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How to Use This Book

Who This Book Is For

This book is for the reader who has never used this
particular technology or software application. It is
also for readers who want to expand their knowledge.

The Conventions in This Book

@ Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must do; bulleted steps clarify a point, step, or
optional feature; and indented steps give you the
result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross reference
to a related area of the book.

Insert a Clip Art Image

You can improve the look of an Excel worksheet by adding a clip art image to the sheet. Clip art
refers to small images or artwork that you can insert into your documents. Excel 2016 does not
come with its own clip art, but it does give you access to online clip art collections that contains
thousands of images from various categories, such as business, people, nature, and symbols. By
default, these images are licensed under Creative Commons, so you can use them without charge.

‘ Insert a Clip Art Image ‘

@ Display the worksheet on which
you want to insert the clip art
image.

@ Click the cell where you want
the upper-left corner of the
image to appear.

@ Click the Insert tab.
Q Click !llusmtions;@
@ Click Online Pictures.

The Insert Pictures window
appears. at Picture .e

@ Click Bing Image Search.

@ Use the text box to type a word
that describes the kind of clip a {n b

art image you want to i
© Click Search (- )-

© Icons and Buttons

Icons and buttons show you exactly what you need to
click to perform a step.

O Tips

Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names, options, and text
or numbers you must type.

@O Italics

Italic type introduces and defines a new term.

CHAPTER

Adding Worksheet Graphics 1

6 © Excel displays a list of clip art
images that match your search — P
term.

@ Click the clip art image you
want to use.
(@ The address of the website that
offers the image appears here.

@ Click Insert.
- =" [ 10 S
@ Excel inserts the clip art. = - : 5 -
§ f Tesml Tesmi Tesmi
&Note: If you need to move or size i i i T

the clip art, see the “Move or Resize | Gemicni 00 mLAN TTAM0

ic sacti in this s Comioms  nau0 mems
:hear:tver:m section later in this : e I

Costof Goods 1T MhieE FLIM
W0 M SN
w0 0 D

What is a Creative Commons license? Can Iinsert other online images?

Creative Commons (http://creativecommons.org) is a Yes. If you have connected your Facebook or your
non-profit organization that enables artists to license | Flickr account to Windows 8 or later, you can also

their works for other people to use free of charge. use the Facebook or Flickr option to choose a 0
There are several different Creative Commons licenses, | photo. If you are using a Microsoft account with

50 you should visit the website that offers the image | Windows 8 or later, you can use the OneDrive
you select to check the specifics of the license. option to select an image from your OneDrive.
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CHAPTER 1

Working with
Ranges

In Excel, a range is a collection of two or more cells that you work
with as a group rather than separately. This enables you to fill the
range with values, move or copy the range, sort the range data, and
insert and delete ranges. You learn these and other range techniques
in this chapter.

H ®- & - 2016 Budget - Excel
HOME | INSERT ~ PAGELAVOUT ~ FORMULAS ~DATA  REVEW  VIEW  POWER QUERY a ) Paul McF...

L. ingr  Ee - -
Na = o = Conditional Formatting i Insert = 3 '2? H
. {7 Format as Table~ & Delete ~ [T - .
A - G- % s % =, Sort& Find &
[ cell Styles [Eifermaty| & v Fijer- Select -

" & = Number Styles Cell Size

1st Quarter  Apr Jun  2nd Quarter  Jul

23,500 23,200 70,700 25,100 25,400 75,500 26,000

28,750 27,900 86,150 31,000 30,000 Hide & Unhide
24,400 24,300 73,950 26,600 26,750 olur % | Organize Sheets
76,650 75,400 " 230,800 82,700 82,150

9 Cost of Goods 6132 6,032 " 18464 6616 6572
Advertising 4,600 4,200 14,000 5,000 5,250
Rent 2100 2,100 2, 6300 2100 2, 2,100
Supplies 1,300 1,200 3,900 1,300 1,400 3,950 1,300
| 16000 16,000 48,500 16,500 17,000 17,000
Shipping 14,250 13,750 42,500 15,000 14,750 ; 15,000 [ Format Cels..
Utilities 500 500 1,700 550 650 650 60U bOU
5 EXPENSES TOTAL 44,882 43,882 " 135364 47,066 47,722 7 141,838 48270 47,100 47,000 ~ 142,370
GROSS PROFIT 31,768 31,518 " 95436 35634 34428 " 105512 35730 31,650 31,750 ~ 99,130

i}

o R o

=

Assumptions Praojections
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Select a Range

o work with a range in Excel, you must first select the cells that you want to include in the range.
After you select the range, you can fill it with data, move it to another part of the worksheet,
format the cells, and perform the other range-related tasks that you learn about in this chapter.

You can select a range as a rectangular group of cells, as a collection of individual cells, or as an

entire row or column.

Select a Range

Select a Rectangular Range R 2 < :
Position the mouse (gp) over 2| o'Tiﬂe Year  Director
the first cell you want to 2] N 1979 Ridley Scott
. . 4 | An Angel from Texas 1940  Ray Enright
include in the range. 5 | Big 1988 Penny Marshall
. 6 | The Big Sleep 1946  Howard Hawks
o Click and drag the g_p over the 71 Blade Runner ‘ Ridley Scott
cells that you want to include 8 | A Christmas Carol i Brian Hurst
in th ran 9| Christmas In July ik Preston Sturges
! € range. 10} A Clockwork Orange 1971
1 Die Hard 1991
() Excel selects the cells. 2| I 1926
13] An Old Spanish Custom 1936
© Release the mouse button. -] I 1003
15] Perfectly Normal 1990
16 The Shini 1980
17| The Terminator 1984
18
19
20
Select a Range of Individual A A 5 c D
Cells 2 Title Year Director
o Click in the first cell that you 3] W"‘"e" 1979 Ridley Scott
. . n Angel from Texas ay Enri
4 An Angel from T. 1940  Ray Enright
want to include in the range. c Big 1982 Penny Marshall
. . 6 The Big Sleep 1946  Howard Hawks
e HOl-d down m and Cth m eaCh 7] lade Runner 982 Ridley Scott
of the other cells that you want 8 A Christmas Carol 1951  Brian Hurst
: . 9 Christmas In July 1940  Preston Sturges
to include in the range. 10:| A Clockwork Orange 1971 Stanley Kubrick
. s g 1 Mie Hard 01991 John McTieman
o Each time y.OU click in a Cel.l., 12 Old Ironsides 1926  James Cruze
Excel adds it to the range. 13 An Old Spanish Custom 1936  Adrian Brunel
14 A Perfect World 1993  Clint Eastwood
e Release m. 15 Perfectly Normal 1990  Yves Simoneau
16 The Shining 1980  Stanley Kubrick
1?] Mhe Terminator ¢4 984  James Cameron
18
19
20
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Select an Entire Row

o Position the mouse (gp) over the

header of the row you want to
select (p changes to = ).

9 Click the row header.
© Excel selects the entire row.

To select multiple rows, click and
drag across the row headers or
hold down (£1) and click each
row header.

— ¥
wwmwmw,‘,g
pd

Select an Entire Column A==

i
Position the mouse (gp) over the f
header of the column you want a
to select (g changes to §). 6
i
8

o Click the column header. 1
() Excel selects the entire column. 1|

To select multiple columns, click
and drag across the column
headers, or hold down and
click each column header. 5]

B C | D 1l i O - |
Title Year Director [ é
Alien 1979  Ridley Scott
An Angel from Texas 1940  Ray Enright
Big 1988  Penny Marshall
The Big Sleep 1946  Howard Hawks
Blade Runner 1982  Ridley Scott
A Christmas Carol 1951  Brian Hurst
Christmas In July 1940  Preston Sturges
A Clockwork Orange 1971  Stanley Kubrick
Die Hard 1991  John McTiernan
Old Ironsides 1926  James Cruze
An Old Spanish Custom 1936  Adrian Brunel
14 A Perfect World 1993  Clint Eastwood
15 Perfectly Normal 1990  Yves Simoneau
16 The Shining 1980  Stanley Kubrick
17 The Terminator 1984  James Cameron
18
19
20
T 0 F C a T
Title Year Director
| Alien 1979  Ridley Scott
An Angel from Texas 1940  Ray Enright
| Big 1988  Penny Marshall
| The Big Sleep 1946  Howard Hawks
i Blade Runner 1982  Ridley Scott
A Christmas Carol 1951  Brian Hurst
9 | Christmas In July 1940  Preston Sturges
10 A Clockwork Orange 1971  Stanley Kubrick
| Die Hard 1991  John McTiernan
12| Old Ironsides 1926  James Cruze
13| An Old Spanish Custom 1936  Adrian Brunel
14 A Perfect World 1993  Clint Eastwood
15 Perfectly Normal 1990  Ywes Simoneau
16| The Shining 1980  Stanley Kubrick
17| The Terminator 1984  James Cameron
A
19]
| B4
21

Are there keyboard techniques I can use to
select a range?

Yes. To select a rectangular range, navigate to the
first cell that you want to include in the range,

the selection. To select an entire row, navigate to

any cell in the row and press (C70+(E 000000,
To select an entire column, navigate to any cell in

the column and then press (&) +( 0.

hold down (E17), and then press [ or () to extend

worksheet?

upper-left
corner of the

worksheet (€9).

Is there an easy way to select every cell in the

Yes. There are two methods you can use. Either press
(E10+([), or click the Select All button (.4) in the

4 A B
1
2 Title
3 Alien
4 An Angel from Texas




Fill a Range with the Same Data

f you need to fill a range with the same data, you can save time by getting Excel to fill the range
for you. The AutoFill feature makes it easy to fill a vertical or horizontal range with the same
value, but you can also fill any selected range. This method is much faster than manually entering

the same data in each cell.

See the previous section, “Select a Range,” to learn how to select a range of cells.

Fill a Range with the Same Data

Fill a Vertical or Horizontal
Range

€@ In the first cell of the range you
want to work with, enter the data
you want to fill.

o Position the mouse (gp) over the
bottom-right corner of the cell

(g changes to ==).

€@ Click and drag 4 down to fill a
vertical range or across to fill
a horizontal range.

o Release the mouse button.

() Excel fills the range with the
initial cell value.

A

C

1 |Category Name Product Name Quantity Per Unit Image
Beverages 10 boxes x 20 bags

3 Cha 24 - 12 oz hottles

4 Chartreuse verte 750 cc per bottle

5 Cote de Blaye 12 - 75 cl bottles

6 Ipoh Coffee 16 - 500 g tins

7 Lakkalikdori 500 ml

8 Laughing Lumberjack Lager 24 - 12 oz bottles

9 Outback Lager 24 - 355 ml bottles

10 Rhonbréu Klosterbier 24 - 0.5 bottles

11 Sasquatch Ale 24 -12 oz bottles

12 Steeleye Stout 24 -12 oz bottles

13 _'{xniseed Syrup 12 - 550 ml bottles

14 (Beverages tON's Cajun Seasoning 48 -6 0z jars

15 Genen Shouyu 24 - 250 ml bottles

A B C

1 |Category Name Product Name Quantity Per Unit Image

2 |Beverages Chai 10 boxes x 20 bags

3 |Beverages Chang 24 - 12 oz bottles

4 |Beverages Chartreuse verte 750 cc per bottle

5 |Beverages Cote de Blaye 12 - 75 cl bottles

5 |Beverages Ipoh Coffee 16 - 500 g tins

7 |Beverages Lakkalik6ori 500 ml

2 |Beverages Laughing Lumberjack Lager 24 - 12 oz bottles

9 |Beverages Outback Lager 24 - 355 ml bottles

10 | Beverages Rhonbrau Klosterbier 24 - 0.5 bottles

11 |Beverages Sasquatch Ale 24 - 12 oz bottles

12 | Beverages Steeleye Stout 24 - 12 oz bottles

B e
[ I = #1)

Beverages
‘T—i

|Aniseed Syrup
@ef Anton's Cajun Seasoning
Genen Shouyu

12 - 550 ml bottles
48 - 6 0z jars
24 - 250 ml bottles

vww.allitebooks.coni
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Fill a Selected Range A [ 8 [ c[ o E R S e ) e L
o Select the range you want to fill. :

e Type the text, number, or other
data.

© Press E0+E0.

[=-BENRE- TR R PR

@ Excel fills the range with the P R e ) E F G H : J K
value you typed. Test Data:

0.75

@~ oo W R

b |t [ |t |t |t |t [t [ [y
L R R T T =]

-
=]

TIP

How do I fill a vertical or horizontal range without also copying the formatting of the original cell?
Follow these steps:

o Perform steps 1 to 4 to fill the data. Aniseed Syrup
() Excel displays the AutoFill Options smart tag (B7). n's Cajun Seas
@ Click the AutoFill Options v . B copycets
O  Fill Formatting Only a
Click Fill Without Formatting. 5
9 g ! O  Fill Withgut Formatting kl@
Excel removes the original cell’s formatting from O  Flash Fill |
the copied cells. Pam—ar- P ———




Fill a Range with a Series of Values

f you need to fill a range with a series of values, you can save time by using the AutoFill feature

to create the series for you. AutoFill can fill a series of numeric values such as 5, 10, 15, 20, and
so on; a series of date values such as January 1, 2016, January 2, 2016, and so on; or a series of
alphanumeric values such as Chapter 1, Chapter 2, Chapter 3, and so on.

You can also create your own series with a custom step value, which determines the numeric
difference between each item in the series.

Fill a Range with a Series of Values

AutoFill a Series of Numeric,
Date, or Alphanumeric Values

o Click in the first cell and type the
first value in the series.

Click in an adjacent cell and type
the second value in the series.

o Select the two cells. 12

Position the mouse (gp) over the |*
bottom-right corner of the 16
second cell (g changes to 4).

A | B & D E F G H | J K
© Click and drag 4 down to filla |
. . 2 |Interest Rates:
vertical range or across to fill a = e
horizontal range. 4 L.00%
5 1.50%)

@ As you drag through each cell, i —
Excel displays the series value 2 o0
that it will add to the cell. 10 a.00%

1 4.50%
@ Release the mouse button. : 2

@ Excel fills the range with a series ™ y Wi

that continues the pattern of the | é

initial two cell values.
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Fill a Custom Series
of Values

B H S & -
HDMEQ

2,
= &% | catri

the first value in the series. - ol P

A B

PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY
Ry

o Click in the first cell and type |~~~ ="' =" "ar

5 ent
1/a/2016 4
C

Book] - Excel

-] BB Conditional Formatting = B= Insent -
[5% Format as Table - F Delete ~
TS0 el styles - &) Format -

styles celis B ERight

&
m W
£

E
&
Ed
3

(€] Left
D E F G H J K R

Select the range you want to
fill, including the initial value.

€© Click the Home tab.
O cClick Fill (7).

Schedule for 2016
Monday, January 4, 2016}

.:::::::::q‘t’

© o o n AW -

=

G; Series..
Justify )

5 HashFill

© click Series.
The Series dialog box appears.

0 In the Type group, select the
type of series you want to fill

() changes to ().

o If you selected Date in
step 6, select an option
in the Date unit group

() changes to (@)).

@ 1In the Step value text box,
type the value you want to use.

© click ok.

@ Excel fills the range with the
series you created.

7
Date unit

8&1@@4‘)

() Month
O year

Series

Series in

(7)) Rows
@ Col 5

Type

() Linear
() Growth
(®) Date

() AutoFill

|:| Trend

Step value:

o - |

A I

Schedule for 2016

Monday, January 4, 2016
Tuesday, January 5, 2016
Wednesday, January 6, 2016
Thursday, January 7, 2016
Friday, January 8, 2016
Monday, January 11, 2016
Tuesday, January 12, 2016

Wednesday, January 13, 2016

W00~ e W

=
[=]

Can I create my own AutoFill series?

Yes. You can create a custom list, which is a series
of text values. When you add the first value in your
custom list, you can then use AutoFill to fill a
range with the rest of the series. Follow these
steps:

€@ Click the File tab.
© Click Options.

The Excel Options dialog box appears.
© Click Advanced.

Scroll down to the General section and then
click Edit Custom Lists.

The Custom Lists dialog box appears.
© Click NEW LIST.

In the List entries box, type each item in your
list, and press (F15)) after each item.

@ Click Add.
6 Click OK to return to the Excel Options dialog box.

© click ok.




Flash Fill a Range

ou can save time and effort by using the Flash Fill feature in Excel to automatically fill a range of
data based on a sample pattern that you provide.

Although there are many ways to use Flash Fill, the two most common are flash filling a range with
extracted data and flash filling a range with formatted data. For example, if you have a column of
full names, you might want to create a new column that includes just the first names extracted from
the original column. Similarly, if you have a column of phone numbers in the form 1234567890, you
might want a new column that formats the numbers as (123) 456-7890.

Flash Fill a Range

Flash Fill a Range with & A | 5 c D
-Full Name First Nameﬂ_lposition Phone
Extracted Data 2 |Maria Anders &Maria Sales Representative 3175551262
. s 3:|Ana Trujillo Ana‘ 4 Qwner 3175552505
o Make sure the Co{umn Of Ong]nal‘ 4 |Antonio Moreno L 0 _Owner 3175559773
data haS a heading. 5 |Thomas Hardy Sales Representative 3175556469
& |Christina Berglund Order Administrator 3175556184
. 7 |Hanna Moos Sales Representative 3175551740
o Type a head]ng for the COlumn Of 8 |Frédérigue Citeaux :MarketingManager 3175551573
extracted data. ¢ |Martin Sommer Owner 3175558600
10 |Laurence Lebihan Owner 3175558383
3 . 11 |Elizabeth Lincoln Accounting Manager 3175554298
e Type the ﬁrSt Val'ue yOU Want mn 12 |Victoria Ashworth :Sales Representative 3175553202
the new column. 13 | Patricio Simpson sales Agent 3175554835
14 |Francisco Chang Marketing Manager 3175553170
: : 15 Yang Wang Owner 3175558150
o Beg]n typ]ng the Second Val.ue. 16 |Pedro Afonso Sales Associate 3175550751
() Excel recognizes the pattern and
displays suggestions for the rest - - - -
Of the COlumn. 1 |Full Name First Name Position Phone
2 |Maria Anders Maria Sales Representative 3175551262
e Press m 3 |Ana Trujillo Ana Owner 3175552505
4] Antonio Moreno Antonio IE"’}ner 3175559773
. : 5 |Thomas Hardy Thomas Sales Representative 3175556469
0 Excel‘ ﬂ'aSh ﬁus the Co"umn W1th 6 |Christina Berglund Christina Order Administrator 3175556184
the extracted data. 7 |Hanna Moos Hanna sales Representative 3175551740
8 |Frédérique Citeaux Frédérique Marketing Manager 3175551573
9 |Martin Sommer Martin Owner 3175558600
10 |Laurence Lebihan Laurence Oowner 3175558383
11 |Elizabeth Lincaln Elizabeth Accounting Manager 3175554298
12 |Victoria Ashworth Victoria Sales Representative 3175553202
13 |Patricio Simpson Patricio Sales Agent 3175554835
14 |Francisco Chang Francisco Marketing Manager 3175553170
15 |Yang Wang Yang Owner 3175558150
16 |Pedro Afonso Pedro Sales Associate 3175550751

10
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CHAPTER

. .
Flash Fill a Range with A : E D [ G
1 |Full Name First Name Position hone Phone Num
Formatted Data 2 |Maria Anders Maria Sales Representative 3 1262 (317)555—12520
3]AnaTru]iIIo Ana Owner (317) 555-
o Make sure the column of ong]na[ 4 |Antonio Moreno Antonio Owner 3179559773 21/
. 5 |Thomas Hardy Thomas Sales Representative 3175556469 (=
. 6 |Christina Bergluni Christina Order Administrator 3175556184
data has a headin n glund h der Ad ]
7 |Hanna Moos Hanna Sales Representative 3175551740 (21
N 2 |Frédérigue Citeaux Frédérique Marketing Manager 3175551573 =
T ing for the new -
o ype a ead g 0 t e e 9 | Martin Sommer Martin Owner 3175558600
column of formatted data. 10 Laurence Lebihan Laurence owner 3175558383
11 |Elizabeth Lincoln Elizabeth Accounting Manager 3175554298
T th ﬁ t l_ t . 12 \Victoria Ashworth Victoria Sales Representative 3175553202 (2
ype e rst value yOU want n 13 |Patricio Simpson Patricio Sales Agent 3175554835
14 |Francisco Chang Francisco Marketing Manager 3175553170
the new column. ,
15 |Yang Wang Yang Owner 3175558150 (©
. . 16 |Pedro Afonso Pedro Sales Associate 317555075121
o Beg]n typ]ng the Second Val.ue. 17 |Elizabeth Brown Elizabeth Sales Representative 3175555978 |2
18 |Sven Ottlieb Sven Order Administrator 3175553660 °
(@ Excel recognizes the pattern and - = - S T -
3 3 1 |Full Name First Name Position Phone Phone Number
displays suggestions for the rest
p y gg 2 |Maria Anders Maria Sales Representative 3175551262 (317) 555-1262
3 |AnaTrujillo Ana QOwner 3175552505 (317) 555-2505
. )
4]AntoniuMoreno Antonio Owner 3175559773|(317) 555-9773
P 5 |Thomas Hardy Thomas Sales Representative 3175556469 (317) 555-6469
ress M‘ 6 |Christina Berglund Christina Qrder Administrator 3175556184 (317) 555-6184
7 |Hanna Moos Hanna Sales Representative 3175551740 (317) 555-1740
0 Excel flash fills the column with 8 |Frédérique Citeaux Frédérique Marketing Manager 3175551573 (317) 555-1573
9 |Martin Sommer Martin Owner 3175558600 (317) 555-8600
the formatted data. 10 |Laurence Lebihan Laurence Owner 3175558383 (317) 555-8383
11 |Elizabeth Lincoln Elizabeth Accounting Manager 3175554298 (317) 555-4298
12 |Victoria Ashworth Victoria Sales Representative 3175553202 (317) 555-3202
13 |Patricio Simpson Patricio Sales Agent 3175554835 (317) 555-4835
14 |Francisco Chang Francisco Marketing Manager 3175553170 (317) 555-3170
15 |Yang Wang Yang QOwner 3175558150 (317) 555-8150
16 |Pedro Afonso Pedro Sales Associate 3175550751 (317) 555-0751
17 |Elizabeth Brown Elizabeth Sales Representative 3175555978 (317) 555-5978
18 Sven Ottlich Sven Order Administrator

3175553660 (317) ES»BESO

Why do I not see the automatic Flash Fill suggestions when
I type the sample data?

For Flash Fill's automatic suggestions to appear, you must have
headings at the top of both the column of original data and
the column you are using for the filled data. Also, the flash fill
column must be adjacent to the original column and the
sample entries you make in the fill column must occur one
after the other. Finally, note that Flash Fill's automatic
suggestions usually only work with text data, not numeric data.

Can I still use Flash Fill even though I
do not see the automatic suggestions?
Yes, you can still invoke Flash Fill on any
range by running the Ribbon command.
In the fill range, type the first value,
then select that value and the rest of the
fill range. Click the Data tab and then
click Flash Fill ((£7). Excel flash fills the
selected range.

11



Move or Copy a Range

f your worksheet is not set up the way you want, you can restructure or reorganize the worksheet
by moving an existing range to a different part of the sheet.

You can also make a copy of a range, which is a useful technique if you require a duplicate of the
range elsewhere, or if you require a range that is similar to an existing range. In the latter case,
after you copy the range, you can then edit the copied version of the data as needed.

Move or Copy a Range

Move a Range A ; B [ D B = G H 1
1 |Loan Payment Analysis Period | Principal Interest  Total
o Select the range you want to 2 | Interest Rate (Annual) 6.00% 1 |($143.33) ($50.00)| ($193.33)
m 3| Periods (Years) 5 z (5144.04) (549.28) (5193.33)
ove. | Principal  $10,000 3 [(5144.76) ($48.56) (5193.33)
. 5 | Monthly Payment  ($193.33) 4 |(5145.49) (547.84)| ($193.33)
o Position the mouse (q}) over 6| Total Loan Costs  (51,599.68) 5 |($146.22) ($47.11) ($193.33)
any outside border of the range i ? 6 |(5146.95) ($46.38) 5193331@
h - 8 7 |(5147.68) (345.65) ($193 33)f%
(e changes to ). s | 8  [(5148.42) ($44.91) 75193.33)
. 10 9 .17)($193.33)
@ Click and drag the range to the l 10 $43.42) (5193.33)
new location (f changes to [}). 2|

2_3?)6(50_95) ($193.33)
B

14
() Excel displays an outline of the I &
range. o
18
() Excel displays the address of the |7
new location. 21
A B & D E F G H
o Release the mouse button. 1 Loan Payment Analysis
2 | Interest Rate (Annual) 6.00%
© Excel moves the range to the new |; Periods (Years) 5
location‘ 4 Principal Sl0,0DO
5 Monthly Payment  ($193.33)
3 Total Loan Costs (51,599.68)
7
8
9 Period Principal Interest Total
10 il {$143.33)|($50.00) (5193.33)
1 2 ($144.04)|(549.28) (5193.33)
3 ($144.76) ($48.56) ($193.33)
t* 4 ($145.49) ($47.84) ($193.33)]
14 5 ($146.22)|(347.11) (5193.33)
15 6 ($146.95) | (546.38) (5193.33)
16 7 ($147.68) ($45.65) ($193.33)
17 8 ($148.42)|(544.91) ($193.33)
18 9 ($149.16) | (344.17) (5193.33)
19 10 ($149.91)|(543.42) (5193.33)
2 60 ($192.37)| ($0.96) ($193.33)

12
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n A | B | C D E F G H J
Copy aRa ge 1 |Loan Payment Analysis
o Select the range you want to copy. 2
3 |Scenario #1
© Press and hold (7). ¢ [ggnicrestRste (onusi EREINER @
.. P 000
e Position the mouse (gp) over any - Monthly Payme )
outside border of the range B . 3
. 9 |Scenario #2
(ep changes to [f). 10 ‘
"
@ Click and drag the range to the - .
location where you want the copy 14 Aoz
to appear. e
. . A | B | C D E F G H J
() Excel displays an outline of the . Toan Payment Analysis
range. 2
3 |Scenario #1
( Excel displays the address of the 4| InterestRate (Annual)  600%
. 5 Periods (Years) 5
new location. 5 Principal  $10,000
7 Monthly Payment ($193 33)
e Release the mouse button. 8
9 |Scenario #2
0 Release ‘ 10 Inleres;::;:i::‘l;::i; 6.00'55{;
12 Principal  $10,000
( Excel creates a copy of the range 13 Monthly Payment ($193.33)
in the new location. .
16
TIPS
Can I move or copy a range to another Can I move or copy a range to another workbook?
worksheet? Yes. If you can see the other workbook on-screen, click
Yes. Click and drag the range as described in and drag the range as described in this section, and

this section. Remember to hold down (&7 if you | then drop it on the other workbook. Remember to hold
are copying the range. Press and hold (7] and down if you are copying the range. Otherwise,
then drag the mouse pointer over the tab of the | select the range, click the Home tab, click Cut () to
sheet you want to use as the destination. Excel move the range or Copy (E2) to copy it, switch to the
displays the worksheet. Release (] and then other workbook, select the cell where you want the
drop the range on the worksheet. range to appear, click Home, and then click Paste ().

13



Insert a Row or Column

You can insert a row or column into your existing worksheet data to accommodate more
information. The easiest way to add more information to a worksheet is to add it to the right

or at the bottom of your existing data. However, you will often find that the new information you
need to add fits naturally within the existing data. In such cases, you first need to insert a new row
or column in your worksheet at the place where you want the new data to appear, and then add the
new information in the blank row or column.

Insert a Row or Column

Insert a Row
BHS @ = Loans - Excel ? @
o ch’ck any ceu .in the row beI.OW & HOME QAGELAVOUT FORMULAS ~ DATA  REVIEW  VIEW  POWERQUERY | Tell me what you want to do. Paul

.| BB Conditions Formatting - ESlnsert = | 3 - Aqy i

P [comn ..
. P b TR |General
where you want to insert the e B G 24 s gew s gy PromeeTo (e o .
¥ =TI >0 [ CellStyles 2= Insert Sheet Rows
new row. Clipboard 1 Font ~ Alignment & Humber n Styles Y49 Insert Sheet Columns
A5 | % | PaymentType B Ingert Shest

e Click the Home tab. L s c 0 e - e 1l 1 1

1 Loan Data

€@ Click the Insert v 2| merom e S00%

3 Amortization

. 4 Principal  $500,000
o Click Insert Sheet Rows. ‘Hp:”mmm_ 0
6

7 |Amortization Schedule

-
8 | Period Payment Principal Interest Principal Interest Principal
($67,033.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02

1

2 ($67,933.98) (540,210.02) ($27,723.96) (578,144.00) ($57,723.96) $421,856.00

3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41

5

6

7

13 ($67,933.98) ($47,890.77) ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
14 (567,933.98) ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29) $235,398.41
15 ($67,933.98) ($53,810.07) ($14,123.90) ($318,411.66) ($157,126.19) $181,588.34
() Excel inserts the new row. % S fams B T
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY ‘ Tell me what you want to do. ) 4 Paul
S bri =, . ~1 FBConditional Formatting - Erlnsen = X+ A
© The rows below the new row are o il | Bt Bowee - @ 2T,
hi Pt o BT W- E-[2-4A- =7 s % 0 B Hoasye- Bromats & e o]
shifted down. o R R
. . A5 v fe
e Click the Insert Options smart N . . . . . . ; ,
tag (.f) 1|Loan Data
s AV 2 | Interest Rate 6.00%
. . 3 | Amortization 10
Select a formatting option for the 4 Principal $500,000
I
new row () changes to (®)). yT——— fﬁ
0 7 B FormatSa aﬁséhw!@
s |Amortizatio O FormatSame asBelow

O Clear Formatting I "
Period Payment  Principal  Interest  Principal Interest  Principal
($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
($67,933.98) ($40,210.02) ($27,723.96) ($78,144.00) ($57,723.96) $421,856.00
($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41
($67,933.98) ($47,890.77) ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
(567,933.98) ($50,764.22) (517,169.76) ($264,601.59) ($143,002.29) $235,398.41
(567,933.98) ($53,810.07) (514,123.90) (5318,411.66) ($157,126.19) $181,588.34

NSO e W e
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Insert a Column

BHS 7 ¢ Inventory - Excel R
: : HOME AGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you want to do. L4 Paul M|
o Click any cell in the row to the = 5 42
A . X Calibn Ta o x == v B Gl FCnmlnmml Formatting - = Insert = Ay i
right of where you want to insert |... 2 o, . 0 4 co— e m s g ST e e ;
d S A- == S 20 el stles 2= Insert Sheet Rows el
the new column. Clipboard 1= Font 5 5 Number & SWIESMH e —
F2 M &0 B2 insert Sheet b
© Click the Home tab. . c T S e S
Product Qty On Qty On Qaty Qty On Reorder
. 1 D Product Name Product Code Hold Hand Available Order Level
e Cth the Insert v. 2 1 Northwind Traders Chai NWTB-1 1 3 0 41 10
3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
e Click Insert Sheet Columns. 4 4 Northwind Traders Cajun Seasoning NWTCO-4 ] 0 0 40 10
5 5 Northwind Traders Olive Oil NWTO-5 o] 15 15 [4] 10
6 6 Northwind Traders Boysenberry Spread NWTIP-6 ) 0 0 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0 10
" 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20 5
12 20 Northwind Traders Marmalade NWTIP-6 o] 0 0 40 10
13 21 Northwind Traders Scones NWTBGM-21 0 0 0 0 5
14 34 Northwind Traders Beer NWTB-34 23 23 0 0 15
(@ Excel inserts the new column. WHS - ity -Ece TE -
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~DATA  REVIEW VIEW  POWERQUERY | Tellme whatyou want o do. 2] Paulmd
. ey M - - p s = =M. = @c‘mamnnalrmmmmg gnmsm - XA
() The columns to the right of the B [co i <= =N ¥ - [sene | Brommtmmen | 3o - |- v E“
. e ¢ B I U~ e Depr===&= B $-% w3 FCE“W Eifomit- | @ - s oo
new COlumn are Sh1ftEd to the Clipboard  Fa Font ] Alignment 10 Number Cells Editing
right n = 5
A 5 H
. . Prod
© Click the Insert Options smart B ! ! ! ] v ao
tag (\_'f) . 2 1 Northwind Traders Chai NWTB-1 25 25 41
3 3 Northwind Traders Syrup NWTCO-3 0 50 i~ *@ 50
- . 4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 Bl Format Same As Left 0
0 SELECt a formatt]ng 0pt10n for the 5 5 Northwind Traders Olive Oil NWTO-5 0 15 © Format Same s fight
new COlumn (O Changes to @) 5 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 O Clew Formatting
7 7 Northwind Traders Dried Pears NWTDFN-7 4] 0 0 0
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0
" 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 1] 0 0 20
12 20 Northwind Traders Marmalade NWTJP-6 0 0 0 40
13 21 Northwind Traders Scones NWTBGM-21 0 0 0 0
14 34 Northwind Traders Beer NWTB-34 23 23 0 0

Can I insert more than one row or column at a time?

Yes. You can insert as many new rows or columns as you need. First, select the same number of rows or
columns that you want to insert. (See the “Select a Range” section earlier in this chapter to learn how to
select rows and columns.) For example, if you want to insert four rows, select four existing rows. For rows,
be sure to select existing rows below where you want the new rows inserted and then follow steps 2 to 4 in
the “Insert a Row” subsection. For columns, be sure to select existing columns to the right of where you
want to insert the new columns and then follow steps 2 to 4 in the “Insert a Column” subsection.
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Insert a Cell or Range

f you need to add data to an existing range, you can insert a single cell or a range of cells within
that range. When you insert a cell or range, Excel shifts the existing data to accommodate the

new cells.

Although it is often easiest to create room for new data within a range by inserting an entire row
or column, as explained in the previous section, “Insert a Row or Column,” this causes problems
for some types of worksheet layouts. (See the first tip to learn more.) You can work around such
problems by inserting just a cell or range.

Insert a Cell or Range

o Select the cell or range where
you want the inserted cell or
range to appear.

© Click the Home tab.
@ Click the Insert v.
o Click Insert Cells.

Note: You can also press

(Ctri Ky Shift b = ]

16

TH 5 © -
HOME INSERT PAGI

o
r

AS

L%
"By~

Paste -
e, Bl ou-|T-

Clipboard f Font

A

Calibri -

E LAYOUT

J | Monthl
B

w o -

Loan Payment Analysis

Interest Rate (Annual)
Periods (Years)
Principal

6.00%
5
$10,000

[ (5193.33)]

© @ ~ @

"
12
13

Total Loan Costs

($1,599.68)

FORMULAS

DATA

Alignment

ly Payment

C D

REVIEW

Loans - Excel

VIEW

|Generel

- § % s

Period

?2 3 4

[ Telt me what you want te do. [ Paul M|
Belnset ~ 2 - AY ﬂ
B Delete ~ [T] - 4

4 Sort & Fi
[EiFormat= &+ Fijer- e
Editing

POWER QUERY

-] & Conditional Formatting -
[Z# Format as Table -
[27 Cell Styles =

Styles Cells

F G H J [
Principal Interest  Total

1

[CRE--RENEE- BT RE ST N]

[ il
oo

($143.33) ($50.00) ($193.33)
($144.04) ($49.28) ($193.33)
($144.76) ($48.56) (5193.33)
($145.49) | ($47.84) ($193.33)
($146.22) ($47.11) ($193.33)
($146.95) | ($46.38) ($193.33)
($147.68) | (545.65) (5193.33)
($148.42) | ($44.91) ($193.33)
($149.16) | ($44.17) (5193.33)
($149.91) ($43.42) ($193.33)
($192.37)| ($0.96) (5193.33)

P,

Clipt

A5

aste

H - o -
HOM{Q

L %
22)

| catibri

board T

e [Bru-

TR
Font

fe

PAGE LAYOUT

FORMULAS DATA

5 Alignment

Monthly Payment

REVIEW

A

B

(o] D

Loans - Excel

VIEW

General

- f % 0

Number

E

7 B 4
POWER QUERY Tell me what you want to de... 4 Paul M

. ‘ [ Conditional

[ Format as Tal

b 28

[7 Cell Styles ~

] Styles

Forgaatsing - Eﬂlmn"’ >- Ay ‘
wsﬂ Insert Cells... "

€= Insert Sheet gn[és el
U39 Insert Shest Columns

E] Ingert Sheet

F G H | J K

Loan Payment Analysis

Interest Rate (Annual)
Periods (Years)
Principal

6.00%
5
$10,000

Monthly Payment

($193.33)]

Total Loan Costs

($1,599.68)

Period

Principal Interest Total

1

W NG W

-
o

@
o

($143.33) ($50.00) ($193.33)
($144.04) ($49.28) ($193.33)
(5144.76) (548.56) ($193.33)
(5145.49) ($47.84) ($193.33)
(5146.22) ($47.11) ($193.33)
(5146.95) (546.38) (5193.33)
($147.68) ($45.65) ($193.33)
($148.42) ($44.91) ($193.33)
($149.16) ($44.17) ($193.33)
(5149.91) ($43.42) ($193.33)
($192.37) ($0.96) ($193.33)
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CHAPTER

Working with Ranges 1

The Insert dialog box appears.
. Insert > IEl
e Select the option that
corresponds to how you want Insert

Excel to shift the existing cells

Shift cells right
to accommodate your new cells O n9

() changes to (@)). MShﬁ cells down:
Note: In most cases, if you selected O Entrre fow
a horizontal range, you should click O Entire column
the Shift cells down option; if you
selected a vertical range, you should oK Cancel
click the Shift cells right option.
@ click ok. A e G 5 =
() Excel inserts the cell or range. 1 |Loan Payment Analysis Period
Th <ting data is shifted d 2 | Interest Rate (Annual) 6.00%
(B ] _ eteh>flst1ng atat1stsh 1 ‘e - own 5 Periods (Years) c
(in this case) or to the right. . Principal $10,000

@ Click the Insert Options smart , [ |

éu—-r:-wrw'a

tag (<¥). 6 Monthly Payment  (5193.33) ¥ -4
Select a formatting option for the |’ Total Loan Costs ($1,599.68) [B] Format same As Above
8 O Format Same As Below 7
new row () changes to (@)). . O Cleor Formatiing g
10 9

Under what circumstances would I insert a cell | How do I know which cells to select to get my

or range instead of inserting an entire row or inserted cell or range in the correct position?
column? The easiest way to do this is to select the existing cell
In most cases, it is better to insert a cell or or range that is exactly where you want the new cell
range when you have other data either to the left | or range to appear. For example, if you want the new
or right of the existing range, or above or below range to be A5:B5 as shown in this section’s example,

the range. For example, if you have data to the you first select the existing A5:B5 range. When you
left or right of the existing range, inserting an insert the new range, Excel shifts the existing cells
entire row would create a gap in the other data. (down in this case) to accommodate it.
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Delete Data from a Range

f your worksheet has a range that contains data you no longer need, you can delete that data.
This helps to reduce worksheet clutter and makes your worksheet easier to read.

Note that deleting cell data does not adjust the structure of your worksheet in any way. That is, after
you delete the cell data, the rest of your worksheet data remains intact and in the same place that it
was before the data deletion. If you want to delete cells and not just the data within the cells, see

the following section, “Delete a Range.”

Delete Data from a Range

Delete Range Data

o Select the range that
contains the data you want
to delete.

© Click the Home tab.
€© Click Clear (2).
@ Click Clear Contents.

@ If you want to delete the
range data and its
formatting, click Clear All
instead.
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H 9 ¢ - Products By Category - Excel 7T @ - 8
& HOME  INSERT ~ PAGELAYOUT ~ FORMULAS DATA  REVIEW VIEW POWERQUERY | Tell me what you want to do.. paultct. « ]
oy X oo - Ax ==Eo B e -] & Conditional ing E‘-"\Hsm - X QY HI
-~ E;a;- b ru-E-|BA- === B $-%0 |98 E?Fermataﬂahle- < Delte - Bl s finas
57 Cell styles EiFomat~ & v e~ Select~
Clipboard Font 3 Alignment i) Number ] Styles Cells Editing
Az ME S Beverages
A B | c D E F
1 Category Name Product Name Quantity Per Unit _ Image
2 |Beverages Chai 10 boxes x 20 bags
3 |Bevemges Chang 24 - 12 oz bottles
4 |I! I Chartreuse verte 750 cc per bottle
s | Cote de Blaye 1275 el bottles
6 |Beverages Ipoh Coffee 16 - 500 g tins 4
7 |Beverages  Lakkalikdri 500 ml
8 |I! 1 ing Lumberjack Lager 24 - 12 oz bottles
) |B Outback Lager 24 - 355 ml bottles
108 Rhnbrau KI 24-0.5 bottles
11|I! S: h Ale 24 -12 oz bottles
12 |I! Steeleye Stout 24-12 oz bottles
13 |I! Aniseed Syrup 12 - 550 ml bottles
14 Condiments Chef Anton's Cajun Seasoning 48 - 6 oz jars
15 Condi Genen Shouyu 24 - 250 ml bottles
H S & - Products By Category - Excel 7 @ - &
HOME PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  POWER QUERY 3 paulck... ~ [
o X élm—v Ki ==l B F‘ ) Conditional Formatting = Ew Insert ~ QY H
- E%v R '7@"'.&- L . 75 cw laa [ Format as Table - Eelete - ot d Find &
i e >0 [ Cell Styles ~ B Format~ | (= Hiter - Select -
Clipboard 1w Font ) Alignment = Number ) Styles Cells ra (l?ﬂrAH@
AZ - £ | Beverages Ze Clear Formats
Clear Contents.
1 Category Name Product Name Quantity Per Unit Image Clear Hyperlinks
2 |Beverages Chai 10 boxes x 20 bags R Re
3 |I! Chang 24-12 oz bottles
4 |I1 Chartreuse verte 750 cc per bottle
5 |Beverag Céte de Blaye 1275l bottles
6 |I! Ipoh Coffee 16 - 500 g tins
7 |I! L Oori 500 ml
8 |Beverages Laughing Lumberjack Lager 24 -12 oz bottles
9 |Be'verages Outback Lager 24 - 355 ml bottles
10 |I! Rhdénbrau Klosterbier 24-0.51bottles
11 |I! age: h Ale 24-12 oz bottles
12 |Bewerages Steeleye Stout 24 - 12 oz hottles
13 |Beverages Aniseed Syrup 12 - 550 ml bottles




CHAPTER
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() Excel removes the range data. NG P by ey
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you want|
E (e Tu <& x| = B a1 F% Conditional Formatting -
By - [ Format as Table =
Paste " B I u- . &Hoa- = EH- $-%° WS 55 cell tyes- i
A2 L fe
A B | (5 s

Category Name Product Name Quantity Per Unit  Image

1
2
3
4
5
: 0
7
8
9

10
11
12
13
14 |Condiments Chef Anton's Cajun Seasoning 48 -6 0z jars
Undo Range Data Deletion ) , Products b gy s
Paste h FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you want]
o Click the Undo . i X B [owes | MConatenl o
BB Typing " in 415 . [ Format as Table
X Paste ¢ Typing ‘Condiments'in A14 = EH- 8% B Gyl
e cth Clear, Clipboard ?:?;SE(Fﬁ“S ‘ Alignment ) Number ) Styles
Note: If the data deletion was the most recent Ty Monds, a4 2015 3| || e dq
action you performed, you can undo it by pressing : ;“‘Iz;”:fﬂ;i““'“’*”'E"”“ :Obu;es’;;‘;:“ Image
3 3 z Lw‘i;y;ﬂg‘weres\ﬂafes‘mﬂl B L=
(E70+( or by clicking Undo (). 5 [Bevects 24-12 07 bottles
4 E?E{ng" . 750 cc per bottle
(® Excel restores the data to the range. 5 fBe 1> i 12- 75l bottles
6 ml}ﬂ:gﬁ:ﬂ; 16 - 500 g tins
7 |Beve iy s 500 ml
& |Beve 202 ) ack Lager 24-12 0z bottles
o Beve 2 1 . 20-355 m botdes
10 [Beve Unde 1 Action bier 24-0.5 | bottles
11 |Beverages Sasquatch Ale 24-12 oz bottles
12 |Beverages Steeleye Stout 24-12 oz bottles
13 |Beverages Aniseed Syrup 12 - 550 ml bottles
|14 | Condiments Chef Anton's Cajun Seasonin; 48 -6 0z jars
Are there faster ways to delete the data Is it possible to delete a cell’s numeric formatting?
from a range? Yes. Select the range with the formatting that you want to
Yes. Probably the fastest method is to select | remove, click Home, click «#, and then click Clear Formats.
the range and then press ((550). You can Excel removes all the formatting from the selected range.
also select the range, right-click any part of | If you prefer to delete only the numeric formatting, click
the range, and then click Clear Contents. Home, click the Number Format +, and then click General.
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Delete a Range

f your worksheet contains a range that you no longer need, you can delete that range. Note that
this is not the same as deleting the data within a cell or range, as described in the previous
section, “Delete Data from a Range.” When you delete a range, Excel deletes not just the data within
the range, but also the range of cells. Excel then shifts the remaining worksheet data to replace the
deleted range. Excel displays a dialog box that enables you to choose whether the data is shifted up

or to the left.

Delete a Range

Select the range that you want to
delete.

© Click the Home tab.
€@ Click the Delete .
@ Click Delete Cells.
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H®- &- ¢ Products By Category - Excel 7 @
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  POWERQUERY | Tell me what you want fo do. o] eau
kS Ax==Ee. B & Conditional Formatting - %"\nsen - > jZ\Y
Paste E,v BIU- 5- H-A-===&3= H- $-% B3 remats ot E,-Da‘m. 7 Sart & F
[ Cell Styles - EiFormat- | £ - Fer. s,
Clipboard = Font [ Alignment n Number n Styles Cells Editing
A2 - 5 Beverages
A B © D E
1 Category Name Product Name Quantity Per Unit Image
2 |Beverages Chai 10 boxes x 20 bags
3 |Beverages Chang 24 - 12 oz bottles
4 |Beverages Chartreuse verte 750 cc per bottle
5 |Beverages Cote de Blaye 12 - 75 cl bottles
6 |Beverages Ipoh Coffee 16- 500 g tins 0
7 |Beverages LakkalikGori 500 ml
3 |Beverages Laughing Lumberjack Lager 24 - 12 oz bottles
9 |Beverages QOutback Lager 24 - 355 ml bottles
10 |Beverages Rhénbréu Klosterbier 24 -0.5 | bottles
11 |Beverages Sasquatch Ale 24 - 12 oz bottles
12 |Beverages Steeleye Stout 24 - 12 oz bottles
13 |Beverages Aniseed Syrup 12 - 550 ml bottles
14 Condiments Chef Anton's Cajun Seasoning 48 - 6 oz jars
E H 9 2- = Products By Category - Excel ? @

e

PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  POWER QUERY 3. Paul

HOME
. fi=cHy B costmrorins: Eret § 2 4y
- ;' B IU- G G-A-cc=iE B §-% 9 ngmalasTabINDﬂﬂe' B ..
Cell Styles - % Delete Cells...
Clipboard & Font ] Alignment ] Number [ Styles I Delete Sheetﬂ%«s
A2 - fe | Beverages %' Delete Sheet Columns
A B T —E Delete Sheet B
1 Category Name Product Name Quantity Per Unit Image
2 |Beverages Chai 10 boxes x 20 bags
3 |Beverages Chang 24 - 12 oz bottles
4 |Beverages Chartreuse verte 750 cc per bottle
5 |Beverages Cote de Blaye 12 - 75 ¢l bottles
6 |Beverages Ipoh Coffee 16 - 500 g tins
7 |Beverages LakkalikGori 500 ml
3 |Beverages Laughing Lumberjack Lager 24 -12 oz bottles
3 |Beverages Qutback Lager 24 - 355 ml bottles
10 |Beverages Rhonbrau Klosterbier 24-0.5 | bottles
11 |Beverages Sasquatch Ale 24 - 12 oz bottles
12 |Beverages Steeleye Stout 24 - 12 oz bottles
13 | Beverages Aniseed Syrup 12 - 550 ml bottles
14 Condiments Chef Anton's Cajun Seasoning 48 - 6oz jars
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The Delete dialog box appears. )
Delete
e Select the option that
corresponds to how you want Delete
Excel'to shift the remaining cells () Shift cells left
after it deletes the range .
(C) changes to (@)). O @ shift ceiis up!
Note: In most cases, if you have data O Entrre fow
below the selected range, you should O Entire column
click the Shift cells up option; if you
have data to the right of the selected oK Cancel
range, you should click the Shift
cells left option.
A | B | C |
0 Click OK. 1 |Category Name Product Name Quantity Per Unit  Image
. 2 |Condiments Chef Anton's Cajun Seasoning 48 - 6 0z jars
o Excel de"‘et‘es the range and shifts 3 |Condiments Genen Shouyu 24 - 250 ml bottles
the remaining data. 4 |Condiments Grandma's Boysenberry Spread 12 -8 o0z jars
5 |Condiments Gula Malacca 20- 2 kg bags ﬂ
& |Condiments Louisiana Fiery Hot Pepper Sauce 32 - 8 oz bottles
7 |Condiments Louisiana Hot Spiced Okra 24-8o0zjars
g |Condiments Northwoods Cranberry Sauce 12-12 oz jars
9 |Condiments Original Frankfurter griine Sole 12 boxes
10 | Condiments Sirop d'érable 24 - 500 ml bottles
11 | Condiments Vegie-spread 15-625gjars
12 | Confections Chocolade 10 pkgs.
13 | Confections Gumbdr Gummibarchen 100 - 250 g bags

Are there faster ways to delete a range? | How do I delete a row or column?

Yes. Probably the fastest method is to To delete a row, select any cell in the row, click the Home
select the range and then press (€)+(). | tab, click the Delete w, and then click Delete Sheet Rows.
You can also select the range, right-click To delete a column, select any cell in the column, click the

any part of the range, and then click Home tab, click the Delete w, and then click Delete Sheet
Delete. Both methods display the Delete Columns. Note, too, that you can delete multiple rows or
dialog box. columns by selecting at least one cell in each row or column.
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Hide a Row or Column

f you do not need to see or work with a row or column temporarily, you can make your worksheet
easier to read and to navigate by hiding the row or column. Hiding a row or column is also useful
if you are showing someone a worksheet that contains private or sensitive data that you do not want

the person to see.

Hiding a row or column does not affect other parts of your worksheet. In particular, formulas that
use or rely on data in the hidden rows and columns still display the same results.

Hide a Row or Column

Hide a Row

o Click in any cell in the row you
want to hide.

© Click the Home tab.

€© Click Format.

@ Click Hide & Unhide.

© Cclick Hide Rows.

Note: You can also hide a row by

pressing (€11 + ().

() Excel removes the row from the
worksheet display.

() Excel displays a double-line
border between the surrounding
row headers to indicate that a
hidden row lies between them.

Another way to hide a row is to
move the mouse (gp) over the
bottom edge of the row heading
(e changes to <), and then
click and drag the edge up until
the height displays 0.
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B H S < 2016 Budget - Excel 7T E -
HOME QAGE LAYOUT  FORMULAS  DATA  REVIEW  VIEW  POWERQUERY | Tellme whatyou want o do ¢ PaulMcF..
. y - - -
b camn [ -]a & S | [Nomber -] E& Conditional Formatting r%ﬂmserx = QY F
e B - [ Format as Tat ErDelete - [T~ fap—
Paste L E. DA - o b in
w Bru- . S-p $% 0 I8 e sies Formatx| £~ Fiher- Select~
Clipboard Font 5 Alignment M Mumber 5 Styles Cell Size
A13 - fe | salaries iC RowHeight..
AutoFit Row Height
A 8 c [ £ £ G H | )
| 3 Column Width...
2 Jan Feb  Mar 1stQuarter Apr  May  Jun 2ndQuarter Jul Autofit Column Width 5]
3 |Sales Default Width. ‘
4 Divisien | 23,500 23,200 24,000 70,700 2500 25,000 75500 | 26,000 Visibility i
5 Division Il 28,750 27,900 29500 86150 31,000 30,500 Hide Rows Hide & Unhide
& Division IIl 24,400 24,300 25250 73950 26,600 27,000 Hide Columns 1% | Organize Sheets 0
7 SALES TOTAL 76650 75400 78750 230,800 82,700 82,500 82,150 ' | Hide Sheet Rename Sheet 00
o Expenses - Pl Unhide Rows Move or Copy Sheet LJ
9 Cost of Goods 6132 6032 6300 = 18464 6616 6600 6572 “ o N
10 Advertising 4600 4200 5200 14000 5000 5500 5250 Unhide Columns - 0
11 Rent 2100 2,00 2,100 6,300 2100 2,200 2,100 h 2"‘“"“"
12 Supplies 1,300 1,200 1,400 3,900 1,300 1,250 1,400 3,950 1,300 | i Protect Sheet..
Salaries 116000 16000 16500 48500 16500 16500 17,000 50,000 17,000 |G| LeckCer
14 Shipping 14,250 13,750 14,500 42,500 15000 14,500 14,750 44,250 15000 [T Format Cell..
15 Utilities 500 600 600 1,700 550 600 650 1,800 650 50U 500
16 EXPENSESTOTAL 44,882 43,882 46600 135364 47,066 47,050 47,722 141,838 48270 47,100 47,000 = 142370
17 GROSSPROFT 31,768 31,518 32,150 ~ 95436 35634 35450 34,428 105512 35730 31,650 31,750 ~_ 99,130
B H S < 2016 Budget - Excel T E -
HOME  INSERT PAGELAYOUT FORMULAS DATA REVIEW VIEW  POWERQUERY | Tel me wnatyou wantto oo, O PaulMcF..
N S ~\|z mPaR = [Nomber '| FZ Conditional Formatting = §=Insert « 3. « %Y H
o [ [7 Format as Table - B Delete ~ [T+ [e—
ste 1 LA - = E-. §- g o -
e BTU-E- S04 = B- 5% B Hasye Efomats 7 Fe- Sea-
Clipboard 1 Font 5 Alignment n Number w Styles Cells Editing
Al fe
A ] c ) 3 3 G H J K L M
(l I—
2 Jan Feb Mar  1st Quarter  Apr May Jun  2nd Quarter  Jul Aug Sep 3rd Quartel
3 Sales
4 Division| 23,500 23,200 24,000 70,700 25,100 25,000 25400 75500 26,000 24,000 24,000 = 74,000
S Division Il 28,750 27,900 29,500 86,150 31,000 30,500 30,000 91500 31,000 29,500 29,500 = 90,000
& Division Il 24,400 24,300 25,250 73850 26,600 27,000 26,750 80,350 27,000 25250 25250 @ 77,500
7 SALES TOTAL 76,650 75400 78,750 ~ 230,800 82,700 B2,500 82,150 = 247,350 84,000 78,750 78,750 = 241,500
8 Expenses
9 Cost of Goods 6132 6032 6300 | 18464 6616 6600 6572 | 19788 6720 6300 6300 | 19320
10 Advertising 4,600 4,200 5200 14000 5000 5500 5,250 15,750 5500 5200 5200 | 15,900
11 Rent 00 2,00 2,00 6,300 2,100 2,100 2,100 6,300 2,100 2,100 2,100 = 6300
|12 Supplies 1,200 1,400 = 3,900 1,300 1,250 1,400 3,950 1,300 1,400 1,400 | 4,100
14 Shipping 13,750 14,500 42,500 15,000 14,500 14,750 44,250 15000 14,500 14,400 = 43,800
15 Utilities 500 600 600 1,700 550 600 650 1800 650 600 600 | 1,850
16 EXPENSES TOTAL 44,882 43,882 46,600 ~ 135364 47,066 47,050 47,722~ 141,838 45270 47,100 47,000 ~ 142,370
17 GROSSPROAT 31,768 31,518 32,150 ~ 95436 35634 35450 34428 ~ 105512 35730 31,650 31,750 ~ 99,130




Hide a Column

o Click in any cell in the column
you want to hide.

© Click the Home tab.

© Click Format.

@ Click Hide & Unhide.
© Click Hide Columns.

Note: You can also hide a column by
pressing (&) + ().

(@ Excel removes the column from
the worksheet display.

() Excel displays a slightly thicker
heading border between the
surrounding columns to indicate
that a hidden column lies
between them.

Another way to hide a column is
to move the mouse () over the
right edge of the column heading
(g changes to «p), and then
click and drag the edge left until
the width displays 0.
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B H S @ Inventory - Excel 7 B -
HOME 'AGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you want to do. 4 Paul Mcl
2 caibn 'I:“ Ixx ==Es- B lsoea - F2 Conditional Formatting - r%ﬂmn - X QT m
. - [ Format as Tab) FrDelete - [~ o Find
Past . - - F* - . 0 a0 -
e B B-a PRRR @&,wy&@,m. . sone
Clipboard & Font 5 Alignment r,. Number n Styles Cell Size
a -] ¢ fe | Product Code 1L Row Height...
AutoFit Row Height
A S L o 2 - Col Width.
G 3 Column Width.
PrOdUCt 1 Qtv I Qtv e Qt AutoFit Column Width
1D Product Name Product Code | Hold Hand Auvaila
- " Default Wicith...
1 Northwind Traders Chai NWTB-1 25 25 Visbiity
3 Northwind Traders Syrup NWTCO-3

4 Northwind Traders Cajun

NWTCO-4

NWTO-5

Hide Rows Hide & Unhide

& Hide Columns Organize Sheets
[ Rename Sheet

1
2
3
4
5 5 Northwind Traders Olive Oil
6
7
8
9

0

Product Name

‘ Qty On Qty On
Hold Hand

* Hide Shest
6 Northwind Traders Boysenberry Spread NWTIP-6 Unhide Rows Move or Copy Sheet...
7 Northwind Traders Dried Pears NWTDFN-7 Unhide (;Umn; Tab Color »
8 Northwind Traders Curry Sauce NWTS-8 Protection
14 Northwind Traders Walnuts NWTDFN-14 u au [ protect Sheet...
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 [B] Lockcen
" 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 4] 0 [E] Format Cells..
B E S @ Inventory - Excel 7 m -
HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW VIEW  POWERQUERY | Tell mewhat you want to do O] Paul Mt
SO @ Py o B [cerem -] FEZ) Conditional Formatting = | 8= Insert - 2. - év m
. B - [ FormatasTable- % Delete ~ [~ .
e BT u- E- D-p- =B $-% Wa 127 Cell Styles - EiFormat~ | @+ Fiter» Sob
Clipboard & Font w Alignment MNumber i) Styles Cells Editing
1 - fe Product Code
A B D E F G H J e

Qty QtyOn Reorder
Available Order Level

B
2 1 Northwind Traders Chai C 25 25 0 41 10
3 3 Northwind Traders Syrup 0 50 50 50 25
4 4 Northwind Traders Cajun Seasoning ] 0 0 40 10
5 5 Northwind Traders Olive Oil Q 15 15 0 10
6 6 Northwind Traders Boysenberry Spread 0 ] 0 10 25
7 7 Northwind Traders Dried Pears 0 0 0 0 10
8§ 8 Northwind Traders Curry Sauce 0 0 0 0 10
9 14 Northwind Traders Walnuts 0 40 40 0 10
0 17 Northwind Traders Fruit Cocktail 4] 0 0 1] 10
1 19 Northwind Traders Chocolate Biscuits Mix 4] 0 0 20 S

How do I display a hidden row or column?
To display a hidden row, select the row above and the row below the hidden row, click Home, click Format,
click Hide & Unhide, and then click Unhide Rows. Alternatively, move the mouse () between the
headings of the selected rows (g changes to ==) and then double-click. To unhide row 1, right-click the
top edge of the row 2 header and then click Unhide.

To display a hidden column, select the column to the left and the column to the right of the hidden
column, click Home, click Format, click Hide & Unhide, and then click Unhide Columns. Alternatively,

move the g between the headings of the selected columns (g changes to «4p) and then double-click. To
unhide column A, right-click the left edge of the column B header and then click Unhide.
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Freeze Rows or Columns

You can keep your column labels in view as you scroll the worksheet by freezing the row or rows
that contain the labels. This makes it easier to review and add data to the worksheet because you

can always see the column labels.

If your worksheet also includes row labels, you can keep those labels in view as you horizontally
scroll the worksheet by freezing the column or columns that contain the labels.

Freeze Rows or Columns

Freeze Rows E H S o= Inventory - Bxcel 7 =

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY | Tell me what you want ta do. ) 4 Paul
X s . A S— ~) EiConditional Formatting =~ = Insett ~ 30+ A

o Scroll the worksheet so that the o G I« & = Brommmtuier oo - - 2T
Fele o B I U EH- oA 8% B Hedsyle- B Format~ | £~ ?;"&

€ Fiterr
row or rows that you want to P Y e

freeze are visible. [ : E
A B C D E F G H

. Product Qty On Qty On Qty  QtyOn Reorder

o SELECt the ce“. mn COlumn A that 1 D Product Name Product Code Hold Hand Available Order Level
: & 2 1|Northwind Traders Chai NWTB-1 25 25 0 41 10)
1S one row below the laSt row you 3 3 Northwind Traders Syrup NWTCO-3 "] 50 50 50 25|
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10}
Want to freeze' 5 5 Northwind Traders Olive Qil NWTO-5 1] 15 15 0 10
. [ 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 0 10 25|
For examp[e, if you want to 7 7 Northwind Traders Dried Pears NWTDFN-7 [} 0 0 0 10)
] 8 Northwind Traders Curry Sauce NWTS-8 ] 0 0 0 10]
freeze row 1, select cell A2. 9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10
1 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0 10}
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 1] 0 0 20 E
12 20 Northwind Traders Marmalade NWTIP-6 0 [1] 0 40 10

Tnventory - Excel 7 =

© Click the View tab.
@ Click Freeze Panes.

Workbook Views Show @ [Freeze Panes
. K d col ble while the rest
© Click Freeze Panes. . . Ak Do L
. Freeze Top Row
A B C ﬂ: Keep the top row visible while scrolling through H
‘the rest of thy ksheet, R
Excel freezes the rows. Er P i

1 1D Product Name LULLLRRY P eep the firt column visible whil sraling Level
2 1[Northwind Traders Chai NWTB-1 thraugh the rest of the worksheet. 10]
3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10]
5 5 Northwind Traders Olive Oil NWTO-5 0 15 15 0 10]
6 6 Northwind Traders Boysenberry Spread NWTIP-6 0 ] 0 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 o] 1] 0 10]
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10]
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0 10}
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20 5|
12 20 Northwind Traders Marmalade NWTIP-6 0 0 [1] 40 10
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Freeze Columns CICGEE 016 Budger e 7
HOME  INSERT ~ PAGELAYOUT ~FORMULAS ~DATA  REVIEW  VIEW  POWERQUERY | Tellme what you want to da.. ]
o SCI’Oll the Worksheet SO that the S AN FZ Conditional Formatting = B=lnsert =~ > -
|. |. th t e By ~ [7 Format as Table ~ BxDelete - [T~
. L=, - = . o a0 =
cowumn or cowumns at you ot ¢ BT U~ EH- DeA & $7% 0 W G e sies- B Format+ & -
Want tO freeze are ViSible Clipboard & Font & Alignment o Number & Styles Cells
BL M F
o Select the cell in row 1 that is A B C D E F G H | ) K L
) 1 |¢
one row to the nght Of the I‘aSt 2 Jan : Fel Mar  1st Quarter Apr May Jun  2nd Quarter  Jul Aug Sep
3 |Sales
COl.Umn you want to ﬁ'eeze. 4 |Division | 23,500 23,200 24,000 70,700 25,100 25000 25400 75500 26,000 24,000 24,000
5 |Division Il 28,750 27,900 29,500 86,150 31,000 30,500 30,000 91,500 31,000 29,500 29,500
For examp[e, if you want to 5 |Division Il 24400 24300 25250 73850 26,600 27000 26750 80350 27000 25250 25250
7 SALES TOTAL 76,650 75400 78,750 230,800 82,700 82,500 82,150 = 247,350 84,000 78,750 78,750
freeze column A, select cell B1. |5 ewenses L )
o |Cost of Goods 6132 6032 6300 18464 6616 6600 6572 19,788 6720 6300 6,300
10 |Advertising 4,600 4200 5200 14,000 @ 5000 5500 5250 15,750 5500 5200 5,200
11 |Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 2,100 2,100 2,100
12 |Supplies 1,300 1,200 1,400 3,900 1,300 1,250 1,400 3,950 1,300 1,400 1,400
12 |Salaries 16,000 16,000 16,500 48500 16500 16500 17,000 50,000 17,000 17,000 17,000
14 |Shipping 14,250 13,750 14,500 42,500 15000 14500 14,750 44,250 15,000 14,500 14,400
15 |Utilities 500 600 600 1,700 550 600 650 1,800 650 600 600
16 EXPENSES TOTAL 44,882 43,882 46,600 ~ 135364 47,066 47,050 47,722~ 141,838 48270 47,100 47,000
17 \GROSS PROFIT 31,768 31,518 32,150 5 95,436 35,634 35450 34428 - 105,512 35,730 31,650 31,750
AE

© Click the View tab. Ho o -

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW UERY ‘Tel\mewha(yuuwan((u do... 4 ‘
] 1 H !
@ Click Freeze Panes. Brmetoon De Srmse Q [3 G Bhewees Do @ g

B Anangean  IHide B

Normal Page Break 15 z 100 Switch M.
. T ﬂpgr;:: 15| Custom Views [ Gridlines [ Headings oam FIeGe A M Unhide W\::::ms‘ acros
e CI_'ICk Freeze Panes, Workbook Views Show Zoom Freeze Panes
% Keep rows and columns visible while the rest
B1 v o: Fe the worksheet s(rnl\sgased on current selection).
Freeze Top Row
Excel‘ freezes the CO'.UmnS. A B C o E F G % Keep the top row visible while scrolling through
1 | the rest of the worksheet.
. .
2 Jan Feb Mar  1st Quarter Apr May Freeze First Column P
Keep the first column visible while scrolling
3 |Sales through the rest of the worksheet.
4 |Division | 23,500 23,200 24,000 70,700 25,100 25,000 = 25,400 755007 26,000 T 24,000 24,000
5 |Division Il 28,750 27,800 29,500 86,150 31,000 30,500 30,000 91,500 31,000 29,500 29,500
& |Division Ill 24,400 24,300 25250 73,950 26,600 27,000 26,750 80,350 27,000 25250 25250
7 |SALES TOTAL 76,650 75400 78,750 = 230,800 82,700 82,500 82,150 = 247,350 84,000 78,750 78,750
8 |Expenses
9 |Cost of Goods 6132 6032 6300 | 18464 6616 6600 6572 | 19788 6720 6,300 6,300
10 |Advertising 4,600 4,200 5,200 14,000 5000 5500 5250 15,750 5500 5200 5,200
11 |Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 2,100 2,100 2,100
12 |Supplies 1,300 1,200 1,400 3,900 1,300 1,250 1,400 3,950 1,300 1,400 1,400
13 |Salaries 16,000 16,000 16500 48,500 16,500 16,500 17,000 50,000 17,000 17,000 17,000
14 |Shipping 14,250 13,750 14,500 42,500 15000 14,500 14,750 44,250 15,000 14,500 14,400
15 |Utilities 500 600 600 1,700 550 600 650 1,800 650 600 600
6 EXPENSESTOTAL 44887 43,882 46,600 = 135364 47,066 47,050 47,722 ° 141,838 48270 47,100 47,000
17 GROSS PROFIT 31,768 31,518 32,150 = 95,436 35634 35450 34,428 105512 35730 31,650 31,750
18

Are there easier methods I can use to freeze just the top row How do I unfreeze a row or column?
or the first column? If you no longer require a row or

Yes. To freeze just the top row, click View, click Freeze Panes, and column to be frozen, you can

then click Freeze Top Row. To freeze just the first column, click unfreeze it by clicking View, clicking
View, click Freeze Panes, and then click Freeze First Column. Freeze Panes, and then clicking

Note that in both cases you do not need to select a cell in advance. | Unfreeze Panes.
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Merge Two or More Cells

You can create a single large cell by merging two or more cells. For example, it is common to
merge several cells in the top row to use as a worksheet title.

Another common reason for merging cells is to create a label that applies to multiple columns of
data. For example, if you have three columns labeled January, February, and March, you could select
the three cells in the row above these labels, merge them, and then use the merged cell to add the
label First Quarter.

Merge Two or More Cells

€ Select the cells that you E g5 o I
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW POWER QUERY ‘ Tell me what you want to do... |

Want tO merge. -ﬂ-rj X% oa = = & Conditional Formatting =~ &= lnsert = > +
Eg - {7 Format as Table - B Delete ~ -

Pt ¢ BT U- H- D-A- $-% 0 B Gcasyles- & Format- & -
Clipboard & Font [ Alignment & Number W Styles Cells
B1 M A

| & | ¢ | b E F G H J K L M N
1%& ]
2 Jan Feb Mar Apr May  Jun Jul Aug Sep Oct Nov Dec TOTAL
3 |Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000)
4 |Division Il $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
5 |Division III $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
& |SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 §78,750 $362,950)
7
8
9
10
H © @ = 2015 Sales - Excel

© Click the Home tab.
FORMULAS  DATA VIEW  POWER QUERY v
€ Click the Merge & Center v. i # 0 ==Eo ieiviatdl-Sonl E0

HOME 0 PAGE LAYOUT

‘ Tell me what you want to do.. |

[ Format as Table - X Delete - -

. Pt e B I U~ Do D-A- $ 7% 0 W Gcaisyles- [ Format - & -
o Cth Mel’ge Cells. Clipboard 1 Font [ Alignment Merge & Center I Styles Calls
Merge Across
8 - = &@ Merge Cells
A s R E = gnma.gauush ] 3 L M N
1 [ \ 1
2 |Sales Jan Feb Mar  Apr May  Jun Jul Aug  Sep Oct Nov Dec TOTAL
3 |Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
4 |Division Il $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
5 |Division III $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
& |SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 $78,750 $962,950
7
8
9
10
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() Excel merges the selected cells . e L S S

. . 1

]nto d S]ngl-e Cel.l.. 2 |Sale Jan Feb Mar .Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
3 isi $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
4 $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
5 |Division IIl $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
5 SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 578,750 $962,950
7
8

o Type your text in the merged cell. L[ @ F | s [ w v |y | kK |t | ™M N
1st Quarter Sales 1
Sales Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
isi $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
$28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
$24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 $78,750 $962,950

How do I center text across multiple columns?

This is a useful technique for your worksheet titles or headings. You can center a title across the entire
worksheet, or you can center a heading across the columns that it refers to. Follow steps 1 to 3 and then
click Merge & Center. Excel creates the merged cell and formats the cell with the Center alignment option.
Any text you enter into the merged cell appears centered within the cell.
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Transpose Rows and Columns

You can use the Transpose command in Excel to easily turn a row of data into a column of data, or
a column of data into a row of data.

The Transpose command is useful when you enter data into a row (or column) or receive a worksheet
from another person that has data in a row (or column), and you decide the data would be better
presented as a column (or row). You can also transpose rows and columns together in a single
command, which is handy when you need to restructure a worksheet.

Transpose Rows and Columns

o Select the range that includes a4 = | E | B | B _ &
the data you want to transpose. a e West North Seiin
| Sales
4: Expenses {
| Fixed Costs

Bookl - Excel

FORMULAS ~ DATA  REVIEW  VIEW  POWER QUERY Tell me what you
— % Conditional Formatting =

ﬁ Format as Table =
$-% 1 WA

© Click the Home tab.
© Click Copy ().

[iZ7 Cell Styles -

Clipboard Font [F} Alignment [F] Number [F} Styles
B2 M e

A ] | c D | 3 F G
1_
7 East West North South
3 | Sales
4| Expenses
5 Fixed Costs
&
7
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o Click where you want the R Beck! B
trans Osed ran e to a ear HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you want to do...
P 9¢ T appeat TRl Brmmror " |Ee
Click the Paste w . &"“““ ¥ BTU-E-IO-A- EEE- 5% 98 Hrasye- & Forms
e Paste Font F] Alignment r] Number T Styles Cells
@ Click Transpose (7). 0 H e, 2
fo LS ‘-350 c D E F G H
Paste Values
A2 East West North South i
Other Paste Options | i
2 (385 | ees i
Paste Special... i
5 rixed Costs |
7 I — 4 ]
: )
9
10
() Excel transposes the data and 4 2 B B H E - € [ *
then pastes it to the worksheet. , East West North South
3 Sales
4 Expenses
5 Fixed Costs
6_
7| Sales Expenses Fixed Costs
s | East
9| West 0
10] North
il South
=
13
14
15
16
How do I know which cells to select? Can I transpose range values as well as range
The range you select before copying depends on what | labels?
you want to transpose. If you want to transpose a Yes. The Transpose command works with text,
single horizontal or vertical range of cells, then numbers, dates, formulas, and any other data that
select just that range. If you want to transpose a you can add to a cell. So if you have a rectangular
horizontal range of cells and a vertical range of cells region of data that includes row labels, column
at the same time, select the range that includes all labels, and cell values within each row and column,
the cells, as shown in this section’s example. you can select the entire range and transpose it.
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Select and Enter Data Using Touch Gestures

f you will also be working with the Excel app on a touchscreen device, such as an iPad or Surface,

you need to know how to use touch gestures to select, enter, and edit data. Although you can
attach external keyboards to these devices, most of the time you might not have access to a physical
keyboard. In such cases, you need to use touch gestures — tapping, sliding, and so on — to
manipulate the data that you see on the Excel screen.

Select Data A 5 c o ) Sl .

Gross

o Tap the ﬁl’St Ceu. yOU Want tO 6 o ...m 3 L Total Cost Retail Margin
select. 7 ! 57 $ 1047 5 59%.79
8 3 |HCAB Washer 8% § 012 § 10272
o Tap and hold the lower-right I o S [ T (o =Rl
) 10 2 6" Sonotube B-111 86 $ 1524 $5 1,31064
selector, and then slide down 1n| 4 |langstrom7"Wrench D017 75§ 1869 § 140075
: 12| 3 |Thompson Socket c321 298§ 311 § 92678
and/0.r to the right to extend the gy e T h e
SEleCt'lon. 14 2 LAMF Valve B-047 482 $ 401 $ 193282
15
€© Tap and hold the upper-left " Total cost of Division 3 parts: § 1,589.99
. in for i 02 81.2%
selector, and then slide up and/ 3 RUsiage prase ity b puie it 23 2
or to the left to extend the
. 4 A B c =] E F G H |
selection. e
. [J Division ipti Number | Quantity Cost Total Cost Retail | Margin
Enter and Edit Data : e 57 s 1047 $ s
8 HCAB Washer 856 S 01z S 102.72 5
o Double-tap the cell you want to = e I T s = o
use to enter or edit data. 10 2 6"Sonotube B-111 86 $ 1524 $ 131064 $ 1995 30.9%
1 4 langstrom 7"Wrench  D-017 75 $ 1869 § 140175 § 27.95 49.5%
12 3 Thompson Socket C-321 298 $ 311 5% 92678 § 595 91.3%
13 1 S-Joint A-182 155 $ 685 5 106175 $ 995 45.3%
14 2 LAMF Valve B-047 482 $ 401 $§ 193282 $ 695 73.3%
15
16 Total cost of Division 3 parts: $ 1,589.99
17 Average gross margin for parts under $10: 81.2%
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The Excel app opens the Formula
bar for editing and displays the

on-screen keyboard.
Using the on-screen keyboard,
add or edit the cel"’ data' 3 Cost Total Cost Retail Margin
oy el e 7 $ 1047 $ 59679 $ 17.95
Note: To position the cursor within s $ 0128 10272 5 025 ]

LI 9 E Finley Sprocket c-098 357 $ i | 56043 § 295 87.9%
the Formula bar, tap anq hold inside | . [SUEEESE.— S lee S istan 1§ L 2 see S 1! L son
the Formula bar, then slide left or _rew 23 }FQ
right.

Q wW E R T Y u [ 0 P
() Tap Abc or 123 to toggle the

keyboard between letters and A s D F G H J K L retun
numbers. = :

]

. . z X cfjvi]e N M ! +
To confirm the cell entry or edit, | _ . -
tap OK (@D)- 708 ) s E=

@ If you do not want to accept
the changes to the cell, tap

Cancel (63).

Is there an easier way to enter a long list of items in a
column or a row of cells?

Yes. Rather than tapping OK (@) after each entry, tap
123 to display the numeric keyboard, and then tap an arrow
key. The active cell moves in the direction of the arrow or
to the cell you tapped, and Excel leaves the Formula bar
open for editing.

Is there an easier way to enter several
items randomly in a worksheet?

Yes. Instead of tapping OK (@) after
each entry, tap the next cell you want to
use. The active cell moves to the cell you
tapped, and Excel leaves the Formula bar
open for editing.
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CHAPTER 2

Working with
Range Names

You can make it easier to navigate Excel worksheets and build Excel
formulas by applying names to your ranges. This chapter explains
range names and shows you how to define, edit, and use range names.

BH® @ -

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW  VIEW POWER QUERY

Tell me what you want to do.. Paul McF... = H
M fe || =PPMT($BS2/ 12, E2, $BS3 * 12, 3B%4)
A B c D
1| Loan Payment Analysis
Interest Rate (Annual) 6.00% (5143.33
Periods (Years)
Principal $10
Monthly Payment (519
Total Loan Costs (51,59

233
3.33

aeterence 19.91) ($43.42) ($193.3
1237) (50.96) (51933

[
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Understanding the Benefits of Using Range Names

range name is a text label that you apply to a single cell or to a range of cells. Once you have

defined a name for a range, you can use that name in place of the range coordinates, which has
several benefits. These benefits include making your worksheets more intuitive and making your work
more accurate. In addition, a range name is easier to remember than range coordinates, it does not
change when you move the underlying range, and it makes it easier to navigate your worksheets.

More Intuitive
Range names are more A19 v| Je =SUM(Quarterly Sales)
intuitive than range
coordinates, particularly A B C D E F
in formulas. For example, . . '
if you see the range 1 | Financial Summary
B2:B10 in a formula, the 2
only way to know what
the range refers to is to look at the data. However, if you see the name Quarterly_Sales in the formula, then
you already know what the range refers to.

More Accurate A B c D E F G H )
Range names are more 67981 94.12
g 38.05 56.78
accurate than range 2831 4L72
coordinates. For example, | [averagE(a1:84)

consider the range address Microsoft Excel | x |
A1:B3, which consists of
four different pieces of
information: the column
(A) and row (1) of the cell
in the upper-left corner of
the range, and the column
(B) and row (3) of the cell in the lower-right corner. If you get even one of these values wrong, it can cause

errors throughout a spreadsheet. By contrast, with a range name you need only reference the actual name.

There are one or more circular references where a formula refers to its own cell either directly or indirectly.
This might cause them to calculate incorrectly.

WO s W b W R =

A

Try removing or changing these references, or moving the formulas to different cells.

Help

- -
- o
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Easier to Remember A B C D E
Range names are easier to

remember than range 1 | Project Financial Overview

EpETEE s [For ex@nnple, | |Project Expenses =SUM(Project_Expenses)|

if you want to use a .
particular range in a 3 |Project Revenues

formula, but that range is | 4
not currently visible, to 5
get the coordinates you

must scroll until you can 6
see the range and then
determine the range’s coordinates. However, if you have already assigned the range an intuitive name such
as Project_Expenses, you can add that name directly without having to view the range.

Names Do Not Change

Range names do not change
when you adjust the position of = G H | J
a range, as they do with range [ -

coordinates. For example, if you Project Financial Overview

move the range A1:B5 to the Project Expenses | $27,392.79 -l

right by five columns, the range .
coordinates change to F1:G5. Project Revenues  $33,749.62

If you have a formula that
references that range, Excel
updates the formula with the
new range coordinates, which could confuse someone examining the worksheet. By contrast, a range name
does not change when you move the range.

=SUM(Project_Expenses)

Easier Navigation GoTo ?
Range names make it easier to navigate a worksheet. For example, Goto: i
Excel has a Go To command that enables you to choose a range name, Broject Revenues

and Excel takes you directly to the range. You can also use the Name box
to select a range name and navigate to that range. You can also use Go
To and the Name box to specify range coordinates, but range coordinates
are much more difficult to work with.

Reference:
Project_Expenses

Special... Cancel
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Define a Range Name

efore you can use a range name in your formulas or to navigate a worksheet, you must first
define the range name. You can define as many names as you need, and you can even define
multiple names for the same range.

You can create range names manually, or you can get Excel to create the names for you automatically
based on the existing text labels in a worksheet. To do this, see the following section, “Using
Worksheet Text to Define a Range Name.”

Define a Range Name

o Select the range you want to HS-o - Tooms Bee

HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  POWER QUERY Tell me what you want to do...
name.

A10 A fe Interest Rate (Annual)
A B c D E F G H I J K
Loan Payment Analysis

1
2
3 |Scenario #1

4 | Interest Rate (Annual) 6.00%
5 Periods (Years) 5
6 Principal  $10,000
7 Monthly Payment (5193.33)
8
9

Scenario #2

10| Interest Rate (A 1) 5.00%
11 Periods (Years) 10
12 Principal $10,000
13 Monthly Pay ($106.07)

e Click the Formulas tab. Ho o - e

HOME  INSERT PAG@FORMULAS DATA __REVIEW  VIEW  POWER QUERY ‘ Tell me what you want to do...

e CI.'ICk Deﬁne Name. fx 2 AutoSum ~  |H Logical - |&¥ Lookup & Reference . =] Define Mame - #io Trace Precedents %] ,:\:3

Recently Used = |1 Text~ |E Math & Trig - 1 Use in Formula~ ok Trace Dependents b -
Insert Name - Watch
Function I8 Financial~ | Date & Time = | More Functions = Manager £5 Create from Selection 1% Remove Arrows * () indow

Function Library Defined Names Formula Auditing
e

2
3 |Scenario #1

4 | Interest Rate (Annual) 6.00%
5 Periods (Years) 5
6 Principal $10,000
7 Monthly Payment (5193.33)
8
9

Scenario #2

10| Interest Rate (A 1) 5.00%
11 Periods (Years) 10
12 Principal $10,000
13 Monthly Pay ($106.07)
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The New Name dialog box appears.

New Name
Type the name you want to use in the Name :
e yp y Name: ScenariosZ{ |
text box. :
Scope: Workbook E

Note: The first character of the name must be a
letter or an underscore (_). The name cannot
include spaces or cell references, and it cannot be
any longer than 255 characters.

Comment:

Note: You can only use a particular range name
once in a workbook.

© click ok.

Excel assigns the name to the range.
Scenarios2 ~*

Refersto: | —'|gan Payment Analysis'!SAS10:58513 @
‘ Cancel

A

fe | Interest

@ The new name appears in the Name box a -
whenever you select the range.  [Loan Payment Analysis

2
3 Scenario #1
4 | Interest Rate (Annual) 6.00%
5 Periods (Years) 5
6 Principal $10,000
7 Monthly Payment (5193.33)
8
9 |Scenario #2
10| Interest Rate (Annual) 5.00%
1 Periods (Years) 10
12 Principal $10,000
13 Monthly Payment (5106.07)
14

TIP
Is there an easier way to define a range name?
Yes, you can follow these steps to bypass the New Name dialog box: Scenariol 0 £ || Intere
@ Select the range you want to name. £ .
1 n Payment Analysis
@ Click inside the Name box. 2
3 Scenario #1
e Type the name you want to use. 4 | Interest Rate (Annual) 6.00%
5 Periods (Years) 5
0 Press m 6 Principal 510,000
Excel assigns the name to the range. g Monthly Payment (5193.33)
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Using Worksheet Text to Define a Range Name

f you have several ranges to name, you can speed up the process by getting Excel to create the
names for you automatically based on each range’s text labels.

You can create range names from worksheet text when the labels are in the top or bottom row of the
range, or the left or right column of the range. For example, if you have a column named Company, using
the technique in this section results in that column’s data being assigned the range name “Company.”

o Select the range or ranges you S . < . 8 : ¢ .
want to name. 2 Sales Rep 2015 Sales 2016 Sales<o
3 Nancy Freehafer 5996,336 5$960,492
. 4 Andrew Cencini $606,731 $577,983
() Be sure to include the text labels |- Jan Kotas S622781  $967,580
you want to use for the range Z . e e
names. 8 Michael Neipper $795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster 5$540,484 $693,762
16 Charles Granek 5$650,733 $823,034
17 Karen Aliston 5$509,863 5$511,569
18 Karen Hammond 5$503,699 5$975,455
19 Vince Durbin $630,263 $599,514
20 Paul Sellars $779,722 $596,353
21 Gregg O'Donoghue 5$592,802 5$652,171
22 A
23

i [ RS Sales Reps Sales - Excel
© Click the Formulas tab. @ d S Er————
HOME INSERT PAG FORMULAS DATA REVIEW VIEW POWER QUERY IM

e Click Create from Selection. fx 3 AutoSum ~ Logical - |8 Lookup & Reference - e (] Define Name - E:: TrcePrecederss B [
Recently Used - | Text - |E Math & Trig - i Use in Formula o Trace Dependents ‘@ - | &2
Insert ame Watch

Function IEl Financial = I pate & Time~ |B More Functions = &, [ Create from Selection [ Remove Arrows * () window
Funcion Library Defined Names Formula Auditing
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 §577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko §765,327 §771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper §795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster §540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammond §503,699 §975,455
19 Vince Durbin $630,263 $599,514
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The Create Names from Selection dialog
box appears.

o Select the setting or settings that

e e N

Create names from values in the:

correspond to where the text labels
: P>V :Top row:
are located in the selected range _prw
(__] changes to [¥]). [] Left column
[] Bottom row

If Excel has activated a check box that
does not apply to your data, deselect it

(I¥] changes to [_]).
© click oK.

[ Right column

0 o

Cancel

Excel assigns the text labels as range ®>Sales_Rep - F || Nancy Frechater
names. A B c D
1
(© When you select one of the ranges, the 2 Sales Rep 2015Sales 2016 Sales
. . 3 Nancy Freehafer 5996,336 $960,492
range name assigned by Excel appears in i — se0e731 | $577.983
the Name box. 5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko $765,327 $771,399
Note: If the label text contains any illegal 7 Steven Thorpe 5863,589  $827,013
8 Michael Neipper $795,518 $669,394
characters, such as a space, Excel replaces each ° Robert Zare $722,740  $626,945
: 10 Laura Giussani $992,059 $574,472
of those characters with an underscore (_). o & AR s60330 | 8527932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster $540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammond $503,699 $975,455
19 Vince Durbin $630,263 $599,514
20 Paul Sellars $779,722 $596,353
21 Gregg O'Donoghue 1 $592,802 $652,171
22 é

Is there a faster way to run
the Create from Selection
command?

Yes, Excel offers a keyboard

Given a table with labels in the top row and left column, is there a
way to automatically assign a name to the table data?

Yes. The table data refers to the range

of cells that does not include the table

shortcut for the command.
Select the range or ranges you
want to work with and then
press (E+HELTHEED. Excel
displays the Create Names from
Selection dialog box. Follow
steps 4 and 5 to create the
range names.

headings in the top row and left
column. To assign a name to the data
range, type a label in the top-left
corner of the table. When you run the
Create from Selection command

on the entire table, Excel assigns the
top-left label to the data range, as
shown here.

GDP_Growth hd
A B E D
GDP Growth 2009 2010 2011
Canada -2.8| 32| 25
France -3.1 1.7 1.7
Germany =51 3.7 3.0
United Kindom | -44 21 0.7
United States -3.3| 3.0] 1.7

h W AW N =
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Navigate a Workbook Using Range Names

One of the big advantages of defining range names is that they make it easier to navigate

a workbook. You can choose a range name from a list and Excel automatically selects the
associated range. This works even if the named range exists in a different worksheet of the same
workbook.

Excel offers two methods for navigating a workbook using range names: the Name box and the
Go To command.

Navigate a Workbook Using Range Names
USE the Name BOX H -2 - & Sales Reps Sales - Excel

o Open the WOI’kbOOk that Contains HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER O

the range you want to work with. 0 %
© Click the Name box . SosSaes | c D : F ¢ H
_2016_Sales
€@ Click the name of the range you (3 S L§'|
want to select. i

5

]

7

g

o Excel. SeleCtS the range. Sales Rep Je Nancy Freehafer
A B C o E

1
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer 5996,336 $960,432
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko 5765,327 5771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper §795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 4574,472
11 Anne Hellung-Larsen $659,380 5827,932
12 ra Harper $509,623 $569,509
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster $540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston 500,863 4511,569
18 Karen Hammond 5503,699 5975,455
19 Vince Durbin $630,263 $599,514
20 Paul Sellars §779,722 $596,353
21 Gregg O'Donoghue 5592,802 $652,171
22
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Use the Go To Command

o Open the workbook that contains the range

you want to work with.
© Click the Home tab.

@ Click Find & Select (ji).
O Cclick Go To.

Note: You can also select the Go To command

by pressing (E1+E).

The Go To dialog box appears.

@ Click the name of the range you want to
select.

© click ok.

Excel selects the range.

TIP

CHAPTER

Working with Range Names

H - & =
HOME@RT

PAGE LAYOUT

F2 v | i I
A B
1 Loan Payment Analysis
2 | Interest Rate (Annual) 6.0
& Periods (Years)

4 Principal $10,(
5 Monthly Payment  (5193.
6 Total Loan Costs (51,599.

ting ~ E" Insert ~ ZY [H]
@," Delete - El 0
Sort & Find 8

EiFormat~ & Fijter - Select
Cells @ Find..

193.33) B Replace..
193.33) 2 GoTo..
193.33) Go To Special.
193.33) Formulas
193.33) Comments
193_33} Conditional Formatting
193.33) Constants
Go To [ = |
Go to:
[Book1)Sheet1!5B52:5D56 o

[Book1]Sheet1!SFS17
Down_Payment
ExtraPayment
House_Price
OriginalRate
QOriginalTerm
Principal

Scenario2
Reference:

Scenariol

e (@PF o6 | [ o

Is it possible to navigate to a named
range in a different workbook?
Yes, but it is not easy or straightforward:

€ Follow steps 1 to 4 in the “Use the

the Go To dialog box.

@ In the Reference text box, type the
following: ‘[workbook]worksheet 'name

Replace workbook with the filename of the workbook;
replace worksheet with the name of the worksheet
that contains the range; and replace name with the
range name.

Go To Command” subsection to display e Click OK.

Reference:
[Loans xlsx]Loan Payment Analysis’!Scenario2

[ special... | Cancel
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Change a Range Name

You can change any range name to a more suitable or accurate name. Changing a range name is
useful if you are no longer satisfied with the original name you applied to a range or if the existing
name no longer accurately reflects the contents of the range. You might also want to change a range
name if you do not like the name that Excel generated automatically from the worksheet labels.

If you want to change the range coordinates associated with a range name, see the second tip.

Change a Range Name

o Open the workbook that H - @ s &sm Reps Sales - Ex
COI']tainS the range name yOLl HOME INSERT PAGE LA FORMULAS DATA REVIEW  VIEW P
want to Change. > AutoSum - Logical = Lookup & Reference = = ] Define Nan

X } — )
. - lﬂ Recently Used ~ Text~ @ Math & Trig = N f Use in Form]
NSEl ame
e Cth the Formu"as tab’ Function |E] Financial = Ig Date & Time ~ l. More Functions = Mmaﬁr (3 Create fron
. Function Library Defined Name
e Click Name Manager' 2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 $960,492
4 | Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 [Mariya Sergienko $765,327 $771,399
7 | steven Thorpe $863,589 $827,213
8 | michael Neipper $795,518 $669,394
9 | Robert Zare $722,740 $626,945
10 | Laura Giussani $992,059 $574,472
17 Anne Hellung-Larsen $659,380 $827,932
12 |Kyra Harper $509,623 $569,609
13 | David Ferry $987,777 $558,601
14 | IPauI Voyatzis $685,091 $692,182
15 |Andrea Aster $540,484 $693,762
The Name Manager dialog Name Manager ?
box appears. _ —
ﬂm.& Edit... | Delete Eilter =

e Click the name you want to Name Value Refers To Scope Comment

chan ge E1_2015_sales °$996,33677°5606,7.. =Sheet1!SCS3:5C521  Workbo...
: 0-@ _2016_5ales ['$960,4927:73577,9., =5heet1!3D$3:30521 Workbo...
e C[ick Edit. ‘=l Sales_Rep {"Mancy Freehafer”.. =Sheet1!$B$3:5B521 Workbo...
Refers to:
70| =Sheet1isDs3:5D521
Close
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The Edit Name dialog box appears.

0 Use the Name text box to edit the
name.

@ cClick oK.

@) The new name appears in the Name
Manager dialog box.

@ Click Close.

Excel closes the dialog box and
returns you to the worksheet.

CHAPTER

Working with Range Names

<=1 _2015_Sales
&—@ Sales_for_2016

Edit Name

Name: Sales_for_2016 4 |
Scope: Workbook

Comment:

Refersto: | _gheet1!5D$3:5D521 R

A
Name Manager ?
New.. Edit.. | | Detete Fiter »
Name Value Refers To Scope Comment

["$996,336";°5606,7.. =Sheet115C$3:5C521
=Sheet1!$DS$3:5D521

=5heet1!5B53:5B521

{"8$960,492";"8577,9..,
{"Mancy Freehafer”;...

‘=l sales_Rep

‘Workbo...
Workbo...
‘Workbo...

Refers to:

70| =sheettisDs3is0521

Is there a faster method I can use to
open the Name Manager dialog box?

Yes, Excel offers a shortcut key that
enables you to bypass steps 2 and 3.

Open the workbook that contains the range
name you want to change, and then press
(27+(::). Excel opens the Name Manager
dialog box.

Can I assign a name to a different range?

Yes. If you add another range to your workbook and you feel
that an existing name would be more suited to that range,
you can modify the name to refer to the new range. Follow
steps 1 to 5 to open the Edit Name dialog box. Click inside
the Refers to reference box, click and drag the mouse (g3)
on the worksheet to select the new range, and then press

(Z12). Click Close.
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Delete a Range Name

f you have a range name that you no longer need, you should delete it. This reduces clutter in the
Name Manager dialog box, and makes the Name box easier to navigate.

Note, however, that deleting a range name will generate an error in any formula that uses the name.
This occurs because when you delete a range name, Excel does not convert the name to its range
coordinates in formulas that use the name. Therefore, before deleting a range name, you should
convert that name to its range coordinates in every formula that uses the name.

Delete a Range Name

o Open the workbook that contains the BHS & - &Loans-b{cel
range name you want to delete. HOME  INSERT PAGELA&FORMULAS DATA  REVIEW VIEW P
Cl. k th F l t b > AutoSum ~ Logical = Lookup & Reference - — Define Nam
e 1C € Formulas tab. ERecentIy Used ~ Text~ lﬂ Math & Trig~ 4?‘_\- Use in Form
Insert Mame
e Cljck Name Manager Eunction |E Financial - |8 Date & Time - |B More Functions - Manager = Create from
Function Library && Defined Names
S e A b bu-al botast sl S ST T
Note: You can also open the Name 2 | Interest Rate (Annual) 6.00% 1 (9
Manager dialog box by pressing EEHE 3 Periods (Years) 5 2 (S
4 Principal 510,000 3 (9
5 Monthly Payment (5193.33) 4 (9
6 Total Loan Costs (51,599.68) 5 (9
7 6 |9
8 7|9
9 8 (9
10 9 |9
1 10 |(9
12 60 |(9
The Name Manager dialog box Name Manager ? IEN |
appears. New... Edt. || Detete @ Filter =
e Cljck the name you Want tO del.ete. Name Value Refers To Scope Comment =
. ) Down_Payment ='Mortgage Paydo... Workbo...
e Click Delete. =) ExtraPayment #REF! ="C:\Users\paul\Do... Mortgag...
‘=l ExtraPayment ="Mortgage Paydo... Workbo...
=) House_Price ='Mortgage Paydo... Workbo..
=l OriginalRate Tt ="C\Writing\Excel ... Mortgag...
=) QriginalRate 6.00% ="Amortization Sch... Workbo...
=) OriginalTerm {d ="C\Writing\Excel ... Mortgag...
=l OriginalTerm 10 ="Amortization Sch... Workbo..,
) PaymentWithEx... #REF! ="C\Users\paulh\Do.. Mortgag...
= PaymentWithEx... #REF! ='Mortgage Paydo... Workbo..,
‘=l Principal ="Mortgage Paydo... Workbo...
& ="C\Users\paul\Do... Workbo...
‘=l RegularPayment  #REF! ="C\Users\paul\Do... Mortgaa...
‘-l RegularPayment  #REF! ='Mortgage Paydo... Workbo... v
<| >
Refers to
P | ="C\Users\paulDocuments\Writing\Books\Excel 2013 Formulas and Functions\Examples’ :@
| Clase
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Excel asks you to confirm the
deletion.

Microsoft Excel

@ click ok.

@» OK Cancel

Are you sure you want to delete the name Rate?

) Excel deletes the range name.

0 Click Close.

Excel closes the dialog box and
returns you to the worksheet.

Name Manager ?
New... Edit. Delete Eilter~
MName Value Refers To Scope Comment &
=l Down_Payment ='Mortgage Paydo.. Workbo...
=) ExtraPayment #REF! ='C\Users\paul'\Do... Mortgag...
=] ExtraPayment ='Mortgage Paydo.. Workbo...
=) House_Price ='Mortgage Paydo.. Workbo..
‘= OriginalRate {od ='C\Writing\Excel ... ~Mortgag...
= OriginalRate 6.00% ='Amortization Sch.. Workbo...
= OriginalTerm {od ='C\Writing\Excel ... Mortgag...
=1 OriginalTerm 10 ='Amortization Sch..  Workbo...
=l PaymentWithEx... #REF! ="C\Users\paul\Do... Mortgag...
) PaymentWithEx.., #REF! ='Mortgage Paydo.. Workbo...
y\:l Principal ='Mortgage Paydo.. Workbo...
~..:li5_e_q_gl!"alrpaymenl #REF! ='C\Users\paul\Do... Mortgag...
‘=l RegularPayment  #REF! ='Mortgage Paydo.. Workbo...
=) RevisedTerm #REF! ='Ch\Users\paul\Do... Mortgag... W
<| >
Refers to:
XV | |
& Close

Is there a faster way to delete multiple range

deletion. Click Close to return to the worksheet.

names?

Yes, you can delete two or more range names at once. First, follow steps 1 to 3 to display the Name
Manager dialog box. Next, select the range names you want to delete: To select consecutive names, click
the first name you want to delete, hold down (:777), and then click the last name you want to delete; to
select nonconsecutive names, hold down [£7]) and click each name you want to delete. When you have
selected the names you want to remove, click Delete and then click OK when Excel asks you to confirm the
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Paste a List of Range Names

'I'o make your workbook easier to use, particularly for other people who are not familiar with the
names you have defined, you can paste a list of the workbook’s range names to a worksheet. This
is also useful for a workbook you have not used in a while. Examining the list of range names can
help you familiarize yourself once again with the workbook’s contents.

The pasted list contains two columns: one for the range names and one for the range coordinates

associated with each name.

Paste a List of Range Names

@ Open the workbook that
contains the range names you
want to paste.

o Select the cell where you want

E iz i =
HOME  INSERT

Loans - Excel

the pasted list to appear.

Note: Excel will overwrite existing
data, so select a location where
there is no existing cell data or
where it is okay to delete the
existing cell data.

e Click the Formulas tab.
e Click Use in Formula.

fx EAuto&um -
© Click Paste Names.

Recently Used =
Insert v
nsel
Function E Financial =

L= RN I N TN

10

Logical ~
Text~
@ Date & Time =

Function Library

E Lookup & Reference ~
| Math & Trig -
u More Functions =

PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY
Al - f
A B C D E F €
2 L L ]
3
4
5
6
7
3
9
10
1
12
13
14
15
16
7
18
H - @ < Loans - Excel
HOME INSERT PAGE LAYOUT FORMULAS REVIEW VIEW POWER QUERY

Dy
=)
=
=25 T

R

= Define Mame -

]
&(ﬂ Use in Formula =
me

Manager Down_Payment
ExtraPayment
Housze_Price
OriginalRate
OriginalTerm
PaymentWithExtra
Principal
RegularPayment
RevisedTerm
Scenariol

Scenariod

& Paste Name;..h
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The Paste Name dialog box

?
appears. Paste Name .
@ click Paste List.
Paste name
Down_Payment A
ExtraPayment
House_Price
OriginalRate
OriginalTerm
PaymentWithExtra
Principal
RegularPayment v
ﬂ*?astwst OK Cancel
Excel closes the Paste Name A B C
dialog box. 1 |Down Payment 1="Mortgage Paydown Analysis'13C3%5
) 2 |ExtraPayment =Mortgage Paydown Analysis1$C$9
@) Excel pastes the list of range 3 |House_Price =Mortgage Paydown Analysis1$C34
names to the worksheet. 4 |OriginalRate ='Amortization Schedule13B%2
5 |OriginalTerm ="Amortization Schedule$B$3
m PaymentWithExtra ='Mortgage Paydown Analysis#REF!
7 |Principal =Mortgage Paydown Analysis1$C$6
8 |RegularPayment =Mortgage Paydown Analysis'#REF!
9 |RevisedTerm =Mortgage Paydown Analysis'#REF!
10 |Scenario1 ='Loan Payment Analysis'$A54:$B$7
11 |Scenario2 =Loan Payment Analysis15A$10:58513
12

Is there a faster method I can use to paste a list of range names?

Yes, Excel offers a handy keyboard shortcut that you can use. Open the workbook that contains the range
names you want to paste, and then select the cell where you want the pasted list to appear. Press (%] to
open the Paste Name dialog box, and then click Paste List.
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Formatting
Excel Ranges

Microsoft Excel 2016 offers many commands and options for
formatting ranges, including the font, text color, text alignment,
background color, number format, column width, row height,
and more.

GDP Growth Rates - Excel

HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  POWER QUERY Paul McF.. -
HX Gews e ik T=Ho B Bicosmnt oy ot - 3 - By gy
By -

7 Format as Table ~ FX Delete ~ -
“ = o Sort & Find &

erdana
Paste - -
B I u- i ) 57 Cell Styles - Format = &~ Fikter~ Select
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Change the Font and Font Size

hen you work in an Excel worksheet, you can add visual appeal to a cell or range by changing
the font. In this section and throughout this book, the term font is synonymous with typeface,
and both terms refer to the overall look of each character.

You can also make labels and other text stand out from the rest of the worksheet by changing the
font size. The font size is measured in points, where there are roughly 72 points in an inch.

Change the Font and Font Size

Change the Font
o Select the range you want to format.

© Click the Home tab.
@ Click ¥ in the Font list.

@ When you use the mouse [} to point to a
typeface, Excel temporarily changes the
selected text to that typeface.

e Click the typeface you want to apply.

() Excel applies the font to the text in the
selected range.

50

Paste = || Theme Fonts

[l

 H ©- - = 3
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Clipboard = Font ] Alignment F] Number ]

Al | £ | Loan Payment Analysis
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|Periods (Years) 5
4 |Principal $10,000
5 |Balloon Payment $3,000
6 |Monthly P ($150.33)

7
8




CHAPTER

Formatting Excel Ranges

Change the Font Size

Loans - Excel

DATA REVIEW VIEW POWER QUERY
o Select the range you want to o
format =¥ & e
. ﬂf‘FDrm
. F'ﬂte B I U- S==== H- $-% 9% GHeas
© Click the Home tab.
Clipboard = Font | 10 m Alignment [P} Mumber [P}
. . . . " F
o Click # in the Font Size Llist. Al - 12 fe || Loan Payment Analysis
@ When you use the mouse [} to A ¢ P F F S
point to a font size, Excel & Loan Paymentl ;ﬁ ﬂ )
temporarily changes the selected i :‘te_rzﬂ te (:‘""“a' 0’;’
. erioas rs
text to that size. + Principal $10‘000
. N 28
@ Click the size you want to apply. 5 |Balloon Payment | | $3,000
& Monthly Payment s 2150.33)
() You can also type the size you 4 72
want in the Size text box. 9
10
i
12
( Excel applies the font size to the CFICHGEE Loans - Excel
text -in the Selected range. HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell
HE o ik ==Ee E P Contins
'__LI Emy - - - A = o = Ene @}“FormatasT
Prie o BT U- - O-A-B==E= B $-% 998 G sy
Clipboard Font ] Alignment [F] Mumber ) Sty|
Al - I Loan Payment Analysis
A B C D E F G H
‘Loan Payment Analysis
2 |Interest Rate (Annual) 6.00%
3 |Periods (Years) S5
4 |Principal $10,000
5 |Balloon Payment $3,000
6 |Monthly Payment ($150.33)
7
8
9
10
11
12
13

In the Theme Fonts section of the Font list, what do
the designations Body and Headings mean?

When you create a workbook, Excel automatically applies
a document theme to the workbook, and that theme
includes predefined fonts. The theme’s default font is
referred to as Body, and it is the font used for regular
worksheet text. Each theme also defines a Headings font,
which Excel uses for cells formatted with a heading or
title style.

Can I change the default font and font
size?

Yes. Click the File tab and then click Options
to open the Excel Options dialog box. Click
the General tab, click the Use this as the
default font #, and then click the typeface
you want to use as the default. Click the
Font size # and then click the size you
prefer to use as the default. Click OK.
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Apply Font Effects

You can improve the look and impact of text in an Excel worksheet by applying font effects to a

cell or to a range.

Font effects include common formatting such as bold, which is often used to make labels stand out
from regular text; italic, which is often used to add emphasis to text; and underline, which is often
used for worksheet titles and headings. You can also apply special effects such as strikethrotgh,
superscripts (for example, x?+y?), and subscripts (for example, H,0).

Apply Font Effects

€ Select the range you want to
format.

© Click the Home tab.

To format the text as bold, click
the Bold button (B).

() Excel applies the bold effect to
the selected range.

e To format the text as italic, click
the Italic button (I').

e To format the text as underline,
click the Underline button (U).

() Excel applies the effects to the
selected range.

Click the Font dialog box
launcher ([ ).
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The Format Cells dialog box appears with the

Font tab displayEd' Mumber | Alignment Font | Border | Fill I Pratection |

To format the text as strikethrough, click e e

Stﬁkethl’ough (D Changes tO ). ﬁcambnaiHeadlnis y Regular A
T Agency FB Iet.zlfé

B Aharoni Eold Italic
T Aldhabi
I Algerian w o

Underline: Color:

|5|ng|e El |_|z| [[] normal font
Effects Preview
[ supgrscript I AaBbCc¥yzz —

D Subscript

This is a TrueType font. The same font will be used on both your printer and your screen.

ATy

@ To format the text as a superscript, click o
Superscript ([_] changes to [v]). T Aleren e -l e -
@ To format the text as a subscript, click [snoe [v] [ —v] ot ot
Subscript (] changes to [¥]).

Subsecript

© Click OK.

Excel applies the font effects.

This is a TrueType font. The same font will be used on both your printer and your screen.

 TIP
Are there any font-related keyboard shortcuts I can use?
Yes. Excel supports the following font shortcuts:
Press To
(Ctri g B Toggle the selected range as bold
(Ctrig | Toggle the selected range as italic
(Ctrig U] Toggle the selected range as underline
[Ctrig 5] Toggle the selected range as strikethrough
(Ctrijg 1] Display the Format Cells dialog box
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Change the Font Color

hen you work in an Excel worksheet, you can add visual interest by changing the font color.

Most worksheets are meant to convey specific information, but that does not mean the sheet
has to be plain. By adding a bit of color to your text, you make your worksheets more appealing.
Adding color can also make the worksheet easier to read by, for example, differentiating titles,
headings, and labels from regular text.

You can change the font color by applying a color from the workbook’s theme, from the Excel palette
of standard colors, or from a custom color that you create.

Change the Font Color

Select a Theme or Standard g H S - Budge Dot - xcl
Color 2 HOME | INSERT ~ PAGELAYOUT ~FORMULAS ~DATA  REVIEW VIEW  POWERQUERY | Tell me what you want t
:"] AN == ) F % m EConmtwna\ Formatting ~ E"
By Format as Table ~ &
o Select the range you want to Paste Bru. - &,A@g SE B $-% U8 g :
format. Clipboard 1@ Font 0 Alignment & Number 3 Styles
. Al M £ || Product Name
© Click the Home tab.
A | B B o E F G H
Click # in the Font Color Product Name Units _$ Total |
. 2 Northwind Traders Almonds 20 S 200
list (A) 3 Northwind Traders Beer 487 $ 6,818
4 Northwind Traders Boysenberry 100 $ 2,500
5 Neorthwind Traders Cajun Seasoning 40 880
& Northwind Traders Chai a0 S 720
7 Northwind Traders Chocolate 200 S 2,550
8 Northwind Traders Chocolate Biscuits 85 S 782
9 Northwind Traders Clam Chowder 290 S 2,799
10 Northwind Traders Coffee 650 S 29,900
11 Northwind Traders Crab Meat 120 S 2,208
12 Northwind Traders Curry Sauce 65 S 2,600
13 Northwind Traders Dried Apples 40 § 2,120
14 Northwind Traders Dried Pears 40 $ 1,200
15 Northwind Traders Dried Plums 75 S 263
o Click a theme color. HS- - Budget Data - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you want t
@ Alternatively, click one of the i & KX ==HE% & [ewa -] FCondtiond fomattng~ By
By - [ Format as Table &
Excel standard colors. Tty BTu- D OB SEEEE - S-% 0 DY Gy |
X Clipboard 1x Font W Auvtomatic I8 Number 5 Styles
() Excel applies the color to the M . Theme Golors
N EEEEEEN
selected range. . . . o
& Product Name I I Iil I I I I
2 |Northwind Traders Almonds
3 |Northwind Traders Beer Standard Coloey
4 |Northwind Traders Boysenberry , u LLLLL .
5 |Northwind Traders Cajun Season ™ More Colors... ) SBD
6 |Northwind Traders Chai 40 & 720
7 |Northwind Traders Chocolate 200 § 2,550
8 |Northwind Traders Chocolate Biscuits 85 5 782
9 |Northwind Traders Clam Chowder 290 $ 2,799
10 |Northwind Traders Coffee 650 S 29,900
11 |Northwind Traders Crab Meat 120 & 2,208
12 |Northwind Traders Curry Sauce 65 & 2,600
13 |Northwind Traders Dried Apples 40 $ 2,120
14 |Northwind Traders Dried Pears 40 § 1,200
15 |Northwind Traders Dried Plums 75 5 263
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Select a Custom Color BHS ¢ - Budget
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW
o Select the range you want to -]
P i kx ==Eo B o
. B -
Paste o BT w- H- OH-[A- =&== 5 0§ -
© Click the Home tab. Cipbonrd ot B Avtomaic -
- Theme Colors
Click w in the Font Color list - ol RIS
(L) o
A 1 ProductName IIIIIIIIIItaI
e Cl‘ick More Colors‘ 2 |Nerthwind Traders Almonds
3 |Northwind Traders Beer | Stantart Loloc 5,818
4 |Northwind Traders Boysenberr\r LL NN
5 |Northwind Traders Cajun Season el l} %
& Northwind Traders Chai 40§ 720
7 |Nerthwind Traders Chocolate 2000 § 2,550
8 |Northwind Traders Chocolate Biscuits a5 3§ 782
9 |Nerthwind Traders Clam Chowder 290 § 2,799
10 |Northwind Traders Coffee 650 S 29,900
11 |Northwind Traders Crab Meat 120 § 2,208
12 |Northwind Traders Curry Sauce 65 5 2,600
The Colors dialog box appears. e

© Click the color you want to Standard c.mom@

use.

Colors:

@ You can also click the Custom
tab and then either click the
color you want or enter the
values for the Red, Green, and
Blue components of the color.

© click ok.

Excel applies the color to the
selected range.

Current

)

How can I make the best use of fonts in my documents?
¢ Do not use many different typefaces in a single document. Stick to one, or at most two, typefaces to
avoid the ransom note look.

® Avoid overly decorative typefaces because they are often difficult to read.

e Use bold only for document titles, subtitles, and headings.

e Use italics only to emphasize words and phrases, or for the titles of books and magazines.
e Use larger type sizes only for document titles, subtitles, and, possibly, the headings.

e If you change the text color, be sure to leave enough contrast between the text and the background.
In general, dark text on a light background is the easiest to read.
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Align Text Within a Cell

ou can make your worksheets easier to read by aligning text and numbers within each cell. By
default, Excel aligns numbers with the right side of the cell, and it aligns text with the left side
of the cell. You can also align numbers or text with the center of each cell.

Excel also allows you to align your data vertically within each cell. By default, Excel aligns all data
with the bottom of each cell, but you can also align text with the top or middle.

Align Text Within a Cell

Align Text Horizontally
o Select the range you want to format.
© Click the Home tab.

o In the Alignment group, click the
horizontal alignment option you want
to use:

Click Align Text Left (=) to align
data with the left side of each cell.

Click Center (=) to align data with
the center of each cell.

Click Align Text Right (=) to align
data with the right side of each cell.

Excel aligns the data horizontally
within each selected cell.

@ In this example, the data in the
cells is centered.
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B H ©- &

Align Text Vertically

Average Temperatures for Indianapalis - Excel

o Select the range you want to
format.

© Click the Home tab.

© 1In the Alignment group, click the
vertical alignment option you
want to use:

Click Top Align (<) to align data
with the top of each cell.

Click Middle Align (=) to align
data with the middle of each cell.
Click Bottom Align (=) to align

data with the bottom of each
cell.

Excel aligns the data vertically
within each selected cell.

2 HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you
Y o " .
ERICERNET 3 g S GO
N Emy - (7 Format as Table ~

st === &= 5= . . 0 o
e ¢ BT U- . DA E=E=EEE $-% + w3 59 Cell Styles -
Clipboard Font ] Alignment [F] MNumber ] Styles
Al - £ Average Temperatures for Indianapolis
A B C D E F G H J

[Average Temperatures for Indianapolis

2 |Month Average Low Average High
3 |lanuary 20 35
4 |February 23 40
5 |March 33 52
6 |April 43 63
7 |May 53 74
& |June 62 82
H - ¢ Average Temperatures for Indianapalis - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you w|
alla a - = it -
s b B oo romin
. B - (57 Format as Table -
- — === i=3= 5. . 000
ey BIU-E DA EE=EEH- 5% B8 Geasye
Clipboard & Font [F] Alignment ] Mumber ] Styles
Al A F Average Temperatures for Indianapolis
A B C D E F G H | 1

Month

Average Temperatures for Indianapolis

»
Average Low Average High

© In this example, the text is
aligned with the middle of
the cell.

January
February
March
April

20
23
33
43

35
40
52
63

RN T R SRR

May
June

53
62

74
82

How do I format text so that it aligns with both
the left and right sides of the cell?

This is called justified text, and it is useful if you
have a lot of text in one or more cells. Select the
range, click the Home tab, and then click the dialog
box launcher (I'y) in the Alignment group. The
Format Cells dialog box appears with the Alignment
tab displayed. In the Horizontal list, click # and
then click Justify. Click OK to justify the cells.

How do I indent cell text?

Select the range you want to indent, click the Home
tab, and then click the Alignment group’s dialog
box launcher (I'yg). In the Alignment tab, click the
Horizontal list # and then click Left (Indent).
Use the Indent text box to type the indent, in
characters, and then click OK. You can also click the
Increase Indent (3=) or Decrease Indent (€=)
button in the Home tab’s Alignment group.
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Center Text Across Multiple Columns

You can make a worksheet more visually appealing and easier to read by centering text across
multiple columns. This feature is most useful when you have text in a cell that you use as a label
or title for a range. Centering the text across the range makes it easier to see that the label or title

applies to the entire range.

Center Text Across Multiple Columns

o Select a range that consists of
the text you want to work with
and the cells across which you
want to center the text.

© Click the Home tab.

© In the Alignment group, click
the dialog box launcher ().
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D | E F | G | H 1 J K L M N o
Jﬁ Expenses By Month ‘
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Excel opens the Format Cells dialog Format Cells 7
box W1th the Ahgnment tab d1splayEd' Number | Alignment | Font I Border I Fill I Protection
@ Click the Horizontal  and then Tt sanment
. . Honzontal * . .
click Center Across Selection. E .
General T .
© click ok. Lett ncent - 5 | Tt —
Right (Indent) t h
Fill *
Justi POEE

Center Across Selection
Distributed [Indent] k Qegrees
[ shrink to fit
|:| Merge cells
Right-to-left
Text direction:

Excel centers the text across the T e i F i o o 3 T T o
@ selected cells b‘ Expenses By Month |

1

2 Mar Apr May Jun Jul Aug Sep Oct Nowv Dec
3 Cost of Goods | 6,300 6,616 6,600 6,572 6,720 6,300 6,300 6,880 6,300 6,300
4 | Advertising 5,200 5,000 5,500 5,250 5,500 5,200 5,200 4,500 5,200 5,200
1]

6

7

8

Rent 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100
Supplies 1,400 1,300 1,250 1,400 1,300 1,400 1,400 1,250 1,350 1,400
Salaries 16,500 16,500 16,500 17,000 17,000 17,000 17,000 17,000 17,500 17,500
Shipping 14,500 15,000 14,500 14,750 15,000 14,500 14,500 15,750 15,250 14,500
9 | Utilities 600 550 600 650 650 600 600 650 600 600

Is there an easier way to center text across multiple columns?
Yes, although this technique also merges the selected cells
into a single cell. (See Chapter 1 to learn more about
merging cells.) Follow these steps:

o Repeat steps 1 and 2.

I
I
¥
Oyl

© 1In the Alignment group, click the Merge & Center

=== &= v
button (E3).
Excel merges the selected cells into a single cell and Alignment é o

centers the text within that cell.
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Rotate Text Within a Cell

You can add visual interest to your text by slanting the text upward or downward in the cell. You
can also use this technique to make a long column heading take up less horizontal space on the

worksheet.

You can choose a predefined rotation, or you can make cell text angle upward or downward by

specifying the degrees of rotation.

Rotate Text Within a Cell

o SEI.ECt the range Containing the H ©- ¢ ‘Average Temperatures for Indianapolis - Excel . 7 @ -
l HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY ‘Te”mewhat‘/w want to do. 4 ‘ Paul McF.
text you want to angle. L X G k& 5 | | BB Conditions Formating - B ert = 3 - A
y g . 0 B - :Ibf " " AAA _ ;A f‘c ‘G‘ l:w p ngennatasTahle' ’ ¥ Delete ~ [~ SZI Fﬂ?
) e B U D Bk BEE P AgeCamadocin o g o] e T
© Click the Home tab. o e n g8 meeaene e, B e
1B Vertical Text
. o . B2 ME Je || January 12 Rotate Text Up
€@ Click Orientation (). L e [ B e
. 1 Aygrage Temperatures for Imﬁ"z o CeRiianmeniN
@ If you want to use a predefined 2 &‘w Fobruary Warch april Wy iunaIilly JAugust [Septembelociober_Novemberbecembe]
. . . 3 A Low 20 23 33 a3 53 62 66 64 55 £ 34 25
Onentat]on, click one of the 4 | Average High 35 20 52 63 7 82 85 84 7 65 51 20
. . 5
menu items and skip the rest of .
s
the steps. s
9
. . 10
@ Click Format Cell Alignment. i
12
13
14
15
The Format Cells dialog box Format Cells ?
appears W1th the Ahgnment tab Mumber | Alignment | Font I Border I Fill I Protection

displayed.
o Click an orientation marker.

() You can also use the Degrees
spin box to type or click a
degree of rotation (see the tip).
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@ You can click the vertical text area el ?
FO d]Splay you.r teXt Ver;t]cal.l.y Mumber | Alignment | Font I Border I Fill I Protection
instead of horizontally in the cell. Text alignment Orientation
. Horizontal: +* .
e C|.1Ck OK. General . Indent: /’_
Vertical |0 E" 1 o .
Bottom :l C X b ‘
Justify distributed t "
Text control P
[] wrap text Qegrees
[ shrink to fit
DMerge(ells
Right-to-left
Text direction:
() Excel rotates the cell text. A e | T ——
. . N ﬁé f
GThe row height au’Fomatlcally & S f = el e e ef"
increases to contain the slanted Mesgelow @ s m @ @ @ % @ 5 a @ 5
Average H ly\ 35 40 52 63 74 82 85 84 7 65 51 40

text.

© @ wom s wm T
|

@ You can reduce the column width
to free up space and make your i
cells more presentable. B

How does the Degrees spin box work?

If you use the Degrees spin box to set the text orientation, you can set the orientation to a positive
number, such as 25, and Excel angles the text in an upward (counterclockwise) direction. If you set the text
orientation to a negative number, such as -40, Excel angles the text in a downward (clockwise) direction.

You can specify values in the range from 90 degrees (which is the same as clicking the Rotate Text Up
command in the Orientation menu) to -90 degrees (which is the same as clicking the Rotate Text Down
command).
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Add a Background Color to a Range

You can make a range stand out from the rest of the worksheet by applying a background color to
the range. Note, however, that if you want to apply a background color to a range based on the
values in that range — for example, red for negative values and green for positive — it is easier

to apply a conditional format, as described in the “Apply a Conditional Format to a Range” section,
later in this chapter.

You can change the background color by applying a color from the workbook’s theme, from the Excel
palette of standard colors, or from a custom color that you create.

Add a Background Color to a Range

Select a Theme or Standard = = SOt s s 7
HOME INSERT PAGE, FORMULAS DATA REVIEW VIEW POWER QUERY ‘ Tell me what you want to do. N 4 P
CO'.OI' Combria 15 =Ee S [ -] E& Conditional Formatting~ &= Inset = 3 - ‘%Y
. _ N . o DFormatasTable~ FDelete - [¥]~ o
o Select the range you want to < Wiy SEE=EsH 5% %8 Goasye- Bfomas £
f t Clipboard Font Alignment ) Number 15 Styles Cells Editi}
Orma * Al M 5 GDP — % Annual Growth Rates (Source: The World Bank)
. A B C D E F G H 1 J K
o Click the Home tab. GDP — %:Anmlal Growth Rates (Source: The World Bank) | | | |
2 2003 2004 2005 2006 2007 2008 2009 2010 2011
o Click * 1in the Fill Color list (&). 3 World 2.0 27 4.0 35 40 3.9 13 22 43 27
s |Albania 29 5.7 59 5.5 50 59 7.7 33 35 3.0
5 Algeria 4.7 6.9 5.2 51 2.0 3.0 2.4 2.4 33 25
5 Angola 145 33 12 183 207 226 138 24 34 3.4
7 |Antigua and Barbuda 2.5 5.1 7.0 4.2 13.3 -9.6 1.5 -10.3 -89 4.2
8 Argentina -10.9 8.8 9.0 9.2 8.5 8.7 6.8 0.9 9.2 8.9
o |Armenia 132 140 105 139 132 137 6.9 141 21 46
10 Australia 3.9 33 42 3.0 31 36 38 14 23 18
11 Austria 1.7 0.9 26 24 37 3.7 14 -3.8 23 31
12 Azerbaijan 106 112 102 264 345 250 108 93 50 1.0
13 Bahamas, The 2.7 13 09 3.4 25 14 23 49 02 16
14 Bangladesh 4.4 5.3 6.3 6.0 6.6 6.4 6.2 5.7 6.1 6.7
15 Belarus 5.0 7.0 114 9.4 10.0 86 102 02 7.7 53
16 Belgium 1.4 0.8 33 18 2.7 29 1.0 28 22 1.9
17 Belize 5.1 9.3 4.6 3.0 4.7 13 3.5 0.0 29 2.0
o Click a theme color. % S 5O G R Bed : 3
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY ‘ Tell mfwhal youwantto da: b 4 P
. . o2e: o, N . T o = P _1 F& Conditional Formatting = E=inset = 2 - A,
O Alternatively, click one of the i [ o x4 I M N ),
standard Excel colors foste o [BlT u- - EERA - BE- $-%° w93 F"Cellstylsv Eifomat- £+ pel
. Clipboard Font [Rioms s Gelor Number Styles Cells edit]
H EEEEEEN
. Al - 1 Growth Rates (Source: The World Bank)
(© Excel applies the color to the II"“ é X L
selected range. & -GDP — % Ammall ] Source Tlle World Bank)
2 Htasdird Cokrs 2006 ~ 2007 2008 2009 ~ 2010 2011
3 \World ' NN 40 39 13 22 43 2.7
(@ To remove the background color + Albania 2] o 5.5 s0 | 55 71 33 35 30
. N 5 Algeria 4, % More Colors.. 5.1 20 3.0 2.4 24 33 25
from the range, click No Fill. 6 |Angola 145 33 11.2 18.3 20.7 226 138 2.4 34 34
7 |Antigua and Barbuda 25 5.1 7.0 42 13.3 -9.6 15 -10.3 -89 -4.2
& |Argentina 109 58 9.0 9.2 85 8.7 68 08 9.2 8.9
9 Armenia 13.2 14.0 10.5 13.9 13.2 13.7 6.9 -14.1 21 4.6
10 |Australia 3.9 3.3 4.2 3.0 31 3.6 3.8 14 23 18
11 Austria 17 09 26 24 3.7 37 14 38 23 31
12 Azerbaijan 106 112 102 264 345 250 108 93 5.0 1.0
13 Bahamas, The 2.7 -1.3 09 34 25 14 -2.3 -49 0.2 16
14 Bangladesh 44 53 63 6.0 6.6 6.4 6.2 5.7 6.1 6.7
15 Belarus 5.0 7.0 114 9.4 10.0 8.6 10.2 0.2 7.7 5.3
16 Belgium 14 0.8 33 1.8 27 29 1.0 -2.8 22 19
17 Belize 5.1 93 16 3.0 47 13 3.5 00 2.9 20
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Select a Custom Color gL H S Loars el
2 HOME INSERT PAGE 3 T FORMULAS DATA REVIEW VIEW POWER QUERY Tell me what you want to do...
o Select the range you want to X3 C =E_# = :dt; i gj\:s‘m -
format. Paste E Blru- o-[BaA- =E=c=EF] $-%0 93 égr:t‘“_a - f;mv
Clipboard Font Theme Colors A Number A ’ sz.; = ::\:Et
© Click the Home tab. . o m mEmEmEs
1 ] 3 7 A .D = E
o Cth & n the Fﬂl CO'.OI' hSt 1 Initial Mortgage[llllllllll Payment Adjustments
(). 2 “Tnterest Rate (Annual] =  Fraquency lwenmy 7 A
. 3 Amortization (Years) ] worm ts Per Year 12 M
e Click More Colors. 4 P T ar Payment 0.50% Semi
5 Pa n (5100.0U] s 1otal Payments 300 Bi-
6 w
7| Mortgage Analysis
8 ‘> Regular Mortgage With Extra Payment
o | Monthly Pay ($644.30) (5744.3(;
10 Total Pay 300 223.4
| Total Paid ($193,290) ($166,251)
12 Savi - $27,039
13
The Colors dialog box appears. e o x |
@ Click the color you want to use. [ Sundora | custom ) |
() You can also click the Custom Colors: Cancel
tab and then either click the '
color you want or enter the
values for the Red, Green, and
Blue components of the color.
© click ok.
Excel applies the color to the
selected range.
Current
TIPS
Are there any pitfalls to watch out for when I Can I apply a background that fades from one color
apply background colors? to another?
Yes. The biggest pitfall is applying a background Yes. This is called a gradient effect. Select the range,
color that clashes with the range text. For click the Home tab, and then click the Font group’s
example, the default text color is black, so if you dialog box launcher ([ ). Click the Fill tab and then
apply any dark background color, the text will be click Fill Effects. In the Fill Effects dialog box, use
very difficult to read. Always use either a light the Color 1 # and the Color 2 # to choose your
background color with dark-colored text, or a dark | colors. Click an option in the Shading styles section
background color with light-colored text. () changes to (@), and then click OK.
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Apply a Number Format

You can make your worksheet easier to read by applying a number format to your data. For
example, if your worksheet includes monetary data, you can apply the Currency format to display
each value with a dollar sign and two decimal places.

Excel offers ten number formats, most of which apply to numeric data. However, you can also apply
the Date format to date data, the Time format to time data, and the Text format to text data.

Apply a Number Format

o Select the range you want to format. | = g I - F e
2 | Sales Rep 2015 Sales 2016 Sales
3| Nancy Freehafer 996336 960492
4 | Andrew Cencini 606731 577983
S| Jan Kotas 622781 967580
6 | Mariya Sergienko 765327 771399
7 | Steven Thorpe 863589 827213
g | Michael Neipper 795518 669394
9 | Robert Zare 722740 626945
10 Laura Giussani 992059 574472
11 | Anne Hellung-Larsen 659380 827932 <0
12 | Kyra Harper 509623 569609
13| David Ferry 987777 558601
14 | Paul Voyatzis 685091 692182
15 | Andrea Aster 540484 693762
16 | Charles Granek 650733 823034
17 | Karen Aliston 509863 511569
18| Karen Hammond 503699 975455
19 | Vince Durbin 630263 599514
20| Paul Sellars 779722 596353
21 | Gregg Q'Donoghue 592802 652171
22
23

© Click the Home tab. Ho o oo e B
HOME 0 PAGE LAYOUT FORMULAS DATA REVIEW VIEW PO UERY @

4 ol = = -
e Click the Number Format . jgﬁ By ==ge = FE) Conitional Formatting
) - = —_—
Paste B I U- H. &H-pA- SE=EE - | ABC General el
. ~ u-|= SE=EEE H )
e Click the number format you want 123 o speciic format
Clipboard 1 Font w Alignment n Number
umi
to use. 2 Sales Rep 20158ales | 2016 |2 0T
3 Nancy Freehafer | 996336 | 960 =
L urrency
4 | Andrew Cencini 606731 571 $996,336.00 %
5 | Jan Kotas 622781 967 . s
6 Mariya Sergienko 765327 771 Accounting
. mi=f|  5996,336.00
7| Stewven Thorpe 863589 827
8 | Michael Neipper 795518 669 % Short Date
9 | Robert Zare 722740 626 T
10 Laura Giussani 992059 574 % Long Date
11 Anne Hellung-Larsen 659380 827 Wednesday, November 16, 4631
12| Kyra Harper 509623 569 Time
13| David Ferry 987777 558 12:00:00 AM
14 | Paul Voyatzis 685091 692 O‘/V Percentage
15| Andrea Aster 540484 693 /0 sosmeononn
16 | Charles Granek 650733 823 1/ Fraction
17| Karen Aliston 509863 511 /2 9esa L
18| Karen Hammond 503699 975 2 Seientific
19 | Vince Durbin 630263 599 10 9.96E+05 -
20 | Paul Sellars 779722 596 More Number Formats...
21 Gregg O'Donoghue 592802 652 v

64



() Excel applies the number
format to the selected range.

() For monetary values, you can
also click Accounting
Number Format (§).

@ For percentages, you can also
click Percent Style (94).

() For large numbers, you can
also click Comma Style (%).
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BHS -
HOME INSERT PAGE LAYOUT

Salamiens Salaa Excel
FORMULAS  DATA  REl B D POWERQUERY | Tell me what you wan
= - ¥or W F%) Conditional Formatting =
[ Format a5 Table *

i X, y
Paste & B T U~ Hi. DA - 85-% > BN 5 Cell Syles -
Clipboard 1 Fort ) Alignment w mber r Styles
=1 M fe | 996336

A B © D 3 F G

1
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336.00 | $960,432.00
4 Andrew Cencini $606,731.00  $577,983.00
5 Jan Kotas $622,781.00  $967,580.00
6 | Mariya Sergienko 5765,327.00  $771,399.00
7| Steven Thorpe $863,589.00  $827,213.00
8 | Michael Neipper | $795,518.00  $669,394.00
9| Robert Zare | $722,740.00  $626,345.00
10| Laura Giussani $992,050.00  $574,472.00
11 Anne Hellung-Larsen $659,380.00  $827,932.00
12 Kyra Harper $500,623.00  $569,609.00 |
13| David Ferry $987,777.00  $558,601.00
14 Paul Voyatzis $685,091.00  $692,182.00
15 Andrea Aster $540,484.00  $693,762.00
16 Charles Granek $650,733.00  $823,034.00
17 Karen Aliston $509,863.00  $511,569.00
18 Karen Hammond $503,699.00  $975,455.00
19 Vince Durbin $630,263.00  $599,514.00
20 Paul Sellars 5779,722.00  $596,353.00
21 Gregg O'Donoghue 5592,802.00  $652,171.00
22
23
24

Is there a way to get more control over the number formats?

Yes. You can use the Format Cells dialog box to control properties such as the display of negative numbers,

the currency symbol used, and how dates and times appear. Follow these steps:

o Select the range you want to format.
© Click the Home tab.

e Click the Number group’s dialog box
launcher ().

The Format Cells dialog box appears with the
Number tab displayed.

@ 1n the Category list, click the type of
number format you want to apply.

e Use the controls that Excel displays to
customize the number format.

The controls you see vary, depending on the
number format you chose in step 4.

O click ok.

Excel applies the number format.

Format Cells

“Fium er‘ Alignment I Font | Border I Fill | Protection
Category:

General Sample

Number 5996,336.00

Accounting " . -
Date Decimal places: |2 ‘Z‘
Time Symbalk |$

Percentage

Fraction MNegative numbers:

Scientific _£1,.234.10

Text $1,234.10

Special 151,234,10

Custom (51,234.10)

decimal points in a column.

Currency formats are used for general monetary values. Use Accounting formats to align
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Change the Number of Decimal Places Displayed

You can make your numeric values easier to read and interpret by adjusting the number of decimal
places that Excel displays. For example, you might want to ensure that all dollar-and-cent values
show two decimal places, while dollar-only values show no decimal places. Similarly, you can adjust
the display of percentage values to suit your audience by showing more decimals (greater accuracy
but more difficult to read) or fewer decimals (less accuracy but easier to read).

You can either decrease or increase the number of decimal places that Excel displays.

- o = B
Decrease the Number of UE S sols e ks e ]
HOME PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  POWERQUERY | Tell me what you wan|
Decimal PL T E—
ecima aces i EX’ | caibr e cw s E=ge & [cumeno -] C“"d“‘“"ﬂ‘ Formatting ~
L ey - 1% Format as Table =
Sl. h Paste o, B T U~ e HoAr SE=EE B $-% 0 @0 ;mm”sae
elect the range you want to T cesyies-
f Clipboard 1 Font & Alignment 5 Number Styles
Ol’mat. c3 - o || 996336
. A B C D E F G
© Click the Home tab. :
2 Sales Rep 2015 Sales 2016 Sales
. . 3 Nancy Freehafer $996,336.00 | $960,492.00
Click the Decrease Decimal ; e Came So0673100 557798300
b tt 00 5 Jan Kotas $622,781.00  $967,580.00
utton (—)0)‘ 6 Mariya Sergienko $765,327.00 771,399.00
7 Steven Thorpe $863,589.00  $827,213.00
8 Michael Neipper $795518.00  $669,394.00
9 | Robert Zare $722,740.00  $626,945.00
10| Laura Giussani $992,059.00 | $574,472.00
11 Anne Hellung-Larsen $659,380.00  $827,932.00
| 00225, 00 RS 827,302 00N
12| Kyra Harper $509,623.00  $569,609.00
13 David Ferry $987,777.00  $558,601.00
14 Paul Voyatzis $685,091.00  $692,182.00
15 Andrea Aster $540,484.00  $693,762.00
16 Charles Granek $650,733.00  $823,034.00
17 Karen Aliston $509,863.00  $511,569.00
18 Karen Hammond $503,699.00  $975,455.00
19 Vince Durbin $630,263.00  $599,514.00
20| Paul Sellars $779,722.00 $596,353.00
2| Gregg O'Donoghue $592,802.00 | $652,171.00
22
() Excel decreases the number of A B c o £ F s
1
deC]mal places by one. 2 Sales Rep 2015 Sales. 2016 Sales
3 | Nancy Freehafer $996,336.0 | $960,492.0
. 4 Andrew Cencini $606,731.0  $577,983.0
Repeat step 3 until you get s on Kotas S622,7810  $367,5800
. 6 Mariya Sergi $765,327.0 $771,399.0
the number of decimal places 7 Steven Thorpe | seeasesn  s27.2130
s Michael Neipper 7955180  $669,394.0
op
you want. 9 Robert Zare 72,7400  $626,945.0
10| Laura Giussani $992,059.0  $574,472.0
11 Anne Hellung-Larsen $659,380.0  $827,932.0 A
12| Kyra Harper $509,623.0 $569,609.0
13| David Ferry $987,777.0 $558,601.0
14 Paul Voyatzis $685,091.0  $692,182.0
15 Andrea Aster $540,484.0  $693,762.0
16 Charles Granek $650,733.0 $823,034.0
17 Karen Aliston $509,863.0  $511,569.0
18 Karen Hammond $503,699.0  $975455.0
19 Vince Durbin $630,263.0 | $599,514.0
20 Paul Sellars $779,722.0 $596,353.0
21 Gregg O'Donoghue $592,802.0  $652,171.0
22
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Increase the Number of
Decimal Places

o Select the range you want to
format.

© Click the Home tab.

Click the Increase Decimal
button (%8).

(© Excel increases the number of
decimal places by one.

e Repeat step 3 until you get the
number of decimal places you
want.
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BERH S @ = GDP Growth Rates - Excel ?
HOME QPAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY | Tell me what you want to do... 4
% ,Cahbn—l'\z—‘ £ = =3 ’W‘ FfZ Conditional Formatting = ;E“’Inser\ - X 5
I~ By ~ - . [ Format as Table - EXDelete - [¥]- .
e BIU-E- DA B $-% > %0 7 Cell Styles - Eiformat- £~
Cliphoard Font 3 Alignment [ Number 3 Styles Cells |
B3 - fe 1.98844450783358
A B | C D E F G H 1 ] K
1 GDP — % Annual Growth Rates (Source: The World Bank)
2 " 2002 " 2003 " 2008 " 2005 " 2006 = 2007 " 2008 " 2009 " 2010 " 2011
3 |world 2 3 4 3 a a 1 B3 4 3
4 |Albania 3 3 & 5 5 3 8 3 3 3
s |Algeria s 7 s 5 2 3 2 2 3 2
6 |Angola 14 3 11 18 21 23 14 2 3 3
7 |Antigua and Barbuda 3 5 7 4 13 -10 1 -10 -9 -4
& |Argentina 11 9 9 9 8 9 7 1 9 9
9 |Armenia 13 14 10 14 13 14 7 -14 2 5
10 [Australia 4 3 4 3 3 4 4 1 2 2
11 |Austria 2 1 3 2 4 4 1 -4 2 3
12 |Azerbaijan 1 1 10 2% 35 25 1 9 5 1
13 Bahamas, The 3 -1 1 3 3 1 -2 -5 0 2
14 [Bangladesk 4 5 3 6 7 3 6 3 6 7
15| Belarus 5 7 11 9 10 9 10 0 8 5
16 [Belgium 1 1 3 2 3 3 1 3 2 2
17 |Belize S 9 - 3 5 1 = 0 3 2
| A B C D E F G H 1 p) K
1| GDP — % Annual Growth Rates (Source: The World Bank)
2 " 2002 " 2003 " 2004 " 2005 " 2006 ~ 2007 " 2008 " 2009 " 2010 " 2011
3 | World 2.0 2.7 4.0 3.5 4.0 39 13 -2.2 4.3 2.7
4 |Albania 29 5.7 5.9 55 5.0 59 7.7 33 35 3.0
s [Algeria 47 69 5.2 5.1 20 30 24 24 33 25
6 |Angola 14.5 33 1.2 183 207 226 138 24 3.4 34
7 |Antigus and Barbuda| 2.5 5.1 7.0 12 133 9.6 15 -103 -89 a2
& |Argentina 109 88 9.0 9.2 85 8.7 6.8 09 9.2 89
2 |Armenia 13.2 14.0 105 13.9 13.2 13.7 639 141 21 46
10 |Australia 39 33 4.2 3.0 3.1 36 38 14 23 18
11 |Austria 17 09 26 24 3.7 37 14 3.8 23 31
12 |Azerbaijan 106 11.2 10.2 264 34.5 25.0 10.8 9.3 5.0 10
13 |Bahamas, The 27 -1.3 0.9 34 25 14 -2.3 -4.9 0.2 16
14 |Bangladesh 4.4 5.3 6.3 6.0 6.6 6.4 6.2 5.7 6.1 6.7
15 |Belarus 5.0 7.0 114 9.4 10.0 8.6 10.2 0.2 7.7 53
16 |Belgium 14 08 3.3 18 27 29 1.0 2.8 22 19
17 |Belize 51 9.3 4.6 3.0 4.7 13 3.5 0.0 2.9 2.0
18 |Benin 45 3.9 31 29 41 46 5.1 38 3.0 31

decimal places.

My range currently has values that display different numbers of decimal places. What happens when I
change the number of decimal places?
In this situation, Excel uses the value that has the most displayed decimal places as the basis for format-
ting all the values. For example, if the selected range has values that display no, one, two, or four decimal
places, Excel uses the value with four decimals as the basis. If you click Decrease Decimal, Excel displays
every value with three decimal places; if you click Increase Decimal, Excel displays every value with five
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Apply an AutoFormat to a Range

ou can save time when formatting your Excel worksheets by using the AutoFormat feature. This
feature offers a number of predefined formatting options that you can apply to a range all at
once. The formatting options include the number format, font, cell alignment, borders, patterns, row

height, and column width.

The AutoFormats are designed for data in a tabular format, particularly where you have headings in
the top row and left column, numeric data in the rest of the cells, and a bottom row that shows the

totals for each column.

Apply an AutoFormat to a Range

€ Select the range you want to
format.

OH5 o O-
HOME  INSERT

&‘ & Calibri -
b T (T

M| A A
Pste L B opou- Eie - A-

A

Clipboard & Font &

AL - I

A B C

PAGE LAYOUT ~ FORMULAS  DATA

2015 Sales - Excel

REVIEW  VIEW  POWER QUERY

General

Number

? @

Tell me what you want to do. e

m Conditional Formatting ~

[Z7 Format as Table -

T E-% WA [ Cell Styles -

n

styles

E=lnsert -

B Delete -

&4 Format -
Cells

> -
v

-

!
Sales lan Feb Mar

Division | 23500 23000 24000
Division Il 28750 27500 29500

25100 25000
31000 30500

ot |Nov

Dec

TOTAL

26000 24000

24000

32000 29500

29500

Division 1l m\ 24300 25250

26600 27000

27000

28000 25250

25250 310300

76650

75200 78750 nml 82500 82150 84000

25250
| 78750

Sep
| 24000|
25500
25250
78750

86000 78750

78750

Paul

oy
Sort &
Filter =
Editing)

© Click AutoFormat (7).

Note: See the second tip to learn how : 5 o .
to add a button to the Quick Access Cipbears -

Toolbar. In this case, you must add the

FORMULAS ~ DATA

2015 Sales - Excel

REVIEW  VIEW  POWER QUERY

General
- $5-% 0 W

Humber

? @

Tell me what you want to do...

1 & Conditional Formatting =

[Z7 Format as Table =

4 [ Cell Styles =

Styles

Eolnsert - X -
% Delete ~ -
[E Format~ &

Cells

" Filter -

Paul
Al
Sart &

Editing

AutoFormat button.
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The AutoFormat dialog box
appears.

o Click the AutoFormat you
want to use.

O click OK.
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Total 3 215 185 215 60| |15t 5 315 185 215 60

Accounting 3 Accounting 4

Jan Feb Mar Total

South 8 7 9 24
Total 21 18 21 60

Colorful 2
Jan _Feb Mar_Total
East 7 7 5 19
West B 4 7 17
8 7

Colorful 3

AutoFormat
~
o Feb PR Jan Feb Mar Total
East $ 75 75 55 19| |Eest § 73 75 5% 19
West [ 4 7 17| | West (3 4 7 17
South 8 7 g 24| | south 8 7 9 24

East 7 7 =l 19
West gl 170

Options...

() Excel applies the AutoFormat to A
the selected range. ——
Division Il

Note: If you do not like or no longer

Division 1l

B C D E F G H 1 1 K L M ™

23500 23000 24000 25100 25000 25400 26000 24000 24000 26000 24000 24000 294000
28750 27500 29500 31000 30500 30000 31000 29500 29500 32000 29500 29500 358650
24400 24300 25250 26600 27000 26750 27000 25250 25250 28000 25250 25250 310300

need the AutoFormat you applied to

SALES TOTAL 76650 75200 78750 82700 82500 82150 84000 78750 78750 86000 78750 78750 962950

wmm#im

the cells, you can revert them to a

]

1 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL

plain, unformatted state. Select the
range and then click 7] to display
the AutoFormat dialog box. At the
bottom of the format list, click
None, and then click OK. Excel
removes the AutoFormat from the
selected range.

Is there a way to apply an AutoFormat without
using some of its formatting?

Yes. Follow steps 1 to 3 to choose the AutoFormat
you want to apply. Click Options to expand the
dialog box and display the Formats to apply
group. Deselect the option for each format you do
not want to apply (] changes to [ ]), and then
click OK.

How do I add a button to the Quick Access
Toolbar?

Click the Customize Quick Access Toolbar button
(% ). If you see the command you want, click it;
otherwise, click More Commands. Click the Choose
commands from ¥, click the category you want to
use, click the command you want to add, click Add,
and then click OK.
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Apply a Conditional Format to a Range

You can make a worksheet easier to analyze by applying a conditional format to a range. A
conditional format is formatting that Excel applies only to cells that meet the condition you
specify. For example, you can tell Excel to apply the formatting only if a cell’s value is greater than
some specified amount.

When you set up your conditional format, you can specify the font, border, and background pattern,
which helps to ensure that the cells that meet your criteria stand out from the other cells in the
range.

Apply a Conditional Format to a Range

BEHS & = GDP Growth Rates - Bxcel 7 @ -
o SeLECt the range you Want to & HOME AGE LAYOUT FORMULAS DATA REVIEW Wi OWER QUERY Tell me what you want to do. 4 Paul McF...
W0rk With. = ?" [caiibr HEERITY - Number E“C“m'w““ Fiet - T Ay i
) Pte & B u- e f-A- 3 &mwmm> L, sreater Than. o
o Cl.le the Home tab. Clipboard & Font umb Iiﬂ Top/Bottom Rules  » El—' Less Than...
. B3 - i i3 1.98844450783358
@ Click Conditional Formatting. . E————— T ﬁﬁm—- |
e Hiaht ; DL g o s o |
@ Click Highlight Cells Rules. - S i PO U o
4 |Albania 29 57 5.9 55 5.0 59 | ti=d 7 B i
: Algeria 4.7 6.9 5.2 Gl 20 3.0 ew Rule... 5| .
© Click the operator you want to e @i BB W W s e
use for your condition. 8 A:g:::lan:n B ron e 90 52 s e L ene FEH] pupticate vatves.
9 |Armenia 13.2 14.0 10.5 139 13.2 13.7 6.9 -14.1 More Rules...
10 |Australia 39 33 42 3.0 31 36 38 14 m;l—”—i
11 |Austria 1.7 0.9 26 24 37 3.7 14 -3.8 23 3.1
An rator di X ar 2
operator alog box appears, e IEN
such as the Greater Than dialog
box shown here. Format cells that are GREATER THAN:
e Type the value you want to use 's 0 with | Light Red;::-wﬂh Dark Red Text |
for your condition. Yellow Fill with Dark Vellow Text
Green Fill with Dark Green Text

() You can also click the Collapse Light Red Fil
. e (<
Dialog button (£) and then m
click a worksheet cell. 2.7 -1.3 0.9 RSN Custom F°""at'"£
Depending on the operator, you

may need to specify two values.

@ Click the with # and then click
the formatting you want to use.

() To create your own format, click
Custom Format.
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© click oK.

R < |

Greater Than

Format cells that are GREATER THAN:

5 with | Light Red Fill with Dark Red Text [ |

Cancel Iﬁ

(@ Excel applies the formatting to A £ c B B F e H i E K

cells that meet vour condition 1] ) lGDP — % Annual Growth Rates (Source: The World Bank)

y M 2 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011
3 Woerld 2.0 2.7 4.0 3.5 4.0 3.9 1.3 -2.2 43 2.7

4 | Albania 29 557 59 515 50 58 I3 33 35 3.0

5 |Algeria 4.7 6.9 52 Bl 2.0 3.0 2.4 2.4 3.3 2.5

6 Angola 14.5 3.3 11.2 183 20.7 22,6 13.8 2.4 3.4 3.4

7 |Antigua and Barbuda 25 51 7.0 4.2 B 9.6 1.5 -10.3 -8.9 -4.2

8 Argentina -10.9 8.8 9.0 9.2 8.5 8.7 6.8 0.9 G2 8.9

9 Armenia & 13.2 14.0 10.5 139 e 237 6.9 -14.1 2.1 4.6

10 Australia 3.9 33 42 3.0 3.1 3.6 3.8 1.4 23 1.8

11 Austria 1.7 0.8 2.6 2.4 3.7 3.7 1.4 -3.8 2.3 3.1

12 Azerbaijan 10.6 11.2 10.2 26.4 345 25.0 10.8 9.3 5.0 1.0

13 Bahamas, The 2.7 -1.3 0.9 3.4 2.5 14 -2.3 -4.9 0.2 1.6

14 Bangladesh 4.4 53 6.3 6.0 6.6 6.4 6.2 5.7 6.1 6.7

15 Belarus 5.0 7.0 11.4 9.4 10.0 8.6 10.2 0.2 el Sl

16 Belgium 14 0.8 3.3 18 2.7 2.9 1.0 -2.8 2.2 1.9

17 Belize Sl 9.3 4.6 3.0 4.7 13 3.5 0.0 2.9 2.0

18 Benin 4.5 3.9 3.1 2.9 4.1 4.6 il 3.8 3.0 3.1

19 Bhutan 8.9 8.6 8.0 8.8 6.8 179 4.7 6.7 7.4 8.4

20 Bolivia 2.5 2.7 4.2 4.4 4.8 4.6 6.1 3.4 41 il

21 Bosnia and Herzegovir 5.3 4.0 (il 5.0 6.2 6.8 54 -2.9 0.8 1.7

22 |Botswana 9.0 6.3 6.0 1.6 5.1 4.8 2.9 -4.8 7.0 5.1

23 Brazil 2.7 11 ST 3.2 4.0 6.1 5.2 0.3 75 2.7

Can I set up more than one condition for a
single range?

Yes. Excel enables you to specify multiple
conditional formats. For example, you could set
up one condition for cells that are greater than
some value, and a separate condition for cells
that are less than some other value. You can
apply unique formats to each condition. Follow
steps 1 to 8 to configure the new condition.

How do I remove a conditional format from a range?
If you no longer require a conditional format, you can
delete it. Follow steps 1 to 3 to select the range and
display the Conditional Formatting menu, and then click
Manage Rules. Excel displays the Conditional Formatting
Rules Manager dialog box. Click the Show formatting
rules for # and then click This Worksheet. Click the
conditional format you want to remove and then click
Delete Rule. Click OK to return to the worksheet.
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Apply a Style to a Range

You can reduce the time it takes to format your worksheets by applying the predefined Excel styles
to your ranges. Excel comes with more than 20 predefined styles for different worksheet elements
such as headings, numbers, calculations, and special range types such as explanatory text, worksheet
notes, and warnings. Excel also offers two dozen styles associated with the current document theme.

Each style includes the number format, cell alignment, font typeface and size, border, and fill color.

Apply a Style to a Range

A B | c D E | F G H | K L | ™ N

o SeLECt the range you Want to 1 |sales Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
format 2 |Division | 23500 23000 24000 25100 25000 25400 26000 24000 24000 26000 24000 24000 254000
. 3 |Division Il 28750 27900 29500 31000 30500 30000 31000 29500 29500 32000 29500 23500 358650
4 | Division Il 24400 24300 25350 26600 27000 26750 27000 25250 25250 28000 25250 35250 310300

o Click the Home tab. ; H S o 2075 S el 7

HOME PAGELAYOUT ~ FORMULAS ~DATA  REVIEW  VIEW  POWERQUERY | Tell me what you want to do. ?]
. ey O, R ] Pwowra— FE Conditional Formatting = E=Insert ~ 2 - Ad
o Cth Cell StyleS. O Em - ot A . =% L [# Format as Table - ExDelete - [§- Z
Paste ¢ B I U- - O-A- ==& BH- $-%° 998 (57 Cell Styles = B Format- & - ?ﬁ:
Clipboard & Font 5 Alignment 5 Number 5 Styles Cells o
AS - fe | SALESTOTAL
A B c D E (O e R ) K L M N
1 |Sales Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
2 |Division | 23500 23000 24000 25100 25000 25400 26000 24000 24000 26000 24000 24000 294000
3 |Division It 28750 27900 29500 31000 30500 30000 31000 29500 29500 32000 29500 29500 358650
4 |Division i 24400 24300 25250 26600 27000 26750 27000 25250 25250 _ 28000 25250 25250 310300
5 |SALESTOTAL | 76650 75200 78750 82700 82500 82150 84000/ 78750 78750 86000 78750 78750 962950
6
7
8
9
10
1
12
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Excel displays the Cell Styles
gallery.
o Click the style you want to
apply.
Note: If the style is not exactly
the way you want, you can
right-click the style, click Modify,

and then click Format to
customize the style.

() Excel applies the style to the
range.
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Formatting Excel Ranges

‘Custom

Normal 2

Good, Bad and Neutral
Normal Bad
Data and Model

Output Warning Text

Titles and Headings

Heading 1 Heading 2

Themed Cell Styles
20%- Accentl  20% - Accent2

=5 B 5% ®98 [Hedisgier

Good

Check Cell Explanatory ... |Input Linked Cell

Heading 3

20% - Accent3

40% - Accentl  40% - Accent2  40% - Accent3

= Sort & Find &
[EiFormat- & - Fier - Select -

Neutral

Note

20%- Accent4  20% - Accent5  20% - Accentf

Heading 4 Title

40% - Accentd  40% - Accent5  40% - Accentt

60% - Accentd

[rcerts e P Prceers P ceents — Jaenis

Number Format
Comma Comma [0] Currency Currency [0] Percent
fE] New Cell Style..

E Merge Styles...

2 Division | 23500 23000 24000 25100 25000 25400 26000 24000 24000 26000 24000 24000 254000
3 Division Il 28750 27900 29500 31000 30500 30000 31000 29500 29500 32000 29500 29500 358650
4 Division Il 24400 24300 25250 26600 27000 26750 27000 25250 25250 28000 25250 25250 310300
& SALES TOTAL 76650 75200 78750 82700 82500 82150 84000 78750 78750 86000 78750 78750 962950

A B c 0 E F G H | ] K L M N
1 [sales lan Feb Mar Apr May Jun Jul Aug sep Oct Nov Dec TOTAL

6
7
8
9

10
1

12

data?

Are there styles I can use to format tabular

Can I create my own style?
Yes. This is useful if you find yourself applying the

Yes. Excel comes with a gallery of table styles
that offer formatting options that highlight the
first row, apply different formats to alternating
rows, and so on. Select the range that includes
your data, click the Home tab, and then click
Format as Table. In the gallery that appears,
click the table format you want to apply.

same set of formatting options over and over. By sav-
ing those options as a custom style, you can apply

it by following steps 1 to 4. Apply your formatting

to a cell or range, and then select that cell or range.
Click Home, click Cell Styles, and then click New Cell
Style. In the Style dialog box, type a name for your
style, and then click OK.
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Change the Column Width

You can make your worksheets neater and more readable by adjusting the column widths to suit
the data contained in each column.

For example, if you have a large number or a long line of text in a cell, Excel may display only part
of the cell value. To avoid this, you can increase the width of the column. Similarly, if a column only
contains a few characters in each cell, you can decrease the width to fit more columns on the screen.

Change the Column Width

o Click in any cell in the column S R e ’ F F ¢ 8 ! ’
: 2 Sales Rep 2015 Sales 2016 Sales
you want to resize. 3| Nancy Freehal  $996,336 $960,492
4 Andrew Cenci  $606,731 $577,983
5 Jan Kotas $622,781 $967,580
5 Mariya Sergie  $765,327 $771,399
7 Steven Thorpe  5863,589 $827,213
8 Michael Neip|  $795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussar  $992,059 $574,472
11 Anne Hellung  $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis  $685,091 $692,182
15 Andrea Aster  $540,484 $693,762
16 Charles Gran¢e  $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammc  $503,699 $975,455
19 Vince Durbin  $630,263 $599,514
20 Paul Sellars $779,722 $596,353
21 Gregg O'Don¢  $592,802 $652,171 )
22
23
o Click the Home tab. 5o S e e o —
HOME PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY | Tell me what you want to do... v | Paul

>,
S
o

. =% Al . . 2 Conditional Formatting » &= Insett ~ 2.+ A,
o Cth Format. ] Bm - Seneral [iZ7 Format as Tabl, ¥ Delete - 3]~ zY i
) M =3 $7% 0 %8 syl &@ Format= £ - é:{i,ﬁf 5,2
e ch'ck Column Width. Clipboard Font [ Alignment 3 3

i

Number Styles Cell Size

N

B3 ME F | Nancy Freehafer IL RowHeight...
AutoFit Row Height

A A T = T = L £ F & &Q Column Width... &

2 Sales Rep 2015 Sales 2016 Sales AutoFit Column Width
3] Nancy Freeha_l $996,336 5960,492 Default Width...

4 Andrew Cenci  $606,731 $577,983 Visibility

5 Jan Kotas $622,781 $967,580 Hide & Unhide 3
5 Mariya Sergie  $765,327 $771,399 Organize Sheets

7 Steven Thorpe  $863,589 $827,213 Rename Shect

s Michael Neip| ~ $795,518 $669,394 Move or Copy Sheet

9 Robert Zare $722,740 626,545 N

10 Laura Giussar  $992,059 $574,472 Lab Color '
11 Anne Hellung  $659,380 $827,932 SOEES

12 Kyra Harper $509,623 $569,609 Ef Brotect Shest...

13 David Ferry $987,777 $558,601 D Lock Cell

12 Paul Voyatzis  $685,091 $692,182 [ Format Cells..

74



CHAPTER

Formatting Excel Ranges

The Column Width dialog box appears.

o In the Column width text box, type
the width you want to use.

Column Width ?

Q Click OK.

Column width: 20 ©

OI» OK ¥ Cancel

asann

() Excel adjusts the column width.

() You can also move g over the right edge
of the column heading (g changes to «)
and then click and drag the edge to set
the width.

IPS

?

A I B o+ @ D

1

2 Sales Rep 2015 Sales 2016 Sales
3:| Nancy Freehafer l §996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko §765,327 $771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper §795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen 5659,380 $827,932
12 Kyra Harper 5509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis 5685,091 $692,182
15 Andrea Aster §540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston §509,863 $511,569
18 Karen Hammond $503,699 $975,455
19 Vince Durbin $630,263 $599,514
20 Paul Sellars §779,722 $596,353
21 Gregg O'Donoghue $592,802 $652,171
22

Is there an easier way to adjust the column
width to fit the contents of a column?

automatically adjusts the column width to fit
column, click Home, click Format, and then

g over the right edge of the column heading
(57 changes to ¢p) and then double-click.

Is there a way to change all the column widths at
once?

Yes. You can use the Excel AutoFit feature, which | Yes. Click 4 to select the entire worksheet, and then

follow the steps in this section to set the width you

the widest item in a column. Click any cell in the | prefer. If you have already adjusted some column

widths and you want to change all the other widths,

click AutoFit Column Width. Alternatively, move | click Home, click Format, and then click Default

Width to open the Standard Width dialog box. Type
the new standard column width, and then click OK.

75



Change the Row Height

You can make your worksheet more visually appealing by increasing the row heights to create more
space. This is particularly useful in worksheets that are crowded with text. Changing the row
height is also useful if the current height is too small and your cell text is cut off at the bottom.

If you want to change the row height to display multiline text within a cell, you must also turn on
text wrapping within the cell. See the following section, “Wrap Text Within a Cell.”

Change the Row Height

: A Il B i D E F G H 1 J K If 4
o SeLECt arange that mCI'UdeS at GDP — % Annual Growth Rates (Source: The World Bank)

1
least one cell in every row you 2 Zooz [ pee I ool isons | 8 awoS i ionn | ow's Haeom a0 o
3 |World 20 27 4.0 Si5) 4.0 1] 13 =2 43 27
Want to resize. 4 |Albania 23 e 59 =5 5.0 5.9 77 a3 3.5 3.0
5 |Algeria 4.7 6.9 5.2 51 2.0 3.0 2.4 2.4 33 25
6 [Angola 145 3.3 11.2 18.3 20.7 226 13.8 24 3.4 34
7 |Antigua and Barbuda 2.5 5.0 70 4.2 13.5 9.6 15 103 -8.9 42
& |Argentina 10.9 8.8 9.0 9.2 8.5 8.7 6.8 0.9 9.2 89
9 |Armenia 132 14.0 105 13.9 13.2 13.7 6.8 14.1 21 46
39 3.3 4.2 3.0 31 36 38 14 23 1.8
1.7 0.9 2.6 2.4 3.7 3.7 14 3.8 23 31
10.6 11.2 102 26.4 345 25.0 10.8 9.3 5.0 1.0
2.7 1.3 0.9 34 2.5 14 -2.3 -4.9 0.2 1.6
4.4 5.3 6.3 6.0 6.6 6.4 6.2 57 6.1 6.7
5.0 7.0 114 9.4 10.0 8.6 10.2 0.2 1.7 5.3
14 0.8 3.3 18 2.7 2.9 10 2.8 2.2 19
5.1 9.3 4.6 3.0 4.7 1.3 35 0.0 29 20
45 3.9 3.1 29 4.1 46 51 38 3.0 31
8.9 8.6 8.0 8.8 6.8 17.9 4.7 6.7 7.4 84
2.5 2.7 4.2 4.4 4.8 4.6 6.1 34 4.1 5.1
5.3 4.0 6.1 5.0 6.2 6.8 54 2.9 0.8 17
5 GDP Growth Rates - Excel ?7 =
o Cth the Home tab PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW  POWERQUERY | Tell me what you want to do. ¢| Paul

FE Conditional Formatting = B=Insert =~ 2+ A,
. B¢ |Genesal | = 9 Ad
e Chck Format. - 53 Format as Tab, Er Delete - [T - Szn&

- - = ¥ T 3% W G casyle- Format® £ Fiter- o

. . n Alignment [ HNumber o Styles Cell Si
@ Click Row Height. i
" - ., B L RowHeight...
At Row Hatght
A 8 (& D 3 F [ H I

3 Column Width,

GDP — % Annual Growth Rates (Source: The World B:

1 AutoFit Column Width
2 2002 | 2003 | 2004 | 2005 2006 | 2007 2008 2009 Dot i
3 |World 20 27 40 35 40 3.9 13 2.2 e
4 |Albania 29 5.7 59 5.5 5.0 5.9 7.7 33 e
5 |algeria a7 69 52 5.1 20 3.0 24 24 Flide & Unhide '
6 |Angola 14.5 233 11.2 18.3 20.7 226 13.8 2.4 Organize Sheets
7 |Antigua and Barbuda 2.5 51 70 a2 133 9.6 15 103 | | RenameShest
& |Argentina -10.8 88 9.0 9.2 85 8.7 68 0.8 Move or Copy Sheet..
5 |Armenia 13.2 14.0 105 139 132 13.7 69 -14.1 Tab Color y
10 |Australia 39 33 42 3.0 3.1 3.6 38 14 E
11 |Austria 17 03 26 24 37 3.7 14 -38 -
1 [ Protect Sheet...
12 | Azerbaijan 10.6 112 102 26.4 345 25.0 10.8 9.3
13 |Bahamas, The 27 13 09 34 25 14 23 49 Locked
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The Row Height dialog box appears. o
© In the Row height text box, type the Row Helght s
height you want to use.
@ click ok.
Row height: 18 ©
!li..ll..tl.ll..tllli..ll.ltl.ll.i
OK Cancel
o Excel adJUStS the row he1ghts. 1 ) LGDEP—,%CAn'nu;l Gly‘O‘:‘th l}atFes {'Smﬂlrce:: T;e \{Vm['ld l}anjk] | )
(@ You can also move g over the F wert 20 |27 [ 4o | as | 4p | ss | as | oz | as | 27
bottom edge of a row heading o s eo [ sa s 20 [ a0 [ a4 [ 24 [ 50 [ as
(&R changes to }-) and then 7 amtpes Bt 25 | 54 | 7 | 42 [ ;s | a5 | a5 [ aes | a0 | s
click and drag the bottom edge & Argentina 103 88 9.0 9.2 85 87 68 09 92 89
to set the height [ A S o5 a5 |4 |50 [as [ a6 | ss [ 2s |25 | s
: 11 :Austri: 1:7 D:B 2:6 2:4 3:7 3:7 1:4 —3‘.8 2:3 3:1
2|kt 27 | 4a | ms | 3a | 28 | 2a | 3a | as | as | ss
14 Bangladesh 4.4 53 6.3 6.0 6.6 6.4 6.2 5.7 6.1 6.7
15 Belarus 5.0 7.0 114 9.4 10.0 8.6 10.2 0.2 7.7 5.3
16 Belgium 14 08 33 18 27 29 1.0 -2.8 22 19
17 Belize 51 9.3 46 3.0 4.7 13 35 0.0 29 20
1o shutan 25 | as | no | as | s | amo | ar | er | 74 | me
IPS
Is there an easier way to adjust the Is there a way to change all the row heights at once?
row height to fit the contents of Yes. Click 4 to select the entire worksheet. You can then either
a row? follow the steps in this section to set the height manually, or
Yes. You can use the Excel AutoFit move g g over the
feature, which automatically adjusts bottom edge of = - - C
the row height to fit the tallest item in any row heading Height: 39.00 (52 pixels) ;
a row. Click in any cell in the row, click (¢ changes to
Home, click Format, and then click -+) and then click
AutoFit Row Height. Alternatively, and drag the edge | 7
move & over the bottom edge of the to set the height
row heading (gp changes to <) and of all the rows. 2
then double-click.
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Wrap Text Within a Cell

ou can make a long text entry in a cell more readable by formatting the cell to wrap the text.
Wrapping cell text means that the text is displayed on multiple lines within the cell instead of
just a single line.

If you type more text in a cell than can fit horizontally, Excel either displays the text over the next
cell if it is empty or displays only part of the text if the next cell contains data. To prevent Excel
from showing only truncated cell data, you can format the cell to wrap text within the cell.

Wrap Text Within a Cell

A B c D E F G H 1 J K
o Select the cell that you want to ‘»lm original source for| GDP — % Anpual G[‘owl;h Bates LSource: The World Bank)
2

format. 2002 " 2003 | 2004 " 2005 " 2006 " 2007 " 2008 | 2003 " 2010 " 2011
3 World 2.0 27 40 35 4.0 39 13 22 4.3 27
4 Albania 2.9 5.7 5.9 5.5 50 59 7.7 33 3.5 30
5 Algeria 4.7 6.9 5.2 5.1 2.0 3.0 24 2.4 3.3 2.5
6 Angola 145 33 11.2 183 20.7 226 138 2.4 3.4 34
7 Antiguaand Barbuda 2.5 51 7.0 4.2 13.3 -9.6 15 103 -89 42
8 Argentina -10.9 8.8 9.0 9.2 85 a7 6.8 09 9.2 89
9 Armenia 13.2 14.0 105 139 13.2 13.7 69 144 21 46
10 Australia 39 33 42 3.0 31 36 38 14 23 18
11 Austria 17 09 26 24 37 3.7 14 3.8 23 31
12 Azerbaijan 10.6 12 102 26.4 345 25.0 108 93 5.0 10
13 |Bahamas, The 2.7 13 08 3.4 25 14 23 49 0.2 16
14 Bangladesh 44 53 63 6.0 6.6 6.4 6.2 5.7 61 67
15 Belarus 5.0 7.0 114 9.4 10.0 86 102 02 77 53
16 Belgium 14 08 33 18 27 29 1.0 28 2.2 19
17 Belize 5.1 9.3 4.6 3.0 47 13 35 0.0 2.9 20
. g S o - GDP Growth Rates - Excel *E
e CIJCk the Home tab. E HOMEQPAGE LavouTt FORMULAS ~ DATA REVIEW VIEW POWER QUERY [Te\lme\‘.hals’uuwam to do... ) 4 ‘ Pa
A‘} % Nerdara e 4 s == = |:Gmm‘ -1 B Conditional Formatting - E"\nnd D ‘%Y
o Ew - e [iZ7 Format as Table = £ Delete - [F]~ o
e @ BIU-[E-D-A- = E- $-% Wa 57 Cell Styles - & format- £+ g
Clipboard & Font i) Alignment ) Number ) Styles Cells Editin|
Al A £ | The original source for this data is the World Bank
A B c D E F G H L J K
1 |The original source for] GDP — % An'nual Growth Rates ['Source' : The V'Vorld ];ank] I
2 2002 " 2003 " 2004 " 2005 " 2006 " 2007 " 2008 " 2000 | 2000 " z0m
2 World 2.0 2.7 4.0 35 4.0 3.9 13 -2.2 4.3 2.7
4 Albania 29 5.7 59 55 5.0 5.9 7.7 33 35 3.0
5 Algeria 47 69 52 51 20 3.0 24 24 33 25
& Angola 145 33 112 183 207 226 13.8 24 34 3.4
7 Antiguaand Barbuda 2.5 51 7.0 4.2 133 96 15 103 -89 42
8 Argentina -10.9 8.8 EX) 9.2 8.5 87 68 09 5.2 89
9 Armenia 132 140 105 139 132 137 6.9 141 24 46
10 Australia 39 33 42 3.0 3.1 3.6 3.8 14 23 18
11 Austria 17 09 26 24 3.7 37 14 38 23 31
12 Azerbaijan 10.6 112 10.2 264 345 25.0 10.8 93 5.0 1.0
13 Bahamas, The 27 13 09 3.4 25 14 23 -49 02 16
14 Bangladesh 14 53 63 6.0 6.6 6.4 62 57 6.1 67
15 Belarus 5.0 7.0 114 9.4 100 86 10.2 0.2 7.7 53
16 Belgium 14 08 33 18 2.7 29 1.0 -28 22 19
17 Belize 5.1 9.3 46 3.0 a7 13 35 0.0 2.9 2.0
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s IE-) BmHE S & - DP Growth Rates - Excel ? @
e Cl]Ck wrap TeXt (D * E HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY |TeHmeha[yuu want to do... 4 Pau|
% ‘Verdﬂﬂﬂ vlm v] Aw ==E®- B |cenen - BB conditional Formatting = Belnsent = X - QY
e BT [Z7 Format as Table ~ BxDelete ~ [~ na
'aste S . . =K = - . 4 2 =
¢ BT U-EH-[O-A == - 5% 98 Hesye- Eifomats € - Fierr
Clipboard T Font 1) Alignment 1] Number i) Styles Cells Editin:
AL bl B S The original source for this data is the World Bank
A | B c D E F G H 1 ] K
1 |The original source furlGDP — % Annual Growth Rates (Source: The World Bank)
2002 " 2003 " 2004 " 2005 " 2006 ~ 2007 " 2008 " 2009 " 2010 " 2011
2 |World 2.0 27 4.0 35 4.0 3.9 13 22 a3 27
4 |Albania 29 5.7 59 55 5.0 5.9 7.7 33 35 3.0
5 |Algeria a7 6.9 5.2 5.1 20 3.0 24 24 33 25
5 |Angola 145 33 112 183 20.7 226 138 24 34 34
7 |Antigua and Barbuda 2.5 5.1 7.0 42 133 96 15 -103 -89 42
s Argentina 109 8.8 9.0 9.2 85 8.7 638 09 9.2 89
9 |Armenia 132 14.0 105 139 13.2 13.7 69 8.1 21 46
10 Australia 39 3.3 42 3.0 3.1 3.6 38 14 23 18
11 Austria 1.7 0.9 26 24 3.7 3.7 14 -3.8 23 31
12 Azerbaijan 106 1.2 10.2 26.4 345 250 10.8 93 5.0 10
13 Bahamas, The 27 13 0.9 34 25 14 23 -4.9 0.2 16
14 Bangladesh 44 5.3 6.3 6.0 6.6 6.4 62 57 6.1 6.7
15 Belarus 5.0 7.0 114 0.4 10.0 86 10.2 02 7.7 53
16 Belgium 14 0.8 33 18 27 2.9 10 2.8 22 19
17 Balize 5.1 9.3 4.6 3.0 4.7 13 35 0.0 2.9 20
Excel turns on text wrapping for __» e c o E F s " i > K
' The original source for
A this data is the World
the selected cell. 1 [Bank |GDP — % Annual Growth Rates (Source: The World Bank)
2 2002 " 2003 " 2004 " 2005 " 2006 ~ 2007 " 2008 " 2000 " 2010 " 2011
3 World 2.0 2.7 4.0 3.5 4.0 39 13 -2.2 4.3 2.7
0 If the cell has more text than can 4 |Albania 2.9 5.7 59 5.5 5.0 59 7.7 33 35 3.0
g : 5 |Algeria 47 6.9 52 5.1 20 3.0 24 24 33 25
fit hor1zontally, Excel wraps the & Angola 145 33 112 18.3 20.7 226 138 24 3.4 34
: : 7 Antiguaand Barbuda 2.5 5.1 7.0 4.2 133 9.6 15 103 89 42
text onto mult1ple lines and 8 Argentina -109 88 9.0 9.2 85 87 6.8 09 9.2 89
: : 2 Armenia 132 14.0 105 139 13.2 137 6.9 -14.1 21 46
increases the row he]ght to 10 Australia 39 33 4.2 3.0 31 36 3.8 14 23 18
11 Austria 17 09 26 24 37 37 14 38 23 31
Compensate‘ 12 Azerbaijan 106 1.2 10.2 26.4 345 25.0 108 9.3 5.0 10
13 Bahamas, The 27 -13 0.9 34 25 14 23 -4.9 02 16
14 Bangladesh 4.4 5.3 63 6.0 6.6 6.4 6.2 5.7 6.1 6.7
15 Belarus 5.0 7.0 114 9.4 10.0 86 10.2 02 77 5.3
16 Belgium 14 0.8 33 18 27 29 1.0 .28 22 19
17 Belize 5.1 9.3 4.6 3.0 4.7 13 35 0.0 29 2.0

My text is only slightly bigger than the cell. Is there a way to view all of the text without turning on
text wrapping?

Yes. There are several things you can try. For example, you can widen the column until you see all your text;
see the “Change the Column Width” section, earlier in this chapter.

Alternatively, you can try reducing the cell font size. One way to do this is to choose a smaller value in the
Font Size list of the Home tab’s Font group. However, an easier way is to click the Alignment group’s dialog
box launcher (I'y) to open the Format Cells dialog box with the Alignment tab displayed. Select the Shrink
to fit check box (|_] changes to [¢]) and then click OK.
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Add Borders to a Range

You can make a range stand out from the rest of your worksheet data by adding a border around
the range. For example, if you have a range of cells that are used as the input values for one or
more formulas, you could add a border around the input cells to make it clear the cells in that range

are related to each other.

You can also use borders to make a range easier to read. For example, if your range has totals on the

bottom row, you can add a double border above the totals.

Add Borders to a Range

o Select the range that you want to
format.

e Click the Home tab.
e Click the Borders .
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A | B | c | D | E | E | G H
Expense Budget Calculation - 1st Quarter
INCREASE 1.03
EXPENSES January February March Total
Advertising $4,600 $4,200 $5,200 $14,000
Rent $2,100 $2,100 $2,100 $6,300 0
Supplies $1,300 $1,200 $1,400 $3,900
salaries $16,000 $16,000 $16,500 $48,500
Utilities $500 $600  $600 $1,700
2015 TOTAL $24,500 $24,100 $25,800 $74,400
2016 BUDGET  $25,235 $24,823 $26,574 $76,632

H - @ = Expenses - Excel
h HOME 0 PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  POWER QUERY
HE i a s ==Ho 3 R con
R - ﬂf‘Form
Paste: o [B|I U - H-A- ===&= BH- $-% > WA [Dcels
Clipboard & [F] Alignment [F] MNumber [F]
B6 - £ || Advertising
A | B | C | D | E | F | G H
1 |Expense Budget Calculation - 1st Quarter
2
3 INCREASE 1.03
4
5 EXPENSES January February March Total
6 | Advertising $4,600 $4,200 $5,200 $14,000
7| Rent $2,100 52,100 $2,100 $6,300
g | Supplies $1,300 $1,200 $1,400 $3,900
9 | Salaries $16,000 $16,000 $16,500 $48,500




o Click the type of border you want to use.

() Excel applies the border to the range.
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Formatting Excel Ranges

H S & = Expenses - Excel
E HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW POWER QUERY
P - - Cond
R .
Paste o Blrou- s - A~ $-% » Gh icend
Clipboard = F, Borders w Number [
£ Bottom Border
g M Top Border
A B[ LeftBorder RN H
1 |[Expense Budg: mihteorder Juarter
2 £ No Border
3 INCREASE H AllBorders
4 [ Outside Borders
5 EXPENSES [ Thick Box Border March _ Total
6 Advertisin 2 Eottom Double Border 5,200 $14,000
7 Rent £ Thick Bottom Border 2,100 $6,300
8 Supplies T TependBettemBords 1,400 $3,900
9’ sal &4 Top and Thick Bottomn Border 6,500 548,500
m_ Ut =~ Top and Double Bottom Border $600 $1,700
| 2015 ToTA U P 5,800 $74,400
[ Draw Border
12 E# Draw Border Grid
13 20163UD(£ crase Border 6,574 576,632
" L2 Line Calor 3
= Line Style »
5 A More Borders.
A 5 C D E F G H
1] Eﬂ)ell\se Budget Calculation - 1st Quarter
2
3 INCREASE 1.03
4
5 EXPENSES January February  March Total 0
6 Advertising $4,600 $4,200 $5,200 $14,000
7 Rent $2,100 $2,100 $2,100 $6,300
8 Supplies $1,300 $1,200 $1,400 $3,900
9 Salaries $16,000 $16,000 $16,500 $48,500
10 Utilities $500 $600  $600 $1,7000
11 2015 TOTAL $24,500 $24,100 $25,800 $74,400
12
13 2016 BUDGET $25,235 524,823 526,574 576,632

How do I get my borders to stand out from the
worksheet gridlines?

One way to make your borders stand out is to click
the Borders w, click Line Style, and then click a
thicker border style. You can also click Line Color
and then click a color that is not a shade of gray.
However, perhaps the most effective method is to
turn off the worksheet gridlines. Click the View
tab, and then in the Show group, select the
Gridlines check box ([¥] changes to [ ]).

None of the border types is quite right for my
worksheet. Can I create a custom border?

Yes. You can draw the border manually. Click the

Borders ¥ and then click Draw Border. Use the Line

Style and Line Color lists to configure your border.
Click a cell edge to add a border to that edge; click

and drag a range to add a border around that range.

If you prefer to create a grid where the border
surrounds every cell, click the Draw Border Grid
command instead.
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Copy Formatting from One Cell to Another

You can save yourself a great deal of time by copying existing formatting to other areas of a

worksheet.

As you have seen in this chapter, although formatting cells is not difficult, it can be time-consuming
to apply the font, color, alignment, number format, and other options. After you spend time
formatting text or data, rather than spending time repeating the steps for other data, you can use
the Format Painter tool to copy the formatting with a couple of mouse clicks.

Copy Formatting from One Cell to Another

€ Select the cell that has the
formatting you want to copy.

© Click the Home tab.
€@ Click Format Painter ().

g changes to qp .
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A | B c D

Loan Payment Analysis

Scenario #1 |

Interest Rate (Annual) 6.00%
Periods (Years) 5
Principal  $10,000

Monthly Payment ($193.33)

Scenario #2
Interest Rate (Annual) 5.00%
Periods (Years) 10
Principal 510,000
Monthly Payment (5106.07)

A3

PAGE LAYOUT ~ FORMULAS  DATA

Alignment
Scenario #1

A | B C D

REVIEW  VIEW

Loans - Excel

POWERQUERY | T4

FE Condito
E Format a

$-% > 57 el sty

€0 .00
0 &0

Mumber [F]

Loan Payment Analysis

Scenario #1 |

[ R R S TR U

Interest Rate (Annual) 6.00%
Periods (Years) 5
Principal 510,000
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o Click the cell to which you want — B € 0 E F & 2
to copy the formatting. 1 |Loan Payment Analysis
2
Note: If you want to apply the 1 |Scenario #1 i
formatting to multiple cells, click and |, ' interest Rate (Annual)  6.00%
drag ¢ p & over the cells. 5 Periods (Years) 5
3 Principal $10,000
7 Monthly Payment (5193.33)
8
9 |Scenario #2 cag
10| Interest Rate (Annual) 5.00%
11 Periods (Years) 10
12 Principal $10,000
13 Monthly Payment (5106.07)
() Excel copies the formatting to A [ B c D E F G H
the cell. 1 |Loan Payment Analysis
2
3 |Scenario #1
4 | Interest Rate (Annual) 6.00%
5 Periods (Years) 5
6 Principal $10,000
7 Monthly Payment (5193.33)
8
9 |Scenario #2 {l
10| Interest Rate (Annual) 5.00%
11 Periods (Years) 10
12 Principal $10,000
13 Monthly Payment (5106.07)
TIP

Is there an easy way to copy formatting to multiple cells or ranges?

Yes. If the cells are together, you can click and drag over the cells to apply the copied formatting. If the
cells or ranges are not together, Excel offers a shortcut that means you do not have to select the Format
Painter multiple times to copy formatting to multiple ranges.

Click the cell that contains the formatting you want to copy, click the Home tab, and then double-click .
Click each cell to which you want to copy the formatting, or click and drag over each range that you want
to format. When you are done, click <% to cancel the Format Painter command.
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CHAPTER 4

Building
Formulas

Are you ready to start creating powerful and useful worksheets by
building your own formulas? This chapter explains formulas, shows
you how to build them, and shows you how to incorporate the
versatile worksheet functions in Excel into your formulas.

Loan Payment - Excel 7 @ - x

Home | Inset  Pagelayout  Formulas  Data  Review  View | Tell me whatyouwant o do.. * paul McFedries - [] &
. .= . -

FZ Conditional Formatting - | &= lnsert - | 2 = A,
: v

Currency - 7
7 Format as Table - Er Delete - | [¥] -

g0 S o . Sort Find&
Cell Styles - i Format~ | @ v Fiter- Select~

Clipboard & 3 Alignment w Number Styles Cells Editing ~

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

Interest Rate 8%
Years 5
Amount_$ 10,000 Rate |62 - oo
Yearly Payments =PMTB2,B§ Nper |53 =5
Pv B4 = 10000

= number

I

Type = number

= 2504564546
Calculates the payment for a loan based on constant payments and a constant interest rate,

Pv is the present value: the total amount that  series of future payments
is worth now.

Formula result = (52,504.56)

Annual Monthly ‘ @
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[though you can use Excel to create simple databases to store text, numbers, dates, and other
data, the spreadsheets you create are also designed to analyze data and make calculations.
Therefore, to get the most out of Excel, you need to understand formulas so that you can use them

to analyze and perform calculations on your worksheet data.

To build accurate and useful formulas, you need to know the components of a formula, including
operators and operands. You also need to understand arithmetic and comparison formulas and you
need to understand the importance of precedence when building a formula.

Formulas =

A formula is a set of symbols and values that perform some kind of
calculation and produce a result. All Excel formulas have the same general
structure: an equal sign (=) followed by one or more operands and
operators. The equal sign tells Excel to interpret everything that follows
in the cell as a formula. For example, if you type =5+8 into a cell, Excel
interprets the 5+8 text as a formula, and displays the result (13) in the cell.

Operands

Every Excel formula includes one or more operands, which are the
data that Excel uses in the calculation. The simplest type of
operand is a constant value, which is usually a number. However,
most Excel formulas include references to worksheet data, which
can be a cell address (such as A1), a range address (such as
B1:B5), or a range name. Finally, you can also use any of the
built-in Excel functions as an operand.

Operators

In an Excel formula that contains two or more operands, each
operand is separated by an operator, which is a symbol that
combines the operands in some way, usually mathematically.
Example operators include the plus sign (+) and the multiplication
sign (*). For example, the formula =B1+B2 adds the values in cells
B1 and B2.
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CHAPTER

Arithmetic Formulas

An arithmetic formula combines numeric operands —
numeric constants, functions that return numeric

results, and fields or items that contain numeric

values — with mathematical operators to perform a
calculation. Because Excel worksheets primarily deal
with numeric data, arithmetic formulas are by far the
most common formulas used in worksheet calculations.

The following table lists the seven arithmetic operators
that you can use to construct arithmetic formulas:

Operator Name Example Result

+ Addition =10+5 15

- Subtraction =10-5 5
Negation =-10 -10

* Multiplication =10 * 5 50
Division =10/5 2

9 Percentage =10% 0.1
Exponentiation =10"5 100000

Comparison Formulas

A comparison formula combines numeric operands — numeric constants, functions that return numeric results,
and fields or items that contain numeric values — with special operators to compare one operand with another.

A comparison formula always returns a logical
result. This means that if the comparison is true,
then the formula returns the value 1, which is
equivalent to the logical value TRUE; if the
comparison is false, then the formula returns
the value 0, which is equivalent to the logical
value FALSE.

The following table lists the six operators that
you can use to construct comparison formulas:

Operator Name Example  Result
= Equal to =10=5 0
< Less than =10<5 0
= Less than or equal to =10<=5 0
> Greater than =10>5 1
= Greater than orequalto =10>=5 1
> Not equal to =10<>5 1

Operator Precedence

Most of your formulas include multiple operands and operators. In many cases, the order in which Excel
performs the calculations is crucial. For example, consider the formula =3 + 5 * 2. If you calculate from left
to right, the answer you get is 64 (3 + 5 equals 8, and 8 * 2 equals 64). However, if you perform the

exponentiation first and then the addition,
the result is 28 (5 » 2 equals 25, and 3 + 25

equals 28). Therefore, a single formula can

produce multiple answers, depending on the

order in which you perform the calculations.

To solve this problem, Excel evaluates a

formula according to a predefined order of

precedence, which is determined by the

formula operators, as shown in the following
table:

Operator Operation Precedence
() Parentheses 1st
- Negation 2nd
% Percentage 3rd
2 Exponentiation 4th
*and / Multiplication and division 5th
+and - Addition and subtraction  6th
=<<=>>=<> (omparison 7th
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Build a Formula

You can add a formula to a worksheet cell using a technique similar to adding data to a cell. To
ensure that Excel treats the text as a formula, be sure to begin with an equal sign (=) and then
type your operands and operators.

When you add a formula to a cell, Excel displays the formula result in the cell, not the actual
formula. For example, if you add the formula =C3+C4 to a cell, that cell displays the sum of the
values in cells C3 and C4. To see the formula, click the cell and examine the Formula bar.

Build a Formula

Click in the cell in which you

want to build the formula. SuMm TJEIX ¥ K =0
OTVPE=- A B c D E F
© Your typing also appears in 1 |Sales Jan Feb Mar  Apr May
the Formula bar. 2 Division]  $23,500 $23,000 $24,000 $25,100 $25,000
3 |Division Il $28,750 $27,900 $29,500 $31,000 $30,500
Note: You can also type the 4 |Division Il $24,400 $24,300 $25,250 $26,600 $27,000
formula into the Formula bar. - |saLEs TOTA|.|=
6
7
8
9
10
11
12
e Type or click an operand. For
B2 - x v | =B2

example, to reference a cell

in your formula, click in the A c D £ .
cell Sales .lani Feb Mar  Apr May

;
( Excel inserts the address of 2 |Division|  §$23,5001 $23,000 $24,000 $25,100 $25,000
the clicked cell into the 3 |Division Il $28,750 $27,900 $29,500 $31,000 $30,500
formula. 4 |Division Il $24,400 $24,300 $25,250 $26,600 $27,000
5 |saLes ToTal=s <)
6
7
8
9
10
1
12
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@ Type an operator.

© Repeat steps 3 and 4 to add
other operands and operators
to your formula.

0 Click « or press (Z17).

(® Excel displays the formula
result in the cell.

CHAPTER
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9

B4 v i X & fe =B2+B3+B4
A . ¢ | D | E | F
1 Sales Jan Feb Mar Apr May
2 Division | $23,5001523,000 $24,000 $25,100 $25,000
3 |Division Il | $28,7501$27,900 $29,500 $31,000 $30,500
4 |Division Il 1$24,400i $24,300 $25,250 $26,600 $27,000
5 |SALES TOTAL|=B2 + B3 + B4
6
7
8
g
10
11
12
B5 - fe || =B2+B3+B4
A | B C D E F
1 |Sales Jan Feb Mar Apr May
2 Division | $23,500 $23,000 $24,000 $25,100 $25,000
3 Division Il $28,750 $27,900 $29,500 $31,000 $30,500
4 |Division Il 524,400 524,300 $25,250 $26,600 $27,000
5 [saLes ToTal] $76,650] <)
6
7
8
g
10
11
12

If Excel displays only the result of the formula,
how do I make changes to the formula?

Excel displays the formula result in the cell, but
it still keeps track of the original formula. To

Click the cell and then edit the formula using
the Formula bar, or double-click the cell to
display the original formula in the cell and then
edit the formula. In both cases, click /" or

display the formula again, you have two choices:

press (Z12) when you finish editing the formula.

If I have many formulas, is there an easy way to
view them?

Yes. You can configure the worksheet to show the
formulas instead of their results. Click File and then
click Options to open the Excel Options dialog box.
Click the Advanced tab, scroll to the Display options
for this worksheet section, select the Show formulas
in cells instead of their calculated results check box
(__| changes to [#]), and then click OK. You can also
toggle between formulas and results by pressing (Z70+(.
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Understanding Excel Functions

To build powerful and useful formulas, you often need to include one or more Excel functions as
operands. To get the most out of functions and to help you build formulas quickly and easily, you
need to understand a few things about functions. For example, you need to understand the advantages
of using functions and you need to know the basic structure of every function. To get a sense of what
is available and how you might use functions, you need to review the Excel function types.

Functions

A function is a predefined formula that performs a
specific task. For example, the SUM function
calculates the total of a list of numbers, and the
PMT (payment) function calculates a loan or
mortgage
payment. You

Select a function:

can use
. AVERAGE
functions on F
. HYPERLINK
their own, COUNT

MAX

preceded by =, | |sm
or as part Of a SUM(number1,number2,...)

Adds all the numbers in a range of cells.
larger formula.

Function Advantages

Functions are designed to take you beyond the basic
arithmetic and comparison formulas by offering two
main advantages. First, functions make simple but
cumbersome formulas easier to use. For example,
calculating a loan payment requires a complex
formula, but the Excel PMT function makes this easy.
Second, functions enable you to include complex
mathematical expressions in your worksheets that

otherwise would

be difficult or
impossible to
construct using
simple
arithmetic
operators.

=PMT(DS, D6, D7)
c D
Interest Rate (Monthly) 0.50%
Periods (Months) 60

Principal  $10,000

Monthly Paymentl ($193.33).|

Function Structure

Every worksheet function has the same basic
structure: NAME(Argument1, Argument?, . . .). The
NAME part identifies the function. In worksheet
formulas and custom PivotTable formulas, the function
name always appears in uppercase letters: PMT, SUM,
AVERAGE, and so on. The items that appear within
the parentheses are the functions’ arguments. The
arguments are the inputs that functions use

Mathematical Functions

The following table lists some common
mathematical functions:

to perform
calculations. For
example, the
function SUM(B2,
B3, B4) adds the
values in cells B2,
B3, and B4.

M fe || =Sum(B2:B4)

E C D E F

Jan Feb Mar  Apr May

$23,500 $23,000 $24,000 $25,100 $25,000
$28,750 $27,900 $29,500 $31,000 $30,500
524,400 524,300 525,250 526,600 527,000

$76,650]

Function Description
MOD(number,divisor)  Returns the remainder of a num-
ber after dividing by the divisor
PI() Returns the value Pi
PRODUCT(number1, Multiplies the specified
number?, . . .) numbers
RAND( ) Returns a random number
between 0 and 1
RANDBETWEEN Returns a random number
(numberl,number?2) between the two numbers
ROUND(number,digits) Rounds the number to a
specified number of digits
SQRT(number) Returns the positive square
root of the number
SUM(number1, Adds the arguments

number?, . ..)
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Statistical Functions
The following table lists some common statistical functions:

Function Description

AVERAGE(number1,number2, . . .) Returns the average of the arguments
COUNT(number1,number?, . . .) Counts the numbers in the argument list
MAX(number1,number2, . . .) Returns the maximum value of the arguments
MEDIAN(numberl,number2, . . .) Returns the median value of the arguments
MIN(numberl,number2, . . .) Returns the minimum value of the arguments
MODE(number1,number2, . . .) Returns the most common value of the arguments
STDEV(number1,number?, . . .) Returns the standard deviation based on a sample
STDEVP(number1,number2, . . .) Returns the standard deviation based on an entire population

Financial Functions
Most of the Excel financial functions use the following arguments:

Argument Description

rate The fixed rate of interest over the term of the loan or investment

nper The number of payments or deposit periods over the term of the
loan or investment

pmt The periodic payment or deposit

pv The present value of the loan (the principal) or the initial
deposit in an investment

fv The future value of the loan or investment

type The type of payment or deposit: 0 (the default) for end-of-period
payments or deposits; 1 for beginning-of-period payments or
deposits

The following table lists some common financial functions:

Function Description

FV(rate,nper,pmt, pv, type) Returns the future value of an investment or loan

IPMT(rate, per,nper,pv,fv, type) Returns the interest payment for a specified period of a loan
NPER(rate,pmt, pv,fv,type) Returns the number of periods for an investment or loan
PMT(rate,nper,pv,fv,type) Returns the periodic payment for a loan or investment
PPMT(rate, per,nper, pv,fv,type) Returns the principal payment for a specified period of a loan
PV(rate,nper,pmt,fv,type) Returns the present value of an investment

RATE(nper,pmt, pv,fv,type,guess) Returns the periodic interest rate for a loan or investment
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Add a Function to a Formula

o get the benefit of an Excel function, you need to use it within a formula. You can use a

function as the only operand in the formula, or you can include the function as part of a larger
formula. To make it easy to choose the function you need and to add the appropriate arguments,
Excel offers the Insert Function feature. This is a dialog box that enables you to display functions by
category and then choose the function you want from a list. You then see the Function Arguments
dialog box that enables you to easily see and fill in the arguments used by the function.

Add a Function to a Formula

Click in the cell in which you want to
build the formula.

o Type =.

o Type any operands and operators you need before
adding the function.

@ Click the Insert Function button ().

The Insert Function dialog box appears.

Click # and then click the category that contains
the function you want to use.

0 Click the function.

@ Click OK.
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PMT v x v K| =
A B c D
1 |Calculating Annual Loan Payments:
2 | Interest Rate 8%
3| Years 5

Amount $ 10,000

4

| Yearly PaymentsF_
6

? 1

8.
9.
10|
11|
12|

Insert Function ? R
Search for a function:
Type a brief description of what you want to do and then Go
dick Go
Or seledagategnry:éFinancial v

Select a function:

ODDLPRICE ~
ODDLYIELD

PDURATION a

PPMT

PRICE

PRICEDISC v

PMT(rate,nper,pv.fv,type)
Calculates the payment for a loan based on constant payments and a
constant interest rate.

Help on this function
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The Function Arguments dialog

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

box appears.
e Click inside an argument box.

Q Click the cell that contains the 8
argument value.

You can also type the argument 10

1 |Calculating Annual Loan Paymegts:
2 Interest Rate 8%@
3

4

5| Yearly Payments[=PMT(B2,B3

Years 58 o

Amount_$ 10,000

Formula result = ($2,504.56)

Help on this function

value. 2

@ Repeat steps 8 and 9 to fill as -
many arguments as you need. s

() The function result appears here. &

-l i3 =PMT(B2,B3,B4) 0

A | B | ¢ D E F G H J K L

@) Click OK.

(@ Excel adds the function to the :
formula. 5]

(@ Excel displays the formula result.

Note: In this example, the result 1
appears in the parentheses to »
indicate a negative value. In loan "
calculations, money that you pay IE

Calculating Annual Loan Payments:

Amount_$ 10,000
Yearly Payments| ($2,504.56)|

Interest Rate 8%
Years 5

out is always a negative amount.

Note: If your formula requires any
other operands and operators, press
(i3 and then type what you need to
complete your formula.

Do I have to specify a value for every
function argument?

Not necessarily. Some function arguments
are required to obtain a result, but
others are optional. In the PMT function,
for example, the rate, nper, and pv
arguments are required, but the fv and
type arguments are optional. When the
Function Arguments dialog box displays a
result for the function, you know you have
entered all of the required arguments.

How do I calculate a monthly financial result if I only
have yearly values?

This is a common problem. For example, if your loan payment
worksheet contains an annual interest rate and a loan term
in years, how do you calculate the monthly payment using
the PMT function? You need to convert the rate and term to
monthly values. That is, you divide the annual interest rate
by 12, and you multiply the term by 12. For example, if the
annual rate is in cell B2, the term in years is in B3, and the
loan amount is in B4, then the function PMT(B2/12, B3*12,
B4) calculates the monthly payment.
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Add a Row or Column of Numbers

ou can quickly add worksheet numbers by building a formula that uses the Excel SUM function.
When you use the SUM function in a formula, you can specify as the function’s arguments a series of
individual cells. For example, SUM(A1, B2, C3) calculates the total of the values in cells A1, B2, and (3.

However, you can also use the SUM function to specify just a single argument, which is a range
reference to either a row or a column of numbers. For example, SUM(C3:C21) calculates the total of
the values in all the cells in the range C3 to C21.

Add a Row or Column of Numbers

@ Click in the cell where you want v IR
the sum to appear. S £ ! — 1t £ F ¢
2 Sales Rep 2015 Sales 2016 Sales
e Type =sum(. k] Nancy Freehafer $996,336 $960,492
4 Andrew Cencini 5606,731 $577,983
(D When you begin a function, Excel : Jan Kotas 3622781  $967,580
. 6 Mariya Sergienko $765,327 $771,399
displays a banner that shows you 7 Steven Thorpe $863,589  $827,213
. 7 g Michael Neipper $795,518 $669,394
the function’s arguments‘ 9 Robert Zare $722,740 $626,945
. 10 Laura Giussani $992,059 $574,472
Note: In the function banner, bold 11 Anne Hellung-Larsen $653,380 $827,932
. 12 Kyra Harper $509,5623 $569,609
arguments are required, and - D Femry e
arguments that appear in square 14 Paul Voyatzis $685,091 $692,182
. 15 Andrea Aster 5540,484 $693,762
brackets are optlonal. 16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammond $503,699 $975,455
19 Vince Durbin Si $599,514
20 Paul Sellars S7 2 $596,353
21 Gregg O'Donoghue $5924802 $652,171
2| TOTAL | :mm(ﬂ
23 SUM(numbeP [number2], )0
€@ Use the mouse {3 to click and TIx v R ] e
drag the row or column of S ¢ e 5 5 . ¢
numbers that you want to add. 2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 5960,492
(© Excel adds a reference for the ¢ Andrew Cencini S606,731 | $577,985
5 Jan Kotas $622,781 $967,580
range to the formula. 6 Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper §795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster $540,484 5693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammond $503,699 $975,455
19 Vince Durbin $630,263 $599,514
20 Paul Sellars §779,722 53
21 Gregg O'Donoghue $592,802 71
22:| TOTAL & =sum(C3:¢21 | [ory 1
23 SUM({number1, [number2], ..
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O Tvre). 9
v &

e Click « or press m =) - x =sum(c3:C21)
A C | D E F G
1
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
g Michael Neipper $795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster $540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammond $503,699 $975,455
19 Vince Durbin $630,263 $599,514
20 Paul Sellars $779,722 $596,353
21 Gregg O'Donoghue $592,802 171
22| TOTAL =sum({C3:C21)| 4
23
(® Excel displays the formula. c2 ME = =suwca=czu4
. . A B | C | D E F G
(@ Excel displays the sum in the cell. L
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
S Jan Kotas $622,781 $967,580
6 Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
g Michael Neipper §795,518 $669,394
Q Robert Zare §722,740 $626,945
10 Laura Giussani $992,059 §574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 §558,601
14 Paul Voyatzis $685,001 $692,182
15 Andrea Aster $540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammond $503,699 §975,455
19 Vince Durbin $630,263 $599,514
20 Paul Sellars §779,722 $596,353
21 Gregg O'Donoghue $592,802 36! 71
2Z| TOTAL | $13,414,518 ¢
23
Can I use the SUM function to total rows Can I use the SUM function to total only certain values
and columns at the same time? in a row or column?
Yes, the SUM function works not only with Yes. The SUM function can accept multiple arguments, so
simple row and column ranges, but with any | you can enter as many cells or ranges as you need. After
rectangular range. After you type =sum(, you type =sum(, hold down [Z7]] and either click each cell
use the mouse g to click and drag the that you want to include in the total, or use the mouse g
entire range that you want to sum. to click and drag each range that you want to sum.
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Build an AutoSum Formula

ou can reduce the time it takes to build a worksheet as well as reduce the possibility of errors

by using the Excel AutoSum feature. This tool adds a SUM function formula to a cell and
automatically adds the function arguments based on the structure of the worksheet data. For
example, if there is a column of numbers above the cell where you want the SUM function to appear,
AutoSum automatically includes that column of numbers as the SUM function argument.

Build an AutoSum Formula

oClickinthecellwhereyouwant A T T T .

Sales IJan Feb Mar  Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
the sum to appear.

Division|  $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
Division Il $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
Division Il $24,400 524, 25,250 $26,600 527,000 526,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300

Note: For AutoSum to work, the cell < [saues Toral]

you select should be below or to the
right of the range you want to sum.

© Click the Home tab. R g
2 Mome Inset  Pagelajout  Formulss  Dats  Review  View | Tellme what youwant o do ?] Ul McFe
. =X . onditional Formatting = &= Insert = 2. - A,
@ Click the Sum button (3). RE T Grommuraner  Boee - ThZ)
. Pty BT u-E-O-A- == % WS syl {1 Format - Otrz
o If you Want to use a funct]on Clipboard Font F] Alignment ] Number ] Styles Cells di
other than SUM, click the e o =
. A B c D E F G H 1 J K L M N
Sum Pt and then Cth the Sales ‘lan ‘Feb Mar  Apr May  Jun Jul Aug Sep Oct Nov Dec TOTAL

1

z Division]l  $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
3 Divisionll  $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
4 Division Il $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
s [saLEs ToTal|
6
7
8

operation you want to use:
Average, Count Numbers,
Max, or Min.
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() Excel adds a SUM function 9
formula to the cell. }
PMT v | X & & | =SUM(B2:B4)
Note: You can also press + e BB c | o | e | F | 6 | M | ' | ) | K | L | M| N
. . . p m a 1 |Sales IJan IFeb Mar Apr May  Jun Jul Aug Sep Oct Nowv Dec TOTAL
instead of chckmg z 2 |Division | }$23,500{$23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 524,000 $26,000 $24,000 $24,000 $294,000
3 |Division Il $28,750§ $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
o EXCel_ guesses that the range 2 :::::::;:.Al i::,:l?ﬁ;::ﬁjoo S 50 $26,600 527,000 526,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
above (or to the left of) the cell |°
is the one you want to add. ;
10

If Excel guessed wrong, you can

&

select the correct range

| I ;SUM(BZ:M)@

E F G H | J K L M N

Apr May  Jun Jul Aug Sep Oct Nov Dec TOTAL

$25,100 $25,000 $25,400 $26,000 524,000 524,000 $26,000 $24,000 $24,000 $294,000
$31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
$26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300

manually. A WG c | o
1 |Sales Jan Feb Mar
. Division| 523,500 $23,000 $24,000
o Click q’ or press m. ; Division I $28,750 $27,900 $29,500
4 |Division Il $24,400 $24,308525,250
() Excel displays the formula. : SALES TOTAI} $76 630
7
( Excel displays the sum in :
the cell. i

Is there a way to see the sum of a range without adding
an AutoSum formula?

Yes. You can use the Excel status bar to do this. When you
select any range, Excel adds the range’s numeric values and
displays the result in the middle of the status bar — for
example, SUM: 76,650. By default, Excel also displays the
Average and Count. If you want to see a different calculation,
right-click the result in the status bar and then click the
operation you want to use: Numerical Count, Maximum, or
Minimum.

Is there a faster way to add an AutoSum
formula?

Yes. If you know the range you want to
sum, and that range is either a vertical
column with a blank cell below it or a
horizontal row with a blank cell to its
right, select the range (including the blank
cell) and then click 3~ or press (1) +().
Excel populates the blank cell with a SUM
formula that totals the selected range.
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Add a Range Name to a Formula

You can make your formulas easier to build, more accurate, and easier to read by using range
names as operands instead of cell and range addresses. For example, the formula =SUM(B2:B10)
is difficult to decipher on its own, particularly if you cannot see the range B2:B10 to examine its
values. However, if you use the formula =SUM(Expenses), instead, it becomes immediately obvious

what the formula is meant to do.

See Chapter 2 to learn how to define names for ranges in Excel.

Add a Range Name to a Formula

€ Click in the cell in which you want

to build the formula, type =, and
then type any operands and
operators you need before adding
the range name.

0 Click the Formulas tab.
e Click Use in Formula.

(@ Excel displays a list of the range
names in the current workbook.

o Click the range name you want
to use.
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D &% 1 Aa === = Currency % Condit
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Clipboard Font Alignment Number
PMT - X W K| =pmt
A | B | C D E F G H
1 |Loan Payment Analysis
2
3 |Scenario #1
4 Interest Rate (Annual) 6.00%
5 Periods (Years) 5
6 Principal _ $10,000
7:| Annual Payments
8 PMTirate, nper, pv, [fv], [type])
9 |Scenario #2
10| Interest Rate (Annual) 5.00%
11 Periods (Years) 10
H - & = Loans - Excel
Home Insert Page Layout Formulas 0 Review View Tell me what you want
> AutoSum + Logical = Lookup & Reference = =3 (=] Define Name :"':E'T
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Function E Financial = @ Date & Time~ m More Functions ~ Manager Down_Payment RoR
Function Library ExtraPayrent

PMT - X & | =pmt

A | B | C D

House_Price

& Interest_Rate |}

Loan Payment Analysis

Scenario #1
Interest Rate (Annual) 6.00%
Periods (Years) 5
Principal _ $10,000

7:| Annual Paymenlsl =pmi( ;

Scenario #2

10 Interest Rate (Annual) 5.00%
11 Periods (Years) 10

[ RE R S VR X ey

w

Loan_Principal
Loan_Term
OriginalTerm
PaymentWithExtra
Principal
RegularPayment
RevisedTerm
Scenariol
Scenariod
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(© Excel inserts the range name 0 -

into the formula. N

' | =pmt{Interest_Rate

| B | C D E F G H

© Type any operands and

operators you need to .
Scenario #1

Loan Payment Analysis

complete your formula.

9 |Scenario #2

1
2
3
4 Interest Rate [Annual}| 6.00% |
5
6

Principal

?:| Annual Paymentsl :pmt(lntergst_Ratd 0

Periods (Years) 5

$10,000

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

10 Interest Rate (Annual) 5.00%
11 Periods (Years) 10
@ If you need to insert other
range names into your formula,
PMT - v K =pmt{Interest_Rate, Loan_Term, Loan_Principal)
repeat steps 2 to 5 for each
name. A B = C D E F G H
+ |Loan Payment Analysis
0 Click « or press (F10]. 2
3 |Scenario #1
Excel calculates the formula ¢ | Interest Rate (Annual)| _ 6.00%
result. 5 Periods (Years) 5
6 Principal| $10,000
?:| Annual Payments :pmt(lnten_est_Rate, Loan_Term, Loan_PrincipaI)|
8
9 |Scenario #2
10| Interest Rate (Annual) 5.00%
1 Periods (Years) 10

If I create a range name after I build my formula, is
there an easy way to convert the range reference to
the range name?

Yes. Excel offers an Apply Names feature that replaces
range references with their associated range names
throughout a worksheet. Click the Formulas tab, click
the Define Name W, and then click Apply Names to
open the Apply Names dialog box. In the Apply names
list, click the range name you want to use, and then
click OK. Excel replaces the associated range references
with the range name in each formula in the current
worksheet.

Do I have to use the list of range names to
insert range names into my formula?

No. As you build your formula, you can type
the range name manually, if you know it.
Alternatively, as you build your formula, click
the cell or select the range that has the
defined name, and Excel adds the name to
your formula instead of the range address. If
you want to work from a list of defined range
names, click an empty area of the worksheet,
click Formulas, click Use in Formula, click
Paste Names, and then click Paste List.
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Reference Another Worksheet Range in a Formula

You can add flexibility to your formulas by adding references to ranges that reside in other
worksheets. This enables you to take advantage of work you have done in other worksheets, so
you do not have to waste time repeating your work in the current worksheet.

Referencing a range in another worksheet also gives you the advantage of having automatically
updated information. For example, if the data in the other worksheet range changes, Excel
automatically updates your formula to include the changed data when you save your work.

Reference Another Worksheet Range in a Formula

1 1 1 ] A | J K L M N [s] P Q | R |
o Click in the cell in which you 1 2nd Quarter  Jul Aug  Sep 3rdQuarter Oct Nov Dec 4thQuarter TOTAL
want to build the formula, 2 sales
3 Division | 75500 26,000 | 24,000 24,000 74,000 26,000 24,000 24,000 74,000 254,000
= 4 Division Il 51500 31,000 29,500 29,500 90,000 32,000 29500 29,500 91,000 358,550
ty pe =, and then type any 5 Division lll 80350 27,000 25250 25250 77,500 28,000 25250 25250 78500 310,000
Operands and Operators you 6 SALESTOTAL 247,350 84000 78750 78,750 241,500 86000 78,750 78,750 243500 962,550
. 7
need before add]ng the range 8 Cost of Goods 19,788 6720 | 6300 6300 | 19320 6880 | 6300 6300 15,480 77,008
5 Advertising 15750 5500 5200 5200 15900 4500 5200 5200 14300 60,550
reference. 10 Rent 6300 2100 2100 2100 6300 2,100 2,100 2100 6300 25200
11 Supplies 3950 1,300 1,400 1400 4100 1,250 1,350 1,400 4,000 15950
12 Salaries 50000 17,000 17,000 17,000 51,000 17,000 17,500 17,500 52,000 201,500
13 Shipping 44250 15000 14500 14500 44,000 15750 15250 14500 45500 176,250
14 utilities 1,800 650 600 500 1,850 650 600 500 1850 7,200
15 EXPENSES TOTAL 141,838 48270 47,100 47,100 | 142,470 48,130 48300 47,600 144,030 _ 563,654 _
16 GROSS PROFIT 105512 35730 31650 31,650 | 99030 37,870 30450 31,150 99470 ] 398,8% |
1i| Difference from Last vear's Profit:| =R16] w
18
Page . & [SALES TOTAL 70518 68,816 72,450 | 211,784 76088 75900 75578 | 227562 77,080 7]
o Press (E1)+ 7 | until the 7 |Expanees
8 Cost of Goods 5,920 5,781 6,086 17,790 6,391 6,376 5,349 19,115 6,492 E
WorkSheet yOU want to use 9 Advertising 4,830 4,410 5,460 14,700 5,250 5,775 5,513 16,538 5,775 5|
10 Rent 2,205 2,205 2,205 6,615 2,205 2,205 2,205 6,615 2,205 !
appears. 11 Supplies 1,365 1,260 1470 4,005 1,365 1313 1,470 4,148 1,365 1
12 Salaries 16800 16800 17,325 50825 17325 17,325 17,850 52500 17850 1
13 Shipping 14963 14438 15225 44625 15750 15225 15488 46463 15750 1
14 Utilities 525 630 630 1,785 578 630 683 1,890 683
15 EXPENSESTOTAL 46611 45523 48401 ~ 140,535 48864 43,848 49556 ~ 147,268 50,119 4§
16 GROSS PROFIT 23,907 3293 28,008 T 71249 27220 27,02 26022 © 80294 27161 2
7
18
19
20
7n
»
23
| Budget | assumptions | Projections | 2015 zolsrim@ Gross Margin N |
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75,578 227,562 77,280 72,450 72,450 222,180 79,120 72,450 72,450 224,020 885546
@ Select the range you want to use.
Pa 6,349 19,115 6,492 6,086 6,086 18,663 6,646 6,086 6,086 18,818 74,386
ge : 5513 16538 5775 5,460 5460 16695 4725 5,460 5460 15645 63,578
e Press m"' Unt]l yOU return 2,205 6,615 2,205 2,205 2,208 6,615 2,205 2,205 2,205 6,615 26,460
1,470 2,148 1,365 1,470 1,470 4,305 1,313 1,418 1,470 4,200 16,748
a1 17,850 52,500 17,850 17,850 17,850 53,550 17,850 18,375 18,375 54,600 211,575
to the onglnal worksheet. 15488 46463 15750 | 15225 | 15225 465200 16538 16013 15225 47775 185063
683 1,890 683 630 630 1943 683 630 630 1,843 7.560
49556 | 147,268 50,119 48,926 18,926 147,971 49,959 50,186 49,451 149,585 585,368
26022 " 80298 27,161 23500 23528 78,209 29,161 22268 22999 72,425 [ 300178 w
Budgd@ns | Projections | 2015.2016 Final | Estimates | Gross Margin Ha |
@ A reference to the range on the 1 TR T e ot otsfnaliaze
. A ) K L m N o P a | R | s T
other worksheet appears in your W Aus Sep dQuaier Ot Nov  Dec  dthQuarter TOTAL
Isates
formula. Division 1 26000 24000 24000 74,000 26000 24000 24,000 74000 294,000
Division I 51,000 29500 29500 90,000 32000 29,500 29500 91000 358,550
Division I 27,000 25250 25250 77500 28,000 25250 25250 78,500 310,000
© Type any operands and operators  [WiTew ik o e mmo s ke ke saew i
you need to Complete your Cast of Goods 5720 6300 6300 19,320 5,880 65300 6300 19,480 77,004
fO rmu l.a Advertising 5500 5200 5200 15900 4,500 5200 5200 14,500 60,550
. Rent 2100 2100 2100 6300 2100 2100 2100 6300 25200
Supplies 1300 1400 1,400 4,100 1250 1,350 1400 4000 15950
. Salaries 17,000 17,000 17,000 51,000 17,000 17,500 17,500 52,000 201,500
0 Cl1ck « Or press m' Shipping 15,000 14,500 14,500 44,000 15,750 15,250 14,500 45,500 176,250
utilities 60 600 600 180 650 600 600 1850 7200
[ caleul he f L ExPENSES TOTAL 48270 47,00 47100 T 142470 48,130 48300 47,600 144030 563,654
Excel calculates the formula GROSS PROFIT 35730 31650 31650 © 99,030 37870 30450 31150 99470 | 398,896
Difference from Last ear's Profit: =R16—'2015—2016ﬁnal'!R16<0
result.

Can I manually reference a range in Can I reference a range in another workbook in
another worksheet? my formula?

Yes. Rather than selecting the other Yes. First make sure the workbook you want to reference is
worksheet range with your mouse, you can open. When you reach the point in your formula where
type the range reference directly into your you want to add the reference, click the Excel icon () in
formula. Type the worksheet name, the Windows taskbar, and then click the other workbook
surrounded by single quotation marks (") if to switch to it. Click the worksheet that has the range you
the name contains a space; type an want to reference, and then select the range. Click [& and
exclamation mark (!); then type the cell or then click the original workbook to switch back to it.
range address. Here is an example: Excel adds the other workbook range reference to your
‘Expenses 2013'!B2:B10. formula.
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Move or Copy a Formula

You can restructure or reorganize a worksheet by moving an existing formula to a different part of
the worksheet. When you move a formula, Excel preserves the formula’s range references.

Excel also enables you to make a copy of a formula, which is a useful technique if you require a
duplicate of the formula elsewhere or if you require a formula that is similar to an existing formula.
When you copy a formula, Excel adjusts the range references to the new location.

Move or Copy a Formula

Move a Form ula El T F | =PMT(B2/12,B3*12,B4)
. . A B C D | E | F G H J K|
o Click the cell that contains the 1 [Calculating Monthly Loan Pavmentsl (5899.33)14
formula you want to move. > Interest Rate 6%
3 Years 30
© Position 3 over any outside . Amount _$150,000
5 Monthly Payments
borfier of the cell (g changes .
to ). 7
: ]
e Click and drag the cell to the 9
. + 10
new location (% changes to [}). "
(@ Excel displays an outline of the & T £ | pwm(E2/ 12,837 12, 84) 0
Ce|_|.. A | B | ¢ D E F G H J K|
. 1 |Calculating Monthly Loan Payments
(@ Excel displays the address of the |2 Interest Rate 6%
new location. : Years 30
4 Amount $150,000
@ Release the mouse button. - [ty payments[ (5002l
6
(@ Excel moves the formula to the ' é
new location. s
10
(© Excel does not change the il

formula’s range references.
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Copy a Formula

o Click the cell that contains the
formula you want to copy.

© Press and hold (7).

e Position g_p over any
outside border of the cell

(g changes to [3¥).

Click and drag the cell to the
location where you want the
copy to appear.

( Excel displays an outline of the
cell.

( Excel displays the address of
the new location.

e Release the mouse button.

© Release (7).

( Excel creates a copy of the
formula in the new location.

() Excel adjusts the range references.

Note: You can make multiple copies by
dragging the bottom-right corner of
the cell. Excel fills the adjacent cells
with copies of the formula. See the
following section, “Switch to Absolute
Cell References,” for an example.

TIP

CHAPTER

Building Formulas

85 Ml J || =sum(B2:84)
A B | C D E F G H | 1 K L
Sales Jan Feb Mar Apr May  Jun Jul Aug Sep Oct Nov D
Division | $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 3]
Division Il S 0 $27,900 $29,500 $31,000 $30,500 $30,000 531,000 $29,500 $29,500 $32,000 $29,500 $.
52

Division Ill

D2 e e a e kW o

00 524,300 $2 $26,600 527,000 526,750 $27,000 $25,250 $25,250 $28,000 525,250 3.
SALES TOTAI.I $76,650
Cs

66 |

cs M £ || =sumcz:ca) 0
A E | ¢ b E F G H I J K L
Sales Jan Feb Mar  Apr May  Jun Jul Aug Sep Oct Nov D
Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 &
Divisien Il $28,750 527,900 $29,500 $31,000 $30,500 $30,000 $31,000 529,500 $29,500 $32,000 $29,500 &:

Division Ill

524,400 524,300 $25, $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 528,000 $25,250 §:

SALES TOTAL $76,650] $75,200)

L~ oW B W =

EIEIC

ra

é

Why does Excel adjust the range references when I copy a formula?

When you make a copy of a formula, Excel assumes that you want that copy to reference different ranges than
in the original formula. In particular, Excel assumes that the ranges you want to use in the new formula are
positioned relative to the ranges used in the original formula, and that the relative difference is equal to the
number of rows and columns you dragged the cell to create the copy.

For example, suppose your original formula references cell A1, and you make a copy of the formula in the
cell one column to the right. In that case, Excel also adjusts the cell reference one column to the right,
so it becomes B1 in the new formula. To learn how to control this behavior, see the following section,
“Switch to Absolute Cell References.”
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Switch to Absolute Cell References

You can make some formulas easier to copy by switching to absolute cell references. When you

use a regular cell address — called a relative cell reference — such as Al in a formula, Excel
adjusts that reference when you copy the formula to another location. To prevent that reference from
changing, you must change it to the absolute cell reference format: $A$1.

See the first tip at the end of this section to learn more about the difference between relative and

absolute cell references.

Switch to Absolute Cell References

Double-click the cell that contains
the formula you want to edit.

o Select the cell reference you want
to change.

© Press (@D

() Excel switches the address to an
absolute cell reference.

e Repeat steps 2 and 3 to switch any
other cell addresses that you
require in the absolute reference
format.

o Click « or press (Z17).
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[intro ﬁ —sum(B383)

Understanding Excel Formulas SUMinugber1, [number2], ...

Build a Formula
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Add a Function to a Formula
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Add a Range Name to a Formula
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Build a Formula
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Add a Function to a Formula
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(© Excel adjusts the formula. =)

fe || =SUM(SBS3:B3) 0
B C

A

© Copy the formula.

-
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Note: See the previous section, 2 |Tasks
“Move or Copy a Formula,” to learn 2 [intro
how to copy a formula.

4 |Understanding Excel Formulas
5 |Build a Formula

& |Understanding Excel Functions

7 |Add a Function to a Formula

2 |Add a Row or Column of Numbers

o |Build an AutoSum Formula

10 |Add a Range Name to a Formula

11 |Reference Another Worksheet Range in a
12 |Move or Copy a Formula

13 | Switch to Absolute Cell References

14 |Hide the Formula Bar or Ribbon

15 | Troubleshoot Formula Errors

Pages Running Total
2 2

MORNRNNNNNN NN NN

(@ Excel preserves the absolute c1s
cell references in the copied

F :sum[$|3$3:315)4
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formulas.

W @ s W N

Tasks Pages Running Total
Intro 2 2
Understanding Excel Formulas 2 4
Build a Formula 2 7 6
Understanding Excel Functions 2 8
Add a Function to a Formula 2 7 10
Add a Row or Column of Numbers 2 7 12
Build an AutoSum Formula 2 7 14
10 |Add a Range Name to a Formula 2 16
11 |Reference Another Worksheet Range in a 2 7 18
1z |Move or Copy a Formula 2 I 20
13 | Switch to Absolute Cell References 2 7 22
14 |Hide the Formula Bar or Ribbon 2 7 24
2

@ Troubleshoot Formula Errors 26
: —

What is the difference between absolute cell
references and relative cell references?

When you use a cell reference in a formula, Excel treats
that reference as being relative to the formula’s cell.
For example, if the formula is in cell B5 and it
references cell A1, Excel effectively treats Al as the
cell four rows up and one column to the left. If you
copy the formula to cell D10, then the cell four rows
up and one column to the left now refers to cell C6, so
in the copied formula Excel changes Al to C6. If the
original formula instead refers to $A$1, then the
copied formula in cell D10 also refers to $A$1.

How do I restore a cell address back to a
relative cell reference?

You can use the (7] keyboard technique, which
actually runs the address through four different
reference formats. Press (7] once to switch to the
absolute cell reference format, such as $A$1. Press
(i again to switch to a mixed reference format
that uses a relative column and absolute row
(A$1). Press (7] a third time to switch to a mixed
reference format that uses an absolute column
and relative row ($A1). Finally, press (7] a fourth
time to return to the relative cell reference (A1).
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Hide the Formula Bar or Ribbon

ou can give yourself a bit more room in the Excel window by hiding the Formula bar or Ribbon.

Hiding the Formula bar is a good idea if you never use the Formula bar to enter or edit cell data
and you never use Formula bar features such as the Name box, the Enter button, and the Insert
Function button. After hiding the Formula bar, if you find that you need it, you can quickly restore it
to the Excel window. You can also gain more worksheet room by hiding the Ribbon. When you hide
the Ribbon, Excel keeps the tabs visible, so you can still access the commands.

Hide the Formula Bar or Ribbon

Hide the Formula Bar W 5 &= oo -G 7
€@ Click the View tab. S E o
Clipboard & Fol Number ] Styles Cells Edit]
Al - 2

H 9 ¢ = Baok] - Excel 7 o

o Click Formula Bar

Home  Insert  Pagelayout  Formulas  Data  Review | View | Tell mewhat youwant o do... | Paul McFed

(¥] changes to [_]). W B rge oyout &g ot Q [3 [F Shervoser S 0 £
""""““’“P?ij::“@ Custom Views ¥ Gridlines || Headings ~ Zoem 100% ;‘1::‘“;: [ Freeze Panes~ [Junkide | B wﬁ"":mv Macros
(@ Excel removes the Formula bar s oo o
. w A 3 c D E F G H | J K L M N
from the window. i ]

Note: To restore the Formula
bar, repeat steps 1 and 2

(L] changes to [¥]).

© @ o wm e W

=3
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3 3 HS @ - ook] - Ercel 7 @ - & X
H1de the Rlbbon g Home  Inset  Pagelayout  Formulas  Data T et 1l ® Puu\MzFedns'H @
. . . = X% - N = 2 Conditional Formatting = E=Inset = 2 - A,
. ot T _tia e ad W Format as Table = Delete - - zY “
@ Click Unpin the Ribbon (#%,). M. oo o wn Eo Foser - B Ly e
Al o I F3 v
A B C D E F G H J K L M N o =]
1 1
3
:
:
7
8
a
3 1 HS & - 00kl - Excel 7T W - & %
o Excel‘ h1des the R]bbon’ g Home  Inset  Pagelayout  Formulas  Data  Review EVi:.-,E’H uw ® P-u|M<$=d..=-H e
(® Excel keeps the Ribbon tabs B e i - .
visible. ! ]
3
Note: To restore the Ribbon, click :
any tab and then click Pin the
Ribbon (=juf). s

Note: You can also hide and display
the Ribbon by pressing (1) + ().

TIP |

If I have a long entry in a cell, I only see part of the entry in the Formula bar. Can I fix that?

Yes, you can use the Expand Formula Bar feature in Excel to expand the formula to show multiple lines
of data instead of just a single line. On the right side of the Formula bar, click the Expand Formula Bar
button (W) or press (E1)+ (1) +(T) to increase the size of the Formula bar as shown here. If you still
cannot see the entire cell entry, either click and drag the bottom edge of the Formula bar to expand it
even further, or click ~|and [+] to scroll through the entry.

When you are done, click the Collapse Formula Bar button (# ) or press (57 + 1] +(7) to return the
Formula bar to its normal state.

Steven Buchanan graduated from St. Andrews Andrew Fuller

Steven Buchanan
Steven Buchanan
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Troubleshoot Formula Errors

espite your best efforts, a formula may return an inaccurate or erroneous result. To help you

fix such problem formulas, there are a few troubleshooting techniques you can use, such as
checking for incorrect range references or function arguments, confirming your data, and checking
for punctuation errors such as missing colons or parentheses.

If Excel displays an error such as #DIV/0 instead of a result, then you also need to understand these
error messages so that you can troubleshoot and correct the problem.

Confirm Range References

. . A B C D

If your formula is returning an

unexpected or inaccurate result, 7 |Expenses

the first thing to check isyour | g [Cost of Goods | 5924 | 5,781 6,086

range and cell references. For o

ek, T e datE 95 I 9 Advertising 4,830 4,410 5,460

range A1:A10, but your formula | 10 Rent 2,205 2,205 2,205

uses A1:A9, then the result will 11 Supplies 1,365 1,260 1,470

be inaccurate. The easiest way 12 'salaries 'W' 16.800 17325

to check the range and cell o ! ! !

references is to double-click the | 1> Shipping 14,963 14,438 15,225

cell containing the formula. 14 Utilities 525 630 630

Excel highlights the range 15J EXPE =SUM(B8:B11) 48,401

referenced by the formula, S0 16 GROSS PROFIT SUM(number1, [number2], ... 24,049

you can see at a glance which

range your formula is using.

Confirm Range Data

If your formula is correct but it co N Fe || =SUM(C3:C5)

is still producing unexpected

results, the problem might lie A B C D

with the data instead of the 1 Jan Feb Mar

formula. Double-check your

range data to make sure that it 2 |Sales

is accurate and up to date. 3 |Division | 21,620 1 22,080
4 Division Il 26,450 1 27,140
5 Division Il 22,448 1 23,230
6 |SALES TOTAL 70,518 3 72,450
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Confirm Punctuation PMT - 1 X « £ | =PMT(B2/12B3*12,B4)
Many formulas produce inaccurate or A B | C
erroneous results because of incorrect )

punctuation. Look for missing colons in range | 4 Loan Payment Analysis

references; missing or misplaced quotation 2 | Interest Rate (Annual) 6.00%

marks in string data or links to other 3 Periods (Years) T

worksheets or workbooks; and missing 4 Principal $10,000

commas in function arguments. Also check 5 Monthly Payment@lz B3 * 12, B4)
parentheses to make sure you have one 6 PMT (rate, nper, pv, [v], [typel)
closing parenthesis for each opening ;

parenthesis, and that your parentheses are in

the correct locations within the formula.

Confirm Operator Precedence A 5 e b =

The order in which Excel calculates | !
numeric formulas can make a big
difference to the final result,

Calculating the Pre-Tax Cost of an Item

cularly i . Variables: Pre-Tax Cost Calculation:
part-1c.u arly 1t you are.m1xn?g Total Cost  $10.65 Result Formulain D
addition and subtraction with Tax Rate 7% Without controlling precedence = $10.72 =B5/1+B6

multiplication and division. Confirm Controlling precedence = $9.95 =B5 /(1 + B6)
the correct order of precedence

that your formula requires; compare
this with the natural order of operator precedence in Excel, as described in the “Understanding Excel

Formulas” section earlier in this chapter; and then use parentheses to force the correct order if necessary.

00 =~ O h & WM

Understand the Excel Error Values
Excel may display an error value instead of a formula result. Here are descriptions of the six main error types:

Error Description
#DIV/0 Your formula is dividing by zero. Check the divisor input cells for values that are either zero or blank.
#N/A Your formula cannot return a legitimate result. Check that your function arguments are appro-

priate for each function.

#NAME?  Your formula uses a name that Excel does not recognize. Check your range names and function
names.

#NUM! Your formula uses a number inappropriately. Check the arguments for your mathematical
functions to make sure they use the correct types of numbers.

#REF# Your formula contains an invalid cell reference. This usually occurs when you delete a cell
referenced by a formula. Adjust the formula to use a different cell.

#VALUE!  Your formula uses an inappropriate value in a function argument. Check your function argu-
ments to make sure they use the correct data type.
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CHAPTER 5

Manipulating
Worksheets

An Excel worksheet is where you enter your headings and data and build
your formulas. You will spend most of your time in Excel operating
within a worksheet, so you need to know how to navigate and perform
worksheet tasks such as renaming, moving, copying, and deleting.

Saving for Qur Dream Vacation - Excel 7T =

Home inset | Papelayout | Fomuss  Dats  Review  View Poui McFedrcs -
Colors = @ r"ﬂf ]E EE' | E:DH eos Width: ridiines Headings "1 Bring Forward -
nts - | L= = = % [ Height: View View "0 Send Backward ~
Margins Orientation Size Print Breaks Delete  Print .. &
- - Areas - Background Titles =D& Scale [print [ Print Gy Selection Pane

Themes. Page Setup Sheet Options Arrange

| =PMT(B2/12,B3*12,B4,B5) ’




Navigate a Worksheet . . . . . . . . ... ... ... 112

Rename a Worksheet. . . . . . . ... ... ..... 113
Create a New Worksheet . . . . . ... ... ..... 114
Move a Worksheet . . . . . ... .. ... ... ... 116
Copy aWorksheet . . . . .. ... ¢ 118
Delete a Worksheet . . . . ... ... ... ..... 120
Change the GridlineColor . . . . ... ... ... .. 122
Toggle Worksheet GridlinesOnand Off . . . . . .. .. 124
Toggle Worksheet HeadingsOnand Off . . . . . . . .. 125
Set the WorksheetTabColor . . . . . . . . ... ... 126
Set the Worksheet Background . . . . . . .. .. ... 128
Zoom In on or Qut of a Worksheet . . . . . ... ... 130
Split a Worksheet into TwoPanes. . . . . . . ... .. 132

Hide and Unhide a Worksheet . . . . .. ... .. .. 134



Navigate a Worksheet

You can use a few keyboard techniques that make it easier to navigate data after you have entered
it in a worksheet.

It is usually easiest to use your mouse to click in the next cell you want to work with. If you are
using Excel on a tablet or PC that has a touchscreen, then you can tap the next cell you want to
use. However, if you are entering data, then using the keyboard to navigate to the next cell is often
faster because your hands do not have to leave the keyboard.

Keyboard Techniques for Navigating a Worksheet
Press To move
Left one cell
Right one cell
Up one cell
Down one cell
[Home | To the beginning of the current row
Down one screen
Up one screen
m+ One screen to the right
m+ One screen to the left
Ctrl FY Home | To the top-Lleft corner of the worksheet (cell A1)
CD+ED To the bottom-right corner of the used portion of the worksheet
() +arrow keys In the direction of the arrow to the next non-blank cell if the current cell is
blank, or to the last non-blank cell if the current cell is not blank
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ou can make your Excel workbooks easier to understand and navigate by providing each worksheet
with a name that reflects the contents of the sheet.

Excel provides worksheets with generic names such as Sheetl and Sheet2, but you can change these
to more descriptive names such as Sales 2013, Amortization, or Budget Data. Note, however, that
although worksheet names can include any combination of letters, numbers, symbols, and spaces,
they cannot be longer than 31 characters.

o Display the worksheet you want
to rename.

e Click the Home tab.
0 Click Format.
Q Click Rename Sheet.

You can also double-click the
worksheet’s tab.

Excel opens the worksheet name
for editing and selects the text.

o If you want to edit the existing
name, press either (2 or £ to
deselect the text.

@ Type the new worksheet name.
@ Press EIE.

Excel assigns the new name to
the worksheet.

Tell me what you want to do...

2 Conditional Formatting =
[ Format as Table ~

[7 Cell Styles &@ Format~ & -

Styles

H = Sales Reps Sales - Excel
Home ge Layou  Formulss  Data  Review  View
& [aien Currency  ~
—— BIuU S
¥ =i i 8
Clipboard & Font G Alignment & Number
c3 h fe 996336
A B C D
1
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
Michael Neipper $795,518 $669,394
& Robert Zare $722,740 $626,945
Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster $540,484 $693,762
12 Fhardne Cear ¢ecn 723 ¢g22 naa
Sheet! <o (©) «

Average: §707,636 Count 38 Sum: 526,890,178

i M -———+ 0%

?TE - O X
4 Paul McF... ~ QR+
Bolnsert - 2 v G-

ExDelete + [T~ #b~

Cell Size
1T RowHeight...
AutoFit Row Height
3 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide »
Organize Sheets
Rename Sheet
Move or Copy !%sam
Tab Color »
Protection
[F2 Protect Sheet...
Lock Cell

Farmat Cells...

-

Home Insert Pagelayou Formulas Data Review View

Sales Reps Sales - Excel

Tell me wh;

at you want to do...

X Calibr e Conditional Formatting
- Em - - Format as Table
fafte ¢ B I U- N - Cell Styles
Clipboard Font Alignment Number styles
c3 - I 996336
A B C D E F
1
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko $765,327 §771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper $795,518 $669,394
9 Robert Zare §722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster $540,484 $693,762
1a Fhardac Rrano) ¢eEn 723 ¢273 A4
Sales Repq 6 L]

H B M

?7 H - O X
Paul McF... = QR+

Insert
Delete -
Format~ | &~
Cells Editing ~
v
G H [«

Average: $707,636  Count: 38 Sum: 526,890,178
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hen you create a new workbook, Excel includes a single worksheet that you can use to build a

spreadsheet model or store data. If you want to build a new model or store a different set of
data, and this new information is related to the existing data in the workbook, you can create a new
worksheet to hold the new information. Excel supports multiple worksheets in a single workbook, so
you can add as many worksheets as you need for your project or model.

In most cases, you will add a blank worksheet, but Excel also comes with several predefined
worksheet templates that you can use.

Create a New Worksheet

Insert a Blank Worksheet - B T m -8 x
o Open the workbook to which you X Hmc‘:e gLﬂy ;";ED;ER; e T P —— A

want to add the worksheet. e e e meas 22 S et B
9 Click the Home tab. C:f““ o - Hornent s funeer s "w" IZECI;‘ :
e Click the Insert . 1Ii! ’ c e e ; G H ) K L Mo
O Click Insert Sheet. j

Q
Excel inserts the worksheet. oA 8¢ b & F & H 1 T

Note: You can also insert a blank
worksheet by pressing 000 +(21.

Another way to add a blank
worksheet is to click the Insert
Worksheet button ().

S e e e W kW

Sheet2 | Sheetl ® 4 »

i M o-——+ 0%

\r
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Insert a Worksheet from a N | 1 € . s R
A ) Insert...
Template 1] & pete
o Open the workbook to which you i Rename
want to add the worksheet. 2 & Move or Copy...
. . 5 Q] View Code
© Right-click a worksheet tab. . (B protectSheet.
© Click Insert. . TsbColor >
9 | » Hide
10 * Unhide..,
1 | Select All Sheets
<« eet2 | Sheeti | () K1
The Insert dialog box appears. I S
@ Click the Spreadsheet S
Solutions tab. 'H
Biling Blood Pressure  Expense - . Preview
e Click the type of worksheet Sowment  Tedw Reet HEEE
you Want to add. Pa\ Saleport ﬂrd 6 EI_Amn Ar;on:izmioncsd‘led
(® You can also click Templates e B —re
on Office.com to download =
worksheet templates from .
the web.
O click ok. C
(1) Excel inserts the worksheet. R 6 R | 5 c .
1 | Loan Amortization Schedule
3
4 Enteruduesg
$ Loan amount]
Annual interest rate
7 Loan period in years
] Mumber of payments per year
9 Start date of loan
10 Optional extra payments
11
12 Lender name: | ;
« | Loan Amortization Schedule | sheet2 | sheett | (3 N —

TIP

How do I navigate from one worksheet to another?
The easiest way is to click the tab of the worksheet you want to use. You can also click the following controls:

4 Move to the previous worksheet. (ED+4  Move to the first worksheet.
P Move to the next worksheet. (ZD+»  Move to the last worksheet.
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ou can organize an Excel workbook and make it easier to navigate by moving your worksheets to
different positions within the workbook. You can also move a worksheet to another workbook.

When you add a new worksheet to a workbook, Excel adds the sheet to the left of the existing
sheets. However, it is unlikely that you will add each new worksheet in the order you want them to
appear in the workbook. For example, in a budget-related workbook, you might prefer to have all the
sales-related worksheets together, all the expense-related worksheets together, and so on.

ove a Worksheet

€@ If you want to move the
worksheet to another workbook,
open that workbook and then
return to the current workbook.

e Click the tab of the worksheet
you want to move.

€@ Click the Home tab.
@ Click Format.
© Click Move or Copy Sheet.

You can also right-click the tab
and then click Move or Copy
Sheet.
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H = 2016-2017 Budget - Excel ? A - 0O %X
Home  Insert  Pagelayout Formulas Data Review  View Tell me what you want to do... v Paul McF... - o
% Colibri Tz <& & ==|_ 5 |Mumber - [z Conditional Formatting~ %"Insert M IR
Ee - =E- $-% * [FromatasTabler ErDelete - [+ -
Paste Iu- - DA = o .00 =
~ =T= =i P w0 (37 Cell Styles - = Format~ & -
Clipboard 1 Font = Alignment  m Number & Styles Cells Editing ~
Al - f v
A B C D E F G H I -
1 ) Jan Feb Mar 1st Quarter Apr May Jun 2nd Quartei
2 |Sales
3 Division | 21,620 21,160 22,080 64,860 23,092 23,000 23,368 69,460
4 Division Il 26,450 25,576 27,140 79,166 28,520 28,060 27,600 84,180
5 Division lll 22,448 22,080 23,230 67,758 24,472 24,840 24,610 73,922
6 SALES TOTAL 70,518 68,816 72,450 " 211,784 76,084 75,900 75,578 " 227,562
7 Expenses
8 Cost of Goods 5,924 5,781 6,086 17,790 6,391 6,376 6,349 19,115
9 Advertising 4,830 4,410 5,460 14,700 5,250 5775 5,513 16,538
10 Rent 2,205 2,205 2,205 6,615 2,205 2,205 2,205 6,615
11 Supplies 1,365 1,260 1,470 4,095 1,365 1,313 1,470 4,148
12 Salaries 16,800 16,800 17,325 50,925 17,325 17,325 17,850 52,500 |/,
> Budget Assumptions Projections 2015-2Q16 Final Estimates | ... @- < >

H = 2016-2017 Budget - Excel ? E - 0O X
Home 05;5 Layout Formulas Data Review View Tell me what you want to do... 4 Paul McF... = )
X Colibri Tz <& & S Number - [ Conditional Formatting - Emlnm M IR
Pacte B - BH- $-% > [HromatasTabler Fx Delete ~ [T~
4 TU-[E DA s - WwH (57 Cell Styles~ =] Format -
Clipboard fu Font & Alignment & Number Styles Cell Size ~
Al - 5 1 Row Height... -
AutoFit Row Height
Ll B c D E F G 3 Column Width... =
1 Jan Feb Mar 1st Quarter Apr May 2
¥ AutoFit Column Width
2 |Sales Default Width... 4
3 |Division | 21,620 21,160 22,080 64,860 23,092 23,000
4 |Division Il 26,450 25,576 27,140 79,166 28,520 28060 "f“' -
5 |Division Il 22,448 22,080 23,230 67,758 24,472 24,840 e s e '
6 |SALES TOTAL 70,518 68,816 72,450 211,784 76,084 75,900 Organize Sheets
7 g Rename Sheet
8 |Cost of Goods 5,924 5,781 6,086 17,790 6,391 Move or Copy Sheet...
9 |Advertising 4,830 4,410 5,460 14,700 5,250 5,775 Tab Color 4
10 |Rent 2,205 2,205 2,205 6,615 2,205 2,205 | Protection
11 |Supplies 1,365 1,260 1,470 4,095 1,365 1,313 [ Protect Sheet..
12 |Salaries 16,800 16,800 17,325 50,925 17,325 17,325 Lock Cell =
3 Budget Assumptions Projections | 2015-2016 Final | Estimates | ... -@- [l Format Cells... ¥
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The Move or Copy dialog box appears.

@ If you want to move the sheet to another T T
workbook, click the To book ¥ and then click the folbeck
kbook 2016-2017 Budget.xsx 6
er ' Before sheet:
@ Use the Before sheet list to click a destination o | [sudet -
worksheet. .
. . Estimat
When Excel moves the worksheet, it will appear to Gross Margin
the left of the sheet you selected in step 7. i
i [ ] Create a copy
© click ok.

() Excel moves the worksheet. R 5 . 5 c .

1 Jan Feb Mar 1st Quarter Apr

2 Sales

3 |Division | 21,620 21,160 22,080 64,860 23,092

4 Division Il 26,450 25,576 27,140 79,166 28,520

5 |Division Il 22,448 22,080 23,230 67,758 24,472

6 SALES TOTAL 70,518 68,816 72,450 " 211,784 76,084

7 |Expenses

8 Cost of Goods 5,924 5,781 6,086 17,790 6,391

9 |Advertising 4,830 4,410 5,460 14,700 5,250

10 Rent 2,205 2,205 2,205 6,615 2,205

11 |Supplies 1,365 1,260 1,470 4,095 1,365

12 |Salaries 16,800 16,800 17,325 50,925 17,325
< | Budget | 2015-2016 Final | Assumptions | Projections | Estimates |

o
[ TIP |

Is there an easier way to move a worksheet within the same workbook?
Yes. It is usually much easier to use your mouse to move a worksheet within the same workbook:

€@ Move I over the tab of the workbook you want to move.

e Click and drag the worksheet tab left or right to the new position within the workbook
(Iy changes to ).

() As you drag, an arrow shows the position of the
Worksheet. 11 ?’,365 1,260 1,470 4,095
s 116,800 16,800 17,325 50,925
e When you have the worksheet positioned where | Budget | ecrions | 2015-2016 Final | Esti

you want it, drop the worksheet tab.

Excel moves the worksheet.
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xcel enables you to make a copy of a worksheet, which is a useful technique if you require a new
worksheet that is similar to an existing worksheet. You can copy the sheet to the same workbook
or to another workbook.

One of the secrets of productivity in Excel is to not repeat work that you have already done. For
example, if you have already created a worksheet and you find that you need a second sheet that is
very similar, then you should not create the new worksheet from scratch. Instead, you should copy
the existing worksheet and then edit the new sheet as needed.

Worksheet

o If you want to copy the worksheet ﬁ Experses- Brd FE -8
Home  Insert PageLayout  Formulas Data Review  View Tell me what you want to do. v Paul McF... ~ <
to another workbook, open that B TR Cotom ] BB Conttensiformuting | Beimen + - b+
workbook and then return to the O Eru-=- o4 i B\ | B A
Current WOI’kbOOk. Clipbeard Font & Alignment & Number Styles Cells Editing ~
B17 hd fx v
o Click the tab of the worksheet you A [enii e L o E E & o ' ;K
t to copy. 1 Expense Budget Calculation - 1st Quarter
wan . 2
3 INCREASE 1.03
4
5 EXPENSES January February March Total
6 Advertising $4,600 $4,200 $5,200 $14,000
7 Rent $2,100 $2,100 $2,100 56,300
8 Supplies $1,300 $1,200 $1,400 53,900
9 Salaries $16,000 $16,000 $16,500 $48,500
10 Utilities $500 5600 $600 $1,700
1 2015 TOTAL $24,500 $24,100 $25,800 $74,400
12
13 2016 BUDGET $25,235 $24,823 $26,574 $76,632 —

Budget § 1st Quarter ® < v
Ready 3 i3} M -——+ 100%

e Cljck the Home tab‘ i =] : Expenses - Excel 7 E - 0 X
Humr@gehyuu\ Formulas Dats  Review View | Tell me what you want to do ¢ PaulMcF.. - e

: X% . 3 Custom | FZ Conditional Formatting+ &= lnsert ~ 2 = 47+
e CI']Ck Format' L - . e ”V e E - % ‘- % * lgFﬁrmata:Tab\ 2 ’ ¥ Delete - [T~ # -
“w BT U-E DA o g [ Cell Styles - M‘"' Format=| £ -
e Click Move or Copy Sheet- Clipboard Font 5 Augnment & Number stytes Cell Size -
817 - Fe I Row Height.. .
You can also right-click the tab and A LB | c 0 E F__ 6 A -
. 1  Expense Budget Calculation - 1st Quarter
then click Move or Copy Sheet. LR & S
. 3 INCREASE 1.03 )
The Move or Copy dialog box appears. s :
5 EXPENSES January February March Total
6 Advertising $4,600 54,200 $5,200 514,000 Bename Sheet
7 Rent $2,100 $2,100 $2,100 $6,300 & oo
8 Supplies $1,300 $1,200 $1,400 $3,900 Tsb Color
3 Salaries $16,000 $16,000 $16,500 $48,500 Protection
10 Utilities $500  $600  $600 51,700 L3 protect Sheat
1 2015TOTAL  $24,500 $24,100 $25,800 $74,400 = Lock el
12 ] Format Cell:
1 2016 BUDGET  $25,235 $24,823 $26,574 $76,632 .
Budget - 1st Quarter ® < v
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G If you want to copy the sheet to another workbook, Move or Copy 2 x|
click the To book = and then click the workbook.

Use the Before sheet list to click a destination

worksheet.

When Excel copies the worksheet, the copy will appear
to the left of the sheet you selected in step 7.

@ Select the Create a copy check box ((_] changes to [¥]).

© click ok.

Excel copies the worksheet.

Move selected sheets
To book:

Expenses.xlsx

Before sheet:

40

ﬂ BudEet- 1st Quarter

&E Create a copy

O o || e

A B c D E F G
Excel gives the new worksheet the |1 Expense Budget Calculation - 1st Quarter
same name as the original, but 2
with (2) appended. 3 INCREASE 1.03
4
Note: See the “Rename a Worksheet” 5 EXPENSES January February March _ Total
section earlier in this chapter to learn 6 Advertising $4,600 $4,200 $5,200 $14,000
how to edit the name of the copied 7 Rent $2,100 $2,100 $2,100 $6,300
worksheet. 8 Supplies $1,300 $1,200 $1,400 $3,900
9 Salaries $16,000 $16,000 $16,500 $48,500
10 Utilities $500 5600 S600 $1,700
11 2015 TOTAL $24,500 $24,100 $25,800 $74,400
12
13 2016 BUDGET  $25,235 $24,823 $26,574 $76,632
Budget - 1st Quarter | Budget - 1st Quarter (2) D) ]
L
Is there an easier way to copy a worksheet within the same workbook?
Yes. It is usually much easier to use your mouse to copy a worksheet within the same workbook:
o Move s over the tab of the workbook you want to copy.
© Hold down 1.
Q Click and drag the worksheet tab left or right (Iv changes to f).
As you drag, an arrow shows the position of
the worksheet. 2016 BUDGET  $25,235 $24,823 $26,.,74 S7
e When you have the worksheet positioned Budget - 1st Quarter IERE | @

where you want it, drop the worksheet tab.
Excel copies the worksheet.
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f you have a worksheet that you no longer need, you can delete it from the workbook. This reduces
the size of the workbook and makes the workbook easier to navigate.

You cannot undo a worksheet deletion, so check the worksheet contents carefully before proceeding
with the deletion. To be extra safe, save the workbook before performing the worksheet deletion. If
you delete the wrong sheet accidentally, close the workbook without saving your changes.

Delete a Worksheet

o Click the tab of the worksheet you o : 20162017 Budger - Excel T - A%

Pagelayout Formulas Data  Review View | Tell me what you want to do.. ? Paul McF... = o
Want tO de'-ete' % Goibn Tz & & == _ & |Number ~| EZConditional Formatting~ " lnsert - > - 4v-
By - -~ $ - 9% » [FFormatasTable~ BxDelete - [T~ #-
Paste B IU- - &-A- o o0 =
4 I ] (57 Cell Styles - = Format- & -
Clipboard & Font G Alignment & Mumber & Styles Cells Editing ~
R17 - fe -
A J K L M N o P Q R >
1 Jul Aug Sep 3rd Quarter Oct Nov Dec 4th Quarter TOTAL
2 Sales
3 Division | 26,000 24,000 24,000 74,000 26,000 24,000 24,000 74,000 294,000
4 |Division Il 31,000 29,500 29,500 90,000 32,000 29,500 29,500 91,000 358,550
5 Division Il 27,000 25,250 25,250 77,500 28,000 25,250 25,250 78,500 310,000
6 |SALES TOTAL 84,000 78,750 78,750 " 241,500 86,000 78,750 78,750 243,500 962,550
7
& Cost of Goods 6,720 6,300 6300 | 19,320 6,880 6,300 6,300 19,480 77,004
9 |Advertising 5,500 5,200 5,200 15,900 4,500 5,200 5,200 14,900 60,550
10 |Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 25,200
11 Supplies 1,300 1,400 1,400 4,100 1,250 1,350 1,400 4,000 15,950
12 Salaries 17,000 17,000 17,000 51,000 17,000 17,500 17,500 52,000 201,500
13 |shipping 15,000 14,500 14,500 44,000 15,750 15,250 14,500 45,500 176,250
14 Utilities 650 600 600 1,850 650 600 600 1,850 7,200
15 [EXPENSES TOTAL 48,270 47,100 47,100 " 142,470 48,130 48,300 47,600 144,030 563,654 | _
3 Budget Assumptions Projections 2015-2016 Final Estimates 1 ) 4 »

Ready 83 ;) M ———+ 100

9 Click the Home tab H : 2016-2017 Budget - Excel 7T @ - O %
Home Qgeuyout Formulas  Data  Review  View Tell me what you want to do... aul McF... = &

: X% - Mumber  ~| EE Conditional Formatting = &= Insert PIRE-L 2
€@ Click the Delete w . Wy b < e T it 1=
. » =T= = - WSl 7 Celt styles - Fr Delete Cells..

e CI_'ICk Delete sheet, Clipboard Font G Alignment & Number styles 1% Delete Sheet Rows ~

c11 - £ || 251850 % Delete Sheet Columns -
You can also right-click the tab R . = 5 : . w EET
and then click Delete Sheet. : Team1 |Tesm2 |Team 3
2 Sales
3 Division| 294,000 323,400 279,300
2 Division Il 358,550 394,405 340,623
s Division I 310,000 341,000 294,500
6 Expenses
7 Costof Goods 77,004 84,704 73,154
3 Advertising 60,550 66,605 57,523
s Rent 25,200 27,720 23,940
10 Supplies 15,950 17,545 15,153
u|Salaries 201,500 | 251,650 | 191,425
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840 -
3 Budget Assumptions Projections 2015-2016 Final Estimates @ 1 >

Bam——
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CHAPTER

Manipulating Worksheets 5

If the worksheet contains data,
Excel asks you to confirm that
you want to delete the
worksheet.

© Click Delete. @ oo | | cnee

() Excel removes the worksheet.

& Microsoft Excel will permanently delete this sheet. Do you want to continue?

b .. | Assumptions Projections 2015-2016 Final Gross Margin

I have several worksheets that I need to delete. Do I have to delete them individually?

No. You can select all the sheets you want to remove and then run the deletion. To select multiple
worksheets, click the tab of one of the worksheets, hold down (£11), and then click the tabs of the other
worksheets.

If your workbook has many worksheets and you want to delete most of them, an easy way to select the
sheets is to right-click any worksheet tab and then click Select All Sheets. Hold down (511, and then click
the tabs of the worksheets that you do not want to delete.

After you have selected your worksheets, follow steps 3 to 5 to delete all the selected worksheets at once.
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Change the Gridline Color

ou can add some visual interest to your worksheet by changing the color that Excel uses to
display the gridlines. The default color is black, but Excel offers a palette of 56 colors that you
can choose from.

Changing the gridline color also has practical value because it enables you to differentiate between
the gridlines and the borders that you add to a range or a table. See Chapter 3 to learn how to add
borders to your worksheet ranges.

Change the Gridline Color

o Click the tab of the worksheet H 9 @ - ookl - rce 7w - oox
Home Inset Pagelayou Formulss Dasta Review View | Tellme whatyou wantto do.. ] paumer. - [ &

you want to customize. oy Ty . |- I Conditonsiormttng - Bimet - X - v
X PEE B - . ===E- $-%* [[FromatasTable- B Delete - [~ db-
e Chck the File tab. w BT U-j=- AT =sm e W 57 Cell styles ~ E Format~ & -
Clipboard Font ] Alignment ] Number Styles Cells Editing ~
Al A S v
A B C D E F G H J K L M [<]
1] !
2
3
4
5
6
7
8
9
10 -
11
12

[ I = + 100%

Book1 - Excel ? - 0 %
Paul Mcedries - [ @& @

€© Click Options.

B Protect Waorkbook Properties -
» Control what types of changes peaple can make to Size Not saved ...
Protect
W | thisworkbook Title Add a title
Tags Add ateg
Categories Add 3 cate..
ot Inspect Workbook Related Dates
Before publishing this file, be aware that it contains:
. Check for 5 Document properties, author's name and LastModified  Today, 1:27...
Share Issues~ absolute path Created Today, 11:27...
W Content that people with disabilities find Last Printed
Export difficult to read
Related People
Versions Author
a - Paul
T There are no previous versions of this file.
Account v'::"‘:r: Addanaut

Last Modified By m
3 Options Greg

Show All Properties

= Browser View Options
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CHAPTER

Manipulating Worksheets 5

The Excel Options dialog box

appears. General @kahyupliumlurlhismrkgheﬂ: A 3
. Formulas ‘Show row and column headers
a Click Advanced. Proofing [ Show formulas in cells instead of their calculated results
Save [[] Show sheet right-to-left
o [] Show page break:
© scroll down to the Display —— oo e ettt e
° > [¥] Show outline symbels if an outline is applied
options for this worksheet JE—— PR et
Section. Quick Access Toolbar Gridline color
Add-Ins Formulas
() The worksheet you selected in T canies a4
step 1 appears here. o 1
@ click the Gridline color w . Sp L R—
X Cluster type: | ~]| | Options..
0 Click the color you want to use. e et
© click ok. A Qt o [ o

() Excel displays the gridlines using BHS o - Book! - Exca T m - 3 x
Home | Inset Pagelayow Formulas Data Review View | Tellme whatyou want to do.. T raulMcF.. - m o
the COlor you SeleCted° o Y G [ K« 2 Conditional Formatting ~ &= Insert = 3 - 47~
PP By~ ) E- $-9% > [FromatasTable- FrDelete ~ [~ #-
e BIUL- L~ &-A - 8 £ [ cell Styles - [l Format~ & -
Clipboard Font IF] Alignment M Number ) Styles Cells Editing ~
AL MEHE % v
A B c b E F G H | ) K L M [+

P

Can I change the gridline color for all the sheets in my workbook?

Yes. One method would be to follow the steps in this section for each worksheet in your workbook.
However, an easier method is to first select all the sheets in the workbook. To do this, right-click any
worksheet tab and then click Select All Sheets.

You can now follow steps 2 to 8 to apply the new gridline color to all your worksheets. Once you have done
that, right-click any worksheet tab and then click Ungroup Sheets to collapse the grouping.
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ou can make your worksheet look cleaner and make the worksheet text easier to read by turning

off the sheet gridlines. When you do this, Excel displays the worksheet with a plain white
background, which often makes the worksheet easier to read. This is particularly true on a worksheet
where you have added numerous borders to your ranges, as described in Chapter 3.

If you find you have trouble selecting ranges with the gridlines turned off, you can easily turn them

back on again.

eet Gri

Turn Gridlines Off

o Click the tab of the worksheet
you want to work with.

e Click the View tab.

€@ Click Gridlines (V] changes to [_]).

Excel turns off the gridline display.

Turn Gridlines On

To turn the gridlines back on, click
Gridlines ([_]| changes to [¥]).
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.
= _ B¢ General

Brimson Invaice - Excel

a Review  View

?THE - 0O X
Paul McF... ~ &

ﬁv,m want to do e
~| F5Conditional Formatting = &= lnsert = 2.~ 47+

% cam oA A =
B - = E- $-% * [FromatasTable~ FrDelete ~ [T~ #b-
. B I U B A o o =

~ ESE -3 R [7 Cell Styles ~ & Formats & -
Clipboard Font G Aignment & Number & Styles Cells Editing A
M23 - Je v

4 B C D E F G H J K [~

+ Brimson Manufacturing INVOICE
2 123 45th Steeet Invoice Number:
4 New York, N.Y. 10019 Invoice Date:
a
5 [SoldTo: Ship To:
.
8
9
w
11 |Quantity |Description Price Extension
12,
13
14
15
16
17 Subtotal
18 Tax
19 Tmal|
20 ped

1 Invoice Template | Sheet2 | Sheet3 (—E\ 1 3

B Hd
Home

I:I L [ Page Layout

Brimson Invaice - Excel

nset  Pagelayout Formulas Data  Review | View

Rul /| Formula Bar Q Lé’m :QJ

*TE - 0 X
Tell me what you want to do. Paul McF... - o
=g =

£E New Window [ [0
B arangeal T

Normal Page Bresk (5 Gridiines 7] Headings  Z0om 100% Zoomto Switch  Macros
review Selection 2 Freeze Panes~ | | Windows - -
Workbiook Views Show Zoom Window Macros A

M23 - e v

4 B c D E F G H J K [~
+ Brimson Manufacturing INVOICE
2 123 45th Steeet Invoice Number:
4 New York, N.Y. 10019 Invoice Date:
a
5 [SoldTo: Ship To:
-
8
9
w
11 |Quantity |Description Price Extension
12,
13
14
15
16
17 Subtotal
18 Tax
19 Tmal|
20 signed

Invoice Template | Sheet2 | Sheet3 ﬁ-) 1 3

Ready 83 B [ c—r—— Wi



CHAPTER

Toggle Worksheet Headings On and Off

Y

and so on above the worksheet.

ou can give yourself a bit more room to work by turning off the worksheet’s row headings — the
numbers 1, 2, and so on to the left of the worksheet — and column headings — the letters A, B,

If you find you have trouble reading your worksheet or building formulas with the headings turned

off, you can easily turn them back on again.

Toggle Worksheet Headings On and Off

Turn Headings Off CICREEE Bock1 - T ® - b ox
Home Insert Pagelayou Formulas Data Review View Paul McF... 'm )
3 X% _ o = ~ 1 Kz Conditional Formatting~ &= Insert ~ > - 47~
o Click the tab of the 'worksheet . A g $-% 0 DfemusTle  Bodee - Do K-
you want to work with. S BIRTLISA W By Broms- & -
Clipboard 1 Font Numbs Styles Cells Editing ~
A1 v| : ‘ x I ” .

© Click the View tab.

O]

o ®Non aw ]S

. . H & & Book1 - Excel 7 B - O %X
e Click Headings ([¥] changes o et Fope s Fomune Dan i | v | [lar e pmsantiogs 0] e -] e
to D)' B Pagelayout  [ZRuler [ FarmulaBar Q [E; E’i@: “ENewWindow [ I El:l’_J E‘:ﬂ

Page Break 15 Custom Views
review

() Excel turns off the headings.

Arange Al T [0
B 9 o Switch
B Freeze Panes~ [ Windows ~

window

Headings ~ Zoom 100% Zoomto Macros

Selection
m

Zool Macros

>

iews St
= v 2]

<

Turn Headings On A

() To turn the headings back
on, click Headings

(L] changes to [¥]).

I+]

4

Sheet1 @

] B

] M -———+ 0%
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ou can make a workbook easier to navigate by color-coding the worksheet tabs. For example, if

you have a workbook with sheets associated with several projects, you could apply a different tab
color for each project. Similarly, you could format the tabs of incomplete worksheets with one color,
and completed worksheets with another color.

Excel offers 10 standard colors as well as 60 colors associated with the current workbook theme. You
can also apply a custom color if none of the standard or theme colors suits your needs.

t the Wo b Col

€ Click the tab of the worksheet x )k . om w0 _a [ &L
1 Jul Aug Sep 3rd Quarter Oct Nov Dec  4th Quarter TOTAL
you want to format. 2 |sales
3 |Division | 26,000 24,000 24,000 74,000 26,000 24,000 24,000 74,000 294,000
4 |Division Il 31,000 28,500 29,500 90,000 32,000 29,500 29,500 91,000 358,550
5 |Division llI 27,000 25,250 25,250 77,500 28,000 25,250 25,250 78,500 310,000
6 |SALES TOTAL 84,000 78,750 78,750 i 241,500 86,000 78,750 78,750 243,500 962,550
7 |Expenses
8 |Cost of Goods 6,720 6,300 6,300 i 19,320 6,880 6,300 6,300 15,480 77,004
9 |Advertising 5,500 5,200 5,200 15,900 4,500 5,200 5,200 14,900 60,550
10 Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 25,200
11 |Supplies 1,300 1,400 1,400 4,100 1,250 1,350 1,400 4,000 15,950
12 |Salaries 17,000 17,000 17,000 51,000 17,000 17,500 17,500 52,000 201,500
13 |Shipping 15,000 14,500 14,500 44,000 15,750 15,250 14,500 45,500 176,250
14 |Utilities 650 600 600 1,850 650 600 600 1,850 7,200
15 |[EXPENSES TOTAL 48,270 47,100 47,100 : 142,470 48,130 48,300 47,600 144,030 563,654
16 & poACIT ac7an 31 AEn 24 680 aa nan 27870 anaAsn 21450 Qaa7n  2ape0s hd
1 Budget Assumptions Projections 2015-2016 Final Estimates Gr ... -@

e Cl.]Ck the Home tab [=] s 2016-2017 Budget - Excel T ®E - O x
Home Q?agabyuut Formulss  Data  Review  View | Tellme whatyouwant to do.. ] paumer.. - %)
Cl.]Ck Format. % oo Te xa == . g Number - F3) Conditional Formatting - %“Insert IR M
P BT . 5+ 9% [E¥rormatasTableg ExDelete ~ [T]-
. e BIU-H- DA ===&=H g (57 Cell Styles - &@Fovmat'
e Clle Tab color. Clipboard 1 Font [ Alignment o Number & Styles Cell Size .
717 . £ 1L Row Height..
AutaFit Row Height
A J K L M N ° P 1 Column Width... =
1 Jul Aug Sep  3rd Quarter  Oct Nov Dec ¢ X
AutoFit Celumn Width
2 |Sales Default Width...
3 |Division | 26000 24000 24000 74000 26000 24,000 24000 .
isibil
4 | Division I 31,000 29,500 29,500 90,000 32,000 29,500 29,500 2 _
5 |Division Il 27,000 25250 25250 77500 28000 25250 25250 Hide & Unhide ’
& |SALES TOTAL 84,000 78,750 78,750 ~ 241,500 86,000 78,750 78,750 | OrganizeSheets
Rename Sheet
7 |Expenses
Cost of Goods 6720 6300 6300 ~ 19,320 6,880 6,300 Love or Copy Sheet...
9 |Advertising 5,500 5,200 5,200 15,900 4,500 5,200 Tab Color (2
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Excel displays the Tab Color

A ) K L M N 0 P - X =
] Column Width...
1 Jul Aug Sep  8rdQuarter  Oct Nov F= o
pa lette. AutoFit Column Width
2 Sales Default Width...
. 3 Division | 26000 24000 24000 74000 26000 24000 24000 .
isibil
9 Click the color you want to use 4 Division Il 31,000 29500 29500 90,000 32,000 29,500 29,500 v i
5 |Division Il 27,000 25250 25250 77,500 28,000 25250 25250 Hide & Unhide '
for the current tab. 6 |SALES TOTAL 84,000 78750 78,750 ~ 241500 86,000 78,750 78750 | OrganizeSheets
Rename Sheet
7 Expenses
To apply a custom color, click 8 Cost of Goods 6720 | 6300 6300 | 19,320 6,880 | 6300 _ 6300 Love or Copy Sheet...
! 9 Advertising 5,500 5,200 5,200 15,500 4,50( Theme Colors Lebidatan >
More Colors and then use the 10 |Rent 2,100 | 2,100 2,100 6,300 210 @ EEENNE Protection
R 11 Supplies 1,300 | 1,400 1,400 4,100 1,250 S Brotect Shect...
Colors d1alog box to choose the 12 Salaries 17,000 17,000 17,000 51,000 17,00 T Lock Cel
13 Shipping 15000 14500 14500 44,000 15754
Format Cglls...
color you want. 14 Utilities 650 600 600 1,850 6500+ dard Colors A,Wu S
15 EXPENSES TOTAL 48270 47400 47,00 ' 142470 & EEEEE 144030 563,654
2 P e e 7 ereem e o by |~
3 Budget Assumptions Projections 2015-2016 Final Estimate = 3

Excel applies the color to

A J K L [ N s P a R -
1 Jul Aug Sep 3rd Quarter Oct Nov Dec 4th Quarter TOTAL
the tab.
2 Sales
. . 3 Division | 26,000 24,000 24000 74,000 26,000 24,000 24000 74000 294,000
Note: You can al,SO ﬂght-Cl‘ICk the 4 |Division Il 31,000 29,500 29,500 90,000 32,000 29,500 29,500 91,000 358,550
. . 5 Division Il 27,000 25250 @ 25250 77,500 28,000 25250 25250 78,500 310,000
tab, click Tab COIOT, and then click 6 |SALES TOTAL 84,000 78750 78,750 ' 241,500 86,000 78,750 78,750 243500 962,550
7 g
the color you want to apply. -
8 Cost of Goods 6720 6300 6300 19,320 6880 6300 6300 19,480 77,004
3 Advertising 5500 5200 5200 15900 4500 5200 5200 14,300 60,550
Note: The tab color appears very 10 Rent 2,400 2100 2100 6300 2400 2100 200 6300 25200
. . 11 Supplies 1,300 | 1,400 1,400 4,100 1,250 1,350 1,400 4,000 15950
fai ntly when the tab is selected, but 12 |Salaries 17,000 17,000 17,000 51,000 17,000 17500 17,500 52,000 201,500
. 13 Shipping 15000 14500 14500 44,000 15750 15250 14500 45500 176,250
the color appears quite Strongly 14 utilities 650 600 600 1,850 650 600 600 1850 7,200
o
s 15 [EXPENSES TOTAL 48270 47,100 47,100 142,470 48130 48300 47,600 144,030 563,654
when any other tab is selected. 1o | el il Boseiiovetls el or e RS |1
Budget | Assumptions | Projections | 2015-2016 Final | Estimates | Gr .. (+) 4 3

FEOTOT T RO T TETgTTT

Ready 9

% More Colors...

iEé} M -——F—+ 0%

If I want to apply the same color to several worksheets,

do I have to format them individually?

No. You can select all the sheets you want to format and then
apply the tab color. To select multiple worksheets, click the tab
of one of the worksheets, hold down (&7{), and then click the
tabs of the other worksheets. After you have selected your
worksheets, follow steps 2 to 5 to apply the tab color to all the
selected worksheets at once.

How do I remove a tab color?

If you no longer require a worksheet to
have a colored tab, you can remove
the color. Follow steps 1 to 4 to select
the worksheet and display the Tab
Color palette, and then click No Color.
Excel removes the color from the
worksheet’s tab.
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ou can add visual interest to a worksheet by replacing the standard white sheet background with
a photo, drawing, or other image. For example, a worksheet that tracks the amount needed for a
future vacation could show a photo from the proposed destination as the background.

When choosing the image you want to use as the background, be sure to select a picture that will
not make the worksheet text difficult to read. For example, if your sheet text is a dark color, choose
a light-colored image as the background.

\ Set the Worksheet Background

o Click the tab of the worksheet H : Saving for
you Want to Custom'ize‘ Home Page Layout = Formulas Data  Rewid

§ream Vacation - Excel

View Tell me what you want to do...

- ¥ L] con Width: |Automatic - | Gridlines
. -0 [ DR & @5
e Cl.le the Page LayOUt tab. ! [A]Fonts~ - D ID Ijﬁ ml E’ Eﬂ Height: |Automatic = | || View
emes argins Orientation  Size rin reaks Backgroun rin
Th Margins Orientati S Print Breaks Backg d Print -
. - DEf'fect;' - - - Area~ - Titles ;j,_n-IS(aIE: 100% Print
e Cth BaCkground ()' Themes Page Setup ] Scale to Fit ] Sheet
B6 - & =PMT(B2/ 12, B3 * 12, B4, B5)
A B C D E F G H

Saving for Our Dream Vacation

2 |Interest Rate 4.00%

3 |Years to Vacation 3

4 |Initial Deposit ($2,000)

5 |Amount Needed for Vacation 510,000

& | Amount to Save Each Mnnthl (s202.86)]

7

8

1 Sheetl &) <

The Insert Pictures dialog box x
appears. Insert Pictures ® e

@ Click From a file.
&h From a file Browse }
b Browse files on your computer or \jcjal network :

> Bing Image Search

Search Bing
Search the web E -
&ia OneDrive - Personal Browse b

logophilia@outlook.com

Also insert from:
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The Sheet Background dialog
box appears.

New folder

Organize ~
e Select the location of the image ®
you want to use. it
. . 8 Downloads
0 Click the image. . Recen laces
3 > o) Homegrou
@ Click Insert. oo
> € Network

v

© - 4 + ThisPC » Pictures » Bzhamas 0 v G

Bahamas 047

File name: | Bahamas 047

Sheet Background n

Search Bahamas »

- O @

w | |All Pictures v

Excel formats the worksheet
background with the image you
selected.

Interest Rate

Years to Vacation

Initial Deposit

Amount Needed for Vacation

FCECEEIC N RS

S R oW =

Sheet1 @

B C D E
1 |Saving for Our Dream Vacation

Amount to Save Each Month)| (5202.86)|

[}
fay
v

4.00%
3

($2,000)

$10,000

How do I apply a background color instead of a
background image?

Excel does not have a command that changes the
background color of the entire worksheet. Instead, you
must first select all the cells in the worksheet by
clicking Select All (). Click the Home tab, click the
Fill Color w, and then click the color you want to use.
Excel applies the color to the background of every cell.

How do I remove the background image from
the worksheet?

If you find that having the background image
makes it difficult to read the worksheet text, then
you should remove the background. Click the tab
of the worksheet, click Page Layout, and then
click Delete Background (iax). Excel removes the
background image from the worksheet.
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Zoom In on or Out of a Worksheet

You can get a closer look at a portion of a worksheet by zooming in on that range. When you zoom
in on a range, Excel increases the magnification of the range, which makes it easier to see the

range data, particularly when the worksheet font is quite small.

On the other hand, if you want to get a sense of the overall structure of a worksheet, you can also
zoom out. When you zoom out, Excel decreases the magnification, so you see more of the worksheet.

Zoom In on or Qut of a Worksheet

o Click the tab of the worksheet H - 2 = Present Value Calculator - Excel 7 B - 0 x
h Home | Insert Pagelayout Formulss Data Review View | Tellme what you wantto do.. O] paumer. - ] ®
you Want to Zoom' s, 3‘, _ .%ﬂ %Candlt\onalFormamng' E”Insert - - QVv
, ] B - « $-9% s [EdFormatasTable~ ¥ Delete - [3]- -
e 1
e BIU-IZ = ®- 8 77 cell Styles~ [ Format- & -
Clipboard 1 Font G Alignment G Number Styles Cells Editing A
‘BE: " | x E3 || =82/(1+83)"B4 v
A e c D E F G H J K [=
1 Present Value Calculator
2 | Future Value $100,000
3 |infiation Rate 2%
4 |vearsfrom Now 20
E\kluem Today's Dellars sez.297 |
6
7
8
9
10
1
12 [~
1 Sheetl | sheetz | sheetz | (3 i [ ] ™

© Click the View tab.
€© Click Zoom (Q)).

H % @ = Present lculstor - Bxcel
Home Insert Pagelayout Formulas Data Review\y View <agf@lp’dlnat you want to do.. 0

? B - 0O X

Paulmck.. - [ &

Bl Pagelayout /I Ruler (4] Formula Bar Q al EEE::::::TW E [ES El:l’-J E‘E
OYOU can also run the Zoom "“P‘Jr:vﬁi;:k 1] Custom Views [+ Gridlines (| Headings Zoom 100% i‘::!:;: B Frecze Panes - [ wm‘;’;v Macros
. . ‘Workbook Views Show Zoom Window Macros ~
command by clicking the zoom E SHE & | e S
level in the status bar. A e F o H | ; K]
1 |Present Value Calculator
2 |Future Value $100,000
3 |Inflation Rate 2%
4 |Yearsfrom Now 20
g Value in Teday's Dollars 567,297 .
6
7 L
8
9
10
1
12
i Sheet1 | Sheet2 | sheets | (F) | ]

i)

Ml o-——+ 100
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The Zoom dialog box appears.

e Click the magnification level
you want to use () changes
to (@)).

You can also click Custom
(C) changes to (@) and then
type a magnification level in 2
the text box. () Fit selection

O Custom: | 200 (%

Note: Select a magnification level
above 100% to zoom in on the M Cancel
worksheet; select a level under

0,
100% to zoom out of the worksheet. SR — 1 T = - o x
. ome nsel age Layoul ormulas ata eview iew ell me what you want to do... Paul McF... o
CI.'ICk OK. H Insert  Pagelayout  Formul Data R Vi Tell uJ-J 't to d ?
6 |:| [ Page Layout Ruler | Formula Bar Q [E)u @ Z.:'NE""W‘"HDW E EEJ D
. . B - Amange Al Tt
Excel changes the magnification O g resk 1| Custom Views | 4 Gridines 4 Headings | Z00m 10% Z00ME0 g e ] B | e
level and redisplays the Waorkbook Views Show Zoom ‘Window Macros ~
Worksheet BS - fe || =B2/(1+B3)*B4 v
l P) A B C D =
You can click 100% (| z) to
ool
return to the normal zoom level. 1 Present Value Calculator
2 Future Value $100,000
3 Inflation Rate 2%
4 Years from Now 20

5 |Va\ue in Today's Dollars $67,297

Sheet1 Sheet? Sheet3 @- Kl v

] M -——+ 200

How can I zoom in on a particular Is there an easier way to zoom in and out of a worksheet?
range? Yes, you can use the Zoom slider, which appears on the far-
Excel offers the Zoom to Selection feature  right side of the Excel status bar. Drag the slider § § to the
that enables you to quickly and easily right to zoom in on the worksheet, or drag § § to the left to
zoom in on a range. First, select the range = zoom out. You can also

that you want to magnify. Click the View click the Zoom In (F3) M
tab and then click Zoom to Selection or Zoom Out (B) b
(2cl). Excel magnifies the selected range button to change the

to fill the entire Excel window. magnification.
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ou can make it easier to examine your worksheet data by splitting the worksheet into two

scrollable panes that each show different parts of the worksheet. This is useful if you have
cell headings at the top of the worksheet that you want to keep in view as you scroll down the
worksheet.

Splitting a worksheet into two panes is also useful if you want to keep some data or a formula result
in view while you scroll to another part of the worksheet.

Split a Worksheet into Two Panes

€@ Click the tab of the A peeen o b - ; : n =
. 1 Loan Data
worksheet you want to split. .| nterest Rate| 5.00%]
3 | Amortization 10
4 Principal $500,000
5  Payment Type 0

6
7 |Amortization Schedule

Cumulative Cumulative Remaining
3 Period Payment Principal Interest Principal Interest Principal

9 1 ($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
10 2 ($67,933.98)  ($40,210.02) ($27,723.96) (5$78,144.00) ($57,723.96) $421,856.00
1 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41
13 5 ($67,933.98) ($47,890.77) ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
14 6 ($67,933.98) ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29) $235,398.41
15 7 ($67,933.98) ($53,810.07) ($14,123.90) ($318,411.66) ($157,126.19) $181,588.34 -
« &Amunizatiun Schedule |  Dynamic Amortization Sched ... () 1 v
Q Select a cell in column A L& 1 s c D E F G H T
. . 1 Loan Data
that is below the. point where | = oo
you want the split to occur. 3 Amortization 10
4 Principal $500,000
For example, if you want to 5 _Payment Type 0
. . . 6 I
place the first five rows in - Amortization s?c e dule
the top pane, Select Ce[l A6_ Cumulative Cumulative Remaining
8 Period Payment Principal Interest Principal Interest Principal
9 1 ($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
10 2 ($67,933.98)  ($40,210.02) ($27,723.96) (5$78,144.00) ($57,723.96) $421,856.00
1 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41
13 5 ($67,933.98) ($47,890.77) ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
14 6 ($67,933.98) ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29) $235,398.41
15 7 ($67,933.98) ($53,810.07) ($14,123.90) ($318,411.66) ($157,126.19) $181,588.34 -
4 b .. Amortization Schedule | Dynamic Amortization Schedi ... () 1 v

] M -—F—+ 0m
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@ Click the View tab. SR E— p——

7T H - 0O X
|
. . Home Inset Pagelayout Formulas Date Review View <o fpetiouwenitodo. W 0| Paumer. - [ &
e Cth Spht ()' [ PageLayout /| Ruler [ Formula Bar Q [?; fal "S'N“”w'"d“'” E [E‘;i EEJ E‘E
Arrange Al H
P“;:f::“ 15 Custom Views (/] Gridlines (/| Headings ~ Zo°m 100% ic":["“‘;: @F’m:pamv Ol wﬁ"““"::s_ Macros
Woaorkbook Views Show Zoom Window Macros ~
4 - [x £ | ]
A | B c D E F G H ]
1 |Loan Data
2 | Interest Rate 6.00%
3 | Amortization 10
4 Principal $500,000
& | Payment Type 0
6
7 |Amortization Schedule
5
() Excel splits the worksheet into A L 8 c o e F o r 5
two horizontal panes at the 1 |Loan Data i
2 | Interest Rate 6.00%
selected cell. Amortization 10
4 Principal $500,000
() You can adjust the size of the 5 Payment Type 0 ﬂ
e . . 5
panes by chckmg and draggmg 7 |Amortization Schedule
the split bar up or down. M
. . 1 (567,933.98)] ($37,933.98) (530,000.00)| ($37,933.98) ($30,000.00) $462,066.02
TO remove the Spl‘lt, e]ther 10 2 ($67,933.98) ($40,210.02) ($27,723.96) (5$78,144.00) ($57,723.96) $421,856.00
. . 11 3 (567,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
click again, or double- 12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41 B
. . 13 5 (567,933.98) ($47,890.77) ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
click the Spl'lt bar. 6 ($67,933.98)  ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29) $235,398.41
7 1867.933.98) =]
... | Amortization Schedule

Can I split a worksheet into two vertical panes? | Can I split a worksheet into four panes?

Yes. To do this, you must first select a cell in the Yes. This is useful if you have three or four worksheet
top row of the worksheet. Specifically, select the areas that you want to examine separately. To perform
top cell in the column to the right of where you a four-way split, first select the cell where you want the
want the split to occur. For example, if you want split to occur. Note that this cell must not be in either
to show only column A in the left pane, select cell = row 1 or column A. When you click [, Excel splits the
B1. When you click [=], Excel splits the worksheet = worksheet into four panes. The cell you selected

into two vertical panes. becomes the upper-left cell in the bottom-right pane.
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ou can hide a worksheet so that it no longer appears in the workbook. This is useful if you need

to show the workbook to other people, but the workbook contains a worksheet with sensitive
or private data that you do not want others to see. You might also want to hide a worksheet if it
contains unfinished work that is not ready for others to view.

To learn how to protect a workbook so that other people cannot unhide a worksheet, see Chapter 14.

Hide a Worksheet

o Click the tab of the worksheet
you want to hide.

© Click the Home tab.
€© Click Format.

@ Click Hide & Unhide.
© Click Hide Sheet.

You can also right-click the
worksheet tab and then click
Hide Sheet.

Excel temporarily removes
the worksheet from the
workbook.
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H 3 2016-2017 Budget - Excel
Home Qagauynut Formulas Data Review View | Tell me what youwant to do...
*  caion Tz &8 Percentage - ) Conditional Formatting ~
pane B - e 1 v e ~ % - 9% > [E¥FormatasTableg
~ =TiET TAC e h] 7 Cell Styles~
Clipboard 1 Font m Alignment & Number & Styles
BS - fe =(B3-B4) /B3
A B Cc D E F G H
1 |Gross Margin Calculation
2
3 |sales 962,550
4 | Expenses 563,654 X
5 |Gr055 Margin 41%] Hide Rows
5 Hide Columns
7 Hide Sheet
8 Unhide Rows
J Unhide Columns
10
11
12
13
14
4 .. | projections | 2015-2016 Final 1 Gross Margin @

] ] s=——F——17 i

? B - 0O x
Paul McF... = o
Eolnsert + 2 v Sre
B Delete ~ - -
{) Format~| &
Cell Size ~

3L RowHeight...
AutoFit Row Height
] Column Wicth..
AutoFit Column Width

Default Width...

Visibility
Hide & Unhide »0

Organize Sheets
Rename Sheet
Move or Copy Sheet..
Tab Color 3
Protection
Bl Protect Sheet...
Lock Cell
[ Format Cells...

=] s 2016-2017 Budget - Excel

Home | Insert Pagelayout Formulss Data Review View | Tell mewhat you want to do...

*  [comn T <& & Mumber - ) Conditional Formatting =
o Em - a1 v " $ ~ % +  [¥Formatas Table~
~ =TlET TA g w8 [ Cell Styles~
Clipboard & Font n Alignment G Number & Styles
c11 - £ | 251650
A B c D E F
1 Teaml Team2 Team3
2 Sales
3 Division | 294,000 323,400 279,300
4 Division I 358,550 394,405 340,623
5 Division lll 310,000 341,000 294,500
6 Expenses
7 Costof Goods 77,004 84,704 73,154
s Advertising 60,550 66,605 57,523
s Rent 25,200 27,720 23,940
10 Supplies 15,950 17,545 15,153
11|Salaries 201,500 | 251,650 | 191,425
12 ' Shippina 176,250 193,875 167.438
4 Projections 2015-2016 Final Estimates

? B - 0O X

0 PaulMcF.. - 8
Eolnset + 2 v Sve
E Delete ~ ~ -

[ Format -

Cells Editing -

v

H I [~

# ] s———7 I
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Unhide a Worksheet H 9 @ = 2016-2017 Budget - Excel T @A - 0 x

Hnme{agebmml Formulas Data  Review View | Tell me what you want o do.. ] Pau\McF‘..'H @

o Click the Home tab. i * P iI% 2 ConditonsiFormating - Eelnsert = 3 - A
e Eg - . =S==E- $-%* [FromatasTabley FrDelete - [0 #-
. . W =Ti=T AT == e W 57 Cell Styles &_{-—
o CI.]Ck Format. Clipboard Font G Alignment  m  Mumber Styles Cell Size ~
ci1 MR fe | 251650 {C Row Height.. v
© Click Hide & Unhide. | - ” o b
A T 5 1 lT = 5 ‘T L 3 £ £ G113 ColumnWidth.. =
1 i E eam eam eam AutoFit Column Width
@ Click Unhide Sheet. 2 Sales S
. . 3 Division | 294,000 323,400 279,300 i Visibility
OYOU can also r1ght-cl1ck any 4 Division Il 358,550 394,405 340,623 Hide Rows Hide & Unhide »«Q
Worksheet tab and then Cl'iCk s Division Il 310,000 341,000 294,500 Hide Columns Organize Sheets
6 Expenses ©  Hide Sheet Rename Sheet
Unhide Sheet. 7 Costof Goods 77,004 84,704 73,154 Unhide Rows Wove or Copy Sheet...
8 Advertising 60,550 66,605 57,523 Unhide Columns Iab Color 4
5 [Rent 25,200 27,720 23,940 Unlride Sheet. Frotection
10 Supplies 15,950 17,545 15,153 EG protectSheet.
11 |Salaries 201,500 [ 251,650 | 191,425 [B] Lockcen
|12 Shipping 176,250 193,875  167.438 B Formst cets. =]
4+ .| Projections | 2015-2016Final |_Estimates = C I T | ™

Reagy 8

The Unhide dialog box appears.

© Click the worksheet you want
to restore. Unhide sheet:

@ click ok.

Gross Margin

(1) Excel returns the worksheet to
the workbook.

| Projections | 2015-2016 Final ‘ Estimates | Gross Margin @

)

I have several worksheets that I need to hide. Do I have to hide them individually?

No. You can select all the sheets you want to work with and then hide them. To select multiple worksheets,
click the tab of one of the worksheets, hold down (£, and then click the tabs of the other worksheets.

If your workbook has many worksheets and you want to hide most of them, an easy way to select the

sheets is to right-click any worksheet tab and then click Select All Sheets. Hold down (£7), and then click
the tabs of the worksheets that you do not want to hide.

After you have selected your worksheets, follow steps 3 to 5 to hide all the selected worksheets at once.
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CHAPTER 6

Dealing with
Workbooks

Everything you do in Excel takes place within a workbook, which is
the standard Excel file. This chapter shows you how to get more out
of workbooks by creating new files; saving, opening, and closing files;
checking spelling; and more.

Project cost tracker! - Excel
Paul McFedries ~

Insert  Pagelayout  Formulas  Data  Review  View

= Conditional Formatting~ &= Insert + > = AY H
E Gene P T g

.. & Sort& Find &
[ Cell Styles ~ ElFormats v Ejere Select~

24 Format as Table ~ &~ Delete ~

Clipboard g Number Styles Celis Editing

AL

Hours & Expense Tracking e e
hide project details.
COMPANY NAME
Building Exp
SEP20-0CT11 OCT18-NOV &
TOTAL i 10/25/2013 11172013

RESOURCE 1

Operational / Maintenance

Project Cost Tracker
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Create a New Workbook from a Template . . . . . . . . 140
Save a Workbook. . . . . . .. ... ... .00 142
OpenaWorkbook . .. ... ............. 143
Arrange Workbook Windows . . . . . . ... .. ... 144
Find Text ina Workbook . . . . . . . ... ... ... 146
Replace Text ina Workbook . . . . ... . ... ... 148

Check Spellingand Grammar . . . . . . ... .. ... 150



Create a New Blank Workbook

o perform new work in Excel, you need to first create a new, blank Excel workbook. When you

launch Excel, it prompts you to create a new workbook and you can click Blank Workbook to start
with a blank file that contains a single empty worksheet. However, for subsequent files you must use
the File tab to create a new blank workbook.

If you prefer to create a workbook based on one of the Excel templates, see the following section,
“Create a New Workbook from a Template.”

‘ Create a New Blank Workbook

@ Click the File tab. IR
Home Insert Page Layout Formulas Data Review View Tell me what you want to do...

* Ax ==Ee = B conatora s
ot [EER s ru o e A [7 Format as Table]
s U~ FA- === H- §-% @8 [ Cell Styles -
Clipboard 1 Font W Alignment [ Humber W Styles
Al e §3
A B C D E F
: ]
2 Sales Rep 2015 Sales 2016 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper $795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Kyra Harper $509,623 $569,609
13 David Ferry $987,777 $558,601
14 Paul Voyatzis $685,091 $692,182
15 Andrea Aster $540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $§511,569
18 Karen Hammond $503,699 $975,455
o Click New. Sales Reps Sales - Excel
Info
2 Sales Reps Sales
Documents » TYV Examples
Pratect Workbook
» Control what types of changes peaple can make to this workbook
Pratect
Workbook =

@ Inspect Workbook
@
Before publishing this file, be aware that it contains:

Check for Document properties, author's name and absolute path

fssues Content that people with disabilities find difficult to read
Versions
Account
a @5 3/20/2015 1:27 PM (autosave)
Manage
Options Versions -
Browser View Options
Q) Pick what users can see when this warkbook is viewed on the Web.
Browser View
Options
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Sales Reps Sales - Excel

€ Click Blank Workbook.

Search for online templates pel
Suggested searches:  Business  Personal  Industry  Small Business  Calculator  Finance - Accounting  Lists
| A B C [ e
| -
L | ( : |
)
| 2 9 ‘ - .
| 3
E Takea | |—
5 -
E tour
| 7 |1
et 3 Blank workbook & Welcome to Excel PayPal invoicing
Options
@ Excel creates the blank workbook E Ho o - & P
and d-lsplays -It n the Excel Home Insert Page Layout Formulas Data Review View |Te|\ me what you want to do.., 4 ‘
. X P = 2 Conditional Formatting = &= Insert
e ks ==He T
wmdow. . 2= 7 Format as Table - T Deletd
aste L. A === == . . wn o =
¢ B I U~/ A- ===€£ BH- 5% 99 Hrasye- & Form
Clipboard 1 Font ] Alignment o Number & Styles Cells
AL - 5
A E C D E F G H J K L

RN T N RN

ELmo e e

o

Is there a faster method | When I start Excel and then open an existing workbook, Excel often

I can use to create a removes the new, blank workbook that it opened automatically. How can I
new workbook? prevent this?

Yes. Excel offers a Excel assumes that you want to use a fresh workbook when you start the program,
keyboard shortcut for so it prompts you to create a new workbook. However, if you do not make any
faster workbook creation. | changes to the blank workbook and then open an existing file, Excel assumes you
From the keyboard, do not want to use the new workbook, so it closes it. To prevent this from

press (&)+(0. happening, make a change to the blank workbook before opening another file.
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Create a New Workbook from a Template

ou can save time and effort by creating a new workbook based on one of the Excel template files.

Each template includes a working spreadsheet model that contains predefined headings, labels,
and formulas, as well as preformatted colors, fonts, styles, borders, and more. In many cases, you
can use the new workbook as is and just fill in your own data.

Excel 2016 offers more than two dozen templates, and many more are available through Microsoft

Office Online.

‘ Create a New Workbook from a Template

@ Click the File tab.

e Click New.

@ To use an Office Online template,
use the Search Online Templates
text box to type a word or two
that defines the type of template
you want to use.

© Click the template you want to use.
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H ©- Book2 - Excel
Home  Inset  Pagelayout  Formulas  Data  Review  View | Tell me whatyou want to do.. 7]

% A‘ c=E=Ey. = B Conditional Formatting = = Insert ~

Eg - {7 Format as Table~ E Delete
Pt ¢ BIU- E- O-A-=s==a=H- 5% B8 Goasye- {55 Format |
Clipboard Font 5 Alignment 5 Number 5 Styles Cells
A1 - 13

A B c D E F G H 1 J K L M
o —
2
3
4
5
6
7
8
]
10
1
12
13
14
15
16

Book? - Excel
New
2
Search for online templates 2

Account

Options

Suggested searches:  Business  Personal  Industry  Small Business  Calculator  Finance - Accounting  Lists

| 'Heours & Expense Tracking

........ EEEEE | ProjectPlanner i

[ chore schedute

Gantt project planner Weekly chore schedule
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© A preview of the template
appears.

O Click Create.

Provided by: Micrasoft Corporation

o & Expense Tracking  ~REEIRER Project cost tracker

Track time and expenses for your multiple
with this
project management template. The template
allows reporting for up to 8 weeks, and reports on-
geing tatals for the entire project at the battom.

= : . Download size: 39KB
Account
= f ¢ ¢ pE o 5 4
Create
Excel creates the new workbook ' E
- -
. . . 12 A B C D E F G H |
and displays it in the Excel =
2 -
window » Hours & Expense Tracking
. 4
s COMPANY NAME
[} Building Expansion Project
7 SEP20-0CT11 OCT18-NOV S
9 RATE 92012013 912712013 10/4/2013 10112013 TOTAL  10M18/2013 10252013 111112013
10 RESOURCE 1
1 Initiation / Planning $50.00 45.0 320 200 450 ._ 1420 250 35.0 400
12 Install { Development/ Testing 84500 200 350 50.0 430 [ 148.0 200 450 500
13 Deployment $50.00 10.0 360 270 38.0 l 1110 00 18.0 200
- 14 (Operational / Maintenance $50.00 18.0 50.0 30.0 25.0 I_ 123.0 300 25.0 180
|j 15 Total Hours 93.0 153.0 1270 151.0 524.0 75.0 123.0 128.0
16 T &L Expenses $0.00
17 T & L Expenses - Capitalized $0.00
18 RESOURCE 2
19 Initiation / Planning $50.00 450 320 200 450 ' 1420 250 350 400
20 Install / Development/ Testing $45.00 200 350 50,0 430 l 148.0 200 450 500
21 Deployment $50.00 100 260 270 380 I 1110 00 18.0 200
22 (Operational / Maintenance $50.00 18.0 50.0 30,0 250 [ 123.0 300 25.0 18.0
=] 22 Total Hours 93.0 153.0 127.0 151.0 524.0 750 123.0 128.0
24 T &L Expenses $0.00 v
Project Cost Tracker [©] 1 | ol

Can I create my own template?

Yes. If you have a specific workbook structure that you use frequently, you should save it as a template so
that you do not have to re-create the same structure from scratch each time. Open the workbook, click File,
and then click Save as. In the Save As dialog box, click Computer, and then click Browse. Click the Save as
type ¥ and then click Excel Template. Type a name in the File name text box and then click Save. To use
the template, click File and click Open; then, in the Open dialog box, click Computer, click Browse, and
then click your template file.
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Save a Workbook

fter you create a workbook in Excel and make changes to it, you can save the document to

preserve your work. When you edit a workbook, Excel stores the changes in your computer’s
memory, which is erased each time you shut down your computer. Saving the document preserves
your changes on your computer’s hard drive. To ensure that you do not lose any work if your computer
crashes or Excel freezes up, you should save your work frequently: at least every few minutes.

\ Save a Workbook

0 Click Save ().
You can also press (E1)+(5). g o : broject cost tracker] - Exce
H Insert P Ls t Fi | Dat: Revi Vi Tell me what you want to do...
If you have saved the document e L —maeR e wm o e =
] a{’ Arial -9 - A A == _ ,y/.. é‘f‘ General . %Cundltmna\Forman
previously, your changes are now . B =T [ rommatas Tale-
preserved, and you do not need Ty BIU-H- DA SSESESEC % WS Boasye-
tO fO”.OW the reSt Of the StepS _in Clipboard & Font [F} Alignment [F] Number [F] Styles
this section. AL . =
=
. Al B [ D E F G H |
The Save As tab appears. Project cost tracker - Excel
© Click This PC. ¢ A
. V
€ Click Browse. ave As
OneDrive - Personal Browse 0
& logophilia@outlook.com b
- _ Recent Folders
E;I This PC ﬁ TYV Examples
Documents » TYV Examples
olls  Add aDlace TYV Excel 2016
The Save As dialog box appears. Save As EX
Sel.ect a folder .in WhiCh tO StOI’e T[]« Users » Greg » Documents 4 v G Search Documents »
the ﬁle‘ Organize * New folder GOl @
A Division2 Division3 oo Employee Excel Fill Handle L
ch’ck -in the F-ile name text bOX b Y Favorites Inventory Time Sheet Formulas Examples
and type the name that you want | 5. = @ @ @ @
tO use for the document. Finances Infermatio Inventery Investment Invoices Loan
M Thi n Functions s Worksheets
‘3 Click Save. v ek == == == sl v
File name: | App (Dsttracker@ w
EXCE'. saves the ﬁl.e. Save as type: | Excel Workbook w
Authars:  Paul Tags: Addatag
Note: To learn how to save a
workbook in an older Excel format, L
see Chapter 14. D Hie Foders Y 6 Cancel
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CHAPTER

Open a Workbook

'I'o view or make changes to an Excel workbook that you have saved in the past, you must open the
workbook in Excel. To open a workbook, you must first locate it in the folder you used when you
originally saved the file.

If you have used the workbook recently, you can save time by opening the workbook from the Excel
Recent Workbooks menu, which displays a list of the 25 workbooks that you have used most recently.

\ Open a Workbook

@ Click the File tab (not shown).
© Cclick Open.
P Open
The Open tab appears.
. 2 @ Recent 0 Browse 0
© You can click Recent to see a &
list of your recently used & OneDrive - Personal Recent Folders
. logephilia@eutiook.com Documents
workbooks. If you see the file
you want, click it and then skip L merc <) Dot Ermais
TYV Excel 2016
the rest of these steps. o= AddaPiace \\PAULSE:‘B\TPC»Writmg»T‘NEx:E\ZOWE
. . Ch05
e Click This PC. Documents » Examples » Ch05
. Cho4
a CI.]Ck Browse. Dacuments » Examples » Ch(4
Account Desktop
You can also press (517 +(2). Optons
The Open dialog box appears. Open | < |
. 4 ] » ThisPC » Documents » 0 vl e Search Documents »
e Select the folder that contains the . — .
eme Tl @ -
workbook you want to open. Uttice Notchooks  bxamples  Budget Budget
Microsoft Excel Templates
. [ e e
@ Click the workbook. ¢ Faverites E
l k a 2015-2016 Accounts Aligning Analyzing App cost Backup of Backup of
0 Clic Open. Homegroup Budget Receivable Cogﬂm Fm;ant:\al G Inventory ‘rp“z:::rty
Th kb k . g on Hand
1e workbook appears in a s 5 : i
W'IndOW. Budget Budget Chapterld Chart Charts Charts Conditional
Estimates Variances Examples Formatting
g
Custom Customers Data Series Division_|_B Division1 Divisien2 Divisien3
Numeric Examples udget
and Date
Formats ©
File name: | App cast tracker v | | All Excel Files v
} Conce
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Arrange Workbook Windows

ou can view two or more workbooks at once by arranging the workbook windows on the Windows

desktop. This is useful if, for example, you want to compare or contrast data in two or more
workbooks. By arranging the workbooks so that they do not overlap each other, you can see the
workbooks” data without having to switch from one window to another.

Excel offers four view modes for arranging workbook windows: Tiled, Horizontal, Vertical, and Cascade.

0 Open the workbooks you want to e - &
-
= - . n— 2% Data Reuien . a 2 aulMcE... < @
VIieW. - Division | Budget - Excel ? ¥
. Home Insert Pagelayout Formulas Review V\Ew?atynuwannndn... 4 Paul McF... - oL
.
e C|.1Ck the Vlew tab. X Calibri Tz <A A B¢ |Number - Conditional Formatting = E=Insert = 2+ 37~
|- BE- §-% » [romatasTable- ExDelete - [3]- - R
Pt ¢ BT U E- DrA- s p e 7 Cell Styles - = - e
== ] 7 Cell Styles & Format- &
Clipboard Font i) Alignment G Number Styles Cells Editing ~ v
L [+
B4 e fe || 23500 v [Nw
A B c D E F G H | J K L=
2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov 25,200
3 Sales | 30,975
4 |Books 23,500 | 23,000 24,000 25100 25000 25400 26,000 24,000 24000 26000 24000 [26513
5 Software 28,750 27,800 29,500 31,000 30,500 30,000 31,000 29,500 29,500 32,000 29,500  [B2,688
5 CD-ROMs 24,400 24,000 25250 26,600 27,000 26,750 27,000 25,250 25250 28,000 25,250
7 SALES TOTAL 76,650 74,800 78,750 82,700 82,500 82,150 84,000 78,750 78,750 86,000 78,750 6,615
& |Expenses 5,356
9 | Cost of Goods 6132 5984 6300 6616 6600 6572 6720 6300 6300 6880 6,300 2,163
10 Advertising 4,600 4,200 5200 5000 5500 5250 5500 5200 5200 4500 5200 1,391
11 Rent 2,100 2,100 2,100 2,100 2,100 2100 2,100 2100 2,100 2,100 2,100 18,025
12 Supplies 1,300 1,200 1,400 1300 1250 1,400 1,300 1,400 1,400 1250 1,350 15,708
13 Salaries 16,000 16,000 16,500 16500 16500 17,000 17,000 17,000 17,000 17,000 17,500 618
14 Shipping 14,250 13,750 14,500 15,000 14,500 14,750 15000 14,500 14,500 15,750 15250 9,875
15 Utilities 500 600 600 550 600 850 650 500 600 850 600 2,813~
16 EXPENSES TOTAL 44,882 43,834 46,600 47,066 47,050 47,722 48,270 47,100 47,100 48,130 48,300 D
17 GROSS PROFIT | 31,768 30,966 32,150 35634 35450 34,428 35730 31,650 31650 37,870 30,450 _ e

Details | Assumptions Projections @ 4 > -

e Click Arrange ALl (5). 4 ﬂ )

Hay lncert  Danel ro— lac  Data B, A | Tell me what vou want to d | Paul McE 2
H - Division | Budget - Excel 7 E - O X[
Home Inset Pagelayout Formulas Data Review | View | | Tell mewhatyouwantto do 0 PauMcE.. - @

D [ Page Layout Ruler | Formula Bar q [‘3 S‘:z‘:’::‘:‘”w E m EEJ E R
(o Pﬂpﬂrzﬁ::k 1] Custom Views Gridines (] Headings ~ Z00m 100 W Erreese panes- O] Wﬁq"‘;ﬂ‘sv Macros -
Workbook Views Show Zoom ‘Window Macros ~

L [«
B4 - fe || 23500 * | Now

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

2 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nowv 25,200
3 |Sales | 30,975
4 |Books |_23,500 ! 23,000 24,000 25100 25000 25400 26,000 24,000 24,000 26,000 24,000 26,513
5 |Software 28,750 27,800 29,500 31,000 30,500 30,000 31,000 29500 29,500 32,000 29,500 | |B2,688
6 |CD-ROMs 24,400 24,000 25,250 26,600 27,000 26,750 27,000 25250 25,250 28,000 25,250
7 SALES TOTAL 76,650 74,800 78,750 82,700 82,500 82,150 84,000 78,750 78,750 86,000 78,750 6,615
8 |Expenses 5,356
9 |Cost of Goods 6,132 5,984 6,300 6,616 6,600 6,572 6,720 6,300 6,300 6,880 6,300 2,163
10 | Advertising 4600 4,200 5200 5000 5500 5250 5500 5200 5200 4500 5,200 1,391
11 |Rent 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 18,025
12 |Supplies 1,300 1,200 1,400 1,300 1,250 1,400 1,300 1,400 1400 1250 1,350 15,708
13 |Salaries 16,000 16,000 16,500 16500 16,500 17,000 17,000 17,000 17,000 17,000 17,500 618
14 |Shipping 14,250 13,750 14,500 15000 14,500 14,750 15,000 14,500 14,500 15,750 15,250 9,875
15 |Utilities 500 600 600 550 600 650 650 600 600 650 600 2,813 -
16 EXPENSES TOTAL 44,882 43,834 46,600 47,066 47,050 47722 48270 47,100 47,100 48,130 48,300 v
17 GROSS PROFIT 31,768 30,966 32,150 35634 35450 34428 35730 31,650 31,650 37,870 30,450 _ FEEETEH

Details | Assumptions | Projections ® 1 v
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The Arrange Windows dialog box
appears.

e Click a view mode ((_) changes
to (@)).

Tiled arranges the workbooks

CHAPTER

Dealing with Workbooks

Arrange Windows ?

Arrange
() Tiled
() Horizontal

evenly on the Windows desktop. & {

Oc¢ cl
Horizontal stacks the workbooks S

one above the other. [] windows of active workbook

<zl = I S Divisicn | Eudget - Excel 72 ®m - 0 x|EHS >
Hom Inser Page Form Data Revic View |Telmewn © | PaulMcF..[»| & Horr | Inser Page Form Date Revic View |Tellmewi © | PaulMcF..[»| &

Vertical displays the workbooks
side by side.

Cascade arranges the workbooks
in an overlapping cascade

) & Q D LQ = —|L ™ A = 9| P& Conditional Formatting - | | g
= & .
pattel’n Workbook Show  Zoom 100% Zoomto Window Macros Cligboard| Font | Alignment Number - ' ormat s Table Cells | Editing
M Views © - Selection - N - - v L CellStyles - - -
Zoom Macros ~ styes -
e Cl.le OK. B4 - S || 23500 - - i3 v
A 5 c ) £ F = 4 A B c D £ F &
2 lan Feb Mar Apr May 2 lan Feb Mar Apr May
@ Excel arranges the workbook 3 eles 3 oles
. 4 |Books 23,500 | 23000 24,000 25100 25000 2 |4 Books 24,675 24,150 25200 26,355 26,250
windows. 5 Software 28,750 27,800 29,500 31,000 30500 3 |5 Software 30,188 29,190 30,975 32,550 32,025
6 CD-ROMs 24,400 24,000 25250 26,600 27,000 2 6 CD-ROMs 25,620 25,200 26,513 27,930 28,350 I
7 SALESTOTAL __ 76,650 74,800 78750 82,700 82500 8 |7 SALESTOTAL _ 80483 78540 82688 86835 86,625 ¢
Expenses 8 Expenses
Th]S exampl‘e ShOWS two %nstufsnndl 6132 5984 6300 6616 6600 € |9 CostofGoods | 6430 6283 6615 6947 6930
: 10 Advertising 4600 4200 5200 5000 5500 ¢ |10 Advertising 4738 4326 535 5150 5665
WorkbOOkS arranged W]th the 11 Rent 2100 2100 2100 2100 2100 i |11 Rent 2163 2,163 2163 2163 2,163
. . 12 Supplies 1,300 1,200 1400 1,300 1250 1 |12 Supplies 1339 1,236 1442 1,339 1,288
Vertical view mOde- 13 salaries 16000 16000 16500 16500 16500 1 |13 Salaries 16,480 16480 16,995 16995 16995 |
14 Shipping 14,250 13,750 14500 15000 14,500 1 14 Shipping 14,678 14,163 14,935 15450 14935 |
15 Utilities S00 600 600 550 €00 15 Utilities 515 618 618 567 618
16 EXPENSES TOTAL 44,882 43,834 46600 47,066 47,050 4 16 EXPENSES TOTAL 46,351 45,269 48,124 48610 48,594 ¢
7 GROSS PROFIT 31,768 30,966 32,150 35634 35450 3 7 GROSS PROFIT 34,131 33,271 34564 38225 38032 @
18 18

How do I return to viewing one workbook at Is it possible to view two different sections

a time? of a single workbook at the same time?

Click the workbook you want to use, and then click | Yes. Excel enables you to create a second window for
the workbook window’s Maximize button ([7]). a workbook and you can then arrange the two

This maximizes the workbook on the Windows windows as described in this section. Switch to the
desktop, so you only see that workbook. To switch | workbook you want to view, click the View tab, and
to another open workbook, click the Excel icon then click New Window (=2). Follow steps 1 to 3 to
(B8 in the taskbar to display thumbnail versions open the Arrange Windows dialog box and select a

of the open workbooks, and then click the one you | view option. Select the Windows of active workbook
want to view. check box ([_| changes to [¢]), and then click OK.
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Find Text in a Workbook

M ost spreadsheet models require at most a screen or two in a single worksheet, so locating the text
you want is usually not difficult. However, you might be working with a large spreadsheet model
that takes up either multiple screens in a single worksheet or multiple worksheets. In such large
workbooks, locating specific text can be difficult and time-consuming. You can make this task easier
and faster using the Excel Find feature, which searches the entire workbook in the blink of an eye.

\ Find Text in a Workbook

@ Click the Home tab.
© Click Find & Select.
€ Click Find.

Note: You can also run the Find
command by pressing (57 +(3).

The Find and Replace dialog box
appears.

Click in the Find what text box

and type the text you want to
find.

© click Find Next.
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Homi age Layout  Formulas Data
Calibri [14 da s ==Ew
B I U He H-pr E=EEEE

] Font Alignment
iz 10

B B

duct

D Product Name

Inventory - Excel

Review  View Tell me what

" General
[7 Format as Table ~

=B 4% B Heasyls-

Number & Styles

c D E
Qty On Qty On
Product Code Hold

“onditional Formatting =

Hand Available Ord

T E - 8 X

Paul McFedries ~ o

Bolnset -+ 2 - AZ\Y i

& Delete ~ [T~
= B oo Find

Format~ & = Fiper Salact
Find...
% b

Replace

3 GoTo.
F G

Qty Qty

1 Northwind Traders Chai NWTB-1 25 25 0
- Conditional Formatting
3 Northwind Traders Syrup NWTCO-3 0 50 50 Constants
4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 Da; Validation
5 Northwind Traders Olive Oil NWTO-5 0 15 15 b s N
§ Select Objects

6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 0 Siy Selection?

Gl Selection Pane.
7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 v 1u]
o ind Tead, < ANAITE © 0o Fal Fal 0 10

Find and Replace

Find | Replace

Find what:

almonds@

Find All

| | Find Next

[v]
Options >>

Close




CHAPTER

Dealing with Workbooks

B T o] E F G
o Excel SeleCtS the neXt Cell that 41 Northwind Traders Clam Chowder NWTSO-41 0 0 0 0
contains an instance of the 43 Northwind Traders Coffee NWTB-43 325 325 0 300
48 Northwind Traders Chocolate NWTCA-48 0 0 0 0
SearCh tEXt' 51 Northwind Traders Dried Apples NWTDFN-51 0 0 0 40
52 Northwind Traders Long Grain Rice NWTG-52 0 60 60 0
No'te:. If the search text does |?ot 56 Northwind Traders Gnocch T |
exist in the document, Excel displays 57|Northwind Traders Ravioli
. 65 Northwind Traders Hot Pepper Sauce Find | Replace
a d]al.og bOX tO I.et you knOW. 66 Northwind Traders Tomato Sauce Findwhat: | almonds| v
72 Northwind Traders Mozzarella
e If the selected instance is not WNﬂﬂhwind Traders Almands optons »>
. . 77 Northwind Traders Mustard
the one you Want, Cth F1nd 80 Northwind Traders Dried Plums Find Al Close ‘ﬂ
Next Unt'll. EXCE'. ﬁnds the correct 81 Nm‘thw!nd Traders Green Tea NWIB-51 75 125 5U U I
instance. A B T D E F
16 41 Northwind Traders Clam Chowder NWTSO-41 0 0 0
Click Close to close the Find and 17 43 Northwind Traders Coffee NWTB-43 325 325 0
. 18 48 Northwind Traders Chocolate NWTCA-48 0 0 0
Replace dialog box. 19 51 Northwind Traders Dried Apples NWTDFN-51 0 0 0
20 52 Northwind Traders Long Grain Rice NWTG-52 0 60 60
© Excel leaves the cell selected. 2 56 Northwind Traders Gnocchi NWTP-56 110 120 10
22 57 Northwind Traders Ravioli NWTP-57 0 80 80
23 65 Northwind Traders Hot Pepper Sauce NWTS-65 0 40 40
2 66 Northwind Traders Tomato Sauce NWTS-66 0 80 80
25 72 Northwind Traders Mozzarella NWTD-72 0 0 0
2 wNonhwind Traders Almonds NWTDFN-74 0 0 0
27 77 Northwind Traders Mustard NWTCO-77 0 60 60
28 80 Northwind Traders Dried Plums NWTDFN-80 20 20 0
29 81 Northwind Traders Green Tea NWTB-81 75 125 50

When I search for a particular term, Excel When I search for a name such as Bill, Excel also matches
only looks in the current worksheet. How the non-name bill. Is there a way to fix this?

can I get Excel to search the entire Yes. In the Find and Replace dialog box, click Options
workbook? to expand the dialog box. Select the Match case check

In the Find and Replace dialog box, click box (|_] changes to [¢]). This option tells Excel to match
Options to expand the dialog box. Click the the search text only if it has the same mix of uppercase
Within # and then click Workbook. This and lowercase letters that you specify in the Find what
option tells Excel to examine the entire text box. If you type Bill, for example, the program
workbook for your search text. matches only Bill and not bill.
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Replace Text in a Workbook

Do you need to replace a word or part of a word with some other text? If you only need to replace
one or two instances of the text, you can usually perform the replacement quickly and easily.
However, if you have many instances of the text to replace, the replacement can take a long time
and the more instances there are, the more likely it is that you will make a mistake. You can save
time and do a more accurate job if you let the Excel Replace feature replace the text for you.

\ Replace Text in a Workbook

3 Table Examples - Excel Table Tools 7 @ - 8 X

o Cth the Home tab' Home 'agelayout  Formulas Data Review  View Design Tell me what you want to do Paul McFedr... ~ o

. R o - Inw ==Mse. = eners ~) F& Conditional Formatting~ £ nse - A
e Chck F]nd & Select- - e “2 " =¥ = 8 ‘ (2% Format as Table - [l zY H
BIU- - H-A- =S==&3= $-% " BN Bcasyles- P
. [ Font [ Alignment & Number & Styles C # End..
e Click Replace. e &m
f ustomerl 5 Gote. %
. B c D E F
NOte' YOU can al.SO run the Replace imeriCf@ CompanyName [ ContactName Bl ContactTitle B Address :ﬂcfpm‘
3 NS Franchi S.p.A. Paolo Accorti Sales Representative Via Monte Bianco 34 ol
com mand by pI'ESS] ng D + D MI Comércio Mineiro  Pedro Afonso Sales Associate Av. dos Lusiadas, 23 Comments
Kl Alireds Futterkiste ~ Maria Anders Sales Represeniative Obere Str. 57 ng
EV B's Beverages Victoria Ashworth Sales Representative Fauntleroy Circus
DE Que Delicia Bemardo Batista Accounting Manager Rua da Panificadora, 12
W Island Trading Helen Bennett Marketing Manager Garden HouseCrowther Way | [;  Select Objects
GS Berglunds snabbkop Christina Berglund ~ Order Admil E a 8 Cfy Selection Pane.
rc Santé Gourmet Jonas Bergulfsen QOwner Erling Skakkes gate 78 Stavern
The Find and Replace dialog box z 2
P g Find and Replace b “
appears.

e In the Find what text box, type Find | Replace | .
the text you want to find. Findwhat: | Assistant 4 vl
Click in the Replace with text Replace with: |Associate <)) v]
box and type the text you want T—
to use as the replacement. ' '

@ click Find Next. Replace All | | Replace Close
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@ Excel selects the cell that ) c o c :
. . Ell customeriCBll CompanyName B contactName B ContactTitle B Address -]
Conta]ns the neXt ]nStance Of the 4 |[FRANS Franchi S.p.A. Paolo Accorti Sales Representative Via Monte Bianco 34
I h xt. 5 |COMMI Comércio Mineiro  Pedro Al el sl Bl e Z
searc te t 6 ALFKI Alfreds Futterkiste ~ Maria Al iz
7 \BSBEV B's Beverages Victoria Find | Replace
Note: If the search text does not s QUEDE  QueDelicia Bemard(| | singwnat [ Assstant =
. . . 9 |ISLAT Island Trading Helen Be || gepiace with: |45 = ay
exist in the document, Excel displays 10 BERGS  Berglunds snabbkdp Christina 8
3 11| SANTG Santé Gourmet Jonas B i
a d]alog bOX tO let yOU knOW. 12 |PARIS Paris spécialités Marie Be Fr— " i et a
. . 13 SPLR Split Rail Beer & Ale Art Braug| o =SSR LB —
0 If the selected instance is not 14/ CONSH  Consolidated Holding Elizabetr o v rewery
. . 15 | ROMEY Romero y tomilla Alejandra Camino  Accounting Manager Gran Via, 1
the one yOU Want/ CI.'ICk Flnd 15|SUPRD Suprémes délices Pascale Cartrain Accounting Manager Boy rd Tirou, 255
3 i 17| QUEEN Queen Cozinha Lucia Carvalho Marketing Assistant T dos Canarios, 891
NeXt Unt][ Excel ﬁnds the CorreCt 18 |CENTC Centro comercial Moc Francisco Chang Marketing Manager Sierras de Granada 9993
instance. 19| BLONP Blondel pére etfils  Frédérique Citeaux Marketing Manager 24 place Kléber
20 [ KOENE Kaoniglich Essen Philip Cramer Sales Associate Maubelstr 90
N 21|NORTS North/South Simon Crowther Sales Associate South House300 Queensbridge
e Click Replace. 22 FAMIA Familia Arquibaldo  Aria Cruz Marketing Assistant Rua Orés, 92 o
23 PRINI Princesa Isabel Vinho Isabel de Castro Sales Representative Estrada da saide n. 58
© Excel replaces the selected text ) c o : v
. El customeriCBll CompanyName B ContactName B ContactTitle B Address [ -]
W]th the repl-acement teXt' 4 FRANS Franchi Sp.A Paolo Accorti Sales Representative Via Monte Bianco 34
5 [ COMMI Comércio Mineiro Pedro Af Find and Replace 2
© Excel selects the next instance of | AP Afeds Futerkiste  Maria A
7 |BSBEV B's Beverages Victoria Find | Replace
the search text. ¢ QUEDE  GueDelicia Bemarde| | rngunet  asssant g
g ISLAT Island Trading Helen B Replace with: | Associate = ay
: 10| BERGS Berglunds snabbkop Christing
Q Repeat StepS 7 and 8 until you 11 SANTG Santé Gourmet Jonas B SEionsesy
h ve r h ]'n n 12 PARIS Paris spécialités Marie Be = : -
ave replaced all the instances R o e A Fesa Fnaal | | Enavet | | cese
you want to rep[ace, 12 CONSH  Consolidated Holding Elizabstt
15 |ROMEY Romero y tomillo Alejandra Camino  Accounting Manager Gran Via, 1
. . 16 | SUPRD Suprémes délices  Pascale Cartrain Accounting Manager levard Tirou, 255
Cth Close tO Close the F]nd and 17 | QUEEN Queen Cozinha Lacia Carvalho Marketing Associate ﬂneda dos Canarios, 891
3 18 |CENTC Centro comercial Moc Francisco Chang Marketing Manager rras de Granada 9993
Replace d]alog bOX. 19| BLONP Blondel pére etfils  Frédérique Citeaux Marketing Manager 24 place Kléber
20 [ KOENE Kaoniglich Essen Philip Cramer Sales Associate Maubelstr 90

21 NORTS North/South Simon Crowther Sales Associate S ouse300 Queensbridge
22 | FAMIA Familia Arquibaldo  Aria Cruz Marketing Assistant ) , 92
23 PRINI Princesa Isabel Vinho Isabel de Castro Sales Representative Estrada da saide n. 58

Is there a faster way to replace every instance of the search text with the replacement text?

Yes. In the Find and Replace dialog box, click Replace AlL. This tells Excel to replace every instance of the
search text with the replacement text. However, you should exercise some caution with this feature because it
may make some replacements that you did not intend. Click Find Next a few times to make sure the matches
are correct. Also, consider clicking Options and then selecting the Match case check box (|_] changes to [¥]),
as described in the previous section, “Find Text in a Workbook.”
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Check Spelling and Grammar

lthough Excel workbooks are mostly concerned with numbers, formulas, and data, a workbook

that contains misspelled words might not be taken as seriously as one that is free of jarring
typos. You can eliminate any text errors in your Excel workbooks by taking advantage of the spell-
checker, which identifies potentially misspelled words and offers suggested corrections.

When the spell-checker flags a word as misspelled, you can correct the word, tell the spell-checker to
ignore it, or add it to the spell-checker’s dictionary.

Check Spelling and Grammar

0 Click the Review tab.

Q Click Spelling (3/).
Note: You can also press (.

© The Spelling dialog box
appears and selects the cell
that contains the first error.

e Click the correction you want
to use.

@ Click Change.

© Click Change ALl to correct
every instance of the error.
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H 9 ¢
Home

(2 o

=

Insert

Page Layout

Formulas

Data

InventorgaExeel
Review Tel
3 show/Hide Camn

2

11 me what you want to do, Paul McF]

ABC = . = e ment '3 Protect and Share Workbook|
= e
’V iq ['] B35 : j I Show All Comments L_‘ E‘ m 53 Allow Users to Edit Ranges
Spelling Research Thesaurus ~ Translate New Delete Previous Next Protect Protect Share .
Comment 15 Show Ink Sheet Workbook Workbook [ Track Changes -
Procfing Language Comments Changes
A2 P
A B C D E F G H
Product Qty On Qty On [+147] Qty On Reord
1 1D Product Name Product Code Hold Hand Available Order Leve|
2 1|Northwind Traders Chai NWTB-1 25 41
3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 ] 0 40
5 5 Northwind Traders Olive Oil NWTO-5 0 15 15 0
6 6 Northwind Traders Boysenbery Spread NWTIP-6 0 0 0 10
7 7 Northwind Traders Dried Peras NWTDFN-7 0 0 0 0
A B 4 D E F G H
Product QtyOn QtyOn Qty QtyOn Reord
1 1D Product Name Product Code Hold Hand Available Order Leve|
2 1 Northwind Traders Chai % - °—‘“
Spelling: English (United States g2 =
3 3 Northwind Traders Syrup - il L 2 o
4 4 Northwind Traders Cajun Seasoning ot D
: . : peras [ lgnoreonee |||
5 5 Northwind Traders Olive Oil ———— | |
3 6 Northwind Traders Boysenberry Spread tanore Al
7 &lNonhwind Traders Dried Peras Addto Dictionary | § |
] 8 Morthwind Traders Curry Sauce ”""5” 5
. ~ ange
9 14 Northwind Traders Walnuts ;:;s p—
10 17 Northwind Traders Fruit Cocktail pears B Eeachl
aras ————
1 19 Northwind Traders Chocolate Biscuits Mi | |perks v AutoCorrect |
12 20 Northwind Traders Marmalade Dictionary language: ‘Eng\lsh (United States) E o
13 21 Northwind Traders Scones Options... Undo La: Cancel o
“ 34 Northwind Traders Beer
P L .
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© The spell-checker displays the A 5 c b € r 5 i
20 52 Northwind Traders Long Grain Rice NWTG-52 0 60 60 0
next error. 21 56 Northwind Traders Gnocchi NWTP-56 110 120 10
22 57 Northwind Traders Ravioli AR 2 .
e If you want to correct the 23 65 Northwind Traders Hot Pepper Sauce —— peclling EnglehiUniodistaie) ; i
24 66 Northwind Traders Tomato Sauce o BEre
Word' repeat Step 4' 25 72 Northwind Traders Mozzarella
26 74 Northwind Traders Almonds e
© If you do not want to correct - =7 |Northwind Tradors Mustard pdato icianary
the Word, CHCk one Of the 26 80 Northwind Traders Dried Plums e
. 29 81 Northwind Traders Green Tea -
fO |.|.0W'| ng bUttonS: 30 mNm‘Ehwind Traders GranolaGoodness Change. 8l
31 83 Northwind Traders Potato Chips HLLEEE
Click Ignore Once to Sk]p this 1 85 Northwind Traders Brownie Mix Didtionary language: |English (United States) v
. t f th 33 86 Northwind Traders Cake Mix Options... Undo Last Close.
nstance o € error. 34 87 Northwind Traders Tea
Click Ignore ALl to skip all “_
instances of the error. Microsoft Excel
Click Add to Dictionary to
include the word in the spell-
checker’s dictionary. i' l} Spell check complete, You're good to go!
@ When the check is complete,
click OK. @ oK

Can I remove a word that I added to the spell-checker’s dictionary?
Yes. Follow these steps:

@ Click File.

e Click Options to open the Excel Options dialog box.
e Click Proofing.

e Click Custom Dictionaries to open the Custom Dictionaries
dialog box.

e Click the dictionary marked as Default and then click
Edit WOl’d L'iSt. RoamingCustom.dic ?

Word(s):

e Click the term you want to remove.

0 Click Delete. e E
Q Click OK to return to the Custom Dictionaries dialog box. “

Q Click OK to return to the Excel Options dialog box. v
@ Click OK. 8
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CHAPTER 7

Formatting
Workbooks

Excel offers several settings that enable you to control the look of a
workbook, including the workbook colors, fonts, and special effects.
You can also apply a workbook theme and add a header and footer
to a workbook.

H < & = Mortgage Principal vs Interest - Excel 7T H -

Insert | Pagelayout  Formulas  Data  Review  View want to do... ® PaulM(Fedriﬁvr_‘

L B L HE e g Gridlines  Headings 1 Bring Forward - [2* Align~
BB R & 8¢ s

View {3 Send Backward -
Margins Orientation Size  Print Breaks Background Print -
- - ~  Areav - Titles rint [ Print Gl Selection Pane

] Scale to Fit % SheetOptions 1 Arange

Interest
$17,000 Mortgage Principal vs Interest
$16,784 oPrincipal ®Interest
<P $16,549
wse for Themes... $16,295 | §20,000
Current Theme... 516,019 | §18,000
. . . £ 515,720 | 16000
7 $(19,542.34) 2016 $4,148 $15,395
8 $(19,542.34) 2017 $4,500 $15,042
9 $(19,542.34) 2018 $4,883 $14,660
$(19,542.34) 2019 $5,298 $14,244
$(19,542.34) 2020 $5,748 $13,794 8,000
$(19,542.34) 2021 $6,237 $13,306 | 56,000
$(19,542.34) 2022 $6,767 $12,775|  s4,000
$(19,542.34) 2023 $7,342 $12,200 [ gy qp
$(15,542.34) 2024 $7,966 $11,576 50
$(19,542.34) 2025 $8,643 $10,899
$(19,542.34) 2026 $9,378 $10,164
$(19,542.34) 2027 $10,175 59,367
$(19,542.34) 2028 $11,040 58,502
$(19,542.34) 2025 $11,978 57,564
Principal vs Interest

$14,000
$12,000
$10,000
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Modify the Workbook Colors

You can give your workbook a new look by selecting a different color scheme. Each color scheme
affects a dozen workbook elements, including the workbook’s text colors, background colors,
border colors, chart colors, and more. Excel offers more than 20 color schemes. However, if none of
these predefined schemes suits your needs, you can also create your own custom color scheme.

To get the most out of the Excel color schemes, you must apply styles to your ranges, as described in

Chapter 3.

Modify the Workbook Colors

0 Open or switch to the workbook

Martgage Analysis - Excel

Print  Breaks Background Print

H 9 &
Home | Inset  Page Layout s Data Review  View Tell me what you want to do... ®
you want to format. E& Q | o |
o K ==Ev @ o contlorl et | B
Cl. k th P L tt b - Em - | [Z7 Format as Table~ Ex Def
1C e Fage Layout tab. aste BIru-o- &-A-=F===H $-%° 99 Gasgye- i fo
Clipboard Font I+ Alignment M Number IF Styles o
B10 - S | =PMT(BS /12, B6 * 12,B3)
A | B C D E F G H
1 |Mortgage Analysis
2 |Mortgage Data
3 House Price $100,000
4 Down Payment $15,000
5& Interest Rate 6.00%
6 Amortization 25
7 Paydown ($100.00)
]
Regular With
9 |Results Mortgage Paydown
10 Monthly Payment| ($644.30) | (5744.30)
11 Term 25 18.6
12 Total Paid ($193,290) ($166,251)
13 Savings - $27,039
14
e Cljck colors (n), H (< = Maortgage Analysis - Excel
Home  Insert | Pagelayout = Formulas  Data  Review  View | Tell me whatyouwentto do.. ]
3 o S F‘W = L B Gos Width: | Automatic -| Gridlines | Headings 1 Brin
| O,k m o L
‘ﬁl Foms' @ D ID IE;; 1 EE; EDHe\ght Automatic ~| [ View V] View 0O Send
100%

Themes Margins Orientation  Size
. [D]Effects - s -

Themes

] Scale:

Scale to Fit

Titles
Page Setup 5

Arear  ~

[pint [ Print s Seles
 ShestOptions

B10

-

A

Fe

=PMT(B5 / 12, B6 * 12, B3)

B

C

D E

Mortgage Analysis
Mortgage Data

@ o m AW N

House Price
Down Payment
Interest Rate
Amortization
Paydown

$100,000
$15,000
6.00%

25
(5100.00)

Regular

With

w

Results

Mortgage Paydown

10
"
12
13
14

Monthly Payment| ($644.30) | (£724.30)

Term

25

Total Paid ($193,290)

Savings

18.6
($166,251)
$27,039
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o Click the color scheme you want HS @ - Morigage Analss Bl

Home  Inset  Pagelayout | Formulas  Data  Review  View | Tell me what you want te do. ?]
to apply.

BlColos- 7/ [ 3 L 2 £os Width: |Automatic - | Gridlines Headings 3 Brin
™ Office = ZIPE% ;’_LB | ?:g: £ [|Height: |Automatic | [ View [ view 3 Send
T e ofice A;:,'. 1K Beckronn Ti:‘"s [ Scale  [100% 3| [JPrint [ Print  Ef; Sele
7f I I Office 2007 - 2010 | |; setup o Scale to Fit G SheetOptions 1
I TN Gray=cale L
B10 | T 5ue Warm =PMT(B5/12,B6 *12, 83)
| — e c 5 c - G "
T el
1 | M - — s Green
2 M¢ T T Green
= I TR Green Yellow
L ere— veiow
41| e T—— velow Orange
51— orange
6| | o SN OrangeRed
’ W TN Red Orsnge
8 N EETTEE e
W e Violet With
%_ Violet aydown
— I T Violet | 1y
0] o — v L[5744.30)
SR [ ——— 186
2| O Marquee +j7ee201)
13 527,039
Customize Colors...
14
15
() Excel applies the color scheme to ﬂ B ] - 0 E F E H
-Mortgage Analysis
the workbook. sEEanaly
» |Mortgage Data
3 House Price $100,000
4 Down Payment $15,000
5 Interest Rate 6.00%
6 Amortization 25
7 Paydown  ($100.00)
8
Regular With
9 |Results Mortgage Paydown
10 Monthly Payment| (3642.30) | ($744.30)
1 Term 25 18.6
12 Total Paid ($193,290)  ($166,251)
13 Savings - $27,039
14
15
Can I create my own color scheme?
Yes, by following these steps: () The Sample area shows what : 4
o Click the Page Layout tab your theme colors look like. f—
Text/Background - Dark 1| [l

UL

O Click . © Type a name for the custom |
. . color scheme. Totgscouna- a2

e Click Customize Colors. ] s
@ click Save. ot

The Create New Theme Colors —
dialog box appears. o
. Hyperlink

O For each theme color, click » .

and then click the color you —— 0
[ save ] [ Gonent |

want to use. =
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Set the Workbook Fonts

ou can add visual appeal to your workbook by selecting a different font scheme. Each font scheme

has two defined fonts: a heading font for the titles and headings, and a body font for the regular
worksheet text. Excel offers more than 20 font schemes. However, if none of the predefined schemes
is suitable, you can create a custom font scheme.

To get the most out of the Excel font schemes, particularly the heading fonts, you must apply styles
to your ranges, as described in Chapter 3.

Set the Workbook Fonts

o Open or switch to the workbook BHS & - inentary Bl T
Home  Inset  Pagelayout 4 Data  Review  View | Tellmewhat you want o do. ?] Paul McFedrie
you want to format. S G kxSl B e ] Pcmiromaing: B - - Ay
o By~ . [Z# Format as Table = B Delete = [T~ s
9 Click the Page Layout tab e BIL-E-0-A- SEEEEE 8% 98 gosye- Bfomas € fige
‘ Clipboard  Ta Font T Alignment el Number ™ Styles Cells Editing|

Al M £+ | ProductID

A B C

e Click Fonts ((a]).

156

Product
ID

Qty On Qty On

Qty On Reorder

1 Product Name Product Code Hold Hand Available Order Level
2 1 Northwind Traders Chai NWTB-1 25 25 0 41 10
3 ‘ 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
& 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10
5 Northwind Traders Olive Oil NWTO-5 0 15 15 0 10|
6 6 Northwind Traders Bc ry Spread NWTIP-6 0 0 0 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 ] 10|
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0 10|

Inventory - Excel 7 @
Inset  Pagelayout ~ Formulas  Data  Review  View | Tellme what you want to do. L Paul McFedrie
¥ N L] s Width: |Automatic = | Gridlines Headings Bring Forward = Align
02 0 [ @ Eg Fro meme) g s Do o

Margins Orientation  Size  Print  Breaks Background Print - ) g )
- - Ares~ Titles | e Scale: 100% 5| [JPrnt [ Print [l Selection Pane A Rotat
Themes Page Setup r. Scale to Fit G SheetOptions Arrange
Al ME f || ProductID
A B C

Product Qty On Qty On Qty On Reorder

1 ID Product Name Product Code Hold Hand Available Order Level
2 1 Northwind Traders Chai NWTB-1 25 25 0 41 10
3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10
5 5 Northwind Traders Olive Qil NWTO-5 o] 15 15 0 10|
6 6 Northwind Traders Boysenberry Spread NWTIP-6 o] o] 0 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 ] 10|
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 o] o] 0 0 10|
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o Click the font scheme you want W H S Inventry - xcel T e
t |_ Home  Inset | Pagelayout = Formulas  Data  Review  View | Tell me whatyouwantto do. ?] Paul McFedrig
0a . = o Width: omatic - Gridlines Headings ring Forward ~ lign
i 0B DRi M G Fo o o b
- onig;;u;; z'u‘;':m" = :r::‘- freoks Beckground -;rl‘:g Dscale  [100% - [Ipint  [print  Hiy Selection Pane  “h Rotat
n a:ﬂﬂiﬂ & Setup m Scale to Fit G SheetOptions Arrange
Al Calibri Product ID
e | o
E vt Qty On Qty On Qty Qty On Reorder
1 A',I-?a| Name Product Code Hold Hand Available Order Level
2 Avial i NWTB-1 25 25 0 41 10
3] Corbel p NWTCO-3 0 50 50 50 25
Nl Corbel in Seasoning NWTCO-4 0 0 0 40 10
s| | candars e il NWTO-5 0o 15 15 0 10
6| | Candara senberry Spread NWTIP-6 0 o 0 10 25
7| Candare :d Pears NWTDFN-7 0 0 0 0 10
8 T e ., Y Sauce NWTS-8 0 0 0 0 10
9| | Franklin Gothic Book Inuts NWTDFN-14 0 40 10 [4] 10
D Century Gothic it Cocktail NWTCFV-17 0 0 0 0 10
4 o Cciimug%gihic colate Biscuits Mix  NWTBGM-19 0 0 0 20 5
2| - ":" ‘malade NWTIP-6 0 0 0 40 10
n| | '_g“ B “nes NWTBGM-21 0 0 0 0 5
N e r NWTB-34 23 23 0 0 15
o EXCG'. apphes the hea'd.mg fOITt to [Prouci . Proud n n Avlqb n Rerde
the workbook’s headings. D Product Name Code Hold Hand le  Order rlevel
2 1 Northwind Traders Chai NWTB-1 25 25 0 41 10]
: 3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
e EXCQ'. apphes the bOdy fOI’lt to 4 4 Northwind Traders Cajun Seasoning ~ NWTCO-4 0 0 0 40 10|
the workbook’s regular text. 5 5 Northwind Traders Olive Ol NWIO-5 0 15 15 0 10
6 6 Northwind Traders Boysenberry Spread NWTJP-6 0 0 0 10 25
7 w Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10|
8 & Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10]
10 17 Northwind Traders Fruit Cocktail NWICFV-17 0 0 0 0 10|
1 19 Northwind Traders Chocolate Biscuits M NWIBGM-19 0 0 0 20 5
12 20 Northwind Traders Marmalade NWTJP-6 0 0 0 40 10
13 21 Northwind Traders Scones NWTBGM-21 0 0 0 0 5
14 34 Northwind Traders Beer NWITB-34 23 23 0 0 15
15 40 Northwind Traders Crab Meat NWICM-40 0 0 0 120 30|
Can I create my own font scheme?
Yes, by following these steps: @ Type a name for the custom font scheme.
o Click the Page Layout tab. o Click Save.
© click [2].
9 Click Customize Fonts.
The Create New Theme Fonts dialog box Create Jaw Theme Fonts ?
appears.
pp Heading font: Sample
e Click the Heading font # and then click the | verana | Heading -
] i Body font: Body text body text body text.
font you want to use for titles and headings. oo o] | B textbody ext. >
© click the Body font # and then click the ——
lame: sy Reading
font you want to use for regular sheet text. =
H ance
() The Sample area shows what your theme fonts
look like.
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Choose Workbook Effects

You can enhance the look of your workbook by selecting a different effect scheme. The effect
scheme applies to charts and graphic objects, and each scheme defines a border style, fill style,
and added effect such as a drop shadow or glow. Excel offers more than 20 effect schemes.

To get the most out of the Excel effect schemes, you must apply a style to your chart, as described in
Chapter 12, or to your graphic object, as described in Chapter 13.

Choose Workbook Effects

o Open or switch to the workbook
you want to format.

e Click the Page Layout tab.

€@ Click Effects ().
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H S & -
Home Insert Page Layout Qs Data

Parts Database - Excel

Review  View | Tell me what youwant to do... ?]
mlla, -

N % = m FZ Conditional Formatting = = Inserf
- By - [Z# Format as Table - 5 Delet]
aste . <0 g0

~ $o% 0 W G canstylese {1 Form|
Clipboard Font N Alignment N Number 5 Styles Cells
20 - I

A B C D E F G H

1 1 Parts Database

bl Division Description Number Quantity Unit Cost Total Cost Retail Gross Margin
3 4 Gangley Pliers D-178 S $10.47 CEEES  S17.SE 71%

4 3 HCAB Washer A-201 856 50.12 $102.72 50.25 108%

5 3 Finley Sprocket C-098 S50 $1.57 $560.49 $2.95 88%

6 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%

7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%

8 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95 91%

9 1 S-Joint A-182 155 $6.85 5$1,061.75 $9.95 45%

10 2 LAMF Valve B-047 482 54.01 51,932.82 $6.95 73%

H S & = Parts Database - Excel

Home  Inset  Pagelayout  Formulas  Data  Review  View | Tell mewhatyouwantto do.. 7]
A3 B Colors ~ @ FW IE [I%! L EEH 1 Bring

~ Fonts ~
e Mergins Crientation S Print _ Breaks Ea:kgmund Print
@] effects - - Arear - Titles

Themes Page Setup [0
L20 | fe

A B C D E

os Width: |Automatic = | Gridlines Headings
] Height: | Automatic - View View
] Scale: 100% print [ Print 5 Selecti

Scale to Fit 7l

Sheet Options

1 Send B

[

Database

Total Cost

[l Division Description Number Quantity Unit Cost Retail Gross Margin
3 Gangley Pliers $596.79 $17.95

4 3 HCAB Washer A-201 856 $0.12 $102.72  $0.25 108%

5 3 Finley Sprocket C-098 357 $1.57 $560.49  $2.95 88%

3 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%

7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%

8 3 Thompson Socket c-321 298 $3.11 $926.78 $5.95 91%

9 1 S-Joint A-182 155 56.85 51,061.75 59.95 45%

10 2 LAMF Valve B-047 482 $4.01 $1,932.82  56.95 73%




o Click the effect scheme you want
to apply.

() Excel applies the effect scheme
to the workbook’s charts and
graphics.
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H S & =
Home Insert

Parts Database - Excel

Pagelsyout  Formulss  Data  Review  View | Tell me what you want o do.. ?]
B Calors - g /e B il s Width: |Automatic - | Gridlines Headings 1 Bring F
AlFonts - @ D D [;;l 1 EE; E |]He|gh|: Automatic ~ View View 0 Send Bi
Themes Margins Orientation Size  Print  Breaks Background Print
. [ClEffects - - - Area- - Titles | Tkl Scale:  [100% 2 Print [ Print  Elf; Selecti
Tl Office F] Seale to Fit i Sheet Options ]
Gifical]} | Office 20.. SubtleSo.. BandedE. E F G A
SmokeyG dge GrungeT Frosted G...
2 Quantlty Unit Cost Total Cost Retail Gross Margin
3 [ Top Shad.. Inset Milk Glass Riblet S10'47 5596'79 517'95 1%
4| | 856 $0.12 $102.72  50.25 108%
5104 ‘@ ‘ ‘@ ‘ 357 $1.57 $560.49  52.95 88%
6| | Reflection F_xtreme 5. Glossy 86 $15.24 $1,310.64 $19.95 31%
7 — CaTETToTT T TSI 5 $18.69 S51,401.75 $27.95 50%
8 3 Thompson Socket c-321 298 $3.11 $926.78 $5.95 91%
] 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%
10 2 LAMF Valve B-047 482 5401 51,932.82  $6.95 73%
H - & = Parts Database - Excel
Home  Insert | Pagelayout | Formulas  Data  Review  View | Tell me whatyouwantto do.. ?]
n Colors~ g o = ’I_I "!_i A Ewmm: Automatic - | Gridlines  Headings "7 Bring F
Fants - @ DD ID E;" 1 E:'; % [ Height: | Automatic - View View  F{jSend B
emes Margins Orientation Size  Print Breaks Background Print
- Effects - - - - Area- - Titles i scale: 100% - Print [ ] Print  Fl; Selecti
Themes Page Setup [F1 Scale to Fit & Sheet Options M
120 - %
A B C D E F G H
EW Division Description Number Quantity UnitCost TotalCost Retail Gross Margin
3 4 Gangley Pliers D-178 57 $596.79 5$17.95 71%
4 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25 108%
5 B Finley Sprocket C-098 357 $1.57 $560.49  $2.95 88%
6 2 6" Sonotube B-111 86 $15.24 51,310.64 519.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 S$1,401.75 $27.95 50%
8 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95 91%
e 1 S-Joint A-182 155 $6.85 51,061.75  $9.95 45%
10 2 LAMF Valve B-047 482 54.01 51,932.82 $6.95 73%

Can I create a custom effect
scheme?

No. Unlike with the color schemes
and font schemes described earlier
in this chapter, Excel does not
have a feature that enables you to
create your own effect scheme.

Why are all the effect schemes the same color?

The color you see in the effect schemes depends on the color scheme
you have applied to your workbook. If you apply a different color
scheme, as described in the “Modify the Workbook Colors” section
earlier in the chapter, you will see a different color in the effect
schemes. If you want to use a custom effect color, create a custom
color scheme and change the Accent 1 color to the color you want.
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Apply a Workbook Theme

You can give your workbook a completely new look by selecting a different workbook theme. Each
theme consists of the workbook’s colors, fonts, and effects. Excel offers ten predefined workbook

themes.

To get the most out of the Excel workbook themes, you must apply styles to your ranges, as
described in Chapter 3; to your charts, as described in Chapter 12; and to your graphic objects, as

described in Chapter 13.

pply a Workbook Theme

o Open or switch to the workbook
you want to format.

@ Click the Page Layout tab.
€ Click Themes
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o] E

F G

H

| J K L M N Q

Comparing Mortgage Principal and Interest Over the Term of a Loan

(3 o

P

10

12
13
14
15
16

Period  Payment

1 §(19,542.34)
2 $(19,542.34)
3 $(19,542.34)
4 $(19,542.34)
5 §(19,542.34)
6 $(19,542.34)
7 $(19,542.34)
8 $(19,542.34)
9 $(19,542.34)
10 $(19,542.34)
11 $(19,542.34)
12 $(19,542.34)
13 $(19,542.34)

© A
Page Setup

F3
F G

Year
2010
2011
2012
2013
2014
2015
2016
2017
2018
2019
2020
2021
2022

Principal
52,542
$2,758
$2,993
$3,247
$3,523
$3,823
$4,148
$4,500
$4,883
$5,298
$5,748
46,237
$6,767

H

Interest
$17,000
$16,784
$16,549
$16,295
$16,019
$15,720
$15,395
$15,042
$14,660
$14,244
$13,794
$13,306
$12,775

Margins Orientation Size  Print Breaks Background Print

Comparing Mortgage Principal and Interest Over the Term of a Loan

£y Width:  Automatic = Gridlines  Headings.
# 1 Height Automatic | ] View  [] View

Titles  Dscale  w00% I Wernt  [prnt  Ef Selection Pane
o Scale to Fit 5 SheetOptions 1 Arange
| J K L M N 0 P

3 |Period  Payment  Year Principal Interest
1 §(19,542.34) 2010 $2,542 $17,000 Mortgage Principal vs Interest
2 $(19,542.34) 2011 $2,758 $16,784 @Prindpal winterest
3 $(15502.34) 2012 $2,893 $16,549

7 4 $(19,542.34) 2013 $3,247 $16,205 [ $20.000

8 5 §(19,542.34) 2014 $3,523 $16,019 | s13000

9 6 5(19542.34) 2015 $3.823 $15720| 46000

0 7 $(15,54234) 2016 $4.148 $15395 [ (00

RLl 8 $(19,542.34) 2017 $4,500 $15,042 leunn

12 9 $(19,542.34) 2018 $4,883 $14,660 y

13 10 §(19,542.34) 2019 $5,298 $14,244 | $10.000

14 11 $(19,542.34) 2020 $5,748 $13,794 $8.000

15 12 $(19,542.34) 2021 $6,237 $13,306 [  $6,000

16 13 $(19,542.34) 2022 $6,767 $12,775 $4,000

17 14 $(19,582.38) 2023 $7,342 $12,200 [ g5 g9

R 15 $(19,542.34) 2024 $7,966 $11,576 50

19 16 $(19,542.34) 2025 $8,643 $10,899

20 17 $(19,542.34) 2026 $9,378 $10,164

21 18 $(19,542.34) 2027 $10,175 $9,367

2 19 $(19,542.34) 2028 $11,040 $8,502

2 20 $(19,542.34) 2029 $11,978 $7,564 =

Principal vs Interest @ o] | o
H S & = Mortgage Principal vs Interest - Excel 7T E - &8 X

Home  Inseit | PageLsyout Data  Review  View | Tell mewhat you want to do e pautereares - [ &

Ui Bring Forward =[5 Align~

7 Send Backward = [ Group

“A Rotate

Mortgage Principal vs Interest
oPrincipal @ interest

520,000

18,000

§16,000

14,000

$12,000
§10,000

8,000

$6,000
$4,000
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o Click the workbook theme you
want to apply.

W5 o
Home

B colors~

[&]Fonts -
= [@]effects -
Office

Mortgage Principal vs Interest - Excel 7 E - 8 X
inser | Pagelsjout | Forulas  Dats  Review  View | Telmewnatyouwanttodo ? Paul Mckediies - ] &
@ Dl [E [\D EF'% o3 Width:  Automatic ~| Gridlines ' Headings ™ Bring Forward ~ [Z Align -

[ = T = = [IHeight:  Automatic - | [ View | [+ View I Send Backward = [EiGroup
Margins Orientation Size  Print Breaks Background Print ] - .
; - Areav = Titles CelScale  100% | [¥IPint [ Print Bl Selection Pane A Rotate
lup o Scale to Fit W SheetOptions Amrange ~
¥ | Aa 4 v
Q R =]

Integral

Office
Aa Aa Aa
- wummns | | emam—
lonBoard.. Orgenic  Retrospect  Shice
Interest
$17,000 Mortgage Principal vs Interest
$16,784 OPrincipal minterest
Wasp $16,549
T Browse for Themes $16,295 | 520,000
Tl Save Cument Theme... $16,019 | s18,000
' . . +/$15720 | 516000
10 7 $(1950234) 2016 $4,148 $15395 | (o0
il 8 $(19,59234) 2017 $4500 $15042 | 12,000
12 9 $(19,542.34) 2018 $4,883 $14,660 y
13 10 $(19,562.30) 2019 $5298 $14,244 | $10.000
14 11 $(19,542.34) 2020 $5,748 $13,794 $8.000
15 12 $(19,542.34) 2021 $6,237 $13,306 | 56,000
18 13 $(19,542.34) 2022 $6,767 $12.775 | s4.000

— 1 J K L Y] N o P
Aa i rincipal and Interest Over the Term of a Loan

0

() Excel applies the theme to the

E F G H | J K

Ir]

workbook. A Comparing Mortgage Principal and Interest Over the Term of a Loan

2
3 |Period Payment Year  Principe Interest

Note: After you apply the theme, the s | §(19,54234) 2010 $2,542 $17,000 Mortgage Principal vs Interest

. . . 5 2 §(19,54234) 2011 $2758 $16,784 oPrincpal @ lnterest
new font size might require you to ol 3§ (195424 2012 §2993 §16.549
. . 7 4 §(19,54234) 2013 $3247 $16295 | s20.000

adjust the column widths to see your S5 S nsia i oz 416015 | wiems
9 6 §(19,542.34) 2015 $3823 $15,720

data properly. 10 7 §(19.54234) 2016 34,148 $15395 :i::z
1) 8 §(19,54234 2017 $4500 $15042 | o
2 9 §(19,54234) 2018 $4883 $1a660 | O
1310 $(19,54234) 2019 §5298 $14244 | $10.000
w11 §(19,54234) 2020 $5748 $13754 | S8000
512 § (1954234 2021 $6237 $13306 | 6000
) 13 §(19,54234) 2022 $6767 $12775 | saom0 B
w14 §(1954234) 2023 §7.342 $12200 | spom
15 §(19.54234) 2024 $7.966 $11,576 “
19 14 3(1954234) 2025 $8.643 10599
w17 §(19,54234) 2026 $9,378 $10,164
21 18 §(19,54234) 2027 #2##  $9,367 -

| Principal vs Interest [c) 0] v

Can I create my own workbook theme?
Yes, by following these steps:

Format the workbook with a color scheme,
font scheme, and effect scheme, as described
in the previous three sections.

© Click the Page Layout tab.

© click

o Click Save Current Theme.

The Save Current Theme dialog box appears.
e Type a name for the custom theme.
@ cClick save.
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Add a Workbook Header

f you will be printing a workbook, you can enhance the printout by building a custom header that
includes information such as the page number, date, filename, or even a picture.

The header is an area on the printed page between the top of the page text and the top margin.
Excel offers a number of predefined header items that enable you to quickly add data to the

workbook header. If none of the predefined header items suits your needs, Excel also offers tools
that make it easy to build a custom header.

Add a Workbook Header

@ Click the View tab.

© Click Page Layout ().

Excel switches to Page Layout
view.

@ You can also click the Page
Layout button ([EI)).

€@ Click the Add header text.

() Excel opens the header area for
editing.

(© Excel adds the Header & Footer
Tools tab.

O Click the Design tab.
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View ] 1 hat you want to do... ?

T EH - 0O X

Paul McF... ~ n o

Review
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Page Layout Ruler Formuls Bar q [5 Ef_crﬂ =5 New Window B | O EE Ea
Break Z womaﬂe Z t B Arrange Al = [D[ Switch M
age Break 1] custom Vi Gridl Head oom com to . witc acros
Preview B CustomViews . [ Grdines 7 Headings Selection | 2] Freeze Panes - [ Windows~ -
Workbook Views Show Zoom Window Macros ~
Bl M fe || Jan A
T | T gl E) q T | T g 7 =
A B c D E F G
Add header
1:| Jan | Feb Mar  1st Quarter  Apr May
L 2 Sales
3 Division | 23,500 23,000 24,000 70,500 25,100 25,000
4 Division Il 28,750 27,800 29,500 86,050 31,000 30,500
= 5 Division Il 24,400 24,000 25,250 73,650 26,600 27,000 (.
r 6 SALES TOTAL 76,650 74,800 78,750 i 230,200 82,700 82,500
Co7 Expenses
8 Cost of Goods 6,132 5,984 6,300 [ 18,416 6,616 6,600
W 9 Advertising 4,600 4,200 5,200 14,000 5,000 5,500
L 10 Rent 2,100 2,100 2,100 6,300 2,100 2,100 -
3 Budget | Assumptions Projections | 2015-2016 Final Estimates ‘ & an 1 [
Ready 3 Page:10of3

d 9 & = 2016—20173udgeb£u(&
Home Insert Pagelayout Formulas Data Review View

Header... ? B - 8 %

- pame. - ] &
T = ‘
|:| [ Page Layout Ruler Formula Bar q [L# Qal =8 New Window B | B El:l'_J
Normal Page Break z wm z . t B Avengenn 5 T Switch M
lormal Page Break (] ¢ys . . . oom 100% Zoomto wite acros
Pgre-.'\ew 1] Custom Views Gridlines Headings - T ElFrecze Panes- [ | BB |yt~
‘Workbook Views Show Zoom Window Macros -~
BL | £ || Jan v
T T E) El T E| g q 7] 1=
A B C D E F G
Header B
1 Jan _I Feb Mar  1st Quarter Apr May
2 Sales
3 Division | 23,500 23,000 24,000 70,500 25,100 25,000
4 Division Il 28,750 27,800 29,500 86,050 31,000 30,500




CHAPTER

Formatting Workbooks 7

e Type your text in the header. 5- o 2016-2017 gt - Excel esar 7 ® -0 x

Home Insert Pagelayout Formulas Data Review View Design | Tell mewhat you want to do 7] Paul McF... -M o
e If yOU want to ]nClUde a [ Page Number O Curent Time £ Sheet Name L| E| [ Different First Page [/ Scale with Document
o . . [ Number of Pages (= File Path [2 Picture
predefined header item, click E:dt P comentDate B e tome s o et 8210 ] Diferent 0dd & Ben Pages ) Algn wth age Wiargins
Header and then click the item. frone) — Dptoes -
Page 1 .
Page1of? -
Budget e N R R 1[4
Confidential, 324/2015, Page 1 c 5 c : s

2016-2017 Budget
C:\Users\Greg\Documents\TYV Examples\2016-2017 Budget

Budget, Page ! Draft Version 2.1 Printed
Budget, Confidential, Page 1

2016-2017 Budget, Page 1 Feb Mar  1st Quarter  Apr May
Ci\Users\Greg\Documents\TYV Examples\2016-2017 Budget, Page 1

Page 1, Budget 23,000 24,000 70,500 25,100 25,000
Page 1, 2016-2017 Budget 27,800 29,500 86,050 31,000 30,500

24,000 25,250 73,650 26,600 27,000 -

Page 1, 2016-2017 Budget .
74,800 78,750 ~ 230,200 82,700 82,500

Page 1, C:\Users\Greg\Documents\TYV Examples\2016-2017 Budget
Paul McFedries, Page 1, 32412015

Prepared by Paul McFedries 3/24/2015, Page 1 i’gx :'2£ i ii’x :";:1)2 z’x
0 Click a button in the Header & g5 o - mm?“&. T® - o x
FOOter Elements grOUp to add Hnmelaln:ert :age:ayout ;m:m tTData ;;:Nﬂ\:ew Design | | Tell me what you want to do... e Paul McF... 'H )
ege Humber vrrent Hime et ame = ifferent First Page ] Scale with Document
that element tO the header, D D &) Mumber of Pages (I File Path [ Picture Ll D [ piffeens et Pag ) sealeith 0 t
Hender FoOter | o urentDate B3 FleNome L) Format Picue |1y b [ Diffeent Odd & Even Pages 7] Align with Page Margins
0 Excel inserts a code intO the Header & Footer I} Header & Footer Elements Navigation Options ~
BL i £ || Jan v
header, such as &[Date] for the -
Current Date element, as shown ! ’ | ! T 1 T
h A B | ¢ D E F 9
ere.
E Header
e Repeat Steps 5 to 7 to bu'il_d the r ’7 Draft Version 2.1 Printed &[Date]lﬂ
header. 1 Jan _I Feb Mar  1st Quarter  Apr May
2 Sales
: : [ Division | 23,500 23,000 24,000 70,500 25,100 25,000
0 Click outside the header area. [ Division Il 28,750 27,800 29,500 86,050 31,000 30,500
F 5 Division Ill 24,400 24,000 25250 73,650 26,600 27,000 LI
Exce[ appljes the header. When 6 SALES TOTAL 76,650 74,800 78,750 ' 230,200 82,700 82,500
: : r 7 Expenses
you are 1n Page LayOUt view, r 8 Cc::ofGnDds 5132 5984 6300 @ 18416 6,616 6,600
you see the current values for = 9 Advertising 4,600 4,200 5,200 14,000 5000 5500

elements such as the date.

Can I have multiple headers in a workbook?

Yes. You can have a different header and footer on the first page, which is useful if you want to add a

title or explanatory text to the first page. In the Design tab, select the Different First Page check box

(L] changes to [¢]).

You can also have different headers and footers on the even and odd pages of the printout, such as showing

the filename on the even pages and the page numbers on the odd pages. In the Design tab, select the
Different Odd & Even Pages check box ([_| changes to [¥]).
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Add a Workbook Footer

f you will be printing a workbook, you can enhance the printout by building a custom footer that
includes information such as the current page number, the total number of pages, the worksheet
name, and more.

The footer is an area on the printed page between the bottom of the page text and the bottom
margin. Excel offers a number of predefined footer items that enable you to quickly add data to the
workbook footer. If none of the predefined footer items suits your needs, Excel also offers tools that
make it easy to build a custom footer.

Add a Workbook Footer

o Click the View tab. BHE S ¢ - 2016-2017 Budget - Excel 2 @M - O %X
M ome  Insen  Pagelajout  Formulas  Data  Review  View t you want to do... €] paume. - &
e Click Page Layout (|-]). DR Ve Demew Q [3 [F g 200 OO
Normal Page Break (] cystom Views 7 Gridlines 7 Heagings  Zom 100% Zoomto ="' 0 Switeh Macros
. . eview Selection (=1 FreezePanes - [T/ B8 windows~ -
Excel Sw]tches to Page Layout view. Workbook Views Show zoom Window Macros -~
Bl 4 fe Jan v
(@ You can also click the Page Layout ey e B AR = o
button () A B c D E F G
= 32
e Scroll down to the bottom of the page Bt
and click the Add footer text. -
d 37
Note: You can also click the Add header text .
and then click the Design tab’s Go to Footer | =
— 42
command (/7). -
id footer 0 L

> Budget | Assumptions | Projections | 2015-2016Final | Estimates | € ... H I I | D
B B M -——+ 1w00%

A

() Excel opens the footer area for editing. [@ 5 = = - awanme ey 7w - o x
Home Insert Page layout Formulas Data Review View Design at you want to do... Q Paul McF... - n )

(© Excel adds the Header & Footer E ] Breoen Gue memes Q[5G Sheve 210 BF R

TOO[S tab. Hommal ‘f:)ﬂz“:’k 5] Custom Views Gridlines [ Headings Zoom 100% ;;Z:‘;T Er.“:md Al Wlsnu;m Macros
Workbook Views Show Zoom Window Macros ~
o Click the Design tab. 2 h £ e .
4 ' \‘ 'zl ’ E ) Al T . ’ 6| Ei =

A B c D E F G
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e Type your text in the footer. 6 IEEE 2016-2017 Budget - Excel Header... T @ - 0 %

fome Insert Pagelayout Formulas Data Review View  Design | Tell me what you want o do. 7] Paul McF. ~H o

e If you want to include a predefined ] Breostmber © Curtline Bestone [ [ Ot ftboge 7 Sl bt
footer item, click Footer and then  [Mes s o b (0 I L S S nencssaenage i o
. . Header & (none) Navigation Options ~
click the item. o :
1 Page1of?
Budget e | g 7 12
Confidential, 3/24/2015, Page 1 D E E G

2016-2017 Budget

CA\Users\Greg\Documents\TYV Examples\2016-2017 Budget
Budget, Page 1

Budget, Cenfidential, Page 1

2016-2017 Budget, Page 1

CA\Users\Greg\Documents\TYV Examples\2016-2017 Budget, Page 1

Page 1, Budget

Page 1, 2016-2017 Budget

Page 1, 2016-2017 Budget

Page 1, C:\Users\Greg\Documents\TVV Examples\2016-2017 Budget
Paul McFedries, Page 1, 3/24/2015

Prepared by Paul McFedies 3/24/2015, Page |
\ | DO NOT CIRCULATE|

» | Budget | Assumptions | Projections | 2015-2016 Final | Estimates | € . E 1 I IO

o Click a button in the Header & H® &= 2016-2017 Bud el Header... T H - O %

Footer Elements group to add that Home Insert Pagelayout Formulas Datl Review View Design | Tell me what you want o do.. ?] Paul McF... ~ H o
element to the footer. O O | sgmam @ Brawe | 5 E | Domermrse @ semovumen
Hea‘der Fm'rtev @Cwmgte B FileName ¥ Format Picture HE‘;;‘; FGU“'DEZI [] Different Odd & Even Pages [] Align with Page Margins
0 Excel _inserts a code into the footer, Header & Footer Header & Footer Elements Navigation Options ~
such as &[Pages] for the Number of * = £l ‘ VE
Pages element, as shown here. A" ’ . j 5 ' . ) . E‘G S

e Repeat steps 5 to 7 to build the =
footer. o
e Click outside the footer area. i ﬁas
. 39
Excel applies the footer. When you 0
. . b 41
are in Page Layout view, you see 2
the current values for elements -
Such as the page number | DO NOT CIRCULATE; Total Pages: &[Pages]l@ | -
: 3 ‘ Bndget:| .Assumptions Projections. 2015-2016 Final Estimates ‘ 8 a [+

Can I view my headers and footers before I print the workbook?
Yes. Follow these steps:

@ Click the File tab.

© Click Print. (A S

() The right side of the Print tab shows you a preview of the workbook printout.

(© The header appears here.

(@ The footer appears here. M_




CHAPTER 8

Importing Data
into Excel

Excel offers a number of tools that enable you to import external data
into the program. Excel can access a wide variety of external data
types. However, this chapter focuses on the six most common types:
data source files, Access tables, Word tables, text files, web pages,
and XML files.

H - @ = Book - Exce

Home  Inset  Pagelayout  Formulas  Data | Review  View ell Pau\M:Fedns'H o

= @&, s Ec h4e = Bo  eHe A
B @ {4, Online Search F[:’} E:onne(lmns 5 Y . Flash Fill &8 Group -

N Show Queries Bl Remove Duplicates 3~ B8 Ungroup + =
Get External  New = Refresh 7| Sort Filter i " greue

i Textto
. [ Recent Sources  ayj.  [24Ed Vo Advanced  columns =% Data Validation ~ 5 Eff subtotal
Text Import Wizard - Step 1 of 3 4 OQutline F]
The Text Wizard has determined that your data is Fixed Width
IF this is correct, choose Next, o chaose the data type that best describes your data,
Original data type
Choose the file type that best descrines your data:
elimited - Characters such as commas or tabs separate each fieid.
wed width - Fields are aligned in columns with spaces between each field,

Start import at row: File grigin: | 437: OEM United States
iy data has headers.

Preview of file C\Users\Greg\Documents\TYV Examples\ExchangeRates.bit.
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Understanding External Data

xternal data is data that resides outside of Excel in a file, database, server, or website. You can import
external data directly into an Excel PivotTable or worksheet for additional types of data analysis.

Before you learn the specifics of importing external data into your Excel workbooks, you need to
understand the various types of external data that you are likely to encounter. For the vast majority
of applications, external data comes in one of the following six formats: data sources, Access tables,
Word tables, text files, web pages, and XML files.

Data Source File Data Connection Wizard E
Open Database Connectivity (ODBC) data sources Welcome to the Data Connection Wizard
g'ive you access to data resid‘ing 'in databases SUCh This wizard will help you connect to a remote data source,
as Access and dBase’ or on servers SUCh as SQL What kind of data source do you want to connect to?
Server and Oracle. However, there are many other Miciosoft SQLSever
s . Ml_crosoftSQJ.Server Analysis Services
data-source types that connect to specific objects | Windows azure Marketpiace
3 1 3 ODEBC DSH
mna data source. For more ]nformat1on’ see the Microsoft Data Access - OLE DB Provider for Oracle
next section, “Import Data from a Data Source.” Other/Advanced
Access Table [:El=] = Table Tools Nortl
Home Create External Data Database Toals Fields Table
Microsoft Access is the Office suite’s relational database / cut YW iy Wscecion [ 3 im e
management system, and so it is often used to store and Ve g BV Dsendng B f;“
- - ormat Painter lemove Sor oggle Filter Allv elei
manage the bulk of the data used by a person, team, Views Cippowa Sor & Fiter ke
department, or company. For more information, see the | Rk e e
section “Import Data from an Access Table.” e R R
] ang xotic Liguids
3 Aniseed Syrup Exotic Liquids
Word Table B HS O-= 2016 Budget [Compatibility Mode] - Word Preview T
. . . . Home Insert Design Layout References Mailings Review View = Desig
Some simple data is often stored in a table embedded in a 7 Header how 17 First Colurmn
Word document. You can only perform so much analysis on that | ™" - =
data within Word, and so it is often useful to import the data Tty ptos . . ; e
L 2 3 4
from the.Word table into an E”xcel worksheet. For more ) Expensefem  Jan Feb  Mar  Apr  May
information, see the section “Import Data from a Word Table.” |- costofGoods| 6,132 5984 6300 6616 6600 6
Advertising | 4600 4,200 5200 5000 5500 5
Rent| 2,100 2,100 2100 2,100 2100 2,
Text File 4| ExchangeRates - Notepad - =
. . . File Edit Format View Help
Text files often contain useful data. If that data is Carrenc] por 3US To 80 :
- o A ti P 8.777416 8.113929
formatted properly ' for example, where each line has Argentine Peso 3777 o130
the same number of items, all separated by spaces, Bahraini Dinar 8.377639 2652243
Ootswana ula - .
commas, or tabs — then it is possible to import that Brazilian Real 3.134096 0.31908
. . . . Bruneian Dollar 1.36721 8.731416
data into Excel for further analysis. For more information, || suigarian Lev 1.789211 B.561731
. " o Canadian Dollar 1.24799% B_8A1285
see the section “Import Data from a Text File.
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Web Page

e@\ @ hitp://mcfedries.com/products.html

R~ H & Products

People and companies often store useful data on web pages Products
that reside either on the Internet or on company Intranets. This |[Bocmses  [Chei 10 bowes x 0 bags || $1800
. . . [Beverages Chang 24 - 12 oz bottles $19.00|
data is often a combination of text and tables, but you cannot | |[Bevereess  |Chantreuse vene 750cc perborle || S18.00
l, b b d d t . . f I_ . b [Beverages Céte de Blaye 12 - 75 cl bottles $263.50|
analyze web-based data in any meaningful way in your we e N TR TP T BT
browser. Fortunately, Excel enables you to create a web query Beverages  [Lakdalikoori 500 ml S18.00
. [Beverages ILaughing Lumberjack Lager 24 - 12 oz bottles $14.00|
that lets you import text and tables from a web page. For more ||5oceges [outback tger 24 355 mlbordes || S15.00
information, see the section “Import Data from a Web Page.” Deverages |Rhonbrau Klosterbier 2405 tbonles | S7.05
XML 3 Suppliers - Notepad ~ oIl |

XML — Extensible Markup Language — is redefining how data is

stored. This is reflected in the large number of tools that Excel now
has for dealing with XML data, particularly tools for importing XML
data into Excel. For more information, see the section “Import Data

from an XML File.”

File Edit Format View Help

<2xml version="1.0" encoding="UTF-8"2>

*urn:sch
<Suppliers>

<SupplierIDy1¢/SupplierIDs
{«

icrosoft-com:officedata

ic Liguids</

<ContactTitle>Purchasing Mana
«Address»49 Gilbert St.«</Addr:
<City>Londone/City>
<PostalCode>EC1 4SD</Postallo
<Country>UK</Country>
<Phone>(171) 555-2222</Phone>
</Suppliers>

Conpany

<Contacthame>Charlotte Cooper</Contacthame>

ger</ContactTitle>
255>

de>

" xmlns

Access to External Data

To use external data, you must have access to it. This
usually means knowing at least one of the following: the
location of the data or the login information required to
authorize your use of the data.

Connect to ODBC Data Source

Choose the ODBC data source you want to connect to.

ODBC data sources:

(Excel Files |
MS Access Database

Location

To access external data, you must at least know where it is located. Here
are the most common possibilities: in a file on your computer; in a file
on your network; on a network server, particularly as part of a large,
server-based database management system, such as SQL Server or Oracle;

on a web page; or on a web server.

Select Database IEI[
Database Name Directories:
mab:* accch) ciusersgreg\documents
Cancel
Assets accdb - = Documents ~ —I
Detabase 1.accdb !
Humongous Insurance g g‘:""“ Dfice T Help
Inventory acedb mpies
Invoices.accdp 1 My Data Source I~ Read Orly
Issues.acodb 1 OneNote Notebe
Northwind 2003 scedb TV Eamgles v | EEve
Northwind 2007 acedb ¥
List Fies of Type Diives
Access Databases (mv|  [Ec: x| _ MNetwork

Login

Knowing where the data is located is probably all that you
require if you are dealing with a local file or database or,
usually, a web page. However, after you start accessing
data remotely — on a network, database server, or web
server — you will also require authorization to secure that
access. See the administrator of the resource to obtain a
username or login ID as well as a password.

1. Server name: | CarporateDB

2, Log on credentials
Use Windows Authentication

@ Use the following User Name and

User Name: | admin

o

@ essess

Password
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Import Data from a Data Source

You can quickly import data into just about any format by importing the data from a defined data

source file.

In this section, you learn how to import data from a data connection file. This is a data source
that connects you to a wide variety of data, including ODBC, SQL Server, SQL Server OLAP Services,
Oracle, and web-based data retrieval services. You can also read the tip to learn how to create a data

connection file.

@ Click the Data tab.
e Click Get External Data.
e Click Existing Connections.

The Existing Connections dialog box appears.

O Click the data source you want to import.
e Click Open.

170

E(j'(.":

Home Insert Page Layout

E‘

Access Web Text Sources-  Connections
Get External Data

E@ (&, Online Search r [=] Connections 8l Y

Is] z
F Show Queries ® [5Z] Properties
Get Bxternal  New Refresh : I Sert  Filter
Data~ Query - [@RecentSourca All- ’:}Ed\t Links A
Power Query Connections Sort & Filt

@aln o L @

Book|

Formulas Data 4 Vie]

Ex

P - 2
Existing Connections b
Select a Connection or Table
Connections | Tables
Shows | All Connections [v]

Connections in this Workbook
<No connections found >

Connection files on the Network
<No connections found >

Connection files on this computer

E==  [Blank]

L Northwind.mdb Alphabetical List of Products

Browse for More...
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The Import Data dialog box i ) P )
appears. &2
@ Click Table ({) changes to (@)). 4 s O gt
2 g Only Create Connection
@ To import the data directly into 7 e s ]
a PivotTable, click PivotTable . I —
Report ({) changes to (@)). 10 R ——
12 | Properties. ok | cancel
Click Existing worksheet "
() changes to (). B

Click the cell where you want

1
. 2 1 Chai i 1 10 boxes x 20 bags 18 39
the imported data to appear. ; 2 chang h 124- 1202 bottles 19 v o
4 3 Aniseed Syrup 1 2 12- 550 ml bottles 10 13 7
. 5 4 Chef Anton's Cajun Seasoning 2 243-6ozjars 22 53
o TO 1mp0rt the data to a neW 6 6 Grandma's Boysenberry Spread 3 212-8ozjars F- 120
. 7 7 uncle Bob's Organic Dried Pears 3 712- 11b pkgs. 30 15
sheet, click New worksheet s & Nortwcods cranserysauce : 252120 s w s
9 10 Ikura 4 8 12- 200 ml jars 31 31
(D changes to (@)). B 11 Queso Cabraes s tikgpks a 2 :
n 12 Queso Manchego La Pastora 5 4 10- 500 g pkgs. 38 86
. 12 13 Konbu 6 8 2kgbox 6 24
0 Cl.]ck OKo 13 14 Tofu 6 7 40 - 100 g pkgs. 23.25 35
14 15 Genen Shouyu 6 2 24- 250 ml bottles 15.5 39
15 16 Paviova 7 3 32- 500 g boxes 17.45 29

Excel imports the data into the
worksheet.

3

How do I create a data connection file?
To create your own data connection (.odc) file, click the Data tab, click Get External Data, click From Other
Sources, and then click From Data Connection Wizard. Click the data source you want, and then click Next.

The next steps depend on the data source. For example, for Microsoft SQL Server or Oracle, you specify the
server name or address and your server login data; similarly, for ODBC DSN (Database Source Name) you
choose the ODBC data source, specify the location of the file, and select the table or query to which you
want to connect.

When you get to the Import Data dialog box, click OK to import the data or click Cancel if you just want to
create the data source file for now.
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Import Data from an Access Table

f you want to use Excel to analyze data from a table within an Access database, you can import
the table to an Excel worksheet.

In Excel, you can use Microsoft Query to create a database query to extract records from a database,
to filter and sort the records, and then to return the results to your worksheet. Excel offers tools
creating a database query for any ODBC data source, including an Access database. However, Excel
also gives you an easier way to do this: You can import the table directly from the Access database.

@ Click the Data tab. B -
Home  Insert  Pagelayout  Formulas | Data 4 View | Tell me what you want ta do... e
. nline Searc! [ Connections Y Clear 7% [E Flash Fi f= 58
e Cth Get EXternaI‘ Data‘ & = ﬂ g?rw;wqien: |—|E‘:, & :Dpeu; B Y B pply E= E‘E;Lr:oi:l]up\i(ats [E :ZE

Get External  New
Data~  Query~ Lo Recent Saurce Select Data Source

e Cth From Access. P [5@ DPUWE'E:W 4 [ » ThisPC » Documents 0 & | | search Documents
. E g L& e i B8
The Select Data Source dialog O o | e L

Access Web Text Sourcesw :
Microsoft Excel

box appears. et Extema Data | . *
0 Open the folder that contains E E . %

z

3

4

E ) Homegroup Northwind 2007 Nerthwind Northwind
the database. 6

7 1% This PC

8

2007_Backup
e Click the file. . e E | E E ‘

. 1"
0 Click Open. 12 Projects Quarterly Sales Store
13 2
Note: If the Data Link Properties R == i
dialog box appears, make sure the . e T ;
. . . . 18 -
login information is correct, and i G
then click Test Connection until =
you can connect. Click OK. Select Table 2
The Select Table d'lalOg box [] Enable selection of multiple tables
appears. Name Description A
. & Customers’ names, addresses, and phone nun
0 CI-]Ck the table or query yOLl Employees Employees’ names, titles, and personal inform
want to import. Order Details Details on products, quantities, and prices for
p
Orders Customer name, order date, and freight charg
e Chck OK, Products Product names, suppliers, prices, and units in
Products For Update Product names, suppliers, prices, and units in
Shippers Shippers’ names and phone numbers. v
L4 >
A
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The Import Data dialog box

R c D E F G | J
appears. 1] Import Data B
2
. Select h t to view this data i kbook.
9 Cl]ck Table (O changes to ©). 3 EEE ;::I:'an O view 15 data In your workbool
4 PivotTable Report
@ To import the data directly into 5 115 O Pivotghart
a PivotTable, click PivotTable 6 B O Only Create Connection
7 ‘Where do you want to put the data?
Report (O Changes to @). ! 0 (®) Existing worksheet:
9 |=3431 &
(@ Select Existing worksheet 10 O New worksheet
(O changes to @) 1 [] Add this data to the Data Madel
12
. Properties... e ey Cancel
) Click the cell where you want 3 | roveis.. B | lsceil

the imported data to appear.
© To import the data to a new

. 2 |ALFKI Alfreds Futterkiste Maria Anders Sales Representative Obere 5tr. 57
Sheet, click New worksheet 3 |ANATR Ana Trujillo Emparedados y helados Ana Trujillo Owner Avda. de la Constitucid
4 |ANTON Antonio Moreno Tagueria Antonio Mareno Owner Mataderos 2312
(O Changes to @)‘ 5 |AROUT Around the Horn : Thomas Hardy Sales Representative 120 Hanover Sq.
6 |BERGS Berglunds snabbk&p Christina Berglund Order Administrator Berguvsvagen 8
@ Cljck OK. 7 |BLAUS Blauer See Delikatessen Hanna Moos Sales Representative Forsterstr. 57
8 |BLONP Blondel pére et fils Frédérique Citeaux Marketing Manager 24, place Kléber
. 9 |BOLID Bolido Comidas preparadas Martin Sommer Owner ¢/ Araquil, 67
EXCG[ 'ImpOrtS the data tO the 10 |BONAP Bon app' Laurence Lebihan Owner 12, rue des Bouchers
WO rks heet 11 |BOTTM Bottom-Dollar Markets Elizabeth Lincoln Accounting Manager 23 Tsawassen Blvd.
. 12 |BSBEV B's Beverages Victoria Ashworth Sales Representative Fauntleroy Circus
13 |CACTU Cactus Comidas para llevar Patricio Simpson Sales Agent Cerrito 333
14 |CENTC Centro comercial Moctezuma Francisco Chang Marketing Manager Sierras de Granada 999|
15 |CHOPS Chop-suey Chinese Yang Wang Owner Hauptstr. 29
16 |[COMMI Comeércio Mineiro Pedro Afonso Sales Associate Av. dos Lusiadas, 23
17 |CONSH Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gardens12 B
18 |DRACD Drachenblut Delikatessen Sven Ottlieb Order Administrator Walserweg 21
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A B C D
1 m CompanyName B contactName B contactTitle B Address

3 - |

Connection pame: | Northwind |

Why am I prompted multiple times for my password?

To avoid this extra step, tell Excel to save the database password along
with the external data. Click the Data tab, click the Refresh All drop-
down arrow (), and then click Connection Properties. In the
Connection Properties dialog box, click the Definition tab, and then
select the Save password check box ([_] changes to [¥]). Click Yes,

and then click OK.

Connection Properties

Desaiption:

Customers’ names, addresses, and phone numbers. |

| Usage | Definition

Connection type:  Microsoft Access Database

Connectiontiler | C\L nwin

Browse.

Always use connection file

Connection string:

ACE.OLEDB.12.0;

;User ID=Admin;Data Source=C:\Users\Greg
\Dacuments\Horthwind.mdb;Made=Share Deny
Write;Extended Propertie: OLEDE:System
database=""Jet OLEDB:Registry Path=""

[#liSave password:
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Import Data from a Word Table

ord tables are collections of rows, columns, and cells that look like Excel ranges. You can insert

fields into Word table cells to perform calculations. In fact, Word fields support cell references,
built-in functions such as SUM and AVERAGE, and operators such as addition (+) and multiplication
(*), to build formulas that calculate results based on the table data.

However, even the most powerful Word formulas cannot perform the tasks available to you in Excel,
which offers much more sophisticated data analysis tools. Therefore, to analyze your Word table data
properly, you should import the table into an Excel worksheet.

0 Launch Microsoft Word and open LE] &ZU‘IGEudget[Compat\bmtyMode]rWurdPvzvlew Table Tools

Home nsert Design Layout References Mailings Review View Layout | | Tell me what you want to do...

: el - AT 4T
tab le_ Select Cell Eraser EHinsetlet  Hopitcels | 0 H EEE 4

Q Click a cell inside the table you
want to import.

€@ Click the Layout tab.

Delete  Insert Text Cell Sort

B
o e
[E] Select Column - Above [Z InsertRight  £5 SplitTable = AutoFit EJ = = pirection Margins
B Select Row Draw Rows & Columns 1F] Merge Cell Size ) Alignment
1 8 ] #@ 3 8 # B 5 B 6 &
7] Select Table

the document that contains the @>Mm. Homwtoe (=1 A 8 messon Sueecon tlaw e EE1E Az

2016 Budget Expense Items

Item Jan Feb Mar Apr May Jun Jual Aug
. Cost of Goods 6,132 5984 6300 6616 6600  65/2 6,720 6,300
e Click Select. Advertising 4,600 4200 5200 5,000 5500 5250 5,500 5200
Rent 2400 2100 2100 2100 2400 2,100 2,100 2,100
. Supplies 1,300 1200 1400 1300 1250 1400 1300 1,400
e Click Select Table. Salaries 16,000 16000 16500 16500 16500 17,000 17,000 17,000
Shipping 14250 13750 14500 15000 14500 14750 15000 14,500
@ You can also select the table by Liiiples AU ... . . DR . E—..-
clicking the table selection _
[+SJ=] B 2016 Budget [Compatibility Moade] - Word Preview Table Taols
handle ()_ HumE@\gn layout References Mailings Review View Design  Layout | Tell me what you wantto do.. ¢
R Bl N = by
. B AaBbCel AaBbC AaBbCcl AaBbCcl
B
e Click the Home tab. aste % B I U -aex x ~ &y- - | Emphasis  Headingl | TNommal | Strong
. Clipboard 1= Font 5 Paragraph [ Styles
0 CI_]Ck Copy (E@)_ Lo e 3 # 3 3 ) 4. s ® 61
You can also press (Z1)+(5). 2016 Budget Expense Items
.
Word cop]es the tabl_e to the Expense Item Jan Feb Mar Apr May Jun Jul Aug
, ~  TCostof Goods 6,132 5084 6300 6816 6600 6572 6720 6,300
Chpboard. Advertising 4,600 4,200 5,200 5,000 5,500 5250 5,500 5,200
Rent 2400 2100 2,00 2100 2,100 2100 2,400 2,100
Supplies 1,300 1,200 1,400 1,300 1250 1,400 1,300 1,400
Salaries 16,000 16000 16500 16500 16500 17,000 17,000 17,000
Shipping 14250 13750 14500 15000 14500 14,750 15000 14,500
Utilities 500 600 600 550 600 650 650 600
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@ switch to the Excel workbook 5 o - &aoom-m
. . . Home @Pagebyout Formulas  Data ‘WMeview  View | Tellme what you want to do.. ?] Pay
into which you want to import e . BE ConditonatFormatting - | B nsent + | 3
the tabl.e » stD EEY [ Format as Table - X Delete -
. - "o - - - - 2 o e
e e B I UL H- DA B- $-% 9398 [Hesyle- & Format~ &
. Clipboard Font 1) Alignment ) Number i) Styles. Cells
© Click the cell where you want the — = =
table to appear. RN c b . ; G " \ ; « L | w
o {
. 2
(@ Click the Home tab. ;
:
. e 5
®) Click Paste (™).
A B C D E F G H 1 J K L M
1 |Expense item | Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
You Can aI'SO preSS m+' 2 Costof Goods| 6,132 5,984 6,300 6,616 6,600 6,572 6,720 6,300 6,300 6,880 6,300 6,300
3 |Advertising 4,600 4,200 5,200 5,000 5,500 5,250 5,500 5,200 5,200 4,500 5,200 5,200
4 Rent 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100 2,100
Excel‘ paSteS the Word tabl'e data‘ 5  Supplies 1,300 1,200 1,400 1,300 1,250 1,400 1,300 1,400 1.400 1,250 1,350 1.400
& Salaries 16,000 16,000 16,500 16,500 16,500 17,000 17,000 17,000 17,000 17,000 17,500 17,500
7 | Shipping 14250 13,750 14, 500 15,000 14,500 14,750 15,000 14,500 14 500 15,750 15,250 14,500
& Utilities 500 600 600 550 600 650 650 600 600 650 600 600
9
10
1
12
13
14
i

If I make changes to the Word data, are those changes automatically reflected in the Excel data?

No. If this is a concern, a better approach is to shift the data’s container application from Word to Excel. That
is, after you paste the table data into Excel, copy the Excel range, switch to Word, click the Home tab, click
the Paste drop-down arrow (), and then click Paste Special. In the Paste Special dialog box, click HTML
Format in the As list, and then click Paste link () changes to (®)). Click OK, and the resulting table is
linked to the Excel data. This means that any changes you make to the data in Excel automatically appear

in the Word table. Note, however, that if you change the data in Word, you cannot update the original data

in Excel.
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Import Data from a Text File

oday, most data resides in some kind of special format, such as an Excel workbook, Access

database, or web page. However, it is still relatively common to find data stored in simple text
files because text is a universal format that works on any system and a wide variety of programs. You
can analyze the data contained in certain text files by importing the data into an Excel worksheet.

Note, however, that although you can import any text file into Excel, you will get the best results if
you only import delimited or fixed-width text files. See the tip to learn more.

Start the Text Import Wizard

Click the cell where you want the
imported data to appear.

@ Click the Data tab.
e Click Get External Data.
o Click From Text.

The Import Text File dialog box
appears.

e Open the folder that contains the
text file.

@ click the text file.
@ Click Import.

The Text Import Wizard - Step 1
of 3 dialog box appears.

Note: For delimited text, continue

with the subsection “Import Delimited
Data”; for fixed-width text, skip to the
subsection “Import Fixed-Width Data.”
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E‘)‘L‘):

Home Insert Page Layout Formulas Data

E ﬂ 6, Online Search “—7 =] Connections

[ show Queries [55] Propertie:
Show Queri ~ P rties
Get Bternal  New ! Refresh fope

sl
Data = Query~ D@ Recent Sources All - |—1"' Edit Links

Power Query Connections

(s 3 3 B

4] Y W Clear E’El

%l Sort Filter Text t

Book1 - Excel

View Tell me what you

Y- Reapply
Vo Advanced Colum
Sort & Filter

Microsoft Excel

¢ Favorites

o. o

From From From From Other Existing
Access Web  Text Sources-  Connections £ F G A
Gy Fwternal Data
2
1 o

4

5

]

7

8

9

10

11

12

13

14

Import Text File “
@ * 1 ) « Docume.. » TY\u’ExampIas@C, Search TYV Examples o
Organize ~ Mew folder = = E (7]

LR

& Homegroup

Contacts ExchangeRates

8 This PC

“- Metwork

ExchangeRates StockPrices

File name: | StockPrices

j | Text Files vl

To

Import | | Cancel |
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Import Delimited Data Text Import Wizard - Step 1 0f 3 ?
o Cljck Delimited (O Changes to @) . The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
e Use the Start import at row spin box ST G
= . Choose the file type that best describes your data:
([ﬂ) tO Set the ﬁrSt row yOU Want tO M Delimited - Characters such as commas or tabs separate each field,
impOl’t. D Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row:

File grigin: 437 : OEM United States |E|

@ I the first import row consists of
column headers, select the My data has &
headers check box ([_] changes to [#]).

@ Click Next.

Preview of file Ch\Users\Greg\Documents\TYV Examples\StockPrices.csw,

1 pate, Volume,High, Low, Close [l
0100802, 18000,19,18.25,18.25

0100803, 47500,19,16.25,18.5

l2ko100204, 73900, 20,18 25,19

[s koloos0s, 83300,20.5,19,15.75 v

The Text Import Wizard - Step 2 of 3 e N ?
dialOg bOX appearS. This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below,
Select the check box beside the Delimiters
delimiter character that your text data e e h e i Hmer o o
uses (E] changes to () &f:::a Text qualifier: | I+
@ If you choose the correct delimiter, Doner ||
the data appears in separate columns.
@ click Next. e
The Text Import Wizard - Step 3 of 3 & cc= rolume Piigh fow  [lose A
dialog box appears. Sdieds ks B f sk e
0100804 3300 a B_25 L. |
0100805 [B3300 0.5 A% 9.75 W

Note: To complete this section, follow the
steps in the subsection “Finish the Text
Import Wizard.”

What are delimited and fixed-width text files?

A delimited text file uses a text structure in which each item on a line of text is separated by a character
called a delimiter. The most common text delimiter is the comma (,). A delimited text file is imported into
Excel by treating each line of text as a record and each item between the delimiter as a field.

Cancel || < Back |‘ Next > H Einish

A fixed-width text file uses a text structure in which all the items on a line of text use a set amount of
space — say, 10 or 20 characters — and these fixed widths are the same on every line of text. A fixed-width
text file is imported into Excel by treating each line of text as a record and each fixed-width item as a field.

continued >
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Import Data from a Text File (continued)

f you are importing data that uses the fixed-width structure, you need to tell Excel where the

separation between each field occurs.

In a fixed-width text file, each column of data is a constant width. The Text Import Wizard is usually
quite good at determining the width of each column, and in most cases, the wizard automatically
sets up column break lines, which are vertical lines that separate one field from the next. However,
titles or introductory text at the beginning of the file can impair the wizard’s calculations. Make sure

the proposed break lines are accurate.

Import Fixed-Width Data

Note: You need to have run through the
steps in the subsection “Start the Text
Import Wizard” before continuing with this
section.

0 Click Fixed width ({) changes to (@)).

Q Use the Start import at row spin box (%)
to set the first row you want to import.

If the first import row consists of column
headers, select the My data has headers
check box ([_| changes to [¥]).

0 Click Next.
The Text Import Wizard - Step 2 of 3
dialog box appears.

Click and drag a break line to set the
width of each column.

© To create a break line, you can click the
ruler at the point where you want the
break to appear.

© To delete a break line, you can
double-click it.

@ click Next.

The Text Import Wizard - Step 3 of 3
dialog box appears.
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Text Import Wizard - Step 1 of 3

3

M Fixed width - Fields are aligned in columns with spaces between each field.

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
O Delimited - Characters such as commas or tabs separate each field.

Start import at row: |1 ‘-2:-' File grigin: 437 : OEM United States :V.:

Preview of file C\Users\Greg\Documents\TYV Examples\ExchangeRates b,

To $US ~
0.11
0.78
2.85
a.10 g

fcurrency Der 3US
hrgentine DPeso 8.77
Rustralian Dollar 1.26
0.37
3.78

Bahraini Dinar
Potswana Pula

o s Jea [ =

[ona | (ot o |

FEinish |

? IEN|

Text Import Wizard - Step 2 of 3

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break ling, double click on the line,
To MOVE a break line, click and drag it.

Data preview ?
10 30 40 50 60 70
L 1 i 1 1 1 i

Furrency '. Per $US fo sUS ~
Prgentine Peso B.77 211
Pustralian Dollar L.z& -78
Bahraini Dinar 37 g .65
Fotswsna Pula B.78 -10 g

| Cancel é‘ﬂa:k 1 R

i | Enish |
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Finish the Text Import Wizard Text Import Wizard - Step 3 of 3 7
o Cljck a col_umn. This screen lets you select each column and set the Data Format.
Column data format
CIjCk the radio bUtton Of the data Ogeneral ‘General’ converts numeric values to numbers, date values to dates, and
(O Text 31l remaining values to text, i '
format you want Excel to apply to (2
the column ({) changes to (@)). O be nat import colum (skip
(@ If you select the Date option, you
can use this drop-down list to select
the date format your data uses.
e Repeat steps 1 and 2 to set the data snerfenerafencra)
High [Low [flose ~
format for all the columns. hs  he.zs ha.2s
1] fle.25 8.5
EO fl2.25 15
@ Click Finish. bo_s hs' fs.7s v
>
The Import Data dialog box appears. Py -
P g PP Import Data ¢ e

Click Existing worksheet () changes
to (®)).

@ If you want the data to appearin a
new sheet, click New worksheet

() changes to (@)).
@ click ok.

Excel imports the data to the
worksheet.

Select how you want to view this data in your workbook.
] (@ Table
PivotTable Report
l@ PivotChart
Eg Only Create Connection
Where do you want to put the data?
Existing worksheet:

| =SAS1

New worksheet

)=

[[] Add this data to the Data Model

Properties... | ‘ Cancel

What do I do when my data uses a comma
instead of a dot as the decimal separator?

To import such data, click Advanced in the Text
Import Wizard - Step 3 of 3 dialog box to display
the Advanced Text Import Settings dialog box. Click
the Decimal separator drop-down arrow (# ), and
then click the text’s decimal separator. You can also
click the Thousands separator drop-down arrow
("), and then click the text’s thousands separator.

If I make a mistake when importing a text file,
do I have to start over?

No. Click any cell in the imported data, click the

Data tab, click the Refresh All drop-down arrow (),
and then click Connection Properties. Click the
Definition tab, and then click Edit Query. The Import
Text File dialog box appears. Click the file you want,
and then click Import. Excel launches the Import Text
Wizard so you can run through the options again.
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Import Data from a Web Page

Data is often available on web pages. Although this data is usually text, some web page data comes
as either a table (a rectangular array of rows and columns) or as preformatted text (text that has
been structured with a predefined spacing used to organize data into columns with fixed widths).

Both types are suitable for import into Excel so that you can perform more extensive data analysis.
To import web page data, the file must reside on your computer or on your network.

Import Data from a Web Page

Click the cell where you want the
imported data to appear.

@ Click the Data tab.
Q Click Get External Data.
e Click From Web.

The New Web Query dialog box
appears.

e Type the address of the web page.

@ click Go.

O Excel loads the page into the
dialog box.

@ Click the Select Table icon ([#])
beside the table that you want
to import.

© Excel selects the table.
© click Import.
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Book1 - Excel

Home Insert Page Layout Farmulas Data Q View Tell me

E ﬂ €6, Online Search r [£] Connections 8 Y Clear
s Zv |alz
DShowQueris = Properties T Reapply
Get Bxternal  MNew h F4 l Sort Filter
Data~  Query~ D@ Recent Sources All= o Edit Links A Vo Advanced
Power Query Connections Sort & Filter

ammwmm#iw

Fram Frem Frem From Other Existing

(7 50

Or

Access Web  Text  Sources-  Connections E F G H
Get External Data
1
12
Ol ?
Y

Agdress:|ht‘tp:;‘fmcfedr\es.com;’products.html €« 3 @ I.—{:“ ﬂ Options..

Click IE‘ next to the tables you want to select, then click Import.

& Products ~
Beverages  (Chai ll)ggl:’“”m $18.00 39100
Beverages  |Chang gt;klf“ $§19.00 17250
Beverages  |Chartreuse verte E?&“W $18.00 69 50

g

Beverages Céte de Blaye Ift;i:ss & $263.50| 17(15|0

Beverages  Tpoh Coffee [16- 300 gtins | $46.00| 171250

Beverages  Lakkaliksori 500 ml ['s1800 57200

24 - 12 0z v
|Beverages |Langhmg Lumberjack Lager |L o | $14.00B’;’;
Import | | Cancel |

|Done | | |/
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The Import Data dialog box appears. -
S Import Data  ?
© Click Existing worksheet () changes
to (@). Where do you want to put the data?
@ If you want the data to appear in a O ® pisting worksheet:
new sheet, click New worksheet ‘ =SAS1 Rz
changes to (@)).
() changes to @) (O New worksheet
(@ Click OK. _
Add this data to the Data Model
Properties... | | oK Cancel
................. .
é

Excel imports the data to the R R c b |E Flg

worksheet. 1 [Products ]
2 Beverages Chai 10 boxes x 20 bags $18.00 39 10 0
3 |Beverages Chang 24 -12 oz bottles $19.00 17 25 0
4 Beverages Chartreuse verte 750 cc per bottle $18.00 69 50
5 Beverages Céte de Blaye 12 - 75 cl bottles $263.50 17 15 0
6 Beverages Ipoh Coffee 16 - 500 g tins $46.00 17 25 0
7 Beverages Lakkalikotri 500 ml $18.00 57 20 0
5 Beverages Laughing Lumberjack Lager 24 -12 oz bottles $14.00 52 10 0
9 Beverages Outback Lager 24 - 355 ml bottles $15.00 15 300
10 Beverages Rhénbrau Klosterbier 24 -0.5 | bottles $7.75 125 25 0
11 Beverages Sasquatch Ale 24-12 oz bottles $14.00 111 15 0
12 Beverages Steeleye Stout 24 - 12 oz bottles $18.00 20 150
13 Condiments  Aniseed Syrup 12 - 550 ml bottles $10.00 13 25 0

Are there other ways to import a web page into Excel?
Yes. Excel gives you two other methods for creating web queries. Both of these alternative methods assume
that you already have the web page open in Internet Explorer:

® Right-click the page, and then click Export to Microsoft Excel.

e (Copy the web page text, switch to Excel, and then paste the text. When the Paste Options smart tag
appears, click the smart tag drop-down arrow (), and then click Refreshable Web Query.

Each of these methods opens the New Web Query dialog box and automatically loads the web page.

If you want to save the web query for future use in other workbooks, click Save Query (&) in the New Web
Query dialog box, and then use the Save Workspace dialog box to save the query file.
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Import Data from an XML File

You can analyze data that currently resides in XML format by importing that data into Excel and
then manipulating and analyzing the resulting table.

XML, or extensible markup language, is a standard that enables the management and sharing of
structured data using simple text files. These XML files organize data using tags that specify the
equivalent of a table name and field names. Because XML is just text, if you want to perform data
analysis on the XML file, you must import the XML file into an Excel table.

0 Click the cell where you want H S - - Bookl - Excel
the imported data tO appear‘ Home Insert Page Layout Formulas Data Q View I@
Ea ﬂ @Dnlme&ear(h |—n [=] Connections %l W Clear E’E
e Cljck the Data tab, &Get&rtemal New I:lShowQueris Refr;’h Eplopeltie: Zl cort Fiter Y- Reapply et
Data~ Query~ D@ Sources Al |—1"' Edit Links A Y;Advanced Columns
e Click Get External Data. Power {ery Connections Sort & Filter

e Click From Other Sources. ® & [oiley [

From From From From Other Existing

Access Web  Text  Sources=  Connections £ F G H J
e Click From XML Data Import. Get B From 50l Server
2 D Create a connection to a 5QL Server table. Import data into Excel asa
m> I Table or PivotTable report.
4 T From Analysis Services
5 D Create a connection to a SOL Server Analysis Services cube. Import data
into Excel as a Table or PivotTable report.
6 From Windows Azure Marketplace
7 @ Create a connection to a Microsoft Windows Azure DataMarket Feed.
k] * *  Import data into Excel as a Table or PivotTable report.

9 From OData Data Feed
10 I:;E Create a connection to an OData Data Feed. Import data into Excel as a
Table or PivotTable report.

From XML Data Import
12 Open or map a XML file into Excel.
=
12 [y

14 ., _ From Data Connection Wizard
The Select Data Source dialog box Select Data Source EX
appearS. @ ~ 4 |l « Docume.. » TYVExamples @Q Search TYV BExamples o
Select the folder that contains the sl el =- I @
XML file you want to import. Wicresoft Excel N
@ Click the XML file. Wi o 7
e Click Open. W ey Suppliers
1% This PC
“! Metwaork

New Source...

File name: | Suppliers v | XML Fites vl

Tw Open ‘ | Cancel |
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Note: If you see a dialog box that ? -
says there is a problem with the lpa Lo
data, click OK. Where do you want to put the data?
XML table i isti ksheet:
The Import Data dialog box ©|‘ bl At Zl
appears. SAS3 .2

() Existing worksheet:

Q Click XML table in existing

|=s5As3 G
worksheet () changes to (@)). P —— —
@ Click OK. Add this data to the Data Model

| Properties... | |\

Excel imports the data into the CIEEEHE Book - Excel Table Taots | | 1
Home  Insert  Pagelayout  Formulas  Dats  Review  View  Design Tell me what you want to do... o paul
WorkSheet asan XML table' Table Name: [i4] Summarize with PivotTable % D [E] [ Header Row [ First Column [/ Filter Button @
BF Remove Duplicates = > L2 @ OtotalRow [ Last Column
G Resize Table 52 Convert to Range ;,S:: Bport REfTeeh 5 4] Banded Rows | Banded Colurnms S%T;k,
Properties Tools External Table Data Table Style Options Table Styles
A3 v i F || generated
A B c ) E
1
2
E¥[zenerated B4 supplieriD B companyName B2 contactName B contactTitle
4 | 7/5/2010 14:52 1 ExoticLiguids Charlotte Cooper Purchasing Manager 49 Gilbe]
5 | 7/5/2010 14:52 2 New Orleans Cajun Delights Shelley Burke Order Administrator P.0. Bo:
6 | 7/5/201014:52 3 Grandma Kelly's Homestead Regina Murphy Sales Representative 707 Oxfe
9-85eki
7 | 7/5/201014:52 4 Tokyo Traders Yoshi Nagase Marketing Manager Musashi
& | 7/5/2010 14:52 5 Cooperativa de Quesos 'Las Cabras' Antonio del Valle dra Export ini: Calle de
What does an XML file look like? Can I remove a field in the XML table?
An XML file is a text file that uses a specific structure. Here is | Yes. Right-click the XML table, click XML,
a simple XML example that constitutes a single record in a and then click XML Source to display the
table named Products: XML Source pane. The XML Source pane
<Productss displays a list of the fields — called

elements in the XML table. To remove an
element, right-click it and then click
Remove element. To add an element back
<ContactName>Charlotte Cooper</ContactName> | into the XML list, right-click the element

</Products> and then click Map element.

<ProductName>Chai</ProductName>

<CompanyName>Exotic Liquids</CompanyName>
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Refresh Imported Data

External data often changes; you can ensure that you are working with the most up-to-date version
of the information by refreshing the imported data.

Refreshing the imported data means retrieving the most current version of the source data. This
is usually a straightforward operation. However, it is possible to construct a query that accesses

confidential information or destroys some or all of the external data. Therefore, when you refresh

imported data, Excel always lets you know the potential risks and asks if you are sure the query is safe.

Refresh Imported Data

Refresh Non-Text Data

0 Click any cell inside the imported
data.

Q Click the Data tab.

e Click the Refresh All drop-down
arrow ().

@ Click Refresh.
Note: You can also refresh the current
data by pressing (11 + ().

O To refresh all the imported data
in the current workbook, you
can click Refresh All, or press

(Ctrl R ATt R F5 §

Excel refreshes the imported data.
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A B C D E FG H | ]
1 |Products
PiBeverages _Chai 10 boxes x 20 bags $18.00 | 39 10 O
3 |Beverages Chang 24-12 oz bottles $19.00 17 25 0
4 |B g Chartreuse verte 750 cc per bottle $18.00 69 50
5 |Beverages Cote de Blaye 12 - 75 cl bottles $263.50 17 150
6 |Beverages Ipoh Coffee 16- 500 g tins. $46.00 17 250
7 |Beverages Lakkalikoori 500 ml 518.00 57 20 0
3 |Beverages Laughing Lumberjack Lager 24- 12 oz bottles $14.00 52 10 0
9 |Beverages Outback Lager 24 - 355 ml bottles $15.00 15 30 O
10 |Beverages Rhonbrau Klosterbier 24-0.5 | bottles $7.75 125 25 0
11 |Beverages Sasquatch Ale 24- 12 oz bottles $14.00 111 15 0O
12 |Beverages Steeleye Stout 24- 12 oz bottles $18.00 20 15 0
13 |Condiments  Aniseed Syrup 12 - 550 ml bottles $10.00 | 13 25 0
14 |Condiments  Chef Anton's Cajun Seasoning 48 - 6 0z jars $22.00 53 00
15 |Condiments  Genen Shouyu 24 - 250 ml bottles $15.50 39 50
16 |Condiments  Grandma's Boysenberry Spread 12- 80z jars $25.00 120 25 O
17 |Condiments  Gula Malacca 20- 2 kg bags 81945 27150
18 |Condiments  Louisiana Fiery Hot Pepper Sauce 32 - 8 oz bottles $21.05 76 00
12 |Condiments  Louisiana Hot Spiced Okra 24- 8 oz jars $17.00 4200
H ©- & Book] - Excel
Home  Inset  Pagelayout  Formulas | Data View | Tell me what you want to do.. ?]
B \J 3, Online Search @ [=] Connections 5 Y W Clear E’E [E7 Flash Fill feo
[ show Queries 5[] Properties ¥ Reapply B Remove Duplicates [ -
Get External  New Refresh i Z| Sort  Filter o _, -
Datas  Query- D@Re:er& al- | D Edilinks A Yo advanced  Copmns 55 Data Validation = =5
Power Que| E, Refresh All 0 Sort & Filter Data Tools
a2 . &E’. Refresh %
A £ g . N D E F G H J
1 |Products B
2 ]Beverages lcnai Connection Properties..  ygpags | $18.00 29 10 0
3 |Beverages Chang 24-12 oz bottles $19.00 17 250
4 |Beverages Chartreuse verte 750 cc per bottle $13.00 69 50
5 |Beverages Cote de Blaye 12 - 75 cl bottles $263.50 17 150
6 |Beverages Ipoh Coffee 16- 500 g tins. $46.00 17 25 0
7 |Beverages Lakkalikaori 500 ml $18.00 57 20 0
3 |Beverages Laughing Lumberjack Lager 24-12 oz bottles $14.00 52/10 O
9 |Beverages Qutback Lager 24 - 355 ml bottles $15.00 1530 O
10 |Beverages Rhénbrau Klosterbier 24- 0.5 bottles $7.75 125 25 0
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Refresh Text Data MR Book1-Echl
Home Insert Page Layout Formulas Data View Tell me what you want to do...
o CI.'ICk any cel.l. 'InS'Ide the 'ImpOFtEd B ﬂ €&, Online Search @ L2l Connections o Y W Clear E’E [E" Flash Fil
text data. Get External  New [ show g Rgh::h [E] Propertes z :orzt Filter T Reanply B8 Remove Dupl
Data®  Query~ Lo Recen All= | [ Edit Links il Vo Advanced ¢ olumns S5 Data Validatiof
s Power Query T2 Refresh Al Sort & Filter Data Tools
© Click the Data tab. . : L=
e Click the Refresh ALl drop-down A s | D? - " ) L
1 Date Volume High Low -
arrow (). wm a1 1g  Comnection Properties..
3| 8/4/2015 47500 19 1825 185
e Click Refresh. 4| g/s/2015 73900 20 1825 19
5 | 8/6/2015 83300 205 19 19.75
6 | 8/7/2015 27200 2025 19.5 195
Note: You can also refresh the 7 a0jaos|  ss00| 2035 195 20
: 8 | 8/11/2015 387900 205 195  20.5
current data by pressing m+m o | 8/12/2015 256200 21.75 20.25 215
10| 8/13/2015 40800 225 21.25 21.25
11| 8/14/2015 47900 22 2075 21
12| 8/17/2015 33800 21.25 2025 205
13| 8/18/2015 27200 21 2025 20.25
14| 8/19/2015 12200 21 2025 21
15| 8/20/2015 17000 21.25 2025 20.25
16 8/21/2015 27000 21 2025 21
The Import Text File dialog box e e e EX|
appearS. T ) « Docume.. » TYVExamples 00 Search TYV Examples o
o Open the folder that contains the e o 2- O @
text ﬁl_e‘ Microsoft Excel B
@ click the text file. A Fovores aw aw a2 1O
! ! !
0 Cljck Import. & Homegroup Contacts ExchangeRates ExchangeRates StockPrices
. | This PC
Excel refreshes the imported :
text data. G Network
File name: | StockPrices | | TetFies v
To Import | | Cancel |

Is there an easier way to refresh data regularly?
In most cases, you can set up a schedule that
automatically refreshes the data at a specified
interval. Follow steps 1 to 3 in the subsection
“Refresh Non-Text Data,” and then click Connection
Properties. Select the Refresh Every check box

(__] changes to [¥]). Use the spin box ([£]) to specify
the refresh interval in minutes (not every type of
imported data supports this feature).

Why does my refresh not seem to be working?
The refresh may take a long time. To check the
status of the refresh, follow steps 1 to 3 in the
subsection “Refresh Non-Text Data,” and then click
Refresh Status to display the External Data
Refresh Status dialog box; click Close to continue
the refresh. If the refresh is taking too long,
repeat steps 1 to 3, and then click Cancel Refresh
to stop it.
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Separate Cell Text into Columns

You can make imported data easier to analyze by separating the text in each cell into two or more
columns of data.

An imported data column may contain multiple items of data. In imported contact data, for example,
a column might contain each person’s first and last name, separated by a space. This is problematic
when sorting the contacts by last name, so you need to organize the names into separate columns.
Excel makes this easy with the Text to Columns feature, which examines a column of data and then
separates it into two or more columns.

Separate Cell Text into Columns
E (3' C) s

Customers - Excel

Tell me what you want to

o Insert a column to the right
of the column you want to

Data Review View

E f‘a Online Search Connections | [Z]a Y Clear V [EFla
Separate' Get Bxt N DShcvauenS [—e Pl'opeltie: il I T Rea&i? B Re
ernal ew es| fa] ilter o
. ] o Data~  Query~ D@ Recent Sources All- o Edit Links A Yo fdvanced  cglumns S Daf
NhOte. If the datal W]l.l. Separate 1nt0 Power Query Connections Sort & Filter D
three or more columns, you can
. Y Al e Fe || Full Name
insert as many new columns as you
A E C D g
neEd to ho'-d the SeparatEd data' 1 |Full Name Last Name Position Phone
2 |Maria Anders Sales Representative 3175551262
e Select the data you want to 3 |Ana Trujillo Owner 3175552505
Separate. 4 |Antonio Moreno Owner : 3175559773
Thomas Hardy Sales Representative 3175556469
. & |Christina Berglund Order Administrator 3175556184
e Cth the Data tab' 7 |Hanna Moos Sales Representative 3175551740
. A % |Frédérique Citeaux Marketing Manager 3175551573
0 Click Text to Columns (Eg). o |Martin Sommer owner 3175558600
0 | Laurence Lebihan Owner 3175558383

The Convert Text to Columns Wizard -
Step 1 of 3 dialog box appears.

e Click Delimited () changes to (®)).
G Click Next.
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» IEN]

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data,
Original data type

ile type that best describes your data:
i - Characters such as commas or tabs separate each field,
() Fixed width - Fields are aligned in columns with spaces between each field.

Choose tl

Preview of selected data:

1Full Name sl

Z Maria Anders

3 fna Trujillo

4 fntonic Moreno

5 Thomas Hardy w
Cancel < B Next > Einish
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The Convert Text to Columns Wizard - Convert Text to Columns Wizard - Step 2 of 3 ?
Step 2 of 3 dialog box appears.

This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below.

0 Select the check box beside the delimiter Delimiters
[lab:
zh[a]raliter thatt y; teXt data uses D.E.;t;icokm T[eat consecutive delimiters as one
changes to [v]). e
g Epace Text gualifier: l:m
O If you choose the correct delimiter, the Ootner [ |
data appears in separate columns.
Data preview
© Click Next. ’
The Convert Text to Columns Wizard - &Eﬂa peme -
Step 3 of 3 dialog box appears. T i
e Click a column,
€@ Click the radio button of the data format Cancel | | <Back | MNet> || ginisn |
you want Excel to apply to the column
() changes to (@)).
. . Convert Text to Columns Wizard - Step 3 of 3 ?
© If you click the Date option, you can use :
N . . This screen lets you select each column and set the Data Format.
this list to click the date format your BT
data uses. Ogeneral ‘General’ converts numeric values to numbers, date values
@ )d: o dates, and all remaining values to text. i
@ Repeat steps 9 and 10 to set the data O pate:
format for all the columns. @ T bl
estination: R
@ Click Finish. P
Excel asks if you want to replace the
contents of the destination cells. .
@ Click OK (not shown).
Excel separates the data. 7
Cancel | | = Back Next = 12
TIPS
What do I do if my column contains Does Excel always create only one extra column
fixed-width text? from the data?
Follow steps 1 to 4 to start the Convert No, not always. For example, in a column of contact names,
Text to Columns Wizard. Click the Fixed if any of those names use three words, Excel assumes that
width radio button () changes to (@)). you want to create two extra columns for all the data.

Click Next, and then click and drag a break | Unfortunately, this might cause Excel to overwrite some of
line to set the width of each column. Click | your existing data. Therefore, before separating data into
Next, and then follow steps 9 to 13 to columns, check the data to see exactly how many columns
complete the wizard. Excel will create.
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CHAPTER 9

Printing
Workbooks

If you want to distribute hard copies of one or more worksheets or
an entire workbook, you can use the Excel Print feature. Before you
print, you can adjust print-related options such as the margins, page
orientation, and paper size.

: Amortization Schedule - Excel
Info
New
Open
Save
Save As
Print
Share Printer Properties
Export

@ Print Active Sheets
Close Only print the active sheets
o= [ [ 3

Print One Sided .
Account Only print on one side of th...

Options Collated

(0 NoScaling
(100 print sheets at their actual size

Page Setup




Adjust the Workbook Margins. . . . . . .. ... ... 190

Change the Page Orientation . . . . . . ... .. ... 192
InsertaPageBreak . . ... ... .......... 193
ChooseaPaperSize . . . .. ... ¢t 194
SetthePrintArea . . . . .. ... ... 196
Configure Titles to Print on Each Page. . . . . . . . .. 198
Preview the Printout . . . . . . ... ... ... ... 200

PrintaWorkbook . . .. .. .. ........... 202



Adjust the Workbook Margins

You can get more space on the printed page to display your worksheet data by using smaller page
margins. The margins are the blank areas that surround the printed data. For example, if you find
that Excel is printing extra pages because your data is a bit too wide or a bit too long to fit on a
single page, you can reduce either the left and right margins or the top and bottom margins.

If you or another person will be writing notes on the printouts, consider using wider margins to

allow more room for the notes.

Adjust the Workbook Margins ‘

Use the Ribbon
0 Open the workbook you want to
print.

@ Click the Page Layout tab.
€@ Click Margins ([7).

@ If you see a margin setting you
want to use, click the setting and
skip the rest of these steps.

O Click Custom Margins.

The Page Setup dialog box
appears with the Margins tab
selected.

e Use the spin boxes to specify the
margin sizes in inches.

Note: Do not make the margins too
small or your document may not print
properly. Most printers cannot handle

margins smaller than about 0.25 inch,

although you should consult your
printer manual to confirm this. In
particular, see if your printer offers a
“borderless” printing option.

@ click ok.

Excel adjusts the margin sizes.
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Page Layout

Customer Data - Excel

Data

Table Tools

Review  View  Design

‘ Tell me what you want to do...

g iy L “os Width: |Automatic = | Gridlines Headings )3 Bring Fon|
=y N N Oy o
E ré ID [;;l ™ E:; EﬂHe\ght Automatic ~ View View O Send Bac
Margins Orientation Size  Print Breaks Background Print
(O] Effects~ - Area~ Titles ) Seale: 100% - print  []Print  Fl; Selection
Themes Normal IF] Scale to Fit Fl Sheet Options [Fl
. FRANS _ F @ e 0T T Sales Representalive  Via Monte Bianco 34
5 |COMMI C Header: 0.3" Footer: 0.3" Sales Associate Av_dos Lusiadas, 23
& ALFKI A Sales Representative Obere Str. 57
7 BSBEV E 1‘9'0':'3 Bottome1® M Sales Representative Fauntleroy Circus
UEDE C Right 1" Accounting Manager Rua da Panificadora, 12
Is Heade’ 05 Footer: 0.5 Marketing Manager Garden HouseCrowther Way
10 | BERGS E Narrow und  Qrder Administrator Berguvsvagen 8
11 SANTG £ Top: 075" Bottom:0.75" 2N Owner Erling Skakkes gate 78
12 PARIS F e R 08 Owner 265, boulevard Charonne
eader: 0.3" Footer: 03" |
13 SPLIR g siger Sales Manager P.0O. Box 555
14 | CONSH C n Sales Representative Berkeley Gardens12 Brewery
15 ROMEY F @ Custom Margins ino  Accounting Manager Gran Via, 1
16 SUPRD g in Accounting Manager Boulevard Tirou, 255
17 |QUEEN C Custom Margins... Marketing Assistant Alameda dos Canarios, 891
18 |CENTC Centro comercial Mnkranciscn Chang Marketing Manager Sierras de Granada 9993
19 BLONP Blondel pére etfils  Frédérique Citeaux Marketing Manager 24, place Kléber
Page Setup ?
| Page | | Header/Footer I Sheet |
Top: Header:
& = o5 B
Left: Right:
(5 _SEas (5 _2ge
Bottom: Eooter:
5 gllllE
Center on page
] Horizontally
[ vertically
| Print... | | Print Preview | | Dptions... |
W e [ rem—|




Use the Ruler
0 Open the workbook you want to print.

© Click Page Layout ([EI).

Move the [} over the right edge of the
ruler's left margin area ([y changes
to ).

0 Click and drag the edge of the margin

CHAPTER
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Accorti
Afonso

COMMI
Anders ALFKI

Ashworth  BSBEV

Sort Field [ customeriD [ CompanyName
JFranchi S.p.A.

Customers

Comércio Mineiro
Alfreds Futterkiste
B's Beverages

R

B contactName
Paolo Accorti
Pedro Afonso
Maria Anders
Victoria Ashworth

. . Batista QUEDE Que Delicia Bernardo Batista
to set the left ma rgin wi dth. Bennett  ISLAT Island Trading Helen Bennett
0 Bergnd  BERGS  Berglunds snabbkop Christina Berglund

e Click and drag the left edge of the right
margin area to set the margin width.

Bergulfsen SANTG
Bertrand
Customers ©)

PARIS

Santé Gourmet
Paris spécialités

Jonas Bergulfsen
Marie Bertrand

p
e Move the [y over the bottom edge SN ; -
of the ruler’s top margin area A 8 ¢ 0
([y changes to J).
0 Click and drag the edge of the ‘ customers
margin to set the top margin width. 0&1
2
. 3 Sort Field [l customeriD [l CompanyName B contactName
e Click and drag the top edge of the < Accorl [ERANS [Franchi SpA Paolo Accort
bottom margin area (nOt Shown) 5 Afonso COMMI Comércio Mineiro Pedro Afonso
6 Anders ALFKI Alfreds Futterkiste Maria Anders
tO Set the bottom mar .in W]dth 7 Ashworth  BSBEV B's Beverages Victoria Ashworth
g . 8 Batista QUEDE Que Delicia Bermnardo Batista
9 Bennett ISLAT Island Trading Helen Bennett
. 10 Bergund  BERGS Berglunds snabbkdp Christina Berglund
Note: You need to scroll down to the
1 Bergulfsen SANTG Santé Gourmet Jonas Bergulfsen
bottom of the page to see the bottom 12 Berand PARIS  Parls spécialés Marie Bertrand -
Customers @ HECI | [¥]

margin.

Excel adjusts the margin sizes.

IPS

I increased my margin sizes to get more room around
the text. Is there a way to center the text on the page?
Yes. This is a good idea if you want to ensure that you
have the same amount of whitespace above and below
the text, and to the left and right of the text. Follow
steps 1 to 4 in the “Use the Ribbon” subsection to open
the Page Setup dialog box with the Margins tab selected.
Click Horizontally (|_] changes to [¥]), click Vertically
(_] changes to [¢]), and then click OK.

What are the header and footer margins?
The header margin is the space between the
workbook header and the top of the page, and
the footer margin is the space between the
workbook footer and the bottom of the page.
(See Chapter 7 to learn how to add a header and
footer to your workbook.) In the Margins tab

of the Page Setup dialog box, use the Header
and Footer spin boxes to set these margins.

191



Change the Page Orientation

ou can improve the look of your printout by changing the page orientation to suit your data.
The page orientation determines whether Excel prints more rows or columns on a page. Portrait
orientation is taller, so it prints more rows; landscape orientation is wider, so it prints more columns.

Choose the orientation based on your worksheet data. If your worksheet has many rows and only a few
columns, choose portrait; if your worksheet has many columns but just a few rows, choose landscape.

Change the Page Orientation

o Open the workbook you want
to print.

e Click the Page Layout tab.
€@ Click Orientation ().

O Click the orientation you want
to use.

@ Excel adjusts the orientation.

© Click [E] to see the orientation.
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MHE o o -
Home  Inset  Pagelayout 0 Data

WS [0S Ol @

A
Product
ID

Review View

Inventory - Excel

| Tell me what you want to do

Themes Margins Orientation Size  Print Breaks Background Print <
. [O]Effects - B © hrea- Titles [HScale  |100%
Themes Page Setup Scale to Fit f  Sheet Options
Al ME £ || productID
B [ D E
Qty On Qty On

EE;\ oy Width: |Automatic ~ | Gridlines Headings (3 Bring Forward = [3 =
= £ 1 Height: [Automatic = | [ View [¥] View {3 Send Backward - [#]

[ print [ Print  f Selection Pane  “h

T E - 0O X

€ PoulMcredries - O] &

[ Ammange ~

F G H =
QqQty Qty On Reorder I:

1 Product Name Product Code Hold Hand Available Order Level
2 1 Northwind Traders Chai NWTB-1 25 25 0 41 10
3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10
5 Northwind Traders Olive Qil NWTO-5 0 15 15 0 10
& 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 4] 10 25
7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0 10
il 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20 5
12 20 Northwind Traders Marmalade NWTJP-6 0 0 0 40 10
13 21 Northwind Traders Scones NWTBGM-21 0 0 0 0 5
" 34 Northwind Traders Beer NWTB-34 23 23 0 0 15)
| mventory ® gl 0]

WHS o=
Home  Inset  Pagelayout  Formulss  Date

A e OO RH &

Review View

Inventory - Excel

| Tell me what you want to do.

EI‘I: s Width: |Automatic = Gridlines Headings "l Bring Forward ~ [7' =
= % [|Height: |Automatic * [ View [V View ¥{ Send Backward + (&

72 E - 0O X

2] pauiMeredries - O] &

Ready %1 Page 1of4

“E:" = [©]Effects = MET‘W‘S D'im:m" Slft :,:T, Bm:m Sackground -:;,":g scale  [100% > [IPint [Print EJf SelectionPane  “h
Themes % Portt Setup Scale to Fit Sheet Options Arrange -~
Al : — Product ID v
&E—ﬁ Landﬁpe
o] g T Bl 3| K ‘ T Cl '3‘
A B C D E F
Add header
Qty On QtyOn Qty
I M D Product Name Product Code Hold Hand Availal
2 1 Northwind Traders Chai NWTB-1 25 25
L3 3 Northwind Traders Syrup NWTCO-3 0 ¢
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0
L 5 5 Northwind Traders Olive Oil NWTO-5 0 15
[ 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0
L T 7 Northwind Traders Dried Pears NWTDFN-7 0 o]
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 =
Inventory ® HE| [




Insert a Page Break

CHAPTER

You can control what data appears on each printed page by inserting a page break in your
worksheet. A page break is a location within a worksheet where Excel begins a new printed page.
Excel normally inserts its own page breaks based on the number and height of rows in the sheet, the
number and width of the sheet columns, the margin widths, and the page orientation.

A vertical page break starts a new page at a particular column; a horizontal page break starts a new

page at a particular row.

Insert a Page Break

o Open the workbook you want to
print.

Select the cell to the right of
and below where you want the
vertical and horizontal page
breaks to appear.

Note: Select a cell in row 1 to create
just a vertical page break; select a
cell in column A to create just a
horizontal page break.

9 Click the Page Layout tab.
@ Click Breaks ().
© click Insert Page Break.

(@ Excel inserts the page breaks and
indicates the breaks with thicker
horizontal and vertical lines.

H 9 &
Hum&

Page Layout Formuasa Data  Review

View

Loans - Excel

Tell me what you want to do.. 4

?TE - 8 X

Paul Mcedies - [ &

I Colors - = 55 R G Width: | Automs Gridlines Headings ) Bring Forward
@ [a]Fonts- E p lD F E o . Gngm: Automatic - | [ View 4 v‘:f o) Smdgﬂi:kwird
Thems agin Orientation  Size  Print Emuls Background Print .
- [O]Efeds~ o Titles e Scale: 100% S| [ print print | EJf; Selection Pane
Themes Insert Page Break Scale to it % SheetOptions 1 amange ~
. P Remove Page Break .
A B c - E £ G H 1 J[=
1 Loan Data
2 Interest Rate 6.00% Time Basis oy K4 4 Time Basis
3 Amortization 15 Time Factor 12 Annual
4 Principal $500,000 Adjusted Rate 0.5% Semi-Annual
Balloon Payment S0 Total Periods 180 Quarterly
Payment Type 0 Monthly
7
s Amortization Schedule
= =
Principal Interest Principal Interest Principal m
01 ($4,219.28) | ($1,719.28)  ($2,500.00)  ($1,719.28)  ($2,491.40) $498,280.72
11 2 ($4,219.28)  (51,727.88)  ($2,491.40)  ($3,447.16)  (54,991.40) $496,552.84
A ] C ] E F G H J]=
1 Loan Data
- [Momeny v , .
2 Interest Rate 6.00% Time Basis = 4 Time Basis
3 Amortization 15 Time Factor 12 Annual
4 Principal ~ $500,000 Adjusted Rate 0,5%§ semi-Annual
5 Balloon Payment 50 Total Periods 180 Quarterly 0
3 Payment Type 0 : Monthly
7 {
3 Amortization Schedule
C
9 | Period Payment Principal Interest Principal Interest Principal |
10 1 ($4,219.28) | ($1,719.28)  ($2,500.00)  ($1,719.28)i  ($2,491.40) $498,280.72
" 2 (54,219.28) ($1,727.88) (52,491.40) (53,447.16)1  (54,991.40) $496,552.84
23 ($4,219.28) | ($1,736.52)  ($2,482.76)  ($5,183.68) ($7,474.17) $494,816.32
13 4 ($4,219.28) | [$1,745.20)  ($2,474.08)  ($6,928.89). ($9,948.25) $493,071.11
14 5 (54,219.28) | ($1,753.93)  (52,465.36)  ($8,682.82) ($12,413.60) $491,317.18
15 6 ($4,219.28) | ($1,762.70)  ($2,456.59) ($10,445.51)! ($14,870.19) $489,554.49
16 7 ($4,219.28) ($1,771.51)  ($2,447.77) ($u,217.03)§ (517,317.96) $487,782.97
17 8 (54,219.28) (51,780.37) (52,438.91) (513,997.4033 (519,756.88) $486,002.60
18 9 ($4,219.28) | ($1,789.27)  ($2,430.01) ($15,786.67): ($22,186.89) $484,213.33
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Choose a Paper Size

ou can customize your print job by choosing a paper size that is appropriate for your printout.

For example, if your worksheet has many rows, you might prefer to print it on a longer sheet of
paper, such as a legal-size page (8% inches wide by 14 inches long). Similarly, if your worksheet has
many columns, you might also want to use a longer sheet of paper, but switch to landscape mode, as

described in the “Change the Page Orientation” section earlier in the chapter.

Check your printer manual to make sure your printer can handle the paper size you select.

0 Open the workbook you want to
print.

© Click the Page Layout tab.
€@ Click Size (7).

@ If you see a page size you want
to use, click the size and skip the
rest of these steps.

0 Click More Paper Sizes.
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| Tell me what you want to do...

Paul McF... -

FZ Conditional Formatting = S=lnsent = 3. = 47+
& Delete -
[& Format -

(7 Format as Table -
[7 Cell Styles -
Styles
C

B Contact Name

Ann Devon

H 9 & = Invoices - Excel Table Tools
Home Inset Pagelayout Formulas Data  Review View  Design
* ca s v ==Ho- (B
Paste EB ) $ T
4 S
Clipboard Font F] Alignment G Number
12 v i f Nancy Davolio
A B
i Customer E Contact Title
2 |Rattlesnake Canyon Grocery Assistant Sales Representative Paula Wilson
3 |Rattlesnake Canyon Grocery Assistant Sales Representative Paula Wilson
4 Rattlesnake Canyon Grocery Assistant Sales Representative Paula Wilson
5 |Eastern Connection Sales Agent
Eastern Connection Sales Agent

wm\li

10
11
12
13
14
15
16

Rattlesnake Canyon Grocery
Eastern Connection

Ernst Handel

Ernst Handel

Magazzini Alimentari Riuniti
Magazzini Alimentari Riuniti
Ernst Handel

Magazzini Alimentari Riuniti
Ernst Handel
LINO-Delicateses

Assistant Sales Representative

Sales Agent

Sales Manager
Sales Manager
Marketing Manager
Marketing Manager
Sales Manager
Marketing Manager
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Printing Workbooks

The Page Setup dialog box P
appears with the Page tab :
Page | Margins I Header/Footer | Sheet |
Se"eCted' Orientation
. . N ® Portrait t (O land
Click the Paper size ' and then e e
click the size you want to use. Sesing
@ﬁdjustto: Ii‘(;m:nrmalsize
) Fitto: [1 Elpagetsiwideny [1 #]tan
Paper size: Letter W 40
Print quality: #:Elzr‘d @
First page nun|Executive !g
3
Ad v
gant.. | | printereview | | Options.. |
| e
G Click OK. Page Setup ?
Excel uses the new paper size Page | Margins | Header/Footer | Sheet |
option when you print the Orientatien _
workbook_ @Por‘f_:ralt OI__andscape
Sealing
@ﬁdjustto: Ii‘(;m:nrmalsize
) Fitto: [1 Flpagetsiwideny [1 #]tan
Papersize: [
Print quality: | 600 dpi [v]
First page number:
| eint.. | | printereview | | options.. |
'}f oK Cancel
 TIP | B

Is there a way to ensure that all my worksheet columns fit onto a single page?

Yes. First, try selecting a wider page size as described in this section. You can also try reducing the left
and right margins, as described in the “Adjust the Workbook Margins” section earlier in the chapter.
Alternatively, switch to the landscape orientation, as described in the “Change the Page Orientation”
section earlier in the chapter. You can also follow steps 1 to 4 to display the Page Setup dialog box with
the Page tab selected. Click Fit to ({) changes to (@), and set the page(s) wide by spin box to 1. Set the
tall spin box to a number large enough that all your printed rows will fit on a single page. (If you are not
sure about the correct number, you can click Print Preview to check.) Click OK.
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Set the Print Area

You can control the cells that Excel includes in the printout by setting the print area for the
worksheet. The print area is a range of cells that you select. When Excel prints the workbook, it
prints only the cells within the print area.

You normally define a single range of cells as the print area, but it is possible to set up two or more
ranges as the print area. See the first tip for more information.

Set the Print Area

o Open the workbook you want to A | B c D E F G H
pl’i nt 1 |Loan Data |
2 | Interest Rate 6.00%
3 Amortization 10
4 Principal $500,000
wayment Type 0
7 |Amortization Schedule
p——— p———— s
8 Period F Principal Principal Principal
9 1 ($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
10 2 ($67,933.98) ($40,210.02) ($27,723.96) ($78,144.00) ($57,723.96) $421,856.00
1 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41
13 5 ($67,933.98) (347,890.77) ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
14 6 ($67,933.98) ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29) $235,398.41
15 7 ($67,933.98) | ($53,810.07) ($14,123.90) ($318,411.66) ($157,126.19) $181,588.34
16 8 ($67,933.98) ($57,038.68) ($10,895.30) ($375,450.34) ($168,021.49) $124,549.66
17 9 ($67,933.98) (360,461.00) ($7,472.98) ($435,911.34) ($175,494.47) $64,088.66
18 10 ($67,933.98) (564,088.66) ($3,845.32) ($500,000.00) ($179,339.79) $0.00
19
o Select the range that you want A 0 o g S =P i AR g H
to print 1 |Loan Data
2 | Interest Rate 6.00%
3 | Amortization 10
4 Principal $500,000
5 | Payment Type 0
6
7 |Amortization Schedule
8
9 1 ($67,933.98) | ($37,933.98) ($30,000.00)| ($37,933.98) ($30,000.00) $462,066.02
2 ($67,933.98) | ($40,210.02)  ($27,723.96)| ($78,144.00) ($57,723.96) $421,856.00
3 ($67,933.98) | ($42,622.62) ($25,311.36) ($120,766.62), (583,035.32) $379,233.38
4 ($67,933.98) | ($45,179.98) ($22,754.00)| ($165,946.59)  ($105,789.32) $334,053.41
13 5 ($67,933.98) | ($47,890.77) ($20,043.20)) ($213,837.37)| ($125,832.53) $286,162.63
14 6 ($67,933.98) | ($50,764.22) ($17,169.76) ($264,601.59)  ($143,002.29) $235,398.41
15 7 ($67,933.98) | ($53,810.07)  ($14,123.90)| ($318,411.66)| ($157,126.19) $181,588.34
16 8 ($67,933.98)| ($57,038.68) | ($10,895.30) ($375,450.34) ($168,021.49) $124,549.66
i) 9 ($67,933.98) | ($60,461.00) ($7,472.98) (5435,911.34) (5175,494.47) $64,088.66
18 10 ($67,933.98) | ($64,088.66) ($3,845.32) ($500,000.00)| ($179,339.79) $0.00
19
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e Click the Page Layout tab. CIERGE: [p———
Home & Page Layout Formulas Data Review View ‘ Tell me what you want to do... v ‘
O Click Print Area ((2) i Coos - Y M- & Swsr: somstc | G
=) olors o oy Width: | Automatic Gridlines  Headings
™ Fom:' M@ D%&E‘% ;’_LB g ?:é:’ E_I]He\ght Automatic =| [ View  [¥] View i
e Click Set Print Area. T Rlaetse o T e e Blscale  [100% 3| Clpamt | Clpant
Themes |_T.‘.;:'q Set Print Area [F} Scale to Fit IF] Sheet Options ]
AT - £ Clear Print Area
A B c D E = G H
1 |Loan Data
2 | Interest Rate 6.00%
3 | Amortization 10
4 Principal $500,000
5 | Payment Type 0
5
7 |Amortization Schedule
8
9 il ($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
10| 2 |($67,933.98) ($40,210.02) ($27,723.96) ($78,144.00) ($57,723.96) $421,856.00 |
@ Excel displays a border around A B c D E F c -
the print area. + [Logn Data |
2 | Interest Rate 6.00%
When you print the worksheet, 3| Amortization 10
Excel prints only the cells within | * Principal 500,000
. 5 | Payment Type 0
the print area. 6
7 |Amortization Schedule
Ci lative Ci lative
8 Period Payment Principal Interest Principal Interest Principal
9 1 ($67,933.98) ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
10 2 ($67,933.98)| ($40,210.02)|($27,723.96) ($78,144.00) ($57,723.96) $421,856.00
11 3 ($67,933.98) ($42,622.62) [$25,311.36) ($120,766.52) ($83,035.32) $379,233.38 0
12 1 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41
13 5 ($67,933.98)| ($47,890.77)| ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
14 6 ($67,933.98) | ($50,764.22) [$17,160.76) ($264,601.59) ($143,002.29) $235,398.41
15 7 ($67,933.98) ($53,810.07)|($14,123.90) ($318,411.66) ($157,126.19) $181,588.34
16 8 ($67,933.98) ($57,038.68)| ($10,895.30) | ($375,450.34) ($168,021.49) $124,549.66
17 9 ($67,933.98) ($60,461.00) [$7,472.98) ($435,011.34) ($175,494.47) $64,088.66
18 10 ($67,933.98) ($64,088.66) [$3,845.32) ($500,000.00) ($179,339.79) $0.00
19

Can I define two different ranges as the

print area?

Yes. The easiest way to do this is to follow the
steps in this section to set the first range as the
print area. Next, select the second range, click the
Page Layout tab, click [, and then click Add to
Print Area. You can repeat this procedure to add
as many ranges as you require to the print area.

How do I remove an existing print area?

First, note that if you just want to set a new print
area, you do not need to remove the existing print
area first. Instead, select the range you want to use
and then follow steps 3 to 5. Excel replaces the
original print area with the new one. If you no longer
want a print area defined, click the Page Layout tab,
click [z, and then click Clear Print Area.
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Configure Titles to Print on Each Page

You can make your printout easier to read by configuring the worksheet to print the range titles
on each page of the printout. For example, if your data has a row of headings at the top, you can
configure the worksheet to display those headings at the top of each printout page.

Similarly, if your data has a column of headings at the left, you can configure the worksheet to
display those headings on the left side of each printout page.

Configure Titles to Print on Each Page

o Open the workbook you want
to print.

e Click the tab of the worksheet
you want to configure.

€ Click the Page Layout tab.
@ Click Print Titles (7).

Al

Themes

Fonts

@

Themes

Excel opens the Page Setup
dialog box with the Sheet tab
displayed.

e Click inside the Rows to repeat at
top range box.

@ click Collapse Dialog ().
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Effects~

[ Cus! ta - Excel
Pagelayout | Formulas  Data  Revi View [ Tell me what you want to do... v]
- @ [~ Hj [‘E i F5 s Width: | Automatic -
3 v=d e = 2 [ Height: |Automatic =| [ View [ View
Margins Orientation Size Print Ereaks Background Print , : -
- - Area~ Titles <l Seale  [100% | [ Print [ Pint g
Page Setup [ Scale to Fit i SheetOptions
- F || sortField

A B
m. CustomerlD CompanyName

1
2 |Accorti FRANS
3 |Afonso COomMMI
4 |Anders ALFKI
5 |Ashworth BSBEV
5 |Batista QUEDE
Wem ISLAT
ergiund BERGS
9 |Bergulfsen SANTG
10 Berrand  PARIS
11 Braunschwe SPLIR
12 |Brown CONSH
13 Camino  ROMEY
14 |Cartrain ~ SUPRD
15 Carvalho  QUEEN
16 (Chang CENTC
17 | Citeaux BLONP
Customers

C

Gridlines Headings [ Bring Forward ~
@ Send Backward ~ 12

7?7 B - 0 X

Paul Meredries - [ &
=
[y Selection Pane  “L

Armange

ContactName ContactTitle
Franchi Sp.A. Paolo Accorti Sales Representative Via Monte Bi
Comercio Mineiro Pedro Afonso Sales Associate Av. dos Lusig
Alfreds Futterkiste Maria Anders Sales Representative Obere Str. 5
B's Beverages Victaria Ashworth Sales Representative Fauntleroy Ci
Que Delicia Bemardo Batista Accounting Manager Rua da Panil
Island Trading Helen Bennett Marketing Manager Garden Hou
Berglunds snabbkop Christina Order A istrator B a
Santé Gourmet Jonas Bergulfsen Owner Erling Skakki
Paris spécialités Marie Bertrand Owner 265, bouleva|
Split Rail Beer & Ale Art Braunschweiger Sales Manager P.O. Box 558
Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gat
Romero y tomillo Alejandra Camino Accounting Manager Gran Via, 1
Suprémes délices Pascale Cartrain Accounting Manager Boulevard Til
Queen Cozinha Lucia Carvalho Marketing Assistant Alameda do
Centro comercial Moctezuma Francisco Chang Marketing Manager Sierras de G
Blgpdel pére et fils Frédérique Citeaux Marketing Manager 24 place Kl
) © [ — 5l

Page Setup

| Page I Margins I HeaderfFooter| Sheet |

Print area: |

Frint titles

Rows to repeat at top: |\ 0

Columns to repeat at left: |

Print
onments [vora ¥
[] Black and white
D Drat lity Cell errors as: | displayed
raft guali
D Row and column headings
Page order
Down, then over |53 Ea=3
@0 EE [EJF EE
() Over, then down | (=} ===
EE .4JE' 5B
| Print... | | Print Preview | | Dptions.. |
| or |[ conca |
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@ Excel collapses the Page Setup & N — -
d]'al_og box. z [Accori  FRANS  Franchi SpA. Paolo Accorli Sales Representative  Via Morte B)
3 |Afonso COMMI Comércio Mineiro Pedro Afonso Sales Associate Av.dos Lusig
. 4 |Anders ALFKI Alfreds Futterkiste Maria Anders Sales i Obere &tr. 5§
The mouse p01nte|’ Changes 5 |Ashworth | BSBEV Page Setup - Rows to repeat at top: ? res; ive Fauntleroy C|
- Batista ~ QUEDE B Rua da Panif
from to . : Bennett ISLAT Island Trewai e Dsime M Garden Houg
I} * ; B::]gnlmd BERGS g:rglurmsn’:bbkbp Christina Berglund Order A = La[ T
- . Bergulfsen SANTG Santé Gourmet Jonas Berguifsen Owner Erling Skakki
o Use the mouse = to click the o|Bortend PARES " Pais pécianes Marie Bertrand Ow 265, boulev:
row that you Want tO appear at :(: E?auns\:hMSPLIR S;I[ilts::;IEI:EIr&AIe A:[l;emu?lschweiger Sal:rManager PO' Bz‘: Sﬁaf
12 |B CONSH  Consolidated Holdi Elizabeth B Sales Representali Berkeley G
the tOp of each printed page ; C[::n:o ROMEY Ro:;tljylomlllg e Allezj:ndra cr::n':wo A:cosumje'nﬁ:nag:re GfanVia, 1a
. |14 Cartrain__ SUPRD Suprémes délices Pascale Cartrain Accounting Manager Boulevard Ti
If you want more than one row to Page Setup ?
l'epeat at the top Of eaCh page' | Page I Margins I Header/Footer | Sheet |
use the mouse = to click the print area: |
last row that you want to repeat. Print titles
. . Rows to repeat at top: |$1:$1| ﬂ 2.5
e Cl.lck Restore D]alog () Columns to repeat at left: | 55
. Print
© The address of the row appears in 9] Gridines coments [wor [
the Rows to repeat at top box. gilf':gd.:,ht Cellgrrors s |displayed |V
0 cljck OK [ Row and column headings
Page order
When you print this worksheet, gDW"-the“ over [[== ===
. Quer, then down | ==j= EI ==
Excel displays the selected row at P (S
the top of each page.
| Print... | |PrintPrevie'u_\r| | Options... |
QO = | o |

How do I configure my worksheet to print a column of headings on each page?

If your headings appear in a column rather than a row, you can still configure the sheet to print them on
each page. Follow these steps:

o Follow steps 1 to 4 to open the Page Setup dialog box with the Sheet tab displayed.
e Click inside the Columns to repeat at left range box.

@ Click =

O Use the mouse § to click the column that you want to appear on the left of each printed page.
© click =
@ click ok.
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Preview the Printout

ou can save time and paper by using the Print Preview feature to examine your printout on-screen
before you send it to the printer. You can use Print Preview to make sure settings such as margins,
page orientation, page breaks, print areas, and sheet titles all result in the printout you want.

If you see a problem in the preview, you can use the Print Preview screen to make adjustments to

some printout options.

Preview the Printout

o Open the workbook you want to

EHS & -

Customer Data - Excel

? E - O X

. t Home  Insent | Pagelsyowt | Formulss  Data  Review  View | Tell mewhat youwant to do.. @]  Poul McFedries ~ ﬂ o
rnnt. Colors~ ¥ My EE o3 Width: |Automatic - | Gridlines | Headings 1 Bring Forward ~  [& -
p Funts' ﬂjj PD ]D [@ 1 ‘\J ['é E aHe\qht: Automatic | [/ View  [7] v.e:- o Sendglia(kward - :
Cl' k th t b f th k h t The.mes [@) Effects Ma'.gm Onmfalm e p,'st Bresks Background :mﬁ Hscale  [100% I Y Rint [ Prnt f Selection Pane ) L
o 1C eta 0 € workshee Themes Page Setup. & Seale to Fit = SheetOptions & Arrange ~
you want to preview. a - s | sonreid .
A B C D E =
e Click the File tab. lfsort Field | CustomerlD CompanyName 'ContactTitle
= Accorti FRANS Franchi SpA. Paolo Accorti | Sales Representative Via Monte Bi
3 |Afonso COMMI Comércio Mineiro Pedro Afonso ; Sales Associate Av_dos Lusig|
4 |Anders ALFKI Alfreds Futterkiste Maria Anders 'Sales Representafive Obere Str. 51
s |Ashworth BSBEV B's Beverages Victoria Ashworth \ Sales Representative Fauntleroy Ci
3 \Baﬁsta QUEDE Que Delicia Bernardo Batista ‘Accounting Manager Rua da Panif
ennett ISLAT Island Trading Helen Bennett | Marketing Manager Garden Hous
Bergiund BERGS Berglunds snabbkop Christina Berglund iOn:Ier Administrator Berguvsvage
o Berguffsen SANTG Santé Gourmet Jonas Bergulfsen | Owner Erling Skakk
10 \Benrand PARIS Paris spécialités Marie Bertrand | Owner 265, bouleva
11 | Braunschwe SPLIR Split Rail Beer & Ale Art Braunschweiger | Sales Manager P.0. Box 55%
12 | Brown CONSH Consolidated Holdings Elizabeth Brown ESaIeS Representative Berkeley Gal
13|Camino  ROMEY Romero y tomillo Alejandra Camino | Accounting Manager Gran Via, 1
4 ‘ Cartrain ~ SUPRD Suprémes deélices Pascale Cartrain | Accounting Manager Boulevard Ti
15 Carvalno  QUEEN Queen Cozinha Lucia Carvalho : Marketing Assistant Alameda do:
16 ‘Chang CENTC Centro comercial Moctezuma Francisco Chang ‘ Marketing Manager Sierras de G
17 ‘Citeaux BLONP Blgodel pére et fils Frédérigue Citeaux ‘ Marketing Manager 24, place Kl& |
Customers 2 [©) ] D]

+ 100%

Customer Data - E

O Click Print.
The Print window appears.

() Excel displays a preview of the
printout.

Note: If you do not see the preview,
click Show Print Preview.

Print

¥

T

int

Printer

Copies: |1 =

I+]

EPSON XP-810 Series
oy

Printer Properties

© Click Print Preview Next Page E””gsw
(») to scroll through the printout P T R
pages. ot BE e e
Options 3 Portrsit Orientation -
|:| ;?j” M
nj] Custem Margins - =
RD dosag ol Gl
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Customer Data - Excel ? - O X
PaulM(Feanes'n @

@ click Print Preview Previous Page
(4) to return to a printout page.

' Print
© You can click the Page [ | = .
Orientation ¥ to change the . —
page orientation. . ]
Printer I
@ You can click the Page Size ¥ to -
change the page size. . e
ettings

() You can click the Margins # to
change the margins.

I;E Print Active Sheets
|E=" Only print the active she..

Pages: It =

== Collated
‘Ijl;l 123 123 123
9 Portrait Orientation -1
Letter
|:| A::T(H" ™
| Eﬂ Custom Margins - -
R e o ™ (oo BE|
@ When you are done, click Back p—— FE
Paul McFedries - o=
(&) to return to the workbook. _
Print
IE‘! Copies: |1 - [a]
Print
Printer §
, 7 EPSON XP-810 Series
W o -
Printer Properties.
Settings
T Print Active Sheets
EI Only print the active she... M
Pages: It -
= Collated
’EE 1;:‘ 1,23 123 T
E Portrait Orientation -
Letter
D s.l:;m' M r
@ Custom Margins - P J
R fosatm ool <[5 Jors» EE|

Can I fine-tune the margins in Print Preview?
Yes. The Margins list only offers a few predefined margin sets.
To define custom margins in Print Preview, follow these steps:

€@ Click Show Margins ().
() Print Preview augments the preview with lines that indicate T e Erane
the margins‘ E’a::.wa;z foeem merane b reemmrese
CT T =
o Click and drag a line to adjust that margin. G iem s s
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Print a Workbook

hen you need a hard copy of your document, either for your files or to distribute to someone
else, you can send the document to your printer.

This section assumes that you have a printer connected to your computer and that the printer is
turned on. Also, before printing you should check that your printer has enough paper to complete
the print job.

Print a Workbook

o Open the workbook you want to Ho o - Amortzaon chedule- Bcel T® -0 x
pl’int Home Inseit Pagelayout Formulas Dats Review View | Tel mewhat you want to do.. O] paulMcF.. H ©
* = ¥ - -Custom Conditional Formattin Insert - - Ays
. . ﬁﬁa- [Comira -] & "% * ;Furmala;ﬁble " E:Dz\etz - @ -
e If you only want to print a single e B U 2 A Cr e wa Beaee Eromatr | &
Worksheet, chck the tab of that Z\\:haard &~ . Font ; ’T.L N\:nmt: r’T. Number & Styles Cells Editing ~
workSheEt' A B C D E F G H | J K L -
. . 2 [Loan Amortization M
Note: To print multiple worksheets, 7 I
hOld down m and C'.iCk the tab Of 4 Constants: Period Payment Interest Principal
K 5 Rate 5% 1 (299.71) (41.67) (258.04)
each sheet you want to print. & | General 3 2 (299.71) (40.59) (259.12) i
7 |Amount 10,000 3 (299.71) (39.51) (260.20)
€@ Click the File tab. : & (29971) (3843) (26128)
H 5 (299.71) (37.34) (262.37)
10 6 (299.71) (36.25) (263.46)
& 7 (299.71) (35.15) (264.56)
£ 8 (299.71) (34.05) (265.66)
13 9 (299.71) (32.94) (266.77)
14 10 (299.71) (31.83) (267.88)
15 1 (299.71) (30.71) (269.00) =
Amortization ‘@) sheez | (B i [l |

@ Click Print.
Note: You can also press (&) +(:).

Amartization Schedule - Excel 7 - 0O %X

Paul MecFedries - [ & &

Info

Amortization Schedule
Documents » TYV Bxamples

Save Protect Workbook Properties -
Control what types of changes people can make to Size 13.6KB
Save Protect
Save As Worpoe. | this warkboak. Title Add atitle
Tags Add atag
4 . .
Categories Add a cate..
Share
Inspect Workbook Related Dates
Befare publishing this file, be aware that it contains:
Check for = Document properties, printer path, author's Last Modified  Today, %:37..
Issues - name, related dates and absolute path Created 6/12/1995 4:..

¥ Headers and footers Last Printed Today, 9:34...
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Amortization Schedlule - Excel ? - o %
Paul Mckedies - [ & @

The Print window appears.

o Type the number of copies you want to
print in the Copies text box.

Print

-
HE# u——
:

Print Py

@ If you have more than one printer, click
the Printer + and then click the printer

Printer

that you want to use. g T
() By default, Print Active Sheets appears in Settings B
the Print What list, which tells Excel to m
print only the selected sheets. If you want re= [l 1l
to print all the sheets in the workbook, [ oy o o .
click the Print What + and then click E{Fﬂ s s v

Print Entire Workbook.

D Letter (81/2x 11 in}

. . 35" x 11" - «fi o2 »
G Click Print. = alE]
| A B | ¢ D E F G H J K L -
Excel prints the document. 2 Loan Amortization
. . . 4 |Constants: Period Payment Interest Principal
@ The printer icon (f=f) appears in the e ST 91 ) (560
1 3 4 &  General 3 2 (299.71) (40.59) (259.12)
taskbar’s notification area while the 7 Jamount] 10,000 s ooty (3051 2oy
document pn'nts. 8 4 (299.71) (38.43) (261.28)
g 5 (299.71) (37.34) (262.37)
10| 6  (299.71) (36.25) (263.46)
1| 7 (299.71) (35.15) (264.56)
12| 8  (299.71) (34.05) (265.66)
13| 9 (299.71) (32.94) (266.77)
14 10 (299.71) (31.83) (267.88)
15 11 (299.71) (30.71) (269.00) ~
Amortization | sheet2 | Sheet3 ©] [« [

ea e H B N -—— 0%

o e [ DRI
:
Is there a faster way to print? Can I print just part of a worksheet?
Yes. To print a single copy of the selected worksheet, Yes, you can tell Excel to print just a range.
you can use the Excel Quick Print command to send the | Begin by selecting the range or ranges you want
worksheet directly to your default printer. Click & in to print. (See Chapter 1 to learn how to select a
the Quick Access Toolbar, and then click Quick Print to | range.) Follow steps 3 and 4 to open the Print
add this command to the toolbar. You can then click window and choose the number of copies. Click
Quick Print (&%) to print the current worksheet the Print What + and then click Print
without having to go through the Print window. Selection. Click Print.
H ©- @ & - Settings
Print Selection
Home Insert Pag Only print the current sel...
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CHAPTER 10

Working with
Tables

The forte of Excel is spreadsheet work, of course, but its row-and-
column layout also makes it a natural flat-file database manager. That
is, instead of entering data and then using the Excel tools to build
formulas and analyze that data, you can also use Excel simply to store
data in a special structure called a table.

Customer Data - Excel Table Tools

Home  Inset  Pagelayout  Formulas  Data  Review  View | Design Paul McFedr,
Table Name: [ summarize with PivotTable % [‘-1 HeaderRow || First Column Filter Button @l‘
A Z
Tablel [-f Remove Duplicates 3 = I3 [JTotalRow [ Last Column -
Insert  Export Refresh Quick
‘2 Resize Table Convert to Range Slicer - - Banded Rows | | Banded Columns Styles~

Properties Taols External Table Data Table Style Options Table Styles -~

s e - .
D E F G H |

Ll ContactName B ContactTitle B Address B city B Region [ PostalCode B Countr|
2
3
.
5
s
7
8 e Luled Swe

& Philip Cramer Sales Associate Maubelstr. 90 Brandenburg a
1
20
zn
n
23 Catherine Dewe Sales Agent Rue Joseph-Bens 532 Bruxelles B-1180 Belgiul

Customers | sheetz |  (3) i [
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Understanding Tables

In Excel, a table is a rectangular range of cells used to store data. The table is a collection of related
information with an organizational structure that makes it easy to find or extract data from its
contents. To get the most out of Excel tables, you need to understand a few basic concepts, such as
how a table is like a database, the advantages of tables, and how tables help with data analysis.

A Table Is a Database D E F
. il ContactName B ContactTitle B3 Address
A table ].S d t.y pe of database where the data 2 | Paolo Accorti Sales Representative Via Monte Bianco 34
is organized into rows and columns: Each 3 | Pedro Afonso Sales Associate Av. dos Lusiadas, 23
column represents a database field, which 4 {ManiaAnders Sales Representative _Obere Str. 57
g q q . 5 |Victonia Ashworth Sales Representative Fauntleroy Circus
1sa Smgl-e ty pe of mformat]on' such as a & Bernardo Batista Accounting Manager Rua da Panificadora, 12
name, address, or phone number; each row 7 |Helen Bennett Marketing Manager Garden HouseCrowther Way
represents a database record, which is a & | Christina Berglund Order Administrator Beyguvsvagen 8
R . . 3 |Jonas Bergulfsen Owner Erling Skakkes gate 78
collection of associated field values, such as 10| Marie Bertrand T 265, boulevard Charonne
the information for a speciﬁc contact. 11 | Art Braunschweiger Sales Manager P.0. Box 555
12 Elizabeth Brown Sales Representative Berkeley Gardens12 Brewer
13 |Alejandra Camino Accounting Manager Gran Via, 1
Advantages Of d Table er Data - Excel Table Tools ?
las Data Review View Design ‘ Tell me what you want to do.. v | Paul McH

A table differs from a reqular Excel range in

that Excel offers a set of tools that makes it | [ [2 HeaderRou | st Column FiterBution | Fi

: [] Total Row || Last Column

easier for you to work with the data within | Beot Refeh o o e Rows [ ] Banded Colurmns s.?;f;k-
a table. As you see in this Chapter, these External Table Data Table Style Options Table Styles
tools make it easy to convert existing HT(D2, LEN(D2) - FIND(" ", D2))
worksheet data into a table, add new
records and fields to a table, delete existing B city
records and fields, insert rows to show tve Via Monte Bianco 34 Torino 10100
total nd lv stvl Av. dos Lusiadas, 23 SdoPaulo SP '05432-[
Dz, Gl el ) Sajiies: tive  Obere Str.57 Berlin 12209
Data Analysis Bl Region | PostalCode B Country ]
. 8] SortAtoZ
Tables are also useful tools for analyzing your data. For example, as you },,, sp gl o Zton
see later in this chapter in the “Create a PivotTable” section, you can | Soitby Color '
easily use a table as the basis of a PivotTable, which is a special object ‘“Janei o T Clar ke From
for summarizing and analyzing data. In Chapter 11, you also learn how [ e ™™= '
. oo 1 Text Filters 3
to sort table records and how to filter table data to show only specific — 5
mn Earc
records. | - (5elect Al ~
CWY e
n [ Belgium
H 1 [¥ Brazil
- 1 [ canada
Brol L[ Denmark
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CHAPTER

Get to Know Table Features 10

[though a table looks much like a regular Excel range, it offers a number of features that

differentiate it from a range. To understand these differences and make it as easy as possible to
learn how to build and use tables, you need to know the various features in a typical table, such as
the table rows and columns, the table headers, and the filter buttons.

G Table Column

A single type of

. . [l CompanyName B ContactName B ContactTitle 0
information , S uch as > Franchi SpA Paolo Accorti Sales Representative  Via Monte Bianco 34 Torino
3 Comércio Mineiro Pedro Afonso Sales Associate Av. dos Lusiadas, 23 Séo Paulo
names, addresses, or phone 4 | Alfreds Futterkiste | aria Anders Sales Representative  Obere Str. 57 Berlin
5 B's Beverages ictoria Ashworth Sales Representative “Fauntleroy Circus London
numbers. In an Excel table, ¢ Que Delicia Bemardo Batista Accounting Manager  Rua da Panificadora, 12 Rio de Janei
. 7 |Island Trading Helen Bennett Marketing Manager Garden HouseCrowther Way Cowes
each column is the  Berglunds snabbkop Chrisina Order Admint Bergwsvigen 8 Led
. 9 |Santé Gourmet Jonas Berguffsen Owner Erling Skakkes gate 78 Stavern
equiva lent of a database 10| Paris specialites Marie Bertrand 265, boulevard Charonne Paris
ﬁ l_d &]S lit Rail Beer & Ale Art Braunschweiger - nager P.0O. Box 555 Lander
eld. 12 | Consolidated Holdi Elizabeth Brown Sal epresentative Bel Gardens12 Brewe: London
13 Romero y tomillo Alejandra Camino Accounting Manager Gran Via, 1 Madrid
14 Suprémes délices Pascale Carirain Accounting Manager Boulevard Tirou, 255 Charleroi
e co lu mn H eaders 15 Queen Cozinha Licia Carvalho i Alameda dos Canarios, 891 Sé#o Paulo
. 16 | Centro comercial Moctezuma Francisco Chang Marketing Manager Sierras de Granada 9993 México D.F.
The uni que names yO u 17 |Blondel pére et fils Frédérique Citeaux Marketing Manager 24, place Kiéber Strasbourg
. 18 | Koniglich Essen Philip Cramer Sales Associate Maubelstr. 90 E
assi g n to every ta b le 10 |North/South Simon Crowther Sales Associate South House300 Queensbridge London

column that serve to label
the type of data in each column. These names are always found in the first row of the table.

e Table Cell

An item in a table column that represents a single instance of that column’s data, such as a name, address,
or phone number. In an Excel table, each cell is equivalent to a database field value.

0 Table Row

A collection of associated table cells, such as the data for a single contact. In Excel tables, each row is the
equivalent of a database record.

G Column Filter Button

A feature that gives you access to a set of commands that perform various actions on a column, such as
sorting or filtering the column data.
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Convert a Range to a Table

In Excel 2016, you cannot create a table from scratch and then fill that table with data. Instead,
you must first create a range that includes at least some of the data you want in your table and
then convert that range to a table.

Note that you do not need to enter all your data before converting the range to a table. Once you
have the table, you can add new rows and columns as needed, as described later in this chapter.
However, it is best to decide up front whether you want your table to have column headers.

Convert a Range to a Table

Click a cell within the range A E c B e ; s K
that you want to convert to a Parts Database
table. 1
2 | Divisi Description Number Quantity Unit Cost Total Cost Retail Gross Margin
L 1 |Gangley Pliers D-178 57 $10.47  $596.79 $17.95 71%
4 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25 108%
5 3 Finley Sprocket C-098 357 $1.57 $560.49 $2.95 88%
5 2 6" Sonotube B-111 26 $15.24  $1,310.64 $19.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
g 3 Thompson Socket C-321 298 $3.11 $926.78 $5.95 91%
] 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%
10 2 LAMF Valve B-047 482 $4.01 5$1,932.82 $6.95 73%
1
o Click the Insert tab. H ©- @ = Parts Database - Excel
Home  Insert Qut Formulas  Data  Review  View | Tell me what you want to do... ?] Paul
€@ Click Table (7). o B 5 ase @ glp WEK e e Bk
R LA O 'R fi= Column B3 Timeline -]
PivatTable Recommended Table llustrations gy 000 B Recommended [V ProtChart o Hyperlink
. - e N T Win/Loss
Note: You can also choose the Table Piraable s
[ables Apps Charts 5 Sparklines Filters Links
command by pressing (£1) + (. pe ok ar
A B c D E F G H
Parts Database
1
> Division Description Number Quantity Unit Cost Total Cost Retail Gross Margin
3 4 |Ganglev Pliers D-178 57 $10.47 $596.79 $17.95 71%
4 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25 108%
5 3 Finley Sprocket C-098 357 $1.57 $560.49 $2.95 88%
6 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%
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The Create Table dialog box
appears.

() Excel selects the range that it
will convert to a table.

() If you want to change the range,
click £, drag the mouse g2
over the new range, and then
click &

@ 1 your range has labels that
you want to use as column
headers, click My table has
headers (|_| changes to [v]).

© click ok.

Excel converts the range to a

table. :
. 2 - - | =] -} -] - - ﬂ
(® Excel applies a table format to s[4 |Gangley Pliers D178 57 $10.47  $59679 $17.95  71%
h 4| 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25 108%
the ran ge. & 3 Finley Sprocket C-098 357 $1.57  $560.49  $2.95 88%
6 2 6" Sonotube B-111 86 $15.24 5$1,310.64 $19.95 31%
0 The Table Tools contextual tab 7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
8 3 Thompson Socket C-321 298 5$3.11 5926.78 5$5.95 91%
appears. 9 1 S-Joint A-182 155 $6.85 $1,061.75  $9.95 45%
0 2 LAMFValve B-047 482 $4.01 $1,932.82 $6.95 73%

(O Filter buttons appear in each
column heading.

Click the Design tab to see the
Excel table design tools.

CHAPTER

Working with Tables 10

Parts Database

Division Description Number Quantity UnitCost Total Cost Retail GrossMargin!

4 |Gangley Pliers D-178 57 $10.47

3 HCAB Washer A-201 856 $0.12

3 Finley Sprocket C-098 357 $1.57 I Where is the data for your table?

2 6" Sonotube B-111 86 $15.%

4 langstrom 7" Wrench D-017 75 $18. |

3 Thompson Socket C-321 298 $3.11 |

1 S-Joint A-182 155 $6.85 |
10 2 LAMF Valve B-047 482 $4.01  $1,932.82 $6.95 73% i

? @
Paul McFedr.

Parts Database - Excel

Insert  Pagelayout  Formulss  Data

B H S & &hmelums
Home Review = View | Design @%1

Table Name: 2] summarize with PivotTable L [ ¥ Header Row [ First Column " ¥ Filter Button

Tablel B8 Remave Duplicates .ﬁ 5 [TotalRow [ | Last Column

Insert  Exy rt Refresh
Slicer o - €2 [¥]Banded Rows [ Banded Columns
Table Style Options

chk
Styles~
Table Styles

0 Resize Table 52 Convert to Range

Properties Tools External Table Data

A3 - £ a

A B C D E F

Parts Database

1

before converting my range to a table?

Do I need to add labels to the top of each column

If I selected the wrong range for my table,
is there a way to tell Excel the correct range?
Yes, although you cannot change the location of

No, you do not need to add labels before performing
the conversion. In this case, follow steps 1 to 3 to
display the Create Table dialog box, then click My table
has headers ((¥] changes to [ ]). After you click OK,
Excel converts the range to a table and automatically
adds headers to each column. These headers use the
generic names Column1, Column2, and so on.

the headers. To redefine the range used in the
table, first select any cell in the table. Under the
Table Tools contextual tab, click the Design tab
and then click Resize Table () to open the
Resize Table dialog box. Drag the mouse &3 over
the new range and then click OK.
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Select Table Data

f you want to work with part of a table, you first need to select that part of the table. For
example, if you want to apply a format to an entire column or copy an entire row, you first need
to select that column or row.

The normal range-selection techniques in Excel often do not work well with a table. For example,
selecting an entire worksheet column or row does not work because no table uses up an entire
worksheet column or row. Instead, Excel provides several tools for selecting a table column (just the
data or the data and the header), a table row, or the entire table.

Select Table Data

Select a Table Column | : ‘ ° : - : E
0 Right-click any cell in the
1
column you want to select. . | LA o - - SRkl -
. B |y === D-178 57 $10.47  $596.79 $17.95 71%
o Click Select. s 3 g;’ ;;y A-201 856 $0.12  $102.72  $0.25  108%
. 5 3 onten c-098 357 $157  $560.49  $2.95 88%
9 Click Table Column Data. s 2 o B-111 86 $15.24  $1,310.64 $19.95 31%
Excel sel L th L , ;4 DGDM o D-017 75 $18.69 $1,401.75 $27.95 50%
xcel selects all the column’s 8 3. ’hr c321 298 $3.11  $926.78  $5.95 91%
data cells. o 1 |7 | A8 155 $6.85 $1,061.75 $9.95 45%
w0 2 ‘D ‘: .| B-0a7 482 $4.01 $1,932.82  $6.95 73%
" & EE!ECt L4 Table Column Data 4
2 Clear Contents. Entire Table Column I}
= Z] Quick Analysis Table Row
14 b .
Sort 13
5 Filter »
16
Select a Table Column - : [ > E - E B
and Header Parts Database
. . . alibi -[14 -\ A" A 6 v 9% o+ [
o Right-click any cell in the ' - ATy A - e -
column you want to select. 3 4 [Gangley Pliers c|t na7e 7 $10.47  $596.79 $17.95 71%
4| 3 HCABWasher ° $0.12  $102.72  $0.25  108%
o Click Select. 5 3 FinleySprocket ;::eﬂ — $1.57  $560.49  $2.95 88%
s| 2 6"Sonotube B B $1524 $1,31064 $19.95 31%
9 Click Entire Table Column. 7 4 langstrom7"Wr( | $18.69 $1,401.75 $27.95 50%
o) 3  ThompsonSocket $3.11  $926.78  §$5.95 91%
Excel selects the column’s data s 1 Ssdoint R $6.85 S1,06175 $9.95  45%
10 2 LAMF Valve Insert ' $4.01 $1,932.82  $6.95 73%
and header. . Delete ,
. & Select v Table Column Data
Clear Contents Entire Table Column 0
:j /3 Quick Analysis Table Row )
Sort v
:: Filter 3
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Select a Table Row ¢ : S —— : - s E
@ Right-click any cell in the row Parts Database
alibri <14 | A A - o 0 B
you want to select. : - - P B S A SRR R
. 3 4 Gangley Pliers D-178 | 57 $1047  $596.79 $17.95 71%
o Click Select. 4 3 HCAB Washer A201 % Ot $102.72  $0.25 108%
. 5 3 Finley Sprocket C-098 E_@ Loy ) $560.49  $2.95 88%
e Click Table Row. s 2 6"Sonotube B-111 o [teomns $1,310.64 $19.95 31%
ey . 7 4 Langstrom 7" Wrench ~ D-017 O $1,401.75 $27.95 50%
Excel selects all the data within o] 3 [Thompson Socket cany | Peessed 02678 $505  91%
the row. 9 1 S-oint A-182 | (5 reen $1,061.75  $9.95 45%
w2 LAMFValve B-047 | ler Y $1,93282  $6.95 73%
" Delete b
- & Select 3 Table Column Data
1 Clear Contents. Entire Table Column
/8] Quick Analysis Table Row 4
“ . 2
Filter 3
Select the Entire Table A_] : L_c > : - B -
o Click any cell within the table. Parts Database
1
o Press +([0. 2 B o o o m .
3 4 Gangley Pliers D-178 57 $10.47  $596.79 $17.95 71%
Excel selects the entire table. 4 HCAB Washer A-201 856 $0.12  $102.72  $0.25 108%
5] [Finley Sprocket | c-oo8 357 $1.57  $560.49 $2.95 88%
6 2 6" Sonotube B-111 86 $1524  $1,31064 $19.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 527.95 50%
g 3 Thompson Socket C-321 298 $3.11 $926.78 $5.95 91%
5 1 SJoint A-182 155 $6.85 $1,061.75  $9.95 45%
w2 LAMFVale B-047 482 $4.01 $1,932.82  $6.95 73%
n
12
13
14
15

Can I select multiple columns or rows in a table?

Yes. To select two or more table columns, first select one cell in each of the columns that you want to
include in your selection. If the columns are not side-by-side, click the first cell and then hold down (E7)
as you click each of the other cells. Right-click any selected cell, click Select, and then click Table Column
Data (or Entire Table Column if you also want to include the column headers in the selection).

To select two or more table rows, first select one cell in each of the rows that you want to include in your
selection. Again, if the rows are not adjacent, click the first cell and then hold down as you click each
of the other cells. Right-click any selected cell, click Select, and then click Table Row.
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Insert a Table Row

You can add a new record to your Excel table by inserting a new row. You can insert a row either
within the table or at the end of the table.

Once you have entered the initial set of data into your table, you will likely add most new records
within the table by inserting a new row above a current row. However, when you are in the initial data
entry phase, you will most likely prefer to add new records by adding a row to the end of the table.

Insert a Table Row

Select a cell in the row below TR [IEr—— et T ® - o 3
. . 2 Home Insert Page Layout Formulas Data Review View Design | Tell me what you want odo.. O PaulMc.. -H i
which you want to insert the e T Ey— 5 i
new row. m- : SE=E § % DromusTheW B ietco.
Brusus DAt msy wa Boawe 2o inseeShess povs
o Cl._ick the Home tab. Clipboard 1= Font IF] Alignment Ir] Number I Styles. uau Insert Sheet Columns
A4 - £ |2 IO Inscrt Table Rows Above
: [ Insert Table Columns to the Teft
@ Click Insert (). 3 ° < ° : B e
@ Click Insert Table Rows Above. Parts Database
1
2 - - -] -] -] -] -
3 4 Gangley Pliers D-178 57 $10.47  $596.79 $17.95 71%
L3 |HcaB washer A-201 856 $0.12  $102.72  $0.25 108%
5 3 Finley Sprocket co098 357 $157  $560.49  $2.95 88%
s 2 6"Sonotube B-111 86 $1524  $1,310.64 $19.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
8 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95 91%
. 1 sloint A-182 155 $6.85 $1,061.75 $9.95 45%
w0 2 LAMFValve B-047 482 $4.01 $1,932.82  $6.95 73%
1"
() Excel inserts the new row. A ; c o ‘ ; o e
() To insert a new row at the Parts Database
1
end of the jcable, select . - - = - - T
the lower-right table cell s 4 GangleyPliers D-178 57 $10.47  $596.79 $17.95 71%
$0.00
and then press - 5 3 HCAB Washer A-201 856 $0.12  $102.72  $0.25 108%
6 3 Finley Sprocket C-098 357 $1.57  $560.49  $2.95 88%
7 2 6" Sonotube B-111 26 $15.24 $1,310.64 $19.95 31%
) 4 Langstrom 7" Wrench ~ D-017 75 $18.69 $1,401.75 $27.95 50%
9 3 Thompson Socket Cc-321 298 $3.11 $926.78 $5.95 91%
w1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%
11 2 LAMFValve B-047 182 $4.01 $1,932.82  $6.95 73%@
12 |
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Insert a Table Column 10

You can add a new field to your Excel table by inserting a new column. You can insert a column
either within the table or at the end of the table.

To make data entry easier and more efficient, you should decide in advance all the fields you want
to include in the table. However, if later on you realize you forgot a particular field, you can still
add it to the table. Inserting a table column is also useful if you imported or inherited the data from
elsewhere and you see that the data is missing a field that you require.

Insert a Table Column

Select a cell in the column to B 0 ©- O - Produciventoyonband Bl | Tabie L T E - O x
the left of which you want to 2 Home | Insert | Page Layout  Formulas Data | Review View | Design | Tell me what you wantto do... 0 PaulMek.. 'H o
. R - Ty e s —EoE Cnnditiuna\FoM\mn 33 e
insert the new column. Dy frl=== $- % 0 DromtaTale | B et Call.

== -

Pule o BT U- H- S-A- w8 7 Cell Styles - 2o Insert Sheet Fows
(@ If you want to insert the new Clpbord B mianment 6 Nomber SIS e nser heet Columns
column at the end of the table, o M £ | B (S Inset Table Rows £bove
. A 5 c Insert Table Celumns to the Left
select a cell in the last table o rod - B tnset Sheet
column. 2
kNl Code ~WEN= ™ Co ~ o, =
o Click the Home tab. & [NwTB-1 Northwind Traders Chai $13.50 25‘0
5 |INWTCO-3 Northwind Traders Syrup $7.50 50
e Cth Insert (g:n). 5 INWTCO-4 Northwind Traders Cajun Seasoning $16.50 0 ||
7 INWTO-5 Northwind Traders Olive Qil $16.01 15
e CI.]Ck Insert Table COlumnS tO 8 NWTIP-6 Northwind Traders Boysenberry Spread $18.75 0
9 [INWTJP-6 Northwind Traders Marmalade $60.75 0
the Left. 10| NWTDFN-7  Northwind Traders Dried Pears $22.50 0
. 11 |[NWTS-8 Northwind Traders Curry Sauce $30.00 0
To insert a column at the end of 12| NWTDFN-14  Northwind Traders Walnuts $17.44 40
the table instead, click Insert " - —

Table Columns to the Right

Product Inventory

1
(not shown). :
. 4 |INWTB-1 Northwind Traders Chai
() Excel inserts the new column. 5 INWTCO-3  Northwind Traders Syrup 50
. .. 6 INWTCO-4 Northwind Traders Cajun Seasoning 0
e Name the new field by editing 7 [NWTO-5 Northwind Traders Olive Oil $16.01 15 | |
the COlUm n header. 8 INWTIP-6 Northwind Traders Boysenberry Spread $18.75 0
9 INWTIP-6 Northwind Traders Marmalade $60.75 0
10 [INWTDFN-7 Northwind Traders Dried Pears $22.50 0
11 [NWTS-8 Northwind Traders Curry Sauce $30.00 0
12|NWTDFN-14  Northwind Traders Walnuts $17.44 40
13 [INWTCFV-17 Northwind Traders Fruit Cocktail $29.25 0
14 [INWTBGM-19  Northwind Traders Chocolate Biscuits Mix $6.90 0
15 | NWTIP-6 Northwind Traders Boysenberry Spread $18.75 0
16 [INWTIP-6 Northwind Traders Marmalade 6 $60.75 0
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Delete a Table Row

f your table contains a record that includes inaccurate, outdated, or unnecessary data, you should
delete that row to preserve your table’s data integrity.

An Excel table is a repository of data that you can use as a reference source or to analyze or
summarize the data. However you use the table, it is only as beneficial as its data is accurate, so you
should take extra care to ensure the data you enter is correct. If you find that an entire record is
inaccurate or no longer needed, Excel enables you to quickly delete that row.

Delete a Table Row

Select a cell in the row you @ 0o c- - Customer Data - Bxcel Table Tools ? @ - 0 x
2 Home Insert Pagelayout Formulas Data Review View  Design | Tell me what you want to do.. O] pauimcr. - H &
want to delete. ] e, = [ ] M contionirugeggs Bt < 3 i
[ P Arial 12 AW == =3 . e
. Paste Ei BIU- - H-A ===&= [ $ %0 DrominTd S #
Note: To delete multiple rows, * -l SEEEEE wa B B Deecen.

. Clipboard Font n Alignment & Number & Styles 23X Delete Sheet Rows ~
select a cell in each row you - 7 7 rme—— % DdeshenConres |
want to delete. s < e g

Bl CustomeriD B CompanyName El ContactTitle 7| X DeleteTable Columns gy
. 2 |[FRANS Franchi SpA. Paolo Accorti Sales Representative Delete Sheet ]
o Chck the Home tab. 3 |COMMI Comércio Mineiro Pedro Afonso Sales Associate Av. dos Lusiadas, 23 |
4 |ALFKI Alfreds Futterkiste “Maria Anders Sales Representative Obere Str. 57 1~
3 = 5 |BSBEV B's Beverages Victoria Ashworth Sales Representative Fauntleroy Circus
e Cth Delete (éx) M 6 |QU! Que Delicia Bernardo Batista Accounting Manager Rua da Panificadora, 12
. 7 |1S! land Trading Helen Bennett Marketing Manager Garden HouseCrowther Way
O Click Delete Table Rows. : BEQ Berglunds snabbkop Christina Order Admini 8
s |SANTG Santé Gourmet Jonas Bergulfsen Owner Erling Skakkes gate 78
10| PARIS Paris specialités Marie Bertrand Owner 265, boulevard Charonne
11 |SPLIR Split Rail Beer & Ale Art Braunschweiger Sales Manager P.O.Box 555 |
12 |CONSH Consolidated Holdings Elizabeth Brown Sales R i Berkeley 12 Brewe
13 |ROMEY Romero y tomillo Alejandra Camino Accounting Manager Gran Via, 1
12| SUPRD Suprémes délices Pascale Cartrain Accounting Manager Boulevard Tirou, 255
15 |QUEEN Queen Cozinha Lucia Carvalho Marketing Assistant  Alameda dos Canarios, 891 |
() Excel deletes the row. ) c > : - -
[l CustomerID B CompanyName B ContactName B ContactTitle B Address
2 FRANS Franchi Sp A Paolo Accorti Sales Representative Via Monte Bianco 34
3  COMMI Comeércio Mineiro Pedro Afonso Sales Associate Av.dos Lusiadas, 23
4 |ALFKI Alfreds Futterkiste Maria Anders Sales R five Obere Sir. 57
5 BSBEV B's Beverages Victoria Ashworth Sales Representative Fauntleroy Circus |
6 |QUEDE Que Delicia Bernardo Batista Accounting Manager Rua da Panificadora, 12
7 |BERGS ‘Berglunds snabbkop Christina Berglund Qrder Administrator ‘Berguvsvdgen 8
8 |SANTG Santé Gourmet Jonas Bergulfsen Owner Erling Skakkes gate 78
o PARIS Paris spécialités Marie Berirand Owner 265, boulevard Charonne
10| SPLIR Split Rail Beer & Ale Art Braunschweiger Sales Manager P.0. Box 555 |
11 CONSH Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gardens12 Brewe
12 ROMEY Romero y tomilla Alejandra Camino Accounting Manager Gran Via, 1
13 SUPRD Suprémes délices Pascale Cartrain Accounting Manager Boulevard Tirou, 255 |
14 QUEEN Queen Cozinha Licia Garvalho Marketing Assistant Alameda dos Canarios, 891
15 |CENTC Centro comercial Moctezuma  Francisco Chang Marketing Manager Sierras de Granada 9993
16 |BLONP Blondel pére et fils Frédeéri Citeaux ) Manager 24, place Kléber
17 [ KOENE Koniglich Essen Philip Cramer Sales Associate Maubelstr. 90
16 [NORTS North/South Simon Crowther Sales Associate South House300 Queensbric
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Delete a Table Column

f your table contains a field that you do not require, you should delete that column to make your
table easier to work with and manage.

As you see later in this chapter and in Chapter 11, you analyze and summarize your table information
based on the data in one or more fields. If your table contains a field that you never look at and that
you never use for analysis or summaries, consider deleting that column to reduce table clutter and
make your table easier to navigate.

Delete a Table Column

Select a cell in the column m H - Accounts Receivable - Excel Tabie Tools 2 @ - 0 X
2 Home | Insert Pagelayout Formulas Data Review View  Design | Tell me what you want to do.. ] pau M:F‘..'M o
you want to delete. .n.D X r s —=E= FZ) Conditional Formaieg - B lnsert ~ | 3 « Av+
. Em - ===FE- $-% * [FromatasTable Delete ~ [T]- #% -
Note: To delete multiple Pl ¢ BIU- DDA 2 ml s o 6 —EE, S
Column5, Sel.ect a Ceu. -In each Clipboard 1= Font 5 Alignment & Number Styles % Delete Sheet Rows |
- % Delete Sheet Columns ]
column you want to delete. * ' £ | aness Ion orer |
A | B c D G 4
3¢ Delete Table Columns
@ Click the Home tab. : S — - WIS, Detesret
. o 3 Acco ame [ de = ber | ber Amo M DueDate DateP
e Cth Delete (éx)' 4 |Door Stoppers Ltd. AB293 01-0045 117328 $58.50 2/2/2013
. s | Door Stoppers Ltd. HG202 01-0045 117319 $78.85  1/16/2013  1/16
O Click Delete Table Columns. s | Door Stoppers Ltd. DF982 01-0045 117324 $101.01  1/26/2013
7 |Door Stoppers Ltd. PM147 01-0045 117333 $1,685.74 2/11/2013
8 |Chimera lllusions KH543 02-0200 117334 $303.65 2/12/2013 2/16,
¢ |Chimera lllusions AB293 02-0200 117350 $456.21 3/15/2013
10 |Chimera lllusions PM147 02-0200 117345 $588.88 3/6/2013 3/e,
11 |Chimera lllusions DF982 02-0200 117318 $3,005.14 1/14/2013
12 |Renaud & Son HG202 07-0025 117331 $565.77 2/8/2013
13 |Renaud & Son PM147 07-0025 117359 $1,125.75 4/9/2013
() Excel deletes the column. A Yy - c > : ‘ o |
2
D
3 ACCO ame M ber I ber [ Amo M DueDatef DatePaidf Overd
4 |Door Stoppers Ltd. 01-0045 117328 $58.50 2/2/2013
s |Door Stoppers Ltd. 01-0045 117319 $78.85  1/16/2013  1/16/2013 L
& Door Stoppers Ltd. 01-0045 117324 $101.01  1/26/2013
7 Door Stoppers Ltd. 01-0045 117333 $1,68574  2/11/2013 37
g |Chimera Illusions 02-0200 117334 $303.65 2/12/2013 2/16/2013
o |Chimera lllusions 02-0200 117350 $456.21 3/15/2013 5
10 Chimera Illusions 02-0200 117345 $588.88 3/6/2013 3/6/2013
11 Chimera Illusions 02-0200 117318 $3,005.14 1/14/2013 65
12 Renaud & Son 07-0025 117331 $565.77 2/8/2013 40
13 Renaud & Son 07-0025 117359 $1,125.75 4/9/2013
14 Renaud & Son 07-0025 117335 $3,005.14 2/13/2013 35
15 Rooter Office Solvents 07-4441 117336 578.85  2/15/2013 3/2/2013
16 Reston Solicitor Offices 07-4441 117357 52,144.55  3/30/2013 4/14/2013
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Add a Column Subtotal

ou can get more out of your table data by summarizing a field with a subtotal that appears at the
bottom of the column.

Although the word subtotal implies that you are summing the numeric values in a column, Excel
uses the term more broadly. That is, a subtotal can be not only a numeric sum, but also an average,
a maximum or minimum, or a count of the values in the field. You can also choose more esoteric
subtotals such as a standard deviation or a variance.

Add a Column Subtotal

o Select all the data in the a

D | F G H

E c | E
column you want to total.
y Parts Database
B = = = B B B =
4 Gangley Pliers D-178 57 $10.47 $596.79 $17.95 71%
56

Note: See the “Select Table Data” 1
. . . 2
section earlier in the chapter to N
learn how to select column data. 4 3 HCAB Washer A-201 8 $0.12  $102.72  $0.25 108%
s| 3 Finley Sprocket co98 | 357 |  $157  $560.49  $2.95 88%
¢| 2 6"Sonotube B-111 86 $15.24  $1,31064 $19.95 31%
7| 4  langstrom7"Wrench D017 || 75 | $18.69 $1,401.75 $27.95 50%
[ 3 Thompson Socket Cc-321 298 $3.11 $926.78  $5.95 91%
ol 1 sdoint A182 | 155 [  $6.85 $1,061.75 $9.95  45%
| 2 LAMFValve B-047 482 $4.01 $1,932.82  $6.95 73%
1 &

Click the Quick Analysis smart

A B c | D | E
tag (|2]).
g () Parts Database
| -] -] -] -] (-] -] ©
4 Gangley Pliers D-178 7 $10.47 §596.79 $17.95 71%

F G H

1

2_

3 2

4| 3 HCABWasher A201 | 856 $0.12  $102.72  $0.25  108%

s| 3 Finley Sprocket c-098 | 357 | $157  $560.49 $2.95 88%

s| 2 6"Sonotube B-111 86 $15.24 $1,310.64 $19.95  31%

7| 4  Lengstrom7"Wrench D017 || 75 | $1869 $1,40175 $27.95 50%

8 3 Thompson Socket C-321 298 $3.11 $926.78 $5.95 91%

o] 1 soint A182 | 155 [  $6.85 S$1,06175 $9.95  45%
2

10 LAMF Valve B-047 482 SAge $1,932.82 $6.95 73%
1 .‘5 2
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The Quick Analysis options

2
:| 4 GangleyPliers D-178 $10.47  $596.79 $17.95  71%
appear. 4| 3 HCABWasher A-201 $0.12  $102.72 025  108%
. 5 g Finley Sprocket C-098 $1.57 $560.49 $2.95 88%
o Click Totals. o] 2 6" Sonotube B-111 $15.24 §1,310.64 $19.95  31%
. . 7 4 Langstrom 7" Wrench ~ D-017 - $18.69 $1,401.75 $27.95 50%
o Click the type of calculation you ¢| 3 Thompson Socket c321 | 298 $3.11  $926.78  $5.95  91%
want to use. o] 1 sdoint A182 || 155 |  $6.85 $1,061.75 $9.95  45%
o 2 LAMFValve B-047 482 $4.01 $1,932.82 $695  73%

i
12
13 Formatting ~ Charts | Totals Sparklines

: O-EEEE88,

16 Sum  Average Count %Total Running. Sum
17
18 Formulas automatically calculate totals for you,
() Excel adds a Total row to the o =l R mmwwg},mmwnﬂ
bottom Of the table. A B c | D | E 3 G H
() Excel inserts a SUBTOTAL Parts Database
function to perform the !
lculati h . 2 (-] -] - -] -] -
calculation you chose in step 4. 3 4 Gangley Pliers D-178 57 $10.47  $596.79 $17.95 71%
. 4 3 HCAB Washer A-201 856 $0.12 510272 $0.25 108%
O Click the cell's * to choose a 5 3 Finley Sprocket c-098 357 $1.57  $560.49 $2.95 88%
different type of subtotal. 6 2 6"Sonotube B-111 86 $15.24  5$1,310.64 $19.95 31%
7 4 Langstrom 7" Wrench ~ D-017 75 $18.69 $1,401.75 $27.95 50%
8 3 Thompson Socket C-321 298 $3.11 $926.78  55.95 91%
5 1 SJoint A-182 155 $6.85 S$1,061.75 $9.95 45%
2

10 LAMF Valve -047 482 01 $1,932.82 $6.95 73%
1 2366

Is there a quick way to insert a total row in my table?
Yes. If the column you want to total is the last column in the table, you can add the total row and include
a SUBTOTAL function for that column with just a few mouse clicks:

o Click any cell within the table.

o Click the Design tab. Home  Inset  Pagelayout  Formulas  Data  Review  View  Design
Table Name: [ summarize with PivotTable @ ’5 = HeaderRow [ | First Column
© Select the Total Row check box e e R etalfow ] Lt Column
1 Resize Table 2 Convert to Range Slicer o e Banded Rows || Banded Column:
(D Changes to )- Properties Tools External Table Data Table Style Options
() Excel automatically inserts a row named o M % || ~SUSTOTAI(105.1in Stock)
Total at the bottom of the table. £
: 13 A Perfect World 1993 Clint Eastwood 3
o Excel adds a SUBTOTAL function below 14 Perfectly Normal 1990 Yves Simoneau 2
the last column. 15 The Shining 1980 Stanley Kubrick 5

The Terminat 1984 James C 7
O Click the cell's ¥ and then click the — (ecftom e w
type of subtotal you want to use. 18
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Convert a Table to a Range

If you no longer require the Excel table tools, you can convert a table to a normal range.

Tables are extremely useful Excel features, but they can occasionally be bothersome. For example, if
you click a table cell, click the Design tab, and then click a cell outside the table, Excel automatically
switches to the Home tab. If you then click a table cell again, Excel automatically switches back

to the Design tab. If you are not using the table features in the Design tab, this behavior can be
annoying, but you can prevent it from happening by converting the table to a normal range.

Convert a Table to a Range

@ Click a cell inside the table.
o Click the Design tab.
€@ Click Convert to Range (32).

Insert

H - @
Home

Table Name:

B-f Remove Duplicates
Convert to Range

Tools
A2 T

A

Alien

Page Layout
[] Summarize with PivotTable

3 An Angel from Texas
4 Big

5 The Big Sleep

s Blade Runner

7 A Christmas Carol

& Christmas In July

s A Clockwork Orange
10| Die Hard

11/0ld Ironsides

12 An Old Spanish Custom
13| A Perfect World

14| Perfectly Normal

15| The Shining

16| The Terminator

Table Examples - Excel

Formulas

EJl=

Insert  Export Refresh
Slicer -

Data Review
~ B
c3

External Table Data

f || alien

B

1979
1940
1988
1948
1982
1951
1940
1971
1988
1926
19386
1993
1990
1980
1984

C

Ridley Scott
Ray Enright
Penny Marshall
Howard Hawks
Ridley Scott
Brian Hurst
Preston Sturges
Stanley Kubrick
John McTiernan
James Cruze
Adrian Brunsl
Clint Eastwood
Yves Simoneau
Stanley Kubrick
James Cameron

D E Header Row [ First Column
o~

. [ Total Row

Banded Rows || Banded Columns

Table Tools

View | Design

>
2 hat you want to do... ?

Filter Button
P

Quick
Styles~
Table Styles

[] Last Column

Table Style Options

=}
m
-
@
T

~NEAONW A 2w L0 RNGO=S W

Excel asks you to confirm.

O Click Yes.

Excel converts the table to a
normal range.
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o Do you want to convert the table to a normal range?
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No




Apply a Table Style

CHAPTER

10

You can give an Excel table more visual appeal and make it easier to read by applying a table style.

A table style is a combination of formatting options that Excel applies to 13 different table elements,
including the first and last columns, the header row, the total row, and the entire table. For each
element, Excel applies one or more of the following formatting options: the font, including the
typeface, style, size, color, and text effects; the border; and the background color and fill effects.

Apply a Table Style

@ Click a cell inside the table.
o Click the Design tab.
€ Click Table Quick Styles.

The Table Quick Styles gallery
appears.

O Click the table style you want
to use.

() Excel applies the style to the
table.

BHS & -
Home  Insert

Table Name: [iF] summarize with PivotTable

Inventer B Remave Duplicates
Y

‘B Resize Table % Convert to Range

Page Layout

Properties Taals

AS - i3

Table Examples - Excel

Formulss  Data

E F—i ] [ Header Row | First Column

T2 [ Total Row
Slicer L €3 [+ Banded Rows || Banded Columns

Insert  Expart Refresh

External Table Data

Northwind Traders Chai

Review  View

Table Tools 7T ®H - &
Design at you wartt to do. T PaulMcedr., - H
[/ Filter Buttan =7
7]
[ Last Column ="
Quick
Styles ~

Table Style Options Table Styles

Inventory B*BRemove Duglicates

{3 Resize Table 5 Convert to Range
Properties Tools

As M £

A

@ m 5 [F] (¥ HeaderRow [ First Column
S L2 m

T [l 7Total Row
Slicer . €5 [Vl Banded Rows [] Banded Columns.

Insert | Export Refresh
Estemal Table Data
Northwind Traders Chai

B

Product Name e
Northwind Traders Chai £12.50 81800  $337.50
& |Northwind Traders Syrup NWTCO-3 0 50 $7.50 $10.00 $375.00
7 |Northwind Traders Cajun NWTCO-4 0 0 $16.50 $22.00 $0.00
8 |Northwind Traders Olive Qil NWTO-5 0 15 $16.01 $21.35|  $240.19
o |Northwind Traders Boysenberry Spre NWTJP-6 [ 0 $18.75 $25.00 $0.00
10 |Northwind Traders Dried Pears NWTDFN-7 0 0 $22.50 $30.00 $0.00
11 |Northwind Traders Curry Sauce NWTS-8 0 0 $30.00 $40.00 $0.00
BH S & = Table Examples - Excel Table Tools ?2 @ - &8
Home  Inset  Pagelayout  Formulbs  Data  Review  View  Design Tell me what you want to do... T paulMcredr. * ﬂ
[ Table Name: [] Summarize with PivotTable

C

Pl Product Name B Product Code Bl Qty On Hold B ¢
5 |Northwind Traders Chai NWTB-1 25

7

& | Morthwind Traders Syrup NWTCO-3 )
: Traders Cajun ing NWTCO-4 1]

8 |Morthwind Traders Olive Oil NWTO-5 0

9 |Norﬂ|wmd Traders Boysenberry Spre NWTJP-6 0

t ’n Northwind Traders Dried Pears ~ NWTDFN-7 0 |
11 |Northwind Traders Curry Sauce NWTS-8 0
12 |Northwind Traders Walnuts NWTDFN-14 1)
13 |Northwind Traders Fruit Cocktail ~ NWTCFV-17 [1]
14 |Northwind Traders Chocolate Biscuil NWTBGM-19 0
15 |Nonl|wind Traders Marmalade NWTJP-6 1]
16 |Northwind Traders Scones NWTBGM-21 o
17 |Nmﬂmind Traders Beer NWTB-34 23
18 | Morthwind Traders Crab Meat NWTCM-40 0
19 |Northwind Traders Clam Chowder NWTSO-41 1]
20 |Northwind Traders Coffee NWTB-43 325
21 | Northwind Traders Chocolate NWTCA-48 0
22 Northwind Traders Dried Apples  NWTDFN-51 0

[ Last Calumn

/] Fiter Button Ej
=

Light

EEEEE =]
e
===== - -
I e

EEEEE ===== ===== —=-=- =Z==== =

{8 New Table Style...
B Cear
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Build a Custom Table Style

You can make it easier to format tables the way you prefer by creating a custom table style.

Excel comes with dozens of predefined table styles, all of which vary with the document theme. If

none of the predefined table styles is right for your needs, you can use the Format Cells dialog box
to apply your own formatting to the various table elements. If you want to reuse this formatting in
other workbooks, you can save the formatting options as a custom table style.

Build a Custom Table Style

3 3 3 H S & = Table Examples - Excel Table Taols T ®E - &
o Cth a Cel.'. ]nS1de the tabl'e' % Home  Inset  Pagelayoul  Formulas  Data  Review  View  Design uwant 1o H PiulM:Fedt‘,vﬂ
. . [Table Name: | (] Summarize with PivotTable o5 T U ] L HesderRow L Fis Column WP Fie utton
@ Click the Design tab. i 5 B Dvoe Do E%@
A Resize Table = Convert to Range Slicer €5 [ Bonded Rows ] Banded Columns |
. . Propenties Toals External Table Data Light
€ Click Table Quick Styles. —— Eo— ,
& 8 ¢
() The Table Styles gallery - roducitame [ et code ~|ay onrold +1c -
apDears Northwind Traders Chai InwTB-1 EEEEE
. Northwind Traders S NWTCO-3 EEESE EEEEE EEEEE EEEEE =
pp : NoﬂhwindT::de:: C):;: Seasoning NWTCO-4 =§EE =
& |Morthwind Traders Olive Oil NWTQ-5

e CIjCk New Table Style' 9 | Northwind Traders Boysenberry Spre NWT.II;<6

10| Northwind Traders Dried Pears NWTDFN-7

il ind Traders Curry Sauce  NWTS-8

12 | Northwind Traders Walnuts NWTDFN-14
13| Northwind Traders Fruit Cocktail NWTCFV-17
14| Northwind Traders Chocolate Biscuit NWTBGM-19
15 |Northwind Traders Marmalade NWTJP-8

16 | Northwind Traders Scones NWTBGM-21
17 | Northwind Traders Beer NWTB-34

18 | Northwind Traders Crab Meat NWTCM-40
13| Morthwind Traders Clam Chowder NWTS0-41
20 | Morthwind Traders Coffee NWTB-43

21 |Northwind Traders Chocolate NWTCA-48
22| Northwind Traders Dried Apples NWTDFN.51

The New Table Style dialog
box appears' Hame: [nmpanyTameSty\e@

Table Element:

e Type a name for the style. T @

. First Column Strip ]
Click the table element you second Column Stripe
Second Row Stripe

want to format. Last Column

First Column

0 Click Format. Toopon

Element Formatting:

|:| Set as default table style for this document
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The Format Cells dialog box appears.

" Border

e Use the tabs to select the formatting o - -
options you want in your cell style. )
iy Cambfia [Headings) ~ Reg_ular ml |8 -
Note: Depending on the table element you EEEEISIE‘IZ[FW Bis 10
are working with, some of the formatting T Adnati . e .
options may be disabled. e ol
9 Click OK. Ee:;snl_c:thmugh —
[] superscript [ AaBbCcYyZz —
@ Repeat steps 5 to 8 to set the [ subscrpt
formatting for the other table o
e[ementsl as needed_ Select font settings to include in the style.
Click OK in the New Table Style dialog
box (not shown). Gear
(® Click Table Quick Styles. = I
Design Tell me what you want to do... 4 Paul McFedr... = o
() Your table style appears in the Custom Driscon pnrsoon [P @
section of the Table Styles gallery. | e =

D]

Custom

Is there an easy way to use the custom style for all the tables How do I make changes to a

I create? custom table style?

Yes. If you want to use your custom table style for all or most of the | To change the formatting for a
tables you create, you should set the custom style as the default. custom table style, click a table cell,

When you are creating a new custom table style, follow steps 1 to 10 | click the Design tab, and then click
and then select the Set as default table style for this document the Table Styles ¥ to display the
check box ({_] changes to [¥]). For an existing custom table style, Table Styles gallery. Right-click the
click a table cell, click the Design tab, click the Table Styles ¥, custom style, click Modify, and then
right-click the custom style, and then click Set As Default. follow steps 6 to 11.

221



Create a PivotTable

ou can more easily analyze a large amount of data by creating a PivotTable from that data. A
PivotTable is a powerful data analysis tool because it automatically groups large amounts of data
into smaller, more manageable categories, and it displays summary calculations for each group.

You can also manipulate the layout of — or pivot — the PivotTable to see different views of your
data. Although you can create a PivotTable from a normal range, for best results, you should convert
your range to a table before creating the PivotTable (see the “Convert a Range to a Table” section

earlier in the chapter).

Create a PivotTable

@ Click a cell within the table that
you want to use as the source

data.
© Click the Design tab.

Click Summarize with
PivotTable ([7]).

The Create PivotTable dialog box
appears.

Click New Worksheet (() changes
to (@).

() If you want to place the PivotTable
in an existing location, click
Existing Worksheet () changes to
(@) and then use the Location range
box to select the worksheet and cell
where you want the PivotTable to
appear.

© click ok.
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B H S o
Home Insert Page Layout Formulas Data Review View Design hat you

Summarize with PivotTable % D HeaderRow || First Column Filter
> B On
Y otal Row [ | Last Column

Summer Sales Promation - Excel Table Tools

E+f Remove Duplicates

— = Insert  Export Refresh
£ Resize Table 2, Convert to Range Shicer .+ €5 [J Banded Rows [ Banded Columns
Properties Tools External Table Data Table Style Options
Al0 M £ | 6/1/2016
| A | B C D E F

s |SUMMER SALES PROMOTION - ORDERS

9 Date | P B Qua - - on Advertisement

1 Free with 10

»-6/1/2016 |Printer stand 11 $119.70 Direct mail
11 6/1/2016 | Glare filter 6 $77.82| Extra Discount Magazine
12 6/1/2016 | Mouse pad 15 $100.95 | Extra Discount Newspaper
13 6/1/2016 | Glare filter 11 $149.71| 1 Free with 10 Magazine
14 6/2/2016 | Mouse pad 22 $155.40| 1 Free with 10 Magazine
15 6/2/2016 | Mouse pad 3 $20.19| Extra Discount Newspaper
16 6/2/2016 | Copy holder 5 $33.65| Extra Discount Direct mail
17 6/2/2016 | Printer stand 22 $239.36| 1 Free with 10 Newspaper
18 | 6/2/2016 | Glare filter 10 $129.70| Extra Discount Magazine
18 6/5/2016 | Mouse pad 22 $155.40| 1 Free with 10 Magazine
20 6/5/2016 |Printer stand 8 $82.96 | Extra Discount Direct mail
21 6/5/2016 | Printer stand 22 $239.40| 1 Free with 10 Direct mail
22 6/5/2016 | Copy holder 55 $388.50| 1 Free with 10 Magazine

Choose the data that you want to analyze
(®) Select a table or range
Table/Range: | Orders
() Use an external data source

Choose Connection...
Connection name:
Choose where you want the PivotTable report to be placed
'®) New Worksheet
() Existing Worksheet
Location: |

Choose whether you want to analyze multiple tables
D Add this data to the Data Model

Cancel |
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() Excel creates a blank . c o ¢ f . w . _ _
. 1 @Plvoﬂable Fields %
P1 VOtTabl.e. if_li Choose fields ta add to report: ’T‘
. . 4] z Search pel
(@ Excel displays the PivotTable s o
. . 6 | To build a report, choese fields 1 Produt
Fields list. ; from the PivotTable Field List 3mhmy
- Net§
. . ] Prom otion
@ click and drag a field and E 0 o
drop it inside the ROWS area. 1

Drag figlk between areas below:

T A

1l COLUMNS.

[ Defer Layout Update

sheet | Orders | () i E—
() Excel adds the field’s unique [ o < o P = .
. ’ 1
values to the PivotTable’s i‘E’”“""s — -
low s - mai ine News| r Gran earc|
row area. : gnwl:n?:lr et 2327.22'“:7];.94" wp;:;u fo::;.; s =
6 |Glare filter 5653.94 10234.55 8097.39 23985.88 " Date
o Ch'ck and drag a numeric ﬁeld 7 |Mouse pad 546136 11579.44 731412 2435492 %;’:"‘“
N 8 |Printer stand 375075 611245  5063.02 1492622 q";;‘""
and drop .It .Ins.lde the VALU ES 190 Grand Total 17193.27 31977.38 5.67  73736.32 %::::::mm
area. :; MO ES...
13
(® Excel sums the numeric values . Bl A
FILTERS W COLUMNS
based on the row values. " ==
18
e If desired, click and drag fields 23 T
. 21 Produ ~ | [Sumof Nets =
and drop them in the COLUMNS 2 e e 23 o
23 B
area and the FILTERS area. 24 3
shoat | orders | @ N —— O [ Defer Layout Update

Each time you drop a field in
an area, Excel updates the
PivotTable to include the new
data.

Are there faster ways to build a PivotTable?
Yes. In the PivotTable Fields list, if you
select a check box for a text or date field

(L] changes to [¥]), Excel adds the field to
the ROWS area; if you select a check box for
a numeric field () changes to (@), Excel
adds the field to the VALUES area. You can
also right-click a field and then click the area
you want to use.

Can I add multiple fields to each area?

Yes. You can add as many fields as you like to each area.
You can also move a PivotTable’s fields from one area of
the PivotTable to another. This enables you to view your
data from different perspectives, which can greatly
enhance the analysis of the data. Moving a field within a
PivotTable is called pivoting the data. To move a field, use
the PivotTable Fields list to click and drag a field from one
area and drop it on another.
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CHAPTER 11

Analyzing Data

You can get more out of Excel by performing data analysis, which is
the application of tools and techniques to organize, study, and reach
conclusions about a specific collection of information. In this chapter,
you learn data analysis techniques such as sorting and filtering a
range, setting validation rules, and using subtotals and scenarios.

Modeling - Microsoft Excel

Formulas Review  View Tell me what you want to da... 0 | AcFedries -

Wg [ connections | 4 8l - Y K Clear E’ii [E? Flash Fil B-= Consolidate &8 Group ~
= [E] Proy . o Y: Reapply N = B-BRemove Duplicates B3 What-ff Analysis~ 58 Ungroup -

t ilter et
All- & Edit Links Al Yo Advanced | Columns S8 DataValidation - B Relationships & subtotal

Outline

Connections Sort & Filter Data Tools

m _ =PMT(Interest_Rate / 12, Term * 12, House_Price-Down_Payment) -

Stenario name:

Changing cells:

s7:89 =
i Ctrl+ dlick cells to select non-adjacent changing cells.
Termi | l
1 1 Comment:

Mortgage Analysis - Best Case Scenario:
maximum down payment
inimum term

I _
Regular maximum monthly paydown
11 Mortgage I Protection
2] Monthly Payment_(s48478]]  (s58a78) | e
. TotalPaid (5116,34822)" ($106,986.75) | L
" l
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Sort a Range or Table

You can make a range or table easier to read and analyze by sorting the data based on the values
in one or more columns.

You can sort the data in either ascending or descending order. An ascending sort arranges the
values alphabetically from A to Z, or numerically from 0 to 9; a descending sort arranges the values
alphabetically from Z to A, or numerically from 9 to 0.

Sort a Range or Table

o Click any cell in the range you

B E S @ 0- Customers Acrosoft Excel 7 5 - 0O %
want to sort. Home Inset  Pagelayoulyl Formulas Tellme what you want to do... T | imcredies - [ &
E @ Conncctions 5| 5 &K Clear 7 Flash Fill EEGroup = = [lData Analysis
o Cth the Data tab. e © = propertie 2L St | e Ynn apply B Remave Duplicates E & ungroup + =
Data~ | An- °® Editlinks Vo Advanced cﬂ..,mm £ DataValidation - =5 Ef subtotal
. Connections Sort & Filter Data Tools Qutline ] Analysis -~
e Click Sort (). a2 HHE £ | A M
A ] c D E F G [=]
: I
ALFKI |Alfreds Futterkiste Obere Str. 57 Berlin 12209 Germany
3 |ANATR Ana Trujillo Emparedados y helados  Avda. de la Constitucién 2222 México D.F. 05021 Mexico
4 ANTON  Antonio Moreno Taqueria Mataderos 2312 México D.F. Tos023 Mexica
5 |AROUT  Around the Hom 120 Hanover Sq. ‘London | WALLDP UK
6 |BERGS Berglunds snabbkop Berguvsvigen 8 Luled 595822 Sweden
7 |BLAus Blauer See Delikatessen Forsterstr. 57 ‘Mannheim | 58306 Germany
8 | BLONP |Blondel pére et fils 24, place Kléber Strasbourg | 67000 |France
9 |BOLID Bélido Comidas preparadas o/ Araquil, 67 Madrid 728023 sSpain
10 BONAP \Bon app’ 12, rue des Bouchers Marseille | 13008 (France
11 [BOTTM Bottom-Dollar Markets 23 Tsawassen Blvd. BC T2FSM4  Canada
12 | BSBEV |B's Beverages Fauntleroy Circus London | EC2Z5NT UK
13 |CACTU Cactus Comidas para llevar Cerrito 233 Buenos Aires 1010 Argentina
14 |CENTC ce Sierras de Granada 9993 México D.F. 05022 Mexico =
J v Sheet1 | Sheetz | Sheets ® PR — o
w o

The Sort dialog box appears.

Click the Sort by # and then o B! 3 C options... | My data has headers
click the field you want to use Order

for the main sort level. Country v Atz [v

Customer ID

Company Mame

CliCk the Order v and then Address

City

click a sort order for the field. Region
G To sort on another field, click Contact Name
Contact Title
Add Level. Phone

Fax
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() Excel adds another sort level.

Click the Then by ¥ and then
click the field you want to use
for the sort level.

e Click the Order * and then
click a sort order for the field.

9 Repeat steps 6 to 8 to add more
sort levels as needed.

€@ Click OK.

() Excel sorts the range.
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‘ 2 Add Level H < Delete Level || ER Copy Level |||z‘ - My data has headers

Column

Sort On

Order

City [v]

Country WValues
|Company Name Values

AtoZ

AtoZ

AtoZ

XN DR W N e

CACTU

[Cactus Comidas para llevar

C

Cerrito 333

Buenos Aires

Argentina

OCEAN
RANCH

‘Océano Atlantico Ltda.
Rancho grande

Ing. Gustavo Moncada 8585Pis0 20-A
Av. del Libertador 900

Buenos Aires
Buenos Aires

Argentina
Argentina

ERNSH

Ernst Handel

Graz

Austria

PICCO
MAISD

Piccolo und mehr
Maison Dewey

Geislweg 14
Rue Joseph-Bens 532

Salzburg
Bruxelles

B-1180

Austria
Belgium

SUPRD

Suprémes délices

Tirou, 255

Charleroi

B-6000

Belgium

GOURL
WELLI

Gourmet Lanchonetes

Av. Brasil, 442
Rua do Mercado, 12

Campinas
Resende

SP
SP

04876-786
08737-362

Brazil
Brazil

HANAR

Hanari Carnes

Rua do Pago, 67

Rio de Janeiro RJ

05454-876

Brazil

QUEDE
RICAR

Que Delicia
Ricardo

Rua da Panificadora, 12
Av. Co 267

Rio de Janeira RJ

Rio de Janeiro RJ

02389-673
02389-8%0

Brazil
Brazil

COMMI

Comércio Mineiro

Av. dos Lusiadas, 23

S3o Paulo

sp

05432-043

Brazil

[ —C]

| sheett seetz | sheez | @

Is there a faster way to sort a range?

Yes, as long as you only need to sort your range on
a single column. First, click in any cell inside the
column you want to use for the sort. Click the Data
tab and then click one of the following buttons in
the Sort & Filter group:

l Click for an ascending sort.

>N | NP

l Click for a descending sort.

How do I sort a range using the values in a row
instead of a column?

Excel normally sorts a range from top to bottom
based on the values in one or more columns.
However, you can tell Excel to sort the range from
left to right based on the values in one or more
rows. Follow steps 1 to 3 to display the Sort dialog
box. Click Options to display the Sort Options
dialog box, select the Sort left to right option

() changes to (@), and then click OK.
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Filter a Range or Table

You can analyze table data much faster by only viewing those table records that you want to work
with. In Excel, this is called filtering a range.

The easiest way to filter a range is to use the Filter buttons, each of which presents you with a list of
check boxes for each unique value in a column. You filter the data by selecting the check boxes for
the rows you want to see. If you have converted the range to a table, as described in Chapter 10, the
Filter buttons for each column are displayed automatically.

Filter a Range or Table

Display the Filter Buttons — — S
NOte: If you are ﬁl.tering a tabl.e, h Home  Inset  Pagelayout  Forfiles  Dats @\nm Tell me what you want to do... © Pau\M(Feﬂriu“.@

B ”T:’ (& Connections 81 Y W Clear £ [E Flash Fill fr= Consolidate SHGroup -~ *=  [Data Analysis
3 3 “ures ® [ properties £ Y& Reapply - Remove Duplicates % What-If Analysis = EBlungroup = =
fGet Exter -
you can Sk]p d1 recﬂ'y to the F] lter E‘uaulna‘ R:r.hwmmks Al et Pl o Achanced czﬁt,xsﬁéumvanw»on * afRelationships EF subtotal
the Data” SUbSGCtiOI’l. Connedtians Sort & Filter Data Toals Outline 3 Analysis ~
A2 -| : | x 3 ‘ALFKI "‘
3 incl A B C D E F G =]
o Click inside the range. .
ALFKI Alfreds Futterkiste Gbere Str. 57 Berlin 12209 Germany  Maria
. 3 ANATR Ana Trujillo y helados Avda. de la i6n 2222 México D.F. ‘os021 Mexico Ana T
o CI.'le the Data tab. 4 ANTON Antenio Moreno Taqueria Mataderas 2312 México D.F. ‘05023 Mexico  Anto
5 |arouT Around the Horn 120 Hanover 5q. London WA110P UK Thom:
: 0 6 |BERGS Berglunds snabbkop Berguvsvagen 8 Luled $-958 22 Sweden Christ;
e Cth F]lter ( | ). 7 [BLAUS Blauer See Delikatessen Forsterstr. 57 Mannheim 58306 ‘Germany  Hann:
8 |BLONP Blondel pére et fils 24, place Kléber "s7000 France Frédés
9 [BOUD Bolido Comidas preparadas ¢/ Araquil, 67 Madrid "28023 Spain Marti
10 |BONAP Bon app' 12, rue des Bouchers Marseille 13008 France Laure:
11 |BOTTM Bottom-Dollar Markets 23 Tsawassen Blvd. Tsawassen __ BC T2F M4 Canada Elizab:
A A A

() Excel adds a Filter button () . - c b« ; .

I+

1 ~ - - - v < -
to each ﬁeld. 2 [ALFki |Alfreds Futterkiste Obere Str. 57 Berlin 12209 Germany  Maria
3 ANATR Ana Trujillo Emparedados y helados |Avda. de la Constitucion 2222 México D.F. 05021 Mexico AnaTr
. 4 |ANTON Antonio Morena Taqueria 2312 México D.F. fos023 Mexico Anton |
F'l lter the Data 5 |AROUT Around the Horn 120 Hanover Sq. London WA11DP UK Thom:
6 |BERGS Berglunds snabbkap Berguvsvagen 8 Luled 5-958 22 Sweden Christ;
. . 7 BLAus Blauer See Delikatessen Forsterstr. 57 Mannheim 68305 Germany  Hanna
o Click # for the field you want 8 |BLONP Blondel pére et fils 24, place Kléber strasoourg | fe7000 France Frédé
. a BouD 'Balido Comidas preparadas ¢/ Araquil, 67 Madrid hsoxa Spain Martin
to use as the ﬁl_te]’_ 10 |BONAP ‘Bon app’ 12, rue des Bouchars Marseille 12008 France Laure
11 |BOTTM Bottom-Dollar Markets 23 Tsawassen Blvd. Tsawassen BC |T2F 8Ma Canada Elizaby
12 |BsBEV B's Beverages Fauntleroy Circus London EC25NT UK Victor
13 CACTU Cactus Comidas para llevar Cerrito 333 Buenos Aires f1010 Argentina  Patrici
14 |CENTC Centro comerdial Moctezuma Sierras de Granada 9953 MéxicoD.F. | fos022 Mexico Franci,
15 CHOPS Chop-suey Chinese Hauptstr. 29 Bern fa012 Switzerland  Yang %
16 COMMI ‘Comércio Mineiro Av. dos Lusiadas, 23 Sdo Paulo 'SP 05432-043 Brazil Pedro
17 |CONSH < Holdings Berkeley Gardens12 Brewery London WXL 6LT UK Elizabs
18 | DRACD D D g21 Aachen 52086 Germany  Sven
19 |DUMON Du monde entier 67, rue des Cinquante Otages Nantes. [aa000 France Janing
| sheet1 | sheetz | sheets | @ i O ] o]
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() Excel displays a list of the A 3 c o« - . =
. . . 1 & - - - - - = [l
Un]que Values m the ﬁeld, 2 [atrki atfreds Futterkiste Obere str. 57 ‘Berlin 8] sonAtez
3 |ANATR AniTrquIIoEmparEdadasv heladas A\ldi dell Consmuc\onz?ll México D.F. il sotzZtoa
4 |ANTON Antonio Moreno Taqueria 2312 México D.F.
© select the check box for e e ot ueweo s »
6 |BERGS Berglunds snabbkop Berguvsvagen 8 Luled % Clear Fitter From "Count
each Value yOLl want to see 7 [sLaus Blauer assen Forstarstr. 57 Fiter by Color "
8 |BLONP Blondel pére et fils 24, place Kléber Strasbourg Text Filters r
(D Changes to )_ 9 |souD Blido Comidas preparadas ¢/ Araquil, 67 Madrid
10 [soNaP Bon app’ 12, rue des Bouchers Marseille !}@ Seled Al =
11 [BOTTM Bottom-Dollar Markets 23 Tsawassen Blvd. Tsawassen ‘¥ Argentina
0 YOU can toggle al_l_ the Check 12 |BSBEV 85 Fauntleroy Circus London O austria
. . 13 |CACTU Cactus Comidas para llevar Cerrito 333 Buenos Aires wg:ﬂumﬂ
bOXeS on and Off by Cl_]ck]ng 14 |CENTC Centro comercial Moctezuma sierras de Granada 9993 MExico D.F. ¥ Canada
15 |CHOPS Chop-suey Chinese Hauptstr. 29 Bern L] Denmark
Select All 16 |COMMI Comércio Mineiro Av. dos Lusiadas, 23 SioPaulo  |sP 8;::;5
: 17 |CONSH c Holdings Berkeley Gardens12 Brewery London -~ Gemany &
. 18 [DRACD henblut D 21 Aachen .
9 cl_]ck OK. 19 |DUMON Du monde entier 67, rue des Cinquante Otages. Nantes &E Cancel
| sheett | sheetz | shees | @ O . —

() Excel filters the table to show

Bottom-Dollar Markets 23 Tsawassen Blvd. BC Canada

BOTTM

11 Elizaby
on l'y th ose records th at h ave th e 13 |caCTU Cactus Comidas para llevar Cerrito 232 Buenos Aires | 1010 Argentina | Patrici
> 16 COMMI Comércio Mineiro Av. dos Lusiadas, 23 S#o Paulo SP 05432-043 Brazil Pedro
field values you selected. 22 [FAMIA Familia Arquibaldo Rua Orés, 52 SioPaulo P 05442-030  Brazil Ariacl
32 |GOURL Gourmet Lanchonetes Av. Brasil, 442 Campinas sp 04376-786 Brazil André
2 35 HANAR Hanari Cames Rua do Pago, 67 Rio de Janeiro RJ 05454-876 Brazil Mario
G Excel' d]splays the num ber Of 43 LAUGE Laughing Bacchus Wine Cellars 1900 Oak st. vancouver  BC V3F 261 Canada Yoshi |
52 |MEREP Mére Paillarde 43 rue St. Laurent Montréal Québec  HL 1C3 Canada Jean F
reco rd S fo u n d . 55 OCEAN Océano Atlantico Ltda. Ing. Gustavo Moncada 8585Piso 20-A  Buenos Aires 1010 Argentina  |Yvonn
62 |QUEDE Que Delicia Rua da Panificadora, 12 Rio de Janeiro RI 02389-673 Brazil Bernal
- 7 M 63 QUEEN Queen Cozinha ‘Alameda dos Canarios, 891 sdo Paulo sP 05487-020 Brazil Lucia ¢
G The ﬁeld S drop-down I‘]St 65 |RANCH Rancho grande Av. del Libertador 900 Buenos Aires | "1010 Argentina | sergia
: . : 68 RICAR Ricardo Av. 267 Rio de Janeire R 02389-890 Brazil Janete
d] S p l-ays a ﬁ lter ]COn (@) . 82 TRADH Tradigio Hipermercados Av. Inés de Castro, 414 S0 Paulo |sp 05634-030 Brazil Anabe
89 \WELLI Wellington Importadora Rua do Mercado, 12 Resende sp 08737-363 Brazil Paula
To remove the filter, click

Sheetl | sheetz | sheets | @

15 OF 91 RECORDS FOUND 23

the Data tab and then click
Clear ("§<; not shown).

Note: If the field is a date field, click Date Filters;
if the field is a text field, click Text Filters.

e Click the filter you want to use.
O Enter the value you want to use.

© click ok.

Can I create more sophisticated filters?
Yes, by using a second technique called quick filters,
which enables you to specify criteria for a field:

o Click # for the field you want to use as the
filter.

o Click Number Filters.

pictnsb e ’ S
|g,emh p‘ Does Not Equal...
Show rows where:

(Select Al ~ Greater Than... aoico A :

$58.50 nvoice Amount

$73.85 Greater Than Or Equal To... | ter th . |

: 15 greater than or equal to 3000

§101.01 Less Than... & g E

157.25 And (o]

:?_’-4‘6‘3 Less Than Or Egual To... @ et O =

Assoss Betseen. I 7 |

$422.76

$456.21 Top10.. Use 7 to represent any single character

g?‘?ﬁ o Above Average Use * to represent any series of characters

Below Average

coce

Custom Filter...

—
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Set Data Validation Rules

You can make Excel data entry more efficient by setting up data entry cells to accept only certain
values. To do this, you can set up a cell with data validation criteria that specify the allowed
value or values. This is called a data validation rule.

Excel also lets you tell the user what to enter by defining an input message that appears when the
user selects the cell. You can also configure the data validation rule to display a message when the
user tries to enter an invalid value.

Set Data Validation Rules

o Click the cell you want to BHo o O- Loans - Microsaft Exce 7 = - 0 x
restrict. Home Inset  Pagelayout  Formuls  Dats 0 View [ Tellme what you want to 0o |- [ @

e @ B g 'Y & Clear S B gg  FData Analysis

o CﬁCk the Data tab. IGet External Refresh E Zl Sort Filter TgReapply to E‘HRemtweDuphcats E’?. Dut\m‘e
Data~ A = ° T Advanced £ Data Validation ~ &5 -
e Cth Data validat-ion (l:g Connections Sort & Filter Data Toals Analysis ~
=0
‘Original... - ‘ : | i H "‘
A | B | [ D E F G H
Loan Data

Interest Rate

[+]

Amortization
Principal
Payment Type

Amortization Schedule

- | Amortization Schedule

@ : [
READY ] M-+ w00

Dynamic Amortization -

The Data Validation dialog box

appears.
O Click the Settings tab. Settings | Input Message | Error Alert |
In the Allow list, click ¥ and o et e
h f -
Zﬁlfff% e rell data you want to Whole number [v] (e tgnore lank
G In the Data list, click # and bet‘;een E
select the operator you want to Minimun:
use to define the allowable data. 15
0 Specify the validation criteria, such Maximum:
as the Maximum and Minimum l3ﬂ
allowable values shown here. [] Apply these changes to all other cells with the same settings

Note: The criteria boxes you see depend
on the operator you chose in step 6. [ ok || cance
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@ Click the Input Message tab.
Make sure the Show input message

when cell is selected check box is Input Message | Eror Alert
selected () Show input message when cell is selected

@ Type a message title in the Title When cell is selected, show this input message:
text box. Title:

@ Type the message you want to display | Amortization @

in the Input Message text box. Input message:
Please enter the number of years in the loan amortization,

@ Click OK. which must be a whole number between 15 and 30.

Excel configures the cell to A [ ¢ D E F G WM
accept only values that meet Loan Data
your criteria. Interest Rate

Amortization
(1) When the user selects the cell, Principal
the input message appears.

Amortization
Please enter the number
of years in the loan
amortization, which
must be a whole number

Amortization S¢| between 15 and 30.

Payment Type

@ [

Dynamic Amortization -

- | Amortization Schedule

Can I configure the cell to display a message How do I remove data validation from a cell?
if the user tries to enter an invalid value? If you no longer need to use data validation on a
Yes. Follow steps 1 to 3 to open the Data Validation cell, you should clear the settings. Follow steps 1
dialog box, and then click the Error Alert tab. Make to 3 to display the Data Validation dialog box

sure the Show error alert after invalid data is and then click Clear All. Excel removes all the
entered check box is selected (]), and then specify = validation criteria, as well as the input message
the Style, Title, and Error Message. Click OK. and the error alert. Click OK.
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Create a Data Table

f you are interested in studying the effect a range of values has on the formula, you can set up a
data table. This is a table that consists of the formula you are using, and multiple input values for
that formula. Excel automatically creates a solution to the formula for each different input value.

Do not confuse data tables with the Excel tables that you learned about in Chapter 10. A data table
is a special range that Excel uses to calculate multiple solutions to a formula.

Create a Data Table

o Type the input values:

m
~

A B | [ D E F G H J
Loan Payment Analysis

£ || =PwT(B2/12,B3 * 12, B4)

To enter the values in a column, start

the column one cell down and one
cell to the left of the cell containing
the formula, as shown here.

. ($193.33)
To enter the values in a row, start 25% 1
the row one cell up and one cell to . o
the right of the cell containing the s P
formula. 13 5.0%
14 55%
15 6.0%
16
3 ‘ Loan Pay nalysis | Balloon Loan Interest Costs. Prindpa - (® : |
o Select the range that includes the BHS o 0- Loans - Microseft Excel
input values and the formula. Home nset  PageLayout Data | Review View

€ Click the Data tab.
@ Click What-If Analysis (7).
e Click Data Table.
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Interest Rate (Annual)

6.00%

bl i Kl bl Rl el Ll

Periods (Years)

Principal  $10,000

5

Monthly Payment

[is19533]

E

Data ~

T2

Get External Refrech

All~

[=] Connections 4]

Properties
. " zl Sart
=2 Edit Links A

Connections

K Clear

V= Reappl
Fiter Y

E B-A Rem
Textto

Vo Advanced  Cojumns S& Data Validation ~

Sort & Filter

£Y  [E Flash Fill

fo Consolidate

Scenario Manager...

Data Tools Goal Seek...

|A?

Data Table...

G Groy
G Ung|

= ||

[s

ubf
ouf

A | B

. C D E F G

H |

Loan Payment Analysis
Interest Rate (Annual) 6.00%
Periods (Years) 5
Principal  $10,000

Monthly Payment

($193.33)

25%

3.0%

35%

4.0%

45%

50%

55%

6.0%

Loan Payment Analysis | Balloon Loan

Interest Costs Principa -

(K]




The Data Table dialog box
appears.

e Specify the formula cell you
want to use as the data table’s
input cell:

If the input values are in a
column, enter the input cell’s
address in the Column input
cell text box.

If you entered the input values
in a row, enter the input cell’s
address in the Row input cell
text box.

@ click OK.

() Excel displays the results.
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A e c¢ | p | E | F | 6 | w

Loan Payment Analysis
Interest Rate (Annual){ __5.00%!

Periods (Years) 5
Principal  $10,000

Bowmptct | =

Monthly Payment

Column input cell: M 6

i Loan Payment Analysis | Balloon Loan | Interest Costs Principa == (4 % [
[es HRE £ || =TasLE( B2)}
A B . C D E F G H

;
2

3

4

5

6

7 $193.33
8| 25%[($177.47)]
9

Loan Payment Analysis
Interest Rate (Annual) 6.00%
Periods (Years) 5
Principal  $10,000

Monthly Payment

30% ($17969)
35% ($181.92)
4.0% (§184.17)
45% ($186.43)
50% ($188.71)
55% ($191.01)
6.0% ($193.33)

40D Loan Payment Analysis | Balloon Loan Interest Costs Principa - (4 : []

What is what-if analysis?

I change B or C?”, and so on.

You then say, “What happens to the result if I

When I try to delete part of the data table,

The technique called what-if analysis is perhaps the = I get an error. Why?

most basic method for analyzing worksheet data. The data table results are created as an array
With what-if analysis, you first calculate a formula
D, based on the input from variables A, B, and C. as a unit. This means that you cannot move or
delete part of the results. If you need to work with
change the value of variable A?”, “What happens if the data table results, you must first select the

entire results range.

formula, which is a special formula that Excel treats
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Summarize Data with Subtotals

[though you can use formulas and worksheet functions to summarize your data in various ways,

including sums, averages, counts, maximums, and minimums, if you are in a hurry, or if you just
need a quick summary of your data, you can get Excel to do most of the work for you. The secret
here is a feature called automatic subtotals, which are formulas that Excel adds to a worksheet

automatically.

Summarize Data with Subtotals

0 Click a cell within the range you

J H Cactus Comidas para llevar

want to subtotal.

B
Country

C

Region

Unit Price Discount

Quantity

Freight ShipAddress

[ Le]

i 3 |argentina $  46.00 7 0% $ 32200 $ 19.76 Cerrito333
3 [Cactus Comidas para llevar  Argentina s 7.75 20 0% $ 155.00 $ 19.76 Cerrito 333
4 |Cactus Comidas para llevar  Argentina $ 15.00 10 0% $ 150.00 $ 2.84 Cerrito 333
5 |Cactus Comidas para llevar  Argentina s 45.60 8 0% S 364.80 $ 31.51 Cerrito 333
6 [Cactus Comidas para llevar  Argentina s 14.00 20 0% S 280.00 $ 31.51 Cerrito 333
7 |Océano Atlantico Ltda. Argentina $ 6.00 5 0% $ 3000 $§ 1.27 Ing.Gustavo Moncada 8
8 |Oceano Atléntico Lida. Argentina $ 2135 20 0% $ 42700 $ 49.56 Ing.Gustavo Moncada 8¢
9 |Océano Atléntico Lida. Argentina $ 3000 6 0% $ 18000 $ 49.56 Ing.Gustavo Moncada 8¢
10 |Océano Atléntico Ltda. Argentina $ 3480 5 0% $ 17400 $ 49.56 Ing. Gustavo Moncada 8!
11 Océano Atléntico Lida. Argentina $ 2100 30 0% $ 63000 $ 217.86 Ing.Gustavo Moncada 8¢
12 Océano Atléntico Lida. Argentina $ 8100 15 0% $ 1,21500 $ 217.86 Ing.Gustavo Moncada 8¢
13 | Océano Atléntico Ltda. Argentina $ 18.00 10 0% $  180.00 $ 217.86 Ing. Gustavo Moncada 8!
14 Océano Atléntico Lida. Argentina S 13.00 15 0% $  195.00 S 217.86 Ing. Gustavo Moncada 82
15 |Rancho grande Argentina $ 81.00 5 0% $ 40500 $ 90.85 Av.delLibertador 900
16 Rancho grande Argentina S 263.50 2 0% $ 527.00 5 90.85 Av.del Libertador 300
17 |Rancho grande i $ 1745 6 0% $ 10470 S 63.77 Av.delLibertador 900 |~ |
« | invoices | invoices by Country | sheets | @ ] [+
o Click the Data tab. EH S o O- Invoices - Migrosof Exce 7 - o x
Home Inset  Pagelayost  Formulas | Data View | Tell me what you want to do.. © Paul McFedries - [l @
e Click Subtotal (EE) @ [ Connections 5| Y & Clear 2 = Flash Fill B @EGoup - = [Dats Analysis
® (7] properties ' VeReapply E-ARemove Duplicates 3+ G Ungroup = =
|Get External  Refrech z] Sert  Filter atto _, - -
Data~ All- =2 Edit Links Vo Advanced  columns 55 DataValidation = =F [ Subtotal
Connections Sort & Filter Data Tools Outline ] Analysis

fe H Cactus Comidas para llevar

Cactus Comidas para llevar
Cactus Comidas para llevar
Cactus Comidas para llevar
Cactus Comidas para llevar
Cactus Comidas para llevar
Océano Atlantico Ltda.
Océano Atlantico Ltda.
Océano Atldntico Ltda.
Océano Atlantico Ltda.

7]
=]
.

B C | J
Country  Region UnitPrice Quantity Discount Total Freight ShipAddress
.Argentlnﬂ $ 46.00 7 0% $ 32200 S5 19.76 Cerrito 333
Argentina $ .75 20 0% $ 15500 $ 19.76 Cerrito333
Argentina s 1500 10 0% $ 15000 S 284 Cerrito333
Argentina $ 45.60 k3 0% $ 36480 $ 3151 Cerrito333
Argentina $  14.00 20 0% $ 280.00 $ 3L51 Cerrito333
Argentina s 6.00 5 0% S 30.00 $ 1.27 Ing. Gustavo Moncada 8
Argentina $ 21.35 20 0% $ 427.00 $ 49.56 Ing. Gustavo Moncada 82
Argentina $  30.00 6 0% $ 18000 $ 49.56 Ing.Gustavo Moncada 8¢
Argentina s 34.80 5 0% S 17400 $ 49.56 Ing. Gustavo Moncada 8¢
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Analyzing Data

The Subtotal dialog box

appears. At each change in:
@ Click the At each change |_Um,t°::m ¢
in ' and then click the (sum
column you want to use to “5"02‘::;““‘
group the subtotals. 5 %
© 1n the Add subtotal to %F:E%%ress
list, select the check box
Replace current subtotals
for the column you want B o e e s
to summarize (|_] changes [VSumaribeoiliala

tO ). m 6 : oK | | Cancel

@ cick ok.

() Excel calculates the
SUthtal.S and addS them ) i) customer Country Region UnitPrice Quantity Discount Total Freight  ShipAddress
* 2 |Cactus Comidas para llevar__|Argentina $ 46.00 7 0% $ 32200 $ 19.76 Cerrito333
. © 3 |Cactus Comidas para llevar  Argentina E 7.75 20 0% $ 155.00 $ 19.76 Cerrito 333
1nt0 the range‘ 4 CactusComidaszrallavar Arientine 5 15.00 10 0% % 150.00 $ 2.84 Cerrito 333
© 5 |Cactus Comidas para llevar  Argentina s 45.60 k) 0% S 364.80 S5 3151 Cerrito333
0 Excel adds outline Symbols © 6 |Cactus Comidas para llevar  Argentina s 14.00 20 0% S 280.00 S Cerrito 333
[=] 7 |cactus comidas para llevar Total $ 1,271.80 4:,
to the range. - 8 |Océano Atléntico Ltda. Argentina $ 600 5 0% $ 3000 $ L:f Ing Gustavol
9 |Océano Atlantico Lida. Argentina E 21.35 20 0% S  427.00 S 49.56 Ing. Gustavol
Note: See the next section, | i |ostementitittdn Areomting Do s me e s e e
“Group Related Data,” to learn ottt et S me 1 m s 1meg & res i cueen
L) : 14 |Océano Atlantico Ltda. Argentina H 18.00 10 0% $  180.00 $ 217.86 Ing. Gustavol
more abOUt OUthan mn EXCEL + 15 |Océano Atlantico Ltda. Ar:entina s 13.00 15 0% $ 195.00 S 2 In:.Gusta\mN
[=] 16 |oceanc Atldntico Lida. Total $ 3,031.00 *;?
17 |Rancho grande Argentina s 81.00 5 0% S 405.00 S .o Av. del Liberts
18 |Rancho grande Argentina S 263.50 2 0% S 527.00 $ 90.85 Av.delliberts
19 |Rancho grande Argentina s 17.45 [ 0% S 104.70 $ 63.77 Av.del Liberts
20 |Rancho grande Argentina $ 32.00 6 0% $ 192.00 $ 63.77 Av.dellibertz
21 |Rancho grande Argentina $ 19.50 20 0% $ 390.00 3 Av. del Libertg
E 22 |Rancho grande Total % 1,618.70 =
| Invoices | Invoices by Country | Sheets | @® H ) I P [
Do I need to prepare my worksheet to use Can I only calculate totals?
subtotals? No. The word subtotal here is a bit misleading
Yes. Excel sets up automatic subtotals based on data = because you can summarize more than just totals.
groupings in a selected field. For example, if you You can also count values, calculate the average of
ask for subtotals based on the Customer field, Excel the values, determine the maximum or minimum
runs down the Customer column and creates a new value, and more. To change the summary calcula-
subtotal each time the name changes. To get useful tion, follow steps 1 to 4, click the Use function
summaries, you need to sort the range on the field w, and then click the function you want to use
containing the data groupings you are interested in. | for the summary.
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Group Related Data

You can control a worksheet range display by grouping the data based on the worksheet formulas
and data.

Grouping the data creates a worksheet outline, which you can use to “collapse” sections of the sheet
to display only summary cells, or “expand” hidden sections to show the underlying detail. Note

that when you add subtotals to a range as described in the previous section, “Summarize Data with
Subtotals,” Excel automatically groups the data and displays the outline tools.

Group Related Data

Create the Outline

G HE S @ 0= 2013-2014 Budget - Microsoft Excel 72 H - 0O x
: h Home Inset  PageLayout Data | Review  View | Tell mewhat you want to do.. & paiticredics - [l @
o D1Splay the workSheEt you Want B Tﬁ" [&] Connections s & Clear E| [Z Fiash Fill E-=Cansolidate =
. . - a . ¥ o .|
tO Outl.l ne. 6 Baermal| R = P1OPES 3| Sert  Fiter ToRews e EE Remove Duplicates. 5 Whatf. & Group..
Data~ All~ = Edit Links Vo Advanced  Colymns 5 Data Validation = 75 Relatic) Aute Outline DY
Connections Sort & Filter Data Tools. Outline ) -~
@ Click the Data tab. o] [ & :
A EEE @ c D E F G H 1 1 K L[]
. IJ Jan ! Feb Mar  1st Quarter  Apr May. Jun  2nd Quarter  Jul Aug. Sep
9 Click the Group . o L
3 Division | 23,500 23,000 @ 24,000 70,500 25,100 25,000 25,400 75,500 26,000 24,000 24,000
: : 4 Division Il 28,750 27,800 | 29500 86,050 31,000 30,500 30,000 91,500 31,000 29,500 29,500
o C h Ck AutO 0 uth ne. 5 Division lll 24,400 24,000 | 25250 73,650 26,600 27,000 26,750 80,350 27,000 25250 25250
6 SALES TOTAL 76650 74800 78,750 © 230,200 82,700 82500 82,150 = 247,350 84,000 78BS0 78,750
7 Expenses
& Cost of Goods 6,132 5,984 6,300 18,416 6,616 6,600 6,572 19,788 6,720 6,300 6,300
9 Advertising 4600 4200 5200 14000 5000 5500 5250 15,750 5500 5200 5200
10 Rent 2100 2100 2,100 6,300 2100 2100 2,100 6,300 2100 2100 2,100
11 Supplies 1,300 1,200 1,400 3,900 1,300 1,250 1,400 3,950 1,300 1,400 1,400
12 Salaries 16,000 16,000 16,500 48,500 16,500 16,500 17,000 50,000 17,000 17,000 17,000 |

() Excel outlines the worksheet & = B =
data' & A B c b B | F & H I PR 4
1 E Feb  Mar  1stQuarter Apr  May  Jun  2ndQuarter Jul Aug
() Excel uses level bars to indicate el
© 3 |Division| 23,500 23,000 24,000 70,500 25100 | 25000 25,400 75,500 26,000 24,000
1 | Division Il 28,750 27,800 29,500 86,050 31,000 @ 30,500 30,000 91,500 31,000 29,500
the grouped ranges. 5 |Division Il 24400 24000 25250 73,650 26600 27,000 26750 80350 27,000 25250
6 SALES TOTAL 76,650 74,800 78,750 ’ 230,200 82,700 82,500 82,150 " 247,350 84,000 78,750
(@ Excel displays level symbols to 7 | xmanses s !
8 |Cost of Goods 6,132 5,984 6,300 18,416 6,616 6,600 6,572 19,788 6,720 6,300
3 3 1 9 |Advertising 4,600 4,200 5,200 14,000 5,000 5,500 5,250 15,750 5,500 5,200
indicate the various levels of the ~ ([Jw ;i FARTERTE - ECARCARTE . EeAE
> 3 M © 11 Supplies 1,300 1,200 1,400 3,500 1,300 1,250 1,400 3,950 1,300 1,400
deta]l‘ that are ava] lable ]n the 12 salaries 16,000 16,000 16,500 48,500 16,500 16,500 17,000 50,000 17,000 17,000
. - 13 Shipping 14,250 13,750 14,500 42,500 15000 @ 14,500 14,750 44250 15,000 14,500
outline. - 14 | Utilities 500 600 600 1,700 550 600 650 1,800 650 600
15 EXPENSES TOTAL 44,882 43,834 46,600 " 135,316 47,066 47,050 47,722 " 141,838 48,270 47,100
EIA 16 |GROSS PROFIT 31,768 30,966 32,150 ~ 94,384 35634 35450 34,428 ~ 105512 35730 31,650 B
Budget | Assumptions | Projections | 2012-2013Final | Estimates | Gross Margin
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Use the Outline to Control
the Range Display

@ Cclick a Collapse symbol ((-)) to
hide the range indicated by the
level bar.

() You can also collapse multiple
ranges that are on the same
outline level by clicking the
appropriate level symbol.

(9 Excel collapses the range.

o Click the Expand symbol (|+]) to
view the range again.

(2 You can also show multiple
ranges that are on the same
outline level by clicking the
appropriate level symbol.

CHAPTER

Analyzing Data 1 1

2

n -]
D =
A | | ¢ D E F G H i J K
1 Jan _| Feb Mar  1st Quarter  Apr May Jun  2nd Quarter  Jul Aug
2 |sales
3 | Division | 23,500 23,000 24,000 70,500 25100 25,000 25,400 75,500 26,000 24,000
© 4 Division I 28,750 27,800 29,500 86,050 31,000 30500 30000 91,500 31,000 29,500
© 5 Division Ill 24400 24000 25250 73,650 26,600 27,000 26,750 80,350 27,000 25250
[-] & sALesTOTAL 76650 74800 78,750 ~ 230,200 82,700 82500 82,150 ' 247,350 84,000 78,750
. 7 Expenses
8 |Cost of Goods 6132 5984 6300 @ 18416 6616 6600 6572 | 19,788 6720 6300
9 |Advertising 4,600 4200 5200 14,000 5000 5500 5250 15,750 5500 5200
10 |Rent 2,00 2,200 2,100 6,300 2,00 2,100 2,100 6,300 2,00 2,100
11 |Supplies 1,300 1,200 1,400 3,900 1,300 1,250 1,400 3,950 1,300 1,400
12 salaries 16,000 16000 16,500 48500 16500 16,500 = 17,000 50,000 17,000 17,000 ||
13 | Shipping 14,250 13,750 14,500 42,500 15000 14,500 = 14,750 44,250 15,000 14,500
14 | Utilities 500 600 600 1,700 550 600 650 1,800 650 600
[=] 15 EXPENSES TOTAL 44,882 43,834 46,600 ' 135316 47,066 47,050 47,722 141,838 48270 47,100
El 16 |GROSS PROFIT 31,768 30,966 32,150 ' 94,884 35,634 35450 34428 105512 35730 31,650 =
2
=
] =] = —
F :
z A E F G H 1 J K L Y] N
1 1st Quarter  Apr May Jun  2nd Quarter  Jul Aug Sep  3rdQuarter  Oct
2 |Sales
[ [ - 2 Division| ,500 25100 25000 25400 75500 26000 24,000 24000 74000 26,00
- 4 |Divisien Il 6,050 31,000 30,500 30,000 91,500 31,000 29,500 29,500 90,000 32,00
-~ 5 |Division Il 73,650 26,600 27,000 26,750 80,350 27,000 25250 25250 77,500 28,00
[=] & |sALEs TOTAL " 230200 82700 82500 82,150 = 247,350 84,000 78750 78750 = 241,500  86,0(
. 7 |Expenses
8 [Cost of Goods T 18416 6616 6600 6572 ~ 19,788 6720 6300 6300 @ 19,320 6,88
9 |Advertising 14,000 5,000 5,500 5,250 15,750 5,500 5,200 5,200 15,900 4,501
10 |Rent 6,300 2,100 2,100 2,100 6,300 2,00 2,100 2,100 6,300 2,1
11 |Supplies 3,900 1,300 1,250 1,400 3,950 1,300 1,400 1,400 4,100 1,25
12 |salaries 48500 16500 16500 17,000 50,000 17000 17,000 17,000 51,000 17,00
13 |Shipping 42500 15000 14500 14,750 44,250 15000 14,500 14,500 44,000  157%
14 |Utilities 1,700 550 600 650 1,800 650 600 600 1,850 650
|| [=] 15 ExPENsEs TOTAL " 135316 47,066 47,050 47,722 ' 141,838 48270 47,100 47,100 ' 142470 481
- 16 |GROSS PROFIT 54,884 35634 35450 34428 ' 105512 35730 31,650 31650 ' 99,030  378:
‘ -| Budget | Assumptions | Projections | 2012-2013Final | Estimates | Gross Margin | ® A ] ol

candidates for outlining.

Do I have to prepare my worksheet before I can group the data?
Yes. Not all worksheets can be grouped, so you need to make sure your worksheet is a candidate for
outlining. First, the worksheet must contain formulas that reference cells or ranges directly adjacent to the
formula cell. Worksheets with SUM( ) functions that subtotal cells above or to the left are particularly good

Second, there must be a consistent pattern to the direction of the formula references. For example, a
worksheet with formulas that always reference cells above or to the left can be outlined. Excel will not
outline a worksheet with, say, SUM( ) functions that reference ranges above and below a formula cell.
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Analyze Data with Goal Seek

f you already know the formula result you want, but you must find an input value that produces
that result, you can use the Excel Goal Seek tool to solve the problem. You tell Goal Seek the final
value you need and which variable to change, and it finds a solution for you.

For example, you might know that you want to have $50,000 saved to purchase new equipment five
years from now, so you need to calculate how much to invest each year.

Analyze Data with Goal Seek

0 Set up your worksheet model.

Note: See the first tip to learn more
about setting up a worksheet for
Goal Seek.

© Click the Data tab.
€@ Click What-If Analysis (3).
O Click Goal Seek.

The Goal Seek dialog box
appears.
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E % || =Fvicacs.ce)

<

>

B | C | D E

2

& Interest Rate

College Fund Calculation

[+

5%
5 Period 18
6 Annual Deposit S0
7
E College Fund S0 1
9
4n [+
“ ‘ Goal Seek ‘ Margin | Break Even ‘ Equations | char - B : [ | [+
BH S ¢ 0O- Analysis - Microsoft Excel 7 52 - 0O x
Home  Inset  PageLayout Data  Review  View | Tellme whatyou wantto do.. & paulMcredmv! @
|—e g:‘mnec‘hons 5 ;&Seayl Il_?!:ash Fill f+a Consolidate zﬁmup - E
|Get External Refrech 0T 7| St Fiter oo atto S S
Data~ Al 2 Edit Links A Vo Advanced  colymns S6 Data Validation + Scenario Manager..,  ubtotal
Connections Sort & Filter Goal Seek.. Dutline -
|Qg - ‘ : | x 3 H —FV(C4,C5,C6) Data Table... v
A B | C | D E G H | J K [«]
1
2 College Fund Calculation
3
4 Interest Rate 5%
Aeviad 10
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© Click inside the Set cell box.

Q
@

fe H =FV(Ca,C5,C6) ‘

A B

| c | D E F G H J K [«

e Click the cell that contains the

type the value that you want
Goal Seek to find.

@ Click in the By changing cell box. [+

;
formula you want Goal Seek to : College Fund Calculation
work with. 4 Interest Rate 5% L
5 Period ¥ 1 18
Use the To value text box to 6 Annual Deposit | 507
7
o
9

B

College Fund

et cel
0 value:
changing cel
50 :
']
=]
‘ Goal Seek | Margin | Even ‘ Equations | Char - ® : [4] ] D]

B

£ | =Pvicacs,cs)

Click the cell that you want Goal

\
Seek to modify. A 8 o e F & n | km
@ Click OK. College Fund Calculation [
1 s Interest Rate %
() Goal Seek adjusts the changing ere 918 T

cell value until it reaches a
solution.

o @] o e w0

() The formula now shows the
value you entered in step 7.

5

Annual Deposit

College Fund

found a solution.

(51,777)

Targetvalue: 50000

$50,000 |
[=]
b e | Goal Seek | Margin ‘ Even ‘ Equations ‘ Char - @ & [ | D

) Click OK.

How do I set up my worksheet to use Goal Seek?
Setting up your worksheet model for Goal Seek
means doing three things. First, set up one cell as
the changing cell, which is the value that Goal Seek
will manipulate to reach the goal. Enter an initial
value (such as 0) into the cell. Second, set up the
other input values for the formula and give them
proper initial values. Third, create a formula for Goal
Seek to use to reach the goal.

What other types of problems can Goal Seek solve?
One common problem is called a break-even analysis,
where you determine the number of units you have
to sell of a product so that your total profits are 0.
In this case, the changing cell is the number of
units sold, and the formula is the profit calculation.
You can also use Goal Seek to determine which price
(the changing cell) is required to return a particular
profit margin (the formula).
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Analyze Data with Scenarios

You can analyze the result of a formula by creating sets of values that enable you to quickly use
those values as the inputs for a formula.

For example, one set of values might represent a best-case approach, while another might represent
a worst-case approach. In Excel, each of these coherent sets of input values — known as changing
cells — is called a scenario. By creating multiple scenarios, you can easily apply these different value
sets to analyze how the result of a formula changes under different conditions.

Analyze Data with Scenarios

o
Create da Scenano |REguIar... - | : | x b3 H =PMT{Interest_Rate / 12, Term * 12, House_Price-Down_Payment) "‘
o Set up your worksheet model. e ! g € £ £ & H L
3 House Price $100,000
4 Interest Rate 4.00%
5
& |Changing Cells:
7 Down Payment $15,000
8 Term 25
9 Paydown ($50)
10 0
Regular
11| Results: Mortgage  With Paydown
12| Monthly Payment| (5448.66). (5498.66) B
13 Total Paid  ($134,598.39) ($125,836.73)
14 Total Savings #N/A $8,761.67
15 Revised Term HN/A 21.0
1 =
“« ‘ Scenarios | Scenario Summary ‘ - ® A | [
o Click the Data tab. BHS & O- Modeling - Microsoft Excel T H - B x
h Home  Insert  Pagelayout  Formulas | Data View Paul McFedries ~ ! @
o Click What-If AnalySiS (%). (=] Connections 5| [F & Clear FE7 Flash Fil B Consalidate & Group -
’ - r[% [E] Properties i Y V= Reapply E= Bl Rem 35 Ungroup_= "=
. . |Get External Refresh 7| Sort  Filter _ Textto = n
@ Click Scenario Manager. e e e Vo i, S ouwvidton + st
Connections Sort & Filter Data Tools Goal Seek... Dutli [
|Regu|ar... - ‘ H ‘ x f H =PMT{Interest_Rate / 12, Term * 12, House_Price-Down_|  Data Iable.. v
A | B | c D E F G H 1 J [«
2 Fixed Cells: |
3 House Price $100,000
4 Interest Rate 4.00%
5
& Changing Cells:
7 Down Payment $15,000
3 Term 25
9 Paydown (550)
10
Regular
11 Results: Mortgage  With Paydown
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Scenarios:

The Scenario Manager dialog
box appears.

© click Add. =

Edit...

Summary...

Mo Scenarios defined. Choose Add to

Chi cells:

Comment:

The Add Scenario dialog box A ‘ | c b & £ & _u ‘ =
2 |Fixed Cells: |
aAppears. | owerrs simo00
. 4 Interest Rate 4.00% —
@ Type a name for the scenario. ) [fest cose ]
. . . & | Changing Cells: Changing cells,
o Click in the Changlng cells box. 7 Down Payment $20,000 [B7:89 %
3 Term 20 0 Ctrl=click cells ect non-adjacent changing cells.
Select the cells you want to 5 Paydown ($100) rortags Al et ase Seonas p
. . - maximum down payment
change in the scenario. * Regular AC R 0 >
« g 11|Results: Mortgage With Paydown Protection
9 Type a description for the 12| Monthly P,Wment|——‘L‘§—|(5484_73,_ (s584.78) || Do s L
scenario. 13 Total Paid  ($116,348.22) ($106,986.75) i
1" Total Savings HN/JA $9,361.47
@ Click OK. 15 Revised Term  #N/A 15.2
1z =]
4 r ‘ Scenarios | Scenario Summary ‘ - @ [ []
Are there any restrictions on the changing Do I need to add a description to each scenario?
cells? Yes. As you see in the next section, once you have one or
When you are building a worksheet model for more scenarios defined, they appear in the Scenario
use with scenarios, make sure that each Manager, and for each scenario you see its changing cells

changing cell is a constant value. If you use a | and its description. The description is often very useful,
formula for a changing cell, Excel replaces that | particularly if you have several scenarios defined, so be
formula with a constant value defined in the sure to write a detailed description in step 9 to help you
scenario, so you lose your formula. differentiate your scenarios later on.

continued B>
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The Scenario Values dialog box appears.

Analyze Data with Scenarios (continued)

E

a number of scenario-related tasks. For example, you can select one of your scenarios and then
click a button to display the scenario’s values in your worksheet. You can also use the Scenario
Manager to edit existing scenarios and to delete scenarios you no longer need.

xcel stores your scenarios in the Scenario Manager. You can use the Scenario Manager to perform

Use the text boxes to specify a value for each
changing cell.

(1) To add more scenarios, click Add and then repeat
steps 6 to 11.

@ Click OK.

® Click Close.

Enter values for each of the changing cells.
: Down_Payment [20000

Term |20

Paydown I -100

Scenarios:

A
Waorst Case
Likeliest Case

Changing cells: | Changing_Cells

Comment:

Mortgage Analysis - Best Case Scenario:
- maximum down payment
- minimum term

- maximum monthly paydown

Close

o |
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D'iSplay Scenaﬁos MA S ¢ 0O- Madeling - Microsoft Excel 7 0= - Ao x
Home  Inset  Pagelayout  Formulas | Data View Paul McFedries = ! @
o CI.'le the Data tab. @ EConnec.t\cms 5] Y K Clear = = Flash Fill Bo Consolidate Eamup - E
GﬂDElrmﬂ\ Refresh E‘E;TETS z| Sort Filter E:ﬂpp‘; Textto EEEE:MHQM )
. ata Al 2 Edit Links vanced  Coumns S Data Validation + Scenario Manager... 44,
o CI-]Ck E?' Connections Sort & Filter Data Tools Goal Seck. b:mt\i 1
e Click Scenaﬁo Manager |Regular... - ‘ : ‘ x fe H =PMT(Interest_Rate / 12, Term * 12, House_Price-Down Data Table... "‘
A | B | c D E F G H | J [
2 Fixed Cells: |
3 House Price $100,000
4 Interest Rate 4.00%
5
& Changing Cells:
7 Down Payment $20,000
8 Term 20
9 Paydown (5100)
10
Regular
11| Results: Mortgage  With Paydown
The Scenario Manager dialog Regular_Pay... ~ ‘ H ‘ X b3 H =PMT(Interast_Rate / 12, Term * 12, House_Price-Down_Payment) v|
box appears. A | B | c b £ F & | =
3 House Price $100,000
Click the scenario you want ‘ Interest Rate 4.00% Scenaros ]
O click y ;
1 o 6 |Changing Cells: Likeliest Case
to display
. 7 Down Payment $20,000
o C|.1Ck ShOW. 8 Term 20 0
. 9 Paydown ($100)
() Excel enters the scenario values | .
o N egular
into the changing cells and 11 Results: Mortgage _ With Paydown | crangg e chanoio.coi |
displays the formula result 12| Monthly Payment'ligiﬁ! ($584.78) Comment: Morgage o Gt Caescenrc |
. 13 Total Paid  ($116,348.22) ($106,986.75) fr;“,'.m‘;:,“m? M
e Repeat steps 4 and 5 to display 14 Total Savings #N/A $9,361.47 il
. 15 Revised Term #N/A 15.2 5 Show 7
other scenarios. 2z _ =
| Scenarios | @ : [ ] v
@ Click Close.
How do I edit a scenario? How do I remove a scenario?
If you need to make changes to a scenario, If you have a scenario that you no longer need, you should
you can edit the name, the changing cells, delete it to reduce clutter in the Scenario Manager. Click
the description, and the scenario’s input the Data tab, click [£3, and then click Scenario Manager.
values. Click the Data tab, click 25, and then = Click the scenario you want to delete. Note that Excel does
click Scenario Manager. In the Scenario not ask you to confirm the deletion, so double-check that
Manager dialog box, click the scenario you you have selected the correct scenario. Click Delete and
want to modify, and then click Edit. then click Close.
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Remove Duplicate Values from a Range or Table

ou can make your Excel data more accurate for analysis by removing any duplicate records.

Duplicate records throw off your calculations by including the same data two or more times.
To prevent this, you should delete duplicate records. However, rather than looking for duplicates
manually, you can use the Remove Duplicates command, which can quickly find and remove
duplicates in even the largest ranges or tables.

Before you use the Remove Duplicates command, you must decide what defines a duplicate record in
your data. That is, does every field have to be identical or is it enough that only certain fields are
identical?

o Click a cell inside the range or

(WD

bl Customer Country Region Unit Price  Quantity Discount Total Freight  ShipAddress
table. | Cactus Comidas para llevar__|Argentina s 4600 7 0% $ 32200 $ 1976 Cerito333

3 |Cactus Comidas para llevar _ Argentina 5 20 0% § 15500 § 19.76 Cemito333

4 |cactus Comidas para llevar  Argentina s 1500 10 0% § 15000 § 2.84 Cemito333

5 |cactus Comidas para llevar  Argentina s 4580 s 0% $ 36480 § 3151 Cermito333

6 |Cactus Comidas para llevar  Argentina s 14.00 20 0% $ 280.00 $ 31.51 Cerrito333

7 |océana attantico Ltds. Argentina 5 600 5 0% § 3000 § 127 Ing GustavoMoncada 858

8 |ocsana Atlantico Ltda. Argentina s s 2 0% § 42700 § 49.56 Ing. Gustavo Moncada 858

5 |ocsano Atlantico Lda. Argentina s 3000 6 0% $ 18000 $ 49.56 Ing. Gustavo Moncada 858

10 |Océana Atléntico Ltda. Argentina s 3480 5 0% $ 17400 § 49.56 Ing.Gustavo Moncada 858

11 |Océana Atléntico Ltda. Argentina § 2100 30 0% $ 630.00 $217.86 Ing. Gustavo Moncada 858

12 |Océana Atlantico Ltds. Argentina s 8100 15 0% $ 121500 $ 217.86 Ing. Gustavo Moncada 858

13 |Océana Atlantico Lida. Argentina s 1800 10 0% $ 180.00 $217.86 Ing. Gustavo Moncada 858

14 |Dcéana Atléntico Lda. Argentina s 1300 15 0% $ 195.00 §$ 217.86 Ing. Gustavo Moncada 858

15 |Rancho grande Argentina $ 800 5 0% $ 405.00 $ 90.85 Av.dellibertador300 ||

| invoices | invoices by Country | sheets ® PRI 0

Home  Inset  Pagelayout  Formulas  Data View Paul McFedries ~ ! o
e Click Remove Duplicates (E"E) & Ty D comeaons 4, Y s = Fash Fill B @Horoup -+ = U Data Analysis
. * ) Properties - -l Remove Duplicates [~ @Bl Ungroup =
|Get External Refresh zl Sort Filter

o Click the Data tab. ®E o o O- MS.EIMM PRI

Tz Reapply
o
Data ~ All- 5 Edit Links Vo Advanced  Columns S5 DataValidation = =5 EE Subtotal
Connections Sort & Filter Data Took Outline ) Analysis -
A2 HERE fe || cactus comidas para llevar *|

A B C E F G H 1 J

p§ Customer Country Region Freight ShipAddress
2 |cactus Comidas para llevar  |Argentina $  46.00 7 0% $ 32200 $ 19.76 Cerrito333
3 |Cactus Comidas para llevar  Argentina $ 7.75 20 0% $  155.00 $ 19.76 Cerrito333
4 |Cactus Comidas para llevar  Argentina $ 1500 10 0% $ 150.00 $ 2.84 Cerrito333
5 |Cactus Comidas para llevar  Argentina $ 4580 8 0% $ 36480 $ 3151 Cerrito333
6 |Cactus Comidas para llevar  Argentina s 1400 20 0% $ 28000 $ 3151 Cerrito333
7_|Océana Atlantico Ltda. Argentina s 6.00 5 0% S 30.00 § 1.27 Ing. Gustavo Moncada 858
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The Remove Duplicates dialog box appears.

e Select the check box beside each field that
you want Excel to check for duplication

values (|_] changes to [¢]).

Note: Excel does not give you a chance to
confirm the deletion of the duplicate records, so
be sure you want to do this before proceeding.

© click ok.

Excel deletes any duplicate
records that it finds.

() Excel tells you the number of
duplicate records that it deleted.

@ click ok.

CHAPTER
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To delete duplicate values, select one or more columns that contain duplicates.

| 5= selecan | | §= unselect Al My data has headers

Columns
Customer
Country
Region
Product
Unit Price
[+] Ouantity

S duplicate values found and removed; 452 unique values remain.

If I have a lot of columns, is there a quick way to
check for duplicates based on just a couple of
those fields?

Yes. If your table has many fields, you may want
Excel to use only one or two of those fields to look
for duplicate records. Rather than deselecting all
the other check boxes manually, first click Unselect
All in the Remove Duplicates dialog box to clear all
the check boxes (|¥] changes to[_]). You can then
select just the check boxes you want Excel to use

(L] changes to [¥]).

Can I remove duplicates even if my range does
not have column headers?

Yes. Excel can still examine the column data
even if there are no headers. In this case, follow
steps 1 to 3 to open the Remove Duplicates
dialog box, then make sure the My data has
headers check box is deselected (|_]). Use the
check boxes labeled Column A, Column B, and
so on to choose the columns that you want Excel
to check for duplicate values ([_] changes to [¥])
and then click OK.
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conditional format is formatting that Excel applies only to cells that meet the criteria you specify.

For example, you can tell Excel to apply the formatting only if a cell’s value is greater or less
than some specified amount, between two specified values, or equal to some value. You can also look
for cells that contain specified text, dates that occur during a specified timeframe, and more.

You can specify the font, border, and background pattern, which helps to ensure that the cells that
meet your criteria stand out from the other cells in the range.

0 Se[eCt the range With WhiCh B/H S = GDP Growth Rates - Microsaft Excel 2 = - i
Home Page Layout Formulas Data Review Tell me what you want to do... ¥ Fedries ~
you Want tO Work' [ Calibri T ax ==Es. = N$ Conditional Formatting = &= Insert - ~ v
e Cl.]Ck the Home tab ¢ BIU-E- O-A- SE=EE R g ) [ L ET S &) Greater Than..
. .. Clipboard T Font I Alignment 7] MNumber I m IDp[EDltom Rules . F Less Than
6 Click Conditional B3 - % | 1.98844450783358
. Data Bars » Between
Formatting (F3z). A T S S A =
1 GDP — % Annual Growth Rate: =1 coorscies | [ o
O Click Highlight Cells Rules. 2 2002 2003 | 2004 L2005 | 200¢
3 |world 20 2.7 40 35 4.0 leon Sets 8 Text that Contains...
: 4 |Albania 25 b 5.5 555 5.0
a Click the operator you want B e eorte a7 | 63 | 52 | =1 | 200 " | 8 aomeocarin-.
to use for the condition. 6 |Angola 145 33 112 183 207 yene, T e v
7 |Antigua and Barbuda 25 Sl 7.0 4.2 13.3 -Y.b ) - B
A dialog box appears the 8 |Argentina -10.9 8.8 9.0 9.2 8.5 8.7 6.8 More Rules,
. ! 9 |Armenia 13.2 14.0 10.5 13.9 13.2 13.7 6.9 -14.1 7l 4.6
name of which depends on 10|Australia o> 3.9 3.3 42 3.0 3.1 3.6 3.8 1.4 23 18
. : 11 |Austria 1.7 0.9 2.6 2.4 3.7 3.7 1.4 -3.8 2.3 3.1
the Operator you C|'1Cked mn 12 | Azerbaijan 10.6 11.2 10.2 26.4 34.5 25.0 10.8 ZLE) 5.0 1.0
step 5. 13|Bahamas, The 27 13 | 09 3.4 2.5 14 23  -49 | 02 16
14 |Bangladesh 4.4 5.3 6.3 6.0 6.6 6.4 6.2 5.7 6.1 6.7
15 |Belarus 5.0 7.0 11.4 9.4 10.0 8.6 10.2 0.2 7.7 5.3
Type the value you want to
use for the condition. Greater Than > IEN |
You can also click Collapse Format cells that are GREATER THAN:
Dialog (&), click a worksheet
. [ '_‘ - " s
cell, and then C|.'ICk Restore 8 0 £®:| with | Green Fill with Dark Green Text "0
. Light Red Fill with Dark Red Text
Dial
ialog (). Yellow Fill with Dark Yellow Text
: (Green Fill with Dark GreenText  :
Depending on the operator, Light Red Fill
. Ld. L R AV AV LS. S REd Text
you may need to specify two 39 33 42 30 |RedBorder
values. = = = = Custom Format...

0 Click this drop-down arrow
(), and then click the
formatting you want to use.

To create your own format, click
Custom Format.
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© click oK.

Format cells that are GREATER THAN:

8 with |Green Fill with Dark Green Text | v |

O x| caner |

(© Excel applies the formatting to A = c o e F c : : ; P

GDP — % Annual Growth Rates (Source: The World Bank)
2002 2003 2004 2005 2006 2007 2008 2009 2010 2011

cells that meet the condition

1
2
you speciﬁed. 2 |world 20 | 27 4.0 3.5 4.0 3.9 13 22 43 2.7

4 Albania 2.9 5.7 5.9 5.5 5.0 5.9 7.7 3.3 3.5 3.0
5 Algeria 4.7 6.9 5.2 5.1 2.0 3.0 2.4 2.4 3.3 2.5
6 Angola 14.5 3.3 11.2 183 20.7 226 138 2.4 3.4 3.4
7 Antigua and Barbuda 2.5 5.1 7.0 4.2 1l533! -9.6 1.5 -10.3 -8.9 -4.2
8 |Argentina -10.9 8.8 9.0 1950 8.5 8.7 6.8 0.9 7 8.9
9 |/Armenia & Bl 14.0 10.5 139 g2 L7 6.9 -14.1 21 4.6
10 Australia 3.9 3.3 4.2 3.0 3.1 3.6 3.8 1.4 2.3 1.8
11 Austria 1.7 0.9 2.6 2.4 3.7 3.7 1.4 -3.8 2.3 3.1
12 Azerbaijan 10.6 11.2 10.2 26.4 34.5 25.0 10.8 23 5.0 1.0
13 Bahamas, The 2.7 -1.3 0.9 3.4 2.5 1.4 -2.3 -4.9 0.2 1.6
14 Bangladesh 4.4 5.3 6.3 6.0 6.6 6.4 6.2 5.7 6.1 6.7
15 Belarus 5.0 7.0 11.4 9.4 10.0 8.6 10.2 0.2 7.7 5.3

Can I set up more than one conditional format How do I remove a conditional format?

on a range? If you no longer require a conditional format,

Yes, Excel enables you to specify multiple conditional = you can delete it. Follow steps 1 to 3 to select
formats. For example, you could set up one condition | the range and display the Conditional

for cells that are greater than some value, and a Formatting drop-down menu, and then click
separate condition for cells that are less than some Manage Rules. Excel displays the Conditional
other value. You can apply unique formats to each Formatting Rules Manager dialog box. Click the
condition. Follow steps 1 to 8 to configure the new conditional format you want to remove and then
condition. click Delete Rule.

247



Highlight the Top or Bottom Values in a Range

hen analyzing worksheet data, it is often useful to look for items that stand out from the
norm. For example, you might want to know which sales reps sold the most last year, or which
departments had the lowest gross margins.

You can do this by setting up top/bottom rules, where Excel applies a conditional format to those
items that are at the top or bottom of a range of values. For the top or bottom values, you can
specify a number, such as the top 5 or 10, or a percentage, such as the bottom 20 percent.

o Select the range with which you
want to work.

© click the Home tab.

@ click Conditional
Formatting (F).

@ click Top/Bottom Rules.

o Click the type of rule you want
to create.

A dialog box appears, whose
name depends on the type of
rule you clicked in step 5.

Type the value you want to use
for the condition.

0 Click this drop-down arrow
(), and then click the
formatting you want to use.

() To create your own format, click
Custom Format.
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H % & - Sales Reps Sales - Excel 7 m -
Home Qvage layout  Formulas  Data  Review  View | Tell me what you warlllo do ?] Paul McFedries ~
'n'nj ?" [calibri e Ak E=Ee- & [y -] B 7| Eincen ¥ Q‘V #
- * Delete y
Paste ¢ LTI =&E B $-%0 wH Highlight Cells Rules > ot g;;:fi;;':
Clipboard 1 Font [ Alignment 5 Numbg 4 _ @:‘ —
.
| sales_for 2016~ | Fo | 960492
A 8 c | D | | % Top 10%...
1 4
2 Sales Rep 2015 Sales 2016 Sales % Color Scales * | Hiffg) Bottom 10 ltems...
3 | Nancy Freehafer $996,336 $960,492 J—
4 Andrew Cencini $606,731 $577,983 lcon Sets ' Battom 10%...
s | Ian Kotas $622,781 $967,580
6| Mariya Sergienko 765,327 771,399 El NewRue.. @ Above Average...
7| Steven Thorpe $863,589 $827,213 3 earRules '
8 | Michael Neipper $795518 | $669,394 B Manage Rules... | Below Average...
o| Robert Zare $722,740 | $626,945
10| Laura Giussani $992,059 $574,472 More Rules...
1 Anne Hellung-Larsen $659,380 $827,932
12| Kyra Harper $509,623 $569,609 40
13 David Ferry $987,777 $558,601
14| Paul Voyatzis 685,091 $692,182
15 | Andrea Aster $540,484 $693,762
16| Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18| Karen Hammond 503,699 $975,455
19| Vince Durbin $630,263 $599,514
20| Paul Sellars $779,722 $596,353
21 Gregg O'Donoghue $592,802 | $652,171
A B C D
Sales Rep 2016 Sales
_______ $960,492
~ $577,983
Format cells that rank in the TOP:
5 |+ with |Llight Red Fill with Dark Red Text | v $771,399
Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text 5669 394
Green Fill with Dark Green Text
flight Red Fill___, $626,945
Red Text
10 Lalped Border $574,472
1hl AniCustom Format...
12 Kyra Harper $569,609
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© click ok. A 5 R
1
2 Sales Rep 2015 Sales 2016 Sales
3 $960,492
4
c | | Format cells that rank in the TOP:
S 1[s 2] with [LigntRed Fin
T
g8
9 |
10 | Laura Giussani $992,059
11| Anne Hellung-Larsen $659,380
12 Kyra Harper 5509,623
() Excel applies the formatting to cells that A II B c D
o e ope 1
meet the condition you specified. o T salesRep 201550l | 2016 Sales
3 Nancy Freehafer $996,336 5960,492
4 Andrew Cencini 5606,731 §577,983
5 lan Kotas 5622,781 5967,580
6 Mariya Sergienko $765,327 §771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper $795,518 $669,394
9 Robert Zare §722,740 5626,945
10 Laura Giussani $992,059 S574,472
11 Anne Hellung-Larsen $659,380 5827,932 ‘0
12 Kyra Harper $509,623 5569,609
13 David Ferry $987,777 5558,601
14 Paul Voyatzis $685,091 5692,182
15 Andrea Aster $540,484 $693,762
16 Charles Granek $650,733 $823,034
17 Karen Aliston $509,863 $511,569
18 Karen Hammond 5503,699 5975,455
19 Vince Durbin $630,263 §599,514
20 Paul Sellars 5779,722 $596,353
21 Gregg 0'Donoghue 5592,802 $652,171
Can I highlight cells that are above or below How do I remove a top/bottom rule?
the average? If you no longer require a top/bottom rule,

Yes, Excel also enables you to create top/bottom rules based | you can delete it. Follow steps 1 to 3 to

on the average value in the range. First, follow steps 1 to 4 | select the range and display the Conditional
to select the range and display the Top/Bottom Rules menu. = Formatting drop-down menu. Click Clear
Then click either Above Average to format those values that | Rules, and then click Clear Rules from
exceed the range average, or Below Average to format those | Selected Cells. Excel removes the rule from
values that are less than the range average. the range.
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n some data analysis scenarios, you might be interested more in the relative values within a range
than the absolute values. For example, if you have a table of products that includes a column
showing unit sales, how do you compare the relative sales of all the products?

This sort of analysis is often easiest if you visualize the relative values. You can do that by using
data bars. Data bars are a data visualization feature that applies colored, horizontal bars to each cell
in a range of values, and these bars appear “behind” the values in the range.

0 Select the range with which you want
to work.

© click the Home tab.
€ Click Conditional Formatting (Fz).
@ Click Data Bars.
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A B C D

1 |Product Name Units S Total

2 |Morthwind Traders Almonds 20( s 200
3 |Morthwind Traders Beer 487 S 6,818
4 |Northwind Traders Boysenberry Spread 100( $ 2,500
5 |MNorthwind Traders Cajun Seasoning 40| S 880
6 |Morthwind Traders Chai 10( s 720
7 |Morthwind Traders Chocolate 200 % 2,550
8 [Northwind Traders Chocolate Biscuits Mix 85( S 782
9 |MNorthwind Traders Clam Chowder 290| $ 2,799
10 |Northwind Traders Coffee 650| 5 29,900
11 |Morthwind Traders Crab Meat 120( $ 2,208
12 [Morthwind Traders Curry Sauce 65| S 2,600
13 [Morthwind Traders Dried Apples 40| $ 2,120
14 |Morthwind Traders Dried Pears 40| $ 1,200
15 |Northwind Traders Dried Plums 75| S 263
16 | Morthwind Traders Fruit Cocktail 40| S 1,560
17 |Northwind Traders Gnocchi 10| § 380
18 [Northwind Traders Green Tea S §22

I'.IE E - D = Conditional Formatting - Microsoft Excel ?
Home Page Layout Formulas Data Review View me what you want to
& Calibri e - == ¢ Genel Conditional Formatting ~ E“Insert -
Paste - BIU-IAA = $-% Highlight Cells Rules » [[Delete -
4 HAd - &'A' == B 5 0 ] B Forrmat -
Clipboard  a Font [F] Alignment [ Mumber T TopfBotlom Rules , Cells
B2 - A || 20
Data Bars »
A | o]
1 |Product Name Ur E:I Color Scales N
2 [Northwind Traders Almonds
3 |Northwind Traders Beer Icon Sets '
4 |Northwind Traders Boysenberry Spread B HewRule.,
5 |MNorthwind Traders Cajun Seasoning R Clear Aules )
6 |Northwind Traders Chai [ Mansge Rules...
7 |Northwind Traders Chocolate U0 s 2,550
8 |MNorthwind Traders Chocolate Biscuits Mix 85| S 782
9 |Northwind Traders Clam Chowder 290( $ 2,799
10 |Northwind Traders Coffee 650( $ 29,900
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o Click the fill type of data bars e 0> Cenditianal Farmatiing - Microsaft Excel ? H -0 x
you want to create: he | Insert Page Laymrt Formulas  Data  Review  View | Temewnstyouwanttoce.. O | Jf @
() Gradient Fill data bars begin with 57U - $ % EEH o KDeletz - B
. o o0 . Highlight Cells Rules » |
a solid color, and then gradually -2 A' o s fromat- | &
. Font ] Alignment ] Mumber ) Cells Editing -~
fade to a lighter color. j | =] LopfBottom Rules > —
|| o= 20 v
() Solid Fill data bars are a solid . | Sl -
C0l0r° Name ur % Color Scales 3 ﬁ
hd Traders Almonds
hd Traders Beer | lcon Sets v |pm—
hd Traders Boysenberry Spread B Hew Rule., ﬁ E E
hd Traders Cajun Seasoning 3 Clear Rules ) 4{,
hd Traders Chai E Mansge Rules.. ﬁ E E
hd Traders Chocolate 2,550 M@'“
hd Traders Chocolate Biscuits Mix
hd Traders Clam Chowder
hd Traders Coffee
(© Excel applies the data bars to A B c D
each cell in the range. 1 [Product Name Units S Total
2 |Northwind Traders Almonds 20 § 200
3 Northwind Traders Beer B as7 s 6,818
4 Morthwind Traders Boysenberry Spread 100 $ 2,500
5 Morthwind Traders Cajun Seasoning 40 S 880
& Morthwind Traders Chai 40 S 720
7 MNorthwind Traders Chocolate 200 S 2,550
3 Morthwind Traders Chocolate Biscuits Mix l] §5 % 782
3 Morthwind Traders Clam Chowder 290 § 2,799
10 MNorthwind Traders Coffee s 29,900
11 Northwind Traders Crab Meat 120§ 2,208
12 Morthwind Traders Curry Sauce 65 % 2,600
13 Morthwind Traders Dried Apples 40 % 2,120
14 Morthwind Traders Dried Pears 40 % 1,200
15 MNorthwind Traders Dried Plums 75 5 263
16 Northwind Traders Fruit Cocktail 0 s 1,560
17 Northwind Traders Gnocchi 10 % 380
18 Northwind Traders Green Tea 275 $ 822

How do data bars work?

The length of the data bar that appears in each cell
depends on the value in that cell: The larger the
value, the longer the data bar. The cell with the
highest value has the longest data bar, the cell with
the lowest value has the shortest data bar, and the
other cells have data bars with lengths that reflect
each cell’s value.

How do I delete data bars from a range?

If you no longer require the data bars, you can
remove them. Follow steps 1 to 3 to select the
range and display the Conditional Formatting drop-
down menu, and then click Manage Rules. Excel
displays the Conditional Formatting Rules Manager
dialog box. Click the data bar rule you want to
remove, click Delete Rule, and then click OK.
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Analyze Cell Values with Color Scales

hen analyzing worksheet data, it is often useful to get some idea about the overall distribution
of the values. For example, it might be useful to know whether a range has a lot of low values
and just a few high values.

You can analyze your worksheet data by using a conditional format called color scales. A color scale
compares the relative values of cells in a range by applying shading to each cell, where the shading
color is a reflection of the cell’s value.

Analyze Cell Values with Color Scales

: : A i i s L) s 50 o - ] & i i 0 | o WO K 2|
o Select the range with which you 1 GDP — % Annual Growth Rates (Source: The World Bank) U
want to work. |2 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011
3 [World 1.3 2.2 4.3 2.7
4 |Albania
| 5 |Algeria
6 [Angola
7 |Antigua and Barbuda
8 |Argentina
EArmenia
10 [Australia 1
11|Austria
12 |Azerbaijan
12 |Bahamas, The
14|Bangladesh
15 |Belarus
|16 | Belgium .
C 0 [ s [t | @ | O o
o cl’ick the Home tab, BH S o - GOP Growth Rates - Microsoft Excel 75 - 0O x
Home Pagelayout  Formulss  Data  Review Tell me what you wantto do., © PauIM(Fedries'!.
spe . _ - -
9 Click COI'.Id'It'IOI‘Ial D[;)i;- i e a s m=Eee = @mzﬁ i é iy
Formatting (F%2). e s ausm s sE=es B gy | et 0T O s
. Cliphoard & Font ] Alignment G Mumber F Rules Cells Editing -
e Click Color Scales. 53 <[~ 2 198sanasorsazss - .
A | V| e e | R anw | p———— )
1 GDP — % Annual Growth@fAlsg Color Scales orld Bank) U
2 2002 2003 2004 2005 2009 2010
3 |World 2.7 0 2.2
| 4 |Albania
5 |Algeria [ Clear Rules
6 |Angola T & Mansge Rules
| 7 |Antigua and Barbuda
8 |Argentina
‘9 |[Armenia
10 |Australia L
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o Click the color scale that has the @& <~ = O~ BB St - ke T o
[ h t t I_ Home  Inset  Pagelayout  Formulas  Data  Review  View __ren me what you want to do... ¥ Paul McFedries ~ ! o
color scheme you want to apply. Aﬁ;:v e i @ e E:::,:, é Sy %
EE TR RO Can | B L e
Clipboard & Font [ Alignment & Mumber & I Rules > - Cells Editing -~
\33 ~ \ ; ‘ B % || 1.98844450783358 - v
A {F A e i | Wt I W P L] DataBers " T | [+]
1 GDP — % Annual Growth Ratey | BEEHEE (]
2 2002 2003 2004 2005 200 ) 1
3 |world 2.0 L] teonsets ===
4 |Albania B Newhulen. ﬁ ﬂ = &
gl Algeria [@ Clear Rules ’
& |Angola D Monoge fules. Mare Rules..
7 |Antigua and Barbuda
8 |Argentina
9 |Armenia
10 |Australia L
] ] A B C D E F G H 1 R
o Excel appl.les the color scales to 1 GDP — % Annual Growth Rates (Source: The World Bank) U
each cell in the range. 2 " 2002 2003 2004 2005 2006 2007 2008 2009 2010 2011
3 World 20 27 4.0 35 4.0 39 il-g 4.3 2.7
4 Albania 29 5.7 59 55 5.0 59 7.7 33 3.5 3.0
s Algeria 47 6.9 5.2 51 2.0 3.0 2.4 2.4 33 2.5
& Angola 145 33 11.2 13.8 2.4 3.4 3.4
7 Antigua and Barbuda 2.5 5.1 7.0 4.2 13.3 1.5
= Argentina 8.8 9.0 92 8.5 8.7 6.8 0.9 9.2 8.9
3 Armenia 132 140 105 139 132 137 69 [dAd] 21 46
10 Australia 39 3.3 4.2 3.0 3.1 36 3.8 1.4 23 1.8
11 Austria & 17 0.9 2.6 2.4 3.7 37 14 BEER :: 3.1
12 Azerbaijan 106 112 102 10.8 9.3 5.0 1.0
13 Bahamas, The 27 -1.3 0.9 34 25 1.4 0.2 1.6
14 Bangladesh 4.4 53 63 6.0 6.6 6.4 6.2 57 6.1 6.7
15 Belarus 50 7.0 114 94 100 86 1032 0.2 77 53
16 Belgium 1.4 0.8 3.3 1.8 2.7 29 1.0 22 19
. | sheet1 | Sheatz | @ Hal _ 0]

In what other situations are color scales useful?
Besides showing patterns, color scales can also tell
you whether your data includes any outliers, values
that are much higher or lower than all or most of the
others. Similarly, you can also use color scales to
make value judgments about your data. For example,
high sales and low numbers of product defects are
good, whereas low margins and high employee
turnover rates are bad.

When should I use a three-color scale versus

a two-color scale?

If your goal is to look for outliers or to make value
judgments about your data, go with a three-color
scale because outliers stand out more, and you can
assign your own values to the colors (such as
positive, neutral, and negative). Use a two-color
scale when you want to look for patterns in the
data, as a two-color scale offers less contrast.
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Analyze Cell Values with Icon Sets

hen you are trying to make sense of a large data set, symbols that have common or well-known

associations are often useful for clarifying the data. For example, for most people a check mark
means something is good or finished or acceptable, whereas an X means something is bad or unfinished
or unacceptable; a green circle is positive, whereas a red circle is negative (think traffic lights).

Excel puts these and many other symbolic associations to good use with the icon sets feature. You
use icon sets to visualize the relative values of cells in a range.

Analyze Cell Values with Icon Sets

Select the range with which you N - D E F G H [
want to work. 1 StudentID Grade
2| 64947
3| 69630
4| 18324
5| 89826
@]
7]
8]
9]

>

63600
25089
89923
13000
10| 16895
11| 24918
12| 45107
13| 64090
14| 94395
15| 58749
16| 26916
17| 59033
18| 15450

+ | CDPGrowthRates | StudentGrades = (& i [ | D]

o Click the Home tab. [SEan Chapter07 - Microsoft Excel ? H - O %
. e Home Page Layout Formulas Datg Review  View Tell me what you want ta do... ¥ |[McFedries = ! (]
0 Click Conditional & Y 3 = Bt « X - 4r-

. [35 . TR - k - T #-
Formatting (F3). b E@ Py ==- §-% R cmecamer » [ #

- == B 8 % JFormat- & -

e Cth ICOn SetS. Cliphoard Fant 6o Algnment G Number @Tﬂpmmmﬂule; , | cels Editing

B2 R B

>

<

[h:| DstaBars »
A [EEFEE D
StudentID Grade

64947 82

69630

»
»
18324 B MewRule...
89826 [# Clear Rules »
63600 [E] Manage Rules...

25089
89923
13000
16895
24918
45107

ey
Sleiolil e Gl
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o Click the type of icon set you want & o e ] Number -] [EEENP RIS
BB- BT U- AW $-% . KDelete -+ [¥] - i~
tO apply. Pajte & m- beA- == - o m Highlight Cells Rules » bromat- | &+
Clipboard & Font 5o Alignment no Mumber & @3 TopiBottom Rules Cells Editing ~
The categories include Directional, B SNE 5| e ol /
Shapes, Indicators, and Ratings. N - D "G H !
1 StudentID Grade @ Color Scales » H
2— 64947 82 = Directional
3| 69630 = 4049 PO
4| 13324 O Hewhuie.. P AN
5 | 89826 3 Clear Rules ,
6 | 63600 [ Manage Bules.. : ig; 3 TAsuE
L 25089 Shapes
g— fzzsi eo0® eoo
o 1630c oL@ RO N
1| s S
e Y ¢ R
14| 94395 ;‘:“:; h
% ;:;iz w ol W all il all il
17| 59033 QIO il wl wl il il
18| 15450 B B &2 af 2
| D dh B ot Siudant (Grarl ‘ [ I v — IMore Rules
() Excel applies the icons to each cell A B c D E G G H ]
_in the ran 1 |StudentID || Grade
ange. 2 64947 (D 82
3 69630 () 66
4 18324 (D 52
5 89826 (D 94
6 63600 (D 40
7 25089 () 62 1
8 89923 (@ 88
9 13000 (0 75
10 16895 () 66
11 24918 () 62
12 45107 O 71
13 64090 (@ 53
14 94395 () 74
15 58749 () 65
16 26916 () 66
17 59033 () 67
18 15450 () 68 =
4+ | GDP GrowthRates | StudentGrades | (@ i [ T |
How do icon sets work? How do I use the different icon set categories?

With icon sets, Excel adds a particular icon to each The Excel icon sets come in four categories:
cell in the range, and that icon tells you something Directional, Shapes, Indicators, and Ratings. Use

about the cell’s value relative to the rest of the Directional icon sets for indicating trends and data
range. For example, the highest values might be movement; use Shapes icon sets for pointing out the
assigned an upward-pointing arrow, the lowest high (green) and low (red) values; use Indicators to
values a downward-pointing arrow, and the values add value judgments; and use Ratings to show where
in between a horizontal arrow. each cell resides in the overall range of data values.
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xcel's conditional formatting rules in Excel — highlight cells rules, top/bottom rules, data bars,
color scales, and icon sets — offer an easy way to analyze data through visualization.

However, these predefined rules do not suit particular types of data or data analysis. For example, the
icon sets assume that higher values are more positive than lower values, but that is not always true;
in a database of product defects, lower values are better than higher ones. To get the type of data
analysis you prefer, you can create a custom conditional formatting rule and apply it to your range.

0 Select the range you want to work with. A B C D EL_F 6 H |
1 | Product Defects
2 Workgroup Group Leader Defects | Units % Defective
3 A Hammond 8 969 0.8%
4 B Hammond 4 815 0.5%
5 C Hammond 14 |1,625 0.9%
6 D Hammond 3 1,453 0.2%
i E Hammond 9 767 1.2%
8 F Hammond 10 1,023 1.0%
9 G Hammond 15 |1,256 1.2%
10 H Hammond 8 781 1.0% 0
11 L Bolter 7 1,109 0.6%
12 M Bolter 8 1,021 0.8%
13 N Bolter 6 812 0.7%
14 0] Bolter 11 977 1.1%
15 P Bolter 5 1,182 0.4%
16 Q Bolter 7 961 0.7%
17 R Bolter 12 689 1.7%
18 T Bolter 19 1,308 1.5%
1 - | Student Grades Product Defects ® 4
e CliCk the Home tab. uﬂ E - D s ChapterQ7 - Microsoft Excel
e Cljck Conditional Formatting (F@)_ v Hnms. . PageLayi_lt Formulas Data Review .V.ie./v Te ."5..“5' you want to
Calibri =14 - Perc Conditional Formatting = E‘“Insert -
0 Click New Rule. E% ’ B| ,I i- A_A. ’ Z 5= | @ ‘:‘%;“8% ’ Highlight Cells Rules » ]E:::t_
Clipboard & Font F] Alignment m Mumber & TopiBottom Rules N Cells
F3 - £ || =D3fE3
Data Bars r
A B C D E [Eeied |
1 | Product Defects E] Color Seales g
2 Waorkgroup Group Leader Defects | Units % De
3 A Hammond | 8 969 _ o L= e ]
4 B Hammond 4 815 . [dew Rule..
5 C Hammond 14 |1,625 0,7 Clear Rules 4
6 D Hammond 3 1,453 0,2 ManageRules..
7 E Hammond 9 767 1.2%
8 F Hammond 10 |1,023 1.0%
9 G Hammond 15 1,256 1.2%
10 H Hammond 8 781 1.0%
11 L Bolter 7 1,109 0.6%
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The New Formatting Rule dialog box
appears.

e Click the type of rule you want to
create.

e Edit the rule’s style and formatting.

The controls you see depend on the rule
type you selected.

With Icon Sets, click Reverse Icon
Order if you want to reverse the normal
icon assignments, as shown here.

@ cClick OK.

Excel applies the conditional formatting
to each cell in the range.

How do I modify a custom conditional
formatting rule?

Follow steps 1 to 3 to select the range and
display the Conditional Formatting drop-down
menu, and then click Manage Rules. Excel
displays the Conditional Formatting Rules
Manager dialog box. Click the rule you want
to modify and then click Edit Rule.

MNew Formatting Rule ?

Select a Rule Type:

= Format all cells based on their values
= Format only cells that contain
&--— Format only top or bottom ranked values
= Format only values that are abowve or below average

= Format only unique or duplicate values
= Use a formula to determine which cells to format

Editthe Rule Description:

Format all cells based on their values:

@Fgrmat Stler 1con Sets v Reverse [con Order

lcon Style: O @ - D Show [con Only

Display each icon according to these rules:

kon Yalue Type

] - BT
O * | when value is == |»| |67 | | Percent ~

== v |33 E&E Percent w

} oK Cancel

bt when < 67 and

@ T | when < 33

2 Workgroup Group Leader Defects Units * Defective
3 A Hammond 8 969(( 0.8%
4 B Hammond a4 815@ 0.5%
5 C Hammond 14 1,625 0.9%
6 D Hammond 3 [1,453|@ 0.2%
7 E Hammond 9 67| 1.2%
8 F Hammond 10 |1,023|(0 1.0%
9 G Hammond 15 |1,256|0 1.2%
10 H Hammond 8 7810 1.0%
11 L Bolter 7 [1,109|@ 0.6%
12 M Bolter 8 (1,021 0.8%
13 N Bolter 6 8120 0.7%
14 0 Bolter 11 977 1.1%
15 P Bolter 5 [1,182|@ 0.4%
16 Q Bolter 7 961|(D 0.7%
17 R Bolter 12 689D 1.7%
18 T Bolter 19 |1,308)@ 1.5%
1 Student Grades Product Defects ® L]

How do I remove a custom rule?

Follow steps 1 to 3 to select the range and display the
Conditional Formatting drop-down menu, click Clear Rules,
and then click Clear Rules from Selected Cells. If you
have multiple custom rules defined for a worksheet and no
longer require them, you can remove all of them. Click the
Home tab, click Conditional Formatting, click Clear
Rules, and then click Clear Rules from Entire Sheet.
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Consolidate Data from Multiple Worksheets

t is common to distribute similar worksheets to multiple departments to capture budget numbers,
inventory values, survey data, and so on. Those worksheets must then be combined into a
summary report showing company-wide totals. This is called consolidating the data.

Rather than doing this manually, Excel can consolidate your data automatically. You can use the
Consolidate feature to consolidate the data either by position or by category. In both cases, you
specify one or more source ranges (the ranges that contain the data you want to consolidate) and
a destination range (the range where the consolidated data will appear).

Consolidate by Position

Hlk HOME INSERT PAGE LAYOUT DATA REVIEW VIEW DE PER Paul McFedries ~ ! 1]
o Create a new WorkSheet that B W =l Connections 5l Clear oY [E7 Flash Fill o Consolidate Heroup + = Py Salver
] 3 Get External = S Ve Reapply == BB Remnove Duplicates 7 What-If Analysis = BB Ungroup + ==
uses the same layout (including bt e IELEE PSR o P
row and COlumn headEI’S) as the 2 |Product I SMMMR:I Apr May Da““‘;:n Jul -‘:::M r‘Se‘:”w oct | |
. &»3 Books
sheets you want to consolidate. 2 softwara
5 CD-ROMs
o Open the WOrkbOOkS that Contain «: | Consolidated Sales | Consolidated Expenses | (¥

the worksheets you want to

HOME INSER PAGE FORM DATA REWE® VIEW  DEVEL leM() o .

consolidate.
E6 M A||@HE ®- - O = odwsen?
Sel.ect the upper-le'ﬂ: corner N 5 - Dh HOME IMSER PAGE  FORM DATA A

2 |Product Jan Feb M

[CER |
5 Books  |23,500 23,000 24,1
1 Software 28,750 27,800 29,3 A 8 C
5
8

of the destination range.

. . 2 |Product Jan Feb  Mai FILE WEw DEVEL P | @
o Click the Data tab. CO-RAMs| 24,300 24,000 253 o ooks 124,675 24,150 25,2‘ N | 2 |
. Sales | Expenses 4 |Software 30,188 29,190 30,97 E4 A - | 30380 v
o C|.1Ck Consolidate (g"u). 1] |51 A B c o E [

2 Product Jan Feb Mar Apr  May ]
3 Books 23,030 22,540 23,520 24,598 24,500 |
4 Software 28,175 27,244 28,910 30,380 29,890 |
5 CD-ROMs 23,912 23,520 24,745 26,068 26,460 |

The Consolidate dialog box
appears.

v Sales | Ewpen: - ® ¢ [ | [
@ Click the Function drop-down S L. . . s
arrow (v), and then Cljck the 2 Product lan Feb Mar A E‘:M 30 P oct | |
. 3 |Books Beference
summary function you want + sofeware : Z
5 CD-ROMs 2
to use Al references:
: : ‘ «+ | Consolidated Sales | Consolidated Expenses | B elete
@ Click inside the Reference e
Left eolumn Create links to gource dats
text box. =
B3 . #
e Select one of the ranges you AL ek e e e e omm e 8
. 2 ‘Prnduci Aug Sep Qct Nov Dec
want to consolidate. 3 Books 24,000 24,000 26,000 24,000 24,000
4 Software 29,500 29,500 32,000 29,500 29,500 © Divsiond - Micros.. 2
o cljck Add. 5 |CD-ROMs | 25,250 25,250 28,000 25,250 25,250 HOM INSER PAGE FORM DATA REVIE WIEW DEVEL vT| e
1) v s
e R & 13091 F4 -] £ | 30380 i
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() Excel adds the range to the All
References list.

@ Repeat steps 7 to 9 to add all ‘E;m:tiom EI
the consolidation ranges. um
. Reference:
@ Click OK. ['C:\Userﬁ\.Paul'\Doournents\[Division3'xls>dSa|es'!$B$3:SM$5 | Browse...

All references:

‘Ci\Users\Paul\Documentsy[Division1xlsx]Sales 1$B$3: 30485
Users\PauI\Domments'\ Division2.xlsx]Sales''$ B$3 $M$5

Use labels in
[]10p row
[JLeftcolumn [ ] Create links to source data

() Excel consolidates the data from | A B c C E F G H ! ) K
. 2 |Product Jan Feb Mar Apr May Jun Jul Aug Sep Qet
the source ranges and dlsplays 3 |Books | 71,205 ! 69,690 72,720 76,053 75750 76,962 78,780 72,720 72,720 78,780
: : : 4 |Software 87,113 84,234 89,385 93,930 92,415 90,900 93,930 89,385 89,385 96,960
the summary in the dest1 nation 5 |cD-ROMs| 73,932 72,720 76,508 80,598 81,810 81,053 81,810 76,508 76,508 84,840
ra nge. | Consolidated Sales | Consolidated Expenses | (3

B E - - O = Division? - Microsoft Excel 7 B - 0 x|
QR Fove kR e FoRM DaTA REvE viEw DEvEL  Paibil| @

R ;&‘ B H - & 0O = Division - Micresoft Excel ?2 5 - @ x
HOME INSER |PAGE FORM DATA REVE WIEW DEVEL  Paulb| @

A | 8 c D
2 Product Jan Feb M. ‘

3 Books 23,500 23,000 24,0 B° 4R E & | N
4 Software 28,750 27,800 29,5 A B [+ DIEAH ®- @~ O 5 Dusiond-Meros ? ®H - 0O x
5 CD-ROMSs 24,400 24,000 25,7 2 Product Jan Feb  Ma HOM INSER PAGE FORM DATA REVIE VIEW DEVEL D] e
6 3 Books 24,675 24,150 25,2
| e | ewerses | @ 4 Software 30,188 29,190 30,97 B3 HHE % | 30380 +
5 CD-ROMs 25,620 25,200 26,5 A B ¢ o E = =
: _saies | experses | Product | Jan Feb Mar Apr May |

Software 28,175 27,244 28,910 30,380 29,890
CD-ROMs 23,912 23,520 24,745 26,068 26,460 | .
4G Bpen: - ® ¢ W] o]

2
3 |Books 23,030 22,540 23,520 24,598 24,500
4
5

Is there an easy way to update the consolidation if the source data changes?

If the source data changes, then you probably want to reflect those changes in the consolidation
worksheet. Rather than running the entire consolidation over again, a much easier solution is to select the
Create links to source data check box (] changes to [¥]) in the Consolidate dialog box. This enables you
to update the consolidation worksheet by clicking the Data tab and then clicking Refresh AlL.

This also means that Excel creates an outline in the consolidation sheet, and you can use that outline to
see the detail from each of the source ranges. See the “Group Related Data” section earlier in the chapter
to learn more about outlines in Excel.

continued P>
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f the worksheets you want to summarize do not use the same layout, you need to tell Excel to
consolidate the data by category. This method consolidates the data by looking for common row
and column labels in each worksheet.

For example, suppose you are consolidating sales and Division A sells software, books, and videos;
Division B sells books and CD-ROMs; and Division C sells books, software, videos, and CD-ROMs. When
you consolidate this data, Excel summarizes the software from Divisions A and C, the CD-ROMs from
Divisions B and C, and the books from all three.

Consolidate by Category

Create a new worksheet for the I—F e > -
consolidation. bt o T gy e e
Q Open the workbooks that contain N
3
the worksheets you want to .
consolidate.

9 Select the upper-left corner of the o . % 5 &g

destination range' HOME  INSERT  PAGEL T‘Jﬁ - ) O '.- 9

A 5 2 e 1€
. 2 Jan
0 Click the Data tab. = soes P J ~2 - 2 1
4 Softwa 23,500 3 an . c c G
Cl.ick Consolidate (E D) 5 E:uks " 28,750 3 j ;"’E; 24700 QJ 2 = I.E,. r:a MDlr A;r M-uy J:ﬂ
-+ I ooks , 2
. G Videos | 20400 2, popy, 25620 25 3 Sales
7 SALES TOTAL 76,650 7 o SALESTOTAL _ Sna30 a9 * Books 23,000 22,500 23,500 25000 24,500 24,750
& Expanses 7 |Expenses 5 Software 28,175 27,244 28,910 30,380 29,890 29,400
4) Cost =f_§==dx 6,132 8 |Cost of Goods 405 3 6 Videos 26,500 25750 26600 29,250 26,400 26,750
10 Advertising 4,600 o |advertising 473 4 7 CO-ROMs 23,912 23,520 24,745 26068 26,460 26,215
" Rent | 21903 15 |Rant 2163 2 O SALESTOTAL | 104507 99,014 105,755 110,695 109,250 107,115
; :“IP"_'"‘ ;E‘HDHDDD |1 [suples 1339 1) 9 Ewpenses
13 Saluries E 12 |salarias 16,480 19 10 Cost of Goods 8127 7921 8300 885 8740 8568
1“5’0?;” 143 Shipping 14678 1417 Advertising 4,180 3780 4680 4,500 4950 4,725
vtities | 00|\, |uilities s15 ¢ 12 Rent 1890 1890 1,830 B30 LBID  LA3OD
» Details | Assump > Details | Assumpti ™ 7 Detaits || Assumptions = @ 1 L RS —
S — —
The Consolidate dialog box appears. |[?
3
. . 4 =
@ Click the Function drop-down arrow | Comabmeasspenses | consolitate by Catgory | ® D 3 - |
(#), and then click the summary : ™ @
M HOME INSERT PAGEL FORMU DATA REVIEW  VIEW DEVELO  Paul McF.»| & Beference:
function you want to use. ol A BrioviarD st BAFESNETY 4 B
A2 . % Al references:

@ Click inside the Reference text box. | . .« . . .o - 40

2 Sep | Oct  Mov  Dec  TOTAL Delett
5 \sales Use bt
e Select one of the ranges you want 4 [Software 24000 26000 24000 24,000 | 294,000 Clroprow
. 5 |Books 29,500 32000 23,500 29,500 |356,550 ‘ Cltettcolumn ] create inks to source data
& Wideos 25,250 26,000 25,250 35,250 | 310,000
tO C0n50l1date‘ 7 |GALES TOTAL 78,750 86,000 78,750 78,750 | 962,550 K Sloze
nclude th d 8 |Expeases <0 28,175 27,244 28910 30,380 20,890 29,400
. o lcostof Goods | 6300 6860 6300 6,300 | 77,004 Go5)l o750 Hpb0l a0 oAl o7sl
Note: Be sure to include the row an 10 |Advartising 5200 4500 5200 5200 | 60,550 35,912 35,500 24745 36,068 6,460 76,215
. 11 |Rent 2100 2,100 2,00 2,100 | 253200 AL 101,567 99,014 103,755 110,698 109,250 107,115
column labels in the range. e | 1w i o | s
3 |salaries 17,000 17,000 17,500 17,500 | 201,500 vods | D127 7921 B0 BEE 0740 0569
: 14 |Shipping 14,500 15750 15250 14,500 (176,250 3 4,140 3780 4680 4,500 43950 4725
Q Clle Add. L15 [Wtilities £00 650 600 500 | 7,200 1890 1890 1890 1890 1890 1890
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(© Excel adds the range to the
All references list.

Function:
@ Repeat steps 7 to 9 to add I_:n o El
all the consolidation ranges. um
. Reference:
@ If you have labels in .the top I'C:‘.Users\Paul‘\Dummentﬂ[[)iuision C Budgetxlsx]Details'!} l Browse... |
row of each range, click Top All references:
Row ([_] changes to [v]). "ChAUsers\Paul\Documents\[Division A Budgetxdsx]Details '$&
. ‘CiUsers\Paul\Documentsi[Division B Budgetxisx]Details'1$a
@ If you have labels in the ' : dsx]Details 154

left-column row of each
range, click Left Column

(L_] changes to [¥]).
(B Click OK.

(1) Excel consolidates the data A B c G F F g R ] =
i lJan Feb Mar Apr May Jun Jul Aug Sep Oct
from the source ranges and > [sales
. . 3 |software 51,675 50,244 52,910 55480 54,890 54,800 56,380 52,910 52,910
d1splays the summary mn the 2 |Books 76,450 74,550 78,000 82,500 81,250 1,420 83,800 78,220 78,220
: : 5 |Videos 50,900 49,750 51,850 55,850 55400 53,500 55500 53,750 53,750
destination range. % CD-ROMs 49,532 48,720 51,258 53,998 54,810 54,303 54,810 51,258 51,758
7 |SALES TOTAL 228,557 223,264 234,018 247,828 246,350 244,023 250,490 236,138 236,138 2!
8 Expenses
9 |Cost of Goods 18,285 17,861 18,721 19,826 19,708 19,522 20,039 18,891 18,891
10 |Advertising 13,478 12,306 15236 14,650 16115 15383 16115 15236 15236
11 |Rent 6153 6153 6153 6153 6153 6153 6153 6,153 6,153
12 |Supplies 3,809 3516 4102 3,809 3,663 4102 3,809 4102 4102
13 |salaries 46,880 46,880 48,345 48,385 48,345 49,810 49,810 49,810 49,810
14 |Shipping 41,753 40,288 42,485 43,950 42,485 43,218 43950 42,485 42,485 . |
15 |Utilities 1,465 1,758 1,756 1,612 1,758 1,905 1,905 1,758 1,758
16 |[EXPENSESTOTAL 131,822 128,762 136,800 138,345 138,227 140,091 141,781 138,435 138,435 1.
17 |GROSS PROFIT 38,150 37,475 38,033 44,086 44,019 42,420 44132 37,202 37,202 .
« | Consolidated Expenses | Consolidlate By Category | (B i [ ] O]

What happens if the source data layout changes?
If the layout of the source data changes, then you must run the consolidation again.

If you consolidated by position, then before you can rerun the consolidation, you must first adjust the
layout of the consolidation worksheet to match the changes to the source data. (You do not need to do this
if you consolidated by category.)

No matter which consolidation method you used, before you run the consolidation again, you must delete
the existing source ranges. Click the Data tab, and then click Consolidate (§-2) to display the Consolidate
dialog box. For each source range, click the range in the All references list and then click Delete.
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Load the Excel Analysis ToolPak

ou can get access to a number of powerful statistical analysis tools by loading the Analysis
ToolPak add-in. The Analysis ToolPak consists of 19 statistical tools that calculate statistical
measures such as correlation, regression, rank and percentile, covariance, and moving averages.

You can also use the analysis tools to generate descriptive statistics (such as median, mode, and
standard deviation), random numbers, and histograms.

Load the Excel Analysis ToolPak

. .
o Click the File tab (not shown). et e
Paul
. .
© click Options. Info
9 Protect Workbook Properties -
’ Control what of changes le can make to this workbook. i
types ges peopl Size
W et Title
Tags
Categories
Inspect Warkbook Related Dates
Before publishing this file, be aware that it contains: i
(Ih““ for = Document properties, printer path, author's name and absolute path Last Modified
ssues - ¥ Content that people with disabilities find difficult to read Created
Last Printed
Ta Versions Related People)
M- ) There are no previous versions of this file. Author
Versions -
2 Last Modified By
Browser View Options Shou All Properties]
gt} Pick what users can see when this workbook is viewed on the Web.
Browser View
Options

The Excel Options dialog box Bxce
appears. Generel B." View and manage Microsoft Office Add-ins.

Fermulas
. Procfing Add-ins
€@ Click Add-Ins. -
= Name = Location Type
. . Language Active Application Add-ins
e In t h e M ana g e '_'I St , C |_'| C k e Analysis ToolPak CA1\OfficelB\Librany\Analysis\ANALYS32.XLL  Excel Add-in
s Inactive Application Add-ins
Excel Add-ins. Customize fisken Analysis ToolPak - VBA AL ffice B\Librany\Analysis\ATPVBAENXLAM  Excel Add-in
Quick Access Toolbar Date (XML) Ci\.iles\Microsoft Shared\Smart Tag\MOFL.DLL  Action
. Eure Currency Tools C\...e\root\Office16\Libran\EUROTOOL.XLAM Excel Add-in
o Click Go. Microscft Actions Pane 3 XML Expansion Pack
Trust Center Solver Add-in CAH\OfficelE\Librar\SOLVER\SOLVERXLAM  Excel Addein

Document Related Add-ins.
Ne Document Related Add-ins

Disabled Application Add-ins
Neo Disabled Application Add-ins

Add-in: Analysis ToolPak

Publisher:  Microsoft Corporation

Compatibility: No compatibility i available

Location: C:\Program Files\Microsoft O Office16\Library VS32XLL
Description:  Provides d 5 tools for statistical and engineering analysis

Manage: | Excel Add-ins v Go @

|
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The Add-Ins dialog box appears.

Select the Analysis ToolPak
check box ([_| changes to [¢]).

@ click OK.

CHAPTER

Analyzing Data 1 1

Add-Ins available:
o

Analysis ToolPak - VBA
|1 Euro Currency Tools
[] Solver Add-in

v

Analysis ToolPak

Provides data analysis tools for statistical and
engineering analysis

Excel loads the Analysis

Book1 - Excel - x
ToolPak add_'in . Data Review View | Tell me what you want to do... L | | Paul \@Fedries - H =
[=] Connections 4 | [Z YW Clear Y [E Flash Fill Be g | 5 Data Analysis
. -
e Click the Data tab. [=] Properties zl l Ve Reapply Eto [-E Remove Duplicates [ ~ e
[ Edit Links A Vo Advanced | Columns S5 Data Validation ~ & -
9 Click Data AnalyS'lS (%) to brnections Sort & Filter Data Tools Analysis ~
access the Analysis ToolPak .
tools. E F G H J K L M N o -

 TIP |

How do I use the statistical tools?

The specific steps you follow vary from tool to
tool, but you can follow these general steps to
use any of the Analysis ToolPak's statistical tools:

€@ Click the Data tab.
© Click L,

The Data Analysis dialog box appears.
e Click the tool you want to use.

O click OK.

Excel displays a dialog box for the tool.

e Fill in the dialog box (the controls vary from
tool to tool).

@ click ok.

Analysis Tools

Anova: Single Factor

Anova: Two-Factor With Replication
Anova: Two-Factor Without Replication
Correlation

Covariance

Descriptive Statistics

Exponential Smoothing

F-Test Two-Sample for Variances
Fourier Analysis
Histogram
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CHAPTER 12

Visualizing
Data with
Charts

You can take a worksheet full of numbers and display them as a chart.
Visualizing your data in this way makes the data easier to understand
and analyze. To help you see your data exactly the way you want, Excel
offers a wide variety of chart types, and a large number of chart options.

2015 Sales By Division - Excel Chart Tools

Home Inset  Pagelayout Formulas Data  Review View Design | Format

$30,000
$25,000
520,000
$15,000
510,000

55,000

50

| Full vear | 1st Quarter

Average: 2562222222 Count: 15  Sum: 230600 H M -——+ 100%




Examine ChartElements . . . .. .. .. ....... 266

Understanding Chart Types . . . . . . . . . ¢ ¢ ¢ o .. 267
CreateaChart . . . . ... ... ........... 268
Create a Recommended Chart. . . . . . ... ... .. 270
AddChartTitles . . . . . . . . v v v v v v v 272
AddDatalabels . . . . . . . ..o v oo 273
Position the ChartLegend . . . . . . . . . ... ... 274
Display Chart Gridlines. . . . . . . . . ... .. 275
DisplayaDataTable . . . . . . . . .. .00 0. 276
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Examine Chart Elements

One of the best ways to analyze your worksheet data — or get your point across to other people —
is to display your data visually in a chart, which is a graphic representation of spreadsheet data.
As the data in the spreadsheet changes, the chart also changes to reflect the new numbers.

You have dozens of different chart formats to choose from, and if none of the built-in Excel formats
is just right, you can further customize these charts to suit your needs. To get the most out of
charts, you need to familiarize yourself with the basic chart elements.

O (Category Axis ¢

The axis (usually the Chart Title

X axis) that contains the 100 ?

category groupings. @ 0
O Chart Title ®

The title of the chart. "

O Data Marker £ ?
A symbol that represents w0 wseresn
a specific data value. The -

symbol used depends on "

the chart type. N

@ Data Series - - .
A collection of related data 46 Categories

values. Normally, the
marker for each value in a series has the same pattern.

@ Data Value
A single piece of data, also called a data point.

@ Gridlines

Optional horizontal and vertical extensions of the axis tick marks. These lines make data values easier to read.

O Legend

A guide that shows the colors, patterns, and symbols used by the markers for each data series.

O Plot Area
The area bounded by the category and value axes. It contains the data points and gridlines.

O Value Axis

The axis (usually the Y axis) that contains the data values.

Vi
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Excel offers 15 different types of charts, including column charts, bar charts, line charts, and pie
charts. The chart type you use depends on the type of data and how you want to present that
data visually.

Chart Types

Chart Type Description

Area chart Shows the relative contributions over time that each data series makes to the whole picture.
Bar chart Compares distinct items or shows single items at distinct intervals. A bar chart is laid out

with categories along the vertical axis and values along the horizontal axis.

Box & Whisker Visualizes several statistical values for the data in each category, including the average, the
chart range, the minimum, and the maximum.

Column chart Like a bar chart, compares distinct items or shows single items at distinct intervals.
However, a column chart is laid out with categories along the horizontal axis and values
along the vertical axis.

Doughnut Like a pie chart, shows the proportion of the whole that is contributed by each value in a
chart data series. The advantage of a doughnut chart is that you can plot multiple data series.
Histogram Groups the category values into ranges — called bins — and shows the frequency with

which the data values fall within each bin.

Line chart Shows how a data series changes over time. The category (X) axis usually represents a
progression of even increments (such as days or months), and the series points are plotted
on the value (Y) axis.

Pie chart Shows the proportion of the whole that is contributed by each value in a single data series.
The whole is represented as a circle (the “pie”), and each value is displayed as a
proportional “slice” of the circle.

Radar chart ~ Makes comparisons within a data series and between data series relative to a center point.
Each category is shown with a value axis extending from the center point.

Stock chart  Designed to plot stock-market prices, such as a stock’s daily high, low, and closing values.

Sunburst chart Displays hierarchical data as a series of concentric circles, with the top level as the
innermost circle and each circle divided proportionally according to the data values within
that level.

Surface chart Analyzes two sets of data and determines the optimum combination of the two.

Treemap chart For hierarchical data, shows a large rectangle for each item in the top level, then divides
each rectangle proportionally based on the value of each item in the next level.

Waterfall chart Shows a running total as category values are added (positive values) or subtracted
(negative values).

XY chart Shows the relationship between numeric values in two different data series. It can also plot
a series of data pairs in XY coordinates. (This is also called a scatter chart.)
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Create a Chart

You can create a chart from your Excel worksheet data with just a few mouse clicks. Excel offers
nearly 100 default chart configurations, so there should always be a type that best visualizes
your data. If you would prefer to let Excel suggest a chart type based on your data, see the following
section, “Create a Recommended Chart.”

Regardless of the chart type you choose originally, you can change to a different chart type at any
time. See the “Select a Different Chart Type” section later in this chapter.

Create a Chart \

0 Select the data that you want
to visualize in a chart.

O If your data includes headings,
be sure to include those
headings in the selection.

@ Click the Insert tab.
e Click a chart type.
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Is there a way to create a chart on a separate sheet?

Yes. You can use a special workbook sheet called a chart sheet. If you have not yet created your chart, select
the worksheet data, right-click any worksheet tab, and then click Insert to display the Insert dialog box.
Click the General tab, click Chart, and then click OK. Excel creates a new chart sheet and inserts the chart.

If you have already created your chart, you can move it to a separate chart sheet. See the first tip in the
“Move or Resize a Chart” section later in this chapter.
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Create a Recommended Chart

You can make it easier and faster to create a chart by choosing from one of the chart
configurations recommended by Excel.

With close to 100 possible chart configurations, the Excel chart tools are certainly comprehensive.
However, that can be an overwhelming number of choices if you're not sure which type would best
visualize your data. Rather than wasting a great deal of time looking at dozens of different chart
configurations, the Recommended Charts command examines your data and then narrows down the
possible choices to about ten configurations that would work with your data.

o Select the data that you want
to visualize in a chart.

O If your data includes headings,
be sure to include those
headings in the selection.

e Click the Insert tab.
e Click Recommended Charts.
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The Insert Chart dialog box Insert Chart 7
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Add Chart Titles

You can make your chart easier to understand by adding chart titles, which are labels that appear

in specific sections of the chart. By including descriptive titles, you make it easier for other

people to see at a glance what your chart is visualizing.

There are three types of chart titles that you can add. The first type is the overall chart title, which
usually appears at the top of the chart. You can also add a title for the horizontal axis to describe
the chart categories, as well as a title for the vertical axis, which describes the chart values.

Add Chart Titles

@ Click the chart.
@ Click the Design tab.

e Click Add Chart Element.

@ Click Chart Title.
© click Above Chart.
O Excel adds the title box.

G Type the title.

@ Click Add Chart Element.

@ click Axis Titles.

e Click Primary Horizontal.

© Excel adds the title box.
@ Type the title.

(®) Click Add Chart Element.

@ Click Axis Titles.
(B Click Primary Vertical.
© Excel adds the title box.

@ Type the title.
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You can make your chart easier to read by adding data labels. A data label is a small text box that
appears in or near a data marker and displays the value of that data point.

Excel offers several position options for the data labels, and these options depend on the chart type.
For example, with a column chart you can place the data labels within or above each column, and for
a line chart you can place the labels to the left or right, or above or below, the data marker.

Add Data Labels

0 Cl_'ick the Chart. BHS ¢ = 2015 Sales By Division - Excel Chart Tools 7
Home  Inset  Pagelayout  Formulas  Data  Review  View | Design Q Tell me what you want to do... 4 Paul
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Position the Chart Legend

You can change the position of the chart legend, which identifies the colors associated with
each data series in the chart. The legend is a crucial chart element for interpreting and
understanding your chart, so it is important that you place it in the best position. For example,
you might find the legend easier to read if it appears to the right of the chart. Alternatively,

if you want more horizontal space to display your chart, you can move the legend above or

below the chart.

Position the Chart Legend

@ Click the chart.

@ Click the Design tab.

e Click Add Chart Element.
@ Click Legend.

e Click the position you want to
use for the legend.

@ Excel moves the legend.
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You can make your chart easier to read and analyze by adding gridlines. Horizontal gridlines
extend from the vertical (value) axis, and are useful with area, bubble, and column charts.
Vertical gridlines extend from the horizontal (category) axis and are useful with bar and line charts.

Major gridlines are gridlines associated with the major units (the values you see displayed on the
vertical and horizontal axes), while minor gridlines are gridlines associated with the minor units
(values between each major unit).

Display Chart Gridlines |
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Display a Data Table

ou can make it easier for yourself and others to interpret your chart by adding a data table. A

data table is a tabular grid where each row is
category, and each cell is a chart data point.

Excel gives you the option of displaying the data
markers that identify each series.

Display a Data Table

a data series from the chart, each column is a chart

table with or without legend keys, which are
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Change the Chart Layout and Style

background.

Change the Chart Layout and Style

0 Click the chart.
@ click the Design tab.
€@ Click Quick Layout.

o Click the layout you want to use.

O Excel applies the layout.
© Click the Chart Styles +.

G Click the chart style you want
to use.

© Excel applies the style to the
chart.

CHAF§!

ou can quickly format your chart by applying a different chart layout and chart style. The chart

layout includes elements such as the titles, data labels, legend, gridlines, and data table. The
Quick Layouts feature in Excel enables you to apply these elements in different combinations with
just a few mouse clicks. The chart style represents the colors used by the chart data markers and
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Select a Different Chart Type

f you feel that the current chart type is not showing your data in the best way, you can change
the chart type. This enables you to experiment not only with the 11 different chart types offered
by Excel, but also with its nearly 100 chart type configurations.

For example, if you are graphing a stock’s high, low, and closing prices, a line chart shows you each
value, but a stock chart gives you a better sense of the daily price movements. Similarly, if you are
using a bar chart to show percentages of some whole, you would more readily visualize the data by

switching to a pie chart.

‘ Select a Different Chart Type

0 Click the chart.
@ Click the Design tab.
€ Click Change Chart Type.

The Change Chart Type dialog
box appears.

e Click the chart type you want
to use.
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Excel displays the chart type Change Chart Type ?
configurations. [ Recommendes harts | A1l s |
™ Recent
e Click the configuration you want Templaes mm mﬂ LQH ﬂ@ l@@ J@@ ﬁﬂlﬂﬂl
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TIP

Can I save the chart type and formatting so that I can reuse it later on a different chart?

Yes. You do this by saving your work as a chart template. Follow the steps in this section and in the
previous few sections of this chapter to set the chart type, titles, labels, legend position, gridlines, layout,
and style. Right-click the chart’s plot area or background, click Save as Template, type a name for the
template, and then click Save. To reuse the template, follow steps 1 to 3, click Templates, click your
template, and then click OK.
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Change the Chart Source Data

In Excel, a chart’s source data is the original range used to create the chart. You can keep your
chart up to date and accurate by adjusting the chart when its source data changes.

You normally do this when the structure of the source data changes. For example, if the source range
adds a row or column, you can adjust the chart to include the new data. However, you do not need
to make any adjustments if just the data within the original range changes. In such cases, Excel

automatically adjusts the chart to display the new data.

Change the Chart Source Data

0 Click the chart to select it. A 5 c °
+ |Sales| By Division
2 January February March

s East  $23,500 $23,000 $24,000
4 West $28,750 $27,900 $29,500
s North $24,400 $24,300 $25,250
5 South $25,600 $26,750 $25,250

LES

535,000
$30,000
525,000

520,000

3
: &Sﬁ'm
8 510,000

55,000

50

G H | ] K L M

Sales By Division

January

mEast

BWest

March

February
MONTH

O Excel selects the chart’s source s [ E o

data.
Q Move the mouse q_p over the

lower-right corner of the range.

g changes to «+.
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1 |Sales By Division

2
3
4

January February March

East
West

s North

$23,500 $23,000 $24,000

$35,000

00
$28,750 $27,900 SZQ,SOOQ
Moo

$24,400 $24,300 $25,250,

5 South $25,600 526,750 $25,250A 4
7
8

520,000
Ed

@ $15,000
510,000
$5,000

50

G H | J K L M

Sales By Division

February March
MONTH

mEast
mWest

= North

January
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e Click and drag « until the AI T < B R E | L £k |t M
.. 1 |Sales By Division Sales By Division
selection includes all the data . | .. y
you want to include in the s East 523,500 523,000 $24,000(
4 West |$28,750 $27,900 $29,500 )
chart. 5 North [$24,400 $24,300 $25,250 i
. h [$25,600 $26,750 $25,250| g st
© Excel extends the blue outline o 3 s e
to show you the new selection. : é e
9 $5,000
10 50
, ey e -
- MONTH
O Release the mouse button. S N E E E s | w ‘ J : L |
Sales By Division Sales By Division

January February March
East [$23,500 $23,000 $24,000 oo

1
2
3
4 |West |$28,750 $27,900 $29,500
$25,000
s North [$24,400 $24,300 $25,250
& South |$25,600 $26,750 $25,250| g ™ atax
7 % 515,000 -w%
o
8 $10,000 |S:"urh
9 55,000
10 s0

January February March
MONTH

© Excel redraws the chart to
include the new data.

535,000

Is there a way to swap the chart series with the Is there a way to remove a series from a chart
chart categories without modifying the source without deleting the data from the source
data? range?

Yes. Excel has a feature that enables you to switch the | Yes. You can use the Select Data Source dialog
row and column data, which swaps the series and box in Excel to remove individual series. Click the
categories without affecting the source data. First chart to select it, and then click the Design tab.
click the chart to select it, and then click the Design Click Select Data (7)) to open the Select Data
tab. Click Switch Row/Column ([77]). Excel swaps the Source. In the Legend Entries (Series) list, click
series and categories. Click [&]] again to return to the the series you want to get rid of, and then click
original layout. Remove. Click OK.
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Move or Resize a Chart

You can move a chart to another part of the worksheet. This is useful if the chart is blocking the
worksheet data or if you want the chart to appear in a particular part of the worksheet.

You can also resize a chart. For example, if you find that the chart is difficult to read, making
the chart bigger often solves the problem. Similarly, if the chart takes up too much space on the
worksheet, you can make it smaller.

Move or Resize a Chart

Move a Chart
0 Click the chart.

@ Excel displays a border around
the chart.

0 Move [} over the chart border.
[y changes to ‘.

Note: Do not position the mouse
pointer over a corner or over the
middle of any side of the border.

Click and drag the chart border
to the location you want.

0 Release the mouse button.
© Excel moves the chart.
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A

B c D E F

Sales By Division

| January February March 535,000

East
West

North

$23,500 $23,000 $24,000
$28,750 $27,900 $29,500
$24,400 $24,300 $25,250

530,000

525,000

., 520,000

g

o

@ 15,000
$10,000
55,000

50

anuary February Warch

Sales By Division

mEast
Wes
= North

MONTH

4 West

3
7

(B o

Fd

LES

s North

-
3
$24,400 $24,300 $25,250

&

Sales By Division

$28,750 $27,900 529,500|

535,000

530,000

$25,000
$20,000
$15,000
510,000

$5,000
50

February
MONTH

nEast

North
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Resize a Chart 9

@ click the chart. O ? ,
. Sales By Division
. P #a
9
10

© Excel displays a border around

the chart.

- s 1 [ T
© The border includes sizing 0’ g® &
handles on the corners and 1| E— é
sides. | o

e Move [ over a sizing handle. - woum
[y changes to « (left or right),
T (top or bottom), or « (corner).
9 Click and drag the handle.

© Excel displays a gray outline of by
the new chart size. o

L P |
B Sales By Division i
5 535,000 /'
9

mEast
mwest
o
§5.000
March

O Release the mouse button. C i

17 MONTH

@ Excel resizes the chart. ;

$30,000

£20,000
$15,000

$10,000

Can I move a chart to a separate sheet? How do I delete a chart?

Yes. In the “Create a Chart” section earlier in this chapter, How you delete a chart depends on

you learned how to create a new chart in a separate sheet. whether your chart exists as an object on
If your chart already exists on a worksheet, you can move it | a worksheet or in its own sheet. If the
to a new sheet. Click the chart, click the Design tab, and chart is on a worksheet, click the chart
then click Move Chart to open the Move Chart dialog box. and then press ({00, If the chart exists
Select the New sheet option ((_) changes to (@)). In the on a separate sheet, right-click the sheet
New sheet text box, type a name for the new sheet, and tab, click Delete Sheet, and then click
then click OK. Delete.
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Add a Sparkline to a Cell

f you want a quick visualization of your data without having a chart take up a large amount
of worksheet space, you can add a sparkline to a single cell. A sparkline is a small chart that
visualizes a row or column of data and fits inside a single cell.

Excel offers three types of sparklines: Line (similar to a line chart), Column (similar to a column
chart), and Win/Loss (for data that includes positive and negative values).

‘ Add a Sparkline to a Cell

0 Select the row or column of A__B . 6 1 b . E _F & W ik L W W
. . 1 |Logophilia Limited - Closing Prices and Volume
data you want to V1SU3|.]Z€. 2 Date 8/3 8/a 817 /8 8/s 810 811 814 815 816 817  8/18

3 |C|nse [s1825 [ 41850 $19.00 | $19.75 | $1950 $20.00 $20.50 $21.00 | $2125 $21.00 $20.50 $20.25 @
4 Volume 18,000 47,500 73900 83,300 27,200 8800 38790 25620 40,800 47,900 33,800 27,200
5

&
7
8
9

10
11
12

13
14

o Cth the Insert tab. BH S ¢ - Stock Price - Excel Tm -5 X
Home Insert t Formulas Data Review View ‘ Tell me what you 4 Paul McFedries ~ ( o
. . = 5 = - Z-&- e [ Sticer A o
e Click the type of sparkline you H B E 9 awm W o W Do D @ 4o
PivetTable Recommended Table llustrations gy 1 2 [ Recommended ' =T pivorchat Hyperink | Text  Symbols
want to create PivotTables N Charts b - 2 Win/Loss M N
* Tables Apps Charts & Sparkiines Filters Links ~
B3 M fe 18.25 v
A B C D E F G H J K L M N [«]
1 Logophilia Limited - Closing Prices and Volume
2 Date 83 /4 8/7 8/8 8/9 810 811 814 815 816 817  8/18
3|close [51825 [$1850 $10.00§19.75 $1050 $2000 $2050 $21.00 | $21.25 $21.00 $2050 $2025 ]
4 Volume 18,000 47,500 73,900 83,2300 27,200 8,800 38790 25620 40,800 47,900 23,800 27,200
&
6
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The Create Sparklines dialog box A I W U S D . [

1 |Logophilia Limited - Closing Prices and Volume

appears. 2 |Date 83 8/ 87 3/8 8/9 810 811 8§14 815 &6 817 818 B

3 |close [$18.25 | 1850 $19.00 | $19.75 $1950 | $20.00 $2050 $21.00 $2125 $21.00 $20.50 $2025 |

e Cljck _ins_ide the Location Range 4 Volume 18,000 47,500 73,900 83,300 27,200 8,800 38790 25620 40,800 47,900 33,800 27,200

b : Create Sparklines 7
OX. Choose the data that you want
T Data Range: |B3:M2 E
. 8 S
e Click the cell where you want ] T
. 10 ocation Range:  $ns3 =4
the sparkline to appear. u = 6
12 1:}‘ Cancel
@ click ok. ;

Home Insert  Pagelayout Fomuls  Data  RevieWPView | Design ot you want 1o do.. v paimer. - @
. [ High Point Fitst Point LZ Sparkline Color =
122 B2 Jan o
[ LowPoint Last Point \/\/\ \/\/\ \f\/\\ Bl Marker Color -
Edit Line Column Win/ ] Negative Points Mark "
. . Dot~ Loss egative Poin arkers
© Excel displays the Sparkline

sparkiine Type Show Style

@ Excel adds the sparkline to the o B 0 TE

Tools tab. N - f- .
A | B | C b e F | 6 @ H L) K L M N B
o Use the tOOl.S ]'n the Design tab 1 |Logophilia Limited - Closing Prices and Volume
2 Date 8/3 8/a 8/7 8/ 8/9 8/10 8/11 8/14 8/15 8/16 8/17 8/18
to format your spark[ine. s]close  $1325 $1850 $1000 $1075 $1950 $2000 $2050 $2100 $2125 $21.00 $2050 szo,zle’“n!ﬂ
4 Volume 18,000 47500 73,900 83300 27,200 8800 38790 25620 40,800 47,900 33,800 27,200

5
6

P

Can I add a sparkline to multiple rows or columns at once?

Yes. To do this, first select the rows or columns of data that you want to visualize. Follow steps 2 and 3 to
open the Create Sparklines dialog box and place the cursor inside the Location Range box. Select a single
cell for each row or column that you have selected. For example, if you have selected five rows, select five
cells. Click OK. Excel adds a sparkline for each selected row or column.
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CHAPTER 13

Adding
Worksheet
Graphics

You can enhance the visual appeal and effectiveness of your Excel
worksheets by incorporating graphic objects such as shapes, clip art,
pictures, or WordArt and SmartArt images. This chapter shows you not
only how to insert graphics on your worksheets, but also how to edit
and format those graphics.

7 = - X
Home  Insart ammulas ata  Revi i Tell me what you want to da... Q F‘au\McFadn:s'H )

File
T Corrections~ =, L% Picture Barder- 1 Bring Farw; oo
CH o

f & Color - Q@ Picture Effects - Iq Send Backward
emave
Background (22 Artistic Effects = G - L}% Picture Layout~ 5 Selection Pane

Adjust r. Arrange
Picture 12

A L [+
Category Name Product N antity Per Unit

2 |Beverages = noxes x 20 bags

3 |Beverages ‘24.- 12 oz bottles
Beverages Chartreuse verte 750 cc per bottle
Beverages Céte de Blaye 12 - 75 cl bottles

6 |Beverages Ipoh Coffee 16 - 500 g tins Tt -
- -

Sheet! | Sheetz | Sheets | ()
B E M -———+ 0%




DrawaShape . . . . . ¢ ¢ ¢ i v v it vt e v oo 288

InsertaClipArtImage. . . . . . ¢« ¢ v ¢ v v ¢ v o 290
InsertaPhoto . . . . .. ... ............ 292
Inserta WordArtImage. . . . . . . .. ¢ ¢ oo ... 294
Insert a SmartArt Graphic. . . . . . . ... ... ... 296
Move or Resize aGraphic. . . . . . . ... ... ... 298
CropaPicture . . . . . . . . vt v vt 300

FormataPicture. . . . . . . ¢ ¢ ¢ ¢ v ¢ v ¢ v v o .. 302



Draw a Shape

You can add visual appeal or enhance the readability of your worksheets by adding one or more
shapes. The Excel Shapes gallery comes with more than 150 predefined objects called shapes
(or sometimes AutoShapes) that enable you to quickly and easily draw anything from simple
geometric figures such as lines, rectangles, and ovals, to more elaborate items such as starbursts,
flowchart symbols, and callout boxes. You can add these shapes to a worksheet either to enhance
the aesthetics of your data or to help other people read and understand your work.

Draw a Shape

@ Display the worksheet on which — —
you Want to draw the Shape. Insert  PageVWout  Formulss  Dats  Review  View z‘mﬂwhﬂtvﬂuwglﬂdﬂ--- .Q Paul
— = : = =2 & Line & Slicer
. E? % -« @siore E If} :M..‘\. i l T Column ;‘.Timeline e
o chck the Insert tab. PivotTable Re;::;:ﬂ:::d Table  ustations gy o - [ Rz(ucmhr;:sndedav e PrualCha p—— Hyperlink
. . Tables Apps Charts 5 Sparklines Filters Links
€@ Click Illustrations. — - .
F G H | 1 J K L M N o P Q R s
2
: Logophilia Limited - Stock Prices for August
5
]
’ §25.00
8
9
10 |
1 523.00 |
12 [ [ l L ‘.
13 s [
ks £ s2100 | ,l / | |
I [ I LT
1 b
0 $19.00 T
20
21
22 $17.00 ;
2 83 810 817 824 8/31
gz August, 2015
2%
21
e Cl_'ick Shapes, Home | Insert  Pagelayout  Formulas  Data  Review  View  Tell me what you wantto do... Q Paul
= = - = ek » #Line [ slicer 4
. B B P awe # gy 9 L) &
) e R S Ji Calumn B Timeline =
e Cth the Shape you want to PhorTabl facommanded Tabl ustations gy 1, aps -~ Y Recommended oy 1 ' POIChS | o s M Hyperlink
d]’aW. Tables. Apps Charts G Sparklines Filters Links
w34 MBI (’9 PI:l a+
[} Changes to + r 6 |y | Pictures ?dnul:; Shi'ps SmartArt S:ree:\shet M N o P a R s
2 S |  Recpamgisa —
B Recently Used Shapes [+]
' 00D AL LD S| [
5 L ERTANE G I <4
L] Lines
: S2500 T\ NN T L ARG
g Rectangles
10 OoDotonooo |
1 $23.00 ——————— padc Shapes f
2 . HOALOAOQOQO® l L 7l
i £ @codirLyoaoBa .
% & 210 /M0 @®ADOVIGC 3N 0
1 [BECA IR
17 Block Arrows.
:g $19.00 T EOTEEPRIS
bt BrassosRTan
2 e
22 $17.00 +——+———+——+——+ Equation Shapes + +
2 83 G =g 8124 831
24 T
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Click and drag the mouse = to
draw the shape.

@ When the shape is the size you
want, release the mouse button. |, :m

1 $23.00

52500

=
Price

15 $21.00

18 $19.00
[1

22 $17.00

' ' L L
817 824

pc 83 8i31
32 August, 2015
26
27
28
@ The program draws the shape S - B S
and adds edit handles around : Logophilia Limited - Stock Prices for August
the shape’s edges. ‘
. 7 525.00 -
Note: If you need to move or size ; =l ._|
. [
the shape, see the “Move or Resize b 2300 |
. . . . 12
a Graphic” section later in this sl g | [ { L L ot
chapter. 1 I RN
v Pprrd
13 $19.00 T
20
21
22 $17.00 + + + + + +
23 83 aMo 817 8124 8i31
32 August, 2015

Is there an easy way to draw a perfect circle

or square?

Yes, Excel offers an easy technique for drawing
circles and squares. Hold down the (11 key as you
click and drag the shape to constrain the shape into
a perfect circle or square. When you finish drawing
the shape, release the [E1111] key.

Can I add text to a shape?

Yes. You can add text to the interior of any 2-D
shape (that is, any shape that is not a line). After
you draw the shape, right-click the shape, click Edit
Text, and then type your text inside the shape. You
can use the Home tab’s Font controls to format the
text. When you finish, click outside of the shape.
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Insert a Clip Art Image

You can improve the look of an Excel worksheet by adding a clip art image to the sheet. Clip art
refers to small images or artwork that you can insert into your documents. Excel 2016 does not
come with its own clip art, but it does give you access to online clip art collections that contains
thousands of images from various categories, such as business, people, nature, and symbols. By
default, these images are licensed under Creative Commons, so you can use them without charge.

Insert a Clip Art Image

o Display the worksheet on which CISHICEE 20162017 Budger el e .
. . Hame Insert ut Formulas Data Review View Tell me what you want to do
ou want to insert the clip art — . | Ese
! P D@ e O oap wIN B B
mage. PivotTable Rep(;TtrTnE:ie R TV - | Re(ng‘r:nesnded - PhuotChart | o s
o Cljck the cel_l where yOU want B Tables . Qﬁ;“%ﬁ = Charts 5 Sparklines Filters
M @ B [oH
the upper-left corner of the . furs Online Shaps Smarat Sceemshot . "
. | A 1 leﬁs - - |
]mage to appear. 1] Te llustrations !@
2 |Sales
e Click the Insert tab. 3 g!v!s!on :I 294,000 323,400 279,300
4 Division 358,550 394,405 340,623
e Click Illustrations. s Division Il 310,000 341,000 294,500
6 Expenses
e Click Online Pictures. 7 CostofGoods 77,004 84,704 73,154
8 Advertising 60,550 66,605 57,523
s Rent 25200 27,720 23,940
10 Supplies 15950 17,545 15,153
11 Salaries 201,500 251,650 191,425
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840
16
17
The Insert Pictures window x
appears. Insert Pictures e o=
G Click Bing Image Search. _
&b Bing Image Search wmmeﬂ % @
Search the web
0 Use the text box to type a word
that describes the kind of clip 4 Orehrive Persona Browse b
art image you want to insert.
@ click Search ().
Also insert from:
ki
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() Excel displays a list of clip art
images that match your search
term.

e Click the clip art image you
want to use.

(@ The address of the website that
offers the image appears here.

(@ Click Insert.

© Excel inserts the clip art.

Note: If you need to move or size
the clip art, see the “Move or Resize
a Graphic” section later in this
chapter.
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x
4 BACK TO SITES W
b Bing Image Search
money
17100 search results for mona?
~
¥
¢flh¢ R e A P — et
Search results are images licensed under Creative Commons. Please review the specific license for any image you want touse X
to ensure you can comply with it.  Show all web results

1 item 5@ Insert Cancel

Ho'okanu i Ke Kumula'au Kala (Hawaiia M.
380 x 380 - www.richscholar.com

A B [ D E F G H

1 Team1l Team2 Team3
2 |Sales

3 |Division | 294,000 323,400 279,300
4 | Division Il 358,550 394,405 340,623
s |Division lll 310,000 341,000 294,500
6 |[Expenses

7 (Costof Goods 77,004 84,704 73,154
s |Advertising 60,550 66,605 57,523
5 |Rent 25,200 27,720 = 23,940
10 |Supplies 15,950 17,545 15,153
11 Salaries 201,500 251,650 191,425
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840
14

15

What is a Creative Commons license?

Creative Commons (http://creativecommons.org) is a
non-profit organization that enables artists to license
their works for other people to use free of charge.
There are several different Creative Commons licenses,
so you should visit the website that offers the image
you select to check the specifics of the license.

Can I insert other online images?

Yes. If you have connected your Facebook or your
Flickr account to Windows 8 or later, you can also
use the Facebook or Flickr option to choose a
photo. If you are using a Microsoft account with
Windows 8 or later, you can use the OneDrive
option to select an image from your OneDrive.
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Insert a Photo

You can enhance the visual appeal and strengthen the message of an Excel worksheet by adding a
photo to the file.

Excel can work with the most popular picture formats, including BMP, JPEG, TIFF, PNG, and GIF. This
means that you can insert almost any photo that you have stored on your computer. If you would
like to insert a photo that is located online instead, see the tips in the previous section, “Insert a
Clip Art Image.”

Insert a Photo

@ Open the worksheet where you D B < o
. 1 Category Name Product Name Quantity Per Unit Image
want to insert the photo.
o Cth the Ceu‘ Where you Want 2 |Beverages Chai 10 boxes x 20 bags I
the upper-left corner of the
photo to appear.
3 Beverages Chang 24-12 oz bottles
4 Beverages Chartreuse verte 750 cc per bottle
5 Beverages Cote de Blaye 12 - 75 cl bottles
e Cl‘ick the Insert tab. B HS o - Products By Category - Excel Preview 7 @
Insert Page Layout Formulas Data Review View Tell me what you want to do, Q Paul McFedries
@ Click Illustrations. B B = ool iy Do B @ [
PivotTable Recommended Table llustrations apps - [ Recommended X PivotChart Hyperink  Text  Syn)
. . PivotTables - o Chats 7 e 2 I WinfLoss .
e Click Pictures. P L e
8 L0 m .
Pictures Online Shapes SmartArt Screenshot
A Pictures  ~ - c 1 £
1 Category Name Proc llustrations Quantity Per Unit Image
2 |Beverages Chai 10 boxes x 20 bags
3 Beverages Chang 24 - 12 oz bottles
4 Beverages Chartreuse verte 750 cc per bottle
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The Insert Picture dialog box

Insert Picture

appears.

Organize v New folder

@ Open the folder that contains

© ~ 1 0 v ThisPC » Pictures + Products 0

¢ | SearchProducts

2

- I @

Microsoft Excel
the photo you want to insert. .
0 Click the photo. e
e Click Insert. 18 This PC
€ Network

Chartreuse Verte

Cote deBlaye

File nome: | Chai

v| | AllPictures v|

Pt e ] [ oot

A

() Excel inserts the photo into the

-

Category Name Product Name

C
Quantity Per Unit Image

[ 3

worksheet.

Note: If you need to move or size
the photo, see the “Move or Resize
a Graphic” section later in this
chapter.

Chai

~

|Beverages

w

|Beverages Chang

IS

Beverages

o

\Beverages Céte de Blaye

Chartreuse verte

N
10 boxes x 20 bags | o l

24-12 oz bottles
750 cc per bottle

12- 75 cl bottles

My photo has a distracting background. Can I
remove it?

Yes. Excel comes with a Background Removal feature
that can eliminate the background in most photos.
Click the photo, click the Format tab, and then click
Remove Background (Cz). If part of the foreground is
in the removal color, click Mark Areas to Keep and
then click and drag a line through the part you want
to retain. When you are finished, click Keep Changes.

Is there a way to reduce the size of a workbook
that has a lot of photos?

Yes, you can use the Compress Pictures feature to
convert the photos to a lower resolution and so
reduce the size of the workbook. Click any image
in the workbook, click the Format tab, and then
click Compress Pictures ([=f). Click Apply only
to this picture ([¥] changes to [_]), click a Target
output () changes to (@), and then click OK.
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Insert a WordArt Image

You can add some pizzazz to your Excel workbooks by inserting a WordArt image. A WordArt image
is a graphic object that contains text stylized with shadows, outlines, reflections, and other
predefined effects.

WordArt images enable you to apply sophisticated and fun effects to text with just a few mouse
clicks. However, some of the more elaborate WordArt effects can make text difficult to read, so make
sure that whatever WordArt image you use does not detract from your worksheet message.

Insert a WordArt Image

o Open the worksheet in which A 5 c 5 E F s " ]
. 1 Loan Data
you want to insert the WordArt 2| InterestRate|  6.00%
image. 3 Amortization 10

4 Principal $500,000
& Payment Type 0
[

3 Period Principal  Interest Principal Interest Principal
9| 1 ($67,933.98)| ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
10 2 (367,933.98) ($40,210.02) ($27,723.96) ($78,144.00) ($57,723.96) $421,856.00
1 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
12 4 ($67,933.98) ($45,179.98) ($22,754.00) ($165,946.59) ($105,789.32) $334,053.41
13 5 ($67,933.98) ($47,890.77) ($20,043.20) ($213,837.37) ($125,832.53) $286,162.63
in 6 ($67,933.98) ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29) $235,398.41
15 7 ($67,933.98) ($53,810.07) (514,123.90) ($318,411.66) ($157,126.19) $181,588.34
16 8 ($67,933.98) ($57,038.68) ($10,895.30) ($375,450.34) ($168,021.49) $124,549.66
17 9 (567,933.98) ($60,461.00) ($7,472.98) ($435,911.34) ($175,494.47) $64,088.66
13 10 ($67,933.98) ($64,088.66) ($3,845.32) ($500,000.00) ($179,339.79) $0.00

o Click the Insert tab. = Loans - Excel Preview — 5 x

Insert ut  Formulas  Data  Review  View  Tell mewhatyou wantto do Q Paul fredriss < [ &

e Click Text. % % dstore i - =k s i Line B Slicer @ [4] [o

X d RV R TR e Column B Timeline b
hded Table llustrations g\ so0o . B Remmmendedm - 15 o otchart = Hyperink ~ Text Symbols
Click WordArt - ' S v B
. Apps Charts & Sparklines Filters Links ~

o £ , $B53, 5854, 0, | ) 4 B
The WordArt gallery appears. £ | v, 63,505, 0, 5% 4 E, wﬁm@%m BQ

B | c D E F c H | Box SiFooter| = Line~

e Click the WordArt style you want b coox A
to use. fon 10

pal $500,000 A
pe ) &

A

- A

nt Principal Interest Principal Interest Principal .
($67,933.98)] ($37,933.98) ($30,000.00) ($37,933.98) ($30,000.00) $462,066.02 H

(567,933.98) ($40,210.02)(527,723.96) ($78,144.00) ($57,723.96) $421,856.00
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o The WordArt image appears in B9 o - Loans - Excel Preview Draa e
the Worksheet Home  Inset  Pagelayout  Formulas  Data  Review  View Format Tell me whatyouwanttodo.. @ Paul M
. B~ S Ooo -| & £ Shape Fill - A - | " Bring Forward [ERE
’;"I_—L.E(>GC‘:~ FZShapeDutlmE' A A A |Zﬂv %) Send Backward ~ 13 ;
G Type the text that you want to IS B | @ ShopeEsects- A Hiscectonsane A~
appear in the WordArt image. Insert Shapes . Shape Styles n WordArt Styles [ Arange
Rectangle 1 | 5
A B [ D E F G H | J
1 |Loan Data
2 | Interest Rate 6.00%
3 | Amortization 10
4 Principal $500,000 N
5 | Payment Type I
6
o Am@mz@{tu@m S@h@@]&ﬂﬂé
0 Click outside the image to A e D E F E H i J
. 1 Loan Data
SEt ]t' 2 | Interest Rate 6.00%
. . 3 | Amortization 10
Note: You will likely have to move . Principal $500,000
the WordArt image into position; - | Fayment Type
see the “Move or Resize  Graphic” zfé&m@muz@&u@m Schedule
section later in this chapter. :
8 nt  Principal Interest an-pal Interest Principal
9] P}@ ($37,933.98)|($30,000.00) ($37,933.98) ($30,000.00) $462,066.02
10 ($67,933.98) | ($40,210.02) ($27,723.96) ($78,144.00) ($57,723.96) $421,856.00
1 3 ($67,933.98) ($42,622.62) ($25,311.36) ($120,766.62) ($83,035.32) $379,233.38
12 4 (567,933.98)  ($45,179.98) ($22,754.00)| ($165,946.59) ($105,789.32) $334,053.41
13 5 (567,933.98) ($47,890.77) ($20,043.20)| ($213,837.37) ($125,832.53) $286,162.63
14 6 (567,933.98)  ($50,764.22) ($17,169.76) ($264,601.59) ($143,002.29) $235,398.41
15 7 ($67,933.98) ($53,810.07) ($14,123.90) ($318,411.66) ($157,126.19) $181,588.34
16 8 ($67,933.98) ($57,038.68) ($10,895.30) ($375,450.34) ($168,021.49) $124,549.66
Can I change the default WordArt formatting? Can I make my WordArt text run vertically?
Yes. Click the WordArt image to select it, and then use | Yes. Click the WordArt image to select it. Click
the Home tab’s Font controls to adjust the WordArt the Format tab, and then click the dialog bhox

text font. Click the Format tab. In the WordArt Styles | launcher (4) in the WordArt Styles group. In the
group, use the Text Fill (L), Text Outline (&), and Format Shape task pane, click Text Options and

Text Effects (/) galleries to format the WordArt then click the Textbox icon ([AZ)). Click the Text
image. You can also use the Quick Styles gallery to direction # and then click Stacked. Click Close.
select a different WordArt style. Excel displays the WordArt text vertically.
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Insert a SmartArt Graphic

ou can add a SmartArt graphic to a workbook to help present information in a compact, visual
format. A SmartArt graphic is a collection of nodes — shapes with some text inside — that
enables you to convey information visually.

For example, you can use a SmartArt graphic to present a company organization chart, the
progression of steps in a workflow, the parts that make up a whole, and much more.

Insert a SmartArt Graphic

o Open the worksheet in which G Company Mesting - Excel Preview
you Want to 'inser‘t the SmartArt Insert Page Layout Formulas Data Review Wiew :\ me what you winmito do., [
. m— [ ) = I~ =k Line A
image. . i% }L‘o. s O lp ;>n7(~ oo W oo
PivotTable Recommended Table [llustrations 3wy apps - B Recog.‘mended" L PivotChart 5 gL
3 PivotTables @ arts - - * Win/Loss
o Cth the Insert tab’ Tables Apps Charts 5 Sparklines
€@ Click Illustrations. A [ i g [ 4
A P Pictures [.]nhne Shapes SmartArt Screenshot c H ]
O Click SmartArt. TRevehue and. o™ wsen®
-l— Revel. ue Ond e Nlustrations
2
5
6
7
8
The Choose a SmartArt Graphic Choose a SmartArt Graphic ?
dialog box appears. .
| oo el =
e Click a SmartArt category. = L &0 N - {1 7
b Process
. - Ay =
G Click the SmartArt style you &«:s Cyele d  s5 @ @ -
4B Hierarchy == EsE /
want to use. _ S o @ &
B Relstionship °/ \° ete @00 d B /
@ Click OK. & A N N —
A Pyramid ﬂ:\;j [ ] @ o
o = Nondirectional Cycle
@ Picture &ﬁ’d % =1 = =] % Ufsetto represent a continuing sequence
Tlow, Each shap s the same evel f
impartance, Works well when direction
does not need to be indicated.
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() The SmartArt graphic appears in
the document.

EHS ¢ -
& Home  Insert
{JAddShape ~ « Promol
[EladdBullet 3 Demote
ETetbane 2 Righttoleft 55 Lay:

Create Graphic

te

(© You use the Text pane to type
the text for each node and to
add and delete nodes.

Diagram 1

A B C

Page Layout
Mov
+ Mov

eUp
& Down
out

Formulas

‘Efﬂﬁl
b

‘-
=] et | Chg

Layouts
fe
D E

Re
e Click a node in the Text pane.

2
3
9 Type the text that you want to 5
é
7
2

Type r text here

* [Ted]
* [Ted]
* [Ted]

appear in the node.

(@ The text appears automatically
in the associated shape.

e and Profit

o Forecastv. Actual 0
® [Ted]

x

Nondirectional G( ...

@ Repeat steps 8 and 9 to fill in
the other nodes in the SmartArt

BHE S & =
Home Insert

tTJAdd Shape - © Promote
. []Add Bullet & Demote !
grame- 0-@31um "ngm Left F Layout
() You can click Text Pane (E[]) to f—
hide the Text pane. A B cC

Page Layout  Formulas

+ Move Up

ting - Excel Preview SmartArt Tools

Review  View Format Tell me... Q

Paul McFed:
(")
Lr|ed .d' .| s g
EI@EI Change a -_,- Res: onve
ut Colors = Glapmr.t.o hap|
Layouts SmartArt Styles Res
£
D E F G H I J K L

Revenue and Profit

Note: You will likely have to move

the SmartArt graphic into position;
see the following section, “Move or
Resize a Graphic.”

1

2 |

3 | Type your text here

4 ® Forecast v. Actual

5 * Revenue & Expenses

é * Gross Margin

7 o Important Trends

8 ® Compare with Rest of Market]

d

Nondirectional Cyde...

How do I add a node to my SmartArt graphic?

To add a node to the SmartArt graphic, first decide where
you want that node to appear in the current image. That
is, decide which existing node you want the new node to
come before or after. Click the existing node, click the
Design tab, click the Add Shape w, and then click Add
Shape After. (If you want the new node to appear before
the existing node, click Add Shape Before.)

Can I use shapes other than the ones
supplied in the default SmartArt graphics?
Yes. Begin by clicking the node you want to
change. Click the Format tab, and then click
the Change Shape w to display the Shapes
gallery. Click the shape you want to use.
Excel updates the SmartArt graphic node
with the new shape.
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Move or Resize a Graphic

'I'o ensure that a graphic is ideally placed within an Excel worksheet, you can move the graphic to a
new location or you can resize the graphic in its current location. For example, you might want to
move or resize a graphic so that it does not cover existing worksheet text. Similarly, you might want
to move or resize a graphic so that it is positioned near a particular worksheet element or fits within
an open worksheet area. You can move or resize any graphic, including shapes, clip art, pictures,
WordArt images, and SmartArt graphics.

Move or Resize a Graphic

Move a Graphic A 8 C D E F G H J K L M

. Revenue and Profit
Move the mouse pointer over an
edge of the graphic you want to

1

2

3

2

5 "

move. ; (1 =3

7

8

The mouse [ changes to k.

o Drag the graphic to the location I e A T T [ r [ =
you prefer. Revenue and Prof|’r

2 e
() Excel moves the graphic to the : %
i ‘
7 C
8 wi F

new location.
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Resize a Graphic
o Click the graphic.

() Sizing handles appear around
the edges.

Move the mouse [; over a
sizing handle.

(@ Use a left or right handle
(ly changes to «») to adjust
the width.

() Use a top or bottom handle
(I+ changes to I) to adjust
the height.

(® Use a corner handle (s changes
to ") to adjust the two sides
adjacent to the corner.

€@ Drag the sizing handle (the mouse
pointer changes to ).

Release the mouse button when
the handle is in the position you
want.

(@ Excel resizes the graphic.

o Repeat steps 2 to 4 to resize other
sides of the graphic, as necessary.
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A
1 Category Name

2 Beverages

3 |Beverages

4 Beverages

5 |Beverages

Product Name

Chai

Chang

Chartreuse verte

Céte de Blaye

c D E F
Quantity Per Unit Image

10 boxes x 20 bags

24-1202 w
750 cc per&

12 - 75 cl bottles

A

C D E F

1  Category Name

Product Name

Quantity Per Unit Image

2 |Beverages

3 |Beverages

4 Beverages

5 |Beverages

Chai

Chang

Chartreuse verte

Céte de Blaye

24-12 oz bottles ! gé
o s
—

10 boxes x 20 bags

750 cc per bottle

12 - 75 cl bottles

Can I rotate a graphic?

steps:

Move the mouse [; over the
rotate handle (Is changes to ¢;).

e Click and drag the rotate handle
clockwise or counterclockwise to
rotate the graphic.

Release the mouse button when
the graphic is in the position
you want.

Yes. Most graphic objects come with a rotate handle. Follow these

Is it possible to resize a
graphic in all directions
at once to keep the
proportions the same?

Yes. You normally resize one

lmage

side at a time by dragging a

|

side handle, or two sides at
a time by dragging a corner
handle. To resize all four
sides at once, hold down
the key and then click

- and drag any corner handle.
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Crop a Picture

f a picture contains extraneous material near the outside edges of the image, you can often
cut out those elements using a process called cropping. When you crop a picture, you specify

a rectangular area of the image that you want to keep. Excel discards everything outside of the
rectangle.

Cropping is a useful feature because it can help viewers focus on the subject of a picture. Cropping
is also useful for removing extraneous elements that appear on or near the edges of a photo.

Crop a Picture

o Click the picture you want to A B c 5 R

Category Name Product Name Quantity Per Unit Image

crop. ! !
Beverages Chang 24 -12 oz bottles
/ \
1M
Beverages Chartreuse verte 750 cc per bottle _g’

-

w

=

5 Beverages Cote de Blaye 12 - 75 cl bottles 5
‘ » —7 ]
‘:
6 Beverages Ipoh Coffee 16-500 g tins Tral -

o Cl‘ick the Format tab. THS o = Products By Category - Excel Preview Picture Took ? m - 8 X
Home  nset  Pagelayout  Formulas  Dats Rw\& Format Tellme whatyouwanttodo.. @ Paul Merearies - O] &
. i Corrections~ & — LZ Picture Border- "y Bring Forward = [& = | []'] B
e Ch Ck the Crop b Utton (F#) . 'E‘Q & Color - B | | ] ; 2 el (] Q Picture Effects - B Send Backward - 18] 'E* ._. -
Sacrgroond 2l Aiic Bffects - 1 - 7| B picture Layout~ s Selection Pane  Zh+ | [l s 217
o Crop handles appear around Adjust Picture Styles 5 Armange Size ~
th . t Picture 12 - o v
e p.I Ccture. | A B c D E Fole
1 |Category Name Product Name Quantity Per Unit Image n
3 |Beverages Chang 24 - 12 oz bottles ! g é
4 |Beverages Chartreuse verte 750 cc per bottle
5 |Beverages Cote de Blaye 12 - 75 cl bottles
6 |Beverages Ipoh Coffee 16 - 500 g tins.
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e Click and drag a crop handle. A
The mouse &3 changes to <.

@ Click and drag a side handle to
crop that side.

@ Click and drag a corner handle
to crop the two sides adjacent

3 Beverages

4 Beverages

1 Category Name Product Name

Chang

Chartreuse verte

B c D E F

Quantity Per Unit Image

24-12 oz bottles g g
/
\
W
750 cc per bottle .

5 Beverages Cote de Blaye 12-75d
to the corner. w
e Rel‘ease the mouse bUtton When 6 Beverages Ipch Coffee 16 - 500 g tins
the handle is in the position
you want.
. BHS & = Products By Category - Excel Preview Picture Tools
G CI-]Ck Lo E Home  Inset  Pagelayout  Formulas  Data  Review  View | Format Tell me what you want to do...
Comections= [, —) = | LZ Picture Border= "1 Bring Forward = [&" ~
Excel turns off the Crop feature. E me oz || = [ S o | Bt -
ackground | |23 Artistic Effects+ 4 « ~| B, Picture Layout = fs Selection Pane ~ “h ~
. Adjust Picture Styles 5 Amange Size
() Excel crops the picture. — B
A 8 c D E F

1 Category Name Product Name

Quantity Per Unit  Image

3 Beverages

4 Beverages

5 Beverages

6 Beverages

Chang

Chartreuse verte

Cote de Blaye

Ipoh Coffee

2t

24 -12 oz bottles

750 cc per bottle

12 - 75 cl bottles

16 - 500 g tins

If I have a picture with the main element in the
middle, is it possible to crop in all directions at
once to keep just that middle element?

Yes. You normally crop one side at a time by
clicking and dragging a side crop handle, or two
sides at a time by clicking and dragging a corner
crop handle. To crop all four sides at once, hold
down the key and then click and drag any
corner crop handle.

Can I crop a picture to a particular aspect ratio
or shape?

Yes. Excel offers a couple of cropping options. If you
know the aspect ratio (the ratio of the width to the
height) you want, click the Crop w, click Aspect
Ratio, and then click the ratio, such as 3:5 or 4:6.
If you prefer to crop to a shape, such as an oval or
arrow, click the Crop #, click Crop to Shape, and
then click the shape.
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Format a Picture

ou can enhance your shapes, clip art, photos, WordArt images, and SmartArt graphics by
formatting the images. For example, Excel offers more than two dozen picture styles, which are
predefined formats that apply various combinations of shadows, reflections, borders, and layouts.

Excel also offers a dozen picture effects, which are preset combinations of special effects such as
glows, soft edges, bevels, and 3-D rotations.

Format a Picture

Apply a Picture Style

o Click the picture you want to
format.

© Click the Format tab.
9 Click the Picture Styles .

() Excel displays the Picture Styles
gallery.

e Click the picture style you want
to use.

() Excel applies the style to the
picture.
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H S &- = 2016-2017 Budget - Excel Preview Picture Tools 7 @ 4
& Home  Inset  Pagelayout  Formulas  Data  Review  View | Format hat you want to do... @ Paul McFedries
g Corrections~ [, LZ Picture Border= 1 Bring Forward = [2 ~ B .
RE%E & Color~ 5] ; z @ 2 ; FQP\{tureEﬁazE‘ %) Send Backward - [ :: ;DE
Background |22 Artistic Effects = T2 + ~| B picture Layout = G; Selection Pane  Sh- . \‘“*IE

Adjust Picture Styles [ Arrange Size
Picture 2 M I
A B [ D E F G H 1 ]
1 Team1l Team2 Team3
2 Sales
3 Division | 294,000 323,400 279,300
4 Division Il 358,550 394,405 340,623
s Division Ill 310,000 341,000 294,500
6 Expenses
7 Costof Goods 77,004 84,704 73,
s Advertising 60,550 66,605 57,523
s Rent 25200 27,720 = 23,940
10 Supplies 15,950 17,545 15,153
11 Salaries 201,500 251,650 191,425
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840 |
14 [
15
BH 9 &= 2016-2017 Budget - Excel Preview Picture Tools ?2 @3 4
E Home  Inset  Pagelayout  Formulas  Data  Review Format Tell me what you want to do... Q@ Paul McFedries
EQ Corrections = [&l, ——— [Z Picture Border~ ¥ Bring Forward ~ _l‘i.v Q# AIEYTS
oo & Color - m) | | | | 2 el | Picture Effects~ ' Send Backward + ] Er;)p ]
Background 5] Atstic Efects - 21 - N BL Picture Layout =  HlySelectionPane "= . vor 34
Adjust : @ & Arrange Size

Picture 2 M

Sales
Division |
Division Il
Division Il
Expenses
Cost of Goods
Advertising
Rent

10 Supplies
11 Salaries

12 Shipping
13 Utilities

14

15

16

W N B W N e

L]

(A o

4

B =
Team 1 S
= = = =
294,00
D D= =
310,00 ~
A,
77,00- = (s
60,550 oo,0Ud 57,525
25200 27,720 23,940
15,950 17,545 15,153
201,500 251,650 191,425
176,250 193,875 167,438
7200 7,920 6840
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Apply a Pi Cture Effect H 9 @ Summer Sales Promotion - Excel Preview Picture Tools E EI- -
E Home  Inset  Pagelayout  Formulas  Dats  Review  View  Format hatyouwanttodo. @ Paul McFedries ~
3 3 a Comections~ [ L7 Picture Border= " .1 Bring Forward [~ <
o Click the plcture you want to o Ecolor- o) ; — 2 Picture Effects=| 'f; Send Backward - B~ ‘
format. Sacpound  EAtic e 3~ R rorrees
Adjust 3
. I
e Click the Format tab. Fidurel -] & = oo
A B c D E e~ ) fresets
Click the Picture Effects 1] ] ="' . o 5
2 , | = -
button (&F). 5| ™ = o |
Note: If the image is a shape, the s | S \ - ey 2 |
. 6| e Bevel » &
(# button is named Shape Effects. 1 : =
i ﬁJ 3-D Rotation » | 3-D Options...
. s |[SUMMER SALES PROMOTION - ORDERS ==
e Click Preset. M Date @ Product f§ OQuantityf] Net$El Promotionf Advertisement |
10 | 6/1/2016 | Printer stand 11 $119.70| 1 Free with 10 Direct mail
e Cljck the effect you want to 11| 6/1/2016 | Glare filter 6 $77.82| Extra Discount Magazine
12 | 6/1/2016 | Mouse pad 15 $100.95 | Extra Discount Newspaper
apply. 13| 6/1/2016 | Glare filter 11 $149.71 1 Free with 10 Magazine
14 | 6/2/2016 | Mouse pad 22 $155.40| 1 Free with 10 Magazine
15 | 6/2/2016 | Mouse pad 3 $20.19| Extra Discount Newspaper
16| 6/2/2016 | Copy holder 5 $33.65| Extra Discount Direct mail
© Excel applies the effect to the A 5 c b E ; ¢ |
. 1
picture. )
: g pa
4 2 -
@ —
7
s SUMMER SALES PROMOTION - ORDERS
9 Date 3 Prod B  Qua - etS Promotionf] Advertisement |3
10| 6£)2016 |Printerstand| 11 | $119.70( 1Freewith10|  Directmail |
11| 6/1/2016 | Glare filter [ $77.82| Extra Discount Magazine
12 | 6/1/2016 | Mouse pad 15 $100.95| Extra Discount Newspaper
13| 6/1/2016 | Glare filter 11 $149.71/| 1 Free with 10 Magazine
14 | 6/2/2016 | Mouse pad 22 $155.40| 1 Free with 10 Magazine
15 | 6/2/2016 | Mouse pad 3 $20.19| Extra Discount Newspaper

I applied a style to a picture, but now I want
to change the picture to something else. Do I
have to start over?

No. You can simply replace the existing picture
with the other picture, and Excel preserves the
style so you do not have to repeat your work.
Click the existing picture, click the Format tab,
and then click the Change Picture button (%).
Select the new picture you want to use and
then click Insert.

If I do not like the formatting that I have applied

to a picture, can I return the picture to its original
look?

Yes. If you have not performed any other tasks since
applying the formatting, click Undo (%)) until Excel has
removed the formatting. Alternatively, click &#, click
Preset, and then click the icon in the No Presets
section. To reverse all the changes you have made to a
picture since you inserted the image, click the picture,
click Format, and then click Reset Picture (“.J).
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CHAPTER 14

Collaborating
with Others

If you want to collaborate with other people on a workbook, Excel
gives you several ways to do this, including adding comments, sharing
a workbook, and even working on a spreadsheet online. You can also
control your collaborations by protecting worksheet data and tracking

the changes that others make.

B HS @

Home  Inset  Pagelayout  Formulas  Data i Q Pau\M:Fedns'H ®

G5
ing Research Thesaurus Translate

Proofing Language Comments Changes

5 9:00:00 AM

A B c D

2 Employee Name:|Kyra Ferry
3 Maximum Hours Before Overtime:|40:00

Hol

9:00 AM

16
17 TOTAL WEEKLY HOURS
18 Total Hours : Regular Pay S 542.50

Employee Time Sheet P ]

Ready Average: 12:45:00 Count 4  Sum: 51:00:00 H L]
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Add a Comment to a Cell

f you have received a workbook from another person, you can provide feedback to that person
by adding a comment to a cell in the workbook. A comment is often the best way to provide
corrections, questions, critiques, and other feedback because it does not change anything on the

actual worksheet.

Each comment is attached to a particular cell and Excel uses a comment indicator to mark which cells
have comments. When you view a comment, Excel displays the comment in a balloon.

Add a Comment to a Cell

Add a Comment

H ©
Home

2016-2017 Budget - Excel

Tell me what you want to do...

Q

Eﬁ i @_ i prof
3 Allo]

Protect Protect  Share
Sheet Workboak Workbook [ Tra
Changes

. Insert  Page Layo Formulas  Data | Review
0 Click the cell you want to S g = € D 12 ShowHide tomment
comment on. Sp‘e{ng Rescarch Thesaurus Trar\asfta New  Delete Provious Ne 2o AllComments
Comment {75 Show Ink
@ Click the Review tab.
. Cc11 - F 251650
e Click New Comment (| ). R . . 5 . .
Note: You can also right-click the cell ~ scies Teaml Team2 fTeam 3
and then click Insert Comment. s Division | 294,000 323,400 279,300
4 Division Il 358,550 394,405 340,623
s Division Il 310,000 341,000 294,500
6 |Expenses
7 |[Cost of Goods 77,004 84,704 73,154
s Advertising 60,550 66,605 @ 57,523
s Rent 25,200 27,720 23,940
10 Supplies 13950 17,545 15,153
11| Salaries 251,650 | 191,425
12 | Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840
14
Excel displays a comment balloon. A 8 c D
. 1 Teaml Team2 Team3
@ Excel precedes the comment with 2 Sales
your Excel username. 3 |Division | 294,000 323,400 279,300
2 Division Il 358,550 394,405 340,623
e Type your comment. 5 Division Il 310,000 341,000 294,500
& |Expenses
e Click outside the comment balloon. 7 [Costof Goods 77,004 84,704 73,154
s Advertising 60,550 66,605 = 57,523
9 Rent 25,200 27,720
10 Supplies 15,950 17,545
11 Salaries 201,500 251,G@8
12 Shipping 176,250 193,84
13 Utilities 7,200 7,920
14
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@ Excel adds a comment indicator A B c D E F g H
() to the top-right corner of e @ [ream1 Team2 Teams3
the cell. 3 |Division | 294,000 323,400 279,300
4 |Division Il 358,550 394,405 340,623
s |Division Il 310,000 341,000 294,500
6 |Expenses
7 |(Cost of Goods 77,004 84,704 73,154
s |Advertising 60,550 66,6054 57,523
s |Rent 25,200  27,72000/23,940
10 |Supplies 15,950 17,545 \ 15,153
11 |Salaries 201,500 251,650 191,425
12 |Shipping 176,250 193,875 167,438
13 |Utilities 7,200 7,920 6,840
14
View a Comment Ho o - 2015207 g
0 M the mouse @ over the cell Home Insert Page Layout Formulas Data Review View Tell me what you want to do... Q
ove . ABC 7 = 7 € D [ Show/Hide Comment == = I prof
. . E E‘% WQ lj I Show All Commansﬁ Eﬁ EF Allof
o Excel d.lsplays the comment in a Spelling Research Thesaurus = Translate Coridr:mt Delete Previous Mext e —— - WPﬂrfc;:;:zk W::’\llr:ok BT
bauoon. Praofing Language Ca ts Changes
N22 - I
© In the Review tab, you can also . . . 5 . . . u
click Next (7)) and Previous (£ ) 1 Team1l Team2 Team3
to run through the comments. 2 |Sales
3 |Division | 294,000 323,400 279,300
G In the Review tab, you can also 4 |Division Il 358,550 394,405 340,623
click Show All Comments ("=D) to s |Division Ill 310,000 341,000 294,500
X & |[Expenses
display every comment at once. 7 [Costof Goods 77,004 84,704 73,154
s |Advertising 60,550 66,605 57,523
s |Rent 25,200 27,720 23,940
10 |Supplies 15,950 17,545 _acasa
11 Salaries 201,500 251,65&R [Stella: This number
12 |Shipping 176,250 193,% e 0
13 |Utilities 7,200 7,9
14

Can I edit or remove a comment?

Yes. To edit an existing comment, click the
cell that contains the comment, click the
Review tab, click Edit Comment (7)) to
open the comment in a balloon, and then
edit the balloon text. To remove a comment,
click the cell that contains the comment,
click the Review tab, and then click Delete
Comment (7).

How do I change my Excel username?

When collaborating, your username is important because it
tells other people who added the comments. If you current
username consists of only your first name or your initials,
you can change it. Click File and then click Options to open
the Excel Options dialog box. Click the General tab and then
use the User name text box to edit the name. Click OK.
Note, however, that this does not change your username in
any existing comments.

307



Protect a Worksheet’s Data

f you will be distributing a workbook to other people,

you can enable the options in Excel for

safeguarding worksheet data by activating the sheet’s protection feature. You can also configure

the worksheet to require a password to unprotect it.

There are two main methods you can use to safeguard worksheet data: You can unlock only those
cells that users are allowed to edit and you can configure a range to require a password before it can

be edited.

Protect a Worksheet's Data \

0 Display the worksheet you want
to protect.

@ Click the Review tab.
9 Click Protect Sheet (I ).

H % ¢
Home

v BB G

Spelling Research Thesaurus  Translate

Insert

Praofing Language

Page Layout

Comment

Loans - Excel 7T @
Formul& Review  View Tell me vl you want to do... Q Paul McFedries|
IJ = -)j % Show/Hide Comment ’_? ’_ U3 Protect and Share Workbaok
" I Show All Comments EZ Allow Users to Edit Ranges
New  Delele Previous Nest Pratect Protect  Share

.25 Show Ink

Comments

Sheet Workbook Workbaok [ Track Changes ~
Changes

B10 - Fe || =PMT(SES4, SESS, 5C34, SCS5, SCS6)
A ] c D E F G H 1
1 |Loan Data e
2 Interest Rate 6.00% Time Basis e 4 Time Basis
3| Amortization 15 Time Factor 12 Annual
4 Principal $500,000 Adjusted Rate 0.5% Semi-Annual
5 Balloon Payment S0 Total Periods 180 Quarterly
& Payment Type 0 Monthly
s |Amortization Schedule
Cumulative  Cumulative  Remaining
9 | Period Payment Inte! Principal Principal
10 1 ($4,219.28) | ($1,719.28)  ($2,500.00), ($1,719.28)  ($2,491.40)| $498,280.72
1 2 ($4,219.28) T ($1,727.88)  ($2,491.40) ($3,447.16)  ($4,991.40)  $496,552.84
2 3 ($4,219.28)  ($1,736.52)  ($2,482.76)  ($5,183.68)  ($7,474.17) $494,816.32
13 4 ($4,219.28) (51,745.20) (52,474.08) (56,928.89) (59,948.25) $493,071.11
u 5 (54,219.28) (51,753.93)  (3$2,465.36)| ($8,682.82) (512,413.60)| $491,317.18
Excel displays the Protect Sheet D 2

dialog box.

Make sure the Protect
worksheet and contents of
locked cells check box is

selected ([¥]).

Use the Password to unprotect
sheet text box to type a
password.
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M Protect worksheet and contents of locked cells

Password to unprotect sheet:

eeseeeed <@

Allow all users of this worksheet to:

[a[Select locked cells A

Select unlocked cells
Format cells

Format columns
Format rows

Insert columns
Insert rows

Insert hyperlinks
Delete columns
Delete rows

EEEE NN

o




G Select the check box beside
each action that you want to
allow unauthorized users to

perform ([_] changes to [¥]).

@ click OK.
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3 |

Protect Sheet

Protect worksheet and contents of locked cells

SEESLIILUN LR A

Allow all users of this worksheet to:
2] Select locked cells A

ZI Select unlocked cells
(6 o
Format columns
[_| Format rows
[_]insert columns
Insert rows
:] Insert hyperlinks
:l Delete columns

:] Delete rows v

O = | [ o

Excel asks you to confirm the
password.

Confirm Password

» IEM

e Type the password.

Reenter password to proceed.

© click oK.

.....I...@

If you want to make changes to a
worksheet, click the Review tab,
click Unprotect Sheet (%), type
the unprotect password, and
then click OK.

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. (Remember that passwords are
case-sensitive.)

o

OK

{ gancel _

When I protect a worksheet, no one can edit
any of the cells. Is there a way to allow users
to edit some of the cells?

Yes. This is useful if you have a data entry area or
other range that you want other people to be able
to edit but you do not want them to alter any
other part of the worksheet. First, unprotect the
sheet if it is currently protected. Select the range
you want to unlock, click Home, click Format, and
then click Lock Cell to turn off that option for the
selected range.

When I protect a worksheet, can I configure a

range to require a password before a user can edit
the range?

Yes. First, unprotect the sheet if it is currently protected.
Select the range you want to protect, click the Review
tab, and then click Allow Users to Edit Ranges. In the
Allow Users to Edit Ranges dialog box, click New to open
the New Range dialog box. Type a title for the range, use
the Range text box to type a password, and then click
OK. When Excel prompts you to reenter the password,
type the password and then click OK.
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Protect a Workbook’s Structure

You can prevent unwanted changes to a workbook by activating protection for the workbook’s
structure. You can also configure the workbook to require a password to unprotect it.

Protecting a workbook'’s structure means preventing users from inserting new worksheets, renaming
or deleting existing worksheets, moving or copying worksheets, hiding and unhiding worksheets, and
more. See the tips to learn which commands Excel disables when you protect a workbook’s structure.

Protect a Workbook's Str

@ Display the workbook you want
to protect.

© Click the Review tab.
€ Click Protect Workbook (I7).

Excel displays the Protect

Structure and Windows dialog box.

O Select the Structure check box
(L] changes to [¥]).

e Type a password in the
Password text box, if required.

@ click ok.
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ure

= 2016-2017 Budget - Excel

H ©- @
Home Insert Page Layout Formu\as&Rewew View Tell me what you to do.. Q p|

wf ﬁQ E E‘% \J ?Ehnw.'Hltle(nmmfnl D F E gl’mte(t and Share
Spelling Research Thesaurus  Translate  New  Delete Previous Next CoshowAlComments o vect Protect  share 0 Lo toF
Comment 45 Show Ink Sheet Workbook Workbook [ Track Changes »
Proofing Language Comments Changes
Al - fe
A J K L M N o] P Q R
1 Jul Aug Sep 3rd Quarter Oct Nov Dec  4th Quarter TOTAL
2 Sales
3 Division | 26,000 24,000 24,000 74,000 26,000 24,000 24,000 74,000 294,000
4 |Division Il 31,000 29,500 29,500 90,000 32,000 29,500 29,500 91,000 358,550
@Iisinn 1 27,000 25,250 25,250 77,500 28,000 25,250 25,250 78,500 310,000
SALES TOTAL 84,000 78,750 78,750 . 241,500 86,000 78,750 78,750 243,500 962,550
7 B
8 Cost of Goods 6,720 6,300 6,300 | 19,320 6,880 6,300 6,300 19,480 77,004
9 Advertising 5,500 5,200 5,200 15,900 4,500 5,200 5,200 14,900 60,550
10 Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 25,200
11 Supplies 1,300 1,400 1,400 4,100 1,250 1,350 1,400 4,000 15,950
12 Salaries 17,000 17,000 17,000 51,000 17,000 17,500 17,500 52,000 201,500
13 |Shipping 15,000 14,500 14,500 44,000 15,750 15,250 14,500 45,500 176,250
14 |Utilities 650 600 600 1,850 650 600 600 1,850 7,200
15 [EXPENSES TOTAL 48,270 47,100 47,100 ‘ 142,470 48,130 48,300 47,600 144,030 563,654
16 GROSS PROFIT 35,730 31,650 31,650 B 99,030 37,870 30,450 31,150 99,470 398,896

Protect Structure and Windows 2

Protect workbook for

Structure

Windows

Password (optional):

‘......... 0

O

Cancel
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If you specified a password, fi - 2 -
Excel asks you to confirm it. Confirm Passwo
0 Type the password. Reenter password to proceed.
e Click OK. ooooooooola ‘
Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. [(Remember that passwords are
case-sensitive.)
M oK l . Cancel
@ Excel disables most worksheet- WH o o 2016201 Budgt- e * m
Home Inser Page Layou Formulas Data Review View Tell me what you want to de... Q Paul McFedries
related commands on the . fo T b ' o - s
R ) Calibi i P S [Number .1 E& Conditional Formatting = &= Insert %Y i
R-Ibbon By - [Z7 Format as Table - Fx Delete - [~
. e g ElTu-[EH- 24 B 5-% 998 Feasyle- Eiformat-| £ - ém,& o
o Excel. d'isabl.es mOSt WOrkSheet— Clipboard Font m Alignment & Number & Styles ,CEII?“H. -
AL - A 3L Row Height..
related commands on the - ) . . ; v o | & o | bR
] Column Width...
worksheet shortcut menu. e —— e I C I i T R,
2 Sales
3 Division | 26,000 24,000 24,000 74,000 26,000 24,000 24,000 ¥ ,?_dmw‘dm
4 Division I 31,000 29500 29,500 90000 32,000 29,500 29,500  91,00(
5 Division Ill 27,000 25250 25250 77,500 28,000 25250 25250  7850( de&Unhide "
6 SALES TOTAL 84,000 78750 78,750 ' 241,500 86,000 78,750 78750 243,50 OrganizeSheets
7 Expenses
& CostofGoods | 5300 6300 @ 19,320 6880 6300 6,300 19,48( . '0
o Advertising 5200 5200 15900 4500 5200 5200  1490( l*bcee
10 Rent 2,100 2,100 6,300 2,100 2,100 2,100 6,300 Protection
11 Supplies A 1400 1,400 4,100 1250 1350 1400 4,000 7 Protect Sheet.
12 |Salaries &) View Code 7000 17,000 51,000 17,000 17,500 17,500 52,0007 Lockcel
13 'Shipping B0 ProtectShest. 4500 14,500 44,000 15,750 15250 14,500 zui,esuc‘E Formmat Call
14 Utilities T 620 600 1,850 650 600 600 1,850 rec—
15 EXPENSES TOTAL 17100 47,100 ~ 142,470 48130 48,300 47,600 144030 563,654
16 GROSS PROFIT /1650 31,650 ~ 99,030 37,870 30,450 31,150 99,470 398,89
17 seiolhe A1l Sheets Difference from Last Year's Profit:
] Budget 6{:%“ Projections ‘ 2015-2016 Final Estimates Gross Margin i [4]

TIPS |

What happens when I protect a workbook’s
structure?

Excel disables most worksheet-related commands,
including Insert Sheet, Delete Sheet, Rename Sheet,
Move or Copy Sheet, Tab Color, Hide Sheet, and
Unhide Sheet. Excel also prevents the Scenario
Manager from creating a summary report.

How do I remove workbook structure protection?
If you no longer require your workbook structure to
be protected, you can remove the protection by
following steps 1 to 3. If you protected your
workbook with a password, type the password and
then click OK. Excel removes the workbook’s
structure protection.
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Share a Workbook with Other Users

ou can allow multiple users to modify a workbook simultaneously by sharing the workbook.

Once you have shared a workbook, other users can open the workbook via a network connection
and edit the file at the same time. Note that Excel cannot share a workbook that contains a table,
so you need to convert any tables to ranges before performing this task. See Chapter 10 for more

information.

When you share a workbook, Excel automatically begins tracking the changes made to the file. For
more information on this feature, see the following section, “Track Workbook Changes.”

Share a Workbook with Other Users

o Display the workbook you want
to share.

Q Click the Review tab.
€@ Click Share Workbook (/).

The Share Workbook dialog box
appears.

@ Click the Editing tab.

o Select the Allow changes
by more than one user at
the same time check box

(L] changes to [¥]).
@ click ok.
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ABC B =% x L show/Hide Comment | [T [FTH] & Protect and Share Workbook
Sp{\\ing nEa?:h Thlﬁus ME:%.& g Delete Previous lw‘ I Show All Comments :n:«m Et Share 5 llow Usersto Edt Ronges
Comment 25 show Ink Sheet Workbook Workbook [ Track Changes =
Proofing language Comments Changes
Al M Fa Product ID
A B C D E F G H

QtyOn QtyOn Qty QtyOn Reorder

1 D Product Name Product Code Hold Hand Available Order Level
2| 1 Northwind Traders Chai NWTB-1 25 25 0 41 10
3| 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
& 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10
5 S Northwind Traders Olive Oil NWTO-5 0 15 15 0 10
3 & Northwind Traders Boysenberry Spread NWTJP-6 0 0 0 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10|
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10|
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0 10
1| 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20 5
12| 20 Northwind Traders Marmalade NWTIP-6 | 0 0 0 40 10
13| 21 Northwind Traders Scones NWTBGM-21 0 0 0 0 5
4| 34 Northwind Traders Beer NWTB-34 23 23 0 0 15
15 | 40 Northwind Traders Crab Meat NWTCM-40 0 0 0 120 30
?

Share Workbook g

H - 2 = Inventory - Excel ? B
Home  Inset  Pagelayout Furmu\& Review | View  Tell me what you want to do.. Q Paul McFedrie]
>

:Allow changes by more than one user at the same time. :
This also allows workbook merging. :

Who has this workbook open now:

Paul (Exclusive] - 4/28/2015 3:23 PM

Remove User
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Excel tells you that it will now
save the workbook.

0 Click OK.

Microsoft Excel

,ié This action will now save the workbook. Do you want to continue?

@ o |

Cancel ‘

Excel saves the workbook and HS @ - Inventory (Shared) - vl 7 ™
. . Home Insert Page Layout Formulas Data Review View Tell me what you want to do... Q Paul McFedrie]
activates sharing. e

ES = €— @ [ show/Hide Comment U3 Protect Shared Workbook
EE ]
. . s{ REO\h Th_ - . B}i INJ ;_;r‘ D\_T_‘ IN:E 55 Show All Comments Dgti F‘t E‘E 3 Allow Users to Edit Ranges
clling Research Thesaurus  Translate ew  Delete Previous = rotect  Protect are
@ Excel displays [Shared] in the peline ot £ Show ik e e B Track Changes -
. Proofing Language Comments Changes
title bar.
Al | 5 Product ID
You and users on your network A 2 e B S .
. Product Qty On QtyOn Qty Qty On Reorder
can now ed]t the WorkbOOk at 1 1D Product Name Product Code Hold Hand Available Order Level
. 2 1 Northwind Traders Chai NWTB-1 25 25 0 41 10
the same tlme' 3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10
5 5 Northwind Traders Olive Oil NWTO-5 0 15 15 0 10
6 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 0 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10

How do I know if other people currently have the
workbook open?

3 |

Share Workbook

The Editing tab of the Share Workbook dialog box maintains
a list of the users who have the workbook open. To see this
list, follow these steps:

o Display the shared workbook.
© Click the Review tab.
© Click [ .
The Share Workbook dialog box appears.
@ Click the Editing tab.

@ The Who has this workbook open now list displays
the users who are currently editing the file.

© click ok.

Allow changes by more than one user at the same time,
This also allows workbook merging.

Whao has this workbook open now:

d

O - |

Cancel |
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Track Workbook Changes

f you want other people to make changes to a workbook, you can keep track of those changes
so you can either accept or reject them (see the following section, “Accept or Reject Workbook
Changes”). The Track Changes feature in Excel enables you to do this.

When you turn on Track Changes, Excel monitors the activity of each reviewer and stores that
reviewer’s cell edits, row and column additions and deletions, range moves, worksheet insertions,

and worksheet renames.

Track Workbook Changes

0 Display the workbook you want
to track.

© Click the Review tab.
e Click Track Changes ([:>).
@ click Highlight Changes.

The Highlight Changes dialog
box appears.

© select the Track changes while
editing check box (|| changes

to [v]).
) Leave the When check box

selected ([¥]) and leave All
selected in the list.

© To learn more about the Who

and Where options, see the tips.

© Leave the Highlight changes on
screen check box selected ((v])
to view the workbook changes.

@ click OK.
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< Employee Time Sheet - Excel

H S & =
Home  Inset  Page Layout Fulmu\a& Review | View Tell me what you want to do. Q

7 @
Paul McFedri

ABC = = &= @7 LA Show/Hide Comment 1 ] Protect and Share Workbook
Smng REe?:h TP\EUS Tr.ﬁfm g Delete Previous Next 'r_D show All Comments Fg.l E Q GNIUW Users to Edit Ranges
Comment i3 Show Ink Sheet Wnrw&c 15 Track Changes -
Proofing Language Comment ts Ch [ Highlight Changes... b
A9 - Fo | 9/7/2015 &
A B c D E F G H
1
2 Name:| Kyra Ferry
3 Hours Before Overtime:| 20:00 h\
4 Hourly Wage:|$15.50
& Overtime Pay Rate:[1.5 Q@
6 | iday Pay Rate:[2
7
Total [Non-Weekend,
Work Start |Lunch Start| Lunch |WorkEnd| Hours Non-Holiday | Overtime | Hd
8 Date Time Time |EndTime| Time Hours Hours
9 Monday Sep 7, 2015 0:00 0:00 0:00
10 Tuesday Sep 8, 2015 0:00 0:00 0:00
11 Wednesday Sep 9, 2015 0:00 0:00 0:00
12 Thursday Sep 10, 2015 0:00 0:00 0:00
13 Friday Sep 11, 2015 0:00 0:00 0:00
14| Saturday Sep 12, 2015 0:00 0:00 0:00
15 Sunday Sep 13, 2015 0:00 0:00 0:00
o "Il
Highlight Changes

EIrack changes while editing. This also shares your workbook. :

Highlight which changes

O Who: Qyone

' %-(v] When: | Al

] Whe[e:ﬁ

Highlight changes on screen

List changes on a new sheet

one

=
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Excel tells you it will now save
the workbook.

Microsoft Excel

i,

Q Click OK.

h This action will now save the workbook. Do you want to continue?

W Cancel |

Excel activates the Track
Changes feature.

() Excel shares the workbook and
indicates this by displaying
[Shared] beside the workbook

AS

name.

Note: See the previous section,

“Share a Workbook with Other

~ o o koW o

Users,” to learn more about
workbook sharing.

H S ¢ Employee Time Sheet [Shared] - Excel 7 @ - &
Home  Inset  Pagelayout  Formulas  Data  Review | View  Tell mewhatyouwantto do... Q Paul Mckedries + [
ABC = E 1 £ 2 ? Show/Hide Comment U2 Protect Shared Workbook
= Y = 5]
‘/ iQ LJ E%‘ L ? 15 Show All Comments E 5 Allow Users to Edit Ranges
Spelling Research Thesaurus  Translate  New  Delete Previous Next pu Protect Protect  Share
Comment .5 Show Ink Sheet Workbook Warkbook B Track Changes »
Proofing Language Comment its Changes
A £ | 9f7/2015
A B c D E F G H
Name: |Kyra Ferry
Maximum Hours Before Overtime: | 40:00 h\
Hourly Wage:|$15.50
Overtime Pay Rate:|1.5
y Pay Rate: |2
Total |Non-Weekend,
Work Start | Lunch Start| Lunch |WorkEnd| Hours Non-Holiday | Overtime | Holiday
8 Date Time Time |EndTime| Time Worked Hours Hours Hours
Monday Sep 7, 2015 ‘ 0:00 0:00 0:00 0:00
Tuesday Sep 8, 2015 \ 0:00 0:00 0:00 0:00

Is there a way to avoid having my own changes
highlighted?

Yes, you can configure the workbook to show every
user’s changes but your own. Follow steps 1 to 4
to open the Highlight Changes dialog box. Select
the Who check box ([_| changes to [¥]), click the
Who #, and then click Everyone but Me. Click
0K to put the new setting into effect.

Can I track changes in just part of the worksheet?
Yes, you can modify this task so that Excel only
tracks changes in a specific range. Follow steps 1
to 4 to open the Highlight Changes dialog box.
Select the Where check box (|_] changes to [¥]),
click inside the Where range box, and then select
the range you want to track. Click OK to put the
new setting into effect.
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Accept or Reject Workbook Changes

fter you turn on the Track Changes features in Excel, as described in the previous section, “Track

Workbook Changes,”

you can accept or reject the changes that other users make to the workbook.

As a general rule, you should accept the changes that other users make to a workbook. The exception
is when you know a change is incorrect. If you are not sure, it is best to talk to the other user before
rejecting a change. If you and another user make changes to the same cell, Excel lets you resolve the
conflict by accepting your edit or the other user’s edit.

Accept or Reject Workbook Changes \

0 Display the workbook you are
tracking.

Q Click the Review tab.
e Click Track Changes ([>).
@ Click Accept/Reject Changes.

If your workbook has unsaved
changes, Excel tells you it will
now save the workbook.

© click ok.
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H - ¢

ABC

B13

v i B B

Spelling Research Thesaurus  Translate

? @
Paul McFedries|
rotect Shared Workbook

E Allow Users to Edit Ras
&Dm‘k Changes~

Cha B Highlight Changes

&ﬂ Agcept/Reject Changes L\,

Employee Time Sheet [Shared) - Excel
Page Layout meuh& Review = View Tell me what you want to do...
— 35 e 9 Show/Hide Co

'VEDShﬂwAII(nmmenu
New  Delete Previous Next ym
Comment & Show Ink

Proofing Language Comments
S || 9:00:00 AM

A B c D E

ployee Name:|Kyra Ferry

Maximum Hours Before Overtime:|40:00

Hourly Wage:|$15.50

Overtime Pay Rate:|1.5

|
2
3
4
@
6
7

e@‘

Holiday Pay Rate:|2

Total Non-Weekend,
Work Start |Lunch Start| Lunch |WorkEnd| Hours Non-Holiday | Overtime | Ho
8 Date Time Time |EndTime| Time Worked Hours Hours Hd
9 Monday Sep 7, 2015} 9:00 AM 12:00 PM [ 1:00 PM [ 5:00 PM 7:00 7:00 0:00 0:
10 Tuesday Sep 8, 2015 9:00 AM 12:00 PM rl:GO PM [ 5:00 PM 7:00 7:00 0:00 0

Microsoft Excel

i

This action will now save the workbook. Do you want to continue?

M OK

|| cancel
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The Select Changes to Accept or Reject
dialog box appears.

2 |

Select Changes to Accept or Reject

@ Leave the When check box selected Wh

ich changes

(¥]) and leave Not yet reviewed When: | Not yet reviewed v
selected in the list. [ JWho: | Everyone
© If you only want to review changes [ Where: s
made by a particular user, select the
Who check box ([_] changes to [¥]), Cancel ‘
click the Who ¥, and then click the
user’'s name. - ST T —
. Holida' Accept or Reject Changes !
e Cl.]ck OKO j — Change 1 of 20 made to this document:
. . Paul, 4/28/2015 4:10 PM: 4 ~
The Accept or Reject Changes dialog box Changed cell B3 from<bianke o300 0 nd
Work Start | L ay
appears‘ 8 Date Time
. . 9 Monday Sep 7, 2015} 9:00 M
@ Excel displays the details of the current |,/ s s 2015 m,% e e =
Change. 11 Wednesday Sep 9,2015| 9:00AM | 4Z.0U W [ LOUFNI| S.00FNV [ 7.00 700
12| Thursday Sep 10, 2015| 9:00 AM 12:00 PM | 1:00 PM | 5:00 PM 7:00 7:00
0 Click an action for the change. 13| Friday Sep 11,2015| 9:00AM | 12:00PM | 1:00PM| 5:00PM | 7:00 7:00
14 Saturday Sep 12, 2015 0:00 0:00
© Click Accept to leave the change in the | Sundaysep13,2015 0:00 0:00
16
workbook. 7 TOTAL WEEKLY HOURS WEEKLY PAY
18 Total Hours 35:00] @ | RegularPay | S 542.50 |

 Click Reject to remove the change from
the workbook.

Excel displays the next change.
Q Repeat step 7 to review all the changes.

(@ You can also click Accept All or Reject All
to accept or reject all changes at once.

What happens if I and another user make changes
that affect the same cell?

In this situation, when you save the workbook, Excel
displays the Accept or Reject Changes dialog box,
which shows the change you made as well as the
change the other user made. Click whatever change
is the correct one and then click Accept. If there are
multiple conflicts, you can save time by clicking your
change or the other user’s change and then clicking
either Accept All or Reject AllL.

When I complete my review, should I turn off
the tracking feature?

Unless you know that other people still require
access to the workbook, you should turn off the
tracking feature when your review is complete. To
do this, click the Review tab, click 5>, and then
click Highlight Changes to open the Highlight
Changes dialog box. Select the Track changes
while editing check box ([¥] changes to [ ), and
then click OK.
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Save a Workbook to Your OneDrive

f you are using Windows 8 or later under a Microsoft

account, then as part of that account you get

a free online storage area called OneDrive. You can use Excel to add any of your workbooks to your
OneDrive. This is useful if you are going to be away from your computer but still require access to a
workbook. Because the OneDrive is accessible anywhere you have web access, you can view and work

with your spreadsheet without using your computer.

Save a Workbook to Your OneDrive

0 Open the workbook you want to Ho
Home

= Accounts Receivable - Excel

save to your OneDrive Insert Page Layout Formulas Data Review View Tell me what you want
S TR L A —
. o - - == - =F General -
e Click the File tab. U - |z £ Format
Pt ¢ BT U- - D-A- S=E=&E%H- 5-% 0 BH o
Clipboard = Font [F] Alignment [F] MNumber ]
Al - I
A B C D E
1 l
2
Account Invoice Invoice
El  Account Name B Number B Number B Amount B Due Date
2 |Door Stoppers Ltd. 01-0045 117328 $58.50 2/2/2015
& Door Stoppers Ltd. 01-0045 117319 $78.85  1/16/2015
6 Door Stoppers Ltd. 01-0045 117324 $101.01 1/26/2015
7 |Door Stoppers Ltd. 01-0045 117333 $1,685.74  2/11/2015
s |Chimera lllusions 02-0200 117334 $303.65  2/12/2015
o |Chimera lllusions 02-0200 117350 $456.21  3/15/2015
10 |Chimera Illusions 02-0200 117345 $588.88 3/6/2015
11 |Chimera Illusions 02-0200 117318 $3,005.14  1/14/2015
e CI.iCk Save AS. Accounts Receivable - Excel
Accounts Receivable
Documents » TYV Examples
Protect Workbook
Control what types of changes people can make to this workbook.
Protect
Workbook ~

Account

Options

9} Inspect Workbook
Before publishing this file, be aware that it contains:
Check for

X ®  Document properties, document server properties, content type
ssues ~

information, author's name and absolute path
® Custom XML data
® Links to other files
®  Content that people with disabilities are unable to read

Versians

7] Thereare no previous versions of this file,

29
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The Save As tab appears. Aecounts Recemable - Bce
@ Double-click OneDrive.
. Save As
@ If you see the OneDrive folder
you want to use to store the & OneDiive - Personal Resstt s
workbook, click it and skip to s & @ OneDrive - Personal
step 6. E;l This PC
o= AddaPlace
Browse
Options
The Save As dialog box appears. Save As
e Doubl_e_cl-ick the folder you Want ) @ * 1 L « hitps;//d.docslivenet » 7382b24bab9a5c8b » v G Search T352b24bab§a:c:3b ;
to use to store the workbook. R =
@ click save. e Favorts ' '
Excel saves the workbook to & Homegroup ) "
your OneDrive. 88 iz
€ Network
File name: | Accounts Receivable v
Saveas type: | Excel Workbook vl
[ Save Thumbnail
= Hide Foldes 6
TIP
How do I open a workbook that @ Open the OneDrive Open
has been saved to my OneDrive? folder that contains
Follow these steps: the workbook. 5 (D Recent
€@ Click the File tab. © Click the workbook.
© Click Open. @ click Open. e tee -$)
© Double-click OneDrive. Excel opens the £ sk
The Open dialog box appears. OneDrive workbook.
= AddaPlace

319



Send a Workbook as an E-Mail Attachment

f you want to send an Excel workbook to another person, you can attach the workbook to an e-mail
message and send it to that person’s e-mail address.

A typical e-mail message is fine for short notes but you may have something more complex to
communicate, such as budget numbers or a loan amortization. Instead of trying to copy that
information to an e-mail message, it would be better to send the recipient a workbook that contains
the data. That way, the other person can then open the workbook in Excel after receiving your message.

Send a Workbook as an E-Mail Attachment
0 Open the workbook you want to g HS- & - morion schedle el

Home | Insert Page Layout Formulas Data Review  View Tell me what you want to do... Q Pa
Send' X _A S ==l = m FZ Conditional Farmatting~ ~ E=Insert ~ 2
Em - o [ Format as Table - =X Delete -
e Click the File tab. Py BIU-E- DrA- SS=EE B 5% R Doy E Format+ £,
Clipboard Font [ Alignment IF Number [ Styles Cells
E7 - fo || =PMT(Rate/12,Months*12,Amount}
A B c D E F ] H J K L
2 |Loan Amortization
3
Wnstants: Period Payment Interest Principal
5 |Rate 5% 1 (299.71) (41.67) (258.04)
5 | General 3 2 (299.71) (40.59) (259.12)
7 |Amount 10,000 3 [(299.71)] (39.51) (260.20)
8 4 (299.71) (38.43) (261.28)
a 5 (299.71) (37.34) (262.37)
10 6  (299.71) (36.25) (263.46)
11 7 (299.71) (35.15) (264.56)
12 8  (299.71) (34.05) (265.66)
13 9 (299.71) (32.94) (266.77)
14 10 (299.71) (31.83) (267.88)
15 11 (299.71) (30.71) (269.00)
16 12 (299.71) (29.59) (270.12)

Amortization Schedule - Excel

9 Click Share.
O Click Email.
Excel displays the Email

Paul M}

Share

Amortization Schedule Email
commands. Documents» T Ecarmples " Euenone ez comyto v
=1
Click Send as Attachment Share O ..
1CK Senda as acnment. o
ment
:.\.. Invite People ls
Everyone works on the same copy of this workbo
3 i~ . = Everyane sees the latest changes
Email Keeps the email size small
Send a Link
1. Workbook must be saved in a shared location
Y Everyone gets a PDF attachment
-_n_,g,'ﬁ Preserves layout, farmatting, fonts, and images
Send as Content can't be easily changed
Account PDF
Options
@ Everyone gets an XPS attachment
w_'_‘j Preserves layout, farmatting, fonts, and images
Content can't be easily changed
Send as XPS
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OUtLOOk CreateS a new e'mail. EH® @+ &= Amortization Schedulexlsx - Message (HTML) T EHE O X
message Message Insert Options Format Text Review Tell me what you want to da... Q )
‘G;H X A a (el &% U aachFiler ™ Followup- (l
@ Outlook attaches the workbook e 8| 8 TUE T et @I} s en- l Hahimponscs
- E === |4 Book MNames ignature ~ ow Importance
to the message° Clipboard = Basic Text Names Include Tags n Zoom -~
@ Type the address of the ERIRS T G ) |
.. =7 . || ‘
recipient. send
subject | Amortization Schedule.xisx |
b Amortization Schedule.. _ 0
Attached % 17 KB ‘
© Type your message text. EES0 1 - Amorzston Schedlexisiszage (T ? ® o x
. Message Insert Options Format Text Review Tell me what you want to do... Q &
© Click Send. o X KX EE gh O Anre ol
i~ B2 B I U : =3 M_d_ C‘h/ 1 U5 Attachitem- ! High Importance ,
Outlook sends the message. W . w.a. g Ao Check |y e % Lowimporance | 2
Clipboard = Basic Text ) Names Include Tags & Zoom -~

To.. | |herbt@cheaposcrountants.com |

=1
Ce ‘ |

Send
Subject | Amortization Schedule.xisk |

Attached ‘ ..‘ATran‘;rtlzatlonSchedu\eu. .

Herb,

I've attached the loan amartization workbaok, as requested. Let me know if you need anything else. 4

Best,

Paul
Are there any restrictions related to sending file What can I do if the recipient does not have
attachments? Excel?
There is no practical limit to the number of workbooks If the other person does not use Excel, you can
you can attach to a message. However, you should be send the workbook in a different format. One
careful with the total size of the files you send. If you possibility would be to save the workbook as a
or the recipient has a slow Internet connection, sending | web page (see the following section, “Save
or receiving the message can take an extremely long Excel Data as a Web Page”). Alternatively, if
time. Also, many Internet service providers (ISPs) place | your recipient can view PDF (Portable Document
a limit on the size of a message’s attachments, which is | Format) files, follow steps 1 to 4 to display the
usually between 2 and 10MB. Email commands, and then click Send as PDF.
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Save Excel Data as a Web Page

f you have an Excel range, worksheet, or workbook that you want to share on the web, you can
save that data as a web page that you can then upload to your website.

When you save a document as a web page, you can also specify the title text that appears in the
browser’s title bar and the keywords that search engines use to index the page. You can also choose
whether you want to publish the entire workbook to the web, just a single worksheet, or just a range

of cells.
Save Excel Data as a Web Page \
0 Open the workbook that He o - [E—— 7w - o x
: Home  Inset  Pagelayout  Formulas  Data  Review  View Tell me... 9 Paul McFedries ~ ]
Conta]ns the data you Want to % AA N = FZ) Conditional Formatting = = Insert ~ - by
save as a web page. - : © 5% DromsesTeler  BOdee - [ #-
e o BlTu-E- &Aoo 8 £ (7 Cell Styles - & Format~ & -
o If you Want to save a Worksheet Clipboard 1 Font W Alignment ©m  Number Styles Cells Editing ~
. M E3 ivision v
as a web page, click the &“ 2 .
A B C D E F G H -
worksheet tab.
Parts Database
© If you want to save a range as a '
2 | Divisi Description ber Quantity Unit Cost Total Cost Retail Gross M
web page, select the range. :| 4 Gangley Pliers D-178 57 $10.47  $596.79 $17.95 71%
: : 4 3 HCAB Washer A-201 856 $0.12 $102.72 $0.25 108%
e Click the File tab. &3 Finley Sprocket 098 357 $1.57  $560.49  $2.95 88%
- 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 §$27.95 50% [ |
:| 3  Thompson Socket 321 298 $3.11  $926.78  $5.95 91%
] 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%
10 2 LAMF Valve B-047 482 54.01 $1,932.82 $6.95 73%
® Kl ] M
Ready 23 Average: 217.4850031 Count:72  Sum: 10439.28015 B
e Click Save As. Parts Database - Brcel ? - o x

Paul McFedries = o=

@ Click This PC.

) Save As
e Click Browse.

& OneDrive - Personal Current Folder

legophilia@outlook.com TYV Examples
Documents » TYV Examples

[ ] ThisPC 4
E‘- Recent Folders

TYV Examples
o= AddaPlace Documents » TYV Eamples

Ch20

Documents » Examples » Ch20
Browse 0 Ch19

Documents » Examples » Ch19
Ch16

Documents » Examples » Ch16

Ch18
Documents » Examples » Ch18

Account

Options Documents

Desktop
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The Save As dialog box appears.

@ Click the Save as type ¥ and
then click Web Page.

0 Select the folder where you want
to store the web page file.

@ Click Change Title.

The Enter Text dialog box
appears.

e Type the page title in the Page
title text box.

€M Click OK.

@ Click Tags and then type one
or more keywords, separated by
semicolons.

@ Choose which part of the file
you want to save as a web page

() changes to (@)):

© Click Entire Workbook to save
the whole workbook.

() Click Selection to save either the
current worksheet or the selected
cells.

@ Click Save.

Excel saves the data as a web
page.

TIP
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Save As E

@ * 1 | « Documents » Web Pages 4 AN ) Search Web Pages o
Organize New folder @
Microsoft Excel No items match your search.
0 Favorites
& Homegroup
1% This PC
e‘! Network

File name: | Parts Database v

Save as type: | Web Page @ v

Authors:  Paul McFedries Tags: Addatag

Save: (@) Entire Workbook Page title:

Selection: 3A32:5HS10
© Change Title... 8
Publish...
[[] Save Thumbnail

Enter Text ?

Page title:

Parts Database @

The title of the page is displayed in the title bar of the browser.

(I:>|: oK Cancel

File name: | Parts Database v
Save as type: | Web Page w
Authors: :?Fedries Tags: parts; data; inventory@
@ave: () Entire Workbook Title: | parts Database
(@) Selection: SASZSHS10 .
] Change Title...
Publish...
D [[]Save Thumbnail
= Hide Folders Tool@ Save | ‘ Cancel |

If I make frequent changes to the workbook, do I have to go through this procedure after every change?
No, you can configure the workbook to automatically save your changes to the web page file. This is called
AutoRepublish. To set it up, follow steps 1 to 11 to get the workbook ready for the web and then click
Publish. In the Publish as Web Page dialog box, click AutoRepublish every time this workbook is saved
(__] changes to [¢]). Click Publish. Excel saves the workbook as a web page and will now update the web
page file each time you save the workbook.
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Make a Workbook Compatible with

Earlier Versions of Excel

You can save an Excel workbook in a special format that makes it compatible with earlier versions
of Excel. This enables you to share your workbook with other Excel users.

If you have another computer that uses a version of Excel prior to Excel 2007, or if the people
you work with use earlier Excel versions, those programs cannot read documents in the standard
format used by Excel 2016, Excel 2013, Excel 2010, and Excel 2007. By saving a workbook using
the Excel 97-2003 Workbook file format, you make that file compatible with earlier Excel versions.

Make a Workbook Compatible with Earlier Versions of Excel \

0 Open the Workbook you Want to B H S ¢ Customer Data - Excel Table Tools 7 &
. Home | Inset  Pagelayout  Formulass  Data  Review  View  Design Tell me what you want to do.. Q  Paul McFedd
make compatible. ot ks =W T o | B Contons romating~ £ et - 3+ Ay
. . Ea - - ” o Z - I [ Format as Table - : - szon
e Click File. e Blru- - 2-A- === 5 $-%° 48 Dasye- Biromate | @ v o
Clipboard Font ] Alignment ) Number ) Styles Cells Editin|
BL A Je | CustomeriD
B C D E F
i
2 [FRANS Franchi S.p.A. Paolo Accorti Sales Representative Via Monte Bianco 34
3 COMMI Comércio Mineiro Pedro Afonso Sales Associate Av. dos Lusiadas, 23
&ALFKI Alfreds Futterkiste Maria Anders Sales Representative Obere Str. 57
5 BSBEV B's Beverages Victoria Ashwarth Sales Representative Fauntleroy Circus
& QUEDE Que Delicia Bernardo Batista Accounting Manager Rua da Panificadora, 12
7 ISLAT Island Trading Helen Bennett Marketing Manager Garden HouseCrowther Way
s BERGS Berglunds snabbkop Christina Berglund Order Administrator Berguvsvagen 8§
3 SANTG Santé Gourmet Jonas Bergulifsen Owner Erling Skakkes gate 78
10 PARIS Paris spécialités Marie Bertrand Owner 265, boulevard Charonne

e Click Save As.
@ Click This PC.
e Click Browse.
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Save As

OneDrive - Personal
logophilia@outlack.com

This PC 4

Add a Place

Browse I}o

@
-

Cust

omer Data - Excel

Current Folder
TYV Examples

Documents » TVV Examples

Recent Folders

TYV Examples
Documents » TVV Examples

Ch20

Documents » Examples » Ch20

Ch19

Documents » Examples » Ch19

Ch1é

Documents » Examples » Ch16

Paul McFedries




The Save As dialog box appears.

@ Select the folder in which
you want to store the new
workbook.

@ Click in the File name text
box and type the name that
you want to use for the new
workbook.

@ Click the Save as type ¥.
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Save As
© « 4 b« LocalDisk(C) » Users » Public » Public Do:umantso Search Public Documents 9
Organize = New folder B~ @
Microsoft Excel Name - Date modified Type Size
No items matchy h

7 Favorites
& Homegroup
1% This PC

€ Network

File name: | Customer Data o

Save astype: Excel Workbook i v{-e

Authors:  Paul McFedries

Tags: Addatag

(= Hide Folders

[]Save Thumbnail

Click the Excel 97-2003 g

Workbook file format. @®

. Organize ¥ Nelgin gle File Web Page
(@ Click Save. e et
Microsoft Excel |Excel Template
. . Excel Macro-Ensbled Templste
Excel saves the file using the . el 57-2003 Templste
I Favorites Text (Tab delimited)
Unicode Text
Excel 97-2003 Workbook format. o et 2003
OMEGIOUP | Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
158 This PC Formatted Text (Space delimited)
Text (Macintosh)
Text (M5-DOS]
€ Network CSV (Macintosh)
CSV (Ms-DOS)
DIF (Data Interchange Format)
SYLK (Symbolic Link)
Excel Add-In
Excel 97-2003 Adel-In
PDF
4PS Document
Strict Open XML Spreadsheet
File name: | gy enDocument Spreadsheet
Save as type: | Excel Workbeok v

“ Hide Folders

Authors:  Paul McFedries

Excel 9
XML Data

Tags: Addatag

[ Seve Thumbnail

Can people using Excel 2013, Excel 2010, and
Excel 2007 open my Excel 2016 workbooks?
Yes. The default file format used by Excel 2013,
Excel 2010, and Excel 2007 is the same as the
one used by Excel 2016. If you only work with
people who use these Excel versions, then you
should stick with the default file format —
which is called Excel Workbook — because it
offers many benefits in terms of Excel features.

Which versions of Excel are compatible with

the Excel 97-2003 Workbook file format?

For Windows, the Excel 97-2003 Workbook file format is
compatible with Excel 97, Excel 2000, Excel XP, and Excel
2003. For the Mac, the Excel 97-2003 Workbook file format
is compatible with Excel 98, Excel 2001, and Office 2004.
In the unlikely event that you need to share a document
with someone using either Excel 5.0 or Excel 95, use the
Microsoft Excel 5.0/95 Workbook file format instead.
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Mark Up a Worksheet with a Digital Pen

Excel comes with a digital ink feature that enables you to give feedback by marking up a worksheet
with pen marks and highlights. This is often easier than adding comments or cell text.

To use digital ink on a worksheet, you must have either a tablet PC or a graphics tablet, each of
which comes with a pressure-sensitive screen. You can then use a digital pen — or sometimes your
finger — to draw directly on the screen, a technique known as digital inking.

Activate Digital Inking . ;m& g — st - Y
>

0 ABC & BE| = 7 Show/Hide Comment 3 Protect and Share Workbook
@ Tap the Review tab. viao & o ool 5 5 ol
Spelling Research Thessurus Tramslate  New  Delete Previous Next Protect Protect  Share Start
Comment 25 Show Ink Sheet Warkbook Warkbook [ Track Changes ~ Inking
o Tap Start Inking (/;‘5). Prooting Language Comments Changes inke
' N2z < %
Excel enables digital inking. A B c o E ; s H ! )
1 Teaml Team2 Team3
2 Sales
3 [Division | 294,000 323,400 279,300
4 |Division Il 358,550 394,405 340,623
s Division Il 310,000 341,000 294,500
6 Expenses
7 Costof Goods 77,004 84,704 73,154
8 Advertising 60,550 66,605 57,523
9 ‘Rent 25,200 27,720 23,940
10‘Supplies 15,950 17,545 15,153
11 | Salaries 201,500 251,650 191,425
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,020 6,840

14

Mark Up with a Pen BH S -4 2016-2017 Budget - Excel ink Tools T E - &
Home  Inset  Pagelayout  Formulis  Data  Review  View  Pe aalyuu want to do... Q Paul McFedries ~ n
| i Color

@ Tap the Pens tab. (2 2 [ e e T Er
Pen | Highlighter Eraser ns;l:; Q _\_{ ‘__\_4 |..\_.4 |,\'.l d -‘j b

Inking

@ Tap Pen ().

122 M &

e Use the Pens gallery to select a A e < e : F s

H 1 1
l d h' k 1 Teaml Team2 Team3
en color and thickness. 2 |Sales
P 3 Division | 294,000 323,400 279,300 A rové lé 0
Division Il 358,550 394,405 340,623 -
OYOU can also use the Color (-A) - Division I 310,000 341,000 294,500 ﬁ’,—\
3 — 6 |Expenses
and Th'lenESS (_) bUttOﬂS to 7 Costof Goods 77,004 84,704 73,154
customize the pen. 5 Adverfising 60,550 66,605 57,523
s Rent 25,200 27,720 23,940
. . 3 10 | Supplies 15,950 17,545 15,153
0 Use your d1g1ta|~ pen (Or ﬁnger) 11 Salaries 201,500 221,650 191,425
: 12 | Shipping 176,250 193,875 167,438
to write your marks or text on 13 | Utilities 7,200 7,920 6,840

14

the worksheet.
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Mark Up with a Highlighter
0 Tap the Pens tab.
© Tap Highlighter ().

Use the Pens gallery to select a
highlighter color and thickness.

© You can also use &£ and == to
customize the highlighter.

o Use your digital pen (or finger)
to highlight the worksheet text.

Erase Digital Ink
@ Tap the Pens tab.

© Tap Eraser (0).

e Use your digital pen (or finger)
to tap the ink you want to
remove.

Excel erases the ink.

© When you no longer need to mark
up the worksheet with digital
ink, tap Stop Inking (E3).
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H S & & -
Home Insert

2016-2017 Budget - Excel

Ink Tools

Pagelayout  Formulas  Data Review  View Pens hat you want to do...
2l & [ L ®
o [ e 2o D
Write ' Pens. Clnseg
122 ;3
A B c D E F G H
1 Team 1 Team 2 Team 3
2 Sales ‘é
3 Division | 294,000 323,400 279,300 A o yQ
4 Division Il 358,550 394,405 340,623 -
5 Division Ill 310,000 341,000 294,500 f f
6 |Expenses
7 Cost of Goods 77,004 84,704 73,154
& Advertising 60,550 66,605 57,523
9 Rent 25,200 27,720 23,940
10 Supplies 15,950 17,545 15153
11 Salaries 201,500 221,650@25
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840
14

H - @-%
Home Insert

2016-2017 Budget - Excel

Ink Tools

Page Layout Formulas Data Review View Pens hat you want to do...

4 PN EES
o M et | A~~~ i s

Write Pens Close
122 - Fe

A B c D E F G
1 Team 1 Team 2 Team3
2 |Sales ’é
3 Division | 294,000 323,400 279,300 ﬂr ro VQ
2 Division Il 358,550 394,405 340,623 -~
s Division Il| 310,000 341,000 294,500 f f
6 Expenses
7 Cost of Goods 77,004 84,704 73,154
8 Advertising 60,550 66,605 57,523
9 Rent 25,200 27,720 23,940
10 Supplies 15,950 17,545 15,153 ‘L;%
11 Salaries 201,500 221,650 191,425 0
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840
14

Is there a way to hide a worksheet’s digital ink without deleting that ink?

Yes. This is a good idea if you want to show the worksheet to other people but you do not want them to
see the digital ink, either because it contains sensitive information or because it makes the worksheet
harder to read. To toggle your digital ink off and on, click the Review tab and then click Show Ink (.5).




Collaborate on a Workbook Online

f you have a Microsoft account, you can use the OneDrive feature to store an Excel workbook in
an online folder (see the “Save a Workbook to Your OneDrive” section earlier in this chapter) and
then allow other users to collaborate on that workbook using the Excel Web App.

Collaboration here means that you and the other users can edit the workbook online at the same
time. To allow another person to collaborate with you on your online workbook, it is not necessary
that the person have a Microsoft account. However, you can make your online workbooks more secure
by requiring collaborators to have a Microsoft account.

‘ Collaborate on a Workbook Online

Use a Web browser to navigate
to https://onedrive.live.com.

https://onedive lve.com/ O ~ @ Microsoft..) || za Fites - OneDve

OneDrive | (Hcreatev  (F) Upload Bl {Y PaulMcFedries

Note: If you are not already logged Search £ Files  pousOnetrve
in, you are prompted to log on to Files
your Microsoft account. R:CE"‘dDCS
Photos

Your OneDrive appears. shared

Click the folder that contains 2 e

the workbooks you want to

share.

€@ Click Share.

B} £¥  Faul McFedries

Search Ie] WOorkbooKS  auts OneDrive > Workbooks Sortby Name v = E ]

Files

Recent docs
Photos
Shared

vPCs 7 2016-2017 Budget
WIN-9BQPO6)1QG4 .

75 Accounts Receivable ﬂ-—?“ Budget Data o= Expenses

a°- Inventory
X
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https://onedrive.live.com
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The folder’s sharing options

Share Invite people to “Workbooks”
appear. e e S
@ Click Invite people. oetaine e
© Type the e-mail address of the omrme e 5 )
person you want to collaborate %

With . budget workbooks.

&R&(ipierﬂs can only view

Note: To add multiple addresses,
press after each one. E=N

Share Close

G Type a message to the user.

0 Click Recipients can only view. Share Invite pecple to “Workbooks”
~ Enter contacts to send an email with a link to this item. Connect your
.« . . Invite people Facebook account to OneDrive to send a link 1o your Facebook
@ select Recipients can edit. etatok s
To
e If you want to require users I it
to sign in with a Microsoft He
Log in to this OneDrive folder so that we can collaborate on the
account, select Recipients budget workocors
Recipients can edit

need to sign in with a
Recipients need o sign in with a Microsoft account (v

Microsoft account. w

(@ Click Share.

OneDrive sends an e-mail
message to the user. The user
clicks the link in that message,
optionally logs on with a
Microsoft account, and can then
edit a workbook in the shared
folder.

How do I know when other people are also using a workbook ]
Karen McHarper = Sig|

online?

When you open a workbook using the Excel Web App, examine the

upper-right corner of the Excel screen. If you see User is also E 2 other people are here «0
editing, it means another person (named User) is collaborating on

the workbook with you. If you see X other people are here, it Guest

means that X users are collaborating with you. To see who they are, B Editing B7

click the X other people are here message (€J), as shown here.

B Paul McFedries
Editing C11
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A

absolute cell references, 104-105
accepting workbook changes, 316-317
access, to external data, 169
Access tables, 168, 172-173
accuracy, of range names, 34
activating Digital Inking, 326
adding
background color to ranges, 62-63
borders to ranges, 80-81
buttons to Quick Access Toolbar, 69
chart titles, 266, 272
column subtotals, 216-217
columns of numbers, 94-95
comments to cells, 306-307
data labels, 273
functions to formulas, 92-93
nodes to SmartArt graphics, 297
range names to formulas, 98-99
rows of numbers, 94-95
sparklines to cells, 284-285
text to shapes, 289
workbook footers, 164-165
workbook headers, 162-163
worksheet graphics. See graphics
aligning text within cells, 27, 56-59

alphanumeric values, filling ranges with, 8-9

Analysis ToolPak, 262-263
analyzing data. See data analysis
Apply Names feature, 99
applying
AutoFormats to ranges, 68-69
conditional formats to ranges, 70-71
font effects, 52-53
number formats, 64-65
picture effects, 303
picture styles, 302
styles to ranges, 72-73
table styles, 219, 220-221
workbook themes, 160-161
area chart, 267

330

arithmetic formulas, 87

arranging workbook windows, 144-145
array formula, 233

aspect ratio, 301

assigning names to ranges, 43

Autofill feature, 8-9, 77

AutoFit feature, 75

AutoFormats, applying to ranges, 68-69
AutoShapes feature, 288

AutoSum formulas, building, 96-97
AVERAGE() function, 91

backgrounds
adding color to ranges, 62-63
picture, 293
removing images from worksheets, 129
setting for worksheets, 128-129
bar chart, 267
benefits, of range names, 34-35
borders, adding to ranges, 80-81
box & whisker chart, 267
break-even analysis, 239
buttons, adding to Quick Access Toolbar, 69

C

categories, consolidating data from multiple, 260-261
category axis, 266
cells
adding
comments to, 306-307
sparklines to, 284-285
aligning text within, 56-57
analyzing values
with color scales, 252-253
with data bars, 250-251
with icon sets, 254-255
copying formatting between, 82-83
highlighting, 246-247
inserting, 16-17
merging, 26-27



removing
data validation from, 231
numeric formatting from, 19
restoring addresses, 105
rotating text within, 60-61
selecting ranges, 4-5
separating text into columns, 186-187
table, 207
wrapping text within, 78-79
changing
chart layouts/styles, 277
chart source data, 280-281
column width, 74-75
custom conditional formatting rules, 257
font color, 54-55
font/font size, 50-51
gridline colors, 122-123
number of decimal places displayed, 66-67
page orientation, 192
range names, 42-43
row height, 76-77
username, 307
workbook margins, 190-191
chart legends, positioning, 274
chart sheet, 269
charts
adding
chart titles, 266, 272
data labels, 273
sparklines to cells, 284-285
changing
layouts, 277
source data, 280-281
styles, 277
creating, 268-271
deleting, 283
displaying
chart gridlines, 275
data tables, 276
elements of, 266
moving, 282-283

positioning chart legends, 274
resizing, 282-283
selecting types, 278-279
types of, 267
checking spelling and grammar, 150-151
clip art images, inserting, 290-291
collaboration
accepting workbook changes, 316-317
adding comments to cells, 306-307
compatibility, 324-325
marking up worksheets with digital pens, 326-327
protecting
workbook structure, 310-311
worksheet data, 308-309
rejecting workbook changes, 316-317
saving
data as web pages, 322-323
workbooks to OneDrive, 318-319
sending workbooks as e-mail attachments, 320-321
sharing workbooks, 312-313
tracking workbook changes, 314-315
on workbooks online, 328-329
color
background, 62-63
font, 54-55
gridline, 122-123
tab, 126-127
workbook, 154-155
color scales, analyzing cell values with, 252-253
color schemes, creating, 155
column chart, 267
Column Filter button, 207
column headers
selecting, 210
in tables, 207
columns
adding
of numbers, 94-95
subtotals, 216-217
centering text across, 27, 58-59
changing width, 74-75
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columns (continued)
deleting, 21
displaying, 23
freezing, 24-25
hiding, 22-23
inserting, 14-15
selecting, 5
separating cell text into, 186-187
table, 207, 210, 213, 215
transposing, 28-29
unfreezing, 25
comma (,), 177, 179
comments
adding to cells, 306-307
editing, 307
removing, 307
viewing, 307
comparison formulas, 87
compatibility, 324-325
conditional formatting
about, 246-247
applying to ranges, 70-71
creating custom rules, 256-257
removing from ranges, 71
configuring titles to print on each page, 198-199
confirming
operator precedence, 109
punctuation, 109
range data, 108
range references, 108
consolidating data from multiple worksheets, 258-261
converting
ranges to tables, 208-209
tables to ranges, 218
copying
formatting between cells, 82-83
formulas, 102-103
ranges, 12-13
worksheets, 118-119
COUNT() function, 91
Create from Selection command, 39
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creating

AutoSum formulas, 96-97
charts, 268-269

color schemes, 155

custom borders, 81

custom conditional formatting rules, 256-257
custom effect schemes, 159
custom lists, 9

custom styles, 220-221
data connection files, 171
data tables, 232-233
filters, 229

font schemes, 157
formulas, 88-89, 96-97
outlines, 236

PivotTables, 222-223
recommended charts, 270-271
styles, 73

templates, 141

workbook themes, 161
workbooks, 138-141
worksheets, 114-115

Creative Commons, 291
cropping pictures, 300-301
custom lists, creating, 9

D

data

deleting from ranges, 18-19
filling ranges with duplicate, 6-7
importing. See importing data
protecting worksheet, 308-309
saving as web pages, 322-323
selecting

in tables, 210-211

using touch gestures, 30-31
visualizing. See charts

data analysis

about, 206

analyzing
cell values with color scales, 252-253
cell values with data bars, 250-251



cell values with icon sets, 254-255
data with Goal Seek, 238-239
data with scenarios, 240-243
consolidating data from multiple worksheets, 258-261
creating
custom conditional formatting rules, 256-257
data tables, 232-233
filtering ranges/tables, 228-229
grouping related data, 236-237
highlighting
cells, 246-247
top/bottom values in ranges, 248-249
loading Analysis ToolPak, 262-263
removing duplicate values from ranges/tables, 244-245
setting data validation rules, 230-231
sorting ranges/tables, 226-227
summarizing data with subtotals, 234-235
data bars, analyzing cell values with, 250-251
data connection files, creating, 171
data labels, adding, 273
data marker, 266
data series, 266
data sources, importing data from, 170-171
data tables
creating, 232-233
displaying, 276
data validation rules, setting, 230-231
data value, 266
date values, filling ranges with, 8-9
decimal places, changing number displayed, 66-67
defining
range names, 36-37
worksheet text with range names, 38-39
Degrees spin box, 61
delimited data, importing, 177
delimited text file, 177
delimiter, 177
Digital Inking, 326
digital pens, marking up worksheets with, 326-327
displaying
chart gridlines, 275
columns, 23

data tables, 276
Filter buttons, 228
rows, 23
#DIV/0 error, 109
division (/) operator, 87
doughnut chart, 267
drawing shapes, 288-289

E
editing
analyzing data with scenarios, 243
comments, 307
effects
choosing, 158-159
font, 52-53
picture, 303
e-mail attachments, sending workbooks as, 320-321
entering data using touch gestures, 30-31
equal to (=), 87
error values, 109
errors, troubleshooting for formulas, 108-109
exclamation mark (!), 101
Expand Formula Bar feature, 107
exponentiation (*) operator, 87
Extensible Markup Language (XML), 169, 182-183
external data, 168-169
extracted data, flash filling ranges with, 10

F
filling
horizontal ranges, 6-7
ranges with duplicate data, 6-7
ranges with series of values, 8-9
vertical ranges, 6-7
Filter buttons, displaying, 228
filtering ranges/tables, 228-229
filters, creating, 229
financial functions, 91
Find and Replace dialog box, 147, 149
finding text in workbooks, 146-147
fixed-width data, importing, 178
fixed-width text file, 177
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flash filling ranges, 10-11
Flickr, 291
fonts
applying effects, 52-53
changing color, 54-55
changing size, 50-51
creating schemes, 157
setting, 156-157
footer margins, 191
footers, adding to workbooks, 164-165
Format Cells dialog box, 65
formatted data, flash filling ranges with, 11
formatting pictures, 302-303. See also conditional formatting
formatting ranges
adding
background color to ranges, 62-63
borders to ranges, 80-81
aligning text within cells, 56-57
applying
AutoFormats to ranges, 68-69
conditional formats to ranges, 70-71
font effects, 52-53
number formats, 64-65
styles to ranges, 72-73
centering text across columns, 58-59
changing
column width, 74-75
font color, 54-55
font/font size, 50-51
number of decimal places displayed, 66-67
row height, 76-77
copying formatting between cells, 82-83
rotating text within cells, 60-61
wrapping text within cells, 78-79
formatting workbooks
adding
footers, 164-165
headers, 162-163
applying themes, 160-161
choosing effects, 158-159
modifying colors, 154-155
setting fonts, 156-157
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Formula Bar, hiding, 106-107
formulas
about, 86-87
adding
functions to, 92-93
range names to, 98-99
rows/columns of numbers, 94-95
copying, 102-103
creating, 88-89, 96-97
functions, 90-91
hiding Formula Bar/Ribbon, 106-107
moving, 102-103
referencing worksheet ranges in, 100-101
switching to absolute cell references, 104-105
troubleshooting errors, 108-109
freezing rows/columns, 24-25
functions, 90-93
FV() function, 91

G

Go To command, 41
Goal Seek, analyzing data with, 238-239
gradient effect, 63
grammar, checking, 150-151
graphics
cropping pictures, 300-301
drawing shapes, 288-289
formatting pictures, 302-303
inserting
clip art images, 290-291
photos, 292-293
SmartArt graphics, 296-297
WordArt images, 294-295
moving, 298-299
resizing, 298-299
rotating, 299
greater than (>), 87
greater than or equal to (> =), 87
gridlines
about, 81, 266
changing color of, 122-123



chart, 275
toggling on/off, 124
grouping related data, 236-237

H
header margins, 191
headers, adding to workbooks, 162-163
headings, toggling on/off, 125
hiding
columns, 22-23
digital ink, 327
Formula Bar, 106-107
Ribbon, 106-107
rows, 22-23
worksheets, 134-135
highlighter, marking up with, 327
highlighting
cells, 246-247
top/bottom values in ranges, 248-249
histogram, 267
horizontal alignment, 56
horizontal ranges, filling, 6-7

I

icon sets, analyzing cell values with, 254-255
images. See pictures
importing data
from Access tables, 172-173
from data sources, 170-171
delimited data, 177
external data, 168-169
refreshing imported data, 184-185
separating cell text into columns, 186-187
from text files, 176-179
from web pages, 180-181
from Word tables, 174-175
from XML files, 182-183
indenting cell text, 57
inserting
cells, 16-17
clip art images, 290-291
columns, 14-15

page breaks, 193

photos, 292-293

ranges, 16-17

rows, 14-15

SmartArt graphics, 296-297

table columns, 213

table rows, 212

WordArt images, 294-295
intuitiveness, of range names, 34
IPMT() function, 91

J

justified text, 57

K

keyboard techniques
font-related, 53
for navigating worksheets, 112
for selecting ranges, 5

L

layouts, chart, 277

legend, 266

less than (<), 87

less than or equal to (< =), 87
line chart, 267

loading Analysis ToolPak, 262-263
location, 169

login, 169

M

margins
adjusting for workbooks, 190-191
in Print Preview, 201

marking up worksheets with digital pens, 326-327

mathematical functions, 90

MAX() function, 91

MEDIAN() function, 91

merging cells, 26-27

Microsoft Access, 168

Microsoft Word, 168, 174-175

MIN() function, 91
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MOD() function, 90
MODE() function, 91
moving
charts, 282-283
formulas, 102-103
graphics, 298-299
ranges, 12-13
worksheets, 116-117
multiplication (*) operator, 86, 87

N
#N/A error, 109
Name box, 40
#NAME? error, 109
Name Manager dialog box, 43
navigating
for range names, 35

workbooks using range names,
40-41

worksheets, 112
negation (-) operator, 87
nodes, adding to SmartArt graphics, 297
not equal to (< >), 87
NPER() function, 91
#NUM! error, 109
number formats
applying, 64-65
deleting from cells, 19

numeric values, filling ranges with,
8-9

0

OneDrive, saving workbooks to, 318-319
Open Database Connectivity (ODBC), 168
opening workbooks, 143

operands, 86

operator precedence, 87, 109

operators, 86

orientation, page, 192

outliers, 253

outlines, creating, 236
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P

page breaks, inserting, 193
page orientation, changing, 192
panes, splitting worksheets into, 132-133
paper size, choosing, 194-195
parentheses (()), 87
password, 173, 309
pasting lists of range names, 46-47
percentage (%) operator, 87
PI() function, 90
pictures
applying
effects, 303
styles, 302
background, 129
clip art, 290-291
cropping, 300-301
formatting, 302-303
inserting, 292-293
pie chart, 267
PivotTables, creating, 222-223
plot area, 266
PMT() function, 91
position, consolidating data by, 258-259
positioning chart legends, 274
PPMT() function, 91
previewing printouts, 200-201
print area, setting, 196-197
printing workbooks
adjusting margins, 190-191
changing page orientation, 192
choosing paper size, 194-195

configuring titles to print on each page,
198-199

inserting page breaks, 193

previewing printouts, 200-201

process of, 202-203

setting print area, 196-197
printouts, previewing, 200-201
PRODUCT() function, 90



protecting
workbook structure, 310-311
worksheet data, 308-309
punctuation, confirming, 109
PV() function, 91

Q

Quick Access Toolbar, adding buttons to, 69

R
radar chart, 267
RAND() function, 90
RANDBETWEEN() function, 90
range data, confirming, 108
range names
adding to formulas, 98-99
assigning, 43
benefits of, 34-35
changing, 42-43
defining, 36-37
defining worksheet text with, 38-39
deleting, 44-45
navigating workbooks using, 40-41
pasting lists of, 46-47
range references, confirming, 108
ranges
adding
background color, 62-63
borders to, 80-81
applying
AutoFormat to, 68-69
conditional formats to, 70-71
styles to, 72-73
assigning names to, 43
converting
to tables, 208-209
tables to, 218
copying, 12-13
defined, 2
entering data using touch gestures, 30-31
filling
with duplicate data, 6-7
with series of values, 8-9

filtering, 228-229
flash filling, 10-11
formatting. See formatting ranges
freezing rows or columns, 24-25
hiding rows/columns, 22-23
highlighting top/bottom values in, 248-249
inserting
cells, 16-17
columns, 14-15
rows, 14-15
merging cells, 26-27
moving, 12-13
removing
about, 20-21
data bars from, 251
data from, 18-19
duplicate values from, 244-245
selecting
about, 4-5
data using touch gestures, 30-31
sorting, 226-227
transposing rows or columns, 28-29
RATE() function, 91
recommended charts, creating, 270-271
rectangular ranges, selecting, 4
#REF# error, 109
referencing worksheet ranges in formulas, 100-101
refreshing imported data, 184-185
rejecting workbook changes, 316-317
related data, grouping, 236-237

relative cell references, compared with absolute cell
references, 105

removing
background images from worksheets, 129
charts, 283
columns, 21
comments, 307
conditional formatting, 71, 247
custom conditional formatting rules, 257
data bars from ranges, 251
data from ranges, 18-19
data validation from cells, 231
Digital Ink, 327
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removing (continued)

duplicate values from ranges/tables, 244-245

fields in XML tables, 183
numeric formatting from cells, 19
photo backgrounds, 293
print areas, 197
range names, 44-45
ranges, 20-21
rows, 21
scenarios, 243
tab color, 127
table columns, 215
table rows, 214
top/bottom rules, 249
words from spell-checker's dictionary, 151
workbook structure protection, 311
worksheets, 120-121
renaming worksheets, 113
replacing text in workbooks, 148-149
resizing
charts, 282-283
graphics, 298-299
workbooks, 293
restoring cell addresses, 105
Ribbon
adjusting workbook margins, 190
hiding, 106-107
rotating
graphics, 299
text within cells, 60-61
ROUND() function, 90
rows
adding of numbers, 94-95
changing height, 76-77
deleting, 21
displaying, 23
freezing, 24-25
hiding, 22-23
inserting, 14-15
selecting, 5
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table, 207, 211, 212, 214
transposing, 28-29

unfreezing, 25
Ruler, adjusting workbook margins, 191

S

saving
data as web pages, 322-323
workbooks, 142, 318-319
scatter chart, 267
scenarios, analyzing data with, 240-243
selecting
chart types, 278-279
columns, 5
data using touch gestures, 30-31
effects, 158-159
paper size, 194-195
ranges, 4-5
rows, 5
table data, 210-211
sending workbooks as e-mail attachments, 320-321
separating cell text into columns, 186-187
setting
data validation rules, 230-231
fonts, 156-157
print area, 196-197
tab color, 126-127
worksheet background, 128-129
shapes, drawing, 288-289
sharing workbooks, 312-313
single quotation marks ('), 101
size, font, 50-51
SmartArt graphics, inserting, 296-297
sorting ranges/tables, 226-227
source data, for charts, 280-281
sparklines, adding to cells, 284-285
spelling, checking, 150-151
splitting worksheets into panes, 132-133
SQRT() function, 90
stability, of range names, 35



statistical functions, 91
STDEV() function, 91
STDEVP() function, 91
stock chart, 267
structure, workbook, 310-311
styles
applying to ranges, 72-73
chart, 277
creating, 73, 220-221
picture, 302
table, 219, 220-221
SUBTOTAL function, 216-217
subtotals
column, 216-217
summarizing data with, 234-235
subtraction (-) operator, 87
SUM() function, 90, 95, 237
summarizing data with subtotals, 234-235
sunburst chart, 267
surface chart, 267
switching to absolute cell references, 104-105

T
tables

about, 206

adding column subtotals, 216-217

applying styles, 219

converting
to ranges, 218
ranges to, 208-209

creating
custom table styles, 220-221
PivotTables, 222-223

data, 232-233, 276

features of, 207

filtering, 228-229

inserting
table columns, 213
table rows, 212

removing
duplicate values from, 244-245
table columns, 215
table rows, 214

selecting data in, 210-211
sorting, 226-227
tabs, setting color, 126-127
templates
creating, 141
creating workbooks from, 140-141
inserting worksheets from, 115
text
adding to shapes, 289
aligning within cells, 56-57
centering across columns, 27, 58-59
finding in workbooks, 146-147
replacing in workbooks, 148-149
rotating within cells, 60-61
separating into columns, 186-187
wrapping within cells, 78-79
text files, 168, 176-179
Text Import Wizard, 176, 179
themes, applying to workbooks, 160-161
three-color scales, 253
titles, configuring to print on each page, 198-199
toggling
gridlines on/off, 124
headings on/off, 125
touch gestures, selecting and entering data using, 30-31
tracking workbook changes, 314-315
transposing rows/columns, 28-29
treemap chart, 267
troubleshooting formula errors, 108-109
two-color scales, 253
type argument, 91

U

unfreezing rows/columns, 25
unhiding worksheets, 134-135
username, changing, 307

vV
value axis, 266
#VALUE! error, 109
values
error, 109
filling ranges with series of, 8-9
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vertical alignment, 57
vertical ranges, filling, 6-7
viewing comments, 307
visualizing data. See charts

W
waterfall chart, 267
web pages
about, 169
importing data from, 180-181
saving data as, 322-323
what-if analysis, 233
windows, workbook, 144-145
Word tables, 168, 174-175
WordArt images, inserting, 294-295
workbooks
accepting changes, 316-317
adding
footers, 164-165
headers, 162-163
applying themes, 160-161
arranging windows, 144-145
changing margins, 190-191
checking spelling and grammar, 150-151
creating, 138-141
finding text in, 146-147
formatting. See formatting workbooks
navigating using range names, 40-41
online collaboration with, 328-329
opening, 143
printing. See printing workbooks
protecting structure of, 310-311
rejecting changes, 316-317
replacing text in, 148-149
resizing, 293
saving, 142, 318-319
sending as e-mail attachments, 320-321
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sharing, 312-313
tracking changes, 314-315
worksheet graphics. See graphics
worksheets
about, 110
changing gridline colors, 122-123
consolidating data from multiple, 258-261
copying, 118-119
creating, 114-115
defining text with range names, 38-39
hiding, 134-135
marking up with digital pens, 326-327
moving, 116-117
navigating, 112, 115
protecting data, 308-309
referencing ranges in formulas, 100-101
removing
about, 120-121
background images from, 129
renaming, 113
setting
background images, 128-129
tab color, 126-127
splitting into panes, 132-133
toggling
gridlines on and off, 124
headings on and off, 125
unhiding, 134-135
zooming, 130-131
wrapping text within cells, 78-79

X

XML (Extensible Markup Language), 169, 182-183
XY chart, 267

Z

zooming worksheets, 130-131
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