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Course objectives

1. Provide participants with an
exploration of spreadsheet design using
Microsoft Excel 2007.

2. Improve productivity through
improved usage of the application.

3. Explore topics listed for the session.

4. Develop computer and spreadsheet

literacy.
5. Address your questions and
concerns.
Schedule
9:00 Registration
9:30 Morning session
10:40 approximate break
12:00 Lunch
1:00 Afternoon session

2:00 approximate break
3:30 Dismissal

Handouts available in PDF format at
www.crowleycomputers.com/handout.htm.

Northern New York Library Network

Workshop
www.nnyln.org

General session topics

Session |
1. What’s a spreadsheet? Excel versions and
alternatives
Application pieces & parts
Building a spreadsheet from scratch
a. Entry, editing, and basic navigation
b. Column and row sizing
c. Autofill: laziness for speed & accuracy
4. Formulas for power
a. Autosum and other autos...
b. Arithmetic
¢. Introduction to functions
5. Format for pretty
6. Print basics & the page layout ribbon
A picture is worth a thousand words, so chart!

Session 11
1. Structural overview
2. Navigate faster
3. Formulas for more power!
a. Basics review
b. Finding functions and the formulas ribbon
c. Relative and absolute references
4. More formatting for more readability
a. Conditional formatting
5. Get three dimensional with sheets
a. Formulas across sheets
6. Copying and moving data

a. Cut, copy, paste

b. Dragging things around
7. Databases

a. Sorting

b. Autofilter

8. Printing review
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7. Data entry - all entry is contained in a single cell7
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Session |

Quiz
What version of Office do you use?
What edition?
Have you tried alternatives? Like WordPerfect, Lotus, OpenOffice
Rate your Excel knowledge.

moo®» e

What do you want to learn today?

Use the right tool for the right job... Spreadsheets...

Versus word processor

® > N

Versus database

1. Strengths

2. Weaknesses

C. Spreadsheet competition

1. Corel Quattro Pro

2. Lotus1-2-3

3. Open Office Spreadsheet — www.openoffice.org
4

Online options
a. Google Docs
5. Microsoft Excel
95
97 - great strides in user interface
2000 - better with bigger sheets, better programmability, better wizards

2003 - minimal changes, stable. When will it be retired?

a
b
c
d. 2002 - minimal changes other than task pane
e
f. 2007 - radical changes, IE the Ribbon

C3 - Crowley Computer Consulting Page 3
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Hame Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat App“cation Bar
alibri AW FT ==l = Wrap Text General = ,l e (|5
5 == -.Ribb e
Paste = =||E=E 2E|| | +3 ;™| Conditional Fermat Cell T
L 7 || 2 Mer CI” On (PRl Farmatting = as Table - Styles || b5 Format =
Clipboard ™ Allgnment F} Mumber Styles Cells
TN\ ~
D E E G H I 1 K 13 M N /
I
= Office _ Help
3 Quick Formula Bar
4 button
5 Access |
6 ] Columns
| Selection Name bar Toolbar
8 /;
9 . =
5 Autofill handle Scroll
1 Cells bar
12
13 Rows
14
15 Views &
16 Sheet buttons and tabs Status bar
= Zoom
18
44 » ¥| Sheetl - Shest?  Shee T — |

Ready ﬂ

3. Structural overview
A. Where is help

1. ? button in upper right hand corner of window. @9

Office help programs access Microsoft web pages for improved results.

w

Web searches, Google works!

4, The Ribbon - heart of the new User Interface (Ul)

Same commands, new places
No menus

The Ribbon is not a toolbar
Not customizable

0 o N Uk

More extensive tooltips
10. Most items will preview
A. Cutting the ribbon to pieces
1. Tabs
2. Groups
3. Commands
4. Dialog boxes

Easy to learn, but tough to unlearn menus and toolbars

/
[EEErT e it

C

B. Lost commands - Many specific, contextual commands do not show on the ribbon until the proper context is

available. For example, there are no

. . . | —-J/ Home
picture formatting commands until a

. .. =1 & ot
picture is inserted or selected. B o

Paste

Clipboard

C3 - Crowley Computer Consulting

Insert Page Layout

Calibri

# Format Painter ||| B

11

Formulas

= [[AG ||

Data
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Developer Add-Ins Acrobat

|!T| |AaBbCcDe | AaBbcce AaBbCi AaBbCc Ar.:llj %

Title _ Change
Styles -

]

i M Mormal | T Mo Spaci., Headingl  Heading 2

Styles

=

Picture Tools

Developer Add-Ins Acrabat | Format
= 4_'}’ Picture Shape ~ :ﬂ_ L4 Bringto Front = |=~ |__U|" ‘5|J T
i [ — Fu :
‘ - L[ Picture Border - @3, send to Back ~ L =
= : Position | Crop =1|2.51"
= Picture Effects = :ETex‘t Wrapping =~ Sk~ i
] Arrange Size
4 5 : d 7
; : ; . I 2

F. Ribbons adjust to fill window

o - . _/- . - 9 e
S E@NE 0 @ @
AutoSum Recently Financial Logical Text Date & Lookup & Math Mare
Used - Time~ Reference ~ & Trig = Functions =

- v - -

Functian Library

G. Mice are for wimps

% AutoSum T

ﬁ Logical =

ﬁr Recently Used ~ KA Text -

f_,l Lookup & Reference -
[® Math & Trig -

iﬁ? Date & Time - ﬁj More Functions =
Function Library

\ @j Financial -

1. Navigate the Ribbon by tapping the Alt key and then NI e e
(Ein) | -
resulting KeyTips. ESC moves to previous selection. ;'9 fome ||| REER. . Pash il RSt . ReilinGe
2. There are many keyboard shortcuts. o — [Fe] [es]_[FsllFe] D , . [
j '_I Calibri (Body) 11 AR || ==
a. Most are unchanged from older Office editions. L =
Paste |B I U - ahe x, > Aa~|%”~ g-l ==
b. From Help, search for “keyboard shortcuts.” u‘. d'ﬁ meia ..' 617 [0 .
I aar
C. Where did my ribbon go? Tl el — . =
1. Minimize the Ribbon
2. Click on tab titles to use
5. Other Pieces
|'IEE'-‘
A. Microsoft Office Button
1. Think of the 2003 File menu (na)) i I ﬁ
2. Application options are found on the bottom Customize Quick Access Toolbar Layout Formulas Data
right. Mew i
‘|I I!J __ = Open ; j
B. Quick Access Toolbar v | Save I c
1. Only easily customized part of the Ul E-mail Fant o
a. Ribbon can be customized programmatically Quick Print % |
and via add-on apps Print Praview
2. Standard commands are Save, Undo and Redo spelling | D E
3. Customize menu 7| Undo
4. Customizing the Quick Access Toolbar 7 Rredo
a. Select common tools from menu
Sort Ascending
b. Add more tools from More Commands...
Sort O di
c. Show below or above the Ribbon ort escending
More Commands...
Show Below the Ribbon
Minimize the Ribbon
C3 — Crowley Computer Consulting Page 5
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1. Formula Bar and Scroll Bar (top)

Expand / collapse

formulabar

2. Status Bar (left)

Sheet:
First 1
I\ Previous. )
A Next
Last

i 4 5] Sheetl

!

Select SheetX

Sheet2  Sheetd . 93 4

Ready 73 |
(3 bt
i il Scrnllba:;—upnne
~ i o Mode
= i :
= — . Macro Recording
R ~ Shortcutto Macros
: Cop dn %
3. Status Bar (right) 4. Task Panes i
: o (]
Hfﬂ!n:
Resize scroll A cecorn =]
‘bar / '} Split window i o by
b % T A Serid medka fie s -
S . Page Break Preview v ) .
Zoom % ._.-’f
Shortcut to Zoom /
b Dot e e o
o8 T i kg e
C3 — Crowley Computer Consulting Page 6
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6. Spreadsheet size

Excel
97-2003 2007
Rows 65,536 1,048,576
Columns 256 16,384
Cells 16,777,216 17,179,869,184
Sheets limited by memory limited by memory
7. Data entry - all entry is contained in a single cell

A. Entry type basics
1. Text - left aligned by default
2. Numbers - right aligned by default
3. Dates - format changes based on how entered
B. Mode - notice mode on status bar!
1. Ready 18

2. Enter - entry of new data, replaces old data in cell an
M 4 b M| Sheetl - Shee

a. Select any cell, start typin
. . y o yping Ready | 3
3. Edit - altering existing data
a. F2
b. Double click ILUMN (> % ¢ﬁr|:35.?4+{0.5215*l55}-{35.?5*{5854\0.15}}+{{o.42?5*|$5}*{5|35n0.1s}}
on cell B C D E F G | H I ] K L M N 0o | P Q | R | S
Temperature in degrees F
40 35 30 25 2 1L 10 5 0 &5 10 15 20 25 30 35 40
36 31 25 19 13 7 [=35 74+(0 6215%155)-(35.75(386°0_16))+{(0 4275*135)"(5B60.16)) (5T)
10 34 21 21 18 9 3 4) (10) (16) (22) (28) (38) (41) (4T) (53) (59) (G6)
.-1.E 9 £ 410 12 [ i 7 M Han e M 00 FACY e fEon f0AN T4\
1 In cell editing
a. Clickin coLUMM v (0 X o fe| =35.74+{0.6215*135)-(35.75%($B6"0.16) ) +{(0.4275%135) *( $B60.16))
Formula bar A B c | D E F G | H | J KT LIMI[N o P Q| R | S
Temperature in degrees F
40 3% 30 25 20 150 101 5 0 -5 10 15 20 25 30 -3 40
d M 2% 19 13 ?5.?5*&! (5 (1) (16) (22) (28) (34) (40) (46) (52) (57)
10 34 21 21 15 9 3 ) (10) (16) (22) (28) (35) (41) (47) (53) (59) (66)
2 Formula bar editing

B. Removing data
1. Enter new data
2. Delete key - leaves you in ready mode
3. Backspace key - leaves you in enter mode

8. Autofill

A. Editing inside a selected range using Tab / Shift+Tab and Enter / Shift+Enter

C. Speeds / accurate data entry 3 10:00:00l

D. One direction at a time 4 10:00 AMB
E. Besureto get a black + when trying to grab the £ Intan

autofill handle.
F. Custom autofills.
1. Tools, Options, Custom List

C3 — Crowley Computer Consulting Page 7
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2. Enter manually or import list from cells

Open and Close, Save and Save As...

A. Save makes a copy of the current document onto your hard disk, floppy drive, network drive, USB flash drive

(USB memory key)...

B. Save As makes a new copy of the current document onto your hard disk, etc. by giving you the opportunity to
give the file a new name and/or select a new location to save the document. Actually, any new Save is a Save As

since you have the opportunity to select the document type and location

File nama  Colage Endeswrmant Levehi

Lyt 8L bpe Warkiaok
ARSI el Macro-i nabied Woethook

Ll Benary Werkbook

Lo 37- 2000 'Warkkook

MWL Dats

Ssngie File Wb Page

Wil Page

Excell Termplabe

Bl Mlacre-Enabled Templabe

Bl 372003 Teomplate

Text {Tab debrrated]

Lisseode Text

ML Spreadubeont 2003

Flicrosoft Exeel 5095 WerkBook

O3 (Comma debmted)

Ferramed Teat (Spac delwmited]

Tent (Matirgzrih]

Tt (k5=

OV et il

R (S-DD5)

DO (Tuts batrchusgek Format)

ToLK [Bymboks Link)

Tl hdd-In

ot 97-2000 Ackd-In

i. Save as type

dude Foddery

a. Excel Document = 2007
b. Excel 97-2003 Document = older type, larger, may not support all

formatting

=T ==
|.- .l'\;_ ]  Offe 2000 B Ap swmpien + = [y || e ]
[ Ostwmodfed  Type L -
& Uy Fatam
-
; v
P .
e L |
& POTERRED
i beiradutan
e 00 B g sarrpie
i Wy Putun
Oy JOOT
Hila raerar Tibegr Eedooreent Lo =
bt hype |kl Wik :
i 5
- e Folien Eoali = |_5_-_-|-__| L
- =
Favorite Links hlams
-
\, Templates
Mere »| 1| My Documents

Folders % Recently Changed
|| Downl{ | Recent Places
E-( Favorit) lll Desktop
I Links M Computer
- |Ogit.ec B pictures
é m:s[:) _@ Music

E Searches

Rl 1 public

Save as type: |Word Document

ii. Favorites Links helps
you select
commonly used
areas on your
computer.

C. Open makes a copy of a stored document in your Excel application

C3 — Crowley Computer Consulting
Copyright 2007
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10. Formulas - meat and potatoes!

A. All formulas begin with = or basic math function A B
1. Simple operators 1 |=3+2 Is
a. +add =3+2 5 2 |=3-2 1
b. -subtract =3-2 1 3 =3%
c. * multiply =3*2 6
d. /divide =3/2 15 4 |=3/2 1.3
2. Less well known 3
a. " exponent =312 9 6 =372 3
b. Comparison 7 |=3=2 FALSE
i. = =3=2 FALSE g |=3<2 FALSE
i. < =3<2 FALSE 9 =3>2 TRUE
iii. > =3>2 TRUE 10 | =32 TRUE
iv. <> =3<>2 TRUE 11 |=3<=2 FALSE
v: <= =3<=2 FALSE 17 =352 TRUE
vi. >= =3>=2 TRUE

B. Formulas never reference the cell they are in.

C. Order of operator precedence (or Algebraic Order of Operations, for those of you as old as me!)

9434 =5*4 20 Operators (in order of evaluation)
=2+12 14 Reference

Range :
Intersection Space
Union ,
Arithmetic
Negation -
Percentage %
Exponentation 2
Multiplication *
Division /
Addition +
Subtraction -
Text
Join &
Comparison (equal precendence)
Equal =
Greater than
Less than <
Greater or equal >=
Less than or equal <=
Not equal <>

D. Cell address entry methods

1. Typed iy B C D

2. Mouse pointing 1| 2'::: J33:A1+Bl |
—_ K- I ]

3. Keyboard pointing 2

E. Watch Excel’s mode on status bar. 2
Simplest formula in the world: bringing a value to another location with =D4

C3 - Crowley Computer Consulting Page 9
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11. Basic copying and moving

A. General procedure

1. Select cells to move or copy

2. Copy (to copy) or Cut (to move)

3. Select new location

4. Paste

B. Methods to give cut/copy/paste commands

C. Toolbar
1. Home Ribbon

nﬁ@ y
. =2 1
a. Shortcut menu via

i. Right+click
ii. Shortcut menu key on

keyboard
iii. Shift+F10

o

Calibi =11 ~ A" A" % -~ % +» F

S A-ulBE

|| Clipboard &

Format Painter

ar

1 wn

.

"
BB LR SR

w ®

by

& | Cut
53 Copy
|2 Paste

Paste Special...

10
. Insert...
2. Shortcut keys
a. Ctrl+X=cut
b. Ctrl+C = copy
c. Ctrl+V = paste
3. Excel border
a. Drag selection border to move
b. Ctrl+drag selection border to copy
D. Other notes
1. Select and paste steps can be repeated as long as original cut/copy remains on clipboard.
2. ESC will cancel clipboard.
12. Formulas with functions
A. Use of Autosum e E . - -
= = AutoSum| = :
1. Select only the cell ae o . — ‘%7 ﬁ 1t
you want the sum Insert Dele | Sum Sort & Find & ! .':
. - - Average Filter ~ Select - r 5i
(tOtaI) In. Cell Count Numbers king 3 : 6:
2. Click the Autosum o ! !
button on the Home - 4 | o
) 0 Min L 5 5 : 5,
Ribbon More Functions... A 4
3. Insure the cells you 6 =SUM|
wanttoaddupare  B. Use the Autosum dropdown to select 7 | [SUM{numberd, [numberZ], ..) ]
highlighted. other common functions. g
4. Press Enter or click g

the Enter checkmark
on the Formula Bar.
C. Using Formula Ribbon

oy
B Ingent Page Lagout

s £ G e J ) Deline Mame = 3 Trace Precedents B Show Formaulan
fr b ﬁ ﬁ] = @ ﬂ 1§| i o — L)
3 - i o Trace Dependenls Y Eror Checking - il

Foamulas Data Review View Deweloper Add-Ind Acrobat

Inser | AwieSum Recently Fnancial Logicsl Test Dae & loskup &  Makh dare Hame
- Time = Reference = & Trig* Funclions = Manager uiky Create from Sefection | ) Remowe Ances - & Evaluale Formuls | window

Funsfion ¥ Lied =
Funch

C3 — Crowley Computer Consulting
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1. Insert Function Insert Function (7 ==
a. Can also be launched from Formula Bar SR TEIE
o CuwlE]
Or select a category: | Most Recently Used IZ|
A B c : F Select a function:
1 Insert Function ~
2. Repeat of AutoSum
3. Recently used functions cHoose i
4. Other categories COLUMMN(reference)
Returns the column number of a reference.
Help on this function oK ] [ Cancel
5. Required / optional arguments Function Arguments (5]
6. Don’t forget Help on the function. PMT
D. Autofill formulas! Rate numbe
Nper numbe
Pv numbe
Fv numbe
Type numbe
Calculates the payment for & loan based on constant payments and a constant interest rate.
Rate is the interest rate per period for the loan. For example, use 6%/4 fo
quarterly payments at 6% APR.
Formula result =
Help on this function [ O J [ Cancel
13. Formatting
—. s It Fags Layout Farmuaes st B Vigm Sevrzpe it ey amenut -, - ==
. -- :L; Ciaiom =1 KoaT o e B o g Tast Ganaral h; .“ﬁ :H.'N'mdl [TV _*':- I? -u: | E:‘:“‘"‘ ir J.]
PR Vo i || Bl e ed (IR cHusge i - et (] R e T N T i e
piaard Ford i Abgrenei Hiametery . i taang
A. Made easy on the Home Ribbon 2. Format as Table
1. Cell Styles
Page 11
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Custom

Hormal_Shest1

ool Badd st Ml

Hoimal Had Good LT

Input

Tithes st Heastingn

Heading 1  Heading 2

Thatmad Call byl
% - Accent]
A% = Accentl

Hiading 1 Meading 4 Title

0% - Ascantd
A0% - Accant] | A0 - Accentd

0% - Aceent]l 0% - Accentd | 0% - AccasiS

A0% - Accentd A0 - AccentS

Bumber Format

Camma Camma 0] Curtency Cumsnsy [0) Parcant

il Hew Conl Sty

S Meipe shries

1)

Total

% - Accents
A% = Acents

3. Honorable mentions
a. Conditional Formatting

EH New Table Style...
i3] = Mew PivotTable Style...

b. In older versions of Excel be sure to select the data you want to autoformat, or selecting and formatting all
the cells will take quite some time!
c. All changes can be overridden with options or formatting later.

B. Font
1. Fontandsize
2. Bold, ltalics, Underline
3. Borders
4. Cellfill color
a. White <> No fill
5. Text color
C. Alignment

1. Within cells
a. Vertical
b. Horizontal
c. Rotation
d. Indent
e

C3 — Crowley Computer Consulting
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2. Wrap Text

3. Merge and center

a.
b.

Select cells to center a title on
Click Merge & Center button!

4. Numeric formatting

a.

General vs. General <
oth(.erformats $ - % o |8 W
Decimals /

displayed Number =

C3 — Crowley Computer Consulting
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A B C
top
center
1 bottom
2 |left center right
v
e
r
t
[
—
C
(= = 3
bl w
3| & 2 |
= =R
A B [+ b E G
1 puuau Repoil
& Waak Ending Septembar 26, 2008
3
4 Trarel Lodging Entertain Meals Total
b 9220008 ] 175 & 100 38
6 | W232008 246 100 45 3 3l
T | 24008 S0 150 43 P4 BES
(] 25008 45 s A 56 a0
9 SRE00E a 1] 1] 1] 1]
10
11 | Total 459 &70 437 161 1627
12 | Serprage 918 114 874 2.2 354
13
A B C ] E
1 [ Salns Tnp Fxpense Report |
7 Waek Ending Septembar 26, 2008
k]
4 Traval Ladging Entertain. Meals Total
8 A0S ] s Ib 100 k-
v GeEnersl EE——
?%3 Ho specific format = t_E| l@ ME‘IQE L Cfﬂtffl '1 | $ |

Humbier
Sales Trip Fxperie Repart

Cuareney
Sales Trip Expense Report

Aicounling
Sales Trip Experse Report

Shoat Date
Saled Tiip Experse Heporl

Lang Dabr
Sales Trip Expemse Report

Timi
Sales Tiip Expense Reparl

Peroentage
Sales Trip Expense Report

trackiun
Sales Trip Expense Report

Erlenkific
Sales Trip Lspense Repart

Teal
Sales Trip Fxperse Report

More Number Faamals...

5 English (United 5tates)

£ English (United Kingdom]

€ Euro (€ 123)

¥ Chinese [Simplified, PRC)

fr. French [Switzerland)

Maore Accounting Formats...

\\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Excel outline.docx
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5. More and more and more | Format Cell

. Hurber | Abonmesni Fant Dorder rd Freagchen
a. Same as older versions of Excel o = | |
oy
aeneral - SamckE
:;_':'T':':w S Trgn Eaparresr Hrpar
mnﬁ Teei
T =Wecnesday, March 14, 2001
rr-:;c;uu- 314 "
Sy 1401
Tewt alaame
H et
a":":,‘ 14-Har 01
[ S—
Englsh (Linited Siates)

=)

Date formats depley dite nd Sme cenal numbars b date valoss, Date formaks thet begn veth an
bk ™) reapond bo changes indogonal dabe and bee actings that ang specibed for e sieraling
system. Formats witout an asterisk are not affected by cperaang system settings.

.

6. Date basics
a. Dates are numbers. Sunday. February
i. Day1=1/1/1900
ii. Day39,481=2/3/2008
b. Unusual numbers around 40,000 are usually
misformatted dates.
c. Formatting makes dates look like dates!

14. Columns and rows and cells

A. Insert B. Delete
1. Simple method 1. Simple method
a. Select column(s)/ row(s) a. Select column(s) / row(s)
b. Click Insert button b. Click Delete button
2. Rather than using button, 2. Rather than using button,
right+click on header, Insert right+click on header, Delete
3. Oruse Insert drop down 3. Oruse Insert drop down
menu. menu.
] m 0 ] ] (|
5 | SR TG
nal Format Cell Insertl armat Cell Insert |Delete|
19~ as Table = Styles - - Table ~ Styles = - -

3= Insert Cells

ki

Delete Cells...

+

o |

'Jﬁ" Insert Sheet Columns Delete Sheet Columns

g %

] Insert Sheet Delete Sheet

C. Width and height

C3 — Crowley Computer Consulting

2/3/2008
03, 2008
39481.00

5 3=

Cell Insert Delete
Styles - - -

Cell Size
[ RowHeight...
AutoFit Row Height

= Column Width...

Default Width..,
Visibility

Hide & Unhide
Organize Sheets

EBename Sheet

Tab Colar
Protection
i)y Protect Sheet...
(21| Lock Cell

% Format Cells...

AutoFit Column Width

Move or Copy Sheet...

TOTTT
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1. Methods

a. Select column(s) or row(s), Format, Width or Height
b. Select column(s) or row(s), drag border

2. Point to line between headers and drag

a.
D. Hide and unhide

1. Select column(s) or row(s), Hide
15. Insertfun
f :—EI/ Haome Insert I Page Layout Formulas Data Review View Developer

1) G| |

Autofit by double clicking! Finds widest or tallest entry and adjusts accordingly

Add-Ins Acrobat

HPD kel @ A 3 4 J w0

PivotTable Table Picture Clip Shapes Smart&rt | Column  Line Pie Bar Area  Scatter Other Hyperlink Text Header WordArt Signature Object Symbaol
- Art - - - - - = - Charts = Box & Footer - Line -
Tables Tllustrations Charts IF] Links Text
A. Shapes ~ Home | msen | page oyout
1. Creating i @ B3 (]
H |
a. Insert Ribbon PivotTable Table || Picture Clip |Shapes|Smi
b. Shapes . AT
Recently Used Shapes -
c. Select ashape E\NOOCOALLDS G
d. Use the crosshair to CIRTAS OS¢
Lines
draw.theshape NS TLL T A0 4
2. Delete using the delete Rectangles
key when object is Lobhabnonod
Basic Shapes
selected HOANOAOCOO®O®
3. Handles @GLOJOr L¢yomhaa . o . -
a. White circles — drag O0®AHEY -G (O™ 5. Fill: white is a solid color, no fill will
to change si (HrL )L 3 be transparent and allow you to see
ge size Block Amrows
b. Greencircle—dragto 2G4 QTSLPRIT the spreadsheet
rotate € @ wnpe D D[Rl
. qpdp
c. Yellow diamond — Equation Shapes
dragto change angle, F=®==5#
location or size of Flowchart
. OeoeNblFdee
optional component COONRDELATED
4. Many more thingscanbe QOO
done on Drawing Tools Stals and Banners
) g R folelofor ToT T
Format Ribbon 1 E (1 03 T I R R
Callouts
@O aamA A g A s
£ A0 AD g =
|‘.'D'I \ H )~ (o s Absolute reference examples [Compatibility Mode] - Micr-(-]saft Excel . D,Ewmg.-ﬁm;s | c=; =
< Home Insert Page Layout Formulas Review View Developer Add-Ins Acrabat Format @ - = x
OENNOO|- g2 QShape Fill = A - ThbringtaFront - |2 Align - flosz -
(o) &‘L‘L’[D& . | D’ShapeOutline' A A ; > & + || B Send to Back ~ I Group :: - -
{4 b% N { } B =) Shape Effects = o A I%‘-’t@Selection Pane %k Rotate - || *2% (I el
Insert Shapes Shape Styles P} WardArt Styles F} Arrange Size (]
C3 — Crowley Computer Consulting Page 15
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2. SmartArt

8= List
e Process
::,? Cyde
oin  Hierarchy
E Relationship
| 885 EEE R
A Pyramid X
Use to show non-sequential or grouped
(A == 3 v:l blocks of information. Maximizes both
=N = ':' horizental and wvertical display space for
= 8 v shapes.
[ ok ][ canel
O = [T T = m ¥
— Hems B Pejelewed P Tale Beies Ve Desies  ASbSw biskel | Duge  Fessl . T
i snma — o '..; pos = = H
- i e
oz o L e Regf] CleSeE ot e el el el oo
Berr = . il Ot res i |t | X P i
[ i i Ty [aald
@‘*"‘3.‘. . B R T - oot
‘_ T B Pegelieed  Pesstm Qe Beew  Wew feewses dddlw Gavee D | Pesel _'l-"f

Wk

-t P L T L —- - ok et e = 2 et e | B B e
o ([HEIREIEEEEe=—AA] A fr=—2 22T I Z2TE
Thamn harn pa ¥

! ‘Tragey Ffesty - & R Tasl (e - [P

16. Printing techniques

H Home Insert Page Layoul Formulai Data Review {'Irll'l'! Developer Hudd-Ins Acrobal

T e e

47 synehronous Saralling

N

Fage Page Break | Custem  Full | Toom 100% Toomtn | Wew  Amange Macros
layoud  Preview | Views Soeen || Mestage Bar Seledtion | Window  All  Panes~ ] Uniide | 4 Beset Window Postion | wWorkspace Windows © "
k WOrkB ook Vigws I ShowHide | Zoom Windaw | hawtros

A. Use View Ribbon
1. Workbook Views allow WYSIWYG editing of spreadsheet

g s — e i g Wt e g ";".'n;-f-' = — = . =
F o s e = wm = - e s = e e s o wm mw - me o DS e e e | — e — =
A=A it I 2 S g AT = A S e AN a5 =
g::-— '—.-"""_é-:'—ﬂrf-i:.-'; "-B%-_-" —-iéﬁ::i:% .w—-ﬁéﬁz‘;ﬂ';:-}:

Hﬁ e A L e S e e i

; -

' = g e

“K foa ] .y 4

|l e i o =

. pafpn. [l = =

- - - - s =

i bl SHEE » -

2 T

2. Zoomis on screen only!
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-

Home Insert Page Layout Formulas Data Review View Developer Add-Ins Acrobat
- —_— 1 == 2 — - . J L—| = — = b
Aa HCCllOI'S |:| 3 \E » 119 __‘=' o< Width:  Automatic Gridlines | Headings I !
[A]Fonts ~ B Ij g\ j 31| Height: |Automatic ~ ||| V| View | ¥ View = 0 Gk O £ =a
Themes Margins Orientation  Size Print Ereaks Background Print . ) ) Ering to Send to Selection Align Group Rotate
- @ Effects = - - - Area Titles ﬂ Scale: 100% Print Print Front~ Back Pane -
Themes Page Setup (P Scale to Fit (P Sheet Options & Arrange
B. Use Page Layout Ribbon
1. Margins
2. Orientation
3. Papersize
4. Print Area — sets what you want to print rather than Excel selecting automatically.
5. Scale to fit

a. Selecting a page zooms out to squeeze it on.

b. Automatically, allows the Excel to determine the needed number of pages.
c. So Width =1 page and Height = Automatic will scale the print to fit one page

@ e

horizontally and as many as needed vertically.
C. Print command of Office Button
1. Print brings up traditional printer dialog.

| Pt B =R
e
Mames b VMETHEARDER P Laser Jet 3300 Seves ML & [ =] e bes...
fwbae lde
Tygw:  H Laserlet 3300 Series ML & Dhoxl Pt
Wharet £ 0Me
Camman:
et fe
e Cagmes
oy bumber of popee:
Fageisl  Fram: I
e
rLvkal 3 3 W
it [ f F
oy shetls)
tgrae grrt avess
F— o Carcl

2. Quick Print sends to printer with all current settings.
3. Print Preview

PR AR |

e

D. Page Setup

HNew

L]

/' QOpen

|-”‘ E; Conyert

Il =
H Save As
oy

b=d| Print

_@ Send

A/ Euplish

1
J Close

. Width: |1 page -
-;‘d Height: Automatic -
& Scale -

Scale to Fit [=

100%

Preview and print the document

A

B §

Print
Select a printer, number of copies, and
other printing options before printing.
Quick Print

Send the workbook directly to the default
printer without making changes.

Print Preview

Preview and make changes to pages befare
printing.

| 2 Excel Options | |X Exit Excel ]

1. Choosing More from almost any option brings up the traditional page setup dialog box.

2. Can also be accessed from Print Preview.
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[ Page || Margns | vesderpocter | shesr | | page |[Mwons|| vesdecpooter | shwer |
£ Parrast @ & Lo L 105 15
sesieg
0 st to: | 100 | Wnormal size et Bcht:
@Etm: 1 G pageiswdeby | ol [0.25 L
Pages sige: Legal -]
Print gualty: | 600 dpi (= Bottam: Fromr:
r (I L
Figst page number: | Auto Gt 1 puge i =
[ Perigornaly
[T werteaty
Lo [ conm | o ][ cod |
[ rage [ Margns | [ender oot || sheet | [ rage [ margns | rseaderiocter || sneet |
Print reas | 4183
Print tes
Hepder: ews tn repeat at too: :
[inane) =] ok to repest at left: |
prot
Eooter: Bk ot white 0
fpane) =] ] ot gty Celarss: |dtore g
) 7] Purwr v b hesacings
‘ | ——
& e, then over
[T yfferent odd and ever pages 17 e, then dowm
[7] Exfferent: frst page
[ Sl wath document
] agr with page margns
| et | [ PetPreven | | gptors.. | | et | [ PetPreven | | gptors.. |
o Cancel o Cancel

17. Apicture says a thousand words... Chart basics...
A. Select detailed chart types

from the listed categories ﬁ %{ ‘ i “ 0

on the Insert Ribbon. Column Line Bar  Area Scatter Other
- - - - - - Em“sv

Charts ]
Absolute reference examples [Compatibility Mode] - Microsoft Excel

Chart Tools - =2 X
anrt Pagelayout  Farmulas  Data  Review  View  Developer  Adddns. W]msrgn]mnt Famall

@ w z

el -E <_I;L g 8 8E
Change Save As Switch Select |'@ ‘@JE— fr— Maove
Row/Column Data

Chart Type Template |

I || cnart
Chart Styles |lLogation

Data: |l Chart Layouts

Absalute reference examples [Cmﬁy;aifbilﬁy Mode] - Microsoft Excel - = x
*  Home b‘ﬂ‘t Page Layout  Formulas Data  Review  View  Developer  AddIns  Acrobat  Design @ - = x
Chart Area . e [ b | 8] Chart Wall = Chart Name:
|@F e 4 P fa] fosl [l (B8] i) (d] | [ 200 - Cal
ormat Selection i oor = :
Picture Shapes Text Chart Axis Legend Data Data Axes  Gridlines Plot  _ ) Trendllne LII'IES Up/Down  Error
&9 Reset to Match Style - Baox Title = Titles~ = Labels~ Table~ - - Area- [ 3-D Retation Bars~  Bars -
Current Selection | Insert 1 Labels Axes Background | -Analym Properties
C3 — Crowley Computer Consulting Page 18
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l@:ﬂ""" = Lt rprrre i ste Afert bt ot Tt
~ rame et Fags Lagna Farmap Bats B e [LEE At [T [ Tarman

o e ra Lt Sty
Cumerm Lt iin
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B Pl Srieiton @ [E] B |.|¢ @ A u;! = [ Shapt Dutsne - } % B Tesk Qumhng + || B Yenad bn B = TE[ious
g - L—J ot CF o Shiape P % & o 58 B ook ket = B, Selniten e 24 Ry
W frarddn

Laga Shybea i 5 el
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Session |l

18. Navigation

. A B [+ I=
A' VIeW QBOOkS 1 Custmur Contact s F::
1. Zoom with slider ‘ i 4 —
. . customer Mdes Balak none
2. View ribbon e o
balances 6 Elackwel, Eddward - '
a. Fullscreen T |Chapman, Naiali
b. Show/Hide options R — 4
c. Zoom Rendy (i
i. Zoom to Selection - A 8 8
A) Sel h I fit th | Customer Contaci
) elect a the cells you want to fit the 2 Andres, Cristina Cristina Andre
screen 3 Balak, Mike Mike Balak
B) C||Ck Zoom to Selectlon 4 Balak, Mike:330 Main St Mike Balak
. 5 Balak, Mike Residential Mike Balak &
d. Window wohw shestl th | Sheats - i I [
i. New Window meeer | =1 i T i
ii. New Window
iii. Arrange All
A) View Side by Side
B) Synchronous scrolling
e. Freeze Panes
" Home  Twiet  Pegeloyosdl  Formuls  Dets Medew | View | Dwwcloper  Adddns  Acrobal
— s rmuila Rar 1 . : | |=] Split ' = 1
= ¥ Grdlines + Headings L o= L) = Hide =l d )
Mormal| Page Page Bresk Cuilom  Full Lgom 100 Ioom o Mew  Amange Freeze Jave Swildh Klacrod
Lagout  Prevdew Views  Soreen Selection | ‘Window Al Fames - J Unhiae Warkspase Windews = o
Arrange Windows [ 7 |[#3a) Bar © '8 | ¥ ]
Rl Rl B=3 g
Arrange i - ;7
Zoom 100% Zoomto MNew  Arrange |Freeze I: [
Tiled Selection | Window Al |Panes~ Fs
i Freeze Panes PthE FEEI I
Vertical Keep rows and columns visible while the rest of B
Eer c: the worksheet scrolls (based on current selection). 15'555'2 1 ?4
S Freeze Top Row I
Windows of active workbook Keep the top row visible while scrolling through s
) i | | the rest of the worksheet, 15-555-6453 none l
| OK | Cancel Freeze First Column (
Keep the first column visible while scrolling 1?-§§§-E§¢}§3 naone .

through the rest of the worksheet.
B. Accelerate your keyboard

Data block Scroll screen Current sheet

< Shift+Tab Ctrl+< Alt+PgUp Home (col A)

- Tab Ctrl+-> Alt+PgDn

™ Shift+Enter Ctrl+1 PgUp Ctrl+Home (A1) Ctrl+PgUp
J Enter Ctrl+{ PgDn Ctrl+End (bott rt) Ctrl+PgDn

C. Selecting

Columns

D E E

Contact Phone Fax 3alance Total Contact palance Total 1 C

) ! ustomer Cc
Cristina Andres 415-555-2174 0.00 Cristina Andres 415-555-2174 — .
Mike Balak 415-555-6453 none 240,00 Mike Balak 415-555-6453 none 240.00 2 Andres, Cristina Cristina ,
mﬁ SE:EE j}gggg:ig nane 153—33 Mike Balak 415-655-6453  none 180.00 3 |Balak, Mike Mike Bal

LE1EEE E2tA L= d Mike Balak 415-555-6453 0.00 ke = 5

Edward Blackwell __415-556-3221 1,125 00 L s 4 |Balak, M!k9-330_M3'”_ St M!ke Bal
Natalie Chapman __ 415-555-3232 0.00 5 |Balak, Mike:Residential Mike Bal
Snniomin Cholnin  A18 EEEAREE nono oo 6  Blackwell, Edward Edward |

Mouse, contiguous area
Click with selection cursor
(white plus), click

Click column header (letter) Click row header (humber)

C3 - Crowley Computer Consulting Page 20
Copyright 2007 \\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Excel outline.docx Printed 10/15/2008



multiple Click and drag
Keyboard, contiguous

Single Navigate with table above
Multiple Shift+navigation keys

Keyboard & mouse, contiguous
Multiple Select first, Shift+click
Keyboard & mouse, non-contiguous
Single Select first, Ctrl+click
Multiple Select first, Ctrl+click & drag

Click and drag column header
Ctrl+Spacebar
Ctrl+Spacebar, Shift+navigation
Select first, Shift+click

Select first, Ctrl+click
Select first, Ctrl+click & drag

Click and drag row header

Ctrl+Shift+Spacebar
Ctrl+Shift+Spacebar,
Shift+navigation

Select first, Shift+click

Select first, Ctrl+click
Select first, Ctrl+click & drag

1. F8can be used to toggle selection on and off

19.

A. If you want a complete list, click Help and search for
“keyboard shortcuts.”

B. You will get a link to a complete listing.

Keyboard shortcuts

20. Formulas

A. Reminder: Status bar calculations
1. Right+click for additional options

B. Review: Autosum and other calculations

Select cell for result

Select Autofunction from Home or Formulas ribbon
Select function

Select desired cells

End entry with Enter or Checkmark on formula bar
A B C D E

vk wnN e

1 |Genderand Age I source http:ficenstat:
2 Male HIERFGRZGH

3 Female 119.829.709;=SUM(B2 B3

4

| SUM{numberl, [number], ...) |

r 4 Ame

C3 - Crowley Computer Consulting
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| ~ i A e
EryEcand sherlduls = B Seaich -
¥ Keyboard shortowts i the 3007 Office wystem
& xeyboard shortowts for Microsolt Clip Orgasizer

@ Keyboard shortowts for SnssrtArt graphics
B Lecel shortout pod hinctss keys

(i Keyboanl sheoriculs i e 2007 (ificr syslem

EI.14E.T48|
19,823, 7031

LInder / wvears 1239 417
b M| Age & Gender . School Enrollment Sh

Average: 14,488,229 Count: 2 Sum: 25,976,457 |

Gender and Age source
Male

Female

[ ——t ]

€ | E AutoSum| =
_ % 5um

Average

Count Mumbers

Max

Min

Mare Functions...
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C. Review: All formulas begin with = or basic math

F.

G. Functions for experimentation

function
1. Simple operators
a. +add =3+2 5
b. -subtract =3-2 1
c. *multiply =3*2 6
d. /divide =3/2 15
2. Less well known
a. "exponent =322 9
b. Comparison
i. = =3=2 FALSE
i. < =3<2 FALSE
iii. > =3>2 TRUE
iv. <> =3<>2 TRUE
V. <= =3<=2 FALSE
vi. >= =3>=2 TRUE

Formulas never reference the cell they are in.
Formula Ribbon, Function Library

AutoSum
Recently Used
Financial
Logical

Text

Date & Time

Math & Trig
More Functions
a. Statistical
b. Engineering
c. Cube

d. Engineering
Insert Function

1. Accessible from

LooNOUL R WNE

Lookup and Refernce

a. Insert Function on Formula ribbon

b. All AutoSum drop downs

c. All Function Library drop downs
2. Use Search and Go to find...

3. Browse Categories

1. 1F()

C3 — Crowley Computer Consulting
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A B

1 |=342 Is

2 |=3-2 1

3 =3%2 6

4 |=3/2 1.5
5

6 =322 g

7 =3=2 FALSE
8 |=3<2 FALSE
9 =332 TRUE
10 |=3<>2 TRUE
11 =3<=2 FALSE
12 |=3>=2 TRUE

> P E®YE @ @ @
AutoSum Recently Financial Logical Text Date& Lookup & Math Maore

x Used ~ Time = Reference = & Trig = Functions ~
Function Library

Insert Function @
Search for a function:
Type a brief description of what you want to do and then dick
Go
Or select a category: | Most Recently Used IZ|

Select a function:

MID(text,start_num,num_chars)
Returns the characters from the middle of a text string, given a starting position
and length.

Sales Commission

\\MITHRANDER\Users\jim\My Documents\1Training\Office 2007\Excel outline.docx

Help on this function oK ] l Cancel
Fa - fe | =IF[E4<10000,2.5%,1.5%)

A 3] [+ D ] F
1 Bales Commissions
rd

o

Commission

3 Jan Fek Mar CHr 1 Sales % Commission
4 [Paul 3435 856 2366 § GETO0 3 166 43

5 Joa 4 62T 4 545 2367
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2. PMT()

paT * (2 X o o] SPMT{AB3/12,A5°12,21-A3-A3)
WA B c 1] E F G H ] d K L
1 158430 Cost of srbecln - T
Function drguments

F 2500 Trade in '%._E
3 1000 D paryrant Ll

d Rate  auw/id T = Cuob3IS41657

[ 3 Length of loan in yoars e =

] 4 2% Inleres] rale AL :l =)

T LAa2a3) | Pv Alazad B - em

|AZAT) | :

i ] ll -

9

10 Type T =

1 = -JSLERN

H. More formulas and functions

1. World’s easiest unknown formula =
2. Concatenate text with &

21.

Dates and times

Formds fesdl =

Calculstes the payment for & koan bibed o Constant payments and & Constant iNterest rate.

Bt s e rterest (ate pe perod for S lan, For suaegle, uie 6% for
Guar berly payments a1 % APRL

= J50 SARATNE

ek on this Boncion

o Ji

Cance

Grade book, With class averages sheet
e Bringclass average to D1
e C(Clear D1 and D2 and create “The class average is 81%.”

Dates are counted from January 1, 1900. On a Macintosh, from January 1, 1904.

@

Dates and times can be used in formulas.

C. The appearance of the date and time is based on formatting!

Long date without day of week
Short date and time

Number

Short date
Long date

Time

Sunday, February 03, 2008

39,481.00
2/3/2008

00:00:00

February 3, 2008
2/3/08 12:00 AM

Sunday, February 03, 2008

39,481.55
2/3/2008

13:12:00
February 3, 2008
2/3/08 1:12 PM

0.55
1/0/1900

Saturday, January 00, 1900

13:12:00
January 0, 1900
1/0/00 1:12 PM

Time AM/PM 12:00 AM 1:12 PM 1:12 PM
e==== Short Date i
Format Cells
= 101900 Format Cells
Mumber i i i i
mmmmm  Long Date | Alignment | Fant | Barder | Fill Mumber | Alignment I Faont | Border | Fill
HH  saturday, January 00 Category: Category:
B - General o | Sample General .| Sample
AT ime
P Mumber 1/of1ga00 Mumber 17
I\_) 13:12:00 Currency fof Currency 13:12:00
Accountin Type: Accounting Type:
mﬂme *3/14/2001 =13:30:55
i .
Percentage ;:,iidnESda?’ March 14, X Percentage i?él]mPM
Fraction Fraction :
et 3/14f01 - 13:30:55
Sdentific Sdentific
Text [::31’:14;’01 Text 1:30:55 PM
Spedial =r Spedial 30:55.2
Custom 14-Mar-01 i 37:30:55
D. Handy functions
NOW() 10/13/2008 12:05
TODAY() 10/13/2008
DATE(2008,2,3) 2/3/2008
DAY(date above) 3
MONTH(date above) 2
C3 — Crowley Computer Consulting Page 23
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YEAR(date above) 2008

22. Relative and Absolute References
A. Most formulas use relative references. As a formula  B. Absolute references prevent the referenced address

is copied or moved, the references move. from moving as a formula is moved or copied.
A B C A B C
12 I J=a1-81 1 15 g J=sn31-3B51 |
2 |4 5 =A2-B2 2 4 =5A51-5B51
3 6 =A3-B3 3 6 =3A51-5B51
4 8 9 =A4-B4 48 9 =5A%1-5B51

a. Without the use of absolutes, it is often necessary to create the same calculation over and over rather than
simply copying the first formula.
2. S preceding a reference makes it absolute.

a. 5AS1 would not move from A1 Absolute reference examples

b. AS1 would not move from row 1 Car payment!Form 3

c. SA1 would not move from column A New windchill

d. Al would change both the column and row references
3. F4 can be used to rotate through the absolute / relative pattern (SAS1, AS1, SA1, Al...) or Ss can be typed in
manually.

4. Calculating sales tax simply, using an absolute reference.
a. Done wrong, with all relative addressing.

& E C D A B C D
1 7% Sale  Salestax Total 1 0.07 Isale Sales tax Total
2 5400 3798 5778 2 54 Jl=82*A1 |=sum(B2:c2)
3 44.00 - 44.00 3 a4 =B3*A2 =SUM(B3:C3)
4 85.10 - 85.10 4 85.1 =B4*A3 =SUM(B4:C4)
5 87.00 - 87.00 5 87 =B5*A4 =5UM(B5:C5)
6 3.30 - 3.30 & 3.3 =BE*AS =SUMIBG:CE)

b. Done correctly with an absolute address.

A B C D A B C D
1 7% Sale Sales tax Total 1 0.07 Sale Sales tax Total
2 54.00 3.78  57.78 2 54 =B2*5A51 =SUM(B2:C2)
3 44.00 3.08  47.08 3 a4 =B3*SAS1 =S5UM(B3:C3)
4 85.10 5.96 91.06 4 85.1 =BA*3A51 =SUM(B4:C4)
5 87.00 6.09 93.09 5 87 =B5*SAS51 =5UM(B5:C5)
B 3.30 0.23 3.53 6 3.3 =B6*3A351 =5UM(B6:C6)

23. Sheets and working in 3D

A. Navigation

1. Click on tabs

2. Ctrl+PgUp and Ctrl+PgDn

All command can be given from right+clicking on tabs or Cell group of Home ribbon.

Sales trip expense report

Moving and copying sheets
Renaming sheets

mo o w

Group sheets
1. All changes made occur to every sheet — formatting, cell entries, formulas, inserting and deleting...
2. Creating groups

C3 - Crowley Computer Consulting Page 24
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a. Select first sheet tab

b. Shift+click to select contiguous groups
c. Ctrl+click to select and unselect individual sheets

3. Ungroup by right+click, Ungroup Sheets or select a sheet not in the group.
4. Coloring tabs may help visibility

F. Insert and Delete sheets

5| 50

Cell Insert Delete |Format
Styles ~ - - -
Cell Size

0 Row Height...
AutoFit Row Height
Column Width..,
AutoFit Column Width
Default Width...
Visibility
Hide & Unhide 4

Move or Copy = P
Insert...
Move selected sheets
Delete
To book:
Rename
Sales trip expense report. xls |z| 8 =
IMove or Copy...
Before sheet: 8 = Py
averages L gl || & view Code
manuzl format al|| @ Protect sheet..
auto format
with manual | _ a8 Tab Color ]
|E Hide
1 Select All Sheets
£ —rwerermamaar——ww——wk2 - Sheetl . ¥J
[ OK ] ’ Cancel l
] == Hj;l ] || P | -
=N ¥ B =
nal Format  Cell | [Insert | srmat  Cell Insert |Delete |
1g ~ as Table ~ Styles ~ k4 Table = Styles ~ v -
5= Insert Cells... ¥ Delete Cells...
::*E Insert Sheet Rows =#  Delete Sheet Rows
&' Insert Sheet Columns A Delete Sheet Columns
A
I_E Ingert Sheet 4 | Delete Sheet

G. Undo still doesn’t work on most sheet commands!

24.
A. Notes

Formulas across sheets

1. Formulas a written the same way they are written on a single sheet
2. Grouping sheets across formulas becomes critical.

B. Method C.
1. Select cell to contain
the result

2. Start writing formula

C3 — Crowley Computer Consulting
Copyright 2007

with manual - wil

Organize Sheets
Rename Sheet
Move or Copy Sheet..,
Tab Calor 4
Protection
[£)y Protect Sheet...
()| Lotk Cell

& Format Cells...

Sales trip expense report

oo e =SUMY]

C 4] E F G H |

[E]

wird wid ik | Totad v ]

Sample ___tum - g
A -]
1. Select Total sheet, I |=sunj |
2 UM number], [ruemberd] . |
Al 7| —
4
2. Press AutoSum 5
L
7
]
|
0
|.?
13
| Modrw At fonmat
[
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¥ oo | =SUM wELIFLS)

3. Click on sheet wk1 and
click on the total in F10

3. Select sheet and cell
with first reference

m

A H 5 L}
Sales Trip Expense Report

BTN = cting Ocrober 17, 2008

1
3
3
4 Trawvel Lodiping  Entertain. Meals
5 | 1WM12/2008 5 TEDO 3 17500 500 § 10000 | B
6 101452008 246.00 10.m 45.00 200 8 3.0
I 11572008 90,00 15000 47,00 200 | & mw
g | 11&2008 45.00 14500 4 EEDD B
9 _ 10172008 - = = ]
45900 5 %SM000 % 41700 5 Iéll IJIJ |§.~‘~§§’W~
11 Aswraga 91,80 114.00 Bram
12
Warn auto format - with manual | wkl -wid - owkd cowkd - Totad F
e =t O P
4. Use Shift+click or 5. Shift click on the wk4 DATE - Qi =SUMIwiLwhi'IF0) a

Ctrl+click to group sheet tab 1

sheets in formula.
00

TE.00 500

R
] 12008 45.00 14500 400
Py L R
I Avaregs 9180 114,00 Er 40
|:1%|Ir " autn foerrat < with el | wikl | Cwkd o owikcd
Foiem 7] e il
5. Press Enter or click 6. Press Enter or click the Al - 2 Jo| =SUMwk1:wkalFL0) g
the checkmark on checkmark on the formula == " ¢ o : : “ . : ﬁ
the formula bar to bar. :
complete the
formula!
D. Formula =SUM(wk1:wk4!F10)
1. =SUM() remains the same
2. wk1:wk4 indicates the range of sheets to sum from
3. lindicates to the left refers to sheets, to the right refers to cells
4. F10 remains the same, referring to the cell
E. Use =to bring a number from another cell
Same method can write formulas across files!
25. Charting
A. Method
1. Select data and titles to chart ﬁh \}\){ ‘ m L 'D
2. Insert ribbon Column  Line Bar  Area Scatter Other
3. Charts section N - N - - v Charts~
4. Select a chart type! — -
B. Notes
1. Resulting chart is an object floating on the spreadsheet. It can Sales trip expense report!with manual
be moved or resized. It can also be moved to another sheet or NY 2000 Census
its own sheet using Move Chart on the Chart Tools, Design
ribbon.
2. Change chart type button allows a “redo” and may be the best place to see all the chart types.
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a. Column, Line, Bar, Area and XY (Scatter) charts are the same thing with different shapes and orientations.
Pie charts are unique in their ability to show “one
dimensional” data well. Doughnut charts are like '},‘.;"-IL'.T:" ' I‘i'? |
stacked pie charts but tend to be hard to read. ;3,:, ': Ez :"j ',j.;' Pt ity
c. Stock, surface, bubble and radar charts have very =i ?':;.:-‘l!l sy
specific uses. Hm --'_:;-'- e
C. Items to check out '35-'3%1:' TR
1. Design ribbon Pa— ::fpr
a. Switch Row/Column iicatisss
b. Chart Layouts
c. Chart Styles
2. Llayout ribbon allows control of the chart by the command label
a. Relocate the legend
b. Fillin the chart title
3. Format ribbon allows control of the chart by clicking on a piece of the chart

a. Change the chart background

b. Alter the color of data

= R = Absolute reference examples [Compatibility Mode] - Microsoft Excel Chart Tools = =
Haome Insert Page Layout Farmulas Drata Review View Dieveloper Add-Ins Acrobat Design Layout Farmat l@l = B X
it = - 80 | 8 5| 8§ |85 08
Change Save As Switch Select ﬂ— EE_ = T _'_—gmf L—__"——i—-f' ‘_g———i—-" i —S—J B ___!J;_,) Mave
Chart Type Template | Row/Column Data i Chart
Type Data Chart Layouts Chart Styles Location
[D H ) - [ = Absolute reference examples [Compatibility Mode] - Microsoft Excel | t_:hart'l'oclls ot = x
Home Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat Design Layout Format "_}J X
Shart fen Tl S 'A_ | [l (B [Fi] [ Zjlﬂl’h. e L8 st W At Mams:
By, Format selection u ’.F'_JJ J | [S] [ @J iJ CER  (dof [®] Chart Floor = J J J J Chart 1
L Picture Shapes Text Chart Axis Llegend Data Data Axes  Gridlines = ) Tre 12 Lines Up/Do Errar
&9 Reset to Match Style Box Title = Titles= =  Labels~ Table~= - - ./ 3-D Rotation Ba.r: Bars
Current Selection Insert Labels Ayes Background 1 Analysis Properties
ol = - re e SPRT P * N
F‘]'I irame arri Pug+ Lagms [ [*H [ P Wi Devricpn Anupa Do [ Farmat » - 8 T
P e Snape P = I i e
| hapt F"- = hialhing:: ; :
B |:. | LE.] uny I:_! .M‘ | e :f: !:r‘"r-! L ..':rj‘.l.l';. nf@k o i o van 4 =
L Shita arid bl AR
26. Cut/Copy/Paste and the Format Painter
A. Four steps...
1. Select
2. Cutor Copy
a. Home ribbon cay
. ) Hame Insert
b. Right+click == | 4 ocut
c. Ctrl+Xand Ctrl+C ,mﬂ |4 capy
. - | Format Painter
3. Select new location B e
5te
4. Paste (Ctr|+V) Ecimulay
B. Steps 3 and 4 can be repeated as long as cut/copy operation remains active. Flashing highlight :”: ":““
o goraers
indicates activity of cut/copy. Transpase
C. Paste Special allows for manipulation of data. " FUEE TN
Faste Special...
D. Shortcut keys to remember across the bottom of your keyboard @ Poste as ypeslink
[ &5 Picture v
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Undo Cut Copy Paste
Ctrl+Z Ctrl+X Ctrl+C Ctrl+V
Zorro, undoing is foe Scissors Cis for copy Editor’s insert”°" symbol
E. Format Painter copies the formatting of a cell/range to another cell/range.
. Monthly weather
1. One time method D
- averages!Degree
a. Select the original ; & _ &
. . ormattin
b. Click Format Painter g
c. Select the cell/range you want to look like the original.
2. Multi-use method
a. Select the original
b. Double+click Format Painter
c. Select the cell/range you want to look like the original.
d. Repeat as needed.
e. Click on Format Painter to turn it off.
27. Database 4l }il_ﬁ Lf?
A. Sort =
£ Sart Filter
1. Method L %l e
' _ Pre evaluation listing L deancen
a. Select a cell in the column you wish to sort Sort & Eitter
by.
b. Select the Data ribbon and look for the Sort & Filter group.
3
c. Click * tosort ascending or for descending.
2. Perform for multiple columns from least important to most = ey
important to sort by more than one column. IE. Sort First seieen || Dt | aCopyioye {8 ] | Coeee
name then Last name to sort names in “alphabetic order.” - =] v ) fams -
Thantw ey [y = Y =
3. Complex sorts can also be performed with the Sort command.
Sorts are dead, they will not re-sort as data is altered. You
must re-sort manually.
B. Filter [N - - - = -
1 FIHST |=[MI = LAST |= DATE EVALATIME | =
1. Notes J PAULET| 4] | som ondest to reewest - 14
a. Applying a filter hides rows that do not match selected criteria. 3 RON & satewest 1o Olgen L]
b. Notice blue row numbers and Filter symbol on column drop 6 SCOTT 3o 1. ook ' 1
o ) ] 9 SAMDRE | Ciear Fster From “DATE_EVALLY &
down to indicate a filter is on. 10 KATHY _ 1
11 GARY B
c. Filters are dead, they will not re-filter as data is altered. Unlike 12 WELDOS  DateFilters 4 10
|\ib Reapply 14 BRUCE [y ] (Select AR 15
; 15 TAMMY ey 14
sorts, you can the sort to refresh it. S .. i‘-‘?_mw e
\.v;l Eleas 17 [MELEN ooy embsar ]
d. Toremove the filter and show all data again, use . 20 BOYD # [ Deveniver b
21 SEAN {Plaeiss) 16
Saving will save the current filter, data will remain hidden, it is 22 ROBIN 1
23 WALTEF B
not lost. 25 RICHAR 14
. o . . 2 DORIS 10
f.  Filters affect printing and copying and pasting. 28 GENE 14
29 JOAN [ o Cancel 16
2. Method 0 MALHEE 13
3 REBECCAL CASSELN 107261993 15
-
|
a. Turnonthe | M€
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b. Filter with drop downs

i. Select one or more items from listing

ii. Date, number and text filters are available for flexibile entry

iii. Notice sort options are also available.

28. Tables

Combines formatting and database functions

w

C. Islive in that rows are automatically added to the table and reformatted

Home ribbon, Styles group, Format as Table

as filters are applied.
D. Convert to range keeps formatting and turns off table functionality.

DHJ"‘." r

-

o

T ]

29.

Bevwm V. (2ol L= S ]

—— o, 7. Fwpie R Pl £l

Troubleshooting formulas

A. Formulas ribbon, Formula Auditing group

% Show Formulas

indicates what formula use a selected cell.

makes your spreadsheet readable again.

B.
results and formulas.
C ﬁ':ﬂ Trace Precedents
D =% Trace Dependents
E. ,-ff, Remove Arrows =
30. PivotTable basics

A. PivotTables allow the arrangement and summary of complicated data.

B. Method

1. Select a cell inside a database.
2. Insert ribbon, PivotTable

3. Insure the range is correct and select a location for the PivotTable.

Click OK.

4. Inthe resulting PivotTable task pane, drag fields to the areas below.

Play with order and location!

C. Note from Options ribbon

1. Grouping
2. Sort
3. Refresh
bl :
= e num
Paallable Name  Adtive Pl
Pecsllahlel Civdlar Datd

& ogtiom = | Oy#

id Lrtlmg

Hige Laguut L T fats ey viem Cipwmiigisr ek .

|

E % Group ekechan y y
B3 fapama Enliie Firld g M. -]

A
£
T

Eewg Figla #toup Rt

==}

* U

=3 Eouagic Entiek Frkd Hafidim

IF tiroup b

(4] 1]
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Aripos

Fingé Claks
Soure =

or Ctrl+" (apostrophe) toggles between displaying

Aokt

i i

LER T T100

A B [ 7] E
1 - - - - o
5 SANDRA K AVERY 042811993 B
11 GARY BAILEY 104281993 ]
20 BOYD E BRANFF 1042811993 8
23 WALTER F BROCKW, 106281993 8
37 DEHMIS M CHOLTCO 04281993 B
45 WILLLAM E CLINNING! 114471993 ]
47 PATRICK C DARGAN 104261993 ]
60 JEANNE ¢ EMERSOH 114471993 8
&5 DICK H FLYNH 114471993 B
67 JAMES T FREER 0281993 8
TO LESA K FURNACE 10281953 ]
T2 LUCINDA R GAMSEY 104261993 8

f:c'Trace Precedents @ Show Formulas
E':fTrace Dependents ‘$ Error Checking -

B

> P Watch
<7« Remove Arrows ~ l& Evaluate Formula | wWindow

Formula Auditing

draws arrows to indicate what cells are used in creating a formula.

s |

Create ProctTabile
Chescrir S b Bt o want t analyer
0 Select o table or range
Tobie fiange:  EEYTTITARRER

LUse an evirrnal dats ssroe

Choerse whese Yo want B PresiTabie repart i be placed
& Hew Workshesl
Exstng Werkshee!
Locaban:

PniTable Tooin

i
Wevid ProatChad Fermulad
PeratTaie

Deuigh

L]
[ 4]

1|
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,'_‘E'; IH )= ¥ International sales.xlsx - Microsoft Excel i PivotTable Tools

Home Insert Page Layout Farmulas Data Review View Developer Add-Ins Acrobat Ciptions Design

V| Row Headers | Banded Rows

Subtotals Grand | Report Blank || 7| Column Headers [7| Banded Columns

T Totals = | Layout ~ Rows ~
Layout PivotTable Style Options PivotTable Styles
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31.

Items for review if needed

A. Spreadsheet size

Excel
97-2003 2007
Rows 65,536 1,048,576
Columns 256 16,384
Cells 16,777,216 17,179,869,184
Sheets limited by memory limited by memory

B. Autofill
1. Editing inside a selected range using Tab / Shift+Tab and Enter / Shift+Enter
2. Speeds / accurate data entry 3 10:00:00|
3. Onedirection at a time 4 . 10:00 AME
4. Be sure to get a black + when trying to grab £ Intan
the autofill handle.
5. Custom autofills.

a. Tools, Options, Custom List
b. Enter manually or import list from cells

C. Open and Close, Save and Save As...

1. Save makes a copy of the current document onto your hard disk, floppy drive, network drive, USB flash drive
(USB memory key)...

2. Save As makes a new copy of the current document onto your hard disk, etc. by giving you the opportunity to
give the file a new name and/or select a new location to save the document. Actually, any new Save is a Save As
since you have the opportunity to select the document type and location
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File nama  Colage Endeswrmant Levehi

Laoe bt bype E WarkBoed -
Authae

= o Macro-{ nabled Weoskhook
Laosl Benary Workbosk
Lol 37-2000 'Warkkook
NML Duka
Sengle File Wb Fage
Wels Page
Exeell Temnplabe
Exetld Macra-Enabled Templabe
Exetll 372003 Termplate
Tt Tk debrrited)
Usicode Tet
ML Spreadubeont 2003
Plicrosefn Exel 50095 WerkBook
5 [Comima debmnted]
Fermatied Tent [Space debmited|
Tt (Macingeh]
Tt {M5-DO5)
W [t
I (M- DeD5)
DIF (Duts btarchnge Farmat)
ToLK [Bymboks Link)
el Add-In
ol 37- 3000 Acki-In

dac Pk,

a. Save As Type

i. Excel Document = 2007

ii. Excel 97-2003 Document = older type, larger, may not support

all formatting

Favorite Links Marne

. Templates

More | |}, My Documents
Folders % Recently Changed
| Downl| & RecentPlaces

E‘( Favorit] [l Desktop

W Links M Computer

W logiteg | B Pictures

b Music Lﬂ Music

@ My Do

E Searches

Fil 1 Public
Save as type: |W0rd Document

iii. Favorites Links helps
you select commonly
used areas on your
computer.

3. Open makes a copy of a stored document in your Excel application
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