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Module One: Getting Started

In this module, we will discuss how to open and close Excel. We will take a look at the

interface and the new Backstage View. We will also explore the difference between

worksheets and workbooks.
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Opening Excel

Use the following procedure to start Excel.

1. Select START (or press the Windows key on the keyboard) to open the Start menu.
H Od = =

File Home  Insert  Pagelayout  Formulas  Data  Review

\j E 5 Record Macro

[&] Use Relative References
Visual Macros Add-

Basic 1. Macro Security

oo
i
Insert Design
Mode

Cont

)@ Microsoft Excel 2010 »
;’j Notepad »
f

% Snipping Tool
‘;j:.:l_f Paint
jr Getting Started »
! Connect to 3 Projector
Devices and Printers

% Remote Desktop Connection
Defautt Programs

Sticky Notes

‘A XPS Viewer

&G Windows Faxand Scan

Q"‘ Magnifier

Windows 7 USB DVD Download
Tool

w» Al Programs ‘
. e

oy
x

Computer

Control Panel

Help and Support

2. Select ALL PROGRAMS.
3. Next, highlight the Microsoft Office program group. Select MICROSOFT OFFICE
ExceL2016.
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Understanding the Interface

Excel 2010 has a new interface that builds on interface from the previous version of
Excel. Excel 2010 uses the RIBBON interface that was introduced in Microsoft Office 2007
applications. Each TAB in the RIBBON contains many tools for working with your
document. To display a different set of commands, click the tab name. BUTTONS are
organized into groups according to their function.

In addition to the TABS, Excel 2010 also makes use of the Quick Access TOOLBAR from the
MS Office 2007 applications.

The Formula bar is where you can edit contents of a cell. The Status Bar includes

information about your worksheet when you highlight different cells.

View the Excel interface, including the Ribbon, worksheet area, the Formula Bar, the

Quick Access toolbar, and the Status Bar.

Bookl - Excel

[ H uire Power Pivot Q Tell me what you want to do...
Quick Access

AD??C“ Calibi BRI Y General - = = %ﬂ EX E EA“DSW N QY p
=B Copy " . N . Fill =
 Sromapaa © 0 U0 20 220 Toolbar cw WAl Ribbon [T cewe Rl
Clipboard 1r] Font IF) Number IF] Cells Editing A
Al hd fe v
A B C D E F G H J K L M N [e] P Q R s T U |~
1 :I
2
E Formula
4
5
6 Worksheet
7
8
9
10
11
12
13
14
15
16
Z Multiple
19
2 Worksheet Status Bar
22
23 -
Sheetl >
Ready H B M - 1 + 1005
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Use the following procedure to customize the Quick Access Toolbar.

1. Select the arrow next to the Quick Access Toolbar.
& = )

File Home Customize Quick Access Toolbar

Mew
Calib

'
“ I o

Open

Paste

-

B ||V Save

Clipboard E-mail
Al

A

Chuick: Print

Print Preview

Spelling
™ v | Undo
v | Redo

Sort Ascending
Sort Descending
Open Recent File

More Commands...

Show Below the Ribbon

-DDG‘*-JCPIU'I-EILUI'U|I-"

Add an item to the Quick Access Toolbar by selecting it from the list. You can remove an

item by reopening the list and selecting the item again.
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If you select More Commands, Excel opens the Customize window.

Excel Options

Increase Font Size

L
General Customize the Quick Access Toolbar.
Formulas
Choose commands from: (i) Customize Quick Access Toolbar ()
Procfing |Popu|ar Commands w | |For all documents jdefault) he |
Save
Language <Separator> 8 H Save
Borders |> ¥]  Undo |>
Advanced Calculate Now ™ Redo [»
o = Center
Customize Ribbon Conditional Farmatting 4
Connectians
S Copy 3
Add-Ins iﬁ Create Chart
Trust Center ] Custom Sort...
# cut
@ Datasheet Formatting
A~ Decrease Font Size =
% Delete Cells.., -
W Delete Sheet Columns << Remove 7
=¥ Delete Sheet Rows
(< E-mail
& Fill Color [»
W= Filter
Font I-
A Font Calar |P
Font Size I-
;f Farmat Painter
@ Freeze Panes >
A
o
=

Insert Cells... | ) .
= Customizations: Ci}
|:| Show Quick Access Toolbar below the Ribbon Import/Export ¥ |

[ QK ][ Cancel ]

To add a command, select the item from the list on the left and select AbbD. Select OK

when you have finished.
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Using Backstage View

Select the FILE tab in the Ribbon to open the Backstage view. The Backstage view is
where you will find the commands for creating, saving, opening, and closing Excel files,
as well as information about the current workbook. The Backstage view includes new
interfaces for printing and sharing your workbooks. The Options command is also

available to open a new screen for setting your Excel Options.

Use the following procedure to view the Backstage View.

1. Select the File tab on the Ribbon.
Excel displays the Backstage View, open to the Info tab by default. A sample is illustrated

below.
Bookl - Excel
Protect Workbook Properties -
b ?i Caontrol what types of changes people can make to this workbook, Size Mot saved yet
e Title Add a title
Tags Add atag
Categaries Add a category
,3 Inspect Workbook Related Dates
= Before publishing this file, be aware that it contains:
Check for Auther's name and absolute path ethdied
Issues - Created Today, 14:11
oot Last Printed
Publish F‘j Manage Workbook Related People
Q Check in, check out, and recover unsaved changes. Auth
Manage i There are no unsaved changes. e toChange
Close Workbook - i ges.
Add an author
Last Modified By ot caved yet
Account q g i )
Browser View Options Show All Properties
Options (1] Pick what users can see when this workbook is viewed on the Web.
Browser View
Options
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Understanding Worksheets

WORKSHEETS are simply collections of ceLLs. A cell is the intersection of a ROW and a

COLUMN. Columns labels are letters and row labels are numbers. Only one cell can be

active at a time, and that cell is called the ACTIVE CELL. You can move around a worksheet

using your mouse or your keyboard.

Understanding Workbooks

A WORKBOOK is a collection of worksheets. When you save an Excel file, you are actually

saving a workbook. A workbook includes 3 worksheets by default when you open a new
file. You can change the names of these worksheets and add more worksheets to the

workbook. You can also change the order of the worksheets.

g = - Bookl - Excel

Insert  Pagelayout  Formulas ata i i Developer  Inquire  PowerPivot @ Tell me what you want to do...

o= X Cut

Fm Bx [ > AutoSum - %Y p

Calibri - - A A T == - EeWapTet
Paste B Copy - B I U-|ti. & === =5 3 IEEIn gslete Format el Sort& Find &
 Format Painter == A === == Merge 8 Center ~ ” £ Clear~ Filter - Select ~
Clipboard 5 Font = Alignment = Cells Editing
Al - f
A B C D £ F G H 1 J K L M N 0 P Q R s T u
il :I
2
3
4
5
5
7
8
9
10
1
12
13
14
15
16
17
18
19
20
21
22
23
Sheetl (O] 4 »

Use the following procedure to rename a worksheet.

1. Right click on the sheet tab and select Rename from the context menu.

Insert...
EX Delete

16 Move or Copy...

17 & View Code

[T Protect Sheet...
Tab Color »

21 Hide

Select All Sheets
Sheets | 1)
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2. Enter the new name over the highlighted text.
Use the following procedure to insert a new worksheet.

1. Click the New Worksheet button.

22

23
Sheetl

Ready  Scroll Lock £ Mew sheet

Excel opens the new worksheet to the first cell, so that you can begin entering data right

away. You can rename the worksheet if needed.

Use the following procedure to move a worksheet.

1. Click on the worksheet tab that you want to move and drag it to the new location

in the workbook.

www.MicrosoftTraining.net
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Module Two: Entering and Editing Data

This module introduces you to your first worksheet, where you can enter or edit data.

Your worksheets will have a purpose in mind, whether it is to add a series of numbers,
like sales figures or expenses, or to track things like inventory or class registrations. Time
spent thinking about the structure of your worksheet will pay off later, but you can also
add rows and columns at any time to rearrange your data. This module will also

introduce the ability to wrap cell contents and check your spelling.

www.MicrosoftTraining.net 0207 987 3777 @@@ 9



Entering Data

Data is entered into cells. Click the cell you want, and type the desired entry. You can

enter either numbers (VALUES) or text (LABELS) in Excel.

Once you have finished typing, you can press Tab or Enter to complete the entry.

When you type data into a cell, all of it is contained in that cell, even if it is not all visible
at once. If you cannot see all of the data in your cell, you can widen the column.

In the following example, "Household Budget” and “Car Payment” are both too long for

the column width.

A B

HDUEEhuﬁiBudget

2010

Mortgage
Heat

Power
Phone

Car Payment
Gas

10 Insrance

11 Food

A= = R R = VR B R R L R
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Use the following procedure to widen a column.
1. Click on the column you want to widen. Notice the cursor changes to a cross with
double arrows. The screen tips indicate how wide in pixels the column currently
is.

Al | Width: 12,29 (91 pixels) |
A + B C
Hnuﬁehu@iEujget

2010

Mortgage
Heat

Power
Phone

Car Payment
Gas

10 Insrance

11 Food

L= e R B = R R R

2. Drag the border to the new width
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Editing Data

Shown here is the relationship between the active cell and the Formula Bar.

C5 - F | 890

A B | e D E

1 Household Budget

2 2010

3

4 January Februa March April
EIMGrtgage sanl oo aan_l 890 890

6 Heat 250 250 175 125

Using the Wrap Command

Use the following procedure to wrap the contents of a cell that contains a label.
1. Click the cell that you want to wrap.
2. Click the Wrap Text tool on the Ribbon.

Pagelayout  Formulas  Data

Inquire  PowerPivot  Q Tell me what you want to do...

s, ¥ Cut

e Calibri 10 - A A =& ®- SwapTet General . l;h l:_J gm Ex iil :I‘.;tvosum - Q‘Y p
Paste g romatpainter | B T U E - DA S == EE BMegetiCenter - - % 0 58 43 éﬂﬂﬂnﬂa';i‘f'_ Fomet oo Sélz”y Tnsert Delete Format g Claare pot i &
Clipboard [ Font ) Alignment ] Number 5] Styles Cell Editing
Al - e
A B £ D E F G H | 1

1 Household Budget

2 2010

3
I| January February March April May June ITotaI—first_l;ix months

5 Mortgage 890 890 890 890 830 890

Use the following procedure to force a line break in a cell with wrapped contents.

1. Click on the cell with wrapped contents. The contents appear in the Formula Bar.

2. Place your cursor on the Formula Bar where you would like to force a line break.
Press Alt+ ENTER.

12 0207 987 3777 www.MicrosoftTraining.net
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H4 - F YA }firﬁtﬁix manths

A B C D E F G H

1 Household Budget
2 2010
m &
4 January February March April May June first six mo
5 |Mortgage 890 890 890 890 890 890
& Heat 250 250 175 125 80 0
H4 v J< | Total -

A B C D E F G H

1 Household Budget
2 2010
3|
Total -
first six
4 January February March April May June months 1
5 |Mortgage 890 890 890 290 890 890
& Heat 250 250 175 125 a0 1]

Adding Rows and Columns

New columns are inserted to the left of your currently selected column, and new rows

are inserted above your currently selected row.

Use the following procedure to add a new row.

1. Highlight the row below where you want to insert a row. Click to the left of the
row number to highlight the whole row.

www.MicrosoftTraining.net 0207 987 3777 @@@ 13



Total -

first six
4 January February March April May June months
5 |Mortgage 890 890 290 290 890 890
6 |Heat 250 250 175 125 80 ]
7 |Power 225 225 175 175 150 150
% |Phone 65 75 65 65 75 75
8 Car Paymer 275 275 275 275 275 275
10 Gas 240 240 360 240 240 240
11 Insrance 180 180 180 180 180 180
12 |Food 600 600 600 600 600 600

2. Select Insert Sheet Rows from the Ribbon.

Bookl - Excel = -
Insert Page Layout  Formulas Data Review  View Developer  Inquire PowerPivet Q@ Tell me what you want to do... DougDunn S Share

Sy 3 Cut Calibri u A =E=2 % EwepTet General - & 2] B S Bx [gf] ZAuosum - A
me;E@chyv BIUu-|ii- O-A- EE; = EMm FM ter - .05 s %8 0 Cnnal Fn%a;% IEEIerr DES'eteF%t i ilrﬁ)&
+ ¥ Format Painter sl = = T I= ==t 0 Formatting~ Tablew Stylese | w v - LClearr  Fijters Select~

Clipboard 1] Font F] Alignment r] MNumber ] Styles E:: Insert Cells Editing -~
A7 < f &= Insert Sheet Rows -

A 8 c D 3 3 G H 1 J K L M N ¢ R s T Ul«l
1 Household Budget
2 2010
3

Total -
first six

! January  February March April May June months
5 Mortgage 890 890 890 890 890 890
6 |Heat 250 250 175 125 80 0
7 Power 225 225 175 175 150 150
8 |Phone 55 75 65 65 75 75
9 Car Paymer 275 275 275 275 275 275
10 | Gas 240 240 360 240 240 240
11 |Insrance 180 180 180 180 180 180
12 |Food 600 600 600 600 600 600

The new row is highlighted.
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AR - S
A B c | D F H
1 Household Budget
2 2010
3
Total -
first six
4 January February March April May June months
5 Mortgage 830 830 830 890 890 890
6 Heat 250 250 175 125 80 ]
7 Power 225 225 175 175 150 150
o ]
5 Phone 65 75 65 65 75 75
10 Car Paymer 275 275 275 275 275 275
11 |Gas 240 240 360 240 240 240
12 |Insrance 180 180 180 180 180 180
13 |Food 600 600 600 600 600 600
www.MicrosoftTraining.net 0207 987 3777 15
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Checking Your Spelling

To check your spelling, display the Review tab, and click the Spelling button (in the
Proofing group).

Use the following procedure to check spelling.

1. Select the Spelling tool on the Review tab of the Ribbon.

File Home Insert Page Layout Farmulas Data View Developer Inquire Power Pivot 2 Tell me what you want to do...

$ = ﬂ) E‘}l + ] Show/Hide Comment g ‘& Protect and Share Workbook
a5

I3 Show All Comments EF Allow Users to Edit Ranges

esaurus  Smart | Translate New  Delete Previous MNext g Protect Protect Share §
Lookup Comment 5 Show Ink Sheet Workbook Workbook [+ Track Changes -
Proofing Insights | Lanquage Comments Chanages

Excel opens the Spelling dialog box and begins indicating any spelling errors.

Spelling: English {U.5.)

Mot in Dictionary:

Insrance |[ Ignore Once ]

[ Ignore All ]

[ add to Dictionary ]

Suggestions:

[ Change ]

Instance

Insurances ’ Change Al ]
[ AutaCorrect ]

Dickionary language: |Engli5h (.5 w |

[ Cptions., ., ] IUndao Lask [ Cancel ]

2. Highlight the correct spelling and select Change. If the correct spelling is not

listed, you can correct the spelling by editing the text in the Not in Dictionary
field.
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Module Three: Building Formulas

The backbone of Excel is its ability to perform calculations. There are two ways to set up

calculations in Excel: using formulas or using functions. Formulas are mathematical
expressions that you build yourself. You need to follow proper math principles in order
to obtain the expected answer. Building the formula is simply a matter of combining the
proper cell addresses with the correct operators in the right order. This module will
explore how to build, edit, and copy formulas. This module will also explain the
difference between relative and absolute references. We will explore functions in the

next module.

www.MicrosoftTraining.net 0207 987 3777 17
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The Math Basics of Excel

Excel performs calculations by combining the contents of cells using operators. There

are several different types of operators to perform arithmetic, comparisons, and text

concatenation operations, as well as to provide references to use in those calculations.

Review the different types of operators.

The Arithmetic operators are:

+ Plus Sign — Adds values
- Minus Sign — Subtracts values

* Asterisk — Multiplies values

/ Forward slash — Divides values

% Percent sign — Finds the percentage of a value

A Caret — Exponentiation — Finds the exponential value

The Comparison operators are:

= Equals sign — Equates values

> Greater than sign — Indicates that one value is greater than the other

< Less than sign — Indicates that one value is less than the other

>=  Greater than or equal to — Indicates that one value is greater than or equal
to the other

<= Less than or equal to — Indicates that one value is less than or equal to the
other

<>  Not Equal — Indicates that values are not equal

Text concatenation allows you to combine text from different cells into a single piece of

text. The operator is the & sign.

The reference operators combine a range of cells to use together in an operation. The

reference operators are:

18

Colon — A Range operator that produces a reference to all of the cells
between the references on either side of the colon
, Comma — A Union operator that combines multiple range references
Space — An intersection operator that returns a reference to the cells
common to the ranges in the formula

@@@ 0207 987 3777 www.MicrosoftTraining.net



Building a Formula

All formulas begin with the = symbol. To enter a formula, click the cell where you want

the formula and begin typing. When you click on another cell, the contents of that cell

will be included in the formula. Press Enter when you have finished entering the formula.

Use the following procedure to enter a formula to calculate the Total Value in the
sample worksheet

1. Click on the Total Value column for the first product (cell D4).

2. Enter the = sign to begin the formula.

3. Click on cell B4 to use it as the first value in the formula. Excel enters the
reference as part of the formula.

SUM ~ (" KW _,f;| -B4
A B C D E F
Inventory

. Unit Total # left to
Part Mo. #In Stode Reorder level

Price Value reorder

5 |D5P4543 14 $124.50 10

4. Enter the * sign.
5. Click on cell C4 to use it as the second value in the formula. Excel enters the
references as part of the formula.

SUM ~(© % ¥ f| =Ba*C4
A B C D E F
Inventory

. Unit Total # left to
Part Mo. #In Stock ’ Reorder level
Price Value

39 1=B4*C4

reorder
20

— —_——— e - - - 4 .-

6. Press ENTER to complete the formula. Excel moves to the next row and performs
the calculations in the formula.
The following illustration shows the answer to the calculation in the cell, and since the

cell is active, you can see the formula in the Formula bar.
www.MicrosoftTraining.net 0207 987 3777 19
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D4 - (- £ | =Barca

A B C D E F

1 Inventory

. Unit Total # left to
#In Stock ’ Reorder level
Price Value

26 5248.89 | 56,471.14 1

Part No.
reorder

20 0207 987 3777 www.MicrosoftTraining.net
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Editing a Formula

If you have made an error in a formula, you can easily correct it. Both the operators and

the cell references can be edited.

Use the following procedure to edit a formula. The following example uses an incorrect

cell reference in a formula.

1. Click on the cell with the formula you want to correct to make it active.
2. Click on the Formula Bar. Excel highlights the cell references in the current

formula.

SUM (" XV | =paca

A B C D E F
1 Inventory

. Unit Total #left to

Part No. #In Stock ’ Reorder level
Price Value reorder
Q512578 26| 5248.89 | 56,471.14

5 |D5P4543 14 $124.50 10

3. Highlight the operator or cell references and either type over with the correct
reference or operator, or click the correct cell to replace a cell reference.

SuM (" X v f| -2
A B C D E F
Inventory

. Unit Total # left to
Part No. #In Stock Reorder level

Price Value reorder
26] 5248.89 | 56,471.14

SUM ~ (" X & f|=pam
A B C ] E F
Inventory
. Unit Total # left to
Part No. #In Stock ’ Reorder level
3 Price Value reorder
k]
4 |Qs12578 $248.89 $647L14!  gn 20} |
= MTnASADZ 14 €194 sn bl

www.MicrosoftTraining.net 0207 987 3777 21



4. Press ENTER to complete the formula. Excel calculates the formula and moves to
the next row.

F5 v (" fe |
A B C D E F
1 Inventory
. Unit Total #left to
#1n Stock ’ Reorder level
3 Price Value reorder

4 |0512578 26 5248.89 56,471.14 20 1]

5 |D5P4543 14 $124.50 1'EII .I
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Copying a Formula

In Excel, you often repeat the same formula, changing only the cells you are referencing.

You can easily copy the formula instead of having to re-enter it multiple times. If you are
familiar with copy and paste from other applications, this is an easy way to copy a
formula. You can also paste in multiple cells at once by highlighting all of them before

pasting.

Use the following procedure to copy and paste a formula.
1. Right click on the cell with the formula you want to copy. This displays the
context menu. Select Copy. You can also click on the cell and use the keyboard
shortcut: CTRL + C.

D4 M J= | =B4*C4
A B C D E F
Inventory

P | s
13
4

Calibri ~ 11 = $ - 9
Unit Tot A A ’
BIE&'&'?:?:?'EE;

Part Mo. #In Stock

3 b
4 |Qs512578 26 $248.89 | $p,471 14 | 20 A
5 |DSP4543 14 $124.50 #  Cut

6 Ds45843 2 5$588.00 =3 Copy %

7 15512566 18 $224.67 [ Paste Optiolis:

8 55p2777 12 $118.00 =

a P e B = v ] = [ = ¢ oER 91

Excel highlights the cell whose contents you are copying. This will remain highlighted
until you finish pasting, in case you want to paste the cell contents more than once.

2. Right click on the cell where you want to copy the formula. Excel displays a
number of paste options. To paste a formula, select Paste or Paste formula. You
can also click on the cell and use the keyboard shortcut: CTRL + V.
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1 Inventory

Unit

PartNo. #In Stock S Calibri v 11 v A AT $ v % o [

3 Price

4 Q512578 26 $248.89 | s6a B £ = U A - %0 5%
EIDSP-’-'IE!IE 14 5124.50 E_‘_‘u_l 10

6 DS545348 2 $588.00 Cut

7 5512566 18 $224.67 & Copy

8 |SSp2777 12 $118.00 @ PasteOptions:

9 |Q512585 5 5555.22 =5 123 ﬁgﬂ ‘K}/ ED
10 D512566 2 $470.99 Faste Special... | »
11 D512556 8 5430.37

12 K5pP4333 4 SSES.EHZI' Insert Copied Cells...

13 QP133 12 $255.23 Delete...

14 |K530678 3 5685.75 Clear Contents

15 Filter ,
16 Tax rate 10% Sort N
17

18 d Insert Comment

19 ,ﬁ' Eormat Cells...

20 Pick From Drop-down List...

21 Define Mame...

22 % Hyperlink...

3. You can repeat the paste as many times as desired. Or you can highlight multiple
cells at once before pasting to repeat the paste for all highlighted cells.
4. Press ENTER to stop pasting.
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Relative vs. Absolute References

Copying formulas works because of RELATIVE REFERENCING. Formula references actually
reference the cell relative to the formula location. This means that when you copy the
formula, the new formulas reference cells in the same way as the original formula, but
relative to the new cell location. However, ABSOLUTE REFERENCING references the exact
same cell address no matter where the formula is copied. To create an absolute
reference in Excel, put dollar signs before the column address and before the row
address. For example, $A$2.

Use the following procedure to copy a formula with an absolute reference.

1. Create a new column labelled Taxes.

2. Click on the Taxes column for the first product (cell E4).

3. Enter the = sign to begin the formula.

4. Click on cell B16 to use it as the first value in the formula. Excel enters the
reference as part of the formula. Use the Formula Bar to enter dollar signs before
the column and the row (i.e., $8$16).

5. Enter * and the relative reference in the Total Value column.

SUM - X & J | =5B516%D4

A B C O E F G
1 Inventory
2

Unit Total ttleftto
Part No. #In Stock ’ Taxes Reorder level

3 Price Value reorder
4 Q512578 26 $248.89 55647114 |=3B316*D4|| 20 6

6. Press ENTER to complete the formula. Excel moves to the next row and performs
the calculations in the formula.
Copy the formula for the other products and click on some of them to see the results.
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Module Four: Using Excel Functions

This module introduces Excel functions, which are a little like templates for common

formulas. There are many different types of functions. This module will introduce the
new function names introduced in Excel 2010. We'll take a look at the Formulas tab
introduced in the Ribbon for Excel 2007. We'll look at the SUM function and other basic
common functions. Finally, this module will explain how to use the Status Bar to perform

simple calculations.
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Formulas vs. Functions

Formulas combine cell references and operators to perform calculations. Functions use

function names and arguments. The syntax for a function is always the same:
=NAME(Arguments).
Use the following procedure to open the Insert Function dialog box.

1. Click the Insert Function tool right next to the Formula Bar.

Al v frl\

b
A B c Insert Function E

Investigate the different categories and functions in the Insert Function dialog box. View

the bottom part of the screen where the syntax and description of the function appear.
rInsvarlz Function @lﬂy

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 IEI

Select a function:

HYPERLIMEK ‘ = ‘
COUNT i
MAY

SIN T

SUM{numberl,number2,..)
Adds all the numbers in a range of cells.

Help on this fundion oK ][ Cancel
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Using the SUM Function

The SUM function adds up a series of numbers. Instead of having to repeatedly type +

and click cell references, you can use the SUM function.

Use the following procedure to use a SUM function to add the total for each category in

the sample file

=
0

1. Click on the Total —First Six Months column for the first category (cell H5).
2. Click on the SUM tool in the Editing Group on the Home tab of the Ribbon.

5 27 o

Sort & Find &

" Filter~ Select~

Editing

3. Excel enters the function with a default selection of the cell references you want
to use in the function highlighted.

ADDRESS - X « Jfc| =SUM(B5:G5)
A B C D E F G H | J
1 Household Budget
2 2010
3
Total -
first six
1 .;.JE’DEEE.‘{L,,i‘i*l@fﬂi"E“_.EIE*l,",EEEL'"",ME_’}L",HJEDE""_, months
5 Mortgage (890 830 .. 850 890 830 890/=SUM(
6 Heat 250 250 175 125 80 0 [SUM{numberl, [number2], ..} |
7 |Power 225 225 175 175 150 150
8
9 |Phone 65 75 65 65 75 75
10 |Car Paymer 275 275 275 275 275 275
11 Gas 240 240 360 240 240 240
12 Insurance 180 180 180 180 180 180
13 Food 500 500 600 600 600 600
14

28

4. If the cell references are not accurate, you can drag the highlighted area to
include additional cells or remove cells you do not want used in the function.
5. Press ENTER to complete the function.
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Excel performs the calculation and moves to the next row. In the following illustration,
the cell with the function is active, so that you can see the function syntax in the

Formula Bar and the result in the cell.

H5 - S | =5UM(B5:G5)

A B £ D E F G H

1 Household Budget

2 2010
3
Total -
first six
a January February  March April May June months
EIMGr‘tgage 390 230 890 890 290 SBDI 5340!
6 Heat 250 250 175 125 80 o
7 Power 225 225 175 175 150 150
]
93 Phone 65 73 65 65 73 75
10 Car Paymer 275 275 275 275 275 275
11 Gas 240 240 360 240 240 240
12 Insurance 180 180 130 180 180 130
13 Food 600 600 600 600 600 600
www.MicrosoftTraining.net 0207 987 3777 29
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U

sing Other Basic Excel Functions

In

us

addition to the SUM function, there are several other functions that are commonly

ed. You can access these by clicking the arrow next to the SUM tool on the Ribbon.

Use the following procedure to use the AVERAGE function as an example of another

fu

nction.
1. Add a new label in column I: Average.
2. Click on the cell in the Average column for the first category.
3. Click on the arrow next to the SUM function to see the list of other common

functions.
2  5um
Average

Ex

RN

= |en (LA

Count Mumbees

=

wax

-

Jin

Maore Functions...

4. Select Average.
cel enters the function with the most likely cell references.

A B C D E F G H 1 1 K
Household Budget
2010

Total -
first six

January February March April May June months Average

| =
Mortgage =SUM(|
Heat 250 250 175 125 an 1] SUM[numberl, [number2], ...)
Power 225 225 175 175 150 150

5. Replace the cell references so that cell H5 is not included in the average.

(=R e

30

A B C D E F G H [ ] K
Household Budget
2010
Total -
first six
January February March 7 Aprl ] May june . Jmonths I_E_A“era £
Mortgage | 890 890 890 ¢ 890 890 ¢y 890 5340[=sUM(B5:G3)
Heat 250 250 175 125 80 0 [ SUM(numberl, [number2], ..] |

6. Press ENTER to complete the function.
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Understanding the Formulas Tab

The Formulas tab on the Ribbon is used to help create functions. You can access Excel’s

functions in the Function Library group. This saves you the trouble of typing the function

name, and provides you with some help entering the arguments.

Shown here is the Formulas tab on the Ribbon.

File Home Insert Page Layout Formulas Data Review View Developer Inquire Power Pivot Q Tell me what you want te do...
i - 32 =
fx E I IE I I IE Im 9 =] Define Name S Trace Precedents (%] Show Formulas h Calculate Now
T ) - Use in Formula =% Trace Dependents ! Error Checking ~ &o .
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name X . Watch  Calculation [ Caleulate Sheet
Function - Used ~ - - ~  Time~ Reference~ Trig~ Functions~ Manager [ Create from Selection | [% Remove Arrows ~ (&) Evaluate Formula  window Options ~
Function Library Defined Names Formula Auditing Calculation

G7 - ]
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Using the Status Bar to Perform Calculations

To learn how to use the Status Bar to perform basic functions and to learn how to

customize the Status Bar.
Use the following procedure to customize the Status Bar.

1. Right click on the Status Bar to see a list of Functions that can be displayed. For
this example, select MIN and MAX.

Customize 5tatus Bar

v | Cell Mode Ready
v | Signatures Off
v | Information Management Policy Off
v | Permissions Off

Caps Lotk Off

Mum Lock an
v | Scroll Lock Off
v | Fixed Decimal Off

Overtype Mode
v | End Made

Macro Recording Mot Recording
Selection Mode
Page Mumber

Average

<|l=| (=] [=

Count

Mumerical Count

=

Minimum
Maximum % 250

Sum

Upload 5tatus

View Shortcuts
Zoom 100% -

Zoom Slider L » |I| )
[TEEE I 1005 (=] [} (+)

| S

2. Press ESC or click elsewhere in the worksheet to close the Customize Status Bar
list.
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View the calculations performed when you highlight a group of cells.

B7 - f | 225

a | 8 | ¢ | o I €€ 1T ¢ 1 & ] = I J K L M
1 Household Budget
2 2010
3

Total -
first six

4 January February March April May June months A
5 Mortgage 290 890 890 890 290 890 5340
6 Heat 250 250 175 125 20 0
7 lpower | 225 225 175 175 150 1s0]
8
9 Phone 65 73 65 65 75 73
10 Car Paymer 275 275 275 275 275 275
11 Gas 240 240 360 240 240 240
12 |Insurance 180 180 180 130 180 130
13 Food 600 600 600 600 600 600
14
15
16
17
18
15
20
21
22
23
24
25
4 4 » ¥ | Sheetl Sheet2 ~Sheet3 ~¥J M4 Sum of selected cells|—
Ready | Average: 183.3333333 Count:6  Min: 150 Max 225 Sum: 1100

Understanding the New Function Names

Some of the functions in previous versions of Excel have been renamed. The new

functions have improved performance.
The old functions are available if you need backward compatibility. If you do not need
compatibility with previous versions of Excel, always use the new function names for

best performance.

Shown here are the icons that appear when entering a function name. The old names
have a yellow warning triangle next to them.

=(Bet

':E;’:I
() BETA. TNV
(A BETADIST
(%, BETAINY
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Module Five: Formatting Your Data

In this module, we will look at how to make your worksheet more appealing by

changing the font type and size, alignment, formatting numbers, and by adding colour

and borders. This module also explains how to use the merge feature and how to

remove formatting.
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Changing the Appearance of Text

There are a number of things you can do to enhance the appearance of your text. You

can change the font, the size, the colour, and you can add bold, italic, or underline

effects. The Home tab includes many formatting options. There is also a context menu

to easily apply formatting anytime.

Use the following procedure to apply formatting to text.

1. Click on the cell or highlight a number of cells that you want to format.

2. Right-click to display the context menu, or use the formatting tools on the Home

tab.

a. Use the Font drop down list to select a new font for the text.

b. Use the Font Size drop down list to select a new font size for the text.
Alternatively, you can use the Increase Font Size or Decrease Font Size

tools to adjust the font size2 point sizes at a time.

c. Select Bold, Italics, or Underline to add these features to your text.

File Home Insert Page Layout Farmulas Data Review Vi
a - - j—
B J Cut Calibri 2 -la == #-
ER Copy -~
Paste - | E = | = = = | £ 3=
> ~ Format Painter ru - & — === 8=
Clipboard T Font T Alignm
Al w F Household Budget
A B C D E F G
1 Hous|eho|d Budget
t——
2
3
4
>
[
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Aarial 22 - A" A" % - % » [&9
AMB|r = &~ A - -0 50

Ho: |c5.n|_1nlrl_nl Talal=Y;
—m}{, Cut

Changing the Appearance of Numbers

You can format numbers in a variety of ways, by including symbols and/or decimal
places, by formatting the numbers as a long or short date, by adding percentage signs,

and other number formatting options.

Use the following procedure to format a number as currency without decimals.

1. Click on the cell or highlight the cell range that you want to format.
2. Select the type of number formatting you want to use from the Number group

drop down list in the Home tab of the Ribbon.

Boold - Excel
Review View Developer Inguire Power Pivot Q@ Tell me wh
e - | =
B & Cut Calibri -l KA =2 ®- EeWapTe [ | E=l?|
ER Copy -
Paste B I U- ifi- &-A- === =3 EMerge&iCenter - | ABC General =/l Fo
< = = b = = = ot — i} erge enter
o Format Painter 123 e specific format w1
Clipboard [F] Font = Alignment = Sty
12 Number
B4 - £ | 890 90,00
L-_Al Currency
A B = D E F == I
1 Household Budget ] Accounting
= £890.00
2 2016 =
jl Short Date
08/06,/1902
& Janual February March April
4 |Mortgage | ESD.I ilu Long Date
5 |Heat 250 08 June 1902
6 |Power 225 (1 Time
7 feee 00:00:00
8 (7 Percentage
9 0 so000.00%
o ]/ Fraction
11 2 s
12 2
Scientific
13 10 8.90E+02 -
14
15 More Number Formats...
16
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3. Select the Decrease Decimal tool (2 times) to remove the decimal places.

Currency T ij‘; ﬁ —L;L&

$ » % | %0 3% | Conditional Format  Cell
% Formatting = as Table = Styles =

OOOT Ul mn

MNumber Styles
Decrease Decimal
] H Show less precise values by
showing fewer decimal places.

Setting Alignment Options

Alignment refers to the position of the contents within the cell. You can align the

contents horizontally and vertically. You can also change the orientation of the cell

contents.

Use the following procedure to align cell contents.

1. Click on the cell or highlight the cell range that you want to align.
2. Select the type of alignment you want to use from the Alignment group tools in
the Home tab of the Ribbon.

E (3 T D Ef. E = Bookl - Excel
Insert Page Layout Formulas Data Review View Developer Inquire Power Pivot
- ‘ 4
& cut Calibri -1 - A 4 X~ %WrapTeﬂ: General v
ER Copy - = =
Pafte  Format Painter B I U~ i+ s A = = Merge&Center LR R ]
Clipboard [P Font P Alignment [P Number [P
B3 7 Ffe | January
A B = D E F G H I
1 Household Budget
2 2016
Total -
January February March April May June first six
3 months
4 |Mortgage 890 5
5 |Heat 250
6 |Power 225
7
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Using Merge

Merge allows you to combine two or more cells into a single cell. This is useful for

centring text across several columns.

Use the following procedure to merge cells.

1. Highlight the cell range that you want to merge.
2. Select the Merge tool from the Home tab of the Ribbon. Select Merge & Center.

Bookl - Excel

Q Tell mewh

Formulas Data Review View Developer Inquire Power Pivat

ks - - =
o Cut Calibri 2 A A T== - %WrapTeﬂ General -
D ER Copy - -
Paste Ll A =B= e . 2 <o o0 Conditional Fo
: ' Format Painter B I U = OH- A == | £= 3= Merge & Center % * oo 3o Formatting = 1
Clipboard [F] Font [F] Alignment ] Number [F] Sty
M & Cent
Al 2 S || Household Budget erge & Lenter
Combine and center the contents of
A B C D E |EXC€\ I the selected cells in a new larger J
1 2 cell.
1 Household Budget .
This is a great way to create a label
2 2016 that spans multiple columns,
January February March April
3 | e Tell me more
4 |Mortgage 850
5 |Heat 250
6 |Power 225

Bookl - Excel
View Developer Inquire Power Pivot
s - - =
0 & Cut Calibri S - A == ®-  EWepTed General -
pass BCoPY T _
avste R I U~ i~ A =E= | == Merge&Center - g s 1M i
Clipboard ] Font ] Alignment ] Mumber ]
A2 & £ || 2016
A B C D E F G H I
1 Household Budget
2 2016 |
Total -
January February March April May June first six
3 | months
4 |Mortgage 890
3 |Heat 250
6 |Power 225
7
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Removing Formatting

Formatting is not removed when you delete the contents of a cell. To see this, select a

cell with formatting, and press Delete on your keyboard. Re-type the contents, and
you'll see that the new contents are formatted. You must clear the formatting if you no

longer need it.

Use the following procedure to clear formatting.

1. Click on the cell or highlight the cell range that you want to clear.
2. Select the Clear tool from the Home tab on the Ribbon.

Boold - Excel

Inset  Pagelayout  Formulas  Data  Review  View  Developer  Inquire  PowerPivat @ Tell mewhatyou wantto do...

- EoWapText General - ’;‘J Q E‘I' Ex E ZA”mS”""éY p

s X Cut

: Calibri -l - A A=
Paste DY T ) Blru- - &A= =3= [EMeage&Center * T - % + %% £y Conditional Formatas Cell  Insert Delete Format - Sort & Find &
- ¥ Format Painter =Tl = === : Formating~ Tablew Siles~| -~ - - | |ESKCE Filter ~ Select~
Clipboard B Font ) Alignment B Mumber I Styles Cells ¢ Clear Al
Al = £ || Household Budget % Clear Formats
Clear Contents
A B C D E F G H 1 J K L M
Clear Comments |l
1 Household Budget Clear Hypestinks
2 2016
Total -
3. Select Clear Formats.
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Adding Borders

By default, there are no borders around any of the cells. However, you can add a variety
of different borders using the Border button.
Use the following procedure to add borders.

1. Highlight the cell or cell range where you want to apply your border.
2. Select the type of border you want to apply from the Borders tool on the Home
tab of the Ribbon.

File Home Insert Page Layout Formulas Data Review View Developer Inquire Power Pivot Q Tell me
—J s v | =
J Cut Calibri NS — EF Wrap Text General P
pacts B Copy -
aste . e . == == 0 €0 o onditiona
i Iu HEl O - A - | =B1I= | == Merge & Center % * @ 0 Formatting -
Clipboard [ F, Borders ignment [ Mumber [
%! Bottom Border
B3 = —
= -+ Top Border
A E Left Border F G H 1
Right Border
1 = et
5 “ Mo Border
FH Al Borders Total -
January Fel Outside Borders May June first six
£ [E] Thick Outside Borders months
4_|Mortgage 830 =i Bottom Double Border
5 |Heat 250 .
o+i Thick Bottom Border
6 Power 225 —
7 i+ Topand Bottom Border
&8 : Top and Thick Bottom Border
g ==} Top and Double Bottom Border
o Draw Borders
11 .
# Draw Border
- T Draw
13 [# Draw Border Grid
14 & Erase Border
15 ¥ Line Color 3
16 Line Style 3
17
13 EH More Borders...
19
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Adding Fill Colour

Fill colour is how you add shading to the cells of your workbook. You can choose from

standard colours, theme colours, or you can create a customized colour.

Use the following procedure to apply fill colours.

1. Highlight the cell or cell range where you want to apply your fill colour.
2. Select the colour you want to apply from the Fill Colour tool on the Home tab of

the Ribbon.
Bookl - Excel
Page Layout Formulas Data i Developer Inquire Power Pivat
& - - —
b b Cut Calibri i cA =R ®  EewapTe General -
bacs BCORY T S
a'ste ~ Format Painter B I U- #. OH-A === =3 EHMergediCenter - 57+ 05 3 5004 ]
Clipboard ] Font . Automatic znt [P Number ]
Theme Colors
B3 = Je January W EEE EE
A B e F G H I
. Housy RN HRENN
| | |
2 Standard Cole Blue, Accent 1, Darker 25%
HE EEEER Total -
January February ':d‘ More Colors... May June first six
3 | months
4 |Mortgage 890
5 |Heat 250
&6 |Power 225
T
i3
9 -
10 |
11
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Using Cell Styles

Styles are a group of formatting features that you can apply all at once. Styles provide

more consistency to your workbooks and may be easier to apply to individual
formatting features that you are going to use repeatedly.
Use the following procedure to apply a cell style.
. Highlight the cell or cell range where you want to apply your style.
2. Select the Cell Styles tool from the Home tab of the Ribbon to see the style

gallery.
3. Select the style that you want to apply. You can see a preview before you select a

style.

Bookl - Excel = -

Doug Dunn £, Share

v P

Q Tell me what you want to do...

B =4 B B

Formulas  Data Developer  Inquire  Power Pivot

Page Layout
> AutoSum -

e, Lo =
6 Cut Calibri s sl s =B #- SwaepTe General
ptE%Cupyv Py = jcal Conditional Formatas Cell  Insert Delete F thle Sort & Find &
aste B orou- . CA- === == ElMegeacener - - 95 3 <3 85 Conditional Formatas nsert Delete Forma o in
- ¥ Format Painter 4 & ® % Formatting - Table~ Styles - - & Filter + Select -
Clipboard ] Font F) Alignment ) Numb¢ Good, Bad and Neutral
B3 - = January Normal Bad Good Neutral
Data and Model
A B c D E F G -
1 Household BUdgEt Output Warning Text
2 2016 Titles and Headings
fir| Heading 1 | Heading 2 Heading 3 Heading 4 Title Total
January February March April May June  SiX Themed Cell Styles
3 MU 20%- Accentl  20% - Accent2  20%- Accent3  20%- Accentd  20%- Accent5  20% - Accent6
4 |Mortgage 850 40%- Accentl  40%- Accent2  40%- Accent3  40%- Accentd  40%- Accent5  40% - Accentf
5 |Heat 230
6 Power 225
:
& Number Format
9
0 Comma Comma [0] Currency Currency [0] Percent
11 B New Cell Style...
12 [ Merge Styles...
13
a

Use the following procedure to create a new cell style.

Highlight the cell or cell range where you want to apply your style.

2. Select the Cell Styles tool from the Home tab of the Ribbon to see the style

gallery.

3. Select New Cell Style to open the Style dialog box.
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Hurmber
[ ] alignment:
Font
Border
Fil

Skvle name: | Skwle 1

Style Includes (By Example)

Protection Locked

General

Calibri (Body) 11, Text 1
Mo Borders

Mo Shading

[ ] 4 l[ Cancel ]

Enter a name for the style in the Style Name field.

5. Check the Style Includes boxes to indicate what formatting features the style

should include. The options vary based on the active cell.

6. Select Format to open the Format Cells dialog box.

7. Use the Format Cells dialog box to indicate each formatting feature for the style.

Select OK when you have finished indicating all of the formatting features for the

style.

a. The Number tab allows you to set number formatting for cells that contain
values.

b. The Alignment tab allows you to set text alignment for cells that contain
text.

c. The Font tab allows you to set the font for the style.

d. The Border tab allows you to set customized borders for the style.

e. The Fill tab allows you to set customized fill colour for the style.

f. The Protection tab allows you to protect the cells from changes if you use
the Protection feature.
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Format Cells

|Number Aligriment | Fonk " Border || Fill || Prokection

Text alignment Qrientation
Horizontal; . .
|Center V| Indent: . *
Yertical: |U = T
|Ei|:|tt|:|m V| i Text _¢

Justify distribubed t .

Texk conkraol . *

[] werap ket Degrees

[] shrink ka it
Merge cells
Right-to-left

Text direction:

L 04 J[ Cancel ]

8. Select OK to save your style and close the Style dialog box.
The new style appears at the top of the Cell Style gallery.
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Changing the Theme

A theme is a collection of formats that can be applied to a worksheet. It includes

settings for colours, fonts, and effects (such as shadows and colours for graphics). If you
change the theme for a worksheet after you have formatted cells, the theme may not
override all of your customizations.

Use the following procedure to apply a theme.

1. Select the Page Layout tab.
2. Select the Themes tool to see the Theme gallery.

3. Select a theme from the Theme gallery.
H ©- 0O Eﬂ =] Bookl - Excel

File Home Insert Page Layout Farmulas Data Review View Developer Inquire Power Pivot

nColorsv E @ IE [%’ ’% E':é" EWidth: Automatic » | Gridlines Headings I__I

[A]Fonts - - i g i ! k E:DHE\ght: Automatic = | ¥ View v View _
Themes — Margins Orientation Size  Print  Breaks Background Print - Bring
. [DlEeffects~ - - +  Areav o+ Titles ] Scale: 100% Print Print  Forward
Custom - [P} Scale to Fit [F} Sheet Options [}
-
Aa Aa
mmmmEm mmmmms |
STL2016..  Themel > B 4 < H I
Office shold Budget
Aa Aa Aa Aa 2016
EmEEE mnsmnn | EmEEmE mmEEE. first
Office Facet Integral Ion . .
’ arch April May June  six
Aa Aa Aa Aa month
mmmEmm =mmam mmmm=
Ion Board... Organic Retrospect Slice
Aa Aa Aa Aa |
EEEEEE EEEEE EE. mEEe.
Wisp Badge Banded Basis
Aa Aa Aa Aa
EEEEEN EEEEEE - EEEEEE
Berlin Celestial Circuit Crop -
I'ﬁ Browse for Themes...
'!_‘H Save Current Theme...
=
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Module Six: Using Time Saving Tools

This module introduces some time saving tools to make basic worksheet creation even

easier. The AutoFill feature can help you quickly repeat formulas or do things like fill in
the days of the week or months of the year. The AutoComplete feature can help you to
quickly write functions. This module will also look at sorting and filtering your data to
efficiently find the data you need. Finally, this module will introduce Sparklines — a new
feature in Excel 2010 that allows you to create cell-sized graphs that can be helpful in

showing trends.
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Using AutoFill

AutofFill is a feature that quickly creates copies of a cell based on that cell’s contents. If

the cell contains a formula, the formula is repeated with relative references. If the cell
contains a date, AutoFill creates a list with that date as the starting point.

To use AutoFill, simply select the AutoFill handle and drag to fill the contents of
consecutive rows or columns. The AutoFill handle is present for the active cell. It is a
small square at the bottom right corner of the cell.

You can only fill in one direction at a time.

Use the following procedure to copy a formula using the AutoFill handle. This example
uses the formula in the “# Left to reorder” column in the Inventory sample worksheet.

1. Click on the cell with the formula you want to copy. Excel displays a handle
around the cell.

2. Drag the handle at the bottom right corner of the cell to the end of the range of
cells where you want to copy the formula.

Fa - £ | =Ba-Ea

A B c D E R
1 Inventory
2

Unit Total #left to

. Part No. #In Stock - . Reorder level reorder
4 Q512578 26 5$248.89 56,471.14 20,
5 D5P4543 14 $124.50 51,743.00 10 '
6 |DS45848 2 $588.00 51,176.00 1
7 5512566 18 $224.67 54,044.06 10
8 SSP2777 12 $118.00 51,416.00 5
9 Q512585 5 $555.22 52,776.10 5
10 | DS12566 2 $470.99 5 941.98 1
11 DS12556 g 543037 53,442.96 5
12 |KSP4333 4 5$585.00 52,340.00 2
13 QP133 12 $255.23 53,062.76 10
14 |KS36678 3 5685.75 52,057.25 1
15 +
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3. Release the mouse button at the end of the range. Excel displays a menu to help
determine you AutoFill options. For this example, we want to Copy Cells.

I 2 I
| ]
B

(«'} Copy Cells

-

() Fill Eormatting Only

) Fill Without Formatting

Use the following procedure to create a list using AutoFill. This example creates new
columns in the Budget worksheet to cover the second six months.
1. Create a new column heading with the text “July” in cell J4.
2. Click on that cell to make it active. Excel displays a handle around the cell.
3. Drag the handle across the columns. Excel displays a screen tip showing what
AutoFill will place in those cells.

14 - fe | July
D E F G H 1 ] K L M N (8] P
1
2
3
Total -
first six
4 |March April May June months July €
5 830 890 890 890 5340
6 175 125 a0 a 880
7 175 175 150 150 1100
8 1]
9 65 65 75 75 420
10 275 275 275 275 1650
11 360 240 240 240 1560
12 180 180 180 180 1080

13 600 600 600 600 3600

4. Release the mouse button at the end of the range. Excel displays a menu to help
determine you AutoFill options. For this example, you can choose either Fill
Series or Fill Months.
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Using AutoComplete

AutoComplete is an Excel feature that helps you save time. You can begin typing the

name of a function that you want to use in a cell. Excel displays a list of functions that
start with those letters. Then you can simply select the appropriate function from the
drop down list. This helps save time for the functions you use frequently. It also helps

ensure accuracy for your arguments in the function.

Use the following procedure to use the AutoComplete feature.

1. Begin typing the SUM function. As soon as you type the Equals sign and the
letter S, Excel displays a possible list of matching functions.

[=s4 |
() SUBTOTAL

() sm

() SUMIF

() SUMIFS

() SUMPRODUCT
) sUMS0

() SUMxzmy2
() sumuzryz

() UMYz

2. To select the SUM Function from the list, double-click on the SUM function.

3. Excel enters the function, but you must still enter the arguments. You can simply
click on multiple cells, or click and drag to select a cell range. You can also type in
the cell references.
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BETADIST »(© ¥ « f| =5uM(D4:D14
A B c | o | E F
1 Inventory
2
. Unit Total # left to

Part No. #In Stock : Reorder level
3 Price Value . reorder
4 Q512578 26 5248.89 :: 56,471.14 20
3 D5SP4543 14 5124.50 E 51,743.00 E 10
6 D545848 2 5588.00 :: 51,176.00 E 1
7 5512560 18 5224.67 E 54,044.06 :: 10
8 |S5P2777 12 5118.00 :: 51,416.00 E 5
9 Q512585 5 5555.22 E 52,776.10 :: 3
10 D512566 2 5470.99 :: 5 ‘341.‘38; 1
11 D512556 8 5430.37 E 53,442.95 :: 3
12 K5P4333 4 5585.00 :: 52,340.00 E 2
13 Qpla3 12 5255.23 E 53,062.76 :: 10
14 KS36678 3 $685.75 ng&s}g.ﬂj 1
15 [itRx1c]
16 Tax rate 10% |:SL.IM{D4:D14
17 [ SUM{numberl, [number2], ...} |

4. Enter the final parenthesis mark to end the function.
5. Press ENTER to enter the function in the cell.
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Adding Sparklines

Sparklines are tiny charts that are actually in the background of a cell. Sparklines can be

used to visually display trends that might be harder to spot just from the data alone.
Sparklines provide valuable information at just a glance.

Use the following procedure to create a Sparkline. This example shows a Sparkline for
the "heat” category on the budget.

Click on the cell where you want to create the Sparkline.
Click the Insert tab.
Click the type of Sparkline you want to include from the Sparklines group. For this

example, line or bar chart work best.

Hame Page Layout Farmulas Data Review View Developer Inguire Power Pivot @ Tell me what you want to do...
- = - B n A T 5 e
E‘? D O e PD il Store I "p Wl i I “@ L1 1] ¥
- - - AT LI T . - - = _
PivotTable Recommended Table  Pictures Online > My Add-ins + E Recommended ’l s >L\I' PivotChart 3D Line Column Win/ Slicer Timeline
PivotTables Pictures @i+ 7 Charts b R T - Map - Loss
Tables Tllustrations Add-ins Charts ml Tours Sparklines Filters
HE - & Line Sparkline

Sparklines are mini charts placed in
A B c D E E G H 1 single cells, each representing a row
of data in your selection. =

1 Household Budget
2 2016
first

January February March April May June  six July August:ptembOctobeic
2 month
1 |Mortgage 890 890 890 890 890 890
5 |Heat 250 250 175 175 80 0
& |Power 225 225 175 175 150 150 l
7

4. In the next dialog select the data range for the Sparkline and location and press
OK.
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File Home Insert Page Layout Formulas Data Review View Developer Inquire Power Pivot
il —
D b Cut Calibri AN T == #- ¢ Wrap Text General -
E|‘_£| Copy ~ —
Pafte  Format Painter I U- H-A-E=E= £ Merge & Center - B2 - 05 o 3 08
Clipboard Ta Font Ta Alignment [F} Mumber Ta
H9 - Je
A B | c | D | E . F G H |
1 Household Budget
2 | 2016
first
January February  March April May June  six il
3 month
4 |Mortgage 890 890 890 890 890 390
5 |Heat 250 250 175 175 80 0T T
& |Power 225 225 175 175 150 150  —
7 =
5. Finally Autofilll up to the other cells H5 and H4.
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Module Seven: Working with Excel Files

This module working with Excel files, including how to open files and how to save them.

It is important to save files early and often to protect your work. The file format
introduced in Excel 2007 provides new options. In this module, we'll cover how to
publish your worksheets as PDF files and how to send a workbook via E-mail. This

module also discusses how to close Excel files.
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Saving Files

The new Backstage View provides options for saving your files. You can also save a

previously saved file using the keyboard shortcut or the Quick Access Toolbar.
Use the following procedure to save a new file.

1. Select the File tab to open the Backstage view.

Screen data - Excel g - %
Doug Dunn
Screen data
Desktop » BEST STL » Manuals » Post Course Manuals
Protect Workbook Properties ~
Control what types of changes people can make to this workbook, Eoe) 9.02K8
Protect 3
Workbook - Title Add a title
Tags Add atag
Categories Add a category
@ Inspect Workbook Related Dates
Before publishing this file, be aware that it contains:
port Chedkifor | @ oot cvmmnbin itk e e A el et Last Medified Today, 12:49

2. Select Save or Save As. (For unsaved data, either works the same.)

Save As

Save in: |[E:| Excel files V| @ -t XChiE-

B My Recent | (EBudget
Documents |21 ggudget

@ Deskkop
i

Dacurments
Cornpuker
‘ﬂ Tl Metwork,

Flaces

- Workspaces

File marne: |Book2 w |

Save as bype: |Excel Warkhook v |

(o (o ]

3. Navigate to the location where you want to store the file.
4. Enter the File Name.
5. Select Save.
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Publishing Files to PDF

PDF stands for Portable Document Format. Almost all computers have software to read

a PDF file, making it an extremely portable file format. After loading the PDF add-in, it's

just as easy to save a PDF as a regular workbook file.

Use the following procedure to publish a workbook to a PDF file.

1. Select the File tab to open the Backstage view. Select the Export tab.

Create a PDF/XPS Document
Q Create PDF/XPS Document
— Preserves layout, formatting, fonts, and images
Content can't be easily changed
B. Change File Type Free viewers are available on the web

el

Create
PDF/XPS

Export

Publish

Close

Account

Options

2. Select Create PDF/XPS Document under File Types. Select Create PDF/XPS
Document.
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Publish as PDF or XPS

Save in: |E:| Excel files v| @-h XCiEE-
Eb My Recent
Dacurments
(&} Deskrop
My
Dacuments
C
Cormputer
‘;3 Tl Metwork,
Flaces
| Workspaces
File name: |Budget v |
Save as bype: |PDF A4 |
Open file after publishing
Optimize for: (%) Standard {publishing online and printing)
() Minimum size (publishing onling) Options...
(e (oo
|

3. Navigate to the location where you want to store the file.
. Enter the File Name.
5. The default type is PDF. The Open file after publishing and Standard
optimization are selected by default. These can be changed, if necessary.
6. Select Publish.
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Sending Files via E-Mail

Use the following procedure to attach their files to an E-mail.

1. Select the File tab to open the Backstage view. Select the Share tab.

Share

Screen data

Share

Save As

:‘\'. Share with People
Print

Share U= Email
Export

E@ Present Online
Publish

Close

Account

Options

Desktop » BEST STL = Manuals » Post Course Ma...

Email

i
Send as
Attachment

Send as XPS

s
=
Send as
Internet Fax

2. Select Send as Attachment.
Excel opens an E-mail message with the file attached. You can

message contents as needed.

N 00

0207 987 3777

Everyane gets a copy to review

Everyane works on the same copy of this workbook
Everyane sees the latest changes

Keeps the email size small

! Workbook must be saved in a shared location

Everyane gets a PDF attachment
Preserves layout, formatting, fonts, and images

Content can't be easily changed

Everyone gets an XPS attachment
Preserves layout, formatting, fonts, and images

Content can't be asily changed

No fax machine needed

You'll need a fax service provider

enter the addressee and
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Closing Files

If you have finished working on a workbook, but are continuing to work in Excel, you

should close the file.
Use the following procedure to close a file.

1. Select the File tab to open the Backstage view.

2. Select Close.
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Opening Files

The Backstage View includes the Open command, as well as a list of recently used files.

You can use either method, or the Ctrl + O keyboard shortcut to open a file.

Shown here is the Recent list in the Backstage View.

©

Open

New
Open @ Recent Today
q:: Screendata 20/06/2016 12:40
Save Desktop » BEST STL » Manuals » Post Course Manuals
ﬁ OneDrive - BEST STL
Save As Doug.Dunn@Microsoft-training.co.uk Last Week
a5 01 - Source Data
17/06/2016 11:38
Print $> Sites - BEST STL E: » PowerPivot Course Files 2013 Bk
S Doug.Dunn@Microsoft-training.co.uk == PowerPivot Blank Forecast T SETETSE
. 2] E» PowerPivot Course Files 2013 )
Export ﬁ OneDrive =75 PredictionsAndrew 14/06/2016 1411
E: = BEST STL » Access » Fun » Euro 2016 )
Pracy ) .
Publish =0 Other Web Locations == 08 - Pivot VBA (Delegate) 14/06/2016 13:56
- E: » BEST STL = Excel PivotTables datafiles
Close = B .
. w:=| 05 - Using Disparate Data Sources
14/06,/2016 13:50
E;l TS e E: = BEST STL » Excel PivotTables datafiles 5
a== Personal Details
14/06/2016 13:38
pEEL + Add a Place E: » BEST STL » Excel PivotTables datafiles 106/
Options - All Regions ) 14/06/2016 13:26
Desktop » Excel PivatTables datafiles
Browse
s West 14/06/2016 1321

Desktop » Excel PivotTables datafiles » Consolidate Me

Use the following procedure to open a file.

1. Select Open from the Backstage View.
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v @-3 Xo@E-

R
Cormputer

g Tl Metwork,
Flaces

|, Workspaces

Tools b

Laok in: |E;| Work
Eb Ty Recent ) Corporate Training Materials
Dacurments | "5 New Falder
(&} Deskrop
My
Dacuments

File narne: |

v

Files of type: |P.II Excel Files

|

[ op

&N H[ Cancel ]

|

2. Navigate to the location of the file you want to open. Highlight one or more files

to open them.
3. Select Open.
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Module Eight: Printing Excel Data

This module discusses printing your worksheets. First, the module covers the Page

Layout tab for setting up the worksheet page. Next, the module goes into more detail
on setting up your pages. The module discusses how to use Print Preview, Finally, the

module explains how to print your worksheets.
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An Overview of the Page Layout Tab

The Page Layout tab is used to set up your page. There following groups of buttons are
on this ribbon:

e Themes

e Page Setup

e Scale to Fit

e Sheet Options
e Arrange

Shown here is the Page Layout tab on the Ribbon.

File Home Insert Page Layout Formulas Data Review View Developer Inquire Power Pivot Q Tell me what you want to do...

::1:;5: @ @ IE IE% ’% E:E; s Width: Automatic »| | Gridlines Headings i m Eb‘ ‘IEI

a:[lHeight: Automatic * | v View  |v] View

Themes Margins Orientation Size  Print  Breaks Background Print - Bring Send  Selection Align Group Rotate
o Effects - = o o Area~ o Titles Bd Scale: 100% - Print Print | Forward ~ Backward~ Pane =
Themes Page Setup ] Scale to Fit () Sheet Options () Arrange
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Setting Up Your Page

The Page Setup group on the Page Layout tab of the Ribbon includes several tools to

help you set up your page. You can control the margins, orientation, and size of your
page. You can also control the print area, if you don't want to print all of the contents of
your worksheet. Finally, there is another opportunity to control page breaks. You can
also include a background and printing titles.

Use the following procedure to use custom margins.

1. Select Custom Margins from the Margins tool on the Page Layout tab of the
Ribbon.

B colors~ @ @ IE [\‘%’ ’H EEIE'; o5 Width: | Automatic ~| Gridlines Headings 0 4 Eh ?

[&] Fonts~ J y § [ Height: Automatic ~| [+ View  [+] View
Themes — Margins Orientation Size  Print Erezks Background Print - Bing  Send Selection Align Group Rotate
B Effects - < - ~  Areav v Titles Scale  100% Print Print | Forward~ Backward~  Pa -

Themes Last Custom Setting ~ Scale to Fit i) Sheet Options. i) Arrange
Top: 25cm  Bottom:25em
A2 - Lef:  19em  Right 19cm

Header L3cm  Footer 13cm

Normal
Top: 181cm Bottom:191 cm

Left  178cm Right 178 cm 8 C D E F
Header: 0.76 cm  Footer: 076 cm

Wide
Top: 254cm  Bottom:2.54 cm
= Left: 254 cm  Right 254 cm

Header: 1.27 cm  Footer: 1.27 cm

Narrow
Top:  1891cm  Bottom:1.91 cm

Household Budget
Header. 0.76 cm  Footer: 0.76 cm

2 2016

Custom Margins.

I~

January = February March April May

4 Mortgage 890 890 890 890 890

Excel displays the Page Setup dialog box.

Page | Margins |Header,|’Footer Sheet

Top: Header:
0.75 % 0.3 %
Left: Right:
i i
Bottom: Fooker:

Cenker on page
[ Horizont ally
[ wertically

Prink... ] [Print Preview] [ Options. .. ]

[ OK l[ Caniel ]

64 0207 987 3777 www.MicrosoftTraining.net
o000



2. Use the up and/or down arrows to control each of the margins (in inches). When
have finished, select OK.
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Using Print Preview

Shown here is the Print tab in the Backstage View.

@ Doug D1
Print

o Copies: |1 - -
Print
Save
Household Budget
Save As Printer 2016
ot / Brother HL-5240 series
ninf -
D Ready .
S January  February  March April May

T Printer Properties
Share
Export Settings Mortgage 890 890 890 890 890

D Print Active Sheets . Heat 250 250 175 175 80
Publish Only print the active sheets Power 225 225 75 175 o

Pages: 2l to z
Close

E Print One Sided

Only print on one side of th..
—  Collated

Account -

FDE 123 123 123
S D Portrait Orientation -

D Al
2cmx297cm

@ Last Custom Margins Setting
Left 18cm Right 1.8 cm

Printing Data

You can print a worksheet, an entire workbook, or any part of a worksheet. You can
either print the active sheet (Quick Print) or control exactly what you print using the

Print dialog.
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Module Nine: Creating Charts

Charts provide a visual way of relating information. This module will explain how to
insert a chart. You'll learn about the chart tools tab and gain an overview of the

parts of a chart. You'll learn how to change the chart style, as well as how to resize

and move a chart.
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Inserting a Chart

You can create a visual representation of your data by inserting a chart. It's as simple
as selecting the data you want to represent and then selecting the type of chart you
want to use.

Use the following procedure to insert a chart.

1. Select the cells, including the labels to include in the chart.

PROFIT & LOSS

Revenue
Budget 565,000 575,000 585,000 5225,000
Actual 560,000 570,000 S88,000 5218,000
Budget variance [Actual - Budget) [55,000) (55,000 43,000 [57,000)
Prior year 555,000 560,000 570,000 5185,000

Prior year variance [Actual - Prior year) 55,000 510,000 518,000 533,000
Cost of Goods Sold
Budget 550,000 555,000 565,000 5170,000
Actual 547,000 555,000 563,000 5165,000

2. Select the Insert tab from the Ribbon.
3. Select the type of chart you would like to use.

Page Layout Foarmulas Data Review View Developer Inquire Power Pivot Q Tell me what youwant to do..
= - @ = il I2- - n ]
- Stare — = l'ﬂ;‘\'l A (il (1] S
EREREEIEE ip Mk |
PivotTable Recommended Table  Pictures Online .‘ My Add-ins ~ E Recommended Line Column Win/ Slicer
PivotTables Pictures @+~ Charts Loss
Tables Ilustrations Add-ins Sparklines F
Chart3 &7 5 3-D Column
1| |prOFIT&LOSS | |
2 | Revenue anuan iz .I 2-D Bar |
3 | Budget $65,000 575,000 585,000| $225,000
4| | Actual $60,000 $70,000 $88,000| $218,000 % E E
5 | Budget variance (Actual - Budget) ($5,000) (S5,000) 83000 157.000) a
6 | Prior year $55,000 $60,000 S0 3-D Bar
7| Prior year variance (Actual - Prior year) $5,000 510,000 51
8 | |Costof GoodsSold S50,000 % % %
9 | Budget $50,000 555,000 3¢ s200,000
10 | Actual $47,000 555,000  S¢ U]ld]_ Meore Column Charts... I
5150,000 =
11 | r—
12
| e 5100,000 >
13 |
14 550,000
15_ 50 |
16 Budget Actual Budgetvariance  Prior year Prior year
1?' {550,000) {Actual- variance (Actual
4 Budget) - Prior year)
18
19' B January B February March
.| s
0 0 o g
1
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Excel displays the chart.

Chart Title

$250,000
$200,000
$150,000
$100,000
$50,000
) - =
Budget Actual Budget Prior year Prior year
($50,000) variance variance
(Actual - (Actual - Prior
Budget) year)

M January M February B March

Overview of the Chart Tools Tab

You may have noticed the Chart Tools tabs that appear when you inserted your

chart. These contextual tabs are used throughout Office 2010. The appropriate tab

appears, depending on which type of object you are using.

Tools tabs for working with charts

File Home Insert Page Layout Formulas Data Review = Developer Inguire Pawer Pivot Design Format Q Tell me what you want to do...
L]
I B E
A AR R ||
Add Chart Quick | Change |~ = ~ 38 S . —E = —| | Switch Row/ Select Change Move
Element - Layout~ Colors~ Column Data  Chart Type = Chart
Chart Layouts Chart Styles Data Type Location
@ | - - |* Roliing budget and forecastxlsx [Compatibility Mode] - Microsoft Excel ‘ Chart Tools o B
Home Insert Page Layout Formulas Data Review View Add-Ins Design | Layout | Format &5 0 o @@ &
Chart Area hart Wall < | Lines - Chart Mame:
b @ R (G Pl el (8] ] ] ) S 4 2
%Formatieledion Chart Floor [#4] Up/Down Bars Chart 4
Picture Shapes Text Chart Axis Legend Data Data Axes Grldllnes Plot Trendline
£ Reset to Match Style = Box | Titlew Titles* ~+  Labels~ Table~ > Area~ [J) 3-D Rotation ] Error Bars ~
Current Selection Insert Labels Axes Background Analysis Properties
@ -~ - |* Roliing budget and forecastxlsx [Compatibility Mode] - Microsoft Excel ‘ Chart Tools o B
Home Insert Page Layout Formulas Data Review View Add-Ins Design Layout | Format & 0 = @@ B
Chart Area - ﬁ Shape Fill = ﬁ + L Bring Forward |= Align = .5"|J 3 -
. s -
% Format Selection E - L? Shape Outline = A A - Y send Backward '_%. Group
= [c- -
gﬁ Reset to Match Style <) shape Effects ~ N5 E{) Selection Pane ) Rotate e hd
Current Selection Shape Styles WordArt Styles F] Arrange Size (F]
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Understanding the Parts of a Chart

the parts of a standard chart.

The Chart area includes all other parts of the chart that appear inside the
chart window.

A data marker represents a single value in the worksheet. Depending on the
type of chart, this may be a bar, a pie slice, or another shape or pattern.

A group of related values make up the chart data series. Charts usually have
more than one data series, except pie charts, which only represents one data
series.

An axis is a reference line for plotting data. A two-dimensional chart has an
X-axis and a y-axis. For many charts, the label is on the X-axis and the values
are on the y-axis. Three dimensional charts also have a Z-axis. A pie chart
does not have an axis of any type.

A tick mark intersects an axis as a small line. It may have a label and can
indicate a category, scale, or chart data series.

The Plot area includes all axes and data point markers.

Gridlines can make it easier to view data values by extending tick marks
across the whole plot area.

You can add chart text to include a label or title. The chart text can be
attached to the chart or axis, which cannot be moved independently of the
chart. Unattached text is a text box simply shown with the chart.

The legend defines the patterns, colours, or symbols used in the data
markers.
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Changing the Chart Style

The Chart Style gallery includes a number of predefined formats to enhance the
look of your chart. You can easily select a new style that changes the colour and
style of the chart elements.

Use the following procedure to select a new chart style.

1. Select the chart you want to format.
2. Select the Chart Tools Design tab.
3. Select the arrow in the Chart Styles area.

@I H9-®-|= Rolling budget and forecast.xlsx [Compatibility Mode] - Microsoft Excel Chart ools ‘ = & B
Home Insert Page Layout Formulas Data Review View Add-Ins Design | Layout Format ) e = e 2

e B =y = ]

Change Save As Switch Select ﬁd -DH—DE- M L '_ L ‘ h ‘_ Move Draft
Chart Type Template | Row/Column Data

Type Data Chart Layouts Chart Styles anat\nn Mode

Select the desired chart style.
d forecastxlsx [Compatibility Mode] - Microsoft Excel Chart Tools = B2
t Formulas Data Review View Add-Ins Design | Layout Format [~ e o P E

"

hid

hd

hd

hd

hd

hd

b

ol

Iul

IunL

H

Iuil

IunL

iu@
I.I.@F%t

[ ——

0207 987 3777

o000 4

www.MicrosoftTraining.net



Resizing and Moving the Chart

Picture handles appear around the chart when you select it. These handles help
when resizing the chart manually. Make sure these handles are present when you
need to move a chart.

Use the following procedure to resize a chart.

1. Click on the chart to select it. Notice the border around the chart. Each corner
has three small dots.

2. Select one of the corners and drag the picture. Notice the cursor changes to
a diagonal line with arrows at both ends. You can make it smaller or bigger,
depending on which direction you drag.

eal

-

CUST 0T GUOUSs SOTd ‘
Rurdnet A0 nnn %55 00N SRR 0NN

3. Release the mouse when the chart is the desired size. Notice that Excel may
rearrange the graphic elements for the best look and fit.
Use the following procedure to move the chart to a new worksheet in the workbook.
1. Select the chart.

2. Select the Chart Tools Design tab.
3. Select the Move Chart tool.

MEd9- |= Rolling budget and forecastxlsx [Compatibility Mode] - Microsoft Excel Chart Tools | = 2 B
Home Insert Page Layout Farmulas Data Review View Add-Ins Design Layout Format & @ o @ E2

il 7 Bz |
@ 2R SR
Change Save As Switch Select . J-lﬂ—ljll ______ I‘.-10\r
Chart Type Template | Row/Column Data

Type Data Chart Layouts Chart Style Loc atl:nn Mode
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Excel displays the Move Chart dialog box.

Move Chart

Choose where wou want the chart ko be placed:

I_ﬂ _h ) Mews sheet: |Chart1 |

%) Object in: |Ru:u||in-;| Budget and Forecast w |

L oK, J[ Cancel ]

4. Select New Sheet.
5. Give the new worksheet a new name, if desired.
6. Select OK.
Excel creates a new worksheet in the workbook (notice the tabs at the bottom). The

chart has also been resized to fill the worksheet.

HE9 - Rolling budget and forecastxlsx [Compatibility Mode] - Microsoft Excel Chart.Tools = & £
Home Insert Page Layout Formulas Data Review View Add-Ins Design | Layout Format 2] e o B 2R
"TNEERET T @ @
: Al s | [ |- = -
Change Save As Switch Select E -D_i—[l_]- — _ Move Draft
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Wrapping Up

Although this workshop is coming to a close, we hope that your journey to improve

your Excel skills is just beginning. Please take a moment to review and update your
action plan. This will be a key tool to guide your progress in the days, weeks,

months, and years to come. We wish you the best of luck on the rest of your travels!

Words from the Wise

We'd like to leave you with a few thoughts to accompany you on your Excel learning
journey.
e Remember to spend some time planning your worksheet. Be clear about why you are
creating it.
e Remember that everything can be changed if needed.
e Save often, and backup your work regularly.
e Try to use cell references instead of numbers in your formulas and functions.
e Try to write a formula or function once, and then copy it or use AutoFill, instead of
repeatedly writing it.
e Practice as much as you can, and as soon as you can.
e Remember the Undo button!
e If you find you are getting frustrated, come back to this manual, and try the guided
exercises to refresh your skills.
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E&OE

STL Training reserves the right to revise this publication and make changes from

time to time in its content without notice.
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