165,388 % 374,323
20 Silvano Estable s.estable @acmewidgets.com Asia/Manila $ 372,755 $ 120,213 % 450,051 % 403,604
21 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila 4+ 170,905 £ 153,945 $ 219,391 % 238,136

Notice the icon on the Region AutoFilter menu, which indicates the data has been filtered

by this column.
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Using Text Filters

Next, let’s explore the Text Filters sub-menu:

A B
1 |FuII Name [-|Email Address
2 |Adda Ellwood a.ellwood@acmewidgets.com
3 Debra Godman d.godman@acmewidgets.com
4 Ronald Burriss r.burriss@acmewidgets.com
5 |Rosanna Skeermor rskeermor@acmewidgets.com
6 |Gardy Howsley g.howsley@acmewidgets.com
7 |Lucky Delouch |.delouch@acmewidgets.com
5 | Ash Jirousek a.jirousek@acmewidgets.com
9 Rochette Shelley r.shelley@acmewidgets.com
10 |Aguste Fessier a.fessier@acmewidgets.com
11 | Tucky Habishaw t habishaw@acmewidgets.com
12 Haley Dartan h.dartan@acmewidgets.com
13 |Wanda Ratlee w.ratlee@acmewidgets.com
14 Delainey Mont d.mont@acmewidgets.com
15

Hardy Eyckel

h.eyckel@acmewidgets.com

C
:lRegion |T|Q1

4| Sort Ascending

Africa/Mairobi
Africa/Mairobi
Africa/Mairobi
America/Toronto
America/Toronta
America/Toronto
America/Toronto
America/Toronto
America/Toronto
Asia/Bangkok
Asia/Bangkok
Asia/Bangkok
Asia/Manila
Asia/Manila

D

il Sort Descending

Text Filters

Filter...
I SUS,ULS
% 198,576
$ 429,100
$ 210,086
$ 305,150
% 167,342
$ 386,315
$ 493,688

F1Q2

[
P O0Z, LJI0
$ 345,601
$ 425,26¢
4 139,08¢
$413,39¢
$ 476,637
$ 184,77¢
$ 285,903

-]

0]

Q3 []Q4
$ 450,521  § 433,587
% 448,654 % 318,128
$ 403,443  § 483,015
£ 400,816  § 215,603
Equals.. 3,656
Does Mot Equal.. 3'954

3,849

Begins With... 1,246
Ends With.., 7,746
Contains.. 3,319
Does Not Cantai 1,643
oes ontain... 3037
Custom Filter... 7,770
$ 130,577  § 349,059

Clicking each of the commands in this sub-menu will open the Custom Filter dialog box pre-

populated with the selected operator. (The Custom Filter command itself will open a blank

dialog box.) You can then enter the criteria required.

For this example, let’s choose “Contains” from the Text Filters menu. The Custom Filter

dialog box will open:

Custom Filter

Show items where: Region

| contains

v|||

QK

Cancel

Notice that we can still click the first drop-down menu to choose a different operator other

than “contains.” However, since this is the correct operator, we will just type “Asia” into the

text field (since that is the region we want to view) and click “OK” to create the filter:

Custom Filter

Show items where: Region

b4

contains

] |Asid]

O{l}

Cancel

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.

[-]



Microsoft Office Excel 365: Essentials 116
The results are the same — we just achieved them using a different method:
A B C D E F G
|FuII Name [-]Email Address :lRegion |,T_|Q1 ~]Q2 ~1Q3 ~1Q4 [=]
11 | Tucky Habishaw thabishaw@acmewidgetscom  Asia/Bangkok $ 210,086  $ 139,985 $ 168,733 | § 485,319
12 Haley Dartan h.dartan@acmewidgets.com Asia/Bangkok 4 395,150 £ 413,390 % 169,868 % 204,643
13 'Wanda Ratlee w.ratlee@acmewidgets.com Asia/Bangkok % 167,342 % 476,637 £ 424,504 £ 273,937
14 Delainey Mont d.mont@acmewidgets com Asia/Manila $ 386,315 $ 184,778 % 162,573 % 387,770
15 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila 4 493,688 ¢ 285,003 $ 130,577  § 349,059
16 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila ¢ 255,103 £ 134,865 £ 441,530 £ 143,461
17 Joy Liddyard j-liddyard@acmewidgets.com Asia/Manila $ 144,480 $ 340,217 £ 103,012 % 196,950
12 Ebonee Louch elouch@acmewidgets.com Asia/Manila 4 224 551 £ 115,951 £ 289,162 % 280,378
19 'Rodger Campany r.campany@acmewidgets.com Asia/Manila % 467,602 % 266,613 £ 165,388 £ 374,323
20 Silvano Estable s.estable@acmewidgets.com Asia/Manila % 372,755 £ 120,213 % 450,051 % 403,664
21 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila 4 170,005 ¢ 153,945 $219,391  § 238,136
Clearing a Filter
There are two ways to clear a filter and display all data once again. You can click the
AutoFilter arrow and click “Clear Filter from <field name>:"
A B D E F G
1 |Fu|| Name [-|Email Address :lReglon |Q1 ~1Q2 BQB ~1Q4 [~]
11 | Tucky Habishaw t habishaw@acmewidgets.com Asia/Bangkok Sort Ascending % 168,733 % 485,319
12 'Haley Dartan h.dartan@acmewidgets.com Asia/Bangkok ﬂ Sort Descending ) % 169,868 $ 294,643
12 'Wanda Ratlee w.ratlee @acmewidgets.com Asia/Bangkok = : | % 424,504 $ 273,937
14 |Delainey Mont d.mont@acmewidgets.com Asia/Manila » ClearFilterfrom Region’ [ £ 162,573 | § 387,770
15 'Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila v Text Filters Pl £ 130,577 % 349,059
16 |Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila Filter.. i £441,530 & 143,461
17 |Joy Liddyard j-liddyard @acmewidgets.com Asia/Manila F LFF,FOU PoOFUELT % 103,012 $ 196,950
Or, place your cursor in the filtered column and click “Home - Sort & Filter - Clear:”
FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
o o Verdana 14 A == 25 Wrap Text General :l g x f= Bx [y 3 Autosum - A'Y
pasie 5 CoBY I U D akit- By- AA = = = & =[5 Merge & Cent $- 9% Cnnd’I\Tﬂra Eﬁjs ;rr:l :en )jete FEI Clear - fﬂ& Fﬁ
 Format Painter == == |==== o Merge & Center - Formatting - as Table - - B = Filier s select -
Undo Clipboard Font Alignment Number Tabies Cels Edt #| Sort Ascending .
£ Region 4l sort Descending
A B C D E F G H 1 K L Y Fiter o
1 |Full Name [-]Email Address -|Region 7lQ1 ~]Q2 ~]Q3 [~1Q4 =] B Cear L =
11 ' Tucky Habish t @ dgetscom  Asia/| kol 210,086 $139,985 § 168,733 % 485,319 Y- Reapply
12 'Haley Dartan h dartan@acmewidgets com Asia/Bangkok % 395,150 $413,390 § 169,868 § 294,643

With either command, the filter will be cleared, and all data will be displayed.
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Activity 2-5: Sorting and Filtering Data

You have been asked to present the sales report data by state and to exclude all corporate

information. You will use Excel’s sorting and filtering tools to accomplish these tasks.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 2 of your Excel Essentials Activities folder. Open Activity 2-5:

(Refer back to Activity 1-2 if you need help.)

3. Click on Column B to choose the ‘State’ content.

4. Now, click “Home - Sort & Filter > Sort A-Z:"”

FLE  HOME  INSERT  DATA REVEW VIEW @ Tel mewhstyouventtodo EDIT IN EXCEL
i ?(CA Caliori - o-A N ==2 2 Wrap Text Geners| - _'l’T ug __v| ;‘j—‘ o LT'_ 3 Autosum - ‘%W p

o Pate L’ic"p"' B I UDii-B-A- === &5 Evegescenter- §- 9% » % 4§  Condiional Forms Fomat Insert Delete Format o ciepr- SO Find &
- Format Painter Formating - - as Table - B Filiers seleci -

Undo Clipboard Font Alignment Number Tables :—§_ S e

£ NH il Sort Descendin

A 8 C D E F G H J K L M N Y Filter

1 [eity Stote_Office Type Revenues OperatingExpenses  Operating Profit  Depreciation  Net Profit

2 |warner NH_|corporate 125319 65792 59527 4667 54850

3 |eest Natchitoches [RI[Franchise 433924 101465 332459 s068 327391

4 |iyon MA [Partner 135816 67388 68428 5700 62728

5 |willow Run NH [Corporate 233255 83606 149639 5089 144560

6 |conyersvile Rl [Franchise 128691 67175 61516 4956 56560

7 |Mount Baker MY [Corporate 244913 89974 154939 s062 149877

8 |Farmington Lake RI Franchise 392518 82675 309843 6100 303743

9 |MartinsCoer  |NH [Franchise 331773 85288 245485 5795 240890

10 [pickerel Narrows | ME [Partner 244975 100834 144181 5153 138988

11 |willaha MY [Partner 137925 104528 33397 s673 27724

12 |center MA |corporate 207163 73705 133458 599 127858

13 [spring city MA_Partner 432326 79287 353029 4872 348157

14 [writtentane MY [Partner 177789 103757 74032 5142 6B88E

15 [EastWaterford  |ME _[Franchise 201935 83178 118767 4733 114033

16 |coltman Rl [Corporate 461214 86688 374526 6066 368360

17 [scottsville M [Partner 420462 81912 358550 4842 353708

18 |Hebron NH [Partner 407339 88286 319053 4603 914343

19 [Longview MA [Partner 376263 92698 283565 s195 278370

20 |Emersan M Franchise 149134 87513 61621 5168 56453
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5.

6.

Review the results:

Salet o W

R L R T
el =R - RN - -R N R - R, R R TR K]

.}
i

™
I

fe

1A

I

City

Warner

East Matchitoches
Lyon

Willow Run
Conyersville
Mount Baker
Farmington Lake
Iartins Corner
Pickerel Narrows
Willaha

Center

Spring City
Mittenlane

East Waterford
Coltrnan
Scottsville
Hebron
Longview
Emerson

State

A
MA

Office Type
Corporate
Franchise
Partner
Corporate
Franchise
Corporate
Franchise
Franchise
Partner
Partner
Corporate
Partner
Partner
Franchise
Corporate
Partner
Partner
Partner
Franchise

D

E

Revenues Operating Expenses

125319
433924
135816
233255
128651
244913
352518
331773
244975
137925
207163
432326
177789
201545
461214
440462
407339
376263
145134

657
1014
673
836!
671
85%
B2G
852
1008
1045
737
752
1057
831
866
819
BBZ:
926!
875
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Now we want to filter out the corporate data. Press Ctrl + A on your keyboard to
select the entire worksheet. Then, click “Home - Sort & Filter - Filter:”

Ll B —
o Paste "jc"p" B I U D cA- === & 3= Evegescener-  § -
- ¥ Format Painter
Und Clipboard Font. Alignment
£ MA
A B C D E F [ H

1 |city State OfficeType Revenues Operating Expenses  OperatingProfit  Depreciation  Met Profit
2 |wamer MA | Corporate 125319 65792 58527 4667 54860
3 |East Natchitoches MA  Franchise 433924 101465 332459 5068 327391
4 [yon MA  Partner 135816 67385 68428 5700 62728
5 |Willaw Run MA  Corporate 233255 83606 149649 5089 144560
6 |conyersville ME  Franchise 128691 67175 61516 4956 56560
7 |Mount Baker ME  Corporate 244913 89974 154939 5062 149877
8 |Farmingtonlake NH  Franchise 392518 82675 309843 6100 303743
9 |MartinsCorer  NH  Franchise 331773 85288 246485 5795  240690|
10 |pickerel Narrows  NH  Partner 244975 100834 134141 5153 138988
11 |Willaha NH  Pariner 137925 104528 33397 5673 27724
12 |center N Corporate 207163 73705 133458 5599 127859
13 |Spring City M/ Partner 432326 75297 353029 4872 348157
14 |wittenlane MY  Partner 177789 103757 74032 5144 68888
15 |EastWaterford MY  Franchise 201945 83178 118767 4734 114033
16 |coftman NY  Corporate 461214 86688 374526 6066 368460
17 |scottsville Rl Pariner 440462 81912 358550 4842 353708
18 |Hebron Rl Partner 407339 88286 319053 4604 314449
19 |Longiew Rl Pariner 376263 92698 283565 5195 278570
20 |Emerson Rl Franchise 149134 87513 61621 5168 56453

% o

e
o

Number

a0

.

Formatting - -
Tables.

-——
Conditional Forms Format

as Table -

Insert Delete Format
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7. Click a blank cell to de-activate the selection. Then, click the drop-down arrow in
cell C1 (Office Type):

A B C D E F G H
1 |City [+ ] staf = | Office Typ! =] Revenud ~ | Operating Expenses| = | Operating Profi{ + | Depreciatiof = | Met Prof
2 |Warner MA Corpcmte% 125319 65792 59527 4667 548
3 |East Natchitoches MA  Franchise 433924 1014565 332459 5068 3273
4 Lyon MA  Partner 135816 67388 58428 5700 627
5 |willow Run MaA  Corporate 233255 83606 145649 5089 1445
6 | Conyersville ME  Franchise 128651 67175 61516 4956 565
T |Mount Baker ME Corporate 244913 85974 154939 5062 1498
& |Farmington Lake NH Franchise 392518 82675 305843 6100 3037
9 Martins Corner MNH Franchise 331773 85288 246485 5755 2408
10 Pickerel Narrows MNH Partner 244975 100854 144141 5153 1589
11 |willaha MNH Partner 137925 104528 33397 5673 277
12 |Center M Corporate 207163 73705 133458 5559 1278
13 |Spring City M Partner 432326 79297 353029 4372 3481
14 |Mittenlane MY Partner 177789 103757 74032 5144 688
15 |East Waterfard MY Franchise 201945 83178 11B767 4734 1140
16 |Coltrnan MY Corporate 451214 36688 374526 B0GE 3584
17 |Scottsville Rl Partner 440462 81912 358550 4342 3537
18 |Hebron Rl Partner 407339 88286 315053 4604 3144
19 |Longview RI Partner 376263 92698 283565 5155 2783
20 Emerson RI Franchise 149134 87513 B6le21 5168 564

8. Uncheck the box for Corporate and click “OK:”

Filter x

Select iterm:

Franchise
Partnar

oK L\s Cance
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9. Review the results, and note the AutoFilter icon in cell C1:

A B C D E F G H

1 City E stae'.renueizl Operating ExpensesE Operating ProﬁE DepreciatioEl Met Prcf[
3 |East Natchitoches MA  Franchise 433924 1014565 332459 5068 3273
4 Lyon MA  Partner 135816 67388 68428 5700 527
6 .Conl,rersville ME  Franchise 128651 67175 61516 4956 565
8 | Farmington Lake MNH Franchise 392518 82675 305843 6100 3037
9 |Martins Corner MNH Franchise 331773 85288 246485 5755 2408
100 | Pickerel Narrows MH Partner 244975 100834 144141 5153 1389
11 |willaha MH Partner 137925 104528 33397 5673 277
12 |Spring City M Partner 432326 79297 353029 4372 3481
14 Mittenlane MY Partner 177789 103757 74032 5144 588
15 |East Waterford MY Franchise 201945 83178 118757 4734 1140
17 |Scottsville RI Partner 440462 31912 358550 4342 3537
12 |Hebron RI Partner 407339 BRIRE 315053 4604 3144
9 |Longview RI Partner 376263 92698 2835565 5155 2783
20 Emerson RI Franchise 1459134 87513 61621 5168 564

10. Save As ‘Activity 2-5 complete’ and close Excel to complete this activity.

Summary

This lesson introduced you to many different aspects of working with data. We started out
with a look at formulas and functions. We then looked at working with data as a whole and
managing rows and columns. Finally, we learned how to customize data display with sort
and filter.
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LESSON 3:
FORMATTING A WORKSHEET

Lesson Objectives

In this lesson you will learn how to:

e Format text and cells
e Align cell contents

e Use Find & Select tools

TOPIC A: Formatting Text

Excel contains many of the text formatting tools that you might be familiar with from other
Microsoft Office applications, such as Word or PowerPoint. In this topic, we will learn about

different font options, as well as how to use the Format Painter and create hyperlinks.

Topic Objectives
In this section, you will learn:

e About fonts and the Font group on the Home tab
e How to use the Format Painter

e How to create hyperlinks
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What is a Font?

A font is a complete set of characters (with typeface and style) that are used to create text.
Fonts are very customizable: you can change their size, type, and color to create the effect
you are looking for.

Here is a sample of a few different fonts:

A B
Font Example 2

1 |Font Example 1

2 Fﬂﬂf Exampfe 3 Fort Example 4

The Font Group

Naturally, the Font group of the Home tab is where you will find most font commands. You

can choose the font face, size, color, and effects here:

AutoSave (@ off)

File Home Insert Page Layout Formulas Data Review View Help
D b Cut Calibri L1 AR === B a5, Wrap Text General -
[ Copy ~ PR o o
B I U« 4w v v = = = | ez a= - v O 0 .
<¥ Format Painter = - — ===1== Merge & Center $ %6 9 %o =0
Clipboard & Font [ Alignment ] Mumber ]

The top row of this group contains commands to:
e Change the font face
e Change the font size

e Nudge the font size up or down

The bottom row of this group contains commands to:
e Apply bold, italic, underline
e Format cell borders
e Add shading to cells

e Change the font color
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The Format Painter

With the Format Painter, you can copy just the formatting from one cell and apply it to
others in your worksheet. To use the Format Painter, select a cell and then click “Home -

Format Painter:”

B 4 ‘ 3 Lesson 2.xisx Ol SV

O O hitpsy//acmewidgats-my.sharepaint.com,/c/r/pers

Excel Online John Smith » Documents

FILE HOME ~ INSERT ~ DATA  REVEW VIBW @ Tell me what you want o do
=N
o) M dbaut Comic Sans Ms s AN ==
FR Copy
Paste B I U Em:...;..-"..i. === & =

¥ Format Painter

Undo Clipboard Font Aligr

£ Font Example 3

A B C o c
1 | Font Example 1 M
= Font Exampf‘e 3 Font Example 4

The cell that you selected will be identified with a scrolling dashed border and your mouse
pointer will now have a paintbrush beside it. Now, any cell or range you select will assume

the formatting of the cell that you selected:

iw t—EI‘EI Lesson 2.xlsx X |4+ W

e % O ﬁh By hitpsy/acmewidgets-my.sharepaint.com)e/r/pers

Excel Online John Smith » Documents

FLE  HOME  INSERT DATA  REVIEW VIEW  Q Tellme what you want todo
e
S M db ot Comic Sans MS S o- KA =E=E
E& copy
Paste BII UDaii-Hh-A- ===& &

~ Format Painter

Unidio Clipboard Font Aligr

S FontExample 3

A B C D .
1 |Font Example 1 M Elez % n
E Font Examp;e 3 Font Example 4
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Here are the results of this example:

A B C
1 |Font Example 1 FGH‘L‘ EXﬂmeE

Fﬂﬂf EXﬂmPJ"E 3 Font Example 4

AN

The Format Painter will then automatically turn off. You can also click the command again

or press “Esc” to cancel to the process while the Format Painter is activated.

Creating Links

To create a hyperlink, select the text or object that you want to add the link to. Then, click

the Link command on the Insert tab or right-click menu:

Excel Online John Smith * Business Documents

File Home Insert Data Review View Tell me what you want to do Open in Excel
ABEEE D O 0= AL: H ©
Function = Forms Table PivoitTable @ Picture Shapes = Office | Column Line Pie Bar  Area Scatter Other Hyperlink § ©
- - Add-ins - - - - - ~  Charts 4
Functions Tables llustrations Add-ins Charts
A35 ~ fx  Template Courtesy of Microsoft
A B C D E F G H
11 |Drake Becom | Europe Moscow 5341113 5134,202  5178,894) 5495803
12 |Ebonee Louch Asia Bangkok 5224551 5115,951 5289,162 280,378
13 |Erica Busse Europe Moscow 3168,706 5281,265 3327955 5296,231
14 |Galvin Freiberg Europe Warsaw 5222863 5255,684 5415483 380,461
15 |Gardy Howsley America Torento 5420,109 5314733 5495 714 5353,656
16 |Haley Dartan Asia Bangkok 5395150  5413,300 5169868 5204543
17 |Hardy Eyckel Asia Manila 5493688 52850903 5130577  5$340,059
18 |Hercules Almon Europe Warsaw 3408,311 3487532 5142 611 8323,942
19 |Joy Liddyard Asia Manila 5144480  5340,217  5103,012  5196,950
20 |Lucky Delouch America Toronto 363,379 5440,399 5394 639 5315,954
21 | Neal sollars Europe Moscow 3388254 3418 938 3209,895 5470,087
22 |RobertBaln ¥ Manila 5255103 5134,865 5441530 5143461
23 |Rochette Sk [ . Toronto $198,576 5345601 5196293 5411246
24 |Rodger Cam 1 P Manila $467.602  S266613  S165388  $374,323
25 |Ronald Burr [T Paste Narobi 5247,753 5474183 5403443 5483015
26 |Rosanna Sk Insert % | Toronto 5136593  5181,573 5400816 5215503
7 |Silvano Esta e 3 | Manila $372,755 5120213 5450,051 5403664
28 |Sylvan Eshn Lisbon 5415418  5379,522  5460,876 5327551
29 | Tally Leppin Clear Contents Lisbon 5436759  5273,361 5360605 5170897
30 |Tucky Habis Sort 5 | Banghkok $210,086  $139,985 5168733  $485,31%
31 |wandaRatl Bangkok 5167,342 5476637 5424504 5273937

17 Mew Comment

32

33 B; _Number Format
34 Hyperlink...

35 sy ol s

36
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With either method, the Insert Hyperlink dialog box will open:

Link to: Text to display: ScreenTig..
Look in: |=| Documents vl |2 ':Ta
Existing File
or Web Page Ballarat Computer Training Bookmark...
Current Custom Office Templat
Folder ustom Office Templates
Logos
P'DESEL:;Z:LS - ; Outlock Files
rowse i
“Pages @ Employment Letters Checklist
Create New Recent
Document Files
Q Address: ~
E-mail
Address

oK Cancel

At the top of this dialog box, you can change the text displayed in the cell containing the
link. Then, choose whether you want to link to a URL, place within the workbook, or use an

email address. Finally, enter the related information in the selected field.
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Here, we have linked to the URL “http://www.microsoft.com.” Click “OK” to create the link:

Insert Hyperlink ? >
Link to: Text to display: | Template Courtesy of Microsoft.com ScreenTip...
Look in: [= Documents v| |3 'i'a
Existing File
or Web Page Ballarat Computer Training Bookmark...
Current Custom Office Templat
Folder ustom Office Templates
Logos
PE;EJ;Z:LS S rowced Qutlook Files
_Irjt;u;':s @ Employment Letters Checklist
Create New Recent
Document Files
@ Address: http:_.-'_e‘mmﬂm.microsoft.com| v
E-mail
Address

Your changes will be applied. You can follow the link by clicking the cell:

fe  Template Courtesy of Microsoft.com
A C D E F G

22 |Robert Balnaves Asia/Manila % 255,103 3% 134,865 % 441,530 3 143,461
23 |Rochette Shelley America/Toronto % 198,576 % 345,601 % 196,293 $ 411,246
24 Rodger Campany Asia/Manila % 467,602 % 266,613 % 165,388 $ 374,323
25 |Ronald Burriss Africa/Nairobi % 247,753 % 474,183 % 403,443 $ 483,015
26 Rosanna Skeermor America/Toronto % 136,593 % 181,573 % 400,816 $ 215,603
27 |Silvano Estable Asia/Manila $ 372,755 $ 120,213 $ 450,051 3 403,664
28 | Sylvan Eshmade Europe/Lisbon % 415,418 % 379,522 % 460,876 $ 327,551
29 |Tally Leppington Europe/Lisbon 3 436,769 % 273,361 % 360,605 3 170,697
30 | Tucky Habishaw Asia/Bangkok % 210,086 % 139,985 % 168,733 $ 485,319
31 |Wanda Ratlee Asia/Bangkok $ 167,342 % 476,637 $ 424,504 3 273,937
3

34
35 |Template Courtesy of Microsgft.com |

36 ﬁ ]

To modify the hyperlink, perform the Insert Hyperlink command again. To remove it, use

the Clear command on the Home tab.
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Activity 3-1: Formatting Text

In this activity, you will format header rows and a title in your worksheet.

1.

5.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Navigate to Lesson 3 of your Excel Essentials Activities folder. Open Activity 3-1:

(Refer back to Activity 1-2 if you need help.)

Highlight Row 1 by clicking on the number 1 in the rows on the left-hand side of

the screen.

Click the Increase Font Size button twice:

FILE HOME ~ INSERT ~ DATA  REVIEW EDIT IN EXCEL
&:] ?iz::;, Caliori -1 - A === b Wrap Text General :'yT ﬂg i;*—‘ 37\ E 3 Autosum - %Y p
Paste I Upein-B B ===& 4 Evegescner- §- % » %W 4 Condional Foms Format | Insert Deiete Format Clear - Sort & Find &
- < Fomat Painter Formatting - as Table - - - Filter - Select -
Undo Cipboard Font Number Tables cell Editing
B city
A B C D E F G H 1 K L M N
1 [cry [~ Istate [~]office Type [¥] Revenues [~]Operating Expenses [~ Operating Profit [~]Deprediation [~|Net Profit [<]
3 |EastNatchitoches MA  Franchise 433924 101465 332459 5068 327391
4 liyon MA  Partner 135816 67388 63428 5700 62728
6 | Conyersvile ME Franchise 128691 67175 61516 4956 56560
£ |Farmingtonlake  NH Franchise 392518 82675 309843 6100 303743
9 |MartinsComer  NH Franchise 331773 85288 246485 5795 240690
10 pickerel Narrows  MH Partner 244975 100834 144141 5153 138988
11 | willaha NH Partner 137925, 104528 33397 5673 27724
13 |Spring City 1] Partner 432326 79297 353029 4872 348157
14 mittenlane NY Partner 177789 103757 74032 5144 68888
15 |EastWaterford  NY Franchise 201945 83178 118767 4734, 114033
17 scottsville RI Partner 440462 81912 358550 4842 353708
18 |Hebron RI Partner 407339 88286 319053 4604, 314449
19 |Longview RI Partner 376263 926908 283565 5185 278370
20 Emerson RI Franchise 149134 87513 61621 5168 56453
The value in the Size menu should now be 14:
B a ‘ 5 Lesson 3 - OneDrive ‘ B Activity 3-1.xlsx X ‘ + v - m]
~ = O m £ https/acmewidgets-my.sharepoint.com/sc/1/p outs =4
Excel Online | Jo
FILE HOME ~ INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL
o ‘nj iz:;! Caliori B \wrap Text General i;‘-‘ 3‘7\ E 3 Autosum - EY p
Paste ru EMmergesiCenter - § - % » %4 49  Conditonal Foms Fommat | Insert Delete Format Clear - Sort & Find &
- Formatting- - asTable- - - - Fiter - Select -
Undo Fonl Number T: Cells Editing
Fe city
A B c D E F G H 1 K L M N
1 |C'\ty [~ |State~ | Office Typ[r]| [~]0] ing Expens|~| 0| ing Prof~| Depreciatio~ | Net Profi[~|
3 |EsstNatchitoches MA  Franchise 433924 101465 332459 5068 327391
4 Lyon MA Partner 135816 67388 68428 5700 62728
& | Conyersvile ME Franchise 128691 67175 61516 4956 56560
& |Farmingtonlake  NH Franchise 392518 82675 309843 6100 303743
9 |MartinsComer  NH Franchise 331773 85288 245485 5795 240690
10 | Pickerel Narrows  MH Partner 244975 100834 144141 5153 138988
11 | Willaha NH Partner 137925 104528 33397 5673 27724
13 |Spring City [ Partner 432326 79207 353029 4872 348157
14 Mittenlane NY Partner 177789 103757 74032 5144 68883
15 |EastWaterford MY Franchise 201945 83178 118767 4734, 114033
17 Scottsville RI Partner 440462 81912 356550 4842 353708
18 |Hebron RI Partner 407339 88286 319053 4604, 314449
19 |Longview RI Partner 376263 92698 283565 5195 278370
20 |Emerson RI Franchise 149134 87513 61621 5168 56453
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6.

7.

8.

Apply the Bold effect:

FILE  HOME  INSERT  DATA  REVEW VIEW @ Tell me what youwant to do EDIT IN EXCEL

) &:] ?‘;;7 Caliori -1 - A A= b Wrap Text General - i ﬂﬂ i id-‘ E‘?\ E 3 Autosum - ’EY p
Paste - &-A-| = ElMerge &uCenter - § - % 3 %4 £  Conditonal Foms Format | Insert Delete Format @ ciear - Sort & Find &
- < Fomat Painter Formatting- - as Table - - - Filter - Select -

Cipooard Alignment Homber Tables Editing
JFe City
A B c D E F G H 1 J K L M N

1 [aity |- |State - | Office Tygi7| - Operating Expen{-| Operating Prq - | Depreciati¢ - |Net Prof|- |

3 |EostNatchitoches MA  Franchise 433924 101465 332459 5068 327391

4 |lyon MA  Partner 135816 67388 68428 5700 62728

& |conyersville ME  Franchise 128691 67175 61516 4956 56560

& |Farmingtonlake  NH Franchise 392518 82675 309843 6100 303743

9 |Martins Comer  NH Franchise 331773 85288 246485 5755 240690

10 |Pickerel Narrows  NH Partner 244575 100834 144141 5153 138988

11 |Willaha NH Partner 137925 104528 33397 5673 27724

13 |pring City W Partner 432326 79297 353029 4872 348157

14 |Mittenlane Ny Partner 177788 103757 74032 5144 68888

15 |EastWaterford Y Franchise 201045 83178 118767 4734, 114033

7 |scottsville Rl Partner 440462 81912 358550 4842 353708

18 |Hebron RI Partner 407339 88286 319053 4604 314443

19 |Longview RI Partner 376263 926908 283565 5185 278370

20 Emerson Rl Franchise 143134 87513 61621 5168 56453

Click the drop-down arrow next to the Font Color command:

FILE HOME INSERT A REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
, Cut - . _ ' -
& Calibri - 14 - A A = ‘}E’ Wrap Text General
Copy _1 A — = 0 00
. ) I u MK+ B T = EE B Merge 8 Center - $ - 9% * %0 N
Format Painter k
Undo Clipboard Font Alignment Murnber
Click the swatch for Blue-Gray, Text 2:

FILE HOME INSERT DATA REVIEW VIEW 9 Tell me what you want to do EDIT IN EXCEL

- - T
s B % cot Cattort S N A = 2 Wrap Text General . Jl"7| ﬂg B 23X [E] Eaosn - A g p

pate 8l I === ElMerge & Center - § - % » % £  Condtoral Forms Format | Insert Delete Format Clear - Sort & Find &

- ¥ Format Painter Formatting- -  as Table - - - - Filter - Select -
undo Cipbosra W Avtomatic m Nurmber Taties cets aitng
£ City Theme Colors

A B c D o L L4 G H 1 J K L M N
- [ | B
1 |Crly [~]Statq~] Office Tygx] {~]0 ing Prq~] Deprediati(~| Net Prof[ -]
3 |East Natchitaches  MA Franchise 433924 EHEN 332455 5068 327351
4 |lyon MA Partner 135816 mn 68428 5700 62728
6 |Conyersville ME Franchise 128601 EHEEEEEN 61516 4956 56560
& |Farmington Lake NH Franchise 392518 309843 6100 303743
N N Standard Colors

9 Martins Corner NH Franchise 331773 240485 5795 2406850
10 | Pickerel Narrows  NH Partner 242575 HE EEEEE 4 5153 138988
11 willaha NH Partner 137925 104528 33397 5673 27724
13 |Spring City N Partner 432326 75297 353029 4872 348157
14 |Mittenlane NY Partner 177789 103757 74032 5144 68888
15 |East Waterford NY Franchise 201545 83178 118767 4734 114033
17 |Scottsville RI Partner 440462 81912 358550 4842 353708
18 |Hebron RI Partner 407339 88286 319053 4604 314443
19 |Longview RI Partner 376263 92698 283565 5185 278370
20 |Emerson RI Franchise 149134 87513 £1621 5168 56453
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9. Because of the font changes, the data no longer fits in the cells. Press Ctrl + A to
select the entire worksheet. Click “Home - Format - Auto Fit Column Width:”

10.

Row 1 to select it and click “Home = Format Painter:”

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
L3 AJ ::,;, Calibri -1 oA ==B 20 Wrap Text General :l"T ﬁ% DY :;_;44 S)\ E 3 AutoSum - ;Y p
o Pt 81 u p ax M- A | == EMerge&iCenter - § - % » % 49 Conditonal Foms Format | Insert Delete FOMMSH @ cicqr - Sort & Find &

~ < Format Painter = Formatting - asTable- | - - - Fiter - Select -
Undo Fon Number Cell Size
Je city 1L Row Height..

A B C D E F G H ! K Auto Fit Row Height N
1 [City [-]Statd~] Office Tyf] {+]Operating Expen{-| Operating Prq~| atid~| Net Prof{-] 3 Column Witth..
3 |EastNatchitoches MA  Franchise 433924 101465 332459 5068, 327391
Auto Fit Column Width
4 |iyon MA  Partner 135816 67388 68428 5700 62728 [
6 |Conyersville ME  Franchise 128691 67175 61516 4956, 56560
& |Farmingtonlake NH  Franchise 392518 82675 309843 6100 303743 [ )
9 |MartinsComer  NH  Franchise 331773 85288 245485 5795 240690
10 [Pickerel Narrows ~ NH  Partner 244575 100834 144141 5153 138988 Organize Sheets
11 |Willaha MH  Partner 137925 104528 33397 5673 27724
Rename Sheet...

13 |Spring City [} Partner 432326 79297 353029 4872 348157
14 [Mittenlane NY Partner 177789 103757 74032 5144, 68883 Reorder Sheet.
15 [East Waterford  NY Franchise 201945 83178 118767 4734, 114033 Duplicate Sheet
17 [Scottsville RI Partner 440462 81912 356550 4842 353708
18 |Hebron RI Partner 407339 88286 319053 4604, 314443
19 |Longview RI Partner 376263 92658 283565 5185 278370
20 |Emerson RI Franchise 149134 87513 61621 5168, 56453
21
22
23

Now, let’s copy the header row formatting to the second sheet. Click any cell in

FILE  HOME  INSERT  DATA  REVEW  VIEW
- %
o rh ceat Caliori -1
B2 copy
Paste P Bl 1 u op oaxid- O

- ¥ Format Painter

Q Tell me what you want to do EDIT IN EXCEL
K& === 2b wrap Text General
A- == ElMerge siCenter - $ - % G %

Nurber

£ state

A B C D E F
1 |City ~|State [~ |Office Type [7]Revenues [~|Operating Expenses [~]Operating
3 East Natchitoches MA .Franchlsa 433924 101455 332459
4 Lyon MA Partner 135816 67388 68428
6 |conyersville ME Franchise 128691 67175 61516
8 |Farmington lake  NH Franchise 392518 82675 309843
9 |MartinsCorner  NH Franchise 331773 85288 246485
10 Ppickerel Narrows  NH Partner 244975 100834 144141
11 willaha NH Partner 137925 104528 33387
13 spring City N Partner 432326 79297 353029
14 Mittenlane NY Partner 177789 103757 74032
15 EastWaterford WY Franchise 201945 83178 118767
17 Scottsville Al Partner 440452 81912 358550
18 Hebron Rl Partner 407339 83286 319053
19 Longview Al Partner 376263 92698 283565
20 Emerson Rl Franchise 149134 87513 61621

E &

Conditional Farms Format
Formatting -

G H
Profit [-]Depreciation [~]Net Profit [-]

5068 327391
5700 62728
4956 56560
6100 303743
5785 240690
5153 138988
5673 27724
4872 348157
5144 68888
4734 114033
4842 353708
4604 314448
5185 278370
5168 56453

s Table -

Sim
&
Insert [
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11. Click the Financial Scorecard worksheet tab:

130

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL
: N = 2 \Wran T B ED € Ex Y 5 vAp
© Caliori 14 Ly 2 Wrap Text General ‘l"T ﬁé iy & = B X Autosum ZY
I UDait-M-A- = ElMerge siCerter - § - G » %8 #3  Conditoral Forms Format | Insert Delete Format Clear - Sort & Find &
~ Format Painter -0 - Formatting - as Table - - - Filter - Select -
Undo Clipboard Font Number T: Cells Editing
e state
A B c E F G H K L
1 |City [ {State |- {Office Type [7] [+]0 Exp [-10 Profit [-]Depreciation [-]Net Profit
3 |EastNatchitoches MA Franchise 433924 101465 332459 5068 327391
4 |iyon MA Partner 135816 67388 68428 5700 62728
& | Conyersvile ME Franchise 128591 67175 61516 4956 56560
& |Farmingtonlake  NH Franchise 392518 82675 309843 6100 303743
9 |MartinsComer  NH Franchise 331773 85288 246485 5795 240690
10 | Pickerel Narrows  MH Partner 244975 100834 144141 5153 138988
11 | Willaha NH Partner 137925 104528 33397 5673 27724
3 |Spring City [ Partner 432326 79207 353029 4872 348157
4 | Mittenlane NY Partner 177789 103757 74032 5144 68888
15 |EastWaterford MY Franchise 201945 83178 118767 4738, 114033
17 Scottsville RI Partner 440452 81912 358550 4842 353708
8 |Hebron RI Partner 407339 88286 319053 4804, 314449
9 | Longuiew RI Partner 376263 92698 283565 5195 278370
20 |Emerson RI Franchise 149134 87513 61621 5168 56453
21
22
23
24
25
2
27
28
29
30
31
32
33
34
35
"
3
Financial Data | Financial Scorecard T
HELP IMPROVEC
12. Click cell Al:
FILE HOME  INSERT ~ DATA  REVIEW  VIEN @ Tell me what youwant to do EDIT IN EXCEL
36 Cut : c o == ab \ram T B [ = Bx 5T N A p
© 0 o Calibri - 14 - A A = = b Wrap Text General ‘l’T = 5 = Bl 3 Autosum - ZY
paste Y I U D amii-M-A- === &4 Elvegencener- §- % > % £  Conditonal foms Fomat | Insert Delete fomst @ clggr.  Sort& Find&
~ & Format Painter == - Formatting- - asTabe- - - - Filter - Select -
Undo Cipboard Font Alignment Number Table: cell Editing
= Scorecard
A B C o E F G H K L M N o Q R 5 T
1_|Scorecard
2 |Average Revenué'  276986.5
3 |Highest Revenue 461214
4 |Lowest Expenses 65792
5

The formatting will be applied; notice that the Merge & Center formatting option
has been removed as part of this process. We will fix this in a later activity.

13. Save As ‘Activity 3-1 complete’ and close Excel to complete this activity.
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TOPIC B: Formatting Cells

Like working with fonts, you can also modify the appearance of cells in a variety of ways. For

example, you can change the border options, fill colors, and even the format of data.

Topic Objectives

In this section, you will learn how to:

e Apply borders and fills to cells

e Change and customize number formats
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Applying a Border

To add a border, select a range of data, click the arrow next to the Home - Borders button,

and choose what type of border you wish to apply to the range:

RIS

2 |Font Example 3 |t cxomic s | P
3

FILE HOME ~ INSERT ~ DATA  REVIEW  VIEW @ Tell me whatyou want to do EDIT IN EXCEL
L X cut s o= b x 2 M. T [ ) A
9 B con Consolas -9 - A A == 28 Wrap Text General -y? = Ay 5 2)\ n 2 AutoSum - ZY p
o Pae - I U D e M- A- = == & 3= ElMergeaCenter-  $ - % 3 5§ S  Conditional Forms Format | Insert Delete Format Clear - Sort & Find &
- ¥ Format Painter - — = Formatting- - asTable- - - - Fifter - Select -
Undo Clipboard Bottom Border lignment Number Tables Cells Editing ~
[ Top Sorder
f« Font Example 4 P
[ Left Border
A B - F G H K L M N 0o P Q R
—————— 1l Right Border =
1 Font Example 1 FontBxample .~

All Borders
Qutside Borders

] Thick Outside Borders

Bottom Double Border
Thick Bottom Border

Top and Bottom Border

Top and Thick Bottom Border

Top and Double Bottom Border

(Note that there is also a “No Border” option, which will remove an applied border.) The

formatting will be applied, and the selected option will now be available by clicking the

Border command directly. For example, here we applied thick outside borders to the cell, so

this option is now reflected on the Border icon:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
3 = im] T r="
o m 6 cut Consolas - A A == 20 Wrap Text General -y? ug FERN - i‘)\' n 3 AutoSum - év p
B2 copy
Paste B rewepedr - - A- = = = &= ElMegedCenter-  § - % 5 S 4  Conditonal Forms Fornst | nsert Delete Fomst @ Clegr.  Sot& Find&
-  Format Painter Formatting - - as Table - - - - Filter - Select -
Undo Clipboard Font Alignment. Number Tabies Cells Editing -~
f- FontExample 4
A B c D E F [ H K L M N o P Q R
1 Font Example 1 Font Example 2
2 |Font Example 3 ot comre s
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Applying a Fill

To apply a fill color, select the range of cells that you want to modify. Then, click Home -

Fill Color arrow and click the desired color:

FLE  HOME  INSERT ~ DATA REVIEW VIEW Q@ Tell mewhat youwant to do EDIT IN EXCEL
&y o ot e l== o v E e o Bx 7] Tamwsm- Ay O
© o Consolas -l - A == 28 wrap Text General - | = g D I E 3 avtosum - 5T
Paste P B 7 upamE -PMA ===&3 EMegeaCenter- §- % 3 % 25  Condiional Forms Format | Insert Delete Format @ ciogr-  Sort& Find &
' Format Painter -7 = Formatting- - a5 Table - - - - Fitter - Select -
Unds Clipbosrd Fonr Theme Colors Vignment Numbsr Tables Callz Editing A
£ FontExample 4 u %. am anm
u
A . F [ H K L M N ) P Q R
Font Example 2 L .
1 |Font Example 1 ront Example 2
EEEEEENEEDR
EEEEEEEEER
2 |Font Example 3 |t comne «
3 Standard Colors
4 m EEEEE
5
5 1 nerm

Just like the Borders command, the Fill command will show the most recently applied color.

Click the icon directly to apply it:

FILE HOME ~ INSERT ~ DATA  REVIBW  VIEW Q@ Tell me what you want to do EDIT IN EXCEL
J = im] T r="
9 m 6 cut Consolas -l - A AT == 25 \Wrap Text General - _l’? ug Ay 5 i)\' B 3 Autosum - év p
B2 Copy
Paste opy _ B I UDeniph-A- = === 3= [EMegehCenter- §- 0% » 4§ 2  Conditional Forms Format | lnsert Delete Format Clear - Sort & Find 8
-  Format Painter Formatting- -  asTable - - - - Filter - Select -
Undo Clipooard Font. Alignment Number Tabies Cells Editing -~
£ Font Example 4
A B c D E F G H J K L M N 0 P o] R
1 Font Example 1 Font Example 2
2 |FOHt Example 3 ot comic

Changing the Number Format

Number formats are used to change the appearance of data and improve its readability.

You can find the related commands in the Number group of the Home tab:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL

ol |
© M dbaut Caliori -1 - N AT = 25 Wrap Text oGeneraI - JFIT ﬂ% Ay

ER Copy
Paste B I UDa#kx[E-H-A- ==
- ¥ Format Painter - =

ormatting -

Tables

& = :_Hl‘.de'ge&Centere$ - % 0 5 onditional Forms  Format
ee - a5 Table -

Clipboard Font Alignment T

The commands in this group are:

Click the drop-down menu to choose a number format.

This icon opens a drop-down menu with various currency formats.
Apply the Percentage number format.

Apply the Accounting Comma number format ($0,000.00).

e wnNnRe

Increase or decrease the decimal position.
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Formatted Numbers and Cell Width

One thing to watch out for when formatting numbers is that the cell width can sometimes
not provide enough room for the data and its formatting. This will cause Excel to display a

series of # symbols in place of the actual data:

A
1 | HBEHERHE

This problem can be solved by adjusting the column width or by choosing another number

format.

Customizing Number Formats

You can also create a custom number format. To begin, select the cell or cells that contain

H o
numbers you want to format. Then, click “Home - Number Format -> More Number
Formats:”
FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
o E:;! Verdana S - AN T =EE 25 \Wrap Text Accounting - :’? EE:] = 3‘;4 ? E T Autosum - éY p
Undo i Font Alignment 123 No specific format Cels Editing “
fo 443983 Number
_ 12 ¢egion ‘
A C D E F G K L M N o) P Q R
1 Full Name Region Q1 Q2 Q3 Q4 Currency &
2 |adda Ellwood Africa/Nairobi $ 443,983 | $431,629 |$450,521 § Region
3 |Aguste Fessier America/Toronte | § 429,100 & 425,269  $372,041 & Accounting
4 |alethea Winyard Europe/Lisbon $ 114,980 % 380,264 $429,716 & Region
5 |Ash Jirousek America/Toronte | $ 368,612 382,150 & 264,538 $
6 |Burton Wreath Asia/Manila §170,905 $153,945 | $219,391 § Short Date
7 |Christopher Fleis Europe/Moscow | § 473,496  $ 286,807 $487,919 % Region
8 |Cody Luton Europe/Lisbon $ 218,203 $277,489 $477,055 &
9 |Debra Godman Africa/Nairobi $ 418,579  § 171,975  § 448,654 % Long Date
10 [Delainey Mont Asia/Manila $386,315 184,778 |$162,573 § Region
11 |Drake Becom Europe/Moscow | $ 341,113  $134,202 178,894 % Time
12 |Ebonee Louch Asia/Manila $224,551 $115,951 % 289,162 § Region
12 |Erica Busse Europe/Moscow | § 169,706 % 281,265 | $327,955 $
14 |Galvin Freiberg Europe/Warsaw $ 222,863 $255,684 $415483 % Percentage
15 |Gardy Howsley America/Toronte | § 420,100 £ 314,733  $499,214 & Region
16 |Haley Dartan Asia/Bangkok $395,150 $413,390 % 169,868 % .
17 |Hardy Eyckel Asia/Manila $493,688  $285903  §$ 130,577 §$ F'“_"“"
18 |Hercules Almon Europe/Warsaw | § 408,311  $487,532  § 142,611 % Region
19 |Joy Liddyard Asia/Manila $ 144,480  $ 340,217 % 103,012 $ 196,95 7 Scientific
20 |Lucky Delouch  America/Toronto | £363,379  $440,399  §394,630 & aises (07 000
21 |Neal Sollars Europe/Moscow | § 388,254  $418,938 | $209,805 $ 470,08, . =
22 |Robert Balnaves Asia/Manila $ 255,103 $ 134,865 $441,530 § 143,461 More Number Formats.h
23 |Rochette Shelley America/Toronto | § 198,576 % 345,601  $ 196,293 $ 411,246 -
24 |Rodger Campany  Asia/Manila % 467,602 % 266,613 % 165,388 $ 374,323
25 |Ronald Burriss Africa/Nairobi $ 247,753 $474,183 $403,443 $ 483,015
26 |Rosanna Skeermor America/Toronto | $ 136,503 $ 181,573 $400,816 $ 215,603
27 |silvano Estable Asia/Manila $372,755 $120,213 $450,051 $ 403,664
28 |Sylvan Eshmade Europe/Lisbon $415418 $379,522 $460,876 $ 327,551
29 [Tally Leppington Europe/Lisbon $ 436,760 273,361  $360,605 $ 170,697
30 [Tucky Habishaw Asia/Bangkok $210,086 139,985 $ 168,733 $ 485,319
31 |wanda Ratlee Asia/Bangkok $ 167,392 $476,637  $424,504 § 273,937
33
34
35
Sales Data.xlsx *
AVERAGE $315,069 COUNT:120 SUM:$37.808274 ~ HELP IMPROVE OFFICE
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The Number Format dialog box will open:

Mumber Format
Categony:

Lample

General
Mumber
Currency
Date
Time
Percentage
Fraction
Scientific
Text
Special
Custom

Ll

[ $443 983

Decimal places:

Lymbol:

'§ English (United States)

Accounting formats line up the currency symiols and decmal points in a column.

oK

Canicel
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You can use this dialog box in two ways. You can choose a category from the left and use

the options in the center of the dialog box to modify that number format:

Mumber Format

Categony:

General
MNumber
Currency

| Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Special
Custom

|

X
Sample
| 443983.00 €
Decimal places:
Symbol: _
|€ Swedish (Finland) vl

Accounting formats line up the currency symbols and decimal points in a column.

OK Cancel

Or, create a custom format using one of the last two categories. The Special category allows

you to select custom number formats based on location, while the Custom category

contains miscellaneous formatting options:

Number Format
Categony:
General
Number
Currency
Accounting
Date

Time
Percentage
Fraction
Scientific
Text

Custom

Sample
A1 144-3983

Type:
Zip Code
Zip Code + 4

Phone Mumber

Social Security Mumber

Locale (location):
English (United States)

Special formats are useful for tracking list and database values.

Cancel

Mumber Format *
Categony: Sample

General ~ 443,983

Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Sdientific
Text
Special

Red]i#,#40)
 #£0.00) "

Creating custom number formats isn't currently supported in Excel Online, but your existing
custom formats are still available.

OK Cancel
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Activity 3-2: Formatting Cells
In this activity, we will add number formatting and borders to our financial data report.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2.  Navigate to Lesson 3 of your Excel Essentials Activities folder. Open Activity 3-2:

(Refer back to Activity 1-2 if you need help.)
3.  Highlight the range B2:B4.

4.  Click the dollar icon in the Number group of the Home tab and click “S English
(Australia):”

FLE  HOME INSERT  DATA  REVEW  VIEW @ Tellmewnatyouwanttodo EDIT IN BXCEL
o ¥ = n em
[y oocut Calibri - - x oy ==E 28 Wrap Text General - | A ﬁ% PRt 5)\ W] Taosn- Y p
B2 copy Form ot 5. 7
Paste B I UDii-B-A- === &= Evegeacemer- [ % » @ 4  Condtoral Forms Fommst | Insert Delete Fomat @ cegr.  Sot& Finds
¥ Format Painter Sormoting. . asTaber - - - Fitter - Select -
Undo Clipboard Font Alignment 3 English (United States) by | e Cells Editing

£ English (United Kingdom)
F- 276986.526315789
£ Euro (£123)

A B c D E F G H ] i N o P Q R s T
¥ Chinese (PRC)
1_|Scorecard
. French (Switzerland)
2 |Aversge Revenue | 276986.5
3 |Highest Revenue 251214 More Accounting Formats..
4 |Lowest Expenses 65792

5.  The formatting will be applied. However, we do not need the cents information, so
click “Decrease Decimal” twice:
- "~

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me whatyouwant to do EDIT IN EXCEL
s 3 cut . . = b - 5 Eﬂ T T [ i A p
© Ba con Calibri -1 - A A == 2B Wrap Text Accounting - = iy | &8 ])\ u 3 AutoSum - ZY
Paste oY B I UDaxii-MB-A- === [ElMergeaCenter- §- % 5 4§  Conditonal Forms Fomast | Insert Delete Fomat & ciegr. SO & Find&
- & Format Painter -7 - Formatting - -  asTable - - - Filter - Select -
Undo Clipbeard Font. Alignment Number Tables Cells Editing
F- 276986.526315789
A B C D 3 F G H J K L M N o 4 a R s T
1 |Scorecard
2 |average Revenue | S 27698653
3 |HighestRevenue | $461,214.00
4 |Lowest Expenses | § 65,792.00
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This will remove the decimals from the numbers, but notice that the full value is

still available in the formula bar:

FILE HOME ~ INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL

"y
L M f‘m Calibri -1 - AN = =B 2 \Wrap Text Accounting

& Copy -

Paste - B I UpDaii-M-A- == Elmergeacenter - $- % * W 48

- Format Painter
Undo Clipboard Font Number
F 276986 szszls?ssl

A B c D E F G H J K L

1_|Scorecard

2 |AverageRevenue |$ 276,987
3 |Highest Revenue |5 461,214
4 |LowestExpenses |§ 65792

FArRREr

s

Now, switch to the Financial Data worksheet:

Fl =
oL B
Conditional Forms

Formatting -
Tables

E“. i‘ E‘k LT_ 3 Autosum - ’Z‘Y p

Format | Insert Delete Format @ Ciaar - Sort & Find &

asTable- - - - Fiter - Select -
Cells Editing

o P Q R s T

FILE HOME  INSERT ~ DATA  REVIEW  VIEW @ Tell me whatyouwant to do EDIT IN EXCEL

Calibri -1 A A = 2b wrap Text Accounting

36 Cut
S 0

B Copy
Paste B I UpD®ii-H-A- ===

N . ElMerge&iCerter - § - % * b 48
¥ Format Painter

Undo Clipboard Font Nurnber

J-  276986.526315789
A B [ D 3 F G H J K L

1 |Scorecard

2 |average Revenue |S 276987

3 [|HighestRevenue |$ 461,214
4 |LowestExpenses |8 65,792

Financial Data Financial Scorecard *

:
oo
E @
Conditional Forms

Formatting -
Tables

E‘Y & E" Lt 5 wosum - 5 p

Format | Insert Delete Format Clear - Sort & Find &
as Table - - E Fiter - Select -
cells Editing
o P Q R s T
AVERAGE 5267093 COUNT:3  SUM: 3803003 - HELP IMPROVEC
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8. Select cells D3 through H20:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL

© = : ;;y Calibri -1 AN == 28 Wrap Text General - ’_| ﬁ% D :;_;44
Paste . B I UpDail-BH-A- == EdMerge &Certer - § - % * i g  Conditioral Forms Format | Insert
- ¥ Format Painter Formatting - - asTable- -

Clipboard Font Alignment Humber
fe 433924
A B C D E 3 G H

1 |City [-]State [-] Office Type [-lo ing Exp [=10y Profit [-]Depreciation [~]Net Profit [-]

3 |East Natchitoches  MA Franchise 433024 101465 332450 5068 327391

4 [yon MA Partner 135816, 67388 68428 5700 62728

6 |conyersville ME Franchise 128651 67175 61516 4956 56560

8 |FarmingtonLake  NH Franchise 392518, 82675 309843 6100 303743

9 |MartinsCorner  NH Franchise 331773 85288 246485 5795 240690

10 |Pickerel Narrows  NH Partner 244975 100834 144141 5153 138988

11 |willaha NH Partner 137925 104528 33397 5673 27724

13 |Spring City N Partner 432326 75287 353029 4872 348157

1 Ny Partner 177789 105757 74032 514 68838

15 |East Waterford NY Franchise 201945 83178 118767 4738 114033

17 |Scottsville R Partner 440462 81912 358550 4842 353708

18 |Hebron R Partner 407339 88286 319053 4604 314449

19 |Longiew RI Partner 376263 92698 283565 5195 278370

20 |Emerson R Franchise 149134 87513 61621 5168 56453

21 [}

E‘?\' ii 3 AutoSum - %Y p

Delete Format Clear - Sort & Find &t
- - Filter - Select -
Callz Editing
J K L

9. Click the dollar icon in the Number group of the Home tab and click “S English

(Australia):”

FILE HOME  INSERT ~ DATA  REVIEW  VIEN @ Tell me what youwant to do EDIT IN EXCEL
Y = o
Y O % cut Calibri -1 - KA T == ab Wrap Text General - !7| m 5=
Ea Copy
paste Y B I UDaxii-Mm-A- == Emergeacerter - [ % » ¢ 8 Condtonal foms Format | Insert
-« Format Painter o = Somoting. - asTabe- | -
Cipboard Font nt 9 ETE [0 (U2 S Tabies
£ English {United Kingdom)
fe 433924
€Euro (£123)
A B C D E F H
. - ¥ Chinese (PRC) ———
1 |City [=]State [~] Office Type [ g Exp =10y P et Profit [-]
. French (Switzerland) |
3 |East Natchitaches MA Franchise 433924 101465 327391
4 |Lyon MA Partner 135816 67388 More Acceunting Formats. 62728
6 |conyersville ME Franchise 128651 67175 61516 4956 56560
& |Farmingtonlake  NH Franchise 392518 82675 300843 6100 303743
9 |MartinsCorner N Franchise 331773 85288 246485 5795 240690
10 |Pickerel Narrows  NH Partner 244975 100834 144141 5153 138988
11 |willaha NH Partner 137925 104528 33397 5673 27724
13 [spring City N Partner 432325 79297 353029 4872 348157
14 Ny Partner 177789 103757 74032 5144, 68888
15 |East Waterford  NY Franchise 201945 83178 118767 4734, 114033
17 [scottsville RI Partner 440462 81912 358550, 4842 353708
18 |Hebron RI Partner 407339 88286 319053 4804, 314449
19 |Longview RI Partner 376263 92698 283565 5185 278370
20 |Emerson RI Franchise 149134/ 87513 61621 5168, 56453

E‘?\ E 3 AutoSum - QY p

Delete Format Clear - Sort & Find &
- - Filter - Select -
call Editing

| J K L

10. Click the Decrease Decimal button twice to remove the cents values:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDAT IN EXCEL
o
. :] ¥, cut Calir Ly == ab wrap Text
Copy
Paste B I UPDai -M-A- ===4& 4 Merge & Center -
- ¥ Format Painter o =
Undo Clipboard Font Alignment
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11. Review the results:

140

A E C D E F G H
1 |City [-]State [~]Office Type [7]Revenues [-]Operating Expenses [~]Operating Profit [-] Depreciation [-]Net Profit
3 |East Natchitoches MA Franchise 3 433,924 & 101,465 5 332459 & 5,068 5 3273
4 |Lyon MA Partner s 135,816 § 67,388 S 68,428 § 5,700 $ 62,3
6 |Conyersville ME Franchise 5 128,651 § 67,175 5 61,516 5 4,956 % 56,
8 |Farmingtonlake NH Franchise 5 392,518 § 82,675 5 309,843 & 6,100 & 303,7
9 |Martins Corner NH Franchise 3 331,773 § 85,288 5 246,485 5 5,795 & 2406
10 |Pickerel Narrows  NH Partner 5 244975 § 100,834 S 144,141 | § 5153 & 138,5
11 |willaha NH Partner 3 137,925 § 104,528 5 33,397 § 5673 S 27,7
13 |Spring City M Partner s 432,326 & 79,287 § 353,028 S 4872 & 348,1
14 |Mittenlane NY Partner 5 177,789 | § 103,757 | S 74,032 5 5,144 $ (1]
15 |East Waterford Y Franchise 5 201,945 & 83,178 5 118,767 % 4,734 & 114,C
17 |Scottsville RI Partner S 440,462 5 81,912 S 358,550 S 4842 5 353,7
18 |Hebran RI Partner s 407339 $ 88,286 S 319,053 S 4604 S 3144
19 |Longview RI Partner 5 376,263 5 92,698 5 283,565 S 5,195 % 2783
20 |Emerson RI Franchise 5 149,134 § 87,513 5 61,621 5 5168 % 56,
12. Finally, let’s make the header row stand out a bit more. Select cells A1 to H1:
A B C D E F G H
1 |C|"ty [~]State [+]|Office Type [7]Revenues [~]Operating Expenses E|0pemhnngﬁt [|Depreciation [-]Net Profit
3 |East Natchitoches MA Franchise ] 433924 % 101,465 332,459 § 5068 S 32]-'5J
4 Lyon MA Partner § 135816 § 67,388 s 68,428 & 5700 & 62,3
G Conyersville ME Franchise ] 128,691 5 67,175 3 61,516 $ 4956 % 56,5
8 |Farmington Lake NH Franchise ] 392,518 % 82675 3 300,843 & 6,100 % 303,7
9 |Martins Corner NH Franchise ] 331,773 5 35288 3 246,485 § 5795 § 2406
10 | Pickerel Narrows — NH Partner ] 244,975 % 100,834 3 144,141 § 5153 % 1389

13. Click the Borders drop-down arrow and click “Thick Bottom Border:”

FILE  HOME  INSERT  DATA  REVEW  VIEW Q@ Tellmewnat you wantto o EDIT IN EXCEL
-
LY %o Cut Callbri BT N = 20 Wrap Text General
Copy .
& Paste B I U D ax|[ 1= - A- = & = [E]MergeBiCenter- $- % * *
. Format Painter
Undo r Fon 7 Bottom Border lignment Number
T Top Border
£ City
L1 Left Border
A B C F
- il Right Border —
i |Crly [-]State [-]Office Type [ nses [~]0) Profit [~]Deg
3 | East Natchitoches MA Franchise o Barder 101,365 $ 332,459 S
4 Llyon MA Partner Bl A Borders 67,388 3 68428 S
6 |conyersville ME Franchise [ Outside Borders 67175 § 61516 $
& |Farmingtonlake  NH Franchise E] Thick Ousice Borders 82675 § 300843 S
S |MartinsComer  NH Franchise 5 85288 § 246485 $
10 Pickerel Narrows  NH Partner = Bottom Double Border 100834 5 144141 S
11 |Willaha NH Partner Thick Bottom Border k 104,528 § 33,397 $
13 |spring City N Partner T Topand Bottom Border 79,297 | $ 353029 $
14 Mittenlane Y Partner 1 Top and Thick Bottom Border 103,757 3 74,032 8
5 |Esstwaterford  NY Franchise - 83178 § 118767 $
17 cottsville R Partner = Top and Double Battom Barder 81912 § 358,550 S
18 |Hebron RI Partner s 407,338 $ 88286 $ 318,053 $
19 |Longview RI Partner s 376,263 92,638 $ 283565 S
20 |Emerson Rl Franchise s 149,134 5 87,513 $ 61621
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14. The border will be added. Now, click the Fill drop-down arrow and choose a color
shown here:

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL
o [ Hou Calior NI W a5 yrap Text General
E3 Copy

Paste  — ) Bl1 upaw-fIBA- == Edmergescenter - § - %

- Fomat Painter
Undo Clipboard Fone Theme Colors Num
f City EmEn

A B C : [ 3

1[Gty [~ State [~] Office Type [7]Rev |
3 [Fast Natchitaches  MA Franchise B BN N g5 s 332,459 S
4 llyon MA Partner L R e s 68,428 $
6 | Conyersvile ME Franchise S | Standard Colors 67,175 § 61516 $
& |Farmingtonlake  NH Franchise s 82675 3 309843 $
9 |MartinsComer  NH Franchise s mm EEEEE s 246,485 §
10 | Pickerel Narrows — NH Partner s [ nerm 100,834 3 144,141 $
11 |willaha NH Partner $ 137,925 $ 104,528 5 33,397 §
13 |Spring City N Partner s 432,326 § 79,297 § 353029 §
14| Mittenlane Ny Partner s 177,789 | § 103,757 $ 74032 $
15 |EastWaterford WY Franchise 5 201,945 5 83,178 3 118767 §
17 | Scottsville RI Partner s 440462 $ 81912 $ 358,550 $
18 |Hebron RI Partner s 407,339 | $ 88,286 S 319053 §
19 |Longview RI Partner 5 376,263 § 92,69 5 283,565 $
20 |Emerson RI Franchise $ 149,134 | $ 87,513 $ 61,621 $

15. Click any cell to de-select the header row. Review your formatting changes:

A E C D E F G H

1 |City [~|State |- | Office Type [7]|Revenues [~]Operating Expenses [~|Operating Profit [~|Depreciation [~]Net Profit
3 East Natchitoches MA Franchise § 433,024 & — 101,465 3 332,450 & 5,068 S 327,
4 Lyon MA Partner 5 135,816 $ 67,388 S 68,428 $ 5700 $ 62,
6 |Conver5w||e ME Franchise S 128,691 % 67175 5 61516 % 4956 % 56,
& |Farmington Lake  NH Franchise 5 392,518 & 82675 5 309,843 & 6,100 & 303,
9 |Martins Corner NH Franchise ] 331,773 & 85,288 5 246485 & 5795 5 240,
10 |Pickerel Narrows  NH Partner ] 244975 35 100,834 3 144,141 % 5153 S 138,
11 |willaha NH Partner § 137,925 § 104528 § 33,397 $ 5673 S 27,
13 Spring City NI Partner § 432,326 & 79,207 § 353,020 & 4872 & 348,
14 | Mittenlane NY Partner 5 177,789 § 103,757 § 74,032 $ 5144 5 68,
15 | East Waterford NY Franchise 5 201,945 S 83178 § 118767 S 4734 114,
17 |Scottsville Rl Partner 5 440,462 % 81912 5 358,550 % 4,842 § 353,
18 | Hebron RI Partner § 407,339 & 88,286 § 319,053 & 4604 & 314,
19 | Longview RI Partner 5 376,263 $ 92698 283,565 $ 5195 5 278,

Emerson RI Franchise 5 149,134 & 87513 5 61621 & 5168 5 56,

16. Save As ‘Activity 3-2 complete’ and close Excel to complete this activity.
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TOPIC C: Aligning Cell Content

Alignment tools are another way to make your worksheet more attractive and readable.
This topic will introduce you to a few key tools, including alignment, text wrapping, and cell
merging.

Topic Objectives

In this section, you will learn how to:
e Setalignment options
e Useindent commands
o Wrap text

e Use Merge & Center

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.
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Alignment Options

To align data within a worksheet, select the cell(s) you want to adjust and then use the

commands in the Alignment group of the Home tab:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IM EXCEL
.
© [t # cut Verdana -4 -8 AT == 2B Wrap Text General
ER Copy ~
Paste | . B J UDaki=-Mh-A-|===|= & EHMergesCenter- §- %
- ® Format Painter
Undo Clipboard Font Alignment o]
£ Full Name
A C D E F G
1 |Full Name Region Q1 Q2 Q3 Q4
2 Adda Ellwood Africa/Nairohi % 443,983 % 431,629 % 450,521 % 433,587
3 | Aguste Fessier America/Toronto | $ 429,100 £ 425,269 $ 373,941 $ 127,746
4 |Alethea Winyard Europe/Lisbon £ 114,980 % 380,264 $ 429,716 $ 261,241

The top row of options controls vertical alignment, while the bottom row controls

horizontal alignment.

The Indent Commands

The Indent commands in the Alignment group of the Home tab allow you to adjust the

space between a cell border and its contents:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDMT IM EXCEL
Y

s = 3 Cut Verdans e L ==E 2 Wrap Text

ER Copy

Paste B|JI U D aeii-T- A- = = =|&& 3= E Merge & Center -
- ¥ Format Painter - =

Undo Clipboard Font Alignment

i Full Name

For example, if the contents of a cell are left-aligned, clicking “Increase Indent” (right arrow)
will increase the space between the contents and the left border. Similarly, clicking

“Decrease Indent” (left arrow) will decrease that space.
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The Wrap Text Command

When you enter text into a cell and that text exceeds the cell’s dimensions, the contents will

continue and overlap to the next cell if it contains no data. If the neighboring cell does

contain data, the content will be truncated and hidden (although the full text will be

displayed in the formula bar):

Clicking “Home - Wrap Text” with the cell selected will adjust the row height to

accommodate overlapping text:

FILE HOME

Q Tell me what you want to do

(Wrap Text can be toggled off by clicking “Home = Wrap Text” again.)

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me what you want to do EDIT IN EXCEL

T x T .
© ry dout Verdana -1e - AN T=EgE 2B Wrap Text General -y? u% D &= 57\ E 3 Autosum - éﬁ' p

B Coms
Paste 0P Bl7 Uupaxii-N-A- === &4 ElMewge&Center-  §- % 3 % 25  Condional Forms Format | Insert Delete Format @ ciegr.  Sort& Find &
- ' Format Painter -7 = Formatting - 35 Table - - - - Fitter - Select -
Undo Clipboard Font Alignment Nurmber Tables Call Editing
£ Region and Sub-Region
A C D E F G H K L I P

1 |Full Name Region and S|Q1 Q2 Q3 Q4
2 Adda Ellwood Africa/Nairobi $443,983 $431,629 $450,521 $ 433,587
3 |Aguste Fessier America/Toronte  § 429,100  § 425,269  $373,941 § 127,746
4 Alethea Winyard Europe/Lisbon $114,980  $380,264 $429,716 $ 261,241
5 |Ash Jirousek America/Toronto 368,612  $ 382,150 $264,538 $§ 225,849
6 Burton Wreath Asia/Manila $170,905 $153,945 $219,391 $ 238,136
7 |Christopher Fleis Europe/Moscow $473,496 % 286,897 % 487,919 $ 216,623
£ |Cody Luton Europe/Lisbon $218,203 $277,489 $477,055 $ 416,420

INSERT ~ DATA  Review  view @ EDIT IN EXCEL
= X x r .
o M ool Verdana e x| T =8 20 Wrap Text General _l’7 ug FERNE -t i‘)\' n 3 AutoSum - é? p
2 Copy i
pace 0 Bl7 Upaxii-D-A- ===i&=35 EMergealinter- $ -0 » % S  Conditional Forms Format Insert Delete Format Clear - Sort & Find &
' Format Painter T - Formatting - as Table - - - - Filter - Select -
undo Clipocard Font Alignment Numbsr Tabies cals Editing
£ Region and Sub-Region
A C D E F G H K L I P
Region and
1 |Full Name Sub-Region [Q1 Q2 Q3 Q4
2 |Adda Ellwood Africa/Nairobi $4432,083 $431,629 $450,521 $ 433,587
3 |Aguste Fessier America/Toronto  § 429,100  $ 425,269 % 373,941 $ 127,746
4 Alethea Winyard Europe/Lisbon $114,980 % 380,264 % 429,716 $ 261,241
5 |Ash Jirousek America/Toronto  § 368,612 $ 382,150 $ 264,538 $ 225,849
6 Burton Wreath Asia/Manila $ 170,005 & 153,945 $219,391 § 238,136
7 |Christopher Fleis Europe/Moscow  $473,496  $286,807 $487,019 $ 216,623
8 |Cody Luton Europe/Lisbon $ 218,203 % 277,489 % 477,055 $ 416,420
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Merge & Center Options

Occasionally, you may need a long cell for a heading, or you may need to resize columns or
rows so that long items can be displayed. The Merge & Center options allow you to select a
group of cells, either across a row or down a column, and combine them to form one large

cell.

To do this, select a group of adjacent cells and click “Home - Merge & Center:”

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
s | [ x cut Calibr MR Y == 25 Wrap Text General - :l’? EE:] _1‘, 3‘;4 =X li T Autosum - éY p
Paste ‘ cont B rfilp axii-D-A- === &= ElMegeaCenier- $- % » % 4  Conditonal Forms Format | nsert Delete Format @ iegr.  Sort & Find &
- ¥ Format Painter - = - Formatting- -  as Table - - - - Fitter - Select -
Undo Font Alignment Calls Editing
A C D E F G L M N o] P Q R
10 Delainey Mont Asia/Manila $ 386,315 $184,778 % 162,573 $ 387,770 A
11 Drake Becom Europe/Moscow § 341,113 $ 134,202 $ 178,804 $ 405,803
2 |Ebonee Louch Asia/Manila $224,551 $115,951 $ 289,162 $ 280,378
13 |Erica Busse Eurcpe/Moscow $ 169,706 % 281,265 % 327,955 $ 296,231
14 Galvin Freiberg Europe/Warsaw § 222,863 $ 255,684 % 415,483 $ 390,461
15 |Gardy Howsley America/Toronto  § 420,100 $ 314,733 $ 490,214 $ 353,656
15 'Haley Dartan Asia/Bangkok $ 395,150 % 413,390 $ 169,868 $ 294,643
7 Hardy Eyckel Asia/Manila $493,688 $285,903 $130,577 $ 349,059
18 Hercules Almon Europe/Warsaw $ 408,311 $ 487,532 % 142,611 $ 323,942
19 |30y Liddyard Asia/Manila $ 144,480  $340,217 $103,012 $ 196,950
Lucky Delouch America/Toronto  § 363,370  $440,300  $394,630 $§ 315954
Neal Sollars Eurcpe/Moscow $ 388,254 % 418,938 % 209,895 $ 470,087
2 |Robert Balnaves Asia/Manila § 255,103 % 134,865 % 441,530 $ 143,461
23 |Rochette Shelley America/Toronto  $ 198,576 $ 345,601 $ 196,293 $ 411,246
24 Rodger Campany  Asia/Manila $ 467,602  $266,613 $165388 $ 374,323
25 |Ronald Burriss Africa/Nairobi $ 247,753 % 474,183 % 403,443 $ 483,015
26 |Rosanna Skeermor America/Toronto % 136,593 % 181,573 % 400,816 $ 215,603
27 |silvano Estable Asia/Manila $ 372,755 $120,213 $ 450,051 $ 403,664
Sylvan Eshmade Europe/Lisbon $415418  $379,522 $460,876 $ 327,551
Tally Leppington Eurcpe/Lisbon $ 436,769 % 273,361 % 360,605 $ 170,697
30 |Tucky Habishaw Asia/Bangkok $210,086 % 139,985 % 168,733 $ 485,319
21 |Wanda Ratlee Asia/Bangkok $ 167,342 $ 476,637 $ 424,504 $ 273,837
33
34
35 [Template Courtesy of Microscft.com 1
6
38
41
42
43
44
45
-
Sales Data.xlsx &
- HELD IMPROVE OFFICE
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Here are the results:
A C D E F (€]

26 Rosanna Skeermor America/Toronte  § 136,523 % 181,573 $ 400,816 $ 215,603
27 Silvano Estable Asia/Manila $ 372,755 %120,213 % 450,051 % 403,664
2% Sylvan Eshmade Europe/Lisbon $ 415,418 % 379,522 % 460,876 % 327,551
29 Tally Leppington Europe/Lisbon % 436,769 % 273,361 % 360,605 % 170,697
30 Tucky Habishaw Asia/Bangkok $ 210,086 $ 139,985 $ 168,733 $ 485,319
31 'Wanda Ratlee Asia/Bangkok $ 167,342 % 476,637 % 424,504 § 273,937
32
33
34
35 Template Courtesy of Microsoft.com
36

Note that you can access a few more options from the Merge & Center drop-down menu:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IM EXCEL
-9
b m, dbcut Verdana M - A AT == b wyrap Text General -
= Copy .
Paste B I U D axii~-~Mh-A- = ==& 3= [ MergedeCenter=l. $ - % * %0 &%
¥ Format Painter - = -
Undo Clipboard Font .i.ligl"'—TJ Merge & Center MNurmnber
EE Merge Across
£ Hercules Almon -
Bl Merge Calls
A C b, E F| o H

Unmerge Cells
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Activity 3-3: Aligning Cell Content

In this activity, you will use alignment tools to improve the appearance of your financial

data worksheet.

1.

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Navigate to Lesson 3 of your Excel Essentials Activities folder. Open Activity 3-3:

(Refer back to Activity 1-2 if you need help.)

Highlight Row 1 by clicking on the number 1 in the rows on the left-hand side of

the screen.

Click “Home - Align Center:”

FILE HOME  INSERT ~ DATA  REVIEW  VIEW Q@ Tell me whatyouwant to do EDIT IN EXCEL

Calibri -1 A ==2 2 Wrap Text General :I’T n% j :;_44 ? E 3 AutoSum - é? p

I U p o D = = &= = EMege&Center- § - % * %0 S  Condtoral Foms Format nsert Delete Format Clear - Sort & Find &

% Formatting - -  asTable - - B Filter - Select -

Font. Number Tables Cells Editing
A B C D E G H 1 J K L

1 |ciy [~ State [~]Office Type [7| =10y [~]Operating Profit [~]Depreciation [-]Net Profit -]
3 |East Natchitoches  MA Franchise B 433,024 S 101,465 5 332,450 § 5068 § 327,391
4 |Lyon MA Partner 3 135816 67,388 5 68,428 5700 $ 62,728
6 Conyersville ME Franchise $ 128,691 & 67175 S 61,516 S 4,956 S 56,560
8 |FarmingtonLake  NH Franchise H 392518 § 82675 § 300,843 § 5100 $ 303,743
9 |Martins Corner NH Franchise S 3BLIT3 $ 85288 S 246,485 % 5795 § 240,690
10 Pickerel Narrows  NH Partner H 244575 100,534 5 144,141 § 5153 § 138,088
1 |willaha NH Partner s 137,925 § 104,528 § 33,397 5673 § 27,724
3 |Spring City N Partner H 432,326 S 79,297 5 353,020 § 4872 8 348,157
4 |Mittenlane Ny Partner 3 177,789 § 103,757 3 74,082 § 5144 § 68,388
15 |East Waterford NY Franchise $ 201,945 $ 83,178 S 118,767 $ 4734 % 114,033
17 Scottsville R Partner H 440,462 S 81912 § 358,550 § 4842 § 353,708
& |Hebron Rl Partner S 407,339 § 88,286 S 319,053 % 4,604 $ 314,449
19 |Longview RI Partner H 576,263 § 92,698 5 283,565 § 5195 § 278,370
20 |Emerson Rl Franchise s 149,134 | $ 87,513 § 61,621 $ 5168 § 56,453
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5.

6.

148

The formatting will be applied. Now, notice how the dollar sign is separated from

the numerical data. Let’s fix this by modifying the indent. Select cells D3 through

H20:

Now, click “Home = Increase Indent” a couple of times:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IM
LI ¢ L.
] my oo Cut Calibri -1 - A A == ab \Wrap Text
= Copy
Paste B I UDaid-Mhh-A- E ==& & EMegeac
- ¥ Format Painter - =
Undao Clipboard Font Alignment
fe 433924
A B C D E
1 City [+] Statd-| Office Typgr| Revenued~| Operating Expenses~| 0
3 |East Natchitoches MA Franchise 5 433,924 & 101,465 5
4 |Lyon A Partner 5 135816 3 67,388 5
6 |Conyersville ME Franchise 5 128691 & 67,175 5
8 |Farmington Lake  NH Franchise ] 392518 S 82675 5

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.

A B C D E F G H

1 City [-] Statd~| Office Typg~r] Revenue{-| Operating Expenses~| Operating Profit~] Depreciatior[~] NetP -
3 |East Matchitoches MA Franchise S 433924 § 101,465 35 332,450 § 5068 S 327,391
4 |iyon MA Partner s 135816 & 67,388 5 68,428 & 5,700 & 62,728
6 |conyersville ME Franchise 5 128691 % 67,175 3 61,516 % 4956 5 56,560
8 |Farmington Lake NH Franchise 3 392,518 & 82,675 3 309,843 & 6,100 S 303,743
9 |Martins Corner NH Franchise 5 331,773 & 85,288 S 246,485 5 5,795 5 240,690
10 |Pickerel Narrows  NH Partner 5 244975 & 100,834 3 144,141 & 5,153 5 138,988
11 |willaha NH Partner s 137,925 & 104,528 § 33,307 § 5673 § 27,724
13 |Spring City NI Partner s 432326 § 78,297 5 353,029 S 4872 8 348,157
14 |mittenlane NY Partner S 177,789 | 5 103,757 5 74,032 | § 5144 5 68,888
15 |East Waterford Y Franchise 5 201,945 % 83,178 S 118,767 & 4,734 | 8 114,033
17 |Scottsville RI Partner s 440,462 S 81,912 3 358,550 S 4842 8 353,708
18 |Hebron Rl Partner S 407,339 § 88,286 5 319,053 [ 5 4604 5 314,445
19 |Longview RI Partner s 376,263 S 92,698 S 283,565 S 5185 § 278,370
20 |Emerson RI Franchise E 145,134 5 87,513 5 61,621 5 5168 5 56,453
21
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7. The correct formatting will now be applied. Switch to the Financial Scorecard tab:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
L) ﬁ:] f Cut Calibri -1 - A AT == ab \yrap Text Accounting -
R Comy
Paste _,COW . I Upaeii-NO-A- 5 == &4+ EMegeacenter- §- % » 5 % ¢
- & Format Painter F
Undo Clipboard Font Alignment Mumber
e 433924
A B C D E F G
1 City [-] Statg-| Office Typgr| Revenuey-| Operating Expenses~| Operating Profif-] Depreciatic
2 |East Natchitoches MA Franchise 5433,924 5101465 5332,459 55,068
4 |Lyon MA Partner 5135,816 567,388 568,428 55,700
6 |conyersville ME Franchise 51728,691 567,175 561,516 54,956
& |Farmington Lake  NH Franchise 5392518 582,675 309,843 56,100
9 |Martins Corner NH Franchise 533,773 585,288 5246485 55,795
10 |Pickerel Narrows  NH Partner 5244975 5100,834 5144141 55,153
11 |willaha NH Partner 5137,925 $104,528 533,397 55,673
13 |5pring City N Partner 5432326 579,797 5353,029 54 872
14 |Mittenlane Y Partner 5177,789 5103,757 574,032 55,144
15 |East Waterford NY Franchise 5201,945 583,178 5118,767 54,734
17 |Scottsville Rl Partner 5440,462 581,912 5358,550 54,842
18 |Hebron Rl Partner 5407,339 SEE 2B6 5315,053 54,604
19 |Longview RI Partner 5376,263 592,698 5283,565 85,195
20 |Emerson RI Franchise 5149134 587,513 561,621 55,168
21
22
23
24
25
26
27
28
29
30
31
32
33
34
35
£
<
Financial Data Financial Scorecard *F

8. Select the data in cells B2 to B4. Use the Increase Indent command to fix this data

display:

Undo Clipboard
e 276986.526315789

A

Scorecard

& Format Painter

FLE  HOME  INSERT  DATA
a
o % cut Caliori
Ea copy
paste P

I

1

2 |average Revenue
3 |Highest Revenue
4 |Lowest Expenses

5276,987
$451,214

65,792

REVIEW  VIEW

Q@ Tell me what you want to do

”

®
= B
[

Alignment

EDIT IN EXCEL

Wrap Text

Merge & Center -

Accounting
$-% ° W8

Number

E @S

Conditional Forms Format
Formatting - - as Table -

M N o

:;_;44 §>\ ii > AutoSum - QY p

Insert Delete Format Clear - Sort & Find &t

- - - Filter - Select -
Cells Editing

4 o] R s T
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9. Now, let’s reapply the Merge and Center formatting to the title. Select cells A1 and

B1:

A B

Scorecard l
$ 276,987
$461,214
$ 65,792

|Average Revenue
|Highest Revenue

B LD RS |

|Lowest Expenses

10. Click Home - Merge & Center drop-down arrow:

FILE HOME  INSERT ~ DATA  REVIEW  VIEN Q@ Tell me whatyouwant to do EDIT IN EXCEL
X Cut - . = 0 oo pew A
3 e =_m= wran T F = | tosum - L
9 oo Calibr 4 AN = & wrap Text General A = Ay | W o A 3 mutosum - 7T
Paste Y BlI UDakii-B-A- === &35 EMergesiCenter- §- % * % #§  Condional forms Format | insert Delete Format Clear - Sort & Find &
& Format Painter o - Formatting - -  asTable - - - Filter - Select -
Undo Clipboard Font. Alignment Number Tables Cells Editing
fx scorecard
A B c D E F G H J K L M N o} o] R s T
1_|Scorecard
2 |AversgeRevenue  $276,987
3 Highest Revenue $451,214
4 |LowestExpenses 65,792

11. Review the options. It looks like the Merge & Center command is fine for our

needs. Click this option to apply it:

FILE HOME ~ INSERT ~ DATA  REVIEW VIBW @ Tellme whatyou wantto do EDIT IN EXCEL
o =
o m 3 ot Caliori -1 - AN = =2 2 Wrap Text General = ﬁg Ay
R Copy 5
Paste = oY Bl7 upaxii-H-A- === =3 NGRSl $-% » % 4 Condtora Foms Format
- & Format Painter o - = Formatting - -  as Table -
Undo Cipboard Fant Algre 5 Merge & Center Number Tables
B Merge Across
fx Scorecard
B Merge Cells
A B c D E F G - K L M N o
E  Unmerge Cells
1_|Scorecard
2 |AverageRevenue  $276,987
3 |HighestRevenue  $451,214
4 |Lowest Expenses $65,792

Q‘,;‘ 3‘7‘ E 3 AutoSum -

v P

Insert Delete Format Clear - Sort & Find &

- - - Fiter - Select -
Cells Editing

Q R s T

12. Save As ‘Activity 3-3 complete’ and close Excel to complete this activity.
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TOPIC D: Using Find & Select Tools

Excel offers several tools to help you find, replace, and navigate to data within a workbook.

This topic will cover all these tools and give you an opportunity to practice using them.

Topic Objectives

In this section, you will learn how to:

e Use the Find, Replace, and Go To commands

The Find Command

To search for data in a workbook, click “Home - Find & Select - Find,” or press Ctrl + F:

FILE HOME INSERT DATA REVIEW WVIEW Q Tell me what you want to do EDIT IN EXCEL
g cut » = D o e A
¢ - a s === Wrap T - r Z 5 em Ex - E
© D o Verdana 14 AN = 2 Wrap Text General | A | Ay & & n 3 Autosum rAd
paste — oPf Bl7 UpDaili-H-A- === 35 EMegeACenter- $- 8% > % 0§  Conditional Forms Format  Insert Delete Format Clear - Sort & (Find &2
- < Fommat Painter - - Formatting- - asTeble- - - - Filter - Selegt =
Unde Clipboard Font Alignment Number Tables Cells Editing P Find ~
£ FullName 8 Replace
A c D E 3 G H K L A N o P GeTe R

With either command, the Find dialog box will open:

Find and Replace ? >

Find Replace

Find what: | o Mo Format Set Format... -

Within: | Sheet | [ Match case
|:| Match entire cell contents
Search: | By Rows b
Look in: | Formulas b Options <<

Fird All Find Mext Close

Here is an overview of the options in this dialog box.
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e Enter your search terms in the “Find what” field.

e Use the Within menu to choose whether you want to search within the current
selection, worksheet, or workbook.

e The checkboxes allow to you require an exact case match and/or a match to the full
cell contents.

e The Search menu allows you search by row or column.

The Look in menu allows you to choose whether you want to search formulas, values,
notes or comments.

Once you have set your options, click “Find Next” to see the first result:

You can continue clicking “Find Next” to view additional results

Excel data even while the Find dialog box is open.

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
o] = %CJQ Verdana 1 A AT == 25 \Wrap Text General :.'? u% _|Y jlrJJ _ ii 3 Autosu
Paste I Copy I U D abe b e - A = = = & 3= & Merge & Center - $-9% * %00 Conditional Forms Format Insert Delete Format Clear -
- ¥ Format Painter - = - Formatting - as Table - - -
Undo Clipboard Font et Number Tables Calls
fe  FErica Busse
A C ] E F G H J K L y N
1 Full Name Region Q1 Q2 Q3 Q4
2 Adda Ellwood Africa/Nairobi $ 443,983  $431,629 $450,521 $ 433,587
3 |Aguste Fessier America/Toronto % 429,100 $ 425,269 $ 373,941 $ 127,746
4 |Alethea Winyard Europe/Lisben $ 114,980 $380,264 $420716 & 51241
5 Ash Jirousek America/Toronto % 368,612 $ 382,150 $ 1 Find ®
& Burton Wreath Asia/Manila 3 170,905 $ 153,945 %2
7 |Christopher Fleis Europe/Moscow $ 473,496  § 286,807 §4 Findwhat
8 |Cody Luton Europe/Lisbon  § 218,203  $277,488  $4 ki |
9 |Debra Godman Africa/Nairobi 3 418,579 $ 171,975 $ 4
10 |Delainey Mont Asia/Manila % 386,315 $ 184,778 $ 1 within:
11 'Drake Becom Europe/Moscow % 341,113 $ 134,202 $ 1 ‘Sheet v|
12 'Ebonee Louch Asia/Manila $ 224,551 $ 115,951 $ 1
13 |Erica Busse ! 0SCOW % 169,706 $ 281,265 $ 3 Hmatch case
14 |Galvin Freiberg Europe/Warsaw 3 222,863 $ 255,684 $ 4 [ iatch entire cell contents
15 |Gardy Howsley America/Toronto % 420,109 $ 314,733 $ 4
16 |Haley Dartan Asia/Bangkok $ 305,150  $413,300 g3 Direction:
17 |Hardy Eyckel Asia/Manila 3 493,688 $ 285,903 1 O Up
12 |Hercules Almon Europe/Warsaw 3 408,311 % 487,532 $1 ® poun
19 |Joy Liddyard Asia/Manila 3 144,480 $ 340,217 31
20 Lucky Delouch America/Toronte % 363,379 $ 440,399 $ 1
21 Meal Sollars Europe/Moscow 3 388,254 $ 418,938 $ 1
22 Robert Balnaves Asia/Manila % 255,103 $ 134,865 %4 Find Next Replace.. Cancel
23 |Rochette Shelley America/Toronto  $ 198,576 $ 345,601 $
24 |Rodger Campany Asia/Manila % 467,602 $ 266,613 $ 165,388 $ 374,323
25 |Ronald Rurriss Africa/Nairohi % 247.753 % 474 1873 4 4N3.443 % 483.015

. You can also work with
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The Replace Command

To replace search terms with something else, you can:
e Click the Replace command in the Find dialog box
e Click “Home = Find & Select - Replace”
e Use the Ctrl + H shortcut

With any of these actions, the Find and Replace dialog box will open:

Find and Replace 7 >

Find Replace

Find what: | w
Replace with: w
Options > >

Replace All Replace Find All Find Mext Close

The options here are the same as in the Find dialog box, you will see them by clicking on
“Options”, except there is also a field to enter replacement text for the search term(s). You

can then click “Replace” to view each match and replace it or click “Replace All” to replace

search terms automatically.

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



Microsoft Office Excel 365: Essentials 154

The Go To Command

The final command in the Find & Select menu is Go To:

= (W]

==

2 AutoSum - %‘ﬁv p

e
Delete Format Clear - Sort S BRINENSE
- - Filter - [SElect=
Cells Editing L2 Find A
80 Replace
M N 0 pl® GoTo [3] R

(You can also use the Ctrl + G shortcut.) With this command, the Go To dialog box will open:

GoTo X

Reference:

)4 Cancel

Enter the cell range you want to navigate to and click “OK.”
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Activity 3-4: Using Find & Select Tools

You have been asked to confirm that the data for the Spring City office is included, and to

make a terminology change in the financial data report.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 3 of your Excel Essentials Activities folder. Open Activity 3-4:

(Refer back to Activity 1-2 if you need help.)
3. Click “Home - Find & Select = Find”, click on “options”.

4. Type ‘Spring City’ in the Find what box. Click the Within menu and click
“Workbook”. Click “Find Next:”

Find and Replace ? >

Find Replace

Find what: Spring City o Mo Format Set Format... =

within: |[UEEPOEETE -~ | [ Match case

|:| Match entire cell contents
Search: | By Rows e

Look in: | Formulas b Options <<

Find All Find Mext Close
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5.  Excel will now switch to the Financial Data sheet and select the match:

File Home Insert Page Layout Formulas Data Review View Help

A Cut Calibri i L AN = gE;WrapText General v ﬁ @ Normal

[@copy ~
Paste = Conditional Format as

I U~ e A = . . 0 &0 .00
«  <¥ Format Painter - - - Merge & Center $ % 9 o =0 Formatting ~  Table ~

Clipboard [F] Font 1] Alignment [F] Number ]

Al3 57 Fe Spring City
A B C D E F G H
1 City ~| Staté~| Office Typéx] Revenue{-| Operating Expensef{~| Operating Profi{-| Depreciatior~| Net Profi{~
3 |East Natchitoches MA Franchise $ 433,924 § 101,465 S 332,459 $ 5068 S 327,391
4 |Lyon MA Partner $ 135816 S 67,388 S 68,428 S 5700 S 62,728
6 |Conyersville ME Franchise 3 128,691 S 67,175 s 61,516 5 4956 S 56,560
8 |Farmington Lake NH Franchise 3 392,518 S 82,675 S 309,843 5 6,100 S 303,743
9 |Martins Carner NH Franchise 3 331,773 & 240,690
. Find and Replace ? X

10 |Pickerel Narrows  NH Partner S 244975 S 138,988
11 | Willaha NH Partner $ 137,925 5 Find  |[Remuee 27,724
13|Spr' g City N Partner S 432326 5 348,157
14 [Mittenlane NY Partner $ 177,789 & Findwhat: | Spring City] e (i = 58,388
15 |East Waterford ~ NY Franchise $ 20,945 S 114,033
17 |Scottsville Rl Partner 3 440,462 5 within: | workbook || []Msteh case 353,708
18 |Hebron Rl Partner S 407,339 S ceorcrs (o8 [ Match entire cell contents 314,449
15 |Longview RI Partner $ 376,263 § aearch: | by Rows 278,370
20 |Emerson RI Franchise S 149,134 S Lookin: |Formulas |~ Options << 56,453
21
22 Find All Close
23
24
25

6. Now we need to make the terminology change. With the Find dialog box still open,
click to select Column C:

A B C D E F G H
1 City ~| Staté~| Office Type.x| Revenue{-| Operating Expense{-| Operating Profii~-| Depreciatior~| Net Profi~
3 |East Natchitoches MA Franchise S 43384 5 101,465 % 332,459 5068 5 327,391
4 [Lyon MA Partner $ 135816 $ 67,388 § 68,428 § 5700 3§ 62,728
6 |Conyersville ME Franchise 3 128,691 & 67,175 & 61,516 $ 4,956 5 56,560
& |Farmington Lake NH Franchise 3 392,518 & 82,675 8 309,843 S 6,100 3 303,743
9 |Martins Corner  NH Franchise S 33,773 5 85,288 S 246,485 S 5795 5 240,690
10 |Pickerel Narrows NH Partner s 244,975 s 100,834 5 144,141 S 5,153 5 138,988
11 |willaha NH Partner $ 137925 § 104592 & 22297 & 5A72 . & 27,724
13 |Spring City NJ Partner $ 432326 $ 348,157
14 [Mittenlane NY Partner $ 177,789 $ 68,888
15 |East waterford  NY Franchise s 1945 Find | Replace 114,033
17 |Scottsville RI Partner $ 440462 S Find what | Spring City v Format... 353,708
18 |Hebron RI Partner $ 407,339 S Replace with: s Format.. - | 314,449
19 [Longview Rl Partner $ 376,283 $ 278,370
20 |Emerson RI Franchise s 149,13 within: | Workbook || LI Matcn case | 56453

[ Match entire cell contents

21 Search: | By Rows ~
= | Lookin: |Formulas ~ Options <<
23 |
= || Replace Al Replace Find All Close
25 - .
26
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7.  Click the Replace tab and in the “Find what” dialogue box type ‘Partner’:

A B C D E F G H
1 City ~| Staté~| Office Typé.r| Revenue{~| Operating Expense{-| Operating Profi{~] Depreciatiof~] Net Profi{~
3 [East Natchitoches MA Franchise $ 433924 5 101,465 § 332,459 § 5068 § 327,391
4 |Lyon MA Partner $ 135816 § 67,388 § 68,428 § 5700 § 62,728
6 |Conyersville ME Franchise 3 128,691 § 67,175 § 61,516 S 4,956 8 56,560
2 |Farmington Lake NH Franchise 3 392,518 § 82,675 § 309,843 § 6,100 35 303,743
9 |Martins Corner  NH Franchise S 33L7713 S 85,288 S 246,485 3§ 5,795 S 240,690
10 | Pickerel Narrows NH Partner s 244,975 3 100,834 5§ 144,141 5§ 5,153 5 138,938
11 |willaha NH Partner $ 137,925 § 104 522 22207 5672 27,724
13 |Spring City NJ Partner $ 432,326 S Find and Replace ? X 348,157
14 |Mittenlane NY Partner 3 177,789 § 68,888
- Find Replace
15 |East Waterfard NY Franchise s 201,945 § = 114,033
17 |scottsville RI Partner S a10462 Findwhat | Partner v Format.. - 353,708
18 |Hebron RI Partner S 407,333 5 Replace with: || - Format... ~ 314,449
19 | Longview RI Partner s 376,263 3 O 278,370
in: Match
20 |Emerson RI Franchise $ 149,134 § within: | Workbook v aten ase 56,453
|:| Match entire cell contents
21 Search: | By Rows w
22 Lookin: | Formulas ~ Options <<
23
24 Replace All Replace Find All Close
25
26

8. Now, fill out the “Replace with” dialog box with ‘Co-Owned’ below and click
“Replace All:”

Find Replace

Find what: Partner o Mo Format Set Format... -

Replace with: | Co-Owned w Mo Format Set Format... -

Within: | Workbook |~ | L] Match case

|:| Match entire cell contents
Search: | By Rows

Lok in: | Farmulas A Options <<

Replace All Replace Fird All Find Mext Close
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When the replacements are complete, close the Find and Replace dialog box:

A B C D E F G H
1 City ~| Stat¢~| Office Type.r| Revenue{~| Operating Expenses~| Operating Profii~| Depreciatior~| Net Profii~
3 |East Natchitoches MA Franchise S 433,924 $ 101,465 3 332,459 S 5,068 $ 327,391
4 |Lyon MA Co-Owned S 135,816 S 67,388 s 68,428 S 5,700 S 62,728
6 |Conyersville ME Franchise 5 128,691 S 67,175 5 61,516 S 4,956 5 56,560
3 |Farmington Lake NH Franchise 3 392,518 & 82,675 3 309,843 § 6,100 & 303,743
g |Martins Corner NH Franchise 5 331,773 S 85,288 S 245485 § 5795 5 240,690
10 | Pickerel Narrows NH Co-Owned 3 244,975 & 100,834 & 144,141 § 5153 & 138,988
11 | willaha NH Co-Owned $ 137925 S wmasie & 22297 < SR & 27,724
13 | Spring City NI Co-Owned ] 432,326 s 348,157
14 |Mittenlane NY Co-Owned S 177,789 S 68,888
15 |East Waterford  NY Franchise $ 20035 $ find | Replace 114,033
17 | scottsville RI Co-Owned ¢ a40452 S Findwhat: | Partner - Format... ~ 353,708
12 |Hebron RI Co-Owned $ 407,339 & Replace with: | Co-Owned = e 314,449
18 | Longview RI Co-Owned 5 376,263 5 Microsoft Excel b4
20 |Emerson RI Franchise s 143134 witpin: - Workbook || L Mateh sase
i seardy oy Rows » [] Match entire cell cgntents o

All done, We made 8 replacements.

22 Lookin: | Formulas ™
s
24 Replace Find All FEind Next CIgse TT
25
26

Save As ‘Activity 3-4 complete’ and close Excel to complete this activity.
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LESSON 4:
ADDING PICTURES AND SHAPES

Lesson Objectives

In this lesson you will learn how to:

e Insert pictures and shapes

e Format shapes

TOPIC A: Inserting Pictures

Like many other Microsoft Office programs, Excel allows you to add pictures to its

worksheets. Some basic editing commands are also provided.

Topic Objectives
In this section, you will learn how to:

e Insert, rotate, resize, and delete pictures

e Add alternative text to pictures
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Inserting Pictures

To insert a picture from a file on your computer, select the cell where you want the picture
to go. Then, click “Insert = Picture:”

] Excel Online John Smith * Business Documents

File Home  Insert  Data  Review  View Tell me what you want to do Open in Excel

A BEE B c@d]]we)%@L@%ﬁ

Function Forms Table PivoiTab Picture Spapes = Office | Column Line Pie ar  Area Scatter Other Hyperlink = Comment
- - Add-ins - - - - - ~  Charis ~

Functions Tables Mustrations: Add-ins Charts Links Comments

Zi5 L

You will then be prompted to locate and choose the file. Click “Open” when you are ready:

Open *
&« v 4 Bl s> ThisPC » Desktop v O Search Desktop 2
Organize « Mew folder B~ m 9
~ E— ~
. £po
> 7k Quick access % PG File
. 630 KB
> @ OneDrive
> gThisPC
> ¥ Network

> @ Homegroup

[2] Camera

Ed Dropbox

W

File name: | Report v| | Alfiles v
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The picture will then be added to the current worksheet:

N
File Home  Insert  Data  Review  View Tell me what you want to do Open in Excel
fBEE B0 O dx@SQALE = T
Function Forms Table PivotTable Picture Shapes | Office | Column Line Pie Area Scatter Other Hyperiink | Comment

- - Add-ins - - - - - - Charts «

Functions. Tables Nustrations: Add-ins Charts. Links Comments
022 v &

H J K L

1
2 |Adda Ellwood Africa Narobi 5443,983 5431629 5450,521 $433,587
3 |Aguste Fessier America Toronto 5429,100 5425269 5373,941 5127,746
4 | Alethea Winyard | Europe Lisbon 5114,980 5380284 5428716 5261241
5 | Ash Jirousek America Toronto 5368,612 5382,150 5264,538 £225,849
6 | Burton Wreath Asia Manila $170,905 51539245 5219391 5238135
T | Christopher Fleis Europe Lisbon 473,496 $286,897 5487,919 $216,623
8 |Cody Luton Europe Maoscow 5218,203 5277 489 3477,055 $416,420
9 | Debra Godman Africa Narobi 5418572 5171975 5448654 5318128
10 |Delainey Mont Asiz Manila 5386,315 5184 778 5162,573 $387,770
11 |Drake Becom Europe Mascow 5341,113 5134 202 3178,804 5455 803
12 |Ebonee Louch Asiz Bangkak 5224551 $115,951 5285,162 5280,378
13 | Erica Busse Europe Maoscow 5169,706 5281265 5327,955 $296,231
14 | Galvin Freiberg Europe Warsaw 5222,863 5255,684 5415 483 $390,461
15 | Gardy Howsley America Toronto 5420,100 5314733 5490 714 353,656
16 |Haley Dartan Asig Bangkok 5395,150 5413,350 5169,868 5294,543
17 |Hardy Eyckel Asia Manila $403688 5285002 5130577 5349059
18 |Hercules Almon Europe Warsaw 408,311 5487 532 5142 611 £323,042
19 |Joy Liddyard Asia Manila 5144480 $340,217 $103,012 $196,950
20 |Lucky Delouch America Toronto 5363,379 5440359 5394639 $315,954
21 |Neal Sollars Europe Moscow 5388254 5418 938 3208,895 $470,087
22 |Rober‘t Balnaves Asia Manila 5255,103 5134,865 5441,530 5143461
2 Rochetie Shelley America Toronto 5198,576 $345 601 5196,253 411,246

24 |Rodger Campany Asia Manila 5467,602 5266,613 5165,388 $374,323
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Resizing Pictures

162

To resize a picture, click it to select it. Then, click and drag any of the handles to resize the

photo in that direction. As you drag the handles, you will see the photo become larger or

smaller, depending on the direction that you drag in:

runcnions [ELES)

022

8~ @ B W o

[r)

10
1
12
12
14
15
16
17
18
19
20
21
22
23

Once you release your mouse, the operation will be complete.

v
A

Adda Ellwood
Apuste Fessier
Alethea Winyard
Ash Jirousek
Burton Wreath
Christopher Fleis
Cody Luton
Debra Gedman
Delainey Mont
Drake Becom
Ebonee Louch
Erica Busse
Galvin Freiberg
Gardy Howsley
Haley Dartan
Hardy Eyckel
Hercules Almon
Joy Liddyard
Lucky Delouch
Neal Sollars
Robert Balnaves
Rochette Shellev

B
gio
Africa
America
Europe
America
Asia
Europe
Europe
Africa
Asia
Europe
Asia
Europe
Europe
America
Asia
Asia
Europe
Asia
America
Europe
Asia
America

nustranons.

Narobi
Torento
Lisbon
Torento
Manila
Lisbon
Mascow
Narobi
Manila
Maoscow
Bangkok
Maoscow
Warsaw
Toronto
Bangkok
Manila
Warsaw
Manila
Torento
Mascow
Manila
Toronto

Rotating Pictures

To rotate a picture, click and drag the circular handle at the top of the picture:

Release the mouse when the picture is at the desired angle.
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5443,983
$429,100
5114,980
$368,612
$170,905
$473,496
$218,203
5418,579
$386,315
$341,113
$224,551
$169,706
$222,863
5420,109
$395,150
5493,688
$408,311
5144,480
$363,379
$388,254
$255,103
$198 576

Lnars

i U
5431,629
$425,269
$380,264
$382,150
$153,945
5$286,897
$277,489
$171,975
$184,778
5134,202
$115,951
$281,265
$255,684
$314,733
$413,390
5285,903
$487,532
5$340,217
$440,399
$418,938
$134,865
$345 601

£ (4
5450,521
$373,941
5429,716
$264,538
$219,391
$487,919
$477,055
5448654
$162,573
5178,894
$289,162
$327,955
$415,483
5493214
$169,868
5130,577
$142,611
5103,012
$394,639
$209,895
$441,530
5196 293

M

5433,587)
$127,744
5261,241)
$225,849
$238,135
5216623
$416,420
5318,12§
$387,770
5495,803
$280,378
5296,231)
$390,461
5353,656
$294,643
5349 05!

$323,942
5196,950
$315,954
5$470,087
$143,461
5411 246
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Deleting Pictures

To delete a picture, click it to select it and then press the Backspace key. The picture will

immediately be removed.
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Activity 4-1: Inserting Pictures
In this activity, you will add a picture to the financial data report.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 4 of your Excel Essentials Activities folder. Open Activity 4-1:

(Refer back to Activity 1-2 if you need help.)
3.  Click on the Financial Scorecard worksheet. Click into Cell D1.

4. Click “Insert = Picture:”

~H Excel Online John Smith » Business Documents

File Home  Insert Data Review  View Tell me what you want to do Open in Excel

A EERERBD O a0l ©

Function = Forms Table PivotTab Picture Shapes = Office | Column Line Pie Bar  Area Scatter Other Hyperlink = Comment
- Add-ins - - - - - ~  Charts «

Functions Tables Mustrations Add-ins Charts Links Comments

Z15 - &

5. Navigate to the Lesson 4 folder of your Excel Essentials Activities File. Select the
Activity 4-1 picture and click “Open:”

Open

- v P < Starting Files for Activities » Lesson 4 v 0 Search Leszon 4 2

Organize = New folder

-

Activity 4-1
3¢ Quick access _. PN(IEU;HE

141 KB

@ OneDrive

& This PC
. 3D Objects
[ Desktop
E] Documents
* Downloads
Jl Music
&= | Pictures

m Videos

., 05 (C) .

File name: | Activity 4-1 v| | A files v

L
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6.  The picture will now be inserted. Click and drag the bottom right corner up to cell

D4, like this:

Functions Tables Iustrations Add-ins Cha

)
A B C D E F C

1 Scorecard

2 |Average Revenue 5376,987

3 |Highest Revenue 5461214

4 | Lowest Expenses 565,792 W\z]

5

7. Save As ‘Activity 4-1 complete’ and close Excel to complete this activity.
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TOPIC B: Inserting Shapes

Excel also allows you to insert shapes into a workbook. If you have worked with shapes in

other Microsoft Office programs, these commands are quite similar.

Topic Objectives
In this section, you will learn how to:

e Insert, resize, and delete shapes

e Use the Shape Format contextual tab
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Inserting Shapes

To insert a shape into the current worksheet, click “Insert - Shapes” and click the shape

you want to add:

File Home Insert Data Review  View Tell me what you want to do Open in Excel
=] = a +

A RE 2D O d]]ﬂ@d)ﬁﬂL@ ® i
Function Forms Table PivoiTable Picture Shapes Office | Column Line Fie ar  Area Scatter Other Hyperlink = Comment

= = Add-ins = = - - - = Charis »
Functions Tables llustr Shapes Links Commsnts
H2 - — .

DoowABANNNOJ
A B ] H
" ! A G =

i FullName  EIRegion i @
2 |Adda Ellwood Africa N Lines 133,587 I
3 Apguste Fessier America 1 127746
4 Alethes Winyard  Europe INN N T L L2 202 161,241
5 |Ash Jirousek America 1 225,849
~ : Rectangles
@ |Burton Wreath Asia i 238,136
7 | Christopher Fleis Europe L1 o T T o O o O o 216,623

The shape will now appear on the worksheet and the Shape Format tab will become

available:

Fle  Home et  Pagelayout Formuas  Data  Review View Help  Shape Format

Yo oA\ N\, [/~ 4% Edit Shape ~ ~| 2 shapeFill - A Tet Fill~ 7 |E= Align~ T eigh [413 B
Satrzreer DEEOOE B e A A A Chme B0 D LT D

= = Alt Selection =} ) -
Doen\{= @shp Effects ~ %] B\ Text Effects - Tt Pane CARotatew | -4 Width [426cm

Insert Shapes Shape Styles (5 WordArt Styles 5l Accessibilty. Arrange Size

Star: 5 Poi.. 1

© oo [~ o || & [t o=

HEE
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The Shape Format Contextual Tab

Let’s take a closer look at the Shape Format contextual tab:

Flle  Home Insert  Pagelayout  Formulas  Data  Review View Help  Shape Format

Ix < N = A < 5 = = .
Yo dBEIN N\ O - X Edit Shape p— £ Shape Fill A Text Fill F‘EI I 0 E!—‘ 1E= Algn Heigh: 473 m
OOA L Lo~ [E Text Box ~| IZ Shape Outline ~ A | & Text Outline ~ i o
e o 5 E it election * =1
0Genn (= ~| & shape Effects ~ 7| [\ Text Effects v Text Pane CARotate~ | =- Width: [426cm
Insert Shapes Shape Styles 5} WordArt Styles 5| Accessibility Arange Size

Star: 5 Poi... ~ F

A 8 c D E F G H 1 K L M N o P a R s T u v w x v
(€,

e o s =

HEE

There are two groups on this tab. The Edit Shapes group provides access to the Change
Shape command. The Shape Styles group includes a gallery of pre-configured styles and

commands to customize the shape’s fill and outline.

Resizing Shapes

Resizing a shape is just like resizing a photo: click it to select it and then click and drag any of

the handles.

o

Once you release your cursor, the shape will be resized.

Deleting Shapes

To delete a shape, click it to select it and then press the Backspace or key. The shape will

immediately be deleted and can only be recovered if you undo the delete action right away.
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Activity 4-2: Inserting Shapes
In this activity, you will add a shape to the financial data report.

L. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2.  Navigate to Lesson 4 of your Excel Essentials Activities folder. Open Activity 4-2:

(Refer back to Activity 1-2 if you need help.)

3. Insert a shape as below from “Insert = Shapes”. The shape will be inserted. Click
and drag it to move it to the top of Column H:

File Home Insert Page Layout Formulas Data Review View Help Shape Format

EN N OO O - | L2 Edit Shape ~ JE— | £ Shape Fill ~ A Tet

AL Lo (5| A Tedt Box ﬂ a D |J n u ~| [Z Shape Outline ~ A A A v A Text

[ﬁq\’\ { } W |® = & Shape Effects ~ T B Tet
Insert Shapes Shape Styles F] ‘WordArt Styles

Rectangle... * F3
A B G D E F G

1 City ~| State~| Office Typéx] Revenue{-| Operating Expenses~| Operating Profi{~| Depreciatior -

3 |East Natchitoches MA Franchise 3 433,924 $ 101,465 5 332,459 § 5,068

4 |Lyon MA Co-Owned § 135816 &5 67,388 § 68,428 5 5,700

& |Conyersville ME Franchise $ 128,691 $ 67,175 S 61,516 % 4,956

& |Farmington Lake NH Franchise ] 392,518 § 82,675 S 309,843 § 6,100

& |Martins Corner NH Franchise 3 331,773 3 85,288 § 246,485 § 5,795

10 |Pickerel Narrows NH Co-Owned s 244,975 5 100,834 S 144,141 § 5,153

11 | Willaha NH Co-Owned § 137925 $ 104,528 $ 33,397 5 5,673

13 |Spring City NI Co-Owned $ 432,326 & 79,297 S 353,029 § 4372 @ S 348,157

14 |Mittenlane NY Co-Owned $ 177,789 5 103,757 S 74,032 35 5144 @ $ 68888

15 |East Waterford ~ NY Franchise S 200,945 5 83,178 % 118,767 5 4734 @ $ 114,033

17 | Scottsville Rl Co-Owned § 40462 $ 81,912 % 358,550 S 4812 @ $ 353,708

18 |Hebron RI Co-Owned $ 407,339 & 88,286 S 319,053 § 4604 @ $ 314449

19 |Longview RI Co-Owned § 376263 § 92,698 § 283,565 § 5195 @ $ 278370

20 |[Emerson RI Franchise s 149,134 5 87,513 5 61,621 3 5168 @ S 56453

21
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4.

Now, click and drag the bottom right handle down and to the right so it covers all
of Column H, like this:

File Home Insert Page Layout Formulas Data Review View Help Shape Format
ENNOOO | £% Edit Shape - ~| £ Shape Fill ~ A Text Fill
AL LS O (O~ 1Z] Text Box u ﬂ u D ﬂ ﬂ ~| 2 Shape Outline ~ A A A ~| A Text Ou
e} E | @ Shape Effects ~ F| B Text e
Insert Shapes Shape Styles 1] ‘WordArt Styles
Rectangle... ~ I
A | 8 | c | D | E | F | G |

1 City [-| Stat¢~| Office Typé.x] Revenue{~| Operating Expense{~| Operating Profi{~| Depreciatior-

3 |East Natchitoches MA Franchise 3 433,924 § 101,465 5 332459 § 5,068

4 |Lyon MA Co-Owned $ 135816 & 67,388 & 68,428 & 5,700

6: Conyersville ME Franchise s 128,691 § 67,175 3 61,516 § 4,956

& |Farmington Lake  NH Franchise $ 392518 ¢ 82,675 3 209,843 $ 6,100

9 |Martins Corner NH Franchise S 331,773 § 85,288 § 246,485 § 5,795
10 |Pickerel Narrows NH Co-Owned s 244975 S 100,834 S 144,141 § 5,153
11 |Willaha NH Co-Owned § 137925 & 104,528 & 33,397 & 5,67.
13 |Spring City NJ Co-Owned S 432328 & 79,297 & 353,029 & 4,872
14 |Mittenlane NY Co-Owned $ 177,789 $ 103,757 $ 74,032 § 5,144
15 |East Waterford NY Franchise S 201,945 3 83,178 8 118,767 3 4,734
17 |Scottsville RI Co-Owned $ 440462 § 81,912 3 358,550 § 4,342
18 |Hebron RI Co-Owned S 407,339 & 88,286 5 319,053 & 4,604

12 |Longview RI Co-Owned $ 376,263 & 92,698 35 283,565 & 5,195

20 |[Emerson RI Franchise $ 14133 § 87,512 3 61,621 $ 5,168

21 |

22 |

23

The Shape Format tab should be active. Take a moment to review its commands:

File Home Insert Page Layout Formulas Data Review View Help Shape Format

AN N CIO ) ~| £2 Edit Shape~ ~| £ Shape Fill ~ A TextFill
A—L—l_,:)uﬁ ~ | T&] Text Box “ n D ﬂ n - ZShapeDuthnev A A A ~ ﬂTextOu‘
el P % | & Shape Effects | A Texteffe
Insert Shapes Shape Styles 7] WardArt Styles
Rectangle... © I
A B c | D | E | F | G |

1 City ~| Statf~| Office Typé-r] Revenue{~| Operating Expense{~| Operating Profi{~| Depreciatior-|

3 |East Natchitoches MA Franchise $ 433924 ¢ 101,465  $ 332,459 § 5,068

4 |Lyon MA Co-Owned $ 135816 § 67,388 3 68,428 5,700

6: Conyersville ME Franchise s 128,691 S 67,175 3 61,516 4,956

8: Farmington Lake NH Franchise s 392,518 S 82,675 5 309,843 S 6,100

9 |Martins Corner NH Franchise 3 331,773 § 85,288 & 245,485 § 5,795
10 |Pickerel Narrows  NH Co-Owned 3 244975  § 100,834 8 144,141 § 5,153
11 |willaha NH Co-Owned $ 137925 § 104,528 $ 33,397 § 5,67
12 |Spring City NJ Co-Owned $ 432,326 § 79,297 § 353,029  $ 4,872
14 |Mittenlane NY Co-Owned S 177,789 § 103,757 § 74032 5 5,144
15 |East Waterford NY Franchise s 201,945 § 83,178 % 118,767 & 4,734
17 |Scottsville RI Co-Owned $ 440452 & 81912 3 358,550 § 4,842
18 |Hebron RI Co-Owned $ 407,339 $ 88,286 S 319,053 $ 4,604
19 |Longview RI Co-Owned $ 376263 § 92,698 3 283,565 § 5,195

20 |[Emerson RI Franchise S 149,134 § 87,513 5 61,621 & 5,168

21 |

22 |

23

Save As ‘Activity 4-2 complete’ and close Excel to complete this activity.
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TOPIC C: Formatting Shapes

This topic will continue our exploration of shapes in Excel, with a look at the formatting
commands on the Shape Format contextual tab. We will also learn how to add alternative

text to shapes.

Topic Objectives
In this section, you will learn how to:
e Change a shape’s type
e Apply a style to a shape
e Customize a shape’s fill and outline

e Add alternative text to a shape
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Changing the Shape Type

To change the type of shape, click the shape to select it. Then, click “Shape Format - Edit
Shape - Change Shape” and choose the new shape type:

Excel Online | J + Business D | EEIIERES
FILE HOME INSERT DATA REVIEW VIEW FORMAT Q Tell me what you want to do EDIT IN EXCEL
@ - ¥ Shape Fill «
ﬂ B n [j ; ﬂ B = Shape Outline -
Change L | e
Shape -
E R ngles fez
[mlal oo o
D E F G H ] K L
Basic Shapes
" Q2 Q3 Q4
O A DN ) O D @ ¢ $431,620 $450,521 ¢ 433,587
- e . $425,269  $373,941  $ 127,746
cogrngoo $380,264  $429,716 $ 261,241
AN YRS C $382,150  §264,538 $ 225,849
, $153,945 $219,301 $ 238,136
1t $ 286,807 $487,919 $ 216,623
T $277,489  $477,055 $ 416,420
$171,975 $448,654 $ 318,128
= - ‘%’," LU =14 & 315 $184,778  $162,573 ¢ 387,770
€ 3w n o D $134,202  $178,894 $ 495,803
$115,951  §$289,162 $ 280,378
" Equation Shapes $281,265  $327,955 $ 296,231
T . . $255,684 $415483 $ 390,461
v i L $314,733  $499,214 ¢ 353,656
Flowehart $413,300 §$169,868 $ 294,643
] $285,903 §$130,577 $ 349,059
) o O 009 o $487,532  $142,611 $ 323,042
. Te® % 6 AT $340,217 $103,012 $ 196,950 y
[ oo : $440,309 $394,639 $ 315954 |
290 O 5418,938  $209,895 § 470,087 | |
i $134,865 441,530 143461
- Stars and Banners $345,601 §$196,293 $ 411,246 O
O AD0O GG $ 266,613  §165388 $ 374,323
~ $474,183  $403,443 $ 483,015
Rac s s S A S 593 $181,573 $400,816 $ 215,603
27 |silvano Estable Asia/Manila $372,755 $120,213  $450,051 $ 403,664
28 |Sylvan Eshmade Europe/Lisbon $415418  $379,522  $460,876 § 327,551
29 |Tally Leppington Europe/Lisbon $436,769 $273,361  $360,605 $ 170,697
30 |Tucky Habishaw Asia/Bangkok $210,086 $139,985 § 168733 § 485310
31 'Wanda Ratlee Asia/Bangkok $ 167,342  $ 476,637 $ 424,504 $ 273,937
32
33
4
35 Template Courtesy of Microseft.com
e
Sales Data.xlsx S

The shape type will now be changed, but its size, location, and formatting will stay the

same:

I
-
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Applying a Style

To apply a pre-defined style to a shape, click it to select it and then click a thumbnail from

the Shape Styles gallery on the Shape Format tab:

Excel Online | John Smith » Business Docu... [ UEEREEE] Sales Data

FILE HOME INSERT DATA REVIEW VIEW FORMAT 0 Tell me what you want to do EDIT IN EXCEL
ﬂ B . B m ﬂ o
Cronge q [Z. shape Outiine ~
Shape -
Edit Shapes. Shape Styles
£
A c D £ F G H )
1 |Full Name Region Q1 Q2 Q3 Q4
2 |Adda Ellwood Africa/Nairobi $443,983  $431,620 5 450,520 433,587
3 |Aguste Fassier America/Toronto | $ 420,100  $ 425,260  § 373,04 127,746
4 |plethea winyard  Europe/Lisbon $114,980 380,264  $ 429,716, 261,241
5 |Ash Jirousek America/Toronto  § 368,612  $ 382,150  § 264,538 § 225,849

To see more options, click the drop-down arrow on the right side of the gallery:

Excel Online John Smith » Business Docu... [RESRERieE Sales
FILE HOME INSERT DATA REVIEW VIEW FORMAT Q Tell me what you want to do EDI"
_lf Ty ¢ N \ ¥ Shape Fill =
TN abc abr abc abe abc abc | r .
Shape Cutline -
Cr'ange \ / PN J E .
Shape -

o ﬂ . n B D a ﬂ
F G
Abc &
Full Q3 TJ"I

1
a r r
2 |Add $ 450 521, 433,587
3 Agust R 0 ) $373,94 | 127,746
4 Alethe ) | B L“‘J L“"‘ $ 429,716 261,241
i ' . .
5 Ash Ji $ 264,538 §$ 225,849
6 Burtol $219,391 $ 238,136
i = r ¥
7 Christ Abc $ 487,919 $ 216,623
g Cody $ 477,055 $ 416,420
9 Debra $ 448,654 $ 318,128
11 Drake - §178, 804 $ 495,803

]
il
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Customizing Shape Fill and Outline

The final commands on the Shape Format tab allow you to customize a shape’s fill and

outline colors:

Excel Online John Smith » Business Docu... [t ERieek

FILE HOME INSERT DATA REVIEW VIEW FORMAT Q Tell me what you want to do
_| . ﬂ n n m ﬂ ﬂ %Shape o

Ry abc

v -’. - -
Change E Shape Outline
Shape -
Edit Shapes Shape Styles

Click the button to apply the color shown on the icon, or click the drop-down arrow to

choose a different color:

BExcel Online John Smith » Business Docu... eGSRk Sal
FILE HOME INSERT DATA REVIEW VIEW FORMAT Q Tell me what you want to do
Change ﬂ B ﬂ n ﬂ ﬂ e
shape - H EEEEEEN
Edit Shapes Shaps Styles ]
|
HEENEN
EEEEEERENENER
EEEEEEEENRERN
Standard Colors
| EEEER
[] mor
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Activity 4-3: Formatting Shapes

In this activity, you will format the shape you added in the last activity.

1.

4.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Navigate to Lesson 4 of your Excel Essentials Activities folder. Open Activity 4-3:

(Refer back to Activity 1-2 if you need help.)

You can see a major problem with the shape we added in the last activity: it covers
the data we want to highlight! Click it to select it:

Activity 4-3

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXCEL
S \:"‘_\2,;, Calibri P A b Genera g E“' iﬁ E‘)& ii Tt
Paste - _ Blr U D - H-A- Ef- $-9% » % £  Condiionsl Forms Format lInsert Delete Fomat & cie;
- Fommat Painter = Formatting- - asTable- - - -
Undo Clipboard Font. Alignment Number Tables Cells
fe City
A 8 c D E F G H 1
1 City [+| Statd-] Office Typgy] Revenue{~] Operating Expenses~] Operating Profif~] Depreciation~
3 [EsstNatchitoches  MA Franchise 5433,924 $101,465 5332,459 55,068
4 Lyon MA Co-Owned $135,816 567,388 568,428 $5,700
5 |canyersville ME Franchise 5$128,691 567,175 561,516 54,956
8  Farmington lake  NH Franchise 5392,518 $82,675 $309,843 56,100
9 Martins Corner  NH Franchise $331,773 585,288 5246,485 $5,795
10 Pickerel Narrows N Co-Owned 5244975 $100,834 5144,141 55,153
11 willaha NH Co-Owned 157,925 $104,528 $33,397 $5,673
13 Spring City ] Co-Owned 5432,326 §79,267 5353,029 54,872
14 Mittenlane NY Co-Owned $177,789 $103,757 $74,032 85,144
15 EastWaterford  NY Franchise 5201,945 583,178 5118,767 $4,734
17 scottsville RI Co-Owned $440,462 $81,912 $358,550 54,842
18 | Hebron RI Co-Owned $407,339 588,286 $319,053 $4,604
19 Longview RI Co-Owned 5376,263 592,698 5283565 55,195
20 Emerson RI Franchise $149,134 $87,513 $61,621 $5,168
21

The Shape Format tab will open. Click the Shape Fill drop-down arrow and click “No
Fill:”

Excel Online

h » Lesson 4

e

FILE  HOME  INSERT  DATA  REVIEW  VIEW FORMAT Q Tell me what you want to do EDIT IN EXCEL

i R 3 Shape Fill =

N abc Abc

.. 008080008008 -

shape - N EEEEE e
Edit Shapes Shape Styles

u
2 u
Ly
A B c o ‘AFEIEEEEENN

1 City [+] Stait€~] Office Types] Revenuef~| Operating@E B I N EEEEE N
3 EsstNatchitoches | MA Franchise 5433,924 $101465 | grandard Colors

4 Llyan MA Co-Owned $135,816 367,388

5 |Conyersville ME Franchise 5128,691 se7175 WM -
8 |Farmington lake  NH Franchise $302,518 $82,675 Mo Fill

9 |Martins Corner  NH Franchise 5331773 585,288 % 5245,485
10 pickerel Narrows  NH co-Owned 5244975 $100,834 5144,141
11 willaha NH Co-Owned $157,925 104,528 533,397
13 Spring City ] Co-Owned 5432,326 579,257 5353,020
14 Mittenlane NY Co-Owned $177,789 $108,757 $74,032

15 EastWaterford  NY Franchise 5201,945 583,178 5118767

17 Scottsville RI Co-Owned 5440462 $81,912 5358,550

18 Hebron RI Co-Owned 407,339 388,286 $319,053

19 Longview RI Co-Owned 5376,263 592,698 5283565
20 Emerson ] Franchise $149,134 $87,513 $61,621
21
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5.

6.

176

Now we can see the data, but the highlight is not as visible as we would like it to

be. Click the More arrow in the Shape Styles gallery on the Shape Format tab

Excel Online DRAWING TOOLS Activity 4-3
FILE HOME INSERT DATA REVIEW View FORMAT Q Tell me what you want to do EDIT IN EXCEL
S . ﬂ a u [7J u ﬂ Zomin
Z ine -
Crange [ shape Outline
Shape - %
Edit Shapes. Shape Style
£
A B C D E F G H
1 City [-] Statq~] Office Types] -] Operating E [-] Operating Profit;] Depreciatior-| Net Profil-
3 |East Matchitoches | MA Franchise 5433924 $101,465 $332,459 55,068 © 5327391
4 Lyon MA Co-Owned 5135816 867,388 $68,428 $5,700 © ss2,728
6 Conyersville ME Franchise 5128,691 567,175 561,516 54,956 © ss6,560
8 Farmington lake  NH Franchise 5392518 582,675 $309,843 56,100 @ 5303743
O MartinsCorner  NH Franchise $331,773 585,288 $245,485 $5,795 ) 5240,690
10 Pickerel Narrows  NH Co-Owned 5244975 5100,834 5144,141 355,153 © 5138988
11 willaha NH Co-Owned $137,925 $104,528 $33,307 $5,673 Q 527,724
13 Spring City NI Co-Owned 5432,326 579,297 $353,029 54,872 @ 5348157
14 Mittenlane HY Co-Owned $177,789 $103,757 574,032 55,144 © 368,888
15  East Waterford NY Franchise $201,945 583,178 $118,767 $4,734 © 5114083
17 | Scottsville RI Co-Owned 5440462 581,912 $358,550 54,842 @ 5353708
18 Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604 @ s314410
19 Longview RI Co-Owned 5376,263 592,698 5283,565 55,195 @ 5278370
20 |Emerson RI Franchise 5149,134 587,513 361,621 35,168 O 556,453

Click the orange style:

Excel Online | John Smith » Lesson 4 DRAWING TOOLS Activity 4-3

FILE HOME  INSERT ~ DATA  REVEW  VIEW FORMAT @ Tell me what you want o do EDIT IN EXCEL

Y — — D shape Fill -

- Abc ‘ Abc Abc Abc Abc ‘ Abc el -

Chanse ) | J L [Z shape Outline +

Shaps - [
D . u a B u B

Fa

E F G H
Ab - .

1 . u 3 Expenses’~] Operating Profit~] Depredatior/-| Net Pm
3 EastMs 5332,459 5,068 5327,391
4 |Lyon [ | [ ) I $68,428 45,700 G $62,728
6 Conyer LB Gl &3 l_““ ‘ ‘\_“"‘ 361,516 54,956 © 556560
& Farmin . g g 5309,843 56,100 @ 5303743
9 Martin: — $246,485 5,795 ) 5240690
10 Pickere “ 514,141 55,153 © 51389838
11 Willaha $33,397 45,673 0 $27,724
13 Spring{ $353,029 54,872 @ s3a1s7
el -0 R .
15 EastWi $118,767 54,734 O s114033
17 Scottsville RI Co-Owned 5440,462 581,912 5358,550 54,802 @ s3s3zos
18 Hebron RI Co-Owned 5407,339 588,286 5$319,053 $4,604 @ s3naae9
19 | Longview RI Co-Owned $376,263 $92,698 $283,565 §5,195 @ sa7e370
20 Emerson RI Franchise 5145,134 587,513 561,621 55,168 @ ss6453
o oA
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7.  Click the Shape Fill icon again to re-apply the “No Fill” style:

Excel Online | John DRAWING TOOLS Activity 4-3

FILE HOME  INSERT ~ DATA  REVIEW  VIEW FORMAT Q Tell me what you want to do EDIT IN EXCEL

3 F . D» Shape Fill ~

. 3000000 &

Shape -
Edit Shapes

2

A B c D E F G H

1 City [-] Stat¢~] Office Typgx] Revenuef-] Operating Expenses~] Operating Profitfl-] Depreciatior-]
3 East Natchitoches MA Franchise $433,924 £101,465 $332,459 85,068

4 Lyon WA Co-Owned 5135816 567,388 568,428 55,700

6 Conyersville ME Franchise 5128,691 $67,175 561,516 84,956

& | Farmingtonlake  NH Franchise $392,518 $82,675 $309,843 6,100

9 |MartinsCorner  NH Franchise 5331773 585,288 526,485 55,795

10 Pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 5,153

11 willaha NH Co-Owned §137,925 5104528 533,397 5,673

13 |Spring City NI Co-Owned $432,326 $79,297 $353,029 54,872

14 Mittenlane NY Co-Owned $177,789 5103,757 $74,032 §5,144

15 Esstwaterford  NY Franchise 5201945 583,178 5118,767 54,734

17 scottsville RI Co-Owned $440,462 $81,912 $358,550 54,842

12 Hebron RI Co-Owned 5407,339 528,286 5319,053 §4,604

19 | Longview RI Co-Owned $376,263 592,698 5283,565 85,195

20 Emerson RI Franchise 149,134 587,513 561,621 55,168

21 e

8. If necessary, use the handles to resize the shape so it fits the column:

Scelonine T

FILE HOME  INSERT ~ DATA  REVIEW  VIEW FORMAT Q Tell me what you want to do EDIT IN EXCEL
A R 3 shape Fill =
.. @ 8000 :--
Shape -
Edit Shapes Shape Snyles
2

A B c D E F G H
1 City [+] Stat€-] Office Typex] R ed~] O ing Expenses|~| Operating Profif~] Depreciatiori-| Net Profi(~]
3 East Matchitoches MA Franchise $433,924 $101,465 $332,450 85,068 5 $327,391
4 lyon MA Co-Owned $135,816 567,385 568,428 $5,700 Q se278
5 |Conyersvile ME Franchise 5128,691 567,175 561,516 54,956 @ ss6,560
& Farmingtonlake  NH Franchise $392,518 82,675 $309,843 $6,100 © s303,743
S MartinsCorner  NH Franchise 5331773 585,288 5246,485 5,795 ) 5240,680
10 | Pickerel Narrows  NH Co-Owned 5244975 $100,834 5144,141 85,153 © si138088
11 willaha NH Co-Owned $137,925 104,528 533,397 $5,673 Q sa7a =
13 Spring City M Co-Owned 5432,326 579,297 5353,029 54872 © s3as157
14 Mittenlane NY Co-Owned $177,789 510,757 §74,032 $5,144 © sesess
15 EsstWaterford  NY Franchise 5201945 583,178 5118767 54734 O s114033
17 Scottsville RI Co-Owned $440,462 $81,912 $358 550 84,842 @ s3s3,708
12 Hebron RI Co-Owned 5407,339 585,286 5319,053 54,604 © s314490
19 Longview RI Co-Owned 376,263 592,698 5283565 55,195 © s278370
20 Emerson Rl Franchise $149,134 87,513 61,621 5,168 O sseas3

9. Save As ‘Activity 4-3 complete’ and close Excel to complete this activity.

Summary

In this lesson, we learned all about working with pictures and shapes in a workbook,

including inserting, resizing, and formatting them.
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LESSON 5: ORGANIZING WORKSHEET
DATA WITH CHARTS

Lesson Objectives

In this lesson you will learn how to:

e Create and modify charts

TOPIC A: Inserting Charts

Charts can enhance data interpretation, make trends more obvious, and increase the visual
appeal of your workbooks. In this part of the course, you will learn how to insert charts and

perform some basic tasks with them.

Topic Objectives

In this section, you will learn:
e About the types of charts available in Excel and their elements
e About the Chart Design contextual tab

e How toinsert, resize, and move a chart
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Chart Types

When creating a chart, it is important to choose the right type for your data. Below is a list

of each chart type that is available in Excel and the type of data that each is best suited to

display:

Column: Used to display data changes over time or to compare separate data points.
Line: Typically used to display data changes over a period of time.

Pie: Used to compare different data points in relation to a total. For example, you
could use this chart type to show the total expenses of a company broken down by
department.

Bar: Typically, this chart type is used to compare different data points. It is similar to
the Column chart type, but instead has the X-axis as the vertical axis and the Y-axis as
the horizontal axis.

Area: This chart type is typically used to illustrate rates of change over a period of
time, as well as include the total value in a trend.

XY (Scatter): Used to illustrate values from a variety of different trends and their
relationship to one another.

Waterfall: Shows the cumulative effect of a series of positive and negative values.
Funnel: Shows the stages in a process.
Hierarchical: Compare values across hierarchies. Also known as a treemap.

Statistical: Includes charts for specific statistical purposes, including histogram,
Pareto, and box-and-whisker.

Radar: Used to compare values from multiple data sets with each separate data
(category) on a separate axis. Typically, this chart type is best suited to identify
outliers and commonalities between data points.
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Chart Elements

Each chart type has different elements that can be customized, but most charts have the
following key elements:

52,000,000
51,800,000

$1,600,000
51,400,000
o 51,200,000
£1,000,000
SB00,000
$600,000
$400,000
=2 (LA il
5.
P @ ¢ d £
Wl ¥ N e %@4 & “i

& E N A S ¥ F oF F
&55 T G'CP i .ﬁ}q\ ,55\ -él-,\t l:..& - N ) & & Ll
9 v #g. o of 'QPQ -%- o q&‘ o Qﬁf‘* d\-& dj‘ ;,;F@ . &

m0l wQ2 wQ3 Q‘le

These items are:

Vertical (Y) Axis
Horizontal (X) Axis
Gridlines

Data Series

iR N e

Legend

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



181 Microsoft Office Excel 365: Essentials

Inserting a Chart

To insert a chart, select the data you want to chart (including the header row). (This data
can be organized in a table or located directly on the worksheet.) Then, click the Insert tab,
choose the chart type, and choose the sub-type. Here, we are creating a stacked column

chart so we can easily see each person’s sales total as well as the breakdown by quarter:

Excel Online John Smith > Business Documents

File Home Insert  Data Review  View Tell me what you want to do Open in Exce
AEBE B D @@W@%@Laﬂ
Function = Forms Table PivotTable = Picture S".::;e Office | Column Line Bar  Area Scatter Other Hy
- - Add-ins v v - - v ~  Charts ~
Functions Tables ustrations Add-ins 2_D Column
Al * Je  Full Name
e e o ] (af AR e

1 |Full Name Region Q1 Q2 I

2 |Adda Ellwood Africa $443,983  $431,629] 5450521 5433587

3 |Aguste Fessier America $429,100  $425,269  S$373,941  5127,746

4 |Alethea Winyard Europe $114,980  $380,264) 5429716 5261241

5 |AshJirousek America S$368,612  $382,150  S2p4,538 5225849

6 |Burton Wreath Asia $170,905  $153,945 5219,391 5238136

7 |Christopher Fleis Europe 5473,496  S286,897 5487919 5216,623

8 |Cody Luton Europe $218,203  $277A489 5477055 5416420

9 |Debra Godman Africa S418,579  $171975 5448654  $318,128

10 |Delainey Mont Asia $386,315  $184,778| S162,573  $387,770

11 |Drake Bacom Europe $341,113  $134,202| S5178,894 5495803

12 |Ebonee Louch Asia §224,551  $115951| 5289,162 280,373

13 |Erica Busse Europe $169,7061 5281,265  5327,955  5296,231

14 |Galvin Freiberg Europe $222,863  $255,684) 5415483 5390461

15 |Gardy Howsley America $420,109  $314,733| 5499214  $353,656

16 |Haley Dartan Asia $395,150  $413,390 S169,868 5294643

17 |Hardy Eyckel Asia $493,688  S285903  S130,577  5349,059

18 |Hercules Almon Europe 5408,311  S487,532  5142,611 5323942

19 |Joy Liddyard Asia $144,480  $340,217  5103,012)  $196,950
20 |Lucky Delouch America $363,379  5$440,399  S384,639 5315954
21 |Neal Sollars Europe 5388,254 5418938  S209,895  S470,087
22 |Robert Balnaves Asia $255,103  $134,865 5441530 5143461
23 |Rochette Shelley America $198,576  S$345601 5196293 5411246
24 |Rodger Campany  |Asia $467,602  5266,613  5165,388 5374323

ac Pmmald Pareio- Afrina émaz 0 daTa 100 &ann aan dfao nac

4
Sheet1 ()]

(Notice that we have hidden data, so it is not included in the chart.)
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The chart will now be inserted:

File Home  Insert  Data Review  View Tell me what you want to do Open in Excel

A EE O M OEALEH @ T

Function Forms Table PivotTable =Picture Shapes  Office  Column Line Pie Bar  Area Scatter Other  Hyperlink Comment

- . Add-ins . . v . . « Charts ~
Functions Tables lllustrations Add-ins Charts Links Comments
A2 © J AddaEllwood
€] H J K L M N
52,000,000
£1,800,000

51,600,000
51,400,000
51,200,000
51,000,000

m0l m02 w03 w04

M4 Sheet1 ()
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The Chart Design Contextual Tab

When a chart is selected, the Chart Design and Format contextual tabs will become

available on the ribbon:
AutoSave @ o) [H] © - = Activity 5-1 - Excel £ search -
File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

Add Chart  Quick Change
Element ~ Layout~ | Colors~

Ca T R

= Switch Row/ Select Change Move
Column Data Chart Type Chart

Chart Layouts Chart Styles Data Tpe Location

It includes four groups:
e Chart Layouts: Modify the chart’s elements including labels, titles, gridlines.
e Chart Styles: Modify the visual layout and colours of the chart.
e Data: Provides the same commands as the Charts group on the Insert tab.

e Labels: Customize chart axes (plural of axis, refers to horizontal or x-axis and vertical
or y-axis). Also allows you to modify the selected data fields for more accurate visual
representation.

e Type: Allows you to change the chart type to another chart without having to redo
the whole process.

e Location: Allows you to move the chart to a new worksheet (its own page) or for it to
remain as an object on the data page.
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Moving Charts

184

To move a chart, click to select the chart in question and then drag it to its new destination.

Release your mouse button to place it there:

Full Name

2 Adda Ellwood

3 |Aguste Fessier
Alethea Winyard
Ash Jirousek
Burton Wreath
Christopher Fleis
Cody Luton
Debra Godman

) Delainey Mont
Drake Becom
Ebonee Louch
Erica Busse
Galvin Freiberg
Gardy Howsley
Haley Dartan
Hardy Eyckel
Hercules Almeon
Joy Liddyard
Lucky Delouch
Neal Sollars
Robert Balnaves
23 |Rochette Shelley
24 |Rodger Campany
25 |Ronald Burriss
26 |Rosanna Skeermor
27 |silvano Estable
Sylvan Eshmade
Tally Leppington
Tucky Habishaw
Wanda Ratlee

I VI

Ianebmls e

S @

000,000
800,000

600,000
400,000

1
3
7]
5

$ 443,083
$ 429,100
$ 114,980
$ 368,612
$ 170,905
$ 473,496
$ 218,203
$ 418,579
5 386,315
$ 341,113
$ 224,551
$ 169,706
$222,863
$ 420,109
$ 395,150
$ 403,638
$408,311
$ 144,480
5 363,379
$ 388,254
$ 255,103
$ 198,576
$ 467,602
$ 247,753
$ 136,593
$ 372,755
$415,418
$ 436,769
$ 210,086
$ 167,342

&

Sales Data.xlsx

431,629
£ 425,269
£ 380,264
382,150
£153,945
% 286,897
$ 277,489
£171,975
£184,778
5 134,202
£ 115,951
£ 281,265
£ 255,684
£314,733
£ 413,390
£ 285,903
£ 487,532
340,217
440,399
418,938
£ 134,865
£ 345,601
£ 266,613
5 474,183
£181,573
£ 120,213
379,522
£ 273,361
£ 139,985
£ 476,637

$ 450,521
$ 373,041
429,716
5 264,538
219,391
487,919
$ 477,055
5 448,654
162,573
5 178,894
$ 289,162
327,955
5 415,483
5499,214
5 169,868
$ 130,577
5 142,611
5 103,012
5 394,639
$ 209,895
441,530
5 196,293
5 165,388
5 403,443
$ 400,816
% 450,051
5 460,876
5 360,605
$ 168,733
5 424,504

B e

-

433,587
127,746
261,241
225,849
238,136
216,623
416,420
318,128
387,770
495,803
280,378
296,231
390,461
353,656
294,643
349,059
323,042
196,950
315,954
470,087
143,461
411,246
374,323
483,015
215,603
403,664
327,551
170,697
485,319
273,937

- HELP IMPROVE OFFICE
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Resizing Charts

To resize a chart, click it to select it and then click and drag any of the handles:

fe
A D 3 F G H J K L M N o] P Q R s T
il Full Name EOQ1 HQ2 HQ3 HQ4 -] =
2 |Adda Eliwood $443,983  $431,629 $450,521 $ 433,587 52,000,000
3 Aguste Fessier $420,100  $425260 $373,941 § 127,746 Zi?ggggg
4 |Alethea Winyard $114,980  £380,264 $429,716 § 261,241 21,400,000
5 |Ash Jirousek $368,612  £382,150 264,538  § 225,849 51,200,000
6 Burton Wreath $170,905 $ 153,945 $219,391 $ 238,136 Sg‘ggggg
7 |Christopher Fleis $473,496  $286,897 $487,919 § 216,623 600,000
8 |Cody Luton $218,203  $277,489 $477,055 § 416,420 5400,000 pars
9 Debra Godman £418,579 §171,975 §448,654 § 318,128 52""“’;30 l I
10 |Delainey Mont $386,315 184,778 $162,573 $ 387,770 . .
11 |Drake Becom $341,113  $134,202 $178,804 § 495,803 c\,.f_:@“’:«i \a@:@"l\p’i\ & d&"" Qf;&&$# m@f:g&" éf’l o
12 |Ebonee Louch $224,551 $115951 $289,162 $ 280,378 T T I g g
13 |Erica Busse $160,706 281,265 §327,055  § 296,231 T F T T T F N
14 Galvin Freiberg $222,863 255684 5415483 § 390,461
15 Gardy Howsley £420,100  £314,733 $400,214 & 353,656 WAl mas was eas
16 Haley Dartan $395150 $413,390 $169,868 § 294,643
17 |Hardy Eyckel $493,688  £285903  $130,577  § 349,059
12 Hercules Almon $408,311  $487,532  $142,611 § 323,942
19 Joy Liddyard $144,480  $340,217 $103,012  $ 196,950
20 |Lucky Delouch $363,379  $440,399 $394,639 $ 315954
21 |Neal Sollars $388,254  £418,938  $209,895 § 470,087
22 Robert Balnaves $255,103 5134865 $441,530 $ 143,461
23 Rochette Shelley $198,576 5345601 51962903  $ 411,246
24 Rodger Campany  $467,602 % 266,613 $165388 § 374,323
25 Ronald Burriss $247,753  $474,183 5403443  § 483,015
26 Rosanna Skeermor  § 136,593 £ 181,573  $400,816 $ 215,603
7 |Silvano Estable $372,755  $120,213  $450,051 $ 403,664
28 Sylvan Eshmad $415418  $379,522 $460,876 § 327,551
20 Tally Leppington $436,762  $273,361  $360,605 $ 170,697
20 Tucky Habishaw $210,086  £130,985 $168,733 § 485,319
31 \Wanda Ratlee $167,342  $476,637 5424504  § 273,937
2
33
34
35 .
o < >
Sales Dataxdsx @
- HELP IMPROVE OFFICE

Note that although the chart may appear skewed as you do this, it will update once you

release your cursor:

Fa
A D £ F G H J K L M N o P Q R s T
il Full Name HEIQ1 HQ2 HQ3 HQ4 -] 5 o =
2 |Adda Ellwood $443,983  $431,629 $450,521 § 433,587 52,000,000
3 |Aguste Fessier $420,100 £ 425,260 §373,941 § 127,746 g?ggg-%g
4 |Alethea Winyard $114,980 £380,264 $429,716 $ 261,241 $1,400,000
5 ash Jirousek 368,612  § 382,150 §264,538 § 225,849 g%gﬂmg
6 |Burton Wreath $170,905 $153,945 $219,391 $ 238,136 1
7 |Christopher Fleis $473,496  $286,897 $487,919 § 216,623 fried
& |Cody Luton $218,203 $277,480 $477,055 § 416,420 5200,000 l I I I I
9 |Debra Gedman $418,579  $171,975 $448,654 § 318,128 b Y o srEsEcEes 8w TESEDSEBpZAasYNSEY
10 |Delainey Mont $386,315  $184,778 §162,573 § 387,770 §3sigzs % IS ERER Y %; 2EsizERER: 5
11 |Drake Becom $341,113  £134,202 $178,804 § 495,803 ﬁ;%iigsuig;g%ﬁf{gnzéﬁéﬁsEgﬁEéia
12 |Ebonee Louch $224,551 $115951 $289,162 $ 280,378 §§EE§§SE§§§“T§§§£§§§Z§ibgz’5§§§§
13 Erica Busse % 169,706 & 281,265  §2327,955 § 296,231 ¥y 2 & e ¥ 2 Bxi §5538
14 Galvin Freiberg $222,863 255684 5415483 § 390,461 -
15 Gardy Howsley £420,100  £314,733 $400,214 & 353,656 WOl waz was sos
16 Haley Dartan $395150 $413,390 $169,868 § 294,643
17 |Hardy Eyckel $493,688  £285903  $130,577  § 349,059
18 Hercules Almon $408,311 $487,532 142,611 § 323,942
12 Joy Liddyard $144,480  $340,217 $103,012  § 196,950
20 Lucky Delouch $363,379  £440,399 $394,630 § 315954
21 |Neal Sollars $388,254  £418,938  $209,895 § 470,087
22 Robert Balnaves $255103 5134865 $441,530 § 143,461
23 Rochette Shelley $108,576  $345601 $196,203 § 411,246
24 Rodger Campany  $467,602 % 266,613 $ 165388 § 374,323
25 Ronald Burriss $247,753  £474,183  $403,443  § 483,015
26 Rosanna Skeermor  $ 136,593 % 181,573  $400,816 $ 215,603
27 |Silvano Estable $372,755 $120,213 $450,051 § 403,664
28 Sylvan Eshmade $415418  $379,522 $460,876 $ 327,551
20 Tally Leppington $436,762  $273,361 360,605  § 170,697
30 Tucky Habishaw $210,086 $139,985 5168,733 § 485,319
31 \Wanda Ratlee $167,342 £ 476,637  $424,504 § 273,937
32
33
34
35 .
Y e »
Sales Dataxisx @
- HELP IMPROWE OFFICE
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Activity 5-1: Inserting Charts

In this activity, we will add a chart to our sales report.

1.

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Navigate to Lesson 5 of your Excel Essentials Activities folder. Open Activity 5-1:

(Refer back to Activity 1-2 if you need help.)

We do not need the State or Office Type details in the chart, so select these two
columns by clicking and dragging over the column headers:

186

File Home Insert Data Review View Tell me what you want to do Open in Excel
Eﬁ & cut Calibri Ju oL aw = 2B Wirap Text General - E @ &
[®copy ’
Pasts I U D & v - = ferge & Center = . L] €0 00 Conditional Format Inse
v < Format Painter - - 4 - - $-% = Formatting ~ as Table « v
Undo Clipboard Font Alignment Number Tables
B1 v f  State
A B " C D E F G H
1 City [-]| Statdr] SJfice Typel-| Revenues/-| Operating Expenses[-~| Operating Profit|~] Depreciation[-] Net Profit|-|
2 |Warner MA Corporate $125,319 $65,792 $59,527 $4,667 554,860
3 |East Natchitoches |MA Franchise 5433,924 5101,485 $332,459 ss,068 @ $327,391
4 |Lyon MA Co-Owned $135,816 567,388 568,428 $5,700 © 562,728
5 |willow Run MA Corporate $233,255 583,606 5145649 $5,089 D 5144,560
6 |Augusta ME Corporate $248,973 529,246 $219,727 $a,208 O $215,519
7 |Conyersville ME Franchise $128,691 567,175 561,516 54,956 @ 556,560
8 |Mount Baker ME Corporate $244,913 583,974 $154,939 5,062 O $149,877
9 |Farmingtonlake |NH Franchise 5392,518 582,675 5309,843 6,100 @ 5303,743
10 |Martins Corner NH Franchise 533,773 585,288 5246,485 85,795 ) $240,690
11 |Pickerel Narrows  |NH Co-Owned 5244,975 5100,834 5144,141 55,153 e 5138,983
12 |willaha NH Co-Owned $137,925 $104,528 533,397 35673 @ 527,724
18 |Scottsville RI Co-Owned 5440462 $81,912 $358,550 s4,842 @ 5353,708|
19 |Hebron RI Co-Owned $407,339 $88,286 $313,053 34,604 @ $314,449
20 |Longview RI Co-Owned 5376,263 $92,698 $283,565 5,195 @ 5278,370
21 |Emerson RI Franchise $149,134 $87,513 $61,621 ss5,168 @ $56,453
22 |Total 52,725,620
22
. “« . . . N
4. Click “Home - Format - Hide & Unhide - Hide Columns:
File Insert  Data  Review  View Tell me whatyou wanttode  Open in Excel & Share 57 Comme
Ao Calibri B B Wirap Text General - E @ & 3 AutoSum v p
5 v BT U R w02 Mencas 0% 3 W 5 G fom et o] Qawr i e
undo Clpboard Fort: Number Taoes
81 v f State A
A B € D e 3 G H K L M N
Auto Fit Row Height
1 City [-] State¥] OfficeType~| Revenues~] Operating Expenses[~] Operating Profit[-] Depreciation[-] Net Profit[-] [ I —
2 |wamer MA Corporate 5125319 $65,792 $59,527 34,667 $54,360 s Column Wigth.
3 |EastNatchitoches |MA. Franchise 433924 $101,465 332,459 55,068 @ 327,391 Auto Fit Column Width
4 |yon MA Co-Owned $135816 $67,388 $68428 $62,728 Visibility
5 |wilow Run Y78 Corporate $233255 $83,606 149,649 144,560
6 |Augusta ME Corporate $218973 $29246 219,727 $215,519 pasdzE > Hide Rows
7 |conyersville e Franchise $128,691 $67,175 $61,516 $56,560 Organize Sheets Hide Columns I
8  [Mount Baker ME Corporate 8244313 $89,974 $154,939 $149,877 Tide Sheet
9 [Farmingtoniake  |NH Franchise $392,518 582,675 $309,803 $303,743 Rename Sheet.. i
10 |Martins Comer  |NH. Franchise $331,773 $85,288 $246,485 $240,650 Reorder Sheet. Unhide Rows
11 |pickerel Narrows |NH Co-Owned $244975 $100834 144,141 s138,982 Duplicate Sheet Unhide Columns
12| willaha NH Co-Owned $137,925 $104,528 $33397 $27,724
18 |scottsville RI Co-Owned 440,462 581,912 $358,550 $353,702
19 [Hebron Rl Co-Owned $407,339 $83,286 $319,053 $314,443
20 |Longview RI Co-Owned 376,263 592,698 283,565 278,370
21 |Emerson R Franchise $149,124 387513 361,621 556,452
22 [Total 2,725,620
23
2
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5.  The columns will be hidden, and we are now ready to insert our chart. Select cells

Al to H21:
File Home Insert Data Review View Tell me what you want to do Open in Excel
) ﬁj X cut Calibri v v AR === 25 Wrap Text General .
> Paste [ Cory T UDa & a = . === Bu &c $- % 9 %
C B U b ey A = = = = ter v - 5 -
: v <% Eormat Painter = - Srgesttentsr o
Undo Clipboard Font Alignment MNumber

Al ~ A& City

22 [Total $2,725,620|

(We do not want to include the total row in our chart.)
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6.

Now, click “Insert = Line - Stacked Line with Markers” and click “OK”:

188

file  Home Insert  Pagelayout  Formulas  Data  Review  View Help  ChartDesign  Format
E=l 5 5 = - m
B 7 B BREDY @ B TS e [ | = m
Recommended Pictures Online Shapes lcons @} Sereenshot - . Recomme BB s
PivotTables Pictures Charts -
Tables Illustrations Add-ins Charts ful Tours Sparklines
Chart5 - £
" I b | E | 13 | u . L v L v 8
1 City [-] Revenues.| Operating Expenses-| Operating Profi{-] Depy Chenos Chart Tvpe ? X
2 |warner $125,319 $65,792 $59,527 Recommended Charts Al Charts L
3 |East Natchitoches $433,924 $101,465 $332,459
4 |Lyon $135,816 $67,388 $68,428 L) Recent /\\J
5 |Willow Run $233,255 $83,606 $149,649 [ Templates % fg ;; %
6 |Augusta 248,973 529,245 $219,727 I Colomn :
7 |conyersville $128,691 $67,175 $61,516 P Line Stacked Line with Markers
8 |Mount Baker $244,913 489,974 $154,939
9 |Farmington Lake $392,518 $82,675 $309,843 @ rie CraeTie o
10 |Martins Corner $331,773 $85,288 $246,485 B s
11 |Pickerel Narrows $244,975 $100,834 $144,141 M Area
12 |willaha $137,925 $104,528 $33,397 |82 XY (catter
13 |Center $207,163 $73,705 $133,458 @ v
14 |Spring City $432,326 79,297 $353,029 =
15 | mittenlane $177,789 $103,757 $74,032 b Stock
16 |East Waterford $201,945 $83,178 $118,767 B Surface
17 |Coltman $461,214 486,688 $374,526 & Radar [
18 |Scottsville $440,462 $81,912 $358,550 HR Treemap
19 |Hebron $407,329 523,236 $319,053 @ sonburt
20 |Longview $376,263 $92,698 $283,565
21 Emerson $149,124 $87,513 $61,621 il Histogram
22 [Total 9 Box & Whisker
23 | [P waterfall
24| T Funnel
25
| i}z Combo
27|
28
| Cancel
an

drag it so the top left edge aligns with cell J2:

The chart will be inserted, but it may not be in a convenient location. Click it and

File Home  Insert  Data  Review  View Chart Tell me what you want todo  Open in Excel

B Ao AL M @k soh b b 5

Switch Select = Column Line Pie Bar Area Scatter Other Chart Axis Legend Data Data Axes  Gridlines.

Row/Column Data v v v v - v Charts v Title v Titles v v Labels v Table v -
Data Crange Crart Type Labeis s
Al - K
D E F G H
[~] -] Operating [~] Operating Profit[~] Depreciation[-] Net Profit F‘
$125319 $65,752. $55,527 54,667 554,8¢

3 |East Natchitoches $433,924 $101,465 $332,459 $5,068 @ $327,39:
4 Lyon $135,816 $67,388 $68,428 $5,700 @ $62,72¢
5 Willow Run $233,255 583,606 $149,649 55,089 @ $144,560
6 Augusta $248,973 $29,246 $219,727 $a,208 () $215,519
7 Conyersville $128,691 $67,175 $61,516 54,956 @ $56,560
3 Mount Baker $244,913 $89,974 $154,939 ss062 O $149,877
9 Farmington Lake $392,518 $82,675, $309,843 $6,100 @ $303,74
10 Martins Corner $33,,773 585,288 $245,485
11 |Pickerel Narrows 524,975 $100,834 $144,141
12 Willaha 5137,925 5104,528 $33,397
18 |Scottsville 5440,462 581,912 $358,550
19 Hebron $407,339 $88,286 $319,053
20 |Longview $376,263 $92,698 $283,565
21 Emerson $149,134 $87,513 $61,621
22 Total
23
24

15 Share
K L M N o
$1.400,000
$1,200,000
$1,000,000
5800,000
560,000
540,000 -
$200,000
s0
P R NI I SR S
F TSI ST IS
& ST T T S
& Cag &
& PO
profit
Depreciation = NetPrOfic
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Scroll over to see the full chart:

I _______________________________________________________________________|]
File Home Insert Data  Review  View Chart Tell me what you want todo  Open in Excel 1 Share  §
oA AL & e lh b i
Switch  Select Column Line Pie Bar Area Scatter Other  Chart Ads legend Data Date  Axes Gridlines
Row/Column Data . v v v v v Chasv TileeTilesv v labekwTablev v .
sz Cnange Crart Type Labels e [N
AL - K
A D E F G H ) K L M N [ P
1 -] -] Operating [-] Operating Profit[-] Depreciation[-] Net Profit F‘
2 |Warner 5125319 565,792 $55,527 54,667 554,8¢ 51,400,000
3 |East Natchitoches $433,924 $101,465 $332,459 35,068 @ $327,39: $1,200,000
4 lyon 5135316 967,388 568,428 $5,700 @ $62,728 51,000,000
5 |\illow Run $233,255 583,606 $149,649 s5,089 () $144,560 $800,000
6 |Augusta $248,973 $29,245 $219,727 4208 O $215,519 5600000
7 |Conyersville $128,691 $67,175 $61,516 54,956 © 400,000 M“—\
2 Mount Baker $244,913 $89,974 $154,939 $5,062 O 200,000
9 Farmington Lake $392,518 582,675 $309,843 L e e e e e N
10 | Martins Corner $331,773 385,288 $245,485 5 y‘“\\&‘l’ & sﬁ" & 3\\\\,9*‘ \_c"‘; & ﬁ\@“&\\\f &:‘“ o %ﬁ:@&
11 |Pickerel Narrows 5244,375 5100,334 $144,141 3 @ 5138, P VL;*L(,& & & & o T
12 Willaha $137,925 5104528 533,397 21 <) $27, 2% &\Q Pt
18 |Scottsville $440,462 581,912 $358,550
12 Hebron $407,339 588,286 $219,053 Opersting Profit
20 |Longview $376,263 $92,698 $283,565 Depreciation === NetProfit
21 Emerson $149,134 587,512 $61,621 555r“£“
22 Total $2,725,620
23
2a

Click “Chart Design = Type - Stacked Column” and click “OK”:

Chart Design

Format
ol

Ce . TRl e

Z| | Switch Rows Select | Change | Move
Column  Data | ChartType | Chart
Data Type Location

There might be a better way to display this data. Let’s try changing the chart type.

File  Home  Insert  Pagelayout  Formulas  Data  Review  View  Help
i EE w
Add Chart Quick | Change '
Element ~ Layout~ | Colors >
Chart Layouts Chart Styles

Chart4 i b

A il D Il E Il F 1
1 City [-| Revenue{-| Operating Expenses-| Operating Profi{-] Depr
2 |Warner $125,319 $65,792 859,527
3 |East Natchitoches $433,924 $101,465 $332,459
4 |Lyon $135,816 $67,388 $68,428
5 |willow Run $233,255 $83,606 $149,649
6 |Augusta $248,973 $29,246 $219,727
7 |Canyersville $128,691 $67,175 $61,516.
& |Mount Baker $244,913 $89,974 $154,939
9 |Farmington Lake $392,518 $82,675 $309,843
10 | Martins Corner $331,773 $85,288 $246,485
11 |Pickerel Narrows $244,975 $100,834 $144,141
12 |willaha $137,925 $104,528 $33,397
13 | Center $207,163 $73,705 $133,458.
14 |Spring City $132,326 79,297 $353,029
15 | Mittenlane $177,789 $103,757 $74,032
16 |East Waterford $201,945 $83,178 $118,767
17 | Coltman $461,214 536,638 $374,526
18 |Scottsville $440,462 $81,912 $358,550
19 |Hebron $407,339 $88,286 $319,053
20 |Longview $376,263 $92,698 $283,565
21 |Emerson $149,134 $87,513 $61,621
22 |Total
23|
24|
25|
26 |
27 |
23
29
’€ﬂ7

Change Chart Type

Recommended Charts | Al Charts |

Recent
Templates
Column
Line

Pie

Bar

Area

XY (Scatter)
Map

Stock

BEESMeREDY

Surface

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Funnel

FAIE=F@ER W

Combe

Rl R

Stacked Column

Chart T

Cancel
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10. Do you find the new chart easier to understand?

O O O
Chart Title
1,400,000
1,200,000
$1,000,000
S200,000
$600,000 I I I I
m beibei b
0> e AL N AEEEEN L9
T 5 S8t s ¥ag it BEg B LS 5
cgteisiiiszigseEt i
5 = 5 = [
=z 83eps8s53SPiissEis
g Z 2 ¥ = 3 w 2 o
] = 5 2 £ ¢ ¥
= = E® § |4
t B = U w
8 S
m Revenues m Operating Expenses @ Operating Profit @ Depreciation m Met Profit
o o O
L

11. Save As ‘Activity 5-1 complete’ and close Excel to complete this activity.
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TOPIC B: Modifying Charts

In the last topic, we saw how charts can be quickly and easily added. However, you will
often need to customize this default configuration to ensure data is displayed properly. In

this topic, we will learn about some of those tasks.

Topic Objectives

In this section, you will learn how to:
e Switch row and column display
e Select what data to display in the chart
e Change the chart type
e Add atitle to a chart

e Modify chart labels and axes
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192

Switching Row and Column Display

Occasionally, you may find the need to transpose rows and columns so that your chart
represents the data differently. To do this, click “Chart Design - Switch Row/Column:”

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format
(A= &= O B
Add Chart  Quick | Change =1 | Switch Row/fSelect | Change Move
Element > Layout~ | Colors Column f| Data | ChartType | Chart
Chart Layouts Chart Styles Data| Type Location
Chart 1 . Jx
E | F | G | H I Mo N | o |
1 | Operating Expenses~| Operating Profi{~| Depreciatior~| Net Profit|~| o
2 465,792 859,527 $4,667 €3 354,860/ 55,000,000
3 $101,465 $332,459 5,068 @ $327,391 ] ]
4 567,388 368,428 $5,700 €3 562,728 50 || = || — ||
5 $83,606 $149,649 35,089 () $144,560 Revenues  Opersting  Opersting  Depreciation  NetPrafit
6 $29,246 $219,727 $4,208 O $215,519 Expenses profit
7 $67,175 361,516 $4,956 ) 356,560 m Warner MA Corporate mEast Natchitoches MA Franchise
8 $89,974 $154,939 55,062 O $149,877| B Lyon MA Co-Owned Willow Run MA Corporate
9 $82,675. $309,843 $6,100 @ $303,743 w Augusta ME Corporate m Conyersvile ME Franchise
o $85,288 $245,485 85,735 ) $240,690  Mount Baker ME Corporate W Farmington Lake NH Franchise
i E100E Eldaa $5,153 @ HESEE m Martins Corner NH Franchise  m Pickerel Narrows NH Co-Owned
12 $104,528 $33,397 $5,673 Q) $27,724
18 381,912 5358,550 54,842 o 5353,708 B Willaha NH Co-Owned W Scottsville RI Co-Owned
“ 588,286 319,053 5,601 @ 314,429 u Hebron RI Co-Owned mLongview Rl Co-Owned
20 $92,698 $283,565 $5,195 @ $278,370
21 $87,513 $61,621 $5,168 356,453 <
22 $2,725,620
23 |
The chart will now be updated:
1Uile Home Insert Data Review View Tell me what you want to do Open in Excel
4 Cut Calibri e === 25 Wrap Text General - HE @ B X =] za
Paste [ cery T UDa@  -&.a. = Merge & Conter - $ o 95 9 §§ 43  Conditonsl Format Insert Delets Format o ¢
« ¥ Format Painter = ? satting « a3 Table v . .
Undo Clipboard Fon Alignment Number Tables Cells
P20 C 4
A B C D E F G H J K L M N 0 P
1 Full Name Region Q1 Q2 Q3 Q4
2 AddaEllwood Africa $443,983  $431,623 5450521  $433,587
3 Aguste Fessier America $429,100 5425269  5373,941  S127,746
4 AletheaWinyard  Europe $114980  $380,264) $429,716) $261,241
5 Ashlirousek America $368,612|  $382,150) $264,538]  $225,849
6 Burton Wreath Asia $170,905| 3153945 3219391 5238136 520,000,000
7 Christopher Fleis  Europe $473436  $286,897  $487,919 5216623 £10,000,000
8 | Cody Luton Europe $218,203 5277489  S477,055  $416,420 o —_— _— —
9  Debra Godman Africa 34185579 3171975 3448654 5318128 50 _— - ——
10  Delainey Mont Asia $386,315| $184,778| $162,573| $387,770 o o o
11 |Drake Becom Europe $341,113 5134202 5178394 5495303 mAdda Elwood Africa m Aguste Fessier America
12 Ebonee Louch Asia $2245551 $115951 $289,162  $280,378 mAlethea Winyard Europe  m Ash Jirousek America
13 Erica Busse Europe $169,706  $281,265  $327,955  5296,231 m Burton Wreath Asia = Christopher Fleis Europe
14 | Galvin Freiberg Europe $222,863 5255684 5415483 5390461 m Cody Luton Europe  Debra Godman Africa
15 Gardy Howsley America $420,109| $314,733| 9499214  $353,656 Delainey Mont Asia u DrakeBecom Europe
16 Haley Dartan Asia 3395,150)  3413,390 3169,868  $294,643
17 Herdy Eyckel Acio 493088 285303 $130577| 5349059 m Ebonee Louch Asia u Erica Busse Europe
12 Hercules Almon Europe 5408311  $487,532  $142611  $323,942 = Galvin Freiberg Europe w Gardy Howsley America
19 Joy Liddyard Asia 3144430 3340217 3103012  $196,950
20 |lucky Delouch America $363,379 5440399 5394639 5315954
21 NealSollars Europe $388,254 5418938  5209,895  5470,087 1
22 |Robert Balnaves Asia $255,103|  $134,865 $441530  $143,461
23 Rochette Shelley America $198,576  $345,601  $196,293  $411,245
24 |RodgerCampany  Asia 3467,602) 3266613 3165388  $374,323

ER T —

Afcion

éaa7aEn

éaza 100

Sana ann

énon e

Note that the extraneous data that had been hidden is now displayed.
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Using the Select Data Command

Once a chart has been created, you can add or remove information from the data range,

and the chart will immediately reflect those changes. To start, click “Chart Design - Select

Data:”

file  Home  Insert  Pagelayout  Formulas  Data  Review View Help  ChartDesign  Format
L2
l & 7= = 5
Chart Layouts Chart Styles ata Type Location
Al - i
A D E F G H J K L M N o

1 City -] Revenues-| Operating Expense<~| Operating Profii~| Depreciatior-| Net Profit/~

2 |Wamer $125,319 $65,792 $59,527 $4,667 €3 $54,860 £5,000,000

3 |East Natchitoches $433,921 $101,465 $332,459 35,068 @ $327,391! = = =
4 llyon 5135,816 $67,338 $68,428 $5,700 ) $62,728! 0 = = | S |
5 willow Run 5233,255 583,606 $149,649 $5,089 () 144,560, Revenues  Operating  Operating  Depreciation  NetPre
6 JAugusta $248,973 529,246 $219,727 $4,208 ) $215,5191 Egees Profit

7 icanyersville $128,691 $67,175 461,516 $4,956 @) 56,5601 | Select Data Source ? X

8 IMount Baker $244,913 $89,974 $154,939 $5,062 () $149,877 con gota range: | EEEEEREIRAE| -

g |Farmington Lake $392,518 $82,675 $309,843 $6,100 @ $303,743

10 |Martins Corner $331,773 $85,288 $246,485 5,795 @ $240,6901

11 |Pickerel Narrows 244,975 $100,834 $144,141 35,153 @ $138,988 [ ‘:l 28 switch Row/Column ':‘ \

12 Jwillaha $137,925 $104,528 $33,397 $5,672 @ $27,724) \ 4

18 i $440,462 $81,912 $358,550 $1,812@ $353,708! | Legend Entries (Series) Herizontal (Category) Axis Labels

19 |Hebron $407,339 $88,286 $319,053 34,604 @ $314,4491 || [ add [AEdit | > Remove ~ FAEdt

20 JLongview 376,263 592,698 $283,565 35,195 @ 278,370 Warner MA Corporate = Revenues

21 JEmerson 5149,134 587,513 61,621 35,168 €) 556,453 Exst A Franchise Operating Expenses

22 |Total $2,725,620, Lyon MA Co-Owned Operating Profit

ij Willow Run MA Corparate Depreciation

25 Augusta ME Corporate © Net Profit

= Hidden and Empty Cells Cancel

27
Now, the Select Data dialog box will open. Here, you can modify the data range:

LA
m
m
o
0
L
(]
m

*

Chart data range: | | ='Financial Data'18A51:5H%21| +
( [ £ switch Row/Column 3 |
' Legend Entries (Series) Haorizontal (Category) Axis Labels
| aad FZEdit | < Remove v F7 Edit
Warner M& Corporate ” Revenues
East Matchitoches MA Franchise Operating Expenses
Lyon MA Co-Owned Operating Profit
Willow Run MA Corporate Depreciation
Augusta ME Carporate W Met Profit
Hidden and Empty Cells Cancel
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In this example, we only want the first quarter in the chart, so we will change the end point
of the range and click “OK:”

Data ‘Change Chart Type Labels
Qai6 -l £ Select Data x
‘ A 2 < Chart data range: u N
1 Full Name Region@ Q2 -
2 |Adda Ellwood Africa 5443983  $431,629 5450521  5433,587 iﬁh
3 Aguste Fessier America $429,100  $425,269  $373,941  5127,746
4 Alethea Winyard Europe $114,980  S380,264| $429,716| 5261241 oK Cancel
5 AshJirousek America $368,612  $382,150| $264,538| $225849 o—] Emm—
& Burton Wreath Asia $170,905  $153,945  $219,391  $238,136 R
7  Christopher Fleis Europe $473496  $286,897| $487919| S$216,623 $1,800,000
8 CodyLuton Europe $218203  S277,489| $477,055| $416,420 :iiﬂngggg
9  Debra Godman Africa 5418579  S$171975 $448654| 5318128 T
10 |Delainey Mont Asia $386,315  $184,778  S$162,573 5387770 £1,000,000
11  Drake Becom Europe $341,113  $134202| $178,894|  $495,803 $800,000
12 Ebonee Louch Asia §224,551  $115951| $289,162|  $280,378 600,000
13 Erica Busse Europe 5169,706  $281,265  $327,955  5296,231 5400,000
14  Galvin Freiberg Europe $222,863  $255,684| 5415483 5390,461 5200,000 ‘ ‘ ‘ ‘ | | | ‘ ‘ ‘ ‘ ‘ ‘ ‘ | ‘
15  Gardy Howsley America $420,109  $314,733| $499,214|  $353,656 50
16 Haley Dartan Asia §395,150  $413,330  $169,868  5294,643 R il R i R T S R g -
17 Hardy Eyckel Asia $493688  $285903| $130,577  $349,059 v & < & & @
12  Hercules Almon Europe $408,311  $487,532 S$142,611  $323,942 0l mO? 503 Q4
19 Joy Liddyard Asia $144480  $340217 $103,012| 5196950 [ 4
20 Lucky Delouch America $363,379  $440,399| $394,639] 5315954
21 |Neal Sollars Europe $388,254  $418,938  5$209,895  5470,087
22 Robert Balnaves Asia $255,103  $134,865 $441530| S$143461
23 Rochette Shelley America $198576  $345,601) $196,293| $411,246
24 |Rodger Campany Asia $467,602  $266,613 5165388 5374323
The chart will now be updated:
. = .
0 OIS AL B ke we [ .
Switch Select  Column Line Pie Bar  Area Scatter Other Chart Axis legend Data Dats Axes Gridlines
RowfColumn Data - - v - v w~ Charts » Title v Titles ~ v Labels ~ Table - v
Data Change Chart Type Labels Axes
Q% .
A B C D E F G H I J K L M N o]
1 Full Name Region Q1 Q2 Q3 04
2 |Adda Ellwood Africa 5443883 $431,629  $450,521  $433,587
3 Aguste Fessier America $429,100  $425269  $373,941  $127,746
4 Alethea Winyard Europe $114,980  $380,264  $429,716  $261,241
5 AshJirousek America $368,612  $382,150  $264,538  $225849 © o
& Burton Wreath Asia §170,905  $153,945  $219,391  $238,136 Q1
7 Christopher Fleis | Europe §473,496  $286,897  $487,919  $216,623 5600000
8 | Cody Luton Europe 5218203 $277,489  $477,055  $416,420
9 Debra Godman Africa $418579 5171975  $443654 531,128 300,000
10 Delainey Mont Asia §386,315  $184,778  $162,573  $387,770 $400,000
11 | Drake Becom Europe $341,113  $134202  $173,894  $495,303 $300,000
12 Ebonee Louch Asia $224551  §115951  $289,162  $280,378 <200,000
13 Erica Busse Europe $165,706  $281,265  $327,955  $296,231
14 Galvin Freiberg Europe 5222863  §255,684 5415483  $390,461 100,000 I | | | I | | | I | |
15 | Gardy Howsley America 5420,109  $314,733 5499214 $353,656 S0
16 Haley Dartan Asia $395,150  $413,390  $169,868  $294,643 ‘}\\@Q@& o oF ‘@@Q@& W o
17 Hardy Eyckel Asia $493,688 5285903  $130,577  $343,059 © © < LR & €
18  Hercules Almon Europe $408,311  $487,532  $142,611  $323,942 mai
19 Joy Liddyard Asia $144,480  $340,217  $103,012  $196950 | 4
20 Lucky Delouch America 5363,379 5$440,399 $394,639 5315,954
21 |NealSollars Europe 5388,254 5$418,938 $209,895 S470,087
22 Robert Balnaves Asia 6255103  $134,865  $441530  $143,461
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Changing the Chart Type

To change the type of chart, select the chart, click the Chart Design tab, click the “Change
Chart Type” icon and choose the new specific chart type. Here, we are changing a column

chart into a bar chart:

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

il E ® = Bl d |5

Add Chart Quick | Change 7 i @ 7 - = | SwitchRow/ Select | Change J Move
Element ~ Layout~ | Colors > Column  Data | ChartType | Chart

Chart Layouts Chart Styles Data Type Lacation
Chart1 = b3
£ £ G H . L v L ra " Py
1 | Operating Expensed-| Operating Profi{~| Depreciatiorf~] Net Profit - Change Chart Type s
2 $65,792 $59,527 4,667 54,860 Recommended Charts All Charts
3 $101,465 332,459 $5,068 @ $327,391
4 $67,388 $68,428 $5,700 $62,728 “) Recent
5 $83,606 $149,649 1 $144,560 £ Templates
6 $29,246 $219,727 , $215,519 i Column
7 $67,175 $61,516 , $56,560 b Line Stacked Bar
8 $89,974 $154,939 $149,877
] $82,675 $309,843 $303,743 ® rie
10 $85,288 $246,485 $240,690 = Bar
11 $100,834 $144,141 $138,988/ WA Area
12 $104,528 $33,397 $27,724 52 XV Scatten
18 $81,912 $358,550 $353,708 i
@ map
19 $88,286 $319,053 $314,449 .
X
20 492,698 283,565 4278,370 lith Stock
21 $87,513 $61,621 $56,453 fF Surface
22 $2,725,620, ) Radar
= EA Treemap
24
Sunburst
25 ®
36 [l Histogram
27 &9 Box & Whisker
28 [P waterfall
29 = Funnel
30
| Combo
31
32
33
B
35
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Adding a Chart Title
- . u« . - »”

To add a title to a chart, click “Chart Design - Add Chart Element - Chart Title,” and
choose the desired position:

’ ne Insert Page Layout Formulas Data Review View Help

= e

(I | i H O
Add Chart fuick | Change & =| | SwitchRow/ Select | Change | Move
Element ~ yout~ | Colors~ Column  Data | ChartType | Chart

Chart Lafputs Chart Styles Data Type Location
Chart1 < 13

E | F | G | H J K L M| N | o | ®

1 | Operating Expense{ -| Operating Profi{-| Depreciatior~| Net Profit/~ o o
z $65,792 459,527 $4,667 ) 554,860 Chart Title
3 $101,465 $332,459 $5,068 @ $327,391
4 567,388 568,428 $5,700 ©) $62,728 EMErson  mmm———
5 $83,606 $1439,649 $5,089 () $144,560 Hebron
3 $29,246 $219,727 $4,208 () $215,519 Wilaha -
7 $67,175 $61,516 54,956 © $56,560 . e
8 $89,974 $154,939 $5,062 () $149,877 Martins Corner
9 $82,675 $309,843 $6,100 @ $303,743 Mount Baker  mm———
10 $85,288 $246,485 $5,795 () $240,690 AUUST e e
1 $100,824 $144,141 $5,153 D $138,988 lyon —— |
12| $104,528 $33,397 35,672 0 $27,724 Warner —
s $81,912 $358,550 $4,8420 $353,708 S0 $200,000 $400,000 $600,000 $800,00051,000,0061,200,0081,400,000
19 $88,286 $319,053 34,604 @ $314,449
20 592,698 283,565 $5,195 @ 278,370 mRevenues W Operating Expenses mOperating Profit m Depreciation M Net Profit
21 $87,513 361,621 35,168 $56,453 © o
22 52,725,620

Note that you can choose “None” to turn the chart title off. If you choose one of the other

three options, the Chart Title dialog box will appear in your chart. Double click within the

Chart Title to edit it.

File Home Insert Page Layout Formulas

il E %@

Add Chart Quick | Change
Element ~ Layout~ | Colors~

Data Review View Help Chart Design

. Bm 0 5

= | SwitchRow/ Select | Change | Move
Column Data | ChartType | Chart

Chart Layouts Chart Styles Data Type Location

Chart1 - A
E | F | G | H J |k | M| N o | p
1 | Operating Expenses~| Operating Profi{-| Depreciatior ~| Net Profit - o
2 $65,792 459,527 $4,667 $54,860 .
- - - - 2025 Sales Figures

3 $101,465 $332,459 35,008 @ $327,391 &
4 467,388 568,428 $5,700 462,728 [T —
5 $83,606 $149,649 $5,089 () $144,560 Hebron
3 $29,246 $219,727 $4,208 0 $215,519 Wilans
7 $67,175 $61,516 $4,956 @ $56,560, — e
8 $89,974 $154,939 $5,062 () $149,877 artins Carner
5 482,675 309,843 56,100 @ 303,743 Mount Baker —_—
10 $85,288 $246,485 $5,795 () $240,630 O ——
1 $100,824 $144,141 $5,153 $138,988 (e ——
12 $104,528 433,397 35,6720 $27,724 Warner —
18 $81,912 $358,550 51,812 @ $353,708 S0 $200,000 $400,000 $600,000 $800,00051,000,0081,200,0061,400,000
19 588,286 $319,053 $4,604 @ $314,449
20 $92,698 $283,565 $5,195 ° $278,370 W Revenues mOpersting Expenses m Operating Profit m Depreciation mMNet Profit
21 $87,513 $61,621 $5,168 $56,453 o
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The title will now be added:

2025 Sales Figures

Europe
America

America

America

Asia

Europe
Europe

Europe
America

Africa

50 5100,000 5200,000 $300,000 $400,000  5$500,000  $600,000

mal

Remember, you can edit it by clicking double clicking on the Chart Title at any time.
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Modifying Chart Labels

198

The other commands in the Add Chart Elements group allow you to turn different elements

on or off and control their position:

File

Home

il

Add Chart|
Element ~

Chart L

i

Quick
| ayout ~

outs

Insert Page Layout

Change
Colors ~

Formulas

Data Review

View Help Chart Design Format

= Switch Row/ Select
Column Data

Chart Styles Data

For example, here are the options for positioning the legend:

0 | 0l | E§

Change Move
Chart Type | Chart

Type Location

File Home

il

I

Add Chart Quick
Element + Layout ~

i Axes

B F & &

=
()

=4

Lines

Pois Titles
Chart Title
Data Labels
Data Tale
Error Bars
Gridlines

Legend

Insert Page Layout Formulas

|dhE
: E
Bl

Data Review View Help Chart Design Format

8 &l

EE

Change - Switch Row/ Select | Change | Move
Colors ~ Column Data | ChartType | Chart
> Chart Styles Data Type Location
> 5
4 | F | G | H | Ik | L M N o P
> jense{~| Operating Profi{-| Depreciatior~| Net Profit - o
5 | $65,792 59,527 $4,667 @ 554,860/
$101,465 $332,459 55,068 @ $327,391
$67,388 $68,428 55,700 @ 62,728/ EMETSon  mm——
> $83,606 $149,649 55,089 ) 144,560 Lebron
5 - 9,727 $4,208 () $215,519 Wilaha -
[l Neone 1,516 $4,956 ) 456,560 S —_—
> 4,929 35,062 () 149,877 artins Cormer
N _— 9,843 $6,100@ 303,743 Mount Baker ——
- 6,485 $5,795 O $240,690 Avgusta ————
7 4,101 $5,153 0 $133,388 Lyon  m——
3,397 $5,673 ) $27,724 Warner —
"
B350 4,320 $353,708 SO 5200,000 $400,000 S600,000 $800,00051,000,0081,200,0061,400,000
Left 9,053 34,604 @ $314,449 )
3.565 5,195 o $278,370 W Revenues W Operating Expenses W Operating Profit m Depreciation m Net Profit
1,621 55,168 ) 456,453 O
$2,725,620,

A
L ==

More Legend Options...
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Modifying Chart Axes

The final group, Axes, contains two commands:

File Home Insert Page Layout Forn

if | S

Add Chart CQuick Change
Element ~ Layout ~ Colors ~

1[];]_ Axes >
hj:h' Primary Horizontal

M Axis Titles >

h Chart Title > 1|:||:| Primary Vertical
Ijj Data Labels > ]
Ih DataTabl 5 Meore Axis Options... 7
ata Table i
$101,465 8
fis ErrorBars > $67,388 5.
[ Gridlines > | $83,606 g
29,246 :
|]3EI Legend b 529, $
~ $67,175 s_
0 Lines » | 489,974 &l
» | 582,675 S
I 585,288 S
" $100,834 $

The Axes command allows you to customize the display of both the horizontal and vertical

axes.

The Gridlines command allows you to customize the appearance of both types of gridlines:

File Home Insert Page Layout Formulas

il E WD

Add Chart  Quick Change
Element ~ Layout~ | Colors~

1[];]. Axes >
I Asis Titles > 5
b ChatTitle > .
fi Datalabels > )ense{~| Operating Profi
Ql_l. Data Table > $65,792 859,5
- 5101,465 $332,4.
f5 ErrorBars > 367,388 568,4_
I Gridlines > .
% Primary Major Horizontal |
[hEl Legend > |
W Lines > [I_'||:I| Primary Major Vertical
>

> % Primary Minor Horizontal |

12 |

18 ”M Primary Minor Vertical
19 |

20 More Gridline Options...

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.
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Activity 5-2: Modifying Charts
In this activity, we will modify the chart in our sales data report.

1.

(Refer back to Activity 1-2 if you need help.)

To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

Ensure the Financial Data worksheet is active, and the chart is selected:

200

Navigate to Lesson 5 of your Excel Essentials Activities folder. Open Activity 5-2:

File  Home Insert  Pagelayout Formulas Data  Review View  Help  ChartDesign  Format
T o od
ﬂ-ﬂ- = Wl - 72| ] 1
Add Chart  Quick - =i | SwitchRow/ Select | Change | Move
Element = Layout ~ Column  Data | ChertType | Chart
Chart Layouts Chart Styles Data Type Location
Chart1 v I
E 1 F 1 6 Il H L J 1 K L L L M 1 N L o 1 P L
1 | Operating Expense{-| Operating Profi{-| Depreciatior~| Net Profit - | & o
2 $65,792 $59,527 54,667 € $54,860 $1,400,000 —+
3 $101,465. 332,459 35,068 @ $327,391/ 51,200,000
4 67,388 68,428 $5,700 9 62,728 $1,000,000 I I V4
5 $83,606 $149,649 $5,089 (1) $144,560| $800,000 I
6 529,246 $219,727 $4,208 () $215,519 <0000 Y
7 $67,175 $61,516 $4,956 €@ $56,560 mo‘m [ |
8 $89,974 $154,939 $5,062 () $149,877| ’ - " -
9 $82,675 $309,843 $6,100 @ $303,743 5200000 I I I I I
10 385,288 $245,485 $5,795 () $240,690 ® .. . ..
S & &
1 $100,834 s144,141 $5,153 @ $128,988 o & 6@‘“ ﬁﬁ@ & 3 & ‘,@“Oé@*@&
12 $104,528 $33,397 55,673 $27,724 & U (9‘\# ‘}y & & o [
18 $81,912 $358,550 $4,802 @ $353,708]| ‘};# A Q-\v‘@
12 538,286 $319,053 $4,604 @ $314,449
20 $92,698 $283,565 $5,195 ° $278,370| WRevenues M Operating Expenses M Operating Profit m Depreciation W NetProfit
21 $87,513 $61,621 $5,168 €3 $56,453] O
22 $2,725,620,
23
’ itching th d column d lick “Ch ign - Switch
4. Let’s try switching the row and column data. Click “Chart Design - Switc
Row/Column:”
File  Home Insert  Pagelayout Formulas Data  Review View  Help  ChartDesign  Format
= G @ m | Eg
d;-m- = ’ E - 72z =) 1
Add Chart Quick | Change < | SwitchRow/ Select | Change | Move
Element ~ Layout~ | Colors Column  Data | ChartType | Chart
Chart Layouts Chart Styles Data Type Location
Chart1 v I
E | | [ | H Ik L | M N |l o | » |
1 | Operating Expense{-| Operating Profi{-| Depreciatior~| Net Profit - | 3 o
2 $65,792 $59,527 54,667 $54,860| 51,400,000 —+
3 $101,465 $332,459 $5,068 @ $327,391 51,200,000
4 $67,388 $68,428 45,700 $62,728 $1,000,000 I I 4
5 523,606 $149,649 35,089 () 514,560/ $800.000 I
6 $29,246 $219,727 $4,208 ) $215,519) 600000 Y
7 $67,175 $61,516 $4,956 @ $56,560 . 1
5400,000
8 $89,974 $154,939 $5,062 () $149,877 - - =
9 $82,675 5309,343 56,100 @ $303,743 5200,000 I I I I I
10 595,088 $246,485 s795() 520,690 o b o b
P N & o o
1 $100,834 $144,141 $5,153 @ $138,988| ﬁg‘“ &5 F oﬁ“ & & & é,\?‘gl;@ & §$ t;r‘\g @,“i & &
12 $104,528 $33,397 $5,673 ) $27,724 & Sl (95“ ﬁv@@- QG(@ @\g‘ & ¢ &
12 581,912 358,550 51,8120 $353,708| & Rty
19 88,286 $319,052 34,604 @ $314,449
= 92,698 283,565 $5,195 @ 278,370 WRevenues W Operating Expenses m Operating Profit = Depreciation mNet Profit
21 $87,513 $61,621 $5,168 € $56,453| O
22 $2,725,620,
23
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Now we can see an overall picture of each of the financial data points:

File  Home  Insert  Pagelayout  Formulas  Data  Review View  Help  ChartDesign  Format
== e
il e 6 By 2
Add Chart  Quick Switch Row/ Select | Change | Move
Element  Layout~ Column  Data | ChatType = Chart
Chart Layouts Chart Styles Data Type Location
Chart1 < Fe
E | F | ] | H J K L M| N o P
1 | Operating Expense¢-| Operating Profi{-| Depreciatior -] Net Profit/- °
2 565,792 $59,527 $4,667 © $54,860) 55,000,000
3 $101,465 $332,459 $5,068 @ $327,391 -
4 $67,388 $68,428 $5,700 $62,728] s _ = - —
5 $83,606 $149,649 $5,089 () $144,560) Revenues Operating Operating  Deprecation  NetProfit
6 $29,246 $219,727 $,208 () $215,519 Expenses profit
7 $67,175 $61,516 4,556 ) $56,560 w Warner MA Corporate m East Natchitoches MA Franchise
8 $89,974 $154,939 $5,062 (D $149,877 B Lyon M Co-Owned Willow Run MA Corporate
) $82,675 $309,843 $6,100 @ $303,743 m Augusta ME Corporate m Conyersville ME Franchise
1o w,ZBB $2A6,4&'l ‘6‘5’795 O Qm'ﬁm W Mount Baker ME Corporate W Farmington Lake NH Franchise
il B ERRTE 85,153 @ SRS m Martins Corner NH Franchise  m Pickerel Narrows NH Co-Owned
12 $104,528 $33,397 35,673 ©) $27,724] )
8 o et 50,50 ] w Willaha NH Co-Owned = Sconsvilke RI Co-Owned
19 588,286 $319,053 54,604 ° $314,449 m Hebron RI Co-Owned m Longview Rl Co-Owned
20 $92,698 $283,565. $5,195 @ $278,370
21 $87,513 $61,621 35,168 ) 556,453 O
22 52,725,620,

Click “Switch Row/Column” again to return to the previous configuration:

Format

|

< | Switch Row/ Select
Column  Data

Data

il

Change
Chart Type

Tree

Bl

Move
Chart

Location

File ~ Home  Insert  Pagelayout  Formulas  Data  Review  View  Help  Chart Design
i & Ll

Add Chart Quick | Change e

Element ~ Layout~ | Colors~

Chart Layouts Chart Styles
Chart 1 = Je
1 F 1 e Il i

1 | Operating Expense{-| Operating Profi{-| Depreciatior~| Net Profit - |
2 $65,792 859,527 $4,667 ) $54,860
3 $101,465 $332,459 $5,068 @ $327,391
4 567,388 568,428 $5,700 © 562,728
5 $83,606 $149,649 $5,089 (O $144,5601
6 $29,246 $219,727 $4,208 () $215,519|
7 $67,175 $61,516 $4,956 @) 356,560
8 $89,974. $154,939 $5,062 () $149,877
9 $82,675 $309,843 $6,100 @ $308,743
10 $85,288 $246,485 $5,795 () $240,690
1 $100,834 $144,141 $5,153 $138,988]|
12 $104,528 $33,397 $5,673 $27,724
18| $81,912 $358,550 $4,202 @ $353,708|
19 $88,286 $319,053 $4,604 © $314,449
20 $92,698 $283,565. 35,195 @ $278,370|
21 $87,513 $61,621 35,163 356,453
22 $2,725,620,
23

o
51,400,000
51,200,000
51,000,000 I
$800,000 I
$600,000 1
5400,000
- - 5
$200,000 I I I
s0
N Sy f oo @ e N
PO g & L?G‘L ey "f &
s & & F T & & €
& W T IS TS o R
& G
& <& 4
BRevenues W Operating Expenses M Operating Profit = Depreciation M Net Profit
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7. Now let’s add a title to the chart. The Chart Design tab should still be open. Click
“Chart Design = Add Chart Element = Chart Title”:

File Home Insert Page Layout Formulas Data Review View Help Chart Design Format

i E %

Add Chart  Quick Change

| 0 &

Switch Row/ Select Change Move

Element ~ Layout~ | Colors~ — - - B - Column  Data | ChartType | Chart
Chart Layouts Chart Styles Data Type Location
Chart 1 & k]
E | F | G | H [ S Y | N -
1 | Operating Expense{-| Operating Profi{-| Depreciatior~| Net Profit - é °
2 $65,792 59,527 $4,667 €3 454,860 .
Chart Title
3 $101,465 $232,459 $5,068 @ $327,391
4 67,388 $68,428 $5,700 © 362,728 EMerson
5 583,606 $149,649 55,089 () $144,560 Hebron
6 $29,246 $219,727 $4,208 ) $215,519 - -
7 57,175 $61,516 4,956 ) 456,560 . _—
8 $89,974 $154,939 $5,062() $149,877 Martins Corner
o 82,675 309,843 6,100 @ 303,743 MoUnt Bske! - mmmmmme
10 $85,288 $246,485 $5,795 () $240,690 T . E——
1 $100,834 $144,141 $5,153 @ $138,988 LyON  me—
12 $104,528 $33,397 35,673 D $27,724) Warner -
= $81,912 $358,550 4,820 $353,708 50 5200,000 5400,000 5600,000 $800,00051,000,0061,200,0081,400,000
19 588,286 $319,053 $4,604 D $314,449
20 $92,698 $283,565 45, 1950 $278,370. W Revenues ® Operating Expenses m Operating Profit m Depreciation m Net Profit
21 587,513 361,621 35,168 ) 856,453 [o; O
22 $2,725,620,

8. Double Click on the Chart Title and type, “2025 Financial Data (New England)” and
click “OK:”

file  Home Inset  Pagelayout  Formulas  Data  Review  View  Help  ChartDesign  Format

il E %D i Mmool B

Add Chart Quick | Change . i .7 . <1 | SwitchRow/ Select | Change | Move
Element ~ Layout~ | Colors > Column  Data | ChartType | Chart
Chart Layouts Chart Styles Data Type Location
Chart1 < Fe
E | F | G | H J K L M N o P
1 | Operating Expenses-| Operating Profi{-| Depreciatior -| Net Profit/~ o °
2 $65,792 859,527 54,667 €) $54,860 ? - . ?
5 $101.485 332459 0080 sa27,391 2025 Financial Data (New England)|
4 367,388 568,428 55,700 ©) 362,728 51,400,000
5 383,606 149,649 $5,089 () $144,560. :EEEZEE I
6 529,246 $219,727 4,208 () $215,519. s‘m‘m I I
7 $67,175 $61,516 $4,956 @ $56,560. $600,000 1
3 589,974 $154,939 $5,062 () $149,877 $400,000 .
) $82,675 $309,843 $6,100 @ $303,743 5200,000 i I I I I
10 $85,288 $246,485 85,795 () $240,690 s - . .
I o o
1 $100,834 144,141 $5,153 @ $138,988 {!ﬁ & F -y & @\&é‘o‘s & & {5}\*}@ 0&5&“@@
12 $104,528 333,397 35,672 0 $27,724 PO a*:y‘ S ¥ & e
18 $81,912 $358,550 $4,802 @ $353,708] 0«5‘* gf -« q-\;‘i”
19 $88,286 $319,053 $a,604 @ $314,449
20 592,698 283,565 5,195 @ 278,370 mRevenues mOperating Expenses M Operating Profit m Depreciation M Net Profit
21 $87,513 361,621 $5,168 $56,453 9 o
22 2,725,620,
23

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



203

Microsoft Office Excel 365: Essentials

9.

The title will be added:

e LT =
2025 Financial Data (New England)
51,400,000
51,200,000
51,000,000 I
5800,000 I
$600,000 |
5400,000
ju - - n |
$200,000 I I I
50
<& &,w«“-f’ o @*é il @‘f} ¢6"‘;®'¢- ﬁp & *?-"“ &
N @5\& ‘a-.;%d* w:#,*:‘? & cﬁf 5 \Q:n 1-5} & ‘9‘“&
& SR
& A
4"_'3' i g
m Revenues mOperating BExpenses m Operating Profit m Depreciation m MNet Profit
o T £

10. Now, let’s move the legend. Click “Chart Design - Add Chart Element - Legend =
Right:”

Fle  Home Insert  Pagelayout  Formulas  Data  Review View Help  ChartDesign  Format
= -~ - =2
= I S B o B
Add Chart  Quick Change a Switch Row/ Select Change Move
Element - Layout~ | Colors~ Column  Data | ChatType — Chart
Th Axes > Chart Styles Data Type Location
I o Titles > Fe
B chetie > | 3 | 3 | H L K | L | M N o |
fi Detelabels > )ensed-| Operating Profi{-| Depreciatior~| Net Profit/~ 3 o
752 9,527 667 ,860
I DataTable > 955 & 54,067 € 554 2025 Financial Data (New England)
$101,465 $332,459 35,068 @ $327,391
fis Error Bars > eg7,388 $68,428 35,700 @ 62,728 1,400,000
i Gridlines > 583,606 $149,649 35,089 () $144,560 ::isssgs I I
1E Legend N . 9,727 $4,208 () $215,519 $500,000 I
X None 1,516 $4,956 @ $56,560 $600,000 1
00 Lines > 2,939 $5,062 () $149,877 400,000 I I I I .
N 5200,000 B ¥
> IghEl migke 9,843 $6,100 @ $303,743 I I I I
» X 6,485 $5,795 () $240,690 . . . .
My s & PSP P eSS
i 4,141 $5,153 @ $138,988 cas‘” s"‘ v&e’#ﬁ & &‘\-,e L?\\)ﬁ\@":‘\\a 0{,& *‘u &g\ &
12 |dh Ie 3,397 35,6730 $27,724 & & TS F e o Rl
18 8,550 $1,812 @ $353,708 @’; At
19 Elfy Lkt 9,053 $4,604 @ $314,449
20_ = 3565 $51950 $278,370 MW Revenues W Operating Expenses M Operating Profit W Depreciation M Net Profit
21 1,621 35,168 @ $56,453 [+ o
2] U eovom e
23
2 More Legend Options...
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11. Review the changes:

Sy

P

204

“\!

$1,400,000
51,200,000
£1,000,000
$800,000
$600,000

o 5400,000
5200,000
50

o2

Warner

East Natchitoches s —

2025 Financial Data (New England)

Lyon s

Willow Run  —

Augusts  S——

Conyersville =

Mount Baker ——

Farmington Lake ———

Marting Correr I ————

Pickerel Narrows m—

Willaha  m—

Scottsville

Hebron

Longview

Emerson s

m Met Profit
Depreciation

m Operating Profit

m Operating Expenses

m Revenues

L

>

C

12. Save As ‘Activity 5-2 complete’ and close Excel to complete this activity.

Summary

In this lesson, you learned how to organize worksheet data with tables and charts. With

these tools, you will be able to take your workbooks a few steps further and learn more

about your data than ever before.
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LESSON 6:
FINALIZING WORKBOOKS

Lesson Objectives

In this lesson you will learn how to:
e Use comments
e Manage worksheets

e Change view options

TOPIC A: Using Comments

Comments are a key part of Excel. In this topic, we will learn all about comments, including

how to insert, edit, reply to, navigate through, and delete them.

Topic Objectives
In this section, you will learn how to:

e |nsert, edit, and delete comments

e Show and hide the Comments pane

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.
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Inserting Comments

206

To insert a comment, select the cell on which you want to comment. Then, click “Review =

New Comment” or use the Insert Comment command on the right-click menu:

Excel Online

File Home Insert Data View
Accessibility New Show
Checker Comment)l Comments
Accessibility Comments
Al ~ f  Full Name

e I = R B U *E R R R

Adda Ellwot
Aguste Fess E@
Alethea Wir [
Ash Jirousa|
Burton Wre
Christopher
Cody Luton
Debra Godr,

Copy

Paste

Insert

Delete

Clear Contents

Sort

Narobi
Toronto
Lisbon

5 | Toronto
Manila
Lisbon
Moscow

5 | Narobi

Delainey M
Drake Becol I-I‘t:I

New Comment

Manila
Moscow

Ebonee Lou f}"a

Erica Busse | @y
Galvin Freiberg
Gardy Howsley
Haley Dartan
Hardy Eyckel
Hercules Almon
Joy Liddyard
Lucky Delouch
Neal Sollars
Robert Balnaves
Rochette Shelley
Rodger Campany

Mepald Maerics

MNumber Format

Hyperlink...
Europe
America
Asia
Asia
Europe
Asia
America
Europe
Asia
America
Asia

Afcina

Sheet2

Sheetl )

Banghkok
Moscow
‘Warsaw
Toronto
Banghkok
Manila
Warsaw
Manila
Toronto
Moscow
Manila
Toronto
Manila

Alovali

John Smith * Business Documents

Tell me what you want to do

Open in Excel

BQ2 [~ (o] M Q4
5443983 $431,629  S$450,521  5433,587
$429,100 5425269  $373,941 5127746
$114,980  $380,264  $429,716  5261,241
$368,612  5$382,150  $264,538  5225,849
$170,905  $153,945  $219,391  5238,136
5473496  $286,857  S487,91%  5216,623
$218,203  $277,489  $477,055 5416420
$418579  $171,975  $448,654  5318,128
$386,315 5184778 S$162,573  S387,770
$341,113  $134,202  $173,894 5495803
$224,551  $115,951  S$289,162  5280,378
$169,706  $281,265  $327,955  5296,231
$222,863  $255,684  $415483 5390461
$420,109  $314,733  $499,214  5353,656
$395,150  $413,390  $169,868  5294,643
5453688 5285903  S130,577  5349,059
$408,311  $487,532 S142,611  5323,942
$144480  $340,217  $103,012  5$196,950
$363,379  5$440,399  $394,639  5$315,954
S$388,254 5418938  $209,895  5470,087
§255,103  $134,865  $441,530  S$143,461
$188,576  $345,601  S$196,293  5411,246
$467,602  5$266,613  $165,388  5374,323

faAT FED

fAaTA 107

(This command is also available on the Insert tab.)

cAnT AAn

cA07 NAC

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.
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The Comments pane will open. Type your comment into the text field and click “Post:”

File Home  Insert Data  Review  View Tell me whatyou wantto do  Open in Excel 1% Share  §J Comments

(]

Show
Comments

Comm

v & FullName

H ) K L M N o P ~
.| Comments x N
1
2 |Adda Ellwood Africa Narobi $443983  $431,629  $450,521  $433,587 @ John Smith X
2 |Aguste Fessier America Toronto $429,100 $425,269 $373,941 $127,746
4 |AletheaWinyard  Europe Lisbon S114980  $380264  $429,716  $261241 e chonae e e o e ‘
5 |Ashuirousek America Toronto $368,612  $382,150 $264538  $225849 <ts change the tile to Sales Representative]
6 |Burtonwreath  Asia Manila 5170905  $153345  $219351  $23836 @
7 |christopherFleis  Europe Lisbon $473496  $285,897  $AST919  $216623
5 |codyLuton Europe Moscow $218203  $277485 8477055  $416420
9 |DebraGodman  Africa Narobi $418579  $171975  $ass6s4  $318128
10 |Delainey Mont Asia Manila $386,315 5184,778 $162,573 $387,770
11 Draks Bacom Eurooe Moscow $341.113 $134.202 $178.894 $495.803
cell is selected, a speech bubble icon will also appear:
5100,834
5104,5 ZE
581,912
A
Sho 'ng and Hiding the Comments Pane
Fle  Home Insert Data Review View Tell me what you want todo  Open in Excel % Share || 51 Comments
i {3 o R
New P
Comment
v F-  AgusteFessier
A B C D E F G H J K L M N (e} P ~ .
7 5 7 Comments Xy
[ Full Name KA Region K Sub-Regiorid HQ2 ma3 -]
2 | Adda Ellwood Africa Narobi $443,983 $431,629 $450,521 $433,587 o John Smith A1t
3 [AgusteFessier america Toronto $429,100  $425269  $373941  $127,746 Lets change the title to Sales
4 Alethea Winyard Europe Lisbon $114,380 $5380,264 $425,716 $5261,241 Repr
s |Ashlirousek America Toronto $3EE12  $3BL150  $264538  $225,849
6 |BurtonWreath  Asa Manila S170905 5153345  $219391 5238136 @mention or reply..
7 | Christopher Fleis Europe Lisbon $473,496 $286,897 $487,919 $216,623
8 Codyluton Europe Moscow $218203  S277,489  $477055  $416420
9 |DebraGodman Africa Narobi $418,579 $171,975 $448,654 $318,128
10 |DelaineyMont Asia Manila $386,315  $184778  S$162573  $387,770
11 | Drake Becom Europe Moscow $341,113 5134202  $178,834 3495803
12 |Eponee Louch Asia Bangiok $224551 S115951  $289162  $280,378
13 |Erica Busse Europe Maoscow $165,706 $5281,265 $327,955 $296,231
14 Galvin Freiberg Europe Warsaw $222,863 $255,684 $415,483 $390,461
15 |GardyHowsley  America Toronto 5420109 5314733  $459214  $353,65
16 |Haley Dartan Asia Bangkok $395,150 $413,390 $169,868 $294,643
17 | Hardy Eyckel Asia Manila 493,688  $285303  $130577  $345,059
18 | Hercules Almon Europe Warsaw $408,311 $487,532 $142,611 $323,942
19 |Joy Liddyard Asia Manila 5184480  $330217  $103012  $196,950
20 | Lucky Delouch America Toronto $363,379 5440,395 $394,639 $315,954
21 |Neal Sollars Europe Moscow $383,254  $418938  $209895 470,087
22 |RobertBanaves  Asia Manila $255103 5134365  $441530 5143461
23 Rochette Shelley ‘America Toronto $198,576 $345,601 $156,293 $411,246
24 |RodgerCampany  Asia Manila S467.602  $266613  S165383  $374,323
o (ERT— P — T ——yer amaronl eamn amn| daos nae .
Sheet2 | Sheetl ®

- Help Improve Office
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Editing Comments

To edit a comment, click the cell to which it is attached and then click the edit button:

582,675 5309,843 56,11
585,288 5246,485 85,7
5100,834 5144,141 55,1

' @ Belinda Fyffe | Unlock Succ... E12 **=
1 test

1/01/2020 4:24 PM

592,698 et | —

587,513

Reply...

The comment will be selected and displayed in the Comments pane. Click “Review - Show
Comment” and then choosing the edit button:

Fle  Home Insert Data  Review View Tell me what you wanttodo  Open in Excel 2 Share

U R v

- Comments

AL v ke

L P
n t: X
BRegion ESubRegiorlQl  EQ2  EQ3 - Comments 5

Adda Ellwood "africa Narobi $443,983 431,629  $450,521  $433,587 a1
3 | Aguste Fessier America Toronto $425,100  $425269  $373,341  $127,746
4 Alethea Winyard  Europe Lisbon $114,980  $380,264  $429,716  $261,241
5 AshJirousek America Toronto $368,612  $382,150  $264,538  $225,849
& | Burton Wreath Asia Manila $170,905  $153945  $219,391  $238136 Ed
7 |Christopher Fleis  Europe Lisbon $473,456  $286,897  $487.919 3216623 @
& Codyluton Europe Moscow $218203  $277,489  $477,055  $416,420 reply.
9 DebraGodman Africa Narobi $418579 171,975  $443,654 3318128
10 | Delainey Mont Asia Manila 4386315 $134778  $162,573  $387,770
11 Drake Becom Europe Moscow $341,113 5134202  $178,894  $495,803

Now, the Comments pane will open with the comment ready for editing. Make your
changes and click “Save”:

» Comments X

John Smith Al

Lets change the column header?
|t|::- Sales Representative

Save [Cancel

@mention or reply..

The original comment will now be updated.
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Deleting Comments

To delete a comment, open the comment for editing by clicking its icon in the workbook

when the cell is selected. Then, click the Delete Comment command on the Review tab orin

the comment itself:

File Home

Accessibility  New

Checker  Commeft Comment Jomment Comment Comments
Actessivility ommer
Al ~ f  Full Name
A B C D E F G H
(W Full Name _ giRegion ESub-RegiomQl @2 E03  EHM ©
2 AddaEllwood Africa Narobi $443,983 $431,629 $450,521 $433,587
3 Aguste Fessier America Toronto $429,100 $425,269 $373,941 $127,746
4 Alethea Winyard Europe Lisbon $114,980 $380,264 $429,716 $261,241
5 |Ashlirousek America Toronto $368,612 $382,150 $264,538 $225,849
& |Burton Wreath Asia Manila $170,905 $153,945 $219,391 $238,136
7 |Christopher Fleis Europe Lisbon $473,496 $286,897 $487,919 $216,623
2 |Cody Luton Europe Moscow $218,203 $277,489 $477,055 $416,420
9 | DebraGodman Africa Narobi $418,579 $171,975 $448,654 $318,128
10 | Delainey Mont Asia Manila $386,315 $184,778 $162,573 $387,770
11 |Drake Becom Europe Moscow $341,113 $134,202 $178,894 $495,803

Insert Data

SRl =

Delete

Review View

[l

Next Show

Tell me what you want to do

Open in Excel

The comment will immediately be deleted.
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=1 Comments

e John Smith

Lets change the title to5ig

Representative

February 22, 2019,

@mention or reply.

I Share

10:57 AM

[ Comments

Edit



Microsoft Office Excel 365: Essentials 210

Activity 6-1: Working with Comments
In this activity, you will review comments in a workbook, and add comments of your own.
1.  To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 6 of your Excel Essentials Activities folder. Open Activity 6-1:

(Refer back to Activity 1-2 if you need help.)

3. The Financial Data sheet should be active. Look closely at cells A2 and H22. You will
see a red triangle that denotes a comment:

File Home Insert Page Layout Formulas Data Review  View Help Table Design
>
*E R D|og 000 oEND e E
Spelling Thesaurus Workbook Check Smart Translate New Previous MNext Show MNotes Protect Protect .
Statistics Accessibility | Lookup Comment Comment Comment Comments w Sheet Workbook

Proofing Accessibility Insights Language Comments Motes Pre

E13 - ra 73705
A D E F G H

1 City Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 |Warner B ~ $65,792 ~ 859,527 4,667 $54,860
3 |East Natchitoches $433,924 $101,465 $332,459 55,068 $327,391
4 |Lyon $135,816 467,388 468,428 45,700 462,728
5 |Willow Run $233,255 483,606 $149,649 45,089 $144,560
6 |Augusta $248,973 $29,246 $219,727 $4,208 $215,519
7 |Conyersville $128,691 867,175 561,516 4,956 $56,560
8 |Mount Baker $244,913 $89,974 $154,939 5,062 $149,877
9 |Farmington Lake $392,518 $82,675 $309,843 46,100 $303,743
10 |Martins Corner $331,773 485,288 $246,485 5,795 $240,690
11 |Pickerel Narrows $244,975 $100,834 $144,141 5,153 $138,988
12 \Willaha $137,925 $104,528 $33,397 5,673 $27,724
13 |Center $207,163 $73,705 $133,458 5,599 $127,859
14 |Spring City $432,326 $79,297 $353,029 54,872 $348,157
15 |Mittenlane $177,789 $103,757 474,032 45,144 468,888
16 |East Waterford $201,945 483,178 4118,767 84,734 $114,033
17 |Coltman $461,214 $86,688 $374,526 56,066 $368,460
18 |Scottsville $440,462 $81,912 $358,550 $4,842 $353,708
19 |Hebron $407,339 $88,286 $319,053 4,604 $314,449
20 |Longview $376,263 $92,698 $283,565 45,195 $278,370
21 |[Emerson $149,134 487,513 461,621 45,168 456,453
22 [Total ) $3,753,017,
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4,  Let’s take a closer look at these comments. Click “Review = Show Comments” to

open the Comments task pane:

File Home Insert Page Layout Formulas Data Review View Help
T B BB RN IORIS ¢TI R o i g L [J BB EH B | &
v 123 e ax & BH 2
Spelling Thesaurus Waorkbook Check Smart Translate New Previous Next Show Notes Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comment Comment Comments v Sheet Workbook Ranges Ink ~
Proofing Accessibility Insights | Language Comments Motes Protect Ink
5.  Read the first comment, associated with cell A2:
Fie  Home et Pagelmout Formulas  Dais  Meview  View  Help  Table Desigr 5 Share |2 Camments
abe - m ) i £
ERIR L B O (A .
Speling Tnessunuz Workbosk et | Tandate | Hew Preiouws  Hea | Shew | Hows
Sutisics Loskn Comment  Commant Comemnt Comments
Frocting ungurge Comments Wt -
1 e ~
A o 3 [ s u J 3 L M N o [ -
' City Revenues _Operating Expenses _Operating Profit__Depreciation _Net Profit Comments oo
2 TWharmar S0 S, 72 8,527 Sa067 54,880 .
3 East Matchiteches a9 s101,465 1450 55,088 327,391 @ e e nkock Suceess 82
3 == s o e St and Oica Typs should s b isted
5 wallow un s333.255 514,505 55,059 144360
& [hugtn oaen ownr e PR Another comment s sesdy in progees
7 Conyersiille s138,801 s51.515 54,956 556,560
5 Mount Baker 24313 S154,339 55,082 1577 P ——
3 Farmington Lake 32518 s305.543 56,100 303,743 )
10 Marting Comer saLm saas.288 s s
11 Picksrel Narrows 5201375 1101 45,158 s138,388 Grestdes o5 it
12 wilana suns 33,397 $567 s7.724 =
13 canter 5207169 $133,458 45,559 12785
is Spring ity sa12,326 sas3,029 Sas72 34,187
15 Mitteniane s17,789 74,002 55,104 568,858
16 East Waterford sa01,345 s118,767 a7 s114,033
17| Cottman st61,214 sam2 $6.05 368,460
18 Seatesvlle S4a0, 262 sasas50 Sase sas3, 708
18] Hebron 407,339 £319,053 54,608 314,449
20 Languiew s378,269 5283565 55,155 s2m,3%0
21 Emerson s se61 s 556,453
2 ot St

6.  Belinda has asked for data about the state and office type for each row. This data is

present, but we hid it during a previous activity. Let’s unhide it. To start, select

columns A and D:

Fie  bome e Pagelmout fomus  Dota  feview View Hep  Tabl Desin = Share | Gomments
& [F [T x ) :

EE B $f 000 DN D E R 72
Spaing Thessnus Workbosk | Tomime | Hew Do Gox | tom | Ptea Porea Hiae
Siiics Commant «Comments | - | St Wortho

n - -

i x L W N o | » a |-
Comments v B8

Ancthe ¢

Gt s ol hi

$313,053

22 |Longwew sa7m,283] o 2330 s s
21 [emerson 145,130 S5 e ss.188 6450
22 [vaal Basml
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7. Right-click the column headers and click “Unhide Columns:”
e e e e e e e T il AN W

mis  Fle  Home serl Pagelwyowt  Fomedas Dofa  Review View Help  Table Design & Share | Comments.

vER| R Lol dHHOERDERP S| E

Speing Thesauns Worthook S| Toesine Deee Prevess N Nores | Protect Puoer: Alow Ede
Satics | Accesabilty | Lookup Comenent Comenent Coment Comments | - | Sheet Woikbook Fanges k-

o rotng oy | wagnts | vangusgn p— wotes netet ok o
M - % | oy -
4 N Gl <12 AN § %9 E v 1 [ I H | ] K L M " [ 3 a [=]

' B S¢-A-E-% 8 dperatingProfit _Depreciation __Net Profit Comments T
2] - o957 Se567 = P

H i Spas Saapdte s so St a0 D Type shoukd o be ke
5 [winownun | o T S1es.000 so.om sian500

s T Paste Options: $19,2% sns,77 se.208 Ereet) Another comment s leady in progeess.

7 I AT 561516 54,956 556,580

2 s557 S154533 5062 sus577 P ———
5 |Farmingion Lake Paefpecel. ST 5308813 5100 5308,743

1ol . 585,288 $346,485 .75 5280690

1 et T s1a4,181 5,153 $138,588) Great e 0 add this!

12§ eete $104,528 533,397 .67 527,724 =

lcenter P s s13sase 5599 suzese

| P57 $353,009 sum $318,157

[T — Bl fomat e $13,757 saa,002 55,104 588,88

18I Column Width... 317 S118,767 T 5114085

1cotman 30,088 sam8 5080 sass 400

1) 130 $258,550 stz $353,708

1 nbide. 428,286 $319,083 S4.008 314,803

20| 52,698 5283,565 £5.195 Q7T

21 |Emersan s sov0n1 S0 s3]

22 [votal Sarsiott

8.  The data will now be shown. Since we have addressed Belinda’s comment, let’s
delete it. Click the comment to select it:

i ~| £ East Natchitoches

e F G H 1 J
Operating Expenses Operating Profit Depreciation Net Profit \ - Comments x
565,792 $59,527 54,667 Sm,@{ @ Freisen e
$101,465 532,459 55,068 327,391 State and Office Type should also be
$67,388 568,428 35,700 $62,728 listed.
$83,606 $149,649 $5,089 $144,560
$29,246 $219,727 $a,208 $215,519 @mention or reply.
367,175 361,516 34,356 56,560
$89,974 $154,939 $5,062 $149,877
$82,675 309,843 6,100 303,743 Jane Gibson re
e o e Great idea to add this!
$100,834 $144,141 $5,153
$104,528 s33397 $5673 @mention or reply
$73,705 $133,458 $5,599
579,297 $353,029 34872
$103,757 574,032 $5144
583,178 $118,767 $4734 $114,033
$86,688 $374,526 $6,066 $368,460
$81,912 $358,550 $4,842 $353,708
528,286 315,053 34,604 $314,449
$92,698 $283,565 $5195 $278,370
$87,513 $61,621 $5,168 $56,453
$3,753,01i
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9. Click the ... then Delete thread:

Comments vy X

@ Belinda Fyffe | Unlock Success A2 ==+
State and Office” Delete thread

101,2020 4:44 Ph
Resolve thread

Reply...

Belinda Fyffe | Unlock Success HZ2 ===
Great idea to add this!

Reply...

10. Finally, you think that Hebron might have the wrong state entered, so you want to
add a note to remind you to double-check the data. Right-click cell A19 and click
“New Comment:”

' ) [ L M " -
Comments L
$125,319 88,792 499,527 4,667 454,800
sa33,524 S01.485 332459 55,08 27,591 Q-
$133,516 567,388 568,428 3,700 562,712 o
s233,255 81,606 $109,619 55,009 S144.560
sasa 573 2,20 saemr $8.20m snsam
s128.890 7,175 sa1515 54956 556,360
P o RS S T @ Bt ok S 2
92518 a7 309,843 5100 sa03,743 & s
s $a238 Sasa0 e S2an.e%0
Pick e > S204,975 S100,3%4 S1441a1 55,15 s138,588
12 wilzha sz sto4528 e sam s
1cener o s07,163 S5 133458 S50 785
14 spring ity (3 tewicte sz, smm1 $as3,00 ssa7 341,157
15 Mitteniane $177,789 $103,757 574,002 55,144 568,553
15 Exst Waterf s sam susmr 5174 s
s151.214 s86.689 S35 55066 s68,060
saa0.002 smusn 358,550 ) Sa5a,mm
5407 539 538,286 $319,053 54,604 £314,449
720 o sams30 sam smam
Sug13 s soLen s5a68 556,45
G,
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11.

12.

13.

214

In the Comments pane, type, “Confirm state is correct” and click “Post:”

e e . 0 T i ), BRGSO VT

S share 7 Comments

e  Home isen Pagelwot Formss Dots  Mevew \iew Help Table Design
*HEB|R | OB O O O N D BB 2
Spling Thecauns Worbook | Check | Sman | Tanchts |  Mew Poios Mot | Show || Nets | Proct Proist Aomdt [
‘St | Accemibity | Lookup Comment  Comiesmt Commant GOMMM | - | Shest Wortbook Ranges i

pratna sccensany | moaens | Langusae commens ater Putec n -

s . % | vebron
A s < ) e 3 G H ! i [ L " N -

' City State Office Type Revenues _Operating Expenses _Operating Profit__Depreciation _Net Profit Comments T
2 Wamer WA oo EEED a7 55321 4800
3 |Eastatchitoches A Franchise san52 $i01.465 332,459 55,068 17,301
4 lyon WA CoOmned sus,816 se73m Er s 278
3 Wilowhun WA Corporate saaa.ass [ R 5,08 Sua4.560 Cantm ot s ot
& Augusta ME  Comorate sumsn sz s 4308 smsa
7 |conpecsvle  ME_ Francniss sumgs sara7s saL516 $4.956 556,560
o WourtBaker M Comorate sam313 s S154339 5002 SuaE77
5 Famingtoniske MK Francuse sms1 e = 36,100 03,723 [ T
10 MartinsComer Wi Franchise s sas 288 Saan 485 s s2a0800 Gt den o his
11 Pickerel Narrows MH__Co-Omned 544,375 si0084 S1as, 1 55,150 s18.988
12 willaha MK CoOmned s7528 si04528 a7 47 7,720 e
13 cantar W copomw sa07,163 75 133458 35,59 su785
16 pringcy W coOwned a8 7281 sasaom san sua157
15 Mitentane WY coOmned 517,289 5103757 a0 5,1 sa8,508
16 Eastwaterlord Y Franchise sann,5a5 s317 s18,767 um s1a09
17 Catiman W copomte 121 sanema S 35,006 82400
18 scottovilie ] Co-Omned sunse2 s ssa0 80 sm2.708
18 [weton, T co-ownea sa7.229 ssa2me sa19.053 $4600 114,809
20 Longview ] o-owned 76,269 sazem sam3,565 55195 s
21 Emorson " Franchise suan13 sram saven1 ss160 556453
22 Total R
=

Your comment will be created:

Comments v X

Belinda Fyffe | Unlock Success AlG e
Confirm state is correct

2/01/2020 11:14 AM

Reply...

Belinda Fyffe | Unlock Success HZ2 ===

Great idea to add this!

Reply...

Save As ‘Activity 6-1 complete’ and close Excel to complete this activity.
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TOPIC B: Managing Worksheets (Part One)

So far, we have worked with single worksheets within a workbook. However, Excel allows
you to create and customize additional worksheets. In fact, there are so many

customization options we will explore them in two sections.

Topic Objectives
In this section, you will learn how to:

e View, insert, duplicate, and delete worksheets

e Use worksheet references in formulas

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.
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Viewing Worksheets

To view a worksheet, click its tab:

VIEW Q Tell me what you want to do

FILE HOME ~ INSERT ~ DATA  REVIEW
s X cut Callori N o
Paste ‘-3. Copy I up - A -
- < Format Painter = -

Undo oard Font

S Sub-Region

A D

1 |Sub-Region (All) [+]

5 -

3 Rowlabels Average of Q1 Sum of Q2

4 |=Asia 298907 2632497

5 Burton Wreath 170905 153845

6 Delainey Mont 386315 184778

7 Ebonee Louch 224551 115851

8 Haley Dartan 395150 413350

9 Hardy Eyckel 493688 285903
10 Joy Liddyard 144480 340217

1 Robert Balnaves 255103 134865
12 Rodger Campany 467602 266613
13 Silvano Estable 372755 120213
14 Tucky Habishaw 210086 135985
15 Wanda Ratlee 167342 476637
16 |~ Europe 3189113 3175154
17 Alethea Winyard 114980 380264
18 Christopher Fleis 473436 286897
19 Cody Luton 218203 277489
20 Drake Becom 341113 134202
21 Erica Busse 169706 281265
22 Galvin Freiberg 222853 255684
23 Hercules Almon 408311 487532
24 Neal Sollars 388254 418938
25 Sylvan Eshmade 415418 379522
26 Tally Leppington 436769 273361
27 | Grand Total 3084328571 5B07651
28
29
30
31
32
1

<
Sales Chart PivotTable 2025 Data

Alignment

EDIT IN EXCEL
General
$-% * W
Number
H

00
]

Conditional
Farmatting -

Forms

Tables

Format
as Table -

216

o - e A p

fim B ]

B o M| X AutoSum - ZV

Insert Delete Format Sort & Find &
- - - Filter - Select -

Clear -

Cells Editing

M__  PivotTable Fields x
Choose fields:

Full Name

Region T

Sub-Region

Drag fields betwsen aress below:

T FILTERS Il coLumNs
Sub-Region Values -
= ROWS ¥ VALUES

Region Average of Q1 -
Full Name Sum of Q2 -

HELP IMPROVE OFFICE

Its data will then be displayed in the main window.
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Inserting Worksheets

To insert a new worksheet, perform one of the following commands:
e Click “Home = Insert - Insert Sheet”
e Click the New Worksheet (+) icon on the row of sheet tabs

e Right-click a worksheet tab and click “Insert”

- X cut Calibr -l A oA = = Genera - -?‘ u% r‘ gm ? ii 3 Autosum - EV p
paste ‘: cony B I U D iAo §-9 » 4 S  Conditional Forms Format  |imSemt) Delcte Format & ciop.  Sort& Find &
- ¥ Format Painter - = = = Formatting - - asTable- - - - Filter - Select -
Undo Clipboard Font Alignment Number Tablas 2= Insert Sheat Rows ng -
F3 " Insert Sheet Columns
H M N
7
2 |Adda Ellwood Africa Nairobi $443,983  $431,620  $450,521  $433,587 B< Insert Cells & Shift Right
3 Aguste Fes:sier America T‘orontD $429,100 $425,269 $373,941 $127,746 B, Insert Cells & Shift Down
4 |Alethea Winyard Europe Lishon $114,980 $380,264 $429,716 $261,241
5 |Ash Jirousek America Toronto $368,612  $382,150  $264,538  $225,849 |L-J Insert sheet | |
6 | Burton Wreath Asia Manila $170,905  $153,945 $219,391  $238,136
7 | Christopher Fleis Europe Moscow $473,496 $286,897 $487,919 $216,623
& Cody Luton Europe Lishon $218,203 $277,489 $477,055 $416,420
9 |Debra Godman Africa Nairobi $418,579 $171,975 $448,654 $318,128
10 Delainey Mont Asia Manila $386,315 $184,778 $162,573 $387,770
11 |Drake Becom Europe Moscow $341,113 $134,202 $178,894 $495,803
12 |Ebonee Louch Asia Manila $224,551 $115,951 $289,162 $280,378
13 |Erica Busse Europe Moscow $169,706 $281,265 $327,955 $296,231
14 Galvin Freiberg Europe ‘Warsaw $222,863 $255,684 $415,483 $390,461
15 |Gardy Howsley America Toronto $420,109 $314,733 $499,214 $353,656
16 |Haley Dartan Asia Bangkok $395,150 $413,390 $169,868 $294,643
7 |Hardy Eyckel Asia Manila $493,688 $285,903 $130,577 $349,059
12 |Hercules Almon Europe ‘Warsaw $408,311 $487,532 $142,611 $323,942
19 Joy Liddyard Asia Manila $144,480 $340,217 $103,012 $196,950
20 Lucky Delouch America Toronto $363,379 $440,399 $394,639 $315,954
21 'MNeal Sollars Europe Moscow $388,254 $418,938 $209,895 $470,087
22 Rgbert Balnaves Asia Manila $255,103 $134,865 $441,530 $143,461
23 | Rochette Shelley America Toronto $198,576 $245,601 $196,293 $411,246
24 Rodger Campany  Asia a $467,602  $266,613  $165,388  $374,323
25 |Ronald Burriss Africa ; $247,753 $474,183 $403,443 $483,015
2 Rosanna Skeermor _Americ 9% $136,503  $181,573  $400,616  $215,603
27 | Silvano Estable Asia Rename.. $372,755 $120,213 $450,051 $403,664
28 Sylvan Eshmade Europe Reorder.. $415418  $379,522  $460,876  $327,551
29 |Tally Leppington Europe Duplicate $436,769 $273,361 $360,605 $170,697
30 | Tucky Habishaw Asia 1gkok $210,086 $139,985 $168,733 $485,319
- . Tab Color *
31 'wanda Ratlee Asia 1gkok $167,342 £476,637 $424,504 $273,937
32 Hide
. >
Sales Chart PivotTable 2025 Data B
HELP IMPROVE OFFICE
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The new worksheet will be inserted, ready for your content:

218

FILE HOME

.
3 Cut
= copy

Paste N B I U D abe i
- & Format Painter -

INSERT DATA REVIEW VIEW Q Tell me what you want to do

Calibri -

z |

Undo

Je

Clipboard Fant ignment

»
@
o
o
B
[0}

|

L TR N

zlz

repr== v e

F R N A R R Y]
DRidsdBeNanRnn S o

Sales Chart PivotTable 2025 Data Sheet1

EDIT IN EXCEL

General
$-% * W

Number

00
]

Formatting -

Conditional Forms Format

Tables

as Table -

==}

& E‘x iil > Autosum - %W /O

Insert Delete Format @ ciegr - Sort & Find &
- - - Filter - Select -
Cells Editing -~
o] P Q R S T

HELP IMPROVE OFFICE
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Deleting Worksheets

To delete a worksheet, ensure that the worksheet that you would like to delete is open and

then click “Home - Delete - Delete Sheet:”

F

2w e o b e w .

Do e oo

Undo

FILE HOME INSERT DATA

X cut

= copy

Calibri

REVIEW

Paste B I U D i

& Format Painter

Clipboard

A B C D

l

Sales Chart

Font

PivotTable

VIEW @ Tell me what you want to do EDIT IN EXCEL
i = _m B - - e A
1 Ny =l #®  Genea - e g FENNEE-Cl K] 3 auosm- ZF p
meA- T El- $-9% * % £  Condtional Forms Format Insert |DEIEtE| Format Clear - Sort & Find &
= = = ) Formatting - -  as Table - - - - Filter - Select -
Alignment Number Tables 23 Delete Sheet Rows ng -~
%X Delete Sheet Columns
F G J K L M N C R S T
fe  Delete Cells & Shift Left
3, Delete Cells & Shift Up
% Delete Sheet [}
»
2025 Data Sheetl (O

HELP IMPROVE OFFICE
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Or, right-click the tab for the worksheet in question and click “Delete:”

B Insert

i Delete
Rename..,
Reorder..
Duplicate
Tab Color  *

Hide

Sales Chart PivotTable 2025 Data Sheeti

In either case a warning dialog box will appear asking for confirmation to delete the
selected worksheet. Click “Delete” to complete the process:

Microsoft Excel >

| Microsoft Excel will permanently delete this sheet, Do you want to continue?
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Duplicating Worksheets

To create a copy of a worksheet, right-click its tab and click “Move or Copy”:

24 |

25— Inzert...

26 |

2?'_ @ Qelete

28_ @ Rename

29

3{': Move or Copy...

31 fa] View Code

= Eﬂ Protect Sheet...

33 |

34 Tab Color >

35 | Hide

36 |

37|

38 Select All Sheets
| Sheetl | Financial Data Financial Scorevara ]

Ready {1>+< Accessibility: Investigate

You will need to tick the checkbox to Create a copy, and then tell Excel where you want the

new sheet to appear, then click “OK”:

Move or Copy 7 >
Move selected sheets

To book:

Activity 7-1.xlsx v

Eefore sheet:

Sheetl

Financial Data
Financial Scorecard
[move to end)

Create a copy

A copy of the worksheet will be created:

Financial Data Financial Scorecard Financial Scorecard (2) )
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Worksheet References in Formulas

Formulas can contain references to any cell within any worksheet in the current workbook.
They use the format ‘Sheet Name’!, followed by the cell or cell range. Here, a formula is

used to reference the sum of data from the 2025 worksheet:

FILE HOME INSERT DATA REVIEW VIEW Q Tell me what you want to do EDIT IN EXC)
e = _ I8
L =, db Cut Calibri -1 - A A = ab Genera
ER Copy = = =
Paste ) B I U D abe il - M- A - . = - -0, o+
- %' Format Painter - = &= 4=
Undao Clipboard Font Alignrent Murnber

| & =sumiz025'D2:G31)|

A B C D E F G H
1 Year Total
2 | 200 37808274
3
-
Sales Chart Sales Summary PivotTable 2025 *
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Activity 6-2: Managing Worksheets (Part One)

In this activity, you will update the structure of your financial data workbook so that more
information can be included.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 6 of your Excel Essentials Activities folder. Open Activity 6-2:

(Refer back to Activity 1-2 if you need help.)

3.  First, click each worksheet tab and review the data in the workbook:

e Home Insert Data Review View Tell me what you want to do Open in Excel
|’jrj E?}’Em Calibri L1 AN = == 25 Wrap Text General v ﬁ @ @ E
Paste EF"MM BIUD® -G A SSEEE BMegesComerr $-% 9 @B 4 Condtoml Fomat nsert D
Undo Clipboard Font Alignment MNumber Tables
D23 v &
A B C D G H | J K M N (o]
1 Scorecard ‘.
2 |Average Revenue $276,987
3 | Highest Revenue $461,214 —
4 |Lowest Expenses $65,792 R
5
6
7
8
9
10
11
12
13
14
13
16
17
18
19
20
21
22
23 !
24
e

II Skeel1| I Financial Daq I Financial Scorecard I *®
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5.

224

The metrics on the Financial Scorecard tab are no longer required, so let’s delete
this worksheet. Ensure that this worksheet is active and click “Home - Delete -

Delete Sheet:”

File Home Insert  Data View Tell me what you wanttodo  Open in Excel =]
g [w Cattr BT . fE— B EH BEE rwvee fy O
pestc %::ﬁwmm B I U oA~ v §+ % 9 G 5 Condlionsl fomat | lesent Delee famat Qo Sot& Fdh

Unde Clipboard Alignment Number 3% Delete Sheet Rows ing

(=4 v R W Delete Sheet Columns
A B G H ) K M N o T

1 Scorecard

2 AverageRevenue  $276,987 S Delete Colls & Shift Left

3 | Highest Revenue $451,214 — - o -

4 |LowestExpenses | $65,792 Z¢ Delete Cells & shife Up

5 B Delete Sheet %

6

7 |:-

8

9

10

n

12

13

14

15

16

17

18

19

20

21

22

23

24

Sheet1 Financial Data Financial Scorecard +
H “u ” - H .
Click “Delete” to confirm the operation:
Microsoft Excel X
| Microsoft Excel will permanently delete this sheet. Do you want to continue?
.
Delete Cancel
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6.  Now, the Financial Data sheet should be displayed. Let’s create a copy of it to use
as a template for future years. Right-click the worksheet tab and click “Move or
Copy:”

ents File Home Insert Page Layout Formulas Data Review View Help
E% s Calibri Juo AR | E=2 % | BBwepTer General - B % Normal
Co =
P framarinn | ® 1 U [H1 [0 A == Eweencone - | § - % 9 | oo foms [Gloiton ]
N Clipboard ] Font [F] Alignment [} Number ]
D34 - F
A B C D E F G H
1 City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 |Warner MA Corporate $125,319 565,792 $59,527 54,667 554,860
3 |East Natchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 $327,391
4 |Lyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 $62,728
5 |Willow Run MA Corporate 5233,255 $83,606 $149,649 $5,089 $144,560
6 |Augusta ME Corporate $248,973 529,246 $219,727 54,208 $215,519
7 |Conyersville ME Franchise 5128,691 567,175 561,516 54,956 856,560
2 |Mount Baker ME Corporate $244,913 589,974 $154,939 $5,062 $149,877
9 |Farmington Lake NH Franchise $392,518 582,675 $309,843 56,100 $303,743
10 |Martins Corner NH Franchise $331,773 585,288 $246,4385 $5,795 $240,690
11 |Pickerel Narrows NH Co-Owned $244,975 $100,834 $144,141 55,153 $138,988
12 |willaha NH Co-Owned 5137,925 $104,528 $33,397 $5,673 827,724
13 |Center NI Corporate $207,163 $73,705 $133,458 45,599 $127,859
14 |Spring City NJ Co-Owned $432,326 $79,297 $353,029 $4,872 $348,157
15 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 568,888
16 |East Waterford NY Franchise 5201,945 $83,178 $118,767 $4,734 $114,033
17 |Coltman NY Corporate $461,214 $86,688 $374,526 $6,066 $368,460
18 |Scottsville Rl Co-Owned 5440,462 $81,912 $358,550 $4,842 $353,708
19 |Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604 $314,449
20 |Longview Rl Co-Owned $376,263 $92,698 $283,565 85,195 $278,370
21 |Emerson RI Franchise $149,134 587,513 $61,621 $5,168 356,453
22 |Total 43,753,017,
23
24
25
= Insert...
27 BE Delete
8 B7 Rensme
29
20 Move or Copy...
3 [@] View Code
: EE Protect Sheet...
34 Tab Color >
]
= Hide
36
37
38

==l Select All Sheets

‘ Sheet1 Fina

.
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7.  Tick the ‘Create a copy’ checkbox and choose where you want Excel to put the

copy.

| Move selected sheets
| To book: |
| Activity 7-2.xlsx ~11

Eefore sheet:
. Sheetl

| Financial Data

| | {move to end)

| Create a copy

8. A copy of the worksheet will be created:

22 |Total §3,753,017
23

24

25

26

28

= 1

Sheetl Financial Data (2) Financial Data &

>

HELP IMPROVE OFFICE

5.  Finally, we need to add a new, blank worksheet that will contain a regional
directory. Click the plus sign at the end of the worksheet tab list:

21 Emerson RI Franchise 5149,134 587,513 361,621 55,168 556,453
22 Total $3,753,017
3
2
2
26
28
N | Newshest |
|
Sheet1 Financial Data (2) Financial Data {I}

>

HELP IMPROVE OFFICE

10. The new sheet will be added:

Sheetl Financial Data (2) Sheet2 Financial Data *

>

HELP IMPROVE OFFICE

11. Save As ‘Activity 6-2 complete’ and close Excel to complete this activity.
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TOPIC C: Managing Worksheets (Part Two)

In this section, we will conclude our exploration of managing worksheets with a look at
hiding, showing, reordering, and renaming worksheets. We will also learn how to change

the worksheet tab color.

Topic Objectives
In this section, you will learn how to:

e Hide and unhide worksheets
e Reorder and rename worksheets

e Change the color of a worksheet tab
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Hiding and Unhiding Worksheets

If you are working with a workbook that includes a lot of worksheets, it can quickly become
cluttered. To focus on the worksheets that matter, you can choose to hide selected
worksheets. Hidden worksheets are not deleted and still operate normally; they are just

hidden from view.

To hide the currently active worksheet, click “Home - Format - Hide & Unhide - Hide
Sheet,” or right-click the tab and click “Hide:”

FILE HOME  INSERT ~ DATA  REVIEW VIEW @ Tell me what you want to do EDIT IN EXCEL
3 cut Lo =E=E . 58 o @, o = A p
B cony Calibr -1 - KA __—- & Genera - _l'7 = iy &5 :‘)\ n 2 AutoSum - hd
Paste B I U D ai- M- A - =~ T El- $-9% » % & | Condtional Forms Formst Insert Delete |FEAMaE Clear - Sort & Find &
¥ Format Painter -7 = = = Formatting - -  as Table - - - - Filter - Select -
Undo Clipboard Font Alignment Number Tables. Cells Cell Size -
fe Anll) Row Height...
A B C D E F G H | J K L M Auto Fit Row Height Q ]
1 { - ~
B S (A0 -] L) Column Width..
3 |Row Labels [7] Average of Q1 Sum of2 Auto Fit Column Width
4 |- Asia 298907 2632497 Visibility
5 Burton Wreath 170305 153945 -
6 Delainey Mont 386315 184778 Hide Rows Az E LT L '
7 Ebonee Louch 224551 115951 Hide Columns Organize Sheets
8 Haley Dartan 395150 413390 Hide Sheet
9 Hardy Eyckel 493688 285903 - Rename Sheet..
Joy Liddyard 144480 340217 Unhice Rows Reorder Sheet...
11 Robert Balnaves 255103 134865 Unhide Columns Duplicate Sheet
12 Rodger Campany 467602 266613
3 Silvana Estable 372755 120213
4 Tucky Habishaw 210086 139985
5 Wanda Ratlee 167342 476637
16 = Europe 3189113 3175154
17 Alethea Winyard 114580 380264
8 Christopher Fleis 473495 286897
9 Cody Luton 218203 277489
20 Drake Becom 341113 134202
21 Erica Busse 169706 281265
22 Galvin Freiberg 222863 255684
23 Hercules Almon 408311 487532
24 Neal Sollars 388254 418938
25 Sylvan Eshmade 415418 379y
26 Tally Leppington 436769 2733
27 | Grand Total 3084328571 58076t ¢ DFClE
28 Rename...
29 Reorder...
‘; Duplicate
2 Tab Color  *
1 i -
< >
Sales Chart PivotTable [
HELP IMPROVE OFFICE

Once a worksheet has been hidden, you will no longer be able to see or select its worksheet
tab:

Sales Chart 2025 (+
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To unhide a worksheet, click “Home - Format = Hide & Unhide = Unhide Sheet,” or click
the “Unhide” command on any tab’s right-click menu:

FILE HOME ~ INSERT ~ DATA  REVIEW  VIEW @ Tell mewhat you want todo EDIT IN EXCEL
= :‘F cut Calibri JoLa s T FE e Genera uél D E—"‘ El)\ I:z!j 3 Autosum - %V /O
Paste ‘: cony I U D scii- - A- =B os-% Conditional Forms Format  Insert Delcte [FOMMSN @ ooy - Sort& Find &
- ¥ Format Painter - = as Table - - - - Filter - Select -
Undo Clipboard Font Alignment Cells Cell Size Lad
S qnll) 1T RowHeight..
A B C D E F G H M Auto Fit Row Height R

N [oibeshon) (A0 ] T3 Column Width..

2

3 |Row Labels [F]Averageof 01 Sum of2 Auto Fit Column Width
4 |5 Asia 298907 2632497 Visibility

5 Burton Wreath 170305 153945

6 Delainey Mont 386315 184778 Hide Rows e % '

7 Ebonee Louch 224551 115851 Hide Columns Organize Sheets

8 Haley Dartan 395150 413390 Hide Sheet

9 Hardy Eyckel 493688 285903 Rename Sheet..
10 Joy Liddyard 144480 340217 Unhice Rows Reorder Sheet...

1 Robert Balnaves 255103 134865 Unhide Columns Duplicate Sheet
12 Rodger Campany 467602 266613
13 Silvano Estable 372755 120213
14 Tucky Habishaw 210086 139985
15 Wanda Ratlee 167342 476637
16 |~ Europe 3189113 3175154
17 Algthea Winyard 114380 380264
18 Christopher Fleis 473495 286897
19 Cody Lutan 218203 277489
20 Drake Becom 341113 134202
21 Erica Busse 169706 281265
22 Galvin Freiberg 222863 255684
23 Hercules Almon 408311 487532
24 Neal Sollars 388254 418938
25 Sylvan Eshmade 415418 375D
26 Tally Leppington 436769 27334 _
27 Grand Total 3084328571 sSe07G: - DT
28 Rename...
29 Reorder...
30 N
3 Duplicate
32 Tab Color  +
w1 7 Hide 3

Sales Chart PivotTable *
HELP IMPROVE OFFICE

The Unhide dialog box will open. Click to select the sheet that you would like to unhide and
then click “OK:”

Unhide X

Select a sheet to unhide

PivotTable ~

O Cancel
s

The sheet will now be visible, and its tab will be displayed in its previous position.
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Reordering Worksheets

The quickest way to reposition a worksheet is to click and drag the worksheet tab:

L4

d -
Sales Chart @ PrvotTable 2025 (+

(Notice the small gray arrow that indicates positioning.) Once your mouse is in position,

release your mouse button to complete the operation:

!

Sheetz Sheet3 Sheetl +)

e

27

Ready

You can also right-click the worksheet tab and click “Move or Copy:”

24
25
Insert...
26
27 @ Delete
= @ Rename
29
30 Move or Copy...
1 fa] View Code
32
33 EE Protect Sheet...
34 Tab Color > .l
= Hide
36
37
38

Select All Sheets

Sheetl Financial D w
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With either command, the “Move or Copy” dialog box will open. Choose the sheet before

which you want to place the selected sheet, and click “OK:”

| Move selected sheets
[ To book: .
[ Activity 7-2.xlsx | |

Before sheet:
. Sheetl

|l Financial Data

|| imove to end)

1 LCreate a copy

The worksheet will now be moved.

Renaming Worksheet Tabs

To rename a worksheet tab, right-click it and click “Rename” (or simply double-click it):

24 Rodger Campany  Asia M=l
25 Ronald Burriss Africa L inser
26 Rosanna Skeermor America Ix Delete
27 | Silvano Estable Asia Rename...
28 Sylvan Eshmade Europe Reorer.
29 Tally Leppington Europe
30 Tucky Habishaw Asia Duplicate
31 'Wanda Ratlee Asia Tab Color ¥
%‘ E Hide
L

Sales Chart 2025 TROTTOOTE

Enter the new name and click off the tab when complete.

The change will be applied:

Sales Chart 2025 Sales by Region PivotTable
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Changing Tab Color

To change the color of a worksheet tab, right-click the tab, click “Tab Color,” and choose the
desired color:

24 'Rodger Campany Asia Manila - +AST AN £2RA A1 4£1R5 388
25 |Ronald Burriss Africa Mairobi =« [Insert Theme Colors 443
26 Rosanna Skeermor America Toronto  5Lx Delete E EEE n 816
27 | Silvano Estable Asia Manila Dename.. - 51
25 | Sylvan Eshmade Europe Lisbon ceorder B 876
29 |Tally Leppington Europe Lisbon EEE 605
30 | Tucky Habishaw Asia Bangkok Duplicate ENEEEEEENE73
31 |Wanda Ratlee Asia Bangkok TebColor * A M EEENENENR RS04
32 .

- Hide Standard Colors

<
Sales Chart 2025 Sales by Region L EEEEE
:l Mo Color

The new color will now be applied:

Sales Chart 2025 5ales by Region PivotTable

To remove the color, choose “No Color” from the Tab Color menu.
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Activity 6-3: Managing Worksheets (Part Two)
In this activity, you will finish setting up your financial data workbook structure.

1. To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 6 of your Excel Essentials Activities folder. Open Activity 6-3:

(Refer back to Activity 1-2 if you need help.)

3. First, let’s ensure all the worksheets are properly named. Double-click the first
worksheet tab (Pivot Table):

Excel Online | John Smith > Lesson 7 Activity 7-3 - Saved
File Home Insert Data Review View Tell me what you want to do Open in Excel

|_ﬁ LA Cut Calibri oA E= = 5 Wrap Text General . ﬁ @ G:El @ @

M e B I UR® LG A STSET Buesacws §$-% 9 @ & ©otos ome e Sese o
Undo Clipboard Fort Alignment Number Tables Cells
c26 - &

A B C D E F G H 1
1 City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 Warner MA Corporate $125,319 $65,792 $59,527 $4,667 §54,860]
3 EastNatchitoches  MA Franchise 5433,924 $101,455 $332,455 55,068 $327,381
4 |yon MA Co-Owned $135,816 $67,388 $68,428 $5,700 $62,728|
5 willow Run MA Corporate 5233,255 583,606 5145,645 55,085 5144,550!
6 Augusta ME Corporate $248,973 $29,246 $219,727 $4,208 $215,519!
7 Conyersville ME Franchise 5128,651 567,175 361,516 54,956 556,560,
8 |Mount Baker ME Corporate $244,913 589,974 $154,938 $5,062 $149,877
9 Farmingtonlake  NH Franchise 5392,518 582,675 $309,843 56,100 $303,743
10 |Martins Corner NH Franchise $331,773 585,288 $246,485 $5,795 $240,680
11 |Pickerel Narrows  NH Co-Owned 5244,575 $100,834 5144,141 55,153, 5138,983
12 willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 §27,724]
13 |Center ] Corporate 5207,163 573,705 $133,458 55,585 $127,852
14 |Spring City N Co-Owned $432,326 $79,297 $353,029 $4,872 $348,157/
15 | Mittenlane NY Co-Owned 5177,789 $103,757 574,032 55,144 568,888
16 | East Waterford NY Franchise $201,945 $83,178 $118,767 $4,734 $114,033
17 |Coltman NY Corporate 5461,214 586,688 $374,526 56,066 $368,450!
18 | scottsville RI Co-Owned $440,462 581,912 $358,550 54,842 $353,708!
19 |Hebron RI Co-Owned 5407,339 388,286 $318,053 54,604 $314,449
20 |Longview RI Co-Owned $376,263 592,698 $283,565 $5,195 $278,370!
21 Emerson Rl Franchise 5145,134 387,513 561,621 35,168 556,453
22 Total $3,753,017
=
24
25
26 I
27
28
29
F]
Sheet1 Financial Data (2) Sheet? Financial Data @

4. The worksheet will be displayed. Type, “Pivot Table”:

Pivot Table Financial Data (2) Sheet4 Financial Data )

bility: Investigate
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5.  The worksheet will be renamed. Now, right-click the Financial Data (2) tab and click

“Rename:”
File Home Insert Data Review  View Tell me what you want to do Open in Excel
S K e . T === Ty— B R BRE s
(@ copy 2
Paste B I U === === Merge & Center ~ . €0 00 Conditional Format  Insert Delete Format
« <3 Format Painter YLoaei == EE Hweo $-% 9 @ Formatting « as Table ~  ~ v T €
Undo Clipboard For Alignment humber Tables Celis
c27 v
A B C D E F G H 1
1 City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 Warner MA Corporate 5135,319 565,792 459,527 54,667 554,360
3  |East Natchitoches MA Franchise 5433924 5101,465 5332,45% 55,068 $327,391
4 lyon MA Co-Owned 5135,316 567,338 458,428 55,700 562,728
5 | willow Run MA Corporate $233,255 583,606 3143,543 55,089 5144560
6 |Augusta ME Corporate 5248973 579,245 $219,727 54,208 5215519
7 |Conyersville ME Franchise $128,691 567,175 561,516 54,956 556,560
3 Mount Baker ME Corporate $244,913 589,974 $154,939 55,062 $149,877
9 |Farmington Lake NH Franchise $392,518 582,675 5309,843 56,100 $303,743
10 |Martins Corner NH Franchise $331,773 585,288 5246,485 $5,7953 $240,680
11 | Pickerel Narrows  NH Co-Owned 5244975 $100,834 5144,141 55,153 $138,988
12 | willaha NH Co-Owned $137,925 $104,528 533,397 55,673 $27,724
13 |Center M) Corporate $207,163 573,705 $133,458 $5,599 $127,859
14 |Spring City NJ Co-Owned 5432,326 579,297 $353,029 54,872 5348157
15 |Mittenlane MY Co-Owned $177,789 $103,757 $74,032 §5,144 568,888
16 |East Waterford NY Franchise $201,945 583,178 $118,767 54,734 $114,033
17 | Coltman MY Corporate $461,214 586,688 $374,526 56,066 $368,460
18 | Scottsville RI Co-Owned $440,462 581,912 $358,550 54,842 $353,708
19 |Hebron RI Co-Owned $407,339 588,288 $319,053 54,604 5314449
20 | Longview RI Co-Owned 5376,263 592,698 $283,565 55,195 $278,370
21 Emerson RI Franchise | B Insert 9,134 587,513 $61,621 55,168 $56,453
22 Total BB Delete $3,753,017
24 Renamg..
25 Reorder...
26 Duplicate
7 L mses
29 Hide
1
Pivot Table Financrar vava ey Sheet2 Financial Data ¥

6.  The Rename Sheet dialog box will open. Delete “(2)” from the text field and type,
“Template.” Click “OK:”

®

‘ Pivot Table Financial Data Template | Sheetd | Financial Data

lity: Investigate

7. The worksheet will now be renamed. Finally, open the Rename Sheet dialog box
for the blank worksheet by double-clicking its tab or using the right-click menu.
When the Rename Sheet dialog opens, enter “Regional Directory” for the name
and click “OK:”

| Pivot Table | Financial Data Template Regional Directnry{| Financial Data
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Now that the sheets are renamed, let’s update the order. Drag the Financial Data
tab to the second position in the list:

File Home Insert Data Review  View Tell me what you want to do Open in Excel
|f' L;g:'w Calbr Jinoe A = 25 wirap Text Currency : .- ﬁ @ égl g ﬁ
T S romatvinier B LU DL O A Memeaceer- | § - % 9 B B | e e s v e
Unda Clipboard Form Alignment Number Tables Cells
H22 v Jfe  =SUBTOTAL(109,[Net Profit])
[ A 8 c D E F G H I
1 City State  Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 |Warner MA Corporate $125,319 $65,792 $59,527 54,667 $54,860
3 |East Natchitoches | MA Franchise 3433,924 $101,465 $332,459 $5,068 $327,391
4 |yon MA Co-Owned 5135,816 567,388 368,428 55,700 $62,728
5 |willow Run MA Corporate $233,255 583,505 5145649 55,085 $144,560
6 |Augusta ME Corporate $248,973 529,245 $219,727 54,208 5215519
7 |Conyersville ME Franchise $128,691 567,175 361,516 54,956 $56,560
3 |Mount Baker ME Corporate $244,913 589,874 $154,939 §5,062 $149,877
9 |Farmington Lake NH Franchise $392,518 582,675 $309,843 56,100 $303,743
10 | Martins Corner NH Franchise $331,773 585,288 5246485 §5,795 5240,690
11 |Pickerel Narrows | NH Co-Owned 3244975 $100,834 5144141 $5,153 $138,988
12 |willaha NH Co-Owned $137,925 $104,528 $33,397 85,673 $27,724
13 |Center ] Corporate $207,163 573,705 5133,458 55,555 51278553
14 |spring City ] Co-Owned $432,326 579,297 $353,029 54,872 $348,157
15 |Mmittenlane NY Co-Owned $177,789 103,757 374,032 55,144 568,858
16 | East Waterford NY Franchise $201,945 583,178 $118,767 54,734 $114,033
17 |coltman NY Corparate $461,214 586,688 $374,526 56,066 $368,460
13 |scottsville RI Co-Owned $440,462 $81,812 $358,550 54,842 $353,708
19 |Hebron RI Co-Owned $407,339 SE8,286 $319,053 54,604 53144438
20 |Longview RI Co-Owned $376,263 §92,698 $283,565 §5,195 $278,370
21 |Emerson RI Franchise 3142,134 587,513 $61,621 $5,168 $56,453
22 |Total | $3,753,017
23
24
25
26
27
28
29

R,
Pivot Table | Financial Data Template | Regional Directary Financial Data &

Let’s update its color, too, since it is the most important sheet in the workbook.
Right-click the worksheet tab, click “Tab Color,” and choose any shade of green or
blue:

& |Mount Baker ME Corporate 5244913 589,974 5154,939 $5,062 5149,877
9  |Farmington Lake NH Franchise 5392,518 582,675 5309,843 56,100 5303,743
10 |Martins Corner NH Franchise 5331773 585,288 5246, 485 55,785 £240,650
11 |Pickerel Narrows ~ NH Co-Owned 5244 875 $100,834 5144141 35,153 3138 088
12 | Willaha NH Co-Owned 5137,825 5104528 533,397 35,673 527724
13 |Center NJ Corporate $207,163 573,705 5133,458 55,599 5127,859]
14 |Spring City NJ Co-Owned 5432,326 579,297 $353,029 54,872 5348,157
15 |Mittenlane NY Co-Owned 5177,789 $103,757 574,032 55,144 568,388
16 |East Waterford NY Franchise $201,945 383,178 3118767 34,734 3114,033
17 |Coltman NY Corparate 5461,214 386,688 5374526 36,066 5368 460
18 |Scottsville RI Co-Owned 5440482 $81,912 $358,550 54,842 $353,708
19 |Hebron RI Co-Owned 5407,339 588,286 5319,053 54,604 5314449
20 |Longview RI Co-Owned 5376,263 592,698 $283,565 55,195 $278,370
21 |Emerson RI Franchise | Insert heiss ~"7,513 551,621 $5,168 $56,453
22 [Total B0 Delete Theme Colors | 3,753,017
23 H EEEENN %

24 Rename... -

25 Reorder... Hn

26 Duplicate EEE

z Tab Color > Camm

28 EEER

2 Hige Standard Colors

Pivot Table Financrar waw . fEEEEE,, Directory *

E Mo Color
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10. The change will be applied:

236

U |Marmns Lorner nr rrancnise PISL IS 282, 285 280,453 33,793 224U,05U
11 |Pickerel Narrows | NH Co-Owned 5244975 5100,834 5144,141 $5,153 $138,988
12 | Willaha NH Co-Owned 5137,925 5104,528 $33,397 $5,673 527,724
13 [Center MJ Corporate $207,163 §73,705 5133,458 $5,592 $127,859
14 |Spring City MJ Co-Owned 5432,326 §79,297 $353,029 54,872 $348,157
15 |Mittenlane NY Co-Owned 5177,789 $103,757 574,032 $5,144 568,888
16 |East Waterford NY Franchise 5201,945 $83,178 $118,767 54,734 5$114,033
17 |Coltman MY Corporate 5451,214 586,688 5374526 56,066 $368,460
18 |Scottsvill RI Co-Owned 5440,462 581,912 $358,550 54,842 353,708
18 |Hebron RI Co-Owned 5407339 $88,286 5319,053 54,604 $314,449
20 |Longview RI Co-Owned 5376,263 592,693 5283565 55,195 $278,370
21 |Emerson RI Franchise 5148134 587,513 561,621 55,168 556,453
22 [Total | 3,753,017
23
24
25
26
27
28
29
4
Pivot Table Financial Data Finangial Data Template Regional Directory *

11. Save As ‘Activity 6-3 complete’ and close Excel to complete this activity.
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TOPIC D: Changing View Options

There are many ways to customize the view of each workbook.

Topic Objectives
In this section, you will learn how to:

e Apply different workbook views
e Show and hide workbook elements

e Freeze and unfreeze panes

Using the Workbook Views Group

There are various workbook views, which can be accessed by clicking the View tab:

File Home Insert Page Layout Formulas Data Review View Help Table Design
I — * —
=HIEEIE rmew | Q [ B | 13 5 885 Do 2| [
Hide [0
Mormal Page Break Page Gridl Headi Zoom 100% Zoomto MNew Arange Freeze Switch Macros
Preview Layout| M Gridiines [ Hea (2= Selection | Window All  Panes~ E [ s} Windows ~ =
Orkbook Views Show Zoom Window Macros
D2 = B || 125319
A D E F G H J
1 City Revenues Operating Expenses  Operating Profit | Depreciation Net Profit
2 |Warner '| $125,319_| 365,792 $59,527 34,667 $54,860
3 |East Natchitoches $433,924 $101,465 $332,459 $5,068 $327,351
4 |Lyon $135,816 $67,388 568,428 $5,700 $62,728

To switch to a different view, click the related icon. The options are:

e Normal View: Full-featured view that provides access to all Excel commands. What

we have been using in the course so far.

e Page Break Preview: A full-screen view designed to make reading a workbook easy.

e Page Layout View: A view to show the printed page breaks and current set print area.
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Page Break View

File

HEER B

Mormal Page Break Page

Home Insert Page Layout

tom

Formulas

Data

Review

Zoom

View

Ruler V] Formula Bar Q Ij% @

Gridlines Headings 100% Zoomto

Help

=

Table Design

*E B spiit

[AHide

MNew Arrange Freeze

[0 View Side by Side

IB] Synchrono

olling

Preview Layout | Selection | Window Al Panes~ [ Unhide sition
Workbook Views Show Zoom Window
D2 -l £ || 125315
Y A I D \ E | F | G | bl
1 City Revenues Operating Expenses  Operating Profit | Depreciation Net Profit
2 [wamer 1 $125,319] $65,792 $59,527] $4,667 $54,860)
3 |East Natchitoches $433,924 $101,465 $332,459! $5,068 $327,391
4 |Lyon $135,816 567,388 $68,4281 45,700 562,728
5 |Willow Run $233,255 $83,606 $149,649| $5,089 $144,560
6 |Augusta $248,973 $29,246 $219,727) $4,208 $215,519
7 |Conyersville $128,691 $67,175 $61,516! $4,956 $56,560)
8 |Mount Baker $244,913 $89,974 $154,9391 45,062 $149,877
9 |Farmington Lake $392,518 $82,675 $309,843| $6,100 $303,743
10 [Martins Corner $3357793 ,288 $246,485) $5,795
11 |Pickerel Narrows $244038 ) M LD ﬁ,s:«m $144,141!
12 |Willaha 5139925 & N N 5204528 $33,3971 45,6
13 |Center $207,163 $73,705 $133,458 $5,599
14 |Spring City $432,326 $79,297 $353,029)] $4,872
15 |Mittenlane $177,789 $103,757 $74,032! $5,144
16 |East Waterford $201,945 $83,178 $118,7671 $4,734
17 |Coltman $461,214 $86,688 $374,526| $6,066
18 |Scottsville $440,462 $81,912 $358,550| $4,842
19 |Hebron $407,339 $88,286 $319,053! $4,604
20 |Longview $376,263 $92,698 $283,5651 $5,195
21 |[Emerson $149,134 $87,513 $61,621] $5,168
22 [Total !

23
24

Page Layout View

238

File Home Formulas

H H g =

Normal Page Break | Page

Insert  Page Layout

Gridlines [/] Headings

Data

[ Ruler [ Formula Bar O\ EI?IE @

Zoom 100% Zoomto

Review  View

Help

E E @ Hlsplit

Table Design

New Amange F

[AHide

[T View Side by Side

[0 Synchrong

alling

Preview Layout Views Selection | Window Al P [JUnhide | [ Reset Window Positio
Waorkbook Views Show Zoom Window
D2 M £ || 125319
4 T[T T |‘ T z‘ T ;‘ T A‘ T sl T 5‘ T 7‘ T x‘ T g‘ T lul T n‘ T u‘ T 13‘ T M‘ T |;‘ T |5| T |7‘ T ll!‘ T 19‘ T
L & Il L | E | |

F Add header
L1 City Revenues Operating Expenses Operating Profit
E = Warner $125,319] 565,792 59,527
L z| East Natchitoches $433,924 101,465 332,459
L a] Lyon $135,816 567,388 568,428
= 5 'willow Run $233,255 $83,606 $149,649
— 6| Augusta $248,973 $29,246 $219,727
I 7| [ il $128,691 867,175 $61,516
= 8 Mount Baker $244,913 $89,974 $154,939
Foe] Lake $392,518 $82,675 309,843
= 10] Martins Corner $331,773 585,288 $246,485
r 1| Pickere| Narrows $244,975 $100,834 $144,141
B 12 Willaha $137,925 $104,528 633,397
r o3 Center $207,163 73,705 $123,458
14 spring City $432,326 $79,297 $353,029
[ 15 i $177,789 $103,757 $74,032
P 18] East Waterford $201,945 $83,178 $118,767
7| Coltman $461,214 $86,688 $374,526
sl i $440,462 481,912 $358,550
[ 19 Hebron $407,339 $88,286 $319,053
2 20| Longview $376,263 $92,698 $283,565
L 21 Emerson $149,134 $87,513 $61,621
Ty Total
L 2]
Eou

=

= =
& | B
Switch | Macros
Windows ~ ~
Macros
G H | |
Depreciation Net Profit

$4,667 $54,360

55,068 327,391

$5,700 $62,728

$5,089 $144,560

$4,208 $215,519

$4,956 56,560

$5,062 $149,877

56,100 303,743,

$5,795 $240,690

85,153 $138,988

$5,673 $27,724

$5,599 $127,859

$4,872 $348,157

$5,144 68,888

4,734 $114,033

56,066 368,460

54,842 $353,708

54,604 $314,449

$5,195 $278,370

$5,168 $96,453

$3,753,017)
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Showing and Hiding Workbook Elements

The next group on the View tab is Show:

File Home Insert Page Layout Formulas Data Review View Help Table Design
N = iR ¥am Hsplit | O View Side by Side = —
] & B E]oe e |Q @R [OB EEe e 2 5
Hide
Mormal Page Break Page Gridl Head Zoom 100% Zoomto MNew Arrange Freeze Switch Macros
Preview Layout 4] Gridlines [ Hea \ngs Selection | Window  All  Panes~ El [ ] Windows ~ o
Workbook Views Show Zoom Window Macros
D2 < £ || 125319
A D E F G H | J
1 City Revenues Operating Expenses  Operating Profit | Depreciation Net Profit
2 |Warner '| $125,319_| 565,792 559,527 54,667 554,860
3 |East Natchitoches $433,924 $101,465 $332,459 55,068 $327,391
4 |Lyon $135,816 467,388 $68,428 $5,700 $62,728

This group allows you to show or hide different workbook elements by toggling the related
icon on or off.

Zoom Features

The next group on the View tab is Zoom:

File Home Insert Page Layout Formulas Data Review View Help Table Design
TR e e Espit I3 View Side by Sid = =
pli iew Side by Side =
H H B 1 wemss | Q [gh B |13 5 8O ° o B
Ide
Normal Page Break Page m & ®; ) Zoom 100% Zoom to New Arrange Freeze Switch Macros
Preview Layout Gridlines Headings Selection | Window Al Panes~ [] {0 i} Windows ~ =
Workbook Views Show Zoom Window Macros
D2 - 5 125319
A D E [ G H 1
1 City Revenues Operating Expenses Operating Profit | Depreciation Net Profit
2 |Warner | 5125,319.| 365,792 859,527 54,667 $54,360
3 |East Natchitoches $433,924 $101,465 $332,459 35,068 $327,391
4 [Lyon $135,816 $67,388 $68,428 $5,700 $62,728

This group allows you to zoom in or out on a worksheet to better view the contents, return
the view to 100% (the size the contents would be if printed) and to zoom into just a

selection of the contents as set out in a range.
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Window Features

240

File Home Insert Page Layout

Formulas Data

Review View

Help Table Design

S 1= T Fom Fspit P View Side by Sid = —
pli iew Side by Side o=
H H B Aremanr | Q [y BY | T 5 82 © & B
ae
Mormal Page Break Page Gridl Headi Zoom 100% Zoomto MNew Arange Freeze Switch Macros
Preview Layout M Gridiines [ Hea (2= Selection J| Window  All  Panes ~ E [ s} Windows ~ v
Workbook Views Show Zoom mdow Macras
D2 = B || 125319
A D E F G H J
1 City Revenues Operating Expenses Operating Profit | Depreciation Net Profit
2 |warner '| $125,319_| 565,792 $59,527 54,667 $54,860
3 |East Natchitoches $433,924 $101,465 5332,4593 $5,068 $327,351
4 |Lyon $135,816 $67,388 568,428 $5,700 $62,728
S U —— PR R

New Window

New Window merely brings you back to the Home screen.
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Arrange All

Arrange all allows you to view multiple Excel Workbooks at the same time on the same

screen — vertically, horizontally, tiled or cascade. This can be useful when working across

multiple excel workbooks.

File Home Insert Page Layout Formulas Data Review View Help
N = @ + % Fmm Hsplit OO View Side by Side =
¥ E
@ @ H:‘ Formula Bar C)\ |j E@ —— - g’j
MNormal Page EBreak Page Gridli Headi Zoom 100% Zoomto MNew Arrange Freeze Switch Macros
Preview Layout DL El s Selection | Window Al Panes~ [ k] Windows ~ -
Workbook Views Show Zoom Window Macros
E27 - e
A B C D E [ G H
1 City State Office Type Revenues Operating Expenses Operating Profit  Depreciation Net Profit
2 |Warner MA Corporate $125,319 565,792 $59,527 34,667 554,860
3 |East Matchitoches MA Franchise $433,924 5101,465 $332,459 45,068 $327,391
4 |Lyon MA Co-Owned $135,816 S67,388 $68,428 35,700 $62,728
5 |Willow Run MA Corporate $233,255 583,606 §149,649 45,089 §144,560
6 |Augusta ME Corporate $248,973 $29,246 $219,727 54,208 §215,519
7 |Conyersville ME Franchise $128,691 567,175 561,516 34,956 856,560
8 |Mount Baker ME Corporate $244,913 589,974 $154,939 35,062 $149,877
9 |Farmington Lake NH Franchise $392,518 382,675 $309,843 36,100 $303,743
10 |Martins Corner NH Franchise $331,773 $85,288 $246,485 55,795 $240,690
11 |Pickerel Narrows NH Co-Owned $244,975 5100,834 $144,141 55,153 $138,988
12 |Willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 $27,724
] Financial Data Template | Regional Directory | ®
GQACCESSIDIHW: Goodto go
0O Search
File Home Insert Page Layout Formulas Data Review View Help
— + *;  spli B0 Vi - F = —
plit View Side by Side ?‘
V] aj:! =
@ @ H:‘ Formula Bar C)\ O\ Ij % E@ 71 Hide 1O (9'?' =0y
MNormal Page EBreak Page Gridli Headi Zoom 100% Zoomto MNew Arrange Freeze Switch Macros
Preview Layout I Gridiines [ Hea ngs Selection Window Al  Panes~ E [ K} Windows ~ =
Workbook Views Show Zoom Window Macros
M e
A D H B G H J
1 City Revenues Operating Expenses  Operating Profit | Depreciation Net Profit
2 |Warner B $125,319 $65,792 859,527 34,667 454,860
3 |East Matchitoches $433,924 $101,465 5332,4593 45,068 $327,391
4 |Lyon 5135,816 $67,388 568,428 55,700 $62,728
5 |Willow Run $233,255 583,606 5149,6493 55,089 $144,560
& |Augusta $248,973 $29,246 $219,727, $4,208 $215,519
7 |Conyersville $128,691 467,175 561,5153 $4,956 456,560
8 |Mount Baker $244,913 489,974 $154,939 $5,062 $149,877
9 |Farmington Lake $392,518 482,675 5309,3433 $6,100 $303,743
10 |Martins Corner 5331,773 $85,288 $246,485 55,795 $240,690
11 |Pickerel Narrows 5244,975 $100,834 $144,1413 55,153 $138,988
12 (Willaha 5137,925 $104,528 533,397, 55,673 527,724
| Sheet1 | Financial Data Financial Scorecard | ®
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The Freeze Panes Options

It is sometimes convenient to be able to keep an eye on one part of a spreadsheet while
simultaneously viewing other parts of the same spreadsheet. You can do this using the

Freeze feature.

To use Freeze, open a workbook window and click “View = Freeze Panes:”

File Home Insert Page Layout Formulas Data Review View Help Table Design
@ @ IE Formula Bar Q a:(i +Ij % ié‘% gzp!t EVIE\N e by Sids (% E
ide -
MO P frsk Fooe, G’ | DlGrines Bl esdvgs | 00T W% Zoom || e A e e | iy womn | Mecs
Workbook Views Show Zoom *# Freeze Panes B Macros
E@ Keep rows and columns visible while the rest of
D2 = I 125319 the worksheet scrolls (based on current selection).
Freeze Top Row
A 2 E F # Keep th&t:p_rcw‘.-i:ible while scrolling through !

1 City Revenues Operating Expenses Operating Profit  Depre the rest of the worksheet.
2 |warner 1 3125,3191 $65,792 $59,527 % Freeze First Column
3 |East Matchitoches $433,924 $101,465 $332,459 E@ Keep the first column visible while scrolling
4 |Lyon $135,316 $67,388 $68,428 1 through the rest of thelwcrkzhr:r:t
5 |willow Run $233,255 583,606 $149,649 55,089 $144,560
6 |Augusta $248,973 $29,246 $219,727 $4,208 $215,519
7 |Conyersville $128,691 567,175 561,516 54,956 556,560/
2 |Mount Baker $244,913 $89,974 $154,939 $5,062 $149,877
9 |Farmington Lake 5392,518 582,675 $309,843 56,100 $303,743
10 |Martins Corner $331,773 $85,288 $246,485 $5,795 $240,690
11 |Pickerel Narrows 5244 975 $100,334 5144141 35,153 $138,988
12 |Willaha $137,925 $104,528 $33,397 $5,673 $27,724
13 |Center 5207,163 573,705 5133,458 35,599 $127,859
14 |Spring City $432,326 $79,297 $353,029 $4,872 $348,157
15 |Mittenlane 5177,789 $103,757 $74,032 85,144 568,888
16 |East Waterford $201,945 $83,178 $118,767 54,734 $114,033
17 |Coltman 5461,214 586,688 5374,526 56,066 $368,460
18 |Scottsville $440,462 $81,912 $358,550 54,842 $353,708
19 |Hebron $407,339 $88,286 $319,053 $4,604 $314,449
20 |Longview $376,263 $92,698 $283,565 $5,195 $278,370
21 |Emerson 5149,134 $87,513 $61,621 $5,168 $56,453
22 [Total $3,753,017,

The following options will be displayed:

Freeze Panes If you select cells before clicking this option, everything to the
left of and above the selection will remain frozen.

Freeze Top Row This will freeze the top row. Use this option to keep column
headings visible while scrolling vertically through the data.

Freeze First Column | This will freeze the first column. Use this option to keep row
headings visible while scrolling horizontally through the data.
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Split Function

The split function works the same way as “View - Freeze Panes - Freeze Panes”, it just

provides a one click option instead of two clicks.
Hide Function

The hide function hides the entire workbook from view, it does not close it down, but just

takes if off the view area. It can be unhidden using the Unhide button.
View Side by Side

This function allows you to view multiple workbooks at the same time on the same screen,
it will split the screen to show two or more workbooks that are open. Once this function is
enabled, it can have synchronous scrolling enabled which can be useful, or you can Reset

the Window Position.
Switch Windows

Allows you to move between open Workbooks easily. Please note that clicking on the
Taskbar at the bottom of the screen also allows you to move between open Workbooks.

29
30
3
32
33
34
35
36
37
38

X" Activity 7-1 - Excel X" Activity 7-4 - Excel

1 _ Financial Data Template Region

b, Accessibility: Good to go

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



Microsoft Office Excel 365: Essentials 244

Activity 6-4: Changing View Options
In this activity, we will explore the view options in Excel 365 Online.

1.  To begin, open Excel. (Refer back to Activity 1-1 if you need help.)

2. Navigate to Lesson 6 of your Excel Essentials Activities folder. Open Activity 6-4:

(Refer back to Activity 1-2 if you need help.)

3. Ensureyou are on the Financial Data worksheet and click the View tab:

File Home Insert Data Review hat you want to do Open in Excel
e LA Cut Calibri di e =B 25 Wrap Text Currency v ﬁ @ e:El g @ 3 AuteS
Faste %::jﬂa_"‘?r I UDa&l-0-A ===+ Merge &Center v $ « % 9 G0 48 Fiowz:?;, a?&?v szt Defete Fomat O aar
Undo Clipboard Fort Alignment Number Celis
H22 « £ =SUBTOTAL{109,[Net Profit])
[ A B c D E F G H

1 City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit

2 |Warner MA Corporate 5125,319 565,792 558,527 54,667 554 860
3 |EastNatchitoches MA Franchise 5433,924 5101,465 $332,459 55,068 5327391
4 |Lyon MA Co-Owned 5135,816 567,388 568,428 55,700 562,728
5 |Willow Run MA Corporate $233,255 383,606 5143,643 55,088 5144,560
6 |Augusta ME Corporate 5248973 528,246 $219,727 54,208 5215,519
7 |Conyersville ME Franchise 5128,651 567,175 361,516 54,9356 556,560
8 |Mount Baker ME Corporate 5244913 589,974 5154939 55,062 5149877
9 |Farmington Lake NH Franchise 5392,518 582,675 £309,843 56,100 $303,743
10 Martins Corner NH Franchise 5331,773 585,288 5246,485 §5,795 $240,690
11 |Pickerel Narrows | NH Co-Owned 5244975 $100,834 5144141 55,153 $138,988
12 \willaha NH Co-Owned 5137,925 5104528 533,397 55,673 527,724
13 |Center NJ Corporate $207,163 573,705 5133458 $5,599 $127,859
4 Spring City NJ Co-Owned $432,326 579,297 $353,029 54,872 5348157
153 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 $68,888
16 |East Waterford NY Franchise $201,945 383,178 $118,767 54,734 5114,033
17 |Coltman NY Corporate $481,214 $86,688 5374,526 56,066 $368,460
18 |Scottsville RI Co-Owned $440,462 $81,912 $358,550 54,842 $353,708
19 |Hebron RI Co-Owned $407,339 588,286 $319,053 54,604 5314442
20 |Longview RI Co-Owned $378,263 $92,698 $283,565 55,195 $278,370
21 |Emerson RI Franchise $149,134 $87,513 $61,621 $5,168 $56,453
22 [Total $3,753,017|
23

24

25

26

27

28

29

4
PivotTable Financial Data Financial Data Template Regional Directory &
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4.  Since our Financial Data worksheet is complete, let’s turn off the gridlines by
unchecking that box:

File Home Insert Page Layout Formulas Data Review V\;!w Help
@ @ IE Formula Bar O\ B_:CE‘)\ _E E #E‘@ ;;F"!i EV'EW Side by Side (% F‘
Normal Page Break Page ) Gridlines 7] Headings Zoom 100% Zoom to New Amange Freeze Switch Macros
Preview Layout Selection Window Al Panes~ E (i) Windows v -
Waorkbook Views Show Zoom Window Macros
H23 - f
A B C D E F G H
1 City State Office Type Revenues Operating Expenses Operating Profit  Depreciation Net Profit
2 |Warner MA Corporate $125,319 865,792 $59,527 54,667 554,860
3 |East Natchitoches MA Franchise $433,924 $101,465 $332,459 55,068 $327,391
4 Lyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 $62,728
5 |Willow Run MA Corporate $233,255 483,606 $149,649 55,089 $144,560
6 |Augusta ME Corporate 5248,973 $29,246 $219,727 54,208 $215,519
7 Conyersville ME Franchise $128,691 367,175 561,516 54,956 556,560
2 Mount Baker ME Corporate $244 913 589,974 $154,939 $5,062 $149,877
9 Farmington Lake NH Franchise $392,518 482,675 $309,843 56,100 $303,743
10 |Martins Corner NH Franchise $331,773 485,288 $246,485 55,795 $240,690
11 pickerel Narrows NH Co-Owned $244,975 5100,834 $144,141 55,153 5138,988
12 |willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 $27,724
13 |Center NJ Corporate $207,163 §73,705 $133,458 55,599 $127,859
14 |Spring City NJ Co-Owned $432,326 §79,297 $353,029 4,872 $348,157
15 |Mittenlane NY Co-Owned 5177,739 5103,757 $74,032 55,144 568,388
16 |East Waterford NY Franchise $201,945 $83,178 $118,767 54,734 $114,033
17 |Coltman NY Corporate 461,214 $86,688 8374,526 56,066 $368,460
18 |Scottsville RI Co-Owned $440,462 481,912 $358,550 44,842 $353,708
19 |Hebron RI Co-Owned 5407,339 $88,236 $319,053 54,604 $314,449
20 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 $278,370
21 |Emerson RI Franchise $149,134 487,513 361,621 55,168 $56,453
22 Total $3,753,017

5. Review the changes. Now, switch to the Financial Data Template sheet:

File Home Insert Data Review  View Tell me what you want to do Open in Excel
*,
@ |Z Headings

Editing Reading  Freeze [ Gridiines
View | View Panes ~

Document Views | Window
H23 v K
A B C D E F G H
1 City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 Wamner MA Corporate $125,319 565,792 $59,527 54,667 $54,860
3 EastNatchitoches MA Franchise $433,924 $101,465 $332,459 55,088 $327,391
4 lyon MA Co-Owned 5135,816 567,388 568,428 55,700 562,728
5 |\Willow Run WA Corporate 5233,255 583,606 5143,649 55,088 5144,560!
6 Augusta ME Corporate $248,873 529,246 5219,727 54,208 5215519/
7 Conyersville ME Franchise $128,591 567,175 $61,516 54,956 56,560
8 Mount Baker ME Corporate 5244913 589,974 5154,939 55,062 5149,877
9 |Farmington Lake NH Franchise 5392518 $82,675 5309,843 56,100 $303,743
10 MartinsCorner  NH Franchise $331,773 585,288 5$246,485 55,795 $240,690!
11 Pickerel Narrows  NH Co-Owned $244,575 $100,834 $144,141 55,153 5138988
12 Willaha NH Co-Owned 5137,925 104,528 533,357 55,673 527,724
13 Center N Corporate 5207,163 573,705 5133,458 55,592 5127,859
4 spring City NI Co-Owned 5432,326 579,297 $353,029 54,872 $348,157
15 Mittenlane NY Co-Owned $177,789 $103,757 $74,032 55,184 568,888
16 East Waterford NY Franchise $201,945 583,178 $118,767 54,734 $114,033
17 Coltman NY Corporate 5461,214 586,688 $374,526 56,066 5368,460)
18 scottsville RI Co-Owned 5440,462 581,912 5358,550 54,842 $353,708!
19 Hebron RI Co-Owned 5407339 588,286 $315,053 54,604 $314,249
20 |Longview RI Co-Owned $376,263 592,698 $283,565 55,195 $278,370)
21 Emerson Rl Franchise 514,134 587,513 561,621 55,168 556,453
22 Total $3,753,017
23
24
25
26
27
28
29

PivotTable Financial Data Financial Data Template Regional Directory *
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6.  Notice that the gridlines are still visible here. However, we want to freeze the
header row on this sheet as more data may be added to future reports. Click
“Freeze Panes - Freeze Top Row:”

File Home Insert Data Review View Tell me what you want to do Open in Excel

I:bf EE ﬁﬁ E Headings

Editing Reading | Freeze E Gridines
Miew | View Panes ~

C25
ATEH  Freeze First Colum™, ppr——. D £ . 1 F G H |
1 City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 Warner MA Corporate 5125312 565,792 $59,527 54667 554 860
3 | East Natchitoches |MA Franchise 5433924 5101,465 5332, 459 55,068 $327,391
4 lyon MA Co-Owned $135,816 567,388 568,428 55,700 562,728
5 |willow Run MA Corporate 5$233,255 583,606 5149649 55,089 5144 560
6 | Augusta ME Corporate 5248973 529,246 $219,727 54,208 $215519
7 | Conyersville ME Franchise 5128,691 567,175 $61,516' 54,956 556,560
8 Mount Baker ME Corporate 5244913 589,974 5154939 55,062 $149 877
9 |Farmington Lake NH Franchise 5392,518 582,675 5309,843 56,100 $303,743
10 |Martins Corner NH Franchise $331,773 585,288 5246,485 $5,795 $240,690
11 |Pickerel Narrows | NH Co-Owned 5244975 5100,834 5144141 $5,153 $138,988
12 |willaha NH Co-Owned $137,925 5104528 533,397 55,673 527,724
13 |Center M Corporate 5207,163 573,705 5133458 55,599 $127,859
14 |Spring City NI Co-Owned $432,326 579,297 $353,022 54872 5348157
15 |Mmittenlane NY Co-Owned 5177,789 5103,757 $74,032 55,144 568,888
16 |East Waterford NY Franchise $201,945 583,178 $118,767 54734 $114,033
17 | Coltman NY Corporate 5461,214 586,688 5374526 56,066 $368,460
13 scottsville RI Co-Owned 5440462 $81,912 $358,550 54,542 $353 708
19 |Hebron RI Co-Owned 5407,339 588,285 5319,053 54,604 5314443
20 Longview RI Co-Owned $376,263 592,608 5283365 55,195 $278,370
21 |Emerson RI Franchise 5145,134 587,513 561,621 55,168 556,453
22 Total $3,753,017

z L1

PivotTable _ Financial Data Template Regional Directory *

7. Scroll down in the workbook. Notice that the first row remains in place.
8.  Save As ‘Activity 6-4 complete’ and close Excel to complete this activity.

Please note that Macros are not covered in the Excel Essentials Course, these are covered in

Excel Advanced.

Summary

In this lesson, we learned about finalizing workbooks. You should now be able to use

comments, manage worksheets, and change view options.
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Course Summary

Congratulations on completing Microsoft Excel Essentials training. During this course, you

learned how to:

e Get started with Excel and describe its basic components
e Manage workbooks

e Get help in Excel

e Use formulas and functions

e Work with data, rows, and columns
e Sort and filter data

e Format text and cells

e Align cell contents

e Use Find & Select tools

e Insert pictures and shapes

e Format shapes

e Create and modify tables and charts
e Use comments

e Manage worksheets

e Change view options

You should now feel comfortable creating a new spreadsheet, working with basic formulas

and functions, and making a spreadsheet look professional and presentable.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Editing Commands

Cut Ctrl + X
Copy Ctrl+C
Paste Ctrl+V
Undo Ctrl+2
Redo Ctrl+Y
Start a new line in the same cell Alt + Enter
Print worksheet Ctrl +P

Select Commands

Select a range of cells

Shift + Arrow keys

Select a column

Ctrl + Spacebar

Select a row Shift + Spacebar
Open the Find dialog Ctrl+ F
Open the Replace dialog box Ctrl + H
Open the Go To dialog box Ctrl+ G
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Apply bold Ctrl+B
Apply italics Ctrl + |

S

=

1]

E Applying underlining Ctrl+ U

S

=T]

= Increase font size Ctrl + Shift +>

®

£

2 Decrease font size Ctrl + Shift + <
Clear formatting Ctrl+D
Move up one cell Up Arrow

Shift + Enter
Move down one cell Down Arrow
Enter

Move right one cell Right Arrow

(%)

2 Tab

@

S

£

S Move left one cell Left Arrow

_5 Shift + Tab

®

[oT]

2

2 Go to the beginning of the row Home
Gotocell Al Ctrl + Home
Go to the last cell of used range Ctrl + End
Move down one screen (28 rows) Page Down
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Move up one screen (28 rows)

Page Up

Move to the edge of the current data

region

Ctrl + Right Arrow or Ctrl + Left Arrow

Switch to next sheet

Alt + Ctrl + Page Down

Switch to previous sheet

Alt + Ctrl + Page Up

Insert new worksheet Shift + F11

8 Insert hyperlink Ctrl + K

c

©

£

g Follow hyperlink Ctrl + Enter

o

o

(]

2 Insert table Ctrl +L
Open/close Comments pane Shift + F2
Calculate workbook (refresh data) F9

©

©

o

o Insert AutoSum function Alt + Equals (=)

©

=

L

S Open Insert Function dialog box Shift + F3
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Glossary

absolute reference

A type of reference that will not change
even if it is moved or copied to another
location.

arguments

Data used by functions to complete
calculations.

AutoFill

A feature that is used to automatically fill
sequential data into a range of cells.

cell

The intersection of a row and column on a
worksheet.

charts

Visual representation of numeric data.

conditional formatting

Formatting that will highlight cells whose
data satisfies certain criteria.

filtering

Customizing the data view based upon set
criteria.

fill

Formatting that adds background color to
cell(s).

fill handle

The small black box that appears in the

bottom right-hand corner of a selected

cell or cell range. Used to activate the
AutoFill feature.

Flash Fill

Feature that will automatically extract or
combine data based on a pattern.

font

A set of type face.

Format Painter

A tool that is used to copy formatting
from one selection of text to another.
formula

A mathematical relationship expressed
through symbols.

formula bar

A part of the Excel interface that displays
the cell name, contents, and/or formulas
in a selected cell.

function

Pre-made operations that are used to
perform calculations.

mixed references

Cell references that include both relative
and absolute references.

PivotTable

A data analysis tool that dynamically
allows you to pivot columns and rows of

raw data without altering it.
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relative reference Tell Me

A cell reference that will change relative Natural language help feature accessed
to its positioning in a worksheet. directly on the ribbon interface.
spreadsheet workbook

Either a paper or electronic file that is An Excel file that stores multiple

used to store and work with data (mostly worksheets.

numbers) in a tabular fashion.
worksheet

table An electronic spreadsheet.

A dataset that is comprised of rows and
columns but is treated as one object

(unlike regular data ranges).
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Images
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M
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N

Number Formats
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P
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INSEITING FrOM FIlE ..ttt ettt e b e et esa b e e bt e sa bt e bt e sa b e e beeeaseesbbesabeesaseenbeesaneebeesareenne 160
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GIOUPS wvvvteeeeeeseuirteeeeeesasutrteeeesasassaseeeeesasssesseeeesssasssseeesssassssssaesesssassssseesssesssssseesesssssssssssesssessssssseseessnsssssseessssnsssseeeeesssssseseeeesns 15

TADS ettt bbb h e bt b h e bbb e e bR b e e b e e b e bt e h b bt e b e be et sb e et heean e 15
ROW/COIUMN REFEIENCING ... viiiiieiiei ettt ettt et e et e et e et e et e e te e e saee e baeesaee e baeeeseeeataeeasseesesessaeetesensseeteeessseensreas 24

ADSOIULE FEFEIENCES ...ttt sttt b e st b st b e s he e b e ae e b s bt e bt e bs e b e sab e bt ebs e besbae bt enn et 53

IMIXEO FEIEIENCES ...ttt sb et b e et s b et b e et e s bt et e s b e e b e sb e et e s beeabesb e e b e sbe e b e sbeennes 53

REIGEIVE MBI EIENCES ...ttt b et b e et b et b e et e s bt et e bt e b e s bt e b e b e e b e sb e et e s b e enesbeenes 53
Rows

(D L] =1 4] oV~ PRSP OUSPTOPPPPINE 98

[ Lo 110~ ST P PO PPTUPPPRNS 102

RBSIZING ettt ettt ettt ettt et e e s ettt e e e e e s a bttt e e e e e bttt eee e e e e ahbeeeeeeee e nhbeeeeeeaa s Rraeeeeeee e nnnaeeeeeeeanrrnaeeeeeeeannreaeaeeaan 100

(8101 0 1T [T Y- SO PRV PRRPRUPPUPIOOE 103
S
Shapes

Drawing TOOIS — FOPMAt £aD ....eeiiiiiiiiiiieeeece ettt et sa e bt e sae e e bt e sat e e be e s st e sbeesabeesaseenneesaneessnesareennne 168
Sorting

ON MUILIPIE FOWS/COIUMNS ...ttt ettt et e e et e e te e e tbeeeteeeabeeeaeeesbeeesseerbaesabeeseessseeessesnseeaseeenteesaseeseeenseenseeans 108
w

Window Commands

FrBOZINE ...ttt ettt ettt ettt e e a bt e e bt e e e e a bt e e e a bt e e e b bt e e e a b e e e e a bt e e e he e e e e b e e e e ahb e e e ehbe et e bee e e nbe e e e bbeeeeneeeeanteeeens 242
Workbooks
W@ @IEP ..ttt ettt et b e h e s bt e at e bt e h b e s b e e ae e bt e h e e b e e R e e bt e R e e b e e a e e bt eh e bt e R e e E e e b e e bt e Rt e bt e bt e bt eneenbeente bt eane e 23
Worksheets
(O F T =1 Y- = o oo o] PRSPPI 232
DIBTING ...ttt ettt ettt st s e ettt e bt et s bt e st eea et b e e e a bt e ket e bt e eh et e b e e eh st e be e ea R e e bt e e bt e nbee s beeehreebeeeaneenhreebeennee 219
[ 1o o= O PP P PO TSI PPROPRPPPUPIORE 228
[ =T [ o F= SO PP P PP PPPROPRPPPPPON 217
1Y T 1Yo T SO PP T OPPPTOPPRN 230
Navigating through With KEYDOArd ...........eiiiiiiiiiee e e e et e e st b e e s be e e e bbee e sabbeessabaeesnsteeennnnes 25
1 aF: [ 411 T= SO PP P PP ROPPPPPPPON 231
(870151 Te 113V~ 20U SPUPPPRN 229
RV AT = PRSP RUPPPPPPPRRPPPIRt 23
W@ @IEP ..ottt b e bbb b b e bR b e R bR bbb E e h e bR e b e s b e s e b e ae b e b e e 23

© 2005-2019 Velsoft Training Materials, Inc. All rights reserved. Used with permission by The Proven Group.



