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Getting Started

Microsoft Excel is a powerful spreadsheet application
that provides quick and accurate numerical calculations
and helps make data look sharp and professional. The
uses for Excel are limitless: businesses use Excel for
creating financial reports; scientists use Excel for
statistical analysis; and families use Excel to help
manage their investment portfolios.

This module will help you get started with Excel. Learn
how to create a new workbook, navigate a worksheet
and save your work so nothing is lost.

Objectives

Create Workbooks
Navigate Worksheets
Open Workbooks

Save Workbooks
AutoRecover

The Quick Access Toolbar
Print

Share a Workbook

Help

Close and Exit

© 2018 CustomGuide, Inc.
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Understand the Screen

There is a lot going on with the Excel program screen, so this lesson will help you become more familiar with
it. Review the labeled items in the images below, then refer to the tables to see what everything does.

H - =IQ Workbonk-&celﬂ I? B — 0O
HOME IMSERT AGE LAYOUT FORMULAS DATA R VIEW Kayla Claypool - ﬂ

2o @ ap JaL Wy (=B & (4] [0
Tables Illustrations Appsfor  Recommended : PivotChart Sparklines Filters  Hyperlink Text  Symbols
y - Office = Charts @~ ki~ . - . . .
Apps Charts [P Links A
. £ ¢ .
A B C E F G -
1 |Bon Voyage Excursion
2
3
4
5
6
7
8
9
10
11
12
12
14 -
Sheetl | Sheet? | Sheet3 ) 4 »

H M -—F—+ 100%

o Title Bar: Displays the name of the current G Help/Display Options: Here you can
file. change how much of the Ribbon is
displayed, minimize, maximize or restore
the screen, or close Excel altogether.

G Quick Access Toolbar: This is a fast way to Q The Ribbon: This is where you'll find all the
access the most used features. options you need to make a spreadsheet.
The options are grouped into tabs.

10



E - = Workbook - Excel 7T B -

HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypoal - ﬂ
TR, S |Ca|ibri '|14 - == = % E[%Conditional Formatting = E‘“Inser’c - Gl B
. D (- BT U- A A === - $-9% » [FFormatasTable~ £ Delete - -
aste .
- - DA SESHE AR ell Styles - & Format~ & -
Clipb P Font P Alignment m Mumber Styles Cells Editing
Al - Je Bon Voyage Excursion
A E C D E F G

W00 s o b L b | e

= e
[N % T

=
=

Bdn Voyage l_lxcursion

G Microsoft Account User Info: When you e Name Box: Shows which cell is currently

G Row and Column Headings: Each column is 0 Formula Bar: Displays the information or

Sheetl | Sheetz | Sheet3 ) 4] |

H M -—F———+ 100%

log in with your Microsoft account, your selected.
name and picture appear here.

labeled with a letter, and each row is formula in the selected cell.
labeled with a number; giving each cell a
unique name.

© 2018 CustomGuide, Inc.
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H ©- = Waorkbook - Excel T EH - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬂ

T, 8 |Ca|ibri '|14 '| == = =3 %Conditional Formatting - E‘I'Insert - 2 ’-:31"

PEE - B I U- A pxy ===HEH- $-% * [ErormatasTable- ExDelete ~ [¥]- i~

- - e e A &= 3= H0- 5o a8 [ Cell Styles ~ & Format~ & -

Clipboard Font ] Alignment [ Mumber Styles Cells Editing A

Al - I Bon Voyage Excursions A
A B C E F G E

1 ‘Bnn Voyage l_b(cursions ||

2

3

4

3

5]

;. o

g

9

10

11

12

13

14 =

Sheetl | Sheet? | Sheet3 ) 4] | [v]

0 Worksheet: All the cells make up a single
worksheet.

o Workbook: Multiple worksheets make up
the workbook, or the file.

] M -—F—+ 100%

° Scroll Bars: Use the scroll bars to move up

and down, or left and right in a worksheet.

0 Status Bar and Views: The status bar at the

bottom will let you know if the document is
currently saving or if it is ready to be
worked on. Next to it, you can change the
view of the spreadsheet by zooming in or
out.

12




Create Workbooks

Creating a new workbook is one of the most basic commands you need to know in Excel. You can create a
new, blank workbook or create a new workbook based on a variety of pre-designed templates.

Create a Blank Workbook

Most of the time you’ll want to create a blank workbook.

Click the File tab.

Shortcut: Press Ctrl + N to quickly
create a new blank workbook.

Click New.

Select Blank workbook.

A new, blank workbook is created, and
you can start entering data.

HOME

b[ B I U

Clipboard Font

INSERT

PAGE LAYOUT

Alignment

FORMULAS

Excel

DATA REVIEW VIEW

=) Conditional Formatting Insert

Format as Table Delete

" Cell Styles

Styles

Format

Number Cells

T EH - O %X

Kayla Claypool - ‘)
=

Editing ~

Account

Options

New

)2

Search for online templates

Suggested searches:  Budget Invoice Calendars Expense List Loan

FEATURED PERSOMAL

Excel

pel

A B C
;I:! E):
: Take a
: tour
R ——

Schedule

7 - 0O X

Kayla Claypool - ‘;

© 2018 CustomGuide,
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Create a Workbook from a Template

If you need help getting started with a common document, such as an invoice, expense report, or calendar,

you can use one of Excel’s templates instead of starting from scratch.

o Click the File tab. H S- s Workbook - Excel 7 @ - 0 %X
MOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW VW Kayla Claypool - Jf]
e Click New. X |calibn -l -] = =25 [custom -| EZ Conditional Formatting = ERlnset - 2. - Av-
- BITU- A A == -~ $ - 9% » [FFormatasTable~ FxDelete - [T~ -
e Find the template you want by . oW EH- DA~ e= B bt ] [57 Cell Styles - & Format- & -
Clipboard % Font & Alignment & Number & Styles Cells Editing ~
e Searching for the type of
template you want, using - . —_—
keywords that describe it, Kayia Claypool ~ J]
such as “calendar” or New
“invoice”. E
° C|ICkIng a Suggested SearCh, Search for online templates 2
Iocated beIOW the Search Suggested searches: Budget Invoice Calendars Expense List Loan Schedule
field. FEATURED  PERSONAL
e Selecting the template you
. A B c
want, if it already appears ) — o~
on the page. 2
Select a template style ; Take a
. 5
O : tour
Account 7
Blank workbook Welcome to Excel

Excel will create a new workbook,
based on the template you select.

Options

——
R .
Excel ? - 0 X
Kayla Claypool = ﬁ
% Home | Budget L
* Category =
Budget 114
Business B85
Calculatar 55
Expense 44
Industry 44
Finance - Accounting 43
Personal 42
Event budget
Small Business 32
Chart 30
Account
Household 29
Options Farnily 25
[ Monthly
College Budget Monthly 2
e e a A =
e 1 Balance Sheet 8

14




Click C .
o ick Create @

A new workbook is created from the
template, and you can start populating New
it with your own data. Open

Event budget

Save Provided by: Microsoft Corporation

Save As o Track estimated and actual expenses and income
foryour event, and get a visual representation
against your budgeted amounts, with this event
budget template.

Print

Share Download size: 346 KB

Rating: ¥r ¥r ¥ 7% % (20 Votes

Export
4 MorelImages

Close

s

Account

Options
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Navigate Worksheets

An Excel 2013 worksheet can span 16,384 columns and 1,048,576 rows; fortunately, very few worksheets
get this big, but knowing how to navigate through a worksheet is another critical Excel topic you'll need to
know before you can master Excel. This lesson explains the most common ways to navigate an Excel
worksheet.

Select a Cell

o Select a Single Ce“ by using: H - -+ 03-navigate-worksheets - Excel ? E - O %
HOME | INSERT ~ PAGELAVOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬂ
[ The Mouse: Click any Ce” LI 8 Calibri e - = General - %CondltlonalFormattmg' g‘“\n:ert - Z - ;Y'
. . Em- B I U- A & $ - % » [FromatasTable~ BrDelete - [~ #f-
with the cross pointer. Pt ¢ - DA @8 Dcelsyhse B Format~ | &
Clipboard = Font L] Alignment a Number Styles Cells Editing ~
e The Keyboard: Move the " . % [sens v
cell pointer using your A B c b £ F 6 s
keyboard's arrow keys 1 Date Agent Office Excursion Price Packages Total
' 2 Jan 2 Kerry Oki Minneapolis Paris 5,500 3 16,500
2 Jan 3 Kerry Oki Minneapolis Meéxico DF 4,500 2 9,000
To he|p you know where you areina 4 |Jan 3 [Py fon  Paris México DF 4,500 4 18,000
ksh | disol 5 [Jan 3 Nena Moran Torreon Beijing 7,000 3 21,000
worksheet, Excel displays row 5 Jan4 Kerry Oki  Minneapolis México DF 4,500 2 9,000
headings, identified by numbers, on 7 Jan5 Robin Banks Minneapolis Las Vegas 3,500 2 7,000
. s Jan 8 Camille Orne Paris Paris 5,500 6 33,000
the |Eft Slde Of the Worksheet, and 9 Jan 8 Paul Tron Paris México DF 4,500 7 31,500
column headings, identified by letters, 10 Jan 9 Kerry Oki  Minneapolis Paris 5,500 4 22,000
1Jan 10 Camille Orne Paris Beijing 7,000 2 14,000
at the top of the worksheet. Each cell 12 Jan 10 PaulTron  Paris Paris 5,500 2 11,000
in a worksheet has its own cell address | jan11 PaulTron  Paris Beijing 7,000 3 21,000
. 14 Jan 14 Paul Tron Paris Beijing 7,000 2 14,000 .
made from its column letter and row P : £

number—such as cell A1, A2, B1, B2,
etc. You can immediately find the

address of a cell by looking at the Name
Box, which shows the current cell
address.
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Jump to a Cell

The Name Box is an easy way to get to the cell you want.

Click the Name Box.

Type the cell reference you
want to go to.

For example, if you want to go
to cell D4, type D4.

Press Enter.

Go To Dialog Box

H % &= 03-navigate-workshests - Excel ? ®m - 0O %
HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬁ
S X, |Calibri -4 - = S¢  |General ~| FRConditional Formatting~ &= Insert ~ 2 - 47~
paste Ezy- B I U- A 4 $ - % o [ZFrormatas Table- BX Delete ~ [~ #i-
. oW EHe DA == B R [E7 Cell Styles - [ Format- & -
Clipboard & Font & Alignment ' Number & Styles Cells Editing -~
SR 152 A .
A B c D E F G -
1 Date Agent Office Excursion Price Packages Total
2 Jan 2 Kerry Oki Minneapolis Paris 5,500 3 16,500
3 Jan3 Kerry Oki Minneapolis Meéxico DF 4,500 2 9,000
4 [Jan 3 _Paul Tron Paris México DF 4,500 4 18,000
s Jan3 Nena Moran Torreon Beijing 7,000 3 21,000
& [Jan 4 Kerry Oki Minneapolis México DF 4,500 2 9,000
7 Jan5 Robin Banks Minneapolis Las Vegas 3,500 2 7,000
3 Jan 8 Camille Orne Paris Paris 5,500 6 33,000
3 Jan 8 Paul Tron Paris México DF 4,500 7 31,500
10/Jan 9 Kerry Oki Minneapolis Paris 5,500 4 22,000
11 Jan 10 Camille Orne Paris Beijing 7,000 2 14,000
12 Jan 10 Paul Tron Paris Paris 5,500 2 11,000
13 Jan 11 Paul Tron Paris Beijing 7,000 3 21,000
14 Jan 14 Paul Tron Paris Beijing 7,000 2 14,000
Sales ® ] 3
i} M -———+ 10m

The Go To dialog box can be helpful when worksheets start getting very large. Here’s how to use it:

Click the Find & Select button
on the Home tab.

Shortcut: Press Ctrl + G to open the Go
To dialog box.

Select Go To.

Enter or select the cell
reference you want to go to.

Click OK.

Excel jumps to the specified cell.

H - - -
HOME IMSERT

PAGELAYOUT ~ FORMULAS — DATA  REVIEW  VIEW
oy M Calibri 4 - === % General - %ConditionalFormatting'
paste Eg- B T U~ A A = ==~ $-% » [FromatasTable-

. W He DA = - 8 7 Cell Styles -
Clipboard Font L] Alignment a Number Styles
£9 - S | as0
A B C D E |
1 Date Agent Office Excursion Price Pz
2 Jan 2 Kerry Oki N Ge To ? x 00
2 Jan3 Kerry Oki M co to: 00
4 Jan3 Paul Tron p{|sas4 00
5 Jan3 Nena Moran T 00
6 Jan4 Kerry Oki M 00
7 Jans Robin Banks M 00
g [Jan 8 Camille Qrne P 00
9 |Jan 8 Paul Tron P ﬂ
. Reference: —"
10 Jan9 Kerry Okl& o8 )
11 Jan 10 Camille O 00
12 Jan 10 PaulTron  p|l et el oo
13 Jan 11 Paul Tron Paris Beijinb 7,000
14 Jan 14 Paul Tron Paris Beijin 7,000
Sales ® «

g‘“ Insert -

E’ Delete

#h
a
e

>

[ Select Objects

? E - O X

Kayla Claypool ~ ﬂ
A

% -

Eind...

Replace...

GoTo..

Go To Special..

Formulas

Comments

Conditional Formatting

Constants

Data Validation

Selection Pane..

6 33,000
31,500
22,000
14,000

21,000

7
1
2
2 11,000
3
2

14,000 .

r

] M -———+ 0m

© 2018 CustomGuide, Inc.
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Navigation Shortcuts

Excel 2013 has several shortcuts that make it fast to get around your worksheets; they’re included in this
table:

T

{ or Enter Down one row

T or Shift + Enter Up one row

— orTab Right one column

<« or Shift + Tab Left one column

Home To column A in the current row

Ctrl + Home To the first cell (A1) in the worksheet

Ctrl + End To the last cell with data in the worksheet

Page Up Up one screen

Page Down Down one screen

Ctrl+ G Opens the Go To dialog box where you can go to a

specific cell address

18



Open Workbooks

Opening a workbook lets you use a workbook that you or someone else has previously created and then
saved. This lesson explains how to open a saved workbook, as well as non-Excel files.

Open a Workbook

You can locate a workbook on your computer and simply double-click it to open it, but you can also open a

workbook from within the Excel program.

Click the File tab.

Select the location where the
file is saved.

You can choose from:

e Recent: Recent files you've
worked on.

e OneDrive: Microsoft’s cloud
based storage.

e Computer: Browse files on
your local computer.

Shortcut: Press Ctrl + O to
quickly display the Open tab of
the Backstage view.

P

Clipboard

HOME

B I U

Font

INSERT

PAGE LAYOUT

Alignment

FORMULAS

Excel
DATA

oo

Number

REVIEW VIEW

Z) Conditional Formatting

Styles

T EH - O %X

Kayla Claypool - J3
Insert >
Delete
Format

Cells Editing ~

Account

Options

Open

(L) Recent Workbooks
& OneDrive
fim)
&

Computer

Add a Place

Excel

?2 - 0O x

Kayla Claypool - f)

Recent Workbooks

z| Book
=/ Home » Desktop

=) Workbook
= Home » Desktop

=| Sales

= Home» Documents

Recover Unsaved Workbooks

© 2018 CustomGuide, Inc.
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Select the file you want to
open.

Click Open.

Account

Optians

Excel ? o X

Kayla Claypool = ﬂ

X

Open

€« v 4 [« Users » kayla » Desktop ~v @ | Search Desktop P

Organize v New folder | 0

= -

# Quick access

Microsoft Excel

9

f@ OneDrive

04-open-workbo

[ This PC
= oks-01

¥ Network

& Homegroup

| | AN Excel Files

o

File name: | 04-open-workbooks-01

Cancel

Open a Different File Format

You can also use Excel to open data files created in
files.

other programs, like Comma Separated Values or CSV

Click the File tab. H ©- - 04-open-workbooks-01 - Bxcel 7 E - 0O X%
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypaol - Jf]
Click Open. % |calibri Ju ] ==Ee FZ Conditional Formatting = B=lnsert - 3. - A7+
Ez- B I U~ $ -+ 9% » [dFormat as Table~ ExDelete ~ [T~ M-
H . W EH- D-A- e= B 0 [7 Cell Styles - [ Format- & -
e Select the location where the 4 pooowE o sy B Format - £
Clipboard Font 1] Alignment m Number Styles Cells Editing ~
file is saved.
04-apen-warkbooks-01 - Excel 7 - O x

©

New

Open

2

Save As

Save as Adobe
PDF

Print
Share
Export

Close

Account

Options

Kayla Claypoal ~ ﬂ
Open

@ Recent Workbooks E‘:I Computer
Current Folder

&& OneDrive Desktop

Horme » Desktop
Et| Computer Recent Folders
s

Documents 0
of=  AddaPlace Desktop

Browse

20




Click the file type list arrow
and select All Files.

Select the file you want to
open.

Click Open.

If prompted, complete the
steps in the Text Import
Wizard.

C)

New

Open

Save

Save As

04-open-workbooks-01 - Excel

Open
<« v 4 B« Users > kayls > Desktop
Organize v New folder

s Quick access

Microsoft Excel

v O

? -0 x
Kayla Claypool ﬂ

X
Search Desktop o

=
All Files

All Excel Files

Excel Files

All Web Pages

MML Files

Text Files

f& OneDrive All Data Sources
Access Databases
Save as Adobe 3 This PC 04-open-workbo Query Files
PDF oks-01 dBase Files
o Network Microsoft Excel 4.0 Macros
Microsoft Excel 4.0 Workbooks
& Homegroup Worksheets
Workspaces
Templates
Add-ins
Toolbars
SYLK Files
Data Interchange Format
Backup Files
QOpenDocument Spreadshest
File name: & All Excel Files ~
Account Tools ~ Open |v Cancel
Options
[
04-open-workbooks-01 - Excel ?2 - 0O x
@ Kayla Claypool - f)
Open P4
<« < 4 M« Users » kayla » Desktop v|® | Search Desktop r)
E
Organize v New folder =~ ™ @
Open
7 Quick access
Save
Microsoft Excel
il ¢@& OneDrive a,
Save as Adobe I This PC M-open-workbo Customers 04-open-workbo
o oks-01 Report oks-02
PDF
¥ Network
Print —
i of Homegroup j—
Share
Export
Excursion
Propasal
Close
File name: | 04-open-workbooks-02 | [AnFiles v
Account Tools Cancel
Options

© 2018 CustomGuide, Inc. 21




File Types Commonly Opened in Excel

Common File Types

All Files

All Excel Files
All Web Pages
Text Files

All Data Sources

Templates

(Any)

Xls and related

.htm and related

.txt and .csv

(Varies)

XxIt and related

Displays all file types (although Excel might not be able to
open all of them).

Displays Excel workbooks, templates, and macro-enabled
files.

Displays web pages, including supporting files such as
images.

Displays comma and tab delimited text files, often used to
import / export data.

Displays databases (e.g. Microsoft Access) and queries.

Displays Excel template files.
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Save Workbooks

After you’ve created a workbook, you need to save it if you want to use it again. Also, if you make changes
to a workbook you’ll want to save it. You can even save a copy of an existing workbook with a new name, to
a different location, or using a different file type.

Save a Workbook

Once you've created a new workbook, you’ll need to save it if you want to use it again.

Click the Save button.

Shortcut: Press Ctrl + S to
quickly save a workbook.

If this is the first time you've
saved the workbook, the Save
As screen will appear.

Choose where you want to
save your file:

e SharePoint: Save the
workbook to a connected
SharePoint server.

e OneDrive: Save to
Microsoft’s cloud based
storage so you can open the
worksheet on another
computer.

e Computer: Save to the local
storage on your computer.

Click Browse to navigate to the
folder where you want to save
your file.

H - &- = Book1 - Excel ?T H - O %

HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kay\a(laypool'ﬁ
Calibri 14 | = == B |General ~| EGConditional Formattingr &= Insert + 2 = 47~

PEE Eg- B T U- A& =E- $-% * DiromatasTable- Fx Delete - [+ d-

. oW EHe DA == B % 28 127 Cell Styles - [ Format~ & -

Clipboard & Font L Alignment o Number Styles Cells Editing ~

AL - X oW fo| Finst v
A B c D E F G -

1 |First 1

2

3

4

5

3

7

g

9

10

1

12

iE

14 -

Sheet1 ()] « 3

] M -——+ 0

Book1 - Excel ? - 0O %X

Kay\a‘Claypnnl - ‘2
Save As

@ Sites - CustomGuide

@ OneDrive - CustomGuide

&& OneDrive - Personal

Recent Folders
@& Kayla Claypool's OneDrive

& Documents
Kayla Claypool's OneDrive » Documents

£

Etl Computer o o
ey

Browse
s AddaPlace

2

OneDrive - Personal

Account

Options
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Enter a file name. Book1 - Excel 7 - 0 x
Kayla Claypool = JEJ
Save A x|
H L Save As
Click Save.
™ <« https://d.docs.livenet » 1a0bdbd18e4aa780 v O Search 1a0b4bd18edaa7e »p
Organize « New folder &E - (7]
-~
7 Quick access -
=
Microsoft Excel
assets Documents Email Kayla's Pictures Bon Voyage
¢@ OneDrive attachment Motebook Excursions,
s xlsx
& This PC
‘r Libraries
¥ Network
s Homearnin M
File name: | My Werkbool] o
Save as type: | Excel Workbook ~
Authors: Tags: Addatag
Browser View Options... [ save Thumbnail
~ Hide Folders Tools  ~ Cancel

(5 .

Save Progress

As you continue to work in Excel, you'll want to save any changes you make from time to time.

o Click the Save button. H ©- B My Workbook - Microsoft Excel 2 @ - O X%
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬁ
. Calibri -1 - General - %CundltlonalFormamng' E"Msert - Z- ’;‘Y'
Shortcut: Press Ctrl + S to quickly save el M E- $- % [DromatasTabier Erockte « [T~ #-
ast » . - A- & o 8 7 Cell Styles - & Format- & -
a WorkbOOk. Clipboard = Font [F] Alignment  Number Styles Cells Editing ~
. B1 - X f\ Last v
Tip: Try to save your progress every 10 N . . 5 . . . N
minutes; that way you won’t lose any 1 [First Last 1
important changes if disaster strikes. i
4
]
6
7
8
9
10
11
12
13
14 -
Sheetl ()] 1 3

B M o -—— 100%
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Save As a New File and/or Location

Sometimes you may want to make a copy of an existing workbook and save it with a new name. Using and

modifying the content in an existing workbook can often save you a lot of time.

(i OneDrive - Personal

F:I Computer Browse a

Ly

s AddaPlace

Account 6

Options

c CI'Ck the File tab. H ©- - My Workbook - Microsoft Excel 7T H - M0 X
MOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypool - Jf]
Click Save As. X |calibn -[n -] = =25  |Generat  -| EZ Conditional Formatting=  E=Inset - 3. - Av-
Ez- BT U- A A = $ - 9% » [FFomatasTable~ FrDelete - [T~ #f-
e Choose where you want to . o EH- DA~ e= B bt ] [7 Cell Styles - & Format- & -
: Clipboard 1% Font & Alignment & Number & Styles Cells Editing ~
save your file.
o Click Browse to navigate to the
My Workbaok - Microsoft Excel 7 - 0O x
folder you want to save your KoaCigcc -
file.
Save As
e Enter a File name.
! : 1 Computer
. @ Sites - CustomGuide Eﬂ-
0 CIICk Save. Recent Folders
® OneDrive - CustomGuide Documents
Desktop

My Workbook - Micrasoft Excel ?

Save As X
- « 4 M » ThisPC > Desktop v|® | Search Desktop r)
Organize New folder fz= - o

I ThisPC A Mame Date modified Type *

[ Desktop Agents Report File fol
Documents Audios File fol
Customers Files File fol
< Downloads
New Excursions Information File fol
B Movies
Sales Reports File fol
D Music
[ Pictures
s Network Drive (I v
= @DevWBTon'py ¢ >
File name: | New Workbeook] ~
Save as type: | Excel Workbook (*xlsx) ~

Pzt Authors:  Kayla Claypool Tags: Add atag

[ Save Thumbnail

Hide Folders Tools - Cancel

< e)

Options

- 0O X

Kayla Claypool ~ ﬂ

© 2018 CustomGuide, Inc.
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Save to Different File Formats

Excel normally saves its files as Excel workbooks, but you can save information to other file formats as well.
For example, sometimes you may want to save your data as a Comma Separated Values or CSV file, so you

can import it into another program.

Click the File tab.
Click Save As.
Click the Browse button.

Click the Save as type list
arrow.

The default file type is an XLSX
Excel file, but you can choose
from plenty of other file
formats in this menu.

Select the desired file format.

Click Save.

D

H ©- = New Workbook - Microsoft Excel ? EH - 0O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ﬁ
% Calibri -1 General - %Condmuna\ Formatting = E‘“Insert - Z - 2"'
DEE - BT U- £ A $ - % » [FFormatas Table~ 7 Delete - [T~ d -
. * - A - 8 B [ Cell Styles - [ Format= & ~
Clipboard & Font n Alignment & Number & Styles Cells Editing ~
New Warkbook - Microsoft Excel ? - 0O %X

Save As

E;I Computer

Kayla Claypool = ﬂ

(F2 sites - CustomGuid
\CE ites - CustomGuide
Current Folder
o i .
({%% OneDrive - CustomGuide Desktop
o Home = Desktap
A -
I;O—E OneDrive - Personal Recent Folders
T
Desktop
= Home » Desktop
EI;I (e Documents
Desktop
o= AddaPlace
Account o
Browse
Options
»
Excel Workbook mi

L5 (3 Save As

Organize v Ne|

# Quick access
Mimécel
7@ OneDrive

[ This PC
 Libraries

¥ Network

o& Homenaroun
File name:

Save as type:

Excel Macro-Enabled Workbook
Excel Binary Workbook
Excel 97-2003 Workbook
HML Data
Single File Web Page
\Web Page
Excel Template
Excel Macro-Enabled Template
Excel 97-2003 Template
Text (Tab delimited)
Unicode Text

ML Spreadsheet 2003
Microsoft Excel 3.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintash)
Text (MS-DOS)
CSV (Macintosh)
C5V (MS-DOS)
DIF (Data Interchange Format)
SYLK (Symbolic Link}
Excel Add-In
Excel 97-2003 Add-In
PDF

PS Document
Strict Open XML Spreadsheet

&

Excel Workbook

~

Authors:

. Hide Folders

Tags: Addatag

[] Save Thumbnail

0

Tools - Save

o

Cancel
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File Types Commonly Saved to From Excel

csv

Excel
Workbook

Excel 97-
2003
Workbook

Excel
Macro-
Enabled
Template

Excel
Template

PDF

Web Page

.CSV

Xlsx

Xls

Xlsm

Xltx

.pdf

.html

Comma delimited text file, often used to import/export data.

The default XLM-based file format for Excel, in use since Excel 2007.

Excel files from Excel 2003 and older.

Excel template that contains macros.

Excel template files.

Portable Document Format, a format that preserves document formatting and

allows file sharing.

A web page that is saved as a folder and contains an .htm file and supporting

files, such as images.

© 2018 CustomGuide, Inc.
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AutoRecover

If a workbook you were working on was closed without being saved, either by a program crashing or just by
accident, you may be able to recover it. Excel periodically saves a copy of your Excel file. By default, this
setting is every 10 minutes, but you can easily change this setting.

Recover a Workbook

If Excel crashes, it will display the Document Recovery Pane the first time you open Excel again.

o Restart Microsoft Excel. {

If an unsaved workbook can be sk
recovered, the Recovered
header will appear on the left.

o Click Show Recovered Files.

The Recovery pane appears,
listing all recovered workbooks
that were found.

v T ) EI

? - 0 x
Excel Kavla Claypool P
Switch account A
Recove red Search for online templates O
Suggested searches:  Business  Personal

Excel has recovered files that you might Financial Management  Industry Lists Logs  Calculator
want to keep.
[@¥ Show Recovered Files .
Recent z
Practice A B c
WMac » Home » Documents » CUSTOMGUIDE ...

L]
Practice 2
W\Mac » Home » Documents » CUSTOMGUIDE ... 3

4
New Workbook 5
\\Mac » Home » Desktop -

5

7

Blank workbook

ﬁ Open Other Workbooks
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Select the workbook from the
Document Recovery pane.

The last AutoSaved version of
that workbook opens.

Click Close.

H -

Workbook [Last saved by user] - Microsoft Excel

VIEW

- % Conditional Fermatting =

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW

QE; Calibri -4 - = = % General
Past By~ B I U- A o ===E- §$-% 1 [FromatasTable~
aste

¥ H- D-A- == - 0 7 Cell Styles -
Clipboard = Font [F] Alignment  Number

- .)(-\'
A B

Document Recovery

Excel has recovered the following files.
Save the ones you wish to keep.

Available Files

Workbook.xlsx [Original]
Version created last time t...

@ which file do | want to save? a

Close

Bon Voyage Excursions

Excursion Jan
Beijing 6,010
Las Vegas 35,250
México DF 20,850
Paris 33,710
Tokyo 12,510
Total 108,330
Summary ()]

Feb
7,010
28,125
17,200
29,175
14,750
96,260

? E - O X
Kayla Claypool = ﬁ
E"\nsert - Z - ’;‘rv
ExDelete - [T~ -
EIFormat' &~
Cells Editing ~
v
D E -
Mar Total
6,520 19,1
37,455 100,
27,010 65,(
35,840 98,
11,490 38,]
118,315 322,¢

© 2018 CustomGuide, Inc.
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AutoRecovery Settings

If the workbook that you were hoping to recover doesn’t appear, it's probably because the AutoRecovery
settings didn’t catch it. We can change those settings so that it’s a bit more diligent about auto-saving your

workbooks.
C|ICk the FiIe tab. = Workbook [Last saved by user] - Micrasoft Excel ?EH - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ﬂ
Click Options. % -=gs Bl ConctontFomating - B sr < 3« -
Ez- B I U- A& $ ~ % + [FFormatasTable~ B Delete ~ [¥]- -
. € L DAL EE g BN ell Styles - Eformat- &~
e Click Save. = 4L == ¥ Y P cell syl B format~ &
Clipboard & Font o Alignment G Number T Styles Cells Editing ~
The AutoRecovery settings are
here. Make sure that the
Workbook [Last saved by user] - Micrasoft Excel ? - 0 X
proper checkboxes are (o Clpoot - ]
checked. o
Info
o Make sure Save AutoRecover
. . . Workbook
information checkbox is
CheCked and adJUSt the time Protect Workbook Properties ~
i Control what types of changes Size 9.06KB
Interva I ° W::l:::kv people can make to this workbook, Title Add atitle
. 7 H Tags Add atag
Tip: You can’t specify the o e
interval if the checkbox is not 3 Inspect Workbook Celoted Dates
selected. Checkfor | s Puioning hislle, b aware LostModified  Today, 4205,
Issues ~ Document properties, printer Created
@© clickok oo
Content that people with
o disabilities find difficult to read Related People
Author
Ceton: 2 Versions B
*‘j . . Add an auth...
Margge o I:;r‘c;afz‘e;o previous versions Last Modified By
Versions ~

Related Documents

-1 2 e 0 %
Excel Options ? X ﬂ
General =
Customize how workbooks are saved.
Past e
fing Save workbooks
Clipb ~
Save Save files in this format: | Excel Woﬁuuk hd
Language o | Save AutoRecover information every D minutes v
Advanced | Keep the last autosaved version if | close without saving (=]
. uetomise Ribh AutoRecover file location: |Ci\Users\Kayls ClaypoohAppData\Roaming\Microsoft
ustomize Ribbon
5 Don't show the Backstage when opening or saving files
Quick Access Toolbar
3 B | Show additional places for saving, even if sign-in may be required.
L g Adeins Save to Computer by default
o []| Trust Center Default local file location: [\\psfiHome\Documents |
5
. Default personal templates location: | |
P Show data loss warning when editing comma delimited files (".csv)
7
| AutoRecover exceptions for: Workbook.x\sx L5
? Disable AutoRecover for this workbook only
10 |
" Offline editing options for document management server files L
12 Save checked-out files to:®
13 () The server drafts location on this computer
14 (® The Office Document Cache
— v yrm— - | ="
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The Quick Access Toolbar

The Quick Access Toolbar is located above the Ribbon and contains buttons for commands that you’ll use

often, such as save and undo. You can also add your own frequently-used commands to the Quick Access
Toolbar.

Add a Button to the Quick Access Toolbar

You can add frequently used commands to the Quick Access Toolbar.

o CI'Ck the Customlze Qu|ck H ©¢ o 07-the-quick-access-toalbar - Excel ?2 3 - O %
h HOME®™ | Customize Quick Access Toolbar  |As  DATA  REVIEW  VIEW Kayla Claypool ~ Jff
Access Toolbar button. — New » : . £
X% Calibri =neral - %CondltlonalFormattmg' g‘“\nsert - zv EA
Ey- [B I U Open - % *  [FFormatas Table- BXDelete - [V~ #-
o Select a command to add. pate o L e swe b6 Bcasye- N
Clipboard 1 Fd Email umber Styles Cells Editing ~
. . Cick Print -
The command is added to the Quick AL prnt Presion anct P urggi v
Access toolbar. = Speling ° £ : € -
1 [Bon Voyage Hx| , y.40
2 + Redo
3 Sort Ascending Mar Total
4 Be”ing Sort Descending 6:520 19:540
5 Las Vegas Touch/Mouse Mode 37,455 100,830
& México DF More Commands... 27,010 65,060
7 |Paris Show Below the Ribbon 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
[ Total 108,330 96,260 118,315 322,905
1z
13
1 =
Summary ()] ] 3
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Customize the Quick Access Toolbar

If you don’t see the command you want to add to the Quick Access Toolbar in the list, you can select More

Commands to find it.

The command is added to the Quick
Access Toolbar.

Click the Customize Quick
Access Toolbar button.

Click More Commands.

Select the command you want
to add.

Click Add.
Click OK.

H ©- - & I 07-the-quick-access-toolbar - Excel ?T H - O x
HOME INSERT Cust: ‘e Quick Access Toolbar DATA REVIEW VIEW Kayla Claypool = ﬂ
% Calibri 1 Mew :l %CondltlonalFormattmg' g‘“\nsert - z - ’;"
e Eg- B I U-~ Open % * [7rormatasTable~ ?:E’I‘De\e'te - - -
N e Sy v Save 27 Cell Styles [ Format~ & ~
Clipboard 1 Font Email oo Styles Cells Editing ~
v Quick Print
AL - ns v
Print Preview and Print

| A Spelling D E F G E
1 |Bon Voyage l_b_(curs v Undo
2 v Redo
3 Sort Ascending Mar Total
4 Beijing Sort Descending 6,520 19,540
5 Las Vegas Touch/Mouse Mode 37,455 100,830
5 | México DF 0 More Commands... 27,010 65,060
7 Paris Show Below the Ribbon 35’840 98'725
s Tokyo 12,510 14,750 11,490 38,750
g Total 108,330 96,260 118,315 322,905
10 |
11
12
13
14 -

Summary | @ [ \ D]

E M -——+ 100%

H - - & = 07-the-quick-access-taolbar - Excel 7 M - O X
Excel Options ? X ﬂ
G | .
e E-E Customize the Quick Access Toolbar.
P4 | Formulas
Sroofi Choose commands from: Customize Quick Access Toolbar:(
Cli rooting ‘ Popular Commands " ‘ For all documents (default) -~
Save
A v
Language -+ Borders [» [+] H save
H Calculate Now € Undo ]
: Advanced p— A Redo u
Customize Ribbon P2 Conditional Formatting v B2 Quick Print
2 - = Copy [0 Email
3 Quick Access Toolbar I Create Chart
4 Add-ins Custom Sort...
B Cut ]
5 || Trust Center A" Decrease Font Size m
6 > Delete Cells...
7 5 Delete Sheet Columns
> Delete Sheet Rows
g 09 Email
9 > Fill Color »
o il L
10 . 5
Cust tions: | Reset v |G
" Show Quick Access Toolbar below the ustomizations: |22
Ribbon Imgort/Export ¥ |©
12
3 [« ] [v]
Summary | @ Kl ] v

H o -——+ 100%
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Remove a Button from the Quick Access Toolbar

It's easy to remove a button from the Quick Access Toolbar.

a R|ght_c||ck the button you want Hd ©- C’Q[@_‘[ s O?-thE.-qu\ck-ac:ess-tnnlbar-F_x ? B - 0O %
to remove HOME SERT Remove from Quick Access Toolbar VIEW Kayla Claypool - ﬁ

% |calibri ~|1a Customize Quick Access Toolbar.. nal Formatting = | Blnsert + | 3 -+ Are
Bay - T U~ a  ShowQuickAccess Toolbar Below the Ribbon | Bx Delete ~ .
e Select Remove from Quick e . o At CustomieeBobon. £ o T
ACCESS Toolbar. Clipboard & Font Collapse the Ribbon Styles Cells Editing ~

Al - f\ Bon Voyage Excursions b4
The command is deleted from the 2 ° ¢ o : : e :

1 |Bon Voyage Excursions
Quick Access Toolbar. 2 1

3 Jan Feb Mar Total

4 Beijing 6,010 7,010 6,520 19,540

5 LasVegas 35,250 28,125 37,455 100,830

5 México DF 20,850 17,200 27,010 65,060

7 Paris 33,710 29,175 35,840 98,725

2 |Tokyo 12,510 14,750 11,490 38,750

9 Total 108,330 96,260 118,315 322,905

10

1

12

13

14 -

Summary () [l 3

i} M -+ 10
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Print

Once you've created a worksheet, and your computer is connected to a printer, you can print a copy. Before
you do this, it’s a good idea to preview how it’s going to look.

Preview and Print a Worksheet

You can preview and then print a worksheet as part of the same operation.

“ Click the File tab. H oo - —— @ - o ox
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ﬂ
Select Print_ S Calibri -4 - == General -| EZ Conditional Formatting~  §&=Insett - 2. - 47~
Em- B I U- A A $ - 9% » [FFormatasTable~ FxDelete - [¥]- @ -
The Print tab is where you'll D R b e i el Bromu- | &
. . . Clipboard Font I Alignment Number Styles Cells Editing ~
find the print preview.
o Click Print.
08-print - Excel 7 - 0O x

Kayla Claypool ~ ﬂ
Shortcut: Press Ctrl + P to quickly print

a worksheet.

Copies: |1 = -
e
Print ——

e

e =

Printer

. s mm mam
Brother MFC-J470DW
| III Il

Printer Properties

Settings
D Print Active Sheets -
Only print the active she...
Pages: 2l to =
= Collated
Account [E[E 122 103 123
Options D Portrait Orientation -

Custom Page Size -
MNormal Margins
ﬂiﬂ Laf 170w Rinhe 1| LT 1 _Jof2 ¥ @
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Specify Printing Options

Sometimes you will want to specify more printing options, such as the number of copies to print.

Click the File tab.

@
2]
@

Select Print.

Select the desired print
options:

e Number of Copies you want
to print.

e Printer where you want to
send the worksheet.

e Print Area you want to
print.

e Page Orientation.

Click Print.

H ©- s 08-print - Excel 7T H - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool = ﬁ
kY Calibri e - = = %‘ General - %Cond\tmna\ Formatting = g‘“lnsert - z - 2"'
DEE - B I U- g A =E- $-% * [FromatasTable~ 7 Delete - [T~ d -
I R R == B 8 S [[Z7 Cell Styles - = Format- & -
Clipboard Font L Alignment & Number Styles Cells Editing ~
08-print - Bxcel ?7 - 0O x

Account

Options

Kayla Claypool ~ ﬂ

Print

L3

Copies |5
O
=

Print

Printer

HP Laserlet Professional...

e R

Printer Properties

Seftings

Print Entire Workbook

Print the entire workbook
2 o S

Collated

123 123 123

Landscape Orientation -

Custom Page Size -

Normal Margins
e

il S EIELE

- 1 |of1

mE

Bihil
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Customizable Print Options

Print Option Description

" Specify the number of copies you want to print.

-

Copies | 1

= Microsoft XPS Documen... | Select the printer you want to use (if you have more than one).

Ready
@ Print Active Sheets .| Print the active worksheet, the entire workbook, or a selection of cells.
Only print the active she...
||=E|E| Collated . Ifyouare printing multiple copies, you can select collation options.
123 1,23 123
S .| Select between portrait or landscape orientations.
|:| Letter . Select the paper size you want to print on.

2159 cmx 27.94 cm

@ Norrmal Margins . Adjust page margins.
Left 1.78em  Right 1...

O Mo Scaling . Reduce the print scale, to include more text on the printout.
Dmﬂ Print sheets at their actu...
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Share a Workbook

If you need to share a workbook with others, you can send them an invitation to view it online. You can also
share workbooks by emailing them as an attachment, although this sends them a copy of the workbook and

not the original.

Invite People to Collaborate

When you share a workbook from Excel, you're giving others access to the exact same file. This lets you and
others view and even edit the same workbook without having to keep track of multiple copies.

n Save your workbook to your B 09-share-a-workbook - Excel ? 5 - l:lli(
. . HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ 1
OneDrive or Sharepomt' % |calibri 14 - = = _ 5 |General ~| FZConditional Formatting~ &= Insert ~ 2 - 47~
b&@ - B I U- A A = - % - 9% s [FFomatas Table- Bx Delete ~ [¥- -
Workbooks must be saved to Ty 5 bA- ==9. w®3 (5 Cell syles - i format+ | & -
either Microsoft OneDriVe or Clipboard & Font [ Alignment ' Number Styles Cells Editing -~
SharePoint before you can
share them with others.
09-share-a-workbook - Excel ? - 0 X
o Click the File tab. Koo Clopect * ]
e Select Share. Share
o Enter the people you want to Bon Voyage Excursions Invite People 9
Kayla Claypool's OneDrive Type names or e-mail addresses

share with by: o
are

e Entering their email address. ,
Invite People

o Selecting them from the

G Sharing Link
address book. ¥t @ sharing Lin

Post to Social Networks

. P

Click the Permissions list
arrow.

=

Email
Account

This lets you decide whether
the people you invite can make
changes to the workbook, or
just view it as a read-only

Optians

o
I

Review

Rbanks@nincom.com | EE | [Canedit

Can edit
Include a personal message with th{Can view

Require user to sign in before accessing
document.

[ ]
&

Share

Send Adobe PDF for Shared

Shared with

& vaula Claunnnl

document.

Select Can edit or Can view.
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o Include a message (optional).

Q Click Share.

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

Account

Options

09-share-a-workbook - Excel ? - 0O X

Kayla Claypool - ﬂ

Share

Bon Voyage Excursions Invite People
Kayla Claypool's OneDrive Type names or e-mail addresses
| Rbenks@nncom.com | £ [Canview
Share
Here is the Q1 excursion data‘l
..‘q.. Invite People o
&GO Geta Sharing Link

&

T

0
i

Require user to sign in before accessing

Post to Social Networks document.

YA
Email P

Share
Send Adobe PDF for Shared
Review

Shared with
& Vaula Mlaunan 1 hd
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Send as Attachment

If you don't want to share the file with someone, you can email it so they receive an entirely separate copy.

Click the Email option.
Select Send as Attachment.

You can also Send a Link, so
multiple people can work in
the same copy of the
workbook, or Send as Adobe
PDF, which sends the
worksheet as a read-only PDF
document that can be viewed
even if the recipients don’t
have Microsoft Excel.

Add email recipient(s).

Click Send.

Account

Options

Review Send as mail attachment
G Viewable and
printable on most
platforms -
EHd S = 09-share-a-workbookas: - Message (HTML) ? B - O %
MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW
= 1 A | Eg| B AttachFile I Follow Up~ ’
D B I U W7 Attach ltem~ ! High Importance .
Paste L Names Zoom | Start  Appsfar
. B - [# signature - ¥ Low Impertance Inking  Office
Clipboard Basic Text Include Tags 5 Zoom Ink | Add-ins A
Ta rbanks@nincom.com; 0‘
=1 -
Ce
Send
Subject 09-shara-a-workbook.xlsx
Attached | B2 p9.share-a-warkbook.slsx (13 K]

09-share-a-workbook - Excel

Share

Bon Voyage Excursions Email
Kayla Claypool's OneDrive
&9

Share 0 Send as

Attachment
:.\‘. Invite People

o =

GO  Geta Sharing Link

Send a Link

Post to Social Networks

Email

9

Send Adobe PDF for Shared

?7 -

Kayla Claypool ~ ﬂ

Everyone gets a copy
to review

Everyone works on
the same copy of this
workbaok

Everyone sees the
latest changes

Keeps the email size
small

Convert Documents to
PDF using Adobe
Acrobat and send as e-

o x
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Share a Link

When you use the Share a Link option, you are sharing a workbook, except instead of sending the link to

email recipients, you can copy the link yourself and use it as you see fit.

Note: Sharing a link is not as secure as emailing a link to a document, as you aren’t specifying the recipients.

a Click Get a sharing link.
o Specify a sharing option:

e Create an edit link: Others
can view and edit—or make
changes to—the shared
document. Use with
caution!

o Create a view-only link:
Others can view but not
edit—or make changes to—
the shared document.

A link to the document is generated,
and you can copy and paste it
anywhere to share with others.

Account

Options

09-share-a-workbook - Excel ? -

Share

Bon Voyage Excursions
Kayla Claypool's OneDrive

Share

“.{ Invite People
G5  Get a Sharing Link

Post to Social Networks

&

@

Email

Send Adobe PDF for Shared
Review

I
I

o x

Kayla Claypool = ﬂ

Get a Sharing Link

Sharing Links are useful for sharing with large

groups of people, or when you don't know the e-

mail addresses of everyone you want to share
with

View Link
Anyone with a view link can vi... Create Link
Edit Link
Anyone with an edit link can e... Create Link

Shared withé
ﬂ Kayla Claypool
Owner

rbanks@nincom.c...
Can view
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Help

The Excel Help feature can answer questions and offer tips to help you get the most out of Excel’s tools.

Get Help

If you look at the Ribbon, you’ll notice a field that says Tell me what you want to do. You can use this field
to enter keywords and phrases about what you want to do, and get help with that.

® ® e

Click the Help icon.
Shortcut: Press F1.

In the Help dialog box you see
some popular topics. Click one
of these if you see what you're
looking for.

Select a topic or click in the
Search box.

Type a topic and click the
Search icon.

Select a related help topic.

H ©- s
HOME | IMSERT
== X, |Calibri -
Paste B- 81U~
.o B Dy
Clipboard 1 Font
. .
A
1 Bon Voyage Excursi
2
5 Excursion J
4 |Beijing
5 Las Vegas
s Meéxico DF
7 Paris
s Tokyo
9 Total 1
10
11
12
13
14
Summary

Excel Help -

ag.] A‘l Search online help re)

Popular searches

Sort Drop down list Date
Count Merge cells Sum
Formulas Vlookup Macro

Getting started

What's @
New

See what's new Keyboard

shortcuts

Get free training
Basics and beyond

=l -

Use Excel Web
App

Y- 1

Learn Excel basics Tips for tablets

m

?

ﬂa(laypﬂﬂl - ﬂ
#=Inser PINE-L I

¥ Delete ~
[ Format ~
Cells

m - 0O X

G- d-
&~

Editing ~

v

G =

Hd - =
HOME INSERT

C T 8 Calibri -
Ez- B I U-
Paste

e me DA

Clipboard = Font

A
Bon Voyage Excursi

1

2

3 Excursion ]
1 |Beijing

5 Las Vegas
& México DF o
7 Paris

g Tokyo

9 Total 1

Summary

- 0 x ?E - 0O %
Kayla Claypool -~ Jff3
Excel Help - - £
Insert ~ z - ’;vv
= o .
© = 4 ® A Dita P x Delete - o] - i -
[ Format~ & -
Apply data validation to cells = .
i o T Cells Editing ~
Article | Use data validation rules to control the type of
data or the values that users enter into a cell. One v
example of validation is a drop-down list (also called a
d... F G -

Version compatibility between Power Pivot Data Models...
Article | Learn more about version compatibility

between the new Data Model in Excel 2013 and previous
wversions from the Power Pivot for Excel add-ins. You can
also revie...

Add, edit. find, and delete rows by using a data form
Article | If a worksheet contains so many columns that
you can't see them all at a glance, use a form to make
entering and browsing for data easier.

Fill data automatically in worksheet cells

Article | Automatically fill a series of data in your
worksheet, like dates, numbers, text. and formulas by
using the AutoComplete feature, Auto Fill Options, and
more,

Guidelines and examples for sorting and filtering data b...

Article | Filter and sort data by color to make data
analysis easier and help show highlights and data trends
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Select a specific topic under In

this article.

This way, you jump straight to the

BEH o

topic you really need.

- g x
Excel Help - -
@588 & [om 5|
Apply data validation to cells é‘

You use data validation to control the type of data or the
values that users enter into a cell. For example, you may
want to restrict data entry to a certain range of dates, limit
choices by using a list, or make sure that only positive
whole numbers are entered.

This article describes how data validation works in Excel
and outlines the different data validation techniques
available to you. It does not cover cell protection, which is
a feature that lets you "lock” or hide certain cells in a
worksheet so that they can't be edited or overwritten.

IMPORTANT  If you save worksheet data to Excel
Services and want to use data validation to restrict data
entry. you need to create the data validation in Excel
before you save it to Excel Services. Excel Services
supports data entry, but you won't be able to create data
validation.

In this article

HOME  INSERT
%
Paste B2- B 1 U-
I - A
Clipboard Font
-
A
1 Bon Voyage Excursi
2
3 Excursion ]
4 |Beijing
5 Las Vegas
& México DF
7 Paris
3 Tokyo
9 Total 1
10
11
12
13
14 5
Summa

+ Overview of data validation
%+ How to handle a data validation alert

+ Add data validation to a cell or range -

7 @ - 0 X
Kayla Claypool - ﬂ
Eolnsert + | 2 v ST
F¥ Delete ~ - -
& Format~ & ~
Cells Editing ~
v
F G
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Close and Exit

When you're done working with a file, it's a good idea to close it so you don't bog down your computer with

unused programs.

Close a Workbook

Each spreadsheet window must be closed individually. When you have only one spreadsheet open and want

Excel to stay running:

o Click the File tab. = 11-close-and-exit - Excel ?HE - 0O X
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Clayposl - ﬂ
e Click the close button_ L X Calibri |14 - %‘ General - %Condltmna\ Formatting = g““lnsart - z - ’;‘V-
Ex- B T U- K o E- $-% > [FromatasTable- ErDelete ~ [T~ i~
Shortcut: Press Ctrl + W to ¥ . DA e= - 0 [7 Cell Styles - # Format~ & -
Clipboard Font 1] Alignment m Number Styles Cells Editing ~
close a workbook.
Tip: You can close all open
. 11-close-and-exit - Excel ?2 - 0O x
workbooks by holding down oo Clopoot - f]
the Shift key as you click the Inf -
Close button. nro
Customers

If you have multiple
worksheets open, you’ll need
to close each of them
individually.

Desktop » Excel

»

Protect
Waorkbook ~

The file is closed but Excel is
still running.

Check for
Issues -

If prompted, select from one of
the following options:

Account —‘j
Q
e Save: Save your changes. Opions Manage.
e Don’t Save: Discard any
changes you’ve made. o,

Protect Workbook

Control what types of changes
people can make to this workbook.

Inspect Workbook

Before publishing this file, be aware
that it contains:

Document properties, author's
name and absolute path

Versions

™) There are no previous versions
of this file.

Browser View Options

Pick what users can see when this

Properties -
Size

Title

Tags

Categories

Related Dates
Last Modified
Created

Last Printed

Related People
Author

Last Modified By

11.8K8
Add a title
Add a tag

Add a categ...

3/19/201412:...
3/19/201412...

Bec..

Add an auth...

Bec..

Related Documents

e Cancel: Don’t close the
workbook.
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Close Excel

If you click the Close button on the title bar when you have only one Excel file open, the workbook will close
and you will exit the Excel program.

o Click the Close button. d - H1-cose-ond-eic- B ?® -0 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool 'o
G 2| Conditional Farmatting Insert >
Excel closes. B Iy Format as Tebie Delete
Fese 5 Cell Styles Format
Clipboard & Font Alignment Number Styles Cells Editing ~
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Edit a Workbook

Entering, editing and removing data are some of the
most common tasks you will likely carry out in Excel. By
mastering the skills needed to accomplish these tasks
efficiently, you are well on your way to becoming a
proficient user. As with most Microsoft Office
applications, there is often more than one way to
achieve your end goal in Excel. This chapter will explain
some of the primary and alternative methods for
creating, editing, moving, and deleting data. In some
cases, you can use shortcuts or apply a change to
multiple instances at once to do more with your
spreadsheet in less time.

Objectives

Select Cells and Ranges
Edit Cell Data

Cut, Copy, and Paste
Undo, Redo, and Repeat
More Pasting Options
Insert and Move Cells
Delete Cells

Check Spelling

Find and Replace Text
Hide Columns and Rows

Workbook Properties

© 2018 CustomGuide, Inc.
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Select Cells and Ranges

Selecting cells is an important skill in Excel. Almost all of the information in Excel is saved in a cell or cell
range; so before you can enter, edit, or format text, you first need to know how to select a cell or cell range.

Select a Cell

It’s easy to select a single cell:

CI'Ck the Ce” you want to H - &- = 01-select-cells-and-ranges - Excel ? EH - 0O %
| HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬁ
select. a, ¥ [colib e - ¢ |Generat  ~| EZConditional Formatting~  E=lnsert - X+ 4r-
Paic Em - B I Uu- A& $ - 9% +  [FFormatasTable- Er Delete - [&]- M-
Tip: To see which cell is selected, look -¥ S DA - WA Byl B Format- | &~
Clipboard & Font [ Alignment n Number & Styles Cells Editing ~
at the shaded column number and row |- = B .
letter. You can also see what cell is R . . R c ; s r
selected by looking at the name box. 1 Bon Voyage Excursions
2
3 Excursion Jan Feb Mar Total
4 |Beijing | 16,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
5 México DF 20,850 17,200 27,010 65,060
7 |Paris 33,710 29,175 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
] Total 108,330 96,260 118,315 322,905
10
11
12
13
14 -
Summary (O] 1 3
i} M -—F—+ 100%
Select Rows
o Click the heading for the row H - - - D1-select-cells-and-ranges - Excel 7 @A - 0O X
you Want to Select HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬁ
- e ¥ |Calibii -l - == General - | EZ Conditional Formatting = = Insert - 2 - 4v-
. - BIU- AN == g $ - % » [FFormatas Table~ ErDelete ~ [¥]- -
e To select several rows, click Pe o ol m.p- m= B WA Dodsye- Eiromat | @ -
and drag from the ﬂrSt row Clipboard & Font n Alignment & Number & Styles Cells Editing -~
heading to the last row A6 . f‘ v
. A B C D E F G -
headmg' 1 |Bon Voyage Excursions
2
Tip: You can also select multiple rows 3 |Excursion fan Feb Mar Total
) . 4 |Beijing 5,010 7,010 6,520 19,540
by selecting a row header, pressing and s |1as vegas 35,250 28,125 37,455 100,830
. . . 7 Y
holding the Shift key, and pressing the |1 1L ©PF 2050 Uz ALD ST UL E0ED
i Pa“l"l‘{_ 33,710 29,175 35,840 98,725
Up or Down arrow keys to select 8" 2 | 12,510 14,750 11,490 38,750
additional rows ] ' Total 108,330 96,260 118,315 322,905
10
11
12
13
14 -
Summary ® [ »

i M -————+ 100%
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Select Columns

Click the heading for the
column you want to select.

To select several columns, click
and drag from the first column
heading to the last column
heading.

Tip: You can also select multiple
columns by selecting a column header,
pressing and holding the Shift key, and
pressing the Left or Right arrow keys to
select additional columns.

Select a Cell Range

H % &- = 01-select-cells-and-ranges - Excel ? B - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ﬁ

LT 8 Calibri e - = = EF General - %Cond\t\ona\Formamng' g‘“lnsert - Z' ’é‘?v

paste - B I U- A a8 ===HEH- $-% * [FromatasTable- FrDelete - [T~ -

LW Hi- DA~ == B 8 57 Cell Styles~ & Format - & -

Clipboard Font ] Alignmest . Mumber Steles Cells Editing ~

Cc1 - Ix ) v
A B & 2 = F G -

1 |Bon Voyage Excursions

2

3 | Excursion Jan Feb Mar Total

4 Beijing 6,010 7,010 6,520 19,540

5 Las Vegas 35,250 28,125 37,455 100,830

6 |México DF 20,850 17,200 27,010 65,060

7 |Paris 33,710 29,175 35,840 98,725

2 | Tokyo 12,510 14,750 11,490 38,750

] Total 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary ()] 1 3
i M -——+ 100%

A cell range is a group of cells that spreads over multiple rows or columns.

Click the first cell you want to
include in your range.

The cell range is selected.

Drag to the last cell you want
to include in your range.

Tip: You can also select a cell range by
selecting the first cell of the cell range,
pressing and holding the Shift key and
selecting the last cell of the cell range.

H % &- = 01-select-cells-and-ranges - Excel ? B - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool = ﬁ

LI 3 Calibri |14 - E’F General - %Cond\t\ona\Formamng' g‘“lnsert - Z - ’;‘Y'

o~ o~ B I U- A A E- $-9% * [FromatasTable- ExDelete - [T~ #b-

LW Hi- DA~ == - 8 57 Cell Styles~ & Format- & -

Clipboard Font ] Alignment . Mumber Styles Cells Editing ~

Ad M Jx -
A B C D E F G -

1 |Bon Voyage Excursions

2

3 |Excursion Jan Feb Mar Total

4 |Beijing 16,010 7,010 6,520 19,540

5 |Las Vezas 35,250 28,125 37,455 100,830

& |México DF 20,850 17,200 27,010 65,0600

7 |Paris 33,710 29,175 35,840 98,725

2 |Tokyo 2,510 14,750 11,490 38,750

9 Total 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary ()] 1 ¥

B W o-——+ 100%
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Select the Entire Worksheet

You can even select the entire worksheet in Excel.

o Click the Select All button. H oo« O1-selct-el-ane-ranges - xcel *E -0
HOME INSERT PAGE LAYQUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬁ
shortcut: Press ctrl + A. oy X, Calibri - = — E¢ General ~| EZ Conditional Formatting> E=Inset = 2. = 47~

Pacie Eg~ B I U~ A A =E- $-% * [FromatasTable- FxDelete ~ [T~ #i-

.ow Hi. De-p- - 8 7 Cell Styles - #Format~ & -
Excel Selects the entire Worksheet. Clipboard Ta Font IF] Alignment m  MNumber Styles Cells Editing ”~

Al - S v
- \ B C D E F G -

1 |Bon Voyage Excursions

2

2 |Excursion Jan Feb Mar Total

4 |Beijing 6,010 7,010 6,520 19,540

5 |Las Vegas 35,250 28,125 37,455 100,830

& |México DF 20,850 17,200 27,010 65,060

7 |Paris 33,710 29,175 35,840 98,725

8 |Tokyo 12,510 14,750 11,490 38,750

9 Total 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary ® ] v
i M -———+ 100%

Select Non-Adjacent Cells

All the previous selection methods can be used to select cells that are adjacent, or next to each other.
However, sometimes you may need to select multiple cells or cell ranges that are separated. Here’s how to

do that...
o Select the first cell or cell H S e O-selct-cels-and-ranges - icel TE -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ‘i
range. == K, |Calibri e - = S¢  |General -| EZ Conditional Formatting~  #=Insert - 2. - 471~
B~ B I U- A4 - % * [ Formatas Table - [ Delete ~ - -
e Hold down the Ctrl key and e o 5 a- }, I et e - Eirom- m_-
Select any non'adjacent CEIIS or Clipboard & Font m Alignment m Number & Styles Cells Editing -~
cell ranges. . = Y
A B C D E F G -
1 |Bon Voyage Excursions
2
3 |Excursion Jan Feb Mar Total
2 | Beijing 6,010 7,010 6,520 19,540
5 |Las Vegas 35,250 28,125 37,455 100,830
s [l % DF 20,850 17,200 27,010 65,060 I
7 |Paris 33,710 29,175 35,840 98,725
s [idv 12,510 14,750 11,490 38,750 I
9 Total 108,330 96,260 118,315 322,905
10
11
12
:
14 -
Summary (O] ] v

] M -——F—+ 100%
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Edit Cell Data

Cell data is the text or the numbers within a cell. It can be text you type in, numbers, or formulas. When you
start creating a spreadsheet, one of the first steps is to enter data in the cells.

Enter Cell Data

Click the blank cell where you
want to add data.

You know the cell is active
because a border appears
around it.

Type your data into the cell.

Notice that the text you type
also appears in the Formula
bar.

Press Enter or click the Enter
button.

Replace Cell Data

H - &- = 02-edit-cell-data - Excel ? B - O %
HOME  INSERT ~ PAGELAYOUT  FORMULAS ~ DATA  REVIEW  VIEW Kayla Claypool = ‘2

S X Calibri -4 «| === B |General ~-| EFConditional Formatting~ @ E=lnsert ~ 2 - v~

pasie By~ B I U-~- A a El- $-9% » [EFrormatasTable~ FxDelete - [¥]- -

. W HE- DA~ == B b [57 Cell Styles~ = Format- & -

Clipboard Font m o Alignment G Mumber [ Styles Cells Editing A

B3 - X o fe | Total v
A . C D E | F G -

1 Bon Voyage Excurs 3

2

3 |Excursion Jan Feb Mo | Tot| l

4 Beijing 6,010 7,010 6,520 19,540

5 |Las Vegas 35,250 28,125 37,455 100,830

6 Mexico DF 20,850 17,200 27,010 65,060

7 Paris 33,710 29,175 35,840 98,725

8 Tokyo 12,510 14,750 11,490 38,750

9 Total 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary ® 1 v
H M o-—F—+ 0m

In addition to adding data in a blank cell, you can also type data into a cell that is already populated.

Select the cell that contains the
data you want to replace.

The old information is
automatically selected.

Enter the new information.

©
3

The new information is added in the
old data’s place.

Press Enter or click the Enter
button.

H 9 &- = 02-edit-cell-data - Excel ? B -
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool
LI & Calibri -la - = =3 General - %Cond\t\ona\Formamng' E‘“Insert - Z - ’;‘Yv
Paste g~ B I U- A A E- $-9% » [FromatasTable~ FxDelete - [¥]- -
. W Hi- D-A- == B b 57 Cell Styles~ = Format- & -
Clipboard Font ] Alignment . Mumber Styles Cells Editing
A - X v f\ Mexico DF
A . c D E F G
1 Bon Voyage Excurs '3
2
3 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
6 | Mexil 10,850 17,200 27,010 65,060
7 Parig 33,710 29,175 35,840 98,725
8 Tok, = 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
13
14
Summary ()] ]

o x

&

-~
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Delete Cell Data

If you want to remove the data all together, you can delete it.

o Select the cell that contains H S - -
HOME INSERT PAGE LAYOUT

02-edit-cell-data - Excel

that data you want to delete. P e
Calibri -la - General - | [EZ Conditional Formatting -
By~ B I U- A & - s [ Format as Table -
o Press the Delete key on your e o 5).;. *lea ;Hg% =
keyboard. Clipboard Font m Alignment m Number & Styles
A6 - S | mexico oF
The data is deleted from the selected A | 8 € ° E
1 |Bon Voyage Excursions
cell. 2
3 |Excursion Jan Feb Mar Total
4 |Beijing 6,010 7,010 6,520 19,540
5 |Las Vegas 35,250 28,125 37,455 100,830
& |México DF _l 0,850 17,200 27,010 65,060
7 |Paris 33,710 29,175 35,840 98,725
g Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
13
14
Summary ® [l
A m

Edit Cell Data

In addition to replacing and deleting data, you can also make edits.

2

H -

m]

x

Kayla Claypoal + ‘i

&= lnsert -

7 Delete ~

[ Format ~
Cells

3
B -

Editing

3

-— 4 0%

o Click the cell you want to edit. HS o -
HOME INSERT PAGE LAYOUT

02-edit-cell-data - Excel

FORMULAS DATA

REVIEW VIEW

o Click in the formula bar‘. C- T & Calibri A - == = % General - %Conditmna\ Formatting =
PastDz; g~ B I U~ A A = =E- $-% * [FromatasTable~
e Make yourchanges. . W Hi- D-A- e= B 8 [7 Cell Styles -
Clipboard 1w Font F] Alignment . Mumber Styles
o Press Enter or click the Enter 46 | X fe | wend <€D
button. —a | a ¢ o 6
1 |Bon Voyage Excur:
2
The cell is updated with the new text. 3 |Excursion Jan Feb Mar Total
4 |Beijing 6,010 7,010 6,520 19,540
5 |Las Vegas 35,250 28,125 37,455 100,830
& |México _I 0,850 17,200 27,010 65,060
7 |Paris 33,710 29,175 35,840 98,725
8 Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
13
14
[Summay | @ :

B M -+ wW00%

T

H -

m]

x

Kayla Claypool ~ ﬁ

E‘“Insart -

E" Delete -

EI Format
Cells
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Cut, Copy, and Paste

You can move or copy information in an Excel worksheet by using the cut or copy button and then pasting
the cell data in a new place.

Copy and Paste

When you copy a cell, the selected cell data remains in its original location and is added in a temporary
storage area called the Clipboard.

o Select the cell or cell range you H oo - Warkoook - rce @ o- o0 x

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ﬁ

want to copy. S X Calibri -l - — B¢ |Custom - FZ Conditional Formatting~ Z=lnsert - 2 - 4v-
. By - =E- $-% [FromatasTable- X Delete - ]~ -
e Click the Copy button on the pafte A : == B e [57 Cell Styles~ B Format- & -
Home tab Clipb| = Font . Alignment G Mumber R Styles Cells Editing ~
- ‘)‘;{ v
Shortcut: Press Ctrl + C. A . c R ; . s -
1 | Minnesota
e Click the cell where you want 2 i
to paste your data. :
4
0 Click the Paste button. ;
7
Shortcut: Press Ctrl + V. .
9
The text you copied is duplicated in the |
new location. 12
12
14 -
Sheetl ® [l 3
READY i3] M -—F—+ 100%
H ©- = Warkbook - Excel 7 ®H - 0O X
HOME | INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool - Jff)
== X, |Calibri -4 - == _E |Custom ~| FZConditional Formatting~ #=Tnsert ~ 2 - 471~
Past Em- BT U- A A $ ~ % » [FFormatasTable~ B Delete ~ [¥]~ -
TP . b-aA- EE B %8 48 4 Cell Styles - & Format~ & -
ard Font 5 Alignment n Number & Styles Cells Editing ~
- f;e "
A B c D E F G =
1 Minnesota
= 1 ]
3
4
5
3
7
E
9
10
11
12
13
14 -
Sheetl (&) ] v
READY EH M -———F——+ 100%
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Cut and Paste

When you cut a cell, its content is removed from the original location and placed in the Clipboard.

Select the cell or cell range you
want to cut.

Click the Cut button.
Shortcut: Press Ctrl + X.

Click the cell where you want
to paste your data.

Click the Paste button.
Shortcut: Press Ctrl + V.

The text is moved from its original
location into the selected cell.

Move Using Drag and Drop

H - B Warkbook - Excel 7 ® - 0O %
HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kay\aCIaypool'ﬁ

T 4 i -l - === Custom  +| FE Conditional Formatting~ &= Insert = 2 - 47~

PEE - B I U- AW =S==E- $-% > [Z7 Format as Table BX Delete -~ [¥]- @i~

. ¥ - D-A- e= B o 7 Cell Styles - [ Format~ | & -

ard & Font G Alignment o Number Styles Cells Editing ~

- f;e ~
A B c D E F G -

1 Minnesota

2 | Minnesota !

3

4

5

[

7

8

9

10

11

12

13

14 -

Sheetl @ « v
READY H M -—F—+ 100%

Using the mouse to move and copy cells is another convenient way to cut, copy, and paste.

Click the cell border and drag
the cell(s) to a new location.

Note: You must be precise with
your mouse and make sure
you’re clicking and dragging
the cell border. The pointer will
change to a black cross with
four arrows when it’s over the
cell border.

You can also press and hold the Ctrl
key while clicking and dragging to copy
the selection instead of moving it.

H ©- B Waorkbook - Excel 2 B - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬂ

LI 8 Calibri -l - = == Custom - %CondltlonalFormattmg' g‘“lnsert - z' ’;‘Y'

paste Eg- BT U- A ===F- §$-% * [FromatasTabler BrDelete - [T~ #f-

LW H. DA - E = - 8 7 Cell Styles - {4 Format ~ -
Clipboard = Font L] Alignment a Number Styles Cells Editing ~
- e v

A B C D E F G -

1 Minnesota |Minnesotza |

2

3 Minnesota _l

4

5

6

7

8

g

0

11

12

13

14 -

Sheetl ()] « 3
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Undo, Redo, and Repeat

You’re going to make mistakes at some point when you’re using Excel. When this happens, you can use
Excel’s handy undo command to instantly undo your last action. The related redo and repeat commands are

also useful and powerful.

Undo

Before you perform the undo, redo, or repeat commands, you need to make some changes to your

workbook.

Make some changes to your
workbook.

Click the Undo button on the
Quick Access toolbar.

Shortcut: Press Ctrl + Z.

Your last action is undone. For
example, if you had deleted an item
and then decided you wanted to keep
it after all, undo would make it
reappear.

Undo Multiple Actions

H ©- B 04-undo,-redo,-and-repeat - Excel 2 B - O X
LOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ‘i

LI A&Ehbrl e - = % General - %CondltlonalFormattmg' g‘“\nsert - z - éY'

i~ Ez- B I'lu~ A A E- $-% > [FromatasTable- BxDelete -~ [T~ -

. W He DA == - 8 7 Cell Styles - [ Format- & -

Clipboard = Font L] Alignment a Number Styles Cells Editing ~

AL - fe v
A B C D E F G >

1

2 | Excursion

3 |Beijing Jan Feb Mar Total

4 |Las Vegas 6,010 7,010 6,520 19,540

5 |México DF 35,250 28,125 37,455 100,830

6 |Paris 20,850 17,200 27,010 65,060

7 |Tokyo 33,710 29,175 35,840 98,725

8 Total 12,510 14,750 11,490 38,750

9 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary () [l 3

— M -—— - 0m

Excel can also undo the other previous changes you make—up to 100 actions.

Click the Undo list arrow.

A list of the last actions in Excel
appear. To undo multiple
actions, point to the command
you want to undo. For
example, to undo the last three
actions, point at the third
action in the list. Each action
done before the one you select
is also undone.

o Click the last action you want
to undo.

The selected action and all subsequent
actions are undone.

Hd - 4 04-undo,-redo,-and-repeat - Excel ?T H - O %
: SSIE('IE’“:E T eectLwour  romwuas  DaTA ReviEw  view Kayla Claypool - )

¥ Cancel 14 - = =_E |General ~-| FZConditionalFormatting~ E=Insert + 2 v 4T~

Paci Bz- B &8 ===8- $-% * [HromatasTable~ Bx Delete ~ [T~ #-

LW . DA SESER G5 28 4 Cell Styles ~ [ Format~ &+
Clipboard Font LM Alignment ' Number Styles Cells Editing -~
Al - j\ Bon Voyage Excursions v
A B C D E F G -

1 |Bon Voyage_Excursions

2

3 |Excursion Jan Feb Mar Total

4 | Beijing 6,010 7,010 6,520 19,540

5 |Las Vegas 35,250 28,125 37,455 100,830

& |México DF 20,850 17,200 27,010 65,060

7 |Paris 33,710 29,175 35,840 98,725

8 |Tokyo 12,510 14,750 11,490 38,750

9 Total 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary () [l 3

— M -——— 10m
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Redo

Redo is the opposite of undo: it redoes an action you have undone. For example, if you decide that you do,
after all, want to delete an item that you have just brought back with undo, you can redo the delete action.

Click the Redo button on the
Quick Access Toolbar.

Shortcut: Press Ctrl + Y.
The last action you undid is redone.

You can also click the Redo button list
arrow to redo multiple actions.

Repeat

=] (s 04-undo,-redo,-and-repeat - Excel

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
LI 8 (e J e - == = General - %CondltlonalFormattmg'
PastD; Eg- B T U- A8 =E==BE- $-% * EromatasTabler

. W He DA &E= - 8 7 cell Styles -

Clipboard Font L] Alignment a Number Styles
Al - j\ Bon Voyage Excursions

A B C D E
1 |Bon Voyage_Excursw’ons
2
3 |Excursion Jan Feb Mar Total
4 |Beijing 6,010 7,010 6,520 19,540
5 |Las Vegas 35,250 28,125 37,455 100,830
6 [ México DF 20,850 17,200 27,010 65,060
7 |Paris 33,710 29,175 35,840 98,725
g Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
13
14

Summary (&) [l

? 3 - 0 X
Kayla Claypool ~ ‘i
g‘“\nsert - z - évv
BxDelete -~ [T~ #i-
EI Format~ g -
Cells Editing ~
v
F G *

B M -——— 0m

Repeat is different from redo, because repeat applies the last command to any selected text. For example,
rather than applying bold formatting by clicking the Bold button repeatedly, you can repeat the bold
command with the keystroke shortcut or Repeat button.

Perform an action.

The command is repeated.

Select a cell or cell range where
you want to repeat the action.

Press the F4 key.

Tip: You can add the Repeat command
to the Quick Access Toolbar for quick
access.

H % - -
HOME INSERT

10
11
12
13
14

Summary

PAGE LAYOUT

S | Calibri e - ==
Em- B I U~ A A

PRty m. Bbea- ==

Clipboard = Font L] Alignm

B3 - S| tan
A B

1 |Bon Voyage Excursions

2

3 |Excursion Jan

4 |Beijing 5,010

5 |Las Vegas 250

& ' México DF 20,850

7 |Paris 33,710

g |Tokyo 12,510

9 Total 108,330

®

04-undo,-redo,-and-repeat - Excel

FORMULAS

= &
===E-

e

ent )

Feb
7,010
28,125
17,200
29,175
14,750
96,260

General

DATA

- % Conditional Formatting =

REVIEW VIEW

$ ~ % » [EFromatasTable~
8 98 7 cell Styles -
Number Styles
D E
Mar Total
6,520 19,540
37,455 100,830
27,010 65,060
35,840 98,725
11,490 38,750
118,315 322,905

1

? H - O %
Keyla Claypool - Jff]
g‘“\nsert - z - ’;‘v-
Bx Delete ~ [T~ #i-
EI Format ~ & -
Cells Editing ~

r

— M -———+ 0m
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More Pasting Options

When you copy cell data, there are many ways it can be pasted. Some examples include:
e Transpose Data: Copy columns to rows or vice versa.

e Paste Values: Paste the results or values from a formula instead of copying and pasting the formulas
themselves.

e Paste Formats: Copy formatting from a cell or cell range and paste—or apply it elsewhere.

Transpose Data

Transposing data changes columns of copied data to rows, and vice versa.

o Select a cell range. H S - = 05-more-pasting-options - Excel ? @ - 0O x
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = ﬂ.
e Click Copy S | Calibri “J1a -] ==|2| 5 |General ~| EBcConditional Formatting~ Belnset + | 2 v 4v-
Pacic Ez- B T U~ A A $ v % » [FFormatasTable~ ExDelete ~ [U]~ -
. o Ee DA & %8 48 [ Cell Styles - [ Format~ & ~
Clipbl = Font & Alignment m Number & Styles Cells Editing s
- A v
A B C D E F G ~
1 |Excursion Jan Feb Mar Total
2 |Beijing 6,010 7,010 6,520/ 19,540
3 |Las Vegas 35,250 28,125 37,455 20,830
2 |México DF 20,850 17,200 27,010 65,060
5 |Paris 33,710 29,175 35,840 98,725
s [Tokyo 12,510 14,750 11,490, 38,750
7
8
9
10
1
12
13
14 =
Summary ® [l v

B M -———+ 100%
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Click the cell where you want
to paste the data.

The selected data is transposed from
columns to rows.

Click the Paste menu arrow.

Select Transpose.

Paste Values

E b RN < ]
HOME INSERT

Summary

05-mare-pasting-options - Fxcel

FORMULAS

DATA

General
$v%
€0 00
a0 0

Number

6,520
37,455,
27,010!
35,8401
11,490

PAGE LAYOUT
== | Calibri e ] =E=EE
» Eg- BT U- A A == B
Ty G maA- ==
6& ont [ Alignment I
k B B %
Tl e S < ___ b ___
Paste Values lan Feb
o L [ 6,010 7,010
Other Paste Options 35,250 28,125
e [ Ty [ 20,850 17,200
o 33,710 29,175
aste Special...
TroNyo 12,510 14,750

REVIEW VIEW

- Conditional Farmatting
[ Format as Table ~
(57 Cell Styles +

Styles

E
Total
19,540
100,830
65,060
98,725
38,750

[l

?TE - O X

Kayla Claypool = ﬂ
Flnsert + 2 v 4T-
X Delete ~  [@+ -
& Format~ &

Cells Editing

>

i} M -———F——+ 10%

You can paste only the values as displayed in the cells, instead of the formulas that are used to calculate

those values.

With a cell containing a value
you want to copy selected,
click Copy.

Click the cell where you want
to paste the data.

Excel pastes the values of the copied
cell into the selected cell.

Click the Paste list arrow.

Select Values.

Tip: Whenever you paste data, the
Paste Options Smart Tag appears next
to the selected cell. You can also paste
values by clicking this tag and selecting
a paste option from the list.

H % &= 05-more-pasting-options - Excel ? ®m - 0O %
HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬂ
= X alibri 14 - == _ 5 | General ~| FZConditionalFormattingr ®=Tnsert v+ 2 v ST+
PND; E@0I u- A A E- $-% * EFFormatasTabler X Delete ~  [O)~ -
.| B DA e= B W [57 Cell Styles - & Format~ &
o Font [+ Alignment | Number Styles Cells Editing ~
éﬁc % B % .
“ ;1 EE' B C D E F G -
Paste Values Jan Feb Mar Total
ml 5,010 7,010 6,520 19,540
Other Paste Options 35,250 28,125 37,455 100,830
0D 20,850 17,200 27,010 65,060
Paste Special.. 33,710 29,175 35,840 98,725
T Tronyo 12,510 14,750 11,490 38,750
7
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9 Jan 6,010 35,250 20,850 33,710 12,510
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Paste Formats

You can also copy and paste cell formatting, applying formats such as a cell’s font, font size, and color to

other cells.

Excel applies the formatting of the
copied cell to the selected cell.

Select the cell that has the
format you want to copy.

Click Copy.

Click the cell where you want
to paste the format.

Click the Paste list arrow.

Select Formatting.

H ©- &- = 05-more-pasting-options - Excel 2 B - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool = ﬂ
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Advanced Paste Special Commands

If the paste commands you’re looking for aren’t available in the Paste menu, you can open the Paste Special
dialog box to view advanced paste special commands.

Copy a cell value.

Click the cell where you want
to paste the value.

Click the Paste list arrow.

Select Paste Special.

The Paste Special dialog box
displays, containing numerous
paste options.

Select a paste option.

Click OK.

o]
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Paste Special Options

The table below describes Excel’s available Paste Special options.

Paste

Paste Values

Other Paste Values

Paste
Formulas

Formulas & Number Formatting

Keep Source Formatting

No Borders

Keep Source Column Width

Transpose
Values
Values & Number Formatting

Values & Source Formatting

Formatting

Paste Link

Picture

Linked Picture

Pastes all cell contents and formatting.
Pastes only the formulas as entered in the formula bar.

Pastes both the formulas as entered in the formula bar and
the copied cell’s number formatting.

Pastes all cell contents and formatting, including the theme, if
one was applied to the source data.

Pastes all cell contents and formatting applied to the copied
cell except borders.

Pastes the width of the source cell’s column to the destination
cell’s column.

Changes columns of copied data to rows, and vice versa.
Pastes only the values as displayed in the cells.
Pastes both the copied cell’s values and number formatting.

Pastes cell values and formatting, including the theme, if one
was applied to the source data.

Pastes only a cell’s formatting, the same as the Format
Painter.

Links the pasted data to the source data by pasting a formula
reference to the source data.

Pastes a picture from your Clipboard.

Pastes a picture from a website as a link that you can click to
view.
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Insert and Move Cells

While working on a worksheet, cells themselves may need to be inserted, moved, or deleted. When cells are
changed and moved, the existing cells shift, along with their content, to adjust for the changes to adjacent

cells.

Insert Cells

First, you'll want to select the cells next to where you want the new ones.

Select the cell or cell range
where you want to insert the
new cells.

Click the Insert button list
arrow.

Select Insert Cells.

Select how you want to move
the adjacent cells:

© 00

Shift cells right: Shift
existing cells to the right.

Shift cells down: Shift
existing cells down.

Entire row: Insert an entire
row.

Entire column: Insert an
entire column.

Click OK.

Shortcut: Right-click the
selected cell(s) and select
Insert from the contextual
menu.

Blank cells are inserted and the
existing ones move according to your
selection.

The Insert dialog box appears.

H - &- - D6-insert-and-move-cells - Excel 5 - 0 %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Rayla Claypool = ‘j’
S X |Calibri -4 - — B¢ Genersl | FFConditional Formatting~ @=lnset = > - 4v-
PEE BB- B I U- A a =E- §$-%* FromatasTable- B Insert Cells..
. W e DA sx - S 8 7 cell styles - €= Insert Sheet Rows
Clipboard & Font L Alignment o Number Styles U |nsert Sheet Columns ~
- fe EHl Insert Sheet v
A B c D E F G -
1 | Bon Voyage Excursions
2
2 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
6 México DF 20,850 17,200 27,010 65,060
7 Paris 33,710 29,175 35,840 98,725
& Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
12
13
1a -
Summary ® « 3
EH M -——F——+ 0m
H % -+ 06-insert-and-move-cells - Excel 2 H - 0O %
HOME = INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool + ‘i
S X, |Calibri e - = General - | [ Conditional Formatting = = Insert ~ 2 - A7~
posie Ba- B I U- A A $ - % » [FFormatas Table~ Bx Delete ~ [3]- # -
I R R - 0 [37 Cell Styles - [&] Format - -
Clipboard & Font G Alignment &  Number & Styles Cells Editing -~
- f\ hd
A B c D E F G -
1 Bon Voyage Excursions
5 Insert ? X
32 Excursion Jan Feb | mnsert Total
4 Beijing 6,010 7,0 @i cef ight 19,540
5 Las Vegas 35250 (i z:tf\:er:wgw 100,830
6 Meéxico DF 20,850 17,4 O entire column - 65,060
7 Paris 33,710 29,1 98,725
8 Tokyo 12,510 14,7 cneel | [ 38,750
9 Total 108,330 96,260 4 118,315 322,905
12
13
1a =
Summary ® ] v
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Insert Rows or Columns

Select the column or row
heading next to where you
want to insert new cells.

Click the Insert button.

Shortcut: You can also right-
click a row or column heading
and select Insert from the
contextual menu.

The row or column is inserted. Existing
rows are shifted downward, while
existing columns are shifted to the
right.

Move Cells

H % &- = 06-insert-and-move-cells - Excel ? H - O %
HOME | IMSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW ." Kayla Claypool .ﬁ.
== X, |Calibri 14 - = = _ 5 | General ~| FZConditional Formatting~ #=Insert ~ 2 - 471~
pare Ezy- BT U- A A = =E- $-%* [HFromatosTable- Ex Delete ~ [¥- -
.o . DA == P %8 48 7 cell styles - [ Format~ & -
Clipboard & Font [ Alignment m Number Styles Cells Editing
- fr
A B C D E F G
1 | Bon Voyage Excursions
2
3 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
6 México DF 20,850 17,200 27,010 65,060
7 |Paris 33,710 29,175 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
9[ . Total 108,330 96,260 118,315 322,905
10
n
12
13
14
Summary [©) [l 3

B M -——a—+ 10m

Now let's check out how to move cells to a different area of a spreadsheet.

Select the cell or cell range you
want to move.

Move the mouse pointer over
the outline of the selected
cells.

Click and drag the cells to the
new location.

And the cells are moved.

E ('J' C)' 5
HOME INSERT

06-insert-and-maove-cells - Excel

?

B -

0o x

PAGELAYOUT ~ FORMULAS — DATA  REVIEW  VIEW Kayla Claypool ~ ‘2
e M |Calibri 14 - = = _ B¢ | General ~| K ConditionalFormatting~ &= Insert ~ 2 - 47~
oo Ezy- B T U- A & - % -9% » [FromatasTable- EXDelete ~ [~ d-
Lo . DA E=E P %8 8 (7 el Styles - [ Format~ & -
Clipboard = Font [ Alignment m Number Styles Cells Editing -
- f\ v
A B C D E F G -
1 | Bon Voyage Excursions
2
3 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
6 México DF 20,850 17,200 27,010 65,060
L Tis 33,710 29,175 35,840 98,725
s Lokyo 12,510 14,750 11,490 38,750
o | Total 108,330 96,260 118,315 322,905
10L}‘ Total 108,330 96,260 118,315 322,905
n 4
12 )
13 g
14 -
Summary (O] [l 3
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Delete Cells

If you later decide you no longer need a group of cells, columns, or rows, you can delete them. Deleting a
cell differs from clearing a cell’s content, as a “hole” is created by the deleted cell(s) and adjacent cells will

move to fill that hole.

Delete Cells

Select the cell or cell range you
want to delete.

Note: Pressing the Delete key
only clears a cell’s contents; it
doesn’t delete the actual cell.

Click the Delete list arrow.

Select Delete Cells.

B

The Delete dialog box appears.

Select how you want to move
cells to fill in the deleted area:

©

o Shift cells left: Shift existing
cells to the right.

o Shift cells up: Shift existing
cells up.

e Entire row: Delete an entire
row.

e Entire column: Delete an
entire column.

Click OK.

Shortcut: You can also delete
cells by right-clicking the
selected cell(s) and selecting
Delete from the contextual
menu.

The cell(s) are deleted and the
remaining cells are shifted.

H S &- = 07-delete-cells - Excel ? H - O %
HOME = INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW ya Claypool = lj_
== X, |Calibri 14 - = = _ 5 | General ~| FZ Conditional Formatting~ &= Insert W 2 - ST+
Pacte Bz- BIU- AN ===EH- $-% 2 EiromatasTable- X Delete ~| [T 44~
.o Ee DoA- EsE e Wa 27 Cell Styles ~ Fx Delete Cells...
Clipboard & Font m Alignment m Number Styles 2% Delete Sheet Rows s
v fi % Delete Sheet Columns v
A g c o E 3 Delete Sheet -
1 |Bon Voyage Excursions
2
3 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Llas Vegas 35,250 28,125 37,455 100,830
& México DF 20,850 17,200 27,010 35,060
7 Paris 33,710 29,175 35,840 98,725
8 Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
12
13
1a =
Summary ® [l v
B M -——+ 10m
H % -+ 07-delete-cells - Excel ? H - 0O %
HOME = INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW Kayla Claypool + ‘j‘
S X |Calibri 14 - = = _ 5 | General ~| [ Conditional Formatting~ &= Insert ~ 2 - 47~
o Ey- B I U- A o $ - % » [FromatasTable- B7 Delete - [¥]~ #i-
I R R A - <8 2% Cell Styles - [ Format~ & -
Clipboard & Font G Alignment & Number & Styles Cells Editing ~
- f\ v
A B C D E F G -
1 Bon Voyage Excursions
5 Delete ? x
32 Excursion Jan Feb | Delete | Total
4 Beijing 6,010 7,0 Ok ceic it | 19,540
5 las Vegas 35,250 28,1 z:tf‘:er:wj B J 100,830
6 Meéxico DF 20,850 17,4 O entire column | 65,060
7 Paris 33,710 29,1 98,725
8 Tokyo 12,510 14,7 ceneel | 38,750
9 Total 108,330 96,260 : 118,315 | 322,905
12
13
1a =
Summary [©)] ] 3
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Delete Rows and Columns

o Select the row or column you
want to delete.

e Click the Delete button.

Shortcut: You can also delete
rows or columns by selecting
the column or row heading(s)
you want to delete, right-
clicking any of them, and
selecting Delete from the
contextual menu.

The rows or columns are deleted.
Remaining rows are shifted up, while
remaining columns are shifted to the
left.

H S &= 07-delete-cells - Excel ? H - O %X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW | Kayla Claypool - ﬂ.

S X, |Calibri 14 - = = _ 5 | General ~| FZConditional Formatting~ &= Iniet + 2 - S+

Pasic Ez- B T U~ A A % % + [FFormatasTable~ Er Delete ~ [U]~ -

.o EHe DA e= B %8 8 [E7 cell Styles - [ Format - -

Clipboard & Font [ Alignment m Number Styles Cells Editing ~

- fr v

A B C D E F G -

1 |Bon Voyage Excursions

2

3 |Excursion Jan Feb Mar Total

4 | Beijing 5,010 7,010 6,520 19,540

5 Las Vegas 35,250 28,125 37,455 100,830

& México DF 20,850 17,200 27,010 65,060

7 Paris 33,710 29,175 35,840 98,725

s | Tokvo 12,510 14,750 11,490 38,750

9 E Total 108,330 96,260 118,315 322,905

10

1

12

13

14 -

Summary ® [l v
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Check Spelling

Before finalizing your spreadsheets, make sure that everything is spelled correctly by using spell check. In
Excel, spell check starts with the active cell and works down the spreadsheet.

Check your Spelling

Click the Review tab.
Click the Spelling button.
Shortcut: Press F7.

The first spelling mistake
appears, along with several
recommendations of how to fix
it.

Select a Spelling and Grammar
option:

e Ignore Once: Ignore this
instance of the misspelled
word.

e Ignore All: Ignore all
instances of the misspelled
word.

e Change: Replace the
misspelling with the selected
word.

e Change All: Replace all
misspellings with the
selected word.

e Add to Dictionary: Add the
word to the dictionary if you
know a word is correct and
you don't want it to come up
in spell check in the future in
any spreadsheets.

e Cancel: Stop spell check.

Once Excel has finished checking a
worksheet for spelling errors, a dialog
box appears, saying the spelling check is
complete.

H ©- =
HOME  INSERT

PAGE LAYOUT FORMULAS

08-check-spelling - Excel ?

B - 0O X

Kayla Claypool = ‘2

<5 Protect and Share Workbook

DATA | REVIEW = VIEW
't Workbook EF Allow Users to Edit Ranges
[ Track Changes +

Changes ~

%% Spelling = l_—V| [37 pdlact Sheet
)
{0}, Research = I Show All Comments [T
anslate  Mew
EE Thesaurus Comment 22 Show Ink [ Share Workbook
Pracfing Language Comments
- Spelling: English {United States) B S
A Mot in Dictionary: |
. BonVoyage
2
> Agent
4 lona Ford Grrstores
s paulTron | 2 :
. Pipe il
. (=
oo
7 Kerry Oki Feps
¢ Pepe Roni Pepped - AutoCorrect
9 |Nena Moran || Dictiens language: |English {United States) E
o
11 T
12
13
14
Commissions @ ]

B M -———+ 100%

© 2018 CustomGuide, Inc. 63



Find and Replace Text

Occasionally, you'll have a word or number you need to find somewhere in your spreadsheet, but you're not
sure where it is. Excel’s Find and Replace commands scan a worksheet for labels and values with just a few
clicks of the mouse.

Find Text

The Find feature makes it very easy to find specific words and values in a worksheet.

o Click the Find & Select button H oo - 03-fn-and-replace ot - e 7= - D‘:‘
HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool - f
on the Home tab. oy M Calibri |14 - Custom - %ConditionalFormatting' z - AY H
. P tDE@ - B I U~ A A $ - % » [FFormatasTable~ - Szrt& S
o Select Find. e G- oA o 8 7 Cell Styles - & - Fiter~ Selacte
Clipboard Font ] Alignment fa' Number 5 # Find... ~
Shortcut: Press Ctrl + F. - B = s Replace.. .
=2 GoTo.. L
The Find tab of the Find and A . c = £ Go To Special. i -
. 1 Date Agent Excursion Price Package: —
Replace dialog box appears. 2 Jan2 Kerry Oki  Paris 5,500 —
3 Jan3 Kerry Oki  Meéxcio DF 4,500 C°m|"f” I
. o Conditional Formatting
e Type the text you want to find 4 Jan3 Paul Tron  Méxcio DF 4,500 Conctonts ‘
. . 5 Jan3 Nena Moran Beijing 7,000 o
Data Validati
in the Find what box. 6 Jan4 Kerry Oki  Méxcio DF 4,500 N Salt”’;:m"
. R 7 |Jan5 Robin Banks Las Vegas 3,500 § Select Qbjects
- )
° Click Find Next. s [Jan 8 Camille Orne Paris 5,500 ol SEIEG'D_”_E?TE_‘"_
. . g [Jan 8 Paul Tron Méxcio DF 4,500 7 31,500
Excel jumps to the first 10 Jan9 Kerry Oki  Paris 5,500 4 22,000
occurrence Of the word 11 Jan 10 Camille Orne Beijing 7,000 2 14,000
’ 12 Jan 10 Paul Tron Paris 5,500 2 11,000
phrase, or value that you 13 Jan 11 Paul Tron  Beijing 7,000 3 21,000
entered 14 Jan 14 Paul Tron Beijing 7,000 2 14,000 =
Sales ® « 3
e Click the Find Next button il L D) = R
again to move on to other
occurrences. H ©- s 09-find-and- replace-text - Excel 7 m - 0O X
. . . . h Kayla Claypool = lz
Tip: Click Find All to find the HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW
p K X S X |Calibri -|1a - Custom | EZ Conditional Formatting~ 2. - AY H
cell location of all instances at , tDE@ BIUu- A4 $ - % » [ FormatasTable m-Z0
e e - A- & - w8 8 [P cell Styles - - FD o
. = W = € * Fitter~ Select~
once. Clipboard & Font n Alignment m Number Styles Editing -~
G Click Close when you’re - Find ond Reploce rox v
finished. - g| rma lnahe . a ; = ——F
11/Jan 10 Camil Find what: Robin Banks d v 4,000
1z Jan 10 Paul 1,000
13 Jan 11 Paul 1,000
14 Jan 14 Paul” optensz> | 4,000
15 Jan 14 lona s i/ A
16 Jan 14 Nenma..._._.. . - _1,8080
17 Jan 14 |Robin Banks |Las Vegas ) 10,500
18 Jan 14 lona Ford Beijing 7,000 3 21,000
19 Jan 15 Camille Orne Las Vegas 3,500 5 17,500
20 Jan 15 Kerry Oki Meéxico DF 4,500 1 4,500
21 Jan 19 lona Ford Las Vegas 3,500 2 7,000
22 Jan 20 Kerry Oki Meéxico DF 4,500 4 18,000
23 Jan 21 Camille Orne Las Vegas 3,500 5 17,500
24 Jan 22 Kerry Oki Las Vegas 3,500 2 7,000 =
Sales ® ] ¥

READY H M -—F—+ 100%
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Replace Text

Now, if you have a word that appears throughout a spreadsheet and needs to be updated, don't update it

cell by cell, use Replace instead.

o Click the Find & Select button. H oo - 03-fn-and-replace ot - e ?® -0 ox
HOME ~ INSERT ~ PAGELAYOUT — FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = ﬂ
o Select Replace. oy M Calibri -l - == % Custom - %CondltlonalFormattmg' z AY H
Eg- B I U~ A & E- $-9% * [FromatasTable- 0
Paste X o o oo Sort & Find &
Shortcut: Press Ctrl + H. . He S-A- E=Pr W8 Doeisys- £ Fiter- Select=
Clipboard = Font L] Alignment a Number Styles H Eind... ~
. - e Replace.. .
The Replace tab of the Find & I
and Replace dialog box = 2 c ° E Go To Special.. i :
1 Date Agent Excursion Price Package: . e
appears. 2 Jan2 Kerry Oki  Paris 5,500 Cwmw"t
: Jan3 Kerry Oki  Méxcio DF 4,500 C°"—‘d"f” I
o Conditional Formattin
e Type the text you want to 4 Jan3 Paul Tron  Méxcio DF 4,500 Comsiants ¢
. . 5 Jan3 Nena Moran Beijing 7,000 o
Data Validati
replace in the Find what box. ana KerryOKi|Miéncio DF 41500 ot Validation
h | . 7 |Jan5 Robin Banks Las Vegas 3,500 5 SEIECt_ngEEtE
o Type the rep acement text in s [Jan 8 Camille Orne Paris 5,500 ok SEIEH'D_”_E,ETE_‘"_
the Rep]ace with box. 9 Jan8 Paul Tron Méxcio DF 4,500 7 31,500
10 Jan9 Kerry Oki Paris 5,500 4 22,000
ClICk the Find Next button 11 Jan 10 Camille Orne Beijing 7,000 2 14,000
12 Jan 10 Paul Tron Paris 5,500 2 11,000
. . . i3 Jan 11 Paul Tron Beijing 7,000 3 21,000
The fIrSt Instance Is selected. 14 Jan 14 Paul Tron Beijing 7,000 2 14,000 HIE
Sales ® ] ¥
READY E Pl -—F—+ 100%
H ©- s 09-find-and-replace-text - Excel 7 M - 0O X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬂ
S X, |Calibri vl1a - Custom  +| EZ Conditional Formatting = . ~ AY H
Ba- B I U~ A A $ v % » [ZiFormatas Table~ -
Paste 51. oy _ o 0 Sort & Find &
- [ A = - G0 8 27 cell Styles - £~ Filter~ Select=
Clipboard = Font m Alignment m Number & Styles Editing ~
- £ -
A [ - - - ) B G -
N Date A Find and Replace al
2 Jan2 Kerry | Find | Replace 6,500
3 Jan3 Kerry | rpgwnst | meéxcio ~]| 9,000
4 Jan3 Paul” Replace with: | México w Slooo
5 Jan3 Nena 1,000
Options > >
s Jan4 Kerry 9,000
7 Jan5 Robir Replace All Replace Find All Close 7,000
2 Jan 8 Camilbie wiiie 1 ans ooy v 3,000
a [Jan 8 Paul Tron Méxcio DF 4,500 6 7 31,500
10 Jan9 Kerry Oki Paris 5,500 4 22,000
i1 Jan 10 Camille Orne Beijing 7,000 2 14,000
12 lan 10 Paul Tron Paris 5,500 P 11,000
13 Jan 11 Paul Tron Beijing 7,000 3 21,000
14 lan 14 Paul Tron Beijing 7,000 P 14,000 S
Sales (O] ] v

READY B Pl -—F—+ 100%
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Click any of the following:

e Replace All: Replace every
occurrence of the item.

o Replace: Replace the
current item.

e Find All: Find all instances of
the item.

e Find Next: Find the next
instance of the item.

Click Close when you're
finished.

H ©- s 09-find-and- replace-text - Excel 7 m - 0O X
HOME = INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬂ
o 3(, Calibri - 14A . f S¢  |Custom ~| FZConditional Farmatting 2. - '%Y H
Fz- BITU- AN ===EH- $-% 1 EifomatasTabler & - 3
Paste Sort & Find &
.o i D - A SESER ] [ cell Styles ~ € * Fiiter~ Select=
Clipboard & Font [ Alignment ' Number Styles Editing ~
- f;‘ "
A - . - T x - & =
N Date Find and Replace al
2 Jan2 Kerry | Find | Replace 6,500
3 Jan3 Kerry  epgwhat:  [mexcio +| 9,000
4 Jan3 Paul® Rgplace with: | México ™ 81000
5 Jan3 Nena 1,000
Options > >
6 Jan4 Kerry 9,000
7 Jan5 RObirl Replace All Replace Find All I Close
s [Jan 8 Camilreerrrreror = u 3,
9 [lan 8 Paul Tron Meéxico DF 6 4,500 7 31,500
i0|Jan 9 Kerry Oki Paris 5,500 4 22,000
11 Jan 10 Camille Orme Beijing 7,000 2 14,000
1z Jan 10 Paul Tron Paris 5,500 2 11,000
13 Jan 11 Paul Tron Beijing 7,000 3 21,000
14 Jan 14 Paul Tron Beijing 7,000 2 14,000
Sales ® [l v
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Advanced Find and Replace

You can use Excel’s search options to change how Excel searches the workbook.

Select Find or Replace.
Click Options.

Additional options appear, as
described in following table.

Select the desired advanced
Find and Replace options.

Complete the search / replace
as you normally would.

Click the Find & Select button.

H ©- s 09-find-and- replace-text - Excel 7 m - 0O X
HOME = IMSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬂ
S X |Calibri -l - = Custom  ~| EE Conditional Formatting= 2. - AY H
Ba- B I U- A & $ - % » [ZFFormatasTable~ & Z )
Paste w0 oo Sort & |Find &
. oW e DA ] 7 Cell Styles ~ @~ Filter - Select~
Clipboard Font m Alignment W Number s |@% Find... ~
- ;A o %3 Replace.. v
2 GoTow
A B ¢ L E 6o To Special.. P =
1 Date Agent Excursion Price Package: ‘ |
. . ormulas
2 |Jan 2 Kerry Oki Paris 5,500 .
; L. omments
3 Jan3 Kerrv Oki México DF 4.500
- x Conditional Formatting
4 |Jan Find and Replace t
] Constants
5 Jan
Find | Replace Data Validation
5 Jan
Findwhat:  Mexica ~ [3  Select Objects
7 |Jan
s Jan Replace with: | Mexico v E'_h SEIE(tiD_n_E‘aTE_H._
9 Jan 0 Options > > 7 31,500
10 Jan — 4 22,000
Replace All Replace Find All Eind MNext Close
11 Jan 2 14,000
12z Jan 10 Paul Tron Paris 5,500 2 11,000
13 Jan 11 Paul Tron Beijing 7,000 3 21,000
14 Jan 14 Paul Tron Beijing 7,000 2 14,000 =
Sales ® ] 3
READY H M o-——+ 100%
H ©- s 09-find-and-replace-text - Excel ?7 ® - O X
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypool - ﬂ
¥ |Calibri <l - Custom - | EZ Conditional Formatting~ 2. ~ A, HI
O N T
Bm- B I U- A4 $ - % » [FFormatas Table- o - 5
Paste 0 Sort & Find &
LW . DA b 8 57 Cell Styles - & © Fiter - Select -
Clipboard 1 Font 5 Alignment & Number & Styles Editing -
- f; L
A B C D E F G -
1 Date Agent Excursion Price Packages Total
2 [Jan2 Kerry Oki Paris 5,500 3 16,500
3 Jan3 Kerry Oki México DF 4,500 2 9,000
4 Jan| Find and Replace ? X 4 18,000
5 [Jan Findl| Replace 3 21,000
& [Jan 2 9,000
Findwhat: | Mexico - Format... =
7 Jan 2 7,000
Replace with: | Mexico - Format... =
g Jan 6 33,000
o Jan| Within: |Sheet +| [ match case 1500
[] Match entire cell contents 2
10 Jan|l Search: |ByRows ~ 2]000
11 Jan| Llookin: |Formulas |+ Options << 2 14,000
12 | Jan 2 11,000
Replace All Replace Find All Eind Mext Close
13 |Jan 3 21,000
14 |Jan 14 Paul Tron Beijing 7,000 2 14,000 -
Sales [©)] < v
BECEY ] M o-——F——+ 100%
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Advanced Find and Replace Options

Within Choose whether to search within just the current sheet or the entire
workbook.
Search Search by rows (left to right, then top to bottom) or columns (top to

bottom, then left to right).

Look in Specify which kinds of data to search in, such as formulas, values, or
comments.
Match case Searches exactly as text is typed in the text box.

Match entire cell contents Searches only for cells that match the contents in the text box entirely.
Parts of phrases or words are not included.

Format Searches for and replaces text, including character and paragraph formats,
special characters, document elements, styles, and highlighting.
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Hide Columns and Rows

You can hide rows and columns in a worksheet from view. Data isn’t deleted, but simply hidden until it is

unhidden again.

Hide Rows or Columns

You can easily hide whole rows or columns from view.

Select the row(s) or column(s)

o E ('J' C)' s
HOME INSERT

10-hide-calumns-and-rows - Excel

?TE - O X

. PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool - Jff)
you want to hlde' == X, |Calibri -4 - = S¢  |General ~| FZConditional Formatting~  E=Insert ~ 2 - 41~
. . Ez- B I U- A A $ - % » [FFomatasTable~ ¥ Delete ~ [¥]~ -
€) Rightclickthe selected row(s) |- LT D0 DLt I EIn
or C0|umn(s) and Select Hide Clipboard & Font 5 Alignment & Number & Styles Editing ~
from the contextual menu. 2 . fe e v
- = c alibri - KA S-% 0 B G =
= - RV )
1 Bon Voyage Excursions B =0-A D
The selected row(s) or column(s) are 2 v % o
ut -
hidden from view. 3 Excursion Jan Feb gy con otal
4 Beijing 6,010 7,010 - : 19,540
% Paste Options:
5 Las Vegas 35,250 28,125 o 100,830
& Méxica DF 20,850 17,200 A 65,060
7 Paris 33,710 29,175 PosteSpeciol-9g 725
s Tokyo 12,510 14,750 Insert 38,750
s Total 108,330 96,260 Delete 322,905
0 Clear Contents
1 Eormat Cells...
12 Row Height...
13 Hide
1a Unhide _
Summary ® ] v
B M -———+ 10m
Unhide Rows or Columns
o Select the rows or Columns H - - = 10-hide-calumns-and-rows - Excel ?T H - O X
. h HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypeol - Jff)
that surround the hidden S X, |Calibri 14 - == _ 5 | General ~| FZConditionalFormattingr &= Insert v+ 2 v 471+
row(s) or column(s). BB BT U AN $ - % » [ FomatacTable- B Delete + | [B] - -
e - oA SESIE A %8 48 7 Cell Styles » [ Format~ & +
e nght_cllck the selected rows or Clipboard & Font & Alignment G Number T Styles Editing ~
H Al - f\ Bon Voyage Excursions v
columns and select Unhide . 5 e i x5 5% 0 B .
N =M A s
from the menu. 1 |Bon Voyage Excursions v ! = A
3 |Excursion Jan Feb % -C-ut Total
The data reappears once again. ¢ Beiling 6,010 7010 gy o, 19,540
pp g s Las Vegas 35,250 28125 o oo 100,830
& | México DF 20,850 17,200 - 65,060
7 Paris 33,710 29,175 A 98,725
& Tokyo 12,510 14,750 PesteSpecal 39 760
g Total 108,330 96,260 Insert 322,905
Delete
10
" Clear Contents
12 Format Cells...
. Row Height...
" Hide
15 > Unhide :
-y
Summary [©)] ] 3
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Workbook Properties

Workbook Properties are bits of information that describe and identify a workbook, such as a title, author

name, subject, and keywords in the workbook.

View Workbook Properties

Here’s how to view a workbook’s properties...

o Click the File tab. H®- -+ -warkbook-properties - Excel T @E - O X%
HOME | IMSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Kayla Claypool ~ ﬁ
. . . % Calibri -4 - = General - %Condmuna\ Formatting ~ E‘“Insert - z - ?'v
The right side of the Info tab in Fa- B T U+ A § - 9% » [ Formatas Table~ FrDelte - 31 M-
H H LW H. DA [SESAR R ] [ cell styles - & Format- & -
Backstage view displays the A K S = =
Clipboard Font I Alignment Number Styles Cells Editing ~
’ .
workbook’s properties.
11-workbook-properties - Excel 7T - B8 X
Kayla Claypool ~ ﬁ
-
Protect Workbook Properties -
. » Contral what types of changes - ke
tect i
Wo:l?b::k' people can make to this workbook. — A
Tags Add atag
Categories Add a categ...
(a Inspect Workbook Related Dates
= Before publishing this file, be aware
Check for that it contains: Last Modified Today, 839 A...
Issues > Document properties, printer Created
path and absolute path NPT
Links to other files
Content that people with
Jo— disabilities find dificult to read Related People
Author Add an auth...
Options . Last Madified By
—‘7 Versions Kay..
Q 5 Today, %39 AM (autosave)
Manage
Versions = Related Documents
& Open File Location
. . Show All Properties
Browser View Options
= Pick what users can see when this
Browser View warkbook is viewed on the Web.
Options
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Edit Workbook Properties

Some worksheet properties are updated automatically, but you must manually update others.

Click the File tab.

In the Info tab of Backstage
view, click in the property field
you want to edit.

Add in the necessary
information and click outside
the field when you’re finished.

Repeat Steps 2 and 3 for any
additional fields you want to
add or change.

Click the left arrow to leave
backstage view when you're
done.

H - &- - 11-warkbook-properties - Excel 7 BH - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool = ﬁ
X Calibri =114 - General - %Cond\tmna\ Formatting = g‘“lnsert - z - 2"'
Ezy- B T U- A A $ - % » [ Formatas Table~ 7 Delete - [T~ d -
. W EH. DA == B % [ Cell Styles - [ Format- & -
Clipboard Font L Alignment & Number Styles Cells Editing ~
11-workbook-properties - Excel ?7 - 08 X
Kayla Claypool = ﬂ
Protect Workbook Properties ~
Control what types of changes Size 1.2k8
Protect i
Wo:l?b::k- people can make to thlswnrm — A
Tags Excursions
Categories Add a categ...
,j Inspect Workbook Related Dates
- Before publishing this file, be aware
Check for that it contains: Last Modified Today, B:39 A..
Issues ~ Document properties, printer Created 12/2/2014 T:5...
path and absolute path Lt Printed
Links to other files
Content that people with
Account disabilities find difficult to read Related People
Author Add an auth..
Options . Last Modified By
—‘7 Versions Kay...
Q ﬁ_"] Today, 8:39 AM (autosave)
Manage
Versions = Related Documents
B Open File Location
. . Show All Properties
Browser View Options
1] Pick what users can see when this
Browser View workbook is viewed on the Web.
Options
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Add an Author

Adding an Author is another property that's helpful to edit so you know who owns the file.

In the Info tab of Backstage
view, click in the Author field.

Click the Search the address
book button.

The Address Book dialog box
displays and shows your
available contacts.

Select an author from the
contacts list.

Click To.
Click OK.

Account

The contact you selected is assigned as
the workbook’s author.

Options

Account

Options

11-workbook-properties - Excel

? - 0O X

Kayla Claypool = ﬂ

Protect Warkbook Properties -
» Control what types of changes Size 11368
Protect i
w.:rm ec . peaple can make to this warkboak, T J—
Tags Excursions
Categories Add a categ...
( 5\j Inspect Workbook Related Dates
= Before publishing this file, be aware
Check for that it contains: Last Modified Today, 839 A...
Issues ¥ Document properties, printer Created 12/2/2014 5.,
th and absolute path
path and absoute pa Last Printed
Links to other files
Content that people with
disabilities find difficult to read Related People
Author CAREE]
. Last Modified By
—;j Versions Kay...
Q B Today, 8:39 AM (autosave)
Manage
Versions Related Documents
2 Open File Location
. . Show All Properties
Browser View Options
Q@ Pick what users can see when this
Browser View workbook is viewed on the Web.
Options
11-warkbook-properties - Excel ?2 - A0 x
Kayla Claypoal + ﬂ
Protect Workbook Properties ~
| S5 | bt e ot o ’
Address Book: Global Address List x
Search: (@) Name only () More columns  Address Book
Go Offline Global Address List ~|  Advanced Find

‘ Name E-mail Address

& Erika Araujo

& Pepe Roni
& Reed Stephens

Erika Araujo (erika@customgui.. erika@customguide.com

Pepe Roni (pepe@customguid... pepe@customguide.com
Reed Stephens [reed@custom... reed@customguide.com

G

To -» Kerry Oki fkeri customguide.com

"_éview [ workbaok is viewed on the Web.
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Advanced Properties

There are also some advanced properties you can edit that don't show up on the Info page.

o ? - 0O X

Kayla Claypool - ﬂ

o Click the Properties button.
e Select Advanced Properties.

Here you see some of the
properties we've already
modified and some that aren't
visible by default on the Info

page.

e Click in the field you want to

edit.

o Add the property information.

e Click OK.

The properties are added to the
workbook. You can click Show All

Properties to see them.

Account

Options

Workbook - Microsoft Excel

Book Properties ? X

General Summary Statistics Contents Custom

Title:
Subject:
Author:
Manager:

Company:

Category:

Keywords:

Hyperlink
base:

Template:

Comments:

kerry @customguide.com

Excursions

This is a work in progress, not the final worksheet.

Save Thumbnails for All Excel Documents

cance

D Show Document Panel
LLE properties in the Document
Panel above the workbook.

E Advanced Properties
See more document properties

Last Madified Today, 839 A...
Created 12/2/20147:5...
ted

Related People

Author
Kerr...
Add an auth...
Last Modified By
Kay...

Related Documents

B Open File Location

n
j T DTOWSTT V) =W PooTT
- Q Pick what u see when this
Browser View | workbook is

Options

on the Web,

Show All Properties

-
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Basic Formulas

Excel is capable of performing extremely complex
calculations as long as the right formulas are in place.
In this module, we’ll introduce the basics of working
with simple formulas that new Excel users find to be
most applicable. You can use Excel to quickly perform
common operations, such as adding, subtracting,
multiplying and dividing. You can even find the average
of a large dataset in an instant!

Objectives

Formula Basics

Auto Fill

Sums and Averages

MIN and MAX Functions
COUNT Function
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Formula Basics

Formulas contain information to perform a numerical calculation such as adding, subtracting, or multiplying.
All formulas must start with an equal sign (=), followed by:

e Values or cell references joined by an operator. Example: =5+3 or =A1+A2.

e A function name followed by parentheses containing function arguments. Functions are the most
common way to enter formulas in Excel. Example: =SUM(A1:A2).

Create a Formula

Here’s how to create a formula in Excel.

o C||Ck the ce” Where you want H - &- = 01-formula-basics - Excel ?2 B - Elli(
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ )‘
to add the formula. S X |Calibri 14 - = = _ 5 | General ~| [ Conditional Formatting~ &= Insert ~ 2 - 47~
Pt - BT U- AN = $ ~ % » [FFomatasTable~ B Delete ~ [¥]- -
e Press =. TR . oboaA- [SESER %8 8 9 Cell Styles - & Format~ & ~
i Clipboard & Font n Alignment . Number & Styles Cells Editing ~
Now you must specify what to o X o K- .
calculate. N 7 g o e . s <
1 10 2=
o Enter the formula. 2 - I
3
Your formula should include: 4
5
e Values, like the number 5. é
7
e Cell References, like cell A1. |’
You can add cell references 10
by typing them or clicking
the cell you want to 1
reference. L -
Sales ® L] 3

e Operators, or math symbols s Lt

you want to use in your
calculations:

+ (plus)

- (minus)

* (multiply)

/ (divide)

0 Click the button or press
when you’re finished
entering your formula.

If you entered the formula
correctly, the results of the
formula will appear in the cell.
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+
*
/

SUM

AVERAGE

Automatic Recalculation

=A1-B1

=B1*2

=A1/C2

=SUM(A1:A3)

=AVERAGE(A2,B1,C3)

All formulas must start with an
equal sign.

Add

Subtract values.

Multiply values.

values.

Divide values.

Totals numbers in a range.

Averages numbers in a range.

If you change the data referenced in a formula, Excel will automatically recalculate the formula to include

the updated data.

o Change the values of the cells
that are referenced in a
formula.

Any formulas are automatically
recalculated with the changes.

ar

E 3 9 2 = 01-formula-basics - Excel 2 @ - 0O %
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool - ﬁl

2 ¥ ==z 2 Conditional Formatting - | E=lnsert ~ | 3 = A7~

. O BIU- Aa ===EH- $-%* [EfromatasTable- FrDelete - [#]- #-

aste 1ot

. DA~ == B %5 48 7 Cell Styles - & Format- & -

Clipboard & Font [ Alignment G Number T Styles Cells Editing -~

B1 X  f| s v
A | B | C D E F G [<]

10 3 20
H

W m oo B WM =

@
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Edit a Formula

It’s easy to make changes to a formula too.

Click the formula you want to
edit.

2]
®
@

Excel updates the value of the cell(s)
that your formula calculates.

Click in the Formula bar.
Edit the formula.

Press Enter.

The Formulas Tab

H - &- = 01-formula-basics - Excel ? B - 0O %
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kay\aCIaypnnI'ﬁ

S X, |Calibri 14 - = = _ 5 | General ~| g Conditional Formatting~ &= Insert v 2 v ST+

Pacic Ez- B IT U~ A A ~ % v % + [FFormatasTable~ Ex Delete ~ [U]~ -

.o EHe DA <58 28 [ Cell Styles ~ [# Format+ &~

Clipboard & Font oAl umber Styles Cells Editing ~

sum - X v fr| =srte1e0 v
A c D E F G ~

1] 10] 3|=A1*B1+10 0

2

3

4

5

6

7

8

9

10

1

1z

13

14 =

Sales ® q ¥

B M o-——F—+ 10m

The Formulas tab on the Ribbon contains multiple commands that you can use when working with formulas.

Click the Formulas tab.

The Formulas tab displays.
There are two main areas to
the tab:

o The left side has options to
help you create formulas
and

o The right side has options to
help fix errors.

H - &- - 01-formula-basics - Excel 72 ® - 0 %
HOME  INSERT  PAGELAYOUT  FORMULAS REVIEW  VIEW Kay\aCIaypuul'ﬁ-

fx > Autosum - [H Logical~ B-| 5 #oTacePrecedents ’—|

2 I Recentty Used - |1 Teut - I8 - | e |~ Troce Dependents ¥4 - \Eg‘ -

= E=er==ng |2 Date & Time- [H - | Bgemove Arows © & Window  Options+ 0

Create Formulas NN FixErrors Formula Auditing Caleulation ~

a - Jfr | =ArwB1a0 v
A B [ D E F G -

1] 10 3 a0]

2

3

4

5

6

7

8

9

10

1

12

13

14 =

Sales ® « 3

i M o-———+ 10
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Auto Fill

Auto Fill is a great way to enter sequential numbers, months or days quickly. Auto Fill looks at cells that you
have already filled in and makes a guess about how you want to fill in the rest of the series. For example, if
you enter January, Auto Fill will fill in the following months for you. Additionally, you can use Fill to copy

formulas to adjacent cells.

Copy Data Using Auto Fill

You can also use Auto Fill to simply copy and paste a value to other cells.

data you want to copy.

Position the mouse over the

bottom-right corner of the cell.

Before clicking and dragging,
make sure you see a black plus
symbol.

Click and drag down or across
the cells you want to fill.

The column is instantly populated with
the value in the first cell.

Select the cell that contains the

H - -
HOME IMSERT

L= |Calibri MICERI
BB- B I U- A a
Paste

e X e DA

Clipboard

PAGE LAYOUT

=

E°
= =-

==

Font L] Alignment ]

& . f

A B c
Office

Kerry Oki

2

2 Mirisdpolis
4 Minneapolis
5 Minneapolis
6 Minneapolis
7 Minneapolis
8 Minneapolis
[ Minneapolis
0 Minneapolis
Minneapolis
Minneapolis
Minneapolis
Minneapolis

oW

Sales ®

FORMULAS

02-autofill - Excel

DATA
General
$-% >
en oo

0 +.0

Number ra

D
Excursion
Paris
Mexico DF
Mexico DF
Beijing
Mexico DF
Las Vegas
Paris
Mexico DF
Paris
Beijing
Paris
Beijing
Beijing

REVIEW VIEW

- % Conditional Formatting =

E Format as Table =
[Z7 Cell Styles ~
Styles

E

Price
5,500
4,500
4,500
7,000
4,500
3,500
5,500
4,500
5,500
7,000
5,500
7,000
7,000

]

?

B - O %X

Kayla Claypool ~ l)‘

g‘“\n:ert -

E’ Delete ~

EI Format ~
Cells

E
Packages

MW RN NN WBRB N W

3 e
o #-

Editing ~

G -
Total
16,500
9,000
18,000
21,000
9,000
7,000
33,000
31,500
22,000
14,000
11,000
21,000
14,000 .

¥
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Enter a Series of Values with Auto Fill

Auto Fill can also complete a series of values once a pattern has been established. For example, if you enter
January, Auto Fill will fill in the following months for you.

o HS - -
HOME INSERT

02-autofill - Excel ? 3 - 0 X
Kayla Claypool ~ ﬂ

Select the cells that contain the

PAGE LAYOUT FORMULAS DATA REVIEW VIEW

first value of a series.

LI 8 === % %CondltlonalFormattmg' g‘“\nsert - 2 - ';vv
. . Eg- BT U~ A A = ~ $ - 9% » [ romatasTable- BrDelete - [T~ #f-
e Double-click the bottom-right R N D e e = B romat | -
corner of the Selected ce”(s). Clipboard = Font L] Alignment a Number Styles Cells Editing ~
a2 .| Jr || 17212014 v
Note: If you don’t double-click 49 . . 5 . . . =
the square (f||| hand|e)' the fill 1] Dite Agent Office  Excursion Price Packages Total
. 2 |Jan2 JL ki Minneapolis Paris 5,500 3 16,500
will not work correctly. : Keres ki Minneapolis Mexico DF 4,500 2 9,000
4 Kerry Oki Minneapolis Mexico DF 4,500 4 18,000
P 5 Kerry Oki Minneapolis Beijing 7,000 3 21,000
The cqumn Is ﬁ”ed a" the way dOWh, 6 Kerry Oki Minneapolis Mexico DF 4,500 2 9,000
fO”OWing the pattern that was 7 Kerry Oki Minneapolis Las Vegas 3,500 2 7,000
. . - E Kerry Oki Minneapolis Paris 5,500 6 33,000
establlshed In the fIrSt few Ce”S' 9 Kerry Oki Minneapolis Mexico DF 4,500 7 31,500
10 Kerry Oki Minneapolis Paris 5,500 4 22,000
1 Kerry Oki Minneapolis Beijing 7,000 2 14,000
1z Kerry Oki Minneapolis Paris 5,500 2 11,000
13 Kerry Oki Minneapolis Beijing 7,000 3 21,000
14 Kerry Oki Minneapolis Beijing 7,000 2 14,000
Sales ® i [ I [

E o -——+ 100%

Entries in Next Three Cells

Selected Cell

January February, March, April

Jan Feb, Mar, Apr

5:00 6:00, 7:00, 8:00

Qtr1 Qtr 2, Qtr 3, Qtr 4

1/20/12 1/21/12,1/22/12,1/23/12
UPV-3592 UPV-3593, UPV-3594, UPV-3595
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Auto Fill Options

If Fill doesn’t enter cell content the way you expected, you can correct the content using Auto Fill Options.
This button appears after using the Fill command, and it offers valuable control over how the Fill command

works.

Use Auto Fill to paste a series
of values.

A small Auto Fill Options
button will appear at the
bottom of the pasted values.

Click the Auto Fill Options
button.

A list of ways you can control
the cell content that is entered
appears.

The cell content is changed according
to the Fill option you chose.

Select a Fill option.

H 9 &- = 02-autofill - Excel 2 5 - O X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW Kayla Claypool ~ ‘i
LI 8 Calibri e - == %‘ General - %CondltlonalFormattmg' g‘“\nsert - z - ’;‘Y'
i~ Fz- B I U~ A A E- $-9% » [FromatasTable- BxDelete ~ [T~ #i-
.ow . DA~ == B 8 7 cell Styles - {7 Format - -
Clipboard = Font L] Alignment a Number Styles Cells Editing ~
A2 - S || 1272000 v
A B C D E F G -
Date Agent Office Excursion Price Packages Total
2 [Jan2 Kerry Oki Minneapolis Paris 5,500 3 16,500
3 [Jan 3 Kerry Oki Minneapolis Mexico DF 4,500 2 9,000
4 (Jan 4 Kerry Oki Minneapolis Mexico DF 4,500 4 18,000
5 [Jan5 O Copycels olis  Beijing 7,000 3 21,000
6|Jan6 il Series olis Mexico DF 4,500 2 9,000
7 [Jan7 O Fill Formatting Only Hlis Las Vegas 3,500 2 7,000
g (Jan 8 O Fill Without Formatting olis  Paris 5,500 6 33,000
o [Jan9 O Fill Days olisgexico DF 4,500 7 31,500
10|Jan 10 O Fill Weekdays olistaris 5,500 4 22,000
11|Jan 11 O Fill Menths olis Beijing 7,000 2 14,000
1z|Jan 12 O Fill Years olis Paris 5,500 2 11,000
13|Jan 13 DL Elash il olis  Beijing 7,000 3 21,000
14|Jan 14 5 B -y Oki Minneapolis Beijing 7,000 2 14,000 .
! sales @ [ 3

— M -———+ 0m
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Sums and Averages

One of the common Excel functions is SUM, which totals the values in a range of cells. For example, the
formula =SUM(A2:A10) totals the values in the cell range A2:A10. The AVERAGE function is similar to SUM,

except it finds the average of values in a cell range.
Create a Sum Formula
Creating a sum formula is simple.
o C||ck in the Ce” Where you H - -+ 03-sums-and-averages - Excel ?E - O %
tth t HOME | INSERT  PAGELAYOUT  FORMULAS  DATA VIEW Kayla Claypeol - ]
wan e sum to appear. “D % Calibri 4 - = = % General - %ConditionalFormatting' g‘“\r Z - ’é‘Y'
. Eg- BT U- AN A ===E- $-%* [FromatasTable- BXDelete - [~ #-
e Click the AutoSum button. R A A- &= - 93 7 Cell Styles - & Format~ & -
Clipboard Font L] Alignment a Number Styles Cells Editing ~
e If necessary, select the cells - % .
you want to total. R 5 . 5 . . . <
. . 1 |Bon Voyage Excursions
Excel will automatically select 2
the cell range it thinks you 2 |Excursion fan Feb Mar
. . 4 Beijing 6,010 7,010 6,520
want to total, but if this range s Las Vegas 35,250 28,125 37,455
iS not correct you can Se|eCt s México DF 20,850 17,200 27,010
7 Paris 33,710 29,175 35,840
the correct cell range. s Tokyo 12,510 14,750 11,490
9 Total !
o Click Enter or press the Enter 0 Average
1
key. .
13
Shortcut: You can also " .
calculate a sum with your Summary | (@ G
. & R E—
keyboard by pressing Alt + =. e —
The cell range is totgled in the cell. If SRy P —— T
you Change a value in the summed HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA VIEW Keyla Claypool - Jf)
range, the formula will automatica“y S X | Calibri 114 - = =|_ 5 | General ~| FZConditionalFormatting= F=insert ~ = - 41~
Em- B T U- A A - $ - % » [FFormatasTable- B Delete ~ [¥]~ -
update to show the new sum. pafta 8 e DA E=E P %8 8 (7 el Styles - [ Format~ & -
Clipboard = Font 5 Alignment & Number 1 Styles Cells Editing ~
- X v f\ v
A ah C D E F G -
1 Bon Voyage Excurs g/
2
3 Excursion Jan ! Feb Mar
4 Beijing 6,010 7,010 6,520
5 Las Vegas 35,250 28,125 37,455
& México DF 20,850 7,200 27,010
7 Paris 33,710 29,175 35,840
s Tokyo 11,490
9 Total =SUM(34:BS!
0 Average |SUMinumberl, (numberZ) )
1
12
13
14 =
Summary [©)] v

=)

B M

-—F——+ 100%
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Create an Average Formula

The AVERAGE function works just like SUM, except it finds the average of a range of cells.

o Click in the cell where you H o e O3-sums-anc-verages - Exel ? 8 x
h t HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kaylaggpool - )
want the average 10 appear. S X, |Calibri 4 - = S¢  |General ~| FZcConditional Formatting  #=Insert + 2 v 41~
. . Ey- B T U- A4 =B $ + % » [ZFFormatasTable~ Sum -
o Click the AutoSum button list P G beA- == 8. w8 By -
arrow. Clipboard 1 Font G Alignment G Number T Styles Count Numbers ing ~
X vk e v
e Select Average. . . . . . Min L .
1 Bon Voyage Excursions More Functions..
o If necessary, select the cells ;
you want to total. 3 Excursion Jan Feb Mar
4+ Beijing 6,010 7,010 6,520
. 5 Las Vegas 35,250 28,125 37,455
e Click Enter or press the Enter  réxicn oF 20850 17200 27010
key. 7 Paris 33,710 29,175 35,840
s Tokyo 12,510 14,750 11,490
g Total 108,330
The average of the cell range is 0 Average o
displayed in the cell. 1;
13
14 =
Summary [©)] ] 3
i} M -——+ 10m
H S &= 03-sums-and-averages - Excel ? H - O %
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW Kayla Claypool - Jff)
S M |Calibri s - = S¢  |General ~| EZConditional Formatting~  #=Insert -~ 2. - 4v-
oo Ez- B T U- A & - % - 9% s [EFFomatas Table- BXDelete -~ [~ d-
B R R A SRR w8 % % el Styles - [ Format~ £ -
Clipboard & Font = Alignment & Number Styles Cells Editing ~
T X v f\ v
A 6 C D E F G -
1 Bon Voyage Excurs:
2
3 Excursion Jan Feb Mar
4 Beijing 6,010 7,010 6,520
5 Las Vegas 35,250 28,125 37,455
& México DF 20,850 07,200 27,010
7 Paris 33,710 29,175 35,840
2 Tokyo 12,510 14,750 11,490
g Total 108,330
10 Average|-AVERAGE(31:E5)
1 AVERAGE(number1, [numberZ], ..)
12
13
14 =
Summary (D) « v
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MIN and MAX Functions

The Excel MAX function can tell you what the largest numeric value is in a range of cells. The opposite of
MAX is the MIN function, which returns the smallest numeric value in a range of cells.

Create a MAX Formula

Click in the cell where you
want to add the formula.

Click the Sum button list arrow.

Select Max.

If necessary select desired cell
range.

Click Enter or press Enter.

Excel adds the MAX formula and
displays the biggest number from the
specified range.

HS o -
HOME IMSERT

PAGE LAYOUT

04-min-and-mas - Excel

= =

FORMULAS DATA

REVIEW VIEW

S X, |Calibri -l - Custom | Kz Conditional Formatting -
pare Eg- B I U- A A = - %% 0 [FromatasTabler | §
LW . oA == P <8 2% cell styles -
Clipboard & Font n Alignment n Number & Styles
£ X
A B C D E
1 Bon Voyage Excursions
2
3 Excursion Jan Feb Mar
2 Beijing 6,010 7,010 6,520
5 las Vegas 35,250 28,125 37,455
& México DF 20,850 17,200 27,010
7 |Paris 33,710 29,175 35,840
s Tokyo 12,510 14,750 11,490
9
10
n
12
13
14
Summary () «

? 3

Kayla Ugggool - ‘2
Eolnsert -~ B AT -

Sum

Average

Count Numbers
Max

Min

More Functions...

o x

M-

ing -

Hd - =
HOME | INSERT

'“‘D ES Calib
Em- B T U
Paste 2

Clipl

Sul

N A T

board Font

PAGE LAYOUT

04-min-and-max - Excel

Alignment

M M XK fr | =max(pass)

A
Bon Voyage Excurs

4

Excursion Jan
Beijing 6,010
Las Vegas 35,250
México DF 20,850
Paris 33,710
Tokyo

-MAX(B4:88)

C

Feb
7,010
28,125
17,200
'29,175

MAX(number1, [number2], ...}

Summary

FORMULAS DATA

00
0

Number

REVIEW VIEW

= Conditional Formatting

Format as Table
Cell Styles

Styles

? E - O X
Keyla Claypool - Jff]
Insert z -
Delete i -
Format e
Cells Editing ~
v
F G -
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Create a MIN Formula

Click in the cell where you
want to add the formula.

Click the Sum button list arrow.
Select Min.

If necessary, select desired cell
range.

Click the Enter button or press
Enter.

Excel adds the MIN formula and
displays the smallest number from the
specified range.

B H S

ar

B X,

1
2
3 Excursion
4

HOME
Cali

Ez- B

~

Paste

Clipboard 1

A

Bon Voyage Excursions

Beijing

Las Vegas
México DF
Paris

Tokyo

s D4-min-and-ma - Excel 7 o ox
INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla ol + ‘i
bri 14 - == _E |Custom ~| FZ ConditionalFormattingr &=Tnsert v |2 v 41+
T u- A A = Bl §$-9% » [romatasTabler |3 sum i -
He DA~ e= B %8 48 [57 Cell Styles - Average
Font M Alignment ) Number ) Styles Count Numbers ing -~
f\ Max v
Min
B c D E o G -
= More Functions...
Jan Feb Mar
6,010 7,010 6,520
35,250 28,125 37,455
20,850 17,200 27,010
33,710 29,175 35,840
12,510 14,750 11,490
35,250 ﬂ
Summary ® [l

H - = 04-min-and-max - Excel ?2 B -

HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kay\aclaypuul'ﬁ

Qf; 14 General =] Conditional Formatting Insert z -
- Ey- B I U KA $ - % Format as Table Delete i -
A & 5 8 Cell Styles Format & -

Clipboard = Font Alignment Number Styles Cells Editing
SUM - X o fr | =min(cacs)

A C D E F G
1 Bon Voyage Excur:
2
3 Excursion Jan Feb Mar
4 Beijing 6,010 7,010 6,520
5 Las Vegas 35,250 28,125 37,455
5 México DF 20,850 17,200 7,010
7 Paris 33,710 29,175 5,840
2 | Tokyo 12,510 11,490
9 35,250|=MIN({C4:C8)
10 MiN{number1, [number2], ..J
1
12
13
14

Summary [©) ]

o x
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COUNT Function

Excel’s COUNT functions can help you count cells with numbers, text, or blank cells. Excel actually has a
small family of COUNT functions, but the most useful are:

[ ]

Syntax: = COUNT(A2:A10)
[ )

Syntax: = COUNTA(A2:A10)
[ ]

Syntax: = COUNTBLANK(A2:A10)

Create a Count Formula

COUNTBLANK: Counts blank or empty cells.

COUNTA: Counts cells that contain any kind of data, including numbers and text.

COUNT: Counts cells that contain numbers; blank cells and cells with text aren’t counted.

The COUNT function counts cells that contain numbers; blank cells and cells with text aren’t included.

Click in the cell where you
want to add the formula.

Click the Sum button list arrow.

Select Count Numbers.

H ®- -«
HOME | INSERT
== X, |Calibri - 14
Ez- B T U~ A
Pajta ¥ e -4~
Clipboard Font
£56 -
A B
1 First Last
45 Xander High
26 Chad Olson
47 | Chantel Orne
48 Franco Lopez
49 Louise Simon
50| Sergio Moran
51 Chris Brown
52 | Claire Pin
53 |Jean Bons
54| Larry Nielsen
55 Tracy Meyer
56|
57
Customers

— M -———+ 0m

05-count - Excel T G
PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla ool - ‘j‘
- == = é’v General - %CondltlonalFormattmg' g‘“\nsert - Z - ’;‘v-
ANE=E==E- $-% > EFromatasTabler B De 3 sum
& - b 7 cell styles - 4 Fa Average
LF] Alignment ' Number Styles Count Numbers
F | =
Min
C D E F
Company City Packages Sales Mere Eunctions..
Video Dactor Mexico DF 9 10,879
Luna Sea Mexico DF 4 4,296
Luna Sea Mexico DF 1,206
Local Color  Minneapolis 1 1,080
Hétel Soleil  Paris 13,510
Safrasoft Paris 3 4,164
Nincom Soup Minneapolis 1 688
Idéal Base  Paris 2 2,840
SocialU Minneapolis 10 12,068
Safrasoft Paris 4,089
Nincom Soup Minneapolis 2 2,265

()]

[

o x

3
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If necessary, select the desired
cell range.

Excel displays the number of cells that
contain numbers in the range.

Click the Enter button or press
Enter.

H S &= 05-count - Excel ? H - O %
HOME = INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬂ

S ¥ Calibri e - = S¢  |General ~| FZcConditional Formatting  #=Insert ~ . v 41+

Pasic Fz- BIU- AN ===E- $-% 1 EifomatasTabler Er Delete ~+ [U]~ -

.o EHe DA e= B %8 48 [Z7 cell Styles - I Format~ & -

Clipboard & Font & Alignment m Number & Styles Cells Editing ~

€45 v X o/ fr | =counT(Eas:ss) v
A C D E F G -

1 First Last Company City Packages Sales

45 Xander High Video Doctor Mexico DF 9 10,879

15 Chad Olson Luna Sea Mexico DF 4 4,296

47 Chantel Orne Luna Sea Mexico DF 1,206

13 Franco Lopez Local Color  Minneapolis 1 1,080

49 Louise Simon Hétel Soleil  Paris 13,510

50 | Sergio Moran Safrasoft Paris 3 04,164

51| Chris Brown Nincom Soup Minneapolis 1 688

sz | Claire Pin Idéal Base  Paris 2 2,840

53 |Jean Bons Socialu Minneapolis 10 12,068

54| Larry Nielsen Safrasoft Paris 4,089

535 | Tracy Meyer Nincom Soup Minneapolis

s6| =COUNT(F45:F55)

57 COUNT(valuel, [valuel], ..} -

Customers ® ] 3
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Basic Formatting

Formatting the contents of your spreadsheet can make
even the most basic set of data easier to understand.
From fonts, to colors, to borders, Excel allows you to
completely customize the formats of nearly anything in
your worksheet. This module will demonstrate the
most common options for formatting text, numbers,
cells, rows, and columns to make your worksheet more
visually attractive and professional.

Objectives

Format Text

Align and Merge Cells

Format Numbers and Dates
Borders and Background Colors
Copy Formatting

Row Heights and Column Widths

© 2018 CustomGuide, Inc.
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Format Text

A quick way to change the appearance of your spreadsheet is to change the font of the text. A font is a set of
letters, numbers, and punctuation symbols designed around a shared appearance. A font will have

variations for size and styles, such as bold and italics.

Change Fonts

Changing the font is a quick and simple way to enhance the appearance of your spreadsheet.

Select the cells you want to
format.

Click the Font list arrow on the
Home tab.

Tip: When text is selected in a
cell, you can also click the Font
list arrow on the Mini Toolbar.

Select the font you want to
use.

Apply Bold, Italic, or an
Underline

H ©- 3 01-format-text - Excel 7 H - O X
HOME ~ INSEMlT  PAGELAYOUT — FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = ﬁ
<= X, |Ealibri =14 -| = =— E |Custom ~| G Conditional Formattingr @=lnsert + = = 47~
’ tDE@ - | Theme Fonts =l % » [FFormatasTable- BXDelete ~ [~ -
aste re
- O calibri Light (Headings) | |5 7 cell Styles - & Format~ & -
Clipboard & () calibri (Body) — foer Styles Cells Editing ~
All Fonts -
0 Aharoni nn Tar
A ) D E F -
B v O sndatw e awl
L Bonvoy () angranatew Er
2 e
— () sngsanavee Pt |
3 |Excursig 0 apajin P— Mar Tota |
4 B ely ) 6,520 19,540
() dxabic Typesstting o 2=l
5 LasVegd ) . 37,455 100,830
5 México D) e s 27,010 65,060
. rnal ac
7 |Paris o 35,840 98,725
rial Marrows
s Tokyo D) el Uit S 11,490 38,750
rial nicode
9 118,315 322,905
o O Batang
" O BatangChe
O Book Antiqua |
12
13
14 -
Summary ® « 3

READY

H= M -——F—+ 100%

In addition to changing the font type, you can amplify your project using other features in the Font group

such as Bold, Italic, or Underline.

Select the text you want to
format.

Select Bold, Italic, or Underline.
Shortcuts:

e To bold, Ctrl + B.

e To italicize, Ctrl + 1.

e To underline, Ctrl + U.

Tip: Click the Dialog Box
Launcher in the Font group to
see additional font formatting
options. From the dialog box,
you can change the underline
style and add effects.

H ©- B 01-format-text - Excel 2 B - O X
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬁ

LI & Arial L1 o == = % Custom - %ConditionalFormatting' g‘“lnsert - z - ’é‘Y'

paste EBg-|B I U-~ B+ $-% » [EiromatasTabler BX Delete ~  [¥]- #i-

. oW EHe DA SESRE 0 28 157 Cell Styles - [ Format~ & -
Clipboard & Font L Alignment o Number Styles Cells Editing ~
- ﬁt v

A B c D E F -

i Bon Voyage Excursions

2

3 [Excursion Jan Feb Mar Total |

4 Beijing 6,010 7,010 6,520 19,540

5 |Las Vegas 35,250 28,125 37,455 100,830

5 México DF 20,850 17,200 27,010 65,060

7 Paris 33,710 29,175 35,840 98,725

s Tokyo 12,510 14,750 11,490 38,750

9 Total 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary () « 3
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Change Font Size

Changing the font size can help differentiate between titles, headers, and body text.

Select the cells you want to
format.

Click the Font Size list arrow.

Font size is measured in points
(pt.) that are 1/72 of an inch.
The larger the number of
points, the larger the font.

Select the font size you want.

Shortcut: Click the Increase
Font Size ( #) or Decrease Font

Size ( »' ) buttons on the Home
tab to adjust the font size.

Change Font Color

H ©- = O1-format-text - Excel ? ®m - 0O %
HOME | INSERT QELAVOUT FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = ﬂ
S X, |Adal e - = S¢  |Custom +| EZConditional Formatting  #=Tnsert ~ 3 v 41+
S Ezy- (B I U~ [s = - % -9% s [FFomatasTable- B Delete ~  [@~ -
T HEae B e= B w8 8 [57 Cell Styles - [ Format~ & -
Clipboard & Font Alignment m Number Styles Cells Editing ~
- 12 f v
14
A 6 C D E F G -
1 Bon Voyage 18
R 20
3 |Excursion i Feb Mar Tortal Io
1 Beijing 10 7,010 6,520 19,540
s Las Vegas 50 28,125 37,455 100,830
& |México DF >0 17,200 27,010 65,060
7 Paris 10 29,175 35,840 98,725
s Tokyo =510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
1
12
13
14 =
Summary [©)] ] 3

i} M -+ 100%

Changing font color makes text stand out against the white background of the spreadsheet.

Select the cells you want to
format.

Click the Font Color list arrow.

Tip: When text is selected in a
cell, you can also click the Font
Color list arrow on the Mini
Toolbar.

Select a new color.

H ©- = O1-Format-text - Excel ? ®m - 0O %
HOME | INSERT _ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = ﬂ
S X, |Adal - ==_FE¢ |custom | FZConditional Formatiing E=TInsert ~ 3 v 41~
Paste Eg- |B T U~ AFA = - % - 9% s [FFomatasTable- X Delete ~  [@~ -
.o e DA e=3= B 8 8 7 Cell Styles ~ [ Format~ &£ -
Clipboard = Font . Automatic Number I} Styles Cells Editing -~
. Theme Colors .
W EEE un
F G ~
1 Bon Voyage Excur I
z T
3 e 1€
4 Beijing N EEEEN 6,520 19,540
5 Las Vegas Wy _More Colors... 37,455 100,830
5 México DF 20,850 17,200 27,010 65,060
7 | Paris 33,710 29,175 35,840 98,725
g Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
1
12
13
14 =
Summary [©)] ] 3

i} M -+ 100%
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Format a Part of a Cell

Select the cell you want to
format.

In the formula bar, select the
text you want to format.

Select the text formatting you
want to use.

Press Enter.

O000

H - =
HOME | INSERT

i
2
3
4
5
6
7
8
g

10
11
12
13
14

01-format-text - Excel

PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW
= X || Arial -6 - = _ E¢ Custom ~-| EZConditional Farmatting -
» tDE@ -|B I U- AN ==E- $-%* romatasTable-
e |E- oA = % Wy 27 Cell Styles -
Clipboard & Font B Alignment m Number Styles
- 6 b3 Bon Voyage Excursions 0
A B C D E
Bon Voyage _ﬂl
Ex ion  Jan Feb Mar Total
Beijing 6,010 7,010 6,520 19,540
Las Vegas 35,250 28,125 37,455 100,830
México DF 20,850 17,200 27,010 65,060
Paris 33,710 29,175 35,840 98,725
Tokyo 12,510 14,750 11,490 38,750
Total 108,330 96,260 118,315 322,905
Summary [©) ]

T @ - 0 X
Kayla Claypool = ﬂ
Flnsert ~ 2 v 41~
B Delete -~ [¥ - -
& Format~ &~
Cells Editing ~
v
F G =
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Align and Merge Cells

By default, the contents of a cell appear at the bottom of the cell, with numbers aligned to the right and text

aligned to the left. If this doesn’t work for your spreadsheet, change it with Excel's alignment options.

Change Cell Alignment

a Select the cell(s) you want to

7?7 B - 0O X

H ©- s 02-align-and-merge-cells - Excel
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kay\aCIaypooI'ﬁ

allgn' S X, |Calibri Custom  +| FE Conditional Formatting~ &= Insert = 2 - 47~
Ez- B I U~ A A= 5 - % *  [dFormatasTable~ X Delete ~ - -
o To horizontally align cells, click | =t . . &.AA. ’ b o 5P Col iyl %Fmtv m_v "
the horizontal alignment Clipboard & Font & Alignment m Number Styles Cells Editing s
button you want. . " Y
A B c D E F G =
e To vertically align cells, click
1 Bon Voyage Excursions
the vertical alignment button 2
you want. 3 |Excursion  Jan Feb Mar Total
2 |Beijing 5,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
5 Meéxico DF 20,850 17,200 27,010 65,060
7 Paris 33,710 29,175 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
13 -
Summary ) « v

=l=]l=]

Top/Middle/Bottom Align

Left/Center/Right Align

B~
Orientation

Decrease/Increase Indent
=

Wrap Text

Merge & Center

Align cell contents to the top, middle, or bottom of the cell using these
three buttons.

Align cell contents to the left side, center, or right side of the cell using
these three buttons.

Align cell contents diagonally or vertically.
Increase or decrease the margin between the cell contents and the cell
border with these two buttons.

Make all cell contents visible by displaying them on multiple lines within
the cell (this increases the row’s height).

Select from a few options for merging cells together and centering cell
contents within the merged cells.
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Indent a Cell’s Contents

If you need to increase or decrease the margin between the cell contents and the cell border, use the

indentation options.

o Select the CEH(S) you want to H ©- B 02-align-and-merge-cells - Brcel 2 B - O X
X h HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = ﬂ
mdent- L M | Calibri - |14 Custom  ~| FE Conditional Formatting=  #=Insert - 2 - 47v-

Ey- B I U- $ - % » [CFFormatasTable- BXDelete -~ [~ di-

e Click the Decrease or Increase |™* « 4. o- W8 Dcasyer B Format- | & -

Indent button. Clipboard & Font L Alignment o Number Styles Cells Editing ~
- ﬁe v
A B C D E F G -
1 Bon Voyage Excursions
2
5 | Excursion Jan Feb Mar Total
4 [Beijing 6,010 7,010 6,520 19,540
5 |Las Vegas 35,250 28,125 37,455 100,830
5 [México DF 0,850 17,200 27,010 65,060
7 |Paris 33,710 29,175 35,840 98,725
s [Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
13 . -
Summary ® [l 3

B M o-——+ 100%

Wrap Text in a Cell

You can use the text wrap option to make all cell contents visible. If you wrap text in a cell, it increases the

row height to display everything within the cell.

0 Select the CEH(S). B3 - : 02-align-and-merge-cells - Excel 2 ® - O x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ m
o Click the Wrap Text button. T & Calibri -l - == e m  -| FZConditional Formatting~ &=Insert = 2 ~ 47~
Pacte Ez~ B I U~ A Ao = E - * % * EFormatasTabla' E’ Delete ~ m' i -
LW . Do - e = - 8 7 cell Styles - [ Format~ & -
Clipboard = Font L] Alignment a Number Styles Cells Editing ~
- e v
A B C D E F G -
1 |Bon Voyage Excursions
2
3 E)Oun Jan Feb Mar Total
4 | Beijing 6,010 7,010 6,520 19,540
s | Las Vegas 35,250 28,125 37,455 100,830
& México DF 20,850 17,200 27,010 65,060
7 | Paris 33,710 29,175 35,840 98,725
s | Tokyo 12,510 14,750 11,490 38,750
a Total 108,330 96,260 118,315 322,905
10
11
12
13 - -
Summary ® [l 3
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Merge Cells

You can merge cells together to create a larger cell without changing the row or column size.

o Select the cells you want to H oo 02-sigr-anc mege-cels - Excel T ®m - o ox
t th HOME INSERT PAGE LAYOUT 2 LAS DATA REVIEW VIEW Kayla Claypool = ﬁ
merge togetner. ﬂ-D X = FZ Conditional Farmatting = B=lnsert = 2« 47~
Ez- B I U- A A - - s [[#Format as Table~ X Delete ~ - -
o Click the Merge list arrow. e o C ?».AA. lee p M:;e&zm, chs.ty\gv f@ammav . "
Clipboard 1 Font 5 Alignmen Merge Across Styles Cells Editing ~
o Select a merge option. = . B erge cells 0 .
E Unmerge Cells
A B C = E F G
The cells are merged together into a H
single cell. If there was text in multiple |} nevass xauisions
cells, only the value in the upper-left . | Excursio Jan Feb Mar Total
cell will remain. : | Beijing 6,010 7,010 6,520 19,540
s LasVegas 35,250 28,125 37,455 100,830
5 México DF 20,850 17,200 27,010 65,060
7 | Paris 33,710 29,175 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
] Total 108,330 96,260 118,315 322,905
10
1
12
. .
Summary @ HEET| | [+

i} M -+ 100%

Merge & Center Combine and center the contents of the selected cells into a single, larger cell.
Merge Across Merge selected cells in the same row into a single cell.
E  Merge Cells Merge the selected cells into one cell.
Split Merge Cells
If you have merged cells in a worksheet, they can always be unmerged.
. . H ©- & = 02-align-and-merge-cells - Brcel 2 B - O X
“ CIICk the Merge IISt arrow' h HOME IMSERT PAGE LAYOUT 2 LAS DATA REVIEW VIEW Kayla Claypool ~ ﬁ
LI & == = % %ConditionalFormatting' g‘“lnsert - 2 - ';vv
o Select Unmerge Cells. Oe- s 1u- An EF - % 0 DromstsTaber  Beockte - - M-
PEvStE ~ He D A L7 Merge & Center # Cell Styles - & Format~ | £ ~
Clipboard = Font L} Allgnment MErgEA(russ Styles Cells Editing -
v : £ B Merge Cells -
- B . = Qnmarge[eﬂs . . . E
1 Bon Voyage Excursions
2
5 Excursion lan Feb Mar Total
4| Beijing 6,010 7,010 6,520 19,540
5 LasVegas 35,250 28,125 37,455 100,830
5 | México DF 20,850 17,200 27,010 65,060
7 | Paris 33,710 29,175 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
. =
Summary () P[] | [¥]

B M o-——+ 100%
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Format Numbers and Dates

Applying number formatting—such as currency, accounting, or percentage—changes how values are
displayed. Excel is often smart enough to apply number formatting automatically, but you can also add it

manually.

Format a Number or Date

0 Select the Ce”(s) that contain H - = D3-format-numbe - dates - Excel ? H - 0O %X
[ tto f t HOME = INSERT ~ PAGELAYOUT ~ FORMULAS  UMFA  REVIEW  VIEW Kayla Claypool ~ ‘)
values you want to format. S X, |Calibri e - =E=2EF | ~  FZConditional Formatting» 8= Tnsert + 2 + 41+
. . Ez- B I U- A A =H- General e~ Fx Delete ~ [¥]~ -
o Click the list pafta ¥ E. DA == 8- 123 Mo specific format B Format~ | & -
arrow from the Home ta b Clipboard & Font 5 Alignment m 12 Number Cells Editing -
- e v
C
o Select the number or date . . . o ; . -
format you want to app|y 1 Date Agent Office :?\ Accounting Packages Total
2 Jan2 Kerry Oki Minneapolis | == 500 3 16,500
3 Jan3 Kerry Oki Minneapolis ‘j Short Date >00 2 9,000
4 Jan3 Paul Tron Paris »00 4 18,000
5 Jan3 Nena Moran Torred =1 j fongiate D00 3 21,000
65 Jan4 Kerry Oki Minneapolis o »00 2 9,000
7 Jan5 Robin Banks Minneapolis _L/‘ fime 500 2 7,000
g Jan 8 Camille Orne Paris »00 6 33,000
: Percentage [
5 Jan 8 Paul Tron Paris % >00 7 31,500
10 Jan9 Kerry Oki Minneapolis 1/ Fraction >00 4 22,000
11 Jan 10 Camille Orne Paris /2 200 2 14,000
12 Jan 10 Paul Tron Paris 102 Scientific »00 2 11,000
13 Jan 11 Paul Tron Paris 100 3 21,000
14 | Jan 14 Paul Tron Paris Text 200 2 14,000]
ABC
Sales ® v

General

Number

Currency

Accounting

Date & Time

Percentage
Fraction

Scientific

More Number Formats...

General format cells have no specific number format applied.
Used to display general numbers that aren’t monetary values.

Used to display general monetary values. Aligns the decimal pointsin a
column.

Lines up the currency symbols and decimal points in a column.

Display date and time serial numbers as date values. Formats that begin with
an asterisk (*) respond to changes in the date/time settings specified for the
operating system.

Multiplies the cell value by 100 and displays the result with a percent symbol.
Displays numbers as actual fractions instead of decimal values.

Displays a number in exponential notation (e.g. 2.31E+8).
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Advanced Number Formats

If the standard number formats don’t meet your needs, there are additional format options to select from.

Select the cell(s) that contain
values you want to format.

(1
(2

Click the Number Format list
arrow from the Home tab.

Select More Number Formats.

Shortcut: Right-click the cell(s)
to be formatted and select
Format Cells from the
contextual menu.

A dialog box appears with
number formatting options.

Select a Category.

Click OK.

D80

Specify the formatting options.

H - B 03-format-numb dates - Excel 7 ® - 0O %
HOME = INSERT  PAGELAYOUT — FORMULAS A REVIEW  VIEW Kayla Claypool = ﬂ
S X | Calibri -l .| = | Bl | FZ Conditional Formatting = B=lnsert » | & =« A~
D By- B I U~ A A ABC General e [ Delete ~ [3] - -
Paste . 1
N He DA~ 123 o specific format [ Format~ &~
Clipboard & Font [+ 12 Number Cells Editing ~
- fe -
p;-‘; Currency
A B c = F G -
1 Date Agent Office E Accounting Packages Total
2 |Jan 2 Kerry Oki Minneapolis === 500 3 $16,500.00
3 |Jan 3 Kerry Oki Minneapolis E Short Date 500 2 $9,000.00
4 |Jan3 Paul Tron Paris >00 4 $18,000.00
5 [Jan3 Nena Moran Torreon [ lomobate 00 3 $21,000.00
s [Jan 4 Kerry Oki Minneapolis ) »00 2 $9,000.00
7 [Jans wanks Minneapolis fime 500 2 $7,000.00
g |Jan 8 G Orne Paris >00 6 $33,000.00
. Percentage F
9 [Jan 8 Paul Tron Paris % >00 7 $31,500.00
w[Jan9 Kerry Oki Minneapolis l/ Fraction 500 4 $22,000.00
11 |Jan 10 Camille Orne Paris 2 200 2 $14,000.00
12|Jan 10 Paul Tron Paris 102 Scientific 500 2 $11,000.00
13]Jan 11 Paul Tron Paris 200 3 $21,000.00
14|Jan 14 Paul Tron Paris ABC Text 200 2 $14,000.00
Sales ® 3
3 More Number Formats...

H ©- = 03-format-numbers-and-dates - Excel 2 B - O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬂ
o, ibri . - Ay
b |Colibri | poat Cale T X DR A
’ Ezg- B I - - -
aste Number | Alignment | Font | Border | Fill | Protection e
Clipboard 1 Category: Editing -~
General sample
- Mumber v
Currengy
- Accountin Type: G =
e 371412 |
1 Date percentage 3/14/12 Total
Fraction
2 [Jan 2 et $16,500.00
3 [Jan 3 ;;":ml $9,000.00
4 |Jan 3 Custom $18,000.00
Locale (location):
5 |Jan 3 English {United States) = $21,000.00
s [Jan 4 $9,000.00
7 [Jan 5 $7,000.00
s [Jan 8 $33,000.00
9 |Jan 8 Date formats display date and time serial numbers as date values. Date formats that begin with $31,500.00
an asterisk (*) respond to changes in regional date and time settings that are specified for the
10]Jan 9 aperating system. Formats without an asterisk are not affected by operating system settings. S22,000.00
11 [Jan 10 $14,000.00
12 Jan 10 $11,000.00
oK Cancel
13[Jan 11 [ o J[ cn= || $21,000.00
14(Jan 14 Paul Tron Paris Beijing 7,000 2 $14,000.00 .
Sales (O] [ 3

B M o-——+ 100%
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Create a Custom Number Format

You can create your own custom number format if you have a specific format you are going to use
frequently.

a Select the Ce”(s) that Contain H ©- = Os-format-numedatas-Excal ?2 B - EI;
HOME IMSERT PAGE LAYOUT FORMULAS A REVIEW VIEW Kayla Claypool ~ A
the Value you Want to format. T Calibri -l - == = % | - %CondltlonalFormattmg' g‘“lnsert - z - ’;Y'
. ) - BIU- AA ===5- enera e £ Delete - [T~ -
o Click the Number Format list Pt o . fea- =i . 123 Nosedictoms i fommat | @ -
arrow from the Home ta b. Clipboard & Font [ Alignment ] 12 Number Cells Editing ~
- ]St v
e Select More Number Formats. . . . = . . .
1 Date Agent Office E Accounting Packages Total
o Select Custom. 2 [2-7an Kerry Oki  Minneapolis “= 500 3 $16,500.00
3 (3-Jan Kerry Oki Minneapolis E Short Date 500 2 $9,000.00
e Select an existing format as a 4 [3-1an PaulTron  Paris 500 4 $18,000.00
. . 5 |3-Jan Nena Moran Torreon E Long Date )00 3 $21,000.00
sta rtmg p0|nt. 5 (4-Jan Kerry Oki Minneapolis P 00 2 $9,000.00
. . 7 |5-Jan Fﬂanks Minneapolis () ™™ 500 2 $7,000.00
0 Edit the number code in the s |8-Jan C Orne Paris . 500 6 $33,000.00
Type field to meet your needs. 5 [8-Jan Paul Tron Paris % ? »00 7 $31,500.00
10[9-Jan Kerry Oki Minneapolis 1/ Fraction »00 4 $22,000.00
H Y H 11|10-Jan Camille Orne Paris /2 200 2 $14,000.00
Tip: As you modify the number '

. . 12 |10-Jan Paul Tron Paris 102 Scientific >00 2 $11,000.00
code in the Type field, the 13|11-Jan PaulTron  Paris 200 3 $21,000.00
sample above it updates S0 you 14|14-Jan Paul Tron Paris ABC Text 200 2 $14,000.00 .

Sales (O] 3
can ensure the number format — £ More Number Formats..
looks just right.
o Click OK. H ©- s 03-format-numbers-and-dates - Excel 72 ® - 0 %
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ‘2
The cells are updated to the new P = ¢ X e
Ey- B T - B -
custom number format, and the format | P=c o . [wumee [ aignment | ront | sorger | Fi | proteaton le-
is saved for future use. Cipboard s otegan: - Biting_~
- MNumber v
Currency
A 1| [Bae ™ e | G z
1 Date IT?Ie"r‘cEentage m/diyyyy Total
2 [2-1an || |Fraction $16,500.00
3 |3-Jan Eefual himm AN/PH $9,000.00
4 |3-Jan G T — h%mm:ssAM.‘PM QS,OO0.00
s |3-Jan , o \ $21,000.00
s [4-Jan | o o $9,000.00
7 [5-Jan | izs0 d $7,000.00
8 [8-Jan | $33,000.00
9 |8-Jan | | Tvpe the number format code, using one of the existing codes as a starting paint, | 531,500.00
10[9-Jan | . $22,000.00
11|10-lan | $14,000.00
12|10-Jan | $11,000.00
s|11an | o 2l $21,000.00
14(14-Jan Paul Tron Paris Beijing 7,000 2 $14,000.00 |,
Sales ® ] v

| M -——F——+ 100%
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Borders and Background Colors

Adding cell borders and filling cells with colors and patterns is an easy way to make your data stand out,
appear more organized, and make the spreadsheet easier to read.

Add a Cell Border

Select the cell(s) where you
want to add the border.

Click the Border list arrow from
the Home tab.

A list of borders you can add to
the selected cell(s) appears.
Use the examples shown next
to each border option to
decide which border type will
work best for you.

Select a border type.

Tip: To remove a border, click
the Border list arrow in the
Font group and select No
Border.

Advanced Border Options

H ©- s 04-borders-and-background-colars - Excel 7 m - 0O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ﬂ
2 ¥ [l 1 | == 5 |[custom -|| FEcConditionalFormatting- B=lnset - | X~ A~
r o
» Bz- BW U- A A = =E- $-% » [FromatasTable~ B Delete - [3]- #-
aste e
Lo~ [He &H-A- &E=3= K- S0 27 Cell Styles - [l Format~ &~
Clipboard & | Borders G Number & Styles Cells Editing ~
‘i Bottom Border .
Top Border
AN Left Border e £ F & -
1 Right Border
2
- Mo Border
3 |Excursic Mar Total |
EH AllBorders
4 Beijing 010 6,520 19,540
Outside Borders
5 |Las Veg: 125 37,455 100,830
L. D Thick Box Border
s México | 5 Double Bord 200 27,010 65,060
. Eottom Double Border
7 Paris 175 35,840 98,725
Thick Bottom Border
2 Tokvo 750 11,490 38,750
Top and Bottom Border
9 260 118,315 322,905
r -4 Top and Thick Bottom Border
10
" ;i Top and Double Bottom Border
Draw Borders
12 N
[ Draw Border
13
[? Draw Border Grid
14 -
Summary [©] 4 3
READY H M -—F—+ 100%

To have more control over the look and style of the cell borders, use the advanced border options.

0 Select the ceII(s) where you H - : 04-borders-and-background-calars - Excel 2 ® - 0O x
want to add the border. . HOME. . INSERT PAGEELA‘EUT Efowum DATA RE\J.lF._W w&w. Kay\aoayp:m ‘2
% | Calibri vl - = _ E¢ |Custom ~| FZConditional Formatting~ #=Tnsert ~ 2 - 47~
. . - BITU- A A = = $ - % » [FFormatasTable~ [ Delete ~ - -
e Click the Font dialog box Pote ¢l ma. == e ws Doasye- B ot E_-
|auncher. Clipboard & Font 5 Alignment m Number Styles Cells Editing -

A T [ D E F G s

1 Bon Voyage Excursions

2

3 |Excursion Jan Feb Mar Total |

4 Beijing 6,010 7,010 6,520 19,540

5 Las Vegas 35,250 28,125 37,455 100,830

5 México DF 20,850 17,200 27,010 65,060

7 Paris 33,710 29,175 35,840 98,725

s Tokyo 12,510 14,750 11,490 38,750

9 Total 108,330 96,260 118,315 322,905

10

11

12

13

14 -

Summary [©) ] ¥
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e Click the Border tab. H ©- s 04-borders-and-background-colors - Excel ? @ - 0O %
HOME INSERT PAGE LAYOUT FOR| DATA REVIEW VIEW Kayla Claypool - ﬂ
o Select the line style and color = E% Caliori (Format Cells Lo == z'i;'
you wa nt. Paste % . B..; vI Number | Atignment | Font |TBorder | Fin [ Protection i E: :
Y d f h Clipboard & L;rt: Presets Editing ~
ou now need to specify where . o -' .
you want the new border style a : Nene  Qutine  nsice s -
Border
to appear. 1 B°"V°w o
2
e Select a preset option or apply ~ |* % . ree | Tex
borders |nd|V|duaIIy in the 5 Las Vegas Autonatic ]
Borders section. 6 {México DF
7 |Paris The selected border style can be applied by clicking the presets, preview diagram or the buttons
. s Tokyo apove.
o Click OK. : Total
10
The border is applied to the cell range. E
2 (6 3
14 -
Summary ® [l v

Add a Cell Shading

o Se|eCt the Ce”(s) Where you H %- s 04-borders-and-background-colors - Excel 72 H - 0O X
h h . HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypoaol ~ ﬂ
want to add the s admg' X |Calibri 4 - = =— ¢ |Custom - FZ Conditional Formatting~ &=Inset - = - S¥~-
. . . g~ B I U Ax ===E- $-%* [[FromatasTable~ FDelete -~ [T]- #i-
e Click the Fill Color list arrow. N P M = PP Biformats | &+
Clipboard & Theme Colors & Mumber Styles Cells Editing ~
A palate of theme colors is = N EEEEEEE .
displayed in the menu. If you n I" 5 : . s -
want to use a different color, 1 |Bon Voyage Ely iEEEN 0
2 Standard Colors
select More Colors. s Emc sEmmEE T Wer 0 Toml |o
4 |Beijing ol 010 6,520 19,540
e Select the color you want to 5 |LasVegas % boreColors. 125 37,455 100,830
appl 5 |México DF 20,850 17,200 27,010 65,060
y' 7 |Paris 33,710 29,175 35,840 98,725
s | Tokyo 12,510 14,750 11,490 38,750
A background color |s apphed to the 9 Total 108,330 96,260 118,315 322,905
10
cell(s). Make sure the background u
provides enough contrast with the text |2
. 13
to be legible. 0 g
Summary ()] ] v
READY HH M -—F—+ 100%
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Copy Formatting

If you have spent some time formatting cells to make them look great, you can easily reuse the formatting
with just a couple clicks of the mouse. The Format Painter copies the formatting of a cell or cell range and

applies it elsewhere.

Copy Cell Formatting

Select the cell(s) with the
formatting you want to copy.

Click the
button on the Home tab.

The mouse pointer changes to
indicate it is ready to apply the
copied formatting.

Select the cells(s) where you
want to apply the copied
formatting.

Tip: If you want to apply
copied formatting to multiple
areas, you can keep the format
painter turned on by double-
clicking the Format Painter
button and then selecting each
area you want to apply the
formatting to. Click the Format
Painter button again or press
Esc to turn it off when you’re
done.

The formatting is applied to the new
cell.

H ©- =
HOME | INSERT

W oL N T o B W M e

11
12
13

S X, |Calibri ~|1a -
» By- B T U- A4
aste
% HeA-
Clipboard 1 Font [
- fe
A B

Bon Voyage Excursions

Excursion Jan
Beijing 6,010
Las Vegas 35,250
México DF 20,850
Paris 33,710
Tokyo 12,510
Toital_ 108,330
Summary [©)]

READY

PAGE LAYOUT

€& =

05-

=
— B
= & -
L2

Alignment

Feb
7,010
28,125
17,200
29,175
14,750
96,260

FORMULAS

copy-farmatting - Fxcel 7 @ - O X
DATA  REVIEW  VIEW Kayla Claypool - ﬁ
Custom | FjConditional Farmatting = #=Insert ~ 3 - 47~
$ - % »  [dFomatas Table- X Delete ~  [@~ -
8 4% 57 cenl Styles - & Format~ & ~
Number ] Styles Cells Editing -~
D E F G ~
Mar Total
6,520 19,540
37,455 100,830
27,010 65,060
35,840 98,725
11,490 38,750
118,315 322,905
4 L3
B M -——F—+ 100%
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Row Heights and Column Widths

When you begin working on a spreadsheet, all the rows and columns are the same size. As information is
entered into the worksheet, some of the columns or rows may not be large enough to display the

information they contain.

When you see ##### in a cell, it means the column width is not wide enough to show all the cell contents.
Once the column width is adjusted, and the data will reappear.

Adjust Column Width

Click and drag a column
header’s right border to the
left or right.

Tip: When you position the
cursor over a column heading's
border, a two-headed black
arrow appears. This needs to
be showing before clicking and
dragging.

Adjust Row Height

A line appears as you drag, showing
you where the new row border will be.

Click and drag a row header’s
bottom border up or down.

H - 06-row-heights-and-column-widths - Excel ?T EH - O x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool = ﬂ

LI 8 Calibri -l - == = =3 Custom - %CondltlonalFormattmg' g‘“lnsert - z - ’;‘Y'

Paste Eg- BT U- A A =E==EH- $-%* [FromatasTabler BrDelete - [~ #-

LW H. DA - E = - 8 7 Cell Styles - {4 Format ~ -
Clipboard = L] Alignm aas a Number Styles Cells Editing ~
- fe v

A B c «+ o E F G H -

1 Bon Voyage

2

z Excursion Jan Feb  Mar Total

4 Beijing 6,010 7,010 6,520 #HHHHHE

5 Las Vegas 35,250 #iHE fHgHis

s Meéxico DF 20,850 HiHHHHE HHEHIE HHHH]E

7 Paris 33,710 BiHHHE HEGHES HHEHHT

g Tokyo 12,510 HHHHHHE HEHIE HEHHE

9 Total 108,330 #Ht###i RURREH HHHHE

10

11

12

13

14 -

Summary (&) [ 3
READY E ] -————+ 100%

H ©-
HOME

06-row-heights-and-column-widths - Excel

INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVIEW  VIEW
o X |Calibri < | == Custom - | K Conditional Formatting -
e BT BT U AN =S $ ~ 9% o [ FormatasTable~
LW B Dep- sEE B <6 524 Call Styles -
Clipboard [F] Alignment M Number Styles
- f
A B c D E F
_1I_Bo ‘ayage
2
= |Excursion Jan Feb Mar  Total
4\ Beijing 6,010 7,010 6,520 #itit
5 Las Vegas 35,250 28,125 37,455 #iHiH
& México DF 20,850 17,200 27,010 it
7 |Paris 33,710 29,175 35,840 sng
g Tokyo 12,510 14,750 11,490 #i
9 Total 108,330 96,260 118,315 #H####E
10
11
12
13
14
Summary (O] 4
READY

?

B Insert ~

E Delete -

EI Format~
Cells

B -

3t
T #-

Editing

o X

Kayla Claypool - ﬁ

3

~

i M -——+ 100%
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AutoFit Columns or Rows

The AutoFit feature automatically resizes columns or rows to fit the cell in each column or row that has the
widest or tallest contents.

o Double_chck the column H ©- s 08-row-heights-and-column-widths - Excel ? EH - 0O %
header's right border HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ﬂ

S X, |Calibri -l -] === 8 |Custom ~| EEConditional Formatting~ &=Insert ~ = - 47~
pase Eg- B I U- A& ===EF- §-% * [FrormatasTable- X Delete - [¥- #i-
LN . DA == B w8 8 [57 Cell Styles ~ & Format- & -

Clipboard & Font & Alignment R Number Styles Cells Editing ~
A B C D £ F G H <

1 Bon Voyage

2

3 | Excursion Jan Feb Mar Total

4 | Beijing 6,010 7,010 6,520 i

5 Las Vegas 35,250 HHHHEE HHHE

5 | México DF 20,850 HuuHgH HHOHEE SHEHEH

7 |Paris 33,710 #HHHRE HHHHH ST

s Tokyo 12,510 #EHEHE B BEHHEHT

9 Total 108,330 #H##HER HHEHE HitHHHH

10

11

12

13

14 =

Summary @ L] 3

Set a Row or Column Value

If you know exactly what size you want a column or row to be, you can set a precise value.

0 Select a ce” |n the column or H - s 06-row-heights-and-column-widths - Excel ? H - 0O %
tt diust HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = ﬂ
rOW you Wan O a Jus * LI 8 Calibri -l - == % Custom - %CondltlonalFormattmg' g‘“lnsert - z - ’;“"
. Eg- B T U~ A A = E- $-% * [FromatasTable- X Delete ~ ~ -
e Click the Format button arrow | P « .. 5 .. o 98 By B romat
Clipboard & _Eon . Number Styles Cell Size b
on the Home tab. e (5 Jmrr—
: .
e Select Row HEIght or Column . Column width: | |8 . 5 - . — AutoFit Row Height .
[ Column Width...
Width . Bonvoysge O ]
. A AutoFit Column Width
2 Default Width...
Type a row or column width 3 [Excursion Feb | Mar | Total Visbity
i . Beifing 6,010 7,010  6,520[FHHH# o s
and click OK. s Las Vegas 35,250 28,125 37,455 . e
& Meéxico DF 20,850 17,200 27,010 #HiHHH Rensme Sheet
7 |Paris 33,710 29,175 35,840 sauung ;flo"eorCDp"SheEt
g Tokyo 12,510 14,750 11,490 #Hit T_ah Color ! ,
9 Total 108,330 96,260 118,315 #uH### P .
rotection
o [ Protect Shect...
1 Lock Cell
12 Format Cells...
13
14 =
Summary ) [ 3

B M o-——+ 100%
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Insert Objects

In some cases, basic text and numbers aren’t enough . .

to make your spreadsheet shine. For instance, you may Objectives
want to add an image, like a logo, to brand your
worksheet. Adding shapes can help draw attention to
certain areas of your spreadsheet or simply contribute
to the overall visual appeal of the sheet. By inserting a Hyperlinks
hyperlink, you can quickly connect users of your
worksheet to other files, webpages, email or even a
special location in the current worksheet.

Images

Shapes

Object Properties and Alt Text
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Images

Insert Images

You can insert a variety of picture types into your spreadsheet. For example, you can insert an image made
in another program, clip art, or a photo taken with a digital camera.

Click the Insert tab on the
Ribbon.

Click the Pictures button to
insert an image saved to your
computer.

You can also click the Online
Pictures button to find a clip
art image, Bing image, a file
saved to your OneDrive, or
picture from a social media
account.

Select the image you want to
insert.

Tip: To insert more than one
file at a time, press and hold
down Ctrl as you select them.

Click Insert.

The image is added to the spreadsheet.

You can click and drag the image to
position it on the sheet. Use the
resizing handles if the size needs to be
modified.

H ©- B 01-images - Excel 2 ® - 0 x
HOME | INSERT BYOUT  FORMULAS  DATA  REVIEW  VIEW Kay\aCIaypuul"i
I L~ 5 di-S-d%k- im Y. o
™ o SLdT & e WAy 7w
Tables Nustrations Pictures Online Appsfor Recommended " "7 PiwotChart  Line Column Win/
- - Pictures @14~ | Office - Charts 7 L2 - Loss
Justrations Apps Charts o Sparklines -
- g j(x v
A B C D E F G -
1 Bon Voyage Excursions
2
3 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
s Meéxico DF 20,850 17,200 27,010 65,060
7 Paris 33,710 29,175 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
11
12
13
14 =
Summary ® « 3
READY =] M -—F—+ 100%
H ©- 5 Dl-images - Excel 7 M - 0O X
HOME | IMSERT = PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kay\aCIaypqu'ﬁ
m = =l . all - = - e e e
Insert Picture =
Tables 1
- « « 4 W+ ThisPC 5 Desktop » v © | Search Desktop »
-
Organize ¥ New folder = - M @
v
s Quick access <
1 Bo| > [ Microsoft Excel
E 4@ OneDrive
3 Ex Travellmage
1 Bei ? @ ThisPC
5 lag > o Libraries
& ME 3 Network
7 |Pa
5 Tol » =% Homegroup
9
10
11
12 File name: j Al Pictures e
13 To S
14 - -
Summary [©)] ] 3
READY H M -—F—+ 100%
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Shapes

You can add shapes to your spreadsheet to spark a little visual interest. By using the Shapes menu, you can
choose from dozens of different types of shapes.

Insert a Shape

Click the Insert tab.
Click the Shapes button.

The Shapes menu displays all
the types of shapes available,
organized into groups.

Select a shape to insert.

Now the cursor changes to a
cross hair and is ready to draw
on the sheet.

Insert the shape in one of two
ways:

e Click anywhere on the page
to insert the shape there.

e Click and drag anywhere on
the page to place the shape
while also controlling its
size.

Some shapes have prominent features
that can be adjusted; these shapes will
have a yellow adjustment handle.

BH S
HOME

D L

INustrs

A

Excursion
Beijing

Paris
Tokyo

Tables Pictures Online

1
2

3

4

5 LasVegﬁ
5 México

7

8

9

Total

s 02-shapes - Excel

Lines
WSNTTLL R RN %

Rectangles

Bon Voyage Ex— OO0

Basic Shapes
EOAMNITASGOOO®
eocodOrLey O8O
A0@®~ALOVLSC 3
o0

Block Arrows

AU QTGL PR IS
€ ovnmpnD > hLdn
eI

Equation Shapes

=R =g

Flowchart
No<e/Oolasccdady
CUAA®@®X ¢ AVAD
=200

Stars and Banners

ar

6,520
7,455
7,010
5,840
1,490
|8,315

Total
19,540
100,830
65,060
98,725
38,750
322,905

INSERT WOUT ~ FORMULAS  DATA  REVIEW  VIEW
[~ F ] A [ ER=R""& I. = A
Recently Used Shapes =] o
J = PivotChart Sparklines Filters  Hyperlink
Pictures 2 N NWOCO AL L& B N - .
ations] 2 {3 ~ Links

?TEH - O %

Kayla Claypoal ~ ﬁ
4 Q
Text  Symbals

~

v

I =

[ <= B
HOME

¢

Shapes

Insert Shapes

A

2

- oo

1 |Bon Voyage @sions

5 02-shapes - Excel

INSERT PAGE LAYOUT FORMULAS

| L2 ShapeFill -
~| [ Shape Outline =
7| O Shape Effects =
Shape Styles

Jr

B C

3 |Excursion Jan Feb

4 |Beijing 6,010 7,010
5 Las Vegas 35,250 28,125
& México DF 20,850 17,200
7 is 33,710 29,175
3 &/o 12,510 14,750
2 Total 108,330 96,260

DRAWING T...

DATA  REVEW  VIEW
As L ToBingForserd -
& A - I3SendBackward
Quick -

Styles~ (A - Elly Selection Pane

T WordArt Styles &

Mar
6,520
37,455
27,010
35,840
11,490
118,315

Arrange

Total
19,540
100,830
65,060
98,725
38,750
322,905

FORMAT

[~

A

" ————

?T EHE - O X
Kayla Claypool - ﬁ
H|

Size
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Format a Shape

Once you've added a shape, you can use the Format tab to change its style, fill, outline color, and effects.

Select a shape.

When you select a shape, the
Format tab in the Drawing
Tools ribbon group becomes
available. Double-click a shape
to automatically switch to the
Format tab.

Use the Shape Style options on
the Format tab to change the
style, fill color, outline, or
shape effects.

Select a style from the
Shape Styles gallery, or click
the gallery’s More button to
see all available styles.

Select a shape fill color to
change the color of the
selected shape. You can also
fill it with a gradient, picture,
or texture pattern.

Select a shape outline color,
weight, or dash pattern.

Apply various shape effects
such as shadow, reflection,
glow, bevel, and 3D rotation.

Tip: You can first apply a style from the
gallery, and then adjust the fill, outline,
and effects to customize it.

H ©- =
HOME  IMSERT  PAGE LAYOUT
oy T R o
= 22 ShapeFill
~ Abc| Abc
Shapes .

7| C@ Shape Effects +

Insert Shapes Shape Siyles
A B

1 | Bon Voyage Excursions

2

3 Excursion Jan

4 |Beijing 6,010

5 Las Vegas 35,250

& México DF 20,850

7 Paris 33,710

s Tokyo 12,510

g Total 108,330

Summary [©)]

READY

~| [ Shape Outline -

Feb
7,010
28,125
17,200
29,175
14,750
96,260

FORMULAS

02-shapes - Excel

DATA

A~
&" A

Quic

Styles~ &
T WordArt Styles

Mar
6,520
37,455
27,010
35,840
11,490
1‘118,315

REVIEW

DRAWINGT. ? H -— 0o x
VIEW FORMAT  |Kayla Claypool - ﬁ
i - = - -
11 Bring Forward [ -l
[ Send Backward -
Size
El; Selection Pane  “h~
Arrange ~
v
E F G =

Total
19,540
100,830
65,060
98,725
38,750

322,905

=)

10| 25—

M -——+ 10m
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Hyperlinks

A hyperlink in Excel is just like one you see on a webpage or email. When you hyperlink text or graphics, they
become clickable and will connect you to outside information or another location in the file.

Insert a Hyperlink

o Select the text or graphic you H ©- = 03-hyperlinks - Excel PICTURET®.. 2 B - 0O X
Want to h er|ink HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT Kayla Claypoal -~ ﬁ
o Click the Insert tab. Tables lustratons J‘andsdv (”E"h':;efdad "J’“: t: B chan Sparklines Fiters - Hyperfnk  Text - Symbols
Charts [F] 6 A
0 Click Hyperlink. S % .
Shortcut: Press Ctrl + K. - 8 B ° e =
1 | Bon Voyage Excursions
. . . 2
o Sele‘:t a Imkmg Optlon at the 3 Excursion Jan Feb Mar Total
left. 4 | Beijing 5,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
° Existing File or Web Page: 3 Mé).(iCO DF 20,850 17,200 27,010 65,060
. 7 Paris 33,710 29,175 35,840 98,725
Creates a link that takes you | 1oiyo 12,510 14,750 11,490 38,750
to another f||e' a f||e created g Total 108,330 96,260 118,315 322,905
. . 10
in another program like a -
PowerPoint presentation, or |=
. . 13
to a web page. This is the - .
most common type of
hyperlink.
e Place in This Document:
Jumps to a SpOt in the H ©- B 03-hyperlinks - Excel PICTURETD.. 2? B - O X
d h HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT Kayla Claypool = ﬁ
current spreadsheet. =l @ [ s MEk = & 4| (o
Tables Il Add : A A T Sparklines Fil = Text  Symbol
ables [llustrations - ecommended ivotChar arklines Filters erlin ext mbaols
e Create New Document: e e | P imencted gy, PeiChan SRaTines] TS | Hyperink | T 5
Creates a new Microsoft — e : e . -
Picti L
Excel spreadsheet and then | ™" i s o s e T
inserts a hyperlink to the . Bon| Eomail adress:
. Existing File |{ | mailto:Info@MNSTTravel.com
new file. 2 CAERR | Koy
3 Excu & ‘;qu
. . 4 Beijill| by centhis ||Recently used e mail addresses:
e E-mail Address: Creates a - CLrnONIs | | o ‘
clickable email address. m . IL
7 Parig e e T ‘
e Fill in the necessary s Tok —~
. . . g9
informational fields. - AZ%;
e Click OK. -
13
. . . . . 14 =
Tip: To edit a hyperlink, right-click the P . -

link or linked object and select Edit
Link. To delete one, right-click it and
select Remove Link.
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Object Properties and Alt Text

The graphics and objects inserted in your workbooks have properties you can update to control how they
behave. You can also add alt text so your spreadsheet is accessible for individuals with difficulties reading

text and graphics on screen.

Object Properties

Once an object is inserted, you can adjust its properties to control how the object is moved and sized,

whether it prints, and if it’s locked.

Right-click the image.

H ©- s
HOME | INSERT

(04-object-properties-and-alt-text - Excel

PICTURETD.. 7

B -

o x

PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT Kayla Claypool - ﬁ
Select Size & Properties. o % oen  cju o] T =B feeneal o] By, Frsert - v ive
B- BIU- KA ===E- §-%* 0 EX Delete - | [9]+ dfi-
H Pavsta ~ e DA &= L2 i B E:@ . % Format = -
The Format Picture pane - = 4 Vb Paste Options: -
Clipboard Font L] Alignment a Number . Cells Editing ~
. ; ]
appears at the right. P % o e "
H E B C D F G -
e Expar'ld the Propertles 1 Bon Voyage Excursions 4, Bring to Front 4
headlng. 2 T, Send to Back v
3 Excursion Jan Feb Mar Edit Hyperlink...
o Select a Properties option. « Beiiing 6,010 7,010 6,52/ gpen Hypertine
5 Las Vegas 35,250 28,125 37,45 @ Remove Hyperink
e Move and size with cells: If | ° Mé&icoDF 20,850 17,200 27,01 gy eceo.
. 7 Paris 33,710 29,175 4?U Size and Properies
you resize cells around the & Tokyo 12,510 14,750 g,
Object It WI” move a|ong g Total 108,330 96,260 118,314‘ sez,zus
7
. 0 v
with the cells. When you " 5‘ c"* °
ie Crop
resize cells the object 2
. . 13
covers, it stretches with " .
them. _Summary | @ . =

Move but don’t size with
cells: If you resize cells
around the object, it will
move along with the cells.
When you re from the
Format tab size cells the
object covers, it won't
stretch with them.

Don’t move or size with
cells: The object will remain
the same size and in the
same position when the
cells around it are resized.

B

M -—— -+ 0m

H ©- s 04-object-properties-and-alt-text - Excel PICTURETD.. ? B - 0O X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVEW  VIEW FORMAT  Kayla Claypool - ﬁ
S ¥ Calibri -4 -] = General  +| FE Conditional Formatting~ &= Insert = 2 - 47~
bare Ey- B I U~ A & $ + % » [ZFFormatasTable~ X Delete ~  [@]~ -
LN . HeA- e= B w8 8 57 cell Styles - [ Format~ & -
Clipboard & Font & Alignment m Number Styles Cells Editing s
Pictures ¥ f\ A
E F G H -
; Format Picture Tx
2 H O
3 Total
4 19,540 b SIZE
5 100,830 4 PROPERTIES
e 65,060 Mave and size with cells
7 98,725 ® Move but don't size with cells
8 38,750 Don't mave or size with cells
g 322,905 o | Print object
10 [ —— 7 Locked @
1
12
- I TEXT BOX
= b ALT TEXT
Summary (&) ] ¥

B

M -———+ 0m
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Alt Text

Alternative text is used by screen reading programs to describe a picture, chart, or graphic to a user who
may have difficulty seeing it.

If your spreadsheet might be viewed by someone who relies on a screen reader, make sure that every image
includes alternative text so that they can have a fuller understanding of its content.

o RIght-Clle the image. H - : 04-object-properties-and-alt-text - Excel PCTURETO.. 2 & - O X

HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW FORMAT  Kayla Claypool - fEI
e Select Size & Properties. g X i -|u | = =ES (omes [ FyT, st - 3 gre
Pacie Ez- B I U- A A S % E‘E@ Cony B Delete - [¥]- d -
: $ E. Hea- AR . m SFomate | & -
e Expand the Alt Text heading. - - & =¥ Uin pmicopions PP 7
Clipboard Font LF] Alignment ' Number . Cells Editing ~
v O
There are two alt text fields Pictures f By ChangePicture. v
S : E B C D F G -
you c.f,m‘flll in—title and + TBon Voyage Excursions T sooron 0 |
description. 2 Ty SendtoBack b
3 |Excursion lan Feb Mar (& i pyperink..
o Enter a title in the Title field. + Beijing 6,010 7,010 6,52 8 open ryperine
5 Las Vegas 35,250 28,125 37,45 ¢ Remove Hyperiink
Enter a description in the & Meéxico DF 20,850 17,200 27,01 Assign Macro...
.. . 7 | Paris 33,710 29,175 &'?'ﬂ Size and Properties...
Description field. & Tokyo 12,510 14,750 9y ot Frtre. .
. . . 9 Total 108,330 95,250 118,31.!‘ = LL,7uI
A good description will start 10 L o —6—
general and become specific. i Soie crop
For example, “An image of an N
airplane with the text ‘Email “ . -
” Summary ® [l 3
Agent . B M -—F——+ 100%
G Close the Format Picture pane
, ..
When you re fInIShEd. H - - 04-object-properties-and-alt-text - Excel PICTURETD.. ? 0 - O X
HOME | INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVEW  VIEW FORMAT  Kayla Claypool - fBI
NOW' When a screen reader comes to “D S Calibri -4 - = — E¢  Generasl - FFConditional Formatting~ &= Insert - 2 - 47~
.. . .. . Eg- B T U- A & =E- $-% *» [FromatasTable- BxDelete -~ [T~ #i-
this image, the title and description will | r== 0=~ ", """ 227 S0 SOno B Format- | &
be read aloud_ Clipboard 1 Font nw Alignment & Number Styles Cells Editing -
pictured S v
E F G H = )
; Format Picture A
: B O (6
3 Total
4 19,540 » PROPERTIES =
5 100,830 I TEXT BOX
6 65,060 4 ALT TEXT
7 98,725 Title G
8 38,750 Airplane Image
9 322,905 Description
10 | —— An image of an airplane with the text:
“Email Agent.”
1
12
13
14 =
Summary ® [l 3

B M -——— 10m
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View and Manage Worksheets

Once your worksheet is full of data, you may want to
zoom in to focus on a specific section or zoom out to
see everything at once. If your workbook contains a
collection of worksheets, it is useful to know how to
add, move, copy and hide worksheets. You may even
find yourself working with multiple Excel windows.
Knowing how to switch between windows and arrange
multiple windows on your screen at once will help you
become more productive.

Objectives

View Worksheets

Custom Views

Multiple Windows

Move and Copy Worksheets

Insert, Rename, and Delete Worksheets
Freeze Rows and Columns

Hide Worksheets and Gridlines

© 2018 CustomGuide, Inc.

113



View Worksheets

There are several ways to change how a workbook’s contents are displayed on a screen. You can also zoom
in or out to view more or less of a worksheet at a time.

Change Worksheet Views

o Click the tab on the
Ribbon.

o Click the button for the view
you want to use in the
Workbook Views group.

e Normal view: This is the
default Excel view, and the
one you’ll usually want to
use when creating and
editing workbooks. Row and
column headers are
displayed.

o Page Break Preview view:
This view shows you where
the page breaks will occur if
you print the worksheet.
This is helpful for making
sure your data is laid out
correctly to appear on the
desired page(s).

e Page Layout view: Use this
view to fine-tune a
worksheet before printing,
especially if it contains
charts. You can edit the
worksheet like it’s in Normal
view, but you can also see
the rulers, change page
orientation, work with
headers, footers and
margins, and hide or display
row or column headers.

Tip: You can click the button for
the view you want to use in the
status bar of the workbook
window.

H - -+ 01-view-worksheets - Excel 7 E - O %
HOME  INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ‘i
I N B 5 R New Window TS | I
I:l DpagaLa,nut 1a) Q [; E‘Q EArrangEAll 1 |:D D
Normal Page Break (5] Custom Views | 519" Zoom 100% Zoomto Switch  Macros
Preview - Selection - Freeze Panes - Windows= -
Workbook Views Zoom Window Macros -
i Je v
A B C D E F G -
1 Bon Voyage Excursions
2
3 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
& México DF 20,850 17,200 27,010 65,060
7 |Paris 33,710 29,175 35,840 98,725
s Tokyo 12,510 14,750 11,490 38,750
g Total 108,330 96,260 118,315 322,905
12
13
14 =
Summary ® “ 3

— M -——a—+ 0m
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Use Zoom

Sometimes it is helpful to make a worksheet appear larger on the computer’s screen, especially if the
computer has a small monitor. Or you may need to zoom out to see how the whole worksheet looks.

Click the View tab.
Click the Zoom button.

Select the magnification level
you want to use.

Click OK.

Tip: You can also use the Zoom
slider on the status bar to
adjust the zoom level.

He o
HOME

01-view-warksheets - Excel

INSERT ~ PAGELAYOUT  FORMULAS  DATA  REVIEW | VIEW
I e _) 2 New Window e

l:l [] Page Layout o Q I::EI @ 3 Armange Al ()
Normal Page Break 15 ¢ystom Views Show  Zoom 100% Zoomto - Switch

Preview M Selection [ Freeze Panes - Windows =

Workbook Views é Zoom Window

- i3
Zoom ? X

A B c D) F

1 Bon Voyage Excursions R
() 2008
2 O 100%
2 Excursion Jan Feb Ga Gl
4 Beijing 6,010 7,010 g Osm
5 Las Vegas 35,250 28,125 37 ==
L. _ () Eit selection
& Meéxico DF 20,850 17,200 T
7 Paris 33,710 29,175 35
& Tokyo 12,510 14,750 gl ot ][ cone
s Total 108,330 96,260 118,310 322,905
10
1
1z
13
14
Summary ) «

?E - O X

Kayla Claypool ~ ﬂ
Macros

Macros ~

v

G Py

¥

B M -——+ 0m
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Custom Views

Changing the print settings, zoom level, and worksheet appearance every time you view or print a workbook
is time consuming. By creating a custom view, you can save the view and print settings so you don’t have to
reapply them over and over.

Create a Custom View

Before you create a custom view, make sure you apply the print and view settings you want to save for
future use.

Click the View tab.

Click the Custom Views button.
Click the Add button.

Enter a name for the view.

There are two settings here
which can be saved:

o Print settings: Saves print
settings such as page
breaks.

e Hidden rows, columns and
filter settings: Keeps
columns and rows hidden
and any applied filters.

Click OK.

To apply a custom view, click the View
tab on the Ribbon and click the Custom
Views button in the Workbook Views
group. Select the view you want to use
and click Show.

H - -
HOME IMSERT

02-custom-views - Excel

? 3 -

o x

PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ‘i
sE [ ageloyout | 5 O\ [‘:, @ 2 New Window T o =
. ) = Arrange All 1 2
Normal Page Break I@ Custom Views Zoom 100% Zoomto ElF Switch Macros
Preview y Selection reeze Panes - Windows = -
Waorkbook Views Zoom Window Macros ~
- 3 v
& E C 0 E F G H -
1 |Bon Voyage Excursions Custom Views ? X
H
3 |Excursion Jan Feb Mar Views:
4 |Beijing 6,010 7,010 o [
S |LasVegas 35,250 28,125 37
& |México DF 20,850 17,200 27 Cloe
7 |Paris 33,710 29,175 35 Add
8 Tokyo 12,510 14,750 11| 4 =
9 Total 108,330 96,260 118
0
1
2
]
“
L]
16
w
%
L] -
Summary (&) « 3
B M o-——+ %
H - - - 02-custom-views - Excel ?® - 0 X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool = ﬂ
=
l:l B pags Layout s C)\ I:E) @ ES New Window = [ EEJ D
0 B Arangeanl .
Normal Page Break (5] Cyctom Views PO Zoom 100% Zoomto Switch  Macros
Preview - Selection [ Freeze Panes - Windows -
Workbook Views Zoom Window Macros ~
- fe v
A B c o & E - G H -
1 |Bon Voyage Excursions Add View ) T x
2 y
3 |Excursion Jan Feb Mar Hame: | BVE View
4 |Beijing 6,010 7,010 6,520
Include in view
5 |LasVegas 35,250 28,125 37,455
& |México DF 20,850 17,200 27,010 || [ Erint settings
+ |paris 33,710 29,175 35,890 | [¥) Hidden rows, columns and filter settings
8 |Tokyo 12,510 14,750 11,430
3 Total 108,330 96,260 118,315 ance
] L
n |
2 4
3
"
1
€
i
%
L] -
Summary ) « 3

H M o-— 5%
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Multiple Windows

If you have more than one workbook open, you can quickly switch between them.

Switch Between Windows from the Taskbar

a Hover over the Excel icon in =] s 03-multiple-windows-01 - Excel 7 B - O X
HOME = INSERT  PAGELAYOUT — FORMULAS  DATA  REVIEW  VIEW Kayla Claypool = J)
the taskbar. — - X £
&% Calibri |14 - =¥ General - %CondltlonalFormattmg' g‘“lnsert - zv 2T
. Eg- B T U~ A A =E- $-% » [FromatasTable~ BxDelete -~ [T~ #i-
A preview of each open ¥ e DA [SESER W 58 57 cell styles - [ Format~ & +
WindOW appears above the Clipboard & Font m Alignment . Number Styles Cells Editing ~
- S v
taskbar.
A B C D E F G -
o Click a thumbnail to make it 1 |Bon Voyage Excursions
. . 2
the active window. 3 Excursion Jan Feb Mar Total
4 Beijing 6,010 7,010 6,520 19,540
5 Las Vegas 35,250 28,125 37,455 100,830
& México DF 20,850 17,200 27,010 65,060
7 | Paris 33,710 29,17(.% 35,840 98,725
2 Tokyo 12,510 14,750 11,490 38,750
9 T 322,905
10
11
12
a4 »

M o-—F——+ 10
1:24 PM

9/30/2016 L

~ 90 T di) EsP

Switch Between Windows from Excel

o Click the View tab. d B 03-multiple-windows-02 - Excel 2 3 - O %
h HOME ~ INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  [L5 M VIEW Kayla Claypool ~ ﬂ
e Click the Switch Windows | O R[G5 QO[3 G Brewwneer = -
button. s e o o 8 e T S L
Workbook Views Zoom Wind al 103-multiple-windows-01 [~
e Select the file you want to . . o o mubipleindows |
make active. A B c D £ ; s -
1 First Last Company City Sales
. . 2 Joel Nelson Nincom Soup Minneapolis 6,602
The selected file becomes the active - ot Hay Video Doctor México DF 8246
workbook. 4 Anton Baril Nincom Soup Minneapolis 13,683
5 Caroline Jolie Safrasoft Paris 14,108
& Daniel Ruiz Idéal Base  Paris 7.367
7 Gina Cuellar Socialu Minneapolis 7,456
¢ loseph Voyer Video Doctor México DF 8,320
a Nena Moran Hétel Soleil  Paris 4,369
10 |Robin Banks Nincom Soup Minneapolis 4,497
11 | Sofia Valles Luna Sea México DF 1,211
1z | Amy Price Luna Sea México DF 1,264
3 Javier Solis Hétel Soleil  Paris 5,951
14 | Lucy Gramm Socialu Minneapolis 1,200 =
Customers (O] « 3

READY =] M -——+ 100%
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Arrange Windows

You can stack your open Excel windows in a few different ways to maximize the on-screen data.

o

Click the View tab.
Click the Arrange All button.

Select an arrange option:

Tiled: Windows are
arranged as equally sized,
tiled squares.

Horizontal: Windows are
arranged horizontally from
top to bottom on the
screen.

Vertical: Windows are
arranged vertically from left
to right on the screen.

Cascade: Windows are
arranged in an overlapping
cascade on the screen.

Click OK.

The windows are arranged on the
screen according to the selection you

made.

H :

i

Normal Page Break )

N T R

11
12
13
14

HOME IMSERT

B} Page Layout
Custom Views
Preview
Workbook Views
- F
A B
Bon Voyage Excursions

Excursion Jan
Beijing 6,010
Las Vegas 35,250
México DF 20,850
Paris 33,710
Tokyo 12,510
Total 108,330
Summary [©)]

READY

PAGE LAYOUT

5 Q2 M

Show  Zoom 100% Z&lgg.o

03-multiple-windows-01 - Excel

FORMULAS DATA

Selection
Zoom

D

REVIEW

& New Window
= Arrange All
= Freeze Panes -

‘Window

Fe

A K

Arrange Windows 7 X

Arrange
O Tiled
@ iHorizontal:
() Wertical
) Cascade

[ Windows of active workbook

Cancel

otal
19,540
100,830
65,060
98,725
38,750

22,905

4

VIEW

=
Switch
Windows~

? @ -

o X

Kayla Claypool = ﬁ

=

Macras

Macros

>

H M -——F——+ 100%
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Move and Copy Worksheets

Even after a spreadsheet is created, you can move or copy it to a new location.

The quickest way to move a worksheet is to click and drag it to a new location within the current workbook
or drag it into a completely different workbook. However, you can also use the Move or Copy dialog box for

more accuracy.

Move or Copy Worksheets

Right-click the worksheet tab
you want to move or copy.

Select Move or Copy Sheet
from the context menu.

Tip: You can also click the
Format button on the ribbon
and select Move or Copy
Sheet.

Specify the workbook you want
to move or copy the worksheet
to.

The workbook must be open in
order for it to appear in this
list.

Specify where in the selected
workbook you want the sheet
to appear.

To copy the worksheet, check
the Create a copy.

If this box isn’t checked, the
worksheet will be moved
directly to the selected
workbook and no longer exist
in its current location.

Click OK.

o

The selected worksheet is moved or
copied to the location that you
specified.

H ©-&- - 04-mave-and-copy-warkshests-01 - Excel 2 B - O X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬁ
LI & Calibri 14 - General - %ConditionalFormatting' g‘“\nsert - Zv ’é‘Y'
. tDI;?@- B I U- A & $ - % » [FFormatasTable~ BXDelete -~ [~ -
aste fren
. W He DA 8 7 Cell Styles -  Format~ | & -
Clipboard = Font L] Alignment a Number Styles Cells Editing ~
- £ v
A B C D E F G -
1 |Bon Voyage Excursions
2
3 |Excursion Jan Feb Mar Total
4 |Beijing ;':ﬂr:ﬂ 7,010 6,520 19,540
5 |Las Vegas - o| 3,125 37,455 100,830
6 |México DF X Delete 7,200 27,010 65,060
. R
7 |Paris mename 3,175 35,840 98,725
5 |Tokyo _ MeveerCepy 4 750 11,490 38,750
View Cod
9 Total | &) ViewCode 5,260 118,315 322,905
10 E Protect Sheet...
" Tab Color v
12 Hide
13 )
14 i Select All Sheets =
Customers (&) 4 3
H M -———+ 0m
H - - = 04-move-and-capy-worksheets-01 - Excel 7 m - 0O X
HOME | INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ lj‘
S X | Calibri -4 - = =|=F |General ~| FZConditionalFormatting- #=lnsert ~ = - 4v-
past Em- BT U- K A =E==E- $-% 1 [EromatasTable- BX Delete ~ [~ #i-
aste fren
LN . DA e = B w8 8 [7 Cell Styles {# Format~ & ~
Clipboard & Font [+ Alignment | Number Styles Cells Editing ~
- 5 v
A B C D E F G -
1 |Bon Voyage Excursions
2 . Move or Copy ? *
3 |Excursion Jan
Move selected sheets
4 |Beijing 6,010 Ta book:
5 |Las Vegas 35,250 04-move-and-copy-worksheets-02 xlsx ~
& |México DF 20,850 Before sheet:
: Summa
7 |Paris 33!?10 [mc-vetoendl
8 |Tokyo 12,520
9 Total 108,3.
10
1 0 Create a copy
12
. [ox | conee
14 1 -
Customers ® [l 3
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Insert, Rename, and Delete Worksheets

You can easily add worksheets to a workbook or delete unwanted ones. You can also rename a worksheet to
accurately describe the data being presented.

Insert a Worksheet

You may need to add additional data to a workbook that belongs in a separate worksheet.

o C||ck the |nsert button ||st H - &- = 05-insert-rename-and-delete-warksheets - Excel [Ea - EI;
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ‘Rayla Claypool = 1
arrow on the Home tab' == X, |Calibri 14 - == _ 5 | General ~| FZConditional Formatting~ @=lnsert v > v 41+
Bz~ B I U~ A & ~ % » [FFomatasTable~ Insert Cells..
o Select Insert Sheet. PR S - DeA- = @ WE Ecsye- gm et et o
. Clipboard & Font & Alignment ' Number Styles B Insert Sheet Columns ~
Shortcut: Click the New Sheet .

- f_\ _ B Insert Sheet v
button at the bottom of the R 6 . o . R . =
workbook window, to the right | BonVoyage Excursions

2
Of the last sheet tab. 3 Excursion Jan Feb Mar Total
4+ | Beijing 6,010 7,010 6,520 19,540
. s |Las Vegas 35,250 28,125 37,455 100,830
A new worksheet is added to the & | México DF 20,850 17,200 27,010 65,060
workbook. 7 | Paris 33,710 29,175 35,840 98,725
s ‘Tokyo 12,510 14,750 11,490 38,750
9 Total 108,330 96,260 118,315 322,905
10
n
12
13
14 -
Summary [©)] ] 3

H M-+ 1m

Rename a Worksheet

By default, Excel worksheets are given generic names, such as Sheet 1, Sheet 2, etc. You can give them more
meaningful names.

c CI|Ck the Format button on the H - - = 05-insert-rename-and-delete-worksheets - Excel ? E - 0O %
H b HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypeol - Jff)

ome tao. S X, |Calibri |14 | = == B |General ~| FGConditional Formattingr &= Insert + 2 = 47~

Em- B I U~ A a E- $-% * [FromatasTable- F Delete ~ [T~ -

e Select Rename Sheet. Pute . beA- o 28 By . SR o -

Clipboard % Font G Alignment & Number Styles g Cell Size ~
Shortcut: Double-click a sheet R £ 3T Row Height.. .
name to make it editable. R . . 5 . BuicFitRowbieight | -

F1 Column Width...

AutoFit Column Width

e Type a new name for the
worksheet.

° Press Enter.

The worksheet is renamed.

Default Width...
Visibility

Hide & Unhide 3
Organize Sheets

Rename Sheet

Move or Copy Sheet...

L R R A

Tab Coler »
Protection
E‘ Protect Sheet...

Lock Cell
E Format Cells...

14 -'

Summary Commission| 4 >
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Change Tab Color

You can also keep your worksheets a bit more organized by changing the tab color.

Home tab.
Select Tab Color.

Shortcut: Right-click a sheet
tab and select Tab Color.

Select a tab color.

Now the tab is shaded with the color
you chose.

Delete a Worksheet

Click the Format button on the

If you no longer need a sheet, delete it from the workbook.

Click the Delete list arrow on
the Home tab.

Select Delete Sheet.

Shortcut: Right-click a sheet
tab and select Delete.

The worksheet is deleted.

H % &= 05-insert-rename-and-delete-warkshests - Excel ? ®m - 0O %
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW Kayla Claypool ~ ﬂ
S X, |Calibri -4 - = E¢  |General ~| FFConditional Formatting~ &= Insert ~ 2 - 47~
PEE Ezy- B I U- A & B+ $-% » [EromatasTable- BX Delete - [¥]- #i-
. oW EHe DA e= - 8 8 [Z7 Cell Styles - [ Format~ & -
Clipboard & Font L Alignment & Number & Styles Cell Size
- f\ IC Row Height...
AutoFit Row Height
A B = b E - ] Column Width...
! AutoFit Column Width
2 Default Width...
3 Visibility
4 Hide & Unhide »
E Organize Sheets
° Rename Sheet
7 Move or Copy Sheet..,
5 Theme Colors
B EEEEmmm JebColor g
g Protecti
10 E‘ Pi eet...
" ol *
12 Standard Colors E Format Cells...
3 L EEEEN
14 Mo Color
Summary Commission (&) & More Colors.. v
B M -——+ 10m
H % &= 05-insert-rename-and-delete-workshests - Excel ? H - O %
HOME = INSERT  PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW ¢a(|5ypm| - ﬂ
S X, |Calibri 14 - = = _ 5 | General ~| FZConditional Formatting~ = Insert pIRE-1 2
pare Ey- B I U~ A & $ % » [ZFFormatasTable~ X Delete + [0+ -
Lo Ee DoA- EsE e Wa 27 Cell Styles ~ Fx Delete Cells...
Clipboard = Font ] Alignment ) Number ) Styles :x Delete Sheet Rows -~
v f; ‘% Delete Sheet Columns v
i g c o c o 3 Delete Sheet
1
2
3
4
5
6
7
g
9
10
1
12
2
14
Summary | Commission @ [l 3
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Freeze Rows and Columns

When you're working in large spreadsheets, it can be hard to know what you're looking at once you scroll
away from the header rows and columns. To fix this problem, you can freeze part of the worksheet so that
even when you scroll, the headings are displayed.

Freeze Rows

When you freeze panes, the rows above and columns to the left of the active cell are immobilized. In order
to change the freeze point, you must unfreeze and freeze the cells again.

Select a Ce” next to the row Hd ©- = 06-freeze-rows-and-columns - Bxcel ?T H - O x
HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW | VIEW Kayla Claypool ~ )
and/or column you want to : — = - - 4
: i Boweion |G Q [ [ Eheweor = LE 2
reeze. Mermal Page Ereak 15 Custom Views Shaw | Zoom  100% g 3 3 El::::::;v JSich | Mocos
review » indows~ -
H% Y H Workbook Views Zoom Freeze Panes ~
Tlp' If you select a cell in the lil Keep rows and columns visible while the rest of
. - fe he worksheet scrolls (based sel .
first column, only the rows & Pt e enenentsdecton: | N
. . A B c D Keep the top row visible while scrolling through =
above it will freeze (no . DIFiret Last Compan i ;fi’faf:fiﬁii‘lré!heiﬁ R
. . reeze First Column
columns). If you select a cellin |- 1]Joel Nelson Nincom | Keep the fst celumn visble whilescoling 002
the first lv th | 3 2 Louis Hay Video Dc¢ through the rest of the worksheet, 246
€ Tirst row, only € columns 4 3 Anton Baril Nincom Soup Minneapolis 11 13,683
to the left will freeze (no rows). 5 4 Caroline lolie Safrasoft Paris 12 14,108
6 5 Daniel Ruiz Idéal Base  Paris 6 7,367
Click the View tab. 7 6 Gina Cuellar Socialu Minneapolis 6 7,456
3 7 Joseph Voyer Video Doctor México DF 7 8,320
Click the Freeze Panes button ] 8 Nena Moran Hotel Soleil  Paris 4 4,369
' 10 9 Robin Banks Nincom Soup Minneapolis 4 4,497
Select Freeze Panes 11 10 Sofia Valles Luna Sea México DF 1 1,211
o : 1z 11 Kerry Oki Luna Sea México DF 10 12,045
. 13 12 Javier Solis Hotel Soleil  Paris 5 5,951
e SCFO” to Verlfy the cells are 14 13 Lucy Gramm SocialU Minneapolis 1 i i
frozen_ Customers ® [ 4D

B M o-——+ 100%

The frozen cells are visible no matter
how far you scroll.
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Freeze the First Row or Column

When you freeze only the first row or column, it doesn’t matter which cell is selected when the freeze is

applied.

Click the View tab.
Click the Freeze Panes button.

Select Freeze Top Row or
Freeze First Column.

o Freeze Top Row: Keeps the
top row visible while
scrolling through the
worksheet.

o Freeze First Column: Keeps
the first column visible while
scrolling through the
worksheet.

Scroll in the worksheet to
verify the freeze is applied.

Unfreeze Panes

H ©- B 06-fresze-rows-and-columns - Excel 2 B - O X
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW | VIEW Kayla Claypool ~ ﬂ
o =
T e q £= New Window [T £ al
I:l D Pege Layout : I:EE Q E Arrange All =™~ I:'D D“T
Normal Page Break 5] Cystom Views Show  Zoom 100% Zgle rm Switch  Macros
Preview M S [l Freeze Panes - Windows = -
Workbook Views Zoom Freeze Panes ~
Keep rows and columns visible while the rest of
- § 3 the worksheet scrolls (based on current selection). v
Freeze Top Row
A B c D g Keep the top row visible while scrolling through -
1 ID First I.ast cm the rest of the worksheet.
. Freeze First Column P
4 3 Anton Baril N D Keep the first column visible while scrolling 683
5 4 Caroline Jolie Safrasof through the rest of the worksheet. 108
6 5 Daniel Ruiz Idéal Base  Paris 6 7,367
7 6 Gina Cuellar SocialU Minneapolis 6 7,456
8 7 Joseph Voyer Video Doctor México DF 7 8,320
] 8 Nena Moran Hotel Soleil  Paris 4 4,369
10 9 Robin Banks Nincom Soup Minneapolis 4 4,497
11 10 Sofia Valles Luna Sea México DF 1 1,211
12 11 Kerry Oki Luna Sea México DF 10 12,045
13 12 Javier Solis Hotel Soleil  Paris 5 5,951
14 13 Lucy Gramm SocialU Minneapolis 1 1,200
15 14 Rachel Lyons Hétel Soleil  Paris 8 9,052
16 15 Saulo Diaz SocialU Minneapolis 9 1 =
Customers (&) « v

B M o-——+ 100%

If you no longer need the cells in a spreadsheet to be frozen, you can unfreeze them at any time.

Click the View tab.

Click the Freeze Panes button.

Select Unfreeze Panes.

H - = 06-freeze-rows-and-columns - Excel ? ®m - 0O %
HOME  IMSERT  PAGELAYOUT ~ FORMULAS — DATA  REVIEW | VIEW Kayla Claypool ~ ﬂ
@ =1
) O e 5 QB 2 BB
Arra :
Narmal Page Bresk 15 Cystom Views Show  Zoom 100% Zoomto e Switch  Macros
Preview M Selection [=]Freeze Panes - Windows ~ -
Workbook Views Zoom Unfreeze Panes -~
0 gl Unlock all rows and columns to screll
- 3 through the entire worksheet. v
Freeze Top Row
A o E F Keep the top row visible while scrolling I -
1 ID|Company City Package through the rest of the worksheet.
1N S Mi i Freeze First Column
2 Incom »oup Minneapolis Keep the first column visible while
3 2 |Video Doctor México DE scralling through the rest of the worksheet.
4 3|Nincom Soup Minneapolis 11 13,683
5 4|Safrasoft Paris 12 14,108
[ 5|ldéal Base  Paris 6 7,367
7 6|Socialu Minneapolis 6 7,456
8 7 |Video Doctor México DF 7 8,320
] 8|Hotel Soleil  Paris 4 4,369
10 9|Nincom Soup Minneapolis 4 4,497
11 10|Luna Sea México DF 1 1,211
12 11|Luna Sea Meéxico DF 10 12,045
13 12 |Hotel Soleil  Paris 5 5,951
14 13|Socialu Minneapolis 1 1,200 =
Customers @ « v

H M -—F—+ 100%
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Hide Worksheets and Gridlines

If you have a workbook that you are going to show to others, you may want to hide certain worksheets so
some information isn't visible. Hiding a worksheet doesn’t delete any data, it just hides the sheet from view
temporarily.

Hide a Worksheet

o Right—click the worksheet tab H % - 07-hide-warksheets-and-gridlines - Excel T ® - O x
t t h.d HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool ~ ﬂ
you wantto hide. == X, |Calibri 14 - = = _ 5 | General ~| Kz Conditional Formatting~ #=Insert ~ 2 - S71-
. Em- B T U- A A - $ - % » [FFormatasTable- B Delete ~ [¥]~ -
o Select Hide from the context Pt ¢ . bea- == ®. W B el Syl B format- | & -
menu. Clipboard & Font 5 Alignment n Number & Styles Cells Editing ~
. . : 5 v
Tip: You can also click the N 5 c 5 . . s N
Format button on the ribbon, ! Bon Voyage Excursions
CIiCk Hide & Unhider and then 3 Excursion Jan Feb Mar Total
select Hide Sheet. 4 |Beijing Insert.. 110 6,520 19,540
5 Las Vegas B Delete 25 37,455 100,830
& | México DF Pename 00 27,010 65,060
Excel hides the worksheet. Keep in 7 |Paris oreorcopy, 79 35,840 98,725
: : ' & Tokyo = View Code '50 11,490 38,750
mind, this doesn't protect the \ Total 10 ... 60 118315 322,005
spreadsheet. Anyone with access to 10 Tbcoor b
the file can easily unhide the sheet. e
13
Select All Sheets
" .
Total Sales | Commission Agent Totals @ 4 3
B M -—F——+ 10m
Unhide a Worksheet
c nght_cllck any Worksheet tab H - &~ = 07-hide-worksheets-and-gridlines - Excel ?2 H - 0O X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Kayla Claypool - ‘i
Select Unhide from the context S X, |Calibri -4 - = General v | EZ Conditional Formatting~ &= Insert + 2 47~
’ Eg- BT U- A A $ % » [ZFFomatasTable~ X Delete ~  [O]~ -
menu. afte ¥ E- DA~ eE= B 8 4 [E7 Cell Styles - [ Format~ & -
i Clipboard & Font [+ Alignment m Number Styles Cells Editing ~
Tip: You can also click the R .
f-‘ v
Format button on the ribbon, N . . . s -
- . . . Unhide ? X
click Hide & Unhide, and select | ' BonVoyage Excursions L
B 2 Totalsales .|
Unhlde ShEEt- 3 Agent Office Sales Comn
X i 4 lona Ford Minnp~=alic 1A E00
The Unhide dialog box appears |s paulTron  Paris ‘DH‘ 00
. - = Delete
where you can check for any : EZT;,"E,S“Q Parts) ™ poname o
hidden sheets in the file. s PepeRoni  Torre %D\;‘ecrcw""" 00 . —
o ? - C:;': 20 6,002
e Select the worksheet you want |« e
to unhide and click OK. . Hide
4_ Unhide...
3 ) N
. . . Select All Sheets
The worksheet is unhidden. 4 | -
Commission | Agent Totals (O] 4 3
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Hide or Display Worksheet Elements

The formula bar, worksheet gridlines, and headings are all on by default. Any of these items can be toggled
on or off from the View tab.

c Click the View tab. H o &= 07-hide-workshests-and-gridiines - Excel 2 ®m - 0O x
HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ) Kayla Claypool ~ ‘i
e Check or uncheck a worksheet || B page Loyout Ao | Q [3 ] ;:J,Nwwmduw = 55
. . - 0% Zoom to Arrange All wite
item in the Show group. Noma Page Brek ) cutom views |14 Grdines (4] Hesdings | Zo0m 100% Zoomto L e Sen
Workbook Views Show Zoom Window ~
o Ruler: This option is only = % .
available in Page Layout A . , 5 £ ; s N
view. The ruler allows you to |' BonVoyage Excursions
see and set tab StOpS, move 2 Excursion Jan Feb Mar Total
table borders’ and Iine up 4 Beijing 6,010 7,010 6,520 19,540
. . s | Las Vegas 35,250 28,125 37,455 100,830
objects in the spreadsheet. 6 México DF 20,850 17,200 27,010 65,060
) 7 | Paris 33,710 29,175 35,840 98,725
e Formula Bar: With the ¢ Tokyo 12,510 14,750 11,490 38,750
formula bar turned on, you 0 Total 108,330 96,260 118,315 322,905
’ in
can see and edit formulasin |
a selected cell. 3
. . 14 -
¢ Grldllnes' These are the Total Sales | Commission Agent Totals (3] [l 3

lines between the rows and
columns in your worksheet

that make it easier to read
data.

e Headings: Show or hide the
column headings (A, B, C,
etc.) and row headings (1, 2,
3, etc.) in your workbook.
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