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INTRODUCTION

Microsoft Excel is a data analysis and representation application for fabricating a large number of
data, expenditure and income, predictions, and many accounting-related activities. The application
can be used in areas such as accounting, finance, and calculation operations. Excel comes with an
interesting User Interface; graphics and it is also widely popular.

Microsoft Excel 2022 also comes with interesting features and new options that make data entry,
analysis, representation, and visualization easy and comprehensive. With charts, shapes, icons, and
various formatting options made available, Excel can be used to customize your data to whichever
format is desired and suitable for your use.

Understanding a program like Excel is essential to every professional, worker, student, and
anyone who seeks some sort of order, from the simplest to the most complex operations.

In the following chapters, we will develop a series of information based on concepts,
methodologies, functions, and formulas that will help both a beginner and an expert understand the
benefits of this spreadsheet born from the hand of Dr. Charles Simonyi in 1985.

There are dozens of spreadsheet applications and software similar to Microsoft Excel on the
market. However, these alternatives do not seem to be at the same level as this program since it has
become clear that Excel has calculation graphic design using tables and pivot tables.

Microsoft's popular spreadsheet program, Excel, has long been at the forefront of this technology
and is expected to maintain its dominance for the foreseeable future. That is precisely what this book
is about.

It is a program that allows you to optimize data processing time, improving the effectiveness and
efficiency of anyone. It simply saves the investment of time in pencil calculations and facilitates
programming directly on a spreadsheet on a computer.

Therefore, those who consider themselves inexperienced should start working on it right away,
and this is precisely what the information compiled in the following 16 chapters is all about.

16 chapters, and that will possibly turn you into an expert






Chapter 1: Excel history on Microsoft

Multiplan was the first spreadsheet program marketed by Microsoft back in 1982. It was originally
designed and incorporated in CP/M systems, but its popularity was much lower on MS-DOS systems
compared to its rival: Lotus 1-2-3.

MICREOSOFT
MULTIPLAN

Farapns. Mociniosh

For this reason, Microsoft was forced to create Excel for Mac and publish it for the first time in
1985. For Windows, the first version was released in November 1987 and numbered 2-05 in line
with the Mac, which had a Windows environment runtime package.

The official origin of Excel is the Microsoft Office application, put on the market on August 1,
1989. It was originally conceived as a tool for Apple Macintosh computers and could later see the
light of day on the Windows operating system.

This was how Microsoft could be the standard-bearer among the leading developers of computer
spreadsheet software because Lotus was slow to bring 1-2—-3 for Windows, an area in which it was
also far superior to another rival of the time: Quattro Pro from Borland.

By 1993, the lawsuits of others represented a huge challenge for Microsoft. On this occasion, the
axis of the judicial conflict was a company that replicated its software and marketed it under the
same name of "Excel."

The use of the tool for the financial sector was such that it was very profitable to market the
licenses. This lawsuit resulted in the Excel designed by Microsoft should be named "Microsoft
Excel" in all press releases and legal documents. Over time, Microsoft has not fully complied with
this legal provision, and the same company expressed its intention to acquire the other trademark to
eliminate any difficulty or confusion.

Subsequently, the same organization proposed the use of the letters "XL" as the abbreviation for
the program, in addition to a more stylized redesign of the program's icon.



Excel Developer

Although Excel is a software patented and marketed by Microsoft, the initiative would never have
prospered if it had not been for the idea of Dr. Charles Simonyi, the original creator. Simonyi, in
1985, decided to sell the rights to this idea of Word and Excel and thus was born as the company's
original product.

At the time, Excel was a gold mine for developers and the corporation in general as it was the
first spreadsheet with which the user could set the appearance of fonts, character attributes, and
boxes. The inclusion of special features such as intelligent recomputing of boxes, updating data, and
working in separate cells with automatic formulas made it a unique tool.



Why Excel Is Different

Interface

The interface that Microsoft developed for the Excel user is unique and has been replicated by
multiple competitors over the years. It has become a worldwide reference in terms of spreadsheet
features, maintaining the essence of certain structures such as the boxes organized in rows and
columns called cells (intersection of rows and columns), and in each of the cells, you can manage
data or formulas with relative, absolute and mixed references.

Visual Basic

Visual Basic (VBA) applications have been incorporated in Excel since 1993. It is a
programming language with the ability to automate Excel tasks and process user-defined functions in
worksheets. VBA is the application that allows the creation of forms and keeps the controls in the
worksheet communicating with the user.

Formats

The default format of the Microsoft Excel application is .xls. Some variations in the formats
according to the version of the program can be:

- Files are saved in .xls format for versions earlier than or equal to Excel 2003.

- The workbooks are saved in .xlsx format for versions older than or equal to Excel 2007.

- Macro-prepared workbooks are saved under the .xlsm extension for versions greater than or
equal to Excel 2007.

- Binary Excel workbooks are saved under the .xIsb format for versions later than or equal to
Excel 2007.

Calculation Control

This VBA function provided by VBA caused many problems for the corporate area. The problem
was that it made Excel a target for macro viruses. As the risk was great, Microsoft took measures and
incorporated the option to disable or automatically execute macros when opening an Excel file.
Subsequently, the problem was solved with the rise of the antivirus market, which allowed immediate
detection.

Customization

At the time, Excel was the first spreadsheet application to include functions for customizing the
appearance and modification of cells independently so that they could be updated immediately



after modification. A great novelty for the time.

In addition to that typical interface of its type that maintained the premises of VisiCalc, it also
organized cells with data or formulas with relative, absolute, or mixed references and distributed
them to other cells.



Versions of Excel

Microsoft Excel became so popular because, before its release, no other computer software could offer
both simple and advanced functions. Spreadsheet work became easier, leading the way in data
management and accounting technology.

The technological giant's constant strategy in program updates made it possible to perfect every
action. Nowadays, years go by, and it is still possible to discover different uses and applications of
Excel in several fields. That is why, when talking about Excel versions that precede the most current
one, it is worth mentioning;:
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VisiCalc and Lotus 1-2-3 are the "pillar" programs of the Excel that is known today. VisiCalc
earned a reputation as the first functional spreadsheet program, so useful that it eliminated the need for
other spreadsheet applications on computers.

While Lotus 1-2-3 led the spreadsheet market in the 1980s, a decade in which it recorded huge
sales for IBM computers and gave it market dominance for a long time.

Excel 1

The graphical user interface and the mouse were two unique elements available in this operating
system. To avoid direct competition with Lotus 1-2-3, the market leader at the time, Microsoft released
the first version of Excel for Macintosh systems in 1985.
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Excel 2 and 3
After the success of Excel 1, Excel 2 was officially released in 1987 along with its Windows

operating system. For this, the developers had the advantage of a previous version, and for this newer
edition, they took the same functionalities and features of the Macintosh interface, such as drop-down
menus and point-and-click mouse interaction, and achieved a truly graphically optimized version.

Excel 4 and 5

With these two versions, Excel officially became part of the Microsoft Office suite in 1992. The
software appeared together with Windows 3.1, a range of new features for users that made it
irremediably displace its competition and become the market leader. In 1993 an improved version,
called Excel 5, was launched, with other enhanced options.

Excel 95-2003
The great redesign of the Microsoft operating system was Windows 95 in 1995. On that occasion,

as in the previous edition, improved functions were advanced for all the Office platform programs,
including a version known as Excel 95.

It was followed by versions of the program that continued improving and giving recognition to the
line of Office applications, such as Excel 97, Excel 2000, Excel 2002, and Excel 2003, all of them
keeping the original design with which Excel 95 had positive results.

Excel 2007
Excel 2007 was one of the last versions to present important changes in the interface, where ribbons

and tabs replaced the traditional drop-down menu; and in functionality. It was launched together with
the Windows Vista operating system and included many of its visual elements.
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CHAPTER 2 - WELCOME TO
MICROSOFT EXCEL



LEARNING HOW TO USE EXCEL'S
FEATURES

Microsoft Excel particularly finds application in accounting, finance, and
calculation operations. The majority of companies tailor and fabricate a
large number of their expenditure and income, predictions, and all
accounting-related activities on Excel worksheets.

Although Excel is said to be a management house for data, however, the
type of data most usually and frequently controlled in Excel is financial
data. Other numerous software applications exist that can also perform
basic and financial operations as Excel. An advantage Microsoft Excel has
over its rivalries is its interesting User Interface, graphics, and yes, its
popularity.

Additional functions and applications of Excel are:



* Data entry

* Management of data

» Accounting

 Financial analysis

* Design of charts and graphs

* Programming

* Designing time management schemes
* Designing task management schedules
* Financial documentation

Microsoft Excel can be used on any form of data that needs to be
processed and organized.



RECENT UPGRADES IN MICROSOFT
EXCEL 2022 Joint Spreadsheet Editing

Multiple employees can work on a worksheet or spreadsheet
simultaneously. This feature is known as Co-authoring. The coauthoring
process makes joint editing easy and quick.

The co-authoring feature also comes with the recognition of who works
with you and effects changes in a worksheet.

Easy Navigation

Excel introduces XLOOKUP which facilitates easy navigation through
rows, columns, and tables.

The LET Function

This function allows the assignment of names of results from
calculations. It helps to save values and defines formulas in calculations.

Excel also introduces the feature of having a resulting array from the
input of a formula. This feature is called Dynamic Array.

Quick Search

Excel 2022 helps make searching and getting a quick result of a
particular data-position easier. With the XMATCH feature, including this in
formulas help users find exact positions of searched data.

Customized Viewing of Worksheets

Microsoft Excel now allows you to determine how worksheets are



viewed.

Enhanced Performance

Operation speed is now improved with the introduction of functions
such as SUMIF, COUNTIF, and AVERAGEIF. You can also now unhide
and hide multiple sheets at a go.

Home Insert Pagelayout Formulas Data Review

E[E| R O]«

lhesaurusfWorkbook Check Smart Translate | Comment or
Statistics Accessibility = Lookup @Mention
Froofing Accessibility Insights Language
Workbook Summary

In cases of big data, Excel 2022 provides a tab called Workbook
Statistics which provides a summary of the entire data contained in the
workbook.

Excel files can also now be saved to OneDrive or SharePoint Online as
changes are being made to your data.



IMPROVING YOUR KNOWLEDGE OF
WORKSHEETS AND WORKBOOKS

Worksheets in Excel are single pages of sheets or work areas contained in a
file known as workbooks. Workbooks however are made up of a
combination of multiple worksheets. Launching Microsoft Excel opens a
workbook that contains a minimum of three worksheets.

Worksheets in Excel comprise of 1,048,576 rows, 16,384 columns and
17,179,869,184 cells.

WORKSHEET NAVIGATION AND USING THE EXCEL
RIBBON



Navigating a Worksheet Using a Keyboard

» Ctrl + W can be used to exit a workbook

» Ctrl + O is used to open an existing workbook

» Alt + H is for navigating to the Home tab

* Use Ctrl + S when saving a workbook

» Use Ctrl + C to copy data in cell(s)

* Ctrl + V can be used to paste copied data

* Use Ctrl + Z to undo actions

* Pressing the Delete key cleans up the data in a cell

» Use keys Alt + H to select a color to fill the desired cell



» Ctrl + X keys cut data snippets

» Alt + N keys are used to navigate to the tab for inserting additional
features

» Use Ctrl + B keys to write text or numbers on bold fonts

* Pressing keys Alt + A, then Alt + C edit input to be placed centrally
in cells

» Keys Alt + P are used to navigate to the layout option for pages
* Pressing keys Alt + A takes you to the Data pane

« Alt + W keys open the View pane

* Use keys Alt + H, then Alt + B to include borders in your cells
* Use key combination Alt + H + D + C when deleting columns
« Alt + M keys navigate to the Formula section

» Use Ctrl + 9 keys to hide a set of highlighted rows

» Use Ctrl + 0 keys to hide a set of highlighted columns

» Use Ctrl + Tab keys to navigate around current Excel
workbooks.

» Use Ctrl + Page Down keys to navigate to subsequent worksheets in
a workbook.

» Use Ctrl + Page Up keys to navigate to preceding worksheets in a
workbook.

* The Ctrl + Arrow Keys can be used to control the cursor in all
possible directions

* The Ctrl + Home keys are for moving to the topmost cell on the left
of the worksheet.

» The Ctrl + End keys are for moving to the last cell used in the
worksheet.

» Keys Alt + Page Down helps navigate a full view in the right
direction of the worksheet.

« Keys Alt + Page Up helps navigate a full view in the left direction of
the worksheet.



Using a Mouse to Navigate a Worksheet

The mouse can easily be used to highlight and move through cells as
desired. Every pane on the Ribbon can also be accessed with a simple click
of the mouse. The scrollbar can also be moved in all directions either by

clicking on the arrows present at the edges or by simply dragging the scroll
box itself.



MAKING USE OF THE RIBBON PANE

The ribbon pane in Microsoft Excel is an array of accessible menus and
icons that can be found on top of the Excel screen. It makes it easier to
locate, comprehend and make use of simple functions to perform simple
operations.

The Ribbon pane in Microsoft Excel is in four categories:



» The Ribbon Tabs: These are made up of numerous functions that are
further divided into groups known as the Ribbon groups.

» The Ribbon Group: This is made up of similarly related functions
that are implemented when carrying out bigger operations.

» The Dialog Launcher: This is a little arrow icon present at the right-
hand edge of the ribbon group. This arrow icon opens additional related
functions.

* The Command Button: This is the button to be clicked when

carrying out specific operations.
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Contents of the Ribbon Pane

* File: The file tab makes it easy to access a menu that shows necessary
functions and options that can be used to manipulate files and workbooks.

* Home: This tab house commands that are most commonly
implemented. Some of these commands include Copy, Paste, Sort, Filter,
Format, etc.

* Insert: Use the insert tab to include various images and objects in
your worksheet. These objects can be charts, equations, tables, links,
symbols, headers, footers, etc.

* Draw: The draw tab offers drawing tools that enable you to insert
self-drawn characters in your worksheet. The options in the draw tab are
however is dependent on the type of device being used.

» Page Layout: This menu helps you customize how your worksheet
looks when onscreen and in hardcopy. It also allows you to configure
settings such as themes, gridlines, margins, object alignment, etc.

» Formulas: The formula tab makes it possible to input formulas,
specify names and decide how calculations are to be carried out.

» Data: This menu contains functions used for configuring worksheet
data and also for the inclusion of data from external sources.



* Review: This menu makes it possible to cross-check spellings, keep
track of edits, include comments, and also safeguard



worksheets and files.

 View: This menu offers options for navigating around views in
worksheets, locking panes, and also helps determine how multiple
worksheets are displayed and arranged.

» Help: The help tab is a quick menu that provides you with easy
access to the Microsoft support page. It enables you to quickly report errors
and acquire needed tutorial videos.

» Developer: The developer tab first needs to be enabled by a user as it
is not visible by design in Microsoft Excel. This menu allows you to
implement the advanced programming language in Excel, which is the
VBA (Visual Basic for Applications) macros, the ActiveX, Form
configurations, and also XML functions.

* Add-ins: This menu is only visible when an older workbook is
opened, or an add-in that changes the view of the toolbars or menus is
loaded.

The Contextual Menu

The Contextual menu, also called the Tool Tabs, can only be made
visible and accessible when particular objects are selected. Example of
items that brings up the contextual menu includes tables, charts, shapes, and
picture. For instance, clicking on a chart automatically brings up Design

and Format options under a menu called Chart Tools.
Chart Tools

Formulas Data Review View Help Design Format 2 Search

Chart Styles



COMMAND TYPES PRESENT ON THE
RIBBON MENU

 Commands that Executes in a Click

This command is a very common one in the Excel Ribbon. Clicking on
these commands initiates a corresponding action immediately after they are
clicked. For example, the Increase Font Size command immediately
initiates a font increase when clicked on.



One-click command button
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* The Toggle Commands

The toggle commands in Excel Ribbon exist in dual states. The
command is developed such that a click on the Toggle command changes
the icon color to indicate that the command is currently turned on. Another
click on the command turns it off and removes its effect. A good example is

a Bold command.
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* The Split Commands

The split commands are those buttons having a drop-down option in the
Excel Ribbon. Buttons with the split command feature are found to possess
a little down-arrow at their ends. A click on these buttons themselves



initiates default or previously selected commands, while a click on the
down-arrow displays additional options on the drop- down menu. An
example is the Underline command.

* The Drop-down Commands



These commands are those buttons having a drop-down arrow in the
Excel Ribbon. A click on the present down-arrow displays additional

options on the drop-down menu. An example is the Conditional
Formatting option.

Drop-down Menu Button - when the
down arrow is clicked
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* The Rich Menu Commands

These commands are also like the drop-down commands in Excel
Ribbon, but they give additional details concerning a menu or an item.

Further information helps to know better how these menus or item operates.
An example is the Freeze Panes option.



Rich Menu
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* The Gallery Drop-down Commands

In Excel Ribbon, these commands display more available functions than
the usual drop-down menus. Objects in a gallery drop-down previews how
the selection of one of the items would affect the available data. Hovering
your cursor over an option in the gallery drop-down applies it on your open
Worksheet without necessarily selecting it. An example is the Cell Styles
option.



Drop-down gallery
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* The Check Box Commands

The check box commands in Excel ribbons also exist in dual states like
the toggle commands. These commands are implemented for configurations
that are only available in either “ON” or “OFF” options. An example is the
Formula Bar option.



Checkbox button
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SHORTCUT MENUS IN EXCEL

Shortcut panes display commands and settings that are mostly used
when working with a particular item in a worksheet. Note however that
these options depend on context, i.e. the object being configured. The
shortcut options that are displayed in these contexts are also determined by
the position of the cursor.

Shortcut options are not the total list of options or commands available
for items in Excel; therefore, some needed functions may not be seen
among the displayed options.

Shortcut menus can be accessed by right-clicking on your mouse while
the cursor is placed at specific positions. Keyboard keys Shift

+ F10 can also be used to bring the menu on display.
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CONFIGURING THE QUICK ACCESS TOOLBAR

The Microsoft Excel Quick Access Toolbar is a configurable tab
housing a combination of settings that stand apart from the menus on the
ribbon. The position of the Quick Access Toolbar can be changed; even
buttons and commands can be added and removed.

To display or hide the Quick Access Toolbar:

* In the top left corner atop the ribbon, make a right-click to select to
either display or hide the toolbar.
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To adjust the positioning of

the Quick Access Toolbar:

« Click on the option to configure the Quick Access Toolbar after
clicking on the related icon.

* From the subsequent menu, click on the tab to either display the
toolbar at the bottom or the top of the Ribbon.

To add commands to the Quick Access Toolbar:

» Select a desired command from the ribbon and make a right-click on
it to display an additional menu. Select the option to include the command
in the quick access toolbar.
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 Also, if the desired command that you want to add to the quick access
toolbar is not available on the ribbon, select the option to configure the
Quick Access Toolbar after clicking on the related icon.

* Click on the option to access more commands.

* Select the tab to choose commands not present on the ribbon from the
Choose commands from option

* Click on Add after locating the desired command.

To delete commands from the Quick Access Toolbar:

 Highlight the command to be deleted and make a rightclick on it.
Select the option to remove it from the toolbar from the pop-up menu.

 To rearrange how commands are displayed on the Quick Access
Toolbar:

* Select the option to configure the Quick Access Toolbar after clicking
on the related icon.

 Highlight commands to be moved and choose either to move them up
or down.

To Revert the Quick Access Toolbar to default:

* Select the tab to reset to default and then click on the option to only
reset the toolbar.

USING DIALOGUE BOXES IN EXCEL There are two types of
dialogue boxes available in Excel, these are:

 Typical Dialogue Boxes: these dialogue boxes discontinue further
activities and actions on the worksheet unless the dialogue box is dismissed.



* Modeless Dialogue Boxes: users can continue their activities on
worksheets when these dialogue boxes are open. An example of this is the
Find and Replace dialogue box.



Navigating through Dialog Boxes

Moving through dialogue boxes is as easy as it comes. Simply click on
necessary and desired commands to configure as you wish.

Implementing Tabbed Dialogue Boxes

Tabbed dialogue boxes are those which consist of multiple possible
setups grouped in tabs. Simultaneous editing of various aspects of an item is
made possible with tabbed dialogue boxes. Clicking on the OK button after
all configurations affects immediate changes.



WORKING WITH TASK PANES

Making use of some commands or inserting particular items in a worksheet
immediately launches a task pane for the specific command. Working with
pictures or images for example launches the task pane to immediately
format the picture. Clicking on the close button on task panes after using
them removes them from the display.



BUILDING YOUR WORKBOOKS IN
MICROSOFT EXCEL

Acquiring your first workbook in Microsoft Excel is a very easy task; you
only need to follow these steps:

* Double click on the Excel icon on your computer to launch the
application

* Click on the option to create a blank workbook or press Ctrl +
N

keys
To use a workbook from a predefined template:

* Click on File
* Click on New
* Select a template from available options



USING YOUR WORKSHEET

Entering Months of the Year in your Worksheet Using Autofill
» Either on rows or columns, enter the first-month value:

January

* Place your cursor at the right-hand of the bottom of the cell you
entered the previous value.

* Drag down or sideways to the desired cell when the Autofill icon

becomes visible while pressing down the left button of your mouse.
| A | B c D

1 (January !I-

* Let go of the mouse button to see the Autofill result
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~

* To enter months in intervals, enter the preceding two months in the
desired sequence to enable Excel to compute the interval

H H
January January
March March
May
July
September
November

Janua
+ -~ Repeat drag process




Inputting Sales Data

» First, put your sales data in a comprehensive format and enter it in
your worksheet as shown below:
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 This data shows weekly sales entries for four months along with the
total sales.
Editing Number Formats

* Navigate to the Home tab

 Click on Numbers and select the Number Format option. Pick the
desired number format.



Excelxlsk - Microsoft Excel

= me o Aut
General - % ﬁ @ E_‘E'I- E" _h_l E At
= | [@ Fin-
ter=| § = % o+ | %3 ;02| Conditional Format  Cell Insert Delete Format

Formatting = as Table = Styles = - - - &2 Clea
Mumber [ Styles Cells |

(AR

L Y T [ L N o rEEIEE G

Format Cells 7 x

Mumber | Alignment Font | Border | Fil Protection

Category:
General ~ | Sample -
Currency
nting . i
rco oecnsplacs
Time e 1000 Separator
o it Clus ()
Eraction MNegatve numbers:
Sdentific -1234.10
Text 1234.10
Spedal {1234.10)
| | |Custom (1234.10) i
w W

Mumber is used for general display of numbers. Currency and Accounting offer spedalized E
formatting for monetary value.

[ o ][ cane |

Customizing Data Entry in a Worksheet
This process gives color and pops to your worksheet to make it

attractive to viewers. Simply highlight desired columns or rows and colors
and borders from the ribbon menu.
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Performing Addition Operations on the Sales Data

Using the AutoSum command is the easiest and simplest procedure to
carry out summing operations in Excel. Simply highlight the rows or
columns containing the numbers to be summed up, and then click on

AutoSum present on the Home tab.
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[ Fin~ Sort & Find &
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Editing
Simple formulas can also be used. All you have to do is to note the ID
for the row or column where the data to be summed up is contained, e.g.
cells B3 - B6. Then in the formula bar enter the expression:

=SUM(B3:B6)

Place the cursor on the desired cell where you want the result to be
displayed.
Creating a Chart for the Sale Data

* Select all cells containing data on your worksheet



* Select the Insert option on the ribbon menu



* Click on Charts and select the option to input a clustered column

chart in your worksheet
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Publishing or Printing the Worksheet

The fastest way to print your worksheet is to use the keyboard shortcut

keys of Ctrl + P keys. This action launches the Print configuration tab.



Here, you can decide what to print, either the complete workbook or just the
selected worksheet.



Settmgs

@ Print Active Sheets
Only print the active sheets

@ Print Entire Workbook
Print the entire workbook D}

Print Selection
Only print the current selection

lgnare Print Area

An alternative procedure to this is
to click on Flle and select the Print optlon in the available menu.



Saving your Workbook
» Use keyboard keys Ctrl + S to save your workbook.

 Type in a suitable name for the workbook to facilitate easy access in
the pop-up dialogue box.

* Select the Save button.

You can also navigate to File and then select the Save or Save As

option.
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Summary

This chapter provided a step-by-step procedure on how you can easily
create your first workbook with adequate functionalities after first
introducing Microsoft Excel and explained the purpose and application
areas of the software. The new features in Excel 2022 were discussed along
with workbooks, worksheets, and how users can navigate through them
using either a mouse or a keyboard. The



essence of the Ribbon menu and its commands with available shortcut menus, the Quick Access
Toolbar, and how it can be configured were also examined.






Chapter 3: Understanding the Spreadsheet
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The well-known spreadsheet is a very useful tool for people to work with numbers and perform
operations with them. This spreadsheet allows anyone to work with a large amount of data and numbers,
and it has a wide range of functions that integrate it and with which you can perform mathematical,
statistical, technical, and financial calculations.

To talk about the importance of the Excel spreadsheet, it is necessary to highlight some aspects of the
computer tool that currently has a huge field of application.

Another point to rescue to highlight its importance is the multitude of professionals who benefit from
this tool. It can be assured that this program is a great ally for administrators, inventory managers,
accountants, scientists, students, enterprising communicators, and thus, a diversity of professions that
have no relation to mathematics take advantage of this tool and its ability to automate tasks.

This software is completely versatile and adaptable to different needs, relevant for decision making,
as it allows to see the effect that changes in the variables cause in the desired result.



Know the Structure of the Spreadsheet

As you can see, the function of the spreadsheet is to organize and store data and information in a
work area in the form of a matrix, similar to a sheet of graph paper.

When you open a document in the program, you can see that it is made up of a certain number of
rows and columns, which in turn are identifiable.

It is important to recognize and understand that the columns are represented by letters at the top,
while the rows are named with numbers on the left side. The intersection of the rows and



columns gives shape to the cells.



What Is a Spreadsheet for?

Before going into detail about each function, it is of great relevance to know why the Excel
spreadsheet has multiple functions that benefit any professional and person in a certain trade. It is
simple:

#The software facilitates the task of organizing and managing huge amounts of data. It allows
you to sort lists and data sets by applying established criteria, saving, and printing them.

welt is intelligent and can apply basic or advanced formulas to obtain results. It graphs the
information in different ways and simply presents them.

#Automates routine and repetitive tasks.



How to Use an Excel Spreadsheet?

First of all, it is important to download any version of the Microsoft Excel program. The latest
versions are recommended) to start using Excel spreadsheets, create charts, its built-in formulas,
work with data, numbers, pivot tables, and formatting options.

This spreadsheet as a computer program allows you to calculate and protect data. Once they are
entered, it is possible to perform operations, analyses, and later display graphs.

Any type of data, usually numeric or text, can be inserted into the cells.

Note: A single cell can contain 32,767 numeric or alphabetic digits.

Cells can hold information in text format, numerical data in different formats, and an infinite
number of formulas.

Normally, Excel formulas perform some specific operation based on the type of data stored in the
cell or a combination of data stored in a range of cells.

The results of a formula are qualified as dynamic and give the option to change if the content of
the cells or range of cells is modified.

These spreadsheets are very useful in the business world as they are used to present monetary
information, accounting, budgets, invoicing, tax calculations.

They are an excellent tool for presenting a summary and presenting the information in different
ways, always according to the user's interest.

These sheets allow you to interact with other sheets, take and refer to their values, or deliver
results.

The spreadsheet has the advantage of being able to interact with other applications to import or
export data, analysis, and results.

The information can also be sorted, filtered, and presented in a summarized or illustrated form
through graphs.

It allows the presentation of information through different graphs such as trends, scatter, bars or
pies.



Using an Excel document, it is possible to present summaries and flexible reports through its
dynamic tables.
It automates excessively repetitive computations.



Basics of an Excel spreadsheet

‘ Sheet1 | Sheet2 (+)

)l Lock

Sheet and Workbook

When you open an Excel document, the first thing you will find is the main sheet, where the work area
is defined. With several sheets related to each other, a workbook is formed.

Normally, when you open a blank Excel document, it immediately loads a sheet by default, and the
user can add sheets as needed.

The Excel sheets can be customized, giving them a name, a color or protecting them with a password.
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Title Bar
The title bar is located at the top of the screen and contains the name of the Excel file. In the case of

opening an Excel document, by default, it will have the name Book1. This will change once the file has
been saved and named.
Title Bar in Excel
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On the right side, we have the “close,” “minimize,” and “maximize” buttons. Also, you can see the
name of the user account linked to Microsoft. On the left side, you will find the shortcut toolbar. You can
customize it according to the functions you constantly perform.

The quick access toolbar helps to save time in actions that are usually done. Once they are identified,

instead of navigating through the menus to perform a specific action, you can have it available in this
section so that with just one click, it can be executed.

This is how you can start to be more efficient in the management of the Excel spreadsheet.
Book2 - Excel

File Home Insert Page Layout Formulas Data Review View Help
i
i X we | T e
Menu Bar or Ribbon

Among the options that have several menus, this bar is located specifically under the title bar, where
you can generally find options such as File, Home, Insert, Page Layout, Formulas, Data, Review, View,
and Developer (Programmer).

Each time we click on a menu, the options related to that selection are displayed. For example, in the

Insert menu, we can find options to insert a table, an image, a chart, etc.
Name Box
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You can identify the name of the cell or table selected or where the cursor is located from the name
box.

It is important to remember that the Excel program is made up of columns, which are named by
letters, and rows, which in turn are made up of numbers. At the intersections of rows and columns, the
cells are formed.

Every time we click on a cell, it is activated, and therefore, in the name box, it will show or identify
the name of that cell, placing the letter of the column and the number of the row, such as Al.
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Toolbar

Several toolbars in the program provide quick and easy access to frequently used commands. You will
automatically see the standard toolbar and the formatting toolbar when you open Excel.

In the case of the standard toolbar, there are widely used options for handling files such as Open, Save,
Print, Copy, Cut, Paste, Undo, Sort, Insert, etc.

The formatting toolbar contains commands to apply a certain kind of formatting to the cell or cells you
are working on. Also, you can find options such as Font, Style, Size, Alignment, Borders, Color, etc.

Formula Bar
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The formula bar facilitates the editing of data entered in the spreadsheet. Generally, this bar displays
the information or formulas present in the active cell. This information is necessary to give some editing
of the data or formulas contained in the cell or cells.
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Workspace of the Spreadsheet

The work area is the main area where data, text, images, graphics, formulas, etc., are to be entered and
formatted.

In essence, it is that grid area made up of rows and columns, and in turn, of cells where you work with
data, numbers, text, etc.

Status Bar

The status bar is located at the bottom of the Excel window and allows you to control what is
happening in Excel and with certain basic arithmetic operations.

Different options appear in this bar that you can customize by right-clicking and then selecting the
options you want to appear.

Options displayed in the status bar:

2Cell mode.

seelast fill in blank cells. Fast fill in modified cells. Signatures.

seInformation management policy. Permissions.



#eCaps Lock. Num Lock.

seFixed number of decimal places. Overwrite mode.

seeeEnd mode. Macro recording. Selection mode. Page number.

seAverage. Count.

seNumerical count. Minimum.

seMaximum. Sum.

seeload status. View shortcuts. Zoom slider.

sZo00m.

#Customize status bar.

Note: It is possible, and the user should be aware that some functions may not be available depending

on the version of Excel installed.

The information contained in a spreadsheet can be copied to other software packages within the suites,

such as the word processing package:

#2Open Office Calc as part of the Apache Open Office suite. Libre Office Calc variant of Open

Office.

#Gdocs Spreadsheet.

#Numbers, as an application integrated into Apple iWork.

#KSpread, the spreadsheet integrated into the KOffice Suite, known as the free Linux package.
#Corel Quattro Pro, from the Canadian Corel, integrated into the WordPerfect Suite.
#Gnumeric from The GNOME Project as part of GNOME Office.

Old or outdated spreadsheets:

#BCL or IBM's Business Computer Language, original 1963.

#eVisiCalc, for some the first business application spreadsheet, original 1979. US Railway

Association PLDOT modeling language from 1976.

#eBell Canada and AT&T's LAMPAR spreadsheet compiler, dating from 1969. Autoplan

programming language & Autotab GE from 1968.

#Lotus 1-2-3 from Lotus Development Corporation for IBM, released in 1983.



#StarOffice Calc, formerly Oracle Open Office integrated into StarOffice.






CHAPTER 4 - INPUTTING AND
CUSTOMIZING DATA ENTRIES IN
WORKSHEETS IN MICROSOFT
EXCEL



GETTING FAMILIAR WITH DATA
TYPES IN EXCEL

 Numbers or Numeric Values

The Numeric data type simply refers to numbers. It can be in decimal,
percentage, fraction, dates, or a specified currency. Note however that Excel
only supports input of fifteen (15) digits in its cells.

» Texts or Alphabets Data Types

This data type primarily consists of alphabets. Microsoft Excel detects
letters, numbers, and symbols, e.g. ampersand (&), percentage (%), as well
as whitespaces and tabs as supported text inputs. Excel however has the
limitation of only being able to display 1,024 characters in its cells.

The text data type can also be used for data labels, categorizing data,
and as data titles or headings.

* Logical (True/False) Data Type

The results of operations carried out with this data type can only yield a
True or a False. The logical data type is implemented when comparing data,
defining conditions or criteria, and then putting these conditions to tests,
and also for verifying data contained in cell locations. They are otherwise
known as Boolean functions.

* The Error or Invalid Data Type
This data type occurs when Excel detects an error in data entry.
* Formulas

Formulas are expressions in Excel that carry out specific mathematical

€—2»

operations. Formulas in Excel usually begin with the equality sign “=" sign.



INSERTING TEXTS AND VALUES IN
WORKSHEETS

* Inserting Numbers

Numbers can be entered manually in cells by placing your cursor on the
desired cell. Autofill can also be used to automatically populate cells when
dealing with sequential numbers or data. Just as for entering months of the
year as discussed in Chapter One, the



Autofill feature can also be used to populate rows or columns with
sequential numbers.

* Inserting Texts

Placing your cursor on a cell and typing in alphabetical characters is the
simplest way to insert texts in your data entry.

Also, using the Insert option present in the ribbon, click on Text and
then choose the Text box option. Highlight the inserted text box and drag it
to the desired position in your worksheet.

* Employing the Enter Mode

The enter mode in Excel makes a cell-active for you to enter data.
Double-clicking on a cell activates the Enter mode.



INSERTING TIME AND DATES IN
WORKSHEETS

* Dates and Times

A very easy shortcut to inserting current dates and time in Excel is as
follows:

 Rest your cursor on the cell you want the date to appear
 Use the following keyboard shortcut to insert the current date;

Ctrl +;
 To insert the current time, use the following keyboard shortcut

Ctrl + Shift + ;

Both date and time can also be entered in a single cell; simply ensure to
enter a space after using the first command, (Ctrl + Shift + ; SPACE Ctrl +
;). Any of these can be entered first.

Inserting Dates and Time That Can Update Itself

This involves writing an expression or a formula in the Formula bar.
Dates and times that can update themselves are essential when dealing with
data that requires whose time of occurrence is required to be updated in
real-time.

» Highlight the cell where the date would be entered
 Type in this expression into the formula bar



=TODAY()

 For time and date that updates itself:



=NOW()

Note that the date and time do not keep updating when the worksheet is
closed; the update only occurs when the worksheet is opened again or
recalculated.



EDITING THE CONTENTS OF A CELL

Erasing and Overwriting Data Written in a Cell



* Select the cell to allow Excel to immediately highlight the data in that
cell.

* Press the Backspace key on your keyboard or type in the correct text
to be in the cell to carry out an overwrite procedure.

« If multiple cell data is to be deleted, click and highlight these cells,
and press the Backspace key.

Fine Tuning Cell Data

* Select the cell to be edited or highlight the data in that cell

 Use the ribbon menu to perform edits such as fonts, font sizes, border
settings, etc.



NECESSARY PROCEDURES TO
KNOW WHEN ENTERING DATA IN
CELLS

Changing Cells Automatically After Entering Data Ensure to press the
Enter key on your keyboard after entering data in a cell to allow Excel to
highlight the next cell for you.

How Excel selects the next can be customized:

* Go to File

* Select the tab for Options

 Select Advanced from the left menu

 Ensure to check the box for the move selection after pressing
Enter

» Customize the movement direction in the next dropdown menu

Excel Options
L — (i Uncheck the box to keep
e Bl the active cell selected
- : after pressing Enter.
Data Editing optiops
Froofing o [w] After pressing Enter, move selection
e = Change the direction
Language [ Automaticatllly of selection after
o e pressing Enter.
[+] Enable fill (1 drag-a
Customize Ribban Alert befo wrting cells
Quick Access Toolbar [ Allow ed iting directly in cells
Add-ins [¢/] Extend data range formats and formulas
[¥/] Enable autamatic percent entry
Trust Center
[¥] Enable AutoComplete for cell values
[l Aisbmewmatiealh Elurk Eill

Highlighting Numerous Cells Before Entering Data

 Set your mouse cursor to the starting point of the cells to be
highlighted

* Drag your mouse to the desired stop.



Multiple cell highlights allow you to customize a large number of cells
at once.



USING KEYBOARD KEYS CTRL +
ENTER FOR INSERTING DATA IN
MULTIPLE CELLS AT ONCE

 Highlight the cells to be used
 Type in the data or formula in the top active cell
* Press the Ctrl + Enter keys

This action helps to avoid the stress of repeated copying and pasting of
data, especially if similar data is to be entered in more than one cell.

SWITCHING BETWEEN MODES OF CELL IN EXCEL The

current modes of a cell can be seen in the status bar, present at the
bottom of the Excel Window.

Three cell modes exist in Excel:

» The Ready Mode: This indicates a cell as dormant, awaiting being
activated or selected.

* The Enter Mode: This mode defines the cell as active to accept
input.

* The Edit Mode: This mode is initiated when a cell already
containing data is selected.

(HAEE MY Sheebl | 4 4 ¥ M| Sheetl f_ M 4+ M| Sheetl |

Enter | & | Edit._ | & | Point |




AUTOMATIC WAY TO INSERT
DECIMAL POINTS IN DATA

» Navigate to the File tab on the ribbon menu
* Select Options

* From the menu on the left, choose Advanced from the Options window
» Tick the box indicating whether to include decimal places in your data

* Set the number of decimal points to be included



IMPLEMENTING AUTOCOMPLETE
WHEN ENTERING DATA

AutoComplete simply means Excel gives you a/the suggestion of the word
you are typing while still typing. Common examples occur when typing
days of the week, or months, etc. AutoComplete suggestions also come up
when Excel detects duplication of a word or number already entered
previously. However, do not accept



AutoComplete suggestions in cases of duplication if that same particular
data will no longer be entered.

Implementing this feature can be done by pressing Enter on your
keyboard when Excel brings up the suggestion. The AutoComplete feature
can either be turned on or off by navigating to the Advanced tab from the
File tab.



CUSTOMIZING THE APPEARANCE
OF TEXTS ON NEW LINES IN A CELL

[ A B C D | E F |
1 |Indiana lones, professor of archaeology, created by George Lucas

[Alt + Enter]

___aY 8 |
!Indianajones,
{professor of archaeclogy,
1 |created by George Lucas

This procedure is also called line breaking. It can be executed by either
selecting the Wrap Text option on the Home tab or by using keyboard keys
Alt + Enter where you want the line breaks to be.
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IMPLEMENTING AUTOCORRECT

Numerous options and configurations exist in Excel for AutoCorrect actions
depending on necessity and the type of data being handled. All of these can
be accessed and configured by navigating to the Proofing tab from File
options.

The simplest form of implementing AutoCorrect in Excel works like the
Find and Replace process. What certain inputs are replaced with can be
decided and what suggestions are brought up for them when entering data.



INSERTING FRACTIONS IN EXCEL
CELLS

» Highlight the cells where these fractions would be entered

* Select the Dialogue Box for numbers icon in the ribbon menu
* Choose Fractions from the Number tab on the window that
appears
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» Choose the desired fraction type to be implemented



IMPLEMENTING FORMS WHEN
ENTERING DATA

Using a form to enter data in Excel requires you to first include it in the
Quick Access Toolbar.

» Make a right-click on any icon on the toolbar and select the option to
customize the toolbar.

* Select the option for All Commands and click on Forms. Click on
the add button to include it in the toolbar.

ol E‘E Customize the Quick Access Toolbar.
Farmulas _
Choose commands from: L C
| All Commands » |_
Proofing
Save Forecast = k
=] Forecast Sheet H
gt Form... o LS
Ease of Access E; Format 4
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Customize Ribbon Format Cells
‘32; Format Chart
Quick Access Toolbar v Format Graphic.. ]
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2l [# Format Picture
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4 Format Text Effects ———
Formula Auditing [ << Remove
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 Select any cell in your worksheet where you want the form action to
take place. Select the Form icon recently added on your Quick Access
Toolbar.
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FORMATTING NUMBERS IN EXCEL

The Automatic Number Formatting Option

« Highlight cells containing the numbers to be formatted
* Click on the icon for AutoFormat in the Quick Access Toolbar
* Select the desired template to be applied and select OK



AutoFormat
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Accounting 1

Options.., |
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Using the

Ribbon Menu to Format Numbers

» Highlight the cells to be formatted
* Select the Dialogue Box icon for numbers in the ribbon menu

» Choose number formatting option to be applied from the Number tab

window

This process is also how to use the dialogue box known as Format

Cells to determine number formats. The tab to format numbers is housed by
the Format Cells window.

Shortcuts on Keyboard to Format Numbers The Number tab window

can be launched by pressing keys Ctrl + Shift + Number key (any number
at the top of the keyboard).

Also, particular keys can apply certain number formats, e.g.:

» Ctrl + Shift + ~ keys to apply the General number format

 Ctrl + Shift + 1 keys to apply the Number format
» Ctrl + Shift + 2 keys to apply the format for Time

» Ctrl + Shift + 3 keys to apply the format for the date.



Including Your Custom Numbers in Excel
» Navigate to the Format cells window and select Custom Numbers
from the Number tab

« Enter the format type in the box provided and click on OK
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Type the number format code, using one of the existing codes as a starting point.

[ ok || cance |

1 2 3 4
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#,#H0.00; (#,##0.00); "-'; [Magenta] @ An example of a custom format type is
as follows:

Generally, the number formatting types in Excel are of four
components:

* The POSITIVE component
* The NEGATIVE component
* The ZERO component and,
* The TEXT component

These components are denoted in the above image. Summary

This chapter explained the input types present in Excel and how these
can be customized and formatted. How forms can be used to easily enter
data was discussed, as well as the use of custom numbers to aid data entry.
The cell modes in Excel were also examined and how to work around the



contents of cells using AutoComplete and Autofill which saves time when
entering data having multiple duplication instances were also examined.






CHAPTER 5- CARRYING OUT SIMPLE
OPERATIONS IN YOUR

WORKSHEET



BASICS OF EXCEL WINDOWS

Basic operations that should be known about Excel windows include how
their sizes can be adjusted, movement of the window, how these windows
can be switched and then closed.

Changing Size and Moving the Excel Window

Resizing the Excel window can simply be done by taking your mouse
cursor to the extreme top right of the window and then clicking on the
Minimize icon (usually the middle icon). Clicking on this icon again
maximizes the window.

An Excel Window can be moved about after being minimized by
holding down and dragging the title bar of the window with the left button
of your mouse.

Click and drag on the Title bar to move the Excel Window
inside Windows Operating System screen
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Switching Among Multiple Excel Windows

Before you can switch windows or workbooks in Excel, these windows
must first be opened. A simple keyboard shortcut is all you need to perform
this switching operation:

Use Ctrl + Tab or Ctrl + F6.



Navigating to the View tab and then selecting the drop-down option to
switch between windows can also be used.
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Closing Excel Windows
Move your mouse cursor to the Close icon at the top far right of the

workbook.



ACTIVATING EXCEL WORKSHEETS

The VBA module in Excel can be used to activate worksheets. Press key
Alt + F11 to open the VBA code editor window. While in the window, enter
the following code:
Sub Activate_Sheet() Worksheets(“Project1”).Activate ‘Or
Sheets(“Project1”).Activate End Sub
This code activates Excel sheets based on the name of the sheet. You
can also activate the sheet by referring to the sheet number with this code:
Sub Activate_Sheet_BasedOnIndex()
Worksheets(1).Activate ‘Or
Sheets(1).Activate
End Sub INCLUDING ADDITIONAL WORKSHEETS IN YOUR
WORKBOOK
Above the status bar in the Excel Window, click on the + icon beside
the default available sheets to create new sheets. As many sheets as wanted
can be added to your workbook.
14 |
15 |
16 |
17 |
18 |
19

_m_l—\ sheet1 | [

Ready & Mew sheet




The Insert menu can also be used in the Home tab. Just select the
Insert drop-down menu and choose the option to insert new sheets.
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ELETING
EXCESS OR

UNWANTED WORKSHEETS

Make a right-click on the worksheet to be deleted and select the delete
option. You can also navigate to the Delete menu in the Home tab and then
select the option to remove the sheet. Ensure that you’re on the sheet to be

deleted when using the Delete menu option.




CHANGING THE NAME OF
WORKSHEETS IN EXCEL

» Make a right-click on the worksheet to be renamed and select
the

Rename option
» Enter the desired name

You can also make double-click on the sheet number above the status
bar to perform the renaming process.



REARRANGING SHEET
ARRANGEMENT IN A WORKBOOK

» Make a right-click on the worksheet to be moved

* Select the Move option and then select a desired direction from the pop-
up dialogue box.

Another method is to simply hold and drag the desired sheet with your
mouse to your wanted position.



SHOWING AND HIDING
WORKSHEETS

» Right-click on the desired sheet and select the option to either hide or

unhide the worksheet.
The Format tab in the Home menu can also be used. Select the option

to hide or unhide from the menu and select appropriately from the next
attached menu.
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ADJUSTING
THE EXCEL WINDOW RESOLUTION
OR VIEW

Increasing the View Size of Your Workbook

» Excel workbooks and windows can be made larger by zooming in on
the screen. At the bottom of the window, beside the status bar is a zoom bar
that can be dragged to zoom in and out of the window.

* The View tab can also be used where you can enter zoom values in
the Zoom box, or select options from the dropdown menu.
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Making Worksheets Visible in Several Windows

* First, open a workbook and then navigate to the View tab

Select the option to open a new window.
* Select the worksheet to be opened in every new window you
open

* Select the option to arrange these windows in the View tab after opening
all desired worksheets

* Pick a suitable view arrangement
Checking Worksheets in a Side-by-Side View

« First, open a workbook and then navigate to the View tab

* Select the option to open a new window.

* Select the worksheet to be opened in every new window you
open



« After opening all worksheets, select the option to open these
worksheets beside each other.
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* You can also scroll through both of the worksheets by turning
on



the option to scroll synchronously. Dividing Worksheets Windows
into Sections First highlight the cell where the splitter would start from,
then go to the View tab and select the Split option

Freezing Actions in Excel Worksheets

Rows, panes, and columns in Excel can be frozen to retain their view
and content. Simply select the option for freezing panes in the View tab and
select the desired option.
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e Freeze First Column
Hﬂ Keep the first column visible while scrolling
through the rest of the worksheet, Using the

Watch Window
» Choose the cell to be watched and then navigate to the

Formula

tab

Select the option for watching a window



* Select the option to add a watch to the desired cells
» Choose these cells in the dialogue that appears and select Add
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USING ROWS AND COLUMNS

Inputting Columns and Rows in Worksheet
* Select the point where the new row or column is to be inserted

» Navigate to the Insert menu in the Home tab and select a suitable
insert option
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& Izt Shest Erasing Columns and Rows in Worksheet
 Highlight the row or column to be deleted and make a rightclick click

* Select the Delete option
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Size of Columns and Rows in Worksheet

» Take your cursor to the edge of the column or row to be resized and

Alternatively, navigate to the Delete
menu in the Home tab and choose a suitable delete option. Adjusting the

ensure the cursor changes to the scaling arrow

* Drag the row or column to the desired size

The Format menu in the Home tab can also be used. Select this menu

and choose a suitable option to adjust or AutoFit row and column size.
Showing and Hiding Columns and Rows in Worksheet

» Highlight the row or column to be removed or put into view

» Navigate to the Format menu and select the appropriate option for

hiding or viewing rows and columns
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You can also make a right-click on any row and column to either
remove or put them in view.

Summary

This chapter discussed and itemized how basic and easy operations can
be carried out in Excel to help understand better how to navigate



around worksheets and workbooks. Also, multiple options and
procedures on customizing your worksheet view, rows, and columns to
decide what you see and how you see them were examined.






CHAPTER 6- USING RANGES AND
TABLES IN EXCEL CELLS AND
RANGES SELECTION

Selecting cells in ranges or blocks makes simultaneous input of data into
these cells possible. This selection can easily be done by a continual press
of your mouse’s left button to drag and select desired cell ranges.
Alternatively, the Shift key can be pressed down while you use the arrow
keys or mouse to select a cell in any direction.
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Highlighting Full Rows and

Columns
Two ways exist to do this, you can either:

e Click on the row number or the column letter

» Use the name box to enter the row number or the column letter to be
selected e.g. C:C to select column C, 2:2 to select row 2, B:F to highlight
columns B to F, etc.

Highlighting Cells Having Ranges That Are Noncontiguous or Non-
adjacent

Highlight the first set of cell ranges you need, hold down the Ctrl key
on your keyboard and then use your mouse to select the next ranges of cells.
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The complete workbook can also be highlighted by clicking on the
corner icon beside the row and column.

Highlighting Ranges in Multiple Worksheets

» Navigate to the tab where you have your sheets listed in the Excel
window. This tab is usually just above the status bar.

* Press down the Ctrl key on your keyboard and use your mouse to
select additional sheet(s)

* In the currently opened sheet, select desired cell ranges. This action
highlights this cell ranges both on the opened sheet and on the previously
selected worksheets.

Highlighting Particular or Special Cells The Conditional
Formatting menu is used to highlight specific cells in Excel.

» First, select the cell ranges to which the formatting would be applied
(this is usually your data area).

» Navigate to the Conditional Formatting menu in the Home
tab

* Select the option for highlighting rules in cells
* Select the option to specify text rules to be checked for

 Type in the word Excel should look for to highlight the cells
containing such word in the pop-up box

e Select OK

A customized rule for formatting can also be defined by selecting the
New Rule option in the Conditional Formatting menu.
Highlighting Cells by Search Action



 Highlight the cells or data where this action will be applied

* Navigate to the Conditional Formatting menu in the Home
tab

* Select the option to create a new custom rule

* Select to implement a formula for the formatting operation in the
dialogue box that appears

« Enter the corresponding formula related to your previously selected
cell, e.g. =A4=$B$1

* Select the Format button and then define how the formatting



would be displayed in the next tab
 Click on OK

You can now type and search keywords in the B1 cell. Corresponding
cell search results would then be highlighted as configured.



MOVING AND COPYING ACTIONS
FOR CELL RANGES

Using the Ribbon Menu for Copying
» First, highlight the ranges of the cell containing the data to be copied
» Navigate to the Home tab on the ribbon menu and select the copy
icon

* Select the cells where you want the copied data to appear
* Select the option to paste on the ribbon menu

Using Shortcut Keys for Copying
« First, highlight the ranges of the cell containing the data to be copied

* Hold down key Ctrl + C on your keyboard
* Select the cells where you want the copied data to appear
* Press Ctrl + V keys on your keyboard to paste the data

Employing Shortcut Menu Commands for Copying Data
« First, highlight the ranges of the cell containing the data to be copied

* Make a right-click to bring up the shortcut menu
* Select the Copy option
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* Select the cells where you want the copied data to appear
* Make a right-click on these newly highlighted cells and select
the

Paste option
Using the Drag Arrow Technique for Copying

» Highlight the ranges of the cell containing the data to be copied

* Place your mouse cursor at the edge of the highlighted cells for the
move cursor to come into view
You can then drag and drop the cells in the desired destination



Copying Data to Adjacent Cells Simply select the destination cells
and use keys Ctrl + R
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Data Copying Actions from Cell Ranges to Another Sheet

« Highlight the ranges of the cell containing the data to be copied and
copy them using any desired technique

» Navigate to the tab containing the sheet list and select the destination
worksheet

* Paste the copied data in any location on the opened worksheet

Using the Clipboard for Pasting Action

A simple way to carry out this process is by using Ctrl + V to paste
previously copied data in the Clipboard to desired cells. But to use multiple
copied data in the Clipboard:
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» Navigate to the Home tab and
select the Clipboard icon to open its dialogue box



* Select the data needed in the Clipboard list

Pasting Data with Unique Techniques
» The unique or special pasting option in Excel copies every attribute of
the selected cell. It pastes data along with every formatting



previously applied.

 After selecting and copying your data to the clipboard, navigate to the
Paste button in the Home tab

* Select the drop-down icon below the button to see additional paste
options to configure how your data gets pasted

* You can then also select the option to paste your data in special forms.
Keyboard shortcut Alt + E + S + V can also be used.

These actions open the Excel dialogue box for special pasting
configurations.
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Executing Mathematical Operations without Formulas

 Highlight the cells containing the data on which a mathematical
operation is to be performed

* Open the dialogue box for pasting using either the ribbon menu or the
keyboard shortcut

* Select any needed mathematical operation from the dialogue
box
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How to Skip or

Ignore Copied Blank Cells and Spaces

In the paste dialogue box, select the box indicated to ignore blanks and
choose the OK button

Transposing Ranges

This gives the inverse of copied data. It can be expressly seen when
dealing with Boolean results. To transpose copied ranges; in the paste
dialogue box, select the box indicated to transpose ranges and choose the
OK button.
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NAME ATTRIBUTES IN RANGE

OPERATIONS

Giving names to ranges of cell help to point to them when executing
formatting or mathematical operations.



HOW TO ASSIGN NAMES TO RANGES

Using the Name Box



 Highlight the ranges to be named

» Navigate to the box for names beside the formula bar and type in your
desired name

SALESREP v | fx

 This name is applied to the entire workbook for that cell range.

Employing the Dialogue Box for Assigning New Range Names

* To restrict range names to only a particular worksheet, use this option
to define a range name in the Formula bar.

» First, select the cell range to be named and navigate to the option to
define a name in the Formula bar

« In the dialogue box that appears for new names, enter an appropriate
name and set a restriction level for the name

* Select the Ok button
Using the Dialogue Box for Selection

» Highlight the whole data you have on your worksheet
» Navigate to the option to create a selection in the Formula bar
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This technique chooses names for ranges from what you have on your
worksheet. Range names do not support blank spaces; they are usually
replaced with underscores.



WORKING WITH NAMES IN RANGES



In case you have a lot of range names already created in your worksheet,
these names can be edited and managed using the Manager for Names in
the option for defined names found in the Formula tab. Keyboard keys
Ctrl + F3 can also be used to access this Manager.

While in this Manager, you can select to add new names, edit existing
names, or even delete them. Select the OK button to save all changes.



GIVING COMMENTS IN CELLS

To include comments in your cells in Excel, simply right-click on that cell
and select the option for inserting comments.
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Formatting Cell Comments

 Right-click on the particular having the comment to be
formatted
* Select the edit option

 Highlight specific words in the comment to be formatted or select the
edge of the box housing the comment to format the entire comment.
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o Configuring the Shape
of the Comment Box

 Right-click on the particular having the comment to be
formatted
* Select the edit option



* Select the edge of the box housing the comment

» Choose the option to edit shape in the Quick Access Toolbar and
select the desired shape

» Make a click outside the comment box to apply changes
Reading Cell Comments
» Navigate to the Review tab on the ribbon menu

* Select the option to show every comment. This option displays all
available comments in the entire workbook.

» To remove these comments from view, click again on the previous
option.
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S Hiding and Un-hiding Cell

Comments

 Right-click on the particular cell having the comment
* Select the option to either hide or show the comment
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Clipboar Hide Commen ﬁ

] Eormat Cells...
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Al 1 Define Name.. Editing Cell Comments Following the
procedure for formatting cell comments, you can use the font menu on the
ribbon tab to make all edits to comments.

Erasing Cell Comments Right-click on the particular having the
comment and select the option to delete the comment

B2



USING TABLES IN YOUR
WORKSHEET

Excel tables can be quite tricky because the worksheet itself already looks
like a table. After paying careful attention, however, users find out
implementation of Excel tables is not tasking.

Getting Familiar with the Layout of the Excel Table Header Rows
in Excel Table

The header row in the Excel table is present at the top row of the table.
It holds the name of the table column. Header rows can be easily created by
freezing these panes on the View tab. It is good practice to add color to your
header rows to set them apart from the body of the table.



The header row can also be hidden or shown by selecting the table and
navigating to the Design tab in the Table Tools menu. Select the option for
this configuration.

The Table Body This is the area below the header rows where you can
enter your data.

The Row for Summing Operations

A row to perform summing operations can be added to your table by
navigating to the Design tab in the Table Tools menu. Select the box to
include this in your table.
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Changing the Size of
Tables

Selecting the table and placing your mouse cursor on the enclosing line
for adjusting the size of the table is all you need to do. Simply ensure your
cursor changes to the double-edged arrow before dragging the resizing box.



CREATING EXCEL TABLES

» Highlight a cell as the starting point of the table



Navigate to the Insert tab and select the option for tables
» Determine the range of cells across which the table would span
* Indicate if your table contains headers

B3 = E| X « [ H Region

Where is the data for your table?
=$A$3:5HS9|

| 1-Apr

1-Apr My table has headers
2-Apr
2-Apr

Cancel

! E-Ap_r
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* Select OK when done



ADDING DATA TO YOUR CREATED
TABLE

Select cells and enter your data. Both texts and number values can be
inserted.



FILTERING AND SORTING
OPERATIONS IN EXCEL TABLES

Sorting Operations in Tables

* Select the drop-down icon for filtering and sorting in the Home
tab
* Select a sorting option in the available menu
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Filtering Operations in
Tables

* Select the drop-down icon for filtering and sorting in the Home
tab
* Select the Filter option

This selection puts an arrow beside your column headings. Click on this
arrow to perform filtering operations according to the provided menu.

Performing Filtering Operations Using Table Slicers

* Navigate to the Design tab in the Table Tools menu and select the
option to insert a table slicer

 Tick the boxes containing your table header to select the fields to be
filtered.
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* Click on OK when done

Configuring the Appearance of Your Table
Select specific areas or fields in your table to edit the font or add a
background or font color. These changes can be made on the Home tab.
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This chapter explained the operations that can be carried out in Excel
cells according to ranges. Various techniques of selecting and copying data
in cell ranges, the addition of comments, how they can be edited and
configured were also discussed. Creation of Excel



tables, their layouts, and how simple operations such as filtering,
sorting, editing the table appearance was examined.






CHAPTER 7 -FORMATTING YOUR
WORKSHEETS

Formatting Worksheets Using Tools from the Home Tab
The ribbon menu of the Home tab is the most common way to format
worksheets. Numerous formatting options are accessible in this tab.
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Formatting Worksheets Using the
Mini Toolbar



The shortcut menu that comes up by right-clicking on cells or items
holds some formatting options for your worksheet.
This mini toolbar holds the following tools for formatting:

» Font tools

+ Alignment tools
* Number tools

* Clipboard tools

The Quick Access toolbar also holds formatting tools for your
worksheet. Not all commands are however present by default on this
toolbar, leaving you to manually add them when needed.

Formatting Worksheets Using the Dialogue Box for Formatting
Cells



The dialogue box for cells formatting can be accessed by selecting the
option for cell formatting in the Home tab. This dialogue box holds several
tabs to format numbers, alignment, font, etc.

Format Cells

9
Currency

gﬁmtiﬂg General format cells have no specfic number format,
Tirne
Percentage
Fraction
Scientific
Text
Special
Custom




CARRYING OUT FORMATTING
OPERATIONS IN YOUR WORKSHEET

Changing Fonts in Your Worksheet

Select any desired font from any of the tools previously highlighted.
Font style and font sizes can both be formatted. You can also make your
texts bold or italicize them during this formatting process.
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Alignments

This formatting operation allows you to decide how you want your data
to appear and how they are arranged.

Alignment in Horizontal Direction

Three options exist for horizontal alignment of worksheet text or data:

* Left alignment
 Center alignment
» Right alignment



Alignment in Vertical Direction Three options also exist for vertical
alignment of worksheet text or data:

* Alignment to the top
+ Alignment to the middle
* Bottom alignment

Text Wrap Formatting

This can simply be done by selecting the option to wrap texts in the
Excel Home tab. This formatting option allows all text to be made visible
in a cell.
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“Worksheet Merge Formatting First,
select the cells to be merged and then navigate to the merge option drop-
down menu in the Home tab



Aligning Texts to Angles

Select the drop-down menu to change text orientation. This menu gives
you options to rotate your worksheet texts in directions suitable to your
data.
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ADDING

COLORS AND SHADES TO YOUR WORKSHEET

You can add color to your worksheet background or fonts. Select the
appropriate color icon under the font menu. The additional color option can
also be used to get access to a variety of colors.
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* Select the drop-down menu for borders and select a desired border option
from the displayed list. You can add colors to borders by selecting the
added border and then clicking on the icon for Fill.
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IMPLEMENTING CONDITIONAL
FORMATTING IN WORKSHEETS

Defining the Conditional Formatting to be Applied
« First, highlight the ranges of the cell to which the rule will be applied

* Select the menu for Conditional Formatting in the Home tab

@ l} @ Mormal Bad Good Meutral
Conditional| Format as | Calculation | [SIER3WSINNN] Explanatory ... =

Formatting x| Table =

Styles

 Select any rule as suitable for your data

Implementing the Conditional Formatting Rule for Graphics The
Data Bars

 Highlight the cells where the formatting rule will be applied.

Ensure not to highlight cells for summing operation.
» Navigate to the Conditional Formatting menu and select the option
for Data Bars

* Select the desired fill for your bar
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S The Scales for Color

 Highlight the cells where the formatting rule will be applied

» Navigate to the Conditional Formatting menu and select the option
for scales for color

* Select the desired fill for your scale

| A B

| 26
2 | 37
3 9
4 I 80
5 | 36
6 | 15
| 50
8 |

The Sets of Icon
» Highlight the cells where the formatting rule will be applied

» Navigate to the Conditional Formatting menu and select the option for
scales for color
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* Select the desired icon for your data

DEFINING FORMULA FORMATTING RULES Formulas can

be defined for conditional formatting by selecting the New Rule option
in the Conditional Formatting menu. Relative and Absolute Cell
References

« Relative: This method of referencing cells causes a change in the
formatting with reference to the location of the row or column. It is defined
without the dollar sign, e.g.: B1.

» Absolute: This method of referencing cells does not cause a change
in the cell formatting with reference to the location of the row or column. It
is defined with the dollar sign, e.g.: $B1.



EXAMPLES OF FORMULAS IN
CONDITIONAL FORMATTING

Formula to Select Weekends



 Highlight the cells where the formatting rule will be applied, usually a
date data

» Navigate to the New Rule option in the Conditional
Formatting

menu

I;_:lﬁ Mormal

Conditional Format as |Jal) (=i
Formatting = Table -

Manage Rules..,

* In the resulting dialogue box, select the option to implement formulas
for cell formatting

 Type in this formula with respect to the cell ranges highlighted:



- e ——

' Mew Formatting Rule £ 3
Select a Rule Type:

» Format all cels based on their valuss

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average

» Format onfy unigue or duplcate values
» Lise a formula to determine which cells to format

Edit the Rule Desciption:

Format values where this formula is true:

[

Preview: Mo Format Set

Lok [ concel |

=WEEKDAY(C3,2)>5



« Select the Format option and configure how the formatting results

would be displayed
[ Format Cells 2] = J]
[ number | Font [ Border | Fil |
Background Colorn: Pattern Color:
l Mo Color | | Autamatic E
ONONEEDEED Eatiein Shte
BEEOG@EOD l EI

[ Fill Effects... ] [ﬁnm Calors... ]

sample
g &
Colors L?_ﬂ m
Standard || Custom ' oK
| —
Colors: [m ‘
p— 1 =

| Color mogel:
Red: 150 e B
1| s
3 Blue: 99 El |
] Current

* Select OK when done



A B C p | e | F | e | w |

1
2 Weekday  Date

3 Man 112018
4 | Tue 1/2/208
5 Wed 1/3/2018
6 | Thu 1/4/2018
7 | Fri 1/5/2018
8 sat 1/6/2018
9 | sun 1/7/2018
10 Mon 1/8/2018

1 | Tue 1/5/2018
12 | wed 1/10/2018
13 | Thu 1/11/2018
14 | Fri 1/12/2018
15 Sat 1/13/2018
16 | Sun 1/14/2018
17| Man 1/15/2018
18 | Tue 1/16/2018
19 | wed 1/17/2018
20 Thu 1/18/2018

Selecting Rows Depending on Values

* Select the option to implement formulas for cell formatting in
the

New Rule dialogue box
 Type in this formula with respect to the cell ranges highlighted:

=$C2=“Bob”
* Select the Format option and configure how the formatting results
would be displayed

* Select OK when done



A B L. D E F
1 | Date Item Sales Rep Quantity Price Commission
2 01-07-2018 Projector Bob 13 150 11%
3 01-07-2018 White Board  |Mark 8 40| 5%
B 02-07-2018 White Board %5tace'n_.r 7 40 7%
5 DE—U?—EDlEIWhite Beard El‘v'lark 18 40 E%.
b 05-07-2018 Office Chair éStacey 19 230 6% |
7 05-07-2018 Projector !J.c:lhn 4 150 10%
8 08-07-2018 Printer Bob g3 80 6%
9 10-07-2018 Printer Laura 16 80 2%
10| 10-07-2018 Office Chair | Mark 15| 230 9%
11 10-07-2018 Diary Bob 15 16 1%
12 | 10-07-2018 Office Chair  |John 7 230 2%
13 13-07-2018 Diary |Laura 23 16 11%|
14 | 17-07-2018 White Board  Bob 20 40 5%
15| 17-07-2018 Office Chair | Mark 9| 230 3%
16 20-07-2018  White Board iSta_cey 23 40 6%
17 20-07-2018 | White Board iStacev 4! 40| 5%

Using Shading for Alternate-rows

* Select the option to implement formulas for cell formatting in

the

New Rule dialogue box

 Type in this formula with respect to the cell ranges highlighted:

=MOD(ROW(),2)
+ Select the Format option and configure how the formatting results
would be displayed

* Select OK when done



Inserting Shading for
Checkerboards

* Select the option to implement formulas for cell formatting in
the

New Rule dialogue box
 Type in this formula with respect to the cell ranges highlighted:

=OR(AND(ISEVEN(ROW(A1)),ISEVEN(COLUMN(A1))),AND(ISO
DD(ROW(A1)),ISODD(COLUMN(A1))))

* Select the Format option and configure how the formatting results
would be displayed

* Select OK when done



@EE@9-wo-|= Ronkl < il

W Insert Page Layout Faormulas Data Review Wiaw

;cm Calibri . Y i -l B SiwnepTed General
Copy = | =
e o | B 1 U E7| 9 A EFF EE Bhescaceres § % 5

Clipboard Ia

| w5~ (SR

a6 REREE e =~ elulalwinm, |
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&
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]

H 4+ M| Shestl . Shee Sheet3

Formatting a Set of Rows to be Shaded
« After entering your data, you will have to include a cell to denote odd

and even cells to form groups

W]

!

* Select the option to implement formulas for cell formatting in
the

New Rule dialogue box
* Click on Ok and enter this formula in the respective box

=ISEVEN($E2)



=ISODD($E2)
* Select OK

These formulas are to be entered one at a time.
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| |
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e |—| e T
Fagde {apphed in order ghosn)  Format Apphes
Formul: =ISEVEN{3ET)
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1
2
FX
3
3
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MANAGEMENT OF RULES FOR
CONDITIONAL FORMATTING

Navigate to the option to manage your formatting rules in the
Configuration Formatting menu. Select the rules to be managed and save

accordingly.

3-manage-conditonal-forma.. Kayla (laypool

Fili Home  Insert  Draw Page Layout  Formulas  Data  Review  View  Help 9O Tell me 2

5| calibri i -] | === % | [cenent || [EEConditional Fnﬁnaning':@ o

LS BTILU- A"&"| =E=1 Farmat as Table =
Paste g = ;. Fal § :_ :_ B_£| Highlight Cells Rules * ol Sty Ee'!ls Ed.::ng
Clipboard = Font | Ilignr B-@ Top/Bottom Rules  * Shyles A
E2 | i 6,602 -
A A , B | g Hict] outaBars E 5 G []
1 |Agent ID First Last es

Color Scales ¥
| 1 loel Melson E h 6,602 @
38 2|Louis Hay | EH jconses , 8,246
4 3| Anton Baril 13,683
5 4 Caroline  |lolie | BewRule 14,108
6 | 5| Daniel Ruiz B¢ Clearfules ' | 7,367
7| 6 Gina Cuellar = ““".""9*5‘“‘*"‘,‘@ 7,456
Pasting and Copying of Cells with Rules for Conditional
Formatting

» Highlight and copy formatted cells, then select the option to paste the
data in a special form



ICi.;:uu::rl L YR A 3 Y Y
= e, 60 00
re Physics B I [S1& v & v i v % 3¢
78 |
)L Cut

2 [El Copy

hsiic|

g! Lﬁlfl Paste Options:
9

N 3' fﬁﬁ!ﬁxﬁ’%@v

1
2 l Paste Special... ?

4 0O Smart Lookup

Insert Copied Cells...
 Select the Formats option in the resulting dialogue box and select



OK



Paste Special ? X
Paste
Q al O an using Source theme
O Eormulas O All eycept barders
O Values O Column widths
| O ch_r_[n_'[a;_s_ (O Formulas and number formats
ﬁumment;; and Notes O Valyes and number formats
O validation O All merging conditional formats
Operation
None Multiply
Add Divide
Subtract
D Skip blanks D Transpose
Paste Link (8] 4 Cancel
Erasing

Conditional Formatting Rules

Navigate to the formatting rules manager and select the rule to be
deleted. You can also use the option for clearing rules in the Conditional
Formatting menu.



. ) [ | g=Ilnset~  E - 3
; =l
3 | i 77 &
& Delete ~ | [l #
Conditional | Format Cell . Sort & Find &
Formatting =|as Table = Styles = | E Format~ | &2* Filter~ Select -
o | Cells Editing
= i
L-..;ﬂ Highlight Cells Rules » |
| e J
L LJ% Top/Bottom Rules > | T
' :' Data Bars ¥ l
|
@ Color Scales » l
!
b |
Ei' Mew Rule...
2> Clear Rules » | Clear Rules from Selected Cells |
IE Manage Hules... Clgr Rules from Entire Sheet
Cledar Rules from This Table

Clear Rules from This PivotTable

Identifying Cells

Having Rules for Conditional Formatting

 Select any cell in your worksheet. You can also select a cell having a
particular formatting rule to find that particular rule

» Navigate to the Go To option in the Find tab which can be found in
the Edit menu

 Select Special and then choose the option for Conditional
formats



APPLYING DEFINED STYLES FOR
FORMATTING

Applying the Styles
Styles for cells can be selected and applied from the group for styles in
the ribbon menu. Clicking the drop-down menu icon shows additional style
options.
Good, Bad and Neutral
MNormal Bad Good Meutral

Data and Model

|{a!ru|a’rinn |ﬁh-‘-ﬁ?.‘~.‘§:‘:-1i= | Explanatory... |Input Linked Cell
Output Warning Text

Titles and Headings

Headinﬁl Heading 2 Heading 3 Heading 4 Title
Themed Cell Styles
20% - Accentl 209 - Accent2  20% - Accent3  20%- Accentd  20% - AccentS

40% - Accentl | 40% - Accent?2  40% - Accent3 | 40% - Accentd | 40% - AccentS
Configuring Custom Cell Styles



* In the drop-down menu for additional style options, select the option

to create a new style
Titles and Headings

_ Haading 1 Heading2 Heading 3 Heading 4 Title
_ Themed Cell Styles
20% - Accentl  20%- Accent2  20% - Accent3  20% - Accentd  20% - AccentS

[20% - Accentl | A40%- Accent? 40%- Accent?  40%- Accentd  40%- AccentS

| 60%- Accentd  [60%- Accents

Comma Camma [0] Currency Currency [0] Percent

Mumber Format

Bl New Cell Style...
[ ﬂ Merge Styles... L}

» Supply a name for the new style and set other necessary
configurations

Style 4 pud

Style name: |Exu| Easy

Format... .

Style includes
Number  5#=£0

Alignment Horizontal Center, Bottom Aligned

[+ Font Arial 11, Background 1
[C] Border

Fill shaded
CiProtection;

oK t I | Cancel

* Select OK when done

Changing a Style’s Configuration

Make a right-click on the style to be modified and select the appropriate
option



Style [ *

Stylen ame: | MNarmal

Style includes
E MNumber: General

E| Alignment: General, Bottom Aligned
[+] Font: Calibri [Body) 11, Text 1

[+] Border: Mo Borders

[ Fill: Mo Shading

[ Protection: Locked /ICombining Styles from Various

Workbooks
« First, keep the specific workbook having the desired cell styles

opened

* Go to the workbook where these styles would be pasted or
merged

* Select the drop-down menu for styles and click on the option to merge

the styles
Good, Bad and Neutral
[Ijurrr_ﬁl_ ] l Bad Good Neuwtral

Data and Model
Calculation (4T o [ Explonatory... Followed Hy... Hyperink
Linked Cell Note DOutput I Warning Text

Titles and Hnad'r.lg.s
Heading1 Heading 2 Heading 3 Heading 4 Title Tatal

Themed Cell Styles
20% - Accentl  20% - Accent2 209 - Accent3  20%- Accentd  20%- AccentS  20% - Accentf

40%-Accentl  40%-Accent2  40%-Accent3  40%- Accentd  40%- AccentS  40%- Accents
60% = Accentl | [60% - Accent? | 60%- Accent3 | 60%- Accentd  [60%- Accents | [60%- Accentt |

Number Format

Comma Comma [0] Currency Currency [0] Percent
B Hew Cell Siyle...

E| [derge Styles...




» Select the appropriate workbook for the styles in the resulting
dialogue box



Merge Styles ? XK

Merge styles from:
testl.adsx

Choose an open workbook to copy its cell styles into
this workbook.

i oK . Cancel

* Select OK

Using Templates for Managing Cell Styles

Worksheet templates or themes determine how cell styles appear on
your worksheet. It is therefore of good practice to first apply your
worksheet template before using cell styles.



WORKING WITH THEMES FOR
YOUR WORKBOOK

Employing Themes in your Worksheets
Navigate to the tab for Page Layout and select the option for
Themes or Colors



HOME INSERT | PAGE LAYOUT
Aa . Colors~ E % ID i i
[A]Fonts= r
= Margins Orientation Size  Print EBr
|| Effects = & = - Area =
Aa Aa Aa Aa
aEET . (=8 -] 1= mEETOE0 E EEE
Office Facet Integral lon =
Aa Aa_ [ |Aa Aa_|
o om omEme | mEmE o LL L]
lon Board... Organic Retrospect Slice
Ad Aa Aa
EmEEnm (S -F ] 0] mEoECE [=f=t | §=]-]
Wisp Banded Basis Berlin
Aa Aa Aa Aa
EmCcoE (=481 © J-i=] DEEEED HoEm B
Celestizl Circuit Damask Drepth
Aa Aa Aa Aa
EE E BOEDEE | ETEEEE EEnERE
Dividend Droplet Frame Main Event [+
] Erowsefor Themes...
|!='H Sgve Current Theme...
“ ICreating Your

Customized Theme Colors

« Select the option for you to configure colors in the Colors menu



e
[

|E Colors~

Office

| W] [ [
EOERCESO
O ea.
EOEOROOn
NOmEOOO0
O EECOOmER
EOECOC AT
EOEOCONDON
BOOEEOEN
BENOEEEE
EOmEO00Om
ECENEETE

Themes

* Select your desired colors and click on Save

PAGE LAYOU
[6a

Office

Uttice 2007 - 2010
Grayscale

Blue Warm
Blue

Bluell

Blue Green
Green

Green Yellow
Yellow

Yellow Qrange
Orange




Cresle Mew Therne Colors I.L’I_ﬁ

Them Gdse Sampie
Text/Background - Dark 1 - |
Ted/Backaround - Light1 [ | = |
TerlBackground - Dadk 2 - - '

TetBackground - gt [ | = |

——

Afognd | CIEA|

Arent 2 Theme Colors
H B FEEEE
bscank 3 L

Aawerl 4

|
I.Illllimu

ALera & Stamard Colors

Ll EEEER
g Iore Colors_.

I Followed Hypermak -

Hypedink

lame  Custom 10

| s | | comcel |

Summary

Formatting your worksheet helps you to create simultaneous customized
editing. You can determine specific cells to be highlighted based on
formulas or any criteria, even how the highlights appear can be configured
with the Conditional Formatting feature. This chapter explained how you
can do these, along with defined cell styles and worksheet themes. How
styles in multiple workbooks can be merged to further create an appealing
worksheet was discussed and how you can accurately copy cells having
formatting rules with the special pasting feature.






CHAPTER 8 - FILES AND TEMPLATES
IN EXCEL

OPENING NEW WORKBOOKS Use the File menu and select New.
Keyboard key Ctrl + N can also be used for opening new workbooks.



OPENING A SAVED WORKBOOK

Use the File menu and select Open. This opens a window where you can
select saved workbooks from your File Manager. Keyboard keys Ctrl + O
also open this window.

Filtering Name of Files This process can be done using Power Query.
The Power Query can be accessed on the Data tab.



AutaSayve :_-' 'l:'l"-::l lI_II_ L'J' -

| Automatic . Manrual

e

-

File Home Insert Page Layout Formulas Data

G

E!tn* LA~ [2 Edit Links

| e BrCERnections
% e [r-r [] Properties @

Refrash

D From File *

A=l leo |~y imi [p Iw|N.;—...

L

[% From Database >
I} From Azure >

? From Online Services

i Y

W

—
e

Stocks

[E From Warkbook

[ By
[Z5H] Fram JSON

[t
From PDF

Currency g il Sort Fitter

(i) —d

Eea s | R Cilker\Pag

Review View Developer Ad

@ o2 VO

p%
T
es Sort & Filter

>

"
:

[E! From Folder

From Folder
Import metadata and links about

@ Launch Power Query Editor...

m Miats Coiiers Cabbinar

{E From SharePaint Folder

files in a folder.

Enter the file path of your folder or use the Browse button
» Using the window for previewing files, you can select the Load

option to view more file results in your workbook



O X
Chlsershilker\Documentsi\My Files
Conkent Harne Extension Date accessed Date modidied Dlate created Agtributes
Binary 2006 = D0 Surn may e il 12/2243030 F-29-5] P lmmr.'rmm Jﬂ}mﬂ?'}l‘ﬂfﬂ Record Cﬂiﬁlrﬂ,ﬂﬂl
Binary | 2006 Summany pts o | £2/23/2000 22953 P | 12/22/I000 23939 P | 12/22/2020 2:29.53 PAY | Recard C\users\ikey
Binary | Aggrement Template 2016 | rH 12/23/2000 23000 0S| 1372373000 2-20.16 PM | 12/22/200 2-29.53 PR | Record EAleril
Blnary [ Basdget for 20061150 il [ mﬂimmm 1A/ N0 22522 PM | 134222000 22953 PM'. Record ! CA L=
Binary Contracts 206l ol 122242020 X-300:00 P lmm:.‘mm AZ330030 22953 P [ Record C“lﬂﬂfﬂﬂ
Binddy | Mobes for 20160 ' | 12222000 22053 P0 | 12/22/2000 22910 PM 12/22/2000 22953 PM | Rezord | CYINard
Binary | 2007 Summenyppt . | T2/2n/0000 22539 P | 12/22/000 22599 P | 132002000 22905 A | Record | G \Usersiithed
Binary Aggrement Templat= 2017 i i [ mmmmm 12220000 2-25-16 P Jﬂm?_‘?&'}ﬁm. Record Cﬁ.'l.b!fﬂﬂhell
Binang Basdget for 2007 x5 i | 12/2203020 F-30-43 P | 12/22/3000 22922 PM !WJ'H‘JIFM: Record C"l.w,ikﬂi
Biney | Contracts 2007 o L2/22/2000 23043 A | 13/22/T000 228,50 PM | 1222200 2-28:16 P | Record CAlarake]
Binary | Mooes for 2007 txt ™ | 1o 22610 P | 13/22/7000 22530 PM | 1302372020 22920 P | Recard FerTe—
Binmry | 2017 Attendees xisx | i | mﬂ!m:mm- 127220000 25242 P Jﬂmmﬂ:m. Record CA e oy
Binary 2017 HR. Formertf Jof 12/22/2020 2:33:21 P lmm:.‘ﬂ'.}u‘m Jﬂmm:mru Record C".Mfﬂ,i
Biney | 2008 Summaey ppts . | 12/22/2030 22053 0S| 13/22/2000 2.39.39 P | 12/23/2000 2-29:53 PAR | Record Chikaria
Binsry | Aggrement Template 2008 e et | 12/22/2030 23113 P | 13/22/2000 22616 P | 12/23/2020 2-29.53 PAR | Retord CAlari
Einary | Busdget for 2008.x15x o [ WMI:IJW: lwmﬂ‘zﬂ?ﬂm‘]ﬂzmmﬂm. Record ALz
Binary Contracts HiLE.ref ot 12/22/2620 zar1zem| 1322/ I0X0 22850 PM | 12/22/2030 2-79:53 PM | Record C.‘l.lls:ri'l.lloel:
Binary | Mooes for DO1R.0e P | 12/22/2080 22053 P | 13/23/2000 22930 P | 13/23/2020 2-29:53 PR | Record CUsara kel
Binwy | 2008 Summeny et = | Lareaiaman 2254 P01 | 1272272000 22935 PM | 12/22f2020 22954 AR | Record P TT——
Einary .An'mrunt Template 2015 rt [ it .mﬂmz!mm- ﬂﬁz.rmmz::a:mm-ufu.mmzzﬂ-sqm. Recond cf‘l.u::ers"l.um'
A The data in the preview has been truncated due to size Bmits.
< >
wa T =

 Use the option for transforming data to delete or modify them before
they are inserted into your worksheet

Jx || = Folder.Files("C:\Users\ilker\Documents\H

. Content R e - —r -
2.8 o

1 |Binary [

m— | uid mee

2 |Binary x

3 |Binary Remowve Other Columns

4 IEl'nar'yr Duplicate Column

* When you’re done with necessary modifications in the Power Query
window, select the close button on the ribbon menu.



Home Transform Add Column View

| ﬁ | &2~ = | My Files - Power Query Editor
|

g_j D [ Properties =S= L4 Y e 2]
= Erﬂl:hranced Editor — x HEH HEH il
Close & || Refresh Choose  Remowve Keep Remowve
load~ |Preview~ [ Manage - Columns = Columns~ Rows~ Rows~ C
Il Close Query Manage Columns Reduce Rows S5ort
> fx = Table.RemoveColumns(#*Expanded Attributes®,{"Coni
E . B- AB’,: Mame EH.&.BC Extension B!F@ Date accessed
.;l:'; [ 1 |2016- 2020 summa ry.xlsx xlsx 12/22/202¢
2 | 2016 Summary.pptx ppm 12/22/202¢
_i_ Aggrement Template 2016.rtf rtf 12/22/2020
4 | Budget for 2016 xlsx = 12/22/202¢
5 |Contracts 2016.rtf rtf 12/22/202C
6 | Notes for 20160 ot 1272242020

Selectlng Which Files are Displayed

» Navigate to the Open pane in the File menu to view the list of files
opened recently

* Select the file you would like to always be on display and right- click
on it

 Select the option to pin the file from the menu that appears Pinned
Files can also be removed by right-clicking in the file to be removed and
selecting the option to remove them



IMPLEMENTING AUTO-RECOVERY

Recovering Current Workbook Versions

Navigate to the File menu and click on Info from the left menu
* Select the option for managing the workbook and select the

Restore option, or rather select Compare.



Bockl - Excel AEE = —_ o /A&
Protect Workbook Properties =
Control what types of changes Size Mot saved yet
people can makoe to this workbook. Tt Add a title
Tags Add 2 lag
Categones #Add a category
Inspect Workbook
Before publishing this file, be aware Related Dates
that i contains Last Modified
n :::'.:n': name and absolute Crested deiy..'l'r:'l.'rph’.
Last Printed
Manage Workbook <= Related Peaple
1 There are na unsaved changes, Buthar m ALphr Guides
i
Add an author |-
. e

Recovering Unsaved Workbook Instances
» Navigate to the File menu and click on Info from the left menu

+ Select a version of the autosaved workbook from the Version History
tab



(M4 -version-history - Saved ta OneDrive Kayla Claypoal (23 (B 1 - 0 -4

(=]
04-version-history
OreDrive - CustomGuide
| Share | | @ Copy path i | Open file location
& Protect Workbook Properties -
Contral what fypes of changes Cire
Protect people can make to this workbook. Ll
Workbaak - Title Audd a title
Tags Aeld a tag
Categaries Add a categorny
@ Inspect Workbook
; Before publishing this fils, be aware Related Dates
z path, author's name and Created 1211172013 903 AM
absalute path Last Printed
e : 3 Related People
= Version History
] 1 : Auther
m'.J View and restore previous versions KC  Kayla Clay
nage u
e B Today, 11:39 AM [autorecoven) o e
@7} Today, 11:37 AM [autorecoveny) =
PR i ; o

The tab for managing workbooks can also be used to view unsaved



versions of the workbook
Customizing the Auto Recovery Feature

* Go to the Options tab in the File menu and select the Save

option
(M -version-history - Saved to OneDrive Kayla Claypoal () () 7 - O ®
[=]
04-version-history
OneDrive - CustomGuide
15} Share | | @ Copy path : | Open file location
& Protect Workbook Properties -
Centrol what types of changes [ 15 4KE
Protect people can make to this workbook.
Workbogk = Title Audd a title
B Tags Add a tag
Categaries Add a categony
@ Inspect Workbook
Befare publishing this file, be aware Related Dates
Check for that it contains Last Modifisd Teday, 11:42 AM
Issues = 8 Docurment properties, prirter
. path, author's name and Created 121172018 903 AN
absolute path Last Printed
P ; ; Related People
r—_r.l Version History P
B _ or
_ 04 View and restore previous versions KC | Kayla Clay
; e Manage
Oatians -(':fi Workboak = ﬂTl:rda_'.r. 11:3% AM [autorecovery)
Nt 87} Today, 11:37 AM [autarecovery] e AT ie ‘e
8 | IT

e Select the Minutes section to define time intervals within which

Excel AutoSaves your workbook




Excel Options 7 >
[ S E Customize how workbooks are saved. M
Al Farmulas
Data Save workbooks

S| Proching ] AutoSave OneDrive and Share? y default on Excel & =
| v Save files in this format: - ,..l
Al tenguage [ Save AutoRecover information every |5 & -
1_ e [ Keep the last AutoRecovered wersion if | close without saving
= - AutaRecover file location: [Chlsersvayla ClaypoolAgpDataiAaaming hMicrosoft\Eacel, |
T e ] Don't show the Backstage when opening or saving files with keyboand shotouts

T Customize Ribbon [¥] Show additional places for saving, even f sign-in may be required,
= Chulck Aceess Toolbar O Sawe to Computer by default

P i Defautt local file location: [WMacHomehDocurments |

7 it Peter [Cefault personal femplates location: [ |

= Show data loss wamsng when editing cormma delirnited files {*.csv)

2 AutoRecover exceptions for: | £l Bookl.xdsx - Ll I
10

IT [ Dizable AutoRecover for this workbook only

E Offline editing options for document management server files

E Saving checked out files to server drafts is no longer supparted. Checked out files are now saved to .

14 the Office Docurnent Cache, B3] =

I & | | Cancel | []

Ready B = 1 - T00%




USING PASSWORDS TO SECURE
YOUR WORKBOOKS

» Navigate to the Review menu and select the option for workbook
protection.

 Enter your password, click on OK
» Confirm password and select OK

ORGANIZING WORKBOOK FILES Several ways exist to group
and section your workbooks in Excel, among these are:

» Implement Excel workbook template for easy organization

» Create a worksheet that holds all crucial data of the workbook. This
avoids the stress and time it would take to filter or search for these data.

* Implement data sorting

* Include additional sheets in your workbook to prevent bombarding
and cramming large data into worksheets. Separate data analysis into
different worksheets when necessary.

 Additional but unneeded data can be kept hidden and then displayed
when called for

» Use hyperlinks for easy navigation in your worksheet when you have
a large data

» Employ formula correctly, default functions in Excel can be
implemented.



ADDITIONAL INFORMATION WHEN
USING WORKBOOKS

Additional Options to Protect Your Workbook



View Power Prvot TEAM Q Tell me what you want to do

< Show/Hide Comment l::1 |L:1[‘,3. “:‘-J C¢s Protect and Share Workbook

(' Show All Comments r;' Allow Users to Edit Ranges

ext g Protect Protect Share R
. Show Ink Sheet Workbook Workbook [# Track Changes -
ments Changes
Protect Struchure and Windows ? X
G u l Protect workbook for M N
- [ structure T
Windows

Password [optional):

[
| OK I Cancel

1.

Protection options for files include:
» Encryption of the file to prevent the opening of the file

* You can set a password to prevent file modification or access to the
file

1. The protection option for the workbook involves restricting access to
modify the structure of the workbook by specifying a password.
2. Protection for the worksheet involves limiting what users can modify

within the sheet. Worksheets are protected using protection for
worksheets.

Looking Up Glitches or Errors

The error checker in Excel can be accessed in the Formula menu. This
checker enables you to turn on background checking of errors among other
aspects. You can also check for workbook issues by using the issues
checker tab in the Info section under the File menu.
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General
Formulas
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Save
Language
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Customize Ribbon
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Add-Ins

Trust Center

gf] Change options related to formula caloulation, performance, and error handling,
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Options for Managing Your Workbook
You can switch between worksheets and workbooks by selecting your

desired sheet from the sheet menu above the status bar, or using the File

menu for opening other saved files. Navigation around the worksheet is also

possible with keyboard keys or the scroll bar.

Worksheets can also be made hidden, named, added, etc. The

application of conditional formatting further helps to customize how your
workbook appears.
Workbook Appearance in Browsers
Navigating to the options for view in browsers in the File menu gives
you multiple options for how your workbook would appear in a browser
during sharing. Some of the view options include:
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» The web for Excel display
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The Mode for

Compatibility Section

The mode for compatibility in Excel ensures that versions of the
workbook are retained, especially if the opened file was created with a
different Excel version. This mode can be excited by selecting the Convert
option in the Option section under the File menu.

You can also run checks on compatibilities by using the issues checker
tab in the Info section under the File menu.



Check for
Issues ~

Inspect Workbook
Before publishing this file, be aware th
Document properties, author's ng

Content that people with disabilid

g‘ Inspect Document

| Check the workbook for hidden properties
or personal information,

Check Accessibility i

Check the workbook for content that pecple
with disabilities might find difficult to read,

Check Compatibility
L

Check for features not supported by earlier
vereions of Excel,

IMPLEMENTING

EXCEL TEMPLATES IN YOUR
WORKBOOK

Walking Through Templates in Excel

Using default templates in Excel enables you to create consistent and
identical files because you are not the one in charge of some basic
structures of the worksheet. Excel templates already come with some
formatting rules, functions, macros, etc.

Accessing Excel Templates

Selecting the New option in the File menu takes you to the template
gallery. You can also search for a template online. Click on the Create
button to download and use a template. Excel automatically creates a
workbook for you with your selected template.
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Editing Excel Templates
* Navigate to Open in the File menu and select to open your
Documents folder

 Navigate to the folder for Custom Office Template
* Select the template you want to modify, make your desired

changes, and then save
MAKING USE OF EXCEL BUILT-IN TEMPLATES Changing



Default Structure of Your Workbook with Excel Templates Inserting
templates in your workbooks automatically changes the structure of your
worksheet.

Reverting Workbooks to Default Structure Excel can be reverted to
its default settings by using the Trust Centre option.



+ Select Options under the File menu and select the settings for

Trust Centre
* Select the Add-in option on the left menu and tick the box to disable
application add-in

» Select OK to save changes






CUSTOMIZING YOUR WORKBOOK
TEMPLATES

Designing Your Excel Template

« First, open a new workbook
 Select the Save As option in the File menu and click on
Browse

Save As
@ Fecent

@ OneDrive
&5 ThisPC

B Browse [}

» Enter a name for the template file and choose to save it as an Excel
template



< >

File name: | WeddingBudget "

Save astype | Excel Workbook W

Excel Workbook

Bxcel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook

XML Data

single File Web Page

Authors:

A Hide Folders

Excel Temp

Excel Macro-Enabled Template
Excel 97-2003 Template

Test (Tab deimited)

Unicode Text

XML Spreadsheet 2002
Microsoft Excel 5.0/95 Warkbook
C5V (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (M5-DOS)

CSV (Macintosh)

CSV (MS-D0S)

DIF (Data Interchange Format)
SYLK (Symbaolic Link)

Excel Add-in

Excel 97-2003 Add-in

PDF

APS Document

Strct Open XML Spreadshest
OpenDocument Spreadsheet

* Click on the Save option

Storing Your Created Templates After clicking on Save, you can find
the template you created in this file location on your PC: C:\Users\
<username>\Documents\Custom Office Templates



m Save As 4

- w || W Users\Clarki Do cumentsh Custom Office Temp V| = Search Cu... 0
Organize * Mew folder 3;5 - .ﬂ
Mame Date modified Type
#r Cuick access

Mo iterms match your search.
H}l Microsoft Excel

|g3 Creative Cloud Files

& OneDrive
[ This PC
=¥ Metwork
4 Homegroup
< >
File name | WeddingBudget o
Save astype | Excel Ternplate v
Authors:  excel-easy.com Tags: Add atag
~ Hide Folders Tools - | Save [}J | Cancel

Implementing Your Created Template in a Workbook

* Select to open a new workbook
* Navigate to the Personal tab and select the template
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New

Search for online templates o

Suggested searches:  Business Personal  Planners and Trackers  Lists  Budgets
Charts Calenclars

Office  Personal
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Summary

Templates and the management of Excel files were discussed in this
chapter. You can set passwords or file encryptions to secure your worksheet
or workbook and prevent access and unwanted modifications. Excel
templates also allow you to work with already formatted worksheets and
cells, you also have the freedom to edit and create your templates.






CHAPTER 9 PRINTING OPERATIONS
IN YOUR WORKBOOK CARRYING
OUT SIMPLE PRINTING OPERATIONS

Simply navigate to the Print option in the File menu or use key Ctrl
+ P. When in the print window, make necessary selections and
configurations.
ADJUSTING HOW YOUR WORKBOOK IS VIEWED Default
View



This is the view your workbook possesses by default as a result of a
selected template. This view is chosen as the optimized option for your
workbook by Excel itself.

This default or normal view can be initiated on the View tab by
selecting the Normal button in the ribbon menu.



BRES ¢ Q-
HOME  INSERT  PAGELAYOUT  FORMUL

|:z_ ! |: “jJ [ Ruler v Formula B

Mormal Page Break 'Page Custom [+ Gridlines [
Preview [Leyout Views | -

Headings

%. Warkbook Views a2 Show
Mormal View
. &
See your document in Marmmal view, |
1 | 2
A E

‘View Options from

Page Layout Menu

The Page Layout menu holds several options to configure how Excel
displays your workbook. Select the option for Orientation and select
between Landscape and Portrait.

Page margins can also be selected and inserted by clicking on the
corresponding menu in the Page Layout pane. You can also customize your
margins by selecting the appropriate option.

{Page Layout [»]
S E L N s A The Preview for Page

Breaks

The button to preview page breaks can be found at the base of the Excel
window, beside the slider for zoom. Select this button and go to your
worksheet to highlight the cell where the page break would be initiated.

_ Page Break Preview| ] C

Go to the Breaks menu and select the option to insert a page break in
your worksheet. This same menu can be used to remove page breaks.



EDITING SETTINGS FOR PAGE
SETUP

Selecting a Printer



Use the option for formatting printers to select a printer.

Print

Copies: |1

4k

=

Print

0

Printer
Lexmark MX310dn

SO Rengy ¥

Fax
Ready

Lexmark M3310dn
Ready I:}

Microsoft Print to PDF
Ready

Microsoft XPS Document Writer
Ready

Officejet 7110 series @ GCF-Server
Ready

Print to PDF (Mac Desktop)
Ready

Send To OneMote 16
Ready

Send To Onelote 2013
Ready

Woww e aele

Add Printer...
Print to File .
~ Indicating Print Content Select the
menu for the area to be printed in the Page Setup section or use the settings
menu while in the print section. Just click on the
menu labelled for printing sheets that are active to access further
options.



Settings
Print Active Sheets
Only print the active sheets

' Priak AcSie Shisels

Only print the active sheets

|_ | Print Entire Workbook

Print the entire workbook

= Print Selection
i Only print the current selection

Print Selected Table
Only print the selected table
Ignore Print Area

[ No Sealing

Dlm Print sheets at their actual size

-

Changing Print Orientation for

Pages

You can change the orientation for pages in the Page Setup section, or
when in the print window.

Indicating Size of Paper Click on the menu indicated Letter to see
additional options for paper size.



A9~ Letter -
85 x11”
Home Insert
Tabloid
[ save D 117
B save as I:I Legal
85 x14"
[ Open
Statement
[ Close 55" %8.5°
Info Executive
[ ] 7z5x10s ]
Recent Al
|:| 11.69" ¥ 16.54"
Mew
Ad
y D 827 x 11,69
A5
Save & Send (] sesxsar
B4 (JI5)
Help 100127 % 14.33°
] Options B5 UIS) 5
s 7a7" x10.12" vl
_—
Exit More Paper Sizes...
Letter
-
B85 x11°
D Mormal Margins -
— Left: 0.7 Right 0.7
DD Mo Scaling -

Print sheets at their actual size
Page Setup

Printing Numerous Copies of a File
Indicate the number of copies in the box provided.




Printer

Leemark MX310dn

'% Ready

-

Printer Properties

the margin menu.

Editing Page Margins Select



INSERT PAGE LAYOUT FORMULAS

0 = Des

Margins Orientation Size  Print Breaks B:
- - -~  Areav =
Last Custom Setting

Top: 075" Bottom: 0.75"
Left:  0.25" Right 0.7

Header: 0.3" Footer 0.3°
Mormal

i Top: 075 Bottom: 0.75"
Left:  O7" Right: 0.7
Header: 0.3" Footer 0.3°
Wide

E Top: 1° Bottamn: 1"

B Left: 1" Right: 1"

% Header 0.5" Footer 0.5

E

'E Marrow

B [ Top: O.75" Bottom: 0.75"

% Lefz 025" Right 0.25"

E Header: 0.3" Footer 0.3°

£

E

E

Custom Margins... Printing Excel Titles

Select the tab to print titles and select the rows and columns to be
repeated.

INSERT PAGE LAYOUT || FORMULAS DATA REVIEW

Y ; =

0 B DA E= I

Margins Orientation Size  Print Breaks Background Print *

. - - Aeav - Tites |\, £
e

Page Setup



Print area: |

Print titles

Bows to repeat at tope: [

E

Print

[ Gridlines
[] Black and white

|:| Draft guality
[] Row and column headings

Page order -

Comments: | (Mone}

Cell grrors as: | displayed

(®) Down, then over
O Ower, then down

| | print Preview | | Options... |

Printing Output

| ok

Scaling

Select the menu labelled for scaling and select an option.



Settings

Print Selection %
i Only print the current selech...
Pages: l . | to | .
—  Collated
E= >
1,23 123 123
Landscape Orientation -
® Custam Page Size -
@ Mormal Margins 24
Lefz 0.7 Right 0.7"
No Sealing. "
cets at their actual size
No Scaling
EE Print sheets at their actual size

Fit Sheet on One Page
Shrink the printout 2o that it fits
on one page

*
o e
[
5 e Fit All Columns on One Page

™ Shnnk the printout so that it is

one page wide
‘ ﬁ:ﬁ Fit All Rows on One Page
h

Shrink the printout so that it is
| one page high

| Custam Scaling Options...

| !lPrinting Gridlines Tick the box for

Gridlines in the Excel Page Setup dialogue box.



| Page | Margins i HudﬂIanttr| Sheet

Print area: |
Print titles

Kl

Rowsto repeatattop: | §1:51

L

Columns to repeat at left: I

Print
[ Gridlines
[] Black and white
|:| Draft guality
[] Row and column headings

Comments: | [None]

[<][<]

Cell grrors as: |displa1rl.-d

Page order -

(®) Down, then over
C! Ower, then down

| | print Preview | | oOptions... |

Headings of Row and Columns

Tick the box for headings in the Excel Page Setup dialogue box.
Using Background Images

« First, navigate to Shapes on the Insert menu

Right-click on this shape and select to format
» Select the option for picture and choose the Insert button in the



Format Picture - X

Shape Options  Text Options
<« RER - N
4 Fill -

Mo fill
5alid fill
Gradient fill

8 Picture or texture fill

Pattern fill

Picture source

Insert..

Texture [l =

Transparency —i 49%

Tile picture as texture

resulting dialogue box
 After inserting, use the slider for Transparency to adjust the picture



USING HEADERS AND FOOTERS IN
YOUR EXCEL FILE

Inserting Excel Defined Headers and Footers Navigate to the Header
and Footer option in the Insert menu. This action opens the Design menu.

Insert

Bl Q|4 [z o

Text | Header |WordArt Signature Object

Box |SLFooter] - Line~
Text When in the Design menu, select between
Header and Footer and choose a header to your taste from available
options.

What Headers and Footers Contain The information in headers
and footers include elements such as:

* the page number

* the title of the worksheet

* exact time and date

* total page number

* the workbook file path

* the name of the workbook

* a picture that can be resized to a logo



Additional Options in Headers and Footers 1. You can create your
custom headers and footers following these steps:

» First, select the Header and Footer option in the Insert menu

* Select the header box and enter the name of your workbook where
indicated

= O s Header & Footer Tools

Page Layout Data Review Vi Design

REOR@ELLD E 8

Mumber Current Current  File File |Sheet Picture Format Goto Goto ]

of Pages Date Time Path | Mame |Mame Picture | Header Footer
Header & Footer Elements Mavigation
2
T I ] Ll T T 2| I T 3 T I T 4| T I
A B C D E F G
Header
&[File]

 Enter the number of the current page in the specified box. To allow
the word Page itself to be shown, right-click on the box and type in Page,

including an ampersand (&).
Page &[Page|

* Select the Picture option in the ribbon menu and browse your File
Explorer, insert the needed picture. Excel immediately puts the appropriate
picture code in the header to support your picture.

B m O &a B3 B E

Page Mumber Current Current File  File  Sheet |Picture|Format | Goto Goto

MNumber of Pages Date Time Path MName MName Picture | Header Footer
Header & Footer Elements Mavigation
Header
&[Picture] Sales_report.xlsx




The Page Setup dialogue box can also be used to add headers and
footers in your worksheet:



Click on the corresponding icon to launch the dialogue box

» Make necessary configurations in the box, or select a ready-made option

Page Setup -9 [
Page ! Margins | Header/Footer | Sheet |

Header:

| [none] E

Cusbom Header.., ] [ Cystom Footer... ]

Eooter:
Pagelof ¥ b4
[none] "
P‘aEe 1 —I
Sheetl

Confidential, 11/25/2017, Page 1
Sales_reportulsx

[[] Different first page
[[] seale with document
Align with page margins

Click to select a preset footer

print.. | | Print Preview | [ Options.. |

I oK I[ Cancel ]

1. You can also close the header and footer by navigating to
Normal view in the View menu.

1. Headers and footers can be deleted by selecting none for both the
header and footer in the Page Setup dialogue box.



| Page | Mnrginsl Header/Footer [ Sheet ]

Header:
I - |
[ Custom Header... ] [ Custom Footer... ]

Footer:
e e+ |

EI Different odd and even pages
[7) oifferent first page

[¥] Scale with document

Align with page margins

Print.. | | Print Preview | | oOptions.. |

| ok || canca |




ADDITIONAL OPTIONS FOR
PRINTING YOUR WORKBOOK

Using Similar Page Setup Configurations in Multiple Worksheets

Select all these worksheets by holding down the Ctrl key and
highlighting the sheets, then navigate to the Page Setup menu and make
your configurations.

Marking Off Cells during Printing

Removing some cells from printing can be done in any of the following
two ways:

* Hide these cells

» Format these cells to blend with your worksheet background, e.g. if
you have a white background for your worksheet, select a white font for the
content of these cells

Marking Off Pictures during Printing

 Right-click on the picture and select the option for properties and size.



/ @d Change Picture )

io- I3 Group > B
"_I"'__'J Bring to Front >

— Du.|':| end to Back 3 N
@ Link h :

Assign Macro...

B2 Edit Alt Tet... =
Iﬂ Size and Properties... -
é) Farmat Picture...

* Deselect the print box in the Properties menu of the picture.
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H ‘ Designing
Customized Views for Your Worksheets
» Navigate to views for your workbook in the View menu
Select the option to add a customized view

 To apply your customized view, navigate to the corresponding option for
self-built views and select. These views can also be deleted by right-
clicking on them and selecting the Delete option.

Saving Your Workbook as a PDF File

* Select the Save As option in the File menu

* In the box indicating the format in which the workbook will be saved,
select the drop-down menu and choose the option for a PDF format.



ﬁ (E] Save is
.llr

J! Music
[& Pictures
B videos
4. BB-OMEIC
File pam
Save as typ
Autho

| = Hide Folders

Excel Workbook (*xl=t)

Excel Macro-Enabled Workbook (*xlsm)
| Excel Binary Workbook (*xlsh)

CE el 97-2003 Workbook (*xls)

XML Data ("xml)

Organize = Mel Single File Web Page (".mht*.mhtmi}
Web Page (*.htrm;* html)
3 Excel Ternplate ("xktx)
'E This PC Excel Macro-Enabled Termplate (“xltm)

E “J 30 Objects |Excel 97-2003 Template (1)
Texct (Tab delimited) (*tet)

' Bl Desktop  |Unicode Text (".txt)

| Documents XML Spreadsheet 2003 (*xml)

Microsoft Excel 5.0/95 Workbook (*.xls)

L -‘- Downloads | CSV {Comma delimited) (*.cov)

Formatted Text (Space delimited) (*.pra)
Text (Macintosh) (*.t)

Text (M5-DOS) (*.txt)

C5V (Macintosh) (*.csw)

CSW (M5-005) [*.c5v)

DIF (Data Interchange Format) {*.dif)
SYLK (Symbolic Link) (*.slik)
e |Excel Add-In (*.xlam)

Excel 97-2003 Add-In (*xla)
PDF (*.pdf)

|

=

PS5 Document ("xps)
r% | OpenDocument Spreadsheet (*.0ds)

[] 5ave Thumbnail

Summary

Defining and setting how your worksheet appears before and during
printing helps to get the best results for your printed worksheets or
workbooks. This chapter explained how this can be done using both the

View and Page Layout menu. You can also select which cells and pictures
get printed, fit your worksheet to a page for easier comprehension and also

save your workbook in PDF format to facilitate sharing.






CHAPTER 10- REDESIGNING THE
USER INTERFACE IN EXCEL

Customizing both the Quick Access Toolbar and the ribbon menu is a quick
and easy way to upgrade the user interface in Excel. This action puts more
menu, tools, and options within easy reach when working in worksheets.
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REDESIGNING THE RIBBON MENU



The ribbon menu can be configured so that menus that tab that you
often use are brought closer, or you hide those settings you don’t use.
Customization of the ribbon allows you to rearrange menus and tabs; you
can also import or customize ribbons. Note that any customization done on
the ribbon menu in Excel is only limited to the application, they are not
applied in other applications such as Word, etc.



CONFIGURATIONS NOT SUPPORTED
IN THE RIBBON MENU

The size of the ribbon, the font, the font size, and the icons cannot be
edited. Slight changes can only appear in these aspects when you adjust the
resolution of your display.



POSSIBLE CUSTOMIZATIONS IN THE
RIBBON MENU

Adding Tabs

 Right-click on a blank space in the ribbon and select the customize
option

g AutoSave Document] - Word

File Home Insert Draw Design Layout References Mai
— 1 t&) v,

ﬁ- =123 A) [?‘1’ an A |_

Editor Thesaurus Word Read Check Translate Language

Count Aloud | Accessibility ~ k: T

3 Accessibility Language
Add to Quick Access Toolbar

Show Quick Access Toolbar

Customize the Ribbon...

N

Collapse the Ribbon

* Select the option to customize the ribbon the resulting window

* Select the option to add another tab and click on OK when
done

Adding Groups

 Right-click on a blank space in the ribbon and select the customize
option

* Select the option to customize the ribbon the resulting window
* Select tabs to be added to the new group



Excel Options [4 *

General
Farmulas

Customize the Ribbon:(D
st - [ Main Tabs -
Proofing
5 [+] Main Tabs -]

= @ [~] Background Removal
Language E [ Home
Ease of Access |' ® Clipboard
& Font
Advanced E Alignment
E Mumber
Customize Ribbon M Styles
. |» ® Cells
Cluick Access Toolbar Editing 3 IZI
Add-i _m B |deas :
gk B [#] Excel-Fasy.com (Custom)
Trust Center — B Print Shortcuts (Custom)
Print Preview and Print
¥ Quick Print

H ] Inzert

mn E

| Mew Tab | | Mew Group i | Rename.., I

==

Pl

[

Custamizations: C:“_;
Import/Export * |

s

|mc

|I Cancel I:

* Select the option for a new group and rename the group by right-

clicking on it

Rearranging the Ribbon Tabs
When in the window to customize the ribbon, select the tabs to be

rearranged and click on the provided arrows.




Customize the Ripbon:G

|_ Main Tabs

[+ Qutlining
@ [ Backaro

& [ Inzert (Elog Post)

nd Remowval

B ¥ Home
Undo

Font

Styles

B Voice

Editor
Reuse
E Insert

B Clipboard
B Paragraph

E Editing
Adobe Acrobat

H Sensitivity

Files

- Resetting the Ribbon to

Default

When in the window to customize the ribbon, select the Reset

option.

Importing and Exporting Custom Ribbon Menu When in the
window to customize the ribbon, select the option to import or export a

custom ribbon.
Summary

Customizing the ribbon menu puts your necessary and frequently used
tab with easy reach. This chapter explained how to configure the ribbon
menu to your taste, and also to revert to the default settings of the ribbon

menu.






CHAPTER 11- INTRODUCTION TO
CHARTS IN EXCEL

Charts are graphic visualization of data. They help you to visualize data as a
diagram, which enhances analysis and also human comprehension.

Format for Excel Charts

Before charts can be created, there must first be input data. After
entering data, you can then select to input any style and type of chart to
convert the data to a graphical representation. Note that editing the data
produces a corresponding change in the chart.

Embedded Charts

Most charts in Excel are embedded. They come on display on a special
drawing layer that can be moved, formatted, and resized. These charts can
be configured by clicking on any part of the chart



and a menu that is contextual comes up from which changes can be

made.
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Charts Sheets
These look like a worksheet itself. Only a chart is found in a chart sheet,
and they are labeled like sheets are named, e.g. Chart 4, Chart 7, etc.
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Embedded sheets can be moved to chart sheets and vice versa;




* Select the chart and choose the option to Move the chart from
the

Location menu found in the Design tab under Chart Tools



* In case of moving embedded charts, choose the option for another
sheet in the Move dialogue box. Provide a new name for the chart if
appropriate

» For moving chart sheet, choose the Object option and select a
worksheet

* Click on OK
Elements of Excel Charts

* AXxes

* Legend

« Title of the Axis

* Title of the Chart
» Labels for data

» Table of the data
» Bars for error

* Gridlines

* Trend lines, etc.

Horizontal Gridlines
Vertical L . Vertical
Axis Axis
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Chart Area
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Limitations of Charts



One main limitation of charts is that they mostly are not as precise about
the data they represent as the raw data itself. Although they make data
visualization easier, they help see how some factors affect events. With the
inclusion of trend lines, viewers can make close to accurate predictions.
They still however can produce wrong information which can mislead
users. Rectifying this to make charts as precise as possible results in the
charts being complex and crowded.



Creating Charts in Excel

After entering your data, navigate to the Insert menu and select the
option for Charts. Here, you can select any chart type that is suitable for

your data by clicking on the option to view all available chart types.
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| B i Insert a column chart,
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Interchanging Rows and Columns in Charts Click on the chart and
select the option to switch the row and column on the Design menu

Insert Page Layout Formulas [
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Row/Column| Data
Data Chart Layc

Switch Row/Column

Swap the data over the axis.

Data being charted on the X axis
will move to the Y axis and vice
VErSa.

8,1
9.5Changing Type of Charts Select the

option to change the chart type from the Design menu and select another
chart.

PR

Save As Switech  Seleet
Chart Type|Template | Row/Column Data

Type | Data
“Change Chart Type f !

Change to a different type of chart,

-

Inserting Chart Layouts
Select a chart layout from the chart group or click on the dropdown icon
for More in the chart menu to access additional options for chart layouts.
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While in the Design menu, the group for Chart Styles can be selected
from. Likewise, the drop-down icon to view more options can be selected.
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Including and Removmg s Chart Elements
* Select the chart and click on the + icon

« Tick any box to include any chart element and untick a box to remove
the element
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Formatting Elements in a Chart
Click on the chart element to be formatted and make necessary
configurations either from the shortcut menu that appears on right- clicking,



or use options from the ribbon menu.
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EDITING AND

CONFIGURING CHARTS

Resizing and Changing Chart Positions

Click in the chart and take your mouse cursor to the enclosing line
borders around your chart. When the double-edged cursor for resizing
appears, drag with your mouse to the desired size. Likewise, the position of
the chart can be changed by letting the cursor change to the four corner
arrow with which the chart can be dragged to any position.

Copying Charts

Select the chart and use Ctrl + C or right-click and select the copy
option. The chart can then be pasted in any location. Deleting Charts

 Highlight the chart
* Navigate to the Home menu
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i Clear | All contents, formatting, and
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| * Select the

Clear option and click on the option to erase all.



Copying Formatting Rules Applied to a Chart When pasting copied
charts



that are formatted, the Paste Special option can be used to retain all
configurations. Renaming Excel Charts

* Select the chart and navigate to the Layout menu

* A box labeled Chart Name would be seen at the edge of the ribbon.
Enter your desired chart name in the box.
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Excel Charts

* Select the chart to be printed and press Ctrl + P to open the
Print

menu

» Under Settings, select the option to print the highlighted chart
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wesen TYPES OF

CHARTS IN EXCEL

Column Charts

These charts represent data with vertical bars. They are used when
comparing groups of data. To use column charts:



 Highlight your data

 Select the option for Columns and then Clustered Columns in the

chart menu.
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Bar Charts

They are also used for comparing a group of data. They differ from
column charts because they represent data with horizontal bars. To use
column charts:

« Highlight your data set

* Select the option for Columns and then Clustered Bars in the chart
menu.
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Line Charts

These are used for showing data progression or trends. To use line
charts:

W W &

+ Highlight your data
+ Select the option for Lines and then select any style for the
chart.



Charts
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Pie



These are used for showing data in sections. To use pie charts, highlight

your data and then select the option for Pie Charts.
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Scatter Plots or XY Charts



These are used when finding how X affects Y in a data series. To use
scatterplots, highlight your data and select the option for Scatter.
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These represent data in filled colored areas. They can be inserted by
selecting the Line chart option and then choosing Area under area for 2-D
options.
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These charts are used to compare multiple items in 2-D representation
in a data set. They are otherwise known as Spider Charts. Radar charts can
be added to your worksheet by selecting the option for additional charts in
the Insert menu and choosing appropriately after highlighting your data.
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Surface Charts

These represent your data in clear 3-D formats. They can be inserted by
selecting the option for additional charts in the Insert menu and choosing
appropriately after highlighting your data.



Stock Charts

Just as the name implies, they are best used for representing stocks in a
data set. They can be inserted into your worksheet following the same
procedure as Surface charts.

Bubble Charts

Highlight your data and select the option for additional charts and select
Bubble charts.



OTHER TYPES OF CHARTS IN EXCEL
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Histogram

This chart is used to show how often an event or item occurs in a data
set. Insert histograms by selecting the option for Static Charts on the
Insert menu and then choose the Histogram option. Do not forget to
highlight your data. You can format the bars by right- clicking on the chart
and selecting the format option.
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Pareto Charts
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These can be inserted by highlighting your data, selecting the option for
Static Charts on the Insert menu, and then choosing the Pareto option.
These charts are for showing important parts of a data set.

They contain a line graph and bars.
Waterfall Charts

+ Highlight your data

* Select the option for Stacked Columns in the Insert menu
 Right-click on the inserted chart and select the format option
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window
Waterfall charts show graphically how data flows in a data set
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and Whisker Charts

These show specific values of your data. Insert box and whisker charts
by first highlighting your data, selecting the option for Static Charts on the
Insert menu, and then choosing the appropriate option.



Sunburst Charts



 Highlight your data
» Navigate to the option for charts which are Hierarchical

* Select Sunburst charts
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 Highlight your data
» Navigate to the option for charts which are Hierarchical
* Select Treemap charts
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Funnel Charts

» Highlight your data
 Navigate to the icon for Waterfall charts
* Select Funnel charts
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* Select your data
» Navigate to the Maps option and select Filled Maps
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Summary
Charts in Excel enhance visualization and representation of data in an easily
comprehensible format. This chapter discussed charts and their elements, as
well as how these charts can be customized,



modified, and managed. The various types of charts available in Excel
were examined, alongside how these charts can be inserted into your
worksheet.






CHAPTER 12- CREATING EXCEL
CHARTS WITH ADVANCED
TECHNIQUES



CHOOSING CHART ELEMENTS

Chart elements were introduced in the previous chapter. They are parts of a
chart that adds information when inserted. They can be added and removed.

* With the Mouse

Chart elements can be selected with the mouse simply by clicking on
them. To confirm that the selection was done, a resizing box appears around
it. Also navigating to the chart element selection group in the Format menu
shows your current selection of a chart element. Also, hovering your mouse
over charts shows you the name of the chart element.

* With the Keyboard

The arrow keys are all you need to select elements of a chart with your
keyboard. Selection can be confirmed using the chart element selection
group in the ribbon.

Controls of the Chart Elements

Right-clicking on a chart brings up the chart shortcut menu that contains
a drop-down menu of this list of the element present in the chart. It also
shows the current element selected. Use this drop-down menu to select any
of the present chart elements.



EDITING ELEMENTS IN A CHART

Using the Format Menu
* Navigate to the Format menu

* Select any element of your chart from the corresponding drop- down
menu in the chart element selection group.
« Select the option to format the selection below this dropdown menu



[elete
3 Resetto Match Style
Font...

Change Chart Type...

Select Data...

) g S

Add Major Gridlines
Add Mipor Grdlines

B Eoumat P Using Customization Buttons of the Chart These

buttons are present beside the chart. They provide a quick and navigation to
select chart elements and also format the chart.
Using the Ribbon Menu

» Select a chart element

» Navigate to the ribbon menu and select formatting options such
as

Fill, Outline, Effects, and also various styles for shape.
1sert Page Layout Formulas Data Review View I Design Layout Format

™) =) (=) (=) (=) (=) (=) ..
|

¥ | &) shape Effects -
Shape Styles F

e e R L

Using the Mini Toolbar

Make a right-click on a chart element and select the format option from
the pop-up menu.



- A A .Plnt Area v B Week 1

BIEEZA-H-2-F 0 ®week2
B Week 3

Delete
B Week 4

Reset to Match Style

&
ﬂh Change Chart Type...
5

Select Data..,

3-D Botation...

- | =¥
M %f Format Plot Area...

March April May




CONFIGURING THE AREA OF A
CHART

» Select the area of the chart either from the chart or from the

Format menu



* Click on the option to format the selection and configure it as desired



CONFIGURING THE PLOT AREA OF
A CHART

* Select the plot area of the chart either from the chart or from the

Format menu
« Click on the option to format the selection and configure it as desired
EXCEL CHART TITLES Chart titles describe what a chart
represents. They can be added and removed.

* Add chart titles by navigating to the Design menu

» Select the layout option for charts and click to add elements to your
chart
* Select the option for Chart Titles and type in a title in the box that

dappears
'-L,-ZE-‘:-] __:1:_3-:5.r rf-..:;::ﬂ|

i Chart Title
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Edit chart titles by right-clicking on the Chart Title box and selecting
the Format option.
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Chart titles can be removed by deselecting them from the list of added

chart elements. You can also right-click on the chart title and then select the
Delete option.




EXCEL CHART LEGENDS

Legends add more details in charts. When multiple data are having similar
representations, legends are used to differentiate them, especially with color
codes.

B Weekl |
B Week2 |
| Week3 |

mWeeka |

i

May

Legends can be added and removed from your chart by selecting or
deselecting them on the chart element list. Their positions can also be
changed similarly. You can also use the Design menu to access and perform
these operations on chart legends. Further settings and configurations can
be done by selecting the tab for additional options.
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Gridlines add more detail and precision to charts. They can be added
and configured by selecting them on the chart element list.
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FORMATTING EXCEL CHART AXIS

Editing the Value and Category Axis To edit a chart’s X or category axis

values:
* Make a right-click on the chart and choose the option to Select Data
e 2018| $4,000
| 2019| $5,000|
' O . 4

- E Plot Area

Fill Owtlinge - |
les

| & $20,000
,D,Efete ;au um
L 2] Reset to Match Style 340,000
2019 dl] Change Chart Type.. 350,000

[Eﬁ Save as Template...
B Select Data..
ﬁ —— tation

* Click on the button to Edit the horizontal axis in the resulting
dialogue box
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* Select or enter the cell range containing the new values for the axis
and click on the OK button
To edit a chart’s Y or series axis values:

» Make a right-click on the chart and choose the option to

Select Data

* Click on the button to Edit the values for the vertical series in the
resulting dialogue box

* Select or enter the cell range containing the new values for the axis
and click on the OK button



| LAT) TWITT — ——

Ceit Series ? >
SEries name:
t | Hary

A Senes yalues

=Total'$I5 1051513 |# | = 520,000, $30,0..
] Gane

To configure the axis
intervals:

* Select and right-click on the axis to be edited
* Select the option to Format the axis
« Edit the values for the axis minimum and maximum entries



CHART DATA SERIES

Hiding or Removing a Data Series in Charts
* Select the option to Filter your chart

* In the Value menu in the resulting dialogue box, deselect the data you
wish to hide or remove
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APPLY Select Data...

* Click on the Apply button

Inserting Data Series in Charts The Select Data dialogue can be used
for this procedure as previously explained in how to edit the values for your
axis. SWITCHING SERIES DATA

Switching Data Range by Moving the Range Outline

 Highlight the chart

* Select the range of the new data and drag it to the chart Switching
Data Using the Dialogue Box for Editing Series and the Formula for
the Series

» Make a right-click on the chart and choose the option to

Select Data
* Click on the button to Edit the values for the vertical series in the
resulting dialogue box for the editing series



« Select or enter the cell range containing the new values for the axis
and click on the OK button
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The series formula can be edited in

this dialogue box:



SHOWING LABELS OF DATA IN
CHARTS



* Select the chart
» Navigate to the Layout menu and select the button for Labels
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» Click on this button and select a position for the label from the menu



MANAGING LOST DATA IN EXCEL
CHARTS

» Make a right-click on the chart and choose the option to

Select Data
* Select the option for Hidden Cells at the base of the resulting

dialogue box

rSaeIett Data Source |. ? = .|‘
Chart data range: :=Sheet1'.$3$~2:9l2531
[ () )
N 7
Legend Entries (Series) Horizontal (Category) Axis Labels
ErRECA RN EMIEDTS
Sales 23-12-13 =
24-12-13 L
25-12-13
26-12-13
27-12-13 =
(dersmiergn ce ] | =) Lo

Excel has three ways to manage omitted data, these are:

* Gaps
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* Line connection of data points
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Error Bars:
Trendlines:
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Reiind These can be
added by clicking on the Chart Element button or the + icon beside charts
and then selecting from the provided list.

To select Error Bars:
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To select trendlines:



DESIGNING

COMBINATION CHARTS
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These charts bring together different data sets in one chart for easy
comparison and visualization. To create combination charts:

* Highlight your data

 Navigate to the ribbon menu and select the option for a Combo

Chart
[ i

Recommended @), |_~. Combo

Charts

[ﬂ Create Custom Combo Chart...

Existing charts can also be changed to combination charts following
these steps:

* Select and right-click on your chart



Choose the option to edit the series chart
* Select the Combo option from the left menu
* Tick the box beside the second drop-down menu

* Select the second drop-down menu and select the option for a line chart

* Click on OK



SHOWING TABLES OF DATA

* Select your data for which the table of data would be created

+ Navigate to the What if button and select the option for a table of data

GEHE B = B =28 @ |

Textto Flash Remawve Data Consolidate Relationzhips  Manage What-If Farecast
Colurmns  Fill Duplicates Validation = Data Model | [Analysis=| Sheet
Data Tools Forecast

Scenaric Manager..,

Goal S5eek...

Data Table... E

+ Enter the cell range where the table would be inserted
Data Table ? >
Bow input cell: |E§':
Column input cell: | 5C54 !t.":;

* Select the OK button
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1 DESIGNING

TEMPLATES

FOR EXCEL CHARTS
 Right-click on the chart you create, customized, and wish to save as a
template

* Select the option to save the chart as a template

a6 Cut
E® Copy

y Paste Options:

D

Reset to Match Style

> g

Font...

Change Chart Type...

Save as Template...

Select Data..,

Muoye Chart...

o8 dE

—
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T3, Bring to Front 3
ﬂn Send to Back r
« In the Save dialogue box, enter a name for the template and select the
Save button.
Summary
This chapter explained the various ways to insert elements in your chart
and also modify them. Configuration of the chart and plot area, using chart
titles, legends, gridlines, and axis were also examined.



Editing the plotted data series, the inclusion of additional information in your chart, and also
turning your edited chart into a template you can use at any time can also be done with Excel charts






CHAPTER 13 - USING SPARKLINES IN
EXCEL

Sparklines are similar to trendlines. They look like simple lines without the
whole chart background, making them easy to include in



worksheets.



TYPES OF SPARKLINE

Line sparkline
* Column sparkling

* Win or loss sparkline



===""HOW TO CREATE SPARKLINES

+ Highlight your data
» Navigate to the Insert menu and select the Lines option in the

Sparklines group

iy B B R

PivotChart  Power Line[:kulumn Win/ Slicer Timeline
o View Loss
s Reports Sparklines Filters

 Enter necessary cell ranges in the Sparkline dialogue box and select
the OK button.

‘Choose the data that you want

Data Range: |B2:G2

Use the mouse fo

select the desired
cell then dick OK I Choose where you want the sparklines to be placed

Lacation Range: | SH52|

00 5$2,113.00 $13,090.00

|
00 $1,024.00 53,523_m|




CONFIGURING EXCEL SPARKLINES



Adjusting Size of Sparklines

* Select the cell containing the sparkline and drag to cover additional
cells

c A

0 $18,749.00|
0  58,046.00

0 520,114.00

» Navigate to the ribbon menu and select the Merge option for a better
look

Managing Missing Data in Sparklines

* Select the sparkline

» Navigate to the Design menu and select the Edit option
* Select the option for missing data on the drop-down menu

HLE HOME INSERT PAGE LAYOUT

l_,/ﬁ | AT l'li M L] High Point

[] Low Paint
Edit Line Column Win/
Data = Loss || Negative Points

5 5 Edit Group Location & Data... Shov

I TEXITT RESUILS

* In the resulting dialogue box, select how you want the missing data to
be represented



Hidden and Empty Cell Settings ?

Show empty cells as: (® Gaps

() Zera
Connect data points with line

|:| Show data in hidden rows and columns

[ ok | Gancel

* Select the sparkline

Switching Sparkline Style

» Navigate to the Design menu and select the style of sparkline desired



SPARKLIME TOOLS

FORMULAS DATA REVIEW DESIGM
£ L* Sparkline Color =
\/\/\ \/\/ \/V\ \/\f \/\f \/\/\ P Marker Calar =

ityle

[ ] First Paint
[] Last Paint
|:| Markers

Switching Sparkline Type
* Select the sparkline

» Navigate to the Design menu and select the type of sparkline desired

Customizing Color and Weight of Sparklines

» Navigate to the options list beside the Styles group and select the
color option

» Select the option to configure the sparkline weight below the color
choices
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Adding Markers to
Sparklines

Navigate to the group for Show in the Design menu and select any of
the boxes
Configuring the Sparkline Axis



* Select the sparkline
* Select the option for Axis in the Design menu
* Choose the option to customize the axis values

| m & Group

o
e |-t Engroup
-~ 0 Clear ~
Horizontal Axis Options

¥ General Axis Type

Diate Axis Type...

Show Axis

Plot Data Right-to-Left
Vertical Axis M