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Charts

Charts present data, relationships, or trends
graphically. lllustrating information with charts can
help with data comprehension as well as interpretation
and analysis. Excel offers several chart options to suit
various types of data sets and design preferences.

In this module, learn how to create, edit, and format
professional-looking charts so you can present complex
data in a way that is meaningful to your audience.

Objectives

Create Charts

Move and Resize
Chart Types

Layout and Style
Titles and Legends
Gridlines, Labels, and Data Tables
Emphasize Chart Data
Modify Chart Data
Filter Charts
Trendlines

Dual Axis Charts
Chart Templates

Sparklines

© 2022 CustomGuide, Inc.
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Create Charts

Charts are a great way to share data and information in a graphical way. The foundation of charts is the data
they illustrate. Choosing the right data is the first and most important step in creating a chart.

Choose the Right Chart

Once you've determined the results you want your chart to display, choose the chart that best suits this
purpose. The most popular charts are column, line, pie, and bar charts.

rﬂﬂ_l Column

Line

Pie

Bar

Area

XY (Scatter)

ARSIHILL

Stock

_._
——
——
——

Surface

Radar

Column charts are used when you want to compare different values vertically
side-by-side. Each value is represented in the chart by a vertical bar. If there
are several series, each series is represented by a different color.

Line charts are used to illustrate trends over time. Each value is plotted as a
point on the chart and is connected to other values by a line. Multiple items
are plotted using different lines.

Pie charts are useful for showing values as a percentage of a whole. The values
for each item are represented by different colors. Limit pie charts to eight
sections.

Bar charts are just like column charts, except they display information in
horizontal bars rather than in vertical columns.

Area charts are the same as line charts, except the areas beneath the lines are
filled with color.

Scatter charts are used to plot clusters of values using single points. Multiple
items can be plotted by using different colored points or different point
symbols.

Stock charts are effective for reporting the fluctuation of stock prices, such as
the high, low, and closing points for a certain day.

A surface chart is useful for finding optimum combinations between two sets of
data. Colors and patterns indicate values that are in the same range.

Radar charts compare the aggregate values of multiple data series.

10



Create a Chart

o Select the data you want to o Fe O1-crete-chants - Ece Kana Clnpoct -
|nc|ude in your chart File 2 Insert  Draw  Pagelayout  Formulas  Data  Review  View Help O Tellme &
B B h? OB @ [ |dh| = B|l= 4
Make sure to include your Tables | llustrations | Recommended g' FE' i s p,votEDh]m 3? Sparklines | Filters | Links | Text
column names if you want R B N
them to be in the chart. 5 o 7 6 5
. A B D E F G -
o Click the Insert tab. . |Bon Voyage Excursions
. 2 |Agent Las Vegas México DF  Paris
e Select a chart type in the + | Claire Pin 35,250 28,125 37,455 o
Charts group 4 |Kerry Oki 20,850 17,200 27,010
5 |Mario Cruz 33,710 29,175 35,840
Tip: To see all available chart j
types click the Charts dialog s
box launcher. The Insert Chart | *
dialog box appears, displaying 1)
every chart type that is 2
13
aVa'Iable. Excursions [©) ] v
o Click a chart subtype. — = S
The chart appears in the worksheet - ——
O] 9~ Q- = ~create-charts - Excel Kayla Claypool
and the Chart Tools appear on the , .
) i File Home ﬂ Draw Page Layout Formulas Data Review View Help 2 Tellme [t
Ribbon. The Chgrt Tools include three g B 7 EEr @ = | = (@[
new tabs—DeSIgn, Layout and Tables | llustrations | Recommended | = 0 Comn 30 | Sparklines | Filters | Links | Ted
. - - Charts ap ~ o = < o
Format—that help you modify and ’ “]lﬂ Eﬂ mﬁ [ .
format the chart. 7 = 4 30 Column P
i BB B e
1 Bon Voyage Excursions
2 |Agent Las Vegas  2DBar o
s |Claire Pin 35,25 g % E
4 [Kerry Oki 20,85
s |Mario Cruz 33,71 3-pBar
[
: =
8
. w\ More Column Charts...
10
1
12
13
Excursions ® « »
Ready B |- 1 + 100%
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Create a Recommended Chart

Many times, it’s hard to tell what type of chart will best illustrate your data. To help make your decision
easier, Excel offers Recommended Charts. This tool looks at the data you have selected and suggests a few

charts that will represent it well.

Select the data you want to
include in your chart.

Click the Insert tab.
Click Recommended Charts.

Excel recommends charts
based on the data you
selected.

Select the type of chart you
want to use.

Once you select a chart, a
preview and description
appear at the right.

Click OK.

The recommended chart is inserted
into the worksheet.

01-create-charts - Excel Kayla Claypool
File 2 ﬂ Draw Page Layout Formulas Data Review View Help 2 Tellme [t
- - - o= T
B B h? g_ﬁ_g i@ db| = | ® =
Tables | lllustrations | Recommended ) Maps PivotChart 3D Sparklines | Filters Links Text
= E Chars ‘@7 - - - Map - = < E =
Charts &l Tours ~
A2 & é b3 Agent i
A B C D E | F | G [«
1 Bon Voyage Excursions
2 |Agent Las Vegas Meé DF Paris
3 [Claire Pin 35,250 28,125 37,455
4 |Kerry Oki 20,850 17,200 27,010 0
s |Mario Cruz 33,710 29,175 35,840
6_
7,
8_
9,
10_
Ll
2]
13 |
Excursions ® « v
Ready =t W = 1 + 100%

File || Insert Chart ? X e &
E Recommended Charts Al Charts
Tables | llu: e ~ | Clustered Column
= Chart Title
= III b
A2 B = e 35,000 v
- c 30,000
11 1. e 25,00 G =
1 BonVq - o
E 15,000
2 |Agent | - I ||| I 0o
3 |Claire - 5000
4 [Kerry = o Lasvegs México OF pars
5 [Mario || -- u u mOsie PR WRSTYOK  WMane G
6 = l ] l A clustered column chart is used to compare values acrass a few categories.
7 b . Use it when the order of categories is not impartant.
s c
g
10 |
n |
12 e
13 e v
Cancel r
Ready o 5] e ¥ + 100%
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Move and Resize

Usually, you will have to adjust a chart after it is inserted to ensure it doesn’t cover up data on the
worksheet. You can resize a chart, move it within the worksheet, or move it to another worksheet.

Move a Chart

Click the chart to select it.

Click the chart’s border and
drag it to the new location.

Tip: Make sure the four-
headed arrow is activated

before clicking and dragging.

The chart is moved to where you
dragged it.

Move Charts to a Chart Sheet

02-move-and-resize - Excel

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review View Help Design Format 2 Tell me [t
™ Add Chart Element - @ - ﬁ;ﬂ B d D
5 Quick Layout - Ll B il il il dl
Change | = 11 IED 1] ||| | Switch Row/ Select | Change | Move
Colors~ Column Data | ChartType | Chart
Chart Layouts Chart Styles Data Type Location |~
Chart1 b b3 v
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| i
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3 Claire a0000
4 [ Kerry | o500
5 Mario| 30000
6 | 25,000
20,000
g 15,000
g 10,000 |
10 5,000
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— Las Vegas México DF Paris
12
— mCaire Pn mKerryOki @ Mario Cruz
13_ o O -
Excursions ® [«] ] [»]
Ready BH Mmoo~ ] + 100%

If you don’t want your chart on the same sheet as the data, you can move it to its own worksheet.

Select the chart you want to
move.

Click the Move Chart button
on the Design tab.

Select New sheet.

The chart is moved to its own
worksheet.

Type a name for the sheet.

Click OK.

Review View Help Format 2 Tell me [t

Ld

File Home Insert Draw Page Layout Formulas Data

@._

Design

T

g7 Add Chart Element -

{FE Quick Layout = I | | i | |
L v Change | - ,J_ I!I I 7|7| Lil 1 ~ | SwitchRow/ Select | Change | Move
Colors~ Column  Data | ChartType | Chart
Chart Layouts Chart Styles Data Type Loghtan | A
Chartl - é -
Move Chart ? x
£ 1 Choose whel ant the chart to be placed: 1 G =
1 Bon Voyage Excur: o
2 Agent Las M_J,"J (®) New sheet: | Agent Sales| 0
3 Claire Pin
4 |Kerry Oki | O objectin:  |Excursions
5 Mario Cruz
6

México DF

Las Vegas

mCaire Pin mKerryOki  m Mario Cruz

Excursions ® [«] ] [»]

Ready
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Resize a Chart

Eight sizing handles appear along the chart edges once it is selected. Sizing handles are used to change the
size of charts and other objects.

o Click the chart to select it. § 9-C- - fmoreandssie - B i
. ) L. File Home Insert Draw Page Layout Formulas Data Review View Help Design Format 2 Tell me [t
o Click and drag the chart’s Sizing | . cou sement- & E alc
handle. e Change = Il_l I!! III |I| lil ||| Switch Row/ Select | Change | Move
Colors~ e Column  Data | ChartType | Chart
Tip: Make sure the two_headed Chart Layouts Chart Styles Data Type Location | A
arrow is activated before ki o -
clicking and draggin e L e L r | s I
g ggIng. 1 Bon Voyage Excursions™ ) o
2 Agent Las Vegas\ Chart Title
3 Claire Pin 35,5 40000
4 Kerry Oki 20, ¢ 35.000
5 |Mario Cruz 33,7 30.000
5 25,000
7l 20,000
g: 15,000
9 10,000 |
10| 5,000
1; LasVegas México DF Paris
13_ mClaire Pin - mKerry Oki - m Mario Cruz
| fo! O -
Excursions (&) [T J [r]
Ready Jisi] F -+ 100m
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Chart Types

Different types of charts are better for presenting different types of information. For example, a column
chart is great for comparing values of different items, but not for illustrating trends or relationships. If you
find that a chart you’ve created isn’t the best fit for your data, you can switch to a different chart type.

Change the Chart Type

Select the chart you want to
change.

Click the Design tab.
Click Change Chart Type.

Shortcut: Right-click a chart
and select Change Chart Type
from the menu.

The Change Chart Type dialog
box appears. It shows the
different types of charts
available.

Click OK.

Select a different chart option.

- Q- s 03-chart-types - Excel Kayla Claypool
File Home Insert Draw Page Layout Formulas Data Review View Help Design Format 2 Tellme [t
E7 Add Chart Element ~ @ - 2 EE' d]] D
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13| e ’e)
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Ready i m - 1 + 100%
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Switch Row/Column Data

You can switch the rows and columns of data in a chart so they appear in opposite positions.

Select the chart.
Click the Design tab.

Click the Switch Row/Column
button.

EINSERCE

s 03-chart-types - Excel Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review Vie 2 Design Format & Tell me [t
E7 Add Chart Element ~ J’E Eq d] D
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Layout and Style

An easy way to change the look and feel of a chart is by applying one of the built-in layouts or styles that are

available in Excel.

Apply a Chart Layout

Built-in chart layouts can quickly adjust the overall layout of a chart with different combinations of titles,

labels, and chart orientations.

o Select the chart you want to

B 9 Q- -

(M4-layout-and-style - Excel Kayla Claypool

fo rmat File Home Insert Draw Page Layout Formulas Data Review View Help Design Format 2 Tell me A
1 Add Chart Element - — = = l,_‘
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Apply a Chart Style

Built-in chart styles allow you to adjust the format of several chart elements all at once. Styles quickly
change colors, shading, and other formatting properties.

o Select the chart. Pe §s s O lyoutand style - Bce Kara Capoct
I k h b File Home | Insert Draw | Page Layout Formulas Data Review View » ] Design Format 2 Tellme 5
Click the Design tab. Add Chart Element + - s’
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Change Colors

You can maintain the general look of a style while updating just the colors to better suit your needs.

0 Select the chart. 5 Oblayout-and-stye - Exce favia Caypoat
CI k h D b File Home Insert Draw Page Layout Formulas Data Review View Help Design Format 2 Tellme [t
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Titles and Legends

Besides using built-in chart layouts, you can manually add or edit individual chart labels such as the chart
title or axis titles.

Change the Chart Title

The chart title often appears above the chart and is used to describe the data that’s being presented. You
can add a completely new chart title or simply change the text of an existing one.

o Select the chart. 9. Q- s 05-titles-and-legends - Bxcel Kayla Claypool
. . . File Home Insert Draw Page Layout Formulas Data Review View Help = Design Format & Tell me [t
o Right-click the chart title. 2 A [[emme s [ S22 [l || B =Bl 2
. . M3- | BIU- AN |E=E==E $-% 9 B - | em
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12_ mOaire Pin mKeryOki  m Mario Cruz
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By Q- 5 05-titles-and-legends - Excel Kayla Claypool
File Home Insert Draw Page Layout Formulas Data Review View |Help | Design Format & Tellme Gt
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Add Axis Titles

The axis titles describe for viewers the category of data that’s being represented. Without them, it can be
difficult to accurately portray information.

o Select the chart. SR CEEE 05-titles-and-legends - Excel Kayla Claypool
. File Home Insert Draw Page Layout Formulas Data Review View Help = Design Format 2 Tell me A
e Ellck the Chart Elements Dfx o mo | = G - 2 |5
utton. B- | BIU-[AA|= % i Cells | Editing
¥ | H- | 2-A- == | B W@ 0 7} - .
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. A B C E F G [+]
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Axes 40,000
o Select the Axis Titles check i o
box ata Labels o0 5,000
: ata Table Eﬂpﬂﬂ
. [] ErrorBars o "&15,000
A text box is added for both Gridlines 10,000
. . Legend ,000 L
the vertical and horizontal ] Trendine 0 = :
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axes. n Excursion
. . . . 12— m Qaire Pn  mKerry Oki  m Mario Cruz
o Enter descriptive axis titles. 3| 6 o .
. A . Excursions (&) [ ] [»]
e Click outside the title area. Reasy m T

Position the Chart Legend

Usually when a chart is created, a legend is added automatically. The legend identifies what information is
portrayed in the chart’s plot area.

c Select the chart. O @ s 05-titles-and-legends - Excel Kayla Claypool %
. File Home Insert Draw Page Layout Formulas Data Review View Help Design Format 2 Tellme [t
e Click the Chart Elements I b Calibri (Body) - |14 - | = ab General iz = 0
button. @m-| B IUu-|AA $-% # Cells | Editing
¥ | H- | 2-A- W 8 A - -
o C||Ck the Legend ||St arrow. Clipboard T Font o Number Styles ~
Chart 1 v ) v
Be careful not to click the word A | 5 | c 0 e | . | “ I
" ” . . H i
Legend” or it will turn it off, sions o
. & . . . ’ Chart Hements Bon Voyage Excursions o
just hover over it until the list s J

arrow appears. Ais Titles

Chart Title
|:| Data Labels

o Select a position for the - meeo g 2
Error Bars 3
legend. Grdines
Legend Pl Right =
aegas

Tip: You can also click the Add | H ™ Top

México DF Paris
Left Excursion
Chart Element button on the T
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Design tab. 3] HMore Opiore.. 5 )
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Chart Elements

Chart and axis titles are just a couple of the chart elements that are customizable. This table describes

everything you can modify.

Axes

Axis Titles
Chart Title
Data Labels

Data Table

Error Bars

Gridlines

Legend

Trendline

Identifies the values being charted. Most charts have a vertical and
horizontal axis.

Provides a descriptive label for the data being charted on the axis.
Describes the data being presented in a chart.
Displays data from the cells of the worksheet on the plot area of the chart.

A table added next to the chart that shows the worksheet data the chart is
illustrating.

Helps you quickly identify standard deviations and error margins.

Horizontal and/or vertical lines added to a chart to make data easier to
read.

The chart’s key. Describes the data being presented in the plot area of the
chart.

Identifies the trend of the current data, not actual values. Can also
identify forecasts for future data.
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Gridlines, Labels, and Data Tables

Adding elements like gridlines, labels, and data tables help viewers more easily identify what’s being

presented.

Show Chart Gridlines

Gridlines are the lines in the background of a chart that correspond to the values in the chart. In column and
bar charts, gridlines make it easier to compare the values in the chart.

o Select the chart you want to 9- Qi 0-gridlines-abels-and-da.. F—
fo rmat File Home Insert Draw Page Layout Formulas Data Review View Help 2 Tellme [y
ftl Calibri Sl - === 2 General -~ | [l Conditional Formatting = = o
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pp . 6 | | 25000 [] Data Table
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Add Data Labels

Use data labels to label the values of individual chart elements.

06-gridlines-labels-and-da...

& 9 ¢

o Select the chart.
File Home Insert Draw Page Layout Formulas Data Review View Help 2 Tellme [t
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Display a Data Table

A data table is a table that contains the data and headings from your worksheet that comprises the chart

data.

Select the chart.

Click the Chart Elements
button.

Select the Data Table check
box.

Tip: To edit the data table
settings, hover over Data Table
in the Chart Elements menu,
click the list arrow, and select
More Options.

A table with all the data represented in
the chart is added below the chart’s
plot area.

06-gridlines-labels-and-da...

Kayla Claypool
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Emphasize Chart Data

One way to emphasize data is to change the formatting of a specific piece of data or a data series so it
stands out from the rest of the chart.

Change the Color of a Data Series

You can make a data series stand out by applying a different color to the series.

(Ron L C i o

Click Format Selection. i

o Select the chart you want to B 9- - = 07-emphasize-chart-data - Excel Kayla Claypool
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Click Fill to expand the section.

Click the Fill Color button.
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Format Other Chart Areas

You can also switch the chart element you want to format from right within the formatting panel.

Click the Series Options menu
arrow.

Select a chart area to format.

Select a type of format you
want to apply.

Close the Format pane.
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Modify Chart Data

Once you see data in a chart, you may find there are some tweaks and changes that need to be made. Here
are a few ways to change the data in your chart.

Add a Data Series

If you need to add additional data from the spreadsheet to the chart after it’s created, you can adjust the
source data area.

o Select the chart. 5. Qs 08-modity-chart-data - Excel Kayla Claypol
. L. File Home Insert Draw Page Layout Formulas Data Review View Help = Design Format & Tell me [t
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Rename a Data Series

Charts are not completely tied to the source data. You can change the name and values of a data series
without changing the data in the worksheet.

Select the chart.
Click the Design tab.
Click the Select Data button.

Select the series you want to
change under Legend Entries
(Series).

Click the Edit button.
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e Type the label you want to use
for the series in the Series
name field.

0 Click OK.

0 Click OK again.

The name is updated in the chart, but
the worksheet data remains
unchanged.
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Reorder a Data Series

You can also change the order of data in the chart without changing the order of the source data.

Select the chart.
Click the Design tab.
Click the Select Data button.

From the Select Data Source
dialog box, select the data
series you want to move.

Click the Move Up or Move
down button.

Click OK.

The chart is updated to display the new
order of data, but the worksheet data
remains unchanged.
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Filter Charts

You may occasionally want to turn off certain parts of your chart, to focus in on specific data. This can be
accomplished with filtering.

Filter a Chart
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Remove a Filter

When you need to see all your data again, clear the filter.
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Trendlines

Trendlines help you see an overall picture of data over time. They can even be used to forecast future trends
and make predictions.

Choose a Trendline

Trendlines aren’t available with all types of charts. However, if you are using an area, bar, line, column,
stock, scatter, or bubble chart that’s 2-dimentional, a trendline can be applied. There are six different types
available. Use the table below to determine the right type of trendline for your chart and data.

Exponential Exponential trendlines work only for data sets with positive values. They’re
best for data that increases or decreases at a quick rate.

Linear Linear trendlines are best for simple sets of data where the data points are in a
line that increase or decrease at a steady rate.

Logarithmic If your data increases or decreases quickly and then evens out, a logarithmic
trendline is the best to use. They are curved trendlines and can be used for
charts with both positive and negative values.

Polynomial Polynomial trendlines are curved lines for data with positive values. Use these
if your data set fluctuates and you need to assess the ups and downs of a large
set of data.

Power Power trendlines are also curved lines for data with positive values. If your data

increases at a specific rate, power trendlines are the best to use.

Moving Average If your data has large fluctuations, a moving average trendline is best. They
help neutralize variations to give you a better idea of the underlying trend.
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Add a Trendline
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Edit a Trendline

If the trendline doesn’t give you all the information you need, there are some ways you can modify it.

Right-click the trendline.
Select Format Trendline.

The Format Trendline pane
opens on the right. Here, you
can modify the settings for the
current trendline, change the
trendline type, and control
formatting options.

Modify the trendline options to
suit your needs.

Click the Format Trendline
pane's Close button.
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Dual Axis Charts

Dual axis charts, also called combo charts, are great when you have two different kinds of information to

present in the same chart. For example, you can have a column chart representing sales data and a line
chart representing commission amounts displayed together.

Create a Dual Axis Chart

Select the data you want to
include in the chart.

Click the Insert tab.
Click the Combo button.

Select Create Custom Combo
Chart.

The default combo chart
doesn’t include a secondary
axis to label the values of the
second data set. It’s best to
turn this on to make the data
clear for chart viewers.

Click the Secondary Axis box
for the data you want to
display on the alternate axis.

Tip: You can change the chart
type for each series to anything
you want. Use the menus in
the Chart Type column to
select the chart types you want
to use.

Click OK.
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Add Secondary Axis Titles

By default, the primary and secondary axis values are not labeled in the chart. Adding labels helps clarify the

data being presented.

The primary and secondary axis titles
are added to the chart.

Select the dual axis chart.

Click the Chart Elements
button.

Select the Axis Titles check
box.

Type a name in each axis text
box.
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Chart Templates

If you find you are frequently creating the same type of charts with customized layouts and formatting, save
yourself some time and create a chart template to reuse in the future.

Save a Chart as a Template

When you save a chart as a template, that chart’s properties are saved for easy future use.

Right-click the chart you want
to save as a template.

Select Save as Template.

Type a file name for the
template.

When Excel is installed on your
computer, it automatically
creates a special folder to store
the templates you create, but
you can select a different
folder if you'd like.

Click Save.
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Create a New Chart from a Template

Once you've saved a template, you can use that template to create a new chart.

Navigate to the sheet where
you want to use the chart
template.

Select the data you want to
chart.

Click the Insert tab on the
Ribbon.

Click the Charts dialog box
launcher.

Click the All Charts tab.

Select the Templates folder in
the list on the left.

Select a template to use.

Tip: If you no longer need a
template, click the Manage

Templates button to delete it.

Click OK.
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Sparklines

Sparklines provide a way to chart information in the individual cells of a worksheet. They are a great way to
show a snapshot of the worksheet data.

Insert Sparklines
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Print and Distribute

At times, the best way to share your Excel data with
others is to print it. You can configure your workbook
to only print specific portions of your data. In addition,
you can adjust the print scale to the right zoom level so
your data set properly fills the space of a given paper
size. If you choose to distribute your file electronically,
there are steps you can take to ensure your document
is optimized for others to consume. This module covers
the options that are most important when printing or
electronically distributing data from Excel.

Objectives

Page Size and Scale

Print Area

Page Breaks

Print Titles, Gridlines, and Headings
Headers and Footers

Margins and Orientation

Inspect for Issues
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Page Size and Scale

If you plan to print a worksheet on paper that isn’t letter size, you’ll need to select a different paper size in
Excel. You can choose to adjust the scale of your printed worksheet so that the printed data stretches or
shrinks to fit the number of pages you specify.

Change Page Size

Most people normally print on standard letter-sized (8.5” x 11”) paper, but Excel can print on many other

paper sizes.

Click the Page Layout tab.
Click the Size button.

Select a page size.

Tip: If you don’t see the paper
size you need, select More

Paper Sizes.
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Change Print Scale

If you have a data range that’s too wide or tall for a page, scale it to ensure it fits correctly.

a Click the Page Layout tab. T =T ct - B e e
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Print Area

There are two ways to specify the workbook data that is printed: setting the print area and adjusting the

page breaks.

Set the Print Area

Sometimes you may only want to print part of a worksheet. You can define an area so that any time you

print, only that cell range is printed.
Select the cells you want to
print.

Click the Page Layout tab.
Click the Print Area button.

Select Set Print Area.

Tip: Once a print area is set,
add additional print areas by
selecting the additional cells,
clicking the Print Area button,
and selecting Add to Print
Area.

A dark gray border appears around the
print area. When you print, only the
cells within that range appear on the

page.

Remove a Print Area

The print area is cleared and the entire
worksheet will print once again.

Click the Page Layout tab.
Click the Print Area button.

Select Clear Print Area.
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Page Breaks

Excel automatically breaks up the page based on the margins and other page settings, but it’s also possible
to adjust these page breaks or add alternative breaks to divide a worksheet into separate pages for printing.

Adjust Page Breaks

Click the View tab.

Click the Page Break Preview
button.

Shortcut: Click the Page Break
Preview button on the status
bar.

The worksheet appears in Page
Break Preview view.

To move a page break, click
and drag it to a new location.

Tip: Dashed lines indicate automatic
page breaks, while solid lines represent
page breaks that you have changed or

added.

03-page-breaks - Excel

Kayla Claypool

View

Window

o

Help O Tellme &
o | &
Switch Macros
Windows = <
Macros A

File Home Insert Draw Page Layout Formulas Data Review
+ .
@ @ Page Layaut i C)\ E& ﬁ 19 Mew Window
E Arrange All
Normal Page Break — Show | Zoom 100% Zoomto
N ] Custom Views #:
Preview M Selection | i) Freeze Panes~
Wihtkbook Views Zoom

Al H £ | Date

s & B c o
1 [Date Agent Office  Excursion.
2 |ianz Karry Oki i iz Pari:
s |Jan3 Karry Oki i éxico DF
4 |Jan3 PaulTron  Paris México DF
s |Jan3 |NenzMoran Torreon  Beijing
& |Jana KerryOki  Minneapolis México DF
i |Jans Rabin Banks Mi i Veges
& 1ang Camille Orne Paris lr_aris
s |lang FaulTron  Paris México DF
10 |1ang Kerry Oki i i
1 |ianio Camille Orne Faris Baijing
= |lan10 PaulTron  Paris Paris
n |jani1 PaulTron __ Paris Baijing
u [lania FaulTron  Paris Baijing
£ |jan1s lonaFord  Minneapolis Paris
1 |janis NenzMorsn Torreon  LasVegas
T |ianis Robin Banks Minnezpolis Las Vegas
# |jan1s lonaFord  Minneapolis Beijing
# |jan1s Camille Orne Paris Les Vegas
20 |Jan15 KerryOki  Minneapolis México OF
21 |lan1s lonaFord  Minneapolis LasVegas
22 |jan20 KerryOki  Minneapolis México OF
23 [1an21 Camille Orne Paris LasVegas

Sales (&)

Ready B

 -———+ 100%

© 2022 CustomGuide, Inc.

43



Print Titles, Gridlines, and Headings

You can specify rows and columns to repeat on each printed page. You can also select whether you want to

print cell gridlines and row and column headings.

Print Row or Column Titles

The Print Titles command allows you to designate certain rows and columns to repeat on every printed

Click the Page Layout tab.
Click the Print Titles button.

Click in either the Rows to
repeat at top or Columns to
repeat at left field.

Select the row or column you
want to print on each page.

Click OK when you're finished.
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Print Gridlines and Headings

The letters and numbers that serve as the row and column headings don’t print by default. Neither do the
worksheet gridlines. You can turn them on for printing if needed.

Click the Page Layout tab.
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Headers and Footers

You can use a header to include the same information at the top of every printed page or a footer to include
information at the bottom of every page. You can enter your own headers or footers, insert built-in ones, or

insert specific elements such as pictures or page numbers.

Add a Header or Footer

Click the Insert tab.

05-headers-and-footers - Excel
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Header & Footer Elements
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o Click in the footer section 05-headers-and-footers - Fxcel Kayla Claypool
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Header & Footer Elements Group Options

The Header & Footer Elements group has a variety of pre-defined options you can use.

ﬁ Page Number
Aj Number of Pages
% Current Date

) Current Time
File Path

EJ File Name

| sheetName

|aal Picture

Format Picture

Displays the correct page number for each page.
Displays the total number of pages in the worksheet.
Displays the current date.

Displays the current time of day.

Displays the workbook’s name and file path.
Displays the workbook’s name.
Displays the worksheet’s name.

Opens the Insert Picture dialog box, where you can browse for and insert a
picture file.

Is only available once a picture has been inserted; this button allows you to
adjust the picture’s size, brightness or contrast.
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Adjust the Header and Footer Height

Since the amount of content entered in a header or footer can vary, the height may need to be adjusted to

fit all the text.

Click the Page Layout tab.
Click the Margins button.

2]
o
(4

The header and footer heights are
adjusted and to accommodate the
amount of content entered.

Select Custom Margins.

Enter a new height for the
header or footer.

Click OK.
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Margins and Orientation

Margins are the empty space between the worksheet data and the left, right, top, and bottom edges of the
printed page. You can manually adjust them to add more or less space around your worksheet data.

Set Print Margins

By default, the margins are 0.75 inches at the top and bottom, and 0.70 inches to the left and right.

o Click the Page Layout tab. T = Ewd Kayla Claypool
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Ready ] |- 1 + 100%

Set Page Orientation

Portrait orientation is the default setting for printing worksheets, but you may want to use landscape
orientation instead.

0 Click the Page Layout tab. 06-margins-and-orientation - Excel Kayla Claypool
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Inspect for Issues

Excel has several features that help you make sure workbooks look and work the way you want them to
before you distribute them to others.

Excel comes with many options that help you prepare a workbook for distribution.

Inspect a Workbook

Check the workbook for hidden information, such as personal information; custom XML data; and other
hidden or embedded information. This hidden information has the potential to reveal details about your
organization or about the workbook itself that you might not want to share publicly. You can remove this
hidden information before you share the workbook with other people.
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Expart Check for that it contains: Last Modified
Issues - = Document properties, printer
Publish path, author's name and Created
absolute path Last Printed
Close
Related People
'_j Manage Workbook
Author
ME i3] There are no unsaved changes. K Kayla Clay~
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Click Yes.

There’s a variety of items you
can check for within your
workbook. Look through the
list and identify the hidden
content you want to inspect.

Check the box for the items
you want to inspect.

Click Inspect.

Before you use Document Inspector...

Make sure you save your changes because the Document Inspector might remove data that can't be restored later. Do you want to save
your file now?

File ﬂ Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme A
fw X Calibri e - = b, General - | [ Conditional Formatting = =1 0
PEE @3- B I U~ A& = $-% 9 | EHFormatas Table~ Cells | Editing
- s - G- A e <9 .0 i Cell Styles - - -
Clipboard 1 Font o Alignment &l Number Styles ~
- f;‘ v
| A | B | C | D | E | F | G : -
Microsoft Excel X

Yes Mo

7:Jan 5 Robin Banks Minneapolis Las Vegas 3,500 2 7,001
s Jan8 Camille Orne Paris Paris 5,500 6 33,00
9 Jansg Paul Tron Paris México DF 4,500 7 31,50
10 |Jan 9 Kerry Oki Minneapolis Paris 5,500 4 22,00
11 Jan 10 Camille Orne Paris Beijing 7,000 2 14,001
12 Jan 10 Paul Tron Paris Paris 5,500 2 11,00
13 Jan 11 Paul Tron Paris Beijing 7,000 3 21,00

Sale; IChar‘ts ‘ @ « 3
Ready B Mmoo~ ] + 1005

File me Tell me [t
e Document Inspector ? x L
f'j § To check the document for the selected content, dick Inspect. Eﬁ /O
E Cells | Edi
3 it
Paste o iComments! ol |
1 Inspects the document for comments.
Clipboard
. Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.
2 M
Data Model

1 ,Date Inspects Data Model for embedded data that may not be visible on the sheets. o TD‘tBl
2 Jan2 3 16,50
2 Jan Content Add-ins 2 9,00

b Inspects for Content add-ins saved in the document body.
4 Jan L - 4 18,00
5 Jan3 Task Pane Add-ins 3 21,00
6 Jand Inspects for Task Pane add-ins saved in the document. 2 9’[)[)
7 Janb 2 7,001

- PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines
8 o Jan 8 Inspects for PivotTables, PivotCharts, cube formulas, slicers, and timelines, which may 6 33100
g Jan 8 include data that's not visible on the sheets. 7 31 50

| r
10Jan9 Embedded Documents 4 22,001
11 Jan 10 Inspects for embedded documents, which may include information that's not visible in v 2 14,001
12 Jan 10 _ 2 11,00

| lnspect | Close
13 Jan 11 - 3 21,00
~ B
Sales | Charts | () Q v

Ready MO~ ] + 100%

© 2022 CustomGuide, Inc.

51



Click Remove All next to the

8

Items you want to remove. RER e |t iepecior . x| P Time &
. ﬁj & Review the inspection results. =] £
e Click Close. Paste F@ 2 © Conments ~] feets | edting
v X A No items were found.,
Clipboard = ~
The hidden data is removed from the || 1 Document Propertes and Pesonat information o PRy =
The following document information was found:
. *D it i
workbook and will not been seen by N oy Breperies
* Related dates
* Absolute path to th kbook
others. 1 |Date « Printer properties e.. printer path, secure print passcode, efc)
2 Jan2 3 16,501
3 Jan3 () Data Model 2 9,001
4:Jan 3 Mo embedded data found in the Data Model. 1 18,00
5 Jan3 () Content Add-ins 3 21,001
6_Jﬂn 4 ‘We did not find any Content add-ins. 2 9’00
7_Jan 5 (&) Task Pane Add-ins 2 7,00
sijan 8 We did not find any Task Pane add-ins. 6 33,000
g Jan8 7 31,50
— (Z) PivotTables, PivotCharts, Cube Formulas, Sficers, and Timelines
10 Jan9 Mo PivatTables, PivotCharts, cube formulas, slicers, or timelines were 4 22,001
11 Jan10 | ——feund 2 14,001
127 Jan 10 /I, Mote: Some changes cannot be undone. 2 11’00
13 Jan 11 Heinsped 3 21,00
Sales | Charts | @ « 3
Ready BH O - ] + 100%

Accessibility Issues

The Accessibility Checker looks for anything that people with disabilities might find difficult to read. It even

tells you why you'd want to fix the detected issue.

o Click the File tab. 07-inspect-for-issues - Excel Kayla Claypocl
File Home Insert Draw Page Layout Formulas Data Review  View Help © Tellme [
e CIICk Info' o X Calibri 14 - 2 Genersl - | [EH Conditional Formatting - = jel
. A A -9 Format as Table ~
. f & B I U A A $ - 9% 9 | EHFormatasTable Cells | Editing
Click Check for Issues. s e | IR Cel Styles - N
Clipboard = Font 1] Alignment ra Mumber ra Styles ~
o Select Check Accessibility.
07-inspect-for-issues - Excel Kayla Claypool 7 = O X
s
Book
Desktop
P Upload | Share @ Copy path [ Open file location
D Inspect Document
© Check the workbook for hidden properties
or personal information.
Save D Check Accessibility Properties -
{1+ Check the workbook for content that people .
Save As with disabilities might find difficult to read. Size 10.1KB
Check Compatibility Title Add a title
Print ~~ Check for features not supported by earlier Tags Add atag
wversions of Excel. - -
Categories Add a category

Share

Export

Publish

Close

Inspect Workbaook

Before publishing this file, be aware Related Dates

Check for that it contains: Last Modified
Issues - =  Document properties, printer
path, authar's name and Created
absalute path Last Printed

Related People

Manage Workbook
Author

15 There are no unsaved changes.

K Kayla Clay~
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Click an item in the

07-inspect-for-issues -

Excel

Kayla Claypool

ihili File Home  Insert  Draw Page Layout Formulas Data Review  View Help © Tellme [
Accessibi Ity ecKer pane. S
flj rs Calibri -a - General = | [l Conditional Formatting ~ =i Jeo!
- | B I U- A& $ - 9% 9 | [BHFormatasTable- "
. . Past Cells | Editing
Excel jumps to the sheet with the T g mio e A- o 0 I Cell Stytes - s
problematic object and selects it so A ® B & Humber Styes .
. - f,“ -
you can easily make changes.
A B c D E - o
1 Date Agent Office  Excursion prid | Accessibility Ch.. ™
z Jan2 Kerry Oki Minneapolis Paris Inspection Results
3 Jan3 Kerry Oki Minneapolis México DF Errors =
4 Jan3 Paul Tron Paris México DF 4 Missing alternative text
5 Jan3 Nena Moran Torreon Beijing o Chart 1 (Charts)
6 Jan 4 Kerry Oki Minneapolis México DF Warnings
7 Jan5 Robin Banks Minneapolis Las Vegas 4 Default Sheet Names
s Jan8 Camille Orne Paris Paris heet] -
o Jan8 Paul Tron Paris Meéxico DF Additional Information “
10{Jan 9 Kerry Oki Minneapolis Paris Ui
m . . Alternate text helps readers
"Jan 10 Camille Orne Paris BEIJ'"E understand information presented in
12 Jan 10 Paul Tron Paris Paris pictures and other objects.
13/Jan 11 Paul Tron Paris Beijing
1 R . - Read more about making documents
lﬂl Charts | @ 4 3 accessible
Ready FH 0o - 1 + 100%

Compatibility Issues

If you’ll be sharing your workbook with others who have an earlier version of Excel, you’ll want to run the
Compatibility Checker to detect any information that may not be available to those individuals.

Click the File tab.

07-inspect-for-issues - Excel

Kayla Claypool

. File Home Insert Draw Page Layout Formulas Data Review View Help Format P Tellme [
o CIICk |nf0' Q X Calibri 4 General E =] el
. -] 8 IUY $ 7 ells itin
o Click Check for Issues. l P B Cas | Fding
Clipboard = Font Mumber Styles ~
o Select Check Compatibility.
Excel 2019 has some features that 07-inspect-for-issues - Excel Kayla Claypool 7 = O X
aren’t available in earlier versions of f .
the software. The Compatibility Info
Checker identifies these and lets you Book
know what will happen to the Py
Worksheet E|ement5 if the file iS P Upload | Share @ Copy path = Open file location
opened in another version of Excel. Inspect Document
Check the workbook for hidden properties
or personal information.
Check Accessibility Properties -
.’__{7 Check the workbook for content that people .
with disabilities might find difficult to read. Size 10.7KB
N Check Compatibiity Title Add a title
Print Checkforf::ur&: not supported by earlier o Tags Addatag
versions of Excel Categories Add a category
share Inspect Workbaook
@ Before publishing this file, be aware Related Dates
Export Clll**ﬁ- that it contains: Last Modified
SSUES T = Document properties, printer
Publish path, authoFr.'s :am:npd Created
absalute path Last Printed
Close
’_j Manage Workbook ie::md Pecple
Ml:[l“" ] There are no unsaved changes. e K  Kayla Clay~
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Click OK.

File lome Insert Draw Page Layout Formulas Data Review View Help Format P Tellme [
flj X Calibri 14 === General icéi =] o
- I U A= 9 5 4
Paste | e = = $ o ? o Cells | Editing
- ¢ oA == 0.0 i o o
A & font | Microsaft Excel - Compatibility Checker ? X n
If the workbook is saved in an earlier file format or opened in an
Chart 1 o @ earlier version of Microsoft Excel, the listed features will not be e
available.
A |
j Sy cessibility Ch... ¥ %
1 Bon Voyage Excurdi Earlier versions of Excel do not support color 1A Y
2 ent Las formatting in header and footer text. The calor kction Results
—Ag_ . formatting information will be displayed as Ex Helo
3 (Claire Pin plain text in earlier versions of Excel. Excel 97-2003 ore
| K Oki Location: ‘Practice 3'
4 Kerl 1 I
o ry Some cells or styles in this workbook contain 9 Missing alternative text
s Mario Cruz formatting that is not supported by the Hel Chart 1 (Charts) v
— selected file format. These farmats will be LEn
6 converted to the closest format available. Excel 97-2003 amings
7| v | |Default Sheet Names
8| [ Check compatibility when saving this workbool Sheet!
g ftional Information v
10/ y Fis?
— Alternative text for images and other
1L objects is very important for people
12 who can't see the screen. Screen
dl Las Vegas México DF Paris
13 O Read more about making documents
1 h accessible
| sales | Charts @ |1 [+]
Ready BB m - 'l + 100%
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Intermediate Formulas

In Excel, you can add references to data from another
worksheet, whether it exists in your current workbook
or an external workbook. While absolute references
remain constant, relative references are contextual to
the location of the cell that contains the formula.

The formulas covered in this module will help you
simplify tedious or complex tasks. Learn how to merge
text from multiple cells into one using the
CONCATENATE function or calculate monthly payments
for a large purchase using the PMT function. Dates and
times can also be used in formulas to make calculations
dealing with time a breeze.

Objectives

Reference External Worksheets
Absolute and Relative References
Order of Operations

Cell and Range Names

Insert Functions

CONCAT Function

PMT Function

Display Formulas

Date Formulas
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Reference External Worksheets

References to cells or cell ranges in other worksheets are called external references. One of the most

common reasons for using external references is to create a worksheet that summarizes the totals from
other worksheets. For example, a workbook might contain twelve worksheets—one for each month—and
an annual summary worksheet that references and totals the data from each monthly worksheet.

Reference Another Worksheet

Click the cell where you want
to insert the reference.

Type = to start building the
reference.

Select the worksheet that
contains the cell you want to
reference.

Tip: A worksheet reference in a
formula has an exclamation
point (!) after the sheet name.

Select the cell you want to
reference.

o
(5

The value from the other worksheet
appears in the selected cell.

Click or press Enter.

Kayla Claypoaol

01-reference-external-worksheets...

File m Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme [t
ﬁj X Calibri e | === 2 General  ~ | [l Conditional Formatting - =t 0
o - B I U- Ax| == 4 +-9% 9  EHFormatas Table~ Cells | Editing
- - A | - 5 5 Cell Styles - - -
Clipboard 1= Font o anment = Number Styles
INDEX v X v L
A B C D E F G
1 Bon Voyage Excursions
2
3 Excursion Jan Feb Mar,
4 |Beijing 6,010|= 1
5 Las Vegas 35,250
& CDMX 20,850
7 |Paris 33,710
5 Tokyo 12,510
9 |Total 108,330
10
1
12
13
SummaryJ Jan | Feb ‘ @ ] v
=1 m - 1 100%

Ready

Kayla Claypool

01-reference-external-worksheets...

File m Insert Draw Page Layout Formulas Data Review  View Help  © Tellme [
Eﬂ X Calibri -4 - General - | [l Conditional Formatting = =1 Jo)

pEE m- 3 B85 9 | Blfmenesitie Cells | Editing

B T L [ Cell Styles - - -

Clipboard Font LM Alignment ] Number ] Styles ~
B4 - x L' 5 =FeblB4 v
A C D E F G

1 |Feb Sales
2
3 |Destination Sales Feb
« Being
5 Las Vegas 23,500
6 CDMX 22,470
7 |Paris 950
s Tokyo 3,500
¢ Total 60,920
10
11
12
13
Summary Jan Feb [l >
Ready H m - 1 1008
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Reference Another Workbook

You can also reference cells from completely different files.

Click where you want to insert
the reference.

You'll need to open the
workbook that contains the
data you want to reference
before entering the formula.

Type = and start building the
reference.

Click on the Excel icon in the
task bar.

Select the workbook with the
cell(s) you want to reference.

Select the cell(s) you want to
reference.

Click or press Enter.

©O0 000

Tip: If you move, delete, or
rename the file you
referenced, your formula will
break.

The value from the other workbook
appears in the worksheet.

When another workbook is referenced
in a formula, the file name appears in
brackets like these: [ ].

Kayla Claypool

01-reference-external-worksheets...

File Home Insert Draw Page Layout Formulas Data Review  View Help  ©° Tellme 5
ftl & Calibri he - == ab, General - | [l Conditional Formatting - = o
- - C AT = = - - 9 -
o (I} B I U AN = $ -9% 9 [HrormatasTable Cells | diting
- S e A | 5 L) 5 Cell Styles - - -
Clipboard Font 1M ,g"nment 7] Number 7] Styles ~
04 - X v &= 3
A B G D E F G -
1 Bon Voyage Excursions
2
3 |Excursion  Jan Feb
« | Beijing 6,010 10,500= |
5 |Las Vegas 35,250 '
& CDMX 20,850
7 |Paris 33,710 o e
x3 01 -externa... xE 01- -externa...
& Tokyo 12,510 reference-extemna reference-externa
3 Total 108,330
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D1-reference-external-worksheets... Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review  View Help 0O Tellme [
E"I A Calibri -4 - General  ~ | [ Conditional Formatting ~ =] o
Da;tDe [a-| B I U- A4 $ - % 9 | FFormatasTavler Cells | Editing
- H- O-A- <8 -5 B Cell Styles - - -
Clipboard = Font L] Alignment ] Mumber ] Styles ~
INDEX <~ x| =IMarchSales.xlsx]Sheetl'!5B54 e
A & D E F G -
1 March Sales
2
3 |Destination Sales
« beiing
5 Las Vegas 13,750
& CDMX 19,250
7 |Paris 11,000
8 | Tokyo 5,000
9 |Total 73,500
10
1
12
13
Mar ® 1 3
(=5 i) m - 1 + 100%
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Absolute and Relative References

Formulas can contain numbers, like 5 or 8, but more often they reference the contents of cells. A cell
reference tells Excel where to look for values you want to use in a formula. For example, the formula

=A5+A6 adds the values in cells A5 and A6.

Using cell references is useful because if you change the values in the referenced cells, the formula result
automatically updates using the new values. There are two types of cell references: relative and absolute.

Relative References

Relative references refer to cells in relation to the location of the cell that contains the formula. When the
formula is moved, it references new cells based on their location. Relative references are the default type of

references in Excel.

Copy the formula in an existing
cell that you want to paste
elsewhere in the worksheet.

Paste the formula in the
desired cells.

& 2

Insert

File
X
@-

Paste

Home

Calibri
B I

Clipboard

ca

A
Bon Voyage E

Agent

lona Ford
Paul Tron
Camille Orne
Kerry Oki
Pepe Roni

W s @t B W =

Draw

-4 -
U- A A
S A

Font ]

fe

B
xcursions

Total Sales
10,500
23,500
22,470

950
3,500

Commissions

Ready

Kayla Claypool

02-absolute-and-relative-references...

Page Layout Formulas Data Review  View Help 2 Tellme [t
==K 2 General - | | [l Conditional Formatting = =1 0
= . e B
$ -9% 9 [HrormatasTable Cells | diting
= @ &8 o [ Cell Styles - - -
Alignment ] Number ] Styles ~
=B4/12
£ D E F G
Commision 10%
Monthly Avg Commision
875 1,050
1,958
1,873
79
292
] v
H m - 1 + 100%
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Select a cell that contains the

02-absolute-and-relative-references...

Kayla Claypool

pasted formula Use the File Home  Insert  Draw  Pagelayout  Formulas Data  Review View Help 2 Tellme 57
. 4 Calibri -l - Genewsl - | [E] Conditional Formatting = | g 0
formula bar to verify the cell P'f[j e T S %3 | ErermotuTiber =
references have updated S ¥ H-|oe-A- % 5 I el tyles- -
relative to Where the formula Clipboard = Font L] Alignment ] Mumber ] Styles ~
was pasted = - e ~
P ’ A B C D 4 F G -
1 Bon Voyage Excursions Commision 10%
In the cell(s) where the formula was 2
3 Agent Total Sales Monthly Avg Commision
pasted, the cell reference updates for + | lona Ford 10,500 g7c 1,050
the current row and/or column. 5 |Paul Tron 23,500 1,958
6 Camille Orne 22,470 1,873
7 Kerry Oki 950 79
= |Pepe Roni 3,500 292] 0
9
10
1
12
13
Commissions 4 3
Ready ii3] m - 1 100%
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Absolute References

Absolute references always refer to the same cell, even when the formula is copied and pasted. Absolute
references are indicated with dollar signs in formulas (e.g. SAS1).

Select the cell that contains a
cell reference you want to
convert to an absolute
reference.

In the formula bar, add dollar
signs (S) to the reference you
want to remain absolute.

e Absolute column and row
reference ($AS$1): The
column and row remain
constant no matter where
the formula is pasted.

e Absolute column reference
($A1): The column remains
absolute no matter where
the formula is pasted, but
the row updates relatively.

o Absolute row reference
(AS$1): The row remains
absolute no matter where
the formula is pasted, but
the column updates
relatively.

Shortcut: Click in any cell
reference in the formula bar

and press F4 to convert it to an
absolute reference. Continue to

press F4 to change the type of
absolute reference.

02-absolute-and-relative-references...

Kayla Claypool

&l 2~ S

File m Insert Draw Page Layout Formulas Data Review  View Help
X Calibri e - = ab General - | [ Conditional Formatting =
PEE M@m-| B I U- Aa|= B- | $-%9 BEromatasTable-
. & M |lo-A- == Lo [BZ Cell Styles -
Clipboard 1= Font wl mignhgl sl Humber Styles
AVERAGE ~ X « & | =BatSESL
A B C D E F
1 Bon Voyage Excursions Commision 1 10%1
2
3 Agent _Tutal Sales _MuntthAvg Commision
«|lonaFord | 10,500| 875|=B4*SES1 |
5 |Paul Tron 23,500 1,958
& Camille Orne 22,470 1,873
7 Kerry Oki 950 79
& |Pepe Roni 3,500 292
g
10
1
12
13
Commissions [l
Ready = W =

2 Tellme

i)

Cells

£

Editing
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+ 100%
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Order of Operations

Formulas can contain several values, such as 81 and 3.5; cell references, such as B5 and C1:D11; operators,
such as * (multiplication) and + (addition); and functions, such as SUM and AVERAGE. When you combine
several operations and functions into a single formula, Excel performs the operations in a predetermined

order, known as the order of operations.

When a formula contains several operators with the same precedence, Excel calculates the formula from left

to right. You can change the order by enclosing the part of the formula you want Excel to calculate first in

parentheses.

How Excel Performs the Order of Operations

The table below explains the order in which Excel performs calculations in a formula. A mnemonic device

you can use to remember the order of operations is ‘Please Excuse My Dear Aunt Sally’.

Parentheses
Exponents

Multiplication and
Division

Addition and
Subtraction

Result

10 +
10+4/

10 +

11

/272

Please
Excuse

My
Dear

Aunt
Sally
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Cell and Range Names

Cell references can be confusing, especially when you're working with formulas. However, cell and range
names can help. You can define a name for a cell, cell range, non-adjacent cells, formula, constant, or table.

For example, you could name the cell range B16:H16 “Total Sales.” Then, instead of totaling sales with the
formula =SUM(B16:H16), you could use the defined name to create the more readable formula,
=SUM(TotalSales).

Create a Name

o Select the cell(s) you want to : s
name File Home Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme A
‘Q'D X Calibri -4 - General - | [l Conditional Formatting = =] I
o Click the Name box in the poe B | B I U~ &N $ - % 9 | EromatassTabie- Cells | Eaiting
- H. - A == . 5 T Cell Styles - - -
FormUIa bar' Clipboard & Font ® Alignment % Number & Styles ~
e Type the name you want for R ) £ | 0% ’
A B C D E F G -
the CEH or range' = ~ommissions Rate 10%1
2
Tip: A cell or range name 3 Agent sales Commission
cannot include spaces. Use a 4 |lona Ford 10,500
. . 5 |Paul Tron 23,500
period or underscore instead. 5 |Camille Ome 22,470
7 | Kerry Oki 950
O Press Enter. s Pepe Roni 3,500
9
10
Now, when you create a formula, use "
the name to reference the cell(s) (2
. 13
instead. ; -
Commissions (] 4 3
Ready Jisi] - 1 + 100%

Use a Cell or Range Name in a Formula

c Click the Ce” Where you Want 04-cell-and-range-names - Excel Kayla Claypool
to add the formula File Home  Insert  Draw  Page Layout  Formulas  Data  Review  View Help 2 Tellme &
rﬁD X Calibri -4 - | E== General  ~| | Bl Conditional Formatting - fi] 0
e Type = followed by the formula | ;.- Bl u- Ax ===E- §-%93 Hromtsbbe: cots | satng
- G- A 3 8 o A Cell Styles - - -
you Want tO Use. Clipboard & Font [ ;.gnm '.-' I} Number I} Styles ~
e When you want to use a name, | M| EOREE L ’
. . A C D E F G -
JUSt type It. 1 Commissions 4 Rate 10%
. 2
o CI|Ck Enter When VOU're 3 Agent Sales Commission
finished. 4 |lonaFord | 10,500|=B4*Rate |
5 |Paul Tron 23,500
Tip: You can also click the 5 Camile Ome 22,470
. 7 | Kerry Oki 950
Formulas tab on the Ribbon, s Pepe Roni 3,500
click the Use in Formula 190
button, and select a name from |+
the list. 2
13
Commissions @ [ 3
Ready B Mmoo~ ] + 100%
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Go to a Name

Cell and range names also make it easier to navigate a workbook. You can select a range name to jump to it

in the workbook.

Click the Name box list arrow.

A list of all the named ranges in
the workbook appears.

Select the name you want to
go to.

Excel takes you to your named cell or
cell range.

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review  View Help  © Tellme [t
ﬁil X Calibri -4 - General - | [l Conditional Farmatting - &l 0
- - ¢ . - ~ 0 -
B I} B I U A A E 4 +9% 9 | [HFormatasTable Cats | Editing
-3 e O A =5 | $. o T Cell Styles - - .
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= v fe | =Ba*RATE v
Agents B c D E F G =
Rate A 10%
Sales
3 Agent Sales Commission
4 |lona Ford 10,500 1050
=
5 Paul Tron 23,500
6 Camille Orne 22,470
7 Kerry OKi 950
s PepeRoni 3,500
9_
10
11
12
13|
Commissions ® [l v
Ready i) |- ] + 100%

Edit and Delete Cell or Range Names

When you need to change or remove a named range, use the Name Manager.

Click the Formulas tab.

Click the Name Manager
button.

04-cell-and-range-names - Excel

Kayla Claypool

File Home Insert Draw Page Layout Formulas 1 Review  View Help 2 Tellme [t
ﬁ > AutoSum - Logical = @ ~ |;E| @ Define Name ~ E'u_-,Trace Precedents 17,1'( @
il [&] Recently Used + [] Text - ol < Usein Formula - 53 Trace Dependents Ay - g
Function Financial ~ @ Date & Time ~ E 2 Manager @Createfrom Selection F;{RemuveArrows © @ Window
Function Library Defined Names Formula Auditing ~
RATE - b3 10% é 7
A B T D E F G -
1 |Commissions 10%1
2 =
3 Agent Sales Commission
4 lona Ford 10,500 1050
5 Paul Tron 23,500
6 Camille Orne 22,470
7 Kerry OKi 950
s PepeRoni 3,500
9 —
10|
Ll
12_
13
Commissions ® [l v
Ready =] m - 1 + 1003
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Select the name you want to
edit or delete.

Click Edit or Delete.

e Use Edit to change the name
or update which cell or
range the name refers to.

e Use Delete if you no longer
need the named cell or
range.

Click Close when you’re
finished.

[+]

File Home Insert Draw Page Layout Formulas Data Review  View Help  © Tellme 5
ﬁ 5 AutoSum - e °| &7, @ oefne Name - B, Trace Precedents e @
Insert Recem Name Manager ? X ET Watch
s
Function Fman( ’uT‘ ’Ed—rt| ,m‘ 3‘9 Window .
RS, = _Mame Value Refers To Scope Comment
=] g g orkbo
j =l Rate 10% = Practice 2'1SES1 Workbo... G
1 W |3 sales =Sheet215B54 Workbo...
1 |Con
2_
3 Agent
4 lona Ford
5 Paul Tron
6 Camille Orn
7 Kerry Oki
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9_
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- X [=sheetisas =
"
13 i
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Insert Functions

Excel has over 450 functions you can use to perform just about any kind of calculation. If you're having
trouble finding the right function, the Insert Function command lets you search for the function you want. It
also guides you through inserting the arguments, which is helpful for complex functions.

Click the cell where you want
to add a formula.

Click the Insert Function
button.

Search for a function using one
of these methods:

e Type a few keywords that
describe the function you
want and click Go.

e Select a category from the
list arrow menu.

Select the desired function.

Click OK.

The Function Arguments dialog
box appears. Here you need to
specify the arguments for the
function you selected. In Excel,
an argument can be a range of
data, a specified output, or
other parameters.

If you're ever confused about
what an argument is, just
check the description down
here.

Enter the formula arguments.

Click OK.

O
(7

The dialog box closes and Excel
displays the results of the inserted
formula.
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CONCAT Function

The concatenate function is used to combine text from multiple cells into a single cell. It can be a very
helpful tool if you don’t want to manually manipulate existing Excel data.

Concatenate Text

Click where you want to insert
the formula.

Click the Formulas tab.
Click the Text Function button.
Select CONCAT.

The concatenate function
combines text exactly as it
appears in a cell. If you want to
add spaces or punctuation, you
do so by putting the value you
want to add in quotes (“ “) in a
separate text field in the
Function Arguments dialog
box.

Specify the text and any
additional characters you want
to join.

The formula result appears at
the lower-left corner of the
dialog box. Verify it’s correct
before completing the formula.

Click OK.

The concatenate function looks
at the values in the arguments
and combines the specified
text into one cell.
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PMT Function

Financial functions let you calculate things like interest, payments, and future values.

One of the most useful financial functions, the PMT function, calculates the payment for a loan based on
periodic payments and a constant interest rate. For example, if you are taking out a $10,000 car loan at 8%
interest and know that the loan would have to be paid off in four years, you could use the PMT function to
calculate that the monthly payments for such a loan would be $244.13.

PMT Function

Select the cell where you want
to add the result of the
payment function.

Click the Insert Function
button.

Tip: The Insert Function
feature helps you select, enter,
and edit worksheet functions.

Select Financial from the list of
function categories.

Select the PMT function.

A description appears below
the list describing what the
PMT function calculates.

Click OK.
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Fill in the function arguments.

Pay attention to the argument
notes below the argument
fields. These give details about
what to enter for the
argument.

The arguments in bold are
required; the others are
optional.

Shortcut: Instead of typing
argument values, click in an
argument field, then select a
cell or cell range in the
worksheet.

Click OK when you're finished.

The payment function calculates all the
arguments and puts the result in the
selected cell.

File m Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme [
ﬁil X Calibri - = General  -| | fg| | Z AutoSum - Q? /O
Paste [@-| B IU- AA|= T ®\-% Cells BaFn- Sort 8 Find &
. o« | m e A 48 - - | € Clear- Filter - Select =
Clipboard Font LM Alignment ] Number ] Editing ~
PMT - X v k =PMT(A4,A3,A2) v
A B | c D E F G -
1 |Can | afford this hous| 4
B Bttty B Function Arguments ? X
2 | 20,000,000: Price
3 30 Years da —
4_ 6% Interest flske |aanz :t -0
T Nper  A3*12 R = 0
5 |A2) [Monthl o = B - o
6| Fu B = number
7| Type FM&| = number
% L
9

Calculates the payment for a loan based on constant payments and a constant interest rate.

Pv is the present value: the total amount that a series of future payments

4 is worth now.
11_
= Formula result =
L Pay |— Help on this function Cancel
Ready H m - 1 + 1003

68



Display Formulas

You can better understand what’s going on in your workbooks by showing and highlighting all the formulas
in a sheet.

Show/Hide Formulas

By default, Excel displays the results of formulas in the worksheet instead of showing the actual formulas.
However, you can choose to have Excel display the formulas so you can see how they’re put together.

o Click the Formulas tab. 08-display-formulas - Excel Kayla Claypool
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Highlight Formulas

If you don’t want to see the actual formulas, but want to know which cells contain them, highlight cells with
formulas instead.

c Click the Home tab. 08-display-formulas - Excel Kayla Claypool
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Date Formulas

You can use dates and time in your formulas just like any other value. For example, if cell A1 contained the
entry 5/1/19 you could use the formula =A1+100 to calculate the date 100 days later, which is 8/9/19.

One very important thing to know about working with date and time functions: while Excel can display dates
and times using just about any format, it stores dates as chronological numbers called serial values. So,
when you think of dates as months, days, and years, such as May 1, 2019, Excel thinks of dates in terms of
serial numbers, such as 36281.

Since the date and time formulas often return serial number values, you should format any cells with date or
time formulas with date and time formats that you can easily understand.

Common Date Functions

This table lists some of the date and time functions available in Excel.

Date

Today

Time

Now

Year

Month

Day

=DATE(year, month, day)

=TODAY()

=TIME(hour, minute, second)

=NOW( )

=YEAR(serial_number,
return_type)

=MONTH(serial_number,
return_type)

=DAY(serial_number,
return_type)

Enters a date in the cell.
Example: DATE(2019,5,1) equals May 1, 2019.

A special version of the DATE function. The DATE
function returns the value of any date; the TODAY
function returns the value of the current date.

Enters a time in the cell. Uses a 24-hour (military)
time system.
Example: TIME(14,30,0) equals 2:30 PM.

A special version of the TIME function. The TIME
function returns the value of any time; the NOW
function returns the value of the current time.

Returns a value of the year for a specific date. The
serial_number argument is a date value (or
reference to one).

Example: YEAR("3/15/2019") equals 2019.

Returns a value of the month for a specific date.
The serial_number argument is a date value (or
reference to one).

Example: MONTH("3/15/2019") equals 3.

Returns a value of the day for a specific date. The
serial_number argument is a date value (or
reference to one).

Example: DAY("3/15/2019") equals 15.
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TODAY() Function

If you need to calculate values based on dates, a very helpful function is TODAY, which returns today’s date.

Select the cell where you want
to add the TODAY() function.

Click the Formulas tab on the
Ribbon.

Click the Date & Time button.
Select Today.
Click OK.

Tip: You can also insert the
function by typing =TODAY() in
the cell.

Excel adds today’s date.
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Date Calculations in Formulas

Referencing cells with a date calculation in a formula is often no different than referencing cells with
numbers—you can include date values in basic formulas.

a Select the cell where you want
to calculate a date formula.

o Press = and enter the formula,
referencing the cells that
contain a date formula.

e Click the Enter button.
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Manage Data

In this module, learn how to quickly manipulate the
display of your data using built-in styles that best suit
your data set. View meaningful hierarchies and
groupings using Outline and Subtotal to make your
data easier to consume.

If your spreadsheet is shared with others, you can use
data validation to guide or control what data is
entered. Standardization is key to maintaining data
integrity so this an important feature.

You may need to export or import data to or from
formats other than an Excel file to accommodate
databases or web pages. This module will show you
how.

Objectives

Quick Analysis

Outline and Subtotal
Data Validation

Flash Fill

Import and Export Data
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Quick Analysis

The Quick Analysis function helps you quickly format your data into a chart, table, summary formula,
sparkline, or highlighted figures with just a few simple steps.

Use the Quick Analysis Button

o Select the cell range you want 2 01-qick-anayes - Exce sayia Caypoal
to summa rize. File Home Insert Draw Page Layout Formulas Data Review View Help 2 Tellme [t
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Outline and Subtotal

Many spreadsheets are created in a hierarchical style. For example, a worksheet might contain a column for
a person or company, followed by a column with sales data. By outlining your worksheets, you make them
easier to understand and read. Instead of sifting through irrelevant information, you can collapse an outline
to display each group’s bottom line. There are several ways to outline a workbook:

e Using the Auto Outline Feature: The Auto Outline command automatically outlines a selected range
of cells or the entire worksheet, based on formulas and the direction of references.

e  Grouping Data: You can group rows and columns manually by selecting them.

e Using the Subtotals Feature: The Subtotals command calculates subtotal values for the labeled
columns you select. Excel automatically inserts and labels the total rows and outlines the list.

e Using the Consolidate Feature: You can consolidate several sheets using the Consolidate feature.

This lesson explains how to turn on the subtotals feature and then use the outline options to simplify the
data view.

Add Subtotals

Before you turn on subtotals, there are a few preliminary steps that must be completed. First, make sure
your data is arranged into labeled columns. The data in each column must also be of the same type and it
needs to be sorted based on the column you want to group the subtotals by.

° C||Ck |n the Column you Want tO = 02-outline-and-subtotal - Excel Kayla Claypool
Suthta| File Home Insert Draw Page Layout Formulas Data Review  View Help 0O Tellme g
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9 8o

Click the Data tab.
Click Subtotal.

Click the At each change in list
arrow.

Select the column you want to
subtotal.

This command specifies what it
is that you want to subtotal.
For example, if you have a list
of people, the company they
work for, and the amounts of
their sales, and you want to
subtotal the list by the
company name, you would
select the column that contains
the company name.

Click the Use function list
arrow.

Usually you create subtotals
with the SUM function, but you
can also create subtotals using
functions such as COUNT,
AVERAGE, MAX, and MIN.

Select the function you want
the subtotal to perform.
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In the Add subtotal to box,
select the check box next to
each column that has values
you want to subtotal.

Tip: To add more subtotals,
repeat the steps but clear the
Replace current subtotals
check box so you don’t
overwrite the existing
subtotals.

Click OK.

File Home Insert Draw Page Layout Formulas Data Review  View Help O Tellme =2
BB E A H? 2= 55| | @HGwou - =
] 7l ) 7 -
pr | B | @& W Yo g - =
Get Refresh Stocks  Geography || | Z| Sert  Filter - Data | Forecast | -
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Company ~
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2 [Nena Moran H Add subtotal to: 4 4,369
3 |Javier Solis He o 5 5,951
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Outline Options

Once subtotals are applied, the outline levels appear at the left. The outline allows you to collapse the
detailed rows or columns and view only the subtotals.

Select an outline level.

Expand a category to view
additional details.

Remove Outlines and Subtotals

The outline is cleared from the
worksheet.

Click the Data tab.
Click the Subtotal button.
Click Remove All.

02-outline-and-subtotal - Excel

Kayla Claypool
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Data Validation

You can help users enter accurate and appropriate information into your worksheets with Excel’s Data
Validation feature. Data validation restricts the type of information that can be entered in a cell and can

provide the user with instructions for entering information in a cell.

Create a Validation Rule

o Select the cells you want to B 9 Q- = 03-data-validation - Excel Kayla Claypool
Valldate File Home Insert Draw Page Layout For = E Review View Help 2 Tellme [t
BE P | g =0 H & o % L]
. 5] G ? i
o Click the Data tab. vallt 11N e ! Sfﬁi GEEW T | st | ot B B | i rorecast | Outine
Data~ B Al Y151 | Fitter- | Columns £5 * @ Analysis - Sheet M
e Click the Data Validation Get & Transform... | Queries & C... Data Types Datad '*Is- Forecast ~
button F1 = 5 Sales v
A B c D E F -
ClICk the Allow "St arrow. 1 |First Last Company City Packages Sales
2 |Joel Nelson Nincom Soup Minneapolis 6 6,602
Select the type Of data you 3 |Louis Ha\{ Vl.deo Doctor M_exu:o Clt\:‘ 7 8,246
4 [Anton Baril Nincom Soup Minneapolis 11 13,683
want to allow. 5 |Caroline Jolie Safrasoft Paris 12 14,108
& | Daniel Ruiz Idéal Base  Paris 6 7,367
e Any value: No validation 7 [Gina Cuellar Socialu Minneapolis 6 7,456
iteri lied 2 |Joseph Voyer Video Doctor Mexico City 7 8,320
criteria applied. 3 |Nena Moran Hétel Soleil  Paris 4 4,369
10|Robin Banks Nincom Soup Minneapolis 4 4,497
¢ Whole number: Allows a 11|Sofia Valles Luna Sea Mexico City 1 1,211
whole number between the 12 I{er‘ry Okll Luna Sea ; Me>.(|co City 10 12,045
L. d . 13 [ Javier Solis Hotel Soleil  Paris 5 5,951
r.nlrrlmum ana maximum Customers ® . . = =
limits set. Ready = E : 1005

o Decimal: Allows a decimal or
a percent entered as a

dGCImaI between the set File Home Insert Draw Page Layout Formulas E Review View Help 2 Tellme [t
limits BE | =g £ 5= .
. i = uf
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e List: Allows a value from a Data - All- Stocks  Ge08PN 7| | Fiter- | Columns 55 B | Anslysis~ Sheet -
list of choices. A list arrow S Dt Vldation. Tk )
. F - v
appears in the cell, and X Eeirgs 1 input Mevsage Jginar A .
users can choose from the 1 |First Last “oenen e sales
I|St. 2 |Joel Nels :\nyualue E | lgnore blank 6,602
2 Louis Hav e e .
el s Decimal W
e Date: Allows a date within S |caroline  Jolie [ ; 14,108
set limits. 5 | Daniel RUZ | [ iengt 7,367
7 |Gina Cuel  [custem 7,456
o Time: Allows a time within 8 |Joseph VOV () apoly these changes to all ather cells with the same settings 8,320
L. 3 |Nena Mor 4,369
set limits. 10| Robin Bani _Cearn cancel | P4 497
11| Sofia Valles Luna Sea Mexico City 1 1,211
o Text Iength: Allows text 12| Kerry Oki Luna Sea Mexico City 10 12,045
Containing a certain number 13 [Javier Eolls Hot.eIISoIell Pa_rls . 5 5,951 =
Customers ® « 3
of characters. censy & mo- 1 1005
e Custom: Allows a formula to
be entered to calculate what
is allowed in the cell.
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Specify the data validation
rules.

(6

Tip: The validation options will
vary depending on the option
selected in the Allow field.

Click OK.

The data validation is set for the
selected cell(s). When a user tries to
enter data that is not valid, Excel will
prevent the entry and display a
message about the cell being
restricted.

Tip: To find validated data in a
worksheet, click the Find & Select
button in the Editing group on the
Home tab and select Data Validation.
The validated cells are highlighted.

Excel

ata-validation -

File Home Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme [t
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10|Robin Banj | Cearal Cancel | 4,497
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Add Input and Error Messages

Prevent data validation issues by setting up Excel to display a message whenever a cell or range of cells is
selected. These messages are useful when other people will be entering data in your worksheet. An error
message can be configured to appear when data is entered that does not match a data validation rule.

“ Select the cells where you
Want an Input message to File Home Insert Draw Page Layout For /, E Review View Help 2 Tellme Gt
k=) | v | =g 4 & &g
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;howmputmessagawnen cell is selected F
. 2 [Joel Nels ) | 6,602
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e Select an error alert style. 9 [Nena Mot L 4369
10| Robin Bank 4,497
e Stop: Prevents users from 1 Sofia vall{ == e 321
p: 12 |Kerry Oki Luna Sea Mexico City 10 12,045
adding invalid data inacell.  |i|lavier Solis Hatel Soleil  Paris 5 5,951
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e Warning: Warns that the = - T

data entered is invalid, but
users can click Yes to accept
the invalid entry, No to edit
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2 |Louis Hay style: e | 8,246
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e Enter an error alert message.

0 Click OK.

@ Select a cell with an input
message.

Now when a cell in the range is
selected, the title and message display.
If you enter an invalid value, a custom
error message appears.

File Home Insert Draw Page Layout Formulas Data Review  View Help © Tellme [
) Tx | 7 =g & &= 52 @ &g
=HYE C g o o\ G B =2 ? -
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. Style: Title: —
3 Louis Hay Warning | [warning 'Ea:al f:letst |
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Flash Fill

Flash Fill is a feature in Excel that automatically enters values in a column when a pattern is recognized. It
can save a lot of time when manually entering a long list of data, like consecutive values or dates.

Use Flash Fill

Click the cell to the right of the
data you want to work with.

Type the first value you want
to extract in the new column
and press Enter.

Begin typing the second value
below the first.

When you start typing in the
second value, Excel recognizes
the pattern and predicts the
values for the rest of the
column.

Tip: If the pattern isn’t
recognized when the second
cell is populated, complete the
data for the second cell and
move to the third. The pattern
should be recognized when

04-flash-fill - Excel

Kayla Claypool
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s |Joseph Voyer Video Doctor Mexico City 7 8,320
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12 |Kerry Oki Luna Sea Mexico City 10 12,045
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Import and Export Data

Excel can import and export many different file types aside from the standard .xslx format. If your data is
shared between other programs, like a database, you may need to save data as a different file type or bring
in files of a different file type.

Export Data

When you have data that needs to be transferred to another system, export it from Excel in a format that
can be interpreted by other programs, such as a text or CSV file.

o C||Ck the Flle tab L’_). (__Nv e 05-import-and-export-data-01 - Ex... Kayla Claypool
File Home Insert Draw Page Layout Formulas Data Review  View Help 0 Tellme [t
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Under Other File Types, select

a file type.
N Text (Tab delimited): The 05-import-and-export-data-01 - Ex.. Kayla Claypool 7 = (m] x )
cell data will be separated Export

by a tab.

% Create PDF/XPS Document Change File Type

e CSV (Comma delimited):
The cell data will be
separated by a comma.

Workbook File Types
B Workbook
' Ch File Ty u he Excel Spreadsheet f
/,, ﬁ ange File Type ses the Excel Spreadsheet format

Other File Types

Text (Tab delimited)
Text format separated by tabs

o Formatted Text (space
delimited): The cell data will
be separated by a space.

3 CSV (Comma delimited)

b | Text format separated by commas

> Formatted Text (Space delimited)
p Text format separated by spaces

e Save as Another File Type:

Selecta different file type  [EGR—_— [ s o es
when the Save As dialog box puplish =
appears. Closs 5 2l

Tip: The file type you select will P
depend on what type of file is
required by the program that
will consume the exported
data.

e Click Save As.
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Specify where you want to
save the file.

Click Save.

A dialog box appears stating
that some of the workbook
features may be lost.

Click Yes.

Import Data

O Tall

File LL Incack =} n L " 5
[H save As X
ﬁj o< « 4 @ ThisPC > v @] | Search ThispC
Paste
* 9 Orgenise ~ E- @
Clipboard ~
> gk Quick access ~ Folders (7)
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1 |Firs > /@ OneDrive
2 Joel s O This PC Documents ‘ Downloads
3 Loui ;
m > Network
47Ant Movies ) Music
5 Carg ﬁ
6 Dan
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s Jose
9’ Nen File name: | 05-import-and-export-data-02 -
10 Rob Save as type: | CSV (Comma delimited) (*.csv) »
11 Sofi Authors: Guia de Instructor Tags: Add atag o
12 | Ker
137JBViE ~ Hide Folders Tools = Cancel
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Excel can import data from external data sources including other files, databases, or web pages.

Click the Data tab on the
Ribbon.

Click the Get Data button.

Tip: Some data sources may
require special security access,
and the connection process
can often be very complex.
Enlist the help of your
organization’s technical
support staff for assistance.

Select From File.

Select From Text/CSV.

If you have data to import from
Access, the web, or another
source, select one of those
options in the Get External Data
group instead.
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: [‘EL from Other Sources  * [% From Folder

€

7 E‘ Combine Queries 4 Ij% From SharePoint Folder

g

BZ Launch Power Query Editor...

€

@ Data Catalog Search
1

(i My Data Cataleg Queries
1
; [‘é Data Source Settings...
] Query Options

Customers ® < v

e i) m - 1 1002

© 2022 CustomGuide, Inc.

87



Select the file you want to
import.

Click Import.

If, while importing external
data, a security notice appears
saying that it is connecting to
an external source that may
not be safe, click OK.

Verify the preview looks
correct.

Because we've specified the
data is separated by commas,
the delimiter is already set. If
you need to change it, it can be
done from this menu.

Click Load.

Import Data
File
4 » Desktop > v O Search Desktop R
[E Organise = New folder =~ [ o
Get ~
Data~ 5 # Quick access Name Date modified Type Siz
GebaTiarsIg 05-import-and-export-data-02 01/11/2018 12:20 CSVFil @
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5_
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7_
8,
g S 3 >
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) Tools - Cancel
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13
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Worksheet.csv
File Origin Delimiter Data Type Detection

1252: Western European (Windows) ~ | [ Comma M Based on first 200 rows M D;
First Last Company City Packages Sales

Joel Nelson  Nincom Soup  Minneapolis 3 6602 ~
Louis Hay Video Doctor | Mexico City 7 8245

Anton Baril Nincom Soup | Minneapolis 11 13683

Caroline | Jolie Safrasoft Paris 12 14108

Daniel Ruiz Idéal Base Paris 3 7367

Gina Cuellar | SodalU Minneapolis 3 7456

Joseph  Voyer  Video Doctor  Mexico City 7 8320

Nena Moran  Hétel Soleil | Paris 4 4369

Robin Banks  Nincom Soup  Minneapolis 4 4497

Sofia Valles  Luna Sea Mexico City 1 1211

Kerry Ok Luna Sea Mexico City 10 12045

Javier Solis Hétel Scleil | Paris 5 5351

Lucy Gramm  SodialU Minneapolis 1 1200

Rachel Lyons  Hotel Soleil Paris 8 8052

Saulo Diaz Sodialu Minneapolis 9 10821 v

o [ Load [-] Edit Cancel
[fEmE ] @ T ¥
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Tables

You can create tables from Excel data ranges. There are
several benefits of working with your data in a table,
including automatic filtering controls and built-in table
formatting options. When rows and columns are added
or removed, the table and styles automatically adjust
accordingly.

You can also add slicers to your worksheet to make
filtering on multiple conditions faster and more
transparent to your audience. Slicers allow you to set
specific filtering criteria for multiple columns without
needing to use the column filter drop-down lists. While
slicers are commonly used with PivotTables, they’re
also available and useful when working with tables.

Objectives

Insert a Table

Sort Data

Filter Data

Add Rows and Columns
Table Styles

Remove Duplicates
Slicers

Structured References
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Insert a Table

By turning an Excel range into a table, you can work with the table data independently from the rest of the
worksheet, and filter buttons appear automatically on the column headers, allowing you to filter and sort
columns even faster. You can also add total rows and quickly apply table formatting.

Create a Table

If you already have an organized range of data, you can turn it into a table. Before turning a range of data
into a table, remove blank rows and columns, and make sure that a single column doesn’t have different
types of data within it.

Click a cell in the range you
want to convert to a table.

Click the Format as Table
button on the Home tab.

Select the table style you want
to use.

Tip: You can also click the
Insert tab on the Ribbon and
click the Table button in the
Tables group.

Verify the data range includes
all the cells you want to include
in the table.

Make sure to specify whether
the table has a header row. If it
doesn’t, Excel will add a header
row above the table data.

Click OK.

The table is created. Filters are added
to each column and the table is
automatically formatted. Under Table
Tools on the Ribbon, the Design tab
appears.
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Apply a Table Style

You can change the appearance of a table at any time by applying a preset table formatting style.

Click a cell in the table.

Click the Design tab.

Click the Quick Styles button
from the Table Style group.

The table styles gallery
appears. Here you can select
styles from the Light, Medium,
or Dark categories. You may
need to scroll down the list to
see the Dark category.

Select a style.

Convert to a Range

= 0 52 ]
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If a table is no longer needed, turn it back into a normal range of data.

Click a cell in the table.
Click the Design tab.

Click the Convert to Range
button.

Click Yes.

Shortcut: Right-click a cell in
the table and select Table,
then Convert to Range from
the contextual menu.

The table converts back to a normal
range of cells, but the table formatting
is still applied.

Tip: If you don’t want the table
formatting to be applied, click the
Quick Styles button on the Design tab
and select None before converting the
table to a range.
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Sort Data

In Excel, you can take tables or ranges of data and sort them into different orders. For example, you can sort
text alphabetically; numbers by size; dates and times chronologically; cells or fonts by color or icon; or you
can create a custom sort. Usually you sort by column, but you can also sort by row.

Sort by One Column

o Select a cell in the column you 02-ort-data - Excel eble
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Tip: You can also right-click the | - e : - .
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Sort by Multiple Columns

If you want to sort by more than one column, you need to use a custom sort. For example, you can sort first
by the last name column, then by first name. That way, all the Andersons will be listed before the Bakers,
and Andy Anderson will come before Bill Anderson.

c Click the Sort & Filter button 0sot-data - Exce mble

on the Home tab File Home Insert Draw Page lLayout Formulas Data Review View Help Design 2 Tell me [
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Select the first column you
want to sort by.

Tip: To sort by cell or font
color, or by icon, click the Sort
On list arrow and select an
option.

Select a sort order.

The options for the Order
change depending on what you
choose for the Sort by variable.

To sort by an additional
column, click the Add Level
button.

Select the next column you
want to sort by.

Select a sort order.

Repeat these steps as
necessary to sort by additional
columns.

Click OK.
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Filter Data

When you create a table, a filter button that looks like a list arrow is added to the header of each column in
the table. You can use this arrow to filter the table columns; they remain available when you scroll down the
list. You can filter by values such as text, numbers, or dates.

Filter
o Click the filter arrow for the RN 03-fiter-data - Excel Table
column you Want to fllter File Home Insert Draw Page Layout Formulas ﬂ Review View Help Design 2 Tell me [t
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criteria.

e Click OK.

Clear a Filter
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Add Rows and Columns

Even after a table is created, you can add additional rows and columns. Whether you add new cells within
the current range or adjacent to the table, they will automatically be formatted to match the current table

style.

Insert a Row or Column Adjacent to the Table

Click in a blank cell next to the
table.

Type a cell value.

Click anywhere outside the cell
or press the Enter key to add
the value.

The new row or column is added to the
table and the table formatting is
applied.

Tip: When a formula is entered in a
blank column of a table, the formula
automatically fills the rest of the
column, without using the AutoFill
feature. If rows are added to the
column, the formula appears in those
rows as well.
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Insert a Row or Column within a Table

o Select a cell in the table row or o Od-addrows-and-calurns - Bxcel Table
column next to Where you File Home Insert Draw Page layout Formulas Data Review View Help Design 2 2 e 5
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Left: Inserts a new column
to the left of the selected
cell.

Shortcut: Right-click a row or
column next to where you want
to add data, point to Insert in
the menu, and select an
insertion option.

Delete Rows and Columns

You can also remove unwanted table rows and columns by deleting them.

o Select a Ce” in the row or 04-add-rows-and-columns - Excel Table
column you Want to delete File m Insert Draw Page layout Formulas Data Review View Help Design jel 9& &
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Table Styles

Besides applying table styles, you can format individual table style elements.

Table Style Options
o Click any cell in the table. P @o 05-tablestyles - Exce Table
. ) File Home Insert Draw Page layout Formulas Data Review View Help Design Jell me i
e CIICk the DeS|gn tab' Table Name: [ Summarize with PivotTable F @ Ijl; B| HeaderRow [ mreimn '} Filter Button
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® TOtaI Row: AddS a tOtaI row 7 |Gina Cuellar Socialu Minneapolis 6 7,456
to the bottom of the table. s Joseph Voyer Video Doctor Mexico City 7 8,320
. . ry s 3 Nena Moran Hotel Soleil  Paris 4 4,369
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Change formatting, but also 11 |Sofia Valles Luna Sea Mexico City 1 1,211
12 | Kerry Oki Luna Sea Mexico City 10 12,045
allows you to calculate 13 | Javier Solis Hatel Soleil  Paris 5 5,951
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e First/Last Column: Displays
special formatting for the
first or last columns in the
table.

e Banded Rows/Columns:
Displays odd and even rows
and columns differently for
easier readability.

e Select the option(s) you want to
apply in the Table Style Options
group.
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Remove Duplicates

If there are duplicate rows of identical data in your table, Excel can find and remove the duplicate rows for
you. You can also remove duplicates from cell ranges, not just tables. In that case, you need to select the
entire cell range you want to examine.

Remove Duplicate Values

Select a cell in the table.
Click the Data tab.

Click the Remove Duplicates
button.

All columns are selected by
default, but it’s possible to
select/deselect individual
columns in the Columns list.
You can also use the Select All
and Unselect All buttons to
select columns.

Select the columns you want to
check for duplicates.

Click OK.

The dialog box displays the
number of duplicates that
were removed and how many
values remain.

Tip: Removing duplicate values
actually deletes the duplicate
data, so you may want to copy
the data to another worksheet
or workbook first, just in case.

Click OK.
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Slicers

Slicers are a feature in Excel that provide an easy way to filter table data. They allow you to filter and re-
filter your data quickly so it’s easy to find the exact information you need. Slicers work well when used with
both tables and PivotTables.

Insert a Slicer

o Click any cell in the table. B 9@ - O7-slcers - Bxcel Tble
Cllck the DeSIgn tab File Home nI:ser't Draw Page layout Formulas Data Review View Help ﬂ 2 Tell me [
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A B c D E F G -
i i 1 Last B Company [ City B Packages [ Sales -
The Insert Slicers dlalog box 2 |Joel Nelson Nincom Soup Minneapolis 6 6,602
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e Click OK.

The slicers appear in the worksheet.
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Filter with a Slicer

After a slicer is created, it appears on the worksheet alongside the table. The slicers will be layered on top of
one another if there is more than one, but they can easily be repositioned.
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27 Ryan Tuck Local Color jrj Company = N || ay = %
29 | Diane Prim Socialu ¢ | Local calor | ~ || [ Minneapolis |
34 | Alicia Lopez Local Color iN | Nincom Soup Mexico City
44 Franco Lopez Local Color& Darie
49 | Jean Bons Socialu i —
Hétel Soleil v
52
Customers () < v
Ready it mo- 1 + 100%

Clear and Remove a Slicer

Before you delete a slicer from a worksheet, make sure you clear it. Deleting a slicer doesn’t clear the filter.

o Click the Clear Filter button. e e o Kayia Ciypoct
. File Home Insert Draw m gn;y Review View Help Options P Tellme [t
All the filters are cleared, but fy b £ Paste Options: B &l | [0
the Slicer remains on the pe B[ BT ;-/‘ ~ | > = Cells | Edting
- <3 A v} - -
WorkSheet' Clipboard T Font ot Ao 7 Styles ~
Bl sortAto
. . . - z A v
e Right-click the slicer. il sonziod
A B 15 E F G -
Select Remove “Filter name” I U5 Ml Select"Company” EiPackages [dsales [
6 |Gina Cuel 6] olis 6 7,456
. H H 13 | Lucy Gr: > Remoye "Company” alis 1 1,200
Shortcut: Click the slicer and oot Di:éz . . 5 10821
press the Delete key. 16 lona Ford T Enngto frent » olis 11 12,627
13 |Chistian Ray B2, Sendto Back » olis 3 3,683
22 | Julie Roland Assign Macro... i S 1N 517 -
27 Ryan Tuck B Edit Al Text.. i = % || oy = W
29 Di.ar.1e Prim 1] S antPropertice. I Calor | Minneapolis |
34 Alicia Lopez [] Slicer settings... ‘om Soup Mesxico City
44 Franco Lopez LOCAlI LOIOT VI l@ Daris
49 | Jean Bons Socialu Mir‘ —
Hétel Soleil v
52
Customers [©) « »
Ready x| m - 1 + 100%
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Structured References

Structured references allow you to easily work with cell references and formulas in a table. For example,
instead of using a cell range reference such as F2:F52 in a formula, you can refer to the cell range as Sales
(the table column name). They make it easy to see, at a glance, what the formula is calculating.

When you create a formula using structured references, you can use several different elements in place of
the regular arguments. These include the table name, column header names, or special items that refer to
areas of the table, such as a total row.

Name a Table

Structured references work best if the table is assigned a meaningful name.

o Select a cell in the table. = 08-structured-references - Excel Table
File Home Insert Draw Page layout Formulas Data Review View Help Design £ Tellme [
e CIICk the De5|gn tab' Table Name: [[3 summarize with PivotTable F!? @ [‘A & BR @
= =3
. i : Tablel ' Remove Duplicates = | B e i) TableStyle | Quick
e Click in the Table Name field. @ ReszeTable | B Convertto Range Sicer | o< G5 | Options | Styles-
Properties Tools External Table Data Table Styles -~
o Type a table name. . B .
A B c D £ F G -
o Press Enter on your keyboard' Ll First B Last Bl Company B City Bl Packages [ Sales -
2 |lcel Nelson Nincom Soup Minneapolis 6 6,602
3 |Lou Hay Video Doctor Mexico City 7 8,246
4 |Caroli Jolie Safrasoft Paris 12 14,108
5 | Daniel Ruiz Idéal Base  Paris 6 7,367
6 |Gina Cuellar Socialu Minneapolis 6 7,456
7 |Joseph Voyer Video Doctor Mexico City 7 8,320
s |Nena Moran Hotel Soleil  Paris 4 4,369
9 |Robin Banks Nincom Soup Minneapolis 4 4,498
10 |Sofia Valles Luna Sea Mexico City 1 1,211
11 |Kerry Oki Luna Sea Mexico City 10 12,045
12 | Javier Solis Hotel Soleil  Paris 5 5,951
13 |Lucy Gramm Socialu Minneapolis 1 1,200
Cust;omers (O] ] »
Ready =] /|- 1 + 100%

Y- Qo= 08-structured-references - Excel Table
File Home Insert Draw Page Layout Formulas Data Review View Help w £ Tellme [
Table Name: Summarize with PivotTable =5
RepSaIesI . plicates Ev @ D LE' = @
- Insert Export Refresh Table Style | Quick
‘B Resize Table | &3 Convert to Range Slicer - + &% | Options~ Styles -
Properties Tools External Table Data Table Styles ~
- f;r -
| A B c D E F G -
il First Last B Company [ City B Packages [ Sales -
2 |Joel Nelson Nincom Soup Minneapolis 6 6,602
3 |Louis Hay Video Doctor Mexico City 7 8,246
4 |Caroline Jolie Safrasoft Paris 12 14,108
5 | Daniel Ruiz Idéal Base  Paris 6 7,367
6 |Gina Cuellar Socialu Minneapolis 6 7,456
7 |loseph Voyer Video Doctor Mexico City 7 8,320
s |Nena Moran Hotel Soleil  Paris 4 4,369
9 |Robin Banks Nincom Soup Minneapolis 1 4,498
10| Sofia Valles Luna Sea Mexico City 1 1,211
11 |Kerry Oki Luna Sea Mexico City 10 12,045
12 |Javier Solis Hétel Soleil  Paris 5 5,951
13 |Lucy Gramm Socialu Minneapolis 1 1,200
o Custlnmers ® o [ v
[ ] m - 1 + 100%
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Enter a Structured Reference

When using structured references, the formula will include the table name as well as the name of the row or

column you want to calculate.

Select the cell where you want
to add the structured
reference.

Type the formula using table
names instead of cell
references.

Click the Enter button or press
Enter on your keyboard.

| 9 Q-

File Home Insert Draw

fw s Calibri -

m —

Paste [‘@' BIU-|A&A
& | Ho|o-A-

Clipboard 1= Font &

v

SUM - x

il Company [ City

2 |Nincom Soup Minneapolis
3 | Video Doctor Mexico City

4 |Safrasoft Paris

5 IdéalBase  Paris

6 SocialU Minneapolis
7 Video Doctor Mexico City

3 |Hotel Soleil  Paris

9 Nincom Soup Minneapolis
10| Luna Sea Mexico City

11| Luna Sea Mexico City

12 |Hotel Soleil  Paris

13 | SocialU Minneapolis

08-structured-references - Excel

Page Layout

Alignment

Formulas Data
General -
E-% 9
&0 .00

60 -20

F] Mumber F]

=MAX(RepSales[Sales])

Kayla Claypool

Review View Help

ﬁ Conditional Fermatting = Eﬁ /O

ﬁ Format as Table -
[ Cell Styles ~
Styles

G H

2 Tellme

Cells Editing

=MAX(RepSales[Sales])

I “Cust:me.rs (&)

Ready

g5 O-—37°
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Intermediate Formatting

Conditional formatting is a flexible and powerful
feature. It allows you to highlight cells if they meet a
specified condition. You can use it to quickly identify
values above or below certain points, duplicates, or
matching text.

In this module, you will also learn how to format your
worksheet using cell styles, which is useful if you want
to add special effects to headings and total rows or if
you need to use specific fonts and colors to meet your
organization’s brand standards. Applying themes
makes it even easier to have a consistent look and feel
from one worksheet to another.

Objectives

Apply and Manage Conditional Formatting
Apply and Remove Cell Styles
Create and Modify Cell Styles
Find and Replace Formatting

Apply a Theme

© 2022 CustomGuide, Inc.
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Apply and Manage Conditional Formatting

Conditional formatting applies formats to cells only if a specified condition is true. For example, use
conditional formatting to change cells with a sales value over $50,000 to have red, bold font. If the value of
the cell changes and no longer meets the specified condition, the cell returns to its original formatting.

Apply Conditional Formatting

Select the cells you want to
change.

Click the Conditional
Formatting button from the
Home tab.

Select a conditional formatting
category.

o Highlight Cells Rules: Focus
on general analysis. Preset
conditions include: Greater
Than; Less Than; Between;
Equal To; Text That
Contains; Date Occurring;
Duplicate Values.

e Top/Bottom Rules: Focus on
the high and low values in
the worksheet. Preset
conditions include: Top 10
Items; Top 10%; Bottom 10
Iltems; Bottom 10%; Above
Average; Below Average.

e Data Bars: Colored bars that
appear in the cells. The
longer the bar, the higher
the value in that cell.

e Color Scales: Cells are
shaded different color
gradients depending on the
relative value of each cell
compared to other cells in
the range

e Icon Sets: Different shaped
or colored icons appear in
cells, based on each cell’s
value.

Select a conditional formatting
rule.

01-apply-conditional-formatting -...

Kayla Claypool

File m Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme A
= X Calibri e | E== 2 Genera W [ Conditional Formatting - =1 0
Paste - == $-% 9 HEromatasTable~ Cells | Editing
.- N = | &0 o [ Cell Styles - - -
Clipboard Font [ Alignment 7] Number 7] Styles ~
B4 bk fe 6010 b
A B g D E F G -
1 |Bon Voyage Excursions Monthly Goal 20,000
2
3 |Excursion  Jan Feb Mar Total
4 |Beijing 6,010 7,010 6,520 19,540
5 |Las Vegas 35,250 28,125 37,455| 100,830
6 |Mexico City 20,850 17,200 27,010 5,060
7 |Paris 33,710 29,175 35,840 98,725
8 [Tokyo 12,510 14,750 11,490 38,750
9 |Total 108,330 96,260 118,315 322,905
10
11
12
13
Summary ® ‘ 4
Ready B o= 1 + 100%

01-apply-conditional-formatting -...

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review  View Help  ©° Tellme 5
= X Calibri -4 - General - | [fff] Conditional Formatting = =) jo)
@ - 3 b
Paste E 3 Highlight Cells Rules " Greater Than...
- og —
Clipboard Font LM Alignment ] Number IoprottomRules N LE;;Than.‘.
B4 - 5 6010
A = = = ﬁ Data Bars 4 E:E Between...
1 |Bon Voyage Excursions g Color Scales R E_EEHLM‘TO-"
2
3 |Excursion  Jan Feb Mar con Sets | EZ) zext that contains..
4 |Beijing 6,010 7,010 6,52
[ MewRule.. E__E] .
5 |Las Vegas 35,250 28,125 37,45 [EjfADateCcaurings
- = EF Clear Rules 3
6 |Mexico City 20,850 17,200 27,01
. ! P2 Manage Rules... "
7 |Paris 33,710 29,175 35,840 i FEH puptcte vaues-
8 [Tokyo 12,510 14,750 11,490 38,750 More Rules...
9 |Total | 108,330 96,260]  118,315] 322,905
10
11
12
13
Summary () « v
Ready Jisi] mo- 1 + 100%
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Specify the formatting to use
for items that meet the
conditional formatting criteria.

Tip: The options you see in the
dialog box will vary depending
on the type of rule you
selected.

Click OK.

Only the cells that meet the criteria are
formatted.

File m Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme A

ﬁj X Calibri e - === 8 General - | [ Conditional Formatting = = 0

Tt [@-| B I U~ A& = $-% 9 | EHFormatas Table~ Cells | Editing

. X | W A <3 0 i Cell Styles - - -

Clipboard 1= Font nl  Alignment &l Number = Styles ~

B4 b £ || 6010 v
A B C D E F G -

1 |Bon Voyage Exe Manthhe Goal 20,000

2 Greater Than ? X

3 | Excursion Jg Format cells that are GREATER THAN:

4 |Beijing

5 |Las Vegas

& |Mexico City

7 |Paris 33,710 29,175

8 [Tokyo 12,510 14,750 11 custom Format...

9 |Total ‘ 108,330 96,260 118,3& 322,905

10 |

11 |

12_

13 A

Summary ® « 3
Ready B O - ] + 1005

Manage Conditional Formatting Rules

You can manage all aspects of conditional formatting—creating, editing, and deleting rules—in one place

using the Rules Manager.

Select the cell range with the

Kayla Claypool

01-apply-conditional-formatting -...

condltlonal formattlng you File Home  Insert  Draw  Page layout  Formulas Data  Review View Help O Tellme &
X Calibri s | === 2 Gener, fi&f] Conditional Formatting = = Jo)
want to manage. Eﬂg@v BIU- Ar|===F- §-0 - | o | cang
. . - < | m oM A == Fb‘?v %8 308 Highlight Cells Rules - .
o CIICk the Condltlonal Clipboard 1= Font [ Alignment ml Number aﬂ:{ Top/Bottom Rules  * ~
. -
Formatting button on the B4 - £ | om0 .
»
Home tab. A B c e 6 -
1 |Bon Voyage Excursions ﬁ Color Scales , 0,000
e Select Manage Rules. 2
3 |Excursion Jan Feb Mar EEE Icon Sets 4
4 |Beijing 6,010 7,010 6,52
[ MNewRule...
5 |Las Ve 35,250 28,125 37,4¢
- B8 Clear Rules 3
6 |Mexi 20,850 17,200 27,0],E Manage Rules.. o
7 |Paris 33,710 29,175 3584y 90,129
8 |Tokyo 12,510 14,750 11,490 38,750
9 |Total 108,330 96,260 118,315 322,905
10
11
12
13 -
Summary ® ] v
Ready ] |- 1 + 100%
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The Conditional Formatting

itional-forn

Rules Manager d|a|0g box File Home  Insert Draw  Page layout  Formulas  Data  Review View Help 2 Tellme &
. alibri - - === eneral  ~ onditional Formatting -
appears. The rules applied to fﬁf‘;' T e B ] L gi:i;; LIRS
the selected cells appearinthe | ™« . o-a. == & w8 By s
H Clipboard 1 Font ] Alignment IF} MNumber IF} Styles ~
dIaIOg box. G Conditional Formatting Rules Manager 7 X v
Use these buttons to manage Show formatiing rules for: | Workshest ” 77| % :
the rUles: 1 w [ New Rule... [7 Edit Rule... ¢ Delete Rule I Al W
2 Above Average AaBbCcYyZz =5B59:5D59,SE54:5E58 2.5 O
e New Rule: Create a brand = ;’:j‘;
new conditional formatting 5 |Las v
rule 6 | Mexid
’ 7 |Paris
. . . 8 |Tokyd
e Edit Rulfe. Edit the selected o [Total — —
formatting rule. 10 :
11
e Delete Rule: Delete the 12
selected rule from the L Semmary [ ® : -
worksheet. Ready B 2 - ! + 100

Manage the formatting rules.

Click OK when you are finished.

Remove Conditional Formatting

The Clear Rules command helps you remove conditional formatting rules from your worksheet.

Click the Conditional
Formatting button on the
Home tab.

Select Clear Rules.
Select a Clear Rules option:

Clear Rules from Selected
Cells: Clears only the
conditional formatting rules
for the selected cell range.

Clear Rules from Entire
Sheet: Clears all the
conditional formatting rules
in the worksheet.

Kayla Claypool

01-apply-conditional-formatting -...

Review  View Help 2 Tellme

File m Insert Draw Page Layout Formulas Data

ﬁil X Calibri -l - | = Gener [ Conditional Farmatting - = Jo)

Paste EE ) B _I j :AA. 8 == . _5:8 ;ngoﬂ Highlight Cells Rules * | |~ Cells | Editing

Clipboard Font 1F) Alignment [} Number Ioprottom Rules N -

B4 hd f || s010 v
A B C D ﬁ Detafors ' G -

1 |Bon Voyage Excursions ﬁ Color Scales , 0,000

2

3 |Excursion  Jan Feb Mar B 1consets 3

4 |Beijing 6,010 7,010 655 e

5 |Las \{Ega? 5, Clear Rules from Selected Cells EF  Clear Rules » 0

£ ME)_('CD City Bl Cicar Rules from Entire Sheet B Mansge Rules...

7 |Paris 33, Y] 90,1 LD

8 |Tokyo 12, QJ 38,750

9 |Total 108,330 90,200 113,315 E 322,905

10

11

12

13 -

Summary ® « 3
Ready B Mmoo~ 1 + 100%
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Apply and Remove Cell Styles

Styles contain preset font formatting, cell shading, numbering, borders, and other formatting options that
can be applied to a cell or cell range all at once. This is a convenient and easy way to quickly apply complex

formatting.

Apply a Cell Style

Select the cell(s) you want to
format.

Click the Cell Styles button on
the Home tab.

Tip: Hover your mouse over a
style to preview how it will
look before selecting it.

Select a cell style.

The style is applied to the selected cell
or cell range.

Remove a Cell Style

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review  View Help  ©° Tellme Gt
ftl X Calibri -4 - General - | [l Conditional Formatting - = o
< - | A AT -9 Format as Table ~
pase LB - R $-% 3 | BEFormatesTable Cells | Editing
- ¥ . & A <3 .0 5 Cell Styles - o .
==
Clipboard 1= Good, Bad and Neutral
Normal Bad Good Neutral
A9 b

A

Data and Model

'|Bon Voyage E

1

2 -

3 |Excursi

1| Beijiné
5 |Las Vega

6

7

8

9

| Mexico City
| Paris

| Tokyo
Total

Totar ]| R S

Number Format

1{1)_ 6 Comma Comma [0] Currency Currency [0] Percent
12_ [E New Cell Style...
13_ |j| Merge Styles...
SuMineny o ;
Eeaty i m - 1 + 100%

@ Explanatory ... ’Input—‘ Linked Cel Note
Warning Text

Titles and Headings

Heading 1 Heading2 Heading 3 Heading 4 Title Total

Themed Cell Styles

20% - Accentl  20%-Accent2  20%- Accent3  20%- Accentd  20%- Accent5  20% - Accent6
40% - Accentl  40%- Accent2  40%- Accent3  40% - Accent4  40% - AccentS  40% - Accent6

If you decide you no longer need the style applied to the cells, you can remove it.

Select the cells that have the
style applied.

Click the Cell Styles button on
the Home tab.

Select Normal.

File m Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme [t
fw X Calibri e | === 2 General  ~ | [l Conditional Formatting - =t 0

PEE - | B I U- A& - $-9% 9 [Hrormatas Table- Cells | Editing

. X | W - A == . L) [ Cell Styles - 0 - -
Clipboard 12 Good, Bad and Neutral
o o Normal Bad Good Neutral

Data and Model

_; Explanatory ... ’Input—‘ Linked Cel Note
1— Bon Voyage E Warning Text
2— - Titles and Headings
3 | EXEII.lrSIDI'I HeadinE 1 Heading 2 Heading 3 Heading 4 Title Total
4— BE”mg Themed Cell Styles
2] Las Vegas 20% - Accentl  20%-Accent2  20%- Accent3  20%- Accentd  20%- Accent5  20% - Accent6
6 |Mexico City
7* Paris 40% - Accentl  40%- Accent2  40%- Accent3  40%- Accent4  40%- AccentS  40% - Accent6
e lroigo
9 [rotal [
10 Number Format
11_ 6 Comma Comma [0] Currency Currency [0] Percent
12 [E] New Cell Style...
13 Bl Merge Styles..

Sumunany ) ‘ r

Ready izt |- 1 + 100%
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Create and Modify Cell Styles

If you find that you keep applying the same formatting over and over, create a style with that formatting so
you can apply those formatting settings with one click.

Create a New Style

The easiest way to create a style is to do so from a cell that already has the formatting you want to capture.

Select the cell that has the

the new style.

the Home tab.

Select New Cell Style.

The Style dialog box opens and

the formatting from the
selected cell is captured.

field.
Click OK.

The style is now saved and can be used

in any Excel worksheet.

Tip: Cell styles are associated with the

theme that is being used for the
workbook. If you switch to a new
theme, the cell styles will update to
match it.

formatting you want to use for

Click the Cell Styles button on

Enter a name in the Style name

File m Insert Draw Page Layout Formulas Data Review  View Help  © Tellme [t
ﬁil X Calibri -4 - [E]] Conditional Formatting =1 0
el IERGY B [ i founatel iz Ey Cells | Editing
. X H- &-A- [ Cell Styles - o - =
Clipboard 1 Good, Bad and Neutral
e i Normal Bad Good Neutral
Data and Model
‘(alculatiom ‘ I | Explanatory ... ’Input—‘ Linked Cel Note
1 |Bo ge E Warning Text
2 —_| Titles and Headings
=i ——Ex_c_l:lrsmn = Heading1l Heading 2 Heading 3 Heading 4 Title Total
4 |Beljing Themed Cell Styles
5 |Las Yega? 20% - Accentl  20%- Accent2  20%- Accent3  20%- Accentd  20%- AccentS  20% - Accentf
6 |Mexico City
Paris 40% - Accentl  40% - Accent2  40%- Accent3  40% - Accentd  40% - Accent5  40% - Accent6
; Tokyo 60% - Accentl = 60% - Accent2  60%- Accent3  60% - Accentd  60% - Accent5  60% - Accent6
o ol
10 Number Format
1 Comma Comma [0] Currency Currency [0] Percent
12 o & New Cell Style...
13 ﬂiﬂ Merge Styles...
Sumimar ¥ o) ~ .
Ready ] |- ' + 100%

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme [t
ﬁq:l X Calibri -ha | === 8 General - | [l Conditional Farmatting - &l 0

- - R e | o= & - + 5 -
B (I} B I D A AT = 4 + 9% 9 | HHFormatasTable cals | Editing

- ¥ | H - b A =5 @ 5 7 Cell Styles - - -

Clipboard 1 Font | Style ? X &
A3 - fe | Style name: | BVE Heading i

A B Farmat.., G -
1 |Bon Voyage Excursions Style Includes (B le)
2 [ Mumber: General
3 |Excursion Jan Alignment: General, Bottom Aligned

—_—
e BEIJII"Ig G'Olo Eont: Calibri (Body) 14, Bold Double Underline Accent 6, Darker 50%
5 |Las Vegas 35,250 o
. . Border: No Borders
6 Mexico City 20,850
7 |Paris 33,710 Fill: No Shading
8 |Tokyo 12,510 Protection: Locked
9 Total 108,330
11 &
12
13 -
Summary ® « v

Ready =] M - ] + 100%

108



Modify a Style

If you decide you need to change an existing style, you can easily make modifications. Any updates you
make will automatically be reflected in any cells that have the style applied.

Click the Cell Styles button.

Right-click the cell style you
want to modify.

Select Modify.

Tip: To duplicate a style before
making changes, select
Duplicate from the menu
instead.

Click the Format button.

Kayla Claypaol
File Home Insert Draw Page Layout Formulas Data Review  View Help  © Tellme [
ﬁj & Calibri -4 - — B General  ~ | | [l Conditional Formatting = =H je
- - C AT = - - 9 -
e I} B I D A A = $ -9% 9 [HrormatasTable cals | Editing
- ¥ Hi- &-A- % T [ Cell Styles - - -
Clipboard Custom
BVE Hea ™"
A3 == Apply
= Modify..
d A l'nom Neutral
Duplicate...
1 |BonVoyageE [ . ..
2’ Delete
e — Calculatioy Add Gallery to Quick Access Toolbar Input Linked Cell Note
3 |Excursion .
‘————— | Output Warning Text
4— Beljing Titles and Headings
5 |Las Vegas . . :
- : 8 ° Heading 1 Heading 2 Heading 3 Heading 4 Title Total
6— Me).(ICO CIW Themed Cell Styles
7 |Paris
= 20% - Accentl  20%- Accent2  20%- Accent3  20%- Accentd  20% - AccentS  20% - Accent6
8 |Tokyo
9* ¥ Total 40% - Accentl  40%- Accent2  40%- Accent3  40%- Accent4  40%- AccentS  40% - Accent6
ota
0] |60% - Accentl | 60%-Accent?  60%-Accent3  60%- Accentd  60%-Accents 60%- Accents
12| Number Format
13 Comma Comma [0] Currency Currency [0] Percent
Sum [ New Cell Style...
Ready [ Merge Styles...

File Home Insert Draw Page Layout Formulas Data Review  View Help 0O Tellme [
E'lj A Calibri s - Genersl - | [l Conditional Formatting - =i Jo
- o A A B 4
P NE] B I D- A& $ + 9% 9 | EfiFormatasTable Cals | Editing
- g H- | 0-A- L 7 Cell Styles - - -
Clipboard 1 Font 5 ? X ~
A3 - J | style name: | BVE Heading v
A B Format... "
1 Bon Voyage Excursions Style Includes (By Example)
2 B Number: General
3 |Excursion ‘lan | Alignment: General, Bottom Aligned
4 — Beljll"lg 6'010 Eont: Calibri (Body) 14, Bold Double Underline Accent 6, Darker 50%
5 |Las Vegas 35,250 o
B . . Border: No Borders
6 Mexico City 20,850
7 |Paris 33,710 Fill: No Shading
8 Tokyo 12,510 Protection: Lacked
9 | Total 108,330
1 |
12
13 v
Summary (O] [l 3
Ready HR m - 1 100%
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Select the formatting options
you want to use.

Click OK.
Click OK again.

o
@

The style is updated and any cells with
the style applied are automatically
updated.

Tip: To remove a cell style from all cells
and delete the cell style itself, click the
Cell Styles button on the Home tab.
Then right-click the style and select
Delete.

File Home  lmeact_m Daanl - it = A4 o Tell me 5
| Format Cells ? X
CE 2
- Number  Alignment Font Border Fill Protection
Paste L‘@ E g ls | Editing
- Font: Font style: -
Clipboard 1 Calibri Bold Y
Calibri L\iht iHaadinis ~ | |Regular
- Italic
i Abadi i
Abadi Extra Light Bold Ialic
A Agency FB | B -
Aharoni e
1 |BonVoyage | ,nderiine: Color:
2 Double | [ —
3 |Excursion Effects Preview
strikethraugh
4 |Beijing [ strikethraug o
— [ superscript Calibri
5 |Las Vegas [ subseript
6 |Mexico City
7 |Paris This is a TrueType font. The same font will b n both your printer and your screen,
8 |Tokyo
9 Total
10
11 Q oK Cancel
12
13 hd
Summary @ ] v
Ready ] |- 1 + 100%

File Home Insert Draw Page Layout Formulas Data Review  View Help 2 Tellme [t
ﬁil X Calibri -4 - General - | [l Conditional Farmatting - &l 0
. B A A ~ 9 Format as Table -
pare 12 BT A A $ - % 9 [HFomatasTable Cells | Editing
e O e — = - -
= style ? X
Clipboard 1 Font ~
Style name: | BVE Heading
A3 T e
& Style includes B L & =
1 |Bon Voyage EXcUrsit [ yumber General
2
- Alignment: General, Bottom Aligned
3 |Excursion ‘Jan
Font: Calibri (Body) 14, Bold Double
4_ BEI]II"Ig Underline Accent 2
5 |Las Vegas [ Border: No Barders
6| Mexico City Fill: No Shading
7 |Paris 9
| Protection: Locked
8 |Tokyo
9 Total 1
| QK Cancel
10|
117 6
12
13 hd
Summary ® « 3
Ready =] Mmoo 1 + 100%
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Find and Replace Formatting

Excel’s Find and Replace features can find and/or replace formatting in addition to text and information. Use
the Find and Replace Formatting option when you want to change all instances of a particular formatting
choice at once.

Using Find and Replace Formatting

04-find-and-replace-formatting -...

Kayla Claypool

Click the Find & Select button

on the Home tab File Home  Insert Draw Page Layout Formulas Data Review View Help © Tellme 54
F X Calibri - General - =] 2 AutoSum -
0 B : = Y
e Select Replace. page (0" (B T -] & & B %9 s | Ty e
. & | @ - G A 43 - - | € Clear~ Filter - Select = N
Shortcut' Press Ctrl + H tO Clipboard 1= Font n Alignment ml o Number L Eind. ~
. i E B 5. Replace.. i
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00 O

The Find Format dialog box
opens. Here you can select any
type of formatting you want to
look for in the workbook.

Select the formatting you want
to find.

Click OK.

Click the Replace with: Format
button.

Lk € I Find Format 2 x| Tellme &
X Calibri )
|:| Number  Alignment Font Border Fill Protection
[a-| 81
Paste Category: &
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Clipboard Currengy -
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2 special
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4 |Beijing
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7 |Paris Number is used for general display of numbers ACurrency and Accounting offer specialized
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9 Total
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2 Find and Replace 7 'Y
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Select the new formatting
options you want to use.

Click OK.

Once the formatting options
are set, you’re ready to begin
finding and replacing the
formatting.

Select the Find or Replace
option you want.

e Click Find Next or Find All to
locate the formatting you
want replace before
replacing it.

o Click Replace to change cells
one at a time.

o Click Replace All to replace
every instance of the
formatting at once.

When you choose to replace all
instances of the formatting,
the dialog box lets you know
how many replacements were
made. Click OK.

Click Close.

File Home In| Replace Format 7 % Tell me [t
X Calibri )
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8 Clear
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Apply a Theme

Document themes coordinate the look of a worksheet with theme colors, theme fonts, and theme effects.
o Theme Colors: A set of 8 coordinated colors used to format text and objects in the worksheet.
e Theme Fonts: A set of coordinated heading and body font types.

o Theme Effects: A set of coordinated formatting properties for shapes and objects in the worksheet.

Apply a Workbook Theme

Themes help give your worksheet a consistent look and feel.

0 Click the Page Layout tab. T Tz = (Bl Kayla Claypool
. R ;"} Home Insert Draw Page Layout Formulas Data Review View Help 2 Tellme [t
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Customize a Document Theme

You are not bound to keep the colors, fonts, or effects that are assigned to a document theme. You may mix
and match theme colors, theme fonts, and theme effects.

Click the Page Layout tab on

05-apply-a-theme - Excel

Kayla Claypool

the Rlbbon File Home Insert Draw Page Layout Formulas Data Review View Help 2 Tellme [t
E- F  [Pw Orientation ~ >/ Bdiks ~ Slwidth: Automatic ~| | Gridiines Headings =t
Q Click the Theme Colors, Theme | ../ uTE;sme- gﬁi [ bund gslshf g Vlew Vlew Arronge
- - < [BPrintArea- Bl Print Titles | Scale: % . Print Print -
FontS' or Theme Effects button Themes Page Setup & Scale to Fit G| SheetOptions h ~
and select the set of colors, o E e rion =
fonts, or effects you want to ) 5 - B z <
use. 1 |Bon Voyage E)llcursions
2
3 |Excursion Jan Feb Mar Total
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5 |Las Vegas $35250.00  $28,125.00  $37,455.00 $100,830.00
6 |Mexico City $20,850.00  $17,200.00  $27,010.00  $65,060.00
7 |Paris $33,710.00 $29,175.00 $35,840.00 $98,725.00
8 |Tokyo $12,510.00 $14750.00 $11,490.00  $38750.00
9 Total $108,330.00 $96,260.00 $118,315.00 $322,905.00
10
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Collaborate with Excel

There are several options for sharing workbooks that
make it easy for others to review and provide
feedback. You can add comments directly to a cell so
your note has context. If you track changes in your
document, any adjustments made in the review
process will be transparent and can be accepted or
rejected.

This module also covers various methods for protecting
your workbook. You can add protection as discretely as
locking a cell from edits, or as broadly as requiring a
password to open a workbook.

Objectives

Cell Comments

Share Workbooks
Co-author Workbooks
Version History

Protect a Worksheet
Protect Workbook Structure

Password Protection
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Cell Comments

Sometimes you may need to add notes to document complicated formulas, call out questionable values, or
even to leave a comment for another user. Excel’s cell comments command helps you document your
worksheets and make them easier to understand. Think of cell comments as sticky notes that you can attach
to any cell. Cell comments appear whenever you point at the cell they’re attached to.

Add a Comment

a Click the cell where you want 01-cell-comments - Excel Kayla Claypool
to add the com ment File Home Insert Draw Page Layout Formulas Data Review  View Help 2 Tellmet [t
& Spelling ¥ -ilv-j | &Fl EL:F F W
. . =
e Click the Review tab. BT E} iD KAy 2 s
Accessibility | Lookup Comment = Sheet Workbook Ranges Ink
e CIle the NEW Comment Proofing Accessibility | Insights | Language ments Protect Ink ~
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A B C D E F G -
Shortcut: Right-click a cell and 1 Agent Sales Commission
& 2 [1ona Q| 10,500] 788
select New Comment. 3 Paul Tro 23,500 1,763
4 |Camille Orne 22,470 1,685
o Type the comment you want. 5 | Kerry Oki 950 71
& Pepe Roni 3,500 263
e Click the Post button. . Totals 60,920 4,570
0 Click anywhere outside the e
comment. L
12
13
The comment disappears, but a red 14 -
. . Q1 Sales @ 4 3
triangle appears in the corner of the e & o

cell to show that it has a comment.

01-cell-comments - Excel Kayla Claypoal
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EE Thesaurus & a§ 2 (] o E‘g EE/H E‘ %
Check Srnart Translate New Protect Protect Allow Edit Hide
Accessibility | Lookup Comment = Sheet Workbook Ranges Ink
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1
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View a Comment

Point to a cell with a comment

01-cell-comments - Excel

Kayla Claypool

ICOI‘I . File Home Insert Draw Page Layout Formulas Data Review  View Help S Tellmen [t
E Spellin + A : -
em & |0 RS EBEERE P B &
Tip: To display a comment all the time, nccemmty | Lo | | Comment = | 'Sheee Wordbook Ranges iy
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4 Camille Orne 22,470 3/B/2019 12:16 PM
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7] Totals 60,920
8 —
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Q1 Sales ® [l 3
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Edit a Comment

Click the cell that contains the
comment you want to edit.

Click the Edit button in the
comment.

Make the changes and then
click Save.

Shortcut: Right-click a cell with
a comment and select Edit
Comment.

The comment box reappears, ready for
editing.

01-cell-comments - Excel

Kayla Claypoal
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Delete a Comment

0 Click the cell that contains the g T P
com ment you Want to delete File Home Insert Draw Page Layout Formu Data Re'v_lew View Help  © Tellmet 54
¢ Spelling ek + fomiea | V/
. . (s
o Click the Review tab. BB s CE:k s/mcgt Tr?n;ate L:il ? 0 P%Elt t Alléwﬁé\t & e
Accessibility | Lookup Comment = Sheet Workbook Ranges Ink
e Click the Delete button. Proofing Accessibility | Insights | Language Comments Protect Ink ~
B2 - A || 10500 v
Shortcut: Right-click a cell with R g z ok 5 e "
1 Agent Sales Commission
a comment and select Delete 5] [P Q| TOET) i
Comment. 3 Paul Tro 23,500 " i
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. 5 | Kerry Oki 950 Edit
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Share Workbooks

If you need to share a workbook with others, you can send them an invitation to view it online. You can also
share workbooks by emailing them as an attachment, although this sends them a copy of the workbook and
not the original.

Invite People to Collaborate

When you share a workbook from

Excel, you're giving others access to the

exact same file. This lets you and
others view and even edit the same

workbook without having to keep track

of multiple copies.

Save your workbook to your
OneDrive or SharePoint.

Workbooks must be saved to
either Microsoft OneDrive or
SharePoint before you can
share them with others.

Click the Share button.

The Share pane opens, where
you can invite others to view
and edit this file.

Enter the email address of each
person you want to share with.

Click the Permissions list
arrow.

This lets you decide whether

the people you invite can make

changes to the workbook, or
just view it as a read-only
document.

Select a permission level for
the file.

Click Apply.
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Include a message (optional).

Click Send.

00

Tip: If you wanted to just send
a link to people at will, you
could do so by clicking Copy
Link or Outlook.

The people you shared the workbook
with will appear in the Share pane.

File Home Insert Draw Page Layout Formulas Data Review View Help © Tellme [t
ﬁil o Calibri -4 - X |matting = @l 0
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Paste - i Send Link Cells | Editing
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Co-author Workbooks

You can work on a file in Excel at the same time as others by using Office's Co-author feature.

Simultaneously Edit

Make sure the file is saved to an online location like SharePoint or OneDrive, and that you’ve shared it with
people who need to make edits.

Click a user’s picture or initials

03-co-author-workbooks

- Saved ~

Kayla Claypoaol

AutaSave (8 o) [GO

® - -

in the rlbbon to see What they Fle  Home | Draw Page layout Formulas Data Review View Help 2 -
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. . == 949 B el Syles~
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3 |Paul Tron 23,500 1,763
synced. + | Camille Orne 22,470 1,685
5 |Kerry Oki
e Click the Save button to force a | s PepeRoni 3,500 263
d d | h 7 Totals 59,970 4,499
sync and display new changes. |,
9
All of the changes are immediately =
synced to the workbook. 12
13
14 -
Q1 Sales [©) ] v
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Version History

Nothing is more frustrating than when a program locks up—and stops responding—for no apparent reason.
You can protect your work from these events by using the AutoRecover feature to periodically save a

temporary copy of the project you're working on.

Modify Recovery Settings

When the AutoRecover feature is enabled, a backup copy of the workbook is saved every 10 minutes (its
default setting). However, you can change the AutoRecover save interval to occur more or less frequently.

Click the File tab.

AutoSave (8 o) [

Kayla Claypool

File Home Insert Draw Page Layout Formulas Data View Help 2 Tellme [t
e Click Optlons. o % Calibri - Genersl - | [ Conditional Formatting - | g Jo)
- - A A g - 9 <
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04-version-history - Saved to OneDrive Kayla Claypool (& & ? = [m] x
Save -
Save As 04-version-history
OneDrive - CustomGuide
Save as Adobe
PDE | Share @5 Copy path Open file location
Print
Share
E_ Protect Workbook Properties -
Export Q, Control what types of changes Size 15.4K8
Protect people can make to this workbook.
- Workbook = Title Add a title
Publish
Tags Add atag
Frem Categories Add a category
@ Inspect Workbaok
Befare publishing this file, be aware Related Dates
Coech fou s Last Modified  Today, 11:42 AM
Issues - = Document properties, printer
path, auther's name and Created 12/11/2018 %:03 AM
absolute path Last Printed
Account
. . Related People
Feedback |L_H Version History uther
0 N View and restore previous versions KC Kayla Clay
s 2 wt’fk’;gjk_ A7 Today, 11:39 AM (autarecovery) » i
{82 Today, 11:37 AM (autorecovery) Addanauthor
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Click Save.
Click in the Minutes field.

Enter a value for how
frequently you'd like to save
AutoRecover information.

Click OK.

Even with Excel’s document recovery
features, the best way to ensure that
you don’t lose much information if
your computer freezes up is to save
your work regularly.

Excel Options ? X
Gi | =
[ eners Customize how workbooks are saved.
F las
ol | Formula
Data Save workbooks
€l Proofing AutoSave OneDrive and SharePg y default on Excel & =
Save 0 Save files in this format: wook bt v
Langusge Save AutoRecover information every minutes N
. Keep the last AutoRecovered version if | close without saving
1 Ease of Access
5 AutoRecover file location: Ch\Users\Kayla ClaypoohAppData'\RoamingiMicrosoft\Excelt
Advanced
3 [] Don't show the Backstage when opening or saving files with keyboard shortcuts
s i ] Show additional places for saving, even if sign-in may be required,
h Customize Ribbon Show additional places f g i sig y be required
: Quick Access Toolbar [ saveto Computer by default
. - Default local file location: \\Mac\Home\Documents
6| Add-ins
Default personal templates location:
7 Trust Center
@ Show data loss warning when editing comma delimited files (*.csv)
9 AutoRecover exceptions for: | §3 Book1.xisx -
10
[] Disable AutoRecover for this workbook only
1
12 Offline editing options for document management server files
13 Saving checked out files to server drafts is no longer supported. Checked out files are now saved to
14 the Office Document Cache. e
6
Ready H = T + 100

Recover Unsaved Workbook Versions

If AutoRecover is enabled in Excel, you don’t have to do anything to make it work. Any available unsaved
versions can be found in the Backstage view.

Click the File tab.

If needed, scroll to the Version
history section.

Select an autosaved version of
the file in the list of recovered
files.

Tip: If the version you need to
recover isn’t in the recent list,
click the Manage Workbook
button and select Recover
Unsaved Workbooks to see if
the version you need is saved
there.

The previous version of the file
opens. At the top, you see a
notification that this is an
AutoSaved version.

The file is restored to the previous
version.

Kayla Claypool
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Online Version History

If this is a file that’s saved online, there’s another way to view version history.

o Click the Title Bar button.
e Select Version History.

Here you see all the changes
that have been made to the
file, either by you or anyone
the file is shared with.

e Click Open version for the file
you want to restore.

AutoSave . 04-version-history - Saved to OneDrive ~ Kayla Claypool
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Save an additional copy of the
file or click the Restore button.
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Protect a Worksheet

Prevent unauthorized changes to data by protecting worksheets. In a protected worksheet, none of its
contents can be changed. However, it’s possible to set up the worksheet so that only certain cells and
elements can be changed after it's protected.

Lock or Unlock Cells

By default, cells are locked once a worksheet is protected. If there are cells that users should be able to
change after a worksheet has been protected, make sure to unlock them before you protect the worksheet.

Select the cells you want to
unlock.

Click the Format button on the
Home tab.

Select Format Cells.
Click the Protection tab.

Clear the Locked check box.

Shortcut: You can also toggle
the lock on and off by clicking
the Format button and
selecting Lock Cell.

Locking and unlocking cells
only takes effect once the

sheet is protected.
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Click OK.
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Hide Formulas

You can also prevent certain formulas from being displayed once the worksheet has been protected.

o Select the cells with a formula = 05-protect-a-worksheet - Excel Kayla Claypool
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Protect a Worksheet

Once you finish preparing the worksheet, it’s time to protect it.

a Click the Review tab. [J T 05-protect-a-worksheet - Excel Kayla Claypool
f d h File Home Insert Draw Page Layout Formulas Data Review 'I Help S Tellme [t
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Protect Workbook Structure

You can secure a workbook’s structure against changes, such as sheets being added or deleted. You can also
protect a workbook’s windows so that they are the same size and in the same position every time the

workbook is opened.

Protect Workbook Structure

o Click the Review tab. 06-protect workboak structure - Becel  Kayla Claypoal
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Turn Off Workbook Protection

If you need to turn off workbook protection, you can do so at any time.

Click the Review tab.

If necessary, expand the
Protect group.

(2
o

o
(5

The protection is removed, and the
workbook is editable again.

Click the Protect Workbook
button.

Enter the password.

Click OK.
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Password Protection

When a password is added to a workbook, only authorized users with the password can view or modify it.

Add Password Protection

“ Click the File tab. e {estem = e Kayla Claypaal
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00

Enter passwords in the
password text boxes as
desired.

e Password to open: Enter a
password here to require
users to enter a password to
view the workbook. This
password is encrypted,
making it more secure.

e Password to modify: Enter a
password here to require
users to enter a password to

save changes to the

workbook. This password is

not encrypted.

You can enter just one or both
passwords, depending on the
type of protection you want for
the workbook. Passwords are

case-sensitive.

Tip: Check the Always create
backup box to save a copy
without a password incase the

password is forgotten.
Click OK.

Reenter the password.

Tip: Type a secure password
that can't easily be guessed by
other users, and be sure to
write down your password in a

safe location.

Click OK.
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Authors: Kayla Claypd and their corresponding workbook and sheet names in
a safe place. [Remember that passwords are
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@ Click Save.

The workbook is now password
protected. To change or remove a
password, repeat the workbook
protection steps and simply change or
delete the password in the General
Options dialog box.

©

{0} Home

[ Mew

I~ Onan

«

Export
Publish

Close

Account

Save As

Save As
@ Recent

‘™ 5 Desktop

07-password-protection

Excel Workbook (*.xsx)

v~ 4 Il ThisPC » Desktop »

v|® | Search Desktop

File name: | 07-password-protection

Save as type: | Excel Workbook

Authors: Kayla Claypool

[] Save Thumbnail

~ Browse Folders

Tags: Add atag

Tools - Save Cancel

—7 Browse

o

136







Custom@uide

www.customguide.com
info@customguide.com
888.903.2432


http://www.customguide.com/
http://www.customguide.com/
mailto:info@customguide.com

	Charts
	Create Charts
	Choose the Right Chart
	Create a Chart
	Create a Recommended Chart

	Move and Resize
	Move a Chart
	Move Charts to a Chart Sheet
	Resize a Chart

	Chart Types
	Change the Chart Type
	Switch Row/Column Data

	Layout and Style
	Apply a Chart Layout
	Apply a Chart Style
	Change Colors

	Titles and Legends
	Change the Chart Title
	Add Axis Titles
	Position the Chart Legend
	Chart Elements

	Gridlines, Labels, and Data Tables
	Show Chart Gridlines
	Add Data Labels
	Display a Data Table

	Emphasize Chart Data
	Change the Color of a Data Series
	Format Other Chart Areas

	Modify Chart Data
	Add a Data Series
	Rename a Data Series
	Reorder a Data Series

	Filter Charts
	Filter a Chart
	Remove a Filter

	Trendlines
	Choose a Trendline
	Add a Trendline
	Edit a Trendline

	Dual Axis Charts
	Create a Dual Axis Chart
	Add Secondary Axis Titles

	Chart Templates
	Save a Chart as a Template
	Create a New Chart from a Template

	Sparklines
	Insert Sparklines


	Print and Distribute
	Page Size and Scale
	Change Page Size
	Change Print Scale

	Print Area
	Set the Print Area
	Remove a Print Area

	Page Breaks
	Adjust Page Breaks

	Print Titles, Gridlines, and Headings
	Print Row or Column Titles
	Print Gridlines and Headings

	Headers and Footers
	Add a Header or Footer
	Header & Footer Elements Group Options
	Adjust the Header and Footer Height

	Margins and Orientation
	Set Print Margins
	Set Page Orientation

	Inspect for Issues
	Inspect a Workbook
	Accessibility Issues
	Compatibility Issues


	Intermediate Formulas
	Reference External Worksheets
	Reference Another Worksheet
	Reference Another Workbook

	Absolute and Relative References
	Relative References
	Absolute References

	Order of Operations
	How Excel Performs the Order of Operations

	Cell and Range Names
	Create a Name
	Use a Cell or Range Name in a Formula
	Go to a Name
	Edit and Delete Cell or Range Names

	Insert Functions
	CONCAT Function
	Concatenate Text

	PMT Function
	PMT Function

	Display Formulas
	Show/Hide Formulas
	Highlight Formulas

	Date Formulas
	Common Date Functions
	TODAY() Function
	Date Calculations in Formulas


	Manage Data
	Quick Analysis
	Use the Quick Analysis Button

	Outline and Subtotal
	Add Subtotals
	Outline Options
	Remove Outlines and Subtotals

	Data Validation
	Create a Validation Rule
	Add Input and Error Messages

	Flash Fill
	Use Flash Fill

	Import and Export Data
	Export Data
	Import Data


	Tables
	Insert a Table
	Create a Table
	Apply a Table Style
	Convert to a Range

	Sort Data
	Sort by One Column
	Sort by Multiple Columns

	Filter Data
	Filter
	Clear a Filter

	Add Rows and Columns
	Insert a Row or Column Adjacent to the Table
	Insert a Row or Column within a Table
	Delete Rows and Columns

	Table Styles
	Table Style Options

	Remove Duplicates
	Remove Duplicate Values

	Slicers
	Insert a Slicer
	Filter with a Slicer
	Clear and Remove a Slicer

	Structured References
	Name a Table
	Enter a Structured Reference


	Intermediate Formatting
	Apply and Manage Conditional Formatting
	Apply Conditional Formatting
	Manage Conditional Formatting Rules
	Remove Conditional Formatting

	Apply and Remove Cell Styles
	Apply a Cell Style
	Remove a Cell Style

	Create and Modify Cell Styles
	Create a New Style
	Modify a Style

	Find and Replace Formatting
	Using Find and Replace Formatting

	Apply a Theme
	Apply a Workbook Theme
	Customize a Document Theme


	Collaborate with Excel
	Cell Comments
	Add a Comment
	View a Comment
	Edit a Comment
	Delete a Comment

	Share Workbooks
	Invite People to Collaborate

	Co-author Workbooks
	Simultaneously Edit

	Version History
	Modify Recovery Settings
	Recover Unsaved Workbook Versions
	Online Version History

	Protect a Worksheet
	Lock or Unlock Cells
	Hide Formulas
	Protect a Worksheet

	Protect Workbook Structure
	Protect Workbook Structure
	Turn Off Workbook Protection

	Password Protection
	Add Password Protection



