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How to Use This Book

Who This Book Is For

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

The Conventions in This Book

@ Steps

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

result.

© Notes

Notes give additional information — special

conditions that may occur during an operation, a
situation that you want to avoid, or a cross-reference
to a related area of the book.

Add a Workbook Footer

f you will be printing a workbook, you can enhance the printout by building a custom footer that
includes information such as the current page number, the total number of pages, the worksheet

name, and more.

Add a Workbook Footer

The footer the printed page between the bottom of the page text and the bottom
margin. Excel of veral predefined footer items that enable you to quickly add data to the
workbook footer. If none of the predefined footer items suits your needs, Excel also offers tools that
enable you to build a custom footer.

Click the View tab.
@ Click Page Layout ().

Excel switches to Page Layout
view.

page and click the Add footer

text.
&No!e: You can also click the Add
header text and then click the

Header & Footer tab’s Go to Footer
command ().

© Excel opens the footer area for
editing.

@ Excel adds the Header & Footer
contextual tab.

© You can also click the Pa
Layout button ([
© Scroll down to the bottom OF the H

e Icons and Buttons

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

O Tips
Tips offer additional information, including warnings
and shortcuts.

© Bold

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

@ Italics
Italic type introduces and defines a new term.

CHAPTER

Formatting Workbooks

@ Type your text in the footer.

© If you want to include a p d footer item |,
instead, click Footer- the item.
© You can also click in either ofese footer areas |~

and type or insert text.

@ Click a button in the Header & Footer Elements
group to add that element to the footer.

@ Excel inserts a code into the footer, such as
&[Pages] for the Number of Pages element, as
shown here.

(@ Repeat steps 4 and 5 to build the footer. :

@ Click outside the footer area. 7
Excel applies the footer. When you are in Page - e ]
Layout view, you see the current values for
elements such as the page number. Py —

Can I view my headers and footers before I print the workbook?
Yes. Follow these steps:

€ Click the File tab.

@ Click Print.

© The right side of the Print tab shows you a preview of the workbook
printout.

I Tl
I >J.

9

© The header appears here.
@ The footer appears here.
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CHAPTER 1

Getting Started
with Excel

You use Microsoft Excel to create spreadsheets, which are documents that
enable you to manipulate numbers and formulas to quickly create powerful
mathematical, financial, and statistical models. In this chapter you get some
background about Excel, learn how to access the desktop and online versions
of the program, and take a tour of the program’s features.
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Getting to Know Excel

orking with Excel involves two basic tasks: building a spreadsheet and then manipulating the

data on the spreadsheet. Building a spreadsheet involves adding data such as numbers and
text, creating formulas that run calculations, and adding functions that perform specific tasks.
Manipulating spreadsheet data involves calculating totals, adding data series, organizing data into
tables, and visualizing data with charts.

This section gives you an overview of these tasks. You learn about each task in greater detail as you
work through the book.

Build a Spreadsheet

Add Data A B c D E

You can insert numbers, text, and other characters into any ; Expense Budget Calculation - 1st Quarter
cell in the spreadsheet. Click the cell that you want to z January February March
work with and then type your data. Your typing appears in 4 Advertising $4,600 $4,200 $5,200
the cell that you selected, as well as in the formula bar, : Rent 52,100 52,100 52,100
which is the large text box above the column letters. When : i:lpa ‘::::: Si;’igg Si;’ggg Si;’:gg
you are done, press Enter. To edit existing cell data, click 8 Utilities 5500 3600 $600
the cell and then edit the text in the formula bar.
Add a Formula

. . B3 v i fx =B1-B2
A formula is a collection of numbers, cell addresses, and N = .

mathematical operators that performs a calculation. In Excel,

you enter a formula in a cell by typing an equal sign (=) and 1 |Sales $453,700

thebn the fohrmulat text. FO[[ Exa;nple, ’;he folrmula =ilB— B2 Expenses $303,500
i 2 i 1. .

subtracts the value 1n ce rom the value 1n ce Profit $150,200

;AW N

Add a Function T
A function is a predefined formula that performs a specific task. For example, ooty wankto g i | (o
the AVERAGE function calculates the average of a list of numbers, and the ey -
PMT function calculates a loan or mortgage payment. You can use functions i I
on their own, preceded by =, or as part of a larger formula. Click Insert s
. . . BETAINV.

Function ( fx) to see a list of the available functions. R e RN

Help on this fynction Cancel
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Getting Started with Excel 1

Manipulate Data

Calculate Totals Quickly A B c D E F
. . . . Expense Budget Calculation - 1st Quarter
If you just need a quick sum of a list of numbers, click a cell ; P B Q
below the numbers and then click the Sum button (3°), 3 January February _March
which is available in the Home tab of the Excel Ribbon. You  |* Advertising 54,600{ 54,200 55,200
. 5 Rent $2,1001 $2,100 $2,100
can also select the cells that you want to sum, and their . supplies $1.3000 $1200 1400
total appears in the status bar. 7 salaries $16,000! 516,000 $16,500
8 Utilities 5500 $600 $600
] TOTAL =SUM(C4:C8)
10
Fill a Series o
1 [January
Excel enables you to save time by completing a series of values automatically. For . :::::'Y
example, if you need to enter the numbers 1 to 100 in consecutive cells, you can enter |, [apri
just the first few numbers, select the cells, and then click and drag the lower-right J ;“'QV
ol © o an o 6 [June
corner to fill in the rest of the numbers. With Excel you can also fill in dates, as well as | |y
the names for weekdays and months. 8 :uﬁt‘“‘b
9 eptember tob
10 |October &
Manage Tables Account Invoice Invoice
Account Name B Number Bl Number @ Amount Bl Due DateEl
The row-and-column format_ of a Door Stoppers Ltd. 01-0045 117328 $58.50 2/2/2023
spreadsheet makes Excel suitable for Door Stoppers Ltd.  01-0045 117319 $78.85  1/16/2023
simple databases called tables. Each Door Stoppers Ltd.  01-0045 117324 $101.01  1/26/2023
each row is a record. You can sort the Ch!mera IIIus!ons 02-0200 117334 $303.65  2/12/2023
. Chimera lllusions 02-0200 117350 $456.21  3/15/2023
recorqs, filter the records to show only Chimera Illusions 02-0200 117345 $588.88  3/6/2023
certain values, and add subtotals.
Add a Chart Sales By Division

$35,000

A chart is a graphic representation of spreadsheet data. As
the data in the spreadsheet changes, the chart automatically

25,000
changes to reflect the new numbers. Excel offers a wide variety . II

530,000

of charts, including bar charts, line charts, and pie charts. stsom0

510,000
55,000

weas

mWest

u North
March

February

S0




Start Excel on the Desktop

efore you can perform tasks such as adding data and building formulas, you must first start the

desktop version of Excel. This brings the Excel window onto the Windows desktop, and you can
then begin using the program. In this section, you learn how to start Excel in Windows 11, but the
steps are similar if you are using Windows 10.

This task assumes that you have already installed Excel 365 on your computer. If you prefer to use
Excel on the web, see the next section, “Navigate to Excel for the Web.”

‘ Start Excel on the Desktop

@ click Start (z5).

EQe 0= Ao @ AN ®
The Start menu appears.
o Click Excel. Q, Type here to search
The Microsoft Excel window
appears on the desktop. Pinned Allapps >
Note: Click Blank workbook to open 0
a new Excel file. e m m Q ﬁ E
Edge Word Excel PowerPoint Mail Calendar
8 & ® 97 » - .
Microsoft Store Photos Settings Office Xbox Solitaire :
B v B ¢ BH ©
Netflix To Do News PicsArt Twitter Instagram




CHAPTER

Navigate to Excel for the Web 1

f you want to work with Excel online instead of on the desktop, you need to know how to use your
web browser to navigate to the Excel for the web version of the program.

With your Microsoft 365 subscription, you get access to both the desktop and online versions of each
app, including Excel. This book uses the desktop version of Excel for its example screens. Fortunately,
Excel for the web uses the same layout as the desktop version and offers mostly the same features,
so everything you learn in this book applies to Excel for the web.

Navigate to Excel for the Web

@ click Start.

The Start menu appears.

Q_ Type here to search

Allapps >

© click Edge. Oc a a » a m
@ If you have Edge pinned to the Windows taskbar, click the i = X
Edge icon () instead of following steps 1 and 2. Miwgsm.. Ew {39 o?u, - t.:"

v @3 P B @

netflix To Do News  Picsare Twitter Instagram

Recommended More >

ey B o

F 2022 Sales ﬂ Accounts Receivable

e ®

Qe @ ~ e
The Microsoft Edge web browser window appears. B 6 v < [F
C @ | @ https:/www.office.comylaunch/exce]

Note: If you prefer to use a different web browser, start that | @ weomirmneotcesompmunchtesce
browser -instead of Edge. 3 10°C | Q hupsy/www.oliice.com/launch/excel - Bing Search

@ Office 365 Login | Microsoft Office - https://www.office.com/

e In the address bar, type www.office.com/launch/excel and
press (2.

e If prompted, enter your Microsoft 365 username and
password (not shown).

BY Microsoft

Search the web

The Excel for the web app appears.

Note: Click New blank workbook to open a new Excel file.



https://www.office.com/launch/excel

Tour the Excel Window

‘I'o get up to speed quickly with Excel, it helps to understand the various elements of the Excel
window. These include standard window elements such as the title bar, window controls, and
status bar; Office-specific elements such as the Ribbon and File tab; and Excel-specific elements
such as the worksheet.

If you are using Excel for the web, note that the window you see is nearly identical to the Excel desktop
window. The main exception is that, by default, Excel for the web displays a simplified version of the
Ribbon.

O Title Bar

The t]tl‘e bar d]spl’ays the @ Autosave @ O) [ Book! - Excel £ Search (Alt+Q) PaulMcedies o @ & - e
name Of the current File  Home Insert Draw Pagelayout Formulas Data Review View Helpo = Comments
5] X Calibi “ v | = =[Z]% Gews  +| [ Condtionsl Formatiing~ Bl nsert v | 3 v 47~
WorkbOOk- o P:L.E M~ | BT U A AN === §-% 9 [BHromstssTblew ) Felete ~ [Ty PO~
q - & W oA = 5§ - ] Format - .
0 R]bbon Tabs Undo Clipboard IFl B Font [ Nlanm; ] EN\IH\IH)H 3 E&"S‘YIsﬂ\es bggFC,eHS oEde
Al v Jx
You use these controls to — T
display different sets of 3 —
. 3
Ribbon commands.
5
0 6
O Ribbon (F =
This area gives you o
n
access to all the Excel :
commands, options, and 1
features. To learn how to = r— -
use this element, see the &* Ll EN I B 1 —— o,

following section, “Work
with the Excel Ribbon.”

O Workbook Window Controls

You use these controls to minimize, maximize, restore, and close the current workbook window.
O File Tab

Click this tab to access file-related commands, such as Save and Open.

@ Worksheet

This area displays the current worksheet, and it is where you will do most of your Excel work.

© Status Bar

This area displays messages about the current status of Excel, the results of certain operations, and other
information.




CHAPTER

Work with the Excel Ribbon 1

You use the Ribbon to access all the features, commands, and options in Excel. The Ribbon is
organized into tabs, such as Home, Insert, and Page Layout, and each tab contains a collection
of related controls. For example, the Insert tab contains controls related to inserting objects into a
worksheet, while the Formulas tab contains controls related to building formulas. Each tab usually
includes buttons, lists, and check boxes.

The File tab is a bit different because it displays the Backstage view, which contains controls related
to working with Excel files, such as opening, saving, and printing them.

Work with the Excel Ribbon

@ Click the tab that contains the @ e @ o E— — ©® & - 0 =
Excel feature you want to work B bmm G Boy GEEGED EmrT G0 D G5 G # comments
3 Ly Calibri ~| [ Conditional Farmatting~ &8 Insert ~ T sv~
W]th. @ 'E@ [@ B T v % 9 [ FormatasTablev Fpeete ~  [H~ O~
. . £ 73 les [E Formate |~
Excel displays the controls in o | cigpons N e Pl R .
play
the tab. A Jilx < 5 v
A B C "] E I G H I J K L M N o -
] |
;
4
5
]
7
8
9
10
1
() Each tab is organized into groups |-
14
of related controls. s
16
. 7 v
© In many groups you can click the | sheet | @ e .
dialog box launcher button ([) == e 8=
tO display da dialog bOX that Jossve @ 0f1) B Book! - Excel P search (Al+Q) PaulMcFedies o ¥ &~ o x
Conta‘ins group Sett‘ings. Fil Home Insert Draw Page Layout Formulas Data Review View Help = Comments
B Colors~ @ [I‘AB ID [%‘ ﬁ Eél; -,_':',-wmm Automatic | Gridines Headings [,
9 Click the control for the feature. e 597 i e S soorond o LIS tomsic o G 9w “’“"9’0
| @ ttects e e | Wscie  100x o Opin Opine

Office = & Seale to Fit B SheetOptions M

O If the control displays a list of
options, click the option you
want.

F G 6 I J K L M N o

annjo |

Excel runs the command or sets
the option.

Note: By default, Excel for the web -

Damask Dividend

displays a simplified Ribbon. To see 3 LJ @ LJ_J u

the full Ribbon, click the Switch 13 e
Ribbon icon () on the far right of  |” f:"‘”‘c' :m“‘m: - v
the simplified Ribbon. Rewy o : B e S




CHAPTER 2

Entering Data

Are you ready to start building a spreadsheet? To create a spreadsheet in
Excel, you must know how to enter data into the worksheet cells, and how
to edit that data to fix typos, adjust information, and remove data you no
longer need.

@ Autosave @) [ Expense Budget Calculation - Saved = jel PaulMcFedies o ¥ & -

File Home Insert Draw Pagelayout Formulas Data Review View Help I Comments

- & Cambria 1B = ~  [E Conditional Formatting ~ 7 Insert  ~ 3o b~
- - U~ A A . . [ Format as Table ~ % Delete ~ Jo i
v g [ Cell Styles [E] Format~ | &~

Undo  Clipboard 1 Font F] Alignment F] Styles Cells Editing

v .~ fx Expense Budget Calculation - 1st Quarter

INCREASE 1.03 £ Please check this number!

EXPENSES January February March Total
Advertising $4,600  $4,200 $5,200 $14,000
Rent $2,100  $2,100 $2,100 $6,300
Supplies $1,300  $1,200 $1,400 $3,900
salari $16,000 $16,000 $16,500 $48,500

$500 $600 $600 $1,700
2022 TOTAL $24,500 $24,100 $25,800 $74,400

2023 BUDGET  $25,235  $24,823 $26,574 $76,632

Budget - 1st Quarter Budget - 2nd Quarter Budget - 3rd Quarter ... :
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Learning the Layout of a Worksheet

In Excel, a spreadsheet file is called a workbook, and each workbook consists of one or more
worksheets. These worksheets are where you enter your data and formulas, so you need to know

the layout of a typical worksheet.

In particular, you need to know that worksheets are laid out in rows and columns, that a cell is the
intersection of a row and column that has its own unique address, and that a range is a collection of
cells. You also need to be familiar with worksheet tabs and the Excel mouse pointer.

O Cell

A cell is a box in which you enter
your spreadsheet data.

O Column

@ AuvtoSave Bl Bookl - Excel

File  Home Insert Draw Page layout Formulas Data  Review View Help

Unde

- C10

Uj A Calibri

page 17 BT
Clipboard

u
4 o
'? Font

£ search (Alt+Q)

General

PulMcFedics g @ & - O X

~  [Ell Conditional Formatting +
B~ $~% 9 [EromatasTablev

[ Cell Styles ~
Styles

= Comments.
Einset v | 3 v T~
E Delete ~ - P
[l Format > | &~

Cells Editing

A column is a vertical line of cells. :
Each column has a unique letter ;
that identifies it. For example, the s
leftmost column is A, and the !
next column is B. &.(’.4

12
O Row =
A row is a horizontal line of cells. T 7
Each row has a unique number % ===

v
a

that identifies it. For example, the
topmost row is 1, and the next row is 2.

© Cell Address

O Range

@ Worksheet Tab

the tabs to navigate between the worksheets.

O Mouse Pointer
Use the Excel mouse pointer (qp) to select cells.

Each cell has its own address, which is determined by the letter and number of the intersecting column and
row. For example, the cell at the intersection of column C and row 10 has the address C10.

A range is a rectangular grouping of two or more cells. The range is indicated by the address of the top-left
cell and the address of the bottom-right cell. H11:K15 is an example of a range of cells, and it refers to all
the cells within the rectangle from column H, row 11 to column K, row 15.

The worksheet tab displays the worksheet name. Most workbooks contain multiple worksheets, and you use

12




CHAPTER

Understanding the Types of Data You Can Use

ou might think that Excel would accept only numeric input, but it is actually much more flexible

than that. So, to build a spreadsheet in Excel, you should understand the different types of data
that Excel accepts. There are three main types of data that you can enter into a cell: text, numbers,
and dates and times. Excel places no restrictions on where or how often you can enter these types of
data on a worksheet.

Text
. . . . Door Stoppers Ltd. 01-0045
Text entries can include any combination of letters, symbols, and numbers. Door Stappers Ltd. 01-0045
You will mostly use text to describe the contents of your worksheets. This is Door Stoppers Ltd. 00025
. . Door Stoppers Ltd. 01-0045
very important because even a modest-sized spreadsheet can become a Chimera lllusions 02-0200
confusing jumble of numbers without some kind of text guidelines to keep Sl Sl oo
things straight. Most text entries are usually labels such as Sales or Territory Chimera lllusions 02-0200
that make a worksheet easier to read. However, text entries can also be text — [wreud&®en o
or number combinations for items such as phone numbers and account codes.  |Renaud &son 07-0025
Rooter Office Solvents 07-4441
Reston Solicitor Offices 07-4441
Numbers Loan Amortization
Numbers are the most common type of Excel data. The numbers you enter . —
. . . Period Payment Interest Principal
into a cell can be dollar values, weights, interest rates, temperatures, or any 1 (295.71) (41.67) (258.04)
other numerical quantity. In most cases you just type the number that you 2 (299.71) (40.59) (259.12)
want to appear in the cell. However, you can also precede a number with a 3 (299.71) (39.51) (260.20)
dollar sign ($) or other currency symbol to indicate a monetary value, or : g::;i; 8323 g:;;?;
follow a number with a percent sign (%) to indicate a percentage value. 6 (299.71) (36.25) (263.46)
7 (299.71) (35.15) (264.56)
8  (299.71) (34.05) (265.66)
9 (299.71) (32.94) (266.77)
10 (299.71) (31.83) (267.88)
11 (299.71) (30.71) (269.00)
Dates and T'imes Current Date  20-Mar-23
Date entries appear in spreadsheets that include dated information, such as DueDate _Date Paid _Days Overdue
invoices and sales. You can either type out the full date (such as August 23, J{éﬁgi: /162023
2023) or use either the forward slash (/) or the hyphen (-) as a date separator 1/26/2023
. . 2/11/2023 37
(such as 8/23/2023 or 8-23-2023). Note that.the order in wh1ch'you enter Y TR T oD
the date values depends on your regional settings. For example, in the United 3/15/2023 s
States the format is month/day/year. For time values, you use a colon (:) asa | jrenes o0
time separator, followed by either a.m. or p.m., such as 9:15 a.m. 2;8;2023 40
4/9/2023
2/13/2023 35
2/15/2023 3/2/2023

13



Enter Text into a Cell

Your first step when building a spreadsheet is usually to enter the text data that defines the
spreadsheet’s labels or headings. Most labels appear in the cell to the right or above where the data
will appear, whereas most headings appear above a column of data or to the left of a row of data.

Note, however, that you do not have to use text for just labels and headings. You can also enter
text as data, such as a database of book or movie names. You can also write short notes that explain
sections of the worksheet, and add reminders to yourself or others about missing data or other

worksheet to-do items.

Enter Text into a Cell ‘

o Click the cell in which you
want to enter the text.

@ Excel marks the current cell
by surrounding it with a
thick, green border.

Q Start typing your text.

© Excel opens the cell for
editing and displays the
text as you type.

© Your typing also appears in
the formula bar.

Note: Rather than typing the
text directly into the cell, you
can also type the text into the
formula bar.
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@ AutoSave B Bookt - Excel

File

9.

<]
S

undo

B2

an X Calibri
pae B BT U AN
- Hvja- A
Clipboard & Font
V)i Jx

A 8 < ]

L ® N ;e wN

0
1
2

Ready

Home Insert Draw Page Layout Formulas Data Review View Help

Sheet1 @

£ search (Alt+Q)

Paul McFedries 3 ® 4

[l Conditional Formatting ~
[ Format as Table -
Cell Styles

Styles

= Comments

Hinsert ~

& Delete ~

] Format ~

Cells

o X

Jo)

Editing

v

Hl® M -——+

»

100%

AutoSave H Bookt - Excel

File
I
<

Undo

B2

Home Insert Draw Page layout Formulas

X Calibri

o

M- B I U-~

Clipboard & Font
viiX Vv

D

B C
-

Sheet1 @

A .

Interest

P Search (Att+Q)

Data Review View Help

Paul McFedries ,’a ® o

Styles

= Comments

&

] Format ~
Cells

o x

0
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CHAPTER

Entering Data

e When your text entry is complete,
press (210

© If you do not want Excel to move
the selection, you can instead
either click Enter (../) or press

Ctri Ry Enter |

File
o
N

Undo

B2

Enter

AutoSave B eookt - Excel

D Search (Al+Q) Paul McFedries 3 ® L5 - o x
Home Insert Draw Pagelayout Formulas Data Review View Help © Comments
LD A Calibri o === & = 0
™ I U- A A = = $ s | B = Editing
& b A = =4 ] 7} [ Format N
Clipboard Font [ Alignment Number Styles Cells v
v i X+ fx | InterestRate v
8 c ) E F G H J K L M N -
Interest Rate|

®

Sheetl

 Excel closes the cell for editing.
@ If you pressed (5], Excel

File

. v X Calibri General | ~ | [El Conditional Formatting ~ H Insert ~ 0
moves the selection to the cell S ,,E:E B B 1 U §2 % 9 Hromataraer Fodee | ring
be[ow - 8 0 % [ Cell Styles ~ [ Format ~

Undo

B3

© If your text is longer than the
cell width, Excel either extends
the text into the cell to the
right (if that cell is empty, as
shown here) or temporarily
truncates the display of the text
(if the cell to the right is not
empty). To learn how to widen a

A

AutoSave B Booki - Excel

Home Insert Draw Pagelayout Formulas Data Review View Help

Clipboard

P Search (Alt+Q)

PulMcFedies 3@ B &

& Comments

o X

£l Styles Cells

vl

fe

B C

Interest Rale@

Sheetl

®

i H - ————+ 10m

column, see Chapter 5.

TIPS

3

When I press Enter, the selection moves to
the next cell down. Can I make the
selection move to the right instead?

Yes. When you have finished adding the data
to the cell, press (. This tells Excel to close
the current cell for editing and move the
selection to the next cell on the right. If you
prefer to move left instead, press (3J; if you
prefer to move up, press (.

When I start typing text into a cell, why does Excel
sometimes display the text from another cell?

This is part of an Excel feature called AutoComplete. If the
letters you type at the start of a cell match the contents
of another cell in the same column, Excel fills in the full
text from the other cell under the assumption that you are
repeating the text in the new cell. If you want to use the
text, click . or press (Z.12]; otherwise, just keep typing
your text.

15



Enter a Number into a Cell

Excel’s forte is crunching numbers, so most of your worksheets will include numeric values. Although
you will often use numbers by themselves as part of a database or table, many of the numbers you
enter will be used as the inputs for the formulas you build, as described in Chapter 6.

You can enter whole numbers (such as 5 or 1,024), decimals (such as 0.25 or 3.14), negative numbers
(such as -10 or -6.2), percentages (such as 6% or 25.9%), and currency values (such as $0.25 or
$24.99). To get the most out of Excel, you need to know how to enter these numeric values.

Enter a Number into a Cell

o Click the cell in which you want
to enter the number.

@ Excel marks the current cell by
surrounding it with a thick, green
border.

e Start typing your number.
© Excel opens the cell for editing
and displays the number as
you type.

© Your typing also appears in the
formula bar.

Note: Rather than typing the number
directly into the cell, you can also
type the number into the formula bar.
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<] v =
G Pacte - B I U~ A A E- $~ % 9 [EHromatasTable- T Delete ~ Eding
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File Home Insert Draw Page Layout Formulas Data Review View Help = Comments
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Entering Data

e When your number is complete,

AutoSave (@ O) [H] Book! - Bxcel £ Ssearch (At+Q) Paul McFedies ,’3 & 4 = @ R
press m- File Home insert Draw  Page Layout Formulas  Data Review View Help = Comments
. & Calibri ~ 1 General ~ | [El Conditional Formatting ~ & Insert ~ el
© If you do not want Excel to @ ?D i LUK © b % 3 Efomatasbler Fouee  giing
: M- J i | o A =3 98 B Cell Styles ] Format ~ N
move the selection, you S s R .
can instead either click Enter = viXv 1 -
(\/) or press m-’_m. : A B C | D E F G H 1 J K L M N -
2 Interest Rate
3] Term (Years) 10
4 principal
5
5
7
8
o
10
2 .
Sheetl ® ] »
Ready i) M -—a—+ 100%
o Excel closes the cell for editing' AutoSave (@ Off) [ Book! - Excel £ search (Al:Q) PulMcedies 3 ® £ - 0O X
o TO enter a percentage value File m Insert  Draw Page Layout Formulas Data Review View Help 2 Comments
’ - A Calibri ~ 1 Currency  ~ | [ Conditional Formatting ~ &8 Insert ~ el
type the number followed by oo Upe s s uaw © 5% 3 Ermatsmes Bodee -+ tang
3 M- e b A~ 98 5 Cell Styles [ Format ~ N
a percent S]gn (O/O). Undo Clipboard Fl Font ] Alignment Fl Numbe: ] Styles Cells ~
To ent lue, t e .
© To enter a currency value, type A . SR e e e S e T e
the dollar sign ($) followed by : erestrote 23958
3 Term (Years) 10
the number‘ 4 Principal 5100130_4
5
3
7
8
9
10
n
12 %
Sheetl ® Ll »
Ready ii] ] - ———t 100%

Can I use symbols such as a comma, decimal point, or minus
sign when I enter a numeric value?

Yes. If your numeric value is in the thousands, you can include
the thousands separator (,) within the number. For example, if
you enter 10000, Excel displays the value as 10000; however, if
you enter 10,000, Excel displays the value as 10,000, which is
easier to read. If your numeric value includes one or more
decimals, you can include the decimal point when you type the
value. If your numeric value is negative, precede the value with
a minus sign.

Is there a quick way to repeat a
number rather than entering the
entire number all over again?

Yes. Excel offers a few methods for doing
this. The easiest method is to select the
cell directly below the value you want to
repeat and then press (&11)+" Excel adds
the value to the cell. For another
method, see “Fill a Range with the Same
Data” in Chapter 3.
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Enter a Date or Time into a Cell

M any Excel worksheets use dates and times either as part of the sheet data or for use in
calculations, such as the number of days an invoice is overdue. For these and similar uses, you
need to know how to enter date and time values into a cell.

The date format you use depends on your location. In the United States, for example, you can use the
month/day/year format (such as 8/23/2023). The time format also depends on your location, but the
general format for entering a time is hour:minute:second followed by am or pm (such as 3:15:30 pm).

Enter a Date or Time into a Cell \

Enter d Date AutoSave (@ Of) [H] Book1 - Excel el Paul McFedries 3 ® L - [u] X
o Click the cell in which you want fle Home Insert Draw Pagelayout Formuls Data Review View Help © Comments
tO enter the date. L~ EF] A Calibri 1 = @ ab General ~  [E Conditional Formatting ~ =] 0
¢ Pae B¥ BT U~ A A ==E- §$v % 9 [FHromatasTable~ Cele  Editing

: He G- A~ EE @ @B eI syles - - |-

@ Excel marks the current cell S P e A L BN bt .
by surrounding it with a thick, s v % v
green border A B C D E F G H 1 J K a

: 1 |Orders
2 DateTaken Ti en Order Number Account Number Sales Rep
3
. I
5
6
7
8
9
10
n
! Sheetl ® a > N
Ready += M -—§——+ 100%
o Type the date. AutoSave @ OFf) [H] Book! - Excel £ paiMcerries u@ ® & - O X
Note: See the fOl.l.OWing t-ip tO learn File ~ Home Insert Draw Pagelayout Formulas Data Review View Help 0 Comments
3 . . 2 £ Calibri dn el === o B & o
which date formats your version of O I T Pl e I b ot x| e
Excel accepts. I - L A == i B # - -
Undo Clipboard Font [ Alignment Humber Styles v
e When your date is complete, a3 v[3X v ] sfasi0zm v
A B C D E F G H | J K -
press M' 1 |Orders
2 Date Taken  Tj ken Order Number Account Number Sales Rep
© If you do not want Excel to move |2 [rz/z=4
the selection, you can instead 5
. . &
either click Enter (../) or 7
8
press (10 + G5 o
10
Excel closes the cell for editing. | .
Sheetl ® a >
Enter JE—
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Enter a Time

time.

© Type the time.

CHAPTER

Entering Data

@ Avtosave @) H Book! - Becel L RuMdies o 9 & - DO X
. . . File  Home Insert Draw Pagelayout Formulas Data Review View Help = Comments
o Click the cell in which you want to enter the o [k o o P R T er————— R
<l an [m~ B I U+ A & $ v % % [EEFommatas Table~ cots Edting
M- Helae A @ 5 7 Cell Styles ~ - N
Undo Clippoard & Fant & Alignment: 51 Mumber & Styles >
© Excel marks the current cell by surrounding it o Xk -
with a thick, green border. orders |1 ’ . T ‘
2 DateTaken Time Taken Ordi 1 Account Number Sales Rep
3| s/2372029)
6
:
z
= Sheet1 ® 4 . :
Ready B EH [ -
A AuoSave @ 0) [ Bookd - Becel pel PaulMcFedries g @ 4 - O X
. . . . fie Home Insert Draw Pagelayout Formuas Data  Review View Help = Comments
Note: See the following tip to learn which time S [ kg m T = B g0
. I Iuv kA =B- $-% @ Gets | Eaiing
formats your version of Excel accepts. U D i s | m |
Undo Clipboard Fant [ Alignment Number Styles v
e When your time is complete, press [Zi50. 2 Ji[x v & smmem -
A B C o E F G H ) K -
1 Orders
O If you dq not wanjc Excel.to move the selection, g]gﬂ;;;;;lsmmwemw.w‘ 2 M
you can instead either click Enter (./) or press |:
(Ctrl B3 Enter § :
8
Excel closes the cell for editing. o
. Sheetl ® « > :
Enter e O
How can I tell which date and time formats my Format el 7w
VeI'S'i0|1 of Excel accepts? Number  Alignment  Font  Border Fill Protection
Category:
Follow these steps: Genecl 27 samlc
Currency
€@ Click the Home tab.
ig:r‘;tn 2 12)03714“, March 14, 2012
Click the dialog box launcher ([5) in the e e 6
Custom 14-Mar

bottom-right corner of the Number group.
© Click the Number tab.
e Click Date.

e Click the Locale (location) drop-down arrow
(») and then click your location.

@ Examine the Type list to see the formats you
can use to enter dates.

@ Click Time.

e Examine the Type list to see the formats you
can use to enter times.

v

Date formats display date and time serial numbers as date values. Date formats that begin with
an asterisk () respand to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Loaale (location):

English (United States)

=

© Click Cancel.
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Edit Cell Data

he data that you enter into a worksheet cell is not set in stone after you press Enter or click ..

Whether you entered text, numbers, dates, or times, if the data you typed into a cell has changed
or is incorrect, you can edit the data to update or fix the information. You can edit cell data either
directly in the cell or by using the formula bar.

Edit Cell Data |

Click the cell in which you want to

autosave @D 3 PaulMcedries o ¥ & — O X

Products By Category » Saved ~ 2

ed]t the teXto File Home Insert Draw Page layout Formulas Data Review View Help = Comments
. P X Calibri s == E] & General [E] Conditional Formatting v =] 0
Note: If you want to replace the entire E‘E B- (B U- A~ ES=H- §-%9 BGomtsbber cete | iting
: : v EHe |2 A~ EEREEIE 2 % 0 B2 Cell Styles ~ - -
entry, you can skip to step 3 and just start | . cowe 5 w5 memer 5 owme s - v
typ'mg the new entry‘ a vt Je Quantity/unit v
| A B © E F &
1 |Category Name Product Name Quantity/Unit I
e Press m' 2 Beverages Chai 10 boxes x 20 bags
. 3 Beverages Chang 24-12 oz bottles
YOU can al.SO double-Cth the Cel.l. yOU 4 Beverages Chartreuse verte 750 cc per bottle
: 5 Beverages Cote de Blaye 12 - 75 cl bottles
Want t0 ed]t' 6 Beverages Ipoh Coffee 16 - 500 g tins
7 Beverages Lakkalikdori 500 ml
8 Beverages Laughing Lumberjack Lager 24 -12 oz bottles
9 Beverages Outback Lager 24 - 355 ml bottles
10 Beverages Rhonbrau Klosterbier 24 -0.5 | bottles
11 Beverages Sasquatch Ale 24 - 12 oz bottles
12 Beverages Steeleye Stout 24 - 12 oz bottles &
| Sheet! | sheetz | sheets | ® ] 3
Ready [iz3) -—f—+ 100%

O Excel opens the cell for editing
and moves the cursor to the end
of the existing data.

© Excel displays Edit in the
status bar.

© You can also click inside the
formula bar and edit the cell
data there.

e Make your changes to the cell
data.
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Products By Category » Saved +

File Home Inset Draw Pagelayout Formulas Data
v n X Calibri 14 o =
IS —[Eav (BJr u- A =
& [EE] o A~ =
Undo Clipboard 15 Font [
c1 ~ i XV fr Quantity/Unit
A B
1 |Category Name Product Name
2 Beverages Chai
3 Beverages Chang
4 Beverages Chartreuse verte
5 Beverages Cote de Blaye
6 Beverages Ipoh Coffee
7 Beverages Lakkalik6ori
& Beverages Laughing Lumberjack Lager
9 Beverages Outback Lager
10 Beverages Rhonbrau Klosterbier
11 Beverages Sasquatch Ale
12 Beverages Steeleye Stout

Edit

Sheet1 Sheet2

B

Sheet3 (O]

el Paul McFedries .3 ¢ & - u] b
Review View Help + Comments
B B0
$ o 9 & Cells  Editing
o -8 = - N
Humber Styles >
v
E F

—

12 -75 cl bottles

16 -500 g tins

500 ml

24-12 oz bottles

24-355 ml bottles

24-0.5 bottles

24 - 12 oz bottles

24-12 oz bottles -
4 3
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@ Autosave B

Products By Category - Saved -

0 When you finish editing the data,

el = o x

Paul McFedries 3 ® £

press M‘ File Home Insert Draw  Page Layout Formulas  Data  Review View Help 7 Comments
P n X Calibri v =i [ el
© If you do not want Excel to o Loy ik & % | m s
move the selection, you can Q-2 A~ 7 <t
. . . Undo Clipboard Font m Alignment Number styles ~
instead either click Enter o 1 vy | Em—— .
() or press (£1+(=000. A 8 c b £ Foa
1 |Category Name Product Name QuantityPerbnit | |
2 Beverages Chai 10 hoxes x 20 bags
3 Beverages Chang 24 - 12 oz bottles
4 Beverages Chartreuse verte 750 cc per bottle
5 Beverages Cdte de Blaye 12 - 75 cl bottles
6 Beverages Ipoh Coffee 16 - 500 g tins
7 Beverages Lakkalikgori 500 ml
8 Beverages Laughing Lumberjack Lager 24 - 12 oz bottles
9 Beverages Qutback Lager 24 - 355 ml bottles
10 Beverages Rhonbrau Klosterbier 24 - 0.5 bottles
11 Beverages Sasquatch Ale 24 - 12 oz bottles
12 Beverages Steeleye Stout 24 - 12 0z bottles o
Sheet] | Sheetz | Sheets | () [l ’
Edit
G Excel closes the cell for ed]t]ng' @ Autosave [Z  Products By Category - Saved ~ P puiMdedrcs g ® & - O X

o If you pressed m Exce[ File ~ Home Insert Draw Page layout Formulas Data Review View Help = Comments
, Pl
. 9D - Eﬂ X Calibri . = = [5 General ~ [ Conditional Formatting ~ =) yel
moves the selection to the cell G D s U AN ZEZZE- $-% 9 Hremne o | s
below. ¥ H. b A = =% 5 B 7 Cell Syles ~ - -
Undo Clipboard 1w Font m Alignment [~ Number m styles ~
c2 > ﬁc 10 boxes x 20 bags ~
A B © E F_a
1 Category Name Product Name Quantity Per Unit |
2 |Beverages Chai 10 hoxes x 20 bags _|
3 Beverages Chang 24 - 12 oz bottles
4 Beverages Chartreuse verte 750 cc per bottle
5 Beverages Cdte de Blaye 12 - 75 cl bottles
6 Beverages Ipoh Coffee 16 - 500 g tins
7 Beverages Lakkalikgori 500 ml
8 Beverages Laughing Lumberjack Lager 24 - 12 oz bottles
9 Beverages Qutback Lager 24 - 355 ml bottles
10 Beverages Rhonbrau Klosterbier 24 - 0.5 bottles
11 Beverages Sasquatch Ale 24 - 12 oz bottles
12 Beverages Steeleye Stout 24 - 12 0z bottles o
Sheet] | Sheetz | Sheets | () [l ’
Ready = M -—a—+ 10m%

Is there a faster way to open a cell for
editing?

Yes. Move the mouse (gp) over the cell you
want to edit and center the ¢ over the
character where you want to start editing.
Double-click the mouse. Excel opens the
cell for editing and positions the cursor at
the spot where you double-clicked.

I made a mistake when I edited a cell. Do I have to fix
the text manually?

Most likely not. If the cell edit was the last action you
performed in Excel, press (£1)+() or click the Home tab’s
Undo button (?). If you have performed other actions in
the meantime, click Undo () and then click the edit in the
list that appears. Note, however, that doing this also undoes
the other actions you performed after the edit.
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Delete Data from a Cell

f your worksheet has a cell that contains data you no longer need, you can delete that data. This
helps to reduce worksheet clutter, ensures that your worksheet does not contain erroneous or
unnecessary data, and makes your worksheet easier to read.

If you want to delete data from multiple cells, you must first select those cells; see “Select a Range”
in Chapter 3. To delete cells and not just the data, see “Delete a Range” in Chapter 3.

Delete Data from a Cell

Delete Cell Data

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

© Click the Home tab.

€@ Click Clear (¢ -).
O Click Clear Contents.

Note: You can also delete cell data by

pressing (CEET.
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@ Auoseve @XD) B Ecpense Budget Calculation - Saved - jel Paul McFedries 3 ® & - u] 3
File ~ Home Insert Draw Pagelayout Formulas Data Review View Help = Comments
)~ e § Calibri v o~ = Custorn ~ [ Conditional Formatting ~ £ Insert ~ P
¢~ ;m md- BT U~ AA § v % 9 [ Formatas Tble~ T Delete v | [~ O+
- F e & A % 9 [ Cell Styles [l Format~ &~
Undo Clipboard 15 Font [} Number [ styles cells Editing v
D3 v Jx & Please check this number! v
A B © D E F [ H J K L M a
1  Expense Budget Calculation - 1st Quarter
2
| INCREASE &3 < Please cfleck this number!
4
5 EXPENSES January February March Total
6 Advertising $4,600  $4,200 $5,200 $14,000
7 Rent $2,100 $2,100 $2,100 56,300
8 Supplies $1,300  $1,200 $1,400 $3,900
9 Salaries $16,000 $16,000 $16,500 $48,500
10 Utilities $500 $600 S600  $1,700
1 2022 TOTAL 524,500 524,100 $25,800 574,400
12
13 2023 BUDGET $25,235 $24,823 526,574 $76,632
1 -
v Budget - 1st Quarter | Budget - 2nd Quarter | Budget - 3rd Quarter ... (&) 4 13
Ready & e
@ Avtossve @) [ Ecpense Budget Caleulation » Saved = P Paul McFedries @ ® & - o i
File  Home aw  Pagelayout Formulas Data Review View Help = Comments
9. rf‘—"ﬁ bs Calibri Ju = b Custorn v [ Conditional Formatting~ | EHInset ~ 3 v 3%
< P‘:m M~ B I U« A A E- $-% 9 [BEromatasTablev Fpage - v O
- He &« A < 58 5 Cell Styles ~ : ~
Undo Clipboard 13 Font = IFt Number ] Styles 0 Clegr Al
D3 v Jx %y Clear Eormats
A B @ D E F [} H Clear Contents
1 |[Expense Budget Calculation - 1st Quarter Clesr Comments and Notes
Clear Hypedinks
3 ] INCREASE 1.03| & Please cl_leck this number! -
4
3 EXPENSES January February March Total
6 Advertising $4,600  $4,200 $5,200 $14,000
7 Rent $2,100 $2,100 $2,100 $6,300
8 Supplies $1,300 $1,200 $1,400 $3,900
9 Salaries $16,000  $16,000 $16,500 $48,500
10 Utilities $500 $600  S600 $1,700
i 2022 TOTAL $24,500 $24,100 $25,800 $74,400
12
13 2023 BUDGET $25,235 524,823 $26,574 576,632
14| v
3 Budget - 1st Quarter | Budget - 2nd Quarter | Budget - 3rd Quarter ... (¥ ] »
Ready H BH M -———+ 100m%
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o Excel. removes the Ce”. data- & Auoseve @D [ Expense Budget Caleulation - Saved = jel PalMcFedies o ® & - 0O X
Fle  Home Insert Draw Pagelayout Formulas Dala Review View Help © Comments
9. LCu % Calibri v = custom  ~ [l Conditional Farmatting ~ | EHinsett v X v I~
& paﬂEI @~ B I U+ A A § v % % [ FomatasTeble~ Fpelete ~ [ O
- ¥ Hio e A 9 0 S8 [ Cell Styles - [ Format~ £~
unde Clipboard 13 Font & Alignment ] Number £] Styles. Cells Editing ~
D3 ~|: fe ~
A B c R« B E E G H I J K L M -
1 Expense Budget Calculation - 1st Quarter
2
3 INCREASE Los]jo
4
5 EXPENSES January February March Total
] Advertising $4,600  $4,200 $5,200 514,000
7 Rent $2,100  $2,100 $2,100 $6,300
3 Supplies $1,300  $1,200 $1,400 $3,900
9 Salaries $16,000 $16,000 $16,500 $48,500
10 Utilities $500 5600 $600 $1,700
1 2022 TOTAL $24,500  $24,100 $25,800 $74,400
12
13 2023 BUDGET 525,235  $24,823 $26,574 $76,632
14 -
» Budget - 1st Quarter | Budget - 2nd Quarter | Budget - 3rd Quarter .. ® : € >
Resy & e — ——d
Undo Cell Data Delet1on ave @D [ Expense Budget Calculation - Saved = £ s P ® L - O X
o Cljck the Home tab. File Hnﬂow Page Layout FanIaS Data Review View Help 2 Comments
e X Calibii v v = Custom ~  [Econditional Formatting = Einset ~ I v ¥~
. G»‘:‘i’m " m- B I U. A A § ~ 9% 9  FEFormatasTable~ Eipelete ~ [ O
o Click the Undo drop—down ol § Hie| 0 A < 55 Cel Styies - Elfomste | &~
Cancel d & Font ] & Number 1§ Styles. Cells Editing ~
arrow (). - R v A -
A B [ e e | E F G H ] J K L M -
e Click Clear. 1 Expense Budget Calculation - 1st Quarter
2
. 3 INCREASE 1.03
Note: If the data deletion was the ; i
: 5 EXPENSES January February March Total
most recent action you performed, : Advoriisicg | 54600 54200 55,200 57,000
s : 7 Rent $2,100 52,100 $2,100 $6,300
you can undo it by pressing m+a 8 Supplies $1,300  $1,200 51,400 $3,900
r ] k]n n . 9 Salaries $16,000 $16,000 $16,500 $48,500
0 by Cl ¢ 9 u dO (z’)) 10 Utilities $500 $600  $600 51,700
1 2022 TOTAL $24,500 524,100 $25,800 $74,400
Excel restores the data to the cell. w2
13 2023 BUDGET  $25,235  $24,823 526,574 $76,632
14 v
v Budget - 1st Quarter | Budget - 2nd Quarter | Budget - 3rd Quarter ... (&) 4 »
Reaty [ & o -+ o

When I delete cell data, Excel keeps the cell
formatting intact. Is it possible to delete the data
and the formatting?

Yes. Excel offers a command that deletes everything from
a cell. First, select the cell with the data and formatting
that you want to delete. Click Home, click Clear (¢ ~),
and then click Clear All. Excel removes both the data
and the formatting from the selected cell.

Is it possible to delete just a cell’s
formatting?

Yes. Excel offers a command that deletes just the
cell formatting while leaving the cell data intact.
Select the cell with the formatting that you
want to delete. Click Home, click Clear (¢ ~),
and then click Clear Formats. Excel removes just
the formatting from the selected cell.
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CHAPTER 3

Working with
Ranges

In Excel, a range is a collection of two or more cells that you work with as a

group rather than separately. This enables you to fill the range with values,

move or copy the range, merge the range cells, and insert and delete ranges.
You learn these and other range techniques in this chapter.

@ sutosove @) [ Customers - Last Modified: Mon at 2:42 P ~ Paul M a ® F - a %

File m Insert Draw  Page Layout Formulas Data Review View Help I Comments
9 . S Calibri R — G - [ - | Einsert - v
. - B U~ A 3 Z & e

. g [E Format~ &~

Undo Clipboard Cells Editing

3175552505
3175559773
3175556469

6 | Christina Berglund i 317555618
Hanna Moos : 3175551740
Frédérique Citeaux e 3175551573
Martin Sommer rtin r 3175558600
Laurence Lebihan a c r
Elizabeth Lincoln 3175554298
Victoria Ashworth 3175553202
Patricio Simpson 3175554835
Francisco Chang 3175553170
Yang Wang a r 3175558150

5 |Pedro Afonso 317555075
Elizabeth Brown h 3175555978
3 | Sven Ottlieb 3175553660

g |Janine Labrune anine r 3175558839
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Fill a Range with the SameData . . .. .. ... .. .. 28
Fill a Range with a Seriesof Values. . . . . . . . . . .. 30
FlashFillaRange . . . . . . ¢ ¢ ¢ v v v v v v v v o o 32
MoveorCopyaRange . . . . . . ¢ ¢ v v v v o v o oo 34
InsertaRoworColumn. . . . . ... ... ... 36
InsertaCellorRange . . .. .. ... 38
Delete DatafromaRange. . . . . . . . . . . ¢ o0 . 40
DeleteaRange. . . . . . ¢ ¢ ¢ ¢ v v v v v v 0 v e 0w 42
HideaRoworColumn . . . . ... ... ... ... .. A
Freeze RowsorColumns . . . . . . . .. .. ..o o 46

Merge TwoorMoreCells . . . . . . . . . . . . o . o .. 48



Select a Range

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

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

entire row or column.

Select a Range

Select a Rectangular Range

Position the mouse (qp) over the
first cell you want to include in
the range.

e Click and drag the ¢ over the cells
that you want to include in the
range.

() Excel selects the cells.
e Release the mouse button.

Select a Range of Individual
Cells

o Click in the first cell that you want
to include in the range.

e Hold down (£ and click in each
of the other cells that you want to
include in the range.

() Each time you click in a cell, Excel
adds it to the range.

e Release (=11.
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¢ - Iy~ $~ % 9 [HEFomatasTablev Cols | Ediing

& e & b ] [ Cell Styles ~ v -
Undo  Clipboard Font [ Alignment 5 tumber & Styles v

16RXx3C v i Je o Title v

A B c D F <] H J K L a

1

&ﬂtle Year Director

3] Alien 1979  Ridley Scott

4 |An Angel fro m Texas 1940 Ray Enright

5 | 1988  Penny Marshall

[  The Big Sleep 1946  Howard Hawks

7

3 | A Christmas Carol Brian Hurst
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10 Stanley Kubrick

n

12

13 An Old Spanish Custom

1] |A Perfect World 1993

15 Perfectly Normal

16| The Shining

17 | The Terminator 0

18 v
Movie List | Sheet2 | Sheet3 ©] i 4 >

Ready EJ Average: 1966.466667 Count 48  Sum: 29457  [f M -—a— 100%

@ AutoSave [Z  Movies - Saved ~ £ Ssearch (Alt+Q) PaulM Q ® L& - o 5
File ~ Home Insert Draw Pagelayout Formulas Data Review View Help 2 Comments.
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Undo  Clipboard 5 Font ] Alignment 5 Humber & Styles ~
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A B C D F G H J K L a

1

2 Title Year Director

3‘ MlEI’I 1979  Ridley Scott

4 An Angel from Texas 1940  Ray Enright

5 Big 1988  Penny Marshall

6 The Big Sleep Howard Hawks

7 ade Runner Ridley Scott

8 A Christmas Carol Brian Hurst

9 Christmas In July 1940  Preston Sturges

10, A Clockwork Orange Stanley Kubrick
1 e Hard John McTiernan
12 Old Ironsides James Cruze

13 An Old Spanish Custom 1936  Adrian Brunel

14 A Perfect World 1993  Clint Eastwood

ik Perfectly Normal 1990  Yves Simoneau

16, The Shining 880  Stanley Kubrick

1 2 B James Cameron
f v

Movie List | sheet2 | sheet3 ® B >

Ready S Count:4  HH M - —a— 100%
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Select an Entire Row

@ Avoseve @D B Movies - Saved = P search (Ait+Q) i B ® 4 - 0 x
o Pos.it.ion the mouse (G.) over the Ff Ha_m ::art :rT-: Dagnmyl‘::l Furrjjlns Data Rewg: \n‘gw HnlpIﬁf — UCnmmn';
© , sibri e o eneal onditionsl Formatting + ()
header of the row you want to select o Mp @1 uixw 5% Bremanmme
(@ changes to ‘) < T b A S8 9 [ Cell Styles ~ - -
- ). Undo Clipboard Font [ Alignment & Number [} styles v
v v Title -~
e Click the row header. A 8 c o P WP TR
& Al [ Title Year Director | “0 |
e Excel‘ Se"eCtS the enti re rOW' i ﬁ:ei\nngelﬂcm Texas 1:471: gf;grslcg:;:
. . - T
To select multiple rows, click and 2 Blade ey 1502 [ridiey Soot
drag across the row headers or hold O T P
. 10 A Clockwork Orange 1971  Stanley Kubrick
down and click each row header. " e O i1 iohmweTioman
12 0Old Ironsides 1926  James Cruze
13 An Old Spanish Custom 1936  Adrian Brunel
“ A Perfect World 1993  Clint Eastwood
15 Perfectly Normal 1990  Yves Simoneau
16 The Shining 1980  Stanley Kubrick
Rl The Terminator 1984  James Cameron
. MovieList | Sheet? | Sheetz | (&) ] » e
Ready [§ Count: 4 ] M ———+ 100%
Select an Entire Column A Avosve @I B Movies - Saved - P search (alt+Q) Paul M 5 P L - o X
o POSitiOn the mouse (Iﬂl) over the F\: Home  Insert I?:T Pagslxy\:ul Formulas  Data mns: \h‘ew Help Dc—nmmenu
2 Ltl X ial v ? v eneral ~ [l Conditional Formatting ~ = jel
header of the column you want to S - | o u-l¥ R Lt
v A @ N Cell Styles - -
Select (c. Changes to ‘)‘ Undo Clipboard E? Font ] Alignment & Number ] Styles v
B1 b ~ v
o Click the column header. , M z z - MR
2 Title Year Director
() Excel selects the entire column. (i | o e
. . : The i Siesp -
To select multiple columns, click and 7| |pide Ruer 1982 Ridley Scot
8 A Christmas Carol 1951 Brian Hurst
drag across the column headers, or hold s Chrstmas In uly 1040 Preston Snurges
. 10 A Clockwork Orange 1971  Stanley Kubrick
down (1) and click each column header. ||  [pered 551 o WeTemen
13 An Old Spanish Custom | 1936 Adrian Brunel
14| A Perfect World 1993  Clint Eastwood
15 Perfectly Normal | 1990 Ywves Simoneau
16 The Shining 1980  Stanley Kubrick
17] The Terminator 1984 James Cameron
= Movie sheetz | sheetz | @ a >
Ready [ count 16 [ f -—a— 0

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

Yes. To select a rectangular range, navigate to the
first cell that you want to include in the range, hold
down £, and then press 3 or (] to extend the
selection. To select an entire row, navigate to any
cell in the row and press 0+ 00, To select
an entire column, navigate to any cell in the column
and then press (G0 +E0 000,

Is there an easy way
to select every cell
in the worksheet?
Yes. There are two

press () +@).

Al ~ v Jx
-4 A B
1
2 Title

methods you can use. The easiest is to click the

Select All button ( 4) in the upper-left corner of
the worksheet ()). Alternatively, select an empty
cell outside of any range that contains data, then
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Fill a Range with the Same Data

f you need to fill a range with the same data, you can save time by getting Excel to fill the range

for you. The AutoFill feature makes it easy to fill a vertical or horizontal range with the same
value, but you can also fill any selected range. This method is much faster than manually entering
the same data in each cell.

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

Fill a Range with the Same

. . .
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o Excel' ﬁU.S the range W1th the 1n1t]al‘ 9. x’r_‘ X Calibri c v = =[Z)[8)  Geesl - [ ConditionslFormating> | Elnset v T v Sv
cell value. S B- BIUu-Ax = $ % 9 [ Femetas e Toeee ~ @~ O
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A B c D E F G a
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3 |Beverages Chang 24 - 12 oz bottles
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9 [Beverages Outback Lager 24 - 355 ml bottles
10 | Beverages Rhénbrau Klosterbier 24-0.5 I bottles
11 |Beverages Sasquatch Ale 24 - 12 oz bottles
12 | Beverages Steeleye Stout 24 - 12 oz bottles
13 |Beverages __Aniseed Syrup 12 - 550 ml bottles
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@ B~ B I U~ AN = $~ % 9 | [ Fomat ss Table B e = P~
© Type the text, number, or other data. ¢ Wl | = 28 |® B | ©-
Undo | Clipboard Font m o Algnment o Number Styles Cells Editing v
9 Press m+m. A2 v|i|X « fell 075 ~
A 8 G D E F s H 1 J K L M N o a
1 Test Dg
2 [o.75
3
4
5
3
7
“ -©
9
10
1
12
13
14
15
16
17 v
Sheetl ® i »
Enter @ i 1] 0
o Excel. ﬁU.S the I’ange With the Vaer Amosav: B Booki - Excel P search (Alt+Q) Paul M e ¢ & = a x
yOU typed. Flle  Home Insert Draw Pagelayout Formulas Data Review View Help = Comments

z[;] 2, General ~ | [l Conditional Formatting ~ | Ellnset ~ | 5 ~ 9~

9 - X Calibri -1~
Q fﬁ B $v% 9 [EromatasTablev BDelete v [~ O~

S pae B B I U~ AR
<

- Helde A~ £ o % 8 57 Call Styles [ElFormat~ &~
Undo Clipboard 3 Font e Alignment 5] Number ] Styles Cells Editing ~
A2 ~ i £ o ~
1 | Test Data ‘ ‘ ‘
2 D.7S‘ 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75|
3 075 075 075 075 075 075 0.75 075 07 07
4 | 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75 0.75|
7 on
8 | 0.75|
- =<Q
mn 0.75|
12 0.75]
i e
15 0.75|
16 0.75]
” E| 5
Ready Average: 075 Count 150 Sum: 112.5 B B M -—a—-+ 100
How do I fill a vertical or horizontal range without also 12 [Beverages Steeleye Stout
copying the formatting of the original cell? 13 |Beverages |Aniseed Syrup
Follow these steps: (B’ Cajun S
@ Perform steps 1 to 4 to fill the data. 18] copyceis en Shouyu
. . . 1 © FillEormatting Only 1dma's Boysenbe
() Excel displays the AutoFill Options button (). 1O Fill Without Formatting <afl€]blacca
. . . Flash Fill I-'} I - -
e Click AutoFill Options (=2)). 19 f ____siana Fiery Hot P

@ Click Fill Without Formatting.

Excel removes the original cell’s formatting from the copied cells.
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Fill a Range with a Series of Values

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

to create the series for you. AutoFill can fill a series of numeric values such as 5, 10, 15, 20, and
so on; a series of date values such as January 1, 2023, January 2, 2023, and so on; or a series of
alphanumeric values such as Chapter 1, Chapter 2, Chapter 3, and so on.

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

Fill a Range with a Series of Values

AutoFill a Series of Numeric,
Date, or Alphanumeric Values

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

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

6 Select the two cells.

Position the mouse (gp) over
the bottom-right corner of the
second cell (¢ changes to ).

e Click and drag = down to fill a
vertical range or across to fill a
horizontal range.

@ As you drag through each cell,
Excel displays the series value
that it will add to the cell.

G Release the mouse button.

@ Excel fills the range with a series
that continues the pattern of the
initial two cell values.
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Clipboard 1 Font & Alignment = Number &
v s fxl 0s%

A B C ) E F G H

[ Conditional Formatting
[ Format as Table
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Sheetl o
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File
o
Unda

A3

@ Autosave Bl Booki - Excel
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Home Insert Draw Page Layout Formulas Data Review View Help
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be B BT LA A $v % 9
v [ Hy[&v A~ %
Clipboard T Font f Alignment & Number T
M / fx| 05%

A | & 4 D 3 F G H

[E Conditional Formatting +
[Z Format as Table v

Paul M @ P & - o X

Cell Styles ~

Styles

2 Comments.
Hinsert ~ T gee
FDelete v v O
[EiFormat~ | &~

Cells Editing ~
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0.50%
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Fill a Custom Series of Values
o Click in the first cell and type the first value
in the series.

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

€@ Click the Home tab.

A tuotoe BT B Bot - lacel

2 Schedule for 2023

3 | Monday, January 2, 2023
4 o
.
3
: I
z

O click Fill (m).
© click Series.
The Series dialog box appears.

@ 1n the Type group, select the type of series
you want to fill (C changes to ©).

0 If you selected Date in step 6, select an
option in the Date unit group ({ changes to ©).

e In the Step Value text box, type the value
you want to use.

© click ok.

© Excel fills the range with the series you created.

TIP

Series ? x

Series in Type Date unit

O Rows () Linear O pay

O colum () Growth 0 r\bMeEk@W

&Ogm ) Month
(O AutoFill O Year

[ Trend
Stepvalue: |1 top value: |

Schedule for 2023
Monday, Jlanuary 2, 2023
Tuesday, January 3, 2023
Wednesday, January 4, 2023
Thursday, January 5, 2023
Friday, January 6, 2023
Monday, January 9, 2023
Tuesday, January 10, 2023
Wednesday, January 11, 2023

[F-RN-- - Y B SR VI )

=
(=]

Can I create my own AutoFill series?

@ Click the File tab.
© Cclick Options.

The Excel Options dialog box appears.
e Click Advanced.

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

The Custom Lists dialog box appears.

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

© Click NEW LIST.

@ 1n the List entries box, type each item in your
list, and press (=.1-] after each item.

@ Click Add.

e Click OK to return to the Excel Options dialog
box.

© click oK.
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Flash Fill a Range

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

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

Flash Fill a Range

Flash Fill a Range with
Extracted Data

o Make sure the column of original
data has a heading.

e Type a heading for the column of
extracted data.

e Type the first value you want in
the new column.

@ Begin typing the second value.

() Excel recognizes the pattern and
displays suggestions for the rest
of the column.

e Press (200

@ Excel flash fills the column with the
extracted data.
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@ vosave @ID B2 Customers - Saving.. - P Search (alt+Q) i @ ® L& - o x
Fle Home Insert Draw Pagelayout Formulas Dala Review View Help = Comments
N "—' X Calibri e == = =i = 3o~
¢ . - 81 u- AN $-% 9 E= £ = L
< B2 A~ ] 7] ] Format~ |
Undo Clipbosrd Font [ Alignment HNumber Styles cells Editing v
B3 Vi X fe Ana ~
A [ © E F G H 1A
& Full Name, First Name Qsition Phone I
2 |Maria An&Maria ales Representative 3175551262
5 |Ana Trujil Owner 3175552505
4 |Antonio Moreno Antonio Owner 3175559773
5 |Thomas Hardy nas Sales Representative 3175556469
6 |Christina Berglund stir Order Administrator 3175556184
7 |Hanna Moos fanr Sales Representative 3175551740
& |Frédérique Citeaux |Frederion Marketing Manager 3175551573
9 |Martin Sommer a Owner 3175558600
10|Laurence Lebihan Owner 3175558383
11 |Elizabeth Lincoln Accounting Manager 3175554298
12| Victoria Ashworth |V E Sales Representative 3175553202
13 | Patricio Simpson atricio Sales Agent 3175554835
14 | Francisco Chang Franisco Marketing Manager 3175553170 u
| Sheetl ® 4 >
Enter @ 6 I —
@ Auosave @D B2 Customers. Saving.. ~ O Search (Alt+Q) v @ @ 5 - 0O x
Fle Home Insert Draw Pagelayout Formulas Dala  Review View Help = Comments
9. [QI'] A calon -~ [F= L Genesl v [E]Condiionsl Formatiing | Efllnset 3 v A9
S paste [~ B I U« A A = $ v 9% 9 [EHformatas Tablew B Delete ~ [T~ O~
v H. & A~ o % -8 [ Cell Styles ~ i Formst~ @~
Undo Clipboard & Font [} Alignment & Number & Styles Cells. Editing v
B4 v 7 fr  Antonio ~
A 8 | © ) E F G H 1 a
1 Full Name First Name Position Phone I
2 |Maria Anders Maria Sales Representative 3175551262
3 |Ana Trujillo Ana Owner 3175552505
4 |Antonio Moreno | Antonio _Er\mer 3175559773
5 Thomas Hardy Thomas Sales Representative 3175556469
& |Christina Berglund  Christina Order Administrator 3175556184
7 'Hanna Moos Hanna Sales Representative 3175551740
8 |Frédérique Citeaux Frédérique Marketing Manager 3175551573
9 |Martin Sommer Martin QOwner 3175558600
10 |Laurence Lebihan  Laurence Owner 3175558383
11 |Elizabeth Lincoln  Elizabeth Accounting Manager 3175554298
12 Victoria Ashworth  Victoria Sales Representative 3175553202
13 Patricio Simpson  Patricio Sales Agent 3175554835
14 Francisco Chang FranAcisco Marketing Manager 3175553170 -
\ Sheet1 @), 4 3
Ready rlnhFchmngmc:ngBﬂé & B -———+ 1%




CHAPTER

Working with Ranges

. .
Flash Fill a Range with Formatted @ e @D B coemnimrg - P s n® © 5 - 0o x
Data Fle Home Insert Draw Pagelayout Formuls Data Review View Help = comments
. j X Calibri “[1a o] === g ® = ¥ v i
0 Make sure the column of original data S MRS $-% 0 @ z @ o-
. 4 el A = =¥ i 2 @ [ Format~ &~
has a head]ng. Unde  Clipboard & Fent & Alignment Number ] Styles Cells Editing ~
E3 vt X o fr]| (317)555-2505 ~
M A B & o E | G H a
o Type a head]ng for the neW Co"umn Of 1 |Full Name First Name Position whone PhoneNumher£ l
2 |Maria Anders Maria Sales Represen e 3. 1262 (317) 555-1262
formatted data' annaTruiilln Ana Owner 3 (317)555—2505:|ﬂ
4 |Antonio Moreno Antonio Owner 31 9773|(317) 555-9773
e Type the first value you want in the new | ThomssHardy  Thomas Sales Representative 3175556469 (117
6 Christina Berglund  Christina Order Administrator 3175556184 (117
COLlen. 7 |Hanna Moos Hanna Sales Representative 3175551740/ (117 550
8 Frédérique Citeaux Frédérigue Marketing Manager 3175551573 11/ 5oh 157
. . h 2 Martin Sommer Martin Owner 3175558600 (=
Beg]n typ]ng t e Second Val.ue- 10 Laurence Lebihan  Laurence Owner 3175558383 -
11 | Elizabeth Lincoln Elizabeth Accounting Manager 3175554298 (2
: 12 Victoria Ashworth  Victoria Sales Representative 3175553202
o Excel‘ recogn1zes the pattern and 13 Patricio Simpson  Patricio Sales Agent 3175554835 (117 -
displays Suggestions for the rest O-F the 14 |Francisco Chang  Francisco Marketing Manager 317555317011/ 555-3170 =
\ Sheetl @ i e 3
column. e
e Press m @ Avosave @XD B Customers - Saving... = P search (A+0) i B ® & - 0 x
: File Huﬁ Insert Draw Page Layout Formulas Data Review View Help = Comments
PRI Catibri cie v = =(=] | ceen - B CondtionalFormatting  Blsen ~ | ¥ - 7~
< e B BT U A A =EH- § % % EromatsTber Fodete - T~ O~
- g e b A £ v 8 -8 52 Cell Styles ~ [ Format~ &+
Undo Clipboard B Font 5] Alignment & Number ] Styles Cells. Editing ~
= v  fe (317)555-8773 ~
A 8 < o E | F < H a
1 |Full Name First Name Position Phone Phone Number
2 Maria Anders Maria Sales Representative 3175551262 (317) 555-1262
3 Ana Trujillo Ana Owner 3175552505 (317) 555-2505
4 [Antonio Moreno  Antonio Owner 3175559773((317) 555-9773 |&
s Thomas Hardy Thomas Sales Representative 3175556469 (317) 555-6469
& Christina Berglund  Christina Order Administrator 3175556184 (317) 555-6184
7 'Hanna Moos Hanna Sales Representative 3175551740 (317) 555-1740
8 Frédérique Citeaux Frédérigue Marketing Manager 3175551573 (317) 555-1573
9 Martin Sommer Martin Owner 3175558600 (317) 555-8600
10 |Laurence Lebihan  Laurence owner 3175558383 (317) 555-8383
11 | Elizabeth Lincoln Elizabeth Accounting Manager 3175554298 (317) 555-4298
12 Victoria Ashworth  Victoria Sales Representative 3175553202 (317) 555-3202
13 Patricio Simpson  Patricio Sales Agent 3175554835 (317) 555-4835
14 |Francisco Chang Francisco Marketing Manager 3175553170 (317) 55‘5-31?0 =
() Excel flash fills the column with the Lo | © 3 @ :
Ready  Flash Fill Changed Cells: 50 m o—xd——da 13
formatted data.

Why do I not see the automatic Flash Fill suggestions when Can I still use Flash Fill even though
I type the sample data? I do not see the automatic

For Flash Fill's automatic suggestions to appear, you must have suggestions?

headings at the top of both the column of original data and the | Yes, you can still invoke Flash Fill on

column you are using for the filled data. Also, the flash fill any range by running the Ribbon
column must be adjacent to the original column and the sample | command. In the fill range, type the
entries you make in the fill column must occur one after the first value, then select that value and
other. Finally, note that Flash Fill's automatic suggestions the rest of the fill range. Click the Data
usually only work with text data (including phone numbers), tab and then click Flash Fill (£5). Excel
not numeric data. flash fills the selected range.
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Move or Copy a Range

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

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

Move or Copy a Range

Move a Range
o Select the range you want to move.

e Position the mouse (¢p) over
any outside border of the range

(<p changes to ).

e Click and drag the range to the new
location (‘& changes to [}).

@ Excel displays an outline of the range.

(© Excel displays the address of the new
location.

O Release the mouse button.

@ Excel moves the range to the new
location.
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[ O M~ I U A A ZE- | $-9% 9 EHrfomasTble- FDelete v [~ O~
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A B [+3 D E F G H J K a
1 |Loan Payment Analysis Period  Principal Interest  Total
2| Interest Rate (Annual) 4.00% 1 |($150.83) ($33.33) ($184.17)
3 Periods (Years) 5 2 ($151.33) ($32.83) ($184.17)
2 Principal  $10,000 3 |(5151.84) ($32.33) (5184.17)
5| Monthly Payment  ($184.17) 4 [($152.35) ($31.82) (3184.17)
6 | Total Loan Costs ($1,049.91) 5 [(8152.85) ($31.31) ($184.17)
7 6 ($153.36) ($30.80) ($184.17)
(] 7 ($153.87) ($30.29) (5122.17)
9 8  [(5154.39) (52977 (5184.17)
0 9 .26) ($184.17)|
11 10 1(528.75)|(5184.17)
12 .55) | (50.61) (5184.17)
13 =
kb (3 =2
15 AZD19
16
17
18
19 v
Principal and Interest @ L] >
Drag to move cell contents, use Alt ksy to switch sheets Average: 946697391  Counti45  Sum: 3936634652 [ M -————+ o
@ Avosve @XD 2 Loans- Saving.. - P search (=) run @ 9 4 - o0 x
file Home Insert Draw Pagelayout Formulas Data Review View Help = Comments
9. Er X Calibri e = *@ [ General ~  [E Conditional Formatting ~ & Insent ~ b2
[ 0 M~ I U~ A A =B~ $-% 9 BEEromatasTabler EE Delete ~ | [~ O~
¢ HEH- &4 A~ - @b 4 52 cell stytes ~ & Format~ | -
Undo = Clipboard 15 Font 5] 5 Numb, [ Styles Cells Editing v
A8 v fe  period ~
A B c D = E G H i J K a
1 Loan Payment Analysis
2 Interest Rate (Annual) 4.00%
3 Periods (Years) 5
4 Principal $10,000
5 Monthly Payment  ($184.17)
6 Total Loan Costs  (51,049.91)
7
8 Period Principal Interest Total
9 1 ($150.83) ($33.33) ($184.17)
10 2 ($151.33) ($32.83) ($184.17)
1 3 ($151.84) ($32.33) ($184.17)
12 4 ($152.35) ($31.82) ($184.17)
13 5 ($152.85) ($31.31) ($184.17)
14 6 ($153.36) ($30.80) ($184.17)
7 ($153.87) ($30.29) ($184.17)
8 ($154.39) ($29.78) (5134.17)'0
17 9 (56154.90) ($29.26) ($184.17)
18 10 (5155.42) ($28.75) (5184.17)
13 60 (6183.55) ($0.61) ($184.17) &
Principal and Interest ® el »
Reaty Average: B946897391  Count 48 Sum: 3936634852 [ M -——— 0%
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Copy a Range
o Select the range you want to copy.

File

AutoSave =

Home Insert Draw Pagelayout Formulas

v B @ o
& Comments

Loans « Saved ~ P search (Alt+Q) i o X

Data Review View Help

- l«_’—ﬁ A Arial v General ~ [ conditional Formatting  EBInset v | X v fv -
IS o [~ I U~ A& $ v % 9 [ FormatasTable v Fdelete ~ | EH~ £~
e Press and hold (Z1). w B B - an | Boname B | -
Undo  Clipboard 5 Font ] Alignment B Number Styles Cells. Editing A
9 Pos-lt-ion the mouse (@) over Scenariol v} x| Interest Rate (Annual) v
. A B (4 D = F G H 1 J K L M -
any outside border of the range + Loan Payment Analysis
(e changes to [¥). < Sconario #1
4 Interest Rate (Annual)  4.00%
O Click and drag the range to the 5 T
. Monthly P: (51841
location where you want the copy g . g
9 |Scenario #2
to appear. 0 ‘
"
(@) Excel displays an outline of the 8 .
range. 1‘5 muauv
= Loan Payment Analysis \ Principal and Interest @ H | P'

( Excel displays the address of the

Drag to copy cell contents, use Alt key to switch shects

Average: 2455218695 Count: B Sum: 9320.874779 B B -—a—+ 00

new location.

File
.

o

undo

Autesave @ o) (2

Scenario2 v i

Loans = P search (Alt+Q) Paul M e & & = o X
Home insert Draw Pagelayout Formulas Data Review View Help = Comments
Llw:l % Aol PETI E] b General ~  [E condttionsl Formatting ~ @B lnset © | X« Sy~
@~ I U~ A A @E ~ %~ % 9 [ FomatasTable v FDelete ~  [Hv O~
= Hae &y A = = | |8 [ Cell Styles ~ (EiFormaty | &~
Cipboard s Font 5 Algment & Number 5 Styles Cels Editing v
J& | InterestRate (Annual) ~
A B ® D E F G H 1 J K L M a

Loan Payment Analysis

Scenario #1
Interest Rate (Annual)

Scenario #2

4.00%
Periods (Years) 5
Principal  $10,000
Monthly Payment (3184 17)

e Release the mouse button.
@ Release (£11.

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

Ready

Loan gﬂyment Analysis | Principal and Interest ®

Monthly Payment (5154.17)]

v
3

i L e s

Average: 2455218695 Count B Sum: 9820.874779

Can I move or copy a range to another
worksheet?

Yes. Click and drag the range as described in
this section. Remember to hold down (£ if
you are copying the range. Press and hold (1)
and then drag the mouse pointer over the tab
of the sheet you want to use as the destination.
Excel displays the worksheet. Release (1] and
then drop the range on the worksheet.

Can I move or copy a range to another workbook?
Yes. If you can see the other workbook on-screen, click
and drag the range as described in this section, and
then drop it on the other workbook. Remember to hold
down (2] if you are copying the range. Otherwise,
select the range, click the Home tab, click Cut (}) to
move the range or Copy ([[3) to copy it, switch to the
other workbook, select the cell where you want the
range to appear, click Home, and then click Paste ([7).
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Insert a Row or Column

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

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

Insert a Row or Column

Insert a ROW @ AutoSave @OM) L Loans«Saved ~ P search (alt+Q) PaulM & ¢ 3 = a X

o CliCk any Cel.l. _in the row bel.OW File Mﬂaw Page Layout Formu\a: Data Review View Help
9. E’tl A Calibri “14 @22 General ~  [&f Conditional Formatting ~

where you want to insert the o Hp. mlru-las ==EFB 5-% 9 Hromuunser & poncets
- d- oA == ¥ ] 5B Cell Styles ~ B e
neW rOW. Undo Clipboard & Font & Alignment ] Humber ] Styles. - >
UM Insert Sheet Columns
AS vl fx  PaymentType ~

B Ingert Sheet

@ Click the Home tab. e 2 | c s e ¢ @
1 |Loan Data
. Interest Rate 4.00%
e CI']Ck the Insert v' j Amortization 10
4 Principal $500,000
@ Click Insert Sheet Rows. (1 TS
6
T
8
9

Amortization Schedule

Period Payment Principal Interest Principal Interest Prineipal

1 ($61,645.47) ($41,645.47) ($20,000.00) ($41,645.47) ($20,000.00) $458,354.53

2 ($61,645.47) ($43,311.29) ($18,334.18) ($84,956.76) ($38,334.18) $415,043.24

3 ($61,645.47)  ($45,043.74) ($16,601.73) (5130,000.51) ($54,935.91) $369,999.49
12 4 ($61,645.47)  ($46,845.49) ($14,799.98) (5176,846.00) ($69,735.89) $323,154.00

5

6

7

($61,645.47) ($48,719.31) ($12,926.16) ($225,565.31) ($82,662.05) $274,434.69
(561,645.47)  ($50,668.08) ($10,977.39) ($276,233.39) ($93,639.44) $223,766.61
(561,645.47) ($52,694.81) ($8,950.66) ($328,928.20) ($102,590.10) $171,071.80

v
« ... | Pprincipal and Interest _Amortization Schedule ] . »
Ready [ 2 B -—— 100
@ Excel inserts the new row. B o € B o - P sachonea mu ® © 5 - o x
File ~Home Insert Draw Pagelayout Formulas Data Review View Help 2 Comments
(© The rows below the new row 9o [k G e TSR Gt o B | S 3o 0
are Sh-ifted down. [ paste ¥ [E I u-A A = é@ ~  $ -~ % 9 [EEFomatasTable~ FiDelete ~ [~ O~
v F |EHr & A == |- % 48 B2 Cell Styles EFomat~ & ~

Undo  Clipboard Fant ] Alignment & Number T Styles Cells Editing v

Click the Insert Options Fa— .
button (). [N o c o £ . T

1 |Loan Data
. . 2 | Interest Rate 4.00%
Select a formatting option for 3| Amortization 10
the new row () changes to ©). X

Principal $500,000

|6 | Payment Type

n Format Same As Above
O Format Same As Below

O ClearFormatting

R?

9 Period Payment  Principal Interest Principal Interest Principal

10 1 ($61,645.47) ($41,645.47) ($20,000.00) ($41,645.47) ($20,000.00) $458,354.53

11 2 ($61,645.47) (343,311.29) ($18,334.18) ($84,956.76) ($38,334.18) $415,043.24

12 3 ($61,645.47)  ($45,043.74) ($16,601.73) ($130,000.51) ($54,935.91) $369,999.49

13 a (561,645.47)  ($46,845.49) (514,799.98) ($176,846.00) ($69,735.89) $323,154.00

14 5 ($61,645.47) ($48,719.31) ($12,926.16) ($225,565.31) ($82,662.05) $274,434.69

15 6 ($61,645.47) ($50,668.08) ($10,977.39) ($276,233.39) ($93,639.44) $223,766.61 v
“ <. | Pprincipal and Interest _Amortization Schedule @ 4 »

Ready S & B -—— 100
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Insert a Column

o Click any cell in the column to
the right of where you want to
insert the new column.

e Click the Home tab.
€@ Click the Insert v .
O Click Insert Sheet Columns.

@ Excel inserts the new column.

(© The columns to the right of the
new column are shifted to the
right.

Click the Insert Options
button ().

@ Select a formatting option for the
new column (O changes to ©@).
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9. FD It Calibri Ju || == E 2 General [l Conditional Formatting
Cr el B I U~ AL S==H- §-%9 EHromtashbler Insert Cells...
A= e O A~ == hr B2 Cell Styles 3¢ Insert Sheet Rows
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7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0 10
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 1] 0 0 10
11 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20 5
12 20 Northwind Traders Marmalade NWTIP-6 0 0 0 40 10
13 21 Northwind Traders Scones NWTBGM-21 0 0 0 0 5
14 34 Northwind Traders Beer NWTB-34 23 23 0 0 15 o
Inventory @ - »
Ready i) m -————+ 1%
@ Autosave BE  Inventory - Saving.. * £ search (Alt+Q) m B © £ - o x
file  Home Insert Draw Pagelayout Formulas Data Review View Help O Comments
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Undo Clipboard 1% Font. [ Alignment G Mumber [ Styles = Editing v
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Product Qty On Qty On Qty Qty On Reor|
1 ID Product Name Product Code Hold Hand Available Order Le
2 1 Northwind Traders Chai NWTB-1 25 25 a1
3 3 Northwind Traders Syrup NWTCO-3 0 50 50
4 4 Northwind Traders Cajun Seasoning NWTCO-4 (B Format Same as Left 40
5 5 Northwind Traders Olive Oil NWTO-5 (O Format Same As Right 0
5 6 Northwind Traders Boysenberry Spread NWTIP-6 (© ClearFormatting 0 10
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0
11 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20
12 20 Northwind Traders Marmalade NWTIP-6 0 0 0 40
13 21 Northwind Traders Scones NWTBGM-21 0 0 0 0
14 34 Northwind Traders Beer NWTB-34 23 23 0 0 5
Inventory @ ] 3
Ready i M -——F——+ 1%

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

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

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

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

Insert a Cell or Range

@ select the cell or range where I — T o ® © 2 - o =
you want the ll‘lserted Cell or Fle Home Insert Draw Pagelsyout Formulas Data Review View Help & Comments
v & Calibri v e === i General v [ Conditional Formatting» Bl Insert 2 v ¥~
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A B c D E | H 1 J K _a
1 |Loan Payment Analysis Period Principal Interest  Total
2 | Interest Rate (Annual) 4.00% 1 |(5150.83) ($33.33) ($184.17)
3 Periods (Years) 5 2 |(5151.33) ($32.83) (5184.17)
4 Principal  $10,000 3 |(5151.84) ($32.33) ($184.17)
- Monthly Payment| ($184.17)] 4 |($152.35) ($31.82) ($184.17)
6 Total Loan Costs ($1,049.91) 5 |(5152.85) ($31.31) ($184.17)
7 6 |(5153.36) ($30.80) ($184.17)
8 7 [(5153.87) ($30.29) ($184.17)
] 8 [(5154.39) (529.78) (5184.17)
10 9 |(5154.90) ($29.26) ($184.17)
1 10 |($155.42) ($28.75) ($184.17)
12 60 |(5183.55) ($0.61) ($184.17)
13
14
15 v
o | Loan Payment Analysis | Principal and Interest | Amortization St ... (&) Ll >
Reaty 3 Average: -184.1652206  Count:2  sum:-1ed.eszzos R H =t 1%
o CI.]Ck the Home tab. Autosave @ ©) [ Loans - P search (Alt+Q) run B 9 3

. File  Home Qaw Pagelayout Formulas Data Review View Help
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O Click Insert Cells. & =o. @8
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- v dov A 3= o 48 7 Cell Styles ¥ B nsert Sheet Boms
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A B B D E F G H kL

1 |Loan Payment Analysis Period Principal Interest  Total

2 | Interest Rate (Annual) 4.00% 1 ($150.83) ($33.33) ($184.17)

3 Periods (Years) 5 2 |(5151.33) ($32.83) ($184.17)

4 Principal _ $10,000 3 |(5151.84) ($32.33) ($184.17)

5 Monthly Payment | (5184.17) 4 |($152.35) ($31.82) (5184.17)

5 Total Loan Costs (51,049.91) 5 |(5152.85) ($31.31) ($184.17)

7 6 |($153.36) ($30.80) (5184.17)

8 7 |($153.87) ($30.29) ($184.17)

9 8 |(5154.39) ($29.78) ($184.17)

10 9 |(5154.90) ($29.26) ($184.17)

11 10 |($155.42) ($28.75) ($184.17)

12 60 |($183.55) (50.61) ($184.17)

13

%

15 -
» ‘ Loan Payment Analysis Principal and Interest Amortization ¢ .. F : 4 3

ready E3 Average: -184.1652206  Count:2  Sum: -184.1652208 B B H -——+ 10m
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The Insert dialog box appears.

e Select the option that
corresponds to how you want
Excel to shift the existing cells
to accommodate your new cells
(¢ changes to ©).

Note: In most cases, if you selected
a horizontal range, you should click

the Shift cells down option; if you

selected a vertical range, you should
click the Shift cells right option.

@ click ok.

() Excel inserts the cell or range.

() The existing data is shifted down
(in this case) or to the right.

0 Click the Insert Options
button ().

e Select a formatting option
for the new cell or range
(C) changes to @).
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Insert ? X

Insert

A5 ~|E|> S

A | B c D E

1 Loan Payment Analysis Period
2 | Interest Rate (Annual) 4.00% 1
3 Periods (Years) 5 2
4 Principal SlO,t'.ZlOOI 3
| | 4
Monthly Payment (5184. 17)“ 5
Total Loan (8] Format Same As Above 0 6
O Format Same As Below 7
9 O  Clear Formatting 8

create a gap in the other data.

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

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

existing cells (down in this case) to accommodate it.
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Delete Data from a Range

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

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

the following section, “Delete a Range.”

Delete Data from a Range

Delete Range Data

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

© Click the Home tab.
€@ Click Clear (¢ +).
O Click Clear Contents.

@ If you want to delete the range
data and its formatting, click
Clear All instead.
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14 Condiments
15 Condiments
| without

Ready

Chef Anton's Cajun Seasoning
Genen Shouyu
Category | With Category ‘ ®

48 -6 0z jars
24 -250 ml bottles
L]

v

Count: 36

»
B B O -——— w0




CHAPTER

Working with Ranges

() Excel removes the range data. & stosee @) B

File

Products By Category £ Search (At+Q)
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1 Category Name Product Name Quantity/Unit
2]
3
4
5 0
6 -
7
8
9
10
11
12
13
14 Condiments Chef Anton's Cajun Seasoning 48 -6 01 jars
| 15 /Condiments Genen Shouyu 24 - 250 ml bottles v
without Category | With Category @ Ll »
Ready ES i) 0 -————+ 100%
.
UndO Range Data Delet]on fove @ OF)) [ ProductsBy Category - P Ssearch (Alt+Q) v @ @ 5 - T =%

@ Cclick the Home tab.

w  Page Layout Formulas Data Review View Help

© Comments

r:'n_‘ X Calibri -~ General ~ [ Conditional Formatting ~ Hlnsert ~ P
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g;“:;"” e Font [E] Alignment T Humber T Styles Cells Editing e
. Format Cells ~
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o B c D E F [ |-
. S fuct Name Quantity/Unit
Note: If the data deletion was the ™ I
. 3,Tv ing 'Interest Rates' in A2
most recent action you performed, apsie?
. . 5 Font
you can undo it by pressing G046 [
or by clicking Undo (©)). - p—
9
Excel restores the data to the i
range. u
13
14 |Condiments Chef Anton's Cajun Seasoning 48 -6 oz jars
| 15 | Condiments Genen Shouyu v

24 - 250 ml bottles
Without Category | With Category a

Ready

(C]

i |

Are there faster ways to delete the data
from a range?

Yes. Probably the fastest method is to select
the range and then press (1. You can

Is it possible to delete a cell’s numeric formatting?

Yes. Select the range with the formatting that you want to
remove, click Home, click € ~, and then click Clear Formats.
Excel removes all the formatting from the selected range. If

also select the range, right-click any part of
the range, and then click Clear Contents.

you prefer to delete only the numeric formatting, click Home,
click the Number Format v, and then click General.
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Delete a Range

f your worksheet contains a range that you no longer need, you can delete that range. Note that

this is not the same as deleting the data within a cell or range, as described in the previous
section, “Delete Data from a Range.” When you delete a range, Excel deletes not just the data within
the range, but also the range of cells. Excel then shifts the remaining worksheet data to replace the
deleted range. Excel displays a dialog box that enables you to choose whether the data is shifted up
or to the left.

Delete a Range

@ select the range that you want to  [@ e e & semocmm o e —® ¢ 7 - o x
dElete. Fle ~ Home Inset Draw Pagelayout Formulas Data Review View Help = Comments
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5 |Beverages Céte de Blaye 12 - 75 cl bottles ﬂ
6 |Beverages Ipoh Coffee 16 - 500 g tins
7 Lakkalikoori 500ml
8 ag Laughing Lumberjack Lager 24 -12 oz bottles
9 |Beverages Outhack Lager 24 - 355 ml bottles
10 ag! honbrau Klosterbier 24-0.5 | bottles
11 Sasquatch Ale 24 - 12 oz bottles
12| Bi Stout 24 -12 oz bottles
13 |Beverages Aniseed Syrup 12 - 550 ml bottles
14 Condiments Chef Anton's Cajun Seasoning 48 -6 0z jars
15 Condiments Genen Shouyu 24 - 250 ml bottles -
| Without Category | With Category @® < »
Ready count36  EH 0 -—————+ 0%
o Click the Home tab. @ Autossve B2 Products By Category - Saved ~ £ search alt+Q) v B ® 4 - o0 X
. File Home faw  Page Layout Formulas Data Review View Helj JComments ¥ Share
€ Click the Delete . o) s g ,,
P ﬁ A Calibri R General | [Efl Conditional Formatting > &8 Insert pIR-4
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o Click Delete Cells. S e mee-A- EE|®. 98 Hoisyes &5 e el
Unde Clipboard 15 Font = Alignment S Number =1 Styles - v
% Delete Sheet Rows.
A2 hd 7 fe Beverages U Delete Sheet Columns e
A . B c ) B Delete Sheet =
| 1 Category Name Product Name Quantity/Unit
2 |Beverages Chai 10 boxes x 20 bags I
3 |Beverages Chang 24 -12 oz bottles
4 |Beverages Chartreuse verte 750 cc per bottle
5 Cote de Blaye 12 - 75 cl bottles
6 |Beverages Ipoh Coffee 16 - 500 g tins.
7 |Beverage Lakkalik6ori 500 ml
3 |Beverages Laughing Lumberjack Lager 24 -12 oz bottles
9 ag Outback Lager 24 - 355 ml bottles
10 |B Rhénbrau Klosterbier 24-0.5 bottles
11 |Beverages Sasquatch Ale 24 - 12 oz bottles
22 Stout 24 -12 oz bottles
13 |Beverages Aniseed Syrup 12 - 550 ml bottles
14 Condiments Chef Anton's Cajun Seasoning 48 -6 oz jars
15 Condiments Genen Shouyu 24 - 250 ml bottles v
| without Category _With Category ® ] »
Ready Count:36 B M -—8——+ 100
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The Delete dialog box appears.

Delete ? X
© select the option that
corresponds to how you want L5k
Excel to shift the remaining (O shift cells left
cells after it deletes the iShift cell:
range (( changes to ©). (O Entire row
Note: In most cases, if you have O Entire column

data below the selected range, you Cancel
should click the Shift cells up e ne

option; if you have data to the right = . = . = | o
of the selected range, you should 1 Category Name Product Name Quantity/Unit
click the Shift cells left option . 2 |Condiments Chef Anton's Cajun Seasoning 48 -6 oz jars
3 |Condiments Genen Shouyu 24 - 250 ml bottles
e Click OK. 4 |Condiments Grandma's Boysenberry Spread 12 -8 o0z jars
5 |Condiments Gula Malacca 20- 2 kg bags A
6 |Condiments Louisiana Fiery Hot Pepper Sauce 32 - 8 oz bottles
7 |Condiments Louisiana Hot Spiced Okra 24 -8 o0z jars
& |Condiments Northwoods Cranberry Sauce 12-12 oz jars
9 |Condiments Original Frankfurter griine SolRe 12 boxes
10 | Condiments Sirop d'érable 24 - 500 ml bottles
11 |Condiments Vegie-spread 15-625gjars
12 |Confections Chocolade 10 pkgs.
13 |Confections Gumbar Gummibarchen 100 - 250 g bags
14 Confections Maxilaku 24 - 50 g pkgs. b
o Excel deletes the range and 15 Confections NuNuCa NuB-Nougat-Creme 20 - 450 g glasses
Shiﬂ:S the rema.in.ing data‘ | Without Category | With Category | @ g C—

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

Yes. Probably the fastest method is to To delete a row, select any cell in the row, click the Home
select the range and then press (&]+(2). tab, click the Delete ~~, and then click Delete Sheet Rows.
You can also select the range, right-click To delete a column, select any cell in the column, click the
any part of the range, and then click Home tab, click the Delete \~, and then click Delete Sheet
Delete. Both methods display the Delete Columns. Note, too, that you can delete multiple rows or
dialog box. columns by selecting at least one cell in each row or column.
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Hide a Row or Column

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

the person to see.

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

Hide a Row or Column

Hide a Row

@ click in any cell in the row you
want to hide.

o Click the Home tab.

9 Click Format.

@ Click Hide & Unhide.

© click Hide Rows.

Note: You can also hide a row by

pressing (200 +().

() Excel removes the row from the
worksheet display.

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

Another way to hide a row is to
move the mouse (qp) over the
bottom edge of the row heading
(< changes to ), and then
click and drag the edge up until
the height displays 0.
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] @~ Tuv A a SEZEr $v% 3 Mromesbig Fpeete + | D O
tO h]de. b Fadte & W0 A < @ 8 B Cell Styles - = &~
Undo | Clipboard & Fant ] o B Humber & Styles CeliShe ~
© click the Home tab. R . .
A B | c D E F ButoF# Row Height | a
: Product g
o Click Format. + D) Product Name £ el it
2 1 Northwind Traders Chai NWTB-1 5 25 futofy Cotmatian 1]
: : : 3 3 Northwind Traders Syrup NWTCO-3 0 50 Default Width. L
e CI']Ck Hlde & Unh]de' 4 4 Northwind Traders Cajun Seasoning NWTCO-4 | 0 0 Visibility
5 5 Northwind Traders Olive Oil NWTO-5 Hide Rows Hide & Unhide %
e Cljck Hide Columns 6 6 Northwind Traders Boysenberry Spread NWTIP-6 @Hid!@m“ Organize Sheets L
: 77 NorthwindTraders Driedpears  wwioino @@ T 200 T T
. 8 8 Northwind Traders Curry Sauce NWTS-8 - » ||
Note: You can also hide a column by s 14 Northwind Traders Walnuts NWTDFN-14 Urbidefa MowoorCopyshmt- 7]
. 0 17 Northwind Traders Fruit Cocktail NWTCFY-17 Unbide Columns feb Celer all
pressing Ctrl +0- 11 19 Northwind Traders Chocolate Biscuits Mix  NWTBGM-19 hide Shet. Protection L]
12 20 Northwind Traders Marmalade NWTJIP-& 0 0 3 orotect Sheet. L
13 21 Northwind Traders Scones NWTBGM-21 0 0 18] Lockcall L
1 34 Northwind Traders Beer NWTB-34 23 23 B Formatceli.. i —
Inventory (0] P4 . - Iy
Resty B B 5 M -—— o
e Excel removes the COlumn from the @ Autosave 2 Inventory - Last Modiied: Yesterday at 431 PM = S wum® € F - 0 X
Worksheet d'isplay. Fie Home nsert Draw pagelajow Formulas D Review View Help © Comments
9. EEl X Calibri 1. == General ~ | [B Conditional Formatting ~ H Insent ~ b
. . . : e m~ (B]1 uv & & =E - ~ % 9 [EFomat as Table v B Delete ~ [~ O~
() Excel displays a slightly thicker heading G B 5 | mea—— e
. Undo | Clipoeard 13 Fant & umber 1 Styles Calls Editing v
border between the surrounding columns | ™ ™ © ™ S
to indicate that a hidden column lies o E e
between them. g o | Product Name Available Order Level
2 1 Northwind Traders Chai c 25 25 0 a1 10
. . 3 3 Northwind Traders Syrup 0 50 50 50 25
Another Way tO h]de a COI_umn 1S tO 4 4 Northwind Traders Cajun Seasoning 0 (1] 0 40 10
. 5 5 Northwind Traders Olive Oil 0 15 15 0 10
move the mouse (Q) over the ﬂght 6 6 Northwind Traders Boysenberry Spread 0 [ 0 10 25
. 7 7 Northwind Traders Dried Pears 0 0 0 0 10
edge of the column heading (qp changes |: & wowwidaTraderscomysacs 0 o “ o o 10
. 9 14 Northwind Traders Walnuts 0 40 40 0 10
to +), and then click and drag the edge 10 17 Northwind Traders Fruit Cocktail 0 0 0 o 10
. . . 1 19 Northwind Traders Chocolate Biscuits Mix 0 1] 0 20 5
l-ef-t unt]l the W]dth d1sp|-ays 0- 12 20 Northwind Traders Marmalade 0 0 0 40 10
13 21 Northwind Traders Scones 0 0 0 0 5
u 34 Northwind Traders Beer 23 23 0 0 15 i
Inventory ® ] .
Ready [ B M - —a— o

How do I display a hidden row or column?

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

To display a hidden column, select the column to the left and the column to the right of the hidden
column, click Home, click Format, click Hide & Unhide, and then click Unhide Columns. Alternatively,
move the g between the headings of the selected columns (g changes to {p) and then double-click. To
unhide column A, right-click the left edge of the column B header and then click Unhide.
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Freeze Rows or Columns

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

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

Freeze Rows or Columns

Freeze ROWS @ Auvtossve @HD) 2 inventory - Saved + P search (al+Q) PaulM Q ® £ - 0 X
file ~ Home Insert Draw Pagelayout Formulas Data Review View Help & comments  [ERIT
@ scroll the worksheet so that the e = G
9 - [El b Calibri v . = & General v [E Conditional Formatting~  Einsen ~ L v 5T~
row or rows that you want to ¢l B LU AN SE- 5% 9 Fremasmbe Sodee - @- -
. . v H & A = OE P 98 57 Cell Styles ~ fi Format~ | &~
freeze are visible. vndo | capbowa @ Font T e soes cons ctng |
2 vl AR v
@ select the cell in column A that i 2 R IS S S
is one row below the last row you + Proc Product Code _Hold__Hand Available. O e
1[Northwind Traders Chai NWTB-1 25 25 0 M
want to freeze. 3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40
: 5 5 Northwind Traders Olive Oil NWTO-5 0 15 15 0
For exampl‘e’ ]f you Want to 6 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 0 10
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0
freeze row 1' SeleCt Ceu A2' 8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20
12 20 Northwind Traders Marmalade NWTIP-6 0 1] 0 40
13 21 Northwind Traders Scones NWTBGM-21 0 1] 0 0
14 34 Northwind Traders Beer NWTB-34 23 23 0 0 =
Inventory (C] ] >
Ready i3 B -—a— 100
6 Chck the Vlew tab. @ Auvtosave @HD B inventory - Saved ~ P search (Alt+Q) Paul M Q ® £ - (=} X
file  Home insert Draw Pagelsyout Formulas Data Review View & Comments

e Cl.le Freeze Pal‘leS. - - @ @ B Page Lyout & ()\ [& % NewWindow [ 0O % E
. [ oy i |Nommal PageBreak ey, Show Zeom 1003 to *EA’"‘"Q"‘" EEL e Maeros
© Click Freeze Panes. o o E | 4 gl

[reeze Panes v
Keep rows and columns visible while the resT
AZ v i P22 the worksheet scrolls (based on current selection).

A B ® Freeze Top Row | a

Excel freezes the rows.

: Yoo g bl e scstog ot [EOR
il D o il HIEL i Freeze First Column e
2 1|Northwind Traders Chai NWTB-1 E Keep the first column visible while scrolling
3 3 Northwind Traders Syrup NWTCO-3 .,nghﬂ.e e efthevoiche v od
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40
5 5 Northwind Traders Olive Oil NWTO-5 0 15 15 0
[ 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 0 10
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 0
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 0
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20
12 20 Northwind Traders Marmalade NWTIP-6 0 0 0 40
13 21 Northwind Traders Scones NWTBGM-21 0 0 0 0
14 34 Northwind Traders Beer NWTB-34 23 23 0 0 5
Inventory @ 4 3
Ready it B -—————+ 1w
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Freeze Columns & A @D B

Budget « Saved ~ P search (at+Q) PaulM @ ® & = (=] X
o Scrou the Worksheet o) that the Fle Home Insert Draw Pagelayout Formulas Data Review View Help © Comments
9. 4 Calibri i o =E= ) Number v | [ Conditional Formatting ~ [ Insett ~ > obv~
column or columns that you want | Dp. sru.nn = - %9 | Bt Bowe - | @ O
to freeze are Visible - ¥ He b A == e % 8 i Cell Styles [ Farmats | €~
* Undo = Clipboard & Font [ Alignment & Number R Styles Cells Editing ~
. . BL ~ I ~
@ select the cell in row 1 that is
A B c o E F G H | ) K L M A
one column to the right of the il :
g 2 Jan Feb’ Mar  1st Quarter  Apr May Jun  2nd Quarter  Jul Aug. Sep 3rd Quart
3 Sales
laSt COlumn you Want to freeze. 4 Division | 23,500 23,200 24,000 70,700 25,100 25,000 25,400 75,500 26,000 24,000 24,000 @ 74,000
5 Division Il 28,750 27,900 29500 86,150 31,000 30,500 30,000 91500 31,000 29,500 29,500 = 90,000
For example 'If you Want to 6 Division Il 24,400 24,300 25,250 73,950 26,600 27,000 26,750 80,350 27,000 25250 25,250 | 77,500
4 7 SALES TOTAL 76,650 75400 78,750 ~ 230,800 82,700 82,500 82,150 '~ 247,350 84,000 78,750 78,750 ~ 241,500
freeze column A, select cell B1. o Expenses ' ' !
9 Cost of Goods 6,132 6,032 6,300 18,464 6,616 6,600 6,572 19,788 6,720 6,300 6,300 19,320
10 Advertising 4600 4200 5200 14000 5000 5500 5250 15750 5500 5200 5200 | 15900
11 Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300
12 Supplies 1,300 1200 1,400 3900 1300 1250 1400 3,850 1300 1,400 1,400 | 4,100
14 Shipping 14,250 13,750 14,500 42,500 15,000 14,500 14,750 44,250 15,000 14,500 14,400 = 43,500
15 Utilities 500 600 600 1,700 550 600 650 1,800 650 600 600 1,850
16 EXPENSESTOTAL 44,882 43,882 46,600 135364 47,066 47,050 47,722 ~ 141,838 48270 47,100 47,000 ' 142,370
17 GROSSPROFIT 31,768 31518 32,150 95436 35634 35450 34,428 ~ 105,512 35730 31,650 31750 ' 99,130
18
19 v
Details | Assumptions Projections | @ E 4 »
reaty @ i) M -——4——+ 1%
. N
6 Click the View tab. @l Autosave B2 Budget- Saved - £ search at+Q) pav @ @ 4 - 0 x
. File  Home insert Draw Pagelayout Formulas Data Review View © comments . ([ETEED
@ Click Freeze Panes. = -
~ L [y New Window oo —
e [ B A 5 QR E Seme 22 B O
: . @ t=  |Nomal PageBreak ' Show | Zoom 100 to ! Switch  Macros
© Click Freeze Panes. Beot Hi e [ 4 el
Sheet View Workbook Views Zoom e @ -
] E Keep rows and columns visible while the re<?
Excel freezes the columns. R e e D -
A B c o E F G ' Freeze Top Row M a
1J T 1 @ Keep the top row visible while scrolling through |
- the rest of the worksheet.
2 Jan Feb Mar  1st Quarter Apr May i N 1 Quart
4o, Freeze First Column
Bl sales B Keep the irst column visble while seroling
4 Division | 23,500 23,200 24,000 70,700 25,100 25,000 25, through the rest of the worksheet. 74,000
5 Division Il 28,750 27,900 29500 86,150 31,000 30,500 30,000 ["VELS007 31,000 29,500 29,500 80,000
6 Division Il 24,400 24,300 25,250 73,950 26,600 27,000 26,750 80,350 27,000 25,250 25,250 | 77,500
7 SALES TOTAL 76,650 75400 78,750 ~ 230,800 82,700 82,500 82,150 '~ 247,350 84,000 78,750 78,750 ~ 241,500
& Expenses B B P
9 Cost of Goods 6,132 6,032 6,300 18,464 6,616 6,600 6,572 19,788 6,720 6,300 6,300 19,320
10 Advertising 4600 4200 5200 14000 5000 5500 5250 15750 5500 5200 5200 | 15900
11 Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300
12 Supplies 1,300 1200 1,400 3900 1300 1250 1400 3,850 1300 1,400 1,400 | 4,100
14 Shipping 14,250 13,750 14,500 42,500 15,000 14,500 14,750 44,250 15,000 14,500 14,400 = 43,500
15 Utilities 500 600 600 1,700 550 600 650 1,800 650 600 600 1,850
16 EXPENSESTOTAL 44,882 43,882 46,600 135364 47,066 47,050 47,722 ~ 141,838 48270 47,100 47,000 ' 142,370
17 GROSSPROFIT 31,768 31518 32,150 95436 35634 35450 34,428 ~ 105,512 35730 31,650 31,750 ' 99,130
18
19 v
Details | Assumptions Projections | @ 4 »

] M -——4——+ 1%

Are there easier methods I can use to freeze just the top row
or the first column?

Yes. To freeze just the top row, click View, click Freeze Panes,
and then click Freeze Top Row. To freeze just the first column,
click View, click Freeze Panes, and then click Freeze First
Column. Note that in both cases you do not need to select a cell
in advance.

How do I unfreeze a row or
column?

If you no longer require a row or
column to be frozen, you can
unfreeze it by clicking View, clicking
Freeze Panes, and then clicking
Unfreeze Panes.
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Merge Two or More Cells

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

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

Merge Two or More Cells

o Sel-ect the Cel-l-s that yOU Want to Bl AutoSave B2 sales- Saving... = S Search (Alt+Q) Paul M @ P & - (m) X
merge. File Home Insert Draw Page Layout Formulas Data Review View Help 2 Comments
9. E:rE‘I 4 Calibri v - General v | [ Conditional Formatting v B lnset ~ | T v 57~
¢ pure B [B] T U A A $ v % 9 | [BFomatssTablev W Delete + | [Dv Ov
M- B & A~ “ B [ Cell Stytes - [H] Format~ | &~
Unde | Clipboard 1% Font [} Alignment G Number Styles Cells Editing e
Bl ~ I ~

SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 $78,750 $962,950

2
3 |Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
4
5 |Division Il $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
6
7
8

[HilE! c D E F G H 1 J K L M N [s} a
Il 1 o E——
Sal Jan Feb Mar  Apr May  Jun Jul Aug Sep Oct Nov Dec TOTAL
Division Il $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650

15 -
Sheet1 @ 1 ¢ >
Recy BB iii 0 -————+ 100%
o C|.1Ck the Home tab. @ AutcSave [Z  Sales: Saving.. P search (at+Q) puv 8 @ £ - O X
. File EQN’W Page Layout Formulas Datal 3 pw  View  Help = Comments
e Cth the Merge & Center 2l . I:_‘rtl X Calibri v o« == ) General « | [E Conditional Formatting~ [ Insert ~ T oiwe
. <l e B [B) 1 u~ A A ZE-] $ % 9 [ErFomatasTable- T Delete ~ [T~ O~
e CI.]Ck Merge Cells- va: & He b A 3= B E Merge & Center [ Cell Styles ~ [H] Format~ | &~

Unde | Clipboard  F Font [} Styles Cells Editing b

Alignment Merge Across
B1 v]i I B3 Mergecelic e
A e ¢ D | E F E Unmerge Cells J K L M N ]

|

1

2

2 |Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
4 Division I $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
5 |Division Il $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
6
7
8

SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 $78,750 $962,950

-
|
Sales Jan Feb Mar  Apr May  Jun Jul Aug  Sep Oct Nov Dec  TOTAL
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() Excel merges the selected cells

@ vosve @ED B sales aving. ~ £ search @it+Q) rav @ @ L5 - o0 x
into a single cell. B mm G Gmiges s G G e R & Comments
9. frE'I X Calibri qu o ==l Genersl v | [ Conditional Formatting~  EHInset v | > v 47~
Q pae B~ I U~ AN $ v % 9 [ FomatesTable~ S Delete ~ [T~ O~
M- B & A~ = e 8 9 5 Cell Styles [ Format« | >«
Undo Clipboard 1 Font -] Alignment & Number ] Styles Cells Editing v
Bl ~ S fx ~
| 8 C D E F G H 1 J K L M N o a
' ]
2 Sal Jan Feb Mar  Apr May  Jun Jul Aug  Sep Oct Nov Dec  TOTAL
3 Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 524,000 $24,000 $294,000
4 |Division Il $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
5 |Divisien Ill__ $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
5 SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 $78,750 $962,950
7
8
9
10
1
12
13
14
15 v
Sheet1 @ “ »
Ready S il M -———+ 100
e Type your text in the merged cell. [g o@D & oo - R i ® @ 2 - o x
File Home Insert Draw Page Layout Formulas Data Review \View Help = Comments
. [ﬁ X Calibri v - i3 c = T v 5w
Q- [~ [B] I u- A & $ -~ % 9 | B rormatasTabl FDele m- o~
< Bl -l&2- A~ @ 8 7 1 [ Format~ |~
Unde Clipboard & Font & Alignment Number Styles Cells Editing v
BL ~ i X« fr| FirstQuarterSales ~
A | B D F G H 1 J K L M N o a
lJ First Quarter 5"’5'@.
2 Sales Jan Feb Mar  Apl May  Jun Jul Aug  Sep Oct Nov Dec  TOTAL
3 |Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000
4 |Division Il $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
s |Division Il $24,400 $24,300 $25,250 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
6 SALES TOTAL $76,650 $75,200 $78,750 $82,700 $82,500 $82,150 $84,000 $78,750 $78,750 $86,000 $78,750 $78,750 $962,950
7
]
9
10
1
12
13
14
15 v
Sheetl @ « >
Enter R —

How do I center text across multiple colum
This is a useful technique for your worksheet

worksheet, or you can center a heading across the columns that it refers to. Follow steps 1 to 3 and then
click Merge & Center. Excel creates the merged cell and formats the cell with the Center alignment option.
Any text you enter into the merged cell appears centered within the cell.

ns?
titles or headings. You can center a title across the entire
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CHAPTER 4

Working with
Range Names

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

] = s O Searc pauit )

File Home Insert Draw Page Layout Formulas Data Review \View Help I Comments

3 AutoSum ~ Logical El v ] &) Define Name v B, Trace Precedents [
F & 5 Csd

&
Recently Used » ] Text ~ Name Watch  Calculation =

Function (€] Financial ~ [E] Date & Time~ [] + | Manager BF Createfrom Selection % Remove Arows ~ () Window  Options »

Function Library Defined Names Formula Auditing Calculation

Insert < Usein Formula ~ g Trace Dependents /& ~

Principal fx| 10000

Loan Payment Analysis
Interest Rate (Annual) 6.00%
Periods (Years) 5

Principal = | | Efinterest_Rate_Annual 6. ="Prindpal and Int..  Workbo..
Monthly Payment  (5193.33) || EMonthly_Payment (51 cipaland Int.. Workbo...
Total Loan Costs (51,599.58) Ef Periods_Years 5 cipal and Int.. Workbo...
Principal £10,000 =Principal and Int... Workbo...

{Interest Rate (Ann... ='Loan Payment An... Workbo...

{Interest Rate [Ann... ="Loan Payment An... Workbo...

B Total_Loan_Costs (51,599.68) ='Prindpal and Int.. Workbo..

Delete

Name Value Refers To Stope Comment

='Principal and Interest|SBS4 +

| Loan Payment Analysis Principal and Interest
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Understanding the Benefits of Using Range Names

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

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

More Intuitive

Range names are more intuitive than range
coordinates, particularly in formulas. For example, if o . € ~ E
you see the range A13:D13 in a formula, the only way 1 Financial Summary

B2 vl | XV ﬁ =SUM(Quarterly_Sales)

to know what the range refers to is to look at the > |Total sales | $ 323,084 _|
data. However, if you see the name Quarterly_Sales in El

the formula, then you already know what the range

refers to.

More Accurate

A B C D E F G H ]
Range names are more 1 6283 9261
accurate than range NN 7461 3879
. 3 56.06 64.93
coordinates. For example, N AVERAGE(ALBA)

consider the range

address A1:B3, which

Z | Microsoft Excel x
COI'IS'iStS Of fOUI' d-ifferent b/ There are one or more circular references where a formula refers to its own cell either directly or indirectly. |

8

9

1 This might cause them to calculate incorrectly.
-

pieces of information:
the column (A) and row 10
(1) of the cell in the 1
upper-left corner of the

range, and the column (B) and row (3) of the cell in the lower-right corner. If you get even one of these
values wrong, it can cause errors throughout a spreadsheet. By contrast, with a range name you need only
reference the actual name.

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

Help
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Easier to Remember

Range names are easier to remember than range
coordinates. For example, if you want to use a
particular range in a formula but that range is not
currently visible, to get the coordinates you must
scroll until you can see the range and then determine
the range’s coordinates. However, if you have already
assigned the range an intuitive name such as Project_
Expenses, you can add that name directly without
having to view the range.

X v f
A B

Project Financial Overview
Project Expenses |=SUM[Prc:]ect_Expenses}|

Project Revenues

CONCAT vl =SUM(Project_Expenses)

S I -

WM =

Names Do Not Change
Range names do not change when you adjust the

position of a range, as they do with range coordinates.

For example, if you move the range A1:B5 to the right
by five columns, the range coordinates change to
F1:G5. If you have a formula that references that
range, Excel updates the formula with the new range
coordinates, which could confuse someone examining

the worksheet. By contrast, a range name does not change

when you move the range.

=SUM(Project_Expenses)

C D E F G

Project Financial Overview

Project Expenses I S 27,148 -l

Project Revenues $ 43,198

Easier Navigation

Range names make it easier to navigate a worksheet. For example, Excel
has a Go To command that enables you to choose a range name, and
Excel takes you directly to the range. You can also use the Name box to
select a range name and navigate to that range. You can also use Go To
and the Name box to specify range coordinates, but range coordinates

are much more difficult to work with.

Go To ? X

Go to:

Project Expenses
Quarterly_Sales

Reference:
Project_Expenses

Special... Cancel
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Define a Range Name

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

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

Define a Range Name

@ select the range you want B i @) B v P o v ® & 2 - o x
to name. File ~ Home Insert Draw Pagelayout Formulas Data Review View Help = Comments
9. Fﬁ % |adel 2 o = =(Z)® Geenl - [ElConditionsi Formatiing~  BBInset v I v v~
G Tl (B]Jru- A EEEEY $-% 9 EromstaTier oeets - [T~ O~
& e & A == ] [ Cell Stytes ~ [HiFomats &~
Undo Clipboard = Font & Alignment = Number =] Styles Cells Editing ~
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2
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7 Monthly Payment ($184.17)
8
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10 Interest Rate (Annual)  5.00%
11 Periods (Years) 10
12 Principal  $10,000
13 Monthly Payment ($106.07)
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Loan Payment Analysis

Ad v

1
2
3 Scenario #1

4 Interest Rate (Annual)  400%
5 Periods (Years) 5
- Priooiee
7

8

F $10,000|
Monthly Payment ($184.17)]

9 Scenario #2

10 Interest Rate (Annual)  5.00%
11 Periods (Years) 10
12 Principal  $10,000
13 Monthly Payment ($106.07)

Loan Payment Analysis Principal and Interest ‘ @

Average: 2455.218695  Count 8  Sum: 9820.674779

: e >
i O -————=+ 1
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The New Name dialog box appears. New Name ) X
@ Type the name you want to use in the Name text box. lame: | scenariot )
Note: The first character of the name must be a letter or an S€0PE | Workook v
underscore (_). The name cannot include spaces or cell references, . a
and it cannot be any longer than 255 characters.
Note: You can use a particular range name only once in a workbook.
e Click OK. Refersto: | _|oan payment Analysis 1SAS4:5857 2 |
W Cancel
A
Excel assigns the name to the range. i e
Scenariol Al W f).: Interest Rate [A
() The new name appears in the Name box whenever you select A B |
the range. 1 Loan Payment Analysis
2
3 |Scenario #1
4 Interest Rate (Annual) 4.00%
5 Periods (Years) 5
6 Principal $10,000
7] Monthly Payment (5184 17)
8
9 |Scenario #2
10 Interest Rate (Annual) 5.00%
11 Periods (Years) 10
12 Principal $10,000
13 Monthly Payment ($106.07)
14
15
Loan Payment Analysis Princig
TIP
Is there an easier way to define a range name?
Yes, you can follow these steps to bypass the New Name dialog 509"3”024 X/ Jr || interest Rate (
box: A | B |
8
o Select the range you want to name. 9 |Scenario #2
© Click inside the Name box. 10} _Interest Rate (Annual) ISR
11 Periods (Years) 10
6 Type the name you want to use. 12 Principal $10,000
13 Monthly Payment ($106.07)
O Press 100, . -
Excel assigns the name to the range.
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Using Worksheet Text to Define a Range Name

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

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

name “Company.”

o Select the range or ranges you
want to name.

() Be sure to include the text labels
you want to use for the range
names.

o Click the Formulas tab.
e Click Create from Selection.
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The Create Names from Selection dialog
box appears.

O Select the setting or settings that
correspond to where the text labels
are located in the selected range (]
changes to @).

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

Working with Range Names

CHAPTER

changes to []).

© click ok.

Excel assigns the text labels as range
names.

(B o

() When you select one of the ranges, the
range name assigned by Excel appears in
the Name box.

Note: If the label text contains any illegal
characters, such as a space, Excel replaces
each of those characters with an
underscore (_).

Create Names from Selection  ? X

(] Left column

(C]) Bottom row

C] Right column

~ Sales Rep v Jfx  Nancy Freehafer
A B c D

1
2 Sales Rep 2022 Sales 2023 Sales
3 | Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 | Jan Kotas $622,781 $967,580
6 | Maﬂw Sergienko $765,327 $771,399
7 | |steven Thorpe $863,589 $827,213
8 | | Michael Neipper $795,518 $669,394
9 |Robert Zare $722,740 $626,945
10 |Laura Giussani $992,059 $574,472
11| |Anne Hellung-Larsen $659,380 $827,932
12| |Paul sellars $509,623 $569,609
13 IKaren Berg $987,777 $558,601
14| |Holly Holt $685,091 $692,182
15 Yossi Ran $540,484 $693,762
16 | Olinda Turner $650,733 $823,034
17 |Paul Cannon $509,863 $511,569
18| g

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

Yes, Excel offers a keyboard shortcut for the
command. Select the range or ranges you want to
work with and then press (70 +E00+ (). Excel
displays the Create Names from Selection dialog
box. Follow steps 4 and 5 to create the range

a table’s data?

names.

sales v 7 fx 294000

A B C D
1 |Sales Team 1l Team 2 Team 3
2 | Division | |294,000 323,400 279,300
3 | Division Il |358,550 394,405 340,623
4+ |Division 11| 310,000 341,000 294,500

top-left label to the data range, as shown here.

Is there a way to automatically assign a name to just

Yes. The table data refers to the range of cells that does not
include the table headings in the top row and left column.
To assign a name to the data range, type a label in the
top-left corner of the table. When you run the Create from
Selection command on the entire table, Excel assigns the
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Navigate a Workbook Using Range Names

One of the big advantages of defining range names is that they make it easier to navigate a
workbook. You can choose a range name from a list and Excel automatically selects the associated
range. This works even if the named range exists in a different worksheet of the same workbook.

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

Go To command.

Navigate a Workbook Using Range Names

Using the Name Box

c Open the workbook that contains the
range you want to work with.

© Click the Name box .

Click the name of the range you want
to select.

() Excel selects the range.
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Using the Go To Command

o Open the workbook that contains the range
you want to work with.

© click the Home tab.

€ Click Find & Select (0).
O Click Go To.

Note: You can also select the Go To command
by pressing (£17)+().

The Go To dialog box appears.
o Click the name of the range you want to select.

@ click ok.

Excel selects the range.

TIP

CHAPTER

Working with Range Names

@ AutoSave L Loans v{

File Home@ Draw  Page Layo
]9( > AutoSum  ~ Logical ~
Insert @ Recently Used ~ @ Text ~

Function Financial ~ @ Date & Time

Function Library
Al ~ i o/ fx | LoanPaym
A | B
Loan Payment Ana|lysis

Y

™ & s - 0o x

= commrts

L Hinsert ~ | T v v~

o oetee ~ | [T~

@ Format - p Find...
Cells gbc Replace...
& — Go To..
L B b Go To Special...
Total .
ormulas
GoTo ? X
Go to:
‘[Sales Reps Sales.xlsx]Sheet2 15451 a
Scenariol

Reference:

Scenario2

Special... Cancel

Is it possible to navigate to a named range in a

different workbook?

Yes, but it is not easy or straightforward:

0 Follow steps 1 to 4 in the “Using the Go To
Command” subsection to display the Go To
dialog box.

"[workbook]worksheet\name

e In the Reference text box, type the following:

© click oK.

Reference:
| ‘[Loans.xlsx]Loan Payment Analysis'!Scenario2

Special... W] Cancel

Replace workbook with the filename of the
workbook, replace worksheet with the name
of the worksheet that contains the range, and
replace name with the range name.
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Change a Range Name

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

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

Change a Range Name

o Open the workbook that contains the

AutoSave (@ Off) &Sales Reps Sales ~ P search (Alt+Q)
range name you want to change.
. File Home Insert Draw Page L&Formulas Data Review View
o Click the Formulas tab. g
2. AutoSum v Logical ~ @ i 7] & Define Name ~
Click Name Manager X
c g . Insert @ Recently Used ~ @ Text ~ @&Name (E', Use in Formula ~
Function Financial ~ Date & Time ~ E v Manager B Create from Selectiol
Function Library Defined Names
Sales Rep ~ i .« fx  NancyFreehafer
| A B | c | D
il
2 Sales Rep 2022 Sales 2023 Sales
= | Nancy Freehafer $996,336 $960,492
4 | Andrew Cencini $606,731 $577,983
< | Jan Kotas $622,781 $967,580
6 Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
8 | Michael Neipper $795,518 $669,394
9 Robert Zare $722,740 5626,945
The Name Manager dialog box Name Manager 7 X
appears. ﬂm& Edit... Delete Filter~
e Click the name you want to change. Name Value Refers To Scope  Comment
& _2022_Sales T 3 7 =Sheet1!8C 17
e Click Edit. EEH_2023_Sales {'$960,492",°8577,9... =5Sheet1!SD53:5D$17  Warkbo...
ESales_Rep {"Nancy Freehafer’... =Sheet1!SB§3:5B517 Workbo...
Refers to:
7 | =sheetniscsascsit *
Close
2
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The Edit Name dialog box appears. Edit Name B X
e Use the Name text box to edit the name. e |Sales_f°r_20224
o Click OK. Scope: anrkbonk Vl
Comment: a
v
Befersto: | —sheet115C53:5¢517 *
> Cancel
Ve
() The new name appears in the Name Name Manager 7 X
Manager dialog box. e, ca oelete fter~
e Click Close. Name Value Refers To Scope Comment
B _2023 sales {'5960,492"°$577,9... =Sheet1!SD$3:5DS17 Warkbo...
Excel closes the dialog box and 0'>Ekles_fur_2022 {'$996,3367°S606,7... =Sheet1ISCS3ISCS17  Workbo...
ESales_Rep {"Nancy Freehafer’;... =Sheet1!5B53:5B517 Workbo...
returns you to the worksheet.
Refers to:
>/ | [ =sheetscsaiscsit *

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

Yes, Excel offers a shortcut key that enables you to
bypass steps 2 and 3. Open the workbook that
contains the range name you want to change, and
then press (510 +(F). Excel opens the Name Manager
dialog box.

Can I assign a name to a different range?

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

(Z150. Click Close.
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Delete a Range Name

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

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

Delete a Range Name

o Open the workbook that contains the
range name you want to delete.

© Click the Formulas tab.
e Click Name Manager.

Note: You can also open the Name Manager
dialog box by pressing (&) +(F).

The Name Manager dialog box
appears.

o Click the name you want to delete.
© Click Delete.
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Excel asks you to confirm the deletion.

@ click ok.

Microsoft Excel X

& Are you sure you want to delete the name Payments?

m Cancel

() Excel deletes the range name. et 7 X
o Click Close. New... Edit... Delete Filter =
. Name Value Refers To Scope Comment

EXCE'. ClOSES the d1alog bOX and Elnterest_ﬂate_nnnual 6.005 ="Principal and Int... Workbo...
returns you to the worksheet. o__EMnnthw_Payment (5193.33) ="principal and Int... Workbo..
Eperiods_‘l‘!ars 5 ="Principal and Int... Workbo...
EPrincipal 510,000 ="Principal and Int... = Workbo...
Bl scenariot {’Interest Rate (Ann... ='Loan Payment An.. Workbo...
EScenan‘cz {’Interest Rate (Ann... ='Loan Payment An.. Workbo...
Ff Total_Loan_Costs (51,599.68) ="Principal and Int... Workbo...

Refers to: -

XV | r

TIP

Is there a faster way to delete multiple range names?

Yes, you can delete two or more range names at once. First, follow steps 1 to 3 to display the Name
Manager dialog box. Next, select the range names you want to delete. To select consecutive names, click
the first name you want to delete, hold down (E111J, and then click the last name you want to delete; to
select nonconsecutive names, click the first name you want to delete, hold down (£7), and then click each
name you want to delete. When you have selected the names you want to remove, click Delete and then
click OK when Excel asks you to confirm the deletion. Click Close to return to the worksheet.
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CHAPTER 5

Formatting
Excel Ranges

Microsoft Excel offers many commands and options for formatting ranges,
including the font, text color, text alignment, background color, number
format, column width, row height, and more.
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hen you work in an Excel worksheet, you can add visual appeal to a cell or range by changing
the font. In this section and throughout this book, the term font is synonymous with typeface,
and both terms refer to the overall look of each character.

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

\ Change the Font and Font Size

Change the Font

Select the range you want to
format.

9 Click the Home tab.
e Click ~ in the Font list.

Note: When you hover the mouse [
over a typeface, Excel temporarily
changes the selected text to that
typeface.

0 Click the typeface you want to
apply.

Excel applies the font to the text
in the selected range.
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Change the Font Size
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changes the selected text to that S P — S 00| 2
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text in the selected range. Reaty B i m -

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

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

Can I change the default font and font size?
Yes. Click the File tab and then click
Options to open the Excel Options dialog
box. Click the General tab, click the Use
this as the default font -, and then click
the typeface you want to use as the default.
Click the Font size ~ and then click the size
you prefer to use as the default. Click OK.
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ou can improve the look and impact of text in an Excel worksheet by applying font effects to a

cell or to a range.

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

Apply Font Effe

0 Select the range you want to
format.

© click the Home tab.

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

Excel applies the bold effect to
the selected range.

Before applying more formatting,
adjust the selected range, if
required.

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

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

Excel applies the effects to the
selected range.

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

a To format the text as strikethrough, click
Strikethrough (|| changes to @).

Q To format the text as a superscript, click
Superscript (|| changes to @).

To format the text as a subscript instead, click
Subscript ([ ] changes to @).

© click ok.

Excel applies the font effects.

Are there any font-related keyboard shortcuts I can use?

Yes. Excel supports the following font shortcuts:

Press To

(CtrI[ B | Toggle the selected range as bold

(Ctri | | Toggle the selected range as italic
(CtrI U | Toggle the selected range as underline
(CtrI(5] Toggle the selected range as strikethrough
(CtrI (1] Display the Format Cells dialog box

o

Format Cells 7 X
Mumber  Alignment Font Border Fill Protection
Font: Font style: Size:
Calibri Bold Italic 16
Cambria (Headings Regular 1
d I Italic 12
Abadi Bold 14 |
Abadi Extra Light
Abel 18
Abril Fatface 20

Underline: Color:
Single ~
Effects Preview

I | () hormal font

B
[ supe

[ Subscript

~alibri

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

Cancel

[ strikethrough
&g;éﬁb’g?;"&i;{
|:| Subscript

Abel 18
Abril Fatface 20

Underline: Caolor:
Single ~

Effects Preview

I | () hormal font

Calibri

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

9

Cancel

Yes, you can click the Underline ~ and

Are there other underline types I can use?

then click Double to get a double underline.

If you only want the underline under the
numbers (and not under, say, the currency
sign), display the Font tab of the Format
Cells dialog box and use the Underline list
to select either Single Accounting or
Double Accounting.
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hen you work in an Excel worksheet, you can add visual interest by changing the font color.

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

headings, and labels from regular text.

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

Change the Font Color

Select a Theme or Standard
Color

Select the range you want
to format.

9 Click the Home tab.

Click ~ in the Font Color
list (A).

Q Click a theme color.

Alternatively, click one of the
Excel standard colors.

Excel applies the color to the
selected range.
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Select a Custom Color

0 Select the range you want
to format.

9 Click the Home tab.

Click ~ in the Font Color
list (A).

0 Click More Colors.

The Colors dialog box appears.

a Click the color you want to use.

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

@ click ok.

Excel applies the color to the
selected range.
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How can I make the best use of fonts in my documents?
® Do not use many different typefaces in a single document. Stick to one, or at most two, typefaces to

avoid the ransom note look.

Colors

Standard

Colors:

Custom

Current

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

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

e Use italics only to emphasize words and phrases, or for the titles of books and magazines.

e Use larger type sizes only for document titles, subtitles, and, possibly, the headings.

e If you change the text color, be sure to leave enough contrast between the text and the background. In
general, dark text on a light background is the easiest to read.
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ou can make your worksheets easier to read by aligning text and numbers within each cell. By
default, Excel aligns numbers with the right side of the cell, and it aligns text with the left side
of the cell. You can also align numbers or text with the center of each cell.

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

| Align Text Within a Cell

Align Text Horizontally

0 Select the range you want to
format.

© click the Home tab.

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

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

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

Excel aligns the data horizontally
within each selected cell.

In this example, the data in the
cells is centered.
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How do I format text so that it aligns with both
the left and right sides of the cell?

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

How do I indent cell text?

Select the range you want to indent, click the Home
tab, and then click the Alignment group’s dialog

box launcher ([+). In the Alignment tab, click the
Horizontal list -~ and then click Left (Indent). Use
the Indent text box to type the indent, in characters,
and then click OK. You can also click the Increase
Indent (5=) or Decrease Indent (<=) button in the
Home tab’s Alignment group.
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Center Text Across Multiple Columns

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

applies to the entire range.

Center Text Across Multiple Columns
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File
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Excel opens the Format Cells
dialog box with the Alignment
tab displayed.

Click the Horizontal ~ and then
click Center Across Selection.

© click ok.

() Excel centers the text across the
selected cells.
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these steps:
0 Repeat steps 1 and 2.

Is there an easier way to center text across multiple columns?
Yes, although this technique also merges the selected cells into a single cell. (See
“Merge Two or More Cells” in Chapter 3 to learn more about merging cells.) Follow

© 1In the Alignment group, click the Merge & Center button ([).

Excel merges the selected cells into a single cell and centers the text within that cell.

[ 1]

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

You can choose a predefined rotation, or you can make cell text angle upward or downward by
specifying the degrees of rotation.

\ Rotate Text Within a Cell

the text you want to angle.
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How does the Degrees spin box work?

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

You can specify values in the range from 90 degrees (which is the same as clicking the Rotate Text Up
command in the Orientation menu) to -90 degrees (which is the same as clicking the Rotate Text Down
command).
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ou can make a range stand out from the rest of the worksheet by applying a background color to
the range. Note, however, that if you want to apply a background color to a range based on the

Select a Theme or Standard
Color

0 Select the range you want to

format.

@ click the Home tab.
€@ Click ~ in the Fill Color

list ().

Q Click a theme color.

Alternatively, click one of the
standard Excel colors.

Excel applies the color to the
selected range.

To remove the background color
from the range, click No Fill.

Color to a Ran

values in that range — for example, red for negative values and green for positive — it is easier
to apply a conditional format, as described in the “Apply a Conditional Format to a Range” section,
later in this chapter.

You can change the background color by applying a color from the workbook’s theme, from the Excel
palette of standard colors, or from a custom color that you create.
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. GDP — % Annual II [i The World Bank)
2] | I I I I I 2014 2015 2016 2017 2018 2019 2020
3 World 2.8 3.1 3.2 2.8 3.4 3.3 2.6 -3.3
4 Afghanistan Standard Colors 5.6 2.7 1.5 2.3 2.6 1.2 3.9 -2.4
5 Algeria am EEEEN:y ls 3.7 3.2 1.3 11 1.0 -5.1
6 Angola e 5.0 4.8 0.9 2.6 -0.1 -2.0 -0.6 -5.4
o
7 Albania - Lo 18 2.2 3.3 3.8 4.0 2.1 -4.0
& Andorra &) More Colors. 3.5 2.5 1.4 3.7 0.3 1.6 2.0 12.0
@ United Arab Emirates 6.9 4.5 5.1 4.4 5.1 2.0 2.4 1.2 3.4 -6.1
10 Argentina 6.0 -1.0 2.4 -2.5 2.7 -2.1 2.8 -2.6 -2.0 -9.9
11 Armenia 4.7 7.2 33 3.6 3.2 0.2 7.5 5.2 7.6 -7.4
12 American Samea 0.0 -43 25 1.8 3.1 -1.7 -7.0 2.7 -0.5 3.9
13 Antigua and Barbuda -2.0 3.4 0.6 3.8 3.8 55 3.1 6.9 4.9 20.2
14 Australia 2.5 3.9 2.6 2.6 22 2.7 2.3 2.9 2.1 0.0
15 Austria 2.9 0.7 0.0 0.7 1.0 2.0 2.3 2.5 1.5 -6.7
GDP by Country ® 1

Ready 3 ] e




SeleCt d CUStom Co'-or @ AutoSave @OM) [ Loans « Last Modified: Friat 247 PM = =l VIV . K o X
0 Sel_ect the range you want to Home nsert  Draw yout Formul:;i. Data Review View Help = Comments
L = X Calibri % -~ = E\E % General ~ [El Conditional Formatting ~ B insert ~ jel
format. DEE - (8] U - AN = $ v % 9 [ FomatasTable~ EDelete ~  ging
- ¥ T A == % % T CallStytes - EFomats "
1 Undo Clipboard IF] N Number & o Styles. FC!II; ' ~
Click the Home tab. [fm.m
b7 v /W EEEEEEN v
€@ Click v in the Fill Color  — I - 3 E " "
. nitial Mortgage Dat rayment Adjustments
list (). Wbt | 1|11 11Tt 3| domma I
3 Amortizatinn!\’e-ars] Standard Colors r 12, M-unlh\y
@ Cclick More Colors. ; o] a0 wmmmn, O ey
6 NoFil Weekly
7 &@ e Mortgage Analysis
8 Regular Mortgage With Extra Payment
9 Monthly Payment ($477.42) ($577.42)
10 &‘ Total Payments 360 258.7
1 Total Paid (5171.570] ($149,405)
12 Savings - $22,465
. .. | Mortgage Paydown Analys @ « > N
Reaty @ Average: 4274938846 Count: 15  Sum:-299245.7192 BB oo - 3 + 100%
The Colors dialog box Colors ; %
appears.
X Standard  Custom OK 30
e Click the color you want to o
olors:
use. = Cancel
You can also click the
Custom tab and then either
click the color you want or
enter the values for the Red,
Green, and Blue components
of the color.
@ click ok. e
Excel applies the color to the
selected range.
Current

Are there any pitfalls to watch out for when

I apply background colors?

Yes. The biggest pitfall is applying a background
color that clashes with the range text. For example,
the default text color is black, so if you apply any
dark background color, the text will be very difficult
to read. Always use either a light background color
with dark-colored text, or a dark background color
with light-colored text.

Can I apply a background that fades from one
color to another?

Yes. This is called a gradient effect. Select the range,
click the Home tab, and then click the Font group’s
dialog box launcher ([%). Click the Fill tab and then
click Fill Effects. In the Fill Effects dialog box, use
the Color 1 ~ and the Color 2 - to choose your
colors. Click an option in the Shading styles section
(C changes to @), and then click OK.
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Apply a Number Format

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

Excel offers 10 number formats, most of which apply to numeric data. However, you can also apply
the Date format to date data, the Time format to time data, and the Text format to text data.

Apply a Number Format

0 Select the range you want to @ s @) B 5o regn s s « 5 n@® @ 5 - 0 x
format- File Home Insert Draw Page layout Formulas Data Review View Help 2 comments
9. E‘,‘D X Calibri Jiz v = ;E] ) General ~ [ conditionalFormatting~ | Bl nset ~ O
¢ LBy BT U AR EE=E- $-% 9 HHromatsshble- Fbelete ~  gying
N EH- &2~ A~ =E . % i Cell Styles ~ ] Format - N
Undo  Clipboard T Font ] Alignment & Number styles Cells e
=] ~ i fx 996336 ~
A B | C | D E Ei G H I -
1
2 | Sales Rep 2022 Sales
3| Nancy Freehafer
4 | Andrew Cencini
5 | Jan Kotas
6 | Mariya Sergienko
7 | Steven Thorpe
8 | Michael Neipper
9 | Robert Zare
10| Laura Giussani
11| Anne Hellung-Larsen
12] Paul Sellars
13| Karen Berg
14] Holly Holt
15| Yossi Ran
16| Olinda Turner
17 Paul Cannon
s ] = , , , v
« Sheet! (O] | 3
Ready [ Average: T18673.3 Count: 30 Sum: 21560199 (i} M -—3—+ 100%

© Click the Home tab. @ e @) B v s 5 m® ® 7 - o x
9 ch'ck the Number Format V. File HnmeQmw Page Layout ~ Formulas Data  Review  View p 2 comments

9. E,‘D N Calibri Jio. = = E] n ~ [ Conditional Formatting ~ | EH Insert 0
. @ M- B I U~-AA SEZ=TE- © Gener [ | Eoeee g
Paste ng
@ Click the number format you want : Sa-n. mmee | 133 Nemercrom Eromas
Undo  Clipboard T Font & Alignment & cells ~
to use. 3 - g umer |
=] ~ i fx 996336 i ~
Currency e |
. A B | C | D l é $996,336.00 G H I -
2 | Sales Rep 2022 Sales |__E\ Accounting
3| Nancy Freehafer HE  $996336.00
4 | Andrew Cencini E Shart Date
5| Jan Kotas 11/16/4631
6 | Mariya Sergienko E Long Date
7| Steven Thorpe Wednesday, November 16, 4531
8 | Michael Neipper i
9| Robert Zare @ Time
10 Laura Giussani Lo
11| Anne Hellung-Larsen c/ Percentage
12| Paul sellars O 9963360000%
13| Karen Berg 1 Fraction
14| Holly Holt /2 996336 =
15| Yossi Ran
16] Olinda Turner More Number Formats...
17| Paul Cannon i
BTy [ I [ I v
1« Sheet! @ R | 3
Ready [® Average: T18673.3 Count:30  Sum: 21560199 [ [ -——§——+ 100%
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Excel applies the number format

@ AutoSave @ Of) [FZ  SalesReps Sales + el PaulM @ ® £ - o X
to the Sel-ECted range- File Home Insert Draw Pagelayout Formulas Data R{ 2 Comments
D | = X Calibri v 2, Lrrency, [ conditional Formatting | &l Insert el
FOI’ monetal'y ValLleS, yOLl can Paste M~ B I U~ A A = ~  $~ % 9 [FFomatas Table~ F Delete ~  pgging
also click Accounting Number O PO P e A e P iR Rl N
Format ($) c vz i 996336 v
A B C D E F G H 1 -
For percentages, you can also : Sales Rep 2022 Sales 2028 Sales
J 0, Nancy Freehafer $996,336.00 | $960,492.00
CL]Ck Percent Styl‘e ( /0) 3 Andrevw Cencini $606,731.00  $577,983.00
5 Jan Kotas $622,781.00  $967,580.00
For [arge numbersl you can also 6 Mariya Sergienko $765,327.00  $771,399.00
. 7 Steven Thorpe 5$863,589.00  $827,213.00
click Comma Style (’) 8 Michael Neipper $795,518.00  $669,394.00
9 Robert Zare $722,740.00  $626,945.00
10 Laura Giussani $992,059.00  $574,472.00
1 Anne Hellung-Larsen $659,380.00  $827,932.00
12 Paul Sellars $509,623.00  $569,609.00
13 Karen Berg $987,777.00  $558,601.00
14 Holly Holt $685,091.00  $692,182.00
15 Yossi Ran $540,484.00  $693,762.00
16 Olinda Turer $650,733.00  $823,034.00
17 Paul Cannon $509,863.00  $511,569.00
” Sheet1 (O] 4 » i
Ready Average: $T18,673.30  Count:30  Sum: $21,560,199.00 H M -—3—+ 100%
Is there a way to get more control over the Format Cell 7 X
?
number formats' Alignment Font Border Fill Protection
Yes. You can use the Format Cells dialog box to Categony:
. . . sampl
control properties such as the display of negative amer cone 3500
numbers, the currency symbol used, and how Accouring Decmalplaces: 22 o
dates and times appear. Follow these steps: Time tsge Symbol: |3 -
Fraction Megative numbers:
0 Select the range you want to format. Sentiic ST
. Special (51.234.10)
© Click the Home tab. 123410
Click the Number group’s dialog box
launcher ().

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

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

6

Currency formats are used for general monetary values, Use Accounting formats to align decimal
points in a column.

Cancel

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

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

@ click ok.

Excel applies the number format.
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ou can make your numeric values easier to read and interpret by adjusting the number of decimal

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

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

\ Change the Number of Decimal Places Displayed

Decrease the Number of
Decimal Places

0 Select the range you want to
format.

© Click the Home tab.

e Click the Decrease Decimal
button (-£3).

Excel decreases the number of
decimal places by one.

Q Repeat step 3 until you get the
number of decimal places you
want.
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B AutoSave @ O1T) B2 Sales Reps Sales ~ Ja) PaulM @ @ L - o *
File Home. raw  Page Layout Formulas Data Review View Help 2 comments
9. <X Calibri v v = = Currency [E] Conditional Formatting ~ | £ Insert Jsl
J PEE M~ B I U~ A A - $ ~ % 9  [5Formatas Table~ EZ Delete ~ Editing
A i v A~ == B 8 4B i Cell Styles ~ 1] Format
Undo Clipboard & Font 1 Alignment ™ Nurker [ Styles Cells e
3 v i S 996336 v
A B C D E F G H 1 -
1
2 Sales Rep 2022 Sales 2023 Sales
3 Nancy Freehafer $996,336.00 | $960,492.00
4 Andraw Cencini $606,731.00  $577,983.00
5 Jan Kotas $622,781.00  $967,580.00
6 Mariya Sergienko $765,327.00  $771,399.00
7 Steven Thorpe $863,589.00  $827,213.00
8 Michael Neipper $795,518.00  $669,394.00
9 Robert Zare $722,740.00  $626,945.00
10 Laura Giussani $992,059.00 ss74,n72.m40
11 Anne Hellung-Larsen $659,380.00  $827,932.00
12 Paul Sellars 5$509,623.00  $569,609.00
13 Karen Berg $987,777.00  $558,601.00
14 Holly Holt $685,091.00  $692,182.00
15 Yossi Ran $540,484.00  $693,762.00
16 Olinda Turner $650,733.00  $823,034.00
17 Paul Cannon 509,863.00  $511,569.00 |
" : : & ’
Sheetl @® ] »
Ready [ Average: $718,673.30 Count:30  Sum: §21,560,199.00 i3} B - —s— 100%
A B G D E F [ H I a
1
2 Sales Rep 2022 Sales 2023 Sales
3 Nancy Freehafer $996,336.0 | $960,492.0
4 Andrew Cencini $606,731.0 $577,983.0
5 Jan Kotas $622,781.0  $967,580.0
6 Mariya Sergienko $765,327.0 $771,399.0
7 Steven Thorpe $863,589.0  $827,213.0
& Michael Neipper $795,518.0 $669,394.0
9 Robert Zare $722,740.0 $626,945.0
10 Laura Giussani $992,059.0  $574,472.0
11 Anne Hellung-Larsen $659,380.0 $827,932.0
12 Paul Sellars $509,623.0  $569,609.0
i3 Karen Berg $987,777.0 $558,601.0
14 Holly Holt $685,091.0  $692,182.0
15 Yossi Ran $540,484.0 $693,762.0
16 Olinda Turner $650,733.0  $823,034.0
17 Paul Cannon $509,863.0 $511,569.0
18 - v
Sheetl o) ] »
Ready Average: ST18,673.3  Count:30  Sum: 521,560,199.0 [::] M -+ 100%
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Increase the Number of Y Y —— S m® ® 5 - o x
Dec]mal Places File Home. raw  Page Layout Formulas Data Review View Help = Ccomments
o . % Verdana v v = =(Z) | Nember v [ECondtionalFormatiing> | EHlnsen v | 0
o Select the range you want to [ '?E W~ B I U~ A A =E- $-% 9 romtesTble Fhelete ~ gt
format. v ¥ Hrov A~ g o o 8 5 Cell Styles [ Formate |~

Unda Clipboard 1§ Font ] Alignment &l umber il Styles Cells ~

. B3 v i fel 3.3397307370777 ~
oChcktheHometab. A L EéF e

GDP — % Annual Growth Rates (Source: The World Bank)

2011 2012 2013 2014 2015 2016 2017

Click the Increase Decimal
button (%3§).

‘World

Algeria
Angola
Albania

United Arab Emirates

ElEEl= S -

12 i Samoa
13 |Antigua and Barbuda

EAmirla : : ; -
“« GDP by Country ® P4
Ready [@® Average: 2 Count: 2056  Sum: 4788 i3 - 0%
() Excel increases the number of a e [ c o e * e w115« -
GDP — % Annual Growth Rates (Source: The World Bank) |

decimal places by one.

e Repeat step 3 until you get the
number of decimal places you
want.

1

2 2011 2012 2013 2014 2015 2016 2017
iworld 2.7 2.8 3.2 2.8 3
| 4 |Afghanistan
< |ageria
| 6 |Angola

7 |Albania

8 |Andorra

9 |United Arab Emirates
10 |Argentina

| 11 |[Armenia

| 12 |American Samoa

| 13 |Antigua and Barbuda
14 |Australia
15 |Austria

«

| GDP by Country ] »
Ready Average: 23 Count: 2056 sum:4787.8 [l B -——%— 100%

TIP

My range currently has values that display different numbers of decimal places. What happens when
I change the number of decimal places?

In this situation, Excel uses the value that has the most displayed decimal places as the basis for
formatting all the values. For example, if the selected range has values that display no, one, two, or four
decimal places, Excel uses the value with four decimals as the basis. If you click Decrease Decimal (-f§),
Excel displays every value with three decimal places; if you click Increase Decimal (%:3), Excel displays
every value with five decimal places.
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ou can make a worksheet easier to analyze by applying a conditional format to a range. A conditional
format is formatting that Excel applies only to cells that meet the condition you specify. For example,
you can tell Excel to apply the formatting only if a cell’s value is greater than some specified amount.

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

\ Apply a Conditional Format to a Range

0 Select the range you want to A AutoSave [ GDP Growth Rates - Saved - L M ® ® L - 0 X
Work With. Fle  Home aw  Pagelayout Formulas  Data  Review View  Help = Comments
. 9. I:E X Verdana ~10 v Nu Conditional Formatting + | FH Insert ~ 0
0 Clle the Home tab. Paste EE" B ! og: AA‘ A ; ) ﬂighligh!(:!lsllul:s > grealeﬂr\ar\.. 0
. P o Und Clipboard Font [ m M T 1o Bottom Rulee - .
Q Click Conditional Formatting. = = e 18] wowmotom i > ] s
. . . A B < D E = B pataBars > Between...
0 Click H'Ighl'lght Cells Rules. 1 GDP — % Annual Growth Rates (Source: The Worl l
2 2011 2012 2013 2014 2015 H Ej Color Scales > % Equal To...
. 2 |world 3.3 2.7 2.8 3.1 3.2
e Click the operator you want to  |afghanistan 04 128 ss 27 15 oo - ,
. 5 |Algeria & 2.9 3.4 2.8 3.8 3.7 lcon Sets 4 I“’“'"“‘("“t"'"""
use for your condition. o |angola 25 85 5o s 08
7 |Albania 2.5 1.4 1.0 1.8 2.2 E% A Date Occurring...
8 |Andorra 0.0 -5.0 -3.5 2.5 1.4 >
9 |United Arab Emirates 6.9 45 5.1 a4 5.1 =R pupteate Values...
10 |Argentina 6.0 -1.0 2.4 -2.5 2.7 ew
11 |Armenia 4.7 7.2 3.3 3.6 3.2 5.2 ‘More Rules.
12 |American Samoa 0.0 -4.3 -2.5 1.8 3.1 2.7 0.5 3.9
13 |Antigua and Barbuda -2.0 3.4 -0.6 3.8 3.8 6.9 4.9 -20.2]
14 |Australia 2.5 3.9 2.6 2.6 2.2 2.9 2.1 0.0
15 |Austria 2.9 0.7 0.0 0.7 1.0 2.5 1.5 -6.7 v
GDP by Country @ P »
Ready (@ Average: 23 Count: 2056 sum: 47878 B —————+ 100
An operator dialog box appears, Greater Than ) %
such as the Greater Than dialog
box shown here. Format cells that are GREATER THAN:
G Type the value you want to use 5@ 4  with |Light Red Fill with Dark Red Text
e Light Red Fill with Dark Red Text |
for your condition. Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text

You can also click the Collapse
Dialog button (#) and then
click a worksheet cell.

Depending on the operator, you

may need to specify two values.

Light Red Fill
Red Text

Red Border
Custom Format...

0 Click the with - and then click the formatting you want to use.

To create your own format, click Custom Format.
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© Click OK.

Greater Than

Format cells that are GREATER THAN:

Albania
Andorra
United Arab
Argentina
Armenia
American Samoa
Antigua and Barbuda
Australia

Austria

5 2 | with |{ight Red Fiil with Dark Red Text |

oF 0K Cancel
(O Excel applies the formatting to A s < o c . e n : : : :
" GDP — % Annuhl Growth Rates (Source: The World Bank
cells that meet your condition. }‘&]ﬂ | Growth Rates (Source: The World Bank) — =

3 World 33 2.7 2.8 31 3.2 2.8 3.4 3.3 2.6 -3.3

4 Afghnnistan 0.4 12.8 5.6 2.7 1.5 2.3 2.6 1.2 3.9 -2.4

s Al‘lﬂl 2.9 3.4 2.8 38 3.7 3.2 1.3 1.1 1.0 -5.1

6 Allgﬂll 3.5 8.5 5.0 4.8 0.9 2.6 -0.1 -2.0 0.6 -5.4

7

8

]

10
11
12
13
14
15

Ready @

G-

GDP by Country

TIPS

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

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

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

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

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

Apply a Style to a Range

@ select the range you want to e @D B oo oo - 5 @ ® 2 - o x
format. [ ) Dol Ge Ceplapid Goud™s B0 Bhcer G Bl = Comments
9. E_El 1 Calibri . @ an General || Bl Conditionsl Formatting | [EH Insert ~ Ie)
G =l BT UL AN EE- $-% 9 BromatasTabler EEDelete ~  giing
© & Wb A. == @ % 3 5 Celyles ~ Efomats
Undo Clipboard & Font F] Alignment 1] Number & Styles Cells >
AS ~ i % fx  SALESTOTAL v
A | & | ¢ | b e | F |6 | W | v |y |k |t | M| N (a
1 |Sales Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
2 |Division | 23500 23000 24000 25100 25000 25300 26000 24000 24000 26000 24000 24000 234000
3 Division I 25750 27900 28500 31000 30500 30000 31000 29500 29500 32000 29500 29500 358650
4

2

Division Il 24400 24300 25250

©® o

Cl
<

« Sheet1 ® 4 (3

Ready Average: 1481461538 Count: 14 Sum: 1925900 [i::) m ————— = 100
o Cth the Home tab- Autosove @I [ sales by Division - Saving... - P v B @ 4 - 0 x
lick Cell Stvl Fie H.,MQW ageLayou Formues  Dala Review View Help & Comments
Click Cell Styles. —

9. ﬁj b Calibri S == 2 General ~  [El Conditional Formatting ~ 3 Insent ~ jol

G e By BT U AN $ v % 9 [EFomatasTablev ekt * giting

T melo-A- . wa B censes- 4 Bt
Undo Clipboard Iy Font [F] Alignment ] Mumber = Styles Cells ~
AS v i/ fr| SALESTOTAL v
| A | B | ¢ | b | E | F | 6 | H 1 J |k |t | M | N [

Sales Jan Feb  Mar  Apr May  Jun Jul Aug  Sep  Oct MNov  Dec  TOTAL
Division | 23500 23000 24000 25100 25000 25400 26000 24000 24000 26000 24000 24000 254000
Division il 28750 27300 29500 31000 30500 30000 31000 29500 29500 32000 29500 29500 358650

24400

25250 26600 27000 26750

24300

27000 25250
5200 8400 78750

310300
8750 2950

Ready Average: 148146,1538  Count: 14 Sum: 1925500 ) -+ 00

86



CHAPTER

Formatting Excel Ranges 5

Excel displays the Cell Styles Custom
ga U.ery. Normal 2
Good, Bad and Neutral
o Click the style you want to [Normal | oad Good Ntz
apply. P
. . Explanatory ... ’Input—‘ Linked Cell ’r‘
Note: If the style is not .exactly the —
way you want, you can right-click e e
the Stylel click MOdifyl and then Headingl Heading2  Heading3 Heading 4 Title W
click Format to customize the Ihemed CllSoes
Style. 20%-Accentl  20%- Accent2  20%- Accent?  20%- Accentd  20%- AccentS  20%- Accents
40%-Accentl | 40%-Accent2 | 40%-Accents  A0%-Accentd | 40%-Accents  40%-Accents
60% - Accentd | [60%- Accent2 | 60%- Accent3  [60% - Accentd | 60%- Accents | 60%- Accents
c
Number Format
Comma Comma [0] Currency Currency [0] Percent
B Mew Cell Style...
i Merge Styles...
() Excel applies the style to the (e 8) B Corm e o P e ® & 5 - o x
range. File Home Insert Draw Pagelayout Formulas Data Review View Help © Comments
9. * Calibri - -~ = General ~  [E Conditional Formatting~ B8 Insert ~
¢ E'El B~ 81 U~ AN $ v % 9 [BromatasTable~ T Delete Edﬁg
- B o % 98 [ Cell Styles ~ [ Format -
Undo Clipboard & Font 1] Alignment ] HNumber 1] Styles Cells ~
Al ~ i fx sales v
e R R
v Sheet1 ® Poe D‘
BEay) E m -———+ 100%
TIPS
Are there styles I can use to format tabular Can I create my own style?
data? Yes. This is useful if you find yourself applying the
Yes. Excel comes with a gallery of table styles that | same set of formatting options over and over. By
offer formatting options that highlight the first saving those options as a custom style, you can apply
row, apply different formats to alternating rows, it by following steps 1 to 4. Apply your formatting to
and so on. Select the range that includes your a cell or range, and then select that cell or range.
data, click the Home tab, and then click Format Click Home, click Cell Styles, and then click New Cell
as Table. In the gallery that appears, click the Style. In the Style dialog box, type a name for your
table format you want to apply. style, and then click OK.
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Change the Column Width

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

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

Change the Column Width

o Cth m any Cel.l. m the Co"umn @ AutoSave @ O) % SalesReps Sales - Last Modified: Th ago « P Paul M @ ® £ - o X
you want to resize. File Home |Insert Draw Pagelayout Formulas Data Review View Help © Comments
© . ﬁj X Calibri Leoe == Genesl  « | [E Conditional Formating+ | Elllnsert ~ | O
Q. Paste [~ B I U~ A A === v % v 9% 9 [ZFHFormatasTablev 7 Delete ~ Editing
v He Ov A == @ @ 48 [ Cell Styles - {E] Format M
Undo Clipboard <] Font [~ Alignment <] Number <] Styles Cells >
B3 ~ i 2/ fx| NancyFreehafer v
A | B | c D E F G H 1 1 a
1
2 Sales Rep 2022 Sales 2023 Sales
3| Nancy Freehs 996336 960492
4 Andrew Cenci 606731 577983
5 Jan Kotas 622781 967580
6 Mariya Sergie 765327 771399
7 Steven Thorpt 863589 827213
8 Michael Neip 795518 669394
9 Robert Zare 722740 626945
10 Laura Giussai 992059 574472
11 Anne Hellung 659380 827932
12 Paul Sellars 509623 569609
13 Karen Berg 987777 558601
14 Holly Holt 685091 692182
15 Yossi Ran 540484 693762
16 Olinda Tumer 650733 823034
17 Paul Cannon 509863 511569 .
< Sheet1 @ HEE ] 3
Ready Y o - —a——+ 100%
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€@ Click Format. 2 i e
. ﬁj X Calibri ~z v == E] 2% General ~  [E conditional Formatting ~ B Insert ~ el
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3| Nancy Freehd 996336 960492 AutoFit Column Width
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7 Steven Thorpe 863589 827213 Hide & Unhide >
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Organize Sheets
9 Robert Zare 722740 6263945
10 Laura Giussal 9920538 574472 ﬁ Rename Sheet
11 Anne Hellung 659380 827932 Move or Copy Sheet...
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14 Holly Holt 685091 692182 Protection
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16 Olinda Turnet 650733 823034
17 Paul Cannon 509863 511569 Lock Cell
PR Sheet @ T 4 [E] Format Cells...
Ready B m -———+ 1%
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The Column Width dialog box
appears.

Column Width ? X

20 <) |

Cancel

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

@ click ok. Q

A | B *ﬂ: D E
1
2 Sales Rep 2022 Sales 2023 Sales
3| Nancy Freehafer | 996336 960492
4 Andrew Cencini 606731 577983
5 Jan Kotas 622781 967580
6 Mariya Sergienko 765327 771399
7 Steven Thorpe BB63589 827213
8 Michael Neipper 795518 669394
9 Robert Zare 722740 626945
10 Laura Giussani 992059 574472
. . 11 Anne Hellung-Larsen 659380 827932
() Excel adjusts the column width. 12 Paul Sellars 509623 569609
13 Karen Berg 987777 558601
() You can also move qp over the 14 Holly Holt 685091 692182
right edge of the column heading 15 Yossi Ran 540484 693762
(@ Changes to +) and then cl-ick 16 Olinda Turner 650733 823034
and drag the edge to set the width. & Paul Cannon 209863 >11369
TIPS
Is there an easier way to adjust the column Is there a way to change all the column widths at
width to fit the contents of a column? once?
Yes. You can use the Excel AutoFit feature, which Yes. Click 4 to select the entire worksheet, and then
automatically adjusts the column width to fit follow the steps in this section to set the width you
the widest item in a column. Click any cell in prefer. If you have already adjusted some column
the column, click Home, click Format, and then widths and you want to change all the other widths,
click AutoFit Column Width. Alternatively, move click Home, click Format, and then click Default
op over the right edge of the column heading Width to open the Standard Width dialog box. Type
(< changes to #+) and then double-click. the new standard column width, and then click OK.
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Change the Row Height

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

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

Change the Row Height

o Select a range that includes at
least one cell in every row you
want to resize.

© Click the Home tab.
€@ Click Format.
@ Click Row Height.
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The Row Height dialog box
appears.

© 1n the Row height text box, type
the height you want to use.

@ click ok.
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Autosave @) [ GOP Growth Rates « Saved ~ je] Paul 1 Q ® & - [=
File m Insert Draw Page Layout Formulas Data Review  View HElp 2 Comments s S
Y. X Cambria Ve o == @ ab General ~ | [ Conditional Formatting v | EH Insert v gel
. . G el (Bl U AR EE=E- §-% 9 EifemaaTbe FEDelete | gaitin
() Excel adjusts the row heights. e E-e-a- =Eee RB Hcaser =R
Undo Clipboard o Fond = Alignment = Number -3 Styles. Cells ~
oYOU can aI.SO move d} over the A1 ~ i % . fr GDP—% Annual Growth Rates (Source: The World Bank) v
| A B cC D E [ 1 3 K a
bottom edge of a row heading il GDP—%Annu_lalGrowth Rates (Source: The World Bank) ’
2 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020
(< changes to ) and then 8 wasa T T T T T T T T
click and drag the bottom edge Eﬁ:‘,‘:“"" e
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12 |Antigua and Barbuda 2 2 -1 4 4 5 2 7 5 -20 .
GDP by Country | @ ) »
Rreagy  [@ i) 0 -—a——+ 100%

Is there an easier way to adjust the row
height to fit the contents of a row?

Yes. You can use the Excel AutoFit feature,
which automatically adjusts the row height
to fit the tallest item in a row. Click in any
cell in the row, click Home, click Format,
and then click AutoFit Row Height.
Alternatively, move qp over the bottom edge
of the row heading (<p changes to <) and
then double-click.

Is there a way to change
all the row heights at
once?

Yes. Click 4 to select the
entire worksheet. You can
then either follow the steps
in this section to set the height manually, or move ¢p over
the bottom edge of any row heading (gp changes to )
and then click and drag the edge to set the height of all
the rows.

4 Height: 27.00 (36 pixels) |
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Wrap Text Within a Cell

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

just a single line.

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

Wrap Text Within a Cell

o Select the cell that you want to
format.

o Click the Home tab.
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€@ Click Wrap Text (2).

Excel turns on text wrapping for
the selected cell.

() If the cell has more text than can
fit horizontally, Excel wraps the
text onto multiple lines and
increases the row height to
compensate.
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e I e

text wrapping?

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

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

Alternatively, you can try reducing the cell font size. One way to do this is to choose a smaller value in the
Font Size list of the Home tab’s Font group. However, an easier way is to click the Alignment group’s dialog
box launcher ([4) to open the Format Cells dialog box with the Alignment tab displayed. Click the Shrink
to fit check box ([ changes to @) and then click OK.

93



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

are related to each other.

You can also use borders to make a range easier to read. For example, if your range has totals on the
bottom row, you can add a double border above the totals.

| Add Borders to a Range

0 Select the range that you want to
format.

© click the Home tab.
€ Click the Borders ~ .

9

1
2
3,
4
5
6
7
8
9

A B c D E F G H
Expense Budget Calculation - 1st Quarter

INCREASE 1.03

EXPENSES January February March Total
Advertising $4,600  $4,200 $5,200 $14,000
Rent $2,100 $2,100 $2,100 56,3000
Supplies $1,300 $1,200 $1,400 $3,900
Salaries $16,000 $16,000 $16,500 $48,500
Utilities S500 S600 S600 51,700
2022 TOTAL $24,500 $24,100 $25,800 $74,400
2023 BUDGET $25,235 $24,823 526,574 576,632

ﬂ AutoSave @ [I"_;_-:'l

Expenses = Saved - 2 Search (Alt+Q)

File m@ Draw  Page Layout Formulas Data Review View Help
£ v & Calibri vle === 2 Custom ~ [ Conditio
PEE E@ V B I U~ A A = = = - $ - % 9 [iZ Format a
- A == % 58 I Cell yls
Undo Clipboard In é Font I Alignment I Number I
B6 ~ x| Advertising
A B c D E F G i

1
2
3
4
5
6
7
8

Expense Budget Calculation - 1st Quarter

INCREASE 1.03

EXPENSES January February March Total
Advertising $4,600  $4,200 $5,200 $14,000
Rent $2,100  $2,100 $2,100 $6,300
Supplies $1,300 $1,200 $1,400 $3,900




a Cljck the type Of border you File  Home Insert Draw Pagelayout Formulas Da(a- Review View Help

9 - ‘“- i Calibri W === Custom ~ B condition|
want to use. Ao sruv-nw === 5% B
- 4 He] o A~ == ~ 8 8 [ Cel Styles|
Undo | Cipboard & poae o Number E
B& M i Bottom Border
A B_ F TopBorder L E | F | @ H
1 Expense Budyf i oo luarter
2 %] Right Border
3 INCREASE
. i1 No Border
5 EXpENSES ) 4100 March  Total
6 Advertisin [ Outside Borders $5.200 $14,000
7 Rent [ hick Outside Borders $2,100  $6,300
8 Supplies i n Double Border $1,400 $3,900

Thick Bottom Border $16,500 $48,500
__$600 31,700
$25,800 $74,400

9 Salaries
10 Utilities
11 2022 TOTA

nd Bottom Border

Tap and Thick Bottom Barder

ZZ Top and Doyble Bottom Border

13 « = $26,574 $76,632
:: E%] Draw Border
16 E7 Draw Border Grid
L & FraseBorder
Excel applies the border to the A B c D E F G i
range. 1 se Budget Calculation - 1st Quarter
2
3 INCREASE 1.03
4
5 EXPENSES January February March Total
6 Advertising $4,600  $4,200 $5,200 $14,000
7 Rent $2,100  $2,100 $2,100 $6,300
8 Supplies $1,300  $1,200 $1,400 $3,900
5 Salaries $16,000 $16,000 $16,500 $48,500
10 Utilities $500 $600  $600 $1,700
1 2022 TOTAL $24,500 $24,100 $25,300 $74,400
12
13 2023 BUDGET  $25,235 $24,823 $26,574 576,632
14
How do I get my borders to stand out from the None of the border types is quite right for my
worksheet gridlines? worksheet. Can I create a custom border?
One way to make your borders stand out is to click Yes. You can draw the border manually. Click the
the Borders ~, click Line Style, and then click a Borders ~ and then click Draw Border. Use the
thicker border style. You can also click Line Color Line Style and Line Color lists to configure your
and then click a color that is not a shade of gray. border. Click a cell edge to add a border to that
However, perhaps the most effective method is to edge; click and drag a range to add a border around
turn off the worksheet gridlines. Click the View tab, | that range. If you prefer to create a grid where the
and then in the Show group, click the Gridlines border surrounds every cell, click the Draw Border
check box (@ changes to [ ). Grid command instead.
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Copy Formatting from One Cell to Another

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

worksheet.

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

Copy Formatting from One Cell to Another

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

o Click the Home tab.
e Click Format Painter (<¥).

o changes to Chd.
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Interest Rate (Annual) 4.00%
Periods (Years) 5
Principal $10,000

Monthly Payment ($184.17)

Scenario #2
Interest Rate (Annual) 5.00%
Periods (Years) 10
Principal $10,000
Monthly Payment ($106.07)

Ready

3 | Loan Payment Analysis ‘ - @ 4*
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Principal $10,000
Monthly Payment ($184.17)

e Click the cell to which you want A | B c D E F G H
to copy the formatting. 1 |Loan Payment Analysis
2
Note: If you want to apply the 2 [Scenario #1 ]
formatting to multiple cells, click and |: [ interest Rate (Annual)  4.00%
drag a4 over the cells. 5 Periods (Years) 5
6
i
8

w

Scenario #2 op A
10| Interest Rate (Annual) 500%

ik Periods (Years) 10

12 Principal $10,000

13 Monthly Payment ($106.07)

14

15

LI 3 | Loan Payment Analysis | w B i 4 *
Use the mouse to apply the copied format to another object
() Excel copies the formatting to A B C D E F G H

the cell. 1 |Loan Payment Analysis

2

3 |Scenario #1

4 Interest Rate (Annual) 4.00%

5 Periods (Years) 5

6 Principal  $10,000

7 Monthly Payment ($184.17)

8

9 |Scenario #2

10| Interest Rate (Annual) 5.00%

11 Periods (Years) 10

12 Principal  $10,000

13 Monthly Payment ($106.07)

14

ar

LI 3 | Loan Payment Analysis | - @ 1*
Ready

TIP

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

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

Click the cell that contains the formatting you want to copy, click the Home tab, and then double-click <¢.
Click each cell to which you want to copy the formatting or click and drag over each range that you want to
format. When you are done, click <¥ to cancel the Format Painter command.
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CHAPTER 6

Building
Formulas

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

/5
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Calculates the payment for a laan based on constant payments and a cor terest rate,

Py isthe present value: the total amount that a series of future payments
is worth now.

Formula result = (52,246.27)
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Understanding Excel Formulas

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

to analyze and perform calculations on your worksheet data.

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

Formulas

. D1 v fx =7+8
A formula is a set of symbols and values that perform
some kind of calculation and produce a result. All A B C D £
Excel formulas have the same general structure: an 1 [ I 15_|
equal sign (=) followed by one or more operands and 2
operators. The equal sign tells Excel to interpret 3

everything that follows in the cell as a formula. For
example, if you type =7 + 8 into a cell, Excel
interprets the 7+8 text as a formula, and displays the result (15) in the cell.

Operands

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

—

an operand.

Operators

In an Excel formula that contains two or more operands, each
operand is separated by an operator, which is a symbol that combines
the operands in some way, usually mathematically. Example operators
include the plus sign (+) and the multiplication sign (*). For
example, the formula =B1 + B2 + B3 adds the values in cells B1, B2,
and B3. Similarly, the formula =C3 * F10 multiplies the values in cells
(3 and F10.
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Arithmetic Formulas

An arithmetic formula combines numeric
operands — numeric constants, functions that
return numeric results, and fields or items that
contain numeric values — with mathematical
operators to perform a calculation. Because Excel
worksheets primarily deal with numeric data,
arithmetic formulas are by far the most common
formulas used in worksheet calculations.

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

Operator Name Example Result
+ Addition =10 +5 15

- Subtraction =10-5 5

- Negation =-10 -10

* Multiplication =10*5 50

/ Division =10/5 2

% Percentage =10% 0.1

@ Exponentiation =105 100000

Comparison Formulas

A comparison formula combines numeric

operands — numeric constants, functions that
return numeric results, and fields or items that
contain numeric values — with special operators to
compare one operand with another. A comparison
formula always returns a logical result. This means
that if the comparison is true, then the formula
returns the value TRUE, which is equivalent to the
numeric value 1; if the comparison is false, then the
formula returns the value FALSE, which is equivalent
to the numeric value 0.

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

Operator Name Example Result

= Equal to =10=5  FALSE

< Less than =10<5  FALSE

<= Less than or =10<=5 FALSE
equal to

> Greater than =10>5  TRUE

>= Greater than =10>=5 TRUE
or equal to

<> Not equalto =10<>5 TRUE

Operator Precedence

Most of your formulas include multiple operands and
operators. In many cases, the order in which Excel
performs the calculations is crucial. For example,
consider the formula =3 + 5 * 2. If you calculate
from left to right, the answer you get is 64 (3 + 5
equals 8, and 8 * 2 equals 64). However, if you
perform the exponentiation first and then the
addition, the result is 28 (5 * 2 equals 25, and 3 +
25 equals 28). Therefore, a single formula can
produce multiple answers, depending on the order in
which you perform the calculations.

To solve this problem, Excel evaluates a formula
according to a predefined order of precedence, which

is determined by the formula operators, as shown in
the following table:

Operator Operation Precedence

() Parentheses 1st

- Negation 2nd

% Percentage 3rd

A Exponentiation 4th

*and / Multiplication and  5th
division

+ and - Addition and 6th
subtraction

=< <=>>= Comparison 7th

<>
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Build a Formula

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

operands and operators.

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

\ Build a Formula

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

Q Type =.

@ Your typing also appears in the formula bar.

Note: You can also type the formula into the
formula bar.

e Type or click an operand. For example, to
reference a cell in your formula, click in
the cell.

© Excel inserts the address of the clicked cell
into the formula.
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File Home Insert Draw Page Layout Formulas Daj
¢ v B I U-|AA | ===
< = = 3= | ¥
Undo Clipboard & Font Alignmen
CONCAT v i X v fx =0
A B G D E F
1 |Sales Jan Feb Mar Apr May
2 | Division | $23,500 $23,000 $24,000 $25,100 $25,000
3 | Division Il $28,750 $27,900 $29,500 $31,000 $30,500
4 |Division Il $24,400 524,300 $25,250 $26,600 $27,000

u AutoSave m [-'1:"6

Sales by Division « Saved ~

SALES TOTAL : ! %

- W N -

5
6

[x | AutoSave 2 Sales by Division » Saved ~
File Home Insert Draw Page Layout Formulas Da)
S @~ | B I U~-AA | ===
< = ly €= =
Undo Clipboard 1 Font Alignmen
B2 v i X fr =m2
A C D E F
Sales Jan Feb Mar Apr May
Division1  § $2300] $23,000 $24,000 $25,100 $25,000
Division Il $28,750 $27,500 $29,500 $31,000 $30,500
Division IlI $24,400 $24,300 S$25,250 $26,600 $27,000

SALES TOTAL |=B2




e Type a space, type an operator, and then type
another space.

Note: Typing a space before and after each operand is
optional, but it's recommended because it makes your
formulas easier to read.

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

e Click - or press (2101

© Excel displays the formula result in the cell.

@ The formula appears in the formula bar whenever
you select the cell.
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Bl AutoSave @ = Sales by Division » Saved ~

File Home Insert Draw Page Layout Formulas Da|

D~ X - = =
¢ U 3~ B I U AN ===
3 Lo A = 3= | #®
Undo Clipboard ? Font Alignmen
B4 v i X/ fx =B2+B3+B4
A B (& D E F
1 |Sales Jan Feb Mar Apr May
2  Division | $23,500] 523,000 524,000 525,100 $25,000
3 | Division Il $28,7501 $27,900 $29,500 531,000 $30,500
4 | Division Il $24,400f 524,300 $25,250 526,600 $27,000
5 [SALESTOTAL [=82+83+84
6

Il AutoSave @ = Sales by Division » Saved ~

File Home Insert Draw Page Layout Formulas Da|

. fﬁl X Calibri c1ov = ==
(& v v C A i
. I B I U~ A AN ===
- ¥ EHY oA ==Y
Undo Clipboard [ Font ] Alignmen
BS v fx =BZ+83+B40
A B C D E r
1 |Sales Jan Feb Mar Apr May
2 |Division | $23,500 $23,000 524,000 525,100 $25,000
3 |Division Il $28,750 $27,900 $29,500 531,000 $30,500
4 | Division 1l $24,400 $24,300 $25,250 $26,600 $27,000
5 |SALESTOTAL | 5?6,550W
6

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

Excel displays the formula result in the cell, but it still
keeps track of the original formula. To display the formula
again, you have two choices: Click the cell and then edit
the formula using the formula bar, or double-click the cell
(or press F2) to display the original formula in the cell
and then edit the formula. In both cases, click . or
press (=) when you finish editing the formula.

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

Yes. You can configure the worksheet to
temporarily show the formulas instead of their
results. Click the Formulas tab and then click
Show formulas (I7:). To return to showing the
formula results, click Formulas and then click
I7: again. You can also toggle between
formulas and results by pressing (20 +(.
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Understanding Excel Functions

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

Select a function: Functions
F}”Span A function is a predefined formula that performs a specific task. For example,
RANDARRAY the SUM function calculates the total of a list of numbers, and the PMT
S mamber oz (payment) function calculates a loan or mortgage payment. You can use
D functions on their own, preceded by =, or as part of a larger formula.

=PMT(D4, D5, D6)

Function Advantages
c

Functions are designed to take you beyond the basic arithmetic and comparison Interest RatelMonthlvlﬁ
formulas by offering two main advantages. First, functions make simple but Petiods L?f,‘;’;f';:i 510 0‘;'3
cumbersome formulas easier to use. For example, calculating a loan payment Monthly Payment| ($15595)]
requires a complex formula, but the Excel PMT function makes this easy.

Second, functions enable you to include complex mathematical expressions in your worksheets that otherwise

would be difficult or impossible to construct using simple arithmetic operators.

Function Structure

Every worksheet function has the same basic structure: NAME(Argument1, Argument?2, . . .). The NAME part
identifies the function. In worksheet formulas and custom PivotTable formulas,
g . . : + | the function name always appears in uppercase letters: PMT, SUM, AVERAGE, and
Jan__Feb  Mar _Apr Moy so on. The items that appear within the parentheses are the functions’ arguments.
$23,500 $23,000 $24,000 $25,100 $25,000

sa3,750 s27900 $ass00 s3n000 saoson| The arguments are the inputs that functions use to perform calculations. For
224400 524300 5990 30800 9O avample, the function SUM(B2, B3, B4) adds the values in cells B2, B3, and B4.

$76,650]

fxr  =sum(s2:B4)

Mathematical Functions
The following table lists some common mathematical functions:

Function Description

MOD(number, divisor) Returns the remainder of a number after dividing by the divisor
PI() Returns the value of Pi

PRODUCT(number1, number2,. . .) Multiplies the specified numbers

RAND( ) Returns a random number between 0 and 1
RANDBETWEEN(numberl, number2)  Returns a random number between the two numbers
ROUND(number, digits) Rounds the number to a specified number of digits
SQRT(number) Returns the positive square root of the number

SUM(number1, number2,. . .) Adds the arguments
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Statistical Functions
The following table lists some common statistical functions:

Function Description

AVERAGE(number1, number2,. . .) Returns the average of the arguments

COUNT(number1, number2,. . .) Counts the numbers in the argument list

MAX(number1, number2,. . .) Returns the maximum value of the arguments
MEDIAN(numberl1, number2,. . .) Returns the median value of the arguments

MIN(numberl, number?,. . .) Returns the minimum value of the arguments
MODE.SNGL(number1, number2,...)  Returns the most common value of the arguments
STDEV.S(number1, number2,. . .) Returns the standard deviation based on a sample
STDEV.P(numberl, number2,. . .) Returns the standard deviation based on an entire population

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

Argument Description

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

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

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

fv The future value of the loan or investment

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

1 for beginning-of-period payments or deposits

The following table lists some common financial functions:

Function Description

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

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

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

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

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

\ Add a Function to a Formula

o Click in the cell in which you want to build the

ﬂ AutoSave @ [1"_5" Loan Payment » Saved -

formula.
e Type = File Home Insert Draw Page Layout Formulas Data
D X = ==
e Type any operands and operators you need 2 [] o B I U-AA| ===38
before adding the function (not shown). e |lmela 2 |==is
0 Click the Insert Function button ( fx). Undo  Clipboard 1S ? Font Alignment
PMT v i XV o=
A LB | ¢ D
1 |Calculating Annual Loan Payments
2 Interest Rate 4%
3 Years 5
Amount $10,000
5 ] Yearly Payments =| 1
6
The Insert Function dialog box appears. Insert Function 7 %
e Click - and then click the category that Search for a fundtion:
Conta‘ins the funct-ion you want to use. Type a brief description of what you want to do and then Go
click Go
0 Click the function. Or select a category: Financial v@
. Select a function:
0 Click OK. ODDLPRICE
ODDLYIELD
PDURATION
& PMT |
PPMT
PRICE
PRICEDISC
PMT(rate,nper,pv,fv,type)

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

Help on this fundion Cancel
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The Function Arguments dialog
box appears.

File

9 Click inside an argument box. Jx

Q Click the cell that contains the
argument value.

You can also type the argument
value.

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

2
3
4

O The function result appears here.

1 Calculating Annual Loan Pg
Interest Rate 4% 0

5| Yearly Payments éé'é?f)"']

B ] &
Home Insert Draw Page Layout Formulas Data Review VWiew Help = Comments
> AutoSum  ~ @ & @ = I L:‘
& ) 8 Defined 1 5
g = Names> = Gl

Fundion Library Function Arguments

<

| PMT
i % fx  =PMT(B2,B3,B

Rate | B2

A B B |

Nper |B3

N

Years

Amount! $10, 000 1

Calculates the payment for 2 loan based o

| Formula result = (52,246.27)

Annual Monthly

@ | bl on this function

) Click oK.

© Excel adds the function to the
formula.

1 Calci
© Excel displays the formula result. |*

Note: In this example, the result
appears in the parentheses to
indicate a negative value. In loan

Ready

~

fe  =PmT(B2,B3,84) 0

A B C D
ulating Annual Loan Payments
4%

5

E

Interest Rate
Years

Amount _$ 10,000
5 | Yearly Payments ($2,24G.27)_

Annual | Monthly (O]

i o -—— 0%

calculations, money that you pay out
is always a negative amount.

Note: If your formula requires any other operands and operators, press (i-) and then type what you need to

complete your formula.

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

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

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

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

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

and C3.

However, you can also use the SUM function to specify just a single argument, which is a range
reference, usually to a collection of cells within a single row or column. For example, SUM(C3:C17)
calculates the total of the values in all the cells in the range C3 to C17.

0 Click in the cell where you want the
sum to appear.

e Type =sum(.

© When you begin a function, Excel
displays a banner that shows you
the function’s arguments.

Note: In the function banner, bold
arguments are required, and arguments
that appear in square brackets are
optional.

e Use the mouse ¢p to click and drag
the row or column of numbers that
you want to add.

© Excel adds a reference for the range
to the formula.
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3l AutoSave E2

Sales Reps Sales » Saved - yel

pum B @ F -

File Home Insert Draw Page layout Formulas Data Review View Help = Comments
PMT v i X fx =sum(
A B C D E G
1
2 Sales Rep 2022 Sales 2023 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
& Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper $795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Paul Sellars $509,623 $569,609
13 Karen Berg $987,777 $558,601
14 Holly Holt $685,091 $692,182
15 Yossi Ran $540,484 $693,762
16 Olinda Turner $650,733 $823,034
17 Paul Cannon $509,863 11,569
18 TOTAL ‘F =sum| 4
19 SUM(number1, [number2], ]0
20
c3 ~ i X W fx =sum(C3:C17
A B 5 D E G
1
2 Sales Rep 2022 Sales 2023 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas $622,781 $967,580
& Mariya Sergienko $765,327 $771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper $795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 $574,472
11 Anne Hellung-Larsen $659,38 $827,932
12 Paul Sellars $509,562 $569,609
13 Karen Berg $987,77 $558,601
14 Holly Holt $685,09 $692,182
15 Yossi Ran $540,4 $693,762

NoE e[ e
S 0o (Yo

Olinda Turner
Paul Cannon

TOTAL

$650,73] us
%09,353#
=sum(C3:C17
SUM(number1, [number2], ...}
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e Type )' c3 v X \'/ Jx  =sum{ca:C17)
© click . or press (ZiT00. T : — : - .
2 Sales Rep 2022 Sales 2023 Sales
3 Mancy Freehafer $996,336 $960,492
4 Andrew Cencini 5606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko 5765,327 $771,399
7 Steven Thorpe $863,589 $827,213
8 Michael Neipper §795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani 5992,059 $574,472
11 Anne Hellung-Larsen $659,380 $827,932
12 Paul Sellars 5509,623 $569,609
13 Karen Berg 5987,777 $558,601
14 Holly Holt $685,091 $692,182
15 Yossi Ran $540,484 $693,762
16 Olinda Turner 5650,733 $823,034
17 Paul Cannon §509,863 11,569
18 TOTAL =sum(C3:C17)) é
19
20
© Excel completes the formula. s < % —sum(czct) 4
© Excel displays the sum in the T ¢ r— - : :

cell. 2 Sales Rep 2022 Sales 2023 Sales
3 Nancy Freehafer §996,336 $960,492
4 Andrew Cencini 5606,731 $577,983
5 Jan Kotas $622,781 $967,580
6 Mariya Sergienko 5765,327 $771,399
7 Steven Thorpe 5863,589 $827,213
8 Michael Neipper §795,518 $669,394
] Robert Zare §722,740 $626,945
10 Laura Giussani 5992,059 $574,472
11 Anne Hellung-Larsen §659,380 $827,932
12 Paul Sellars 5509,623 $569,609
13 Karen Berg 5987,777 $558,601
14 Holly Holt $685,091 $692,182
15 Yossi Ran $540,484 $693,762
16 Olinda Turner 5650,733 $823,034
17 Paul Cannon §509,863 $511 569
18 TOTAL $10,908,032 .I#

Can I use the SUM function to total rows | Can I use the SUM function to total only certain values in
and columns at the same time? a row or column?

Yes, the SUM function works not only with | Yes. The SUM function can accept multiple arguments, so you
simple row and column ranges, but with can enter as many cells or ranges as you need. After you

any rectangular range. After you type type =sum(, hold down (211 and either click each cell that
=sum(, use the mouse gp to click and drag | you want to include in the total or use the mouse gp to click
the entire range that you want to sum. and drag each range that you want to sum.
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Build an AutoSum Formula

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

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

Build an AutoSum Formula

o Cl-]Ck mn the Cel.l. Where yOU want Autosave @) [ Sales by Division « Saved = P Search (Alt+Q) eam @ @ 45 - o x
the sum to appear. Fle Home Insert Draw Pagelayout Formulas Data Review View Help 2 Comments
L v f—\r|j £ Calibri -1 = 2 Cumency  ~ & Conditional Formatting ~ Bl lnset ~ 3~ 49~
Note: For AutoSum to work, the cell ¢ dme s A R $ 0% 9 ot Bodew - @ O
- & e b A == @ L [ Cell Styles ~ [H Format &~
you select should be below or to the wnas | cppora T s by |
right of the range you want to sum. = VX~ k -
A B C D E F G H 1 J K L M N o -
1 sales Jan Feb Mar  Apr May  Jun Jul Aug  Sep Oct Nov  Dec  TOTAL
2 Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25.400 $26,000 $24,000 $24,000 526,000 $24,000 $24,000 $294,000
3 Divisionll $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
4 Division Il $24,400 $24, 25,250 526,600 527,000 $26,750 527,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
5
6
7
8 Ad
Sheet1 ® 4 >
Ready i -+ 0%
e Click the Home tab. Autosave @) [ Ssles by Division - Saved ~ P search (it+Q) v B @ 4 o x
. Home insert Draw Pagelsyout Formulas Data Review View Help & comnights
e CI'.ICk the sum bUtton (z) 9~ ﬁlj X Calibri ML % Curency  ~ (B Conditional Formatting~ BB Inset v 3 v 29~
. Q poe B BT U~ A A B $-% 9 [ romatasTable~ & Delete ~ 2~
O If you want to use a function N e o I 7 celles - (S
. Undo Clipboard & Fant [l Alignment ~ Number [F] Styles Cells. ~
other than SUM, click the = =
Sum ~~ and then click the A 8 c D E F d H ! ) K L M N o  a
. 1 [sales Jan Feb Mar  Apr May  Jun Jul Aug  Sep oct Nov  Dec  TOTAL
Operatlon you want to use: 2 [Division] 523,500 $23,000 524,000 525100 $25000 $25400 526,000 524,000 524,000 526,000 $24,000 524,000 5294,000
3 Division ll $28,750 $27,500 $29,500 $31,000 $30,500 330,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
Average, Count Numbersl 4 Divisionl _ $24,400 $34,300 $25,250 $26600 $27,000 $26750 $27,000 $25250 $25250 $28,000 $25250 §25250 $310,200
. 5 [satesTotaL I
Max, or Min. 0
8 v
Sheetl (O] - >
Reaty @ i -+ 0
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o Excel. adds a SUM funCtion @ Auvosave @ED [ sates by Division - Saved + £ search (Alt+Q i B @ 5 - O x
formula to the cell. Fle Home e Draw Pagelayou fFomuas Dats Revew View Felp & Comments
D 0 & === 2 e X
Note: You can also press (10)+() 3 i fu-A N | ES=E- (4% | B = = o
. . . 5 On A == 3= | & i) =] &~
1nstead Of Cl]ck]ng Z- Undo Clipboard Font Alignment Number Styles Cells Editing ~
PMT v XV fe] =sum(B2:B4) N
@ Excel guesses that the range A sl c o & f 6 a1 x i _wm N o a
. . 1 [sales Jan Feb  Mar__ Apr May  Jun Jul Aug  sep  oOct Nov  Dec  TOTAL
abOVe (aS ShOWn mnm th1S eXample) 2 Division | $23,500f $23,000 $24,000 $25,100 $25,000 $25400 $26,000 $24,000 $24,000 $26,000 $24,000 $24,000 $294,000 I
. 3 Division Il $28,7501 $27,900 $29,500 $31,000 $30,500 $20,000 $31,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
Or tO the l.eﬂ: Of the Cel.l. 15 the 4 Division Il $24,4001 $24,300 0 $26,600 $27,000 $26,750 $27,000 $25,250 $25,250 $28,000 $25,250 $25,250 $310,300
5 [saLes ToTaL |=sumiB2:a4)
one you want to add. : Hmmber, i
7
8 v
If Excel guessed wrong, you can b ® . .
select the correct range manually. =% —
. @ Avtosave @D (2 Sales by Division « Saved ~ P Search (Alt+Q Pum £ @ Z - o X
0 Click " or press (Z1C1. °
File Home Insert Draw Page Layout Formulas Data Review View Help 2 comments

Cumeney v [ Conditional Formatting~ | E3 Insert Tov b

'?u L:uD e Calibri v

e B BT U~ A A $ - % 9 HEFormatasTable FEDelete ~ [y O~
M- He v A 98 -9 [ Cell Styles ~ [H Format~ & ~
Undo Clipboard & Font Il Alignment ] Number 1] Styles Cells Editing ~
BS v Je| =sum(B2:B4) ™
A B C D E F G H 1 J K L M N [e] -
1 |Sales Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec TOTAL
2 Division1 523,500 $23,000 $24,000 $25,100 525,000 $25400 $26,000 524,000 $24,000 526,000 $24,000 524,000 $294,000
3 Division n $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $3L,000 $29,500 $29,500 $32,000 $29,500 $29,500 $358,650
4 Division Il $24,400 524,34 ,250 $26,600 $27,000 $26,750 $27,000 525,250 $25,250 $28,000 $25,250 $25,250 $310,300
5 [sates ToraL | 476,650
@ Excel completes the formula. : LLero.so]
7
s s B .
© Excel displays the sum in st [ - X
the cell. pay 63 B R

TIPS |

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

Yes. You can use the Excel status bar to do this. When you Yes. If you know the range you want to sum,
select any range, Excel adds the range’s numeric values and that range is either a vertical column
and displays the result in the middle of the status bar — with a blank cell below it or a horizontal
for example, Sum: 76,650. By default, Excel also displays row with a blank cell to its right, select the
the Average and Count. If you want to see a different range (including the blank cell) and then
calculation, right-click the result in the status bar and click 3~ or press [[)+(5). Excel populates
then click the operation you want to use: Numerical Count, | the blank cell with a SUM formula that
Maximum, or Minimum. totals the selected range.
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Add a Range Name to a Formula

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

See Chapter 4 to learn how to define names for ranges in Excel.

| Add a Range Name to a Formula |

0 Click in the cell in which you want to build the @ fvtose @O0 (B Losns soved - P searcharr
formula, type =, and then type any operands and T G D Be fepmwn Gl MR R W (D
operators you need before adding the range name. fi T o Duoga- B | 000 E,
N [E] Recently Used v [&] Text + v & (! Usein Formula v g
Insert v
Function ([E] Financial [E] Date & Time~ [ ~ B
Function Library Defined Names Fi

CONCAT  ~ X v fx | =pmt(
A B c D E F G H
Loan Payment Analysis

Scenario #1

1

2

3 Scenario#l

4 Interest Rate (Annual) 4.00%
5 Periods (Years) 5
6
7
8

Principal _$10,000
| Annual Paymentlﬂ‘ﬂ
PMT(rate, npWv, [fv]. [typel)

9 Scenario #2
10| Interest Rate (Annual) 5.00%

11 Periods (Years) 10
12 Principal  $10,000
13 Annual Payment
14
3 Loan Payment Analysis Balloon Loan Interest Costs princ .. (B 4 o
Enter
e CI-.ICk the Formu'-as tab' @ Autosave @ O) B8 Lasns - Saved - £ search (Alt+Q)
e Click Use in Formula. FE  Gere GemR Gres Dl Formulas@ewew Ve
]96 3 AutoSum v (3 Logical B - @ B,
@ Excel displays a list of the range names in the oer ] Recety Used - e 3 g AT 8
Function (5] Financial ~ [E pate & Time~ [ ~ Down_Payment
current workbook. Funcon irer B ayment v
. CONCAT v & X/ fr| =pmi( House_Price
@ Click the range name you want to use. A 2 o @ e
1 |Loan Payment Analysis Loan_Brincipal
z Loan_Term
3 Scenario #1
4 InterestRate (Annual)  4.00% OriginalRate
5 Periods (Years) ] OriginalTerm
6 Principal _$10,000 PaymentWithExtra
7] Annual Payment|=pmi(
5 4 Principal
9 |Scenario #2 RegularPayment
10| Interest Rate (Annual) 5.00% RevisedTerm
11 Periods (Years) 10 Scenariol
12 Principal  $10,000
13 Annual Payment Seenariol
14 Paste Names...

3 Loan Payment Analysis | Balloon Loan Interest Costs [k Princ . (%) 4 a—
Enter
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© Excel inserts the range name into
the formula.

B7 v
A

X

Loan Payment Analysis

=pmt{Interest_Rate

B C D E F G H

1

2

3 |Scenario #1

4 Interest Rate [Annual}| 4,00%|

5 Periods (Years) 5

6 Principal _ $10,000

7] Annual Paym::tmst_lilatd 0
8 PMT(rate, nper, pv, [fv], [type])
9 |Scenario #2

10| Interest Rate (Annual) 5.00%

1 Periods (Years) 10

e Type any operands and operators
you need to complete your

B7 v

XV

=pmt{Interest_Rate, Loan_Term, Loan_Principal)

A B C D E F G H
formula. 1 |Loan Payment Analysis
@ If you need to insert other range |’ .

int f L t 3 |Scenario #1

names 1nto your rormuta, repea 4+ InterestRate (Annual)] _ 4.00%

steps 2 to 5 for each name. 5 Periods (Years) 5

X 6 Principal| $10,000

G Click « or press :] 7 | Annual Payment =pmi(interest Rate, Loan_Term, Loan_PrmcipaI]@
8

Excel calculates the formula 9 Scenario #2

result. 10| Interest Rate (Annual)  5.00%

1" Periods (Years) 10

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

Yes. Excel offers an Apply Names feature that replaces
range references with their associated range names
throughout a worksheet. Click the Formulas tab, click
the Define Name ~~, and then click Apply Names

to open the Apply Names dialog box. In the Apply
names list, click the range name you want to use,

and then click OK. Excel replaces the associated
range references with the range name in each formula
in the current worksheet.

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

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

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

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

0 Click in the cell in which you Autosave @ OFF) [} Budget« Saved ~ £ Search (Alt+Q) pu B @ & - O x
Want to bU1|'d the formu"al type File Home Insert Draw Page layout Formulas Data Review View Help = Comments
=, and then type any operands coneaT v X v fi|| -his- -
and operators you need before A ! K L M N o ¢ o | R | 54

. 1 Jul Aug Sep  3rd Quarter  Oct Nov Dec  4th Quarter TOTAL
adding the range reference. 2 |sales
3 Division | 26,000 24,000 24,000 74,000 26,000 24,000 24,000 74,000 294,000
4 Division Il 31,000 29,500 29,500 90,000 32,000 29,500 29,500 91,000 358,550
5 Division Il 27,000 25,250 25,250 77,500 28,000 25,250 25,250 78,500 310,000
6 SALES TOTAL 84,000 78,750 78,750 ' 241,500 86,000 78,750 78,750 243,500 962,550
7
8 Cost of Goods 6720 6300 6300 ' 19,320 6880 6300 6300 19,480 77,004
9 Advertising 5500 5200 5200 15900 4500 5200 5200 14900 60,550
10 Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 25,200
11 Supplies 1,300 1,400 1,400 4,100 1,250 1,350 1,400 4,000 15,950
12 Salaries 17,000 17,000 17,000 51,000 17,000 17,500 17,500 52,000 201,500
13 Shipping 15,000 14,500 14,500 44,000 15,750 15,250 14,500 45,500 176,250
14 Utilities 650 600 600 1,850 650 600 600 1,850 7,200
15 EXPENSES TOTAL 48,270 47,100 47,100 ' 142,470 48130 48,300 47,600 144,030 563654
16 GROSS PROFIT 35,730 31,650 31,650 " 99,030 37,870 30,450 31,150 99,470 ! 398,896 .|
17| Difference from Last Year's Profit:[=R16 - ﬂ
18
Budget | Previous Year Final | Gross Margin @ < E—
Enter
Press D'l‘C] until the A B c D 3 F & H 1 [
1 Jan Feb Mar 1st Quarter Apr May Jun 2nd Quarter Jul
worksheet you want to use
2 Sales
appears‘ 3 Division | 21,620 21,160 22,080 64,860 23,092 23,000 23,368 69,460 239]
4 Division Il 26,450 25,576 27,140 79,166 28,520 28,060 27,600 84,180 28,52
5 Division IIl 22,448 22,080 23,230 67,758 24,472 24,840 24,610 73,922 24,8
6 SALES TOTAL 70,518 68,816 72,450 211,784 76,084 75,900 75,578 | 227,562 77,28
7
8 |Cost of Goods 5,924 5,781 6,086 17,790 6,391 6,376 6,349 19,115 6,49
9 Advertising 2,830 1,410 5,460 14,700 5,250 5,775 5,513 16,538 5,77
10 Rent 2,205 2,205 2,205 6,615 2,205 2,205 2,205 6,615 2,20
11 Supplies 1,365 1,260 1,470 4,095 1,365 1,313 1,470 4,148 1,36
12 Ssalaries 16,800 16,800 17,325 50,925 17,325 17,325 17,850 52,500 17,88
13 Shipping 14,963 14,438 15,225 44,625 15,750 15,225 15,488 46,463 15,7%
14 Utilities 525 630 630 1,785 578 630 683 1,890 683
15 EXPENSES TOTAL 46,611 45,523 48,401 140,535 48,864 48,848 48,556 147,268 50,11
16 |GROSS PROFIT 23,907 23,293 24,048 71,249 27,220 27,052 26,022 80,294 27,1¢
17
18 v
Budget | Previous Year Final ﬂgm 4 G "
Paint _—
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e Select the cell or range you want ! ) k L M N o P a R s
1 2nd Quarter Jul Aug Sep 3rd Quarter Oct Nov Dec 4th Quarter TOTAL
to use. =
3 69,460 23,920 22,080 22,080 68,080 23,920 22,080 22,080 68,080 270,480
. a 84,180 28,520 27,140 27,140 82,800 29,440 27,140 27,140 83,720 329,866
a Press D+D until you return s | 73,922 24,840 23,230 23,230 71,300 25,760 23,230 23,230 72,220 285,200
6 227,562 77,280 72,450 72,450 " 222,180 79,120 72,450 72,450 224,020 885,546
to the original worksheet. g
8 19,115 6,492 6,086 6,086 18,663 6,646 6,086 6,086 18,818 74,386
9 16,538 5,775 5,460 5,460 16,695 4,725 5,460 5,460 15,645 63,578
10 6,615 2,205 2,205 2,205 6,615 2,205 2,205 2,205 6,615 26,460
11 4,148 1,365 1,470 1,470 4,305 1,313 1,418 1,470 4,200 16,748
12 52,500 17,850 17,850 17,850 53,550 17,850 18,375 18,375 54,600 211,575
13 46,463 15,750 15,225 15,225 46,200 16,538 16,013 15,225 47,775 185,063
14 1,890 683 630 630 1,943 683 630 630 1,943
15 147,268 50,119 48,926 48,926 147,971 49,959 50,186 49,451 149,595
16 80,294 27,161 23,524 23,524 74,209 29,161 22,264 22,999 74,425 [_-

?

O A reference to the range on the W v e e s et <) -

: A L M N 0 P Q R s T ua
other worksheet appears 1n your 1 | Sep 3rdQuarter Oct  Nov  Dec 4thQuarter TOTAL
formula. 2 sales
3 Division | 24,000 74,000 26,000 24,000 24,000 74,000 294,000
4 Division Il 29,500 90,000 32,000 29,500 29,500 91,000 358,550
e Type any operands and operators 5 Division Ill 25250 77,500 28000 25250 25250 78,500 310,000
6 SALESTOTAL 78,750 " 241,500 86,000 78,750 78,750 243,500 962,550
you need to complete your ,
3 Costof Goods 5,300 | 15320 6880 6300 6300 15,480 77,004

formula (not shown).

9 Advertising 5,200 15,900 4,500 5,200 5,200 14,900 60,550
10 Rent 2,100 6,300 2,100 2,100 2,100 6,300 25,200
@ Click - or press (0. 22 ntarer 25000 | 53000 | 17000 | 27500 | 7500 | Saaan amam
13 Shipping 14,500 44,000 15,750 15,250 14,500 45,500 176,250
Excel calculates the formula 14 Utilities 500 1,850 650 600 500 1,850 7,200
15 EXPENSES TOTAL 47,100 " 142,470 48,130 48,300 47,600 144,030 563,654
resu[t 16 GROSS PROFIT 31,650 " 99,030 37,870 30,450 31,150 99,470 398,896
: 17] Difference from Last Year's Profit:| =R16 - ‘Previous Year Final'IR16 A
* Budget Previous Year Final Gross Margin 4 T
Can I manually reference a range in Can I reference a range in another workbook in my
another worksheet? formula?
Yes. Rather than selecting the other worksheet | Yes. First make sure the workbook you want to reference is
range with your mouse, you can type the open. When you reach the point in your formula where you
range reference directly into your formula. want to add the reference, click the Excel icon (¢8) in the
Type the worksheet name, surrounded by Windows taskbar, and then click the other workbook to
single quotation marks (') if the name switch to it. Click the worksheet that has the range you
contains a space; type an exclamation mark want to reference, and then select the range. Click 3 and
(1); then type the cell or range address. Here then click the original workbook to switch back to it. Excel
is an example: ‘Team Expenses’!B2:B10. adds the other workbook range reference to your formula.
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Move or Copy a Formula

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

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

| Move or Copy a Formula

Move a Formula

0 Click the cell that contains the
formula you want to move.

e Position g over any outside
border of the cell (¢p changes
to &).

e Click and drag the cell to the

new location (% changes to [}).

@ Excel displays an outline of
the cell.

© Excel displays the address of
the new location.

e Release the mouse button.

© Excel moves the formula to
the new location.

© Excel does not change the
formula’s range references.
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Bl AutoSave 2 LoanPayment - Saved ~ jo) uiv BB @ g - m] x
File Home Insert Draw  Page Layout Formulas Data Review View Help =
E1 v Jfx  =PMT(B2/12, B3 *12,B4) ~
A B c D E F G H a
1 |Calculating Monthly Loan Paymentm
2 Interest Rate 4%
3 Years 30
4 Amount
5 |Monthly Payments
6 B35
7
e é
i v
Annual | Monthly (O] 4 3
Drag to move cell contents, use Alt key to switch sheets ﬁ E -—F—+ 100%
u AutoSave [(l;Eu Loan Payment 2 Paul M 5 Lid éﬁf - ] X
File Home  Insert Draw  Page Layout Formulas Data  Review View  Help =
B5 v fx|| =PMT(B2/12, B3 *12,B4) 0 ~
A B £ D E F G H a
1 |Calculating Monthly Loan Payments
2 Interest Rate 4%
3 Years 30
4 Amount $150,000
5 |Monthly Payments (5716.12)_
i
8
g v
Annual Monthly (O] 4 G »

Ready H o-——

100%




Copy a Formula

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

0 Press and hold (Z10).

Position gp over any outside border
of the cell (¢ changes to [¥).

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

@ Excel displays an outline of the cell.

@ Excel displays the address of the
new location.

6 Release the mouse button.
e Release (£1).

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

@ Excel adjusts the range references.

Note: You can make multiple copies by
dragging the bottom-right corner of the
cell. Excel fills the adjacent cells with
copies of the formula. See the following
section, “Switch to Absolute Cell
References,” for an example.
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@ AuoSeve @) [ Soles by Divisi..  Saved - 2 B ©® £ - 0O x

File Home Insert Draw Page Layout Formulas Data Review View Help =

BS ~ Jfx  =sum(sz:e4) ~
A B C D E F G H | ©

1 |Sales Jan Feb Mar Apr May Jun Jul Aug Seg

2 |Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 $2

3 | Division Il S 0 $27,000 $29,500 $31,000 $30,500 $30,000 $31,000 529,500 $2

4 Division Il S24M00 $24,300 $25,250 $26,600 $27,000 526,750 $27,000 525,250 $2

\

5 |SALES TOTAL | $76,650

6 C5

7

8

9

v

Sheetl ()] 4 »

i 0 -—a—t 2%

Drag to copy cell contents, use Alt key to switch sheets

@ Autosove @) [ Seles by Divisi., - Saved - LS run B ® L - 0 x

File Home Insert Draw  Page Layout Formulas Data  Review View Help =

cs ~ fx :sum(cz:oa]@ ~
A B C D E F G H | o

1 |Sales Jan Feb Mar Apr May Jun Jul Aug Seg

2 | Division | $23,500 $23,000 $24,000 $25,100 $25,000 $25,400 $26,000 $24,000 S2

3 | Division Il $28,750 $27,900 $29,500 $31,000 $30,500 $30,000 $31,000 529,500 S2

4 | Division Il 524,400 $24,300 $25250 $26,600 527,000 $26,750 $27,000 $25,250 $2

5 |SALES TOTAL $76,650 575,200.

6

7

8

9

v
Sheetl () 4 G »

H M -—a——+ 120%

Ready

to Absolute Cell References.”

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

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

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

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

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

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

absolute cell references.

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

Q Select the cell reference you want
to change.

© Press (.

O Excel switches the address to an
absolute cell reference.

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

e Click « or press (Z1C1.
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Chapter 6... = Saving... ~ pel

Page Layout  Formulas  Data

CONCAT ~ i X ~/ fx | =sum(B3:B3)
A

1 | Chapter 6—Building Formulas

VIVEE - R - S« T

Review  View Help

2 | Tasks

3 |Intro

4 Understanding Excel Formulas

5 Build a Formula

& Understanding Excel Functions

7 Add a Function to a Formula

5 Add a Range of Numbers

¢ Build an AutoSum Formula

Add a Range Name to a Formula
Reference Another Worksheet Range in a Formula
Move or Copy a Formula

Switch to Absolute Cell References

1
1
1
1
14 Troubleshoot Formula Errors
15

e~ =)

Sheet1 ®

Edit

Pages Running Total
Esum(p3:es) |

NN N N MM NN N NN

SUM{nufber1, [number2], ...}

CONCAT  ~ i > +/ fx =SUM($BS3:B3)
A

1 |Chapter 6—Building Formulas

2 |Tasks

Pages Running Total

3 |Intrc |

2

lsum(sesaa3) |

4 |Understanding Excel Formulas

s |Build a Formula

& |Understanding Excel Functions

7 |Add a Function to a Formula

s |Add a Range of Numbers

9 |Build an AutoSum Formula

10 |Add a Range Name to a Formula

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

12 | Switch to Absolute Cell References
14 | Troubleshoot Formula Errors

w
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© Excel adjusts the formula.
e Copy the formula.

1 |Chapter 6—Building Formulas

fx | =sum(sBS3:B3) 0 “

A B iz D E &

Note: See the previous section, “Move or

3 |Intru

COpy a Formula,” to learn hOW to copy a 4 Understanding Excel Formulas

formula.

15

2 Tasks

5 Build a Formula

& Understanding Excel Functions

7 Add a Function to a Formula

z Add a Range of Numbers

9 Build an AutoSum Formula

10 Add a Range Name to a Formula

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

13 Switch to Absolute Cell References

14| Troubleshoot Formula Errors

Sheet1 (O] Ll >

Drag outside selection to extend series or fill; drag inside to clear

Pages Running Total
2 2

NN RN NN NN NN NN

© Excel preserves the absolute cell c1s
references in the copied formulas.

1 |Chapter 6—Building Formulas

Jfrx | =sum($B$3:B14) 0 -
A

Intro

15

Tasks

2
3
4 |Understanding Excel Formulas
5 |Build a Formula
& |Understanding Excel Functions
7 |Add a Function to a Formula
s |Add a Range of Numbers
3 |Build an AutoSum Formula

10 |Add a Range Name to a Formula

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

13 | Switch to Absolute Cell References
14|Troub|eshcct Formula Errors

Pages Running Total
2 2
a
6
8
10
12
14
16
18
20

[ 2 ]

MNORNRR NN N RN RN NN

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

When you use a cell reference in a formula, Excel
treats that reference as being relative to the formula’s
cell. For example, if the formula is in cell B5 and it
references cell A1, Excel effectively treats Al as the
cell four rows up and one column to the left. If you
copy the formula to cell D10, then the cell four rows
up and one column to the left now refers to cell (6,
so0 in the copied formula Excel changes Al to C6. If
the original formula instead refers to $A$1, then the
copied formula in cell D10 also refers to $A$1.

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

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

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

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

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

Confirm Range References A B C D
If your formula is returning an unexpected or 2 Jan Feb Mar
inaccurate result, the first thing to check is your 8 |Expenses
range and cell references. For example, if your data 9 Cost of Goods 6,132 5984 6,300
is in the range B9:B15, but your formula uses 10 Advertising 4,600 4,200 5,200
B9:B14, then the result will be inaccurate. The B Rent mobl 2,100 2,100
easiest way to check the range and cell references is | 12 SuPPlies e 1,200 1,400
to double-click the cell containing the formula. [ Salaries 16,000 16,000 16,500
Excel highlights the range referenced by the 14 Shipping 14,250 13,750 14,500
formula, so you can see at a glance which range 15 [Utilities 200 600 500
your formula is using. 16 |EXPENSES TOTAL|=sUM(B9:814)| | 43,834 46,600
17 |GROSS PROFIT ‘ 32,268 30,966 32,150
Confirm Range Data ,
c7 vl fx  =sumica:ce)
If your formula is correct but it is still producing N 5 = 5
unexpected results, the problem might lie with the 2 l Jan Teb Mar )
data instead of the formula. Double-check your 3 |Sales
range data to make sure that it is accurate and 4 |Software 23,500 1 24,000 29
up-to-date. 5 |Books 28,750 2 29,500 31
6 Videos 24,400 3 25,250 26
7 [sALEs TOTAL 76650 | 6 | 78750 83
& |Expenses
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Confirm Punctuation A B c D E
Many formulas produce maCCL.lrate or . Loan Payment Analysis

erroneous results because of incorrect

punctuation. Look for missing colons in 2 |Interest Rate (Annual) 4.00%

range references; missing or misplaced E Pe.rio-ds (Years) S

quotation marks in string data or links 4 | Principal $10,000

to other worksheets or workbooks; and 5 Balloon Payment _ .

missing commas in function arguments. 6 |Monthly Payment =PMT(B2 /12 B3 _127 B4, -B5)
Also check parentheses to make sure you ; et R RL RS

have one closing parenthesis for each
opening parenthesis, and that your parentheses are in the correct locations within the formula.

Confirm Operator Precedence A B c D E
The order in which Excel calculates

1
; ‘ 2 | Calculating the Pre-Tax Cost of an Item
numeric formulas can make a big 3
difference to the result, particularly if 4 Variables: Pre-Tax Cost Calculation:
. . ddt d bt t 5 Total Cost  $10.65 Result FormulainD
you are mixing addition and subtraction 6 Tax Rate 7% Without controlling precedence - $10.72 =B5/1+B6
7

with multiplication and division.
Confirm the correct order of precedence
that your formula requires; compare this
with the natural order of operator precedence in Excel, as described in the “Understanding Excel Formulas”
section earlier in this chapter; and then use parentheses to force the correct order if necessary.

Controlling precedence % $9.95 =B5/(1+ B6)

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

Error Description

#DIV/0! Your formula is dividing by zero. Check the divisor input cells for values that are either zero or
blank.

#N/A Your formula cannot return a legitimate result. Check that your function arguments are
appropriate for each function.

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

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

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

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

121



CHAPTER 7

Manipulating
Worksheets

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

@ AutoSave (On @) Expenses « Last Modifiec: Yesterday at 11:00 AM ~ Paul M e & & = a

Fle Home Insert Draw Pagelayout Formulss Data Review View Help © Comments

. Eﬁ % T 8 = [ Conditional Formatting ~ 8 Insert ~ D
SR Rl T [ Format as Table v & Delete ~ v P
s & A . o 9 [ Cell Styles ~ [i=f] Format ~ &~

Undo | Clipboard 15 Font ] Alignment £l £l Styles Cells Editing

v i fy ExpenseBudget Calculation - 1st Quarter

INCREASE 1.03 ——

Move selected sheets

EXPENSES January Fel
To book:

Advertising 54,600
Rent $2,100 Before sheet:

Supplies $1,300 Budget - 1st Quarter
s e T ———
Salaries $16,000
Utilities $500
2022 TOTAL $24,500

B Create a copy
2023 BUDGET $25,235
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Navigate a Worksheet

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

It is usually easiest to use your mouse to click in the next cell you want to work with. If you are
using Excel on a tablet or PC that has a touchscreen, you can tap the next cell you want to use.

However, if you are entering data, using the keyboard to navigate to the next cell is often faster
because your hands do not have to leave the keyboard.

Keyboard Techniques for Navigating a Worksheet

To Move

Left one cell

Right one cell

Up one cell

Down one cell

To the beginning of the current row

ﬁaaﬂaﬂs
=< n
E n

Down one screen

53

Up one screen

Page
m.ED

One screen to the right

Pa
m.

One screen to the left

Ctr| M Home

To the top-left corner of the worksheet (cell A1)

(Ctrl M End

To the bottom-right corner of the used portion of the worksheet

0+ arrow keys

In the direction of the arrow to the next non-blank cell if the current cell is blank,
or to the last non-blank cell if the current cell is not blank
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Rename a Worksheet

CHAPTER

7

You can make your Excel workbooks easier to understand and navigate by providing each worksheet
with a name that reflects the contents of the sheet.

Excel provides worksheets with generic names such as Sheetl and Sheet2, but you can change these
to more descriptive names such as Sales 2023, Amortization, or Budget Data. Note, however, that
although worksheet names can include any combination of letters, numbers, symbols, and spaces,
they cannot be longer than 31 characters.

Rename a Worksheet

o Display the worksheet you want
to rename.

© click the Home tab.
9 Click Format.
O Click Rename Sheet.

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

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

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

@ Type the new worksheet name.
@ Press G0

Excel assigns the new name to the
worksheet.

@ awosne @ &

File Home

[
7

IS

Undo

c2

Sales Reps Sales » Saved ~ yel PaulM @ & £ = (u] X
raw  Pagelayout Formulas Data Review View Help = Comments
uD £ Calibri v o~ E= ab General [ Conditional Formatting~  FH Insert ~ 0
1o Tu- AN Z[F $~ % 9 B FormatasTable EDelete ~  yiing
¢ |H -6 A E=(p @8 B carsyies~ (@I Format - |~
Clipboard 3 Font 1 Alignment Fl Number 1~ Styles Cell Size
v < fx 202253les 10 RowHeight...
B = D E F G AutoFit Row Height |
A )
Sales Rep 2022 Sales | 2023 Sales - Column Width...
Nancy Freehafer $996,336 $960,492 AutoFit Column Width
Andrew Cencini $606,731 §577,983 Defauit Width...
Jan Kotas $622,781 $967,580 B
Mariya Sergienko 765,327 771,399 Visibiity
Steven Thorpe 5863,589 $827,213 Hide & Unhide >
Michael Neipper $795,518 $669,394 Organize Sheets
Robert Zare $722,740 $626,945 roan
Laura Giussani $992,059 $574,472 7 Rename Sheet
Anne Hellung-Larsen $659,380 $827,932 Move or Copy Sheet...
Paul Sellars $509,623 $569,609 T ot N
Karen Berg $987,777 $558,601 el
Holly Holt $685,091 $692,182 Protection
Yossi Ran $540,484 $693,762 B8 protect Sheet..
Olinda Turner $650,733 $823,034
Paul Cannon 509,863 511,569 [B] sockcen v
Sheet1 4L [E] Format Cells...

Ready [@® Count: 2 EH = F 0%
A B i D E F G H 1 -

1

2 Sales Rep 2022 Sales | 2023 Sales

3 Nancy Freehafer $996,336 $960,492

4 Andrew Cencini $606,731 $577,983

5 Jan Kotas $622,781 $967,580

6 Mariya Sergienko $765,327 $771,399

7 Steven Thorpe $863,589 $827,213

8 Michael Neipper $795,518 $669,394

9 Robert Zare $722,740 $626,945

10 Laura Giussani $992,059 $574,472

21 Anne Hellung-Larsen $659,380 $827,932

12 Paul Sellars $509,623 $569,609

13 Karen Berg $987,777 $558,601

14 Holly Holt $685,001 $692,182

15 Yossi Ran §540,484 $693,762

16 Olinda Turner $650,733 $823,034

17 Paul Cannon 509,863 511,569 v

Mﬂ’ P >
Reaty @ Count: 2
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Create a New Worksheet

hen you create a new workbook, Excel includes a single worksheet that you can use to build a

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

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

Create a New Worksheet

Insert a Blank Worksheet

o Open the workbook to which you
want to add the worksheet.

e Click the Home tab.
e Click the Insert ~.
O Click Insert Sheet.

@ Excel inserts the worksheet.

Note: You can also insert a blank
worksheet by pressing (E110+(10.

(© Another way to add a blank
worksheet is to click the
New sheet button ().
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< Paste 0~ B I U-AAN =Z==8- $ ~ % 9 [EErormatasTable~ EH Insert Cells...
v = 5= 0 00
H-|d- A- == W@ 8 I celstyles 26 Insert Sheet Rows
Undo  Clipboard 5 Font G Alignment 5 Number Styles y ™
Insert Sheet Columns
AL v [ I M
&E@ Ingert Sheet
A B c D 3 F G H 1 J L w ~ a
[
=
3
7
8
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Sheet] ® . 3
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File

@ AutoSave B Booki - Excel

Home Insert Draw Pagelayout Formulas

P search (Alt+Q)
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Insert...

Insert a Worksheet from a Template " .

Open the workbook to which you want to ER Delte
o p y 1‘;! : @ Rename £ d e i I

add the worksheet. . o

WNove or Dpy
e Right-click a worksheet tab. } [l iew Code
.
T
8
9

Tab Color >

. BB Protect Sheet...
9 Click Insert.

Hide

Unhide...

Select All Sheets
&2 | sneern | (L) |

The Insert dialog box appears. Insert x

@ Click the Spreadsheet Solutions tab. i, * J -
X X X
e Click the type of worksheet you want to add. mmm se . R
Statement Tracker Report A on
© You can also click Templates on Office.com to e

download worksheet templates from the web. P SdesRert  Tioe Gar | LoanAmorfzaton Sche

@ click oK. -

& Templates on Office.com 6 Cancel

(© Excel inserts the worksheet. 1 |Loan Amortization Schedule
3
4 Enter values
5 Loan amount|
Annual interest rate
Loan period in years
8 Number of payments per year
2] start date of loan
10 Optional extra payments
11
12 Lender name:
13
Loan Amortization Schedule ‘ Sheetz | Sheetl | @ E |

How do I navigate from one worksheet to another?

Click the tab of the worksheet you want to use or press [(=i]+ 525’,,?, and (£ + Egge . You can also scroll
sheets into view with the following controls:

1 Scroll the worksheets left.

» Scroll the worksheets right.
ED+4 Scroll to the first worksheet.
ED+» Scroll to the last worksheet.
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Move a Worksheet

ou can organize an Excel workbook and make it easier to navigate by moving your worksheets to
different positions within the workbook. You can also move a worksheet to another workbook.

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

Move a Worksheet

@ 1f you want to move the
worksheet to another workbook,
open that workbook and then
return to the current workbook.

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

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

@ You can also right-click the tab
and then click Move or Copy.
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¢ H-e-A- ZEe. 48 Boawe (@3 :
Undo Clipboard 5 Font [ Alignment 5 Number Styles Cell Size

85 v fe| =(B3-B4)/B3 13 Row Height...

A B © D E F G H I ] AutoFit Row Height E
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Sales 962,550
563,654
A41%

3

1

2

3

4 .

5 | Gross Margin
6

7

8

| Budget | Previous vearFinal | Gross Margin 0

1 Column Width...
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide >
Organize Sheets
7 Rename Sheet

& Move or Copy Sheet...

Teb Color >
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[B)] Lockcen b
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The Move or Copy dialog box appears. oG » %

If you want to move the sheet to another Move selected sheets
workbook, click the To book ~ and then click the .

workbook. Budget.xlsx Eo

0 Use the Before sheet list to click a destination for Before sheet:
Budget

the worksheet.

. . Gross Margin
When Excel moves the worksheet, it will appear to {move to end)

the left of the sheet you selected in step 7.

© click oK.

(] Create a copy

(© Excel moves the worksheet. 4 [Expenses 563,654
Stl Gross Margin i
6
7
8
9
10
11
12
13
14
15
16
| Budget | Gross Margin Previous Year Final | ®
Ready
Is there an easier way to move a worksheet
within the same workbook?
Yes. It is usually much easier to use your mouse to | Budget 'I%—Ml Gross Margin @
move a worksheet within the same workbook: - é
o Move [; over the tab of the workbook you want 6
to move.

e Click and drag the worksheet tab left or right to the new position within the workbook ([ changes to ).
@ As you drag, an arrow shows the position of the worksheet.
e When you have the worksheet positioned where you want it, drop the worksheet tab.

Excel moves the worksheet.
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Copy a Worksheet

Excel enables you to make a copy of a worksheet, which is a useful technique if you require a new
worksheet that is similar to an existing worksheet. You can copy the sheet to the same workbook

or to another workbook.

One of the secrets of productivity in Excel is to not repeat work that you have already done. For

example, if you have already created a worksheet and you find that you need a second sheet that is
very similar, then you should not create the new worksheet from scratch. Instead, you should copy
the existing worksheet and then edit the new sheet as needed.

Copy a Worksheet

o If you want to copy the
worksheet to another workbook,
open that workbook and then
return to the current workbook.

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

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

@ You can also right-click the tab
and then click Move or Copy.

The Move or Copy dialog box
appears.
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A B c D E F G H I J K L M
1 Expel_llse Budget Calculation - 1st Quarter
2 {
3 INCREASE 1.03
4
5 EXPENSES January February March Total
6 Advertising $4,600 $4,200 $5,200 $14,000
7 Rent $2,100  $2,100 $2,100 $6,300
8 Supplies $1,300  $1,200 $1,400 $3,900
9 Salaries $16,000 $16,000 $16,500 $48,500
0 Utilities $500 $600  $600 $1,700
1 2022 TOTAL $24,500 $24,100 $25,800 $74,400
12
13: 2023 BUDGET  $25,235 $24,823 $26,574 $76,632
14
Budget - 1st Quarter ® P4 3
Ready i - ————+ 1%

@ o @D B

File

Home
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raw  Page Layout  Formulas

2 search (Alt+Q)
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© Comments
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A B [+ D E F G H | AutoFit Row Height m
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2 AutoFit Column Width
8 INCREASE 1.03
4 Default Width...
5 EXPENSES January February March Total Visibility
6 Advertising $4,600 $4,200 $5,200 514,000 Hide & Unhide ’
7 Rent $2,100 $2,100 $2,100 56,300 Organize Sheets
8 Supplies $1,300 51,200 $1,400 $3,900 E7 Rename Sheet
9 Salaries $16,000 $16,000 $16,500 $48,500 Move or Copy Sheet...
10 Utilities $500 S600 S$600 $1,700 b ol N
11 2022 TOTAL $24,500 $24,100 $25,800 $74,400 .
12 Protection
13 2023 BUDGET $25,235  $24,823 $26,574 $76,632 ER Protect Sheet.
" | | | A Lock cen L
|4 — ) pormat Cells... L2

i&i] e 1005
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@ If you want to copy the sheet to another
workbook, click the To book - and then click the
workbook.

0 Use the Before sheet list to click a destination for
the worksheet.

When Excel copies the worksheet, the copy will
appear to the left of the sheet you selected in
step 7.

Q Click the Create a copy check box (["] changes
to @).

CHAPTER

Manipulating Worksheets 7

Move or Copy 7 X
Move selected sheets

To book:

‘Expenses.xlsx \/@

Eefore sheet:
Budget - 1st Quarter

Y

0" Create a copy

9

| B D E F

© click ok. A c
| Expe1_|15e Budget Calculation - 1st Quarter

() Excel copies the worksheet.

(© Excel gives the new worksheet the
same name as the original, but
with (2) appended.

Note: See the “Rename a Worksheet”
section earlier in this chapter to learn
how to edit the name of the copied
worksheet.

W o = ® ;B W N

10

INCREASE 1.03
EXPENSES January February March Total
Advertising $4,600  $4,200 §$5,200 $14,000
Rent $2,100  $2,100 $2,100 56,300
Supplies $1,300  $1,200 $1,400 $3,900
Salaries $16,000 $16,000 $16,500 $48,500
Utilities $500 $600  $600 $1,700
2022 TOTAL $24,500 $24,100 $25,800 $74,400

2023 BUDGET  $25,235 $24,823 $26,574 $76,632

| Budget - 1st Quarter | Budget - 1st Quarter (2) ‘q’

TIP

o

Is there an easier way to copy a worksheet within

the same workbook?

Yes. It is usually much easier to use your mouse to

copy a worksheet within the same workbook:

@ Move [} over the tab of the workbook you want to
copy.

e Hold down (E1).

Excel copies the worksheet.

e Click and drag the worksheet tab left or right ([ changes to &).
@ As you drag, an arrow shows the position of the worksheet.

O When you have the worksheet positioned where you want it, drop the worksheet tab.

2023 BUDGET  $25,235 $24,823 Q,sn

-

[ Budget - 12t Quanter | vioriuiu R ©

@ &b
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Delete a Worksheet

f you have a worksheet that you no longer need, you can delete it from the workbook. This reduces

the size of the workbook and makes the workbook easier to navigate.

You cannot undo a worksheet deletion, so check the worksheet contents carefully before proceeding
with the deletion. To be extra safe, save the workbook before performing the worksheet deletion. If

you delete the wrong sheet accidentally, close the workbook without saving your changes.

Delete a Worksheet

o Click the tab of the worksheet you
want to delete.

© Click the Home tab.
e Click the Delete .
O Click Delete Sheet.

@ You can also right-click the tab and
then click Delete.
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A | K L Y] N o P Q R
1 Jul Aug Sep  3rd Quarter  Oct Nov Dec  4th Quarter TOTAL
2 Sales
3 Division | | 26,000 24,000 24,000 74,000 26,000 24,000 24,000 74,000 294,000
4 Division Il | 31,000 29500 29,500 90,000 32,000 29,500 29,500 91,000 358,550
5 Division Il 27,000 25,250 25,250 77,500 28,000 25,250 25,250 78,500 310,000
6 SALES TOTAL 84,000 78,750 78,750 ' 241,500 86,000 78,750 78,750 243,500 962,550
7 Expenses
& Cost of Goods | 6720 6,300 6,300 i 19,320 6,880 6,300 6,300 19,480 77,004
9 Advertising 5,500 5,200 5,200 15,900 4,500 5,200 5,200 14,900 60,550
10 Rent | 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 25,200
11 supplies | 1,300 1,400 1,800 4,100 1,250 1,350 1,400 4,000 15,950
12 salaries | 17,000 17,000 17,000 51,000 17,000 17,500 17,500 52,000 201,500
13 Shipping | 15000 14,500 14,500 44,000 15750 15250 14,500 45,500 176,250
14 Utilities 650 600 600 1,850 650 600 600 1,850 7,200
15 EXPENSES TOTAL 48270 47,00 47,100 ' 142,470 48130 48300 47,600 144,030 563,654
16 GROSS PROFIT 35730 31650 31,650 ' 99,030 37,8 30450 31,150 99470 398,89
Budget Previous Year Final Gross Margin Estimates HEE | N
Ready B E D -——— o
@ AutoSave @ Of1) (2 Budget - Last Modified: Just now ~ jel Paul M e ® L - o X
File  Home aw  Pagelayout Formulas Data  Review View  Help 3 mments
. ftl X Calibri v v == @ % General ~  [ElConditional Formatting T Infft ~ el
Q Paste M~ B T U~ AA Z=ZE=ZE- $~% 9 [FHromaasTble~ diting
- B he A == A ] [ Cell Styles - BE Delete Cells...
Undo  Clipboard @ Fant B Alignment 5 Number Styles o >
S Delete Shest Rows
AL - v S U Delete Sheet Columns M
A B c D E F G T Delete Sheet &
1 Team1l Team2 Team3
2 |Sales
3 Division | 294,000 323,400 279,300
2 Division Il 358,550 394,405 340,623
5 Division lll 310,000 341,000 294,500
6 Expenses
7 Costof Goods 77,004 84,704 73,154
s Advertising 60,550 66,605 57,523
5 Rent 25,200 27,720 23,940
10 Supplies 15,950 17,545 15,153
11 Salaries 201,500 251,650 191,425
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840
1
| Budget Previous Year Final Gross Margin | Estimates @ P4 G >
Ready B B M -—8——+ 100




CHAPTER

Manipulating Worksheets 7

If the worksheet contains . Microsoft Excel X
data, Excel asks you to confirm
that you want to delete the A
worksheet. f ! : Microsoft Excel will permanently delete this sheet. Do you want to continue?
© click Delete. O oecte | conce
(© Excel removes the worksheet. A 5 c o & ¢ & w11 x t  ns
1 Gross Margin Calculation
2
3 sales 962,550
4 Expenses 563,654
S:IGmss Margin
6 t
7
8
2]
10
11
12
13
14
15 |
16
Budget Previous Year Final Gross Margin | @ 4 »
Reaty @ ] 0 -—8——+ 100%

I have several worksheets that I need to delete. Do I have to delete them individually?

No. You can select all the sheets you want to remove and then run the deletion. To select multiple
worksheets, click the tab of one of the worksheets, hold down (£, and then click the tabs of the other
worksheets.

If your workbook has several worksheets and you want to delete most of them, an easy way to select the
sheets is to right-click any worksheet tab and then click Select All Sheets. Hold down (1), and then click
the tabs of the worksheets that you do not want to delete.

After you have selected your worksheets, follow steps 3 to 5 to delete all the selected worksheets at once.

133



Zoom In on or OQut of a Worksheet

You can get a closer look at a portion of a worksheet by zooming in on that range. When you zoom
in on a range, Excel increases the magnification of the range, which makes it easier to see the
range data, particularly when the worksheet font is quite small.

On the other hand, if you want to get a sense of the overall structure of a worksheet, you can also
zoom out. When you zoom out, Excel decreases the magnification, so you see more of the worksheet.

Zoom In on or Out of a Worksheet

@ Click the tab of the
worksheet you want to
zoom.

© Click the View tab.
@ click Zoom (Q).

@ You can also run the Zoom
command by clicking the
zoom level in the status bar.
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The Zoom dialog box appears. Zoom 2 %
Click the magnification level you want to use L
(¢ changes to ©). ==
@ You can also click Custom () changes to @) and O 10095
then type a magnification level in the text box. O 5%
Note: Select a magnification level above 100% to 8 iz
zoom in on the worksheet; select a level under 100% = )
() Eit selection
to zoom out of the worksheet.
o O custom: 200 |%
Click OK. '
Cancel
Excel.chang.]es the @ Autosave @) (2 Present Value Calculat - Je) i B @ 5 - o X
magnification level and ) -
redisplays the worksheet File Home Insert Draw Page Layout Foljnulas Data Review View Help 7 Comments
| = ERREY L
O You can click 100% () to bl 2 ol ] Rl e s P I TR
return to the normal zoom Workbook Views zoom Window Macros v
level. B5 ~|i  fx =B2/(1+B3)~B4 -
A B © a
1 Present Value Calculator I
2 |Future Value $100,000
3 Inflation Rate 2%
4 |Years from Now 20
5] Value in Today's Dollars $67,297 | .
Sheetl @ P4 C— >
Ready B M -+ 200%

How can I zoom in on a particular

range?

Excel offers the Zoom to Selection feature that
enables you to quickly and easily zoom in on a
range. First, select the range that you want to
magnify. Click the View tab and then click Zoom
to Selection (). Excel magnifies the selected
range to fill the entire Excel window.

i) B -—————+ 100%

Is there an easier way to zoom in and out of a
worksheet?

Yes, you can use the Zoom slider, which appears
on the far-right side of the Excel status bar. Drag
the slider # to the right to zoom in on the
worksheet, or drag # to the left to zoom out. You
can also click the Zoom In (+) or Zoom Out (—)
button to change the magnification.
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Split a Worksheet into Two Panes

You can make it easier to examine your worksheet data by splitting the worksheet into two scrollable
panes that each show different parts of the worksheet. This is useful if you have cell headings at
the top of the worksheet that you want to keep in view as you scroll down the worksheet.

Splitting a worksheet into two panes is also useful if you want to keep some data or a formula result
in view while you scroll to another part of the worksheet.

o Click the tab of the worksheet
you want to split.

e Select a cell in column A that is
below the point where you want
the split to occur.

For example, if you want to place
the first five rows in the top
pane, select cell A6.
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1 |Loan Data
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5 | Payment Type 0
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8 Period Payment  Principal Interest Principal Interest Principal
9 1 ($61,645.47)  ($41,645.47) ($20,000.00) ($41,645.47) ($20,000.00) $458,354.53
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€@ Click the View tab.

@ Autosove @D [ Loans- Saved - £ Search (Alt+Q) PaulM @ = @ 2
. ) File Home Insert Draw Pagelayout Formulas Data Review View 3 Comments: - Share
O click Split (5). = m . Q m_&&eﬂ" wow 2 0 [ =
Default ~ Page Layout G ew Window: | o
O @ q = [Momel PageBreak ym e by, Show  Zoom 100% Zeomto Bamngean (A 1 Switch Macros
- Preview v Selection  §R FreezePanes~ [] | iy | Windows v
Sheet View Workbook Views Zoom ‘Window Macros ~
AB | S v
A B Cc D E F G H | J -
1 |Loan Data
2 | Interest Rate 4.00%
3 | Amortization 10
4 Principal $500,000
5 | Payment Type 0
(I
7 |Amortization Schedule
) Excel splits the worksheet into A £ c 0 F E R .
. 1 Loan Data '
two horizontal panes at the InterestRate  4.00%
3 | Amortization 10
se"eCted Ce“" 4 Principal $500,000
. . 5 | Payment Type 0 ﬂ
(© You can adjust the size of the 6 D
s e : 7 |Amortization Schedule
panes by clicking and dragging —
s Period Principal  Interest  Principal  Interest  Principal
the Spht bar up or dOWn. 9 1 ($61,645.47)| ($41,645.47) ($20,000.00) ($41,645.47) ($20,000.00) $458,354.53
10 2 ($61,645.47) ($43,311.29) ($18,334.18) ($84,956.76) ($38,334.18) $415,043.24
. . . 1 3 ($61,645.47) ($45,043.74) ($16,601.73) ($130,000.51) ($54,935.91) $369,999.49
To remove the Spl.'lt, e'lther Cth 12 4 ($61,645.47) ($46,845.49) ($14,799.98) ($176,846.00) ($69,735.89) $323,154.00
. . 13 3 ($61,645.47) ($48,719.31) ($12,926.16) ($225,565.31) ($82,662.05) $274,434.69
E aga1n Or dOUblne-Cl]Ck the 14 6 ($61,645.47)  ($50,668.08) ($10,977.39) ($276,233.39) ($93,639.44) $223,766.61 v
. « v .| Amortization Schedule | Dynamic Amortization Schedule | .. @ i < 3
split bar. e L EIE M- s - oom

Can I split a worksheet into two vertical

panes?

Yes. To do this, you must first select a cell in the
top row of the worksheet. Specifically, select the
top cell in the column to the right of where you
want the split to occur. For example, if you want
to show only column A in the left pane, select cell
B1. When you click £, Excel splits the worksheet
into two vertical panes.

Can I split a worksheet into four panes?
Yes. This is useful if you have three or four
worksheet areas that you want to examine
separately. To perform a four-way split, first select

the cell where you want the split to occur. Note that
this cell must not be in either row 1 or column

A. When you click B, Excel splits the worksheet
into four panes. The cell you selected becomes the
upper-left cell in the bottom-right pane.
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Hide and Unhide a Worksheet

ou can hide a worksheet so that it is no longer visible in the workbook. This is useful if you need
to show the workbook to other people but the workbook contains a worksheet with sensitive
or private data that you do not want others to see. You might also want to hide a worksheet if it
contains unfinished work that is not ready for others to view.

To learn how to protect a workbook so that other people cannot unhide a worksheet, see Chapter 16.

Hide a Worksheet

Click the tab of the worksheet you
want to hide.

@ click the Home tab.
€ Click Format.

@ Click Hide & Unhide.
© Cclick Hide Sheet.

@ You can also right-click the
worksheet tab and then click
Hide.

() Excel temporarily hides the
worksheet in the workbook.

138

@ AutoSave @ OFF) (2 Budget - Last Modified: Vesterday at 12:43 PM ~ fel Paul M 6 ® & - a 22
fle  Home aw  Pagelayout Formulas Data Review View Help T Comments
. fvtl X Cambria General v [El Conditional Formatting ~ H Insen jel
Q — @~ B I $ « % 9 [BiFormatas Table B2 Delete ~ Editing
e m- 98 Bose @
Undo Clipboard & =3 Numbs ] Styles Cell Size
Al M -/ Jx GrossMargin Calculation 17 Row Height.
A B c D E F G H 1 J AutoFit Row Height 3
1 [Gross M:Lrgin Calculation 7 Column Width...
2 AutoFit Column Width
3 sales 962,550
4 Expenses 563,654 Default Width..
5 |Gross Margin 71% Visibility
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9 & Hicle Sheet E7 Reneme Sheet
10
11 Unhide Rows Move er Copy Sheet...
12 Unhide Columns. Tab Color >
Protection

13
14
15
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EZ Protect Sheet...
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| Budget | Previous Gross Margin | Estimates ® D4 am— Format Cell...

Ready B B F ——s—F %
A B c D E G H 1 1 -

1 Teaml Team2 Team3

2 |Sales

3 Division | 294,000 323,400 279,300

2 Division Il 358,550 394,405 340,623

5 Division lll 310,000 341,000 294,500

6 Expenses

7 Costof Goods 77,004 84,704 73,154

s Advertising 60,550 66,605 57,523

5 Rent 25,200 27,720 23,940

10 Supplies 15,950 17,545 15,153

11 Salaries 201,500 251,650 191,425

12 Shipping 176,250 193,875 167,438

13 Utilities 7,200 7,920 6,840

14 v
| Budget 4 e——

Ready B B O -———+ 100

Previous Year Final Estimates ®



CHAPTER

Manipulating Worksheets 7

Unhide a Worksheet jg F T FEr—
. D X Calibri oy == E3 General v [ECondttional Formatting v &l Insent yel
o Clle the Home tab- ¢ lgl? My~ B 1T U~ A A E- $-9% 9 [ Fomatas Table i Delete ~  gting
- e o A~ b oy @ 8 CE\'Slylﬁ' -
. unto | ipbosd ot 5 et 5t 5 S P
© click Format. e e
. . . | A B c D AN R 6 | n AutoFit Row Height ]
9 Click Hide & Unhide. ! [feam1 Team2 Team3 51 commtith.
2 |Sales Autofg Column Wiidth
. . 5 [Division | 294,000 323,400 279,300 I
e Click Unhide Sheet. 4 | Division Il 358,550 394,405 340,623 —
5 Division Il 310,000 341,000 294,500 Viseity
1 _cli 6 |Expenses Hide Bows Hide & Unhide
@ You can also right-click any worksheet T IRT T RRT TR e Coree | Ot ot
] i s Advertising 60,550 66,605 57,523 Hide Sheet 7 gename sheet
tab and then Cth Unh]de' s Rent 25200 27,720 23,940 Unhide Bows Move or Copy Shet,
10 ppli 15,950 17,545 15,153 Unkhide Colums Tab Color >
11 Salaries 201,500 251,650 191,425 & Unhidesh;n Protection
12 Shipping 176,250 193,875 167,438
13 Utllities 7,200 7920 6,840 EE P et
1 [B] Lock cel
Budget | Previous Year Final _Estimates © o4 — Format Celle..
The Unhide dialog box appears. Unhide ? %
e Click the worksheet you want to restore. et e i S e et
@ click ok. B
v
e
(© Excel returns the worksheet 14
to the workbook. 15
16
| Budget Previous Year Final Gross Margin Estimates |
Ready [@

TIP

I have several worksheets that I need to hide. Do I have to hide them individually?
No. You can select all the sheets you want to work with and then hide them. To select multiple worksheets,
click the tab of one of the worksheets, hold down (11, and then click the tabs of the other worksheets.

If your workbook has several worksheets and you want to hide most of them, an easy way to select the
sheets is to right-click any worksheet tab and then click Select All Sheets. Hold down (&7}, and then click
the tabs of the worksheets that you do not want to hide.

After you have selected your worksheets, follow steps 3 to 6 to hide all the selected worksheets at once.
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CHAPTER 8

Dealing with
Workbooks

Everything you do in Excel takes place within a workbook, which is the
standard Excel file. This chapter shows you how to get more out of
workbooks by creating new files, saving and opening files, and finding
and replacing text in a file.

a &2 &
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Create a New Blank Workbook

o perform new work in Excel, you need to first create a new blank Excel workbook. When you
launch Excel, it prompts you to create a new workbook, and you can click Blank Workbook to start
with a blank file that contains a single empty worksheet. However, for subsequent files you must use

the File tab to create a new blank workbook.

If you prefer to create a workbook based on one of the Excel templates, see the following section,

“Create a New Workbook from a Template.”

Create a New Blank Workbook ‘

@ Click the File tab.

© Click New.

@ You can click Blank workbook here and skip
steps 2 and 3.
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@ Click Blank workbook.

© Excel creates the blank workbook
and displays it in the Excel
window.
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Bookl - Excel
A B [4
1] 1 = == s o
2 = — o
F> Open 3 = _..;
e R
5 e —
Info 5
7
5
i Blank workbook Personal monthly budget Family budget planner
Save As
Office  Personal

Print

Share

Search for online t

emplates yel

Export

Suggested searches:

Publish

Business  Personal Planners and Trackers ~ Lists ~ Budgets Charts  Calendars

il Loan Amortization Schedule [ "'; January 20XX
@ Autosave @ o) H Eoukl-@ £ search (Alt+Q) CIVIVIE - DR
File Home Insert Draw Page layout Formulas Data Review View Help I Com
© E'Iil % Calibri JnoL = z[;]gg General - [l Conditional Formatting~ | 2 Insert
& e B B I U~ AN E==E- $-% 9 EHromatasTble- T Delete
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Undo Clipboard 13 Font ] Alignment & Number @ Styles Cells
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Is there a faster method
I can use to create a
new workbook?

Yes. Excel offers a
keyboard shortcut for
faster workbook creation.
Using the keyboard,

press (2i0+(10.

When I start Excel and then open an existing workbook, Excel often removes
the new blank workbook that it opened automatically. How can I prevent this?
Excel assumes that you want to use a fresh workbook when you start the
program, so it prompts you to create a new workbook. However, if you do not
make any changes to the blank workbook and then open an existing file, Excel
assumes you do not want to use the new workbook, so it closes it. To prevent
this from happening, make a change to the blank workbook before opening
another file.
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Create a New Workbook from a Template

ou can save time and effort by creating a new workbook based on one of the Excel template files.

Each template includes a working spreadsheet model that contains predefined headings, labels,
and formulas, as well as preformatted colors, fonts, styles, borders, and more. In many cases, you
can use the new workbook as is and just fill in your own data.

Excel offers more than two dozen templates, and many more are available through Microsoft Office
Online.

o C“Ck the File tab- @ AutoSove @OT) [H  Bookl - Excel P search (alt:Q) Paul M e ® £ - o X

File Home Insert Draw Pagelayout Formulas Data Review View Help = Comments
L < X Calibri -1~ General ~  [E Conditicnal Formatting ~ H Insert ~ el
Q@ ;E I+ B I U+ A A $ v % 9 [EFormatasTable~ B Delete ¥ Eiting
A | O A @9 | [ Cel Seyles [ Format - M
Undo Clipboard & Fant 1 Alignment & Number [ Styles Cells hdl
Al v fe v
; A 1 B C D E F G H J K L M N -
5
-
7
8
9
10
11
o Cl.iCk New. Bookl - Excel Paul M E ¢ A ? - u] Pl
@ To use an Office Online template, New
use the Search for Online 2 — B &
1 I = e
Templates text box to type a : A— -
word or two that defines the ! o
type of template you want to use, 5
th en press m. Blank workbook Personal monthly budget Family budget planner
e Click the template you want Dle.: shesicns
to use. Search for online templates p el

Suggested searches:  Business  Personal  Plannersand Trackers  Lists  Budgets Charts  Calendars

Publish

Account

Feedback

Options Loan amorization schedule 57 Weeky chore schedule Any year custom calendar
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© A preview of the template appears. x
@ Click Create.

Loan amortization schedule

Provided by: Microsoft Corporation

@ Loan Amortization Schedule

Loan Summary Stay on top of a mortgage, home improvement,
ehekbecomeert student, or other loans with this Excel amortization
Seheckiecrumon d pom

schedule, Use it to create an amortization schedule
that calculates total interest and total payments and
- includes the option to add extra payments, Make
amortization calculation easy with this loan
smortization schedule in Excel that organizes
payments by date, showing the beginning and

o pmmens | PSS ety ending balance with each payment, as well as an
wmn  wea e e overall loan summary, Download and keep your loan >
mmnwmmE o mmn e naw amortization information close at hand. This is an
:;: :: ':;“; :z ::;: accessible template,
n | wan | mn | wn | sen Download size: 50 KB
rmx wan owws we  new
mme | mm e we  wnwm
e wsn mmw un e W
© Excel creates the new workbook i XD 2]\ e - 5 mu® @ 5 - o x
and d1SplayS 1t in the Excel. Fle Home Insert Draw Pagelayout Formulas Data Review View Help © Comments
window. ? po o e =F= Genesl [ Congions Formting~ | Biwset < | 0
G o B~ I U~ A K $ - % 9 [FomatasTable~ T Ddete © | ping
- & He & A % 9 [ Cell Styles ~ =] Farmat ~ -
Unde Clipboard 13 Fant 5} Alignment. & Number 5} Styles. Cells v
B1 v i Je v
A B c D 3 £ G H | a
1 I
:
‘— Loan Amortization Schedule
3
; Enter Values Loan Summary
. Loan amount $5,000.00 Scheduled payment
6 Annual interest rate 4.00% Scheduled number of payments
= Loan period in years 1 Actual number of payments
s Number of payments per year 12 Total early payments
3 Start date of loan 4/28/2022 Total interest
10
11 Optional extra payments $100.00 Lender name =
Loan Schedule (O] 4 »
[ i 0 -——&——+ 0%

Can I create my own template?

Yes. If you have a specific workbook structure that you use frequently, you should save it as a template so
that you do not have to re-create the same structure from scratch each time. Open the workbook, click File,
click Save As, and then click Browse. In the Save As dialog box, click the Save as type - and then click
Excel Template. Type a name in the File name text box and then click Save. To use the template, click File
and click New; select the Personal tab and then click your template file.
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Save a Workbook

fter you create a workbook in Excel and make changes to it, you can save the document to preserve

your work. When you edit a workbook, Excel stores the changes in your computer's memory, which
is erased each time you shut down your computer. Saving the document preserves your changes on
your computer’s hard drive. To ensure that you do not lose any work if your computer crashes or Excel
freezes up, you should save your work frequently, at least every few minutes.

Save a Workbook ‘

@ click save ([H).
You can also press (510 +(50. @ Avtosse @) [H Loansmortaston scheul’ - excel
If you have saved the document previously, your Fle Home Insert Draw Pagelayout Formuss Data
changes are now preserved, and you can skip the 9 . = Jo - =G =
rest of the steps in this section. O e B Tu- AN == =8
I e Ov A = = B
Unda Clipboard m Font Pl Alignment
Bl v i
A B C D B
J L]
(/o\i_ .
[ Loan Amortiz;
2 j —
The Save This File dialog box appears. X
o Click in the File name text box and type the name save this file
that you want to use for the workbook. File name
. | Loan amortization schedule Q J(Isl(l
e If you want to use a different folder to store the
file, click the Choose a Location + and then click Choose a Location
he folder. D t -4
the folde & s ©

0 Click Save.

Excel saves the file.

Note: To learn how to save a workbook in an older More options... m

Excel format, see Chapter 16.

? Do you want to share this file?
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Open a Workbook

'I'o view or make changes to an Excel workbook that you have saved in the past, you must open the
workbook in Excel. To open a workbook, you must first locate it in the folder you used when you
originally saved the file.

If you have used the workbook recently, you can save time by opening the workbook from the Excel
Recent Workbooks menu, which displays a list of the 25 workbooks that you have used most recently.

Open a Wo (1] 3

Bookl - Excel  PoulM BB ® 2 - 0O x

0 Click the File tab (not shown).
@ cClick Open. < Open

{n} Home

The Open tab appears. e (D) Recent 0 £ search
Workbooks Folders
You can also press (Z10+(2]. 2 g & o 2 Sharea it e

M Name
Personal
@ You can click Recent to see onebre - Pesona pinned
. o [} Ionfhm:;;uﬂoiu::n Pin files you want to easily find later. Click the pin ican that appe
a list of your recently used sl : aiie
workbooks. If you see the file e o Crelie ol Today
you want, click it and then e Sorie B e e cnetmes Do

Share

skip the rest of these steps. [ misec Logophilia Finances

Paul McFedries's OneDrive » Docu..

Export _@
3 Add a Place
e Cl.le BrOWSG. Publish ﬁ‘j I:el‘s?ln Fin?nfesn
[ Browse 0

The Open dialog box appears. 1 Ceen X
. ~ 4 & » OneDrive-Personal > Documents v Q. Search Documents

Select the folder that contains o it st » ) G |2 SorBoomer

the workbook you want to open. e ki Sl

T2 TYV Excel 365 i | l"-) | | "_:] | | "_:] | ==
o Cl-iCk the Workbook. > {3 Microsoft Excel — iy _— — i

@ Sound ©TVWMicrosoft O WordExpert € Workbooks © Zoom © 2023 Budget
e Click Open v @ OneDrive - Perso recordings 365
p > 0 Attachments
The workbook appears in a et N B =S 7 i =
. > =] Documents
window. o © Chapterdl @ Division A © Diision B © Diwision C © Division | © Division I
> T2 Music Budget Budget Budget Budget Budget
> I Pictures L]
> B8 Public == —— = - B
> 77 Snagit
5 B3 Workbooks © Divisionll > Existing © Home Sales @lnventory | © Loan © Losns
Budget Munson's amortization
Customer Data schedule
File name: | Loan amortzation schedule | A Exccel Files v
P o ) o
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Find Text in a Workbook

M ost spreadsheet models require at most a screen or two in a single worksheet, so locating the text
you want is usually not difficult. However, you might be working with a large spreadsheet model
that takes up either multiple screens in a single worksheet or multiple worksheets. In such large
workbooks, locating specific text can be difficult and time-consuming. You can make this task easier
and faster using the Excel Find feature, which searches the entire workbook in the blink of an eye.

Find Text in a Workbook

0 Click the Home tab.
@ click Find & Select.
€ Click Find.

Note: You can also run the Find
command by pressing (£ +(5).

The Find and Replace dialog box
appears.

Click in the Find what text box
and type the text you want to
find.

© Click Find Next.
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1 D Product Name Product Code Hold Hand Available Ord -
2 1 Northwind Traders Chai NWTB-1 25 25 0 e
3 3 Northwind Traders Syrup NWTCO-3 0 50 50 fietes
1 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 Sondtional Formatiing
5 5 Northwind Traders Olive Oil NWTO-5 0 15 15 Constants
3 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 0 Data Validation
Find and Replace ? X
Find Replace
Find what: ‘psachas@ -
Options >>

Find All

Find Next

Close
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@ Excel selects the next cell that 2 2 c b€ | F ¢ n__1 4
. . 29 81 Northwind Traders Green Tea NWTB-81 75 125 50 ] 100
contains an instance of the 2 82 Northwind Traders Granola NWTC-82 0 0 0 0 20
H 83 Northwind Traders Potato Chips NWTCS-83 0 0 0 0 30
search text. 2 85 Northwind Traders Brownie Mix NWTBGM-85 0 0 0 10 10
33 86 Northwind Traders Cake Mix NWTBGM-86 0 0 0 (1] 10|
Note: If the search text does not § o7 morchwind iraders fea B sl 1
. . . 35 88 Northwind Traders Pears ! Fing  Replace 0|
exist in the document, Excel displays aamonhwind Traders Peaches e - 0|
. kY 90 Northwind Traders Pineapple B
a dialog box to let you know. 891 Northwind Traders Cherry Pie Filling 6 0
39 92 Northwind Traders Green Beans Somene 22 0
If the selected instance is not @l 93| Northwind Traders Corn s | [(eoanen | | cioe @
4 94 Northwind Traders Peas LARLS A L w ur U o 10
the one you want, click Find )| 95 Northwind Traders Tuna Fish NWTCM-95 p—C 0 0 30
. . 43 96 Northwind Traders Smoked Salmon NWTCM-96 0 0 0 0 30
Next until Excel finds the correct “ 97 Northwind Traders Hot Cereal NWTC-82 0 0 0 0 d
: Inventory (] Ll >
instance. = ER i ——
3 3 A B B D E F S H 1 4
Cth Close to Cl'ose the FI nd and 29 81 Northwind Traders Green Tea NWTB-81 75 125 50 ] 100
Replace d]alog box' 30 82 Northwind Traders Granola NWTC-82 0 0 0 ] 20
kil 83 Northwind Traders Potato Chips NWTCS-83 0 0 0 0 30
32 85 Northwind Traders Brownie Mix NWTBGM-85 0 0 0 10 10
33 86 Northwind Traders Cake Mix NWTBGM-86 0 0 0 0 10
34 87 Northwind Traders Tea NWTB-87 0 0 0 0 20
35 88 Northwind Traders Pears NWTCFV-88 0 0 0 0 10
3 wNmthwind Traders Peaches [nwTCFv-89 0 0 0 0 10
37 90 Northwind Traders Pineapple NWTCFV-90 0 0 0 0 10
38 91 Northwind Traders Cherry Pie Filling NWTCFV-91 0 0 0 0 10
39 92 Northwind Traders Green Beans NWTCFV-92 0 0 0 0 10
40 93 Northwind Traders Corn NWTCFV-93 0 0 0 0 10
41 94 Northwind Traders Peas NWTCFV-94 0 0 0 0 10
42 95 Northwind Traders Tuna Fish NWTCM-95 0 0 0 0 30
43 96 Northwind Traders Smoked Salmon NWTCM-96 0 0 0 0 30
44 97 Northwind Traders Hot Cereal NWTC-82 0 0 0 0 ,
Inventory (O] « »
@ Excel leaves the cell selected. a8 o o -+ w

When I search for a particular term, Excel
only looks in the current worksheet. How
can I get Excel to search the entire
workbook?

In the Find and Replace dialog box, click
Options to expand the dialog box. Click the
Within ~ and then click Workbook. This
option tells Excel to examine the entire
workbook for your search text.

When I search for a name such as Bill, Excel also
matches the non-name bill. Is there a way to fix this?
Yes. In the Find and Replace dialog box, click Options to
expand the dialog box. Select the Match case check box
("] changes to @). This option tells Excel to match the
search text only if it has the same mix of uppercase and
lowercase letters that you specify in the Find what text
box. If you type Bill, for example, the program matches
only Bill and not bill.
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Replace Text in a Workbook

Do you need to replace a word or part of a word with some other text? If you only need to replace
one or two instances of the text, you can usually perform the replacement quickly and easily.
However, if you have many instances of the text to replace, the replacement can take a long time
and the more instances there are, the more likely it is that you will make a mistake. You can save
time and do a more accurate job if you let the Excel Replace feature replace the text for you.

Replace Text in a Workbook

o Cl.le the Home tab. @ Avtosove @D [ Customers s Saved - P search (alt+Q) v @ ® 5 - 0O x
. o file  Home aw  Pagelayout Formulas Data Review View Help Table Design = Comments
@ click Find & Select. L , |
LJ X Calibri vz~ a, General ~  [E Conditional Formatting v F3H Insert v o~ %v /O
. S B 8 1u-KAn $-% 9 Biromtstoes  Bosse » | Elv g |Lre U
e Click Replace. & e v A . @ 1B Col Styles ~ [Elformat~ | &~ Fiter~ [Select~
Undo Clipboard = Font 1] Alignment & Number = Styles Cells /O Find..
B3 v CustomeriD 3
Note: You can also run the Replace B Customer o el
. B C D E F > GoTo..
Command by preSS]ng m+m. Bl (customeriCB companyName [ ContactName B ContactTitle B Address 60 To §pecil.
4+ |[FRANS Franchi S.p.A. Paolo Accorti Sales Representative Via Monte Bianco 34 —
5 | COMMI Comércio Mineiro  Pedro Afonso Sales Associate Av. dos Lusfadas, 23 Formylas
& |ALFKI Alireds Futterkiste ~ Maria Anders Sales Representative Obere Str. 57 Hetes
7 |BSBEV B's Beverages Victoria Ashworth  Sales Representative Fauntleroy Circus Conditional Formatting
& QUEDE Que Delicia Bernardo Batista Accounting Manager Rua da Panificadora, 12 Comtants
s [ISLAT Island Trading Helen Bennett Marketing Manager Garden HouseCrowther Way N
10 BER Berglunds snabbkoy istina Be Order Adminisirato Berquvsvagen 8 Data Validation
The Find and Replace dialog box Find and Replace 7 x
appears. Fing | Resice
. Find what: ‘Ass\stantA ~]
@ 1n the Find what text box, type 5 | 2
the text you want to find. Optians >>
: : : Replace All Repl F Eind Next a
© click in the Replace with text sl | g 6 o

box and type the text you want
to use as the replacement.

@ click Find Next.
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5 C D E F G ]
@ Excel selects the cell that D e ——
contains the next instance of @ FRANS  FranchiSpA  PRODACCL fi oy feive To®| Torino
3 COMMI Comeércio Mineiro  Pedro Afor Séo Paulo €
the search text. + ALFKI Alfreds Fufterkiste ~ MariaAnd¢  Fing  Replace | Berlin
5 BSBEV B's Beverages Victoria Findwhat: | Assigant ~] London
6 \QUEDE Que Delicia BemardoE qepiace witn: [ ~] | Rio de Janei F
Note: If the search text does not 7 ISLAT Island Trading Helen Ben —1 Cowes I
L. s BERGS  Berglunds snabbkop Christina Option: >> | | | Luled
exi St mn the docu m ent, Excel 9 SANTG Santé Goufm_el Jon_as Berr& neplace gt | [ Beplacs F Close Stavern
. . 10 |PARIS Paris spécialitéss ~ Marie Bel ) Paris
dis p [ays a dia [og box to let you 11 SPLR Split Rail Beer & Ale Art Braunschweiger | Sales Manager 'P.0. Box 555 Lander  \
12/ CONSH  Consolidated Holding Elizabeth Brown Sales Representative Berkeley Gardens12 Brewery London
knOW, 13 ROMEY Romero y tomillo Alejandra Camino  Accounting Manager Gran Via, 1 Madrid
MJSUPRD Suprémes delices  Pascale Cartrain Accounting Manager B rd Tirou, 255 Charleroi
. . 15| QUEEN Queen Cozinha Lacia Carvalho Marketing Assistant r dos Canarios, 891 S#o Paulo €
If the selected instance is not 16 CENTC Centro comercial Moc Francisco Chang ~ Markefing Manager Siea de Granada 9993 México D F.
. o 17 BLONP Blondel pére etfils  Frédérique Citeaux Marketing Manager 24, place Kléber Strasbourg
the one yOU Want, Chck F]nd 18 \KOENE Koniglich Essen Philip Cramer Sales Associate Maubelstr. 90 Brandenburg |
. . Customers. * .- »
Next until Excel finds the R
CorreCt 1 nStance' CustomeriD |~ | CompanyName ~| ContactName [ =] ContactTitle ~| Address ~ | City ~|F 4
5 ‘BSBEV B's Beverages Victoria Aé find and Replace v 2 | London
3 & QUEDE Que Delicia Bermardo . Rio de Janei F
e Click Re P lace. 7 ISLAT Island Trading HelenBeny 4 e ay Cowes I
s BERGS  Berglunds snabbksp ChristinaB Findwnet }“f‘“a"' VJ\ | Luled
¢ SANTG Santé Gourmet Jonas Berg Peplacewith: |Associate [~ Stavern
© Excel replaces the selected text e S i — Sas
3 11 |SPLIR Split Rail Beer & Ale  Art Braunsi Lander \
W]th the replacement teXt. 12 CONSH Consolidated Holding Elizabeth B repiace an Find All Find Next Close @ London
. 13 ROMEY Romero y tomillo Alegjandra Ga a Madrid
e Excel selects the next instance 14/SUPRD  Suprémesdélices  Pascale Carlrain devard Tirou, 255 Charleroi
15 QUEEN Queen Cozinha Lucia Carvalho Marketing Associate a dos Canarios, 891 S#o Paulo £
of the search text. 16 GENTC  Gentro comercial Mot Francisco Chang  Marketing Manager Bitas de Granada 9993 México D.F.
17 |BLONP Blondel pére etfils  Frédérique Citeaux Marketing Manager 24 place Kléber Strasbourg
. 18 ‘KOENE Kaniglich Essen Philip Cramer Sales Associate Maubelstr. 90 Brandenburg
e Re peat Steps 7 an d 8 u nt] l yo u 19 NORTS North/South Simon Crowther Sales Associate Sogusemﬂ Queensbridge London
. zu]FAMIA Familia Arquibaldo  Aria Cruz Marketing Assistant s , 92 Sdo Paulo €
h ave I’ep la Ced a I.l. the 1 nSta nces 21 PRINI Princesa Isabel Vinha Isabel de Castro Sales Representative E: da saude n. 58 Lisboa
22 EASTC Eastern Connection  Ann Devon Sales Agent 35 King George London -
you want to replace. Customers | @ - >
Ready B B @ - ——+ 100

Click Close to close the Find
and Replace dialog box.

Is there a faster way to replace every instance of the search text with the replacement text?

Yes. In the Find and Replace dialog box, click Replace All. This tells Excel to replace every instance of the
search text with the replacement text. However, you should exercise some caution with this feature because it
may make some replacements that you did not intend. Click Find Next a few times to make sure the matches
are correct. Also, consider clicking Options and then selecting the Match case check box (|| changes to @),
as described in the previous section, “Find Text in a Workbook.”
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CHAPTER 9

Formatting
Workbooks

Excel offers several settings that enable you to control the look of a
workbook, including the workbook colors, fonts, and special effects. You can
also apply a workbook theme and add a header and footer to a workbook.

@ Auvosave @I B Mortgage Principal vs Interest « Saved - L B @ F - a8 x

File Home Insert Draw Page layout Formulas Data Review \View Help I Comments

@ EIHE IE [‘% # ﬁ ﬁ:él: EIWidth: Automatic « | Gridlines | Headings T,

Il Height: Automatic ~ View | [ View Arrange

Margins Orientation  Size  Print Breaks Background Print
v v Areav v Titles  [R]Scale 100% dnt [ Print

[ Scale to Fit f ShestOptions &

J K L M N [¢] P [o]

rincipal and Interest Over the Term of a Loan

Mortgage Principal vs Interest

mPrincipal mInterest

$20,000
$18.000
$16.000
$14,000
$12,000

58,000
6,000
5 54,000
$(19,542.34) 52,000
$119,542.34) 2024 $7.9466 $11,576 50
$(19,542.34) 2025 $8,643 $10,899
7 $119.542.34) 78 % 6
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Add a Workbook Header . . . . . . ... ... .... 162

Add a Workbook Footer . . . . .. .. ... ...... 164



Modify the Workbook Colors

You can give your workbook a new look by selecting a different color scheme. Each color scheme
affects a dozen workbook elements, including the workbook’s text colors, background colors,
border colors, chart colors, and more. Excel offers more than 20 color schemes. However, if none of
these predefined schemes suits your needs, you can also create your own custom color scheme.

To get the most out of the Excel color schemes, you must apply styles to your ranges, as described in
Chapter 5.

Modify the Workbook Colors

o Open or switch to the workbook B oo @) B rramronts - 5 wn® © & - o x
you want to format. file  Home Inset Draw Page Layout Data Review View Help = Comments
9 fu X Calibri v e = EE]EQ. Curency  ~  [EH Conditional Formatting ~ =] 0
© Click the Page Layout tab. oo Hee sruca s SEEEY 5% 9 Brmeene o
- g | BElevA- == 9. ] 2 Cell Styles " "
Unda Clipboard [ Fant 5] Alignment & Number [ Styles ~
810 v Jfx  =PMT(B5/12,B6 " 12, B3) e
A B © D | = | F G H | a
1 |Mortgage Analysis
2 |Mortgage Data
3 House Price $100,000
4 Down Payment $15,000
Interest Rate 6.00%
Amortization 25
7 Paydown  ($100.00)
8
Regular With
9 |Results Mortgage Paydown
10 Monthly Payment| (5644.30) | ($744.30)
1 Term 25 18.6
12 Total Paid (5193,290)  (5166,251)
13 Savings - $27,039 .
Mortgage Paydown Analysis @ L] »
Ready i ————+ 100%
e Click Colors (H)- @ Autosave @ O) [l Mortgage Analysis - L ran® @ 5 - 0 x
File Home Insert Draw Page Layout Formulas Data Review View Help 2 Comments
3 Lo Ry s & B8 lWidth Automatic + | Gridines | Headings T3,
el = g -
Themes AIFoms ™ \icing Orientation Sz Primt Breaks Background primt | LIHeight Automatic | EView | E)View  arange
~ (@) Effects - ~ ~ - Areav - Titles  CRjscale  100% [ Oeiint | O print -
Themes Page Setup [ Scale to Fit [ SheetOptions @ ~
B10 Vi Sfx  =PMT(B5/12,B6+12,B3) ™
A B Cc D | = | F G H 1 a
1 |Mortgage Analysis
2 |Mortgage Data
3 House Price  $100,000
4 Down Payment $15,000
5 Interest Rate 6.00%
6 Amortization 25
7 Paydown  ($100.00)
8
Regular With
9 |Results Mortgage Paydown
10| Monthly Payment| (3644.30) | ($744.30)
1" Term 25 18.6
12 Total Paid ($193,290)  ($166,251)
i Savings - 527,039 .
Mortgage Paydown Analysis ® T »
Ready i o -—a—+ 0%
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e Click the color scheme you want to @ Auosove @) B Morigege Anays - LS wm® @ 5 - 0O x
apply file  Home Insert Draw Pagelayout Formulas Data Review View Help © Comments

Al i ™ = Slwidth: Automatic ~| Gridiines | Headings T,
Office BT [%l - - Eﬁg} .

[ Height: Autematic ~ [ View [ View

Themes [T] Print Breaks Background Print Arrange
- T Office Areax - Titles  [Scale  100% ] O prnt [ Print -
T B RN Office 20072010 | |)9€ Setup 1 Scale to Fit [ SheetOptions f hd
B10 W T T Groyscale 6712,83) v
| & =a
Blue Warm c P - | F G H 1 a
W e
1 Mol
I Sl |
2 Mol oy e Green
3 T Green
4
TN Green Vellow
5
I T Vellow
6
7 TN Vellow Orange
8 T Onge
B I Orange Red ith
su I ETEEN Red Orange | llown
Red [230)
b B Red Violet 5.6
12 . iolet 5,251)
_13_ | o EEEE W Vin\efll E‘,_n_ss | .

Customize Colors...

(@ Excel applies the color scheme to
the workbook.

2
3 House Price $100,000
4 Down Payment 415,000
5 Interest Rate 6.00%
6 Amortization 25
7 Paydown  ($100.00)
8
Regular With
9 |Results Mortgage Paydown
10 Monthly Payment| ($644.30) ! ($744.30)
1 Term 25 18.6
12 Total Paid ($193,290) ($166,251)
13 Savings - $27,039 =
i Mortgage Paydown Analysis @ ' p— >
Ready i H - ——-+ 100%
Can I create my own color scheme? CeteNew Theme Clors 7 E
Yes, by following these steps:
Text/Background - Dark 1 - T
: Text/Background -Light 1 [ | v
@ Click the Page Layout tab. el =0l o NG )
l. k Text/Background -Light2 [ |+ E[D!Ib _‘:‘_ t
o c 1C n° Accent 1 -] ~ fe
: . Accent 2 CRe Hyperlink
e Click Customize Colors. rcant -
Accent 4 hd
The Create New Theme Colors dialog box appears. o =
. . periin R
e For each theme color, click = and then click the color you want to use. R --

() The Sample area shows what your theme colors look like. pone [coman o sons

Reset Cancel

e Type a name for the custom color scheme.
@ click Save.
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Set the Workbook Fonts

ou can add visual appeal to your workbook by selecting a different font scheme. Each font scheme

has two defined fonts: a heading font for the titles and headings, and a body font for the regular
worksheet text. Excel offers more than 20 font schemes. However, if none of the predefined schemes
is suitable, you can create a custom font scheme.

To get the most out of the Excel font schemes, particularly the heading fonts, you must apply to your
ranges either styles or theme fonts, as described in Chapter 5.

Set the Workbook Fonts

o Open or switch to the workbook
you want to format.

© Click the Page Layout tab.

9 Click Fonts ((A]).
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Bl AutoSave [E  Mortgage Analysisxisx =

File ~ Home Insert Draw Pagemyam@

Data

¥l Pau\Me @S @ X

Review View Help

9~ f’tl X Calibri “12 - Currency [EH Conditional Farmatting v = jel
o Paste [ ~ B I U~ A A $ ~ % 9  [FFormatas Table v Cells | Editing
L4 Hae b A G 48 5 cell Styles ~ " ”
Undo Clipboard [~ Font [~ Alignment =] Number 5] Styles ~
B10 | -~ fx  =PMT(BS/12,B6*12,83) v
A B [ D E E G H | a
1 Mortgage Analysis
2 |Mortgage Data
House Price $100,000
Down Payment $15,000
Interest Rate 6.00%
6 Amortization 25
7 Paydown ($100.00)
8
Regular With
9 Results Mortgage Paydown
10 Monthly Payment| _ ($644.50) | ($744.30)
1 Term 25 18.6
12 Total Paid  ($193,290) ($166,251)
13 Savings $27,039
14 -

= Comments

Mortgage Paydown Analysis ®

Ready

P4

>
] [ ———F——< 0

W tosme @00 2

File Home Insert Draw

3 B Colors ~ @

Mortgage Analysisxlsx -

Page Layout  Formulas  Data

> D=

L M B @ L - O x

Review View Help

B BB

T3 Width: Automatic v| | Gridlines | Headings T3,

- M v
Fonts Margins Orfentation Sie  Print Bresks Background Print o Height: Automatic View View  arange
v [0 Effects ~ v - Area Titles | [X]Scale:  100% Cpint [ Print
Themes Page Setup [ Scale to Fit B SheetOptions 1@ ~
810 ~  Jx| =PmT(BS /12,86 % 12, B3) v
A B c D E E G H [
1 Mortgage Analysis
2 |Mortgage Data
3 House Price $100,000
4 Down Payment $15,000
5 Interest Rate 6.00%
6 Amortization 25
7 Paydown ($100.00)
3
Regular With
9 |Results Mortgage Paydown
10 Monthly Payment| _ (3644.30) | ($744.30)
1 Term 25 18.6
12 Total Paid  ($193,290) ($166,251)
13 Savings - $27,039
14 v
Mertgage Paydown Analysis @ T >
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@ Click the font scheme you want to apply. B rain @) B vormesmarmen - P om® © & - o x
Fle Home Inset Draw Pagelayout Formulas Data Review View Help © Comments
E [ colors - @ [‘%D [E i Twidth: Automatic ~ | Griglines  Headings T3,
Marains Oriemtation _Size LE% a:u Background %% [ Height Automatic ~ | [ View [ View | arange
7 Tos Cen AT-Rochurell Mg~ Tiles  Dscale  100% (D print [ Print
T Tuw Cen MT Page Setup L] Seale to Fit =l Sheet Options 5] ~
Rockorell
B10 B6* 12, B3) ~
Times New Roman-Arial
imes Mew Eoman Cc D E F G H 1 a
[ | R
4 Consolas-Yerdana
- P
6 Verdana
: et
8 Arial Black
Arial
Garamond-Trebucheths With
9 Rest|p, | gumend Paydown
w[ W ($724.30)
Z cnsmr 13
12 Sl S 1T ($166,251)
:i [ mebuchetnss 5 STese .
Customize Fonts... ® I 4 »
Ready i) 0 ——p—t 100%
A B | [+ D E F G H 1 a
Mortgage Analysis
. . Mortgage Data
() Excel applies the heading font to the 3 House Prics 5100005
’ . 4 Down Payment $15,000
workbook’s headings. 5 Interest Rate 5.00%
[ Amortization 25
. 7 Paydown ($100.00)
(© Excel applies the body font to the s
, Regular With
workbook’s regular text. wmms Mortgage Paydown
10  Monthly Payment| (564430) | ($744.20)
1n Term 25 1886 0
12 Total Paid  ($193,200)  ($166,251)
13 Savings - $27.039
4 v
| Mortgage Paydown Analysis ® L0 »
Can I create my own font scheme? Create New Theme Forts P &
Yes, by following these steps: Heading fon: Sample

o Click the Page Layout tab. ‘:.,;” 5 ;syatedxitrt‘m%ytutbudytext.li‘%

‘Geurgla \/| v
o CHCk . Mame: ‘EasyReadmg é _l
e Click Customize Fonts. 6

The Create New Theme Fonts dialog box appears.

Cancel

O Click the Heading font -~ and then click the font you want to use for titles and headings.
e Click the Body font - and then click the font you want to use for regular sheet text.
() The Sample area shows what your theme fonts look like.
0 Type a name for the custom font scheme.
@ Click Save.
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Choose Workbook Effects

You can enhance the look of your workbook by selecting a different effect scheme. The effect
scheme applies to charts and graphic objects, and each scheme defines a border style, fill style,
and added effect such as a drop shadow or glow. Excel offers 15 effect schemes.

To get the most out of the Excel effect schemes, you must apply a style to your chart, as described in
Chapter 14, or to your graphic object, as described in Chapter 15.

Choose Workbook Effects

o Open or switch to the workbook
you want to format.

o Click the Page Layout tab.

€@ Click Effects ().
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@ Avosee @D B

Parts Database « Saved ~

§el Pau\Me ® 5 - [u] 52

HEe O B QR E

Pwidth: Automatic

File Home Inset Draw  Page Layoutﬂ Data Review View Help = Comments
5] E-tl A Calibri Ju o = =g Genersl - [ Conditionsl Formatting ~  [i) Jel
S - B I1T U~ Aa = @ = $ - % 9  [BEFormatas Table~ Cels  Editing
=2 i~ & A == B 4 9N 7 Cell Styles ~ M -
Undo Clipboard 5] Font & Alignment 5] Number ] Styles ~
A3 ~|3 fx| oa v
A [} c D £ F G H i a
(1
Parts Database
q
2 Division De ion B Number Quantity UnitCost Total Cost  Retail Gross Margin
3 | 4 'Gangley Pliers D-178 57 $10.47 $596.79 $17.95 71%
4 3 HCAB Washer A-201 856 $0.12 $102.72  $0.25 108%
s 3 Finley Sprocket c098 357 $1.57  $560.49  $2.95 88%
6 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 51,401.75 $27.95 50%
8 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95 91%
s 1 Sloint A182 155 $6.85 $1,06175  $9.95 45%
10 2 LAMF Valve B-047 482 $4.01 $1,932.82 $6.95 73%
1 -
Parts ‘ @ 4 >
Ready B B -——— 100%
@ Autosave @FD) B Parts Detabase - Saved - LS v ® ® H - 0o x
fle Home Inset Draw Pagelayout Formulas Data Review View Help © Comments

i 7
Gridlines  Headings T,

emes [B1FOMS™ | \faios Orientation Sze  Print Bresks Background print | LI Height [Automatic ~ | (& View B View  prange
[E] esfects M M v Aeav o~ Titles  [R]seale:  100% ] print [ Print v
Themes Page Setup [ Scale to Fit ] Sheet Options '] ~
A3 i S R4 v
A B C D E F 6 H | a
Parts Database
]
2 Division Description Number Quantity UnitCost Total Cost Retail Gross Margin
3 4 .Ga_ngl_e_y_ Pliers D-178 57 510_,_47 B $_59__E_|.79 517._95 ) 71%
4— 3 HCAB Washer A-201 856 $0.12 5102.72 $0.25 108%
5 3 Finley Sprocket C-098 357 §1.57 $560.49 $2.95 88%
6 2 6" Sonotube B-111 86 $15.24  $1,310.64 $19.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
8 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95 91%
9 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%
10 2 LAMF Valve B-047 482 $4.01 $1,932.82  56.95 73%
1 o
Parts | @ ] »
Ready i) 0 -———+ 100%




Click the effect scheme you want
to apply.

@ Excel applies the effect scheme
to the workbook’s charts and
graphics.
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@ Autosave @D [2  Ports Database » Saved ~ LS v ® ® £ - 0 x
File Home Insert Draw Pagelayout Formulas Data Review View Help 2 Comments
[ colors ~ E Eﬁ IE @ # ﬁ QE Sw.du.; Automatic - Grdlines | Headings T3,

Themes BIFOMS ™ orsine Orientotion Sze  Print Breoks Bockground pimt L Height [Adtomatic <[ Elview | ElView  prange

~ - v A~ Titles  ]scale  100% - Eerint Ophnt  ~
T Office Fl Scale to Fit [l Sheet Options Il ~
A3 8 ] s -
]I . IR r—— :
Officel) | Office 20.. Subtle So.. BandedE..
| 50 5oy B

| nokeyGo. Glowkdge GumgeT. Frosted G - - - .

2 Divis — uantity Unit Cost Total Cost Retail Gross Margin

[ 4 (8|2 57 swoar ssoero sives 7w

o 3l o e e 856 S0.12  $102.72 5025 108%

s 3 357 $1.57  $560.49 $2.95  88%

6| 2 86 $15.24 $1,31064 $19.95 31%

7 4 Refecion EiemeS.. Glosy 75 $18.69 $1,401.75 $27.95 50%

8 3 . 298 $3.11 $926.78 $5.95 91%

9 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%

0, 2 LAMF Valve B-047 482 $4.01 $1,932.82  56.95 73%
1 e
Parts (O] H >
Ready B B -————+ 100%
A B c D E F G H a
Parts Database

1

> Division Description Number Quantity Unit Cost Total Cost Retail Gross Margin

3 4 lGanglev Pliers D-178 57 $10.47 $596.79 $17.95 71%

4 3 HCAB Washer A-201 856 $0.12 $102.72  $0.25 108%

5] 3 Finley Sprocket C-098 357 $1.57 $560.49  $2.95 88%

5 2  6"Sonotube B-111 26 51524 $1,310.64 $19.95 31%

7 4 Langstrom 7" Wrench  D-017 75 5$18.69 $1,401.75 $27.95 50%

8 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95 91%

9| 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%

10 2 LAMF Valve B-047 482 $4.01 $1,932.82  $6.95 73%
1 -
Parts [©] i d >

Can I create a custom effect
scheme?

No. Unlike with the color schemes
and font schemes described earlier
in this chapter, Excel does not have
a feature that enables you to create
your own effect scheme.

Why are all the effect schemes the same color?

The color you see in the effect schemes depends on the color scheme
you have applied to your workbook. If you apply a different color
scheme, as described in the “Modify the Workbook Colors” section
earlier in the chapter, you will see a different color in the effect
schemes. If you want to use a custom effect color, create a custom
color scheme and change the Accent 1 color to the color you want.
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Apply a Workbook Theme

ou can give your workbook a completely new look by selecting a different workbook theme. Each
theme consists of the workbook’s colors, fonts, and effects. Excel offers more than 30 predefined

workbook themes.

To get the most out of the Excel workbook themes, you must apply styles to your ranges, as described
in Chapter 5; to your charts, as described in Chapter 14; and to your graphic objects, as described in

Chapter 15.

Apply a Workbook Theme

o Open or switch to the workbook you
want to format.

© Click the Page Layout tab.
€ Click Themes
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a Period

a0 10 ¢ranean s
Principal vs Interest ‘

Payment
1 $(19,542.34)
2 $(19,542.34)
3 $(19,542.34)
4 5(19,542.34)
5 $(19,542.34)
6 $(19,542.34)
7 $(19,502.3)
8 $(18,542.34)
9 $(19,542.34)
10 $(19,542.34)
11 $(19,542.34)
12 $(19,542.34)
13 $(19,542.34)
14 $(19,542.34)
15 $(19,542.34)
16 $(19,542.34)
17 $(19,542.34)
18 (19,

Year
2010
2011

2027

Principal
$2,542
52,758
$2,993
$3,247
$3,523
$3,823
$4,148
$4,500
54,883

$10,175

Interest
$17,000
$16,784
$16,549
$16,295
$16,019
$15,720
$15,395
$15,042
$14,660
$14,244
$13,794
$13,306
$12,775
$12,200
$11,576
$10,899
$10,164

49,367

$20,000

Mortgage Principal vs Interest
OPrincipal B Interest

818,000
$16.000

314,000

$12,000

$10,000

$8,000

56,000
54,000
52,000

50

®

File

@ Autosave 2]

Mortgage Principal v Interest « Saved ~

Home insert Draw Page Layout

B Colors +
Fonts ~

s Orentation Size  Print  Breaks Background Print

Data  Review View Help

e B

TIwidth:  Automatic ~

1T Height: Automatic ~

Paumﬂ ® &

Gridlines | Headings
Bl View | EView  prange

a x

& commant
T

[ ettects ~ A Tles | Escale  100% Bt O pint
Themes Page Setup. ~ Scale to Fit Ll Sheet Options. ] >
u2s v p v
D E____F [ H T K LM N o P a R
1 Comparing Mortgage Principal and Interest Over the Term of a Loan
2
3 Period Payment Year Principal Interest
4 1 5(19,542.34) 2010 $2,542 $17,000 Mortgage Principal vs Interest
5 2 $(19,542.34) 2011 $2,758 $16,784 OPrincipal ®Interest
6 3 5(19,542.34) 2012 52,993 516,549
7 4 $(19,542.34) 2013 $3,247 $16,295 | $20,000
8 5 $(19,542.34) 2014 $3,523 $16,019 | 515000
9 6 $(19,542.34) 2015 $3823 515720 | gi6000
10 7 $(19,542.34) 2016 $4,148 15385 | oo
1 8 5(19,542.34) 2017 $4500 $15,042| (o 1 n
12 9 $(19,542.34) 2018 $4,883 $14,660 § l l | 1 N l l
13 10 $(19,54234) 2019 35298 514,044 | $10.000 W0 e
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e Click the workbook theme you
want to apply.

K Colors v
F

@ Autoswe @D B Morgage Principal vs Interest - Saved -

v Meav

ntegral

Retrospect

Demask Dividend

k)

Paul M @ Lid

Home Insert Draw Pagelayout Formulas Data Review View Help

M Y -~

Margins Orientation Size  Print  Breaks Background

TIWidth: Automatic ¥ Gridines  Headings

[DHeight Automatic

Print
Ttles | [X]scale:  100% & print [ Print
5 Seale to Fit 5 SheetOptions &
| d K L M N o P

& - o8 x

= conmens

=8

Eview  EIView | aange

R

pal and Interest Over the Term of a Loan

B S~

@ ©

e w

1q B doves

17,

for Themes...

16 Save Current Theme.

Aa

Gallery

Aa

Madison

=N~

2]

&

%rﬁﬁ

Mortgage Principal vs Interest
OPrincipal Binterest

$20,000

518,000

$16,000

$14,000

12,000

510,000

8,000

56,000
4,000
52,000

@ Excel applies the theme to the

workbook. :
Note: After you apply the theme, the E Pem;
new font size might require you to & 3
adjust the widths of columns and - -
graphic objects to see your data w ’
properly. -
T
16 13
17 14
18 15
19 16

J_n_l]_r

Payment

$(19,542.34)
$(19,542.34)
$(19,542.34)
$(19.542.34)
$(19,542.34)
$(19,542.34)
$(19,542.34)
$(19,542.34)
$(19.542.34)
$(19.542.34)
$(19,542.34)
$(19,542.34)
$(19,542.34)
$(19,542.34)
$(19.542.34)
$(19,542.34)
(19.542.34)

Principal vs Interest

»

Year Principec Interest
2010 $2,542 $17,000 Mortgage Principal vs Interest
2011 $2,758 $16,784 @Principal @ Interest
2012 $2593 $16,549
2013 $3247 $16.295 | s20000
2014 $3523 $16019 | 518000
2015 $3823 $15720 | 416000
016 $4,148 $15395 [ 00
2017 $4,500 $15042 .
2018 $4883 $14660 | *20° I ol
2019 $5298 $14,244 | $10.000 1 I
2020 $5748 $13794 | S8.000
2021 $6,237 $13306 | $6.000
2022 $6,767 $12775 | sa.000 |
2023 $7.342 $12.200 | 52000
2024 $7.966 $11,576 .
2025 $8,443 $10,899 Y P IPLC 2223888838888
2026 $9.378 $10.164 RRRRRARRARARKARARKRIRRIRRRE ,
@ 4 T e AP S A AL R S »

Can I create my own workbook theme?
Yes, by following these steps:

three sections.

e Click the Page Layout tab.

© Click |

O Click Save Current Theme.

The Save Current Theme dialog box appears.
e Type a name for the custom theme.
G Click Save.

o Format the workbook with a color scheme, font scheme, and effect scheme, as described in the previous
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Add a Workbook Header

f you will be printing a workbook, you can enhance the printout by building a custom header that
includes information such as the page number, date, filename, or even a picture.

The header is an area on the printed page between the top of the page text and the top margin.
Excel offers several predefined header items that enable you to quickly add data to the workbook
header. If none of the predefined header items suits your needs, Excel also offers tools that enable
you to build a custom header.

Add a Workbook Header

o Cth the v.lew tab' @ AucSave @XD B Budget: Saved - £ search (Alt+Q) Paul M ﬁ @ L - o X

o cljck Page Layout ()‘ File Home Insert Draw Page Layout Formulas Data  Review Vﬂ © Comments ﬁ'share
e @» s Q[ By Dwewee 5 = [
Normal Page Break
Preview

Excel switches to Page Layout Beei: 5 Customviews | O Zoom 105 Zoomto 3“"“9“” - :: S s
VieW. Sheet View ‘Workbook Views Zoom Window Macros ~
R17 v Je ~

@ You can also click the Page
Layout button ([&]). A S ) e s

€@ Click the Add header text.

E—

Add header

{ 1 Jan Feb Mar  1st Quarter  Apr May

} 2 Sales

! 3 Division | 23,500 23,000 24,000 70,500 25,100 25,000

‘% a Division Il 28,750 27,800 29,500 86,050 31,000 30,500

i’ 5. Division Il 24,400 24,000 25,250 73,650 26,600 27,000

[ 6 SALES TOTAL 76,650 74,800 78,750 5 230,200 82,700 82,500

" 7 Expenses

} 8 Cost of Goods 6,132 5,984 6300 ' 18416 6,616 6,600

L— 9 Advertising 4,600 4,200 5,200 14,000 5,000 5,500 -

‘ Budget Previous Year Final Gross Margin Estimates ® g s caa e >

Ready e R

() Excel opens the header area for (] (- ®) 5 Crpems 7 i @ ® 5 - o0 x

Ed'|t1 ng . File Home Insert Draw Page layout Formulas Data Review Vi C Header & Footer 2 Comments
[3) Page Number (© Current Time [ Sheet Name E

@ Excel adds the Header & Footer S B B B

Header Footer

() pifferent First Page Scale with Document

G0t [ pifferent Ocd & Even Pages [2) Align with Page Margins

[7] Current Date B FileName |7 Footer
ConteXtual' tab' Header & Footer Header & Footer Elements Mavigation Options ~
R17 v fx v
a
A B c D E F G
i‘ Header
[
| | ., :)
t 1 Jan Feb Mar  1stQuarter  Apr May
2 Sales
3 Division | 23,500 23,000 24,000 70,500 25,100 25,000
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O Type your text in the header.

@ If you want to include a
predefined header item instead,
click Header and then click the
item.

 You can also click in either of
these header areas and type or
insert text.

e Click a button in the Header &
Footer Elements group to add
that element to the header.

( Excel inserts a code into the
header, such as &[Date] for the
Current Date element, as shown
here.

e Repeat steps 4 and 5 to build the
header.

0 Click outside the header area.

Excel applies the header. When
you are in Page Layout view,
you see the current values for
elements such as the date.

CHAPTER

Formatting Workbooks

D s B Budget - £ Search (Alt+Q) i B @ 5 - o X
insert Draw Page layout Formulas Data Review View Help Header & Footer = Comments
[ PegeNumber (O Current Time BT Sheet Name () Different First Page Scale with Document
m .
B NumbrofPages B i Path B picture Goto  [] Different Odd & Even Pages [ Align with Page Margins
Current Date B FileName |7 Footer
tnone) [=]1ement Havigation Options ~
F Page | ~
Pageof? a
Budget o © I = .
Confidential, 5/3/2022, Page 1
L] Budget
C:\Users\Public\Documents\Budget Draft Version 1.1 4’
Budget, Page 1
vdges Fage Jan Feb Mar  1st Quarter  Apr May
Budget, Confidential, Page 1
N Budget Page 23,500 23,000 24,000 70,500 25,100 25,000
C:\Users\Public\Documents\Budget, Page 1 28,750 27,800 29,500 86,050 31,000 30,500
H 24,400 24,000 25,250 73,650 26,600 27,000
Page 1, Budget r
76,650 74,800 78,750 230,200 82,700 82,500
a Page 1, Budget
Page 1, Budget 6,132 5,984 6,300 | 18,416 6,616 6,600
| = Page 1, C:A\Users\Public\Documents\Budget '/ | 4,600 4,200 5,200 14,000 5,000 5,500 Il .
Paul McFedries, Page 1, 5/3/2022 = Gross Margin | Estimates « CE—— >
Ready
@ AutoSave B Budget - P search at+Q) i @ @ & - 0O x
File Home Insert Draw Page Lays Formulas Data Review View Help Header & Footer 2 Comments
B By PageNumber (O Cument Time B sheet Name (] Different First Page Seale with Document
IE) Number of Pages [ File Path F3 Picture
Header Footer G010 [ pifferent Odd & Even Pages (7] Align with Page Margins
M - {i‘chSmm B FileName 37 Format Picture Foter
Header & Footer Header & Footer Elements Navigation Options ~
R17 v fr ~
a
A B & D E F G
L Header
[
;_ Draft Version 1.1 &[Date]‘ ﬂ
[
t Jan Feb Mar  1st Quarter  Apr May
[ Sales
t Division | 23,500 23,000 24,000 70,500 25,100 25,000
Division I 28,750 27,800 29,500 86,050 31,000 30,500
=4 Division Il 24,400 24,000 25,250 73,650 26,600 27,000
I SALES TOTAL 76,650 74,800 78,750 " 230,200 82,700 82,500

(["] changes to @).

Can I have multiple headers in a workbook?

Yes. You can have a different header and footer on the first page, which is useful if you want to add a title
or explanatory text to the first page. In the Header & Footer tab, click the Different First Page check box

You can also have different headers and footers on the even and odd pages of the printout, such as showing
the filename on the even pages and the page numbers on the odd pages. In the Header & Footer tab, click
the Different 0dd & Even Pages check box (|| changes to @3).
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Add a Workbook Footer

f you will be printing a workbook, you can enhance the printout by building a custom footer that
includes information such as the current page number, the total number of pages, the worksheet
name, and more.

The footer is an area on the printed page between the bottom of the page text and the bottom
margin. Excel offers several predefined footer items that enable you to quickly add data to the
workbook footer. If none of the predefined footer items suits your needs, Excel also offers tools that
enable you to build a custom footer.

Add a Workbook Footer

€@ Click the View tab. e @0 B v P smaua N
o Cl'iCk Page Layout () File Home Insert Draw Page layout Formulas Data Review Vﬂ{ 2 Comments
. anen - QGE CoTr 0T B 6
Excel switches to Page Layout B o o= Nomal BBk i opgonyiens | 0V Zoom 0% Zoomto = =1 e | Macros
V.ie W. Sheet View ‘Workbook Views Zoom ‘Window Macros ~
R17 v fx ~
@ You can also click the Page s
Layout button ([&]). ) - —— - o
[ 38
r 39
e Scroll down to the bottom of the |
. — 41
page and click the Add footer U oe
I 43
text. Add footer 0
Note: You can also click the Add F l
header text and then click the . . >
, Budget Previous Year Final Gross Margin Estimates ) D4 O »
Header & Footer tab’s Go to Footer eoty I
command .
() Autosave @ 0) [ Budget £ search (Alt+Q) M B ® £ - o x

File Home Insert Draw Pagelayout Formulas Data Review V\& Header & Footer 7 Comments

=
B @ [ Pageumber () Current Time 3 Sheet Name E () Different First Page Scale with Document

[® Number of Pages [ File Path B Picture
H“_"e’ F“fte’ Goto [ Different Odd & Even Pages [ Align with Page Margins

[71 Current Date £33 File Name kZ Header
Header & Footer Header & Footer Elements Mavigation Options ~
R17 v fx v
A B Cc D E F G
38
[ 32
40
l— 41
L &
L &
() Excel opens the footer area for r | 0
editing. . Focter l
(@ Excel adds the Header & Footer L s . _ '
udget Previous Year Final Gross Margin Estimates @ D4 O L3

contextual tab. =
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e Type your text in the footer.

'Y D B P searcn ) i @ @ 45 - 0 x

HEhe Inset Oraw Pagelayout Formuas Data Review View Help Header & Footer ® Comments

(@ If you want to include a predefined footer item

; . A : [) [ 2ometomse  ©omewine Bliwarane B | Omeerrge B s
instead, click Footer and then click the item. i o | Btnieaias Bt PR L Doneseomaserse 6 s s
Headerd = Havigation Ostiens hd
@ You can also click in either of these footer areas |* ' ]
and type or insert text. EipiE e
| Budget

| 40 €\Users! Public\Documents\Budget

a1
v Budge, Page |
| a
[ Budget, Confidentiol, Page 1
I Budger, Page |

. DO NOT CIRCULATE

= Page
Page 1, Budget
Page 1, Budget

Page 1, Budget

—

[ Pagel ClsersiPubli

fargin Estimates f 4 I »
T Paul McFedriss, Page 1, 5/3/2022
e Click a button in the Header & Footer Elements [a weeeo g su,,n.? P e
group to add that element to the footer‘ fle  Home inset Oraw  Page Lay Formulas Data Review View Help Header & Footer = Comments
ey B | Oomunnusrse @ sctevansoumen
. . te Fooe | T Number o pages [ Fepan Picte et
(@ Excel inserts a code into the footer, such as T Dok @ e e o Coemossaiane Snmmmmen
&[Pages] for the Number of Pages element, as o olin A .

shown here.

38

G Repeat steps 4 and 5 to build the footer. L
0 Click outside the footer area. n,.!

. . I | DO NOT CIRCULATE; Total Pages: &(Pages] 4 i |
Excel applies the footer. When you are in Page =
Layout view, you see the current values for
elements such as the page number. ™ e — 5

Reacy B3 i e casa:

4 emmmm—

Can I view my headers and footers before I print the workbook? mwmﬂ_
Yes. Follow these steps: =

€ Click the File tab.
@ click Print. =

() The right side of the Print tab shows you a preview of the workbook &
printout.

(© The header appears here.
@ The footer appears here.
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CHAPTER 10

Importing Data
into Excel

Excel offers a number of tools that enable you to import external data into
the program. Excel can access a wide variety of external data types. However,
this chapter focuses on the six most common types: data source files, Access
tables, Word tables, text files, web pages, and XML files.

[x ] H = - Excel 5 ) Paul M @ ® &

File ome Insert Draw Pagelayout Formulas Data Review View Help - T3 Comments

E?E [m]

Navigator

L Al Customers

[ Select multiple items CustomerlD CompanyName ContactName ContactTitle
lay Options ALFKI Alfreds Futterkiste Maria Anders Sales Represe
ANATR Ana Trujilo Empareda Ana Trujillo Owiner
4 1 Northwind.accdb [8] y - l
ANTON Antonio Moreno Taguerfa Antonio Moreno Owner
A Categories y
AROUT Around the Horn Thomas Hardy Sales Represe
BeRes Bergnds snabbip Crrisuna Bergand | Order Admin
E Employees BLAUS laue e Hanna Moos Sales Represe
Order Details BLONP : Frédérique Citeaux Marketing Mz
Ordere BOLD Bélido Comidas preparadas Martin Sommer Owner
BONAP Bon app’ Laurence Ls Oumer
BOTTM Bottom-Dallar Markets Elizabeth Lincoln Accounting M
Shippers BSBEV eve Victoria Sales Represe
Suppliers cactu Comidas para llevar Sales Agent

0
iz}
[ Products
0
iz}

CENTC Centro comercial Moctezuma o Chang Markating Mz
CHOPS Chop-suey Chinese Yang Wang Ouner
CoMMI Comércio Mineiro Pedro Afonso Sales Associat
COMNSH Consolidsted Holdings Elizabeth Brown Sales Represe
DRACD Drachenblut Delikatessen Sven Ottlieh Order Admini
DUMON Du monde entier Janine Labrune Ouimer
EASTC Eastern Connection Ann Devon Sales Agent
ERNSH Ernst Handel Roland Mendel Sales Manage
FAMIA Familia Arquibaldo Ariz Cruz Marketing Ast
FISSA FISSA Fabrica Inter. Salchichas $.A. Diego Roel Accounting M
FOLIG Folies gourmandes Martine Rancé Assistant Sale

< >
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Understanding External Data

External data is data that resides outside of Excel in a file, database, server, or website. You can import
external data directly into an Excel PivotTable or worksheet for additional types of data analysis.

Before you learn the specifics of importing external data into your Excel workbooks, you need to
understand the various types of external data that you are likely to encounter. For the vast majority
of applications, external data comes in one of the following six formats: data sources, Access tables,

Word tables, text files, web pages, and XML files.

Data Source File

Open Database Connectivity (ODBC) data sources give
you access to data residing in databases such as Access
and dBASE, or on servers such as SQL Server and
Oracle. However, there are many other data source

From ODBC

Data source name (DSN)
MS Access Database -

I Advanced options

types that connect to specific objects in a data source.

For more information, see the section “Import Data from a
Word Table.”

Microsoft Access Table a B I——
Microsoft Access is the Microsoft 365 suite’s relational database e i e
o . ©) e ) 4| Ascending A7~ B New B
management system, and so it is often used to store and - ;@ 0 o y HE Re‘?ah S
manage the bulk of the data used by a person, team, v | v || Bt | A X o -
department, or company. For more information, see the section |* [= e — -
rodut - roduct Name upplier
“Import Data from an Access Table.” £ I cvai Bxctictiquids
# 2 Chang Exotic Liquids
3] 3 Aniseed Syrup Exotic Liquids
= 4 Chef Anton's Cajun SEasDnIng New Orleans Cajun Delighls
Microsoft Word Table @ sutossve @I B sudctedocr - Compatilty Mode  Sove -
Some simple data is often stored in a table embedded in a Fle Home Insert Draw Design Layout References Maings Review
Microsoft Word document. You can only perform so much S e
analysis on that data within Word, and so it is often useful to 2 anded Rows 2 Banded Colurnns =
import the data from the Word table into an Excel worksheet. e —==
Fxpense ltem TJan Feb Mar Apr May Jun

Cost of Goods
Advertising
Rent

Supplies

6,132
4500
2,100
1,300

5984
4200
2,100
1,200

6,300
5,200
2,100
1,400

6,616
5,000
2,100
1,300

6,600
5,500
2,100
1,250

6,572
5250
2,100
1,400

Text File
Text files often contain useful data. If that data is formatted

section “Import Data from a Text File.”

properly — for example, each line has the same number of items, all
separated by spaces, commas, or tabs — then it is possible to import
that data into Excel for further analysis. For more information, see the

g ExchangeRates.txt - Notepad

File Edit View

tur‘r\ency Per $US To %US
Argentine Peso 116.163576 ©.008609
Australian Dollar 1.48604 @.711217
Bahraini Dinar B8.376 2.659574
Botswana Pula 12.049284 0.882992
Brazilian Real 5.834216 ©.198641
British Pound 9.809143 1.235875
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Web Page O | @ pocuce <+
People and companies often store useful data on web < G @ @ nitps//pauimeedriescom/productstml
pages that reside either on the Internet or on company Products
intranets. This data is often a combination of text and Category  |Product Quantity Per Unit| S
tables, but you cannot analyze web-based data in any Beverages  |Chai 10 boxes x 20 bags | $17.00
. . [Beverages Chang 24 - 12 oz bottles $19.00
meaningful way in your web browser. Fortunately, Excel S e e—— o scparbone | S100
enables you to create a web query that lets you import Beverages _[[Cote de Blaye 1275 clbottles || $263.50
text and tables from a web page. For more information, . e —
see the section “Import Data from a Web Page.”
XML B suppirsm - Notepd

XML — Extensible Markup Language — has redefined how Fle  Fdit View
data is stored. This is reflected in the large number of tools | k#ml version="1.6" encoding="utr-5"2>

<dataroot xmlns:od="urn:schemas-microsoft-com:officedata” xmlns:xsi

that Excel now has for dealing with XML data, particularly <Suppliers>

<SupplierID>1</SupplierID>

tools for importing XML data into Excel. For more <CompanyllanesExotic Liquidss/Conpanyliane>
<ContactMName>Charlotte Cooper</Contacthame:>

-informat-ion, see the section ”Import Data from an <ContactTitle>Purchasing Manager</ContactTitle>
<Address>49 Gilbert St.</Address>

XML F-i[e.” <City>London</City>

<PostalCode>EC1 4SD</PostalCode>
<Country>UK</Country>
<Phone>(171) 555-2222</Phone>

Location W impor D =
To access external data, you must at least know where itis | < & = 7 Trmeems cmen o © 8 s
located. Here are the most common possibilities: in a file Orgsize v Newfolder . =- 09
. . =3 Chapte: Name Status & modified

on your computer; in a file on your network; on a network i ,

. “ Chapterld B3] Northwind.accdb (] 5/5/2022 11;
server, particularly as part of a large, server-based R
database management system, such as SQL Server or T s
Oracle; on a web page; or on a web server. Fiename [Nohwindacedb | Access Dtabases C-mime

Tools = Cancel

Login
Knowing where the data is located is probably all

that you require if you are dealing with a local file
or database or, usually, a web page. However, after User name

8o dsn=MS Access Database

Use a username and password to access a data source with an ODBC driver.

you start accessing data remotely — on a network, [admin
database server, or web server — you will also Password
require authorization to secure that access. See the sesssssseses

administrator of the resource to obtain a username
or login ID as well as a password.
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Import Data from an Access Table

f you want to use Excel to analyze data from a table in an Access database, you can import the
table to an Excel worksheet.

In Excel, you can use Microsoft Query to create a database query to extract records from a database,
to filter and sort the records, and then to return the results to your worksheet. Excel offers tools for
creating a database query for any ODBC data source, including an Access database. However, Excel

also gives you an easier way to do this: You can import the table directly from the Access database.

Import Data from an Access Table

o Click the Data tab. M Mo boR BEv  Cesplamm Gl E{View Help © Comments
. BB n [ j 2] YR =52} o) = Data An
o Cth Get Data' 2 BB RR | @ @ . 7| E % Dt wmf\r F%g Outline % Solver
Dan ) B2 P Stocks Currencies |z & g | Tools~ | Anaisis~  Sheat .
e chck From Database. G D from e N Data Types Sort & Filter Forecast Analyze]
A
@ Click From Microsoft Access (3 AL SR bk LM
l_
Database. A romie > | [ From koot Accss Dotsbase 4
. 4
The Import Data dialog box 5| [ romontnesenices | [ fonf ellvmperiem 2
6
appears. 7 [‘i’ From Other Sources [‘% From < > v A T« TWExcel365 » Chapterld 00 a kearch Chapter1o
8
: ¢ ‘ rganize v ew folder E v
e Open the folder that contains 0 B cominequeres > e S s ——r °M
k R e ws | Dotemodt
the database' :i f Leuneh Power Quer Edfor A Mot 0] Northwind.acedb (c) 5/5/2022 11
% Data Source Settings. > @ OneDrive - Pers
@ click the file. 1o, L ey Ot — |
16
. T ,
@ Cclick Import. » R e S T
o 7 Conce
The Navigator dialog box appears. B %
Navigator
e Click the table or query you want to \ 2] | Customers o
-import- \D ] Select muitiple items Cusonerd Compangtane e p——
isplay Options [ ALFKI Alfreds Futterkiste Maria Anders Sales Represe

ANATR ‘Ana Trujillo Emparedados y helados Ana Trujillo Owner
4 Northwind.accdb [9] o Eme u :

] - ) ANTON Antenic Moreno Taqueria Antonio Moreno Ouner
0 Cth the Load * B Categories AROUT Around the Horn Tnomas Hardy Sales Represe.
] Customers BERGS Berglunds snabbkap Christina Berglund Order Admini
(@ Click Load To.

[ Employees BLAUS Blauer See Delikatessen Hanna Moos Sales Represe

B Order Details BLONP Blongel pére et fils Frégérique Czaux  Miarketing M

B Orders BOLD Blido i Ouner
BONAP Bon app Laurence Lebihan Cwner

[ Products
BOTTM Bottom-Dallar Markets Eizabeth Lincoin Accounting M

B shippers BSBEV B Beverages Victoria Ashworth Sales Represe

B Suppliers cactu Cactus G i Sales Agent
centc Centro comercial Moctezuma Francisco Chang Marketing Me
cHoPs Chop-suey Chinese Yang Wang Ouner
commi Comércio Mineiro Pedra Afonso Sales Assodiat
consH Consolidated Holdings Efzabeth Brown Sales Represe
DRACD Drachenbut Deliatessen Sven Ortiieb Order Admint
DUMON Du monde entier Janine Labrune Owner
EASTC Eastern Connection Ann Devon Sales Agent
ERNSH Emst Hancel Rolznd Mendel Sales Manage
FAMIA Famiia Arquialdo Avia Cruz Marketing Ast

FISSA FISSA Fabrica Inter. Salchichas S A Diego Roel Accounting M
v
Foug Folies gourmandes Rancé Assistant Sale
< >
Load

Select Related Tables load |~ el
Load To... @‘
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The Import Data dialog box %‘ S 0 S B S S 5 A R

appears. 3
) Click Table () changes to @). |2

(@ To import the data directly into 5
a PivotTable, click PivotTable 1

O New worksheet

Report (D Changes tO o)_ :i (0] Add this data to the Dats Model
15 « Cancel |
Select Existing worksheet - —
(O changes to °) CompanyName : ﬂ[untadNam B corecrive. D Queries & Connections S

ALFKI Alfreds Futterkiste Maria Anders Sales Representaive

eries | Connections
ANATR Ana Trujillo Emparedados y helados Ana Trujillo Owner Quertes ‘

@ Click the cell where you want

w».“.w,_
T =

z

o

2

Antonio Moreno Taqueria Antonio Moreno Owner 1aquey
1 AROUT Around the Horn Thomas Hardy Sales Representative
the imported data to appear. HRGS  Bagnis s | (= ¥
BLAUS ____|BlauerSee Delikatessen ______|HannaMoas _____salesRepresentative o
: Blondel pére et fils Frédérique Citeaux Marketing Manager
() To import the data to a new B> BolidoComcasprepradss  artinSommer_Owner
. 10 BONAP. Bon app' Laurence Lebihan Owner
Sheet, click New worksheet 11 BOTTM Bottom-Dollar Markets Elizabeth Lincoln ing Manager
12 |BSBEV B's Beverages Victoria Ashworth Sales Representative
(O Changes to o). 13 |CACTU Cactus Comidas para llevar Patricio Simpsan sales Agent
14 |CENTC Centro comercial Moctezuma Francisco Chang. Marketing Manager
. 15 CHOPS Chop-suey Chinese Yang Wang owner
Click OK 16 |commI Comérelo Mineiro Pedro Afonso Sales Assoclate
* 17 |CONSH Consolidated Holdings Elizabeth Brown Sales Representative
18 | DRACD Drachenblut Delikatessen Sven Ottlieb Order Administrator

(® Excel imports the data to the
worksheet.

() Excel displays the Queries & Connections
task pane.

Why does Excel display the Queries & Connections task pane?

The Queries & Connections task pane enables you to quickly view your imported Access data. If you are
working in another worksheet in the same Excel workbook, clicking the query in the Queries & Connections
task pane takes you directly to the data. You can also right-click the query in the Queries & Connections
task pane to access several commands related to the query, such as Refresh (see “Refresh Imported Data,”
later in this chapter) and Delete. If you find you do not use the Queries & Connections task pane, you
should close it by clicking its Close button ().
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ord tables are collections of rows, columns, and cells that look like Excel ranges but reside in a

Word document. You can insert fields into Word table cells to perform calculations. In fact, Word
fields support cell references, built-in functions such as SUM and AVERAGE, and operators such as
addition (+) and multiplication (*), to build formulas that calculate results based on the table data.

However, even the most powerful Word formulas cannot perform the tasks available to you in Excel,
which offers much more sophisticated data analysis tools. Therefore, to analyze your Word table data
properly, you should import the table into an Excel worksheet.

Import Data from a Word Table

Launch Microsoft Word and
open the document that
contains the table.

@ Click a cell inside the table
you want to import.

€ Click the Layout tab.
e Click Select.
© Click Select Table.

You can also select the
table by clicking the table
selection handle ().

@ cClick the Home tab.
@ Click Copy ().

You can also press (51)+().

Word copies the table to the
Clipboard.
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@ AutoSave Wﬁudgadn:x - Compatibility Mode - Last Modified: 1h ago = el rauiv B H 5

File Home Insert Draw Design Layout References Mailings Review View Help Tab Layout =
[y Select~ | %] Draw Table @q E:E EAinsertBelow | EEMergecens | 1[01e T 0F B EE A=
i X = ~ e —
EH select Cell | Eraser Delcte | Insert B Insert Left [ split Cells = (B BEE e o«
F select Column - Above [ Insert Right [ Split Table B AutoFit [Z] [£] [&] Direction Mar
Draw Rows & Columns ] Merge Cell Size ] Alignment
EH Select Row

EH select Table pense Items

@ Autosove @) [ Budgetdocx - Comptibility Made - Last Modifisd: 1h ago L v B & 5
File Home Draw Design Layout References Mailings Review View Help Table Design Layout =
X - - = e fo)
@) ﬂt@ B I U~ x ¥ A Styles | Editing
- ¥ A £ A aa- AN v v
Undo  Clipboard Font [ Paragraph G Styles &

Budget Expense Ttems
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Switch to the Excel workbook @ Auosee @07) H M.mﬂ £ search ity it B @ 5
]nto Wh]Ch you Want to ]mport File Home Draw  Page Layout Formulas Data Review View Help d
the table. D % Calibri . == E] ab General [ Conditional Formatting~ | EH Insert ~
. Paste [~ B I U~ A = = v~ $ v 9% 9 | BEromatasTablev B Delete ~
Click the cell where you want S g ELeA.  E=E®. | 98 1B el Styles ~ i Format «
Undo Clipboard 15 Font [} Alignment G Number & Styles Cells
the table to appear.
Al ~ X fr
(@ Click the Home tab. e c o e 5w ke
.
. 2
) Click Paste (7). ;
4
You can also press (& +. = B T B B F G H [ ] 3 T ™
1 |Expense ltem Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
Excel pastes the Word > Costof Goods| 6132 5984 6300 6616 6600 6572 6720 6300 6300 6830 6300 6300
3 |Advertising 4600 4200 5200 5000 5500 5250 5500 5200 5200 4500 5200 5200
table data, 4 |Rent 2100 2100 2100 2100 2100 2100 2100 2100 2100 2100 2100 2100
5 | Supplies 1,300 1,200 1400 1,300 1250 1400 1,300 1400 1400 1250 1350 1400
5 | Salaries 16.000 16000 16,500 16500 16,500  17.000 17.000 17.000 17.000 17,000 17.500  17.500
7 | Shipping 14250 13750 14500 15000 14,500 14750 15000 14500 14500 15750 15250 14,500
2 |Utilities 500 500 500 550 500 650 650 500 500 550 500 500
]
10
1
12
13
14

If I make changes to the Word data, are those changes automatically reflected in the Excel data?

No. If this is a concern, a better approach is to shift the data’s container application from Word to Excel.
That is, after you paste the table data into Excel, copy the Excel range, switch to Word, click the Home tab,
click the Paste drop-down arrow (~), and then click Paste Special. In the Paste Special dialog box, click
HTML Format in the As list, and then click Paste link () changes to @). Click OK, and the resulting table
is linked to the Excel data. This means that any changes you make to the data in Excel automatically
appear in the Word table. Note, however, that if you change the data in Word, you cannot update the
original data in Excel.
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Import Data from a Text File

oday, most data reside in some kind of special format, such as an Excel workbook, Access

database, or web page. However, it is still relatively common to find data stored in simple text
files because text is a universal format that works on any system and a wide variety of programs. You
can analyze the data contained in certain text files by importing the data into an Excel worksheet.

Note, however, that although you can import any text file into Excel, you will get the best results if
you only import delimited or fixed-width text files. See the tip to learn more.

Import Data from a Text File

Start the Text Import Wizard T @ ® & - O

o Click the Data tab. Fle  Home Insert Draw Page layout Formulas E{ view  Help = Comments
: B y O N B B 55 | [ Data Analysis
© Click From Text/CSV ([h). %ﬁ O fir kg - ’

e BB Refresh Sortd& Data | Forecast Outline 7> Sohver
. Deta~ B3 i Stocks  Currencies 5| | Fiter~ | Tooks~ |~ -
The Import Data dialog box et e Transtarm pats | Querel 1 mport Data x| |~
appears. AL MOEIAM S o A T« TYWExeel 365 5 Chapterm@ 1o Q SearchChapterld | |~
A B Y
6 Open the folder that contains 1 1 e =- 10 e I
. 2 ~
the text ﬁle. 5 £ Documents  # Name Status Date modifi
4 Pictures » 17| ExchangeRates.csv @ 4/5/2022 2:5
. . =
e Click the text file. = = Chapterd ExchangeRates.tit @ 5/6/2022 2.4
. 7 - B3] StockPrices.csv © 5/6/2022 8:2"
© click Import. ; | Chaptero
9 )| " Screenshots L
10 | i
1 | File name: |sm:kPmcas.csv ~ | Text Files (*.pr;*.tet:*.csv) ~ B
12
8 To* Cancel B~
Sheet1 »
Ready e e 100%
Excel displays a preview of oox
. StockPrices.csv
the import. , ,
File Origin Delimiter Data Type Detection
. | 1252 Western European (Windows) ~ | [ Comma ~ | [ Based on first 200 rows )
@ click the Load . T
8/1/2022 18000 19 1825 1825 (Al
3 8/2/2022 47500 19| 1825 185
o CI']Ck Load To' 8/3/2022 73900 20 1825 19
8/4/2022 83300 205 15 19.75
8/5/2022 27200 2025 195 195
8/8/2022 8800 2025 155 20

8/9/2022 387900 205 185 205
8/10/2022 256200 2175 2025 215
8/11/2022 40800 225 2125 2135
8/12/2022 47900 22| 2075 21
8/15/2022 33800 2125 2025 205
8/16/2022 27200 21 2025 2025
8/17/2022 12200 21 2025 21

8/18/2022 17000 2125 2025 2025
8/18/2022 27000 21 2025 21
8/22/2022 11500 21 20 21

8/23/2022 60800 225 21 225
8/24/2022 204800 2825 2175 2275
8/25/2022 25600 2325 2125 2175
8/26/2022 10900 22 215 2

@ The data in the preview has been truncated due to size limits.

[ 7] o
Load To...
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The Import Data dialog box A T v B
appears. 1_ - S J K L i
e ch'ck Table (O ChangeS ; t how you want to view this data in your workbook.
to o). 4 () PivotTable Report
5 15 O PivotChart
. . 6 () Only Create Connection
() To import the data directly 7 SISO e e e
into a PivotTable, click i * :
. 10 (O New worksheet P
PivotTable Report 1 [ Add this data to the Data Model [
() changes to ©). 2 F— o Concel | :
< »
Select Existing worksheet point i mo- -
changes to ©).
(O 9 °) 3 Autosave @ o) [H Bookl - Excel pel Paul M @ ® #H = @ 3
@ CHCk the Cel.l. Where you Want File Home Insert Draw Pagelayout Formulas Data Review View Help Table Design  Query =
the imported data to appear. Table Name: [[5] Summarize with PivotTable F @ I:B_! B B @
] StockPrices B Remove Duplicates ‘:I Erpot Refran L0 TbleStyle  Quick
() To import the data to a new # Resze e | Convrt o Range Sice < Oplonst e~
Sheet, CliCk NeW worksheet Properties Tools External Table Data Table Styles ~
(C changes to ©) A JHLX £ -
: A B c D E F a
. [llDaste B3 volume B High B Low B close B Queries & Connections v
@ Click OK. 2 | siif202 18000 19 1825 18.25 )
3| s/2/2022 47500 19 1835 185 Queris | Connection:
: 8/3/2022 73900 20 18.25 19 1 query
0 Excel 1mp0rts the data to the 8/4/2022 83300 205 19 19.75 = - ¥
worksheet. 5 8fs/2022 27200 2025 195 195 iie diFiess &
7 8/3/2022 5800 2025 195 20 F2ieislkaizl
. . 5| 8/9/2022 387900 205 195 205
0 Excel d'lSpl.ayS the Quel"les & 9 | 8/10/2022 256200 21.75 20.25 215
. 10| 8/11/2022 40800 225 2125 2125
Connections 11 8/12/2022 47900 22 2075 21
task pane. 12| 8/15/2022 33800 21.25 2025  20.5 i
Sheet] | @ ¢ 4 I
Ready = M -—8—+ 100%

What are delimited and fixed-width text files?

A delimited text file uses a text structure in which each item on a line of text is separated by a character
called a delimiter. The most common text delimiter is the comma (,). A delimited text file is imported into
Excel by treating each line of text as a record and each item between the delimiter as a field.

A fixed-width text file uses a text structure in which all the items on a line of text use a set amount of
space — say, 10 or 20 characters — and these fixed widths are the same on every line of text. A fixed-width
text file is imported into Excel by treating each line of text as a record and each fixed-width item as a field.
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Import Data from a Web Page

Data is often available on web pages. Although this data is usually text, some web page data comes
as either a table (a rectangular array of rows and columns) or as preformatted text (text that has
been structured with a predefined spacing used to organize data into columns with fixed widths).

Both types are suitable for import into Excel so that you can perform more extensive data analysis.
To import web page data, you must know the web address of the page or the location of the web

page file on your computer or on your network.

Import Data from a Web Page

@ Click the Data tab.
© click From Web ([3).

The From Web dialog box
appears.

e Type the address of the
web page.

O click OK.

The Access Web Content
dialog box appears.

o Click Connect.

() If the web page requires
you to log in, select the
appropriate tab and then
enter your credentials.
See the tip for more
information.
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a g & o u
File Home Insert Draw Page Layout Formulas Data View Help 7 Comments
IRk IDE 3] — T v =) 3 ] ) Data Analysis
@ Eé 7
s [ Refresh Sort&  Data | Forecast Outline > Selver

Data~ [ Al B Stocks  Curencies S Figer~  Toolsv |~ -

Get & Transform Data Queries & Connectio... Data Types Analyze ~
Al v o fx ~

A B © D E F G H 1 K L -

1

2

3

4 X
3 From Web

6

7 ® Basic O Advanced

8 URL

9 https://paulmcfedries.com/praducts.html 0
10
n
12 & oK Cancel

Sh

Ready

B E B -——F——+ o

Anonymous

Access Web content x

@ https://paulmcfedries.com/products.html
Use anonymous access for this Web content.

Select which level to apply these settings to

| https://paulmcfedries.com/

onal account

Back 5 Connect Cancel




The Navigator dialog box appears.

e Select the data you want to
import.

0 Click the Load .
e Click Load To.

The Import Data dialog box
appears.

e Click Existing worksheet

(C) changes to ©).

@ Click the cell where you want
the imported data to appear.

() If you want the data to appear
in a new sheet, click
New worksheet (. changes

to ©@).

) Click OK.

(® Excel imports the data to the
worksheet.

() Excel displays the Queries &
Connections task pane.

Importing Data

CHAPTER

into Excel 10

Navigator
\ P Table View  Web View
[] Select multiple items Products o
Display Options = [ = . T
Category Product Quantity Per Unit Unit Price
4 [0 hitps://paulmcfedries.com/products.ht. Beverages Chai 10 boxes x 20 bags
~
E Document Beverages Chang 24-12 oz bottles
& 1 Products Beverages Chartreuse verte 750 cc per bottle
Beverages Cote de Blaye 12- 75 d bottles
Beverages Ipoh Coffee 16- 500 g tins
Beverages Lakkalikoori 500 mi
Beverages Laughing Lumberiack Lager 24-12 oz bottles
Beverages Outback Lager 24- 355 ml bottles N
< >
Load
Load |~ sform Data Cancel
! Load To...
Al MR vy v
| Import Data ? x [
A c DD ) K L a
1 Select how you want to view this data in your workbook.
o = © Table
3 [#] © wotTable Report i
4 13 O PivotChart F
5 [E: O only Create Connection I
& Where do you want to put the data? I
O ksheet:,
7
G =Sheet11$A51 *
o € New worksheet
10 | [ add this data to the Data Model
jut Properties... ~ Cancel
12 S B
v
“ Sheetl ® >
Paint 2] m - + 100%
A B C o
1 Queries & Connections Mo
2 |Beverages Chai 10 boxes x 20 bag: B
Queries | Connections
3 |Beverages Chang 24-12 oz bottles —
Beverages Chartreuse verte 750 cc per bottle 1 query
5 |Beverages Cote de Blaye 12- 75 cl bottles
= B3 Products
6 |Beverages Ipoh Coffee 16-500 g tins.
7 |Beverages Lakkalikoori 500 ml 69 rows loaded.
& |Beverages Laughing Lumberjack Lager 24-12 oz bottles

account.

My web page requires me to log in. How do I enter my credentials?

For most web pages, you can use anonymous access, which means you do not have to enter any credentials
to access the page. For pages that do require some kind of authentication, you need to select one of the
following tabs in the Access Web Content dialog box:

e Windows: For a page that requires the same username and password as you use for your Windows

® Basic: For a page that requires a username and password for an account on the website.
¢ Organizational account: For a page that requires the username and password of your work account.
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Import Data from an XML File

ou can analyze data that currently resides in XML format by importing that data into Excel and
then manipulating and analyzing the resulting table.

XML, or Extensible Markup Language, is a standard that enables the management and sharing of
structured data using simple text files. These XML files organize data using tags that specify the
equivalent of a table name and field names. Because XML is just text, if you want to perform data
analysis on the XML file, you must import the XML file into an Excel table.

Import Data from an XML File

o Click the Data tab. @ AutoSsve @ 0T) [ Book! - Excel P search (Ak+Q) Paul M & ® &
o Cchk Get Data. i Home Insert Draw Page Layout  Formulas EQ View  Help Ha
' . Mo 3 [ & VY B B E3 =
9 Click From File. Reresn o Dogy s A DD e fouos Ouine
P Stocks  Cumencies || | A S Tools*  Analysisv  Sneet

Sort & Filter Forecast

O click From XML.

> [E From Excel Workbook

The Import Data dialog box Databaze > [y rrom rewwesv SR L Gl . i
appears. : R« = — 4
Select the folder that contains 5| [ romommessrucer > [Blinponoes G
the XML file you want to ; [}, romgtersowcss  >| | € 7 ¥ T | BB, ‘“m’“’@c & search Chaptel0
import. > i = Nt STEre
10, 5] Combine Queries ’ Name - Status Date modifi
0 Click the XML file. :; 7 Launch Power Query Editor.. | : ;:?::m& o [ Suppliersacmi @ e} 4/5/2022 2:5
13 ata Source Settings...
0 Click Import. e E?Z;jomff“ ’ » @ OneDrve - Personal |
16 File name: | Suppliersxml | XML Files (“xmi) ~
= 7 Concel

e Click the data.

() Excel displays a preview of the data.
© click the Load .

(@ Click Load To.
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The Import Data dialog

| A e D E F G H J K L M
box appears. o i@ import Dats T
3 Select how you want ta view this data in your workbaok.
. o g M © Table
@ Ch Ck EX'l St'l ng : [ O pivotTable Report
worksheet . 15 O Pvotghart
1 [* O only Create Connection
(O Changes tO o). ; | Where do you want to put the data”
9
10

@ Click the cell where
you want the imported
data to appear.

SEEE

o

=Sheet115A51

New warksheet

| [0 Add this data to the Data Model

Properties...

() If you want the data
to appear in a new sheet,
click New worksheet

(C) changes to ©).

() Click OK.

(® Excel imports the data into the
worksheet as an XML table.

() Excel displays the Queries &
Connections task pane.

Queries & Conne.. = ¥

Queses  {rmactons

What does an XML file look like?

single record in a table named Products:
<Products>

<ProductName>Chai</ProductName>

</Products>

An XML file is a text file that uses a specific structure. Here is a simple XML example that constitutes a

<CompanyName>Exotic Liquids</CompanyName>

<ContactName>Charlotte Cooper</ContactName>
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Refresh Imported Data

External data often changes; you can ensure that you are working with the most up-to-date version
of the information by refreshing the imported data. Refreshing the imported data means retrieving
the most current version of the source data and then updating the Excel data to reflect that version.

When you refresh imported data, you have two ways to proceed. One possibility is to refresh the data
for just one import. A second possibility is to refresh the data for all the imports you've performed in
the current workbook.

Refresh Imported Data

Refresh a Single Data A ) c 5 : ; : "

-
I rt Al Prod D §d Prod ame - pplieriD 4 D hd Qua Pe - Price Rd ock hd OnOrd
mpo - 1{Chai 1 1 10 boxes x 20 bags 18 39
. . . 3 2 Chang 1 1 24- 120z bottles 19 17
0 CI.'ICk any Ceu. 1ns1de the 4 3 Aniseed Syrup 1 2 12- 550 ml bottles 10 13
. g 4 Chef Anton's Cajun Seasoning 2 2 438-60zjars 22 53
1mp0rted data. 5 5 Chef Anton's Gumbo Mix 2 2 36 boxes 2135 0
7 6 Grandma's Boysenberry Spread 3 212-8ozjars 25 120
8 7 Uncle Bob's Organic Dried Pears 3 712-11bpkgs. 30 15
9 8 Northwoods Cranberry Sauce 3 212-120zjars a0 6
10 9 Mishi Kobe Niku 4 6 18- 500 g pkgs. 97 29
1 10 Ikura 4 8 12- 200 ml jars 31 31
12 11 Queso Cabrales 5 4 1kg pkg. 21 22
13 12 Queso Manchego La Pastora 5 4 10- 500 g pkgs. 38 86
14 13 Konbu 6 8 2kg box 6 24
15 14 Tofu 6 7 40- 100 g pkgs. 23.25 35 o
Sheetl | sheetz | (3 ] >
Ready ] O -——f—+ 100%
o Click the Data tab. A s 850 Bt - T i@ ¢ 2 - 0 x
Fir  Home beet Drew Pagelamout Fermds  Dots 2R e - |
3 | | O s [T B @ @ Stk
€ Click the Refresh All drop-down arrow (). B0 (@ g 3|nE@TRAT/ 8| | @ S5
| Sock  Conmcs w | 3 q e - w
Ty Doe D i a0 e Sart & P dnatin

@ Click Refresh ([). - W

L 10 bowes x W ags.

Note: You can also refresh the current data by : R r—— 1 e =
. . 3 Areveea D 1 2 13- 350mibottes. ] n
pressing (10+ (). T
* 8 Grnn’s Beysenkerry Spwest s 313008 jem = 1
. L] T Urehe Rk’ Orgarc Orsed Soiet. L] T12-1Ibphge L] 1
Excel refreshes the imported data. o i e » »
& rpT s i a 2
1 17 Quesc Manchege La Pastors 3 4 10 500 g pags. - L}
14 13 Kenbe L] 8 2egbos L] £l
e e S — 4
Shewt! heet (] e ——— L
Amy B B m e
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Refresh All Imported Data in A 2 < o ¢ G - k1w o
il Date i vo e B4 High B Low B close K
d workbOOk I_8/1/2022, 18000 19 1825 1825
3| 8f2/2022 47500 19 18.25 18.5.
- 3 3 4 | 8f3/2022 73900 20 1825 19/
o CI']Ck any ceu‘ 1n51de any 5 | 8faj2022 83300  20.5 19 19.75
] 6 | 85/2022 27200 2025 19.5 19.5.
]mported data' 7| 8fsf2022 8800 20.25 19.5 20
8 | 8f9/2022 387900 205 19.5 20.5
o | 8/10/2022 256200 2175 2025 215
10| 8f11/2022 40800 225 32125 2135
11 8/12/2022 47300 22 20.75 21
12| 8f15/2022 33800 21.25 20.25 20.5
13| 8/16/2022 27200 21 2035 2025
14| 8/17/2022 12200 21 2025 21
15| 8/18/2022 17000 2125 2025  20.25 o
| sheet \M @ i e »
Ready ] ] o=—_——
o Click the Data tab. @ Autosave @ o) [ Book! - Excel P Search (Alt+Q) i @ © £ - 0 x
e ch’ck the RefreSh All File Home Insert Draw Page Layout  Formulas Eview Help  Table Design  Query B Comments.
) = | a YooR 553 ) = Data Analysis
E C N A
bUtton (DG)’ G;E &H,:h E| @ @ - z| sot Filter % Data  Forecost Outine - Solver
Data~ [ Y tocks  Cumencies || | A | ook - .
Note: You can also refresh al_l the Get & Transform Data| Queries & Connec... Data Types Sort & Filter Analyze ~
imported data in the current 2 X il b V
. A B C D E F G H I J K L M N -
workbook by pressing (E0+( 0+, | oy - e
2 | 8/1/2022] 18000 19 1825 18.25
. 3 8/2/2022 47500 19 1825 185
Excel refreshes all the imported s spiom mme0 w1 19
. 5| 8f4/2022 83300  20.5 19 19.75
data in the current workbook. o sisjme 2w 225 135 195
7| 8/8/2022 8800 2025 195 20
5| 8/9/2022 337900 205 195 205
9 | 8/10/2022 256200 21.75 20.25 21.5.
10| 8/11/2022 40800 225 21.25 21.25
11| 8/12/2022 47900 2 2075 p31
12| 8/15/2022 33800 21.25 2025 205
13| B/16/2022 27200 21 2025  20.25
14| 8/17/2022 12200 21 2025 2
15| 8/18/2022 17000 2125 20.25 2025 .
| sheet1 | Sheet2 @ ioa 3
Ready ] O -—a——+ 100%

Is there an easier way to refresh data regularly? Why does my refresh not seem to be working?
Yes. In most cases, you can set up a schedule that The refresh may take a long time. To check the
automatically refreshes the data at a specified status of the refresh, follow steps 1 to 3 in the
interval. Follow steps 1 to 3 in the subsection subsection “Refresh a Single Data Import,” and
“Refresh a Single Data Import,” and then click then click Refresh Status to display the External
Connection Properties. Click the Refresh Every Data Refresh Status dialog box; click Close to
check box ("] changes to @). Use the spin box continue the refresh. If the refresh is taking too
(/=) to specify the refresh interval in minutes (not long, repeat steps 1 to 3, and then click Cancel
every type of imported data supports this feature). Refresh to stop it.
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Separate Cell Text into Columns

You can make imported data easier to analyze by separating the text in each cell into two or more
columns of data.

An imported data column may contain multiple items of data. In imported contact data, for example,
a column might contain each person’s first and last name, separated by a space. This is problematic
when sorting the contacts by last name, so you need to organize the names into separate columns.
Excel makes this easy with the Text to Columns feature, which examines a column of data and then
separates it into two or more columns.

Separate Cell Text into Columns

o Insert a column to the nght @ AutoSave Bl Book! - Excel O search (Alt+Q) Paul M @
of the column you want to _ R _
te File Home Insert Draw  Page Layout F&E Review View Help Table Design  Query
separate.
e} [TTa ] = & &=
£ the d m . @EE% Pé it @v%‘l ?;os@a
. Get Refresh ! Sort | Fitter | 7 Text to g
Note: If the data will separate into o 2 Py Stocks  Cumencies v | £l P Aot | Colurms 5%+ [
three or more COl.UmnS, you can Get & Transform Data Queries & Connecti.. Data Types Sort & Filter Data Toals

insert as many new columns as you @ Vi fe MeriaAnders
need to hold the separated data. g B £ 5

Ll ContactName ﬂ Last Name ﬂ ContactTitle

2 |Maria Anders Sales Representative Obere Str. 57
o SELECt the data yOU Want to 3 Ana Trujillo owner Avda, de la Constitucion 2222
Separate. . Owner : Mataderos 2312
5 |Thomas Hardy Sales Representative 120 Hanover Sg.
. Order Administrator Berguvsvagen 8
e C|.1Ck the Data tab. 7 |Hanna Moos Sales Representative Forsterstr. 57
8 Marketing Manager 24, place Kléber
e ch'ck Text to columns (GE)‘ 9 |Martin Sommer Owner C/ Araquil, 67
Convert Text to Columns Wizard - Step 1 of 3 [y X

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
i pe that best describes your data:
: a - Characters such as commas or tabs separate each field.
O Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

The Convert Text to Columns

2 Maria Anders
. . 3 Bna Trujill
Wizard - Step 1 of 3 dialog box (e e
5 Thomas Hardy
appears‘ Christina Berglund
. . 3 4 »
e Click Delimited () changes to ©).
Cancel < Ba 6 Next = Einish

@ Click Next.
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Click the check box beside the
delimiter character that your text
data uses ([ changes to @).

(@ If you choose the correct delimiter,
the data appears in separate
columns.

@ Click Next.
Q Click a column.

@ Click the data format you want
Excel to apply to the column
(C changes to ©).

() To prevent a column from being imported,
click the Do not import column (skip)
option () changes to ©).

@ Repeat steps 9 and 10 to set the data
format for all the columns.

@ Specify the address of the first cell where
you want the separated data to appear.

) Click Finish.

Note: If Excel asks whether you want to
replace the contents of the destination cells,
click Cancel and read the second tip.

Excel separates the data.

fna
&am: onio

CHAPTER

Importing Data into Excel 10

Convert Text to Columns Wizard - Step 2 of 3 ? *

This screen lets you set the delimiters your data contains, You can see how your text is affected
in the preview below.

Delimiters

[J1ab

[ semicalon B Treat consecutive delimiters as one

Data preview

frnders

Trujille |
Horeno

[homas Hardy

Christina Berglund

4 b

i s

plaria

Cancel Einish

Convert Text to Columns Wizard - Step 1 of 3 [} x

This screen lets you select each column and set the Data Format,
Column data format
Ogenﬂal

Text

Ope

‘General’ converts numeric values to numbers, date values
to dates, and all remaining values to text.

Advanced...

&O Do not import column (skip)

Destination: | =5D52] @ *

pna
Bntonio
[fhomas
Fhristina

Cancel

< Back Next >

13

What do I do if my column contains
fixed-width text?

Follow steps 1 to 4 to start the Convert Text
to Columns Wizard. Click the Fixed width
option button () changes to @). Click Next,
and then click and drag a break line to set
the width of each column. Click Next, and
then follow steps 9 to 13 to complete the
wizard.

Does Excel always create only one extra column from

the data?

No, not always. For example, in a column of contact
names, if any of those names use three words, Excel
assumes that you want to create two extra columns for
all the data. Unfortunately, this might cause Excel to
overwrite some of your existing data. Therefore, before
separating data into columns, check the data to see
exactly how many columns Excel will create.
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CHAPTER 11

Working with
Tables

The forte of Excel is spreadsheet work, of course, but its row-and-column
layout also makes it a natural flat-file database manager. That is, instead of
entering data and then using the Excel tools to build formulas and analyze
that data, you can also use Excel to store data in a special structure called

a table.

@ Autosave @D B inventoryadss - Saving... - £ search (alt+Q) Paul M @ ® L - a x
File Home Insert Draw Page Layout Formulas Data Review View Help  Table Design - I comments |

Table Name: mmarize with PivotTable [ B leader Row [ First Column Filter Button g‘

— <
Inventory [ Remove Duplicates st Export Refresh [ Total Row [ Last Column Quick

‘B Resize Table | (B Convert to Range Slicer & Banded Rows [ Banded Columns Styles v
Properties Tools Table Style Options. Table Styles
|| Northwind Traders Chai
D

Ll Product Name B Product Code B Qty On Hold Bl Qty On Hand B Standard Cost [ List Price B Value
2 |Northwind Traders Chai NWTB-1 25 5 $13.50 $18.00

$39.

$9.

$81.

(=]

2
3 |Northwind Traders Syrup NWTCO-3 50

$1000
4 |Northwind Traders Cajun Seasoning NWTCO-4 0

51650
5 |Northwind Traders Olive Qil
& |Northwind Traders Boysenberry Spread NWTIP-6 0
7 |Northwind Traders Dried Pears NWTDFN-7 0
8 |Northwind Traders Curry Sauce 0
9 |Northwind Traders Walnuts NWTDFN-14 10
10 |Northwind Traders Fruit Cocktail NWTCFV-17 0

11 |Northwind Traders Chocolate Biscuits Mix NWTBGM-19 [ _
$7.

g

3

E

2

=

w

&

i

5

i

w

B3
S
& g

0 0 0 000 0 o0

$0.00
$0.00

© NWTIP-6

.00
%0

0 :

13 |Northwind Traders Scones NWTBGM-21 0 $10.00

14 |Northwind Traders Beer NWTB-34 23 23 $10.50 $14.00 $241.50
0 0 s

$0.00

15 |Northwind Traders Crab Meat NWTEM-40 $13.80  $18.40
it
$11,212.50
i $0.00
19 |Northwind Traders Dried Apples NWTDFN-51 0 0 $0.00
i o 7

20 Northwind Tr _ $535  s700 31500 v
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n Excel, a table is a rectangular range of cells used to store data. The table is a collection of related
information with an organizational structure that makes it easy to find or extract data from its

contents. To get the most out of Excel tables, you need to understand a few basic concepts, such as

how a table is like a database, the advantages of tables, and how tables help with data analysis.

A Table Is a Database

A table is a type of database where the data is

organized into rows and columns. Each
column represents a database field, which is a
single type of information, such as a name,
address, or phone number; each row
represents a database record, which is a
collection of associated field values, such as
the information for a specific contact.

C
Il Contact Name
2 |Maria Anders
3 AnaTrujillo
4 | Antonio Moreno
5 Thomas Hardy
& | Christina Berglund
7 |Hanna Moos
4 Frédérique Citeaux
3 Martin Sommer
10 Laurence Lebihan
11 Elizabeth Lincoln
12 Victoria Ashworth
13 | Patricio Simpson
14  Francisco Chang

D E F

B contact Title B Address Bl city [-T®
Sales Representative Obere 5tr.57 Berlin
Owner Avda. de la Con México D.F.
Owner Mataderos 231 México D.F.
Sales Representative 120 Hanover Sg London
Order Administrator Berguvsvigen {Llulea
Sales Representative Forsterstr. 57 Mannheim
Marketing Manager 24, place Klébe Strasbourg
Owner ¢/ Araguil, 67 Madrid
owner 12, rue des Bou Marseille
Accounting Manager 23 Tsawassen B Tsawassen BC|
Sales Representative Fauntleroy Circ London
Sales Agent Cerrito 333 Buenos Aires
Marketing Manager Sierras de Gran: México D.F.

Advantages of a Table

A table differs from a regular Excel range in

that Excel offers a set of tools that makes it
easier for you to work with the data within a
table. As you see in this chapter, these tools
make it easy to convert existing worksheet

data into a table, add new records and fields
to a table, delete existing records and fields,
insert rows to show totals, and apply styles.

nsert  Draw

E{ Remave Duplicates

('.—;% Convert to Range

Tools

Page Layout

Summarize with PivotTable F‘
=y

Formulas  Data  Review

B2

Insert Export Refresh =
Slicer - v rsl‘g_'ﬁ

External Table Data

View Help Table Design

Header Row (] First Column

[ Total Row [ Last Column

Banded Rows [ Banded Columns

Table Style Options

Jfx | Maria Anders
D E F G H
| B contactTitle Bl Address | city Bl Region B postal
Sales Representative Obere Str.57 Berlin 12209
Owner Avda. de la Con México D.F. 05021
Owner Mataderos 231 México D.F. 05023
Sales Representative 120 Hanover Sq London WAL 1D
nd Order Administrator Berguvsvagen ¢Luled 5-958 22

Qu

Data Analysis

Tables are also useful tools for analyzing your data. For example, as you see in
Chapter 12, you can easily use a table as the basis of a PivotTable, which is a
special object for summarizing and analyzing data. In Chapter 13, you also learn
how to sort table records and how to filter table data to show only specific

records.

2] sotataz

Zl setzton

Sort by Color >

& Clear Filter From "Country"

Text Filters

>
Search o
-] (Select All)
-7 Argentina
[ Austria
[ Belgium
| Brazil
- Canada
~[] Denmark
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[though a table looks much like a regular Excel range, it offers a number of features that
differentiate it from a range. To understand these differences and make it as easy as possible to
learn how to build and use tables, you need to know the various features in a typical table, such as
the table rows and columns, the table headers, and the filter buttons.

A single type of information, such
as names, addresses, or phone
numbers. In an Excel table, each
column is the equivalent of a
database field.

The unique names you assign to
every table column that serve to
label the type of data in each
column. These names are always
found in the first row of the table.
If you have data above the table, it

row above the column headers.

equivalent of a database record.

5 D £ F H
Bl Cormpany Name & con e e Addre: B ci postal Code 3
2 |Alfreds Futerkiste Maria Anders Sales Representative Oberestr.57 Berlin 12209 q
3 |ana Trujillo Emparedadosy helados Ana Trujille Owner Avda. de |a Con México D.F, 05021
4 |Antanio Moreno Taqueria Antonio Moreno wner Mataderos 231: México D.F. 05023

5 |Around the Hom ‘Thomas Hardy les Representative 120 Hanover Sq London WA110P

& |Berglunds snabbkop. Christina Berglund Order Administrator Berguvsvagen £Luled 595822

7 |Blauer See Delikatessen Hanna Moos Sales Representative Forsterstr. 57 Mannheim 58206

8 |Blondel pére et fils Frédérique Citeaux Marketing Manager 24, place Klébel Strasbourg 67000 H
9 |Balido Comidas preparadas Martin Sommer Owner ©f Araquil, 67 Madrid 28023

0 |Bon app’ Laurence Lebihan owne 12, rue des Bou Marseille 13008 r

Bottom-Dellar Markets Elizabeth Lineoln 1 tanager 23 Tsawassen B Tsawassen  BC T2F ama q

12 [B's Beverages Victoria Ashworth Sales 1. “sentative Fauntleroy Cira London EC25NT q
13 |Cactus Comidas para llevar Patricio Simpson Sales Agent Cerito333  Buenos Aires 1010 4
1¢ |Centro comercial Mostezuma Francisco Chang Marketing Manager Sierras de Gran: Mexico D.F. 05022
15 |Chop-suey Chiness Yang Wang Qwner Hauptstr.29  Bem 3012
16 |Comércio Mineiro Pedro Afonso Sales Associate Av. dos Lusiada: SEo Paulo sP 05432-043 q

7 |Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Garde London WL 6LT

& |Drachenblut Delikatessen Sven Ottlieb Order Administrator Walserweg 21 _Aachen 52066 d
19 |Du monde entier Janine Labrune Owner 67, rue des Cinc Nantes 44000 L
20 |Eastern Connection Ann Devon Sales Agent. 35King George London WX3 GFW y
21 |Ernst Handel Roland Mendel Sales Manager Kirchgasse 6 Graz 8010 L |
22 |Familia Arquibsldo Aria Cruz Marketing Assistant RusOrés, 22 SioPaule P osas2-030
23 |FISSA Fabrica Inter. Salchichas 5.4, Diego Roel Accounting Manager ¢/ Moralzarzal, Madrid 28034
24 |Foli Martine Rancé Assistant Sales Agent 184 chaussée dlille 59000 i

is best to include at least one blank

An item in a table column that represents a single instance of that column’s data, such as a name, address,
or phone number. In an Excel table, each cell is equivalent to a database field value.

A collection of associated table cells, such as the data for a single contact. In Excel tables, each row is the

A feature that gives you access to a set of commands that perform various actions on a column, such as
sorting or filtering the column data.
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Convert a Range to a Table

You cannot create a table from scratch and then fill that table with data. Instead, you must first
create a range that includes some or all of the data you want in your table and then convert that

range to a table.

Note that you do not need to enter all your data before converting the range to a table. After you
create the table, you can insert new rows and columns as needed, as described later in this chapter.
Also, although it is best to include your own column headers for clarity, if you exclude headers, Excel

will automatically create generic ones.

Convert a Range to a Table

o Click a cell within the range that
you want to convert to a table.

@ Click the Insert tab.
€@ Click Table (7).

Note: You can also choose the Table
command by pressing (£ +(0.
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A 8 c ) 3 £ e H [ ) K &
: Parts Database
2
3 Division Description Number Quantity Unit Cost TotalCost Retail Gross Margin
~ 4 Gangley Pliers D-178 57 $10.47 6596.79 $17.95 71%
5 3 HCAB Washer C-201 856 $0.12 $102.72  $0.25 108%
& 3 Finley Sprocket C-098 357 $1.57 $560.49 $2.95 88%
7 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%
8 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
B 3 Thompson Socket C-321 298 $3.11 $926.78  $5.95 91%
w1 SJoint A-182 155 $6.85 $1,061.75 $9.95  45%
1 2 Coriolis Valve B-047 482 $4.01 $1,932.82 $6.95 73%
12 v
« Parts ® . »
Reacy S # et 1%
Bl AutoSave @ O) [T Paris Databaselse O Search (Alt+Q) Paul M a ® L - O x

File

Home  Insert

=

PivotTable Re2@Mmended Table lustrations — Add-

A4

PivotTables

Tables

v e

£

Ik’ dn- [H-
Recommended 2 i
Chats @) i~

Charts

elajout Formulas Data Review View Help

v QR dh| =

T Maps PivetChart

R Tours

k)
lap ~

© comments  [EETET

F @ 1

Sparklines | Filters  Link  Comment

Links | Comments | ™

A ] < o E F G H ) K &
1 Parts Database
2
3 Division Description Number Quantity Unit Cost Total Cost Retail Gross Margin
4 4 Gangley Pliers D-178 57 510.47 $596.79 $17.95 71%
5 3 HCAB Washer C-201 856 50.12 $102.72  S0.25 108%
6, 3 Finley Sprocket C-098 357 $1.57 $560.49  $2.95 88%
7 2 6" Sonotube B-111 86 $15.24  $1,310.64 $19.95 31%
8 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
il 3 Thompson Socket 321 298 $3.11 $926.78  $5.95 91%
10 1 S-Joint A-182 155 $6.85 $1,061.75  $9.95 45%
nl 2 Coriolis Valve B-047 482 $4.01 $1,932.82 $6.95 73%
1z v

Parts ®

R}

»
B 0 -+ 1o




The Create Table dialog box 5 C

c 3} E F G

Parts Database

appears. 5
s |Division Description Number Quantity Unit Cost TotalCost Retail Gross Margin i
Excel selects the range that -it 4 4 |Gangley Pliers D-178 Create Table ? X 79 $17.95 71% i
X s| 3 HCABWasher €201 {wheestedntoryourtabler 72 @0£0.25  108% |
will convert to a table. o| 3 Finley Sprocket c@ [y Sfel ey ssn |
7 2 6" Sonotube intahichashesis 64 51995 31% E
5 4 Langstrom 7" Wrench  D-017 g 0t | |_Conce 75 $27.95 50% H
If you want to change the range, o] 3 ompeonsocker | caz1 GO : sios o1 §
. 10 1 S-Joint A-182 155 $6.85 S$1,061.75 $9.95 45% '
click =, drag the mouse EGI over 1l 2 Coriolis Valve B047 482 $4.01 $1,932.82  $6.95  73% |
the new range, and then click & . s 7 o
point @

If the top row of your range has
labels that you want to use as

B AutoSave (@ 0) [F2

File

Parts Databasexlsc

Home Insert Draw Pagelayout Formulas Data  Review

£ Search (Alt+Q) (u] X

Paul M @ ® &
Table Design

@ T —
UJ First Column [T Hilter Button

COlumn headerS, CHCk My table Table Name: [[] Ssummarize with PivatTable ‘;/! E (4] Header Row @
: Tablel B} Remove Duglicates ::n Eaport Refresh 2 O Total Row [ Last Column Quick
haS headeI’S ( Changes to )- ‘B ResizeTable 3% Convert to Range Slicer M (] Banded Rows (] Banded Columns Styles ~
Properties Tools External Table Data Table Style Options Table Styles ~
© click ok. PR (3 .
A B c D E F G H ’) -
Excel converts the range to a ; Parts Database
tab[e' 3 ber antity - UnitCo otalCo - | Ret:- | Margi
4 4 |Gangley Pliers D-178 57 $10.47 $596.79 $17.95 71%
. 5 3 HCAB Washer €201 856 $012  $10272  $0.25 108%
EXCG[ appl]eS a table format to the » 3 Finley Sprocket C-098 357 $157  $560.49  $2.95 88%
7 2 6" Sonotube B-111 86 $15.24  $1,310.64 $19.95 31%
range. s 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
s 3 Thompson Socket €321 298 $3.11 592678  $5.95 91%
: 10 1 S-Joint A-182 155 $6.85 $1,061.75  $9.95 45%
The Table De51gn contextual tab n 2 Coriolis Valve B-047 482 $401 $1,93282  $6.95 73%
appears. e lne B < of
Reaty ES 1 m - ¥ + 100

Filter buttons appear in each
column heading.

Click the Table Design tab to see the
Excel table design tools.

Do I need to add labels to the top of each column
before converting my range to a table?

No, you do not need to add labels before performing
the conversion. In this case, follow steps 1 to 3 to
display the Create Table dialog box, then click My table
has headers (@ changes to [_]). After you click OK,
Excel converts the range to a table and automatically
adds headers to each column. These headers use the
generic names Column1, Column2, and so on.

If I selected the wrong range for my table, is
there a way to tell Excel the correct range?
Yes, although you cannot change the location
of the headers. To redefine the range used in
the table, first select any cell in the table. Click
the Table Design tab and then click Resize
Table (&) to open the Resize Table dialog box.
Drag the mouse g over the new range and then
click OK.
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f you want to work with one or more table elements, you first need to select those elements. For
example, if you want to apply a format to a table column or copy a couple of table rows, you first
need to select that column or those rows.

The normal range-selection techniques in Excel often do not work well with a table. For example,
selecting an entire worksheet column or row does not work because no table uses up an entire
worksheet column or row. Instead, Excel provides several tools for selecting a table column (just the
data or the data and the header), a table row, or the entire table.

\ Select Table Data

Select a Table Column

0 Right-click any cell in the
column you want to select.

© Click Select.
9 Click Table Column Data.

Excel selects all the column’s
data cells.

Select a Table Column and
Header

0 Right-click any cell in the column
you want to select.

© click Select.
9 Click Entire Table Column.

Excel selects the column’s data
and header.
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B Resize Tab’ T icer ~ Banded Rows |J Banded Columns tyles ]
Properties & Cut External Table Data Table Style Options Table Styl
@ copy
a4 )
[B Paste Options:
’ c D 3 F G H
(o
. Parts Database
Paste Special..
2
3 S Ssmart Lockup a a 7] 7] a -
4 4 [t D-178 57 $10.47 $596.79 $17.95 71%
5 3 - s C-201 856 $0.12  $102.72  $0.25 108%
6 3 Delete N C-098 357 $1.57 $560.49 $2.95 88%
7 ; X 2 e o 5.24 51,310.64 $19.95 31%
elec
8 3 (EEEETD 22E 869 $1,401.75 $27.95 50%
5 3 Clear Contents Entire Table Column 53.11 3926‘78 55‘95 91%
10 1 & Quick Analysis Table Row $6.85 $1,061.75 $9.95 45%
1 2 Sort > B-047 482 $4.01 51,932.82 $6.95 73%
12 Filter >
Table > N
Ready 3 i) - —]
‘B Resize Table 5 Convertto Ra; Banded Rows [ Banded Columns Styles ~]
Properties ;o4 Cu Data Table Style Options Table Styl
@ Copy
B4 ~ i i 6 & cor
[ Paste Options:
A ’ E F G H
- b
1 atabase
Paste Special...
2
3 2 Smart Lookup 7] 7] B -
4 4 Gangley Pliers  [! $10.47 $596.79 5$17.95 71%
5 3 HCABWasher .. N $0.12  $102.72  $0.25 108%
6 3 Finley Sprocke’ el N §1.57 $560.49  $2.95 88%
7 2 6" SOnO& ;‘ . 3 ¢araa ©1310.64 $19.95 31%
elec Table Column D
8 4 Langstr ! $27.95 50%
9 3 Thompson Soc Clear Confents e $5.95 91%
10 1 S-Joint &) guick Analysis Table Row 061.75 $9.95 45%
1 2 Coriolis Valve Sort > S4.01 $1,932.82 $6.95 73%
12 Fitter >
Parts (O] 4
—_— 2 Table >
Ready 8 i [




E Resize Tak - - Slicer N N [ Banded Rows [ Banded Columns Styles
SeleCt a Table Row Properties A Cut External Table Data Table Style Options Table Styl
. . . @ Copy
0 Right-click any cell in the row & b raste ptons

C D E F G H

you want to select.
9 Click Select. :
€ Click Table Row. .

o Parts Database

Paste Special...
4’“ smart Lockup -] -] -] - IRet: - .
4 D-178 57 510.47 $596.79 $17.95 71%
I
3
3

et 5 C-201 856 $0.12 510272 $0.25 108%
-Dalete , C098 357 $1.57  $560.49  $2.95 88%
Excel selects all the data ot nc $1524 $1,31064 $19.95  31%
Select > Table Column Data
within the row P . $18.69 $1,401.75 $27.95 50%
. atents Entire Table Columr $3.11  $926.78  $5.95 91%
10 1 & guickanalysis Table Row $6.85 $1,061.75  $9.95 45%
1 2 Sart > B-047 482 $4.01 $1,932.82  $6.95 73%
1 Eilter
Select the Entire Table B D c D E ‘ s H
0 Click any table header. ; Parts Database
1 - ] ] ] - = ] -
e Press D+D 4 a Gangley Pliers D-178 57 $10.47  $596.79 $17.95 1%
5 3 HCAB Washer c-201 856 $0.12  $102.72  $0.25 108%
Excel_ Sel_ects the ent-ire table- 3 3 Finley Sprocket C-098 357 $1.57 $560.49 $2.95 88%
7 2 6"Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%
8 4 Langstrom 7" Wrench ~ D-017 75 $18.69 $1,401.75 $27.95 50%
9 3 Thompson Socket Cc-321 298 $3.11 $926.78 $5.95 91%
10 1 S-Joint A-182 155 $6.85 $1,061.75  $9.95 45%
1 2 Coriolis Valve B-047 182 $4.01 $1,932.82  $6.95 73%

How do I select multiple columns or rows?

To select two or more adjacent table columns, first select one cell in each of the columns that you want

to include in your selection. Right-click any selected cell, click Select, and then click Table Column Data
(or Entire Table Column to include the column headers).

To select columns that are not side by side, select the first column. Hold down (53], click a cell in the next
column you want to select, right-click the selected cell, click Select, and then click Table Column Data
(or Entire Table Column). Repeat for each of the other columns you want to select.

To select two or more adjacent table rows, first select one cell in each of the rows that you want to include
in your selection. Right-click any selected cell, click Select, and then click Table Row.

To select non-adjacent rows, select the first row. Hold down (21, click a cell in the next row you want to
select, right-click the selected cell, click Select, and then click Table Row. Repeat for each of the other
rows you want to select.
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Insert a Table Row

You can add a new record to your Excel table by inserting a new row. You can insert a row either
within the table or at the end of the table.

Once you have entered the initial set of data into your table, you will likely add most new records
within the table by inserting a new row above a current row. However, when you are in the initial data
entry phase, you will most likely prefer to add new records by adding a row to the end of the table.

Insert a Table Row

o SeleCt a Ceu in the row beI.OW @ Autosave @ 0)) F parts Databasex. + P search (A+Q) i B @ 3
Wh'iCh yOU Want tO 'insel’t the Home Insert Draw Pagelayout Formulas Data Review View Help Table Design Womments
9. % Calibri ca o == E] % General ~| | [E Conditional Formatting ~ T~ v
new row. [ pzvm My~ B I U~ A A $« % 9 [EFEromatasTable - BB Insert Cells,
. A 4 He O A = a5 9 i Call Styles ~ Z¢ insert Sheet Rows
o chck the Home tab‘ Undo  Clipboard 15 Font [l Alignment m Number T Styles ;J \ng:zhjcﬂumns
. 1S VJEX v L 3 &Elrﬁemﬁﬂe;mgbme
e Cl.]Ck the Insert W, & C 5 O E F U Insert Table Columns to the Left
. 1 Parts Database B e sheet
@ Click Insert Table Rows Above. .
3 -] - - - | -] - | - -]
4 4 Gangley Pliers D-178 57 $10.47  $596.79 $17.95 71%
3 |HcaB washer c-201 856 $0.12  $102.72  $0.25 108%
6 3 Finley Sprocket C-098 357 $1.57  $560.49  $2.95 88%
7 2 6"Sonotube B-111 86 $15.24 51,310.64 5$19.95 31%
8 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
9 3 Thompson Socket €321 298 53.11 $926.78  $5.95 91%
w1 SJoint A-182 155 $6.85 $1,061.75  $9.95 45%
n 2 Coriolis Valve B-047 482 $4.01 $1,932.82  $6.95 73%
b Parts | (@ Y]
Ready B @ O - —— 10
() Excel inserts the new row. 2 D c ° C G s " '
. : 7 Parts Database
() To insert a new row at the end of 2 - - - - - E— -
. - |Diisian - IDeseription NN - Nilimber - [Guntity - WAt Ca - JiTotal Ca - WIREE: - |Grossiiargin -|
the table, select the lower—ng ht 4 4 lGangIey Pliers D-178 57 $10.47  $596.79 $17.95 71%
A = $0.00 " #oiv/ol 0
table cell and then press - 6 3 HCAB Washer C-201 856 $0.12  $102.72  $0.25 108% |
7 3 Finley Sprocket C-098 357 $1.57  $560.49 $2.95 88%
G Any errors that Excel displays in & 2 6"Sonotube B-111 86 $15.24 $15310.64 $19.95  31%
. . 9 4 Llangstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
the inserted row will usually be © 3 Th Socket c321 298 $3.11  $926.78  $5.95 91%
no1 SJoint A-182 155 $6.85 $1,061.75 $9.95 45%
resolved after you add data to 122 Coriolis Valve B-047 482 $4.01 $1,932.82 $6.95 73% ﬂ
the row. o ([ i
Ready 3 i O -————+ 10
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ou can add a new field to your Excel table by inserting a new column. You can insert a column
either within the table or at the end of the table.

To make data entry easier and more efficient, you should decide in advance all the fields you want
to include in the table. However, if later you realize you forgot a particular field, you can still add
it to the table. Inserting a table column is also useful if you imported or inherited the data from

elsewhere and you see that the data is missing a field that you require.

\ Insert a Table Column

0 Select a cell in the column to
the left of which you want to
insert the new column.

If you want to insert the new
column at the end of the table,
select a cell in the last table
column.

@ click the Home tab.
€@ Click the Insert v .

0 Click Insert Table Columns to
the Left.

To insert a column at the end
of the table instead, click
Insert Table Columns to the
Right (not shown).

Excel inserts the new column
and gives it a generic name
such as Column1.

a Give the new field a more
descriptive name by editing
the column header.

Product Inventory on Hand.xIsx « Saved ~

el

rum B @ 5 o x

Home Insert Draw Pagelayout Formulas Data Review View Help Table Design

@ Autosave 2]

A

2

B

EJ Code

4 INWTB-1 Northwind Traders Chai

5 INWTCO-3 Northwind Traders Syrup

6 NWTCO-4 Northwind Traders Cajun Seasoning

7 NWTO-5 Northwind Traders Olive Oil

& NWTIP-6 Northwind Traders Boysenberry Spread

9 |[NWTJP-6 Northwind Traders Marmalade

10 NWTDFN-7 Northwind Traders Dried Pears

11 NWTS-8 Northwind Traders Curry Sauce

12 NWTDFN-14 Northwind Traders Walnuts

13 NWTCFV-17 Northwind Traders Fruit Cocktail

14 NWTBGM-19  Northwind Traders Chocolate Biscuits Mix
Cost and Quantity (O]

Enter [@

Supplier

_Cost

9~ A Calibri ~1a - Currency  ~  [fE Conditional Formatting ~ o
¢~ 0 [~ 8 I U~ A A $ v % 9 [ FormatasTable~ B Jnsert Cells
§ HeecA- == e RH Boase
Undo Clipboard & Font =] Alignment & MNumber & Styles
U |nsert Sheet Columns
« ~ = 5l ws % Insert Table Rows Above
A = = 4 ) Insert Table Columns to the Left
[l Product Inventory
2 B Insert Sheet
3 B Cost B Quantity I
4 Northwind Traders Chai > $13.50| 25
5 INWTCO-3 Northwind Traders Syrup $7.50 50
6 [INWTCO-4 Northwind Traders Cajun Seasoning $16.50 0
7 NWTO-5 Northwind Traders Olive Oil $16.01 15
3 NWTIP-6 Northwind Traders Boysenberry Spread $18.75 0
9 NWTJP-6 Northwind Traders Marmalade $60.75 0
10 NWTDFN-7 Northwind Traders Dried Pears $22.50 0
11 NWTS-8 Northwind Traders Curry Sauce $30.00 0
12 NWTDFN-14  Northwind Traders Walnuts $17.44 40
13 NWTCFV-17 Northwind Traders Fruit Cocktail $29.25 0
14 NWTBGM-19 Northwind Traders Chocolate Biscuits Mix $6.90 0 N
Cost and Quantity ® Ll »

Ready [@ i) 0 -———f——+ 100%
c3 ~ + X« fr  Supplier v

il Product Inventory

Quanfd
$13.50 25
$7.50 50
$16.50 0
$16.01 15
$18.75 0
$60.75 0
$22.50 0
$30.00 0
$17.44 40
$29.25 0
$6.90 0 i
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f your table contains a record that includes inaccurate, outdated, duplicate, or unnecessary data,
you should delete that row to preserve your table’s data integrity.

An Excel table is a repository of data that you can use as a reference source or to analyze or
summarize the data. However you use the table, it is only as beneficial as its data is accurate, so you
should take extra care to ensure that the data you enter is correct. If you find that an entire record
is inaccurate, duplicated, or no longer needed, Excel enables you to quickly delete that row.

Delete a Table Row

Select a cell in the row you want
to delete.

Note: To delete multiple rows, select a
cell in each row you want to delete.

© click the Home tab.
@ Click the Delete .
@ Click Delete Table Rows.

Excel deletes the row.
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@ Autoswe iz
Home

Arial V12~
A

2 A

Undo

A

2 |[FRANS
2 |COMMI
4 |ALFKI

5 BSBEV

Clipboard &

AT v

il CustomeriD £ Comp

Insert  Draw  Page Layout

-~
4

lame:
Franchi Sp.A.
Comercio Mineiro
Alfreds Futterkiste
B's Beverages

& QUEDE ___Que Delicia
1 ISLAT island Trading
s ISLAT Island Trading

Customer Data.xlsx « Saved +

LS v ® & £ - 0 x
Formulas Data Review View Help Table Design @ com!
25 Custom ~ [l conditional Formatting ~ H Insent e
= § v 9% 9 [FFormatasTablev Fodete <] pgiing
4 8 [ Cell Styles ~ 35 Delete Cells...
5 5 Number Styles -
3 Delete Sheet Bows
W pelete Sheet Columns
c ® 4 2% Delete Table Rows
i ContactName i ContactTitle Acdriig
Paolo Accorti Sales Representative Vigp = DeleteTeble Columns
Pedro Afonso Sales Associate Av.d BF Delete Sheet
Maria Anders Sales Representative QObere St 5¢
Victoria Ashworth Sales Representative Fauntleroy Circus

Bernardo Batista
Helen Bennett
Helen Bennett

Accounting Manager
Marketing Manager
Marketing Manager

Rua da Panificadora, 12
Garden HouseCrowther Way
Garden HouseCrowther Way

¢ |BERGS Berglunds snabbkop Christina Berglund Order Administrator Berguvsvagen 8

10 |SANTG Santé Gourmet Jonas Berguifsen Owner Erling Skakkes gate 78

11| PARIS Paris spécialités Marie Bertrand Owner 265, boulevard Charonne

12 |SPLIR Split Rail Beer & Ale Art Braunschweiger Sales Manager P.O. Box 555

13| CONSH Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gardens12 Brewe

14 |ROMEY Romero y tomillo Alejandra Camino Accounting Manager Gran Via, 1 .
Customers @ « E—— >

Ready @ i) - %

A 8 C D E a

8 customerid B CompanyName 8 ContactName B ContactTitle 8 Address l

2 |FRANS Franchi S.p.A Paolo Accorti Sales Representative Via Monte Bianco 34

3 |COMMI Comércio Mineiro Pedro Afonso Sales Associate Av. dos Lusiadas, 23

4 |ALFKI Alfreds Futterkiste Maria Anders Sales Representative QObere Str. 57

5 |BSBEV B's Beverages Victoria Ashworth Sales Representative Fauntleroy Circus

6 |QUEDE Que Delicia Bernardo Batista Accounting Manager Rua da Panificadora, 12

7 Island Trading Helen Bennett Marketing Manager Garden HouseCrowther Way

g |BERGS Berglunds snabbkdp Chrisfina Berglund Order Admini " Berg 1 8

9 |SANTG Santé Gourmet Jonas Bergulfsen Qwner Erling Skakkes gate 78

10 |PARIS Paris spécialités Marie Bertrand QOwner 265, boulevard Charonne

11 [SPLIR Split Rail Beer & Ale Art Braunschweiger Sales Manager P.O.Box 555

12 |CONSH Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gardens12 Brewe

13 |ROMEY Romero y tomillo Alejandra Camino Accounting Manager Gran Via, 1

14 |SUPRD Suprémes délices Pascale Cartrain Accounting Manager Boulevard Tirou, 255 .
Customers ©] « CE—— 3

Reaty B3 B 0 - ————+ %




f your table contains a field that you do not need, you should delete that column to make your
table easier to work with and manage.

As you see later in this chapter and in Chapter 13, you analyze and summarize your table information
based on the data in one or more fields. If your table contains a field that you never look at and that
you never use for analysis or summaries, consider deleting that column to reduce table clutter and
make your table easier to navigate.

Delete a Table Column

0 Select a cell in the column you @ svtosme @I BB Accouns Recebeblexie-Soved - L m® @ & - 0o x
want to delete. Wome et Draw Pageloyout Formuas Daa Reew View Help TableDesign o 3 !
. 9~ f A Calibri ~ 4 General ~ | [Ef Conditional Formatting ~ £ Insert 0
Note: To delete multiple columns, o e sru.an $ - % 9| B Formstasbler
. v & e e A P .
seleCt a Cel'l ]n each COl'umn you Want Undo Clmuoarf 1] - Font - Fl 1] WN\.II:‘;H 5 E(EHSW:SW\H Bx Delete Sheet Rows
to delete. However, you can only w V| | pomssss 0 et Shest Colur
delete multiple columns that are - : . = ; 3 oue bR |
Order Code Account W' Delete Table Columns.
adjacent to each other. 8 Account Name (Not Used) Number Invoice Number  Amow.
+ | Door Stoppers 01-0045 117328 §58.50 | b7 Delteshet
. 5 Door Stoppers LtG: D0225957 01-0045 117319 $78.85  1/16/2023  1/16
e Click the Home tab. s |Door Stoppers Ltd. D0225972 01-0045 117324 $101.01  1/26/2023
7 | Door Stoppers Ltd. D0225999 01-0045 117333 $1,685.74  2/11/2023
e Click the Delete ~. & | Chimera lllusions CH10001002 02-0200 117334 $303.65  2/12/2023  2/16
s | Chimera Illusions CH10001050 02-0200 117350 $456.21  3/15/2023
: 10 Chimera lllusions CH10001035 02-0200 117345 $588.88  3/6/2023 3/6
e Click Delete Table Columns. 11 Chimera lllusions CH1000954 02-0200 117318 $3,005.14  1/14/2023
12 Renaud & Son RE125993 07-0025 117331 $565.77  2/8/2023
13 Renaud & Son RE1251077 07-0025 117359 $1,12575  4/9/2023
12 Renaud & Son RE1251005 07-0025 117335 $3,005.14  2/13/2023 .
Accounts Receivable Data ® 4 >
= i m - -
Excel deletes the column. - : c o : ; G
Account
Efl Account Name Number Invoice Number Invoice Amount Due Date Date Paid DaysOv
+ | Door Stoppers Ltd. 010045 | 117328 $58.50  2/2/2023
5 Door Stoppers Ltd 01-0045 117319 $78.85  1/16/2023  1/16/2023
& |Door Stoppers Ltd. 01-0045 117324 $101.01  1/26/2023
7 | Door Stoppers Ltd. 01-0045 117333 $1,68574  2/11/2023 37
s | Chimera lllusions 02-0200 117334 $303.65 2/12/2023  2/16/2023
s | Chimera lllusions 02-0200 117350 $456.21  3/15/2023 5
10 Chimera lllusions 02-0200 117345 $588.88  3/6/2023  3/6/2023
11 Chimera Illusions 02-0200 117318 $3,005.14  1/14/2023 65
12 Renaud & Son 07-0025 117331 $565.77  2/8/2023 40
13 Renaud & Son 07-0025 117359 $1,12575  4/9/2023
12 Renaud & Son 07-0025 117335 $3,005.14  2/13/2023 35,
Accounts Receivable Data @ “ 3
Reasy & m - — o
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Add a Column Subtotal

ou can get more out of your table data by summarizing a field with a subtotal that appears at the

bottom of the column.

Although the word subtotal implies that you are summing the numeric values in a column, Excel
uses the term more broadly. That is, a subtotal can be not only a numeric sum, but also an average,
a maximum or minimum, or a count of the values in the field. You can also choose more advanced
subtotals such as a standard deviation or a variance.

Add a Column Subtotal

o Select all the data in the column
you want to total.

Note: See the “Select Table Data”
section earlier in the chapter to
learn how to select column data.

Click the Quick Analysis
button ([&]).

Note: If you do not see [&],
move the mouse qp over the
selected column data.
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=
Insert
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‘B Resize Table & Convertto Range

Properties Tools

Formulas.

P Search (Alt+Q)

Data  Review View

B2

Export Refresh B
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External Table Data

Help  Table Design
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Table Style Options.
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i=ye

Filter Button @
Quick
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Table Syl

D4 v i fx 57
A B c | D E F G H
1 Parts Database
2
3
4 4 Gangley Pliers D-178 $10.47 $596.79 $17.95 71%
5 3 HCAB Washer C-201 50.12 $102.72 $0.25 108%
6 3 Finley Sprocket C-098 $1.57 $560.49 $2.95 88%
7 2 6" Sonotube B-111 $15.24 $1,310.64 $19.95 31%
8 i | Langstrom 7" Wrench ~ D-017 $18.69 $1,401.75 $27.95 50%
9 3 Thompson Socket C-321 $3.11 $926.78  55.95 91%
10 1 S-Joint A-182 $6.85 $1,061.75 $9.95 45%
1 2 Coriolis Valve B-047 $4.01 $1,932.82  56.95 73%
A E c | D E F G H
1
z
3 |
4 4 Gangley Pliers D-178 $10.47 $596.79 $17.95 71%
5 3 HCAB Washer C-201 50.12 $102.72 $0.25 108%
6 3 Finley Sprocket C-098 $1.57 $560.49 $2.95 88%
7 2 6" Sonotube B-111 $15.24 $1,310.64 $19.95 31%
8 i | Langstrom 7" Wrench ~ D-017 $18.69 $1,401.75 $27.95 50%
9 3 Thompson Socket C-321 $3.11 $926.78  55.95 91%
10 1 S-Joint A-182 $6.85 $1,061.75 $9.95 45%
1 2 Coriolis Valve B-047 $1,832.82  $6.95 73%
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CHAPTER

Working with Tables 1 1

The Quick Analysis options 3]
4 4 Gangley Pliers $10.47 $596.79 $17.95
appear. 5 3 HCABWasher c-201 $0.12 510272 50.25 108%
. 6 3 Finley Sprocket C-098 $1.57 $560.49 $2.95 88%
o Click Totals. 7 2 6" Sonotube B-111 $15.24 $1,310.64 $19.95 31%
. . 8 4 Langstrom 7" Wrench ~ D-017 $18.69 $1,401.75 $27.95 50%
e Click the type of calculation o| 3 Thompson Socket c-321 $3.11 392678  $5.95 91%
10 1 S-Joint A-182 $6.85 $1,061.75  $9.95 45%
you want to use
: 1 2 Coriolis Valve B-047 $4.01 5$1,932.82 56.95 73%

12 g
1 Formatting  Charts Tgba\so Sparklines
L o = 53 G2

Sum | Average  Count  %Total Runming.. Sum

‘ . | Dagie | = Formula: calculate totals for you.
0 Excel adds a Total row to the D12 ~ i/ fy =SUBTOTAL(109,[Quantity])
bottom of the table. A z e ___ z < Z
) ) 1 Parts Database
() Excel inserts a SUBTOTAL function |-
3 3 - - | - | - - -
to perform the calculation you 4 4 Gangley Pliers D-178 57 $10.47  $596.79 $17.95 71%
chose in step 4. 5 3 HCAB Washer c-201 856 $0.12 510272 $0.25 108%
6 3 Finley Sprocket c-098 357 $1.57  $560.49  $2.95 88%
ic e cell's = to choose a 7 2 6"Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%
Click the cell’ to ch
. 8 4 Langstrom 7" Wrench ~ D-017 75 $18.69 $1,401.75 $27.95 50%
d'lffel'ent type Of SUthtaL 9 3 Thompson Socket C-321 298 $3.11 $926.78  55.95 91%
o 1 Sloint A-182 155 $6.85 $1,061.75  $9.95 45%
2

1 Coriolis Valve B-047 482 $4.01 5$1,932.82  56.95 73%
12 2366

Is there a quick way to insert a total row in my table? eview View Help Table Design@
Yes. You can add the total row and include a subtotal Header Row (] First Column Filter Button
function for any column in that row with just a few mouse & TotalRow [ Last Column
clicks: It Banded Rows [ Banded Columns
: Data Table Style Options 7
o Click any cell within the table. <1t (X < fi|[ ~suBtoTaL0s,[Defects]) @
© Click the Table Design tab. : c 0
. Workgroup Group Leader Defects
9 Click the Total Row check box (|| changes to E3). 1" | S -
() Excel automatically inserts a row named Total at the : P‘:]rkins 14
bottom of the table. K Johnson 10
L Johnson 26
() Excel adds a SUBTOTAL function below the last &' Total o122 - 0

column.

e In the Total row, click any cell’s =+ and then click the type of subtotal you want to use.
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f you no longer require the Excel table tools, you can convert a table to a normal range. After the
conversion, the Table Design contextual tab no longer appears when you click inside the range.

Tables are extremely useful Excel features, but they can occasionally be bothersome. For example, if you
click a table cell, click the Table Design tab, and then click a cell outside the table, Excel automatically
switches to the Home tab. If you then click a table cell again, Excel automatically switches back to the
Table Design tab. If you are not using the table features in the Table Design tab, this behavior can be
annoying, but you can prevent it from happening by converting the table to a normal range.

Convert a Table to a Range

0 Cth a Ce”. 1n51de the table' @ AutoSave @ OF) [} Defectsxlox+ Saved - £ search (Alt+Q) & - u] X
9 Cl.iCk the Table DES'igl'I tab. File Home Insert Draw Page Layout Formulas Data Review View Help Table Deswgnﬁ = Comments
Table Name: [[5] summarize with PivotTable F! If\ &[] [ HeaderRow [ First Column m:
. m Defects £} Remove Duplicates ‘[_? B %m Refresh o6 D TomlRow [ Last Calumn Q‘ﬁ
@) Click Convert to Range (). s e sl o= ourel s
Prop! 3 Tools External Table Data Table Style Options Table Styles v
82 v fr oA v
A B c D E F G H 1 K L A
Workgroup  Group Leader Defects
&» A Johnson 8
B Perkins 10
4 C Perkins 0
5 D Johnson 11
6 E Johnson 9
7 F Johnson 6
8 G Perkins 11
9 H Perkins 10
10 1 Perkins 7
1 ] Perkins 14
12 K Johnson 10
13 L Johnson 26
1 Total 122 .
Defects ® L] »
Ready [ i) M -—a— 100m
Excel asks you to confirm. Microsoft Excel X

O Click Yes.

Excel converts the table to a
normal range.

0 Do you want to convert the table to a normal range?
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CHAPTER

Apply a Table Style 11

ou can give an Excel table more visual appeal and make it easier to read by applying one of
Excel’s predefined table styles.

A table style is a combination of formatting options that Excel applies to 13 different table elements,
including the first and last columns, the header row, the total row, and the entire table. For each
element, Excel applies one or more of the following formatting options: the font, including the
typeface, style, size, color, and text effects; the border; and the background color and fill effects.

Apply a Table Style

o Click a cell inside the table. @ A @D € romressont+ D sorn o u® ¢ 2 - o x
o Click the Table Design tab. — p— R B D O Olmonmn |
© Baise bl T Comnt 1 Ringe . - v 2 Bamtd Rt ] B Gt »
€ Click the Table Styles = . F— | :
n—--a : .@,u‘:‘. -'g,.g.:... .m’(‘. .u.p.;. ‘md 0 e : :
i Traceny Chad -1 k-] n 5130 e 2130
o § Metwind Trasers Syrap. MATCO-3 o = S50 Stane TR
4 Noavwind Traden Cajon Sassonng WATCO-4 -] L] 1650 $21.00 Sa00
5 Morttvwind Traders Ofve O4 WTOS o 13 f1801 S219% 20019
& Mowvwind Tracen Boysebary foreed Ll ] L] % $25.00 00
Porind Traden Dried Pears TN T L] ® 1w 35000 000
1 Meavwind Traders Cury Siate WATESE o L} $30.00 $30.00 $0.00
& Motvwing Traders Waksats WWTDRN-14 ] w 1744 325 488730
16 Mortvwing Traden Enst Cocttwl WTCPY -] L] 2 £hene a0
17 Morttvwind Tradery Chocolpte B powity A, -] o 2200 s9.30 £3.03
The Table Styles gallery @ e @D oo 5 s i
appears. e | Dt [ [ B | G
mentany [ Rarseos D it 00 ot
. ® bl lble T Comennt o Range e - - g [ it B (] Wi G
O Click the table style you =l hur~ —
CE | T
want to use. T e s Do T
1 moﬂ NWTE-1 : g »
() Excel applies the style to i iy neas . £
5 Motvwing Traders Ofwe OF L2 L] 1%
the table. :wwmw L ] :
w-mmc-ﬂ-n waTSS 0 °
# Mothvwind Traders Waleuts MONTDEN 14 L] w
1C Mot wend Tracers frat Cocltsl NTCR-T L] L
7 Motwind Traders Chacolate Boacwies Mix WWTECM 39 o °
Mortivwind Traders Marmalsde TS o L)
7 Motwind Traders Scones TR L] ®
4 Mot Traders Due WHTE-M n n
Morttrwing Traders Crab Mest NTCMED [ ]
& Mot Traders Clarn Churmder WNTSO-41 o L]
17 Merwwind Traders Cofes L1y LF) s a [
Motveing MONTCA LS ] [} -]
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CHAPTER 12

Analyzing with
PivotTables

A PivotTable is a powerful data analysis tool that automatically groups large
amounts of data into smaller, more manageable categories. In this chapter,
you learn how to create PivotTables, edit them, pivot them, format them,
calculate with them, and much more.

@ Autosove @D E2 SummerSales Promouisx - Saved
File Home Insert Draw Page Layout Formulas Data Review \View Help  PivotTable Analyze  Design H Comments
A3 v Jfx | Sum of Quantity

A B

PYTE— PivotTable Fi
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Choose fields to add t

Sum of Quantity |Column Labels Search

Row Labels - 1Free with 10 Extra Discount Grand Total sa:
- N  ———— | Product
Earbuds 792 647 1439 Quantity

HDMI cable 814 894 1708 || D=
Promotion

Smartphone case 638 706 1344 Advertisement

USBcarcharger 1705 1655 3360 f| MereTabie.

Grand Total 3949 3902 7851

1
2
3
4
5
6
7
8

Drag fields between arcas beloy

T Filters Il Columns

Advertisement - Promation

Z Values

Sum of Quantity

Sheetl | Orders
i M —————+ 150
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Understanding PivotTables

Tables and external databases can contain thousands of records. Analyzing that much data can be
a nightmare without the right tools. Excel offers a powerful data analysis tool called a PivotTable,
which enables you to summarize hundreds of records in a concise tabular format. You can then
manipulate the layout of — or pivot — the table to see different views of your data.

PivotTables help you analyze large amounts of data by performing three operations: grouping the
data into categories, summarizing the data using calculations, and filtering the data to show just the
records with which you want to work.

Grouping A B
A PivotTable is a powerful data analysis tool in part because it !
automatically groups large amounts of data into smaller, more

manageable categories. Suppose you have a data source with a Region

field in which each cell contains one of four values: East, Midwest, South,

2
3 |Row Labels - Sum of Sales
4 |East .| 51,463,655

or West. The original data may contain thousands of records, but if you ’ ?'dtwhe“ gi’igg’éiz
build your PivotTable using the Region field, the resulting table has only i V\?:st $1’477’884
four rows — one for each of the four Region values in your data. e
8 |Grand Total $5,716,298
9

Summarizing Value Field Settings ? X
Excel also displays summary calculations for each group. The Source Name: Sales

default calculation is Sum, which means for each group Excel e = 5=

totals all the values in some specified field. For example, if Summarize Values By  Show Values As

your data has a Region field and a Sales field, a PivotTable can Summarize value field by

group the unique Region values and display the total of the Chocse the bype of calculstion thatyou wantto use to sumnarize

Sales values for each one. Other summary calculations include
Count, Average, Maximum, Minimum, and Standard Deviation.

Mumber Farmat Cancel

Filtering A B c
1 |Sales Rep Anne Dodsworth [x

2
3 |Row Labels [-|Sum of Sales

A PivotTable also enables you to view just a subset of the
data. For example, if your data contains a Sales Rep field, a

PivotTable can filter the data to show the results for just a ‘
single sales rep. Each PivotTable comes with a filter area - M 659,983
5 Grand Total $659,983

that enables you to apply a filter to the entire PivotTable.

o
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Explore PivotTable Features

ou can QEt up to Speed with 1W(A") ° = 4’ ° : ' I PivotTable Fields ~ X
PivotTables very quickly after - I — st ER
you learn a few key concepts. You Row Lahels - |15t Quarter anﬂrter 3rd Quarter 4th Quarterﬂil —| a
5 East $377,568  $343,706 5368121 $374,260 S1,989,655 | peaes i
need to understand the features 5 Midwest $321,220  $307,992  $365,790 $370,213 $1,365,215 || & sdeskep
. . 7 South $346,345 $330,099 $376,658 $355,542 $1,400544 f] 2 =
that make up a typ1cal P1votTable, s West $411,647  $390,493  $361,091 $314,653 $1,477,884 |  Draq fieds between sress below:

. s Gran Total $1,456,780 $1,373,190851,471,660 $1,414,668 55,716,298 Y Filters T el
particularly the four areas — row, ” 6 6 |
column, data, and filter — to . P s
which you add fields from your b
d ata . Sheetl | Sales @ « CE——— » LEElemriETn

Ready [ B O - —4——+ 1%

You also need to understand some
important PivotTable terminology
that you will encounter
throughout this book, including
terms such as source data, pivot
cache, and summary calculation.

O Filter

Displays a drop-down list with the unique values from a field. When you select one, Excel filters the
PivotTable results to include only the records that match that value.

O Column Area

Displays horizontally the unique values from a field in your data.

O Row Area

Displays vertically the unique values from a field in your data.

O Data Area

Displays the results of the calculation that Excel applied to a numeric field in your data.
O Row Field Header

The header for the row area. Also used to filter the field values that appear in the row area.

@ Column Field Header

The header for the column area. Also used to filter the field values that appear in the column area.
O Data Field Header

Specifies both the calculation (such as Sum) and the field (such as Quantity) used in the data area.

O Field Items
The unique values for the field added to the particular area.
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Build a PivotTable from an Excel Range or Table

f the data you want to analyze exists as an Excel range or table, you can use the PivotTable
command to quickly build a PivotTable report based on your data. You need only specify the
location of your source data and then choose the location of the resulting PivotTable.

Excel creates an empty PivotTable in a new worksheet or in the location you specify. Excel also
displays the PivotTable Fields task pane, which contains four areas: Filters, Columns, Rows, and
Values. To complete the PivotTable, you must populate some or all of these areas with one or more

fields from your data.

\ Build a PivotTable from an Excel Range or Table

0 Click a cell within the range or table that
you want to use as the source data.

@ Click the Insert tab.
€ Click PivotTable (f3).

The PivotTable from Table or Range
dialog box appears.

@ Click New Worksheet () changes to ©).

O If you want to place the PivotTable in an
existing location, click Existing
Worksheet (() changes to ©@). Then,
use the Location range box to select
the worksheet and cell where you want
the PivotTable to appear.

© click ok.
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Bl AutoSave @ 2 Summer Sales Promo.xlsx » Last Modified: Just now ~ 2 Pa
File Home  Insert Page Layout ~ Formulas Data Review View Help Table Design
=] I I . . . =
O C T o OEAe G
PivotTable Recommended ustrations | Add- | Recommended 20 b~ [~ Maps PivotChart 3D
- PivotTables e ns~ Charts QD - L - - ~ Map
Tables Charts & Tour
A3 v fx| 6/1/2023
Date T ‘Produ:t ~ | Quantity ~|Net § ~ | Promotion ~ | Advertisement - G
mﬁmanphone case 11 $119.70| 1 Free with 10 Sacial media
4 6/1/2023 HDMI cable 6 $77.82| Extra Discount Blog network
5 6/1/2023 | USB car charger 15 $100.95| Extra Discount Search
[ 6/1/2023 HDMI cable 11 $149.71| 1 Free with 10 Blog network
7 6/2/2023 | USB car charger 22 $155.40| 1 Free with 10 Blog network
2 6/2/2023 | USB car charger 3 $20.19| Extra Discount Search
g 6/2/2023 Earbuds 5 $33.65| Extra Discount Social media
10 6/2/2023 [Smartphone case 22 $239.36| 1 Free with 10 Search
11 6/2/2023 HDMI cable 10 $129.70| Extra Discount Blog network
12 6/5/2023 | USB car charger 22 $155.40| 1 Free with 10 Blog network
13 6/5/2023 |Smartphone case 8 $82.96| Extra Discount Social media
14 6/5/2023 |[Smartphone case 22 $239.40| 1 Free with 10 Social media
15 6/5/2023 Earbuds 55 $388.50| 1 Free with 10 Blog network
16 6/5/2023 | USB car charger 25 $168.25| Extra Discount Search
17 | 6/5/2023 HDMI cable 22 $299.42| 1 Free with 10 Blog netwark
Orders @ < ca—
PivotTable from table or range ? X
Select a table or range
Table/Range: Orders t+
Choose where you want the PivotTable to be placed
New Worksheet
Existing Worksheet
Location: +
Choose whether you want to analyze multiple tables
(] Add this data to the Data Model
Cancel
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o E)'(CEl creates a blank 1 - : ‘ : : : ¢ 8 : mPivotTableFie\ds E
P]VOtTabl.e. i I:l Choose fields to add to report: & -
4 -
© Excel displays the PivotTable . ——— Do .
. Y | fields from the PivotTable [ Product
Fields task pane. Qi e |
10 g Pror otion o
@ Click and drag a field and drop b Em — B e
it inside the Rows area. o HEEE T U Columes

m]S|m)

= Values

Sheetl | Orders Defer Layout Update

@

© Excel adds the fleld s unique 1 A C c D e P - x
values to the PivotTable’s row 2 -
3 |[Sumof Net$ IColumn Labels ~ -
area. 4 Row Labels ~ Blog network Search  Social media Grand Total = A
5 Earbuds 4050.94 4091.14 2327.22 10469.3 E Date -
: : . 6 HDMI cable 10234.55 8097.39 5653.94 23985.88 L/ Product
0 Click and drag a numeric field and 7 Smartphone case 611245 5063.02  3750.75 14926.22 Eﬁ:i",”t"
M 3 3 8 USB car charger 11579.44 7314.12 5461.36 24354.92 [ Promoticn
drop 1t ]nS]de the Values area' 9 Grand l|g 31977.38 24565.7 17193.27 73736.32 [4 Advertisement v
10
© In the PivotTable’s data area, j "Y*“"*‘ N
Excel sums the numeric values "
based on the row values. 15 e

~ ] | Sum of Nets

Q If desired, click and drag fields 1;
and drop them in the Columns
area and the Filters area.

Each time you drop a field
in an area, Excel updates
the PivotTable to include
the new data.

IPS

Are there faster ways to build a PivotTable?

Yes. In the PivotTable Fields task pane, click a check box for a text or date field (|| changes to @) and Excel
adds the field to the Rows area. Click a check box for a numeric field (| changes to @) and Excel adds the
field to the Values area. You can also right-click a field, and then click the area that you want to use.

What is the purpose of the Filters box?

To add a filter field to the PivotTable, which enables you to display a subset of the data that consists of

one or more unique values from the filter field. For more details, see the section “Apply a PivotTable Filter”
later in this chapter.
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Refresh PivotTable Data

You can ensure that the data analysis represented by the PivotTable remains up-to-date by
refreshing the PivotTable.

Whether your PivotTable is based on financial results, survey responses, or a database of collectibles
such as books or CDs, the underlying data is probably not static. That is, the data changes over time
as new results come in, new surveys are undertaken, and new items are added to the collection.

You will need to refresh the PivotTable to ensure that it is current. Excel offers two methods for
refreshing a PivotTable: manual and automatic.

\ Refresh PivotTable Data

RefreSh Data Manually A Auesave @D R 5umm=l5i=§|’rvmw{b?' gl v B ® L - 0 x
0 Cljck any Ce'.l. -ins-ide the PiVOtTabl.e. Fle Home Insert Draw Pagelayout Formul Data Review View Help M@ =

& T 5 [E nsert Slicer [\;.3 72} 7] ﬁ E‘D? 8]
: L ivotTable tive rou| B Insert Timelig =4 Y ctions alculations ivotChart Recommen ow
@ Click the PivotTable Analyze SR\ G e

[ Source »

contextual tab. B g :
AS ~ i fx  Earbuds % Refresh Al v
9 Click Refresh ([ 2). g | § PivotTable Fields - x
2 Choose fields to add to report: &~
You can also press (]+(5). 3 SumofNet$  ColumnLabels - 5
4 Rowlabels - Blognetwork  Search Social media Grand Total
. . ‘*Earbuds 4050.94 4091.14 2327.22 104693 O Date -
o To Update every PivotTable in the 6 HDMI cable ; 10234.55 8097.39 5653.94  23985.88 2"&”";': I
. 7 Smartphone case 6112.45 5063.02 3750.75  14926.22 & Ne
WOfkbOOk, click the Refresh ~ 8 USB car charger 11579.44 7314.12 5461.36  24354.92 ':::m:mn
and then Clek RefreSh All 9 Grand Total 31977.38 24565.7 17193.27  73736.32 [ Advertisement o
YOU can al.SO update au @ Autosove @D [ Summer Sales Promoulsx - Saved ~ LS wn® ® 5 - 0o
P]VOtTabl.eS by press_lng Filar‘ Homer| Insert DrawTIPageS‘Layout FermlEa; Da:Eb‘ Review B\‘Aew H; PWD‘T;A“ME’:‘QQ =1
i} i =[5 Insert Slicer N : B i = Fig
D+D+D. PivotTable | Active Group = Insert Timeline Reh::h Changala Actions | Caleulations Pivull:C{llv]arl Rzmmmznded Show
M Feld~  ~ ~  Source~ M v PivotTables
Excel updates the PivotTable data. . T o o 5
PivotTablel
. &EW‘“‘ M 2 £ P £ PivotTable Fields v %
Refresh Data Automatically s o
oose fields to add to report: &~
. o . um of Net $ olumn Labels |-
@ Click any cell inside the < Rttt opatuerk  Sameh soc e crand e [[| =2 2
: ‘NEarbuds 4050.94 4091.14 2327.22  10469.3 [ Date -
P1VOtTab|'e' 6 |HDMI cable ) 10234.55 8097.39 5653.94  23985.88 ] Product
. 7 |smartphone case 6112.45 5063.02 3750.75  14926.22 = ﬁ::';"t'
Click the PivotTable Analyze 8 |USB car charger 11579.44 7314.12 5461.36  24354.92 [ Prometion
9 |Grand Total 31977.38 24565.7  17193.27 73736.32 [4] Advertisement o

contextual tab.
€ Click PivotTable ([g).
e Click Options.

Note: You can also right-click any
cell in the PivotTable and then click
PivotTable Options.
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The PivotTable Options dialog box appears.
© Click the Data tab.

@ Click Refresh data when opening the file
(" changes to ).

@ click OK.

Excel applies the new setting and will now refresh
the PivotTable automatically each time you open
the workbook.

CHAPTER

Analyzing with PivotTables 12

PivotTable Options 7 *

PivotTable Mame: PivotTabIe1|

Layout & Format  Totals & Filters  Display  Printing Data 0

Layout
D Merge and center cells with labels

When in compact form indent row labels: | 1 +| character(s)

Display fields in report filter area:  Down, Then Over

Repaort filter fields per column: |0 =
Format

D Far grror values show:

B For empty cells show:

. Autofit column widths on update
. Preserve cell formatting on update

PivotTable Options 7 *

PivotTable Mame: | PivotTablel

Layout & Format ~ Totals & Filters  Display  Printing Data Alt Text
PivotTable Data
n Save source data with file
n Enable show details
iRefresh data when openina the file:
Retain items deleted from the data source
Number of items to retain per field: Automatic
What-If Analysis
Enable cell editing in the values area
7 Cancel

Is there a drawback to using an automatic
refresh?

Yes, you might find that your workbook takes too
long to open because the PivotTable source data is
very large. In that case, you might prefer to turn off
the automatic refresh and, instead, run a manual
refresh when you will not be working with the file
for a while.

My PivotTable refresh is taking a very long time.
Can I cancel it?

Yes. A very long refresh can occur if the PivotTable
source data is very large or is in a different
workbook. If you find the refresh is taking too
long, you can cancel it by clicking the PivotTable
Analyze contextual tab, clicking the Refresh -,
and then clicking Cancel Refresh.
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Add Multiple Fields to the Row or Column Area

You can add multiple fields to any of the PivotTable areas. This is a powerful technique that
enables you to perform further analysis of your data by viewing the data differently.

For example, suppose that you are analyzing the results of a sales campaign that ran several types
of advertisements. A basic PivotTable might show you the sales for each Product (the row field)
according to the Advertisement used (the column field). You might also be interested in seeing
the breakdown in sales for each promotion. You can do that by adding the Promotion field to the

row area.

Add a Field to the Rows Area

R —
@ Click a cell within the PivotTable. O
Rowi Labels [~ Blog network

e Select the check box of the text
or date field that you want to add
(" changes to ).

@ Excel adds the field to the
Rows box.

© Excel adds the field’s unique
values to the PivotTable’s
row area.
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Column Labels -

Earbuds

4050.94 4091.14

2327.22

Search  Social media Grand Total

10469.3

PivotTable Fields -

Choose fields to add te report:

Search

4 L
5
[] Date a
6 |HDMI cable 10234.55 8097.39 565394  23985.88 5 Product
7 |Smartphone case ©112.45 5063.02 3750.75  14926.22 [ Quantity
8 |USB car charger 11579.44 7314.12 546136  24354.92 [ Net$
9 Grand Total 31977.38 24565.67  17193.27  73736.32 [ Promotion
10 [4 Advertisement b4
E Drag fields between areas below:
13 Y Filters 1l Columns
14 [Advertisement -
15
= = Rows £ Values
17 Product v | || Sum of Net s hd
18
19
" Defer Layout Upd
Sheetl | Orders ® « C— > e e
Ready [O B B -—a—+ 10
A B C D E a .
1 PivotTable Fields v X
2 i Choose fields to add to report: &~
3 |Sum of Net $ IColumn Labels -
4 |Row Labels ~ | Blog network Search  Social media Grand Total Search e
5 | =Earbuds 405094 409114 2327.22 toass3fl .
ate

1 Free with 10 261072 2307.69 1196.58 611499 0 5 prouct

Extra Discount 1440.22 1783.45 1130.64 4354.31 [ Quantity
& | =HDMI cable 10234.55 8097.39 5653.94 239 [l Nets
9 1 Free with 10 5224.56 3622.74 3293.4 1 Promotion e
10 Extra Discount 5009.99 4474.65 2360.54  11845" [4] Advertisement v
11 | =Smartphone case 6112.45 5063.02 3750.75 14926.22 D T TR
12 1 Free with 10 3148.11 2346.08 2070.81 7565
13 Extra Discount 2964.34 2716.94 1679.94 736122 Y Filters Ul Columns
14 | = USB car charger 11579.44 7314.12 5461.36 24354.92 Advertisement hd
5 1 Free with 10 6464.64 3760.68 2991.45 13216.77
16 Extra Discount 51148 3553.44 2469.91 11138.15 = R =

= Rows Values
17 |Grand Total 31977.38 24565.67 17193.27 737 Product =1 [ Sum of Net s =
18 Promation -
19
o ! Def U
Sheetl | Orders @ « — > DRty

Ready [@ i::] M -—a— i10%
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Add a Field to the Rows A s c o e . .
1 PivotTable Fields vooB
or Columns Area o 2 @-
um of Net § IColumn Labels -
o Click a cell within the 4 Rowlabels | -|Blognetwork  Search Social media Grand Total Search Ie
. 5 |Earbuds 4050.94  4091.14 2327.22 10469.3 [ bate N
PivotTable. 6 |HOMI cable 1023455 809739 565394  23985.88 ] Product
7 'smartphone case 6112.45 5063.02 375075 14926.22 0] Quantity I
. . 8 |USB car charger 11579.44 731442 586136 2435492 Nets
e In the PivotTable Fields task 9 Grand Total 31977.38 2456567 1719327 7373632 O Promotion
. 10 Advertisement v
pane’ drag the ﬁel'd that you 1; Drag fields between areas below:
want to add and drop the I Y Fites
. . . 14
field in either the Rows box -
16 - f=|
or the Columns box. = Rows  Valus
Product - Sum of Net § b
18
19
- Sheet! | Orders @® « CE— » LSS UpINE
Ready BH @D B -——+ 10%
© Excel adds the field to the Rows A c > . .
1 PivotTable Fields ~ X
or Columns box. 2 PR -
3 |SumofNet$  Colum@Labels [~
. ’ : 4 - Blog network Blog network Total -Search Search pei
0 Excel adds the field's unique 5 |Rowlabels [-|1Freewith10  Extra Di Lhreewith1o | .
: ’ 6 [Earbuds l 2610.72 1440.22 4050.94 2307.6¢ e
Val'ues to the P1V0tTabl'e S rOW Or 7 HDMI cable B 5224.56 5009.99 10234.55 3622.74 %;:’:“; I
8 'Smartphone case 3148.11 2964.34 6112.45 2346.08 Nets
CO l'umn area' 9 |USB car charger 6464.64 5114.8 11579.44 3760.68 [/] Promotion
10 |Grand Total 17448.03 14529.35 31977.38 12037.19 Advertisement v
1; Drag fields between areas below:
13 T Filters 1l Calumns
14 Advertisement ¥
15 Promotion - 0
16 = Rows T Values
17 Product bl Sum of Net § -
18
19
an
Sheet! | Orders ® « C— » Defer Layout Update
Ready B @ m - —+ 110%

Can I change the field positions within the row or column area?

Yes. After you add a second field to the row or column area, you can change the field positions to
change the PivotTable view. In the PivotTable Fields task pane, use the Rows or Columns box to click
and drag the button of the field you want to move, and then drop the field above or below an existing
field button.

Can I only add two fields to the row or column area?
No, Excel does not restrict you to just two fields in the row or column area. Depending on your

data analysis requirements, you are free to add three, four, or more fields to the row area or to the
column area.
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Add Multiple Fields to the Data Area

Excel enables you to add multiple fields to the PivotTable’s data area, which enhances your
analysis by enabling you to see multiple summaries at one time.

Suppose you are analyzing the results of a sales campaign. A basic PivotTable might show you
the sum of the Quantity sold. You might also be interested in seeing the net dollar amount
sold. You can do that by adding the Net $ field to the data area, as shown in the example in
this section. You can use either of the techniques in this section to add multiple fields to the
data area.

Add a Field to the Data Area s | = c o C ER ] & .

PivotTable Fields e

With a Check Box 2 Choose fields to add to report &
&mmm Labeke [ -
Row Labels - Blog network  Search Social media Grand Total =

. L e £
4
Cl]Ck a Cell W1th] n the 5 Earbuds 555 562 322 1439 [ Date -
. [/ Product.
6 HDMI cable 719 587 402 1708
PivotTable o
° 7 Smartphone case 546 460 338 1384 S
8 USB car charger 1596 1012 752 3360 [ promotion
9 Grand Total 3416 2621 1814 7851 4] Advertisement -
w Drag fetds between arcas below:
1
12 T Fitters 1l Columns
13 Advertisement hat
14
15 = Rows = values
16 Progua = |[sum of auanty_ =
17
- Sheet1 | Orders @ « EEEEe————— Defer Layset Update!
Ready @ iii] M - —a—+ 12m

e Select the check box of the field A ) c b £

PivotTable Fields v

:
you want to add to the data area |: ETIR < -
—— 3 Column Labels -]
(l_‘ Cha ngeS tO a ) . G -Blog network Search Social m = A
5 Row Labels - Sum of Quantity Sum of Net$ Sum of Quantity Sum of Net$ Sum of [ Dete a
. 6 |Earbuds 555 4050.94 562 4091.14 A Product
o Exce'- addS the ﬁe'-d to the Va lues 7 HDMI cable 719 10234.55 587 8097.39 ::r;m I
8 Smartphone case 546 6112.45 460 5063.02 [ Promotion
box . 9 USB car charger 1596 11579.44 1012 7314.12 [/] Advertisement hd
10 Grand Total 3416 31977.38 2621 24565.67 e T e e
© Excel adds the field’s data to the | Y b W caumes
PivotTable’s data area. = ST

- = Rows T Values

Product ~ | |[sum of Quantity _+
sumofNets |
17
= v

Defer Layout Update

Sheet1 | Orders ® « C— >
Ready i O -———— = 120%
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.
A B C D E F =
Add a Field to the Data Area R S— e = &
o
b Dra '|n 2 Choose fields to add to report: &~
y Uragging &@!cm" Labels |- -
. A . 4 Rowlabels - Blognetwork  Search Social media Grand Total
0 Click a cell within the PivotTable. * otk St e K
6 HDMI cable 719 587 402 1708 :“’"'::‘y
i
3 1 7 |Smartphone case 546 450 338 1344 O Nets
e In the P1V0tTable F1elds taSk 8 USB car charger 1596 1012 752 3360 !_IPrim tien
pane drag the ﬁeld you want 9 Grand Total 3816 2621 1814 7851 [ Advert zment -
r 10
. . Drag fieids betiy
to add and drop the field in the u ‘o
Values box. i3
15 = Rows
16 Product
17
v
7 _Sheet] | Orders ® « C— > Cremillyret
Ready i} O - ——4——+ 120%
i A B C D E =2
© Excel adds the field to the —— b e - =
PivotTable’s data area. > T . -
3 |column Labels |- — 5
4 Blog network Search Socialm
5 Rowlabels |- Sumof Quantity Sum of Net$ Sum of Quantity Sumof Net$ Sumof || L[] Dw= -
& Earbuds 555 4050.94 562 4091.14 4 Product
Quantity
7 HDMI cable 719 1023455 587 8097.39 S
8 Smartphene case 546 6112.45 460 5063.02 1 Promotion
9 USB car charger 1596 11579.44 1012 7314.12 4] Advertisement 2
10  Grand Total 3416 31977.38 2621  24565.67 gt
" rag fields between areas below:
12 Y Filters NI Columns
= acwetisement ¥ | &
b S vaues v ¥
15 = Rows T Values
6 [ Product =] |[ sum of Quantity ~
Sum of Net § hdl
17
- v
Sheetl | Orders @ < C— » el
Ready i [ p——

Why does Excel add a Values button to the Columns box?

When you add a second field to the data area, Excel moves the labels (for example, Sum of Quantity and
Sum of Net $) into the column area for easier reference. Excel also adds a Values button in the Columns box
of the PivotTable Fields task pane to enable you to pivot the values within the report. For more
information, see the following section, “Move a Field to a Different Area.”

Can I add only two fields to the data area?

No, Excel does not restrict you to just two fields in the data area. You are free to add three, four, or more
data fields to enhance your analysis of the data.
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Move a Field to a Different Area

PivotTable is not a static collection of worksheet cells. You can move a PivotTable’s fields

from one area of the PivotTable to another. This enables you to view your data from different
perspectives, which can help you analyze the data. Moving a field within a PivotTable is called
pivoting the data.

The most common way to pivot the data is to use the PivotTable Fields task pane to move fields
between the row and column areas. However, you can also pivot data by moving a row or column
field to the filter area.

\ Move a Field to a Different Area \

.
A B C D E & )
Move a Field Between the Row B S— orTable Fidde <
and Column Areas : Choowiedtosdtompors [
. . . . ‘HSum of Net $ IColumn Labels |-
o Click a cell within the PivotTable. 4 Rowlabels |- 1Freewith10  Extra Di Grand Total st A
5 Earbuds 6114.99 435431  10469.3 [] Dste a
Click and drag a Columns field 6 HDMI cable 12140.7 1184518  23985.88 g"‘"“t"
uanti
. . . 7 |Smartphone case 7565 7361.22 14926.22 Nﬂsty
button and drop it within the 8 USB car charger 13216.77 1113815  24354.92 2] Promotion
9 Grand Total 39037.46 34698.86  73736.32 [ Advertizerent v
Rows box. o
Drag fields between areas below:
11
2 ¥ Fiters 1 Columns
13 Promotion -
14
15 = Rows 3 Values
Product Si f Net § -
i Sheetl | Orders @ « C— > DElsycuRUpdate
Ready H B -—a—+ 120%
. .
Excel displays the field’s values A B c D E &
o L. play B PivotTable Fields v
Wlth]n the row area. 2 Choose fields to add to report: &b -
3 |Row Labels ~|Sum of Net § Seareh ye
You can also drag a field button 4 SEarbuds 10469.3
1 Free with 10 6114.99 [ Date a
from the Rows box area and drop Extra Discount 4354.31 2 P I
Quantity
. i =/ HDMI cable 23985.88
Net §
it W]th]n the CO[UITII’IS bOX. 1 Free with 10 12140.7 [ Promotion
Extra Discount 11845.18 [ Advertisement v
SSmartphone case 14926.22 Drag fields between areas below:
1 Free with 10 7565
Extra Discount 736122 T Fiters W Columns
=IUSB car charger 24354.92
1 Free with 10 13216.77
Extra Discount 11138.15 = Fows # Values
Grand Total 73736.32 Produd | [LSumcfNets T
Promotion. .
17
i Sheet1 | Orders @® « oE— » CamloEn s
Ready H B - ——+ 120
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Move a Row or Column Field
to the Filters Area

@ Click a cell within the PivotTable.
Q Click and drag a field from the

Rows box and drop it within the
Filters box.

© Excel moves the field button to
the report filter.

You can also drag a field button
from the Columns box and drop it
within the Filters box.
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A B C
]
2
‘ »Eum of Net$ .Cnlumn Labels -

4 Row Labels ~ Blog network Search

5 =Earbuds 4050.94 4091.14
6 1 Free with 10 2610.72  2307.69
7 Extra Discount 1440.22 1783.45
8 | =HDMlI cable 10234.55 8097.39
9 1 Free with 10 5224.56 3622.74
10 Extra Discount 5009.99 4474.65
11 =Smartphone case 6112.45 5063.02
12 1 Free with 10 3148.11 2346.08
13 Extra Discount 2964.34 2716.94
14 = USB car charger 11579.44 7314.12
15 1 Free with 10 6464.64 3760.68
16 Extra Discount 5114.8 3553.44
17 Grand Total 31977.38 24565.67
N Sheetl | Orders ®

Ready

Social media
2327.22
1196.58
1130.64
5653.94

3293.4
2360.54
3750.75
2070.81
1679.94
5461.36
2991.45
2469.91

17193.27

Grand Total
10469.3
6114.99
4354.31

23985.88
12140.7
11845.18
14926.22
7565
7361.22
24354.92
13216.77
11138.15
73736.32

PivotTable Fields v

Choose fields to add to report: & -

Search p

[ Date a

Product

[ Quantity

Net$

Promation

Advertisement v

Drag fields between areas below:

T Fiters 1l Columns
Prnm%nn isement il

Values

Sum of Net $ ~

= |
= was'

Defer Layout Update

0 -—a— 2%

A C
Promotion (All) -
2
3 |Sum of Net $ .Cnlumn Labels -
4 Row Labels ~ Blog network Search
5 Earbuds 4050.94 4091.14
6 HDMI cable 10234.55 8097.39
7 |Smartphone case 6112.45 5063.02
& USB car charger 11579.44 7314.12
9 Grand Total 31977.38 24565.67
10
11
12
13
14
15
16
17
B Sheetl | Orders ®
Ready

2327.22
5653.94
3750.75
5461.36
17193.27

Social media Grand Total

10469.3
23985.88
14926.22
24354.92
73736.32

PivotTable Fields v

Choose fields to add te report: & -
Search Je
[] Date a
Product
[ Quantity
Net §
Promation
Advertisement v
Drag fields between areas below:
T Fiters 1l Columns
Fromotion v | |[Advertisement
= Rows T Values
Product -] [sumofmets =
Defer Layout Update

M -——4——+ 120%

Can I move a field to the PivotTable’s data area?
Yes. You can move any row, column, or filter field to the PivotTable’s data area. This may seem strange
because row, column, and page fields are usually text values, and the default data area calculation is

Sum. How can you sum text values? You cannot, of course. Instead, Excel’s default PivotTable summary
calculation for text values is Count. For example, if you drag the Promotion field and drop it inside the data
area, Excel creates a second data field named Count of Promotion.
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Group PivotTable Values

'I'o make a PivotTable with a large number of row or column items easier to work with, you can
group the items together. For example, you can group months into quarters, thus reducing the
number of items from twelve to four. A report that lists dozens of countries can group them by
continent, thus reducing the number of items to four or five, depending on where the countries are
located. If you use a numeric field in the row or column area, you may have hundreds of items, one
for each numeric value. You can improve the report by creating just a few numeric ranges.

0 Click any item in the numeric A B

field that you want to group. >

3 Sum of Quantity Column Labels -

4 Row Labels - 1Free with 10

6 533.65
7 577.82
8 $82.96
9 $85.47 1
10 $100.95
11 $119.70 22
12 $129.70
13 $131.67 22
14 $134.60
15 $141.33
16 $149.71 11
17 $155.40 44

Sheetl | Orders (C]

Ready

3
5
6
8
30

10

40
21

Extra Discount Grand Total

3
5
6
8
11
30
22
10
22
40
21
11
44

+ CEEE——

PivotTable Fields T
Choose fields to add to report: & -
Search

A
[ Date a
[ Product

[/] Quantity

Net$

Promotion

[ Advertisement v

Drag fields between areas below:

T Fitters 1l Columns
Promation -

= Rows % Values

Net § = | | Sum of Quantity ~

Defer Layout Update

H M -—a—+ 120%

@ Click the PivotTable Analyze tab.

AS v S| 2019

A B

Sum of Quantity Column Labels |-

@ Avtossve @HD) T2 Summer Sales Promosx.. - Saved +

P search (Ak+Q

File  Home Insert Draw Pagelayout Formulas Data  Review

€@ Click Group Field (f7)). E | oot | Btsior

PivotTabj tive | 28 Ungroup S Insert Timeline
v Group Field [
Group itter

Refresh Chan
- o

1
2

3

4 Rowlabels - 1Freewith10  Extra Discount Grand Total
5 [$20.19 3

6 |533.65 5

7 |$77.82 [

8 |¢82.96 8

9 |$85.47 11

10 |$100.95 30

11 $119.70 22

k[ P

geData  Actions | Calculations  PivotChart Recommended ~ Show
ree . "

pivotTable Analyze  Design

Paul M @ ® £ - a ®
= Comments
fip 7 &8

PivotTables

Toals

-
| PivotTable Fields Voo

Choose fields to add to report: & -

Drag fields between areas below:

Y Filters Il Columns
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The Grouping dialog box appears. Grouping ? X
0 Type the starting numeric value. e
O Alternatively, click Starting at (| changes Starting at: _04
to @) to have Excel use the minimum value Ending at: 22000
of the numeric items as the starting value. By: gm@
e Type the ending numeric value.
Cancel
© Alternatively, click Ending at ([_| changes
to @) to have Excel use the maximum value 3 |Sum of Quantity Column Labels |~
of the numeric items as the ending value. 4 Row Labels - |1 Free with 10 Extra Discount Grand Total
5 |0-200 | 187 203 390
Q Type the size that you want to use for each 6 |200-400 429 430 859
grouping. 7 |400-600 638 619 1257
8 |600-800 363 286 649
0 Click OK. 9 800-1000 440 791 1231
&»1000-1200 473 632 1105
11 |1200-1400 429 293 722
12 |1400-1600 473 120 593
13 |1600-1800 110 254 364
14 |1800-2000 132 274 406
15 |2000-2200 275 275
@ Excel groups the numeric values. 16 o B S

How do I group date and time values?

Click any item in the date field that you want to group. Click the PivotTable Analyze tab and then click
Group Field. In the Grouping dialog box, type the start date or time and the end date or time. In the By
list, click the type of grouping that you want, such as Months or Quarters. Click OK.

How do I group text values?

You must create custom groups. Begin by selecting the items that you want to include in a group. Click the
PivotTable Analyze tab and then click Group Selection. Click the group label, type a new name for the
group, and then press (Z.1-"]. Repeat for each custom group that you want to create.
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Apply a PivotTable Filter

By default, each PivotTable displays a summary for all the records in your source data. However,
there may be situations in which you need to focus more closely on some aspect of the data.
You can focus on a specific item from one of the source data fields by taking advantage of the
PivotTable's filter field.

For example, suppose you are dealing with a PivotTable that summarizes data from a sales promotion
by showing the net amount sold by product and promotion. To break down this summary by
advertisement, you could add that field to the filter area.

| Apply a PivotTable Filter

Apply a Report Filter 1 mwn ' ~Q ° : I PivotTable Fields o
3 3 2 | | Choose fields to add to report: &~
o Add a field to the Filters box. e e . ! .
. . 4 Rowlabels - 1Freewith10 ExtraDiscount Grand Total
e Click the drop_down arrow (') in 5 Earbuds 6114.99 435431 104603 (] Dste .
. . 6 |HDMI cable 12140.7 1184518  23985.88 4 Product
the filter field. 7 smartphone case 7565 7361.22  14926.22 Eﬁ:i";w
8 |USB car charger 13216.77 1113815  24354.92 4 Promation
9 Grand Total 33037.46  34698.86  73736.32 ) Advertisement .
:? Drag fields between areas below:
12 T Fiters 1l Columns
13 &Adwemssmem ~ | |[Promation ~
14
15 = Rows Z Values
16 Product bl Sum of Net § b
17 .
| Sheett | orders ® « —— » LlgErliing
Ready [ B @ ———t 120%
E.xcel d.1splays a list of the report F D e e F ke - x
ﬁltel’ ﬁel.d ValueS. 2 |:_ Search Pel Choose fields to add to report: & -]
3 |Sun (A
. . Blog network search e}
e Click the item that you want to s o S 0 e o A
use as a filter. 6 [HDI 11845.18  23985.88 E""’"“d_
: 7 sme 736122 14926.22 T
. 8 US_E L 11138.15 24354.92 [4 Promation
O If you want to display data for o (cra saessse 7373632 & Avertsement s
two or more report filters, click &G“"“M“"i“‘”‘“‘ R ———
. — 12 — e lumns
Select Multiple Items (|| T S .
change to @). Repeat step 3 to i = e = Vo
select the other filters. 16 P e —
. Sheetl | Orders ® « o—— » ‘ byl
a Cth OK. Reacy 3 B B M -———+ 120%
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© Excel filters the PivotTable to A B D £ Al ‘ .
. 1 | Advertisement Blog network  |r 4 PivotTable Fields
show only the data for the item 2 Chace ettt epor [&-
3 |Sum of Net $ Column Labels |-
that you selected. e e T A
5 | Earbuds 2610.72 1440.22 4050.94 [ Date a
0 The filter field drop-down 6 HDMI cable 5224.56 5000.99 10234.550 A Product
7 |Smartphone case 3148.11 206434  6112.45 2::”5“’
arrow (") Changes to the 3 USB car charger 6464.64 51148 11579.44 4] Promotion
. 9 Grand Total 17448.03 14529.35 31977.38 Advertisement Y,
Filter button (-r)). 1
o 11 Drag fields between areas below:
12 T Filters Il Columns
13 Advertisement ~ | | [Fromation -
14
15 = Rows 2 Values
16 Product A Sum of Net § -
17 .
Sheet] | Orders @ « C— » Pl
Ready B @ O -—— 12
i A B D E al ‘
Remove the Fllter 1 |Advertisement Blog network J% PivotTable Fields - *
: : > 2 Search g Choose fields to add to report: &~
Click the Filter button (-r]) in = W"ﬂ - -
the report ﬁl_ter ﬁeld. 4 Row _'2‘”“:‘“’“ Extra Discount Grand Total o A
5 (Earl L eomedis 1440.22  4050.94 Dm -
. . 6 |HDI 5009.99  10234.55 ] Froduct
Excel displays a list of the report |7 s 26434 611285 ) gy I
J . 8 |USE 5114.8  11579.44 [4] Promoti
filter field values. s Tenl T emas amma Efrmsrenli 7.
10 [0 Select Multiple ltems
.i kA . 1 ey Drag fields between areas below:
e Cl ¢ u 12 % e : T Filters 1l Columns
. 13 Advertisement - Promotion x
€@ click OK. "
15 = Rows E Values
. Product h Sum of Net § -
Excel removes the filter from the | .
P-ivot'l'ab le Sheet! | Orders @ « C—— > DEElmnls
. Ready B B o - —a——+ 2m
Can I add multiple fields to the filter area?
Yes. This enables you to apply multiple filters to the data. For example, suppose you have a PivotTable that
summarizes sales promotion data by showing the total amount sold for each product, and that you have a
filter field with Advertisement data that enables you to isolate the sales by product for a specific type of
advertising used in the promotion. You could extend your analysis to look at the advertisement-specific
sales by product for individual promotions.
To do this, add the Promotion field as a second field in the Filters box and then follow the steps in this
section to choose a specific advertisement and a specific promotion. It does not matter which order the
fields appear in the filter because the filtering comes out the same in the end.
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CHAPTER 13

Analyzing Data

You can get more out of Excel by performing data analysis, which is the
application of tools and techniques to organize, study, and reach conclusions
about a specific collection of information. In this chapter, you learn data
analysis techniques such as sorting and filtering a range, setting validation
rules, and using subtotals and conditional formatting.

Student Grades.xs = Saved ~ £ search (Alt+Q)

3 Aucsave @D B

File

9~ &
M-

Clipboard 5

Calibri ~ 15 -
(B] 7 uv & w
4 A

Undo Font

Al v i fx studentiD
1 |StudentID Grade
64947 @ 82
69630 () 66
18324 @ 52
89826 @ 94
63600 @ 40
25089 () 62
89923 (@ 88
13000 () 75
16895 () 66
24918 () 62
45107 (71
64090 @ 53
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Sort a Range or Table

You can make a range or table easier to read and analyze by sorting the data based on the values
in one or more columns.

You can sort the data in either ascending or descending order. An ascending sort arranges the
values alphabetically from A to Z, or numerically from 0 to 9; a descending sort arranges the values
alphabetically from Z to A, or numerically from 9 to 0.

Sort a Range or Table

o Click any cell in the range
you want to sort.

& Avesae @00 B

File  Home Insert Draw Page layout Formulas Data

Customer Data.xlsx =

£ search (alt+Q)

ew  Help

Fau\M& @ &

o

x

= Comments

. 332 DY g@eE Yl #i%EBE
e resh z iter 1< " o at-lf  Forecast Outline
e Click the Data tab. S R | o omma T RS PR D et B et fos 04
Get & Transform Data Queries & Connecti. Data Types Sort & Filter Data Tools Forecast it v
€© Click Sort (7). ] e -
A B C D E F G -

1 R e

Address

Postal Code

Franchi SpA. Via Monte Bianco 34 Torino 10100 Italy
3  COMMI Comércio Mineiro Av. dos Lusiadas, 23 Séo Paulo SP 05432043  Braazil
4 ALFKI Alfreds Futterkiste Obere Str. 57 Beriin 12209 Germany
s BSBEV B's Beverages Fauntieroy Circus London EC2 5NT UK
6 QUEDE Que Delicia Rua da Panificadora, 12 Rio de Janeiro RJ 02389-673  Brazil
7 ISLAT Island Trading Garden HouseCrowther Way  Cowes Isle of Wight  PO317PJ UK
s BERGS Berglunds 8 Luled $§-958 22 Sweden
3 SANTG Santé Gourmet Erling Skakkes gate 78 Stavern 4110 Norway
10 PARIS Paris spécialités 265, boulevard Charonne Paris 75012 France
11 SPLIR Split Rail Beer & Ale P.0.Box 555 Lander wYy 82520 USA
12 CONSH Consolidated Holdings Berkeley Gardens12 Brewery London WX186LT UK
12 ROMEY Romero y tomillo Gran Via, 1 Madrid 28001 Spain
14 SUPRD Suprémes délices Boulevard Tirou, 255 Charleroi B-6000 Belgium
15 QUEEN Queen Cozinha Alameda dos Canarios, 891 S#o Paulo 8P 05487-020  Brazil
16 CENTC Centro comercial Moctezuma  Sierras de Granada 9993 México D.F 05022 Mexico |
Customers @ e e e »
Ready =] ————+ 100%
The Sort dialog box appears. Sort SRR

O Click the Sort by ~ and then &—I—aﬂd level | X Delete Level | [ Copy Level ‘ Options.. © Wy data has headers

click the field you want to Column Sort On Order

use for the main sort level. Sortby = 4 I <] [atez B 5)
Customer ID

Click the Order - and then i_ﬁ;‘,ﬂi:""am

click a sort order for the field. -
Postal Code

To sort on another field, click o

Add Level. contactTitle ,
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() Excel adds another sort level. sert T

Click the Then by - and then click +asdted | X peletetevet | [3copytevt | Options.. @ My data has headers
the field you want to use for the cowmn serton Draer

Sertby | Country ~ || Cell Values w | AtoZ ~
sort level.. &- Then by | city wdk lugs ~| |Aatoz V<0
. . QP'TM“W Company Name W | Cell Values vi|[ |[AtoZ ~
e Click the Order - and then click a
sort order for the field.

9 Repeat steps 6 to 8 to add more

rt l l d d Cancel
Sort Levels as needed. —
A B C D E [ G Al
@ Click OK l
. > leacTu  |Cactus Comidas paralevar  Cerito 333 Buenos Aires 1010 Argentina
3 OCEAN Océano Atldntico Ltda. Ing. Gustavo Moncada 8585Pis: Buenos Aires 1010 Argentina
4 RANCH Rancho grande Av. del Libertador 800 Buenos Aires 1010 Argentina
5 ERNSH Emst Handel Kirchgasse 6 Graz 8010 Austria
s PICCO  Piccolound mehr Geishveg 14 Salzburg } 5020 Austria
7 MAISD Maison Dewey Rue Joseph-Bens 532 Bruxelles 8-1180 Belgum
8 SUPRD Suprémes délices Boulevard Tirou, 255 Charleroi B-5000 Belgium
5 GOURL Gourmet Lanchonetes Av. Brasil, 442 Campinas  SP 04876.785  Brazl
10 WELL Welington Importadora Rua do Mercado, 12 Resende sP 08737-363  Brazil
11 HAMAR Hanari Cames Rua do Paco, 67 Rio de Janeiro RJ 05454-876  Brazil
12 QUEDE Que Delicia Rua da Panificadora, 12 Rio de Janeiro RJ 02380673 Brazil
13 RICAR Ricardo Adocicados Av._Copacabana, 267 Riode Janeiro RJ 02389800  Brazil
14| COMMI Comércio Mineiro Av. dos Lusiadas, 23 SaoPado  SP 05432.043  Brazil
15 FAMIA Familia Arquibaldo Rua Ords, 92 840 Paulo SP 05442030  Brazil

16 QUEEN Queen Cozinha Alameda dos Canarics, 891  Sao Paulo SP 05487020  Brazil
: >

Customers ®
© Excel sorts the range. 6 r@ = o

Is there a faster way to sort a range? How do I sort a range using the values in a row
Yes, as long as you only need to sort your range | instead of a column?
on a single column. First, click in any cell Excel normally sorts a range from top to bottom based
inside the column you want to use for the sort. | on the values in one or more columns. However, you can
Click the Data tab and then click one of the tell Excel to sort the range from left to right based on
following buttons in the Sort & Filter group: the values in one or more rows. Follow steps 1 to 3 to
: : display the Sort dialog box. Click Options to display the
2l Click for an ascending sort. SorF’: Oxp/)tions dialog ng, select the l;ort left to rgglft
Zl  Click for a descending sort. option (C) changes to @), and then click OK.
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Filter a Range or Table

You can analyze table data much faster by only viewing those table records that you want to work
with. In Excel, this is called filtering a range.

The easiest way to filter a range is to use the Filter buttons, each of which presents you with a list of
check boxes for each unique value in a column. You filter the data by activating the check boxes for
the rows you want to see. If you have converted the range to a table, as described in Chapter 11, the
Filter buttons for each column are displayed automatically.

Filter a Range or Table

. .
D]Splay the F] lter BUttOﬂS @ AutoSave [ Customer Datalsx - P search (Alt+Q) i @ @ £ - 0 x
Note: If you are ﬁlter-ing a table’ File ~ Home Insert Draw Pagelayout Formulas Data ien  Help = Comments
. . P -] |— [nc] A ? EE = BB | =
& [ & [ , § ?
you can Sk]p d] rECtly to the Get BB Iigfr::h 5| @ @ oz set Filter B Textta B =8 What-If Forecast | Outline
ups ” . Datav Alv [ Stocks  Cunmencies [z AL @ Advanced | Columns =¥ o (f | Anabysizv  Sheet -
(=] - =10
Filter the Data” subsection. - .
. . . A2 v i fx|| FRANS ~
@ Click inside the range. - . . 5 . : . .
1 il Customer ID  Company Name Address Region Postal Code
: [FRANS Franchi Sp.A. Via Monte Bianco 34 Torino 10100 ftaly Paolc
o Cth the Data tab‘ 3 | COMMI Comércio Mineiro Av.dos Lusiadas, 23 S&o Paulo SP 05432-043  Brazil Pedr
4 |ALFKI Alfreds Futterkiste Obere Str. 57 Berlin 12209 Gemmany  Mariz
1 3 5 [BSBEV B's Beverages _Fauntleroy Circus “London EC2 5NT UK Victo
e Ch Ck F.I l'ter (?) M 6 QUEDE Que Delicia Rua da Panificadora, 12 Rio de Janeiro RJ 02389673  Brazil Berne
7 ISLAT Island Trading Garden HouseCrowther Way Cowes Isle of Wight PO317PJ UK Helel
& BERGS Berglunds snabbkop Berguvsvigen 8 Lulea S95822  Sweden  Chri
3 |SANTG Santé Gourmet Erling Skakkes gate 78 Stavern 4110 Nonway Jonas
10 PARIS Paris spécialités 265, boulevard Charonne Paris 75012 France Marie
11 |SPLIR Split Rail Beer & Ale P.O. Box 555 Lander WY 82520 USA Art Bi
12 | CONSH Consolidated Holdings Berkeley Gardens12 Brewery London WX18LT UK Elwza!

() Excel adds a Filter button () to
each field.

1
. 2 Franchi Sp.A. Via Monte Bianco 34 Torino 10100 Italy
Filter the Data 3 COMMI Comércio Mineiro Av.dos Lusiadas, 23 SioPauo  SP 05432043 Brazil Pedr
4 |ALFKI Alfreds Futterkiste Obere Str. 57 Berlin 12209 Germany  Marni.
o Cljck - for the ﬁel_d you Want to 5 BSBEV B's Beverages Fauntleroy Circus London EC2 5NT UK Victo
6 QUEDE Que Delicia Rua da Panificadora, 12 Rio de Janeiro RJ 02389-673  Brazil Bern;
use as the filter. 7 ISLAT Island Trading Garden HouseCrowther Way  Cowes Isle of Wight PO317PJ UK Hele
& BERGS Berglunds snabbkop Berguvsvagen 8 Lulea S-958 22 Sweden Chris
g |SANTG Santé Gourmet Erling Skakkes gate 78 Stavern 4110 Norway Jﬂna{
10 PARIS Paris spécialités 265, boulevard Charonne Paris 75012 France Marie
11 | SPLR Split Rail Beer & Ale P.0. Box 555 Lander wy 82520 USA Art Bl
12 | CONSH Consolidated Holdings Berkeley Gardens12 Brewery London WX16LT UK Elizal
13 ROMEY Romero y tomillo Gran Via, 1 Madrid 28001 Spain Aleja(
14 SUPRD Suprémes délices Boulevard Tirou, 255 Charlerol B-6000 Belgium  Pasc
15 | QUEEN Queen Cozinha Alameda dos Canarios, 891  Séo Paulo SP 05487-020  Brazil Luci ‘
16 |CENTC Centro comercial Moctezuma Sierras de Granada 9993 Meéxico D.F. 05022 Mexico Fran
17 |BLONP Blondel pére et fils 24, place Kléber Strasbourg 67000 France Fréds
18 KOENE Kaniglich Essen Maubelstr. 90 Brandenburg 14776 Germany  Phili
| 12 [NORTS NnrthfSrmh South House300 Queensbridac London ! SW7 1RZ UK Simo v
Customers @® e — >
Ready 3 H B O - ———+ 100%
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() Excel displays a list of the unique values
in the field.

e Click the check box for each value you
want to see ([_| changes to @).

@ You can toggle all the check boxes on and
off by clicking Select All.

€@ Click oK.

B city

() Excel filters the table to show only
those records that have the field values

2 Franchi Sp A Via Monte Bianco 34 Torino 2l sorarz Paol
3 |COMMI Comércio Mineiro Av. dos Lusiadas, 23 8do Paulo SP 2| senzion Pedre
4 ALFKI Alfreds Fufferkiste Obere Sir. 57 Beriin Sort by Color Marie
5 BSBEV B's Beverages Fauntieroy Circus London i - Victo
5 QUEDE Que Delicia Rua da Panificadora, 12 Riode Janeiro RJ et > Ben
7 ISLAT Island Trading Garden HouseCrowther Way ~ Cowes Isle S Cicor Fitter From "Counts Heles
& BERGS Berglunds snabbkop Berguvsvagen & Luled e 5 | Chri
5 | SANTG Santé Gourmet Erling Skakkes gate 78 Stavern Toxt Eiters 3 | Jona
10 PARIS Paris spécialités 265, boulevard Charonne Paris Marie
11| SPLIR Split Rail Beer & Ale P.O. Box 555 Lander [ Art B
12 CONSH Consolidated Holdings Berkeley Gardens12 Brewery London a g‘g‘::‘:!’ | Elizal
13 ROMEY Romero y tomillo Gran Via, 1 Madrid ) i | Aleja
14 SUPRD Suprémes délices Boulevard Tirou, 265 Charlerol Dleslgium Pasc
15 | QUEEN Queen Cozinha Alameda dos Canarios, 891 880 Paulo &3\ Brazil Licia
16 CENTC Centro comercial Moctezuma Sierras de Granada 9993 Mexico D.F. 7 o Canads Fran
17 BLONP Blonde! pere et fils 24, place Kléber Strasbourg I ﬂw"::"‘ Fréde
15 KOENE Koniglich Essen Maubelstr 90 Brandenburg [ Philig
12 |NORTS South House300 O idat London LSimo v
Customers @ = 3 = ot | el »
Ready 8 o 10m
A [ € D 3 F [
[l customer IDIE Company Name B Address

COMMI Comércio Mineiro

Av. dos Lusiadas, 23 8é&o Paulo 8P 05432-043  Brazil

3
5 QUEDE Que Delicia Rua da Panificadora, 12 Rio de Janeiro RJ 02389.673  Brazil Bern:
11 SPLR Split Rail Beer & Ale P.O. Box 555 Lander wy 82520 UsA At B
yo u Sele Cted . 15 QUEEN Queen Cozinha Alameda dos Canarics, 891 SaoPauo  SP 05487.020  Brazil Licia
16 |CENTC Centro comercial Moctezuma Sierras de Granada 9993 México D.F 05022 Mexico  Fran(
20 FAMIA Familia Arquibaido Rua Oros, 92 SaoPauo  SP 05442.030  Brazil Aria €
o 24 TRADH Tradicio Hipermercados _ Av. Inés de Castro, 414 SaoPauo 5P 05634.030 _ Brazil Anab
o Excel‘ d1 S p l'ays the n u m ber Of reco rds 25 PERIC Pencles Comidas cldsicas  Calle Dr. Jorge Cash 321 México D.F. 05033 Mexico Guille
27 GOURL Gourmet Lanchonetes Av. Brasil, 442 Campinas  SP 04876.786  Brazil Andre
found. 29 MEREP  WMere Pailarde 431e St Lawrent Moniéel  Québec  H1J1C3  Canada Jean
31 |LILAS LILA-Supermercado Carrera 52 con Ave. Bolivar #6 Barquisimeto  Lara 3508 Venezuela  Carlo
. , . . 32 RANCH Rancho grande Av. del Libertador 300 Buenas Aires 1010 Argentina  Sergi
- 35 HILAA HILARION-Abastos Carrera 22 con Ave. Carlos So San Cristdbal  Tdchira 5022 Venezuela Carlo
o The ﬁel‘d S drop down h st d]SplayS a 35 |LINOD LINO-Delicateses Ave. 5 de Mayo Porlamar | de MargaritaNueva Espart 4980 Venezuela  Felip
ﬁ l.t s T 39 |WHITC White Clover Markets 305-14thAve SSuite 36 Seattle WA 96128 USA Karl
er icon () 4 HUNGC  Hunary Cayole Import Stare Cily Center Plaza516 Main St_Elgin oR o827 USA  Yos
42 RICAR Ricardo Adocicados Av. Copacabana, 267 Rio de Janeiro RJ 02389-890 Brazil Jane
. . |50 BOTTM  Botom-Dollar Markets 237 1 Bivdl BC T2F 8M4 12 L
e
To remove the filter, click the Data tab G fmnm | © 2 ;
37 0t 91 records found B i) m - 1 + 00
and then click Clear
(52; not shown).
Can I create more &mmgm T Custom AutoFilter P
icti i G Than...
SOphlSt‘l Cated f1 lterS? Greater Than Show rows where:
Y b . d Greater Than Or Equa\gu. Invoice Amount
es using a secon
4 y g - Less Than... |is greater than ar equalto | ‘3000 v |
technique called quick sl Less ThanOr Egus e ana Oor
~[4§157.25
4 3 523460 Between...
filters, which enables b | ~] | -
Top 10..
: : : §422.76
you to SpeC]fy Cnter]a 2545621 Above Average Use 7 to representany;mgle character
f ﬁ ld — Use * to represent any series of characters
or a field: Below Average
Custom Filter...

@ Click w for the field
you want to use as the filter.

o Click Number Filters.

e Click the filter you want to use.
@ Enter the value you want to use.

© click ok.

Note: If the field is a date field, click Date Filters; if the field is a text field, click Text Filters.
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Set Data Validation Rules

You can make Excel data entry more efficient by setting up data entry cells to accept only certain
values. To do this, you can set up a cell with data validation criteria that specify the allowed
value or values. This is called a data validation rule.

Excel also lets you tell the user what to enter by defining an input message that appears when the
user selects the cell. You can also configure the data validation rule to display a message when the

user tries to enter an invalid value.

Set Data Validation Rules

o Click the cell you want to restrict.
o Click the Data tab.
€@ Click Data Validation (=%).

The Data Validation dialog box appears.
O Click the Settings tab.

Click the Allow ~ and then select
the type of data you want to allow
in the cell.

G Click the Data - and then select the
operator you want to use to define the
allowable data.

0 Specify the validation criteria, such as
the Minimum and Maximum allowable
values shown here.

Note: The criteria boxes you see depend on
the operator you chose in step 6.
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File Home Insert Draw Pagelayout Formulas Data

[ENE [ ZTa| 2 =3 8 % i N
% E’} = @ [(g 2l - G . E &
G B g £ d g Sen  Fiter g o B % otk Forecst | Outine
Do P Stocks  Currencies 3| | & o [ Avane e !
Get & Transtorm Data  Queries & Con... Data Types Sort & Fitter Data Tools Forecast ~
Rate v Sk -
A B c D E F G H J K L M

Amortization Schedulexls - Saved 2 Paul M & ® & - a %
2 iew  Help © Comments

1 Loan Amortization

2
1 Loan Data

——

Period Payment Interest Principal

4 |Rate

5 Term 3
& Amount 10,000
7

8

9

10

Amortization

Ready [

1 $277.78  $0.00 -$277.78

$277.78  $0.00 -$277.78

-$277.78  $0.00 -5277.78

$277.78  $0.00 -$277.78

$277.78  $0.00 -$277.78

-$277.78  $0.00 -$277.78

$277.78  $0.00 -$277.78

(O} | »>
ii] e e Tl FOOK)

N e W

Data Validation I3 *

Settings  Input Message  Error Alert
Validation criteria

Allow:

[o01 4|
Maximum:
o2
Apply these changes to all other cells with the same settings
Clear All Cancel
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@ Click the Input Message tab. Data Vaidation T x
0 Make SLII'e the Show .input &Inpm Message  Error Alert
message when Cell is selected &n Show input message when cell is selected
. ‘When cell is selected, show this input message:
check box is selected (E3). Title
Interest Rate
@ Type a message title in the Title Input message:
Please enter the annual interest for the loan, which must be a
teXt bOX. percentage value between 1% and 2056
@ Type the message you want to s
display in the Input message
teXt bOX. Clear All ) 12 Cancel
@ Click OK. A TR D E F G H J K L M a
Loan Amortization I
Loan Data Period Payment Interest Principal

Rate ] 1 527778 $0.00 -5277.78
Term -$277.78 $0.00 -5277.78
Amount 10,(”! ko Q??JS 50.00 $277.78

N 7778 $0.00 $277.78
eawe b $277.78  $0.00 -$277.78

-$277.78  $0.00 -5277.78
-$277.78  $0.00 -5277.78

Excel configures the cell to
accept only values that meet
your criteria.

[T U PN
s |

~ or

() When the user selects the cell, Amortonton | @ T =
the input message appears. i e

TIPS

Can I configure the cell to display a message if How do I remove data validation from a cell?

the user tries to enter an invalid value? If you no longer need to use data validation on a

Yes. Follow steps 1 to 3 to open the Data Validation cell, you should clear the settings. Follow steps 1
dialog box, and then click the Error Alert tab. Make to 3 to display the Data Validation dialog box

sure the Show error alert after invalid data is and then click Clear AlL. Excel removes all the
entered check box is selected (@), and then specify | validation criteria, as well as the input message
the Style, Title, and Error message. Click OK. and the error alert. Click OK.
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Create a Data Table

f you are interested in studying the effect a range of values has on the formula, you can set up a
data table. This is a table that consists of the formula you are using and multiple input values for
that formula. Excel automatically creates a solution to the formula for each different input value.

Do not confuse data tables with the Excel tables that you learned about in Chapter 11. A data table
is a special range that Excel uses to calculate multiple solutions to a formula.

Create a Data Table

o Type the input values: B7 v 1%/ fx =PMT(B2/12,B3712,84) M
A B [ D E F G H J K a
To enter the values in a column, 1 |Loan Payment Analysis
start the column one cell down 7 InterestRate (Annual)  4.00%
3 Periods (Years) 5
and one cell to the left of the 4 Principal  $10,000
cell containing the formula, as : Monthly Payment
shown here. 7] [ is184.17)]
8 2.5%
. 3.0%
To enter the values in a row, . o
start the row one cell up and ﬂ 4.0%
. 12 4.5%
one cell to the right of the cell = s
containing the formula. 0 S
15 6.0%
16 Y
‘ Inter:st*taﬁble ‘ @ H | 3
e Select the range that includes the natosore @I T Losn payment iy Soved - 5 um® ® & - o0 x
]npl‘lt Val'ues and the formu"a‘ File Home Insert Draw Page Layout &E Review View Help = Comments.
i @2 B0 a0 VI GEge [Bm a
e Cth the Data tab. GitE BB Refr; siﬁis c@ : H :oi Filter 2 %tto 4 What-lf Forecast ~ Outline
Data~ [ vy o arenaes 5| A Y& Columns ¢ . (G  [|Analysisv| Sheet -
1 - i Get & Transform D... ' Queries & Co... Data Types Sort & Filter = Data T?ﬂ\s ~
ic at nalysis (7). Scencrio Manager..
A7 v S Goal Seek.. ~

© click Data Table. A 5 c o = ¢ o (@ e s

1 |Loan Payment Analysis

2 | Interest Rate (Annual) 4.00%

3 Periods (Years) 5

4 Principal $10,000

5

3 Monthly Payment

7 ($184.17)

3 2.5%

9 3.0% 0
10 3.5%

11 4.0%

12 4.5%

i3 5.0%

14 5.5%

15 6.0%

16 L]
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The Data Table dialog box appears. A ‘ T D E F G H
. 1 |Loan Payment Analysis
G Specify the formula cell you want to |, j;terest Rate (Annual)l  4:00%!
use as the data table’s input cell: 3 Periods (Years) 5
X . 4 Principal $10,000
If the input values are in a column, 5 e e—
enter the input cell's address in the  |° MD';“"V Payment bk S
. {7 ( 184.17' Row input cell: “
Column input cell text box. - 2 5% ol
If you entered the input values in a 190 :x _ cancel
row, enter the input cell’s address in | .. A 1 i '
the Row input cell text box. 12 45%
. 13 5.0%
o Click OK. 14 5.5%
15 6.0%
16
Interest Rate Data Table | ® 4 —
() Excel displays the results. s L (% v £l comoieran;
A B | C D E F G H
1 |Loan Payment Analysis
2 | Interest Rate (Annual) 4.00%
3 Periods (Years) 5
4 Principal $10,000
5
6 Monthly Payment
7 ($184.17)
g | 2.5%[ ($177.47)]
9 3.0% ($179.69)
10 3.5% (5181.92)
1 4.0% (5184.17)
12 4.5% (5186.43)
13 5.0%  (5188.71)
14 5.5% ($191.01)
15 6.0%  (5193.33)
16
Interest Rate Data Table | (O] d—

What is what-if analysis?

The technique called what-if analysis is perhaps the
most basic method for analyzing worksheet data.
With what-if analysis, you first calculate a formula
D, based on the input from variables A, B, and

C. You then say, “What happens to the result if

I change the value of variable A?”, “What happens
if I change B or C?”, and so on.

an error. Why?

When I try to delete part of the data table, I get

The data table results are created as an array formula,
which is a special formula that Excel treats as a unit.
This means that you cannot move or delete part of
the results. If you need to work with the data table
results, you must first select the entire results range
(B8:B15 in this section’s example).
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Summarize Data with Subtotals

(though you can use formulas and worksheet functions to summarize your data in various ways,

including sums, averages, counts, maximums, and minimums, if you are in a hurry, or if you just
need a quick summary of your data, you can get Excel to do most of the work for you. The secret
here is a feature called automatic subtotals, which are formulas that Excel adds to a worksheet

automatically.

Excel cannot apply subtotals to tables, so if your data is in table format, you need to convert it to a

range, as described in Chapter 11.

Summarize Data with Subtotals

o Click a cell within the range
you want to subtotal.

e Click the Data tab.
e Click Outline.
@ click Subtotal (7).
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Customer Product Unit Price  Quantity Discount Total
Alfreds Futterkiste Spegesild $12.00 2 25% $18.00
3 Alfreds Futterkiste Chartreuse verte 518.00 21 25%  $283.50
4 Alfreds Futterkiste Rossle Sauerkraut $45.60 15 25%  $513.00
5 Alfreds Futterkiste Vegie-spread $43.90 20 0%  $878.00
6 Alfreds Futterkiste Aniseed Syrup 5$10.00 6 0% $60.00
7 Alfreds Futterkiste Lakkalik&dri $18.00 15 0%  $270.00
8 Alfreds Futterkiste Raclette Courdavault $55.00 15 0%  $825.00
9 Alfreds Futterkiste Original Frankfurter griine SoRe $13.00 2 20% $20.80
10 Alfreds Futterkiste Grandma's Boysenberry Spreac $25.00 16 5%  $380.00
11 Alfreds Futterkiste Réssle Sauerkraut $45.60 2 0% $91.20
12 Alfreds Futterkiste Flgtemysost $21.50 20 0%  $430.00 o
Invoices ® D4 »
@ AutoSave B Invoicesxls: « Saved = O Search (Alt+Q) PaulM E ® & - u] X
fle  Home Inset Draw Pagelayout Formulas Data- 2 ew  Help © Comments
@BEEB7 g WIE VS GBS T g (e
BB e @ 7| Sont | Fiter Ttte B "5 Whotst Forecast | Outine
e B A~ [ Stocks - Cur A T Advanced | Columns S o [ | Analysis~ Sheet | ¥
Get & Transform...  Queries & Co.. Data Types Sort & Filter Data Tools Forecast
A2 v Jr | Alfreds Futterkiste 55 ZE -Eﬂ
" B c D Group Ungroup Subtols
i Customer Product Unit Price  Quantity Outline
2 |Alfreds Futterkiste Spegesild $12.00 2 25% $18.00
3 Alfreds Futterkiste Chartreuse verte $18.00 21 25%  $283.50
4 | Alfreds Futterkiste Rossle Sauerkraut $45.60 15 25%  $513.00
5 Alfreds Futterkiste Vegie-spread $43.90 20 0% $878.00
6 Alfreds Futterkiste Aniseed Syrup $10.00 6 0% $60.00
7 Alfreds Futterkiste Lakkalikari $18.00 15 0%  $270.00
8 | Alfreds Futterkiste Raclette Courdavault $55.00 15 0%  $825.00
9 | Alfreds Futterkiste Original Frankfurter griine SoRe $13.00 2 20% $20.80
10 Alfreds Futterkiste Grandma's Boysenberry Spreac $25.00 16 5%  $380.00
11 Alfreds Futterkiste Réssle Sauerkraut $45.60 2 0% $91.20
12 Alfreds Futterkiste Flatemysost $21.50 20 0%  $430.00 <
Invoices (O} N 3
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The Subtotal dialog box appears. R 7 »;

Click the At each change in At each change in: i

- and then click the column | Customer s 5
you want to use to group the Use function:

subtotals. sum ~]

Add subtotal to:

@ 1n the Add subtotal to list, click
the check box for the column you
want to summarize (|| changes

[_) Order Date
to @). (0 category
Note: Be sure to also deselect the @ Replace current subtotals

Page break between groups
check box for any column you do L) eage e
. B summary below data
not want to summarize (@ changes

to []). Bemo\re ~ Cancel
@ click OK. ?

T3]
g Customer Unit Price
2 |Alfreds Futterkiste Spegesild $12.00 2 25% $18.00
3 |Alfreds Futterkiste Chartreuse verte $18.00 21 25%  $283.50
4 | Alfreds Futterkiste Rassle Sauerkraut $45.60 15 25%  $513.00
o Excel_ ca[cu[ates the subtotals and 5 | Alfreds Futterkiste Vegie-spread $43.90 20 0%  $878.00
. 6 Alfreds Futterkiste Aniseed Syrup $10.00 6 0% $60.00
adds them into the range. 7 |Alfreds Futterkiste Lakkalikéri $18.00 15 0% $270.00
8 Alfreds Futterkiste Raclette Courdavault $55.00 15 0%  $825.00
: 9 | Alfreds Futterkiste Original Frankfurter griine SoRe $13.00 2 20% $20.80
o Excel‘ addS OUthne SymbOLS tO the 10 | Alfreds Futterkiste Grandma's Boysenberry Spreac $25.00 16 5%  $380.00
range 11 Alfreds Futterkiste Rossle Sauerkraut $45.60 2 0% $91.20
° 12 |Alfreds Futterkiste Flgtemysost $21.50 20 0%  $430.00
. 13 |Alfreds Futterkiste Escargots de Bourgogne $13.25 40 5%  $503.50
Note: See the next section, “Group ] 14 Altreds Futteridste Total s4,mm40
15 |Ana Trujillo Emparedados y hela Singaporean Hokkien Fried Me¢ $14.00 5 0% $70.00
Rel‘ated Data'" to I’earn more abOUt 16 |Ana Trujillo Emparedados y hela Camembert Pierrot $34.00 10 0%  $340.00
outlining in Excel. mcess | @ E— E
Do I need to prepare my worksheet to use Can I only calculate totals?
subtotals? No. The word subtotal here is a bit misleading
Yes. Excel sets up automatic subtotals based on data | because you can summarize more than just totals.
groupings in a selected field. For example, if you You can also count values, calculate the average of
ask for subtotals based on the Customer field, Excel the values, determine the maximum or minimum
runs down the Customer column and creates a new value, and more. To change the summary
subtotal each time the name changes. To get useful | calculation, follow steps 1 to 5, click the Use
summaries, you need to sort the range on the field function -, and then click the function you want
containing the data groupings you are interested in. | to use for the summary.
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Group Related Data

You can control a worksheet range display by grouping the data based on the worksheet formulas

and data.

Grouping the data creates a worksheet outline, which you can use to “collapse” sections of the sheet
to display only summary cells, or “expand” hidden sections to show the underlying detail. Note
that when you add subtotals to a range as described in the previous section, “Summarize Data with

Subtotals,” Excel automatically groups the data and displays the outline tools.

Create the OQutline

@ Display the worksheet you want
to outline.

@ Click the Data tab.
€ Click Outline.

@ Click the Group .
© click Auto Outline.

Note: The Auto Outline command will
be disabled if your data is in a table
format. To use Auto Qutline, you must
first convert your table to a range, as
described in Chapter 11.

() Excel outlines the worksheet
data.

() Excel uses level bars to indicate
the grouped ranges.

© Excel displays level symbols to
indicate the various levels of
detail that are available in the
outline.
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@ AvoSeve @I [ Budgetxioc- Saved - P Search (Alt+Q) pav @ $ 5 - 0 x
Fle Home Insert Draw Page Layout Data Review View Help © Comments
B ] A 5 =g & & d

B B2 & ufl v H 2 =
G BB e B Doz st R 2 Tetta B5 95w Outline
Data~ a3 Stocks  Cumencies 5| | & F Advanced | Columns £5 « [} | Anahyse et -
Get & Transtorm Data Gueries & Cannect. Data Types Sort & Filier Data Tools Forecast ~
i ; T SFR 2 ShowDetsi
. i G -
A | B ¢ D E F G H 4 Group | Ungroup Subtotal o
1 | an Feb Mar  1stQuarter  Apr May Jun Gu .
a 5
2 Sales 38 Group..
3 Division | 23500 23,000 24,000 70500 25100 25000 25400 AutoOutiine (000 24,000
4 Division I 28750 27,800 29,500 86050 31,000 30,500 30,000 ,500 31,000 29,500 29,500
Division IIl 24,400 24,000 25250 _ 73650 26,600 27,000 26750 _ 80,350 27,000 25250 25250
SALES TOTAL 76650 74800 78750 ' 230,200 82700 82500 82,150 ' 247,350  B4000 78,750 78750
7 Expenses
& Cost of Goods 6,132 5,984 6,300 ' 18,416 6,616 6,600 6572 | 19,788 6,720 6,300 6,300
9 Advertising 4,600 4200 5200 14000 5000 5500 5250 15750 5500 5200 5200
10 Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,200 6,300 2,100 2,100 2,100
11 Supplies 1,300 1,200 1,400 3,500 1,300 1,250 1,400 3,950 1,300 1,400 1,400
12 salaries 16000 16000 16500 48500 16500 16500 17,000 50,000 17,000 17,000 17,000
13 Shipping 14250 13,750 14,500 42,500 15000 14500 14,750 44,250 15,000 14,500 14,500
14 Utilities 500 600 600 1,700 550 600 650 1,800 650 600 600
15 EXPENSES TOTAL 44832 43,834 46600 ' 135316 47,066 47,050 47,722 '~ 141838 48270 47,100 47,100
16 GROSS PROFIT 31,768 30,966 32,150 4 94,884 35634 35450 34,428 5 105,512 35730 31,650 31,650
v
Budget ® e »
[] r x
e o : :
5 .
1z]3] A B & D E F 6 H | ] K
1 L Jan Feb Mar  1st Quarter  Apr May Jun  2ndQuarter  Jul Aug
2 Sales
3 Divisien | 23500 23,000 24000 70500 25100 25000 25400 75500 26000 24,000
-4 Divisien Il 28,750 27,800 29,500 86,050 31,000 30,500 30,000 91,500 31,000 29,500
© 5 Division I 24,400 24,000 25250 73,650 26,600 27,000 26,750 80,350 27,000 25,250
[=] & saesToraL 76,650 74800 78750 | 230,200 82700 82,500 82,150 ' 247,350 84,000 75,750
. 7 Expenses
8 Cost of Goods 6,132 5,984 6,300 @ 18416 6,616 6,600 6572 @ 19,788 6,720 6,300
9 |Advertising 4,600 4200 5200 14,000 5000 5500 5250 15750 5500 5200
10 Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 2,100 2,100
© 11 Supplies 1,300 1,200 1,400 3,900 1,300 1,250 1,400 3,950 1,300 1,400
12 Salaries 16000 16000 16500 48500 16500 16500 17,000 50,000 17,000 17,000
13 Shipping 14,250 13,750 14,500 42,500 15,000 14,500 14,750 44,250 15,000 14,500 4
1 emmeer—— >

! “B.Il-dgel @
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=

Using the Outline to Control the D

m WQ

Range Display z e E——— T O BT
. . 1 | san Feb Mar  1stQuarter  Apr May Jun  2nd Quarter  Jul Aug
@ Cclick a Collapse symbol (=) to hide 2 s
. . 3 D!v!s!onl 23,500 23,000 24,000 70,500 25,100 25,000 25,400 75,500 26,000 24,000
the range indicated by the level bar. é 5 [omden wico o a0 e e pow e  sse 700 0
6 SALES TOTAL 76,650 74,800 78,750 230,200 82,700 82,500 82,150 247,350 84,000 78,750
() You can also collapse multiple ranges 7 Eenses i L
X 8 Cﬂﬂuﬁlﬁ.und: 6,132 5984 6,300 18,416 6616 66800 6572 19,788 6720 6,300
that are on the same outline level by T FFEANTENTE 0 ECERTENTE o EECEET
clicking the appropriate level symbol. | Bl TEAETARTE - EERCENTE o BTN
13 Shipping 14,250 13,750 14,500 42,500 15,000 14,500 14,750 44,250 15,000 14,500 =
1 éu;gﬂ ‘ @ = = e e i 1_/”- — — e e »

( Excel collapses the range. ? -

—
: E 0 o—
. . F
w1 E A E F G H 1 J K L M N
o CI']Ck the Expand SymbOI' () tO vView 1 Quarter  Apr May Jun  2ndQuarter  Jul Aug Sep  3rd Quarter  Oct
the range again. 2 soee
3 Division | 0,500 25,100 25,000 25,400 75,500 26,000 24,000 24,000 74,000 26,00
{ 4 Division Il 6,050 31,000 30,500 30,000 91,500 31,000 29,500 29,500 90,000 32,00
3 5 Division Il 73,650 26,600 27,000 26,750 80,350 27,000 25250 25,250 77,500 28,00
@ You can also show multiple ranges B e R s R o
o . 7 Expenses
th at are 0 n th e Sa me 0 Utl'] n e level’ by 8 Cost of Goods 18,416 6,616 6,600 6572 19,788 6,720 6,300 6300 @ 19,320 6,88(
h 2 2 9 Advertising 14,000 5,000 5,500 5,250 15,750 5,500 5,200 5,200 15,900 4,50
clicking the appropriate level symbol. . et e ETERTEETE o ECEETEETE oo B
11 Supplies 3,900 1,300 1,250 1,400 3,950 1,300 1,400 1,400 4,100 1,25
12 Salaries 48,500 16,500 16,500 17,000 50,000 17,000 17,000 17,000 51,000 17,00
© 13 Shlpplng 42,500 15,000 14,500 14,750 44,250 15,000 14,500 14,500 44,000 15,75 5
Bu;gn ‘ @ I 4 G »

Do I have to prepare my worksheet before I can group the data?

Yes. Not all worksheets can be grouped, so you need to make sure your worksheet is a candidate for
outlining. First, the worksheet must contain formulas that reference cells or ranges directly adjacent to the
formula cell. Worksheets with SUM functions that subtotal cells above or to the left are particularly good
candidates for outlining.

Second, there must be a consistent pattern to the direction of the formula references. For example, a
worksheet with formulas that always reference cells above or to the left can be outlined. Excel will not
outline a worksheet with, say, SUM functions that reference ranges above and below a formula cell.
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Analyze Data with Goal Seek

f you already know the formula result you want but you must find an input value that produces
that result, you can use the Excel Goal Seek tool to solve the problem. You tell Goal Seek the final
value you need and which variable to change, and it finds a solution for you.

For example, you might know that, 18 years from now, you want to have $50,000 saved for a child’s
college, so you need to calculate how much to invest each year.

Analyze Data with Goal Seek

o Set up your worksheet model.

Note: See the first tip to learn more
about setting up a worksheet for
Goal Seek.

@ This model uses Excel's FV
function, which calculates the
future value of an investment
given an interest rate (cell C4),
investment period (C5), and the

amount deposited regularly (C6).

@ Click the Data tab.
€@ Click What-If Analysis (£3).
O Click Goal Seek.

232

@ Auviosave @I T2 College Fundixise - Saved =

§e)

e B ® H - 0 x

File Home Insert Draw Page Layout Formulas Data Review View Help 7 Comments
. f-tl % Calibri Ju oL == E] 2 9, [ Conditional Formatting ~ =] o
(el A == =
G pae B B I U~ A AN == Z=HEH> yymhe BFomatesTble- Cells | Editing
- Fiv o A == 9. [E7 Cell Styles ~ v "
Undo Clipboard Font [ Alignment [ Styles ~
cs v ' Jx| =Fv{ca,cs,ce) v
A B © | D E F G H J K &
i
College Fund Calculation
4 Interest Rate 5%
5 Period 18
6 Annual Deposit ]
7
8 College Fund m
9 v
Goal Seek @® H | »
Ready & oM ———8——+ 100%
@ Avtosave @) & College Fundixlse - Saved ~ LS v ® @ H - 0 x
File Home Insert Draw  Page Layout ta Review View Help 7 Comments

22 R° g g rOBYI@LER o
Get & B Refresh | @ z| Sort Filter 2 3 What-If |Forecast ~Outline
Data~ [ Al B Sieds  Cumencies = Al @ TO5v |Analysis| Sheet -

Get & Transform Data Queries & Connections Data Types Sort & Filter Scenaric Manager... ~

cs ~ i " Jx || =Fv(ca,cs,ce) Goal Seek.. v

A B © | D E F G H Data Table.. LK a

1

2 College Fund Calculation

3

4 Interest Rate 5%

5 Period 18

6 Annual Deposit ]

7

3] College Fund S0 |

9 v

Goal Seek @® < >

Ready

H M ——a——+ 10m%
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The Goal Seek dialog box a - ® o o
appears' File Home Insert Draw Page Layout Formulas % Review View Help 1 Comments
© click inside the Set cell box. Brr BT m O M| YE R B .
BB E o ! 2] 9 Outline
. ) o - < [ .

G Click the cell that contains the et Transtarm Data Queries & Connections ata s S Forecat v
formula you want Goal Seek to s |8 Fel e cs,ca) N
work with. T z - 2 . : “
Use the To value text box to type | College Fund Calculation ‘
the value that you want Goal . Interest Rate 95% i

. 5 Period 18 £
Seek to ﬁnd' 6 Annual Deposit S0
. . Y 7
e Click in the By changing cell box. |, ] College Fund 5]
9 v
Click the cell that you want Goal Goalseek | @ " >
Seek to modify. Peedh
@ Click OK. a b 8 e 2
File Home Insert Draw  Page Layout  Formulas Data Review View Help 7 Comments
[:% mn D‘ - A zl ? ¥ia @: =B
[& & B =] . 7 Data Outline
- N Stocks  Currencies ) G| Tools -
Get & Transform Data Queries & Conne: ctions Data Types Sort & Filter Forecast ~
cs v ' Jx| =Fv{ca, cs,ce) v
A B C D E F G H J K &
1
© Goal Seek adjusts the changing : College Fund Calculation  gesiseasuns o
: . 3 0al Seeking wi el
cell value until it reaches a s Interest Rate i | steo
Solut-ion . s Period 18 Tca’g“:a"“” ;’OS:O(:’O“ Fause
6 Annual Deposit ($1,777) Y S ]
Cancel
@ The formula now shows the value .| CollegeFund [ S30000] T T
you entered in step 7. 5 =
Goal Seek @® H | »
) Click OK. ———

How do I set up my worksheet to use Goal Seek?
Setting up your worksheet model for Goal Seek
means doing three things. First, set up one cell as
the changing cell, which is the value that Goal
Seek will manipulate to reach the goal. Enter an
initial value (such as 0) in the cell. Second, set
up the other input values for the formula and give
them proper initial values. Third, create a formula
for Goal Seek to use to reach the goal.

What other types of problems can Goal Seek solve?
One common problem is called a break-even analysis,
where you determine the number of units you must
sell of a product so that your total profits are 0. In
this case, the changing cell is the number of units
sold and the formula is the profit calculation. You can
also use Goal Seek to determine which price (the
changing cell) is required to return a particular profit
margin (the formula).
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Highlight Cells That Meet Some Criteria

conditional format is formatting that Excel applies only to cells that meet the criteria you specify.

For example, you can tell Excel to apply the formatting only if a cell’s value is greater or less
than some specified amount, between two specified values, or equal to some value. You can also look
for cells that contain specified text, dates that occur during a specified timeframe, and more.

You can specify the font, border, and background pattern, which helps to ensure that the cells that
meet your criteria stand out from the other cells in the range.

o SeleCt the range With WhiCh yOU Want @ AutoSave @) [ 6OP Growth Rstesxlsx - Saved o x
to Work. File. MQW Page layout  Formulas Dats  Review 1% Share.
- [T S Verdana ~ 10~ 2! Nu; i pe
© click the Home tab. N - P el e o ;W%uhwmmmm> FE) oo
. . . Undo Clipboard & Font & Alignment [ MNumt & E n Top/Bottom Rules 5 ﬁ R
€@ Click Conditional Formatting (fE). B A s
o £ < D £ E Data Bars > FEH setween.
. . . The originai source for this« GDP — % Annual Growth Rates
e Click H'Ighl'lght Cells Rules. ; et ams [ amz | gz 2008 2015 [EH] comrseies > IR st
3 |world 3.3 2.7 Z.Bi 2.1 3.2
. 4 |Afghani: 0.4 12.8 5.6 2.7 15| = Lconsers Tt that Contains_
e Click the operator you want to use for | faeees EEEaE " ” s
the condition. = o T L
5 |united Arab Emir; 6.9 a5 5.1 4.4 £1 | [ Manage fues.. FH upiicate Values.-
A dialog box appears, the name of i s b ol o e "“ﬂ% Mo
. 12 |American Samoa 0.0 -4.3 -2.5 1.8 3.1 -1.7| -7.0 27 -05 3.9
which depends on the operator you ~ ———— e o e e
cliced n tep 5. S
G Type the value you want to use for the  |Zf5" O SEAR Y U BT Y A DN I R T BT
Condit-ion Zgaurkinu Falso 6.6 6.5 5.8 4.3 3.9 6.0 6.2 6.6 5.7 1.9] v
. GDP by Country @ « »
@ You can also click Collapse Dialog ( * ), Grezter Than uo
click a worksheet cell, and then click Fommmm.-,,egmmmuq
Restore Dialog ( = ) 4 0 + | with |Light Red Fill with Dark Red Text

Light Red Fill with Dark Red Text

Depending on the operator, you may need
to specify two values.

Custom Format.=

0 Click this drop-down arrow ('~ ), and then
click the formatting you want to use.

@ To create your own format, click Custom
Format.
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Greater Than

Format cells that are GREATER THAN:

4 + | with [Green Fill with Dark Green Text. | -
8 cance
@ Excel applies the formatting to cells [ g mee @D B cor i som - » run@® @ & - o x
that meet the COI'ld]t'IOH yOU File Home Insert Draw Pagelayout Formulas Data Review View Help 2 Comments
Speciﬁed 9 . ﬁ‘] A cCalior “1 o« = =[Z)#® Geeal - [ElCondtonslfomating>  Eimset + O
¢ pate B B m u- AN ==E- $-% 9% [HEromatasTbler TDelete ~  Egiing
- Hiv & A~ B 6 B [ Cell Styles ] Format « M
Unde | Clipboard Fant & Alignment G Number T Styles Cells v
A1 M -/ fx| The original source for this data is the World Bank ~
A B c D E F G H 1 i K a
1 [rhe originalsource for this | GDP — % Annual Growth Rates I
2 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020
3 |world 33 2.7 2.8 3.1 3.2 2.8 3.4 3.3 2.6 -33
4 |Afghani: 0.4 12.8 5.6 2.7 1.5 2.3 2.6 1.2 3.9 -2.4
5 |Algeria 2.9 3.4 2.8 3.8 3.7 3.2 1.3 1.1 1.0 -5.1
6 |Angela 3.5 8.5 5.0 4.8 0.9 2.6 -0.1 -2.0 -0.6 -5.4
7 |albania 2.5 1.4 1.0 1.8 2.2 3.3 3.8 4.0 2.1 -4.0
& |Andorra 0.0 -5.0 -3.5 2.5 1.4 3.7 0.3 1.6 2.0 12.0
9 |United Arab Emi 6.9 4.5 5.1 4.4 5.1 3.0 2.4 1.2 3.4 -6.1
10 |Argentina 6.0 -1.0 2.4 -2.5 2.7 -2.1 2.8 -2.6 2.0 -9.9
11 |Armenia 4.7 7.2 3.3 3.6 3.2 0.2 7.5 5.2 7.6 7.4
12 |American Samoa 0.0 -4.3 -2.5 18 3.1 -1.7 -7.0 2.7 -0.5 39
13 Antigua and Barbuda -2.0 3.4 -0.6 3.8 3.8 5.5 3.1 6.9 4.9 20.2
14 |Australia 2.5 3.9 2.6 2.6 2.2 2.7 2.3 2.9 2.1 0.0
15 |Austria 2.9 0.7 0.0 0.7 1.0 2.0 2.3 2.5 1.5 -6.7
16 |Azerbaijan 0.1 2.2 5.8 2.8 1.1 -3.1 0.2 1.5 2.5 -4.3
17 |Burundi 4.0 4.4 4.9 4.2 -3.9 -0.6 0.5 1.6 1.8 0.3
18 |Belgium 1.7 0.7 0.5 1.6 2.0 1.3 1.6 1.8 2.1 5.7
19 |Benin 3.0 4.8 7.2 6.4 1.8 3.3 5.7 6.7 6.9 3.8
20 |Burkina Faso 6.6 6.5 5.8 4.3 3.9 6.0 6.2 6.6 5.7 1.9 -
GDP by Country (O] 4 »

Can I set up more than one conditional format on

a range?

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

How do I remove a conditional format?

If you no longer require a conditional format,
you can delete it. Follow steps 1 to 3 to select
the range and display the Conditional Formatting
drop-down menu, and then click Manage Rules.
Excel displays the Conditional Formatting Rules
Manager dialog box. Click the conditional format
you want to remove and then click Delete Rule.
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Highlight the Top or Bottom Values in a Range

hen analyzing worksheet data, it is often useful to look for items that stand out from the
norm. For example, you might want to know which sales reps sold the most last year, or which

departments had the lowest gross margins.

You can do this by setting up top/bottom rules, where Excel applies a conditional format to those
items that are at the top or bottom of a range of values. For the top or bottom values, you can
specify a number, such as the top 5 or 10, or a percentage, such as the bottom 20 percent.

Se[eCt the range W]th Wh1Ch you @ Auvtosave @) (B SolesReps Salesxist « Saved ~ P v ® ® 5 - 0 x
want to Work- Fle  Home raw  Pagelayout Formulas Data Review View Help = Comments
. 9 X Calibri vz Currd ] Conditional Formatting ~ | £ Insert sl
o Click the Home tab. IS L - B I U- A& [ %) B Delete iing
5 Hiv o A~ = = 8 8 Highight Cells Rules > [ Format ~ v
3 343 3 undo Clipboard & Font 5] Alignment ] Numb, e
€ Click Conditional Formatting (). | "= =" Lo otonomies > | FE) o 0k
: P
e Click Top/Bottom Rules. S . < - © EHowee > B
2 Sales Rep 2022 Sales 2023 Sales m ]
. ] Color Scales > a—ﬂ Bottom 10 Items...
e Click the type of rule you want 2 Nancy Freshafer $996,336 | $960,492 il
4 Andrew Cencini $606,731 | $577,983 _— o
to Create 5 Jan Kotas $622,781 $967,580 lcon Sets > E—Eﬂ Bottom 10 %...
* 6 | Mariya Sergienko $765,327 $771,399
7| Steven Thorpe $863,589 $827,213 B tewrRule.. T} above Average..
8 Michael Neipper $795,518 $669,394 @ Clear Rules >
9 Robert Zare $722,740 5$626,945 7]
10| Laura Giussani $992,059 $574,472 B ManageBules.. E‘—Eﬂl Below Ayerage
11| Anne Hellung-Larsen $659,380 $827,932 40 More Rules...
12 Paul Sellars $509,623 $569,609
13 Karen Berg $987,777 $558,601
14 Holly Holt $685,091 $692,182
15 | Yossi Ran $540,484 $693,762
16 Olinda Turner $650,733 $823,034
17 Paul Cannon $509,863 $511,569
. 18
A dialog box appears, the name ot G 7 ;
Ready Average: §710,144  Count: 15 Sum: §10,652,167 B B -—a—+ 100%

of which depends on the type of

rule you clicked in step 5.

0 Type the value you want to use
for the condition.

Click this drop-down arrow (~),
and then click the formatting you
want to use.

@ To create your own format, click
Custom Format.
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Sales Rep 2022 Sales 2023 Sales
Nancy Freehafer $996,336 $960,492
Andrew Cencini $606.731
Jan K Top 10 ltems i x
Mari| ¢ rmat cells that rank in the TOP:
Stev
Mich |5 [3] with |Light Red Fill with Dark Red Text
Rob Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text
Laui LGreen Fill with Dark Green Text
Light Red Fill
Anne FETlUNg-Larsen peq rext
Paul Sellars Red Barder
Custom Format =
Karen Berg
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Sales Rep 2022 Sales 2023 Sales

© click oK.

Nancy Freehafer $996,336 | 5960,492 |
Andrew ini
Jan
Marif
Stew
Mich (5 %] witn |Light Red Fill
Robi

Top 10 ltems

Format cells that rank in the TOP:

Laur:
Anne Hellung-Larsen

$509,623

Paul Sellars
Karen Berg 5987,777
() Excel applies the formatting to cells that meet the — B c D
o e oo 1

condition you specified. 2 | "Sales Rep 2022 Sales 2023 Sales
3 Nancy Freehafer $996,336 $960,492
4 Andrew Cencini $606,731 $577,983
5 Jan Kotas 5622,781 5967,580
6 Mariya Sergienko 5765,327 §771,399
7 Steven Thorpe 5863,589 $827,213
8 Michael Neipper §795,518 $669,394
9 Robert Zare $722,740 $626,945
10 Laura Giussani $992,059 §574,472
11 Anne Hellung-Larsen $659,380 $827,932 ﬂ
12 Paul Sellars 5509,623 5569,609
13 Karen Berg 5987,777 §558,601
14 Holly Holt $685,091 $692,182
15 Yossi Ran $540,484 $693,762
16 Olinda Turner $650,733 $823,034
17 Paul Cannon $509,863 $511,569
18

Sheetl ® R |

Ready 1

Can I highlight cells that are above or below the average? | How do I remove a top/bottom rule?

Yes, Excel also enables you to create top/bottom rules If you no longer require a top/bottom rule,
based on the average value in the range. First, follow you can delete it. Follow steps 1 to 3 to
steps 1 to 4 to select the range and display the Top/ select the range and display the Conditional
Bottom Rules menu. Then click either Above Average to Formatting drop-down menu. Click Clear
format those values that exceed the range average, or Rules, and then click Clear Rules from
Below Average to format those values that are less than Selected Cells. Excel removes the rule from
the range average. the range.
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Analyze Cell Values with Data Bars

n some data analysis scenarios, you might be interested more in the relative values within a range
than the absolute values. For example, if you have a table of products that includes a column
showing unit sales, how do you compare the relative sales of all the products?

This sort of analysis is often easiest if you visualize the relative values. You can do that by using
data bars. Data bars are a data visualization feature that applies colored, horizontal bars to each cell
in a range of values, and these bars appear “behind” the values in the range.

Analyze Cell Values with Data Bars

Select the range with which you A B D E F G H
want to work. 1 Product Name Units  § Total
2 |Northwind Traders Almonds 20| & 200
3 |Northwind Traders Beer 487| & 6,818
4 |Northwind Traders Boysenberry Spread 100| S 2,500
5 [Northwind Traders Cajun Seasoning 40| $ 880
6 |Northwind Traders Chai 40| s 720
7 |Northwind Traders Chocolate 200( 2,550
8 |Northwind Traders Chocolate Biscuits Mix 85| § 782
9 |Northwind Traders Clam Chowder 290( S 2,799
10 |Northwind Traders Coffee 650 S 29,900
11 [Northwind Traders Crab Meat 120 5 2,208
127 Northwind Traders Curry Sauce 65| 5 2,600
13_ MNorthwind Traders Dried Apples 40| 5 2,120
14_ Northwind Traders Dried Pears 40| 5 1,200
15_ Northwind Traders Dried Plums 75| 5 263
16_ Northwind Traders Fruit Cocktail 40| s 1,560
17 |Northwind Traders Gnocchi 10| $ 380
18 |Northwind Traders Green Tea L 275 s 822
Inventory ® 6 L}
o cl_]ck the Home tab- @ AutoSave =) Inventory.xlsk « Saved = be) EE] @ v &

e cljck Condiﬁonal Formatting (), File Home@ Draw  Page layout Formulas Data Review View Help = Comm

. 9 . A Calibri MR = [;] i)
OChck Data Bars. @ EHD@. B I U~ A N 3@' $ - % 9
Pafte

Cell
Highlight Cells Rules >

[l

S Hi« A A~ R
Undo Clipboard [F] Font oY Alignment N Number N 7~
B Top/Bottom Rules  ”
:
B2 ~ v fel 20

A | B | D&ﬁmﬂm | H

1 Product Name Units  $ Total

2 [Northwind Traders Almonds 20| § 200 m Color Scales >
3 |Northwind Traders Beer 87| s 6,818

4 |Northwind Traders Boysenberry Spread 100| S 2,500 EEE Lcon Sets >
5 [Northwind Traders Cajun Seasoning 40| § 880

& |Northwind Traders Chai 40| $ 720 R Mew Rule...

7 |Morthwind Traders Chocolate 200| $ 2,550

B: Northwind Traders Chocolate Biscuits Mix 85| $ 782 ﬂ%’ Clear Rules ?
9 |Northwind Traders Clam Chowder 290 s 2,799 [ Manage Rules...
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e Cl_'ick the ﬁl_l_ type Of data ba]’s you Want tO elayout Formulas Data Review View Help 7 Comments m
create: n | = =) (e - W0
AN = g@ - b % 0 Cells | Editing
. . . . . — — = Highlight Cells Rules > ™ .
() Gradient Fill data bars begin with a solid FA- EEZE. qA o
. t & Alignment [ Number [ 7 hd
color, and then gradually fade to a lighter Top/Bottom Rues > Z
color. B L 5 £ [ET petetors o Gradient Fill ~
PR . Units  $ Total
© Solid Fill data bars are a solid color. w5 (=] Cotor semes 0»
437| S 6,818
s a0 e >
4005 720 [E NewRule...
200| s 2,550
e Mix | s ey [ ClearRules
290| s 2,799 [ Manage Rules...
650 S 29,900
120| 5 2,208 More Rules...
(@ Excel applies the data bars to each cell in A i B c D E F
1 [Product Name Units  § Total
the range' 2 Northwind Traders Almonds 1 20 § 200
3 | Northwind Traders Beer -:Im? S 6,818
4 |Northwind Traders Boysenberry Spread [| 100 $ 2,500
5  Northwind Traders Cajun Seasoning I] 40 S 880
6 | Northwind Traders Chai |] 40 § 720
7  Northwind Traders Chocolate .:l 200 $ 2,550
8 |Northwind Traders Chocolate Biscuits Mix [| 85 § 782
9 |Northwind Traders Clam Chowder -:l 290 $ 2,799
10 Northwind Traders Coffee E $ 29,900
11 | Northwind Traders Crab Meat K 120 § 2,208
12 |Northwind Traders Curry Sauce [| 65 2,600
13 Northwind Traders Dried Apples I] 40 3 2,120
14 Northwind Traders Dried Pears |] 40 5 1,200’
15 |Northwind Traders Dried Plums I] 7505 263
16 Northwind Traders Fruit Cocktail |] 40 5 1,560
17 |Northwind Traders Gnocchi ‘ 10 S 380/
£ Northwind Traders Green Tea -j 275 & 822
Inventpry| ® 6 4 C—
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How do data bars work?

How do I delete data bars from a range?

The length of the data bar that appears in each cell
depends on the value in that cell; the larger the
value, the longer the data bar. The cell with the
highest value has the longest data bar, the cell with
the lowest value has the shortest data bar, and the
other cells have data bars with lengths that reflect
each cell’s value.

If you no longer require the data bars, you can
remove them. Follow steps 1 to 3 to select the
range and display the Conditional Formatting drop-
down menu, and then click Manage Rules. Excel
displays the Conditional Formatting Rules Manager
dialog box. Click the data bar rule you want to
remove, click Delete Rule, and then click OK.
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Analyze Cell Values with Color Scales

hen analyzing worksheet data, it is often useful to get some idea about the overall distribution
of the values. For example, it might be useful to know whether a range has a lot of low values
and just a few high values.

You can analyze your worksheet data by using a conditional format called color scales. A color scale
compares the relative values of cells in a range by applying shading to each cell, where the shading
color reflects the cell’s value.

Analyze Cell Values with Color Scales

o Select the range with which you A - O S R I 3 3

-
k 1 The original source for this« GDP — % Annual Growth Rates '
Want to Wor . 2 | 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020
3 |world 3.3 2.7 2.8 EE 22 2.8 3.4 3.3 2.6 -3.3]
4 |Afghanistan 0.4 12.8 5.6 2.7 1.5 2.3 2.6 1.2 3.9 -2.4]
5 |Algeria 2.9 3.4 2.8 3.8 557 3.2 1.3 1.1 1.0 -5.1]
& |Angola 35 8.5 5.0 4.8 0.9 -2.6 -0.1 -2.0 -0.6 -5.4]
7 |Albania 2.5 14 1.0 1.8 2.2 3.3 3.8 4.0 2.1 -4.0]
& |Andorra 0.0 -5.0 -3.5. 2.5 1.4 3.7 0.3 1.6 2.0 -12.0]
9 |United Arab Emirates 6.9 4.5 5.1 4.4 5.1 3.0 2.4 1.2 3.4 -6.1]
10 [Argentina 6.0 -1.0 2.4 -2.5 2.7 -2.1 2.8 -2.6 -2.0 -9.9]
11 |Armenia 4.7 7.2 3.3 3.6 3.2 0.2 7.5 5.2 7.6 -7.4
12 |American Samoa 0.0 -4.3 -2.5] 1.8 el =il -7.0 2.7 -0.5 3.9
13 |Antigua and Barbuda -2.0 3.4 -0.6 3.8 3.8 5.5 3.1 6.9 4.9 -20.2]
14 |Australia 25 3.9 2.6 2.6 2.2 2.7 2.3 2.9 2.1 0.0]
15 |Austria 2.9 0.7 0.0 0.7 1.0 2.0 2.3 2.5 15 -6.7,
16 | Azerbaijan 0.1 2.2 5.8 2.8 1.1 -3.1, 0.2 1.5 2.5 -4.3]
17 |Burundi 4.0 4.4 4.9 4.2 -3.9 -0.6 0.5 1.6 18 0.3| 4
| GDPbyCounty | @ £ €] »
e Cth the Home tab' B AutoSave 2 GDP Growth Ratesxlsx « Last Modified: Fri at 11:32 AM ~ el Paul M @ @ & = O X

e Click Conditional Formatting (). File m@)mw Pagelayout Formulas Data Review View Help O Comments

O gk e e ==En il @ o
Click Color Scales C e D BT U AN SEC ST o > S S
: © ¥ H-o-A- LA St
Undo Clipboard 5 Font & Alignment ] Number & ~
E Top/Bottom Rules  »
v N ft 3.3397307370777 e
A B 8 D E F ﬂ Data Bars > B K Y
1 | The original source for thisa GDP — % Annual Growth Ra l
2 | 2011 2012 2013 2014 3t =] Color Scales >|_2019 2020
2 |World 33 2.7 2.8 3.1 . 2.6 -3.3
4 |Afghanistan 0.4 12.8 5.6 2.7 1.5 | cets N 3.9 -2.4]
l con
5 |Algeria 2.9 3.4 2.8 3.8 3.7 H= 1.0 -5.1]
6 | Angola 3.5 8.5 5.0 4.8 0.9 ] New Rule. -0.6 -5.4
7 |Albania 2.5 1.4 1.0 18 2.2 - 2.1 -4.0
& |Andorra 0.0 5.0 3.5 2.5 14 00 QearRules > 20 -12.0
9 |United Arab Emirates 6.9 4.5 5.1 4.4 5.1 [ Manage Rules... 3.4 -6.1
10 |Argentina 6.0 -1.0 2.4 -2.5| 2.7 -23 2.8 -2.6 -2.0 -9.9
A 1 | 1
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e Click the color scale that has the

=7 AutoSave 2 GDP Growth Rateslsx « Last Modified: Fri at 11:32 AM ~ Jel Paul M g ¢ & = O X
color scheme you want to apply. D o G Gmeln mmom Grn Omm G & comments
2 f'['l X Verdana S0 - == Number ([ Conditional Farmatiing - | i) Jol
fﬂ 3~ B I U~ A A == $-% 9 &
S ] u = = b s Edit
Paste - 5 Cells  Editing
[FE, Highiight Cells Rules
- ¥ |E-e-A- EE @ 4 She
Undo Clipboard Font [ Alignment & Number [ ETH ~
Top/Bottom Rules >
] L
ME  fx | 2.3337307370777 v
A B c D E F ﬁ Data Bars > b K i
1 The original source for this« GDP — % Annual Growth Rates
2 | 2011 2012 2013 2014 2015 : [ cotor Scates > ﬁ
3 |World 3.3 2.7 2.8 3.1 3.2 el
4 |Afghanist: 0.4 12.8 5.6 2.7 1.5
[ErenaneEn =] 1consets >
5 |Algeria 2.9 3.4 2.8 3.8 3.7
& |Angola 3.5 8.5 5.0 4.8 0.9 ] New Rule..
7 |Albania 2.5 1.4 1.0 1.8 2.2
& |Andorra 0.0 -5.0 -3.5] 2.5 1.4 B Qe Rules ’ More Rules...
9 |United Arab Emirates 6.9 4.5 5.1 4.4 5.1 [ Manage Rules... ;i 5
10 |Argenti 6.0 -1.0 2.4 -2.5 2.7|  wezmmpemzEpETio| -2.0 -9.9)
11la o 2 22 EWS 25 no el o & sl
() Excel applies the color scales to A s c o E F s H 1 E kK a
h Il h 1 |he originat source for this JGDP — % Annual Growth Rates l
each cell in the range. 2 2011 2012 2013 2014 2015 2016 2017 2018 2019 2020
3 World 3.3 oy 2.8 3.1 3.2 2.8 3.4 3.3 2.6 -3.3
4 |Afghanistan 0.2 5.6 a7 1.5 2.3 2.6 ) 3.9 -2.4
5 Algeria 2.9 3.4 2.8 3.8 7.9 7.2 1.3 1.1 1.0 =kl
& Angola 3.5 85 5.0 4.8 0.9 -2.6 -0.1 -2.0 -0.6 -5.4
7 Albania & 2.5 14 1.0 18 2.2 3.3 3.8 4.0 2%} -3.0
s Andorra 0.0 -5.0 -3.5 2.5 1.4 3.7 0.3 1.6 2o
9 United Arab Emirates 6.9 45 5.1 4.4 5.1 3.0 2.4 1.2 3.4 -6.1
10 Argentina 6.0 -1.0 2.4 -2.5 2.7 -2 2.8 2.6 -2.0 0.9
11 Armenia 47 7.2 3.3 3.6 3.2 0.2 7.5 5.2 7.6 -7.4
12 American Samoa 0.0 -4.3 -2.5 1.8 3.1 -1.7 -7.0 27 -0.5 3.9
13 Antigua and Barbuda -2.0 3.4 -0.6 3.8 3.8 5.5 3.1 6.9 4.9
14 Australia 2.5 3.9 2.6 2.6 2.2 5] 2.3 2.9 il 0.0
15 Austria 2.9 0.7 0.0 0.7 1.0 2.0 2.3 2.5 1.5 -6.7
16 Azerbaijan 0.1 2.2 5.8 2.8 1.1 -3 0.2 1.5 2.5 -3
17 Burundi 4.0 a4 49 4.2 -3.9 -0.6 0.5 1.6 1.8 0% 4
GDP by Country @ ] »
Ready = M -——8——+ 1™

In what other situations are color scales useful?
Besides showing patterns, color scales can also tell
you whether your data includes any outliers, values
that are much higher or lower than all or most of
the others. Similarly, you can also use color scales
to make value judgments about your data. For
example, high sales and low numbers of product
defects are good, whereas low margins and high
employee turnover rates are bad.

When should I use a three-color scale versus a
two-color scale?

If your goal is to look for outliers or to make value
judgments about your data, go with a three-color
scale because outliers stand out more, and you can
assign your own values to the colors (such as
positive, neutral, and negative). Use a two-color
scale when you want to look for patterns in the
data, as a two-color scale offers less contrast.
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Analyze Cell Values with Icon Sets

hen you are trying to make sense of a large data set, symbols that have common or well-known

associations are often useful for clarifying the data. For example, for most people a check mark
means something is good or finished or acceptable, whereas an X means something is bad or unfinished
or unacceptable; a green circle is positive, whereas a red circle is negative (think traffic lights).

Excel puts these and many other symbolic associations to good use with the icon sets feature. You
use icon sets to visualize the relative values of cells in a range.

Analyze Cell Values with Icon Sets

Select the range with which you A RN < | o e F s r i ) K L
want to work. 1 | Student ID Grade
2| 64947 82
3| 69630 66
4| 18324 52
5| 89826 94
s| 63600 | 40
7| 25089 62
5| 89923 88
s | 13000 75 4
o[ 16895 66
1| 24918 62
12| 45107 71
13 64090 53
14 94395 74
15[ 58749 65
16 26916 66
17| 59033 67
12| 15450 68
19 56415 69
| Student Grades ‘ [©) P4
o CI']Ck the Home tab @ Autesave @D [ Student Gradesxisy - Saved - £ search (Al+Q) Paul M @ R4
e Cljck Cond‘itional Formatt‘ing (m). File Hoﬂﬁmaw Page Layout Formulas Data Review View Help
R R e B e -
e Click Icon Sets. @ PEE - BIu-Ax SE=ZE- §-% 9 T Deete
v 9 HeovA- EE®. Q8 Highlght Cols s i ormat -
B:ndo Clebo?rd ri/ ﬁ 8::nt 1P Alignment F] Number P Top/Battom Rules N Cells
A I D 3 F G H ﬂ Data Bars > L
1 | Student ID Grade
2| 64947 82 = color Scales >
3| 69630 66
4| 18328 | =2 4 JeonSets >
o] caoon | e
7| 25089 | 62 B8 Clearules >
87 89923 88 [ Manage Rules..
o| 13000 | 75
o[ 16895 66
1| 24918 62
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e Click the type of icon set you want to T Namber | [ ContionalFormating = ] | B nset -
Qv - B I U~ A A $ - % 9 57 Delete ~
apply. s Eele-a- e FEE) oot >
Undo Clipboard s Font 15 Alignment el Number F] E‘q > Cells.
3 s > ; Toy m es
The categories include Directional, o ik o hl = T Topmortom
Shapes, Indicators, and Ratings. AL oo e R el T [ e >
1 StudentID Grade
2| 64947 82 Directional B color scates >
:| 69630 66 TEx" X"
s| sosa | 94 AANY AAINY g
6 63600 40 DY N
7 25089 62 * ¥ [ Clear Rules >
o| 89923 | 88 Shapes T Manage Rules.
| voo [5| @m-ece wmoam
0| 16895 | 66 L 2% ecee
1| 24918 | 62 e00e
2| asiw7 | 7 dicstons
13 64090 53
14| 94395 74 I?TSI? vix
15 58749 65
16| 26916 66 Ratings
| se033 | 67 K ol o il ol
o] 15450 | 68 @ OO il il il l i
19| 56415 69 BESEE
Student Grades @ QR 0 T T O R P N TP SR o |
Ready @ Wore Rules.. Count:46 Sum:319%6  HH mo-

() Excel applies the icons to each cell in

A

the range.

64947
69630
18324
89826
63600
25089
89923
13000
16895
24918
45107
64090
94395
58749
26916
59033
15450
56415

@ 82
0 66
@ 52
® 94
@ 40
@ 62
@ s8
@ 75
O 66
D 62
@
® s3
O 74
O 65
O 66
@ 67
O 68
O 69

8 c D E 3 G H J
D |VGrade

Student |

How do icon sets work?

With icon sets, Excel adds a particular icon to each
cell in the range, and that icon tells you something
about the cell’s value relative to the rest of the
range. For example, the highest values might be
assigned an upward-pointing arrow, the lowest
values a downward-pointing arrow, and the values
in between a horizontal arrow.

How do I use the different icon set categories?
The Excel icon sets come in four categories:
Directional, Shapes, Indicators, and Ratings. Use
Directional icon sets for indicating trends and data
movement; use Shapes for pointing out the high
(green) and low (red) values; use Indicators to add
value judgments; and use Ratings to show where
each cell resides in the overall range of data values.
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Visualizing Data
with Charts

You can take a worksheet full of numbers and display them as a chart.
Visualizing your data in this way makes the data easy to understand and
analyze. To help you see your data exactly the way you want, Excel offers a
wide variety of chart types, and a large number of chart options.

@ Autosave @) [ Seles By Divisionadsx - Saved - P search (Alt+Q) i B ® & - @

File Home Insert Draw Page Layout Formulas Data Review \View Help Chart Design Format H Comments

F— e b i 5
ol =l - Ii 2 T Suntow Selwt | Crange e
o — N Colu ata

ChartType  Chart

Chart Styles Type Location

Sales By Division

527,500

524,300

1st Quarter

Average: 25622.22227 Count: 15  Sum: 230600 = 0 ——a—+ 100%
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Examine Chart Elements

One of the best ways to analyze your worksheet data — or get your point across to other people —
is to display your data visually in a chart, which is a graphic representation of spreadsheet data.
As the data in the spreadsheet changes, the chart also changes to reflect the new numbers.

You have dozens of different chart formats to choose from, and if none of the built-in Excel formats
is just right, you can further customize these charts to suit your needs. To get the most out of
charts, you should familiarize yourself with the basic chart elements.

O (ategory Axis 9
The axis (usually the X-axis) that ? P ?

contains the category groupings. ?

O Chart Title ) ?
The title of the chart. m

O Data Marker C

A symbol, such as a column, that "

represents a specific data value. "

The symbol used depends on the »

<
¢

mSeries A

Vals

mSeries B

chart type. 0

0

© Data Series ! - P

Categories

A collection of related data
values. Normally, the marker for
each value in a series has the same pattern.

@ Data Value
A single piece of data, also called a data point.

@ Gridlines

Optional horizontal and vertical extensions of the axis tick marks. These lines make data values easy to read.

O Legend

A guide that shows the colors, patterns, and symbols used by the markers for each data series.

O Plot Area

The area bounded by the category and value axes. It contains the data points and gridlines.

@ Value Axis
The axis (usually the Y-axis) that contains the data values.
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Excel offers 16 different types of charts, including column charts, bar charts, and line charts. The

Understanding Chart Types

chart type you use depends on the type of data and how you want to present that data visually.

Chart Types

Chart Type
Area chart

Bar chart
Box & Whisker
chart

Column chart

Funnel
Histogram

Line chart

Map chart

Pie chart

Radar chart
Stock chart
Sunburst chart
Surface chart
Treemap chart
Waterfall chart

XY chart (or
scatter chart)

Description

Shows the relative contributions over time that each data series makes to the whole
picture.

Compares distinct items or shows single items at distinct intervals. A bar chart is laid
out with categories along the vertical axis and values along the horizontal axis.

Visualizes several statistical values for the data in each category, including the average,
the range, the minimum, and the maximum.

Compares distinct items or shows single items at distinct intervals. A column chart is
laid out with categories along the horizontal axis and values along the vertical axis.

Shows how values change across multiple stages of a process.

Groups the category values into ranges — called bins — and shows the frequency with
which the data values fall within each bin.

Shows how a data series changes over time. The category (X) axis usually represents a
progression of even increments (such as days or months), and the series points are
plotted on the value (Y) axis.

Compares values and categories across geographical regions, such as countries, states,
provinces, counties, or postal codes.

Shows the proportion of the whole that is contributed by each value in a single data
series. The whole is represented as a circle (the “pie”), and each value is displayed
as a proportional “slice” of the circle.

Makes comparisons within a data series and between data series relative to a center
point. Each category is shown with a value axis extending from the center point.

Designed to plot stock-market prices, such as a stock’s daily high, low, and closing
values.

Displays hierarchical data as a series of concentric circles. The top level is the
innermost circle; each circle is divided proportionally according to the values in
that level.

Analyzes two sets of data and determines the optimum combination of the two.

For hierarchical data, shows a large rectangle for each item in the top level, then
divides each rectangle proportionally based on the value of each item in the next level.

Shows a running total as category values are added (positive values) or subtracted
(negative values).

Shows the relationship between numeric values in two different data series. It can also
plot a series of data pairs in XY coordinates.
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Create a Chart

You can create a chart from your Excel worksheet data with just a few mouse clicks. Excel offers
nearly 100 default chart configurations, so there should always be a type that best visualizes
your data. If you would prefer to let Excel suggest a chart type based on your data, see the following
section, “Create a Recommended Chart.”

Regardless of the chart type you choose originally, you can change to a different chart type at any
time. See the “Select a Different Chart Type” section later in this chapter.

Create a Chart ‘

Select the data that you want to A E c B E F B T . ) k_a
visualize in a chart. + Sales By Division
2 January February March<0
O If your data includes headings, +|East 523,500 $23,000 $24,000
. . 1 |West $28,750 $27,900 $29,500
F)e sure to 1nFlude those headings | iT S D ST
in the selection. z a a
7
Note: If your data includes totals, "
you must exclude those totals from >
the selection. °
n
1st Quarter ® L] > ¥
Ready Average: 25622.22222 Count: 15 Sum: 230600 B M -——3——+ 100
e Click the Insert tab. @ AutoSave @) [ Sales By Divisionalsx - Save pe) Paul M 5 ® L - u] X
e Ch'ck a Chart type. File &ﬂ Draw  Page Layout  Formula: Data Review View Help 2 Comments
© 6 o [ BEAQER g = P
Tables  lllustrations | Add-  Recommended - v mE Maps PivotChart 3D Sparklines  Filters Link Comme *
v N ins~ Chars @) w [~ ~ v Map ~ v - ~
Charts o Tours Links Commer ~
AZ ~ i fx ~
A B C D E F G H I J K a
1 |Sales By Division
2 January February March
; |[East  $23,500 $23,000 $24,000
2 |West $28,750 $27,900 $29,500
s |North $24,400 $24,300 $25,250
6
7
38
9
10
n
st Quarter @ L} 3
Ready Average: 25622.22222 Count: 15 Sum: 230600 H F ——F——+ 100%
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© Excel displays a gallery of @ Avosore @D B oty Oviionsic v - S mn® @ 5 - o x
configurations for the chart '

File Home Insert Draw Page layout Formulas Data Review View Help 7 Comments
type. B B o [P MEA@FE Q) = B @ (]

Tables | lustrations  Add-  Recommended 2D Column D Sparklines | Filters Link | Comme >

O Click the chart configuration - il cm H M Mo :
you Want to use. % Tours Links Commer,
A2 ~| Jfx ~

3-D Column
A B &

 sales By Division Maﬂm Isf 108 WA

January February

East $23,500 $23,000 $24, DB 0
West $28,750 $27,900 $29, E % E
North $24,400 $24,300 $25,

2
3
4
5
6 3-D Bar
7
8
9

<] H I 1 K -

=23

lIn More Column Charts...

G Excel‘ 1nserts the Chart' B AutoSave [ sales By Division.xlsx « Saved ~ pel Paul M & ¢ & = [m} x
The Sections -in the rest of File Home Insert Draw Page layout Formulas Data Review View Help Chart Design Format =
this chapter show you how to il e oo oda

. Add Chart  Quick  Change |!| ||| ||| ||| ||| ||| Switch Row/ Select | Change | Move
Conﬁgul’e, format, and move Element ~ Layout~ | Calors e Column  Dats | ChartType = Chart
the Chal’t. Chart Layouts Chart Styles Data Type Location ~
Chart1 ~| fx ~
A B c D E F G H 1 j K &
1 Sales By Division o o 0

January February March Chart Title
East [$23,500 $23,000 $24,000] |
West |$28,750 $27,900 $29,500]| %

§25,000

2
3
4
s North |$24,400 524,300 $25,250

$20,000
o Q515,000
v $10,000
8 55,000
9 S0

January February March

mEast mWest mNorth
(e, O O

Is there a way to create a chart on a separate sheet?

Yes. You can use a special workbook sheet called a chart sheet. If you have not yet created your chart,
select the worksheet data, right-click any worksheet tab, and then click Insert to display the Insert dialog
box. Click the General tab, click Chart, and then click OK. Excel creates a new chart sheet and inserts

the chart.

If you have already created your chart, you can move it to a separate chart sheet. See the first tip in the
“Move or Resize a Chart” section later in this chapter.
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Create a Recommended Chart

You can make it easier and faster to create a chart by choosing from one of the chart configurations

recommended by Excel.

With close to 100 possible chart configurations, the Excel chart tools are certainly comprehensive.
However, that can be an overwhelming number of choices if you're not sure which type would best
visualize your data. Rather than wasting a great deal of time looking at dozens of different chart
configurations, the Recommended Charts command examines your data and then narrows down the
possible choices to about ten configurations that would work with your data.

Create a Recommended Chart

o Select the data that you want to
visualize in a chart.

O If your data includes headings,
be sure to include those headings
in the selection.

Q Click the Insert tab.
e Click Recommended Charts ([5?).
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A B £ D F G H | J K L M N a
1 |August Stock Prices
2 |Date  |High Low Close <0
3 8/1 19.00 18.25 18.25
4 8/2 19.00 1825 18.50
5 8/3 20.00 19.25 15.00
6 8/4 20.50 19.00 19.75|
7 8/5 20.25 19.50 19.50|
8 8/8 20.25 19.50 20.00
3 8/9 20.50 19.50 20.50
10 8/10 2175 20.25 21.00
11 8/11 22.50 21.25 21.25
12 8/12 22.00 20.75 21.00
13 8/15 21.25 20.25 20.50
14 8/16 21.00 20.25 20.25
15 8/17 21.00 20.25 21.00
16 8/18 21.25 20.25 20.25
17 8/19 21.00 2025 21.00
18 8/22 21.00 2050 21.00
19 8/23 2250 21.00 22.50
20 8/24 24.25 21.75 22.00
pal 8/25 ZE 21.25 21.75
22 8/26 22.00 21.50 22.00
23 8/29 22.25 21.63 22.00
@ Auosave D) B Stoggmicexisx - Saved - PR SVIVIN . B
File &Insert Draw PHfe layout Formulas Data Review View Help 7 Comments .
T 6 o [ WEAQR L = B o
Tables | lllustrations ~ Add-  Recommended wrv Maps  PivotChart D Sparklines  Filters Link
v v ins ~ Charts ay. [~ ~ v Map ~ - - ~
Charts [ Tours Links
A2 ~ Jfx  Date
A B C D F G H J K L M
1 |August Stock Prices
2 |Date  High Low Close
3 8/1 19.00 18.25 18.25
4 8/2 19.00 18.25 18.50
5 8/3 20.00 19.25 19.00
6 8/4 20.50 19.00 19.75
T 8/5  20.25 19.50 19.50
8 8/8  20.25 19.50  20.00
9 8/9 20.50 19.50 20.50
10 8/10 21.75 20.25 21.00
1" 8/11 22.50 21.25 21.25
12 8/12 22,00 2075 21.00




CHAPTER

Visualizing Data with Charts 14

The Insert Chart dialog box appears with the et Char P
Recommended Charts tab displayed. g -

0 Click the chart type you want to use. @V’——ff crart it
© A preview of the chart appears here. RAESSAe | ’&—@

© click ok.

B0 83 B/S BT /9 811 Y13 315 917 B9 821 823 BOS 82T 829

—igh —low —— e

categories when the order is important. Use it when there are many data

- ||| I]l || H ‘ ll Aling ehart is used to display trends over time years, months, and days) or
S S points and the order is important.

@ Excel inserts the chart. A5 ¢ o & _n Ik . w wa

1 |August Stock Prices

2 Date High Low Close

3 8/1] 19.00 1825 1825 O o o

4 8/2| 19.00 1825 18.50 Chart Title
5 8/3| 2000 1925 19.00| | s000

6 g/4| 2050 1900 1975 |
7 g/5| 2025 1950 19.50 s
8 8/8] 20.25 19.50 20.00 20.00

=
9 8/9 20.50 19.50 20.50] 1500 0

10|  s0| 2175 2025 2100| P Q
11 8/11| 2250 2125 2125 |0
12 8/12| 22.00 2075 21.00 500
13| 815 2125 2025 2050
14| 8/16| 2100 2025 2025
15 8/17| 21.00 20.25 21.00]
16|  8/18| 2125 2025 2025
17| 8719 2100 2025 21.00
18 8/22 21.00 20.50 21.00]
19  8p3| 2250 2100 2250

81 8/3 85 87 B/9 8/11 8/13 8/15 8/17 §/19 B/21 8/23 8/25 8/27 §/29

=——High =——Low =———Close

o o o

Is there a faster way to insert a recommended
chart? w%
. . . 11 1! Formattin a otals ables arklines
Yes, you can use the Quick Analysis feature in Excel: 2| e Formetting | Chats | Tatels | Dibles | Spart
. . . 13 2/1! e 5
o Select jche da.ta that you \{vant ’Fo visualize in a 1{@ I M e BE B
Chal't, lnClUdmg the head]ngs, Tf any. 15 1] Line | Stacked.. Clustere.. Scatter Stacked.. More..
16 8/11
o CHCk the QuiCk AnalVSis bUtton ()' 7 8’1‘ Recommended Charts help you visualize data.
18 i o i i |
e Click Charts. 19| 823 2250 21.00 22.50|é§

Excel displays the chart types recommended for your data.
e Click the chart type you want to use.

Excel inserts the chart.
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Add Chart Titles

You can make your chart easier to understand by adding chart titles, which are labels that appear
in specific sections of the chart. When you include descriptive titles, people can see at a glance

what your chart is visualizing.

There are three types of chart titles that you can add. The first type is the overall chart title, which
usually appears at the top of the chart. You can also add a title for the horizontal axis to describe
the chart categories, as well as a title for the vertical axis, which describes the chart values.

Add Chart Titles

0 Click the chart.
0 Click the Chart Design tab.

€@ Click Add Chart Element (g11).

O Click Chart Title.
© click Above Chart.
@ Excel adds the title box.

© Type the title.

@ Click Add Chart Element (i11).

@ Click Axis Titles.
© click Primary Horizontal.
© Excel adds the title box.

@ Type the title.

®) Click Add Chart Element (i11).

@ Click Axis Titles.
® Click Primary Vertical.
© Excel adds the title box.

@ Type the title.
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; 10,000
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| 55,000
8 L ’ 50
January FEbruarv March
2 Month
mEast mWest th
o o |,
1st Quarter L] >

Ready

Average: 25622.22222  Count: 15 Sum: 230600 = O -—a—+ 100




Add Data Labels
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You can make your chart easier to read by adding data labels. A data label is a small text box that
appears in or near a data marker and displays the value of that data point.

Excel offers several position options for the data labels, and these options depend on the chart type.
For example, with a column chart you can place the data labels within or above each column, and for
a line chart you can place the labels to the left or right, or above or below, the data marker.

Add Data Labels

o Click the chart.

@ Click the Chart Design tab.
€@ Click Add Chart Element (i1)).
@ Click Data Labels.

d aussee @D B

Add Chart| Quick
Element ~ | Layout ~

T Axes
€ Wb Axis Titles

i Chart Title

Click the position you want to use for &ﬂi Dot Lobels

the data labels.

Note: Remember that the position options
you see depend on the chart type.

@ Excel adds the labels to the chart.

2 B DataTaple
3 D& ErorBars

4 [ Gridiines

Sales By Division.xlsx » Saved ~ Pl Paul M E ® & = o X
File Home Insert Draw Pagelayout Formulas Data Review View Help Chart Design =1
S T i B d]ﬂ Eflm
Change £ ||| m ||| Nl ||| SwitchRow/ Select | Change | Move
Colors ¥ = — Column  Dsta  ChartType  Chart
5 Chart Styles Data Trpe Location ~
PR 3 ~
> G H I ) K L M N o a
e —~" ?
Mone . |
> | sales By Division
> |_|i1 Center
|

5 0¥ Legend
6 (0 Lne

7 &4 Irendine
o O

9 $5,000

s > | |Iil Outside End
o

-0

d

>' |_l!l Inside Base

March

10 s0 | I.[Il Data Callout
il February
More Data Label Options... Manth
12
13 mEast mWest ®North
O
14 v
1st Quarter @ id [ e remaroa >
Ready [@ Average: 2562222222 Count 15 sum: 230600  HH 0 - —a—+ 100%
E F G H J K L -
1.0
7 [ Sales By Division
'

3 $35,000

528,750
A $3
p 5 $23.500 524,400

'
6 g 520000
k]

7 515,000
8 $10,000
9 $5,000
10 50

Januan
1 !
12
13
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Position the Chart Legend

ou can change the position of the chart legend, which identifies the colors associated with each

data series in the chart. The legend is a crucial chart element for interpreting and understanding
your chart, so it is important that you place it in the best position. For example, you might find
the legend easier to read if it appears to the right of the chart. Alternatively, if you want more
horizontal space to display your chart, you can move the legend above or below the chart.

Position the Chart Legend

@ click the chart.

@ Click the Chart Design tab.
@ Click Add Chart Element (d11).
@ Click Legend.

e Click the position you want to
use for the legend.

@ Excel moves the legend.

254
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Display Chart Gridlines
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ou can make your chart easy to read and analyze by adding gridlines. Horizontal gridlines extend
from the vertical (value) axis and are useful with area, bubble, and column charts. Vertical
gridlines extend from the horizontal (category) axis and are useful with bar and line charts.

Major gridlines are gridlines associated with the major units (the values you see displayed on the
vertical and horizontal axes), whereas minor gridlines are gridlines associated with the minor units

(values between each major unit).

Display Chart Gridlines

0 Click the chart.

0 Click the Chart Design tab.
€@ Click Add Chart Element (g11).
O Click Gridlines.

e Click the horizontal gridline option
you prefer.

@ Excel displays the horizontal
gridlines.

@ click Add Chart Element (i11).
@ Click Gridlines.

Q Click the vertical gridline option
you prefer.

© Excel displays the vertical gridlines.
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Display a Data Table

ou can make it easy for yourself and others to interpret your chart by adding a data table. A data
table is a tabular grid where each row is a data series from the chart, each column is a chart
category, and each cell is a chart data point.

Excel gives you the option of displaying the data table with or without legend keys, which are

markers that identify each series.

Display a Data Table

@ Click the chart.

@ Click the Chart Design tab.
€ Click Add Chart Element ({11).
e Click Data Table.

o Click With Legend Keys.

O If you prefer not to display the
legend keys, click No Legend Keys.

@ Excel adds the data table below
the chart.
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Change the Chart Layout and Style

ou can quickly format your chart by applying a different chart layout and chart style. The chart

layout includes elements such as the titles, data labels, legend, gridlines, and data table. The
Quick Layouts feature in Excel enables you to apply these elements in different combinations with
just a few mouse clicks. The chart style represents the colors used by the chart data markers and

background.

Change the Chart Layout and Style |

@ Click the chart.

@ Click the Chart Design tab.

9 Click Quick Layout ().

0 Click the layout you want to use.
O Excel applies the layout.

© Click the Chart Styles ~.

Q Click the chart style you want to use.

@ Excel applies the style to the chart.
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Select a Different Chart Type

f you feel that the current chart type is not showing your data in the best way, you can change
the chart type. This enables you to experiment not only with the 16 different chart types offered
by Excel, but also with its nearly 100 chart type configurations.

For example, if you are graphing a stock’s high, low, and closing prices, a line chart shows you each
value, but a stock chart gives you a better sense of the daily price movements. Similarly, if you are
using a bar chart to show percentages of some whole, you would more readily visualize the data by

switching to a pie chart.

Select a Different Chart Type

@ Click the chart.
@ Click the Chart Design tab.
€ Click Change Chart Type (dl)).

The Change Chart Type dialog box appears.

0 Click the chart type you want to use.
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Excel displays the subtypes of the chart type you Change Chart Type T x
selected. Recommended Charts  All Charts
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© Click the subtype you want to use. o pHEE |t Mﬂj Eﬁﬂm
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TIP

Can I save the chart type and formatting so that I can reuse it later on a different chart?

Yes. You do this by saving your work as a chart template. Follow the steps in this section and in the
previous few sections of this chapter to set the chart type, titles, labels, legend position, gridlines, layout,
and style. Right-click the chart’s plot area or background, click Save as Template, type a name for the
template, and then click Save. To reuse the template, follow steps 1 to 3, click Templates, click your
template, and then click OK.
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Change the Chart Source Data

In Excel, a chart’s source data is the original range used to create the chart. You can keep your
chart up-to-date and accurate by adjusting the chart when its source data changes.

You normally do this when the structure of the source data changes. For example, if the source range
adds a row or column, you can adjust the chart to include the new data. However, you do not need
to make any adjustments if just the data within the original range changes. In such cases, Excel
automatically adjusts the chart to display the new data.

Change the Chart Source Data

o Click the Chart to select it. @ Autosave [ Soles By Division 2l - Saving... - L @ ® »H - 0 x
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TIPS
Is there a way to swap the chart series with the Is there a way to remove a series from a chart
chart categories without modifying the source without deleting the data from the source
data? range?
Yes. Excel has a feature that enables you to switch Yes. You can use the Select Data Source dialog box
the row and column data, which swaps the series to remove individual series. Click the chart to select
and categories without affecting the source data. it, and then click the Chart Design tab. Click
First click the chart to select it, and then click the Select Data (F5}) to open the Select Data Source
Chart Design tab. Click Switch Row/Column (&3). dialog box. In the Legend Entries (Series) list,
Excel swaps the series and categories. Click &8 again | click the series you want to get rid of, and then
to return to the original layout. click Remove. Click OK.
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Move or Resize a Chart

You can move a chart to another part of the worksheet. This is useful if the chart is blocking the

worksheet data or if you want the chart to appear in a particular part of the worksheet.

You can also resize a chart. For example, if you find that the chart is difficult to read, making the chart

bigger often solves the problem. Similarly, if the chart takes up too much space on the worksheet, you

can make it smaller.

Move or Resize a Chart

Move a Chart
@ click the chart.
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Resize a Chart
@ click the chart.

© Excel displays a border
around the chart.

@ The border includes sizing
handles on the corners and
sides.

e Move [ over a sizing handle.

[+ changes to « (left or
right), I (top or bottom),
or & (corner).

e Click and drag the handle
(the mouse pointer changes

Visualizing Data with Charts
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@ Excel resizes the chart.

Can I move a chart to a separate sheet?

Yes. In the “Create a Chart” section earlier in this chapter, you
learned how to create a new chart in a separate sheet. If your
chart already exists on a worksheet, you can move it to a new
sheet. Click the chart, click the Chart Design tab, and then click
Move Chart (E}) to open the Move Chart dialog box. Select the
New sheet option (C changes to @). In the New sheet text
box, type a name for the new sheet, and then click OK.

How do I delete a chart?

How you delete a chart depends on
whether your chart exists as an object on
a worksheet or in its own sheet. If the
chart is on a worksheet, click the chart
and then press (L0, If the chart exists
on a separate sheet, right-click the sheet
tab, click Delete, and then click Delete.
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CHAPTER 15

Adding
Worksheet
Graphics

You can enhance the visual appeal and effectiveness of your Excel
worksheets by incorporating graphic objects such as shapes, online
images, pictures, or SmartArt graphics. This chapter shows you not
only how to insert graphics on your worksheets, but also how to edit
and format those graphics.
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Draw a Shape

You can add visual appeal or enhance the readability of your worksheets by adding one or more
shapes. The Excel Shapes gallery comes with more than 150 predefined objects called shapes (or
sometimes AutoShapes) that enable you to quickly draw anything from simple geometric figures such
as lines, rectangles, and ovals to more elaborate items such as starbursts, flowchart symbols, and
callout boxes. You can add these shapes to a worksheet either to enhance the aesthetics of your data
or to help other people read and understand your work.

Draw a Shape

o Display the worksheet on which
you want to draw the shape.

o Click the Insert tab.
6 Click Illustrations.

@ Click Shapes (D).

e Click the shape you want to draw.

op changes to =-.

266

@ AuoSove @) [F StockPricexlsx » Saved ~ £ Search (alt+Q) Paul M 'E ® &
F\'\e&lnsﬂﬂ Draw Page layout Formulas Data Review View Help Chart Design  Format = Comnf
I ?  di- H- M- M I = L
o o [ e G = Fle T
Tlustrations  Add- | Recommended 20 M BB yane 0 Sparklines  Filters | Link T
- ins Chars @)+ [~ v - - v
Charts N Tours Links Comments
~ i v I
B c ] E F G H J K L M
August Stock Prices
N | r
| el
81 B/8 Bf15 8/22
High Low - Close
T 2 di- @ - =1 = o
8 s | & I . @ g ot = F @
Tobles | llustrations | Add-  Recommended 70 b < BB e Sparklines  Filters  Link
~ - ins~ Charts v [0~ - Y v M
Charts & Tours Links Comments
Chart 4!! 03 '5 rl‘ iﬁj?mznm
A PCtures [Shapes| lcons  ap @i Sereenshotv 5 H J K L M
1o— - N Modeks ~
§ Recently Used Shapes = August Stock Prices
4 500 ENNOOOATLIO
5 g I
6 | | $22.00
7 Lines
;s NN 1LLLz22N0e
13 $22.00 Rectangles ’ [
12 OoDhoonOmnoa ‘
13| [ $21.00 [
14 Basic Shapes l I {
B moALTLOQORE@U
17| | s1000  @GCOO0OOF Ly 000
18 OeeaAHOVRIGCIN
19 | g100 IO DA}
20 8/1 815 822
2 Block Arrows
High Low - Close
ﬁO&QGﬂU‘DU%&?@JJ :
2 € ounn=D DN
| sB &0 | @ _« oer—"—




CHAPTER

Adding Worksheet Graphics 15
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Is there an easy way to draw a perfect circle or
square?

Yes, Excel offers an easy technique for drawing
circles and squares. Hold down the E17 key as you
click and drag an oval or rectangle to constrain the
shape into a perfect circle or square. When you
finish drawing the shape, release the (E11] key.

Can I add text to a shape?

Yes. You can add text to the interior of any 2-D
shape (that is, any shape that is not a line). After
you draw the shape, right-click the shape, click Edit
Text, and then type your text inside the shape. You
can use the Home tab’s Font controls to format the
text. When you finish, click outside of the shape.
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Insert an Online Image

You can improve the look of an Excel worksheet by adding an online image to the sheet. Online
images are photos, illustrations, or other artwork that you can insert into your documents. Excel
does not come with its own images, but it does give you access to online image collections that
contain thousands of images from various categories, such as animals, money, flowers, and people.
By default, these images are licensed under Creative Commons (see the first tip), so you can use

them without charge.

‘ Insert an Online Image ‘

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

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

€@ Click the Insert tab.
O Click Illustrations.
e Click Pictures (&).
@ Click Online Pictures.

The Online Pictures window
appears.

0 Use the text box to type a word
that describes the kind of clip
art image you want to insert.

@ Alternatively, click one of the
displayed categories.

© Press G0
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What is a Creative Commons license?
Creative Commons (see http://creativecommons.
org) is a nonprofit organization that enables
artists to license their works for other people to
use free of charge. There are several different
Creative Commons licenses, so you should visit
the website that offers the image you select to
check the specifics of the license.

Is there a way to narrow my search for online images?
Yes. Above the search results, click Filter (%) and

use the menu that appears to narrow your search. For
example, in the Size section, you can click Small to see
only small images; in the Type section, click the type of
image you want, such as Photograph or Line drawing; in
the Layout section, select your preferred image layout,
such as Square.
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Insert a Photo from Your PC

You can enhance the visual appeal and strengthen the message of an Excel worksheet by adding a

photo to the file.

Excel can work with the most popular picture formats, including BMP, JPEG, TIFF, PNG, and GIF. This
means that you can insert almost any photo that you have stored on your computer. If you would
like to insert a photo that is located online instead, see the tips in the previous section, “Insert an

Online Image.”

Insert a Photo from Your PC

o Open the worksheet where you
want to insert the photo.

e Click the cell where you want
the upper-left corner of the
photo to appear.

€@ Click the Insert tab.
@ Click Illustrations.
© click Pictures.

@ click This Device.
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1 Category Name Product Name

C
Quantity/Unit

D E
Image

.

2 |Beverages Chai 10 boxes x 20 bags
3 Beverages Chang 24 - 12 oz bottles
4 Beverages Chartreuse verte 750 cc per bottle =
Sheet] | Sheet? | Sheet3 ® i 4 »
Ready B E M - ————+ 100%
@ Autosave @D [ Products By Categoryxdsx » Saved - 2 Paul M & ® & - u] X

ek

Insert Picture From
EJ This Device...
Bl SteckImages.

E@ Online Pictures...

w

Beverages

-

Beverages

b e @ [

Insert Draw Pagelayout Formulas Data Review View Help

Di!e =

5 ommants

F @ 1J 4

Maps  PivotChart El Sparklines  Filters Link  Comment  Text  Syrs

Charts @)~ |1~ ~ v Map ~ v v - v
Charts & Tours Links Comments >
@ B SmartArt
3o @) Scresnshot~ = & "
Models ~
tians Q ity/Unit Image
10 boxes x 20 bags

Chang

Chartreuse verte

24-12 oz bottles

750 cc per bottle

-
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K3 Insert Picture

The Insert Picture dialog box
appears. & &

Organize v New folder

0 Open the folder that contains
the photo you want to insert.
e Click the photo.

Q Click Insert.

4 Downloads # a
& Documents #
P8 Pictures  #
= Chapterld

77 Chapterts

71 Sereenshots

0 TYV Excel 365

4 70« logop > OneDrive > Documents > Workbooks > TYV Excel 365 » (ham:rlﬁﬂ c

Q. Search Chapter1s

O] o e

> K3 Microsoft Excel

> @ OneDrive - Perso

@ chaipng

> B ThisPC - -
> & Network 4 “a
Fil | Al Pictures (".emf:"wmf:"jpg;’
ﬁ Insert | Cancel
() Excel inserts the photo into the A B c D = (1
wo rk Sh e et 1 Category Name Product Name Quantity/Unit ~Image I
Note: If you need to move or size
the phOtO see the ”MOVe or ReSiZe 2 Beverages Chai 10 boxes x 20 bags
a Graphic” section later in this
Chapter. 3 Beverages Chang 24 - 12 oz bottles
4 Beverages Chartreuse verte 750 cc per bottle o
| Sheet] | Sheet2 | Sheet3 @ Ll »
Ready iii] O -————+ 100%

My photo has a distracting background. Can I
remove it?

Yes. Excel comes with a Background Removal feature
that can eliminate the background in most photos. Click
the photo, click the Picture Format tab, and then click
Remove Background (E3). If part of the foreground is
in the removal color, click Mark Areas to Keep and
then click and drag a line through the part you want

to retain. When you are finished, click Keep Changes.

Is there a way to reduce the size of a workbook
that has a lot of photos?

Yes, you can use the Compress Pictures feature to
convert the photos to a lower resolution and so
reduce the size of the workbook. Click any image
in the workbook, click the Picture Format tab, and
then click Compress Pictures (&). Click Apply
only to this picture (8 changes to [ 1), click a
Resolution ({ changes to @), and then click OK.
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Insert a SmartArt Graphic

ou can add a SmartArt graphic to a workbook to help present information in a compact, visual
format. A SmartArt graphic is a collection of nodes — shapes with some text inside — that
enables you to convey information visually.

For example, you can use a SmartArt graphic to present a company organization chart, the

progression of steps in a workflow, the parts that make up a whole, and much more.

Insert a SmartArt Graphic

o Open the worksheet in which you

- . @ Autosave [ CompanyMeetingxlsx - Saved - pauim B
want to insert the SmartArt graphic.
File ﬂ Draw Page Layout Formulas Data Review View Help
@ Click the Insert tab. o [ @ @ n”D, @ = B

€@ Click Illustrations.
0 Click SmartArt ().

The Choose a SmartArt Graphic

dialog box appears.
B Al 5] - =
. N - TN | —
© Click a SmartArt category. = 58 S W | b ) \
#%  Process Py - B -
@ click the SmartArt style you want &E o B et @ @ ’
. o o ©
to use BEd Relationship 25 °/’ \° ade @g@
Click OK D gl A —
1C . ;
o A P?"Em'd ‘a’ CAR] (f\%\f : Nondirectional Cycle
B Picture ] h"d % E B =] Use to represent a continuing sequence
@ Off; of stages, tasks, or events in a dircular
[escom @ flow. Each shape has the same level of
G importance. Works well when direction
@ does not need to be indicated.
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Add-  Recommended W o -

Charts D |~

Charts

Maps PlvotChart

ﬁa = SmartArt@

EH Screenshot ~

- v Mod E\s

1 |Re

4
5
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() The SmartArt graphic appears in the a = ® ¢ -
document. File  Home Insert Draw Pagelayout Formulas Data Review View Help SmartArt Design Format [
1) Add Shape ~ < 3\\ Q)B
(© You use the Text pane to type the St L cme ol gD e o
-E fexct Pane = Right to =) Layaut~  Color Graphic to Shapes
text for each node and to add and EE e ot s M v
delete nodes. viagam1 | S .
A B C D E F G H 1 J K L js
e Click a node in the Text pane. SaberNghie dod Frofit
* Forecast v. Actusl
0 Type the text that you want to « tre)
. * [Text]
appear in the node. o
o [Text] 0
(@ The text appears automatically in
the associated shape.
Cyde...
\h‘ ©
@ Repeat steps 8 and 9 to fill in a = ® e s
the other nodes in the SmartArt @ Won OTn P PR R 0D G W R SR e Bl - |
1 7 Add Shape ~ T on B
graphlc' i= AddBullet  —> Demote c,mge c,ﬁme :\ :\ iE C(;)mom
. -El fext Pane. = Right to 2 Layout~  Colors ¥ Graphic to Shapes
© In the SmartArt Design tab, you D o e il Bt - T v
can click Text Pane ([[J) to hide Diogram1 v i .
A B ] D E F G H 1 J K L =
the Text pane. . [Revenue and | PIOfIT
Type your text here Q
Note: You will likely have to move » Forecst v Actl
. . oy 0 * Revenue & Expenses
the SmartArt graphic into position; I
see the following section, “Move or e |
Resize a Graphic.” !
s < O

How do I add a node to my SmartArt graphic?

To add a node to the SmartArt graphic, first decide where
you want that node to appear in the current image. That is,
decide which existing node you want the new node to come
before or after. Click the existing node, click the SmartArt
Design tab, click the ~~ beside Add Shape ({7), and then
click Add Shape After. (If you want the new node to
appear before the existing node, click Add Shape Before.)

Can I use shapes other than the ones
supplied in the default SmartArt graphics?
Yes. Begin by clicking the node you want to
change. Click the Format tab, and then click
Change Shape ([0)) to display the Shapes
gallery. Click the shape you want to use.
Excel updates the SmartArt graphic node
with the new shape.
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Move or Resize a Graphic

To ensure that a graphic is ideally placed within an Excel worksheet, you can move the graphic to a
new location or you can resize the graphic in its current location. For example, you might want to
move or resize a graphic so that it does not cover existing worksheet data. Similarly, you might want
to move or resize a graphic so that it is positioned near a particular worksheet element or fits within
an open worksheet area. You can move or resize any graphic, including shapes, illustrations, photos,
and SmartArt graphics.

Move or Resize a Graphic

MOVE a GraphiC @ ruosove @XD) B Company Meetinguxlsx - Saved ~ r Paul M a ® & = o X
Move the mouse po.inter over Fle  Home Insert Draw Pagelayout Formulas Data Review View Help SmartArt Design Format v
. ] AddShape ~ < T YIZ;I 59 - ? p
an edge of the graphic you = A b o :’g ool da Lo » 60
7] Text Pane. O Righttoleft 2 Layout~  Colors ¥ — — iy Graphic to Shapes

want to move.

Create Graphic Layouts SmartArt Styles Reset

Diagram1 v~ i N3 ~
A B | ¢ | b E F G
Revenue and Profit

The mouse gp changes to k.

=
[
7~
=

»

1
2
g
4
5
é
2
8
9

e Drag the graphic to the location A B [ & | B E R i 3 R L z

ou prefer. 1 R nue and Profit
o &‘ﬁ
() Excel moves the graphic to the : \

new location. a
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Resize a Graphic 5 5 g 3

Category Name Product Name Quantity/Unit Image

-

o Click the graphic.

() Sizing handles appear around the
edges.

~

Beverages Chai 10 boxes x 20 bags

w

o Move the mouse gp over a sizing
handle.

@ Use a left or right handle (3
changes to <) to adjust the width.

Beverages Chang 24 -12 oz, B

IS

Beverages Chartreuse verte 750 cc per 58

0 Use a tOp or bOttOm handl_e (q:. 5 |Beverages Cdte de Blaye 12 - 75 cl bottles
changes to §) to adjust the height. R z ] z , 5 =
1 Category Name Product Name Q ity/Unit Image .

(@ Use a corner handle (¢ changes to
') to adjust the two sides adjacent
to the corner.

~

Beverages Chai 10 boxes x 20 bags

€@ Drag the sizing handle (the mouse
pointer changes to =).

w

Beverages Chang 24 - 12 oz bottles

IS

Beverages Chartreuse verte 750 cc per bottle

0 Release the mouse button when the
handle is in the position you want.

( Excel resizes the graphic.

e Repeat steps 2 to 4 to resize other
sides of the graphic, as necessary.

v

Beverages Céte de Blaye 12 - 75 cl bottles

Can I rotate a graphic? Is it possible to resize a graphic
Yes. Most graphic objects come with a rotate Image in all directions at once to keep
handle. Follow these steps: - the proportions the same?

Yes. You normally resize one side
at a time by dragging a side
handle, or two sides at a time by
dragging a corner handle. To
resize all four sides at once, hold

© Release the mouse button when the graphic is in the position down the (1) key and then click
you want. and drag any corner handle.

Move the mouse ¢ over the rotate )
handle (@). s

Click and drag the rotate handle clockwise
or counterclockwise to rotate the graphic.
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Format a Picture

You can enhance your shapes, online images, photos, and SmartArt graphics by formatting the
images. For example, Excel offers more than two dozen picture styles, which are predefined
formats that apply various combinations of shadows, reflections, borders, and layouts.

Excel also offers a dozen picture effects, which are preset combinations of special effects such as
glows, soft edges, bevels, and 3-D rotations.

Format a Picture

Apply a Pi Cture Style @ AutoSave @) EE  Budget Estimatesxisx - Saved £ search (Alt+Q) PaulM @ ® £ = o X
o Cljck the p.i Cture yo uwa I'lt to File Home Insert Draw Pagelayout Formulas Data Review View Help Picture Fnrmzlﬂ = Comments
& B color~ = 2 Picture Border ~ 3 4 B~
format. FE.%; < E/8 Artistic Effects v B3 v E g E ~| & Picture Effects ¥ % 5] ) Z%E
Background B0 Tansparency~ 3 T & Picture Layout ~ Text N Selection Pane 2
o ch-ck the Pi Ctl.ll‘e Format tab. nmus\f Picture sma % Accessibility Arrange Size |
Picture 2 vz jx

A B = D E F G H 1

. . .
9 Click the Picture Styles = . . I v ey ,
2 Sales
3 Division | 294,000 323,400 279,300
4 Division Il 358,550 394,405 340,623
s Division Il 310,000 341,000 2% T
6 Expenses E LB o
7 Costof Goods 77,004 84,704 73,154 —
s Advertising 60,550 66,605 57,523
s Rent 25200 27,720 23,940
10 Supplies 15950 17,545 15,153
11 Salaries 201,500 251,650 191,425
12 Shipping 176,250 193,875 167,438
13 Utilities 7,200 7,920 6,840
14
o
o Excel d1splays the Picture Styles A svoswve @XD [ BudgetEstimatesalse - Saved = O Search (A=) i @ @ L - o x
gal_l,ery. file  Home Insert Draw Pagelayout Formulas Data Review View Help Picture Format = Comments
Qg & Bcolor~ i=s [Z Picture Border ~ pa ) &~
. . Ex - . loarIlaar] . =] —
@ Click the picture style you want e o Bcse @ (2 [ 2 - @t 40 B B
Background v H@Tansparency~ £~ T Picture | et ~ Tet | SelectionPane A~ -
to use. Adjust E = E ey l"'l{rmm Anange Size [ ™
Picture2 v i ‘e & o _I} ~
(© Excel applies the style to the A 0 R E o - H ! ) 2
ict 1 Teaml Team2 = = — 7
1cture. —
P 2 sales ===
3 Division | 294,000 323,400 — — 7
4 Division Il 358,550 394,405 i e e e e
s Division Il 310,000 341,000 == ££ == = =
6 Expenses
~=
7 Costof Goods 77,004 84,704 == % E = E
& Advertising 60,550 66,605
5 Rent 2000 27,720 = = &
10 Supplies 15,950 17,545
11 Salaries 201,500 251,650 191425
o
12 Shipping 176250 193,875 167,438
13 Utilities 7,00 7920 6840
14
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Apply a P'ICtUI"e Effect @ Autosave @D B2 Summer Sales Promou... » Saved = £ search (Alt+Q) i @ ® 4 - 0 x
o CliCk the picture you want to Fle  Home Insert Draw Page layout Formulas Data Review View Help PkturanrmalQ = Commen ts
E - B Colr = & picture Border~ F & B~ z
format. = = =@ el LB e
- E[d Tansparency ~  £3 ~ No Presets
g -

e Click the Picture Format tab. __tan ’& Seew > ] ol

Pictured  ~ !
= shadow >

o Click the Picture Effects preses l

; = geficction >
button (&) 2 oo O e [ =
Note: If the image is a shape, the . Sm@/y SQﬂM 0= O
& button is named Shape Effects . w o PBel
in the Shape Format tab.

10| SUMMER SALES PROMOTION - ORDERS B 3-0romation > & 3-D0ptions..
1 pDate M Prudui . Quantityll Net $El Promotion Bl 1 .
1 1/ $119. ree with cial media
O click Preset. R o e 2 o] v
. 14| 6/1/2023 | USB car charger 15 $100.95| Extra Discount Search
e Click the effect you want to
A B C D E F G H J K al
apply. : I
3
© Excel applies the effect to the : G : \‘\
picture. . &”’u’wz
8
Note: To change an image but :

preserve any formatting you've 1 Net$EPromotionkd _Advertisementld
. . . s . 12 Smartphone case| 1 $119.70| 1 Free with 10 | Social media
appl'led, click the exi st‘mg p]Ctu re, 13| 6/1/2023 | HDMI cable 5 $77.82| Extra Discount | Blog network
. . . 14 ‘ 6/1/2023 | USB car charger 15 $100.95| Extra Discount Search
Cl_]ck the P]Cture Format tab chck 15| 6/1/2023 HDMI cable 11 $149.71| 1 Free with 10 Blog network
. ’ . 16 ‘ 6/2/2023 | USB car charger 22 $155.40| 1 Free with 10 Blog network
' /2/2 car charger 3 $20.19| Extra Discoun Search
Change Picture (@) ! then click ::a E/i/zgig USBEarhuds : 5 $33.65, E:rs Discwn: Social media
the method you wa nt to use. 16 6/2/2023 |Smartphone case 2 6239.36] 1 Free with 10 Sesrch o

Can I crop an image? If I do not like the formatting that I have applied to a picture,
Yes. To crop out unwanted elements | can I return the picture to its original look?

of an image, click the image, click Yes. If you have not performed any other tasks since applying the
the Picture Format tab, then click formatting, click Undo (<)) until Excel has removed the formatting.
the Crop button (7). Excel adds Alternatively, click the Picture Format tab, click Picture Effects

crop handles around the image. Click | (&), click Preset, and then click the icon in the No Presets
and drag one or more crop handles to | section. To reverse all the changes you have made to a picture
define the part of the image you since you inserted the image, click the picture, click Picture
want to keep, then click 1. Format, and then click Reset Picture (f3).
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CHAPTER 16

Collaborating
with Others

If you want to collaborate with other people on a workbook, Excel
gives you several ways to do this, including adding comments,
marking up a workbook with a digital pen, and even working on

a spreadsheet online. You can also control your collaborations by
protecting worksheet data and a workbook’s structure.

O | @ sudget Project - OneDrive % | @l Budget Estimatesaisx - Microse™ X %
aithintotie.. A {5

C 3] hitps//onedrive.live.com/edit.aspx?resi B24BABIASCEB!
Excel Budget Estimates - Saved to OneDrive v
File Home Insert Draw Page Layout Formulas

o Guest g "
Editing B8

Go to lecation

= Division | 323,400 279,400

Division Il 358,550 394,405 | 340,623
Division Il 310,000 341,000 294,500

84,704 | 73,154

60,550 66,605 57523
25200 27,720 23,940
15950 17,545 15,153
201,500 251,650 191,425
176,250 193,875 167,438
7,200 7,920 6,840

Estimates +

omatic  Workbook Statistics Give Feedback to Mi




Add a CommenttoaCell. . . . . ... .. ... ... 280

Protect a Worksheet'sData. . . . . . ... ... ... 282
Protect a Workbook's Structure . . . . . . . ... ... 284
Save a Workbook to Your OneDrive . . . . . . . . . .. 286
Send a Workbook as an Email Attachment. . . . . . . . 288
Save Excel DataasaWebPage . . . . . . .. .. ... 290
Make a Workbook Compatible with Earlier

Versionsof Excel. . . . . . . . . .o oo v oo 292
Mark Up a Worksheet with Digital Ink. . . . . . . . .. 294

Collaborate on a Workbook Online . . .. .. ... .. 296



Add a Comment to a Cell

f you have received a workbook from another person, you can provide feedback to that person
by adding a comment to a cell in the workbook. A comment is often the best way to provide
corrections, questions, critiques, and other feedback because it does not change anything on the

actual worksheet.

Each comment is attached to a particular cell, and Excel uses a comment indicator to mark which
cells have comments. When you view a comment, Excel displays the comment in a pop-up window.
You can also use the Comments pane to view all the comments in a worksheet.

Add a Comment to a Cell

Add a Comment

o Click the cell you want to comment on.

© Click the Review tab.
€ Click New Comment (i7).

Note: You can also right-click the cell and
then click New Comment.

Excel displays a comment window.

() Excel labels the comment with your
Excel username.

Note: See the second tip to learn how to
change your Excel username.

O Type your comment.
© Click Post (Em).
@ Click outside the comment window.
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@ Avtosave @) (2 Budget Estimates.lsx - Saved ~ L o B @ 4
File Home Insert Draw Page Layout Formulas Data Rev_lew elp =
abe y -
i, D o@D RE D
Check Smart Translate New MNaotes Protect  Protect  Allow Edit
= Workbook Statistics  Accessibllity ~  Lookup Comment [} - Sheet Workbook Ranges
Proofing Accessibility Insights  Language Comments MNotes Protect
c1z v  fx 251650
A B | C | D E F G H
1 Team1l Team2 Team3
2 Sales
3 Division | 294,000 323,400 279,300
4 Division Il 358,550 394,405 340,623
s Division lll 310,000 341,000 294,500
6
7 Expenses
8 Costof Goods 77,004 84,704 73,154
9 Advertising 60,550 66,605 57,523
10 Rent 25,200 27,720 23,940
11 Supplies 50 17,545 15,153
12| salaries &@ 191,425
13 Shipping 176,250 193,875 167,438
14 Utilities 7,200 7,920 6,840
15
A B © | D E F G H
¢> Team1l Team2 Team3
2 Sales
3 Division| 294,000 323,400 279,300
4 Division Il 358,550 394,405 340,623
s Division Il 310,000 341,000 294,500
6
7 Expenses
s Costof Goods 77,004 84,704 73,154
s Advertising 60,550 66,605 57,523
10 Rent 25,200 27,720 23,940
11 Supplies 15,950 17,545 15,153
12| salaries 201,500 [ 251,650 o PWIMC&&B@ g
13 Shipping 176,250 193,875
14 Utilities 7,200 7@Karen:Tmsnumberseemsmgnwease ‘
15 check.
Estimates ® Eo | e ————
Ready -+ M =<
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() Excel adds a comment
indicator (™) to the
top-right corner of the cell.

1 [Team1 Team2 Team3
2 Sales

3 Division | 294,000 323,400 279,300
4 Division Il 358,550 394,405 340,623
s Division Il 310,000 341,000 294,500
6

7 Expenses

s Costof Goods 77,004 84,704 73,154
5 Advertising 60,550 66,6 7,523
10 Rent 25,200 27,72 23,940
11 Supplies 15,950 17,545 | 15,153
12 Salaries 201,500 251,650 191,425
13 Shipping 176,250 193,875 167,438
14 Utilities 7,200 7,920 6,840
15

View Comments
@ Move the mouse G over the cell.

(® Excel displays the comment in a
window.

() In the Review tab, you can also
click Next (32J) and Previous ()
to run through the comments.

(@ In the Review tab, you can also
click Show Comments ([J) or click
Comments to display the Comments
task pane, which includes every
comment in the current worksheet.

@ Auvosave @D [ Budget Estimatesaxisx - Last Modified: 32m ago = L run B § 5 D

File Home Insert Draw Page layout Formulas Data View  Help &
e[ rﬁ EE D o

X

- Comments

EE] Thesaurus Check 5..\,4 -r,.ns\m clete Protect  Protect  Allow Edit : Hide
[ Workbook Statistics ~ Accessibility~ | Lookup n‘* Sheet Workbook Ranges /ol Ink~
Proofing Accessibility Insights  Language ments. Notes Protect Ink ~
AB v Xk
| B = D E F G H | J
1 Team1l Team2 Team3
2 Sales
3 Division| 294,000 323,400 279,300
4 Division I 358,550 394,405 340,623
s Division Ill 310,000 341,000 294,500
6 1
7 Expenses
3 Costof Goods 77,004 84,704 73,154
9 Advertising 60,550 66,605 57,523
10 Rent 25,200 27,720 23,940
11 Supplies 15,950 17,545 15,153
12 Salaries 201,500 zgo‘ o e
13 Shipping 176,250 197875 Karen: This number seems high. Please
124 Utilities 7,200 B
6/8/2022 10:43 AM
15
Estimates *® 3

E |
Cell C12 commented by Paul McFedries

i) B - —— 10

Can I edit or remove a comment?

Yes. To edit an existing comment, move
the mouse qp over the cell, click Edit in
the comment window, edit the comment
text, and then click Save. To remove a
comment, click the cell that contains the
comment, click the Review tab, and then

click Delete (:71) in the Comments group.

How do I change my Excel username?

When collaborating, your username is important because it tells
other people who added the comments. To change it, click File
and then click Options to open the Excel Options dialog box.
Click the General tab and then use the User name text box to
edit the name. Click OK, then save, close, and reopen your
workbook to put the change into effect. Note, however, that
this does not change your username in any existing comments.
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Protect a Worksheet’s Data

f you will be distributing a workbook to other people, you can enable the options in Excel for
safeguarding worksheet data by activating the sheet’s protection feature. You can also configure
the worksheet to require a password to unprotect it.

There are two main methods you can use to safeguard worksheet data: You can unlock only those
cells that users are allowed to edit, and you can configure a range to require a password before it

can be edited.

Protect a Worksheet's Data

@ Display the worksheet you want
to protect.

e Click the Review tab.
€@ Click Protect Sheet (52).

Excel displays the Protect Sheet
dialog box.

@ Use the Password to unprotect
sheet text box to type a password.

Make sure the Protect worksheet
and contents of locked cells check
box is selected (E3).
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@ Auosave @D [ Amortization Scheduleas - Saved = S mum® & £F - 0 X
File Home Insert Draw Page layout Formu Review View Help - Comments
e o .
Spelling ¥ 1=
G | 0% i - ?@a =
Thesaurus Check Smot | Tansiate  New  Deic T e Protect Protect AllowEdit Unshore | Hide
F= Workbook Statistics  Accessibility v Lookup Comment [} - Sheet Workbook Ranges /oribook kv
Proofing Accessibility Insights ' Language Comments Notes Protect Ink ~
B9 ~ i  fx =PMT($BS2, $8%3, $B%4, 0, $835) ~
A B ® D E F (] H 1 J a
1 |Loan Data
2 | Interest Rate 4.00%
3 | Amortization 10
4 Principal $500,000
Payment Type 0
7 |Amortization Schedule
8 Period I Interest Principal Interest Principal
o] 1 ($61,645.47)] ($41,645.47) (520,000.00) ($41,645.47) ($20,000.00) $458,354.53
10 2 (661,645.47) ($43,311.29) ($18,334.18) ($84,956.76) ($38,334.18) $415,043.24
1 3 ($61,645.47) ($45,043.74) ($16,601.73) ($130,000.51) ($54,935.91) $369,999.49
12 4 ($61,645.47) ($46,845.49) ($14,799.98) ($176,846.00) ($69,735.89) $323,154.00
13 5 ($61,645.47) ($48,719.31) ($12,926.16) ($225,565.31) ($82,662.05) $274,434.69
14 6 ($61,645.47) ($50,668.08) ($10,977.39) (5276,233.39) ($93,639.44) $223,766.61 v
| Amortization Schedule | @ i .
Protect Sheet 4 X

6-. Protect worksheet and contents of locked cells

Password to unprotect sheet:

Allow all users of this worksheet to:
B Select Jocked cells

. Select unlocked cells

[ Format cells

() Format columns

) Format rows

() Insert columns

) Insert rows

[ Insert hyperlinks

() Delete columns

[ Delete rows

(J sort

) Use AutoFilter

() Use PivotTable and PivotChart
() Edit objects

D Edit scenarios

Cancel




CHAPTER

Collaborating with Others 16

Click the check box beside each action that D T,
you want to allow unauthorized users to e e
perform ("] changes to @). seesseseane
. B Protect worksheet and contents of locked cells
o Cth OK. Allow all users of this worksheet to:

B Select Jocked cells
_nlocked cells

() Format columns
) Format rows

() Insert columns
[ Insert rows

() Insert hyperlinks
[ Delete columns
[J Delete rows

O sort

) use AutoFilter
() Use PivotTable and PivotChart
() Edit objects

D Edit scenarios

Excel asks you to confirm the password. Confirm Password ? =
e -I-ype the paSSWOrd. Reenter password to E:jceed.
0 Click OK. recauered. 1 s Adwkabie {ﬁe':.f B
their cunespondmg waorkbook and sheet names |na safe
. place. are case
If you want to make changes to a worksheet, click Cancl

the Review tab, click Unprotect Sheet (E2), type
the unprotect password, and then click OK.

When I protect a worksheet, no one can edit | When I protect a worksheet, can I configure a range to

any of the cells. Is there a way to allow require a password before a user can edit the range?
users to edit some of the cells? Yes. First, unprotect the sheet if it is currently protected.
Yes. This is useful if you have a data entry Select the range you want to protect, click the Review
area or other range that you want other people | tab, and then click Allow Edit Ranges (7). In the Allow
to be able to edit but you do not want them Users to Edit Ranges dialog box, click New to open the

to alter any other part of the worksheet. First, | New Range dialog box. Type a title for the range, use
unprotect the sheet if it is currently protected. | the Range password text box to type a password, and
Select the range you want to unlock, click then click OK. When Excel prompts you to reenter the
Home, click Format, and then click Lock Cell | password, type the password, click OK, and then click
to turn off that option for the selected range. | OK again.
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Protect a Workbook’s Structure

You can prevent unwanted changes to a workbook by activating protection for the workbook’s
structure. You can also configure the workbook to require a password to unprotect it.

Protecting a workbook’s structure means preventing users from inserting new worksheets, renaming
or deleting existing worksheets, moving or copying worksheets, hiding or unhiding worksheets, and
more. See the tips to learn which commands Excel disables when you protect a workbook’s structure.

o D1Sp|‘ay the workbOOk you want @ Adosave Wsudgmm-w - P search (alt+Q) Paul M ﬁ PR o X
to prOteCt' File Home Insert Draw  Page Layout  Formul, Re'v_le'w View  Help H Comments
. . b Spelling E# /(D ek [ a :
e Click the Review tab. S % R E P E &
Check Smart Translate MNew Notes totect  Protect  Allow Edit Hide
= Workbook Statistics  Accessibility ~  Lookup Comment o] - Sheet Workbook  Ranges Ink ~
e ch'ck Protect wOrkbook (,EE). Proofing Accessibility | Insights  Language Comments Notes Protect Ink v
Al v v fx v
A B T D E F G H 1 J [ &
1 Jan Feb Mar  1st Quarter  Apr May Jun  2ndQuarter  Jul Aug
2 |sales
3 |Division | 23,500 23,000 24,000 70,500 25,100 25,000 25,400 75,500 26,000 24,00
4 | Division Il 28,750 27,800 29,500 86,050 31,000 30,500 30,000 91,500 31,000 29,5
5 |Division Il 24,400 24,000 25,250 73,650 26,600 27,000 26,750 80,350 27,000 25,28
6 |SALES TOTAL 76,650 74,800 78750 ' 230,200 82,700 82,500 82,150 ' 247,350 84,000 78,7¢
T
8 |Cost of Goods 6,132 5,984 6,300 | 18,416 6,616 6,600 6,572 i 19,788 6,720 6,30
9 |Advertising 4,600 4,200 5,200 14,000 5,000 5,500 5,250 15,750 5,500 5,20
10 |Rent 2,100 2,100 2,100 6,300 2,100 2,100 2,100 6,300 2,100 2,10
11 |Supplies 1,300 1,200 1,400 3,900 1,300 1,250 1,400 3,950 1,300 1,40
12 |Salaries 16,000 16,000 16,500 48,500 16,500 16,500 17,000 50,000 17,000 17,00
13 |Shipping 14250 13,750 14,500 42,500 15000 14,500 14,750 44,250 15,000 145
14 |Utilities 500 600 600 1,700 550 600 650 1,800 650 600
15 |EXPENSES TOTAL 44,882 43,834 46,600 5 135,316 47,066 47,050 47,722 £ 141,838 48,270 47,1
16 |GROSS PROFIT 31,768 30,966 32,150 i’ 94,384 35,634 35,450 34,428 o 105,512 35,730 31,65
17 v
| Budget | ® K »

Excel displays the Protect Structure
and Windows dialog box.

Protect Structure and Windows ? X

. Password (optional):
O Type a password in the Password |,,,.,,,,,,,|4 |

text box, if required.

Protect workbook for
Click the Structure check box M Structure
("] changes to @). Windows

e Click OK. WJ Cancel
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If you specified a password,
Excel asks you to confirm it.

© Type the password.

© click ok.
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Confirm Password

Reenter password to proceed.
sssssssssss é

Caution: If you lose or forget the password, it cannot
be recovered. It is advisable to keep a list of passwords
and their corresponding workbook and sheet names in
a safe place. (R ber that p yrds are
case-sensitive.)

O & ] one
o Excel disables most worksheet- @ Avoswe @I B Budget « Saving.. - £ Search (al+Q) run @ @ £ - O X
related commands on the Ribbon. ([ (e Do Ralen s B Gah WG G © Comments
9~ f\ b Calibri ~[12 - Number v [El Conditional Formatting~ & Insert ~ jel
() Excel disables most worksheet- C e B @7u-xx $ - % 9 Rromatasbier Fode - cang
B~ &~ A~ @ 48 [ Cell Styles ~ -
I’elated COmmandS on the Undo clmboam [ Font & Alignment  Number Styles Call Gizn
Al v S fx 1 w ight...
worksheet shortcut menu. 01 ot
A B C D E F G H 1 AutoFit Rew Height
1 Jan Feb Mar  1stQuarter  Apr May Jun  2ndQu 7 Column Width..
2 Sales AutoFit Col Width
it Column Wi
3 Division | 23,500 23000 24000 70,500 25100 25,000 25400 75,5 e
4 Division I TTTTUOTTTI0 29500 86050 31,000 30,500 30,000 S15(  DefeutVidth..
5 Division IIl o 0 25250 73650 26600 27,000 26750 803! yigmy
6 SALES TOTAL BB Delete 0 78750 " 230200 82,700 82,500 82,150 ' 247,3
Hide & Unhide >
7 Expenses B Rename
8 Cost of Goods Move or Cop a 5,300 @ 18,416 6,616 6,600 6572 | 19,
9 Advertising & viewod 0 5200 14000 5000 5500 5250 3
10 |Rent ket 0 2100 6,300 200 2,100 2,100 %
11 Supplies ProtectSheet.. 0 1,400 3900 1300 1250 1,400 ¥ )
12 Salaries ab Color .0 16500 48500 16500 16,500 17,000  50,0( sb C >
13 Shipping 50 18,500 42500 15,000 14,500 14750 442! prorection
14 |Utilities H ) 600 1,700 550 600 650 1,80
15 EXPENSES TOTAL Unhide. 3 46600 | 135316 47,066 47,050 47,722 | 1a1,g DL Prlectshet.
16 'GROSS PROFIT e, B 32150 " 94,884 35634 35450 34,428 ~ 1055 | LockcCel
= Budget | p 7 [l Format Celis...

What happens when I protect a workbook's
structure?

Excel disables most worksheet-related commands,
including Insert Sheet, Delete Sheet, Rename Sheet,
Move or Copy Sheet, Tab Color, Hide Sheet, and
Unhide Sheet. Excel also prevents the Scenario
Manager from creating a summary report.

How do I remove workbook structure protection?
If you no longer require your workbook structure to
be protected, you can remove the protection by
following steps 1 to 3. If you protected your
workbook with a password, type the password and
then click OK. Excel removes the workbook’s
structure protection.
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Save a Workbook to Your OneDrive

f you are using Windows under a Microsoft account, then as part of that account you get a free
online storage area called OneDrive. You can use Excel to add any of your workbooks to your
OneDrive. This is useful if you are going to be away from your computer but still require access to
a workbook. Because OneDrive is accessible anywhere you have web access, you can view and work

with your spreadsheet without using your computer.

Save a Workbook to Your OneDrive

o Open the workbook you want to @ osme bm,,,x.g.m . T e ® © 5 - o x
save tO yOUr One Drive. fle Home Insert Draw Pagelayout Formulas Data Review View Help = Comments
) L‘w X Calibri Y| == E] General ~ [E Conditional Formatting ~ Hinsent ~ Jel
o Click the File tab. ¢ . @ru-ax =F=8- $-% 9 Bromuie Fodes - o
- EHe e A~ == % 4 A Cell Styles ~ (] Formt ~ -
Undo Clipboard 15 Font [+ Alignment & Number [ Styles Ccells v
AL v  fx  ProductiD ~
A B ® D E F G H a
Product QtyOn QtyOn  Qty  QtyOn Reorder
1 D Product Name Product Code Hold Hand Available Order Level
2 1 Northwind Traders Chai NWTB-1 25 25 0 41 10
3 3 Northwind Traders Syrup NWTCO-3 0 50 50 50 25
4 4 Northwind Traders Cajun Seasoning NWTCO-4 0 0 0 40 10
5 5 Northwind Traders Olive Oil NWTQ-5 0 15 15 0 10
3 6 Northwind Traders Boysenberry Spread NWTIP-6 0 0 0 10 25
7 7 Northwind Traders Dried Pears NWTDFN-7 0 0 0 4] 10
8 8 Northwind Traders Curry Sauce NWTS-8 0 0 0 0 10
9 14 Northwind Traders Walnuts NWTDFN-14 0 40 40 0 10
10 17 Northwind Traders Fruit Cocktail NWTCFV-17 0 0 0 4] 10
1 19 Northwind Traders Chocolate Biscuits Mix NWTBGM-19 0 0 0 20 5
12 20 Northwind Traders Marmalade NWTIP-6 0 0 0 40 10| | o
Inventory ® ] 3
Ready ] 0 -—F——+ 100
e CUCk SaVE AS. Inventoryxlse « Saved Paul bt g ¢ & ? - u] X
Good morning
4|

udg Fomily budget planner

More templates —>

£ Search

Recent  Pinned  Shared with Me

Name Date modified

Inventory.xlsx )
Downloads

just now

Just now
Paul M's OneDrive » Documents

O
B
g Imentonais:
by

Inyenion vy
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The Save As tab appears. PRm—— v 8 & & 2 - 0 x
O Click OneDrive. Save As
. . 1" 5 OneDrive - Personal
© click the OneDrive folder © rom T E— l _
you want to use to store the Personal ‘l’x:e\Worlcho-ok("x\ﬂ) -H 7 save
workbook. 1 et
Other locations Nome 1 Datermadifed
[y misec
@ Add a Place D Attachments /7/20211:55 PM 1
B Browse D DESHGP 6/5/2022 7:55 AM
&D Documents 6/0/202210:15 AM
D Music 9/10/2021 1237 PM
71 Pictures 6/5/2022 7:55 AM v
(@ If you want to use a subfolder [S—— @ © R 7 - 0 X
to store the workbook, click Save As
the subfolder. 7
@ Recent 1" = OneDrive - Personal > Documents
. ecen | Inventory |
0 Cth Save. Personal [Excel Workbook ('lsx) v|‘ 7 save 0
Excel saves the workbook to 5 N ol
your OneDrive. @ oo e e
EI;I This PC D Conference 1/6/202212:31 PM '
@ Add a Place m D Custom Office Templates  4/29/2022 10:03 AM
/= Browse D Databases 3/14/2022 11:39 AM
D Excel AIO FD Examples 9/23/2021 3:29PM
[:_—l Excel Data Analysis FD 5/5/2022 11:32 AM

How do I open a workbook that has been saved to
my OneDrive?

Open
Follow these steps: () Home

o Click Open. p = Open
€@ Click OneDrive.

O Click the OneDrive folder that contains the
workbook.

e Click the workbook.

Excel opens the OneDrive workbook.

p\q Shared with Me

Personal
Info

. OneDrive - Personal
logophilia@outlook.com

Save a Copy
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Send a Workbook as an Email Attachment

f you want to send an Excel workbook to another person, you can attach the workbook to an
email message and send it to that person’s email address.

A typical email message is fine for short notes, but you may have something more complex to
communicate, such as budget numbers or a loan amortization. Instead of trying to copy that
information to an email message, you can send the recipient a workbook that contains the data.
That way, the other person can then open the workbook in Excel after receiving your message.

Send a Workbook as an Email Attachment

o open the WorkbOOk yOU Want AutoSave Anortization... - Last Modified: Vesterday at 11:57 AM + yel Paul M 6 ¢ & - (u] X
tO Send. File Home Insert Draw Page Layout Formulas Data Review View Help 2 Comments
. . 9 X Calibri “e o« = E@EE Cumency  « | [E Conditionsl Formatting~ [ 0
o CIJCk the Flle tab. ¢ LEI‘]E M~ I U~ AN E@% B~ $ - % 9 EEromatasTble~ Cells | Editing
- Hlv v A == e % 38 I Cell Styles v M -
o Alternativel_y, click Share () Undo Clipboard R Font & Alignment 5 Number 5 Styles.
. 89 v  fx | =P($BS2, $B3, $BS4, 0, $835) M
and skip to step 4. A B c 0 £ F e " | a9
1 |Loan Data
2 | Interest Rate 4.00%
3 | Amortization 10
4 Principal $500,000
5 | Payment Type 0
]
7 |Amortization Schedule
8 Period Principal  Interest  Principal Interest  Principal
9 1 ($61,645.47)| ($41,645.47) ($20,000.00) ($41,645.47) ($20,000.00) $458,354.53
10 2 ($61,645.47) (343,311.29) ($18,334.18) ($84,956.76) ($38,334.18) $415,043.24
1 3 ($61,645.47) ($45,043.74) ($16,601.73) ($130,000.51) ($54,935.91) $369,999.49
12 4 ($61,645.47) (346,845.49) ($14,799.98) ($176,846.00) ($69,735.89) $323,154.00 .
i "] Amortization Schedule | mé)AM e —— >
Ready i - ——f——+ 100%
e Cl.ick Shal’e. Amortization Schedulexlsx - Saved Paul M @ ¥ & ? - a b3

Good morning

EY —
- =
Blank workbool Loan amartization schedule: Personal monthly budget
More templates —>
£ Search

Recent  Pinned Shared with Me

Name Date modified

[
@ Amortization Schedulexisx 6mago
Downloads

Amortization Schedulexisk

! 15m ago
Paul M's OneDrive » Documents » Workbooks » TYV Excel 365 » ...
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Excel displays the Share dialog box.
@ Click Excel Workbook.

A new Qutlook email message
appears.

() Outlook attaches the workbook to
the message.
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Share

Please upload your workbook to share It

OneDrive - Personal
logophilia@outlook.com

Attach a copy instead

o W
Excel FDF
Workbook

© 1n the To field, start typing the
name of the recipient.

G Click the recipient when they appear
in the search results. B

@ Amortization Schedulexlsx - Message (HTML)

2 Search

File  Message Insert Draw Options FormatText Review Help

9 lm- ¥

B I UZ-A- - B2 & -

philis@outlook.com

Note: Alternatively, you can type the

17K8

Hi Roan,

0 Type your message text.
© Click Send.

Outlook sends the message.

Best,
Paul

| logol

| red
| Roan Kang 5 |
h ! roan kang@northwindelectriccars.com |

email address of the recipient in the
To field. i Ameein st

1

-0

Here is the amortization schedule you asked for. Let me know if you need anything else.ﬂ

Are there any restrictions related to sending file
attachments?

There is no practical limit to the number of workbooks
you can attach to a message. However, you should be
careful with the total size of the files you send. If you
or the recipient has a slow Internet connection, sending
or receiving the message can take an extremely long
time. Also, many Internet service providers (ISPs) place
a limit on the size of a message’s attachments, which is
usually between 2 and 20MB.

What can I do if the recipient does not have
Excel?

If the other person does not use Excel, you can
send the workbook in a different format. One
possibility would be to save the workbook as a
web page (see the following section, “Save
Excel Data as a Web Page”). Alternatively, if
your recipient can view PDF (Portable Document
Format) files, follow steps 1 to 3 to display the
Share dialog box, and then click PDF.
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Save Excel Data as a Web Page

f you have an Excel range, worksheet, or workbook that you want to share on the web, you can
save that data as a web page that you can then upload to your website.

When you save a document as a web page, you can also specify the title text that appears in the browser’s
title bar and the keywords that search engines use to index the page. You can also choose whether you
want to publish the entire workbook to the web, just a single worksheet, or just a range of cells.

Save Excel Data as a Web Page

o Open the workbook that contains
the data you want to save as a
web page.

(@ If you want to save a worksheet
as a web page, click the
worksheet tab.

(@ If you want to save a range as a
web page, select the range.

@ Click the File tab.

9 Click Save As.

Note: If your workbook is stored
on your OneDrive, click Save a
Copy instead.

@ Click This PC.
© click More options.

@ Autosave Bl Pans Databasexisx - 0 P rum® @ H - 0 x
&Fi\e Home Insert Draw Pagelayout Formulas Data Review View Help 0 Comments
1] f['] X Calibri ~1a - General ~| [ Conditional Formatting ~ ] o
¢ paste LD~ Iy~ A A $ v % 9 [ Formatas Table~ Cells | Editing
- Hiv O A == @ o 9 7 Cell Styles ~ - -
Undo Clipboard & Font ] Alignment [ Number [ Styles v
A2 v Jx | Division v
A B c D E F G H | a
1 Parts Database
2 |Division | D Number Quantity Unit Cost Total Cost Retail Gross Margin
3 4 Gangley Pliers D-178 57 $10.47 $596.79 $17.95 71%
4 ) HCAB Washer C-201 856 $0.12 $102.72  $0.25 108%
B Finley Sprocket C-098 357 $1.57 $560.49  $2.95 88%
5 2 6" Sonotube B-111 86 $15.24 $1,310.64 $19.95 31%
7 4 Langstrom 7" Wrench  D-017 75 $18.69 $1,401.75 $27.95 50%
8 & Th Socket c-321 298 $3.11 $926.78  $5.95 91%
] 1 S-Joint A-182 155 $6.85 $1,061.75 $9.95 45%
10 2 Coriolis Valve B-047 482 $4.01 $1,932.82  $6.95 73%
1
12 v
Parts ® H | >
Ready Average: 217.4850031 Count: 72 Sum: 10439.28015 i3] B - —a—+ 100%

(n) Home

™ New

Parts Database.xlsx

Save As
@ Recent

Personal

OneDrive - Personal
lagophilia@outlook.com

OneDrive - Personal
paulmcfedries@hotmail.com

Other locations

‘Eﬁ; TIIisPC{

—@ Add a Place
= Browse

290

Paul M 9 ® &

T [ Downloads

Parts Database

? - o X

[ Excel Workbook ("

|
-‘[55;:“‘

More options...
[ NewFolder

Name T

2018 Populatio...

2018 Populatio...

2023 Budgetxlsx

Amortization 5...

®

B

Date modified

a
7/28/2021 2:46 PM

7/28/2021 2:46 PM

2/14/2022 1219 PM

6/9/2022 10:38 AM




The Save As dialog box appears.

@ click the Save as type ~ and then click
Web Page.

0 Select the folder where you want to store
the web page file.

@ click Change Title.
The Enter Text dialog box appears.

9 Type the page title in the Page title text
box.

(@ Click OK.

@ Click Tags and then type one or more
keywords, separated by semicolons.

@ Choose which part of the file you want to
save as a web page (C changes to ©):

(® Click Entire Workbook to save the whole
workbook.

() Click Selection to save either the current
worksheet or the selected cells.

@ Click Save.

@ If you see a dialog box warning you that
some workbook features might be lost,
click Yes (not shown).

Excel saves the data as a web page.

TIP
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i3l save As X
« > v 1 7 « Documents > Web Pagsﬂ &) Q. Search Web Pages
QOrganize * MNew folder [m e o
> {% Home No items match your search.

> I3l Microsoft Excel
> @ OneDrive - Personal

> [ ThisPC

File name: | Parts Database.htm o

Save astype: Web Page (*.htm;*.html) 0 ~

Authors:  Paul McFedries Tags: Addatag

Save: @ Entire Workbook
() Selection: SAS2:5HS10

Page title:

Change Title... @

[0 5ave Thumbnail

Publish...

 Hide Folders Cancel

Enter Text ? X

Page title:
Parts Database@ |
The title of the page is displayed in the title bar of the browser.

Cancel

File name: ‘ Parts Database.htm \,

Save as type: Wi e (*.htm;*.html) ~

Tags: parts; data; inventory@

Title: parts Database

Authors: P cFedries

ave: () Entire Workbook
O Selection: SASZ:EHS10
Change Title...
Publish...
[[] Save Thumbnail

13 ST

~ Hide Folders Cancel

change?

If I make frequent changes to the workbook, do I have to go through this procedure after every

No, you can configure the workbook to automatically save your changes to the web page file. This is
called AutoRepublish. To set it up, follow steps 1 to 11 to get the workbook ready for the web and then
click Publish. In the Publish as Web Page dialog box, click AutoRepublish every time this workbook is
saved (| changes to @). Click Publish. Excel saves the workbook as a web page and will now update the
web page file each time you save the workbook.
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Make a Workbook Compatible with

Earlier Versions of Excel

You can save an Excel workbook in a special format that makes it compatible with earlier versions
of Excel. This enables you to share your workbook with other Excel users.

If you have another computer that uses a version of Excel prior to Excel 2007, or if the people you
work with use earlier Excel versions, those programs cannot read documents in the standard format
used by Excel 2007 and later versions of the program. By saving a workbook using the Excel 97-2003
Workbook file format, you make that file compatible with earlier Excel versions.

o Open the workbook you want
to make compatible.

© click File.

€@ Click Save As.

Note: If your workbook is stored on
your OneDrive, click Save a Copy
instead.

@ Click This PC.
© click More options.

292

@ Auosave @ o) [H] CusmmuDataxlsz-{

P v ® & 5 - 0 x

File Home Insert Draw Pagelayout Formulas Data Review View Help Table Design

Calibri > 12~

E'Ij A General ~ [} Conditional Formatting =] jel
¢ e B [BJ T U AR $ - % 9 | [BiFormatasTeble~ Cells  Editing
Siv S A <@ 8 5 Cell Styles ~ - -
Undo Clipboard & Font 15 Alignment 1 Number 15 Styles ~
Bl ~ i o/ fe CustomeriD ~

1 ContactTitle B Address

2 |FRANS Franchi S.p.A. Paolo Accorti Sales Representative Via Monte Bianco 34

3 |COMMI Comércio Mineiro Pedro Afonso Sales Associate Av. dos Lusiadas, 23

4 |ALFKI Alfreds Futterkiste Maria Anders Sales Representative Obere Str. 57

5 |BSBEV B's Beverages Victoria Ashworth Sales Representative Fauntleroy Circus

& |QUEDE Que Delicia Bemardo Batista Accounting Manager Rua da Panificadora, 1
7 |ISLAT Island Trading Helen Bennett Marketing Manager Garden HouseCrowther
& |BERGS Berglunds snabbkop Christina Berglund Order Administrator Berguvsvagen 8

o [SANTG  Sanié Goumet _Jonas Bergufsen  Owner _ Erling Skakkes gate 78
10 |PARIS Paris spécialités Marie Bertrand Owner 265, boulevard Charon
11|SPLIR Split Rail Beer & Ale Art Braunschweiger  Sales Manager P.0. Box 555

12 | CONSH Consolidated Holdings __ Elizabeth Brown Sales Representative  Berkeley Gardens12 B
13 |ROMEY Romero y tomillo Alejandra Camino Accounting Manager Gran Via, 1

14 |SUPRD Suprémes délices Pascale Cartrain Accounting Manager Boulevard Tirou, 255

15 |QUEEN Queen Cozinha Lucia Carvalho Marketing Assistant Alameda dos Canarios
16 |CENTC Centro comercial Moctezuma Francisco Chang Marketing Manager Sierras de Granada 99¢ o

" cusemen | @

Ll

i} ] - ———+ 100%

Customer Data.xlsx « Saved

Save As
@ Recent

Personal

- OneDrive - Personal
logophilia@outloak.com

a OneDrive - Personal
paulmcfedries@hotmail.com

Other locations

|E} Tllis?C{ |

TD Addarlace

Browse

i B @

" E5 Downloads

? - o x

[ customer pata

v|‘ [ save ‘

[ Excet Workbook (i
More options

[ Mew Folder

Name T

2018 Population...
2018 Population I...

2023 Budget.xlsx

®

Amortization Sch...

Customer Dataxisx

]

Date medified

7/28/2021 2:46 PM

7/28/2021 246 PM

2/14/2022 1219 PM

6/9/2022 10:38 AM

6/10/2022 839 AM
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The Save As dialog box appears. 0 seve fs x
G Select the folder in which you € 3 v & mercs DW”‘“"S@ v O @ serchDownleads
want to store the new workbook. Srrfme Ml o- @
0 Click in the File name text box v i Home
and type the name that you want 3 Desktop == == ==
- Downloads

to use for the new workbook.

L I N

Amortization Inventary xlsx Parts
[ Documents Schedulexlsx Databasexlsx
@ Click the Save as type . R Fictures
T Chapter10

File name: | Customer Data‘x\sxo <]

Saveastyper Excel Workbook (".xlsx) v<0

Authors:  Add an author Tags: Add atag

[0 Save Thumbnail

n ideFolders ot - Cance

© Click the Excel 97-2003 B sers [ ot bt Wotbook (o
Workbook file format.

ook (*xls)

-8 (Comma delimited) (*.csv)
. XML Data (*.xml)

@ Click Save. Orgarize = Ne|Single Fle Web Page (-t mhtmi)

Web Page (*.htm;*.html)

cel 97
CSV UTF.

Excel Template (*xltx)

@ If you see the Compatibility MR ot it
Checker dialog box, click W Desktop | g
Continue (not shown). Do et 30753 Wortbock 1)
e Documents CSV (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)

Excel saves the file using the B pictures |1 Macintosh) ()

Text (MS-DOS) (".kxt)

CSV {Macintosh) (*.csv]
Excel 97-2003 Workbook format. 5 Chapte0 |Gy (5008 Lo
DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)
Excel Add-in (*xlam)
Save as type: Excel 97-2003 Add-in (".xla)
POF (" pdl)
Authors: [XPS Document (*xps)
Strict Open XML Spreadsheet (*xlsi)
OpenDaocument Spreadsheet (*.ods)

~ Hide Folders T Cancel

File name:

Can people using Excel 2019, Excel 2016, Excel Which versions of Excel are compatible with the
2013, Excel 2010, or Excel 2007 open my Excel Excel 97-2003 Workbook file format?
365 workbooks? For Windows, the Excel 97-2003 Workbook file format

Yes. The default file format used by all versions of is compatible with Excel 97, Excel 2000, Excel XP,
the program since Excel 2007 is the same as the one | and Excel 2003. For the Mac, the Excel 97-2003
used by Excel 365. If you only work with people Workbook file format is compatible with Excel 98,
who use these Excel versions, then you should stick | Excel 2001, and Office 2004. In the unlikely event
with the default file format — which is called Excel | that you need to share a document with someone
Workbook — because it offers many benefits in using either Excel 5.0 or Excel 95, use the Microsoft
terms of Excel features. Excel 5.0/95 Workbook file format instead.
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Mark Up a Worksheet with Digital Ink

Excel comes with a digital ink feature that enables you to give feedback by marking up a worksheet
with pen marks and highlights. This is often easier than adding comments or cell text.

To use digital ink on a worksheet, it is easiest if you have either a tablet PC or an external graphics
tablet connected to your PC, each of which comes with a pressure-sensitive screen. You can then use
a digital pen — or sometimes your finger — to draw directly on the screen, a technique known as
digital inking. However, you can also use a mouse to mark up a worksheet with digital ink.

Mark Up a Worksheet with Digital Ink

Change Input Mode tO DraW @ Avosave @D [ 5udget Estimatesaisx - Last Modified: Wed at 11:48 AM = yel Paul M @ ® £ - [m] %
o Tap the Draw tab. File HDN&DW Pagell.ayuut. Furmulalear ;view :&w ;Elp O B Comments
>
Note: If you do not see the Draw tab, O =Yy ! vy L):pl, rﬂ o
ﬁght‘cljck the R.ibbon, CliCk Input Mode = Drawing Toals Convert Replay ~
. . . A1 viX Vv ~
Customize the Ribbon, click the A " . . ; . = ” | e
Draw check box (|| changes to @), . [ream1 Team2 Teams3
. 2 |Sales
and then click OK. 3 |Division | 294,000 323,400 279,300
4 |Division Il 358,550 394,405 340,623
e Tap Draw ( Z) s |Division lll 310,000 341,000 294,500
6
7 |Expenses
Note: You only see the Draw button 5 [Costof Goods | 77,004 | 34704 | 75.054
if you have a touch screen or tablet. o |Adverfising 60,550 66,605 57,523
. 10 |Rent 25,200 27,720 23,940
If you do not see this button, you 11 |Supplies 15950 17,545 15,153
. . 12 | Salaries 201,500 251,650 191,425
can still go ahead with the rest of 13| Shipping 176,250 193,875 167,438
the steps in this section. 1 Utlites 7200 | 7920 6840
Excel changes to draw input mod S— -
xcel changes to draw input mode
and enables the draw.ing tools‘ @ Aviosave @D B2 Budget Estimatesxisx - Saved - P Paul M a @ L5 - o X
File Home Insert Draw ut  Formulas Data Review View Help & Comments
. [ 4 ﬂ
{ ) G r
Mark Up with a Pen Zl Iy vy L4
Shape Math  Replay
@ Tap the Draw tab. e _ - .
Al v X S v
. Thickness
o Tap the drawing tool you want to use. s e + I8
e Tap the selected drawing tool’s ~. 2 Sﬂ'es— Recent Colers / O
5 Division | 294,o| 9,300
. 4 Division Il 358,5! 0,623
O Tap a dot to set the drawing s |Divisionll  310,0( e 4500 ]
thickness. : —
. g Cost of Goods 77,00.... 4
e Tap a swatch to set the drawing o |Advertising 60 55..\.ﬁ
C0[Ol’ 10 Rent 252(}... 3,940
* 11 |Supplies 15,95 5,153
L. . 12 |Salaries 201 Slrj...lus
G Use your digital pen (or your finger 12 Shipping 176,25 I B ‘7 438
. 14 Utilities 720 840
or mouse) to write your marks or text |, ) e Coloe. i}
on the worksheet. Extnanes NG - O D
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Mark Up with a Highlighter
@ Tap the Draw tab.

© Tap Highlighter (¥).

Click the Highlighter ~~ to select
a highlighter color and thickness.

e Use your digital pen (or your
finger or mouse) to highlight the
worksheet text.

Erase Digital Ink
@ Tap the Draw tab.

© Tap Eraser (x).

e Use your digital pen (or your
finger or mouse) to tap the ink
you want to remove.

Excel erases the ink.

Note: You can also click the
Review tab, click the Hide Ink -,
and then click either Delete All
Ink on Sheet (E7) or Delete All
Ink in Workbook (£%).

() When you no longer need to
mark up the worksheet with
digital ink, tap Draw ().
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Input Mode Drawing Tools cnmm Replay

AL v 3 ~
A | B C D E F G H I s

1] lTeam 1 Team2 Team3

2 Sales /

3 Division | 294,000 323,400 279,300

4 Division Il 358,550 394,405 340,623 \

s Division il 310,000 341,000 294,500

6

7 |Expenses

s Costof Goods 77,004 84,704 73,154

s Advertising 60,550 66,605 57,523

10 Rent 25,200 27,720 23,940

11 Supplies 15,950 17,545 15453

12 Salaries 201,500 251,650

13 Shipping 176,250 193,875 167,838

iutilities 7,200 7,920 6,840

Budget Estimates.xlsx » Saved + el Paul M @ P £ = [m] X

A oo @D B

File  Home Insert Draw.

=

ut Formulas Data Review View Help

w [ JREEEC)
LEN 3 RGN

Budget Estimates.xls « Saved = P Paul M Q ® & - o X

= conens

@ Autosave 2

File Home  Insert nraw?ul Formulas Data Review View Help
g [ ] [ | S

Z WI vy Gd D
d

Draw ! v ] v

v ¥

v * Inkto Inkto Ink
Shape Math  Replay
Input Mode Drawing Tools Convert Replay v
Al v I ~
A | B c D E F G H 1 1
1 lTeam 1 Team2 Team3
2 Sales /
3 Division | 294,000 323,400 279,300
4 Division Il 358,550 394,405 340,623 \
s Division Il 310,000 341,000 294,500
6
7 |Expenses
s Costof Goods 77,004 84,704 73,154
9 Advertising 60,550 66,605 57,523
10 Rent 25,200 27,720 23,940
11 Supplies 15,950 17,545 15,153
12 Salaries 201,500 251,650 191,425
13 | Shipping 176,250 193,875 167,438
14 Utilities 7,200 7,920 6,840

Is there a way to hide a worksheet’s digital ink without deleting that ink?

Yes. This is a good idea if you want to show the worksheet to other people but you do not want them to
see the digital ink, either because it contains sensitive information or because it makes the worksheet
harder to read. To toggle your digital ink off and on, click the Review tab and then click Hide Ink ([.©).
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Collaborate on a Workbook Online

f you have a Microsoft account, you can use the OneDrive feature to store an Excel workbook in
an online folder (see the “Save a Workbook to Your OneDrive” section earlier in this chapter) and
then allow other users to collaborate on that workbook using the Excel for the Web app.

Collaboration here means that you and the other users can edit the workbook online at the same
time. To allow another person to collaborate with you on your online workbook, it is not necessary
that the person have a Microsoft account. However, you can make your online workbooks more secure
by requiring collaborators to have a Microsoft account.

Collaborate on a Workbook Online

o Use a web browser to navigate B @ e oneone x|+ - o ox
to https://onedrive.live.com. < C (@i nipssjonediivelive.comrid=rootticid=7362824BAB0ASCBB&sb=na.. [ A Y3 V= @ @

OneDrive £ Search everything @ @ ? ‘!5/

Note: If you are not already logged

in, you are prompted to log on to =1t Mew v T Uplond - Pt =0 0
your Microsoft account. My files i
Your OneDrive appears. [ MNamef v Modified ~ Date taken > File size ~ Sharing

T0 Atachments 1072412019 Private
o Click the folder that contains 2 “hudgetProject 0 R s -
the workbooks you want to S I .
Share' B Documents 15 minutes ago 531 MB Private
0 Music 282022 7.79MB Private
8§ Personal Vault 10/23/2019 Private
Do Pictures 27 minutes ago 73968 Private -

€ Click Share. - -3 - 0 x

& C @ () hitps//onedrivelive.com/?id=7382824BABIASCEB%21105268cid=T3.. B A Yo v= @ & -~

= | + New~ T Upload v & Share L Download Create album from folder </> Embed Fsotv =~ @

My files > Budget Project

[ Namet v Modified ~ Date taken File size v Sharing
B Sudget Dataxlex 7 minutes ago 190KB Private
B9 Budget Estimatesisx 7 witwites sgo 952k8 Private
B Budgetxsx 8 minutes ago 1218 Private
E ’“Customer Datauxlsx 7 minutes ago 253Ke Private
B inventory.isx 6 minutes ago 135K8 Private
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The Send Link dialog box appears.

Send link =
e In the To field, start typing the name of the Budget Project
rec-ip-ient. Anyone with the link can edit »
o Click the recipient when they appear in the search “"’IQ 7
resu lts . S:ob;:@?:’ic:licoﬂee‘com 0

Note: Alternatively, you can type the email address of
the recipient in the To field.

e Repeat steps 4 and 5 as needed to share the

folder with multiple people. Copy link

Anyone with the link can edit »
X

T to th .
© Type a message to the user Send link

@ Cclick Send. B P

. . Anyone with the link can edit >
OneDrive sends an email message to the user. The

user clicks the link in that message, optionally @ robnvioos X g anctner 7~
logs on with a Microsoft account, and can then Hi Rebin, -
edit da WOI’kbOOk in the Shared fOlder. Here's a link to the budget files online. 4

Copy link

Anyone with the link can edit

TIP

How do I know when other people are also using a workbook m
online?

When you open a workbook using the Excel for the Web app, examine & AL @
the upper-right corner of the Excel screen. If to the left of the Share ~Jn -
button () you see one or more icons with initials, each of those icons Guest
represents another person who is collaborating on the workbook with Editing B3

you. To see who they are, click an icon (€)). Excel displays the person’s Go to location

name (or Guest if the person does not have a Microsoft account, as :
shown here) and which cell the person is currently editing.
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Symbols

+ (addition) operator, 100, 101

, (comma), 175

=<<=>>=<> (comparison), 101

/ (division) operator, 101

! (exclamation mark), 115

= (equal to), 101

A (exponentiation) operator, 101

> (greater than), 101

>= (greater than or equal to), 101

< (less than), 101

<= (less than or equal to), 101

* (multiplication) operator, 100, 101
<> (not equal to), 101

() (parentheses), 101

% (percentage) operator, 101

" (single quotation marks), 115

- (subtraction/negation) operator, 101

A

absolute cell references, 118-119
access, to external data, 169
Access tables, 168
accuracy, of range names, 52
adding
background color to ranges, 78-79
borders to ranges, 94-95
chart titles, 246, 252
charts, 5
column subtotals, 196-197
columns of numbers, 109
comments to cells, 280-281
data, 4
data labels, 253
fields
to columns area in PivotTables, 209
to data area in PivotTables, 210-211
to row area in PivotTables, 208-209
formulas, 4
functions
about, 4
to formulas, 106-107
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nodes to SmartArt graphics, 273

range names to formulas, 108-109,
112-113

rows of numbers, 109

text to shapes, 267

workbook footers, 164-165

workbook headers, 162-163

worksheet graphics. See graphics
aligning text within cells, 49, 72-75

alphanumeric values, filling ranges with,
30-31

analyzing data. See data analysis
Apply Names feature, 113
applying
conditional formats to ranges, 84-85
font effects, 68-69
number formats, 80-81
picture effects, 277
picture styles, 276
PivotTable filters, 216-217
styles to ranges, 86-87
table styles, 199
workbook themes, 160-161
area chart, 247
arithmetic formulas, 101
array formula, 227
assigning names to ranges, 61
AutoComplete, troubleshooting, 15
Autofill feature, 30-31
AutoFit feature, 89, 91
AutoSum formulas, building, 110-111
AVERAGE() function, 4, 105

backgrounds
adding color to ranges, 78-79
picture, 271
bar chart, 247
benefits, of range names, 52-53
borders, adding to ranges, 94-95
box & whisker chart, 247
break-even analysis, 233



C

calculating totals, 5
category axis, 246
cell address, 12
cells

about, 12
adding comments to, 280-281
aligning text within, 72-73
analyzing values
with color scales, 240-241
with data bars, 238-239
with icon sets, 242-243
copying formatting between, 96-97
deleting data from, 22-23
editing data, 20-21
entering
dates/times in, 18-19
numbers into, 16-17
text into, 14-15
highlighting, 234-237
inserting, 38-39
merging, 48-49
opening for editing, 21
removing
data validation from, 225
numeric formatting from, 41
restoring addresses, 119
rotating text within, 76-77
selecting ranges, 26-27
separating text into columns, 182-183
table, 187
wrapping text within, 92-93
changing
chart layouts/styles, 257
chart source data, 260-261
column width, 88-89
font color, 70-71
font/font size, 66-67
number of decimal places displayed, 82-83
range names, 60-61
row height, 90-91

username, 281
chart legends, positioning, 254
chart sheet, 249
charts
adding
about, 5
chart titles, 246, 252
data labels, 253
changing
layouts, 257
source data, 260-261
styles, 257
creating, 248-251
deleting, 263
displaying
chart gridlines, 255
data tables, 256
elements of, 246
moving, 262-263
positioning chart legends, 254
resizing, 262-263
selecting types, 258-259
types of, 247
collaboration
adding comments to cells, 280-281
marking up worksheets with digital ink, 294-295
protecting
workbook structure, 284-285
worksheet data, 282-283
saving Excel data as web pages, 290-291
saving workbooks to OneDrive, 286-287
sending workbooks as email attachments, 288-289
workbook compatibility, 292-293
on workbooks online, 296-297
color
background, 78-79
font, 70-71
workbook, 154-155
color scales, analyzing cell values with, 240-241
color schemes, creating, 155
column area, in PivotTables, 203
column chart, 247
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column field header, in PivotTables, 203
Column Filter button, 187
column headers
selecting, 190
in tables, 187
columns
about, 12
adding
of numbers, 109
subtotals, 196-197
centering text across, 49, 74-75
changing width, 88-89
deleting, 43
displaying, 45
freezing, 46-47
hiding, 44-45
inserting, 36-37
selecting, 27

separating cell text into,
182-183

table, 187, 190, 193, 195
unfreezing, 47
columns area, in PivotTables, 209
comma (,), 175
comments
adding to cells, 280-281
editing, 281
removing, 281
viewing, 281
comparison formulas, 101
compatibility, of workbooks, 292-293
conditional formatting
about, 234-235
applying to ranges, 84-85
removing from ranges, 85
confirming
operator precedence, 121
punctuation, 121
range data, 120
range references, 120
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converting
ranges to tables, 188-189
tables to ranges, 198
copying
formatting between cells, 96-97
formulas, 116-117
ranges, 34-35
worksheets, 130-131
COUNT() function, 105
Create from Selection command, 57
creating
AutoSum formulas, 110-111
charts, 248-251
color schemes, 155
custom borders, 95
custom effect schemes, 159
custom lists, 31
data tables, 226-227
filters, 223
font schemes, 157
formulas, 102-103, 110-111
outlines, 230
PivotTables from Excel ranges/tables, 204-205
recommended charts, 250-251
styles, 87
templates, 145
workbook themes, 161
workbooks, 142-145
worksheets, 126-127
Creative Commons, 268, 269
cropping pictures, 277
custom lists, creating, 31

D
data
adding, 4
deleting from cells, 22-23
deleting from ranges, 40-41
filling ranges with duplicate, 28-29
importing. See importing data



protecting worksheet, 282-283
refreshing in PivotTables, 206-207
saving as web pages, 290-291
selecting, in tables, 190-191
types, 13
visualizing. See charts
data analysis
about, 186
analyzing
cell values with color scales, 240-241
cell values with data bars, 238-239
cell values with icon sets, 242-243
data with Goal Seek, 232-233
creating data tables, 226-227
filtering ranges/tables, 222-223
grouping related data, 230-231
highlighting
cells, 234-237
top/bottom values in ranges, 236-237
setting data validation rules, 224-225
sorting ranges/tables, 220-221
summarizing data with subtotals, 228-229
data area, in PivotTables, 203, 210-211
data bars, analyzing cell values with, 238-239
data field header, in PivotTables, 203
data labels, adding, 253
data marker, 246
data series, 246
data sources, importing data from, 170-171
data tables
creating, 226-227
displaying, 256
data validation rules, setting, 224-225
data value, 246
date values, filling ranges with, 30-31
date values, grouping, 215
dates and times
about, 13
entering in cells, 18-19
decimal places, changing number displayed, 82-83

defining
range names, 54-55
worksheet text with range names, 56-57
Degrees spin box, 77
delimited data, importing, 175
delimited text file, 175
delimiter, 175
desktop, starting Excel on, 6
digital ink, marking up worksheets with, 294-295
displaying
chart gridlines, 255
columns, 45
data tables, 256
Filter buttons, 222
Queries & Connections task pane, 171
rows, 45
#DIV/0! error, 121
division (/) operator, 101
drawing shapes, 266-267

E

editing
cell data, 20-21
comments, 281
opening cells for, 21

effects
choosing, 158-159
font, 68-69

picture, 277
email, sending workbooks as attachments, 288-289
entering
dates in cells, 18-19
numbers into cells, 16-17
text into cells, 14-15
times in cells, 18-19
equal to (=), 101
error values, 121
errors, troubleshooting for formulas, 120-121
exclamation mark (!), 115
exponentiation (*) operator, 101
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Extensible Markup Language (XML), 169, 178-179
external data, 168-169
extracted data, flash filling ranges with, 32

F
field items, in PivotTables, 203
fields
adding
to columns area in PivotTables, 209
to data area in PivotTables, 210-211
to row area in PivotTables, 208-209
moving in PivotTables, 212-213
File tab, 8
filling
horizontal ranges, 28-29
ranges
with duplicate data, 28-29
with series of values, 30-31
series, 5
vertical ranges, 28-29
Filter buttons, displaying, 222
filtering
PivotTables for, 202, 203
ranges/tables, 222-223
filters
applying to PivotTables, 216-217
creating, 223
Filters box, 205
financial functions, 105
Find and Replace dialog box, 149, 151
finding text in workbooks, 148-149
fixed-width text file, 175
flash filling ranges, 32-33
fonts
applying effects, 68-69
changing color, 70-71
changing size, 66-67
creating schemes, 157
setting, 156-157
footers, adding to workbooks, 164-165
Format Cells dialog box, 81
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formats, for dates/times, 19
formatted data, flash filling ranges with, 33
formatting pictures, 276-277. See also conditional formatting
formatting ranges
adding
background color to ranges, 78-79
borders to ranges, 94-95
aligning text within cells, 72-73
applying
conditional formats to ranges, 84-85
font effects, 68-69
number formats, 80-81
styles to ranges, 86-87
centering text across columns, 74-75
changing
column width, 88-89
font color, 70-71
font/font size, 66-67
number of decimal places displayed, 82-83
row height, 90-91
copying formatting between cells, 96-97
rotating text within cells, 76-77
wrapping text within cells, 92-93
formatting workbooks
adding
footers, 164-165
headers, 162-163
applying themes, 160-161
choosing effects, 158-159
modifying colors, 154-155
setting fonts, 156-157
formulas
about, 100-101
adding
about, 4
functions to, 106-107
range names to, 108-109, 112-113
rows/columns of numbers, 109
copying, 116-117
creating, 102-103, 110-111
functions, 104-105



moving, 116-117

referencing worksheet ranges in, 114-115
switching to absolute cell references,

118-119
troubleshooting errors, 120-121
freezing rows/columns, 46-47
functions, 4, 104-107
funnel, 247
FV() function, 105

G

Go To command, 59
Goal Seek, analyzing data with, 232-233
gradient effect, 79
graphics
cropping pictures, 277
drawing shapes, 266-267
formatting pictures, 276-277
inserting
online images, 268-269
photos, 270-271
SmartArt graphics, 272-273
moving, 274-275
resizing, 274-275
rotating, 275
greater than (>), 101
greater than or equal to (>=), 101
gridlines
about, 95, 246
chart, 255
grouping
PivotTable values, 214-215
PivotTables for, 202
grouping related data, 230-231

H
headers, adding to workbooks, 162-163
hiding

columns, 44-45

digital ink, 295

rows, 44-45

worksheets, 138-139

highlighting

cells, 234-237

top/bottom values in ranges, 236-237
histogram, 247
horizontal alignment, 72

horizontal ranges, filling, 28-29

I

icon sets, analyzing cell values with, 242-243
images. See pictures
importing data
from data sources, 170-171
delimited data, 175
external data, 168-169
refreshing imported data, 180-181
separating cell text into columns, 182-183
from text files, 174-175
from web pages, 176-177
from Word tables, 172-173
from XML files, 178-179
indenting cell text, 73
inserting
cells, 38-39
columns, 36-37
online images, 268-269
photos, 270-271
ranges, 38-39
rows, 36-37
SmartArt graphics, 272-273
table columns, 193
table rows, 192
intuitiveness, of range names, 52
IPMT() function, 105

J

justified text, 73

K

keyboard techniques
font-related, 69
for navigating worksheets, 124
for selecting ranges, 27
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L

layouts, chart, 257

legend, 246

less than (<), 101

less than or equal to (<=), 101
line chart, 247

location, 169

login, 169

M

managing tables, 5
map chart, 247
marking up worksheets with digital ink, 294-295
mathematical functions, 104
MAX() function, 105
MEDIAN() function, 105
merging cells, 48-49
Microsoft Access, 168
Microsoft Word, 168, 172-173
MIN() function, 105
MOD() function, 104
MODE() function, 105
mouse pointer, 12
moving
charts, 262-263
fields in PivotTables, 212-213
formulas, 116-117
graphics, 274-275
ranges, 34-35
worksheets, 128-129
multiplication (*) operator, 100, 101

N
#N/A error, 121
Name box, 57
#NAME? error, 121
Name Manager dialog box, 61
navigating
to Excel for the Web, 7
for range names, 53
workbooks using range names, 58-59
worksheets, 124
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negation (-) operator, 101
nodes, adding to SmartArt graphics, 273
not equal to (<>), 101
NPER() function, 105
#NUM! error, 121
number data, 13
number formats
applying, 80-81
deleting from cells, 41
numbers
entering into cells, 16-17
repeating, 17
numeric values, filling ranges with, 30-31

0

OneDrive, saving workbooks to, 286-287
online images, inserting, 268-269
Open Database Connectivity (ODBC), 168
opening

cells for editing, 21

workbooks, 147
operands, 100
operator precedence, 101, 121
operators, 100
outliers, 241
outlines, creating, 230

P
panes, splitting worksheets into, 136-137
parentheses (()), 101
password, 283
percentage (%) operator, 101
PI() function, 104
pictures
applying
effects, 277
styles, 276
cropping, 277
formatting, 276-277
inserting, 270-271
online images, 268-269
pie chart, 247



PivotTables
about, 202
adding fields
to columns area, 209
to data area, 210-211
to row area, 208-209
applying filters, 216-217
creating from Excel ranges/tables, 204-205
features of, 203
grouping values, 214-215
moving fields in, 212-213
refreshing data, 206-207
plot area, 246
PMT() function, 105
positioning chart legends, 254
PPMT() function, 105
PRODUCT() function, 104
protecting
workbook structure, 284-285
worksheet data, 282-283
punctuation, confirming, 121
PV() function, 105

Q

Queries & Connections task pane, displaying, 171

R
radar chart, 247
RAND() function, 104
RANDBETWEEN() function, 104
range data, confirming, 120
range names
adding to formulas, 108-109, 112-113
assigning, 61
benefits of, 52-53
changing, 60-61
defining, 54-55
defining worksheet text with, 56-57
deleting, 62-63
navigating workbooks using, 58-59
range references, confirming, 120
ranges

about, 12
adding
background color, 78-79
borders to, 94-95
applying
conditional formats to, 84-85
styles to, 86-87
assigning names to, 61
converting
to tables, 188-189
tables to, 198
copying, 34-35
creating PivotTables from, 204-205
filling
with duplicate data, 28-29
with series of values, 30-31
filtering, 222-223
flash filling, 32-33
formatting. See formatting ranges
freezing rows or columns, 46-47
hiding rows/columns, 44-45
highlighting top/bottom values in, 236-237
inserting
cells, 38-39
columns, 36-37
rows, 36-37
merging cells, 48-49
moving, 34-35
removing
about, 42-43
data bars from, 239
data from, 40-41
selecting, 26-27
sorting, 220-221

RATE() function, 105

recommended charts, creating, 250-251
rectangular ranges, selecting, 26

#REF! error, 121

referencing worksheet ranges in formulas, 114-115
refreshing

imported data, 180-181
PivotTable data, 206-207
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related data, grouping, 230-231

relative cell references, compared with absolute cell
references, 119

removing
charts, 263
columns, 43
comments, 281
conditional formatting, 85, 235
data bars from ranges, 239
data from cells, 22-23
data from ranges, 40-41
data validation from cells, 225
digital ink, 295
numeric formatting from cells, 41
photo backgrounds, 271
range names, 62-63
ranges, 42-43
rows, 43
table columns, 195
table rows, 194
top/bottom rules, 237
workbook structure protection, 285
worksheets, 132-133
removing digital ink, 295
renaming worksheets, 125
repeating numbers, 17
replacing text in workbooks, 150-151
resizing
charts, 262-263
graphics, 274-275
workbooks, 271
restoring cell addresses, 119
Ribbon
about, 8
working with, 9
Ribbon tabs, 8
rotating
graphics, 275
text within cells, 76-77
ROUND() function, 104
row area, in PivotTables, 203, 208-209
row field header, in PivotTables, 203
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rows
about, 12
adding of numbers, 109
changing height, 90-91
deleting, 43
displaying, 45
freezing, 46-47
hiding, 44-45
inserting, 36-37
selecting, 27
table, 187, 191, 192, 194
unfreezing, 47

S

saving
Excel data as web pages, 290-291
workbooks, 146
workbooks to OneDrive, 286-287
scatter chart, 247
selecting
chart types, 258-259
columns, 27
effects, 158-159
ranges, 26-27
rows, 27
table data, 190-191
selections, troubleshooting, 15
sending workbooks as email attachments, 288-289
separating cell text into columns, 182-183
series, filling, 5
setting
data validation rules, 224-225
fonts, 156-157
shapes, drawing, 266-267
single quotation marks ('), 115
size, font, 66-67
SmartArt graphics, inserting, 272-273
sorting ranges/tables, 220-221
source data, for charts, 260-261
splitting worksheets into panes, 136-137
spreadsheets, 2
SQRT() function, 104



stability, of range names, 53
starting Excel on desktop, 6

statistical functions, 105
Status Bar, 8
STDEVP() function, 105
STDEV.S() function, 105
stock chart, 247
structure, workbook, 284-285
styles
applying to ranges, 86-87
chart, 257
creating, 87
picture, 276
table, 199
SUBTOTAL function, 196-197
subtotals
column, 196-197
summarizing data with, 228-229
subtraction (-) operator, 101
Sum button, 5
SUM() function, 104, 109, 231
summarizing
data with subtotals, 228-229
PivotTables for, 202
sunburst chart, 247
surface chart, 247
switching to absolute cell references, 118-119
symbols, in numeric values, 17

T
tables
about, 186
adding column subtotals, 196-197
applying styles, 199
converting
to ranges, 198
ranges to, 188-189
creating PivotTables from Excel, 204-205
data, 226-227, 256
features of, 187
filtering, 222-223
inserting

table columns, 193
table rows, 192
managing, 5
removing
table columns, 195
table rows, 194
selecting data in, 190-191
sorting, 220-221
templates
creating, 145
creating workbooks from, 144-145
inserting worksheets from, 127
text
adding to shapes, 267
aligning within cells, 72-73
centering across columns, 49, 74-75
entering into cells, 14-15
finding in workbooks, 148-149
replacing in workbooks, 150-151
rotating within cells, 76-77
separating into columns, 182-183
wrapping within cells, 92-93
text data, 13
text files, 168, 174-175
Text Import Wizard, 174
text values, grouping, 215
themes, applying to workbooks, 160-161
thousands separator, 17
three-color scales, 241
time values, grouping, 215
Title bar, 8
totals, calculating, 5
treemap chart, 247
troubleshooting
AutoComplete, 15
editing cells, 21
formula errors, 120-121
PivotTable refresh, 207
selections, 15
two-color scales, 241//
type argument, 105
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U

undoing cell deletion, 23
unfreezing rows/columns, 47
unhiding worksheets, 138-139
username, changing, 281

vV
value axis, 246
#VALUE! error, 121
values

error, 121

filling ranges with series of,
30-31

Values button, 211

vertical alignment, 73
vertical ranges, filling, 28-29
viewing comments, 281
visualizing data. See charts

w
waterfall chart, 247
Web, navigating to Excel for the, 7
web pages
about, 169
importing data from, 176-177
saving Excel data as, 290-291
what-if analysis, 227
windows, components of, 8
Word tables, 168, 172-173
Workbook Window controls, 8
workbooks
adding
footers, 164-165
headers, 162-163
applying themes, 160-161
compatability of, 292-293
creating, 142-145
defined, 12

308

finding text in, 148-149
formatting. See formatting workbooks
navigating using range names, 58-59
online collaboration of, 296-297
opening, 147
protecting structure of, 284-285
replacing text in, 150-151
resizing, 271
saving, 146
saving to OneDrive, 286-287
sending as email attachments, 288-289
worksheet graphics. See graphics
Worksheet tab, 12
worksheets
about, 8, 12, 122
components of, 12
copying, 130-131
creating, 126-127
defining text with range names, 56-57
hiding, 138-139
marking up with digital ink, 294-295
moving, 128-129
navigating, 124, 127
protecting data, 282-283
referencing ranges in formulas, 114-115
removing, 132-133
renaming, 125
splitting into panes, 136-137
unhiding, 138-139
zooming, 134-135
wrapping text within cells, 92-93

X

XML (Extensible Markup Language), 169, 178-179
XY chart, 247

z

zooming worksheets, 134-135
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