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Learning Objectives
The Ribbon, Customizing the Ribbon
The Quick Access Toolbar, Tell Me and Smart Lookup
The Smart Lookup Tool, The File Tab
Columns and Rows, Enteringxt
Long Words and Numbers, Completing a Series
Selecting Multiple Cells, Moving Text and Numbers
Copying Data
Insert a Row or Column, Delete a Row or Column
Changing Column Width and Row Height, Formatting Numbers
Formatting Text and Number€hanging the Font, Borders

GraphicsClip Art, Images from a FilePrinting, Saving

Intro to Excel spreadsheets

What is a spreadsheet?

A spreadsheet is the computerized equivalent of a general ledger. It has taken the place of the pe
paper, and calculatr. Spreadsheet programs were first developed for accountants but have now bee
adopted by anyone wanting to prepare a budget, forecast sales data, create profit and loss stateme

compare financial alternatives and any other mathematical applicatiogginag calculations

The electronic spreadsheet is laid out similar to the paper ledger sheet in that it is divided into colu
and rows. Any task that can be done on paper can be performed on an electronic spreadsheet faster

more accurately.
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The prdolem with manual sheets is that if any error is found within the data, all answers must be erasgld
and recalculated manually. With the computerized spreadsheet, formulas can be written that alf

automatically updated whenever the data are changed.
What can aspreadsheet do?

In contrast to a word processor, which manipulates text, a spreadsheet manipulates numerical data ghd
text. Using a spreadsheet, one can create budgets, analyze data, produce financial plans, and perflprm

various other simple and complex merical applications.

By having formulas that automatically recalculate, either built by you, the user, or theilbuiath
Fdzy QlA2yasz &2dz Oly LXlFe gA0K (KS ydzYodNK:sG2 yIH$ e

you can see what affechanging a data value or calculation can have on your monitoring program.

Spreadsheets can also be used for graphing data points, reporting data analyses, and organizing(fand

storing data.
Starting Excel

You are encouraged to start using MS Excel as yad tlerough the following materials to familiarize

yourself with the topics and procedures.
Click the Start button on the Windows taskbar.
The Start menu opens

Point to Programs

The Programs menu opens

Click Microsoft Excel
Excel opens aaw workbook

Note: an icon for MS Excel may be located either on the desktop or on the Office toolbar.
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The Excel Screen

The screen in Excel looks different than those used in other types of applications.

NAME Box

FORMULA BAR

SHEETS NAVIGATOR SHEETS TAB 100M ASSEMBLY

VIEWING BUTTONS

Columns

The large window, labeled "Microsoft EXtcenay take up the entire screen. This is referred to as the
Application Window. The top line is called the Title Bar and has three buttons (Minimize, Restore, ghd
Close) to the right. These buttons are used to size the window and close it. This tieskamdard in

all Windows programs.

The second line is called the Menu Bar. Notice that one character of each selection is highlightedjor

underlined. This menu bar is also standard in all Windows programs.

The next two lines contain buttons with text amages and are referred to as the Standard and
Formatting Toolbars. If you have a mouse, these toolbars allow you to enhance your worksheet withqjut
accessing the menu. Keep in mind that these may not be in the exact same place as on the illustrafjon

above.All toolbars can be customized to display any buttons you desire.
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The next line is the Formula Bar and displays the current cell address (see below) and contents. Asjyou

move from cell to cell, Excel will keep track of the current cell address for yodofimeila Bar can also

be used to edit the text (contents) or formulas contained in the cell.
Columns and Cells and Row

The horizontal bar across the top of the worksheet area is filled with letters, beginning with A. Each letjer
represents a column whilehe vertical bar on the left side of the worksheet filled with numbers refers

to rows.

The intersection between a column and a row is referred to as a cell. A cell is similar to a box that caiff be
used to store pieces of information. Each piece of inforrrattould be a word or group of words, a

number or a mathematical formula.

Each cell has its own address. This address is used in formulas for referencing different parts of [ghe
worksheet. The address of a cell is defined by the letter of the column in vthighocated and the
number of the row. For example, the address of a cell in column B, row 5 would be referred to as [§5.

The column is always listed first followed by the row without any spaces between the two.

The outlined cell (the one with the darlotlers) within the worksheet is referred to as the active cell.
Each cell may contain text, numbers, or dates. You can enter up to 32,000 characters in each [fell

(Equivalent to a 44 page report!).

These cell addresses are useful when entering formulaseddsof typing actual values in your
equations, you simply type the cell address where the value is stored. Then, if you need to go back [gnd
change one of the values the spreadsheet automatically updates the result of the formula based on {pe

new data.

Forexample, instead of typing 67*5.4 you could enter C5*D5. The number 67 is stored in cell C5 and jhe
number 5.4 is stored in cell D5. If these numbers change next month or next year, the formula remajhs
correct because it references the cellsot the acual values. With the second formula, you can change

the numbers stored in cells C5 and D5 as often as required and see the result recalculated immediafgly.

The next section of the screen lists the columns and rows within the current worksheet. As mentiongd

columns are lettered and rows are numbered. The first 26 columns are lettered A through Z. Excel thfen
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begins lettering the 27th column with AA and so on. In a single Excel worksheet there are 256 colurfns
(lettered AIV) and 65,536 rows (numberedsb,539, totaling 16,777,216 individual cells.

Sheets and Workbooks

Towards the bottom of the worksheet is a set of small Tabs that identify each sheet in the workbofpk
(file). If there are multiple sheets, you can use the tabs to easily identify what datarésl sin each
sheet. For example, the top sheet could be "Expenses" and the second sheet could be called "Incorjpe".

When you begin a new workbook, the tabs default to being labeled Sheetl, Sheet2, etc.

At the bottom of the screen is another bar called thet&aBar. This bar is used to display various

information about the system and current workbook.

The left hand corner of this line lists the Mode Indicator, which tells you what mode you are currentl

working in.

The Zoom button (located on the toolbatrthe top of the screen) allows you to change the size of the
viewing area. This does not affect the actual printing of the file. Click on the down arrow located to tife
right side of the current zoom factor. Scroll through the available zoom choices. Ygheselect zoom

factor, Excel will zoom in or out of the worksheet aress specified in the Zoom. You can also accesq
the View £ Zoom menu. In addition, you can hide everything except the worksheet and the menu (whjch

will increase your working arely accessing the View A Full Screen menu.
The Ribbon

The Ribbon is designed to help you quickly find the commands that you need to complete a tajgk.
Commands are organized in logical groups, which are collected together under Tabs. Each Tab relats to
a type of activity, such as formatting or laying out a page. To reduce clutter, some Tabs are shown gply

when needed. For example, the Picture Tools tab is shown only when a picture is selected.

File Menu

Here you will find the basic commands such as open,, savd, etc.
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Quick Access Toolbar

The place to keep the items that you not only need to access quickly, but want to be immediatejy
available regardless of which of the Ribbon's tabs you're working on. If you put so many items on {he

Quick Access Toolbdrat it becomes too big to fit on the title bar, you can move it onto its own line.

Tell Me

This is a text field where you can enter words and phrases about what you want to do next and quickly
get to features you want to use or actions you want to perfoMou can also use Tell Me to find help

about what you're looking for, or to use Smart Lookup to research or define the term you entered.
Formula Bar

A place where you can enter or view formulas or text.

Expand Formula Bar Button

This button allows you toxpand the formula bar. This is helpful when you have either a long formulg

or large piece of text in a cell.
Worksheet Navigation Tabs
By default, every workbook starts with 1 sheet.

Insert Worksheet Button

Click the Insert New Worksheet button to insertreew worksheet in your workbook.

Horizontal/Vertical Scroll

Allows you to scroll vertically/horizontally in the worksheet.

Normal View

CKA& A& O0KS Gy2NXYIt @GASgéeé F2NI g2NJAy3T 2y | INE

Page Layout View
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View the document as it will appear othe printed page.

Page Break Preview

View a preview of where pages will break when the document is printed.

Zoom Level

Allows you to quickly zoom in or zoom out of the worksheet.

Navigating in the Excel Environment

Below is a table that will assist you witnavigating/moving around in the Excel environment.

Key Description

ARROW KEYS Move one cell up, down, left, or right in a worksheet.
SHIFT+ARROW KEY extends the selection of cells by one cell.
BACKSPACE Deletes onecharacter to the left in the Formula Bar.
Also clears the content of the active cell.
In cell editing mode, it deletes the character to the left of the
insertion point.
DELETE Removes the cell contents (data and formulas) from selected
cells without afecting cell formats or comments.
In cell editing mode, it deletes the character to the right of the
insertion point.
Moves to the cell in the lowertright corner of the window when

SCROLL LOCK is turned on.
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Also selects the lascommand on the menu when a menu or
submenu is visible.

CTRL+END moves to the last cell on a worksheet, in the lowest
used row of the rightmost used column. If the cursor is in the
formula bar, CTRL+END moves the cursor to the end of the text.

CTRL+SHIFT+END extends the selection of cells to the last used

cell on the worksheet (lowerright corner). If the cursor is in the
formula bar, CTRL+SHIFT+END selects all text in the formula bar
Completes a cell entry from the cell or the Formula Bar, and
selects the cell below (by default).

Cancels an entry in the cell or Formula Bar. Closes an open

menu or submenu, dialog box, or message window.

Moves to the beginning of a row in a worksheet.

CTRL+HOME moves to the beginning of a worksheet.

PAGE DOWN Moves one screen down in a worksheet.

PAGE UP Moves one screen up in a worksheet.

SPACEBAR In a dialog box, performs the action for the seled button, or
selects or clears a check box.
CTRL+SPACEBAR selects an entire column in a worksheet.

SHIFT+SPACEBAR selects an entire row in a worksheet.
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CTRL+SHIFT+SPACEBAR selects the entire worksheet.
TAB Moves one cell to theight in a worksheet.
Highlighting/Selecting Areas Using the Mouse
Select cells:
a2z@Sa + OSttqa O
Activate the Autofill feature:
To Select a Column: Click on the column letter

To Select a Row: Click on the row number

To Select the Entire Worksheetlick above row 1 and to the left of column A or hit CTRL A on th
keyboard

Entering Text

lye AGSYa GKFdG FNB y20 G2 0S dzaSR Ay OFf Odz

includes numerical information, such as phone numbers andaies. Labels usually include the title,

column and row headings.
To Enter Text/Labels:

1) Click in a cell

2) Type text

3) Press Enter

NOTE: By default, pressing the Enter key will move you to the cell below the active cell.
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columns. It is important to understand this concept when trying to apply formatting to a cell. Using thE
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Autofills

Frequently, it is necessary to enter lists of information. For example, column headings are often the
months of the year or the days of the week. To simplify entering repetitive or sequential lists f
information, Excel has a tool called Autofill. Tlasltallows preprogrammed lists, as well as custom lists,

to be easily added to a spreadsheet.

Entering Values

Numerical pieces of information that will be used for calculations are called values. They are entered {he

same way as labels. It is important NO2 G & LIS @I f dzSa A GK OKIF NI} Ol S|NA
To Enter Values:

1) Navigate to a cell

2) Type a value

3) Press Enter

Creating Formulas

Formulas perform calculations or other actions on the data in your worksheet. A formula starts with gn
equalsign(@® LG A& Llr&aaArotsS G2 ONBIGS F2NNdzlFa Ay[] 91
Ad Y2NB O0SYSTFAOAILIE G2 NBTFSNI G2 G4KS OStf | RRNpa:
of using a spreadsheet program is the ability to cremt®rmula in one cell and copy it to other cells.

Most spreadsheet formulas use a concept called relative referencing.
¢tKAAa A& (GKS SELXIyYylFGA2Yy 2F NBtIGAOBS NBFSNBYyOjy:

G! NBfFGAGDS OStt NBFSNByYyOS theyelative postticinotidielcall thatdz(g K
contains the formula and the cell the reference refers to. If the position of the cell that contains thig

formula changes, the reference is changed. If you copy the formula across rows or down columns, [fhe
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reference aitomatically adjusts. By default, new formulas use relative references. For example, if yq
O2Lk | NBfFGAGBS NBFSNBYyOS Ay OStft .nu G2

It is also important to know the operators Excel uses for formulas:
Operator (Key) Funcion

Begins all Excel functions and formulas

Addition

Subtraction

Multiplication

Division

Operator (Key) Function

Begins all Excel functions and formulas

Addition

Subtraction

Multiplication

Division

To Create a Formula:
1) Clickmn a cell

2) Press the = key
3) Type the formula
4) Press Enter

Copying Formulas
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Like many things in Excel, there is more than one way to copy formulas. Feel free to choose what wq

best for you.

To Copy Formulas Using Autofill:

1) Click in the cell thatontains the formula

2) Position the mouse on the Autofill handle (a thin black cross will appear)
3) Click and drag to copy the formula

To Copy Formulas Using Copy and Paste:

1) Click in the cell that contains a formula

2) Select Copy on the Home Ribbarthe Editing group

3) Highlight the cell where you would like to paste the formula

4) Select Paste on the Home Ribbon in the Editing group
ALTERNATE METHODS
Keyboard: Ribbon: Mouse:

Press CTRL +dGpy Rightclick and choose

Keyboard: Ribbon Mouse
Press CTRL + C Rightclick and choose
Copy
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Autosum Function

The most common formula in Excel is SUM, or the addition of multiple values. In this example, we cqpld
ONBFGS | F2N¥dzf I GKI G NBFRA T/ ;métdad, wedcantusedahi BUMVG || ¢ d

function and specify a range of cells.

Functions are more complex formulas that are invoked by typing their name. In this example, we vjill
use the SUM function. Excel has over 200 functions that can be used. Because SUM s tioermmon

function, it is the only one with its own toolbar button.

When working with functions, the cells used in the formula are referred to as the range. A range ifja
group of cells that are specified by naming the first cell in the group and theslagfar example, A1:D1
is a range that includes cells A1, B1, C1 and D1.

¢2 /NBFGS GKS ¢2G1f /2fdzyyQa : PAAY 3 ! dzf 2 5

H - z BOOK] - Excel
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW

%
By ~

Clipboard & Alignment Number Styles Editing
SUM X v fe =SUM(B4:E4)

A & D E
1 |Budget

3 Qtr1 Qtr 2 Qtr 3 Qtr4 Total
4 |Sales i 700 900 800 6001=SUM(B4:E4)

5 |Cost 210 270 240 180 | SUM(number1, [number2], ...
6 | Profits 450 630 560 420

1) Click in the cell where you would like the Total to be located

2) Press the Autosum button on the Home Ribbon
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The Auteum function automatically looks for cells that have values in them. It will read values until

finds the first blank cell. Autosum will always look for values in the cells above it first, then to the leff.

This means that you need to be aware of whdtill be in the formula. Autosum will select the range

of cells to use in the formula by highlighting the range.

3) Press Enter
Saving a Worksheet

When working in Excel it is necessary to save your files. It is also very important that while working, yg

file is saved frequently. When naming a file, you are restricted to 255 characters. Avoid mdpt

punctuation; spaces are acceptable.
To Save the File:ss

1) Click on the File tab

2) Click Save

3) Choose the destination

4) Type a file name

5) Click Save

Edting Cells

Excel provides a major enhancement over earlier spreadsheet products in its ability to edit cells eag}ly.
There are various methods for cell editing, including dodiileking in the cell, using the F2 key, and

typing in the formula bar.
To Edita Cell in the Worksheet:

1) Position yourself in the cell you would like to edit

2) Press the F2 key on the keyboard or doudliek in the cell
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3) Use the backspace or delete keys to edit the cell

4) Press Enter when you have finished editing the cell

5) Click in the cell you would like to edit
6) Click in the formula bar and make any necessary changes

7) Press Enter when you have finished editing the cell
Undo

Excel and other Windows applications have a convenient method of correcting mistakes kridmatoas
In many applications, including Excel, you can undo an almost limitless number of commands. The Uhdo
button has a small dowpointing arrow next to it. When pressed, it will display a list of actions that ca

be undone. Redo works in the same wajowing you to repeat actions.

Excel will undo actions in reverse chronological order, meaning that the most recent command|fis
reversed first, then the one prior to that, and so on. You cannot reverse an earlier action using Unjlo

without first undoing the ations that were performed after it.

NOTE: The list of commands to undo is reset after the file is saved. You cannot use Undo to fix an dfror

after the file is saved.
To Undo a Command:

Click Undo

Clearing Cells

As we begin to look at formatting, it isiportant to understand what makes up the contents of a cell.

There are three distinct items that can be in a cell:

W Contents

w Formats

w Comments
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These allow items to be formatted properly, even if the values change. However, when trying to delgfe
or clea a cell, it can be a bit tricky. Excel stores formats and contents separately, simply deleting tpe

contents does not delete the format.
To Clear a Cell Format:

1) Click in the cell that contains formatting

J H O v BOOK] - Excel

HOME NSERT PAGE LAYOUT FORMULAS JATA REVIEW VIEW

dh, X Calibri 111~ == B General +| I Conditional Formatting *

B I U~ A A = 3% * Y Formatas Table~ & Delete ~

tg# Cell Styles » %] Format *

Nir 1 Ntr 2 Nitr2 Ntr A Tntal

Click the dropdown arrow next to the Cha button on the Home tab in the Editing group

Click Clear Formats
Formatting Values

Applying formats to any cell(s) can be done either using the Font, Alignment and Number groups or ugjng

the dialog box which will include all the formatting options.

To Aply the Currency Format:

1) Highlight the cell(s)

2) Click on the Currency Style button on the Home tab in the Number group

3) If necessary, click on the Increase or Decrease Decimal button on the Number group

To Apply the Comma Format:
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1) Highlight cdis
2) Click on the Comma Style button on the Number group

3) If necessary, click on the Increase or Decrease Decimal button on the Number group

Formatting Labels

A Label, or text formatting is applied virtually the same way it is done in word proggasigrams.
To Format the Title Labels:

1) Highlight the cell(s)

2)

Select a font from the Font group

3) Select a point size from the Font group

3 -
HOME

INSERT PAGE LAYOUT

s Calibri
~-|B I

| ProaEs
u- A na

BOOKT1 - Excel

FORMULAS DATA REVIEW VIEW
General
’ E:“ Format as Table ~

(57 Cell Styles~

v E"é Conditional Formatting ~

? @ - 0O X
Sign in
fg'zmlnsel't v
E’ Delete ~

[ Format ~

He S-A- F

Styles

1 |Budget

Total
3000

Qtrl Qtr2 Qtr3 Qtr4
4 |Sales 700 900 800 600
5 |Cost 210. 270 240 180
6 |Profits 490 630 560 420

Using the Dialog Box:

1) Highlight the cells

2)

open the Format Cells dialog box and click on one of the tabs

Click on the arrow in the corner of one of the formagfigroups (Font, Alignment, Number) to
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Format Cells

...........

Format Painter

Frequently, you will need to take a format that is applied to one cell and apply it to other cells. A quilgk

way to do this is bysing the Format Painter.

To Apply a Format to Cells:

1) Highlight cell(s)

2) Format the cell(s) to the desired format

3) Select the formatted cell(s)

4) Click the Format Painter from the Clipboard group of the Home tab
5) Highlight the cells you wish format

Tips and Tricks: If you would like the Format Painter to remain active, dolithethe Format Painter.

It will remain active until you press the Esc key.

Cantering Text Across Columns

When it comes to titles, it may be preferable to have the infation cantered across the document,

rather than in only one cell. Excel uses the feature Merge Cells to accomplish this.

Pagel9 of 150



To Centre the Title Across Columns:
1) Highlight cell(s)
2) Click the Merge and Centre button on the Alignment group

NOTE: Each cetiust be done individually. Excel will delete the contents of all but the top most cell i

multiple cells are selected.

This option basically takes all the cells in the highlighted range and merges them into one large cell.
example, the range Al:F1 tmme cell Al after the Merge Cells button was selected. There is no cell B

C1, etc. any longer.

Creating a Basic Chart

1) Highlight the data to be charted

2) Click on the Insert tab

3) Click on a Chart Type in the Charts group

4) Click on a Chart Style

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

L === A) - v B gy el = +——

I (7 - =~ X [ B TH Y e

| ? B o ? . WE B2 2 e P

PivotTable Recommended Table lllustrations Appsfor | Recommended ez 3 =
PivotTables & Office - Chats @~ L~

Tables Apps Charts % JReports Sparklines

PivotChart | Power Line Column Win/
- View Loss

¥ f Budget

A D E
Budget

Qtrl Qtr2 Qir3 Qir4 Total
Sales 700 900 800 600 3000
Cost 210 270 240 180
Profits 490 630 560 420

To Move your Chart:

Click and drag the chart to a new location on the worksheet.
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Chart Tools, click on the chart to select it. Under Chart Toalswibfind 2 tabs:

W Design

w Format®

Excel Functions

As we have previously seen, the power of Excel lies in its ability to perform calculations. The real stre
of this is shown in Functions. Functions are more complex formulas that are exéyutisthg the name

of a function and stating whatever parameters the function requires.

To Enter the SUM Function:

1) Click in a cell

2) Click on the AutoSum button in the Editing group

3) | A3KEA3AKEG GKS NIy3IS 2F OSft f al KiNRlIdad KHENB (0 2
4) Press ENTER

To Insert the Average Function into the Worksheet:

1) Click in a cell

2) Click on the drogown arrow next to the AutoSum button

3) Click on Average

Page21 of 150




4)

5)

Highlight the range of cells be calculated

Press ENTER

To Insert the MAX Fution into the Worksheet:

1)
2)
3)
4)

5)

Click in a cell

Click on the droflown arrow next to the AutoSum button
Click on Max

Highlight the range of cells be calculated

Press ENTER

To Insert the MIN Function into the Worksheet:

1)
2)
3)
4)

5)

Click in a cell

Clickon the dropdown arrow next to the AutoSum button
Click on Min

Highlight the range of cells be calculated

Press ENTER

To Insert the COUNT NUMBERS Function into the Worksheet:

1)
2)

3)

4)

5)

Click in a cell

Click on the drogown arrow next to the AutoSumuiton
Click on Count Numbers

Highlight the range of cells be calculated

Press ENTER

Page22 of 150




Printing a Worksheet

To Print, Preview and Modify Page Setup
1) Click on the File tab

2) Click on Print

The spreadsheet shows as it will be printed. You can gabd¢e print the document from here, or you

can change things to make the printed output look different.
Page Setup

You can change options under Settings or you can click on Page Setup.

BOOK1 - Excel

Printer

; Send To OneNote 2013

Printer Properties
Settings
int Active Sheets N
Only print the active sheets

Clicking on Page Setup will open a dialog box with four tabs:
Page
Margins
Header/Footer

Sheet
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Page:
1) Change the Orientation
2) Adjust the Scaling

3) Change the Paper Size

Page Setup

Margins Header/Footer Sheet

(®) Portrait ) Landscape

Scaling
(®) Adjust to: 100 T 26 normal size

) Fit to: 1 = page(s) wide by 1

Paper size: Letter

Print guality: 600 dpi

First page number: Auto

Options...

Cancel

Margins:

1) Change the margins

2) Center on the page either horizontally, vertically or select both
Header/Footer:

1) To selectfrom one of the already created headers/footers, click on the edopn arrow for

Header and also for Footer and choose from the list
2) To create a custom header and/or footer, click on Custom Header and Custom Footer

This area is made of three sectionkeft, centre and right. Any information added in these sections will
appear in that area (left, centre or right) in the header or footer. You will also see a row of buttons

this dialog box. Following are their functions:
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Click in a section to positigrour cursor
3) Enter text/fields
4) Click OK when finished

Sheet Tab:

Repeat Rows and Columns under Print Titles

Check off what to print under Print

Change the Page Order

Footer

Footer

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button.

= [

A B ||@ [&Ze 83| |E)| |ko

Sy
s

Left section: Center section: Right section:
&[Date] &[Pages]&[Page] &[Picture]

Cancel

File Tab in Microsoft Excel

What is File tab and its uses?

File tabcontains the basic required options such as New, Open, Save, Save as, Print, Share, Exportf and

Close options. Other than the aforementioned options, we can find account and Excel options tab, tqp.

HOME IMSE

Clipboard Ta
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©
Open

Mew
- T_‘\
Open L - Recent Workboaoks
Save ]
OneDrive
Save As

Print Computer

Share
Add a Place
Export

Close

Account

Options

a) Info-With this option, we can get the inforation about the particular Excel file. Created date, last

modified date, Author name, Properties, versions etc.

b) New:¢ We use this option to open the new Excel file. We can open new file using shortcut ke

Ctrl+N or by Clicking on File tab > NewanBlvorkbook. If Excel file is not opened, then Press Window+H

and type Excel, New Excel file will open.
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you can choose to open the file.

Alternatively, File tab > Open > choose the file

d) Savec¢ We use this option to save the current file.
Shortcut:¢ Ctrl+S

Path:¢ Click on File tab >Save

e) Save as; We use this option to make another copy or save the file at another place. F12 is th
shortcutkey to save as the file or we can save the file following these stepkck on File tab > Save as

and then choose the location.
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Save As

£l OneDrive
1 Computer

s Acd aprac

file we can 6llow the stepsg Click on File tab >Share.

h) Exportg We use this option to export the file in PDF or XPS document and we can change the
type as well. To Export the file, we can follow the step€lick on File tab >Export. And then we can

expat it as per our requirement.

©
EXport

Mew

Create a PDF/XPS Document

Preserves laycut, formatting, fonts, and images

Create PDF/XPS Document

Open =
Content can't be easily changed
l_?l C‘hange Fi | ]’ype Free viewers are available on the web
1
Save As

Pt
Create

PDFXPS
Share

Export

Account

Options
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1) Close; We use this option to close the file. Ctrl+W is the shortcut key to close the workbook or
can follow the stepsc Click on File tab >Close, active file will be closed. When we close the file, we gt

the confirmation message to save the file or not or cancel the command.

¥ '

Microsoft Excel 24

Want to save your changes to 'Excel Ribbon.xlsx'?

If you click "Don’t Save”, a recent copy of this file will be temporarily available.
Learn more

I Save I lDUﬂ't 53#&] I Cancel I

J) Accountg We use this option to sign in to our office account and we can change office theme, to(}.

We can follow the steps; Click on File tab >Active, Active window will appear.

Account

Office Theme 1ation

entt from

J|.1t: -;;‘..‘.n-:..'- I i{:e

65 betier an

Microsoft Office Professional Plus 2013
Juct conka

oo rrorE

About Exce

k) Optionsg It was in the tool menu of the previous versions of 2007 MS. We use this option to agp
extra and advanced features, like Developer tab, Power pivot, Analysis toolpak and many more. Alsofjwe
can change default settings, like font sifant style, number of sheets etc. In Excel options, we have 10

categories:

1) General

2) Formulas
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3) Proofing

4) Save

5) Language

6) Advanced

7) Customize Ribbon

8) Quick Access toolbar
9) AddIns

10) Trust Center

Exgel Options

o® General options for warking with Exce
'

User [nterface options

#| Show Mini Toolbar on selection
| Show Quick Anahysiz eptions on selection
| Enable Live Preview

ScreenTip style  Show feature descriptions in ScreenTips

When creatng new workbooks

Use this a5 the default font: | Body Font

Font sige: 11 | =

Default wview for new sheets: | Mormal View

Include this many gheets: 3
Fersonalire your copy of Microsoft Office

User names Excel Tip
Ahsays use these values regardless of sign in to Office.
Office Therne: | Dark Gray Zl

Start up options

Choose the exténsions you want Excel to open by default: Default Programs...
| Tell me f Microsoft Excel isn't the default progam for viewing and editing spreadshests.

| Show the Start screen when this application starts
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Home Tabn Microsoft Excel
What is Home tab and its uses?

Home tab contains the most frequently used options such aseopy-paste, font formatting, alignment,

Number, Conditional formatting, etc. All the options are used to format the data.

HOME IMSE

ﬁa;i' }C Cut

| JEE
—! ER Copy
Paste i
& * Forrnat Painter

Clipboard a

Under the Home tabye have 7 groups:

a) Clipboardg This group contains frequently used commands: Cut, Copy, Paste and Format paintr.

Clipboard option allows us to collect text and graphic items and paste it.
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HOME

L'a{ Cut
ER Copy -

* Farmat Painter

Clipboard M=

b) Fontg We use this option to change the fostyle and fonisize. We can make it bold, italic and

underline. Also, this group contains border styles, fill color, font color.

Calibri

c) Alignmentc2 S dzaS GKA& 2LIiAz2y (G2 OKIFy3S GKS |fA3Y:
Also, we can syect the text to top, bottom, and middle alignment. In this group, we have Wrap text
option to adjust and make the text visible within a cell, and we can also merge 2 or more cells, usfhg

merge option.

- =¢ Wrap Text

&= = Merge & Center -

Alignment ]

d) Numberg We use this option to change the mbber formatting into General, Percentage, Currency,
Date, Time, Fraction etc. We can increase and decrease the decimal and convert the number ifto

accounting number.

General -

; 0 .00
$ - 0 0 0

Mumber M

e) Styles In this option, we have Conditional Formatting, Format as Table ah&i@kls. Conditional

formatting is used to highlight the cell or range on the basis of conditions. Format as table is havihg
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readymade table format and Cell styles feature different types of fiusttyles that are a combination

of Font style, Font colauand Fill colour.

Conditianal Formatas  Cell
Formatting~ Table= Styles -

Styles

f) Cells¢ We use this option to insert or delete cells, rows, columns and sheets. Also, we have for
option to adjust the height, width of cells or range. Using this option, we can hide or unhide the rangg

protect the workbook rename the sheet name, fill the tab colour, move or copy to sheets, lock the celly].

o

Inzert Delete Format

- - -

—

Cells

g) Editingg This option has Auto Sum feature to return the total of numbers and move the text tg
right, left, up and down, Clear the format, content, comments aggerlink; sort the data and find and

select option.

2 AutoSum + A
AutoSum ZY H

Fill =
m Sort & Find &
£ Clear~ Filter = Select -

Editing

Insert Tab in Microsoft Excel
What is Insert tab and its uses?

We use Insert tab to insert the picture, charts, filter, hyperlink etc. We use this option to insert thig

objects in Excel. To open thesert tab, press shortcut keys Alt+N.
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HOME INSERT

& ?

PivotTable Recommended hle
PrvotTables

Tables

Under the Insert tab, we have 10 groups:

a) Tables:We use this option to insert the dynamic table, Pivot table and recommended table. Pivq
table is used to create the summary of report with the biniltcalculation, and we have option to make

our own calculation. Tables make it easy to sort, filter and format the data within a sheet. This optionfis

also having recommended table that means on the basis of data, we can just insert the table as per jhe

9 E G &to@mendation.
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& ?

PrvotTable Recomnmended Table
PrvotTables

Tables

b)  lllustration:- We use this option to insert the Pictures, Online Pictures, Shapes, SmartArt arjd

Screenshot. It means if we want to insert any image, we can use lllustration feature.

' [ Shapes -
[@ Eﬁ

] : [£] Smartirt
Pictures Online
Pictures g+ 2creenshot -

Tllustrations

C) Apps: We use this option to inseéran app into the document and, in order to enhance the

functionality, we can use web option.

&

Apps for
Office -

Apps

d) Charts:Charts is very important and useful function in Excel. In excel, we have different and go(jd
numbers of readymade chart options. We have 8 tygfedifferent charts in ExcelColumn, Bar, Radar,

Line, Area, Combo, Pie and Bubbles chart. We can insert Pivot chart as well as Recommended char{] and
AT 6S R2yQl 1y26 6KAOK OKIFNI ¢S akKz2dzZ R NIi

requirement.

1 - = - 8- I
(. '.'.}:*' - ‘.' o r =
Recommended ~_ PivotChart

Charts L AR -

Charts Fa

e) Reports:We use this option to create a better report on the basis of the decisions we take fo

business. It makes the report more interactive and decipherable.
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Power
Wiew

Feports

TO {-$Parkide is & yes @riaky and useful option addedvigrosoft Excel. On the basis of a

range, it can visualize the trends in a single cell as charts. We have 3 different types of ceH timezts:

Column and Win/Loss chart.

JM o

Line Column Win/
Loss

Sparklines

g) Filters:We use this option to filter data visually and filter dateteractively. We have 2 options:

Slicers and Timeline. We use Slicer to make the fast and easier to filter tables, Pivot tables, Pivot Clfarts

and cube functions. Timeline makes it faster and easier to select time periods in order to filter Piypt
Tables, Riot Charts and Cube function.

=

Slicer Timeline

Filters

h) Links:
W We use this option to create the link in the document for the quick access to webpage and filgf.
W We can also use it to access different locations in the document.

i) Text:We use this option to irest the Text box, Header and Footer, Word art, Signature and objects
We insert Text box to write something in the image format. We use Header and Footer options to plgge
the content on the top and bottom of the page. Word art makes the text stylish.titis®Add Signature
Lines that specify the individual who is supposed to sign it. And object option works for embeddd

objects, like documents or other files we have inserted into the document.
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A Sl
[y

Text Header
Box & Footer

Text

J)  Symbols: We use this option to insert the symboladhequation. Equation is used to insert the

common mathematical equations to your document and also we can add equation by using tlfe
mathematical symbols. We use Symbols to insert the symbols which are not on the keyboard andfjto

create the equation, we @sthe symbols from here.

TT Equation -
) Symbaol

Symbols

DATE AND TIME FUNCTIONS

LEARNING OBJECTIVES

Dates in Exce

Times in Excelss

Useful Date/Time Shortcuts
Custom Formatting

Simple Date/Time Math
Date Worksheet Functions

Time Functions

f
f
f
f
f
f
f
f

Datedif Function

Dates in Excel

If you've evellost the date formatting on a cell, you have seen it turn into a strange number. For

example, according to Excel these cells are the same number:
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A B
1 10/17/2013 41564

The serial number 41, 564 tells us how many days it has been since January 1st, 1900*. The date dprial

numbers are sequential, one day at a time:

A B
1 10/17/2013 41564
2 10/18/2013 41565
3 10/19/2013 41566

*Note: The default date system for the Macintosh begins with January 1, 1904. This may cause sofpe
confusion if you try to use the same file in both a Mac and a PC. The setting can be changed in the Hkcel

Optionson the File menu.
Times in Excel

One day has 24 hours, so in Microsoft Excel, 1 is equivalent to 24 hours, 0.5 is equivalent to 12 hour. If
we take our October 17th date, and add in a time of 12:00pm, it translates into 41564.5, the Ofp
representing the hlfrway point of the day.

MITHn K2dzZNRZ noplfmH K2dzZNBE noduplc K2dzNEX

A B
1 10/17/13 12:00 PM 41564.5

If you leave the date off a time, Excel will default to 1/0/1900 as the ‘'understood’ date. You can igndfe

it, but realize that is what happens if you change a time format into a date/tionmat. All three of

these cells contain 12:00 PM, they are just displayed with different formats:

A B &
12:00 PM 1/0/1900 1/0/00 12:00 PM
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Tuesday February

Custom Formatting

Days, Months, and Years
You can format a cell with a preset list of options in the

Format Cells Window.

Click the More button in th&lumber group

Righttlick on a cell and choose Format cells

Select the cell and press Gtrto open this window

Excel has a pretty extensive list of date and time formats, but it is possible to custom build a date for

using simple abbreviations.

Hours, minutes, and seconds

If you use "m" immediately after ¢h"h" or "hh" code or immediately before the "ss" code, Excel

displays minutes instead of the month.

Page39 of 150




Times for 1:02:05

Shortcut Result

Current Date Control Semicolon

Current Time Control Colon

appropriate designator at the end. Access will accept any of the following: AM/PM; am/pm; A/P; a/(

Times for 17:02:05

24 hour clock 12 hour clock

h:m am/pm

h:mm am/pm

h AM/PM hh:mm am/pnj05:02 PM

If you need to go smaller, adding .Ofdest the second format (ss.00) will give the fraction of a second.
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Totaling Time

The time formats in Excel stay within the defaults of 24 hours, 60 minutes, 60 seconds. If we do mat

we may want it to display the times beyond these boundaries. Fontigisise the brackets [ ] around

the abbreviation.

75

75 minutes seconds

(assumes

[month)

(assumes

[month)

[h]

Boundaries

Simple Date/Tme Math

Because dates and times are stored as numbers you can do simple math with them

Times are a fraction of a day. As mentioned earlier, 0.5=12 hours. If we multiply a time by 24 we shoulf

get the numeric value.

Whydoesn't it look right? You have to format the result as a true number field.

ime * 24 (formatted as

Time number)
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Remember if you are going beyond the 24 hour clock, you will need to set up a custom format.
Date Worksheet Functions

Adgpted from Excel Help

51 ¢9 m wSldaNya GKS &aSljdsSSyagalrt ASNAFE ydzyoSNJ
Syntax: DATE(year, month, day)

Year The value of the year argument can include one to four digits.

Month A positive or negative integer representing the mtio of the year from 1 to 12. If
month is greater than 12, month adds that number of months to the first month in

the year specified

Day A positive or negative integer representing the day of the month from 1 to 31.

51 ¢9+! ! [ 9 m wSildzNyfada@KS aSNAIf ydzyo SNJI

Converts a date that is stored as text to a serial number that Excel recognizes as a date. To view g

date serial number as a date, you must apply a date format to the cell.

Syntax: DATEVALUE(date_text)
date_textrepresents a date between 01/01900 and 12/31/9999 saved as text

Equation Result Notes

=DATEVALUE(3/15/2009) HVALUE! Date not in Text format

=DATEVALUE("10/15/1905")
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=DATEVALUE("3/20/2011")

A
=DATEVALUE(A1) HVALUE! 1 =12/5/1976

A
1

=DATEVALUE(A1) ="12/5/1976"

5!, m wSOdz2Nya (GKS ydzYSNAO @I fdsS 27F
Syntax: =DAY (serial number)

Serial Number is the date of the day you are trying to find.

Equation Result Notes

Serial Numbernot a Date (Excel seg

=DAY (3/15/2009) 3+15+2009)

=DAY("10/15/1905")

=DAY(40622) Equivalent to 3/20/2011

=DAY (A1) Al = 12/5/1976

5! {ocn m NBUOUdNya (GKS ydzYyoSNJ 2F RIeéa 0SisSSy
360 day year assumes twelver88y months, this is oftensed with accounting calculations. If start date

occurs after end date, the DAYS360 function returns a negative number.

Syntax: DAYS360(start date, end date, [method])
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Start Date and End Date are valid dates which represent the starting and endingMdetiesd Optional

logical value that specifies whether to use the U.S. (NASD) or European method in the calculation. Aplse

or omitted will give us the U.S. method, True will use the European method.

Remarks: Iétart_dateis the last day of the month, botmethods set the start_date to the 30th of

the month, but if the end_date is the last day of the month the US method will change the date t

the 1st of the next month, the European will change the date to the 30th.

951 ¢9 m wSidz2NYy A&

Syntax: EDATE (start date, months)

Start Dateis a valid date that represents the starting date
Monthsis the number of months before or after start date.

a futuredate; a regative value yields a past date

at&thNk is & nungbez6famdritlds awly fronk Sdate |

A positive value for months yields

Equation

Result

=EDATE(AL, 1)

03/27/2009

Al =02/27/200¢

=EDATE(AL, 10)

40174  12/27/2009

Al =02/27/200¢

=EDATE(/
1, 100)

06/27/2017

Al = 02/27/200¢

=EDATE(/
1, )

01/27/2009

Al = 02/27/200¢
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9hahb¢l m wSihGdz2N}ya &SNJoftie ydzyYoSNI F2NJ GKS
month EOMonth => End of month

Syntax: EOMONTH(start date, months)
Months number of months before or after start_date. A positive value for months yields a future date;

a negative value yields a past date.

ahb¢l nm wSlGdaNya GKS ydzYSNAO @l tdz2S 2F GKS Y2yl

Syntax: =MONTH (serial number)

Serial Number is the date of the month you are trying to find.

Syntax: NETWORKDAYS(start_date, end_date, holidays)

Start Dat and End Dateare valid dates.

Holidayss an optional range of one or more dates to exclude from the working calendar. The list ca

be either a range of cells that contains the dates or an array constant of the serial humbers tha

represent the dates

Equation Result

=NETWORKDAYS(A1L, A2) Al =02/27/2009, A2 = 03/05/2009

=NETWORKDAYS(B1, B2) B1 = 01/30/2009, B2 = 02/01/2009

=NETWORKDAYS(C1, C2) C1=07/01/2009, C2 = 07/15/2009
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C1=07/01/2009, C2 = 07/15/2009,

=NETWORKDAYS(C1, C2, C3)

C:=07/04/1999

D1 =11/15/2009, D2 = 11/15/2010,

=NETWORKDAYS(D1, D2, D3:D4)
01/01/2010, D4 = 07/04/2010

nm wSihidz2Nya i 5 S S O2 NNBK & [jJ2 vy
Syntax: =WEEKDA$¢érial number, return_type)
Serial Number is the date of the day you are trying to find.
Return Type is a number that determines the type of return value. 1 or omitted sees the wee

as InmSunday, Mmaturday. 2 sees the week adbnday, 7Bunday. 3 seethe week as
OMonday, 6iSunday.

Equation Result

=WEEKDAY ("12/15/1976") Wednesday, December 15, 1976

=WEEKDAY (40622) Sunday, March 20, 2011

=WEEKDAY (A1) Al = Saturday, October 28, 1905
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299YDb! a m wSidzNYeekcorfesponBingdo aflafe 1 KS &

Syntax: =WEEKNUM (serial number, return_type)

Serial Numbeis the date of the day you are trying to find.

Return Typés a number that determines the type of return valdemWeek begins on Sunday.

Weekdays are numbered hrough 7;2 mWeek begins on Monday. Weekdays are
numbered 1 through 7.

Remarks: The WEEKNUM function considers the week containing January 1 to be the first week offthe

Equation Result Notes

=WEEKNUM ("12/15/1976") 51 Wednesday, Deceeber 15, 1976

=sSWEEKNUM (40622) 13 Sunday, March 20, 2011

=WEEKNUM(A1) Al = Saturday, October 28, 1905

2hwY5!, m wSiddaNya | RFEGS GKFG A& F ydzYoSNI 2F | g2

Syntax: WORKDAY (start_date, days, holidays)

Start Date is valid date that represents the starting date.

Days is the number of naweekend and norholiday days before or after start_date. A

positive value yields a future date; a negative value, a past date.
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Holidays is an optional range of one or more ddtegxclude from the working calendar. The

list can be either a range of cells that contains the dates or an array constant of the ser|gl

numbers that represent the dates

L9l wnm wShGdzNya GKS ydzZYSNARO @l tdzS 2F GKS &SI NJ
Syntax: =YEAR (serial roen)

Serial Number is the date of the year you are trying to find.

Equation Result

=YEAR("10/15/1905")

Equivalent

=YEAR(40622) 3/20/2011

=YEAR(AL) Al = 12/5/1976

9! wCw! / 1 wSiddz2N}ya 7T Nlbérioiwhole dayHetvieéhdvoe ST NJ 2 F
datesSyntax: YEARFRAC (start_date, end date, basis)

5

Start Dateand End Dateare valid dates which represent the starting and ending dates

Basigs the type of day count basis to use

n wS/NASD 30/360 Actual/Actual;H Actual/360; 0 Actual/365;n European 30/360

Page48 of 150



Equation Result Notes
=YEARFRAC (A1, A2) 1 Al =1/1/2009, A2 = 1/1/2010

=YEARFRAC (A1, A3) 1.013888889 Al =1/1/2009, A3 =1/1/2010

=YEARFRAC (A1, A4) 0.455555556 Al =1/1/2009, A4 =6/15/2009

=YEARFRAC (A1, A5) 0.538888889 Al =1/1/2009, A5 = 7/15/2009

=YEARFRAC (A1, A6) 13.53888889 Al =1/1/2009, A6 = 7/15/2022

|l h!w m wSddzNya& GKS K2dzNJ 2F + GAYS @t dzS

Syntax: HOUR (serial number)
Serial Number the time that contains the hour you want tafin
Remarks: Times may be entered as text strings within quotation marks (for example, "6:45 PM"),
decimal numbers (for example, 0.78125, which represents 6:45 PM), or as results of othg
formulas or functions (for example, TIMEVALUE ("6:45 PM")).

Equaion Result | Notes

=HOUR(A1) Al = 8:28 PM

=HOUR(B1) B1 = 8:28 AM

=HOUR(C1) C1l =15:43:12

=HOUR(D1) D1 = 1/2/2003 17:52

aLb! ¢9m wSOdz2Nya (GKS K2dzNJ 2F | GAYS @I f dzS
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Syntax: MINUTE (serial number)
Serial Numbethe time that contains the hour you want to find.
Remarks: Times may be entered as text strings within quotation marks (for example, "6:45 PM"),

decimal numbers (foexample, 0.78125, which represents 6:45 PM), or as results of other

formulas or functions (for example, TIMEVALUE ("6:45 PM")).

Equation Result Notes

=MINUTE(AL1) |28 Al =8:28 PM

=MINUTE(C1) C1=15:43:12

=MINUTE(D1) D1 = 1/2/2003 1562

7 A

bh2 m GKS &SNAIf ydaagiseN 2 F (K OdzZNNBy G RIFGS
Syntax: NOW()

{9/ hb5 m wSGdNya GKS {SO2yRa - 0AYS @t dzS
Syntax: SECOND (serial number)

Serial Numbethe time that contains the hour you want to find.

Remarks: Times may be entered as text stringhiwiguotation marks (for example, "6:45 PM"), as

decimal numbers (for example, 0.78125, which represents 6:45 PM), or as results of othq

formulas or functions (for example, TIMEVALUE("6:45 PM")).
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Hour is a number from O (zero) to 32767 representing tloeih Any value greater than 23

will be divided by 24 and the remainder will be treated as the hour value

Minute is a number from 0 to 32767 representing the minute. Any value greater than 59

will be converted to hours and minutes.

Seconds a number fron® to 32767 representing the second. Any value greater than 59

will be converted to hours, minutes, and seconds.

Equation Result

=TIME(15, 3, 15) 3:03:20 PM

=TIME(O, 0, 2000) 12:33:20 AM 2000 seconds = 33 min, 20 sec

=TIME(C1, C23¢C 6:12:09 AM

¢tLa9+!!'[9 m wSGdz2Nya&a (GKS &ASNRLFE ydzYoSNI 2F |

Converts a time that is stored as text to a serial number that Excel recognizes as a time. To view a

time serial number as a time, you must apply a time format to the cell.

Syntax: TIMEVALUE (time text)
time textrepresents a time between 01/01/1900 and 12/31/9999 saved as text
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Datedif Function

Interval | Description

D Number of Days

Number of Months

There is a "hidden" function that can find

the Number of Years difference between two dates and

return different increments. When you

subtract [YM Number of months, not counting years | two dates you get the number of

days between them. The Datefli

function YD Number of days, not countinggars iIs not in the help files or list of

formats, but is probably one of the most

Number of days, not counting years : powerful date related worksheet

months functions.

Syntax: DATEDIF (Begin Date, End Date,
"Interval")

Math and Functions

Learning Objectives

Fill Handle
Mathematical Operatios
Building an Equation
Order of Operations
Formatting Dates
Formula View
Absolute/Relative

Functions.

= = =4 =4 =4 -4 =4 -4 =9

Naming Cells
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Fill Handle Options

When you use the Fill Handle, you will notice a symbol appear in the right hand bottom corner of yagpr
newly filled cellsThis icon &) represents your AutoFill Options. If you put your mouse over the ico
you will see a drop down arrow that will give you a list of your fill options.
The four basic Fill Options are:

Copy Cellg Repeat the cells along the selection

Fill Series; Follow pattern along the selection

Fill Format Only, Repeat the format of the cells along the selection

Fill without Formatting; Follow the pattern along the selection, but not the format

Flash Filg Fills based on a pattern you establisithe same column

If you use therill Handleon cells with dates you will notice even more options:

Fill Days

Fill Weekdays

Fill Months

Fill Years

Building an Equation
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You can directly type in values, but that data stays constant. If you want tah@asswers to your
equations update as you change your data, you should use the cell addresses. You will see the cel

addresses change colors so you can tell which ones are used in your equation.

Type in the exact cell address

Cells are labeled byhéir row and column headings. Rows are numbered and go horizontally across

(rows of chairs) and columns are lettered and go vertically top to bottom (columns of a building). Whe

we refer to the address of a cell, we use the column letter then the row rermbch as Al.

Click in the cell where the answer will appear

Press the Equal sign (=)

Type in the cell address you want to use in your equation

Accept the answer or press the next math operatorrf*, /, ")

Use the keyboard to point to the cell address

When you first enter a character into a cell, you will be in "ENTER" mode. This includes when you ty|je

an equal sign. But if yquress an arrow key on the keyboard after the equal sign, Excel does not move
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out of the cell. Instead you will be put into a "POINT" mode, and Excel will color coordinate the cell yo

are selecting.

Click in the cell where the answer will appear

Press he Equal sign (=)

Press the arrow keys until you are on the cell you want to use in your equation

Accept the answer or press the next math operatorrf*, /, ")

se the mouse to point to the cell address

he mouse and arrow keys are both "pointers". If you press the equal sign and then use the mouse to clic
on another cell, Excel will put you into a "POINT" mode, and place the address of the cittkedion

in your equation.

Click in the cell where the answer will appear

Press the Equal sign (=)

Use the mouse to click on the cell you want to use in your equation

Accept the answer or press the next math operatorrf*, /, ")

Drder of Operatons
icrosoft Excel respects the Order of Operations.
Parenthesis
Exponents (raised to a power)
Multiplication and Division

Addition and Subtraction
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Parentheses Exponents Multiply Divide Add Subtract
Excuse My Dear Aunt Sally

his means with anguiation such as

5+3*2

xcel will do the multiplication before it does the addition. would be 11.
f you wanted the addition to happen first, you have to use parentheses:

(5+3)*2
jiving us a result of 16.
n math, we use the brackets, such g5{3) *(42)] / 2}

n Excel we ONLY use parentheses

((5+3)*(42))/2) result 8.
Remember to let Excel know you want it to calculate something; you have to start with an equal sign

f you get stuck inside an equation, or confused by a mistake, p®$s cancel and try again.

ormatting Dates
Dates and Times are technically numbers because they can be used in equations. Excel is able to ddj this
pecause it has a "serial" number equivalent. Both columns of this table at the right of this page shoméhe s3
alue, but the dates in the second column have lost the date format. For a date, O = 1/1/1900. The numdfric

alues in the second column represent how many days there are between 1/1/1900 and the date listed.

f your date loses its format you can moditfyhrough the Number group or through the Format Cells Windoyy.
f you don't like the choices offered, you can custom build your date from the Custom section of the Nulmber
bage in the Format Cells Window. Use M for months, D for days and Y for yearss Batebse sensitive, uppe

br lowercase letters will work for these formats.
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1993
/1995
D02
2008
/2010
013

/2018

Our cells display the formula results. If we want to see the equation, we have to look at the formula b

or edit the cell. Sometimes it helps to see all the equations on a worksheet. The button for this option is g

the Formula tab, in the Format Auditing group. The keyboard shortcut is Cdnldel, ctrl ~ (the wavy line
above Tab, below Esc on your

GOONEM Data  Review  View Q) Tell me whatyou want to do..

I IE @w‘ = (:yi (=] Define Name - #1a Trace Precedents E‘] Show Formulas
. | )

N = ”? v, - 6o
o,% Trace Dependents “I Error Checking ~
Text Date & Lookup & Math&  More Name Watch  Calcul

~  Time~ Reference~ Trig~ Functions~ Manager [ Create from Selection I Remove Arrows ~ (%) Evaluate Formula Window  Optic

Library Defined Names Formula Auditing

You can also turn this on through the Excel Options. From the File Menu, dBptises. On the
Advancedtab, under theDisplay Options for this Worksheeajroup, check the box next t8how
formulas in cell instead of their calculated results

Calculated Results (normal view)

A B C D

Big City Store Date:  10/8/2016
Sales Report

“Items Price Qty SubTotal

‘ AAA $123.00 987 S 121,401.00
BB S 456.00 654 S 298,224.00

| C $ 789.00 321 S 253,269.00

| $ 672,894.00
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Formula View

A

Big City Store 42651
Sales Report

Items SubTotal
- AAA =B5*EH
BB =B6*C6
C =B7*C7
=SUM(D5:D7)

The formula view will stretch out the columns and all the numbers appear to have lost their format,
including the dates and somdignments. Be careful adjusting the column widths, if you shrink them

in the formula view, it will proportionally shrink in the calculated results view.

o 2dz Oy O2yiAydsS 62NJAY3I Ay (KAAd OASe YR LNy

going to print this view, | recommend turning on the print headings from the Page Layout tab.

Friday, February 1, 2002
dddd, mmmm d, yyyy

Day
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Function

You can also custom build times using H for hours, M for minutes and S for seconds.

Formula View

Our cells display the formula results. If we want to see the equation, we have to look at the formula b
or edit the cell. Sometimes it hed to see all the equations on a worksheet. The button for this option
is on the Formula tab, in the Format Auditing group. The keyboard shortcut is Goidi| ctrl ~ (the

wavy line above Tab, below Esc on your keyboard).

Formulas Data Review View  Q Tell me whatyou want to do..

I IE ﬂ@ |- ﬁja =] Define Name -~ %3 Trace Precedents] (%] Show Formulas
= g (— r 5 e =

D)E Trace Dependents “I Error Checking ~

‘ Watch

Text Date & lookup & Math& More Name = . 2
- Time~ Reference~ Trig~ Functions~ Manager [z Create from Selection | ¥ Remove Arrows ~ (&) Evaluate Formula  \window

Library Defined Names Formula Auditing

You can also turn thisnahrough the Excel Options. From the File Menu, ch@sgons. On the
Advancedtab, under theDisplay Options for this Worksheeajroup, check the box next t8how
formulas in cell instead of their calculated results

Calculated Results (normal view)

Big City Store Date: 10/8/2016
Sales Report

:Items Price Qty SubTotal
. AAA $123.00 987 S 121,401.00
BB $456.00 654 $ 298,224.00
C $789.00 321 S 253,269.00
$ 672,894.00
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The formula view will stretch out the columns and all the numbers appear to have lost their format,
including the dates and some alignments. Be careful adjusting the column widths, if you shrink them i

the formula view, it will proportionally simk in the calculated results view.

2dz Oly O2yiAydsS 62NlAY3I Ay GKAA OAS6 YR LINA

going to print this view, | recommend turning on the print headings from the Page Layout tab.

Absolute/Relative
When you create an equation in Excel using cell addresses, Excel sets up the equation todhiateca
reference. When you are using the Fill Handle or the Copy and Paste features the equation result is relaf

If this equation is copied into cell C2,tbe Fill Handle is used to drag the equation down to C2, Excel

will give you this result:

Since the equation was moved down, between rows, only the row numbserggs. If instead we moved the
bgquation across, the row numbers will remain the same, but the column numbers will change:

he addresses in the equation ardative to where the answer is positioned. The equation in cell C1 of the
able above states 'takthe value of the cell that is two to the left from this cell and add it to the value of the
ell that is one to the left from this cell'. When we fill or copy the cell over or down, the basic equation stay(g

he same.

f you do not want a number to move legively you can make #bsolute by using dollar signs ($) in the

pguation. Thé=4button on the keyboard will place the dollar sign characters in for you while you are in Enter
dit, or Point mode. (Think F4 FORCE)
$A$1 1 ocks the reference into Cell A1
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$AlmLocks the reference into Column A, but will allow the row number to change rlA&iks

he reference into Row 1, but will allow the row number to change

C E F
=$A$1+B1 SibTotals(123
=$A$1+B2 TaxRate: [6.5%
Taxes: FF1*$F$2FG1*$F$2| =H1*$F$-

Functions

Microsoft Excel has several built in functions. To insert a function, clidk$leet Function

button % on the Formula Bar, or thimsert Functionoption from theFormulas Tab

-

Insert Function

Search for a function:

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

Or select a category: Most Recently Used

Select a function:

! FIND

SEARCH

IF

SUM

MIN
| MAX

MID (text, start_ num, num_chars)

Returns the characters from the middle of a text string, given a starting position and length.

Help on this function ] [ Cancel
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From here you can request a function to perform a particular task and Excel will make suggestions for
If youSearch for a functionExcel will return &ecommendectategory, offering all the fuctions it thinks

might help in your search.

By default, the first category is a list bfost Recently Usedunctions. To see all the functions built into

Excel, you can choogdl from the Select acategory. list.

The bottom of this window displays ast®iption of the selected function. Each choice will show an examplg
arrangement of the function, the arguments, and a description of what that function should do. If you neq

more information, click on thélelp on this functioroption in the bottom left orner. If you have found the

function you would like to use, select it and cli@K

An easier way to access the list\dbst Recently Usedunctions is to press the equal
sign on the keyboard, as if you were going to type an equation. The name box, that

displays which cell you are in, changes to the last function that was used SL\]/h}‘/hﬁn you

click on the arrow next to the listed function (in this case SUM), you will s%’*é%ﬁlist of

list of Most Recently Usedunctions. HYPERLINK
COUNT

MAX
SIN

SUMIF
J v PMT
b
ecomes STDEV

More Functions...

If the functionyou desiregsi y 20 2y GKS az2aid wSOSyuate | aSR fAal
bottom of the list and you will get the above Insert Function dialog box.

Either selection method will open the Function Arguments window.

7

Function Arguments

SUM
Numberl |D5:07| ®:| = {121401:298224:253269}

Number2

672894
Adds all the numbers in a range of cells.

Numberl: numberl number2,.. are 1 to 255 numbers to sum. Logical values and text are ignored in cells,




The function name is listein the top left corner and the description is across the bottom. There are
blanks in the middle of the screen for the arguments of the statement. You can type in the cell addresse,

move the window out of the way to try to select the addresses or leeExelp you move the window

by using theCollapseor "go out and get it button” @) This button willcollapseyour Function

Arguments window so you can select the data you wish to use as an argument in this function. Once yqju

have chosen your desired daeither pres€Enteror click on theExpandbutton (|El) to return to the

full window.

rFunction Arguments ‘ 7 l%l‘
| =

In the sample above, you can see we &mmore than one number/set of numbers. As soon as you
click intoNumber 2a Number 3will appear. The description tells tigs will allow up to 255 arguments
(number ranges) to sum.

Across the bottom of this window we can seEB@mula Result =This will show us the running total as
we add in each part of the equation. Notice there is alseanmberat the end of each arguemt line.

This will give you a pietgyrpiece result for each argument. This is especially helpful when using the

logic functions, such d&

, FixedValue
A :> A

1 [Fixed Vaule: 1l |Fixed Vaule:

Page63 of 150




Once a name is defined, you can use it in your equations. =B12*$B$1 means the same as

=B12*FixedValue

When you use the fill handle or theo@y/Paste feature, the B12 will change to be relative to the new

location, but FixedValue will remain throughout, always pointing to cell B1.

This same method can be used for a range of cells. Select the desired range, click within the name bgp

erase thecurrent cell address, type the name of the range, press Enter.
*NOTE*There are some limitations in naming. You cannot use many special characters sudmyahére

(1, and the name must be all one word, no spaces. In the example above we used capitalization to shigw

multiple words, you can also use the underscore character (_ ).

Defined Namegroup on theFormulaTab:

:" =] Define Name ~

.
€ft Use in Formula ~
Name

Define a Name; create a new name B e Crest from Selection

Defined Names

Use in Formla ¢ choose from a list of existing names, this can be used

to begin a new formula or to add a name to a formula you are building.

Create from Selectiom make a new name based on a group of selected cells

Use theName Manageto modify a Defined Name
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(Name Manager ) Lbj'l ‘ﬁ—:ﬂ\
| Edit.. ‘ | Delete ‘ Fifter v

NeW.Create a new Name Nar value  Refers To Scope Comment

9 R A ReXarhe, add a comment, changell

reference

Delete: Select the name in the list and click

Deleteto remove it

Refers to,

=Sheet1!$B51

Filter:Filter the list of names to help ydund

the one you need.

To Redefine: Select the name in tiet,lerase the Refers to blank and choose your new range of cells.
Click the Check to accept.

F3 is the keyboard shortcut to let you pick a name to use in your equation.

Creating Equations with Cell addresses (pg 3)
- Clear cell C1, type =al+if
Not case ensitive

U Notice the color coding
U Accept data, should geta 3
U Change Al to 5, accept to see answer in C1 change

-USING KEYBOARD -USING MOUSE
U GotoC2 iU GotoC3
U press =sign 0  press =sign
U press@arrow two times U click on cell A3
U press + sign U press the + sign

Page65 of 150




U press@arrow once i click on cell B3

U enter to accept U click on check to accept

Basic math symbols (pg 3)

Add +, Subtracty Multiply *, Divide /O
All found on the NunfPad

Build these equations

In Cell C4 add A4 and B4: =A4+B4

In Cell C5 subtract A5 and B5: 8%

In Cell C6 multiply A6 and B6: =A6*B6

In Cell C7 divide A7 and B7: =A7/B7

Remember the Order of Operations (pg 4)

Parenthesis

Exponents/Powers

Multiplication/Division

Addition/Subtractions

Build these equations

O 00 N o Ul b WN P
O 00 N O U B WN =

O In Cell C8 type =2+3*5

=
o
=
o

O In Cell C9 type =(2+3)*5
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Date not Math?

- Put today's date in cell C10

O i.e.10/5

O Note Excel sees it as a date not as an equation (10 divided by 5), Why? Beesess th

no Equal sign! 10/5 is Octobef 5=10/5 is an equation with a result of 2

Totals Preview

- Select Column A

- Look in the status bar in the bottom right side of the window. When you select more

than one cell, Excel will automatically calculate theerage, Count, and Sum of your

selection.

Average: 5.5 Count: 10 Sum: 55 H B M -

Formatting

- Format column A with dollar signs

O Select Column A, from the rigitick or Home tab, choose the $ format
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- Format column B to be centered

O Select Column B, from the righlick or Home tab, choosdign Center

- Edit Cell C1 (doubieick in cell)

O When you accept, Excel recalculates answer and the format changes

- Format Column C with dollar signs

Note format in cell C10, no longer a date

Reformat Date

Click on Cell C10 (we don't want the whole owrt)

ChooseShort datefrom the list of number formats, in the Number group on the Home

Tab

Choose "More Numbers" to view different date formats

Choose the 1mMar format to return to the original date formatting

To custom build a data format see pg 4

Formula View (pg 5)

- Toggle cell data with ctl (Ctri€l X 2 | @@

tab, below Esc)

- We can see all the formulas but NO formatting
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- Toggle back to answer view

Create Data Table

A
Big City Store
Sales Report
Click on the Plus sign ne T— B aty
to Sheet 2 to create Sheg A 123 987
3 BB 456 654
789 321

Zoom to B0%

- Type in the table shown here

Format Data Table

A

Bold Row 4 Big City Store
Sales Report

Center Column C Items Price Qty SubTotal
A $123.00 987

. BB $456.00 654
AutoFit Column C cce $789.00 321

Dollar Format the Prices, B5 through B7

In Cell D4 type: SubTotal

O Should be bold already

Calculate SubTotals
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U Enter First SubTotal

0 In Cell D5 Type: =5BC5

$121,401.00

- Each total is going to be the price of the item, times the Qty sold of the item. If we had 3,000 records,

we would not want to type the equation 3,000 times

O Our equation is a pattern, "the cell two away, times the cell next to me"

O Anywhere you copy or fill the equation, the pattern will follow

- Use Fill handle to pull down this "pattern”

- Switch to Formula view (Ctrl ~) to see results and switch back to normal view

A
Big City Store
Sales Report

Items SubTotal

A =B5*C5

BB =B6*C6
=B7*C7

calculate Taxes

- In Cell D2 type: Tax Rate

- InCell E2 type: 10%

- In Cell E4 type: Taxes
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- In Cell E5 type: =D5*E2

o0 Our pattern is Subtotal times Tax Rate

Use fill handle to pull down equation

o Don't Panicthese answers are supposed to look weird

Absolute vs Relative (pg 6)

What Happened?

Pattern "Cdlnext to me * Cell three above me"

la S Y20S 5h2b GKS LI GGSNY O2ydAydzSa o dif
Erase the answers

In Cell E5 type the same equation: =D5*E2

Before you accept, press thelbutton on the keyboard to lock cell address E2

=D5*$E$2
you can type in the $ signs, bladlis often faster
ThinkEORCHEor the F4 button

D5 is relative (always cell next to me)

$ES$2 is absolute (always cell E2)

Use fill handle to pull down the equation

Calculate Totals

- In Cell F4 type: Total
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- In CelF5 type: = D5+E5

- Use fill handle to pull down the equation

Calculate Grand Total
In Cell E8 Type: Big City Store Grand Totalom the
Home tab, Align Right

LT Ad ¢62yQG SG €2dzx YIS &adzys &2dz KI @S

Click in Cell F8

Use AutoSum button Signmma inHhe Editinggroup on far right
of the Hometab 2 AutoSum - A\Y p
7 Al

[&] Fill - ‘
Sort & Find &
Filter~ Select~

Editing

¥ Clear -

O =SUM(F5:F7)

O In English, this reads "Calculate the Sum of F5 through F7"

A D
Big City Store
Grand Total Tax Rate:

Items Price Qty SubTotal Taxes Total
AAA $123.00 987 $121,401.00 $12,140.10 | $133,541.10
BB $456.00 654 $298,224.00 $29,822.40 | $328,046.40
C $789.00 321 $253,269.00 $25,326.90 | $278,595.90

Big City Store Grand Total|=SUM(F5:F7)

0 N o b wWwN R
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Note: When you click the AutoSum button Excel looks for numbers above the current telhnlt i
find a number, it will look to the left. The AutoSum button has a drop down menu to do quick

calculations for Sum, Average, Max, Min, and Count.

Confirm your answer

Select cells F5:F8

Look at the status bar in the bottom right of the windowdee the Average, Count, and
SumO Sum should be $740,183.40

Change the fill color for cells F5:F8 to yellow
These are now our "Yellow Numbers"

Set up for Functions
- In Cell C9 type: Grand Total

In Cell C10 type: Total Avg

In Cell C11 type: # of Items

In Cell C12 type: Largest Sale

In Cell C13 type: Smallest Sale

Right align all titles in cells C9:C13

click in cell D10
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O We can tell we are in cell D10 because of the Name Box

- Press the Equal Sign =

O The Name Box has changed to a list of Most Regérged Functions

'.F

A
Big City Store
Grand Total

O 0 NN Oy 1 AW NP

=2
ol =

£y

D

Tax Rate:

Items Price Qty SubTotal
AAA T $123.00 987 $121,401.00
BB _ $456.00 654 $298,224.00
C $789.00 321 $253,269.00
Big City Store

Grand Totall |

Tmtal A

dzy Ol A2y dzaSR 2y

SUM

T

- Choose SUM

SUM
MID
FIND
SEARCH
IF

MIN
MAX
COUNT
AVERAGE
DEC2HEX

More Function.
-~

8

10 |
11

D
y Store
Total Tax Rate:

Price Qty SubTotal Taxes
$123.00 987 $121,401.00 $12,14(
$456.00 654 $298,224.00 $29,827
$789.00 321 $253,269.00 § 25,326

Big City Store Grand 1

Grand Tot{: |

Total Avg

O This will open thé-unction Argumentsvindow

Function Arguments.

sum

Numberl | D508

Number2

Adas all the numbers in a range of ce

s,

= @z1401,

= 672892

258224.253269,0.0}

Numberl: numberlnUmSErZ. .. are 1 to 255 numbers to sum. Logical values and text are ignored in cells,
n

includied if typed as arguments.

U Clear the contents in the Numberl box
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Move window so you can see the yellow numbers

Tomove: click in the title bar or any grey blank space and drag

Once you can see the yellow numbers, click in the first one, cell F5

Drag to the last yellow number, F7

Selection should be F5:F7

Sum should be $740,183.40

Clear Cell D10

In Cell D10 Type:

Open the List of Recent Functions from the Name Box

/I fA01 2y GKS flad 2LWGA2y>E az2NB Cdzy Ot A2

O If you click on a function name,

Excel gives a brief description.

Insert Function

Search for a function:

add

Qr select a category: Recommended

O Click on the Help on this S*'::“’““‘“”
CONCATENATE

function link for a Help | 2%

| DMIN

article about this function, | s l
SUM{numberl number2....)

Adds all the numbers in a range of cells,

usuallywith examples.

Cancel
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Erase the "Type a brief description of what you want to do and then click Go" from the Search box.
Type in ADD and click the GO button.

Select Sum from the list and click OK

This opens the same Function Arguments window

Choose your Yiew Numbers and Click OK

Sum should be $740,183.40

Clear Cell D10

Editing a function (pg 8)

Press the Equal Sign
Choose SUM from function list
Click OK
Answer should be WRONG
. S0lFdzaS 6S R2y QiU KI @S GKS @&Stft2¢ ydzyoSNA
Click on the Edit Functidsox in front of the formula ba%
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This opens thé&unction Argumentsvindow

Choose the Yellow Numbers and Click OK

Other Basic Functions

Click in Cell D11

Press Equal Sign =

Click on List of Functions

Choose Average (aka Arithmetic Mean)

Choose Y&w Numbers and Click OK

Using Yellow numbers for each

In cell D12 calculate the Count

In cell D13 calculate the Max

In cell D14 calculate the Min

Final Result
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Big City Store Big Cit|

Grand Total Tax Rate: 10% Grand Tax Rate: 0.1

ltems Price Qty SubTotal Taxes Total Items Price Qty SubTotal Taxes Total
AAA $123.00 987 $121,401.00 5$12,140.10 5133,541.10 AAA 123 987 =B5*C5 =D5*$ES2  =D5+E5
BB $456.00 654 $298,224.00 $29,822.40 5328,046.40 BB 456 654 =B6*C6 =D6*$ES2  =D6+E6
TC $789.00 321 $253,269.00 $25,326.90 $278,59590 C 789 321 =B7*C7 =D7*SES2  =D7+E7
8 Big City Store Grand Total $740,183.40 8 > Grand Total =SUM(F5:F7)
9 9
10 Grand Total 5 740,183.40 10 Grand Total =SUM(F5:F7)
1 Total Avg S 246,727.80 1 Total Avg =AVERAGE(F5:F7)
12 # of ltems 3 12 # of ltems =COUNT(F5:F7)
13 Largest Sale $328,046.40 13 Largest Sale =MAX(F5:F7)
14 Smallest Sale $133,541.10 14 Srallest Sale =<MIN(F5:F7)

Reset for next lesson

Clear the calculated taxes, Cells E5:E7

Notice how it arries through to all the answers

Clear the Grand Total in Cell F8

Clear the five functions you created in Cells D10:D14

Press CtrHome to return to the top of the worksheet

Naming a Cell (pg 9)

Click in cell E2 (10%)

Click in Name box

Erase E2 iNNlame box

TypeTaxRate

No Spaces, No Hyphens, capitalization doesn't matter
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Press Enter and TaxRate should still be in the box

Click anywhere else, see cell address in name box

Click on E2 (10%), see "TaxRate" in Name Box

Click anywhere else

Click arow next to Name box and choose TaxRate

Should jump to cell E2

Go to Sheet 1, Click on Name box menu, Choose TaxRate

Should jump to Worksheet 3, Cell E2

We have made a "bookmark" in our workbook

Using named cell in equations

0 In Cell E5 type =D5*

U Click on cell E2

U Instead of E2 we seBaxRate

U0 TaxRate is always TaxRate, no ($) locks needed
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Tax Rate: 10%

SubTotal Taxes

$121,401.00 |=D5*TaxRate|




U Accept and fill down for E6 and E7

Naming Ranges

Select Yellow numbers

TypeTotalin the Name box and press Enter

Using named cell in functions

Click incell F8

- Use AutoSum button Sigma Oy
=Sum(Total)

In Cell D10 type: =

Choose Sum from the List of Recently Used Functions

Select your Yellow numbers, you should get Total

Click OK

Typing in Functions

Clear cell D10
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In Cell D10 Type: =SU

See list of functions that start with an SU

Once you see the worBUMSelect it

Doubletlick or press Tab (to GRAB!)

Continue to type: TO

See list of all functions and Names that start with TO

DoublatlickTotal or tab

Press Enter to accept

Try the same for the other four functions. Type equal sign, start typing the name of the

function. Once you see it, doubitdick, or tab to grab the selection. Then type the first few

letters of total. Doubleclick or tab to grab. Enter to accept.

Cell D11 the Average

Cell D12 the Count

Cell D13 te Max

Cell D14 the Min
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Answers will be the same as the ones on

the top of Page 19 of this handout.

A D
Big City
Grand’ Tax Rate: 0.1

Items Price Qty SubTotal Taxes Total
123 987 =B5*C5 =D5*TaxRate =D5+E5
456 654 =B6*C6 =D6*TaxRate =D6+E6
789 321 =B7*C7 =D7*TaxRate =D7+E7
re Grand Total =SUM(Total)

W oo N O ULl B WN P

and Total =SUM(Total)
Total Avg =AVERAGE(Total)
tof ltems =COUNT(Total)
-gest Sale =MAX(Total)
illest Sale =MIN(Total)

Working with Ranges of Data

If we insert new data it must go inside the range

Insert two rows, one above item "C", one Below item @"

Rightclick on Row Number 7, INSERT

Righttlick on Row Number 9, INSERT

Enter in data

U InCell A7 Type: D

U InCell B7 Type: 159
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U InCell C7 Type: 951

U InCell A9 Type: E

U In Cell B9 Type: 357

o In Cell C9 Type: 753

- Select Cells D5:F5

O The first SubTotal througthe First Total

O The numbers should not change, just be selected

- Use fill handle to pull down through all the yellow numbers

Price
$123.00
$456.00
$159.00
$789.00
$357.00

4 Items
5 |AAA 987
654
951
321

753

Grand Total

1A

Qty SubTotal

Taxes

Total

$121,401.00
$298,224.00
$151,209.00
$ 253,269.00
$268,821.00

$12,140.10
$29,822.40
$15,120.90
$25,326.90
$26,882.10

$133,541.10
$328,046.40
$166,329.90
$278,595.90
$295,703.10

Big City Store Grand Total

$906,513.30

b oo oo oo

rUtarmvyg

# of Items

v 22U, UZ0.J0J

4

$906,513.30

Freeze Panes

- Click inside Cell B5

B B
Ps Zoom to

pr

T EE

New Arrange Freeze

Selection  Window

}

All  Panes¥
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- From the View tab in the Window group, choose

Freeze Panes

This will lock thdirst four rows and the first column into place, so as you scroll through the

worksheet you can always cee the content in those cells.

A B € D E
Big City Sfore
Grand Tofal Tax Rate: 10%

"Items Price Qty SubTotal Taxes Total

L AAA $123.00 I987 121,401.00 $12,140.10 S 133,541.10
$456.00 654 298,224.00 $129,822.40 S 328,046.40
$159.00 951 151,209.00 S 15,120.90 $§ 166,329.90
$789.00 321 253,269.00 $25,326.90 S 278,595.90
T $357.00 753 268,821.00 $26,882.10 $§ 295,703.10
10 Big City Store Grand Total $1,202,216.40
11
12 | Grand Total $1,202,216.40
13 Total Avg S 240,443.28
14 # of Items 5
15 | Largest Sale S 328,046.40
16 | Smallest Sale $ 133,541.10

Freeze panes above

and to the left of
THIS cell. (B5)

If Function (if there is time)

In Cell G4 type: Conue

Draw Logic Tree

If our Total for this item is greater than $250,000, then yes we want to continue

LF 2dzNJ ¢2GFf F2NJ GKA&A AGSY Aa tSaa GKIFy Pfpn
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IF Item Total > 250000

Logical_test | F5>250000
Value_if true | "Yes"

Value_if false | "No"

No

In Cell G5 type: =

O From tke list of functions choose IF and fill in the parts from our logic tree

Use fill handle to pull down the equation

Edit the function in cell G4 to 280000

5hbQ¢ ChwD9¢ ¢hyY ! asS FAtft KFIyRfS (2 2 @

harts

A chart helps you display your data irg@raphical representation. There are many types of charts, but
in this class we'll focus on simple column, line, and pie charts. There are examples of other charts njpar

the end of this handouts.

The first thing to know is the data has to be organizedsoel can understand what you are trying to
chart. Excel will chart your data selection or your connected data range. As long as there are no blfknk

columns and no blank rows within your dataset, you can skip selecting the cells.
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s
I Clustered Column |, 4‘

Chart Title

‘ Wiqﬂ( W 2nd Qtr 3rd Qtr WA4th Qtr

Here is a dataset we will use in class:

1st Qtr [2nd Qtr Ath Qtr
156 189 168
4198 435 136

Blouses

Hats

This is a structured collection of relatedtd set in a table
format. When plotted onto a clusterecblumn chart like

the one shown above, the titles in the first column of the

dataset appear along our category axis. The titles inthe
first row appear within the legend. The values are

representedby the height of each column.

Line chartare usually set up to go across a period of tin

think Time LineFor this chart I've used thewitch Row
Columntool so we can see the trend of the sales throu

the year. In this case our first column titleppear in the
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legend, and the first row of titles appears in our category

axis.

Pie chartsare usually created to display the breakdown of
the total values within the whole. Pie charts can only be

based on one set of data. When you try to create one with

the above dataSet, you will only see the first value set

A
o

ks wBlouses = Hats

appear within the chart. If you want to go to an extreme
and have all four quarters show, try usingDaughnut

chart.

Creating a Chart

To create a chart make sure your cursor is in tahadet you would like to plot. If you want a subset

of the dataset, select that portion. You can use your Ctrl key to add to a current selection.

You will find theChartsgroup on thelnserttab. Click on any small chart button to see a list of possible

charts.

Home Page Layout Formulas BEF] Review View Developer Q Tell me what you want to do...

z T [ %] C&Shapes~ 2 = = - 1B- -
g [ 2 | O lea = i #ll Store ‘ 1? - 0 If' 15
N I ! s O TISmartArt g . e N il -
ivotTable Recommended Table Pictures Online ® My Add-ins - Bing People| Recommended N o PivotChart
PivotTables Pictures &+ >¢reenshot = & ! Maps Graph Charts L MR -

Tables Hlustrations Add-ins Charts [
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If you are unsure of the best chart option for your data use Recommend Chartbutton. It will

open the Insert Chart window shown here.

Insert Chart

Recommended Charts \All Charts ]

-~

prrTE “*  Clustered Column

I||| IH' ° Chart Title
I i 1

CrartTitle il |
|
!
5 ol |
. C I
e swidy @

e e

A,

i I

Blouses Hats

5

i
i
Socks

mistQr w2ndOtr wm3rdQtr w4th Qtr

" I| || I l II ‘ A clustered column chart is used to compare values across a few categories. Use it
Al WA M0Ee Mol when the order of categories is not important.

CrartTitle Shoes

Chart Tools
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When you select a chart, three buttons appear along the rigte sf the selection.

Chart Title

Pants Shoes Socks Blouses

m1lst Qtr m2nd Qfr 3rd Qtr m 4th Qtr

~
8,

7|/ CHART ELEMENTS
Ml Ayes
s Titles
Chart Title » Above Chart
Data Labels
L Data Table
Error Bars

Centered Overlay

Mare Options.

Legend
Trendline

The plus sign is the Add Chart Element button. This option is used to add and remove different piecef
your chart. The list of options will vary depending on the type of chart. For example, a pie chart will
hawe a set of category axis titles. As you hover your mouse over each option, you will see a small ar
head pointing to the right. This will open another menu with more detailed choices. Each menu also

I ba2NB hLIWA2YyaXb 0 dzi G ang onddchs@iizeeach dhartzledteyt. |

I T
’/!- style | Color - Style  Color
|
v ST v Colorful
' “l "Ill‘l Ill i
cunmTTinLE

EE EEE
] There is &hart Style Gallegnd aColorsmenu on

Monochromatic

| IH | "l || the Designtab, but the Chart Stylesbutton, the
I i i EEE |

ol paint brushnext to the chart, offers the same
(1 | B :
EE options.

How do I change these colors?
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If you are patient while you hover over each option,
Excel will provide you with a Live Preview of the
result.

The Color options are available at the top of the

menu.

The third button is a funnel. This is a Chart Filters button.

The Values group allows you to add and remove data points from the chart.

The Names page allows you to change the labels that appear in the legend (series) and axis titles
(category).

The{ St S O lioptmn afl thedbottom of the window opens the same window as Swect Data

button on theDesigntab. From there you can change adjust therange of cells used to create

this chart.

Chart Tool Tabs

When a chart is selected two chart tool tabs appear at the end of the ridbesignand Format

Design Tab

s e hn iGN o EELH. NG TR T 3l Rere

emeant = Layou Colors - Column
L Layeuts D

1. Add Chart Element A menu of chart elements that can be added or rene to the chart. Each

option will have a expand arrow at the end of the element name that will provide specifics lsliatea
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Optionsbutton to open the Format Pane. This is the same as the Add Chart Element button that appedys

next to the selected chart.
2. Quick Layout; A variety of layouts that offer suggested views and choices that adjust
the chartelements such as adding a title, varying the space between columns, and moving the

legend.

3. Change Colorg Different color that can be applied to your cha@thanging the Theme on

the PageLayouttab will give you a different sets of colors.

4, Chart Style Gallery;, Different chart styles that can be applied to your chart. Because Excd

automatically adjusts the Ribbon to fit on your screen, your copy of Exgekhmaw less options than

the picture above. Use the scroll arrows and open menu buttons at the right side of the gallery for mol.

Page91l of 150



5. Switch Row/Columng Changes the direction the ch

art

looks atthe data. In our column chart, each column is plotted on

the chart, when weSwitcheach row is plotted. We are swapping

the category labels with the legend labels.

Chart Title

0
600
1
500 |
400
I
300
|
200
100 II I
0
Pants Shoes Sacks Bl

]
LSS Hats

B st Qtr

8 2nd Qtr

Ath Qrr

OND BRD W4TH

ITEM ISTQTQTR QTR QTR
PANT456 489 1423 468
SHOE498 1435 472 436
SOCK[128 [168 (157 [138
BLOU!

ES 579 498 /31 589
HATS[126 129 [123 [119

6.

where you can customize the source of the chart data

Select Data; Opens a Select Data Source window

even edit the labels. Use this wdow to reorder your

legend and change how Line charts deal with blank celf

700
600
500
mPants
400 mShoes
@ Socks
100
M Blouses
b 200
i BHats
- l I I I
0 ! .
M 16t Clte 20d Qe ath are

Chart Title

3rd Qtr

values.

7.

\
Change Chart Type; Opens Insert Chart |
\

windowwhere you can change to other chart types. If

you have multiple series you can change each to be
different chart type by chosing theCombochart type

from the bottom of the left pane.

8.

is placed on the same worksheet as your data set. You can

Move Chartg By default when you create a chart it

move the chart to its own worksheet or to any existing

worksheet with the workbook.
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| select Data Source 7 -
[
‘ Chart data range: | 5 SaleE By QUAREFISAS A il
|
[ Stk Row/Column
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aed | (A | X gemove vl | Rew |
¢ - 11
v 15t Ofr v Pants
¥ 2ed ot v Shoet
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Format Tab

Chart Area
¥ Format Selection

23 Reset to Match Style

rrent Seledion

Current Selection

a. Chart Elementg This ba shows the currently selected Chart Element, and the menu provides

a list of the major chart elements. Choose an item from this list to select that element.

b. Format Selectiorg Opens the Format Pane based on the current selection shown in the Chart

Elemerts box.

c. Reset to Match Style Changes the current selection to match the original style of the chart.

Insert Shape

a. Shape Gallerg Usethis gallery to find a shape such as a block arrow to add to

your chart.

b. Change Shape Use this tool to changthe current shape to a different one,

perhaps a rectangle into a rounded rectangle.

Shape Styles

Style Gallery, Different shape styles, options will vary based on the current selection.

Shape Fik Menu of the most common fill colors and options, sashpictures and textures. For
more options, open the Format Pane.
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Shape Outlingg Menu of the most common outline colors and options, such as dashes and
arrows. For more options open the Format Pane.

Shape Effectg Menu of the most common shape effegtsuch

as shadows. For more options open the Format Pane.

4, WordArt Styles
WordArt Gallerycg Different WordArt styles

Text Fillg Menu of the most common fill colors and options,

such as pictures and textures.

Text Outline¢ Menu of the most common outhe

colors andoptions, such as dashes and line weight.

Text Effects Menu of the most common Text effects, such as A A

, A A
shadows. For more options open the Format Pane. .

A A A

5. Arrange¢ Change the alignment and arrangement of multiple charts. Us&tiiftkey

to select morethan one chart at a time.

Size¢ Change the height and width of the chart.

Format Pane

There are multiple ways to open the Format Pane.

Click on theFormat Selectiorbutton in theFormattab

Click onMore option from any menu
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Rightclick on a chart element and choo€e2 NJY | i X

Doublatlick on a chart element

The format pane can remain open for as long as you need it. The properties shown change
depending on the current selection. The current selection is shown on the Format talm amel i

title of the Format Pane.

The pane can be pulled free from the side by dragging the title toward the middle of the window. To
return the pane to the side of the window drag it back into place or daebt the title of the Format

Pane.

To close tk pane, click on the X in the upper right hand corner. If you accidentally close the pane,

use any method above to reopen it.

Within the Format Pane, click on each icon to see the subset of properties. Click on the expand arro

in front of the options tosee the relevant properties.

Format Axis v X Format Axis

[Axis Options v] Text Options Axis Options Vl Text Options

< gl Q5
= Fill ] Text Fill
[* Line I Text Outline

I \ N \

Fill & Line Effects Size & Properties Options Text Fill & Outline Text

N

Effects Text Box Options

The Fill & Line and Effects options are the same for all the of the chart elements. If an option cannot

be applied to thathart element, Excel will disable (grey out) that option.

Below are the fill options for a Chart Element. ERdlthoice provides a new set of options.
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SOl
4 Fill
No fill
& Solid fill
Gradient fill
Picture or texture fill
Pattern fill

Automatic

4 Fill
No fill
Sohd fill
Gradient fill
Picure or texture fill
Pattern fill
Automatic

Invert it negative

Preset gradients

Mo fill
Solid fill
Gradient fill

® Picture-or texture fill
Pattern fill
Automatic
Invertif negative

Insert picture from

Na fill

Solid fill

Gradient fill

Picture or texture fill
Pattern fill
Automatic

Invertif negative

Pattern

Inve \eqative E i
Invert if negativ file.. Clipboard Onling.
Type

o : i - e )
Diracrion g

2 N
Transparency | 0% = o Transparency § 0% & N\ A

Lolor

4 Border Gradient stops o Stretch

® Na line |—[ | 5| |2 Stack

Solid line - Stack and Scale with
Color L7
Gradient line

Pasitian C% -
Automatic - Offset Jeft

Change Axis Numbers

Select the Axis by clicking on a number in the areanCpe Format pane, be sure the title says

Format Axis Click on the Options buttolslil

From here you can:

u Change theMinimum and Maximum numbers shown. These can be greater than the

minimum and less than the maximum if you want.

a Change theMajor unit, this is how the displayed number is chosen. If the major unit is

100 the chart axis will read 100, 200, 300. If it's 25 the chart will show 25, 50, 75.

Change thdisplay Unit¢o Thousands, Millions, Billions. This will change the unit

shown in the labks and data tables as well.

Change thd-ormatof the numbers; number of decimals, include a dollar sign, etc.
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Change Distance Between Columns

Select any column. Open the Format pane, be sure the titleFSaysat Data Series

Click on the Options button.

From here you can:

Change the selected series to be osegondary axis

Change the distance the seriegerlap

Change thevidth between the each category grouping

Explode a Pie Chart

In the chart:Hover over a pie wedge. Click and drag the piece dway the center. To move one

piece at aime, select the single pie wedge first, and then move it from the middle.

In the properties:Select a pie wedge. Open the Format pane, be sure the title Saysat

Data SeriesClick on the Options buttoilull

From here you can:

Change the rotation without changing the order of the data

Change the explosion, how close the wedges are to each other
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Add Trendlines and Error Bars

Select the chart. Click on the Add Chart Element button in the Design tab tloe [E button next to

the chart.

You can add your own custom error bars, if needed, from the error bar options. You do have to

format one series of error bars at a time.

Make Charts the Same Size

Use the Height and Width properties found on the Formétitathe ribbon, or on the Format Pane for

the Chart Area's Size & Options. You can use the alignment options on the format tab to make the

charts line up.

Changing the Data Source

From the Worksheet

1st Qir  2nd Qtr 3rd Qfr
456 489 423
498 435 472

When you select a chart you will see the Chart 128 168 157

Tool tabs in the ribbon, and the three options
Chart Title

buttons along the right side of the chart. If you

can see the cells in the worksheet used for the II II
chart you will also be able to see the data is
Pants Shoes

selected and each section is shaded.
H1stQtr W 2nd Qtr 3rd Qtr

If you hover your mouse ovehé bottom rightt
hand corner of the data grouping you will get the

twotway sizing arrow. If you click and drag the
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selection you can manually change the chart data

source.

If you know you will have more categories and
series you can grow the data area bagowvhat's
showing and Excel will assign new colors and

make room in the chart for the new values.

From the Select Data Source Window

Select Data Source

) Chart data range: | =' Sales by Quarter!SB323E55

From the Chart TooBesignab chooseSelect Data
ESgchh Row/Column

Leqend Entries (Series) Horizantal (Category) Axis Labals
< Remove ‘ - | ! CAEdit

v Pants

TheChart data rang@ption can be a bit finicky

so | recommend deting the current range and 7 sous

selecting the new set from the worksheet.

The chart is initially arranged to follow the order
of the data, but if you would like the legend in a
different order, you can rearrange the Legend

Entries using the up and down arrows

Removing data

Both of the above options will help you add and remove data. You can manually adjust the range in the

worksheet or you can select a different range from the Select Data Source window. Both are great as
m ! Values Names

long as you are using a consecutigage of data.

The Select Data Source window also hd&eanovebutton to delete a series
from the chart. Notice there is not one for the Category/Axis labels. To be
able to remove one you will need to firSwitch Row/Column Once you've

removed the categries,Switch Row/Columragain.
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From the chart itself you can click on the series you want to remove and Padsteon the keyboard.
You can only delete the series, so the same actapmy in order to remove a category you will need
to switch the rowktolumns first.

However, we now have a Filters button along the side of the selected chart. From here we can uncheck
any of the values we do not want on the chart; Series and Categories. You must click the Apply butto
at the bottom of the menu for the fiéir to take effect.

Sorting and Filtering

Sorting Data

On the far right side of thelometab you will find a large Sort &
Filter button. The menu you see when you click on the button is

reflected in the Sort & Filter group of tH2atatab.

If you make aelection of cells, Excel will think you only want to sort or

filter by that selection. But if your

dataset has no blank rows and no

Sort & Filter blank columns Excel will see the

whole range as one data set.

You can have blank cells, but not completely blank
columngrows; if you are not sure that your dataset is consistent, click inside one cell, and press
CtriA. This will select all the cells within the dataset. A second®Ctidr pressing the shortcut

in an empty cell, will select the entire sheet.

When you hae completed a sort, you can click the Undo button (ormZ)rlExcel will undo the

sort and it will select the dataset it used in the sort. This is another way to see your dataset.
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Ascending Sorts

A C

_ 1 Apples 1/1/1971
1) Text Sort alphabetically from A to Z 98 Bananas 2/2/1982

2) Numbers Sorts fom smallest number to largest number3 _Cherries 3/3/1993

3) Dates Sorts from the newest date to the oldest date

Descending Sorts

A C
1 Cherries 3/3/1993
2 Bananas 2/2/1982
3 Apples 1/1/1971

3) Text Sort alphabetically from Z to A

4) Numbers Sorts from largest number to smallest number

5) Dates Sorts from the oldest date to the newesite

Custom Sorts

When you first open this window, Excel will show the most recent sort options. If you haven't

created a sort yet, this window may be blank.

~

- =
o
Sort B
P'zl Add Level H x Delete Level H ELE] Copy Level ‘ { hd Options... [ My data has headers

l Column Sder
[EELEE Column A El AtoZ E]‘
iThen by |column B ] B Smallest to Largest EI

| Then by | Column C [z] Values E Oldest to Newest

Cancel
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In Excel 2016, we can sort by 64 levels. From this sort window we can add leveks, delet

levels, copy levels, and even change the order of our sort using the up and down arrows in

the toolbar.

Column The column dromlown menu will show the names of your columns, your ‘fields'. If

your data doesn't have titles Excel lists the column healdittgrs instead. If you were expecting

titles, but is only showing the column letters, you can click on the check box in the upper right

hand corner of the Sort window to let Excel know your data has headers.

Sort On: You can Sort on the values of thliscthe cell colors, the font colors, or the cell icons.

Order: The order options change depending on the values in the cells.

Sort On

Values

(]

Values

Cell Color
Font Color
Cell Icon

Order
AtoZ

[+]

Order
Smallest to Largest

Order
E Oldest to Newest

Aoz

ZtoA

Custom List...

Smallest to Largest

iCldest to Newest

Largest to Smallest
Custom List...

Mewest to Qldest
Custom List...

Font Color

Order

Automatic |v | OnTop

Automatic
I N .

(=]

Custom Lists

Cell Color

No Cell Color | v ] On Top E]

I

Order

No Cell Color

Custom lists can be built through the Excel Options utigeiFile menu in the Advanced section

dzy RSNJ DSYSNI} f & hNJ o6&
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If you choose this option, you will be able to select from one of these lists. Alphabetically, April
comes before JanuarWVith the Custom List order, we can ensure January comes first.

These custom lists will work as patterns with the fill handle. Notice the "Shopping" list? Once |
set this up, | can type any of the words in a cell and use the fill handle to follow théesmatt

r
Sort Options

| iCase sensitive

Onentaticn

Sort Options Q) Sort top ta hottom

sort [eft to right

l oK | ‘ Cancel i |

Case sensitiveSort lowercase letters before uppercase letters

Orientation: Sort vertically (top to bottom, sort rows) or

horizontally(left to right, sort columns)

Filtering Data

Filters hide rows (records) based on criteria geti You can turn the filter on and off by choosing

Filter from the Sort & Filter button on the Home tab, or choosing the Filter button on the Data

tab.

9EOSt gAft LXIFOS I RNBLNMR2gY FNNBg i (GKS

dataset). When you click on this arrow we see several options including our sort orders:

1) Sort Ascending, Descending, and by color
2) Clear the Filter
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Filter by @lor
Set a custom filter (text, number, date)

Search for a matching value in the column

6) List of values in the column (fieldelect Allwill Y

Filter :
toggle between everything and nothing. T Advanced

Sort & Filter

Once a filter has been set Excel will hide all the rows that don't Imtée criteria. The status bar will
show how many records (rows) were found that matched. The row numbers of the original data will
remain the same, but will appear blue. The dropdown arrows of the columns that are being filtered

will show the filter icor(funnel). The double line between the row numbers indicate hidden rows.

Custom Filters

Depending on the data in the column you will have the option to set a custom filter based

on text, numbers, and dates.

e

Custom AutoFilter ’ 2 |-é:7_r

Show rows where:
BALANCE

equals E
©ad ©o
7]

Use ? to represent any single character

Use * to represent any series of characters

| |
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Text Filters Number Filters Date Hlters

Equals... Equals.. Equals..
Does Not Equal... Does Not Equal... Before..
Begins With... Greater Than... After...
Ends With... Greater Than Or Equal To... Between...

Less Than...

Contains... Tomorrow

Does Not Contain... Less Than Or Equal To... Today

Between... e =
Custom Filter. o Yesterday

Top 10... Next Week
Above Average This Week
Below Average st Week
Custom Filter... Next Month
This Month
Last Month
Next Quarter
This Quarter
Last Quarter
Next Year
This Year
Last Year
Year to Date

All Dates in the Period »

Custom FEilter..

LT &2dz OK224S 2yS 2F (KS 2LJiAzya 2y

you will see a Custom Auto Filter window such as this. From here we

can set up to two filters.

.

Custom AutoFilter

Show rows where:
BALANCE

equals B
@ aAnd D0
=]

Use ? to represent any single character
Use * to represent any series of characters

Be careful with the AND/OR relationships. If you asteEto show the rows where the City equals
JacksonvilllANDthe City equals Gainesville, you will get no results, because one cell cannot equal

both values. But if you ask for the same using the OR, Excel will show all the records for both cities.
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Or's tend to work for exact matches (Equals TBREquals That), whereas AND's tend to work for
ranges (Greater than THENDLess than That).

You can use the "Wildcards" ? and * to help you with your filter. ? is used for one character, *
for multiple.

Equalsdcks*te Jacksonville, Jacksonville Beach, Jackson Heights

Some of the filter choices may work just as well. | could say Contains 'Jacks' or Begins with 'Jacks'.

SUBTOTAL Worksheet Function

We can do common mathematical functions with our filtered lists using the SUBTOTAL worksheet

function. The syntax is for this function is "SUBTOTAL (function_num,refl,ref2,...)".

Functio

Function_Num Function Function_Num n

AVERAGE STDEV

COUNT STDEV

COUNTA SUM

MAX VAR

MIN VARP
6 PRODUCT

Function_num is the number 1 to 11 that specifies which 'function’ to use in calculating subtotals
GAOGKAY | fA&0 6aSS 0St260d ¢KS NBFmMI NBFuX |

there can be up to 29 different ranges used in thisclion.

Function numbers 1 through 11 will include manudligden rows, ones you have hidden
yourself. Function numbers 1@111 will exclude your hidden rows from the function. Filtemed

out rows are always excluded.
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A B D E
Sum 1411 SubSum 1411
Average 8.70987654 SubAvg 8.70987654
Count 162 SubCount 162

Quarter Item Color ~ |# Sold

1st Quarter  blouses Blue 14
1st Quarter blouses Red (6]
1st Quarter  blouses White 10
1st Quarter  blouses Blue 2
|1st Quarter  blouses Red 4

A B D E
Sum 1411 SubSum
|Average 8.70987654 SubAvg
Count 162 SubCount

000~ 3D W WM =

—
o

Quarter |7 ltem -T|Size Color -T | # Sold

|2nd Quarter pants Large Red 8
12nd Quarter pants Medium Red 6
2nd Quarter pants Small Red 10

A B D E
Sum =SUM(E5-E168) SubSum =SUBTOTAL(9,E5 E168)
Average  =AVERAGE(E5:E168) SubAvg =SUBTOTAL(1,E5:E168)
Count =COUNT(E5:E168) SubCount =SUBTOTAL(2,E5:E168)

Quarter |-¥| ltem -T|Size |~ |Color | # Sold
2nd Quarter pants Large Red 8
|2nd Quarter pants Medium Red 6
|2nd Quarter pants Small  Red 10
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H ©- & - SortCustomersxisx - Excel @ = O X

Insert  Page Layout Formulas Data Review  View Q Tell me what you want tc Sign in 9,. Share

E° General ~ Conditional Formatting ~
~ $ -~ 9% » [EJFormatasTable~ 2XDelete ~ [¥]~ O~
Ve T (57 Cell Styles - [®]Format~ & -

2.0

==, X | Calibri 11 -
s g~ B I U~ A A
aste

- O A-

Clipboard = Font F1 Alignment & Number & Styles Cells Editing

RN

Il

S CITY

| B 7 C D E| F |

- FIRST ~|ADDRESS v[CITY [x|qT - |ZIP A

Appleton April PO Box456 %l SortAtoz L 32689
Katz Kerry PO Box 3346 il sortztoA FL 32689
hores Susan PO Box 5592 Sort by Color FL 32689

Yx Clear Filter From "CITY"

79 |

80 Text Filters

81 ! Search

82 ! M (Select All)

83 ~[ Gainesville
L[] Micanopy

84 | [V starke
85 [ waldo

86

87 |
88

| B " ] l OK ] [ Cancel
Sheetl | (@

ReEdy 3 of 76 records found I" | [ =

Using the IF Function

The If function allows users to make logical comparisons between values, returning a value of
either True, or False. Based on the result of the logical comparison, the if function can carry out a

specific operation, based ontaue or false value.
The syntax for an if function islF(logical_test, value_if ture, value_if false)

Logical testany value or expression that can return a TRUE or FALSE

Value_if _true The value to be returned, or operation to be performed, if thediban is TRUEThis
Oy 6S GSEG o6Ydzald 6S Ay R2dztS ljd2dGSa ai
Value_if false The value to be returned, or operation to be performed, if the condition is

FALSE.
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Excel Comparison Operators
Comparison Operator

w = (equal sign)

> (greater than sign)

< (less than sign)

>= (greater than or equal to sign)

<= (less than or equal to sign)

w <> (not equal to sign) on Library

Steps for an If Statement

1. Place cursor in the cell that will contain the If Statement.

2. Navigate to the Formulas tatand click on the Insert

-

Insert Function

Function icon.

Search for a function:

. Within the Insert Function

window, search for If in the search SESEIECe SRERun| Reccimended

Select a function:

textbox and hit the Go Button.

ERXML
ENCODEURL
NOMINAL
NUMBERVALUE
PDURATION
MUNIT

IF(logical_test.value_if_true,value_if_false)

. SE|eCt the |f funCtiOI’l from the Se|eCt ‘ Checks whether a condition is met, and returns one value if TRUE, and

another value if FALSE.

a function box. Select it by either

double clicking on it or by selecting Help on this funtion (T o« Do ]|
it and dicking the OK button | o
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In the Functions Argument window, we are able to see each argument of the if function.

For the logical test, we want to select the Cell that we are comparing.

"366.00]=1F(B4>65,0,7) ﬂ Function Arguments

i IF
$95.00
$43.00
$65.00 Value_if_true |0 =
$55.00 Value_if false 7| 3
$88.00
$81.00 Checks whether a condition is met, and returns one value if TRUE, and another value if FALSE.

Logical_test | B4>65

$65.01 (alue_if_false is the value that is returned if Logical_test is FALSE. If omitted, FALSE)
456.00 isreturned,

$79.00
$51.00
$64.00

Formula result = $0.00

Help on this function OK ] { Cancel

. Value_if_true. What do we want to happen if our argument is True?
a Tma OlFly oS |a aAayYLXS a | ydzYo SNE
function, or even another function entirely.
. Value_if _false. What do we want to happen if our argument is False?
a ¢KA&d OFy o0S Fta aAyYLiS la | ydiet®RNE
function, or even another function entirely.
. When we have all of our arguments filled out, click on the OK button and our function

is now complete.

. To copy this function to the remaining cells, click

back on the cell that contains the originahfttion. Order Total Shi

Move your mouse into the lower right corner until $66_00

your mouse turns into a dark plus sign. Aan an

10.Click and hold with your mouse as you drag to the bottom of the rest of the data. The

function has now been copied to all of the other cells.
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Best practices with if statements

Generally, it is not good practice to put static values (values that may need to change from time to
time) directly into functions in Excel. The main reason for this is because if a change ever has to bg
made, the values can be hardfiod and change. It is best to put these values into their own individual
cell, and then reference the cell containing the value in the function. This way, any time the values has
G2 OKFIy3aST GKS NBTFSNBYOSR OSt t QtéathadfurictizSareinaw OK |
dzLIRF G SR AYYSRAIFIGSted ¢KSNBE AayQd |

Display a formula with color coded cell references

When troubleshooting a function while in Excel, hit the F2 key. This will display all arguments

a function as color coded cell references and cells.

$10,000
1.50%

Total sales | Commission | Training completed Year-end

$8,500 $0 =IF(AND(H9="yes".F9=>5B%54) F9*5B%5,"")

Cell References

When creating functions in Excel, users must know that there are two different cell reference

types, Relative and Absolute.
Relative cell reference

It is important to understand @w Excel identifies cells in formulas. By default, all cell references
are relative references, which means the function is related to the cells around it. As a function

is copied across multiple cells, it is updated based on the relative position ofaramvsolumns.

The way Excel reads a function is by looking at the relationship of the cell references in relation to
the cell containing the function. For example, in the
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, A 7 B C
1 DeptA Dept B Totals
2 100 300

function contained in cell C3 to the right, Excef | 200 400

NBEFRa GKAA | & caediwp &lisioK S y dzyYo SNJ f 2

the left and add that to the number in the cell

f 20 0SR 2yS 0O2fdzvy G2 GUKS f{SFiéd ¢KSNBEF2NE: ¢
GKS OStt 06St26x A0 LISNF2NX¥a (GKS Ol f OGatetl twddelBy dz
G2 GKS fSFT4 FYR IRR GKIFG G2 GKS ydzYoSNI Ay (K
formula to reflect the appropriate cell addresses. This is called a Relative Reference and is the feature

that enables users to copy the sarfunction to a different location within a worksheet.

Absolute cell reference

An absolute reference is a reference to a particular cell, or range of cells, that never updates as the
function is copied to a new location. Absolute references can be made tadividual cell, or to keep

a row or a column constant as the function is copied to a new location.

To make a cell reference absolute so that it will not adjust when a formula is copied, insert a dollar
sign ($) in the appropriate position. By naviggtinto the formula in the Formula bar, users can cycle
through the absolute reference options by hitting the F4 key on the keyboard. The first time the F4
key is pressed, a user will create an absolute reference to the cell reference in the functisectmel

time the reference will be to the row only, and the third time the reference will be to a particular

column.

Paosition the cursor
Press the, rickey) 9@ Rge
that youwant to
change
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Two times

=85/8817

Three times
Example 1$B$12 Both the Row and the Column are held Constant
Example 2B$12 The Rw is held constant; the Column will update as the function is copied.

Example3$B12 The Column is constant; the Row will update as the function is copied.

Using OR & AND Functions

The And & Or functions are great functions to use within an if functerabse they will return a
value of either True or False, which is what the first portion of an if statement needs in order to

complete the function.

The And and Or functions will allow for multiple logical expressions to be created within the argument

of the function. Each logical expression must be separated by a comma.
And Function

The And function is used to check multiple logical expressions and will return a True value if every ong

of the logical expressions is true.
The syntax isstAND(logicall,[logic f H 6 £ X 0
OR Function

The OR function is used to check multiple logical expressions and will return a True value as long as

one of the logical expressions is true.
Thesyntaxid. hwot 23A 0L t MmZwf 23A0Ff HB Z XD

Nesting an AND or OR function into an If function
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The easiest to incorporate an AND or OR function into an if function is to first start with the And or

Or Function and then incorporate the function into the logical_test argument of an IF function.

Steps to create a nested AND or OR function within arfulkction;

. Navigating to the cell to contain the IF function and type in an equal sign, followed by AND. Select
the AND function by double clicking on it, or using the arrow keys to select the function and then hit
the tab key.

. When the AND function is corgte, finish the function by entering in a closed bracket ).

. Now, use the mouse and place the cursor between the equal sign and the A in the front of the AND

function.

Users may also use the formula bar to do this, as it may be easier to access therfiost of the

function in the formula bar.

With the cursor between the equal sign and the A, start typing if. Excel will populate a list of functions

under the cell. Either double click on the If function, or use the arrow keys to highlight IF ankiithen

the tab key.

Excel will now display the arguments for the IF function underneath the cell, or the formula bar,
depending on where the user is working. The argument that will be bolded will be the logical_test,

which has already been completed

with the AND function. To enter in to the second portion, value_if _true, of the expression, move the

cursor to the far right of the AND function, after the closed bracket and type in a comma.
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6 Enter in what is to be done if the AND function is true, thpae tycomma to get to the last
portion of the IF function, the value_if false.

When all arguments have been fulfilled, hit the type in a closed bracket to complete the

Note: Users may hit the Enter key to complete the function, which resyit in the following error;
This error is just notifying the user that the last closed bracket

is missing. By accepting this error, Excel will insert the closed bracket to complete the function.

Nested IF Statement

Sometimes there is more than one cotidin that needs to be tested in order to return a value. To test
multiple conditions, users can use a nested IF function. A nested IF statement is and easy way to tes
for multiple conditions. Typically, the first condition will be tested and an answeébwiprovided if

the condition is True. If the condition is false, a new IF statement will be used to test in the

value_if _false portion of the first if statement.
The syntax would look similar to this;
=IF(logical_test,value_if true,IF(logical_test,valut true,value_if false))

Note: Excel can nest up to 64 if statements.

Tip: When comparing values within a scale, make sure the values are sorted in either increasing or

decreasing order to help make the nested if statement easier to assemble. If thésscdiecreasing
order, the less than < sign will be used in the arguments and if the scale is in decreasing order, the

greater than > sign will be used in the arguments.
Steps for a Nested IT statement.

1. Position the cursor in the cell that will contairetformula. Type in an equal sign, followed
by if. When if populates under the cell, either double click on if to select it,
or use the arrow keys to highlight it and then hit the tab key to select the IF

function.
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2. Enter in the first logical test within thié function, then hit the comma key to get

to the value_if_true.

|=IF(F6<5LS3
L IF{logical_test, [value_if true], [value_if false])

=if]
_{ % IFERRag }

3. In the value_if true portion of the argument, enter in what is to be done if the first logical

test is true, and then hit the comma key to get to the value_if false.

=IF(F6<SLS3,F6*SMS3
al_tes

| | IF(logica

[value if true], [value_if_false])

4. In the valueif false, a new if statement will have to be started since we are comparing
multiple logical tests. To start a new if statement, start typing IF within the value_if false portion, the
exact same way we would start a brand new IF function, but withouetheal sign.
Excel will populate the if function underneath the cell that is being typed in. Select the if function, just as
if this was a brand new if statement that was being started, by double clicking on the If, or by highlighting

it and then hitting tre tab key.

When this is done, users will notice that the argument below the cell changed from being in the

value_if _false portion of the first IF function to now being the logical_test of the second if statement.

Tip: Treat this new IF function as its awfree standing if function by entering in atguments within

the IF function.

In the second IF functions logical_test, enter in the second comparison and then hit the comma key to

get into the value_if true.

Pagel16 of 150




In the value_if_true portion of the argumé enter in what is to be done if the first logical test is true,

and then hit the comma key to get to the value_if false.

In this example, we are only comparing two values, so in the value_if_false portion, enter in what is

to be performed if neither ofhe logical_tests are met.

Note: If more logical tests were being compared, another IF function would be entered into the

value_if false portion, following the same steps that were taken in step 4.ss

After the value_if false portion is completed, com@éhe second IF function by typing in a closed
bracket ).
notice that the IF function argument below the cell will now display the value_if_false argument of the

first IF function. Since the second IF statement has completed the value_if false portienfio$t IF

function the nested if is now complete.
=IF(F6<SLS3,F6*SVISEIF( F6<SLSE, F6*SMS4, FE*SMSS
L IF(logical_test, [‘.alue_if;fru

To complete the nested IF function, either type in another closed bracket ), or hit the Enter key.

Note: Users may also hit the Enter key after completing the second IF function. If this is dorie, Exce
gAfft LRLMZFGS I gAYR26 AYRAOFGAY3I GKIFG (§KSNB

brackets to complete the function. To have Excel enter in the closed brackets, hit the Yes button.

Microsoft Excel X

We found a typo in your formula and tried to correct it to:

” =|F(F6<SLS3,F6*SMS3,IF(F6< SLS4,F6*SMS4,F6*SMS5))

Do you want to accept this correction?

Yes No
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To verify the nested IF was entered in corhgctlick on the cell containing the IF function and then

hit the F2 key. This will display the function with colored cell references related to the cells on the
worksheet.

1 report Sales Commission

=IF(F6<SLS3,F6*SMS3, IF( FE<SLS. Below $7,000.00 0
IF(logical_test, [value_if_true], [value_if_false]) $14,000.00 1%

! | Above $14,000.00 3%
$8,500 =|F(F6<SLS3,:6*SF-."'|S3,IF(:6<SLS4,:6*S?-.484,16*Sr-.v’455))|

=IF(F6<SLS3, F6*SMS3,IF(FE<SLSA, FE*SMS4

IF(logical_test, [value_if_true], [value_if_false])

=IF(F6<SLS3, FE*SVIS3, IF{ FE<SLSA, FE*SME, F6*SMSS

IF(logical_test, [value_if truckdvalue if false

PIVOT TABLES

Learning Objectives

PivotTables

Formatting

Pivot TalesiExcel 2016 Help File
Exercises

Things to Remember
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PivotTables

PivotTables are summary reports. They give you the ability to take a large boring set of
repetitive data and summarize it into a neat table that you can very easily rearrange, filter,

format, and even chart.

Here's an example of a repetitive raw data set, three PivotTables, and a PivotChart.

A B GO D e R R H I A i (N B WL ) [P G| R
Quarter item  Size Color # Sold
45t Quarter Blouses Large  Blue 88
1st Quarter Blouses Large Red 10 Quanters T
15t Quarter Blouses Large White 92 ltems > Ast Quarter 2nd Quarter Grand Total
75t Quarter Blouses Medium Blue 23 Blouses 456 479 945
13t Quarter Blouses Medium Red 78 Pants 496 595 1091
15t Quarter Blouses Medium White 25 Socks 540 461 1001
1st Quarter Blouses Small Blue 50 Grand Total 1502 1535 3037
13t Quarter Blouses Small  Red 58
1si Quarter Blouses Small  White 42 Avg Sold
1st Quarter Pants Large  Blue 15 Grand Total White:
15t Quarter Pants  Large Red B5 Blouses - 511
4st Quarter Pants  Laige  White 75 Pants 5 3 57.3
1st Quanter Pants  Medium Blue 63 Socks 571
151 Quarter Pants  Medium Red 17 Grand Total X 552
1st Quarter Pants  Medium White 64
1st Quarter Pants  Small  Blue B89
151 Quarter Pants  Small Red 27
1at Quarter Pants Small White 61
1st Quarter Socks Large Blue B3 5 Small fotal  Grand Totol
9t Quarter Socks Large Red as i White
1st Quarter Socks Large White 43 1st Quarter 2 530 1502
15t Quatar Socks  Medium Blue 26 Blouses C 7 a2 150 465
Ast Quarter Socks Medium Red 76 Pants 5 27 61 177
1st Quarter Socks Medium White 64 Socks 5 3 2 76 92 16 203
1st Quarter Socks Small  Blue 92 2nd Quarter 229 688
st Quarter Socks Small Red 95 Blouses 5 B6 221
15t Quarter Socks  Small  White 16 Pants 2 92 279
2nd Quarier Blouses Large Blue 12 socks 51 138
2nd Quaner Blouses Large  Red 40 Srd Quarter 7 a7 536
2nd Quarter Blouses Large  White 35 Blouses 2 1 19
2nd Quarler Blouses Medium Blue 1 Pants 1 13 193
2nd Quarter Blouses Medium Red 9 Socks 6 7 2 21 6 5 65 186
2nd Quarier Blouses Medium White 34 4th Quarter 2 177
2nd Quarter Blouses Small  Blue 53 Blouses E S a7 164
2nd Quaner Blauses Small  Red 82 Pants 2 : 1 d 58
7 20d Quarter Blouses Small White 86 sacks 72 186
Znd Quarter Pants  Large  Blue 73 Grand Total 622

@D AW -

e
See

Planning

The most important part of building a PivotTable is planning. You have to remove yourself
from the raw data and think adut the final result. There's a learning curve, have patience with

yourself and with Excel and you'll get there.
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The Data

The data has to be repetitivelt looks wrong at first, but the more boring and repetitive your
data, themore you can do withti In the Large Data 1 class we learn about sorting and filtering

in Excel. We don't need to keep each quarter, each department, each person on a different sheet.
If we keep all of the data in the same place, we can look at each category, one at a iimge, us
the filter, and beautifully because it is all in the same place, we can look across categories and

quickly summarize with a PivotTable.
The data has to be consistentVe don't want to see entries like: 4th Qtr, 4th Quarter, Qtr 4.

In the Large Data JvLookups) class we'll learn about validation rules, and in Large Data 4

(report) we'll see how to use vLookups to help us cleanup inconsistent data entry.

The definition of a database is a structured collection of related data. Rows of a

data table araecords

When we filter in Excel, the Status Bar tells us how many Records were found.

Columns of a data table afgelds. The column titles of your original dataset will appear in the
PivotTable Field List. You'll use these titles to control the struafitee PivotTable. If possible,
useclear, concise, and unique column titlef you use the same column title more than once,
Excel will adch number after the subsequent titles. Exampitome Address, City, State, Zip,
Work Address, City, Statéip beaomesHome Address, City, State, Zip, Work Address, City(2),
State(2), Zip(2).

The Result

By all means, jump in and play with the tools, get comfortable with how to make a PivotTable.
But when it comes down to needing a specific report, you have to "sloonwork”. Think about

what it is you actually want to see.
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"l want to know how many items we ordered.” Okay. Do you care what the items were? Do
you care about the data across the year, or do you only want the total? What about the other

details? Eachersus boxes? Would you like to compare your orders to another departments?

"l want to know how many patients were admitted last month."” Okay. Do you want to see the
break down by time, perhaps by morning and afternoon? By shift? By Department? Or would

you like to have the flexibility to change (filter) the shifts and departments?

The more you think about what you want out of the glorious summary report known as a

PivotTable, the better it will come together for you.

Building

The PivotTable field list stws the column titles of our original dataset, these are Biglds If
you rename, add, or delete columns in the dataset you will not see the change here until you
refresh the data. Th&efreshbutton is on the Analyze tab of the PivotTable Tools, andoean

found on the shortcut menu if you righdick inside the table.

Fields in theFilterswill appear above the table.

Fields in theColumnswill appear at the

top of each column of the PivotTable.

Fields in theRowswill appear at the left of

each rowof the PivotTable.

Fields in the/alueswill be summarized.
By default, text and date fields will be

counted, number fields will be summed.
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Arranging Fields

Adding

Click the check box in front of the field name

a. Text fields will go into th&owsshowing each unique value from the dataset

b. Date fields will go into th&®owsgrouping the values across time

c. Number fields will go into th&¥alueas a sum

. Drag fieldname from the field list to an area

a. You willhaveto drag to add a field to the value areaultiple times

. Righttlick on the fieldname in the field list and choose an area

. Moving

Drag fieldname from an area to a new area

Righttlick on the fieldname in the field list and choose a new area

Leftrelick on a field in an area and choose a negaar

Deleting

Drag fieldname out of the area section

Leftrelick on a field in the area and chodgemove Field
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Value Field Settings

Fields added to the value section are summarized within the grouping of the row and column
headings set in the PivotTabINumbers will sum, other values will be counted. To change
how the data is summarized, laftick on the fieldname in the Values area and chodalkeie

Field Settings

You can reformat your numbers with the Excel formatting tools, but if you reformat tha
Value Field Settings window you'll format the Table, this means if you change the structure of
your table by adding fields you won't have to reformat any new cells occupied by the table.

Page 7 of this handout discusses Bisow Values Agptions.

It is possible to create other summary options, but it's beyond the scope of this class. If

you would like to explore, look at theelds,Iltems, & Setption on theAnalyze tab

Formatting

The PivotTable Design tab has lots of style options to makPitleTable look good.

Change the Options settings to see how they vary in the style you chose.

lﬁe Layout Formulas Data Review View Analyze Design Q Tell me what you want to do...

v Row Headers Banded Rows
+| Column Headers Banded Columns

PivotTable Style Options PivotTable Styles

Subtotals Grand Report Blank
- Totals - Layout~ Rows ~

Layout
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The style options help with the look of the data, but in my opinion the first set of buttons on
the Design tab are way better, as they determine howdlaéa is pulled together within the
PivotTable.

Original Subtotalsat Bottom, Blank Rowsnserted

Sum of #5Sold Column Labels | - Sum of # Sold Column Labels ~

Row Labels -7 Large Medium Small Grand Total Row Labels | Large Medium Small Grand Total

= 1st Quarter 536 436 530 1502 =1st Quarter
Blouses 190 126 150 466 Blouses 126 150 466
Pants 175 144 177 496 Pants i 144 177 496
Socks 171 166 203 540 Sueks 203

- 2nd Quarter 365 482 688 isgs| [t To 530
Blouses 87 171 22 479
Pants 114 202 279 595
Socks 109 188 461

Grand Total 901 918 1218 3037

=12nd Quarter
Blouses
Pants

Socks
72nd Quarter Total

Grand Total

No Subtotals noGrand Totals

Sum of # Sold Column Labels |~
Row Labels ¥ Large Medium
= 1st Quarter

[e) S . 90 126
Reigif tayoutouting) 1,

Socks 171 166 Sum of # Sold Size -

Quarter T item - large Medium Small Grand Total
o= znd Quanor = 1st Quarter 536 436 530 1502
Blouses 87 171 Blouses 1%0 126 150
Pants 175 144 177
Pants 202 y Socks mn 166 203
365 482 ces
Socks 164 109 Blouses & 1 a2
Pants 114 202 279
Socks 164 109 188
Grand Total S01 918 1218

Sum of # Sold Size v
Quarter T item - Large Medium Small  Grand Total
S1stQuarter  Blouses 19 126 466/
Pants 175 144 7 496
Socks 171 166 540

Blouses 87 171 1 479
Pants 114 202 595
Socks 154 109 461

Grand Total 901 918 3037

Report LayoutTabular, no Subtotals BlankRowsinserted

Notice with theOutline and TabularReport Layouts th&ow Labelsre no longer grouped,

instead you see a heading for each column and row label.

Create a PivotTable
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If you have limited experience with PivotTables, or are not sure how to get started, a

RecommendedPivotTableis agood choice. When you use this feature, Excel determines a

meaningful layout bynatching the data with the most suitable areas in the PivotTable. This

helps give you a starting point for additional experimentation. After a recommended
PivotTable is creatk you can explore different orientations and rearrange fields to achieve

your specific results.

1) Select the PivotTable that looks best to you and pf@ksExcel will create a PivotTable
on a new sheet, and display tiRevotTable Field&ist.

1) Click a ceélin the source data or table range.

2) Go tolnsert>Tables>PivotTable

If you're using Excel for Mac 2011 and earlier, the PivotTable button is dbattagab in the
Analysisgroup.

3) Excel will display th€reate PivotTablelialog with your ranger table name selected. In

this case, we're using a table called "tbl_HouseholdExpenses".

Create PivotTabis ks =<

Choose the d31a That ¥ou want 1o analyzs

TableRange DI Househo lSExoensesd E3

T Use an extermsl dats zource
Choois Eonnocion.
Conmeclion nam=
R ook s Data Mogos
Choose whers you want the PivotT=ble report to be placed

@ Mews Workshest
D Existing Worksheet

Choose whether you want 1o analyze multiple tables
| Acd this aots to The Oata kfodel

Cances

In the Choose where you want the PivotTabteport to be placedsection, selecNew
Worksheet or Existing WorksheetForExisting Worksheetyou'll need to skect boththe

worksheet and the cell where you want the PivotTable placed.
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1) If you want to include multiple tables or data sources in your PivotTable, clickdtiehis
data to the Data Modektheck box.

ClickOK and Excel will create a blank PivotTahble] display thé?ivotTable Fieldsst.
Working with the PivotTable Fields list

In the Field Name area at the top, select the check box for any field you want to add to

@2dzNJ t AQG20G¢1 06fSd . & RSTFlLdzZ G y2ynydivéE NR O

fields are added to the Column area, and numeric fields are added to the Values area. You
Oty faz2 Ylydzaftteé RNIInlyRmTRNBLI yé | @ Af]
you no longer want an item in your PivotTable, simply drag it out@fRields list or
uncheck it. Being able to rearrange Field items is one of the PivotTable features that
makes it so easy to quickly change its appearance.
PivotTable Values

Summarize Values By
By default, PivotTable fields that are placed in theugalarea will be displayed as a SUM.
If Excel interprets your data as text, it will be displayed as a COUNT. This is why it's so
important to make sure you don't mix data types for value fields. You can change the
default calculation by first clicking ohe arrow to the right of the field name, then select

the Value Field Settings option.

Value Field Settings
= WValues

Source Name: AMOUNT
Sum of AMOUNT

Custom Name: |Sum of AMOUNT

Summarize Values By Show Values As

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

PMowe to Report Filter sum N

Count

Move to Row Labels Average

Max
Move to Colurmn Labels Min
Product

Remowve Field
Number Format

Value Field Settings...
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Next, change the calculation in the Summarize Values By section. Note that when you change
the calculation method, Excel will automatically append it in thet@n Name section, like

"Sum of FieldName", but you can change it. If you click the Number Format button, you can
change the number format for the entire field.

Tip: Since the changing the calculation in the Summarize Values By section will change the
PivotTable field name, it's best not to rename your PivotTable fields until you're done setting up
your PivotTable. One trick is to use Find & Replace (Ctrl+H) >Find what > "Sum of", then Replac

with > leave blank to replace everything at once instead ahuoally retyping.
1) Show Values As
Instead of using a calculation to summarize the data, you can also display it as a percentage of g

field. In the following example, we changed our household expense amounts to displéy afs a

Grand Totalinstead of the am of the values.

Sum of AMOUNT Column Laig

Rowlabels |@ January February March  Grand Total
Entertainment

Grocery

Household

Transportation

Grand Total

Value Field Settings

Source Name: AMOUNT

' . . Custom Name: | S f AMOUNT
Once you've opened thealue FieldSetting b o

Summarize Values By |

dialog, you can make yogelections from

Show values as

the Show Values Agb. 9% of Grand Total
Base field Base item:
MONTH

AMOUNT

3) Display a value as both a

calculation and percentage.

Number Format Cancel
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Simply drag the item into th¥alues
section twice, then sehe Summarize
Values Byand Show Values Asptionsfor

each one.

Refreshing PivotTables

If you add new data to your PivotTable data source, any PivotTables that were built on that
data source need to be refreshed.

To refresh just one PivotTable, yoy/ca NA A K mOf A 01 | Y@sKSNBE Ay (K
Refresh.

If you have multiple PivotTables, first select any cell in any PivotTable, then on the Ribbon go to
PivotTable Tools >
Analyze> Data> Clickthe arrow under theRefreshbutton and

selectRefresh All

Create a PivotChart
1) Click anywhere in the PivotTable to show the PivotTable Tools on the ribbon.
2) ClickAnalyze> PivotChart
3) Inthelnsert Chartdialog box, click the

chart type and chart subtype you wanp.1 | 12

PivotChart{Recommended
PivotTables
Toals

You can use any chart type except XY

(scatter), bubble, or stock chart.

4) Click OK

5) In thePivotChartthat appears, click any
interactive control, and then pick the

sort or filtering options.
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charts.

Sum of Order Amount

When you select the PivotChart two buttons
appear next to the chart so you can quickly
add or change chart elements such as titles or
data labels, or change the chart style and
colors of your PivotChart the same way you

would in a standard chart. salesperson <Y

ThePivaChart Toolsare shown on the ribbon.

On theAnalyze Design andFormattabs,
you can pick options to work with or

customize your PivotChart.

Change the source data

After you create a PivotTable, you can change the range of its source data. F@exam
you can expand the source data to include more rows of data. However, if the source dal
has been changed substantiallguch as having more or fewer columns, consider creating

a new PivotTable.

To change the data source of a PivotTable if it's agarigells or an Excel table, do the

following:
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Click anywhere in the PivotTable to show igotTable Tools

on the ribbon.

In the Table/Rangebox, enter the range you want to use.

g - N
Change PivotTable Data Source @I__Lh_]

Choose the data that you want to analyze

@ Select a table or range

Table/Range: Sheetl!SASl:SESSOO_l_

Use an external data source

Connection name:

[ OK ] [ Cancel J

Tip: Leave the dialog box open, and then select the table or range on your worksheet. If the
data youwant to include is on a different worksheet, click that worksheet, #eh select

the table or range.

Delete a PivotTable

When you no longer need a PivotTable, select the entire PivotTable, and press the Delete key
to remove it. If you get a "Cannot change this part of a PivotTable report" message, smake sure
the entire PvotTable is selected. Press Ctrl+A, and press Delete again.

If you're using a device that doesn't have a keyboard, try removing the PivotTable like this:

5) Pick a cell anywhere in the PivotTable to showPRhetTable Tool®n the ribbon.

6) ClickAnalyze> Select and then pickentire PivotTable
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7) Press Delete.

Tip: If your PivotTable is on a separate sheet that
hasno other data you want to keep, deleting that

sheet is a fast way to remove the PivotTable.

PAGE SETUP

Customizing the Quick Access Toolbar

Customize
Quick

File Menu Access

(Backstage Toolbar

view)

The upper left hand corner of the Excel Window has a Quick Access Toolbar. This is a ver
convenient location to place commonly used buttons. By default,tdotbar has Save, Undo,
and Redo. For this Printing and Setup workshop we would like to add the Print Preview button to

the toolbar.

There is a drop down buttof) at the end of the Quick Access Toolbar that will help you decide

which buttons to displayThis drop down list displays several common choices, including our Print

Preview and Print. When you choose a list item, Excel will place the button on the toolbar.
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Commands This will operthe Excel Options window. From the

Customize Section, choose the command you would like to see and

choose theAdd > >button.

Page Setup

There are several of ways to customize your printouts in Microsoft Excel. Many of these options

can be found on

[ — |7I~]]¢ — :T:_
I Dl
Margins Orientation Size Print
> - ~  Area~

e

yjj w5, Width: Automatic ~ | Gridlines Headings
=2
Print
Titles

T Scale to Fit

o

===

Background

§ D Height: Automatic ~
100% . Print Print

I £ I Sheet Options P

v| View |V| View

1
x| Scale:

Page Setup

Redo
Refresh All
Repeat
Save
; Save As
] Set Print Area
5 Shapes

 Spelling...
Sum

& undo

Sort Ascending
Sort Descending

& Touch/Mouse Mode ¥

(] Show Quick Access Toolbar below the Ribbon

1o ] N—

Customizations: ',u
Import/Export ~ |©

[ concel

» vl

I'he Page Layout tab In the ribbon.

All of the page setup options can be found through Bege Setupvindow. You can view this

window by clicking any of the launch dialog box ("Mol&])buttons in the bottom right of any

of the sections shown here. Yoan also open the window by clicking on thage Setugutton

in the Print Preview.

Pagel32 of 150



| Page Setup

Page Tab Page Margins | Header/Footer |  Sheet

Orientation

Q) portrait Landscape

The first tab in the Page Setup window [l | scaing

Q Adjustto: 100 |- % normal size

allows you to change some general page P~

% page(s) wide by |1

options.

Paper size: Letter

Print qualty: | 600 dpi

= Figst page number:  Auto
¥

Orientation

Orientation

Print Preview QOptions...

| oK | Cancel

This option lets you set your

print out to Portrait or
Landscape. The image portrays
the actual direction of the

paper.

This is also a button on
the Page Layout Tab

and in the Print

T A 7 Settings in the print

Portrait Oriestation preV|eW

Scaling

This option can be used to change the "zoom" of the printout withAbgist to:option or force
the number of pages the printout must fit within using tRé to: option. Like the zoom in the

worksheet, you can adjust this option from 10% to 400%.

eos Width: Automatic *
3 } A
$ || Height:

«| Scale:
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Scalings also available on theage Layoutab in theScale to Fisection. The
Width and Height options are the same as theit to: option allows you to
specify how many pages wide or tall you want your printout to be. Stede
option is the same as to th&djust to:option, it allows you to change the zoom

percentage of the printout.

. No Scaling
B Print sheets at their actual size

Fit Sheet on One Page

Fit All Columns on One Page
mink the pnntout so that it is one

K the printout 50 the

TheScalingoption in the print preview offers four options. f,‘f,‘_‘,”“"“"“""“ T

LUsTC 2Caling Options..
DD Nao Scaling

No Sca”ng; Scale to 100% [laon  Frint shests ot thair actual size

Fit Sheet on One PageScale Width of only One Page

Fit All Columns on One Pag&cale Height of only One Page

Fit all rows on One PageScale whole printoutd fit everything on one page.

Paper size

This option allows you to choose paper sizes such as Letter, and Legal. This
option can also be changed by using Biegebutton on thePage Setupsection

of the Print Layouttab, and in thePrint Settingsin the grint preview.

Print quality

This option allows you to specify the print quality of your worksheet. The higher the
resolution (dots per incly dpi), the better the quality of your printout. This option can only be

changed in thé?age Setupvindow.
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Page Setup

Firstpage number

By default, a printout starts on page one,

but this option allows you to start on a

different number. You might do this if you

have a cover page, or if you're adding it to

another report. This option can only be

changed in thé?age Setupvindow.

Margins Tab

Margins are the distance between your data and the edge of the page. Here on the second tab
of the Page Setup window you can adjust the Top, Bottom, Left, and Right margins to an

accuracy of a hundredth of an inch.

A preset list of Margis can also be found on the Page Setup section of the Page Layout tab and
Ay GKS LINAYG LINBOASSG YSydzd LT &2dz OK22aS /d

the Page Setup window.

Header is the text that appears at the top of  These do not have to be the first
each printed pageand Footer is the text that row or column; any column can be
appears at the bottom of every page. These chosen as your titles and will be
do not show in the Normal view of the repeated on each page of the
worksheet, but can be seen in the Print  printout. If you click on this button
Preview and the Page Layout View. in the Page Layduab, it will open
o the in the Page Setupnvindow to
Print Titles
the Sheetpage.
This option allows you to set which
Rows to repeat at the dp of each
_ As with thePrint Areg to set the rows and
page, and which Columns to
columns to repeat, click inside the blank in

repeat on the left of each page.
the Page Setupvindow and use your mouse
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to select the rows/columns you would like

repeated on eery page.

worksheet, but can be seen in the Print Preview and the Page Layout}View.

Keep the distance of the Header: and Footer: margins smaller than the Top: prl nt

and Bottommargins to prevent overlapping the data. l itl es

Center on page

This option allows yoto adjust how the data will be placed within the set margins.

No Centering Centered Horizontally Centered Vertically Horizontally &

Vertically

Header/Footer Tab

The third tab of the Page Setup window is Header/Footer. Remember, Headers appeartap,tand
Footers appear at the bottom of every page.

The Header and Footer drop down lists offer predefined options. The items listed pull the infornjjtion
such as Author from the Document Properties. These can be modified through the File tabjj Info
Properties. Other information is derived from the Worksheet names, Workbook names, computerjdate
and time settings, and calculated page numbers. Remember you can set the beginning page nurjgber
the Page tab.
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There are several Header and Footer optionshatthottom of the window.

Different Odd and Even PagesCustom Headers and Footers can be created for odd vs. (jven
pages.

Different First Page; Custom Headers and Footers can be created for the first page t{§ be

different fromthe rest of the pages.

Scde with Documentg Keeps the samscalingas the worksheet. If we set the scale on the Pa(je

tab to print at 200%, this check box will ensure the header and footer also scale to 200%.

Align with Page Marging Aligns the Header and Footer with the left amght margins
of the worksheet instead of the page itself.

Header

Header

To format text: select the text, then choose the Format Text button.

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button,

To insert picture: press the insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button.

First Page Footer Odd Page Footer | Even Page Footer

Left section: Center section:
| | Toformattext: select the text, then choose the Format Text button,
To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the cdit box, then choose the appropriate button.
To insert picture; press the Insert Picture button. To format your picture, place the
cursor in the edit box and press the Format Picture button.

o B B EEE E

J

Left section: Center section: Right section:

J I Cancel [

Pagel37 of 150



If you choose the options fdddd EvenandFirst PageExcel will show new tabs here so you can

set each section to have its own custom header and foote

Header/Footer Elements (Custom Toolbar)

There are three sections you can enter text. Th#t Sectionaligns its contents on the left side of the
margin, theGenter Sectiomaligns its contents in the middle of the margin, and Bight Sectionaligns
its contents to the right side of the margin. If you would like the Header/ Footer to align with the p

instead of the margin,

r

Header

Header

To format text: select the text, then choose the Format Text button,

To insert a page number, date, time, file path, filename, or tab name: position the
insertion point in the edit box, then choose the appropriate button.

To insert picture: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button,

[a] [Ble] @]o] [2w)[=) =)

Left section: Center section; Right section:

| e

1 23 45 678 910

turn off the Align with Page Marginsption on thePage Setup
1. Fontc You can have severalfférent fonts in the same section. You can set the format before [
after youtype your text. If you format after, you will need to select the text before you go into the Fq

window.

2. Page numbec Inserts the text "&[Page]" which represents the curr@aige number.
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3. Total number of pagesg Inserts the text "&[Pages]" which represents the total number of printgjd
pages. lfve wanted to see the phrase Page 1 of 6, we would need to type in the "Page" and " of " (flon't

forget the

spaces!) So our code woulabk likert Page &[Page] of &[Pages]

4. Current datec Inserts the text "&[Date]". This is the code to display the day the worksheel is
printed. Thisbutton is automatically updated. If you want it to display the day the worksheet wWas

created, you will need to typthe actual date.

5. Current time¢ Inserts the text "&[Time]". Like the Date button, this will automatically update efch

time thefile is printed.

6. File path¢ Inserts the text "&[Path]&[File]". This is the code to show the full file path. Like the Ddge
andTime buttons, this will automatically update. If you move the file, or Save As into another locafjon

or with another name, this option will automatically change.

7. Filenameq Inserts the text "&[File]". This is the code to display the current name of line fi

8. Worksheet name; Inserts the text "&[Tab]". This is the code to display the printed worksheet ngjme.
9. Insert Pictureq Inserts a graphic in the header/footer. This is most often used for logos arl
watermarks.The image will show in actual size behih@ data. Very light images, such as a largg
graphic of the word DRAFT or CONFIDENTIAL can be inserted into a header and will appear onfever

page in the printout.

10.Format Pictureg This button allows you to format the picture you have inserted. If theneois

picture, thisbutton will be disabled (grayed out).
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The Page Layout View (found on the View tab), allows you to view and edit your Header/Footer 3
see the data in your worksheet. From this view you will see the edges of the page and theupdgs
in the status bar.

When you click in the Header/Footer area you will get a Header & Footer @Delsign tab. From herg
you will see many of the options we have available when setting up our Header/Footer in the Pagd
window.

You may findtiuseful to create or edit your Header/Footer in this view, where you can see the ch
Fad @2dz YIS GKSY® ¢2 agAi0OK @ASsa 2N 62N
Header/Footer design tab.

File Home  Insert Page Layout Formulas Data Review  View Design Q Tell me what you want 1o do...

‘f@ 7@ Y/l‘/\ rﬁ ul l ‘ 7@ m Different First Page v/| Scale with Document

Header Footer  Page MNumber Current Cumrent File  File Sheet Picture t| G Goto Different Odd & Even Pages || Align with Page Margins
X s Number of Pages Date Time Path Name Name =r Footer =

Header & Footer Header & Footer Elements MNavigation Options

Sheet Tab

The final tab inhie Page Setup window allows us to take things from the worksheet to add to our

printout.

Page Setup

Pnnt area [ iPee ‘M“Q"" 1 *,‘e_a.‘?fff.“.?,‘fii sheet |
Print area;
Print titles

Rows to repeat at top

This option allows you to choose the range of cells to

Columns tn repeat at left:

print. This option is not available if you ent®age g
Gridlines Comments (None)
Setup from the print preview, because you maot il celgrorsas. | dspiyed

_| Draft guslity

Row and column headings

"choose" cells. ik bt

9 Down then over |2

QOver, then down

=

Print

"EﬁgF_?_rjtq_t;aare an also be set from theageSetupgroup of thePage Layoutb~Selecthe desired
range-of:eells and choos8etPrint Area ——
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To set the print area from thBage Setugvindow, click insidé€rint areabox and usetie mouse to
point to the cells you want. You can move the dialog box by clicking and dragging the blue title bafr.

Gridlines Headings
V| View  |v| View
Print Titles print [ | Print

Sheet Options i}

This option allows you to set whi¢tows to repeat at the topf each page, and which

Columns torepeat on the leftof each @ge. These do not have to be the first row or column;

any column can behosen as your titles and will be repeated on each page of the printout. If

you click on this button in the Page Layout tab, it will open the irPthge Setupvindow to [Eﬁﬁ

the Sheetpage bapt
Titles

As with thePrint Areg to set the rows and columns to repeat, click inside the blank ifPtmge Setup
window and use your mouse to select the rows/columns you would like repeated on every page.

Gridlines

This option will print the gridlines arodnall the cells within the print area. The

alternative is to place "border" around your cells. Gridlines can be turned on and off

from the Page Layout tab, in the Sheet options section.

No Options Set Gridlines

Jack 123
Jill 456
John 789
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Black and white

This option will pnt your data in simple black and white. This does not include shades of gray. E

will remove all color formatting from the printout.

No Options Set

Black and white

Jack
Jill
John

123
456
789

Draft quality

This option is the ideal quick printout. Depending on your prirtterdy reduce printing time. This

option will not print gridlines or graphics.

Row and column headings

letters). Row and Column Headings can also be turmednal off from the Page Layout tab, in the

Sheet options section.

No Options Set

Jack
Jill
John

123
456
789

Row and column headings

Jack
Jill
John

123
456
789

A

| B

Comments

These can be inserted through tReviewtab in theCommentssection. By default, comments are na

printed, but here on theSheettab of the Page Setupvindow we have three options that will print the

comments:At endof sheet As displayed on sheeind the defaultr{none)
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Cell errors as
This option allows you to choose how you want the errors to print. The default is to print the erronp as

you see

them on the screen. But you can change this option to leave those cells blank or fill them all in

with N/A or dashesft L Tt Tt

Page Order

This option allows you to decide how multiple pages will print out. By default, Excel will print data
from the upper left corner straight down to the end, and then over to the next page full of data an
down. If you want to changee print order, such that Excel reads across and then down, change tlis

option.

Page Breaks

You can tell Excel where to start a new page by chodssegt Page Breakom the Page Setup sectio
of the Print Layouttab. The page break will be set algoand to the left of the selected cell. Normal
view the pagebreak will appear slightly thicker gridline. Rage Break Previewhe page break will

appear as a solid blue line.

Normal View Page Break Preview
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