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ABOUT THIS COURSE

Course Prerequisites

This manual is designed for users who are comfortable using Windows and Microsoft Edge.
Students should complete the first part of our Microsoft 365 courseware before beginning

this course.

Course Overview

Welcome to our Microsoft 365 Excel Online courseware. Excel Online is Microsoft’s cloud-

based, easy-to-use spreadsheet program.
This course is intended to help all users get up to speed with Excel Online. We will cover:

e Getting started with the app

e Working with formulas and functions

e Formatting parts of a worksheet

e Using pictures, tables, charts, and PivotTables

e Finalizing workbooks

Course Objectives

By the end of this course, users should be comfortable with creating a new spreadsheet,
working with basic formulas and functions, and making a spreadsheet look professional and

presentable.
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How to Use This Book

This course is divided into seven lessons. Each lesson focuses on several key topics, each of
which are broken down into easy-to-follow concepts. At the end of each topic, you will be
given an activity to complete. At the end of each lesson, we will summarize what has been
covered and provide a few review questions for you to answer. Supplemental learning for

selected topics is provided in the form of Lesson Labs at the end of this book.

NOTE: In order to complete this course, each student will require a Microsoft account.
Students should upload the course’s Exercise Files to their OneDrive account prior to
beginning the course. A local copy of these files is also required for some activities. Due to

the nature of Excel Online, it is recommended that students complete all lessons in order.
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LESSON 1:
GETTING STARTED

Lesson Objectives

In this lesson you will learn how to:
e Get started with Excel Online
e Describe the basic components of Excel
e Manage workbooks

e Get help in Excel Online
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TOPIC A: Getting Started with Excel Online

Excel Online is the cloud-based version of Microsoft’s spreadsheet program. It offers many
tools for managing numerical data, as well as the ability to add charts, shapes, and much
more. Best of all, Excel Online’s interface is intuitive (particularly if you have used the

desktop version), so the features you need will be easily accessible.

Topic Objectives

In this session, you will learn how to:

e Log into Microsoft Office and start Excel Online

Identify the components of the Excel Online interface

Create a new workbook

Close Excel Online
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Logging into Office 365

Your first step before using Excel Online is to log into Office 365 with your Microsoft
account. To start, open your internet browser and navigate to the login page at:
https://login.microsoftonline.com:

B2 Sign in to your account x |4

{2 [45) &  https://login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9a63-4910-a426-35363201d503&redirect_uri=ht

B2 Microsoft

Sign in

Q, Sign-in options

Termsofuse  Privacy & cookies -+

= Microsoft
Sign in

jsmith@acmewidgets.onmicrosoft.com

Mo account? Create one!

Can't access your account?

@h Sign-in options


https://login.microsoftonline.com/

Microsoft 365 Excel: Online

If prompted, choose the sub-account to sign in with:

™ Microsoft

It looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Work or school account
E Created by your IT department

jsmith@acmewidgets.onmicrosoft.com

Personal account

R Created by you

jsmith@acmewidgets.onmicrosoft.com

Tired of seeing this? Rename your personal Microsoft
account,

Back

B® Microsoft
< jsmith@acmewidgets.onmicrosoft.com

Enter password

Forgot my password
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Now, you will see the Microsoft Office Home page:

Q0 Microsoft Office Home. x |+

e

€ & 0V & ¢ & B © 2

-
r

=3

Office

(%]

Good morning

Al Myrecent Shared

Name

https://www.office.com/?auth=2

£ Search

Favorites

Modified

Shared by

Activity

- a
s = @ @
& 7

Install Office

T Upload

m Feedback @ Need help?
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Launching Excel Online
To start Excel Online, click the icon on the Microsoft Office landing page:

Office

Excel

B > B @ @ B © 2
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Excel Online will then open:

B | 0 Micosoft Office Home x |+ - =] X
< G A httpsy//www.office.com/?auth=2
_ it

New Ne: to: @ OneDrive  Hide templates

o e :
—|— Take a -— -
a I tour
New blank workbook Welcome to Excel Evergreen calendar Simple service invoice Gantt project chart

ﬁ More templates >
a
ai Al Myrecent Shared  Favorites Type to filter list Y T Upload
® M Name Modified Shared by Activity

8 Feedback =@ Need help: i

D | @ e x Book Talsx x |+ - o X

c

Sxcel seek! el p e _

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v G SO [~ Comments | | *As Catch up

el N R T L T B P SRE O

| paste B I U DTty A . o o <o g0 Conditional FormatAs Styles | Insert Delete Format | Editing | Analyze
=3 U D e T A Merge & Canter $v% 9 % % Formatting= Tablex v ... . Data

Clipboard Font Alignment Humber Tables Calls Anziysis A

AL v B

= Sheetl +

Calculation Mode: Automatic ~ Workbook Statistics & Loading Add-ins  ~ Give Feedback to Microsoft — 100% +
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The Excel Online Interface

Excel Online looks and operates in much the same way as its desktop counterpart:

0 | @ Microsoft Office Home

0 | @ rapiensse

ft Excel Onlin x| ==

id=C17DESAOAS42DE0C! 2188 &ithint=file%2cxsx8wdOrigin=OF FICECOM-WEB.MAIN.MRU % 1= e

£ Ssearch(Alt+Q @ Gopremum & (1s)

las View  Help & Editing v 3 (G T8 |- Comments
6 v Plv ¥ [catibri it v B Ev v Av - =4 B Merge v || General Vs R OB @y By B By S drv Oy -
O
A B C D E F G H J K L M N o P Q R S T u v w X
1 ! ke
e
: (7]
Al
12
13
14
15
16
=
18
19
20
21
22
24
25
26
2 v
< >
QE Sheetl +

1: Title Bar

The top left part of the screen contains the name of the current file. You may also see more

information about the file (for example, here you can see it has been saved). You can click
the file name to change it.

You will also see the app launcher (where you can access other Office 365 apps), and the
name of the app (Excel).

2: Search Bar

The Search Bar allows you to search for a variety of things related to your document. You
can search for an action to complete (such as changing the font color or adding
highlighting), locate words in your document, or search for a person’s name that is

connected to your Microsoft account. Type in the search bar to begin showing suggested
results.

3: Sharing Commands

Click this button to share the current document.
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4: Tabs

Groups of similar commands are organized under tab names. Click a tab to view the

commands in the ribbon.
5: Ribbon Interface

Displays tab commands organized into groups. If you click the different tabs, you will see
the commands change. Notice, too, that some of the commands might be grayed out. This

is because those commands are only usable in certain situations.

Like the desktop version of Excel, Excel Online also features contextual tabs. These are
special tabs that only appear when you are working with a specific object or group of
information. For example, if you were to insert and select a shape, you would see a

contextual tab offering commands for that object:

im} ‘ ﬂ Excel * ﬂ Bookladsx X+
@] 3 https://acmewidgets-my.sharepoint.com;:x/r/personal jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.asp
i1 Excel Bookl - Saved v 0O Search (Alt + Q)
Home Insert Draw Page Layout Formulas Data Review View Automate Help
— <A Fill ~
ﬂ ﬂ D ‘ | “ ﬂ i Ecuuinev
Shape Styles
5-Point Star 1 v
A B E D E F G H | J K L M

0 ~ o

6: Formula Bar

The Formula bar allows you to enter data in a cell.

7: Working Area

The data in the currently open file will be shown here.
8: Worksheet Commands

Every Excel file is properly referred to as a workbook, which can contain one or more
worksheets. Click the tabs to switch between worksheets.
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9: Status Bar

This bar displays running calculations and other information about the workbook.

Creating a New Workbook

When you open Excel Online, you will be prompted to choose an existing workbook or

create a new one. For this example, let’s create a new, blank workbook by clicking the

related thumbnail:

0 3 Excel
<~ @)

x |+

(3 https://www.office.com/launch/excel?auth=28thome=1

_ e

+

3

New blank workbook

i
. @
& f)

@
New

®

o

|

&

o ]

a

a Al
- § D
o

My recent  Shared

Name

Book 5

John Smith’s Files

Schedule

Shared Documents

Event Ideas
News and Events

Take a
tour

© Il

Welcome to Excel Evergreen calendar

Favorites
Modified
Jun 4, 2020

Jun 4, 2020

New workbooks saved to:

Simple service invaice

Type to filter list

Shared by Activity

@ OneDrive Hide templates

—
-
Gantt project chart

More templates —>

¥ T Upload

M Feedback = @ Need help?
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The workbook will be created and saved to either your personal OneDrive account or
SharePoint space:

O | @ WMicrosoft Office Home x Boolkxlsx - Microsoft Excel Onlir X | = = a i
G B https//onedrivelive.com/editaspxresid=C17DESASAS42D60C!2 188 &i thint=file%2cdsk8wdOrigin=0FFICECOM-WEB.MAIN.MRU Y 1= e

Excel Book - Saved to OneDrive v P Search (Alt + Q)

file  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Help & Editing ~

v By [aion Vi v B OEv by Ao Mege v [Genea v $v R B Ev Bv By Hv Zv v Ov

AL | &

Gl [~ Comments

v

= Sheetl +

Callculation Mode: Automatic  Workbook Statistics

Give Feedback to Microsoft — 100% +
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Note that this file will use “Book” as the default name. (A number may be added to the end
if a workbook with the same name already exists in the save location.) To change its name,
click the current name on the title bar, type the new name in the File Name field, and close

the menu by clicking in the working area of the workbook:

Excel Lesson 1 - Saved to OneDrive +

File Mame

Al
Location
1 .
2 D OneDrive
3
4
. Save status
g Last saved: Just now
3

@ Version History

W oo

s
=}

14



Microsoft 365 Excel: Online

Now, you can add your data just as you would in the desktop version of Excel:

Excel Lesson 1 - Saved to OneDrive

File Home Insert Draw Fage La

lo g E g v; L ] L
Bl v fr QlSales

A B C D E

1 |Prﬂduct Q1 Sales

2

3

4

Excel Lesson 1 - Saved to OneDrive ~

File Home Insert Draw Page Layout
v v X |calibri w11 v
B1 v Jr QlsSales
A B C D E

|Pr0duct |Cll Sales |

S T R U
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Then, click the New category and click the thumbnail for the workbook you want to create:

Closing Excel Online

Remember that Excel Online is constantly saving your workbook, so you do not have to
worry about losing data when closing Excel Online, and you do not have to manually save it
either. So, once you have finished your work, close the browser tab (or browser) in which

Excel Online is open.
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Activity 1-1: Getting Started with Excel Online
In this activity, you will launch Excel Online and explore its interface.

1. To begin, turn on and log into your computer. Open Microsoft Edge and navigate
to https://login.microsoftonline.com:

B® Microsoft

Sign in

Qh Sign-in options

2.  Enter your Microsoft account name and click Next:

B® Microsoft
Sign in

smith@acmewidgets.onmicrosoft.com

ount? Create one!


https://login.microsoftonline.com/

Microsoft 365 Excel: Online

3. If prompted, choose the sub-account to sign in with:

B Microsoft

t looks like this email is used with more than one
account from Microsoft. Which one do you want to
use?

Created by your IT department

@ Work or school account
Jsmith@acmewidgets anmicroseft.com

Tired of seeing this? Rename your personal Microsoft

account.

Back

(If you do not see this prompt, skip to the next step.)

4. Finally, enter your password and click Sign In:

B® Microsoft
& Jsmith@acmewidgets.onmicrosoft.com

Enter password

Forgot my password

18
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5.  On the Microsoft Office Home Page, click Excel:

it Office

Excel

B > @ @ @ & © 2

6. The Excel Online start screen will now be displayed. Click the New blank workbook

thumbnail:

e g

BB = B

a
@

2
.s

(o]

orkbooks saved fo: @ OreDrive  Hide templates
[©]
: - — :
@ |

New blank workbke— ¥ Evergreen calendar Simple service invaice Gantt project chart
I
More templates

e
L=
ay
>
&
LS
B

W feedback @ Need help?

Javaserintvoid(0]
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7. By default, this workbook will be titled “Book”. Let’s change this by clicking on the
title:

Excel Book1 - Saved -

File Home Insert Draw Fage Layout Formu
Eﬁ & Matr JuoWAa A
B 0

Paste
B I U D ie e A
i§ ¥y L e —

Clipboard Fonit

8. A dropdown menu will open. Under the File Name field, replace the existing text
by typing “Activity 1-1”:

Excel Book - Saved to OneDrive

File Mame

Activity 1-1] s

Location
D OneDrive

Save status

Last saved: Just now

@ Version History
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10.

Then, click inside the working area of the workbook to close the menu:

3 Excel  Activity 1-1 - Saved to OneDrive v P Search (Alt + Q) mi
Fle  Home Insert Draw  Psgelajout Formuss Data Review View Help | 7 Editing v EE™ Commen ts
v Bv & |calibri v[n V] B Hv & Av e Ev B Merge v | General v Sy R R Ev By By EHy v ey Ov -
AL v g
A B c ] E F G H ! J K L M N <} 8 Q R s T u v w X
__ |
9
0
n
2
3
14
15
1
-
8
19
2
2
2
2
2
2

= Sheetl +

Now, click cell D2 to select it:

2 Excel Activity 1-1 - Saved to OneDrive v

File Home Insert Draw Fage Layout Formulas

v B~ ¥ ||calibri v|11 v~ B

D2 v f

o

[ I O (R S WK |

(Remember, this is the location where Row 2 and Column D intersect.)
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11. Type your name and press Enter to commit it to the cell:

Excel Activity 1-1 - Saved to OneDrive ~

File Home Insert Draw Fage Layout
" |i| " Calibr v |11 -
D2 ¥ f& John Smith
A B C D E
1
2 llc:hn SmitH
3
4
5
6

12. This activity is now complete. Close the Excel browser tab.

Formulas

C

22
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TOPIC B: Getting to Know Excel

Before we dive further into Excel’s features, let’s take a moment to learn about some Excel

terminology and how to navigate in the app.

Topic Objectives

In this session, you will learn:
e What spreadsheets, worksheet, and workbooks are
e How to describe columns, rows, cells, ranges, and formulas

e How to navigate in Excel
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What are Spreadsheets, Worksheets, and Workbooks?

Spreadsheets are paper or digital workbooks that are typically used to store, sort, and work
with data. This data, while most often numerical, can also include text, shapes, and pictures.
Spreadsheets consist of intersecting rows and columns that form cells, which contain the
data.

Worksheets are a digital form of spreadsheets. Typically, worksheets display columns with

alphabetical headers and rows with numerical ones.
A workbook is a collection of one or more worksheets. By default, new blank workbooks

only include one worksheet, but you can add others if needed:

Sheet1

If the workbook that you are using includes more than one worksheet, you can switch
between them by clicking the tabs. The name of the worksheet that you are presently
working with will be in bold type on a white background. In the previous image, Sheetl is

currently active.

What are Columns, Rows, Cells, and Ranges?

Columns, rows, and cells make up the fundamental components of a worksheet. A column
is a vertical series of adjacent cells from top to bottom. A row is a horizontal series of cells

from left to right. A cell describes the intersection of a row and column:

-
L

3 Row Cell

D E
1
2

Each column has an index letter. Since there are only 26 letters, and there can be far more
than 26 columns on a spreadsheet, the columns after column Z are indexed by the letters
AA, AB, AC, and so on until the last column (up to XFD, over 16,000). Each row has an index
number, from 1 through 1048576. Each cell is given a name in the “ColumnRow” format,

with the top left cell referenced as Al. (In the example above, the word “cell” is at C3.)
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The active cell is the name given to the cell that is currently selected.

A cell range (or simply “range”) is defined as a series or block of adjacent cells. Unlike the

desktop version of Excel, Excel Online does not allow you to formally define ranges.

Navigating in Excel

You will find scroll bars on the right and bottom sides of Excel workbooks:

I Excel Lesson 1 - Saved to OneDrive v £ Search (Alt + Q)

File Home  Insert Draw  Page Layout Formulas  Data  Review  View  Help & Editing v G [ Comments
Dy 0 -
B1 v £ Qisales o
A B c D 3 F G H J K L M N o P Q R s T U
1 [product :
4
6 —_—
8
&
10
1
12
13
14
15
16
17
18
19
20
21
22
2
24 =
1 v
= Sheetl

Caleulation Mode: Automatic  Workbook Statistics Give Feedback to Microsoft — 100% +
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To view a different part of the current worksheet, click and drag the scroll bar:

— X

s = ® & -

£ Editing v [ Comments

5 B | T Autesumv A T

RE | Zusn by O [
Clear v

lete Format ¢ Sort & Find & Analyze
v v Filterv Select~ Data

Editing Analysis ~

P a R s T u

3

Give Feedback to Microsoft — 100% +

Keyboard Navigation Options

Sometimes the keyboard can be an even quicker way to navigate through worksheets.

Below are some common keyboard shortcuts that you may find useful:

Move one cell in any direction

Up, down, left, right arrow keys

Go to column A

Home

Return to cell A1

Ctrl + Home

Scroll up or down by one screen

Page Up or Page Down

Move one cell to the right

Tab

Move one cell to the left

Shift + Tab

Excel Formulas

When cells contain numerical data, you can perform mathematical operations on the cell

content using formulas and functions. The results of these operations will be shown in the




Microsoft 365 Excel: Online

cell that contains the formula. Formulas can be simple, like adding two cell values, or quite

complex, involving multiple mathematical operations.

27
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Activity 1-2: Getting to Know Excel

You have been given a spreadsheet that requires a basic formula to calculate the total sales
based upon the number of products that were sold. You will use the tools covered in this

topic to complete this task.

1. To begin, open Microsoft Edge and log into Office 365. (Refer back to Activity 1-1 if
you need help.)

2.  Click the OneDrive icon on the Microsoft Office Home Page:

Office 365

P & € B B ©® 2

OneDrive

R
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Click this course’s Exercise Files folder to view its contents:

_ —t -
T Upload ~ 12 Sync #3% Automate

My files

O MName ~ Modified | ~ Medified By File size

O ~Excel 365 On\ine!‘l‘Exercise Files & 4 minutes ago John Smith 4items

J Excel 365_Online_Exercise Files

PowerPoint Online E: ly 25 John Smith 4 items

(You may notice that the file we created in the last activity is also listed here.)

Click the Lesson 1 folder:

T Upload ~ & Share @ Copylink £3 Sync < Download #% Automate

My files > Excel 365_Online_Exercise Files

[ Name ~ Meodified ~ Modified By
O Lesscnn = 3 minutes aga John Smith
3 minutes ago John Smith
Lesson 3 3 minutes ago John Smith
Lesson 4 3 minutes ago John Smith
Lesson & 3 minutes ago John Smith
Lesson & 3 minutes ago John Smith

Lesson 7 3 minutes ago John Smith



Microsoft 365 Excel: Online

5.  Click “Activity 1-2” to open it:

T Upload ~ |& Share @ Copylink 3 Sync & Download #% Automate

My files > Excel 365_Online_Exercise Files > Lesson 1

0O MName Modified Modified By - File size ~
Activity 1-1 Completexlsx June 16 John Smith 202 K8
Activity 1-2 Complatexisx June 16 John Smith 10.3 KB
O A5 Activity 1—%xlsx [ 61ke
Activity 1-2
Activity 1-3.xlsx 1TKE
Activity 1-4 Completexisx 1.0KB
& See details
Activity 1-4xlsx June 16 John Smith 11.0KB

6. The workbook will now open:

Excel Activity 1-2 - Saved to OneDrive v R Search (Alt + Q) 5
File Home Insert Draw Page Layout Formulas Data Review View Help & Editing v G o) - Comments
9v Oy ¥ B v Gv Av e Ev @ BEvlees v R 8 By Bv By By v vy Ov .
A3 v fr =(15+5)/10
A B c D E F G H J K L M N o P Q R S T u v
1 Sample Formulas -
2 15.5
3 2
o B
s
6
.
a
s
0
"
=
13
14
7
8
0
)
21
22
=
24 v
‘ ;

= Sheetl Sheet2 +

Calculation Mode: Automatic  Workbook Statistics - Give Feadback to Microsoft — 100% +



Microsoft 365 Excel: Online

7. Ensure that Sheetl is displayed. Cells A2 and A3 in this sheet have very similar
formulas but display very different results. Click each cell and look in the formula
bar to find the difference:

fr =15+5/10 fr ={15+5)/10

A B A B
1 sample Formulas 1 Sample Formulas
2 15. 2 15.5

8. Asyou can see, the parentheses completely change the result of this formula. Let’s
move to Sheet2 by clicking its worksheet tab:

I
fe

17
18
1

=  Sheetl Sheetalf\}—l—

Calculation Mode: Automatic  Workbook Statistics

9. This sheet contains a basic table with a few formulas calculating the data. Click cell
C2 to see how it is calculated:

fr |=n2*B2

A B C D
1 |Quantity Sold Unit Price Total Sales

2 | 55 towo[s sl

3 19 5 700 5 133.00
2 11 5§ 1800

¥}

Grand Total
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10. Click cell C3 to see how it is calculated:

A B C ¥

1 |Quantity Sold Unit Price Total Sales

2 55 1000 ? 50.00

3 | 19 5 70005 133.00

- 11 5 18.00

5 Grand Total

Which method do you think is better?

11. Use the preferred method to calculate row 4. Do not forget to press Enter after
inputting the formula:

f

A B C D
1 | Quantity Sold Unit Price Total Sales
2 5% 1000 5 50.00

15 5 7.00 133.00
11 5 18.00 FA4¥B4

Grand Total

(W R - ¥ ¥ ]

12. Now, click in cell C5 and type: =SUM(C2,C3,C4):

fo =SUM(C2,C3,C4)

A B C D
1 |Quantity Sold Unit Price Total Sales
2 55 1000 % 50,00
3 12 5 700 § 133.00
- 11 5§ 180D 5 198.00
5 Esumicz,c3,ca)| |

13. Press Enter to calculate the formula:

fe =SUM(C2,C3,C4)

A B C D
1 |Quantity Sold Unit Price Total Sales
2 55 1000 5 5000
3 19 5 700 % 133.00
= 11 5 18.00 198.00
5 | 5 381.00 _|GmndTma|

32
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14. Close the Excel Online browser tab to complete this activity.

33
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TOPIC C: Managing Workbooks

In the last section, you became familiar with the Excel Online interface. In this topic, we will

look at the basic options for managing those workbooks.

Topic Objectives
In this session, you will learn how to:
e Open, save, share, and print workbooks
e Edit a workbook in the desktop version of Microsoft Excel

e Use the Accessibility Checker

34
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Opening a Workbook

To open a workbook in Excel Online, click the File tab:

Excel Lesson 1 - Saved to OneDrive +

File Home Insert Draw Page Layout

Jx 5 D O

Function Table PivotTable | Pictures Shapes Office

v v Add-ins

Functions Tables llustrations Add-ins
Bl v Jfr Qlsales

A B C D E

1 |Product |Cll Sales

2

3

4

3

Click Open to display the Open category. Click the workbook you want to open:

im] | I Excel % Kl Lesson lxsx x ==

G &) https://acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.:

-

Open Open i

@

Recent
al Format As
|v Tablev
@ Sales Data.xlsx .
John Smith's OneDrive for Business = personal = jsmith_acmewidgets_onmicrosoft_co...
Lesson 1.xlsx M

John Smith's OneDrive for Business = personal = jsmith_acmewidgets_onmicrosoft_co...

John Smith's Onelrive for Business = personal » jsmith_acmewidgets_onmicrosoft_co...

Activity 1-1.xlsx

John Smith's OneDrive for Business = personal = jsmith_acmewidgets_cnmicrosoft_co...

B
@ Activity 1-2.xlsx
B

35
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(Note that the workbook must be stored online in your Microsoft account to be able to

open it in Excel Online.)

The workbook will open in a new tab:

O | @ Microsoft Office Home X | EH Lesson 1xisx % | (3 SelesDataxisx x == - = &

< @ (%) httpsy//acmewidgets-my.sharepoint.co

Excel Sales Data s £ Search (Alt + Q)

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing ~ [J Comments | = Catch up
@ 0|\ o =Nl
e 123 bre 0
Spelling Workbook c Show New Show Notes
Statistics | Accessibility | Changes = Comment Comments v
Pracfing Accassibiliy | Changes Comments Notes ~
AL v f FullName
A B C o E F G H J K L M N o P Q R

1 _|Full Name IRegion a1 Q2 Q3 a4 - <
2 Hercules Almon Europe/Lisbon 420281 807085 391733 35937

3 Gardy Howsley America/Toronto 730400 7926 814394 108181

4 |Adda Ellwood Africa/Nairobi 402746 699363 483639 120328

5 |Ronald Burriss Africa/Nairobi 362672 314195 181391 150250 E‘@
6 Delainey Mont Asia/Manila 567336 767298 559328 169540

7 |Rochette Shelley America/Toronto 176264 173873 720215 227611

5 Silvano Estable Asia/Manila 934282 579060 335092 233182

9 |Sylvan Eshmade Europe/Lisbon 595349 848364 757852 281245

10 Robert Balnaves Asia/Manila 307154 440387 408826 298338

11 Tally Leppington Europe/Lisbon 971781 647637 710815 328009

12 |Neal Sollars Europe/Moscow 616708 386783 394125 330029

13 |Rodger Campany Asia/Manila 970595 931546 728609 361766

14 |Debra Godman Africa/Nairobi 957949 858841 790234 426854

15 |Rosanna Skeermor | America/Toronto 474175 332380 92544 432437

16 Erica Busse Europe/Moscow 159273 705497 3593516 524064

17 Haley Dartan Asia/Manila 929533 796359 34504 547225

12 |Burton Wreath Asia/Manila 510516 75988 421597 601015

19 Tucky Habishaw Asia/Manila 813829 707805 764406 643584

20 |Joy Liddyard Asia/Bangkok 308928 867563 182177 654688

21 | Ash Jirousek America/Toronto 546368 766772 673012 666833

23 (;nrhr Liton Eurana/fMaceoum 707437 9G14A1T Q15087 RANAIN . e

= Sheetl +

Calculation Mode: Automatic  Workbook & v Give Feedback to Mi

Editing Your Workbook in Excel Desktop

To edit the current workbook in the desktop version of Excel, click Editing = Open in
Desktop App:

B | 9 Micosoft Office Home % | Kl Lesson 1xisx X Bl Sales Datasds: x [E= - o x
& G (1 hitps://acmewidgets-my.sharepoint.com/x;/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc
Excel Sales Data g £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v laf .t | Comments | | 4~ Catch up
i =l 7 s
D)
O] Make any changes
Show New Show Notes
Accessibility = Changes = Comment Comments v Viewing
Procfing Accessibilty | Changes e = View the file, but make no changes ~
Al v Ji Full Name

@ Open in Deskiop App \

Excel will open on your desktop and download the current workbook to your computer. You

may need to click Enable Editing to continue.

Even though you are working with the desktop version of Excel, any changes that you make
to this file will be automatically synced to the online file. This way you can have the full
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functionality of Excel for desktop, combined with the versatility and portability of Excel

Online without having to worry about multiple versions of the same file.

When you are finished working with the desktop version of Excel, close the program. Save

your changes if prompted:

Microsoft Excel >
! Want to save your changes to "Sales Data.xlsx'?

Don't Save Cancel

Then, return to your internet browser. The workbook will now be updated:

Srcel sles outa p e _

File Home Insert Draw Page Layout Formulas Data Review View Automate Help j Editing v J Comments “As Catch up
i B e S e V- E By 2xE 0O
:aftE ‘3 B I UDa Merge & Center v $ % 9 %3 ‘)og Fi?gd;‘lt‘ic_':l FE;;Z:VAS Styv\ss "iart DEiEtE ::rvmat Ed\flng Aréaali;ze
Undo | Cligboard Font Alignment Numbsr Tables Calls Analysiz ~
€1 v A oa
A B C D E F G H J K L M N o] P Q R

1 |Full Name Region Q1 Q2 Q3 Q4 -
2 Hercules Almon Europe/Lisbon 3120281. 807085 391733 35937

3 Gardy Howsley America/Teronto 730400 7926 814994 108131

4 |Adda Ellwood Africa/Nairobi 402746 699363 483639 120328

5 Ronald Burriss Africa/Nairobi 362672 314195 181991 150250

6 | Delainey Mont Asia/Manila 567336 767298 559328 169540

7 |Rochette Shelley  America/Toronto 176264 173873 720215 227611

4 Silvano Estable Asia/Manila 934282 579060 335092 233182

9 Sylvan Eshmade Europe/Lisbon 555349 848364 757852 281245

10 Robert Balnaves  Asia/Manila 307154 440387 408826 298338

11 Tally Leppington  Europe/Lisban 971781 647637 710815 328009

12 |Neal Sollars Europe/Moscow 616708 386783 394125 330029

13 |Rodger Campany  Asia/Manila 970595 931546 728609 361766

14 Debra Godman Africa/Nairobi 957949 858841 750234 426854

15 Rosanna Skeermor America/Toronto 474175 332380 92544 432437

16 Erica Busse Europe/Moscow 159273 705497 359916 524064

17 |Haley Dartan Asia/Manila 929539 796359 34504 547225

18 |Burton Wreath Asia/Manila 510516 75988 421597 601015

19 Drake Becom Europe/Warsaw 716030 522192 47961 972959

20 Ebonee Louch Asia/Bangkok 366306 115862 350344 884357

21 Galvin Freiberg Europe/Warsaw 235049 880195 60264 733404

™ e Lol Aciaina L 929nsE  ASR126 13708 721520 5 e

= Sheet? SalesbyRegion Sheet3 +
Calculation Mode: Automatic ~ Workbook Statistics - Give Feedback to Microsoft — 100% +

(If prompted, click Resume editing here.)
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Accessing Save Options

Although Excel Online is designed for workbooks in the cloud, you do have access to other

save options. To start, click the File tab:

D | ﬂ Excel * | Lesson lxlsx * ﬂ Sales Dataxlsx

) [3) https;//acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosoft_

Excel Sales Data ,!-‘J,C" - Saved 2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate

EE} Wrap Text | General v

& -
z;’ flil D}‘ |Ca||br|

Paste

FARI

Merge & Center ~ $ - 0L 8 0o

EL

v -
Undao Clipboard Font Alignment Mumber
Al v Jf Full Name
A B C D E F G
1 |Full Name IRegic-n Q1 Q2 Q3 Q4
2 Hercules Almon Europe/Lisbon 420281 807085 391733 35937
3 |Gardy Howsley America/Toronto 730400 7926 814994 108181
4 |Adda Ellwood Africa/Nairobi 402746 699363 433639 120328
Now, click the Save As category:
1w} | u Excel X | u Lesson Txlsx X u Sales Data.xlsx X +
G 5 https://acmewidgets-my.sharepoint.com/:x/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sot
Save AS Open in Deskt
Erjﬂ Save As @ @
ﬂ Save a copy online. al Format As Styles
|v Tablev v
Tables

Eﬁ Rename

Rename this workbook.

@ Download a Copy

Download a copy to your computer.

@ Download as ODS

Download a copy of this document to your computer as an ODS file.
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You will see a variety of save options in the right pane of the menu. Click the desired option
to open the appropriate dialog box, where you can customize various save options and
complete the process.

Let’s look at the dialog box for each command.
Save As

Opens the Save As dialog box, where you can choose the online location where you want to

save the workbook and change the file name. Click Save to complete the process:

*

Save As
File Mame

Sales Data - Cupyi adsx
Location

EI Documents w

John Smith
=N
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Rename

Opens the Title bar. Enter the workbook’s new name under the File Name field, and click
OK to complete the process:

Excel SalesData - Saved -~

ormt
Filz Mame £ _
A=
€ 3=

Location

D John Smith > Decuments

Q2
Save status g
Last saved: 8 minutes ago 5
S i
L) Version History s
/ |1aly Leppington kurope/LIsbon 5 9/1,/81 5 |

Download (Copy or ODS)

Prepares the file for download in the specified format. (Saving the workbook as a copy will
use Excel’s default format, .xIsx.) When the download is complete, use your internet
browser to open and view it:

O | 9 Microsoft Offics Home % | Lesson Tadsx % | i3 Seles Dataxisc x [ - 0o X
&~ (@] %)  https;//acmewidgets-my.sharepoint.com/:x;/r/personalfjsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%7B76ba2378-f853- =

+
Excel SalesData g - Saved P Search (Alt + Q) | Downloads P oa P

Sales Dataxdsx

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help PEdi P rne ints | | e Catch up

abc y B:H N

v - % ) See more
Spelling Workbook Check Show New Delete  Previous Show Notes

Statistics | Accessibility | Changes | Comment Comment ent Comment Comments
raofing Acczssiniiiy | Changes = New -~
AL v fi Full Name
A B C D E F G H J K L M N o P Q R

1 |Full Name IRegion ai Q [s5] Q4 - <
2 Hercules Almon Europe/Lisbon 420281 807085 391733 35937

2 | Gardy Howsley America/Toronto 730&00* 7926 814994 1081381
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Using the Accessibility Checker

To check your workbook for possible accessibility issues, click Review = Check

Accessibility:

Excel Sales Daia ,!a,c" - Saved

File Home Insert Draw Page Layout Formulas Data

Spelling Workbook Check Show MNew Delet lext
Statistics Accessibility | Changes | Comment Comment Comment Comment

Proofing ceessibility Changes Comments
Al v Jr Full Name

A B C D E
Full Name Region Q1 Q2 a3
Hercules Almon Europe/Lisban 420281 807085 351733
Gardy Howsley America/Toronto 730400 7926 81459594

—

e

L

The Accessibility task pane will then be displayed on the right-hand side of your screen:

D | @ Microsoft Office Home x | Kl Lesson 1xisx X | Bl SalesDataxisx x  + - =] X
& G (9 https//acmewidgets-my.sharepoint.com/:x/r/personal/jsmith_acmewidgets onmicrasoft_com/ layouts/15/Doc.aspx?sourcedac="%7 B76ba2378-1353-4456-9.. S
Excel SalesData P Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help Accessibility £ Editing v [GELT LN ] Comments | A Catch up
G ¥ A0 e B B H 2 e Q)
Check Speling | Font  Fill Cell  Table Format | FormatAs Unmerge Wrap Hyperlink |  Alt Setings | Help
Accessibility Colorv Calors Stylesv Style Tablev  Cells Text ext
Review Calor Sryle Fomst Resouress ~
AL ¥ f Full Name
A B C D E 3 G H J K L M . .
1 [Full Name [Region ai Q2 a3 a4 4 Accessibility x >
2 |Hercules Almon .EUFDpEfLiSbUn 420281 807085 391733 35937
3 |Gardy Howsley America/Toronto 730400 7926 814994 108181 @ Last checkes: 1217 71 Recheck
4 | Adda Ellwood Africa/Nairobi 402746 699363 483639 120328 Accessibility check s complete.
5 |Ronald Burriss Africa/Nairobi 362672 314195 181991 150250 Eé
6 |Delainey Mont Asia/Manila 567336 767298 559328 169540
7 |Rochette Shelley  America/Toronto 176264 173873 720215 227611 i}
8 |silvano Estable Asia/Manila 934282 579060 335092 233182
9 |sylvan Eshmade  Europe/Lisbon 595349 848364 757852 281245
10 |Robert Balnaves Asia/Manila 307154 440387 408326 298338
11 |Tally Leppington  Europe/Lisbon 971781 647637 710815 323009
12 | Neal Sollars Europe/Moscow 616708 386783 394125 330029
13 |Rodger Campany Asia/Manila 970595 931546 728609 361766
14 |Debra Godman Africa/Nairobi 957349 858841 790234 426854
15 |Rosanna Skeermor  America/Toronto 474175 332380 92544 432437
16 |Erica Busse Europe/Moscow 159273 705497 359916 524064 T:“:zi'b"‘ilm*”eﬂit"_"::;‘E‘ih‘:i‘;;ﬂ; r:’mpfm S
17 |Haley Dartan Asia/Manila 929539 796359 34504 547225 ;I;Epm'l:h Resuite me.n -
18 |Burton Wreath Asia/Manila 510516 75988 421597 601015
19 |Tucky Habishaw  Asia/Manila 813329 707805 764406 643584 Additional Information
20 Joy Liddyard Asia/Bangkok 308928 867563 182177 654688 ?“tk;g‘:‘;d“lf‘vt‘h‘f;
21 |ashJirousek America/Toranto 546368 766772 673012 666833 < open your file in the Windows
7 o tutan EuranaMaceons 507427  2@14A1  Qi%e’7  AeNAIN 1 hd he app.
= Sheetl + Read more about making documents accessible
Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

Its contents are divided into three sections that list different types of problems. Click any

item to go to that workbook object and resolve the problem.
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Printing a Workbook

To print a workbook from Excel Online, click File = Print = Print, or press Ctrl + P:

1} | ) Microsoft Office Home x | Il Lesson ldsx x K3 SalesDataxlsx x |+

& @] %) https://acmewidgets-my.sharepoint.com/:x/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layot

Print

@ Print
Show a print-friendly view.

The Print Settings dialog box will open, where you can set various print options:

Page setup
Print

@ Active sheet hd

D Ignore print area

Paper size

O Letter (8.5"x11") v

Orientation

3 Portrait w
Sealing
Fit all columns on one page ~

> Pages (Print total: 1)

Once you click Print to send the workbook to the printer (or click Cancel to stop the

process), you will return to the workbook.
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Sharing a Workbook

Since Excel Online workbooks are always saved to a cloud-based location, it is easy to share
workbooks with others. To start, click File = Share = Share, or click the Share icon in the
upper toolbar:

Excel safes bata ‘q;‘. Tsaed v p e

File Home  Inset  Draw  Pagelayout Formulas  Data  Review  View  Automate  Help £ Editing v [ Comments | Catch up
L L l=== 1 | 3 AutoSumv A
o [ eer o Jx s 225 Buww E By =sE 2v @
pue B B I UDabiiedro A === Merge&iCenterv | § v 9 9 %g gg  Conditional FormatAs Styles | Insert Delete Fommat Q0o cotn Fnds& | Anayee
- = B = = Ze 3= lliap SIS ° 0 0 Formattinge  Tablew v v v v Filterv Selectv Data
Und Font Alignment Number Tables. Cells Editing Analysis L
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The Send link dialog box will open:

Send link
Anyone with the link can edit o

To: Mame, group or email 9 &
Message o

At the top of the dialog box (1), there is a section that shows which access level users will
have to the file. (Clicking this section will open a separate dialog box with options to choose
a group, change editing permissions, and set an expiration date.) Advanced permissions can
be managed by clicking the ellipses (...) button at the top of the menu.

In the main part of the dialog box, you can enter the names, group names and/or email
addresses (2) of the people you want to share with, as well as the message (3) that will be
sent to them. When you are ready, click Send (4). (Notice that there are additional options
(5), at the bottom of the dialog box, such as copying a link or sending a message with a link

via Microsoft Outlook.)
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Once you have entered the necessary information, click Send. Then, you will receive a

confirmation. Close this pop-up to return to Excel Online:

X

Link sent

The recipient will receive a link via email. They can click Open to view the workbook in Excel

Online:
Office 365 Outlook ; Jane Gibson b
Search Mail and People ,O ‘-i‘" New | v M Delete & Archive  Junk|v Sweep Move to v Categories v
A Folders Inbox Filter v John Smith shared "Sales Data" with you.
Inbox 1 Next: No events for the next two days. [ Agenda
- .
nt It § 2. John Smith Reply all |~
i John Smith LY ' Today, 1208 PM 7 feeb
Drafts John Smith shared "Sales Data” with you. 12:08 PM Jane
Here's the document that John Smith shared with you. This link will work .
Important
Last week
. Here's the document that John Smith shared with you.
~ Groups New John Smith

C@D This link will work for anyone.

John Smith shared “Activity
o Jane Gibson Here's the document th

your privacy. To leam mo!
orporation, One Microsoft Way, Redmon

Waiting for s
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Activity 1-3: Managing Workbooks

In this activity, you will open and export a workbook. Ensure your Exercise Files have been

uploaded to OneDrive before starting this activity.

1. To begin, open Microsoft Edge and log into Office 365. (Refer back to Activity 1-1 if
you need help.)

2. Navigate to Lesson 1 of your Exercise Files folder on your OneDrive account. Open
Activity 1-3:

_ O search -

T Upload ~ 1 Share @ Copylink 3 Sync | Download #% Automate

My files > Excel 365_Online_Exercise Files > Lesson 1

0 MName Modified ™ Modified By ~~ File size
Activity 1-1 Complete.xsx June 16 John Smith 8.02 KB
Activity 1-2 Complete.xlsx June 16 John Smith 103 K8
Activity 1-2.xlsx June 16 John Smith 961 K3
O Activity w-j xlsx A 1.1K8
Activity 1-3
Activity 1-4 Complete.xlsx 1.0KB
Activity 1-4.xlsx 1.0KB
& See details
Lesson Lab 1-1 Completexisx June 16 John Smith 11.1KB
Lesson Lab 1-1xlsx June 16 John Smith 11.1K8

(Refer back to Activity 1-2 if you need help.)
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3. The workbook will now open:

Ereel o osoae

File  Home Inset Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v B Comments || v Catchup

AR Cra— H Bp @mEE 2y O

Clear
e8I U D e O A oo 0% 9 % 8| St s st O o pun i

ungo | Cipoara Font Algment Numer Taties cets sating Ansyss ~
nNg v f

A B c ) 3 £ s H ) € L M N
1 city State office Type Revenues  Operating Expenses  Operating Profit Depreciati Net Profit Scorecard -
2 Warner, NH Corporate 125319 65792 4667 Average Profit
3 EastNatchitoches, RI Franchise 433924 101465 5068 Highest Revenue
4 yon, MA Partner 135816 67388 5700 Lowest Expenses
s willow Run, NH Corporate 233255 83606 5089
6 Conyersville, RI Franchise 128691 67175 4956
7 Mount Baker, NY Corporate 244913 89974 5062
8 |Farmington Lake, Ri Franchise 392518 82675 6100
9 | Martins Cormer, NH Franchise 331773 85288 5795
10 pickerel Narrows, ME Partner 244975 100834 5153
11| Willaha, NY Partner 137925 104528 5672
12 |center, MA Corporate 207163 72705 5599
13 Spring City, MA Partner 432326 79297 4872
14 Mittenlane, NY Partner 177789 103757 5142
15 East Waterford, ME Franchise 201945 82178 4732
16 Coltman, RI Corporate 461214 26638 5066
17 scottsvile, NJ Partner 440462 81912 4842
13 Hebron, NH Partner 407333 88286 4602
19 |Longview, MA Partner 376263 92698 5195
20 Emerson, NI Franchise 149134 87513 5168
2
7 v

= Financial Data  Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100 +

(If the document opens in Reading View, click Edit Document, then Edit to enter
Editing View.)

4.  First, let’s check the workbook for accessibility issues. Click the Review tab and
click Accessibility Checker:

£ Search (Alt + Q)

Excel Activity 1-3 - Saved ~

File Home Insert Draw Page Layout Formulas Data Review View
B O =i
e 125 S D
Spelling Workbook Check Show New Previous ext Show Notes
Statistics Accessibility | Changes | Comment Co Cor 0 t Comments w
Proofing Changes Commenis Motes
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5.  You should see that the workbook has no issues. Close the task pane:

£ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Accessibility i[di(ing v \_,"Share (3 Comments A Catch up
abc
T A & B H 2o
Check  Spelling = Font  Fill Cell T Format | Format As Unmerge Wrap Hyperlink A =
Accessibility Color v Colorv Stylesv St Teblev  Cells  Text te

revew coor sue o = ~
NS oy
A & c o 3 F & H

1 city State Office Type Revenues  Operating Expenses  Operating Profit Depreciati Net Profit 1) Accessibility %
2 Warner, NH Corporate 125319 65792 4667

3 |East Natchitoches, RI Franchise 433924 101465 5068 O Lastcheckesi 118 PM Recheck
4 Lyon, MA Partner 135816 67388 5700 ccesibilty chack s complete.

s Willow Run, N Corporate 233255 23606 s089

5 Conyersville, Rl Franchise 128691 67175 4956

7 Mount Baker, NY Corporate 244913 89974 5062

8 |Farmington Lake, RI Franchise 392518 82675 6100

9 Martins Comer, NH Franchise 331773 85288 5795

10 |pickerel Narrows, ME partner 244575 100834 5153

11 |Willaha, NY partner 137925 104528 5673

12 |center, MA Corporate 207163 73705 5599

13 |spring City, MA Partner 432326 79297 4872

14 |Mittentane, Y partner 177789 103757 5144

15 |East Waterford, ME Franchise 201545 23178 4734

16 | Coltman, RI Corporate 461214, 26688 6066, make this document more accessible for pecple

with disabiliies, select and fix the issues in the

17 [scottsvile, NI Partner 440462 81512 asaz epecion s o

18 | Hebron, NH Partner 407329 88285 4504

19 Longview, MA Partner 376263 92698 5195 Additional ‘”fojmano"

20 [Emerson, NI Franchise 149124 7513 s168 e e
21 | remedy those issues open your fle in the Windows
> L ) or Mac version o the app.

= Financial Data  Financial Scorecard ~ + Read more sbout making documents accessible

Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

6. Now, let’'s download a copy of the workbook. Click the File tab:

Excel Activity 1-3

File Home Insert Draw Page Layout Formulas

2 [] E.yb | Calibri v

Paste B I

=

w .

Undo Clipboard Faomt '
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7. Click the Save As category:

Save As

Er:F Save As
ﬂ Save a copy online.

Rename
Rename this workbook.

o

“@ Download a Copy

Download a copy to your computer.

ﬁ Download as ODS

Download a copy of this document to your computer as an QDS file.

8. Click the icon next to Download a Copy:

Save As

Er:F Save As
ﬁ Save a copy online,

Rename
Rename this workbook,

<

@ Download a Copy

"k Download a copy to your computer.

"ﬁ Download as ODS

Download a copy of this document to your computer as an ODS file.
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9. When you see confirmation that the file has finished downloading, close this
browser tab to complete the activity:

0 | @ Lesson1-Onedrive x | Bl Activity 1-3xisx x  + = X
C & httpsy//ac dget harepoint. ) mith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%7B09E74E81-.. v§ ©v= L 53
3 Excel  Activity 1-3 - Saved v D Search (Alt + Q) Downloads hoa D
-3 (2)xdsx
File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help——0a| ® |H [0 Comments
abc [«
v [ E:I Hr‘;‘ See more
Spellin New Delete el 3 e Show  Convert Al
Comment Comment Comment Comment Comments Notes
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TOPIC D: Getting Help in Excel Online

By now, you will have noticed that you can do a lot of things with Excel Online, and we have
only scratched the surface. It is virtually impossible to memorize everything it offers, and its
features are constantly changing. Luckily, Excel comes with a tool that allows you to find
answers to your questions. You can also submit your feedback or suggestions about the

features of Excel.

Topic Objectives

In this session, you will learn how to:

e Use the Help tab

e Give feedback about Microsoft Office
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Using the Help tab

The Help tab contains a variety of help tools. Click Help to open the Help tab:

Excel Sales Data 82 - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help X £ Editing v

Help Contact Feedback Keyboard What's

Support Shortcuts New
Help & Support
16 v fx
A B C D E F G H J K L
1 |Full Name Region Qi Qz Q3 Q4
2 |Hercules Almon Europe/Lisbon 420281 807085 391733 35937
3 |Gardy Howsley America/Toronto 730400 7526 8145%4 108181

Then click Help to open the Help menu:

Excel SalesData p° - Saved -

File Home Insert Draw Page Layout Formulas

IC?:;I Q R'Trl E‘ZI lZ

Help Contact Feedback Keyboard What's
k Support Shortcuts  New

Help & Support
Now, using the search bar, you can search for help articles. You can perform a new search
for help information by typing keywords into the search bar and pressing Enter. After a

moment, any results Excel thinks are relevant will appear in a list:
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O | @ Microsoft Office Home X | Kl Lesson 1adsx % | Bl SalesDataxisx X | @ Lesson - OneDrive x |+ - o x

&~ C O htips//acmewidgets-my.sharepeint.com/x/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Dac.aspx?sourcedoc=%7876ba2378-f653-4486-9...

Excel SalesData £ Search (Alt + Q) o)

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v G - Comments || v Catchup

@8 & =L

Help Contact Feedback Keyboard What's
Support Shorteuts New

Help & Support

16 v Ak
A B S D E F G H J K L M _ Help x

1 |Full Name Region Qi Q2 Q3 Q4 - >
2 Hercules Almon Europe/Lisbon 420281 807085 391733 35937 &« f  new R

3 Gardy Howsley America/Toronto 730400 7526 814334 108181

4 | Adda Ellwood Africa/Nairobi 402746 659363 483633 120328

5 Ronald Burriss Africa/Nairobi 362672 314195 181991 150250 Results for "new” Q
6 |Dslamay Mont Asia/Manila 567336 767298 559328 169540 | esultsTor new

7 Rochette Shelley America/Toronto 176284 173873 720215 227611 B What's new in Office for the web

2 Silvano Estable Asia/Manila 934282 579060 335092 233182

9 |Sylvan Eshmade Europe/Lisban 595349 848364 757852 281245 T etz e e et fede 2 el i

10 Robert Balnaves Asia/Manila 307154 440387 408826 298338 Excel

11 Tally Leppington Europe/Lisbon 971781 647637 710815 328009

12 Neal Sollars Europe/Moscow 616708 386783 394125 330029 B What's new in Excel for the web

13 RodgerCampany  Asia/Manila 970595 931546 728609 361766

14 |Debra Godman Africa/Nairobi 957949 858841 750234 426854 B Create a form with Microsoft Forms

15 Rosanna Skeermor  America/Toronto 474175 332380 92544 432437

16 EricaBusse Europe/Moscow 159273 705497 359916 524064 B Dynamic array formulas and spilled

17 | Haley Dartan Asia/Manila 929539 796359 34504 547235 array behavior

18 |Burton Wreath Asia/Manila 510516 75988 421597 601015

19 Tucky Habishaw Asia/Manila 813829 707805 764406 643584 Show more

20 Joy Liddyard Asia/Bangkok 308928 867563 182177 654688

21 | Ash lirousek America/Toronto 546368 766772 673012 666833

22 | Cophetusen Eurnne/Mascou 707427 Ra14R1  Q1saR7  ARNAIN U

= Sheetl +
Calculation Mode: Automatic ~ Workbook Statistics v Give Feedback to Microsoft — 100% +

Click one of the topics in that list to view more information about it:

Help X
& {my  new £

Results for "new” 9
B What's new in Office for the web

E Start a new line of text inside a cell in
Excel

What's new in Excel for the web

B Create a form with Microsoft Forms

B Dynamic array formulas and spilled
array behavior

Show more
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The help article will open:
Help

& ot new

What's new in Excel for the web

Just released

Get Organization Data from Power Bl using
Excel Data Types

File Home Inser Coraw Pagpe Layaul Formulas Crata

E- Redresh All ~ [1] Quenes __" Waorkbook Links E:Eﬂtganualuu' ¢

Give your workbook even more colors even
more colors with the new custom color
picker.

Hex Red Green Blue
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Giving Feedback About Office

Microsoft gives users a way to submit positive or negative feedback about their products

directly in PowerPoint Online.

To give feedback, click Feedback under the Help tab:

Excel Sales Data 8° - Saved

File Home Insert Draw Page Layout

Help Contact Feedback Keyboard What's
Support k Shortcuts New

Help & Support

You can also click Give Feedback to Microsoft in the status bar.

Then, you can choose whether to submit feedback about something you like, something

you do not like, or a suggestion:

Send Feedback to Microsoft

9 | like something

Q | don't like something

£2 | have a suggestion



Microsoft 365 Excel: Online 56

Clicking on an option opens a text field where you can type your comment. Click Submit to
finish:

Send Feedback to Microsoft What did you like?

Microsoft's help articles have allowed me to
answer a number of guestions about the
Excel Online intarface)

9 | like something

Q | don't like something

£ | have a suggestion

By pressing submit, your feedback will be used to
improve Microsoft products and services. IT admins for
your organization will be able to view and manage your
feedback data. Privacy Statement

Cancel
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Activity 1-4: Getting Help in Excel Online

In this activity, you will explore Excel Online’s help features.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 1-4 from
OneDrive. (Refer back to Activity 1-2 and 1-3 if you need help.)

2.  First, let’s learn about some of Excel Online’s newest features. To start, click the
Help tab:

B O oot 2 omey
ile ome  Inser raw ulas ata w iew utomate el itin are omments

M6 b2
A ] < D E F [ H ) K L M N
1 [city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciati Net Profit Scorecard -
2 \Warner, NH Corporate 125319 65792 4667 Average Profit
3 |East Natchitoches, Rl Franchise 433924 101465 5068 Highest Revenue
4 lyon, MA Partner 135816 67388 5700 Lowest Expenses
5 Willow Run, NH Corporate 233255 83606 5089
6 |conyersville, RI Franchise 128691 67175 4956
7 [Mount Baker, NY Corporate 244913 89974, 5062

3. Then click Help:

D | @ Lesson 1- OneDrive » ﬂ Activity 1-d.xlsx o —|—

O [  https://acmewidgets-my.sharepoint.com/x:/r/personal/jsmith_acmewidgets,

£ Search (ARt + Q)

Excel Activity 1-4 - Saved v

File Home Insert Draw Page Layout Formulas Data Review View

Help Contact Feedback Keyboard What's
I} Support Shortcuts New

Help & Support
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4. A new sidebar menu will open. In the search field, type “new” and press Enter:

Excel Activity 1-4 - Saved v £ Search (Alt + Q) e ’

File  Home Inset Draw  Pagelayout  Formulss  Datz  Review  View  Automate  Help & Editing v B Comments || v Catchup

o) ¢

@ =

Help Contact Feedback Keyboard What's

Support Shortcuts  New
Help & Sugport ~
M6 v f
A 8 c ) 3 F 3 H Help x

1 City State Office Type Revenues  Operating Expenses Operating Profit Depreciati Net Profit sc~ >
2 Warner, NH Corporate 125319 65792 4667 Av &~ @ new ’0

3 East Natchitoches, RI Franchise 433524 101465 5068 Hi N
4 Lyon, MA Partner 135816 67388 5700 La N N

5 Willow Run, NH Corporate 233255 83606 5089 Drop-down list tutorial (Beta)

6 |Conyersville, RI Franchise 128691 67175 4956

7 Mount Baker, NY Corporate 244513 89574 5062 ::::‘] e

& Farmington Lake, RI Franchise 392518 82675 6100 e

9 Martins Corner, NH Franchise 331773 85288 5795 Week 4

10 pickerel Narrows, ME Partner 244975 100834 5153 —

11 Willaha, NY Partner 137925 104528 5673

12 |Center, MA Corporate 207163 73705 5599 Drop-down lsts are easy to make, and

13 Spring City, MA Partner 432326, 79257 4872 this short tutorial will walk you through

14 Mittenlane, NY Partner 177789 103757 5144 the process

15 East Waterford, ME Franchise 201545 83178 4734

16 | Coltman, RI Corporate 461214 86683 6066 >> Let's go! CF

17 | Scottsville, NJ Partner 440462 81912 4842

18 Hebron, NH Partner 407339 88286 4604

19 |Longview, MA Partner 376263 92698 5195 Featured help

20 |Emerson, NJ Franchise 149134 87513 5168

21 What's new in Excel for the web

E] v Basic tasks in Excel for the web

Financial Data  Financial Scorecard  +

Keyboard shortcuts in Excel for the web

Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

5. Click the “What’s new in Excel for the web” article:

Help X
& (M new £

Results for "new"
B What's new in Office for the web

E Start a new line of text inside a cell in
Excel

What's new in Excel for the web

B MAP function
E Create a form with Microsoft Forms

Show more

(If you do not see this topic, choose any other link on the page.)
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6. Scroll through the article. When you are finished, close the menu:
Help X

A |
& (m new 2

What's new in Excel for the web

Just released

Get Organization Data from Power Bl using
Excel Data Types

File Hrme Ingert Do Page Layout Formidas Dats

[ metrssnant ~ [7] Quenes [ waritook Links = Organtration

Give your workbook even more colors even
more colors with the new custom color
picker.

Heax Red STEEN Blue -

7. Close this browser tab to complete this activity.
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Summary

In this lesson, we learned about some of the terms used when working with Excel, and how
to use the basic features of the Excel interface. We also learned how to create, view,
navigate in, save, share, and print workbooks. We wrapped up the lesson with information

on using Excel Online’s help features.

Review Questions

1. Where can Excel Online open documents from?

2. What command opens a menu that allows you to search for help articles in Excel
Online?

3. In Excel, what is a column and a row?

4. True or False: Since Excel is a cloud-based application, you cannot save workbooks
offline.

5. How are cells typically referenced in Excel?
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LESSON 2:
WORKING WITH DATA

Lesson Objectives

In this lesson you will learn how to:

e Use formulas and functions
e Work with data, rows, and columns

e Sort and filter data
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TOPIC A: A Closer Look at Formulas

Now that we have learned about the Excel interface, it is time to learn about Excel formulas.

We will start with the basics, including where and how to enter formulas in Excel.

Topic Objectives

In this session, you will learn about:
e The formula bar
e The elements of an Excel formula
e Common mathematical operators and their order of operations

e Excel cell references
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The Formula Bar

You can enter functions and formulas in the formula bar, just below the ribbon:

3t Excel

Sales Data ,:J.n' - Saved

W

2 Search (Alt + Q)

Filz Home Insert Draw Page Layout Formulas Data Review View Automate
dh .| T =B
Calibri w11 v AN - Eb Wrap Text Accountin v
I —- = —= & p g
Pafte ~ B I U D a Hv o ﬁv :_—{_ ; B Merge & Center ~ $ v % 9 %8 4B
Undo Clipboard Font Alignment Mumber
G2 | £ |
A B C D E F G
1 |Full Name Region Qi Q2 Q3 Q4
2 |Hercules Almon Europe/Lisbon 420281 807085 391733 35‘33?' !
3 |Gardy Howsley America/Toronto 730400 7926 814994 108181
4 |Adda Ellweoed Africa/Nairobi 402746 695363 433639 120328
5 |Ronald Burriss Africa/Nairobi 362672 314195 131991 150250
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(The fx button on the left side of the formula bar will open the Insert Function dialog box,

which we will discuss in the next lesson.)

You can tell if a cell contains a formula by making it active. If there is a formula in the active

cell, it will be shown in the formula bar. Here, the SUM function is being used to add data
from cells C2 through to F2:

Excel Sales Data 8 - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
o [ E‘; [Catr " Z = bwepen []
Paste = = T = Conditional
B I U D — = o v O <0 .00
. & 4 D = = Merge & Center $ fl’) 2 o Lo Formatting v
Undo Clipboard Fonit Alignmient Murber
G2 v Jr |=sum(cz:Fz2)
A B C D E F G H
1 |Full Name Region Q1 Q2 a3 Q4
2 | Hercules Almon Europe/Lisbon 420281 807085 391733 35937 | 51,655,036.00 _I
3 | Gardy Howsley America/Toronto 730400 7926 8145294 10818
4 |Adda Ellwood Africa/Nairobi 402746 659363 433639 120328
5 |Ronald Burriss Africa/Nairobi 362672 314195 131991 150250
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Elements of an Excel Formula

Here are some important things to note about formulas.

e Formulas are always preceded by an equals sign (=).

e Formulas can contain cell references (such as “A1”), numbers (such as “23”), or
functions [such as “SUM(B2:B9)"].

e =A1+23, =d2-c2, and =B10+b11/C6 are all valid formulas; cell references are not
case-sensitive.

e You can enter a formula by typing directly into a cell or into the formula bar:

D1 v fr =141

—

e If youinclude a cell reference in a formula (like “=B3*6”), and that cell reference
itself contains a second formula (like “=B1+B2”, stored in B3), that second formula
“=B1+B2"”), will be evaluated first, and the result will be used in =B3*6.

Mathematical Operators

Excel uses eight basic mathematical operators:

Name Symbol | Example
Exponent A 1072 =100
Division / 10/2=5
Multiplication * 10*2 =20
Addition + 10+2 =12
Subtraction - 10-2=8
Equivalence = 10=10
Greater Than > 10>2

Less Than < 2<10
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The Order of Operations

The common mathematical operators shown above are listed from top to bottom in order
of precedence. This means that Excel does not simply calculate expressions from left to
right; certain operations are performed before others. Multiplication and division, addition

and subtraction, and the greater than/less than operations each have equal precedence.

You can impose your own order of operations by enclosing expressions in parentheses ().
The operations inside the parentheses will be evaluated before the operations outside. If
you have parentheses within parentheses, such as ((2+3)*4), the expression in the inner
parentheses, (2+3) =5, will be evaluated first, and the result will be used to evaluate the

expression in the outer parentheses, (5*4) =20.

One easy way to remember precedence order is to remember the word “BEDMAS,” which
stands for Brackets (Parentheses), Exponents, Division, Multiplication, Addition, and
Subtraction. Note that:

e Division and multiplication have equal precedence, calculated from left to right.

e Addition and subtraction have equal precedence, calculated from left to right.

Types of References

Relative References

In the last lesson, we learned that worksheets are composed of rows (horizontal, referenced
with numbers) and columns (vertical, referenced with letters). The intersection of each row
with a column forms a cell, and each cell is given a name in the “ColumnRow” format. These
are called relative references and are typically the most commonly used type of reference
in Excel. Such references are flexible in that they change depending upon the position of the

formula.
Absolute References

While relative references are fine for most situations, if data is moved around or copied
using AutofFill, relative cell references can create incorrect and confusing results. To avoid
this, absolute cell references are used. These references use dollar signs (S) to make sure a

formula always references the same location, no matter where it is moved.

You can assign absolute cell references in three ways:
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e SColumn$Row: Both the row and column designation will not change (SAS1).
e S$ColumnRow: The column designation will not change, but the row can (SA1).

e ColumnSRow: The row designation will not change, but the column can (AS$1).

Mixed References

Mixed references include a mix of absolute and relative cell references. For example,
SColumnRow (SA1) is a mixed reference because while the column designation is an
absolute reference, the row designation is relative. Additionally, ColumnSRow (AS$1) is also
a mixed reference because the row designation is an absolute reference, while the column

designation is a relative reference.
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Activity 2-1: A Closer Look at Formulas

Now that you know a bit more about formulas, you want to take a closer look at the

workbook your company uses to track invoices.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 2-1 from

OneDrive. (Refer back to Activity 1-2 and Activity 1-3 if you need help.)

First, let’s look at the Invoice Details worksheet. Click its tab to display it:

Excel Activity 2-1 - Saved v

File Home Insert Draw Page Layout
fﬁ & [ aria Jos A A
[0

Paste i v A
. & B I U D a i L sy
Clipboard Font

CompanyName v fi Acme Widgets Inc.

A B E
1 1]
2 4756 Jett Lane

Irvine, CA 92614

3
4 Bill To: Contoso, Ltd
5 Address: 567 Walnut Lane
5 Moline, MO 098765

Invoice For: Project 2

£ Search (Alt + Q)

Formulas Data Review View Automate Help &

= | o wanren SR

v v 0 =0 .00 Conditional Forma
ME@E&CEMEF $ R Formattingv  Table

R Ll

Alignment Number Tables
D E F G H

P: 310-678-0200 info@acmewidgets.com

F: 310-678-0300 www.acmewidgets.com

Phone: 432-555-0189 Invaice #: 3-456-2

Fax. 432-555-0123 Invoice Date: 12/4/2021

Email: heather pelzer@contoso.cor

. [tem # Description Qty Unit Price Discount Price
z Z4567 Invoice 3-456-2 Data 1 395 5.00| S - |5 195.00
- ZA568 Invoice 3-456-2 Data 2 40 4.00 5.00 | & 155.00

Slenlztinn Mada: Audamatic Wirkhank Satichics
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3. Look at the structure of this workbook: it shows the quantity, unit price, discount,

and total cost for each item ordered. Let’s take a closer look at how the Total is

counted. Click cell H7 to activate it:

Excel Activity 2-1 - Saved v £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help f Editii
ol [ 2 cx ZE=|n B
1 gy s Te Jax ZZZ gwapme 7
~ Paste PRy v A i — T H . . O <0 .00 Cenditional Format Az
v ¥ 540 haas . - Sz 8 Merge & Center $ % 2 W% Formattingv  Tablev
Clipboard Font Alignment Number Tables
B2 v [
B C D E F G H 1
1
z Invoice Details
; Description [“llnvoice #  [o1]ltem # [~] Gty [“]Unit Price  [v]Discount  [+] Total [~
. Invoice 3-456-1 Data 1 3-456-1 1 1 $1.00 $1.00 $0.00
. Invoice 3-456-1 Data 2 3-456-1 2 2 $2.00 $2.00 $2.00
. Invoice 3-456-1 Data 3 3-456-1 3 3 $3.00 33.00 $6.00
_Invoice 3-456-1 Data 4 3-456-1 4 4 $4.00 $4.00| Sp $12.00
R Invoice 3-456-1 Data 5 3-456-1 5 5 $5.00 $5.00 $20.00
Invoice 3-456-1 Data 6 3-456-1 6 6 $6.00 $6.00 $30.00
9
o Invoice 3-456-1 Data 7 3-456-1 7 7 $7.00 $7.00 $42.00

4

= RGN Invoice Details _ gt

Calculation Mode: Automatic

Werkbook Statistics
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4.

This formula is very simple. It multiplies the quantity by the unit price, and
subtracts the discount:

Excel Activity 2-1 - Saved £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help Table Desi
o | I o | [coton _— = tweptes = Bz
~ Paste B I UD a& I $ v 9 9 =0 .00 Conditional Format As
3 oS = s Ze 3= = 2 0 0 Eormattingy  Tablev
Undo Clipboard Font Alignment Number Tables
B c D E F G H

Invoice Details

5 |Description [“]Invoice #  [1] ltem # [~ Qty [¥]Unit Price  [v]Discount  [+] Total [~
. Invoice 3-456-1 Data 1 3-456-1 1 1 $1.00 $1.00 $0.00]
5 Invoice 3-456-1 Data 2 3-456-1 2 2 $2.00 $2.00| $2.00
. Invoice 3-456-1 Data 3 3-456-1 3 3 $3.00 $3.00 $6.00
= Invoice 3-456-1 Data 4 3-456-1 4 4 $4.00 54000 ©p $12.00
. Invoice 3-456-1 Data 5 3-456-1 5 5 $5.00 $5.00) $20.00
) Invoice 3-456-1 Data 6 3-456-1 6 6 $6.00 $6.00 $30.00
. Invoice 3-456-1 Data 7 3-456-1 7 7 $7.00 $7.00 $42.00|

4

= REIEN Invoice Details _ +

Calculation Mode: Automatic  Workbook Statistics

Now, let’s take a look at the Invoice worksheet. Switch to it by clicking its tab:

Invoice 3-456-1 Data 6 3-456-1 6
Invoice 3-456-1 Data 7 3-456-1 7
4

Calculation Mode: Automatic  Workbook Statistics
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6.

70

Examine the formulas in cells D9 and E9. You can see that these are very complex

functions that look up and summarize information from the Invoice Details sheet:

Filz Home Insert Draw Page Layout Formulas Data Review View Automate Help Table Design
. L= .- =B=]. B
0| [ o T Ja x| 2EZ| Bwerren 7
el Paste L-@ B I UDa& . Oy A i = = $ . 9% 9 «0 .00 Conditional Format As Styles
N 4 2 = == = o 0 20| formatting Tablev  ~
Clipboard Font Alignment Number Tables
D3 v fx {=IFERROR(INDEX{InvoiceDetails,SMALL(IF{InvoiceDetails[Invoice "#]=rnginvoice, ROW(InvoiceDetails)-ROW(InvoiceDetails[#Head
A B C D E F G H
7
. ltem # Description Qty Unit Price Discount Price
5 Z4567 Invoice 3-456-2 Data 1 ,5‘} 39 |5 5005 5 195.00
74568 Invoice 3-456-2 Data 2 40 4.00 5.00|S 155.00
10
74569 Invoice 3-456-2 Data 3 30 6.00 7.00|8 173.00
n
Z4570 Invoice 3-456-2 Data 4 40 7.00 - |5 280.00
12
Z4571 Invoice 3-456-2 Data 5 10 4.00 5 40.00
13
74572 Invoice 3-456-2 Data 6 5 8.00 - |s 40.00
14
74573 Inunice 2-A56-2 Data 7 n £ 00 2 an0n

= [imei]) ivoice e ([

Calculation Mode: Automatic  Workbook Statistics

7.
complex calculations to calculate the total price:

File Insert Draw Page Layout Formulas Data Review View

ER i Ea— L

Home

20, Wiap Text

Automate

<

Now, click cell G9. This formula is easy to understand — it uses the results of those

Help

=

Table Design

= &

=] Paste A . v A = .0 &0 .00 Conditional Format As Styles
; B I U D aiZivOvA = $v% 9 %8 Formattingv Tablev v
Clipboard Alignment Number Tables
G
A B C D E F G H
7
. Item # Description Qty Unit Price Discount Price
3 74567 Invoice 3-456-2 Data 1 39($ 5.00($ 3 oy 195.00
a 24568 Invoice 3-456-2 Data 2 40 4.00 5.00 | S 155.00
74569 Invoice 3-456-2 Data 3 30 6.00 7.00|% 173.00
11
74570 Invoice 3-456-2 Data 4 40 7.00 - I8 280.00
12
24571 Invoice 3-456-2 Data 5 10 4.00 & 40.00
13
74572 Invoice 3-456-2 Data 6 5 8.00 - S 40.00
14
74572 Inunice 3-45A-2 Nata 7 7n A NN ] 470 nn

Calculation Mode: Automatic

Workbook Statistics
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8. Scroll down in the workbook and click cell G28:

Page Layout Formulas Data Review View Automate Help £ Editing

2 Wap Tot & Bz b

= |= Conditional Format As St
LEediEm $ v % ? (_gg _Eg Formattingv  Tablev ]

File Home Insert Draw

o ME ewm o Jax

S Pasteg B I UDaiiivde A

v

Undo Clipboard Font Alignment Number Tables
127 v
A A temz Description Qty Unit Price Discount Price H 1
22
Invoice Subtotal| § 2,014.00
23
24
Sales Tax 176.23
25
26
Deposit Received
27 Make all checks payable to Acme Widgets Inc..
Total due in <#> days. Overdue accounts subject to a service charge of <#>% per month.
28

L ]

Calculation Mode: Automatic  Workbook Statistics

9. This is another simple formula that uses parentheses to control the order of
calculations, so that any deposit is subtracted after the total with tax is calculated:

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Open in Desktc

i - R T L e B P

Conditional Format As Styles

(u | Paste e e A - Z ” v <0 .0
N . < |BfI UD-=sb SRS == Merge & Center $+% 9 Frmeitme BEmo o
Undo Clipboard Font Alignment Number Tables
G28 v fi |=(G23+G25+G26)-G27
A A item # Description Qty Unit Price Discount
22
Invoice Subtotal| § 2,014.00
23
24
Sales Tax 176.23
25
26
Deposit Received
27 Make all checks payable to Acme Widgets Inc..
Total due in <#> days. Overdue accounts subject to a service charge of <#=% per month. -
28

I |

Calculation Mode: Automatic  Workbook Statistics
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10. Close the Excel browser tab to complete this activity.
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TOPIC B: Using Formulas and Functions

Functions are the next step in our examination of Excel. The purpose of a function is to
provide you with an easy way to perform a complex calculation, so that you can focus on
results instead of trying to remember your grade-school math equations. In this topic, you

will explore how to make the best of the functions provided in Excel.

Topic Objectives
In this session, you will learn:
e About functions
e About formula AutoComplete
e How to use the Insert Function dialog box
e How to use AutoSum
e How to view quick calculations in the status bar

e About automatic workbook calculations
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About Functions

Functions are pre-made operations that are used to perform calculations. Excel features a
number of functions relating to basic math, financial applications, logic, date and time, and
more. Arguments define the data to calculate. Together, functions and arguments comprise

a formula.

For example, if you want to add a column of 10 numbers, you could type =A1+A2+A3+...etc.,
but that would quickly become tedious and would also make the spreadsheet harder to
work with. A much more efficient way of performing this calculation is to use the SUM

function, followed by the range of cells you want to add:

fe =SUM(AL:AL0]

A ]

=R =R - A= RV R SRR PR 8
VIR - IR IR (RTINSO TT IR R

el =
-
4]
=
=
=
[=]

This is much easier than typing out a very long formula and allows for more flexibility if

additional rows are added within the range.
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Creating a Function with AutoComplete

As you are typing into the formula bar, Excel will suggest functions and show a description

of the top result:

fe =sumM|

& SUM - :_.-“'.c-:Is all the-_hun':ners ina Eahge of cells.

%) SUMIF

%) SUMIFS

%) SUMPRODUCT
&) SUMSQ

%) SUMX2MY2
%) SUMX2PY2

) SUMXMY2
g
10
SUM

[ -

e UL AW ) IR O N}

e

"
5 | MDD

=

-
-

You can use your arrow keys to select the desired function and press Tab to apply it, or
continue typing and ignore Excel’s suggestions. Once the function is entered, Excel will
prompt you to enter each argument (data point) as necessary. For the SUM function, the

arguments will be the values and/or cell(s) to be added:

fo =SUM||

SUM (number, [numberz], )

1 1
2 2
3 3
4 4
5 5
f &
7 7
8 8
g g

=
[=]

1w o ]
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Note that you can click and drag to add cell ranges to the formula:

fo =SUM[AL:AL0

SUM (number1, [numberZ], _)

= L R B e R
W 0 o= h N s W kd e

"
5 MO 0D s

] 1 D

When the formula is complete, add the closing parenthesis, press Enter, and Excel will

calculate the value:

fe =SUM(A1:A10)

A B

= R B e R
W 0 o= h s W ka e

"
o e 0e =

=
[=]

L

-

Ln

()]
[T
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Using the Insert Function Dialog Box

In this example, we used the SUM function, which is quite easy to remember. However, you

can also use the Insert Function dialog box to create functions. To start, click the Insert tab

and click Function, or click the Insert Function button on the formula bar:

ales Data ,!3.‘!'— aw w earc t +
Sales Data A% - Saved £ Search (Alt + Q)

Excel

File Home Insert Draw Page Layout Formulas Data Review View Automate
ig B ? Q= A H
f | ol S0 O b7 dX*d :
Function Forms Table PivotTable | Picture Shapes Office Recommended Column Line  Pie Bar  Area Scatter Othe
\ v v Add-ins Charts v v v v v v  Charts
Functions Tables llustrations. Add-ins Charts
G2 v f
A B C D E F G H
1 |Full Name Region a1 Q2 Q3 Q4
2 |Hercu|esAImon Europe/Lisban 420281 807085 391733 35937' |
3 | Gardy Howsley America/Toronto 730400 7526 814594 108181
4 |Adda Ellweood Africa/Nairobi 402746 699363 483639 120328

The Insert Function dialog box will open. At the top, you can choose a category:

Insert Function *

Pick a category:| Commanly Used A

Pick a function: Fefs o 2
SUM ?‘_” . -
inancia
MERAGE
EOUI'\.I'I:J Date & Time
MAX I'\-"Iath -ijTng
MIN Statistical
e Lookup & Reference
STDEV.S
Databaze
IF -
Text
SUM (number1 Logical
Infarmation
Adds all the nun . -
Engineering
Cube

ok || cancel
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Then, choose the desired function from the list and click OK to insert it:

Insert Function *

Pick a category: Commonly Used hd

Pick a function:

SUM -
COUNT

MAX

MIN

STDEV.S

IF -

AVERAGE (number1, [number2], ...)

Returns the average (arthmetic mean) of its arguments,
which can be numbers or names, arrays, or references that
contain numbers

Iikj Cancel

It will now be entered into the cell and the formula bar, ready for you to complete it with

arguments:

Excel Sales Data 8™ - Saved £ Search (Alt + Q)

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

AL =R R e

G2 v fr =AVERAGE(
A B C D E F G H J
1 |Full Name Region Qi Qz Q3 Q4
2 |Hercu les Almon Europe/Lisbon 420281 807085 391733 35937 [FAVERAG Ei |
3 Gardy Howsley America/Toronto 730400 7926 8149594 108181 , conc- (number1, [number2], . |
4 | Adda Ellwood Africa/Nairobi 402746 699363 483639 120328
5 Ronald Burriss Africa/Nairobi 362672 314195 181991 150250
6 | Delainey Mont Asia/Manila 567336 767288 559328 169540
7

Rochette Shelley America/Toronto 176264 173873 720215 227611
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Using AutoSum

You can also insert common formulas using the AutoSum command on the Home tab. First,
click the cell immediately below (if summing a column of data) or to the immediate right (if
summing a row of data) of the data you want to calculate. Then, click the AutoSum

command to use that function, or click the drop-down arrow to choose a different one:

Breel e o 'qq S p e

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing ~ G0l | T Comments || A Catch up
L 1 | 3 sutosum+ A Q
o Mk om0 Jas B By 2xE N o @
Paste ] B I UDasilivdeAn Conditional Far'natAz Styles nsert Delete Format 2um ind & | Analyze
= ER = Formattingy Tablew v v . lectv | Data
9 Average
s | Clipheans Fane Aignmen: Numbsr Tt cens Ansiyzis ~
Count Numbers
G2 v R
Max
A B C D E F G H 1 ) K L M N Q R
1 |Full Name Region a1 Q2 a3 s Min B
2 |Hercules Almon Eumpe/[isbﬂn 420281 807085 391733 35937| _
- . & More Functions...
3 |Gardy Howsley America/Toranto 730400 7926 814994 108181
4 Adda Ellwood Africa/Nairobi 402746 699363 483633 120328
5 |Ronald Burriss Africa/Nairobi 362672 314195 181991 150250

When you click AutoSum, the function and the arguments will be inserted based on the

surrounding data. As well, the column or row of data to be summed will be highlighted:

Excel SalesData 8% - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate
o [Ba
Paste
Undo Clipboard
G2 v fr =SUM(C2:F2)
A B C D E F G H

1 | Full Name Region Qi Q2 Q3 Q4

2 |Hercu|es Almon Europe/Lisbon [ 420281 807085 331733 359374=5U M@] |

3 |Gardy Howsley America/Toronto 730400 7926 814594 108181
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Press Enter to complete the formula:

Here is an overview of the functions available in the AutoSum menu.

Name Description
Sum Add values in a specified range.
Average Determine the average value in a range.

Count Numbers

Determine the number of cells that contain a numeric value in a
range.

Max

Find the highest value in a range.

Min

Find the lowest value in a range.
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Viewing AutoSum Calculations in the Status Bar

When you select a range of data, Excel will automatically calculate the average, count, and

sum of the data and display it in the status bar:

Excel

P Search (Alt + Q)

File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help 7 Editing ~ [ Comments | - Catch up

o | [ E om — Tn Jax ZZZ| mwem B @ SBEE v iy O

. B . Clearv /. !

paste B 1 U Db deAn VergeaiCemer~ | § v % 3 4 B FM?:‘da\‘t‘l‘:r;al Formatfs Sjes | Imset Dekte Format Sortar Frds | A
Undo Clipboard Font Alignment Number Tables Cells. Editing Analysis ~
c2 v fi 420281

A B c D E F G H ) K L M N o p a R
1 Full Name Region Q1 Q2 Q3 Q4 -
2 |HerculesAlmon  EuropefLisbon [ 420281] so7oss ssi7aa  sssad| 1655026
3 GardyHowsley  America/Toronto 730400 7976 814994 108181
4 Adda Ellwood Africa/Nairobi 402745 699363 483639 120338
5 Ronald Burriss Africa/Nairobi 362672 314195 181991 150250
6 DelaineyMont  Asia/Manila 567336 767298 559328 169540
7 RochetteShelley  America/Toronto 176264 172873 720215 227611
5 SianoEstable  Asia/Manila 934282 579060 335092 233182
9 |SyanEshmade  Europe/lisbon 595345 843364 757852 281245
10 Robert Balnaves Asia/Manila 307154 440387 408826 298338
11 Tally Leppington Europe/Lisbon 971781 647637 710815 328009
12 Neal Sollars Europe/Moscow 616708 386783 394125 330029
13 Rodger Campany  Asia/Manila 970595 931546 728609 361766
14 |DebraGodman  Africa/Nairobi 957945 958341 790234 426854
15 Rosanna Skeermor America/Toronto 474175 332380 92544 432437
16 EricaBusse Eumpe/Muscow 159273 705497 3595916 524064
17 Haley Dartan Asia/Manila 929533 796359 34504 547225
18 BurtonWreath  Asia/Manila 510516 75988 421597 601015
15 Tucky Habishaw  Asia/Manila 813825 707805 764406 643584
20 Joy Liddyard Asia/Bangkok 308928 867563 182177 654688
21 AshJirousek America/Toronto 546368 766772 673012 666833
22 r;nﬂ\r\nfnn Eurana/Mdnsemi 797427 2914A1 Q15987  RRNAN . -
= Sheetl +

Calculation Mode: Automatic _ Workbook Statistics Average: 413750 _Count 4_Sum: 1655036 | « Give Fesdback to Microsoft — 100% +

81

To view additional automatic calculations, click the dropdown arrow next to the right-most

calculation:
176264 173873 720215 227611
934282 579060 335092 233182
595349 848364 757852 281245
307154 440387 408826 298338
971781 647637 710815 328009
616708 386783 394125 330029 Customize Status Bar
970595 931546 728609 361766
957943 858841 790234 426854 v Average: 413759
474175 332380 92544 432437 v Count: 4
159273 705497 359916 524064 Numerical Count 4
929529 796359 34504 547225 Ve 25037
510516 75988 421597 601015 hd
Max: 807085 L4

+  Sum: 1655036

Average: 413759 Count 4 Sum: 1635036 v% Give Feedback to Microsoft — 100% +

You will then see the results of all the available automatic calculations. You can click any

entry to add it to the status bar (or remove it, if it is already present.)
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Automatic Workbook Calculations

By default, Excel will automatically calculate formula results. However, this process can be

delayed depending on the size of the workbook. To force Excel to calculate the workbook,

click Formula = Calculate Workbook:

Excel Sales Data F«Q - Saved - P Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help
Ly (8] B e
Insert | AutoSum Financial Logical Text Date & Lookup & Math&  More Show Calculation EF Calculate Sheet \
Function - v - ~ Timev Referencev Trigv Functions~ Formulas Options v Che
Function Library Formula Auditing Calculation

The calculations will then be completed.
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Activity 2-2: Using Formulas and Functions
In this activity, you will start working on a rough draft of a sales report.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 2-2 from
OneDrive.

2.  First, we need to set up formulas to calculate the operating profit. Click cell F2:

im] | @ Lesson 2 - OneDrive ® u Activity 2-2.xlsx ® —|—

C ) https://acmewidgets-my.sharepoint.com,/x/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts

Excel Activity 2-2 - Saved v £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review Wiew Automate Help

£ Wop T =

11 v| A A

E‘lj 5; | Calibri v

)ajte 5 B I UD & O A == Merge & Center v $-% 9 % -8 Fi::iﬁlii;avl
Clipboard Fant Alignment Numbar
F2 v f
A B & D E F G H
1 | City State Office Type Revenues  Operating Expenses Operating Profit  Depreciati Net Profit
2 |Warner, NH Corporate 125319 65?92' g ;E .l 4667
3 | East Natchitoches, RI Franchise 433924 101465 5068
4 |Lyon, MA Partner 135816 67388 5700
5 |Willow Run, NH Corporate 233255 83606 5089
6 | Conyersville, RI Franchise 128691 67175 4956

3. Type an equals (=) sign. Then, click cell D2:

Excel Activity 2-2 - Saved v £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review Wiew Automate Help
(7 2 | -
Paste I:B v v erge “ente: v
Cliphoard
F2 v fr =
. B C D E F G H
1 | City State Office Type Revenues  Operating Expenses Operating Profit  Depreciati Net Profit
2 [warmes Coporate b 125315 ol ] aeer
3 | East Natchitoches, RI Franchise 433924 101465 5068
4 |Lyon, MA Partner 135816 67388 5700
5 | Willow Run, NH Corporate 233255 23606 5089
6 Conyersville, RI Franchise 128691 67175 4956
7 |Mount Baker, NY Corporate 2445913 29574 5062
2 |Farmingtnn lake RI Franchisa 297518 RIATS A100
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4. Type a minus (-) sign and click cell E2:

Excel Activity 2-2 - Saved v

£ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
(B & -
Paste [B o i F
Cliphoard T
F2 v fr =D2-
A B C D E F G H
1 City State Office Type _Revenues _Operat'ing Expenses Operating Profit Depreciati Net Profit
2 |Warner, NH Corporate | 125319 th 65792 4667
2 East Natchitoches, Rl Franchise 433524 101465 5068
4 |Lyon, MA Partner 135816 67388 5700

5.  Press Enter to complete the formula:

Excel

Activity 2-2 - Saved

File Home Insert Draw Page Layout Formulas

Io E’lﬂ Ei); |Ca||br|

Paste
< B I U

[0

41111

Undo Clipboard Font
F2 v fr =D2E2
A B T D

1 |City State Office Type Revenues

2 |Warner, NH Corporate 125319
3 |East Natchitoches, Rl Franchise 433924
4 |Lyon, MA Partner 135816
5 |willow Run, NH Corporate 233255
6 |Conyersville, RI Franchise 128691
7 |Mount Baker, NY Corporate 244513
& |Farmington Lake, RI Franchise 392518
9 |Martins Corner, NH Franchise 331773
10 Pickerel Narrows, ME Partner 244575
11 |willaha, NY Partner 137525
12 |Center, MA Corporate 207163
12 |Spring City, MA Partner 432326
14 |Mittenlane, NY Partner 177789
15 |East Waterford, ME Franchise 201545
16 | Coltman, RI Corporate 461214
17 | Scottsville, NJ Partner 440462
12 Hebron, NH Partner 407339
18 |Longview, MA Partner 376263
20 |Emerson, NJ Franchise 149134
21

22

= Financial Data  Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics

£ Search (Alt + Q)

Data Review View Automate Help

15 wrep T M

Merge & Center v $ v 9% 9 _eﬂg _Eg Condition

Formatting
Alignment Mumber
E F G H
Operating Expenses  Operating Profit Depreciati Net Profit
65792 59527' 4667
101465 [ 5068
67338 5700
83606 5089
67175 4956
89574 5062
82675 6100
85288 5795
100834 5153
104528 5673
73705 5599
79297 4872
103757 5144
83178 4734
26638 6066
821912 4842
88286 4604
52698 5195
87513 5168
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6. We will complete the rest of the column in the next activity. For now, click cell H2
and repeat Steps 2 through 5 to create a formula that subtracts depreciation from
the operating profit, to calculate the net profit:

fenbEE S S _

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v
Paste [‘E S Conditional Format As Styles ert D Format

Undo | Clipboard
H2 v K =F2-G2

A B C D E | J K
1 City State Office Type Revenues  Operating Expenses OEeratmg Profit Depreciati Met Prohl Scorecard
2 |warner, NH Corporate 125319 657921 595271 Average Revenue
2 |East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue
4 Lyon, MA Partner 135816 67388 5700 Lowest Expenses
5 |\ willow Run, NH Corporate 233255 33606 5083
6 |Conyersville, RI Franchise 128691 67175 4556

7. Now, let’s work on our scorecard. Click cell L2, where we want to calculate the
average revenue:

Beel AamyEs sed - e _

File  Home Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v £ Share [Jiis
o oo > AutoSum v A
5 E”DE Era— L E B SmE e
. Clear
Paste ; = Conditional Format As Styles | Insert Delete Format sc
B I U D aifiv-dv A Center > -~ 9 <8 8 y
g U D a A Merge & Center $+% 9 %N Fomatting~  Table« S Fit
Undo | Cliotesra Fot Algnment Nurer cee it
L2 v R
A B C D E F G H J K L
1 City state Office Type Revenues  Operating Expenses Operating Profit Depreciati Net Profit Scorecard
2 |warner, NH Carporate 125319 65792 59527 4667 54360 Average Revenue
3 East Natchitoches, RI Franchise 433524 101465 5068 Highest Revenue
4 |lyon, MA Partner 135816 67382 5700 Lowest Expenses

8. Click the AutoSum arrow on the Home tab and click Average:

Sl AciyEE Sl e, _

File  Home Insert Draw  Pagelayout Formulas Data  Review View Auomate Help 2 Editing v EE™S  Ccom
S =" T AvtoSum v A
o (B d E—Tnx v | 22 e B By R E b
Pare (D) m Conditonal FormatAs Styles  Insen Delets Format . SO
B I UDaifvdyA [ Merge &Centerv | $ v % 9 % N : = ”
- Formatting Tablew v g o o .
9 Average
Undo | Clisbzand Fare Alignmant Numear Tazies cas
Count Numbers
L2 v R
Max
A 8 c D 3 F G H ) K
1 city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciati Net Profit Scorecard Min
2 |warner, N1 Corporate 125313 65752 59527 4667 54860 Average Revenur

& More Functions...

3 East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue
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9. By default, Excel will select the values in the first part of the row, but this is not
what we want. Click and drag to select cells D2 to D20 instead:

Excel  Activity 2-2 - Saved ~ £ Search (Alt + Q)
Fle  Home Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help 2 Editing ~ 7 Comments
9 | Ly &
Paste. EB
undo | crpboara ~
12 v Jfx =AVERAGE(D2:D20) il B
A B C D E F G H J K L M N

1 ity State Office Type Revenues _ Operating Expenses  Operating Profit Depreciati Net Profit Scoracard -
2 |warer, N1 Corporate 125319 65792 59527 4667 54360 Average Revenue

3 east Natchitoches, RI Franchise 4339241 101465 5068 HighestRevenue | eSS

4 Lyon, MA Partner 1358164 67388 5700 Lowest Expenses

5 willow Run, NH Corporate 233255 83606 5089

5 conyersuille, RI Franchise 128691 67175 1956

7 Mount Baker, NY Corporate 244513, 89574 5062

3 Farmington Lake, RI Franchise 35251 82675 6100

9 | Martins Corner, NH Franchise 331773; 85288 5795

10 Pickerel Narrows, ME Partner 244975, 100834 5153

11 Wwillaha, NY Partner 137925: 104528 5673

12 Center, MA Corporate 207163! 73705 5599

13 Spring City, MA Partner 4323264 79297 4872

14 | Mittenlane, NY Partner 177789 103757 5144

15 | East Waterford, ME Franchise 201945, 83178 4734

16 Coltman, Ri Corporate 461214 sos8s 6066

17 Scottsville, NJ Partner 440462; 81512 4842

18 | Hebron, NH Partner 107339 88286 4604

19 | Longview, MA Partner 76263; 92698 5195

20 Emerson, NJ Franchise 1491341 87513 5168

21

27 A

< y

= Financial Data  Financial Scorecard

Calculation Mode: Automatic

10. Press Enter to complete the formula and calculate the results:

J K. L
Scorecard
Average Revenue 276986.5263
Highest Revenue |
Lowest Expenses

11. Cell L3 should now be selected. This is where we want to display the highest
revenue. Let’s use a different method to create this formula. To begin, click Insert

- Function:

Excel Activity P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help & Editing v

A ol BE O F d*95dl- i @ &
Function | Forms Table PivotToble | Picture Shopes | Office | Recommended Column Line Pie  Bar Ao Scatter Other | Hyperfink | New
v - Add-ins Charts v v« v v v~ v Chamsv Comment | Box
Funcsons Tables lustratiens Addl-ins Chars Links Commenss | Tem
[E} v
A B c D 3 F G H J K L

1 [city State Office Type Revenues  Operating Expenses  Operating Profit  Depreciati Net Profit Scorecard

2 |Warner, NH Corporate 125319 65792 59527 4667 54860 Average Revenue 276986.5263
3 |East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue

4 lyon, MA Partner 135816 67388 5700 Lowest Expenses T
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12. Ensure that the Commonly Used category is selected. Then, click the MAX function
from the list. Click OK to insert it:

Insert Function *

Pick a category: Commonly Used hd

Pick a function:

SUM -
AVERAGE

COUNT

MAX

MIN

STDEV.S

IF A

MAX (numberl, [number?], ...)

Returns the largest value in a set of values, Ignores logical
values and text

OK%

13. Now, click and drag to select cells D2 to D20:

Bl Ay ®e-saed oooaany _

File Home  Insert Draw Page Layout Formulas Dats Review  View  Automate Help & Editing v [GEEEN (1 Comments

L3 v fr =max(D2:D20
A B c D E F G H J K L M

1 [aity State Office Type Revenues  Operating Expenses  Operating Profit  Depreciati Net Profit Scorecard

2 Warner, NH Corporate 125319; 65792 59527 4667 54860 Average Revenue 276986.5263
3 |East Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue AX(D2:02!

4 Lyon, MA Partner 135816 67338 5700 Lowest Expenses MAJ (numbert, [rumber2], )
5 Willow Run, NH Corporate 233255; 83606 5089

& |Conyersville, RI Franchise 128691 67175 4956

7 Mount Baker, NY Corporate 244913; 89974 5062

& |Farmington Lake, RI Franchise 392518 82675 6100

9 Martins Corner, NH Franchise 331773 85288 5795

10 Pickerel Narrows, ME Partner 244975 100834 5153

11| Willaha, NY Partner 137925 104528 5673

12 Center, MA Corporate 207163 73705 5599

13 Spring City, MA Partner 432326; 79297 4872

14 | Mittenlane, NY Partner 177789; 103757 5144

15 East Waterford, ME Franchise 201945 83178 4734

16 Coltman, RI Corporate 461214 86638 6066

17 Scottsville, NJ Partner 440462 81912 4342

18 Hebron, NH Partner 407333 88286 4604

19 | Longview, MA Partner 376263; 92698 5195

20 Emerson, NI Franchise 149134 87513 5168

21

Financial Data  Financial Scorecard

Caleulation Mode: Automatic
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14.

15.

Press Enter to complete the formula and calculate the results:

J K L
Scorecard
Average Revenue 276986.5263
Highest Revenue 461214
Lowest Expenses |

Now, use either the AutoSum command or the Insert Function command to
calculate the lowest value in the Operating Expenses column with the MIN

function:

Excel Activity2-2 - Saved v £ Search (Alt + Q) .
Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help Z Editing v B O Comments | v Catchup
fFEEBER BD O F dX¥0BAl Bl @ |
Function Forms Table PivotTable | Picture Shapes Office Recommended Column Line  Pie Bar  Area Scatter Other Hyperiink New
v ~ Add-ins Charts v - v ~ v v Chartswv Comment Box
Tl tustations | Acs-ns chans e | commens | tex A
s )
A B c D E F G H J K L M N
1 State Office Type Revenues  Operating Expenses Operating Profit Depreciati Net Profit Scorecard -
2 ner,NH Corporate 125319 65792 59527 4667 54860 Average Revenue 276986.5263
3 Natchitoches, RI Franchise 433924 101465 5068 Highest Revenue 261214
4, MA Partner 135816 67388 5700 Lowest Expenses 65792
5 l)w Run, NH Corporate 233255 83606 5083 |
6 yersville, RI Franchise 128691 67175 4956
7 Int Baker, NY Corporate 244513 89974 5062
8 nington Lake, RI Franchise 392518 82673 6100
9 fins Comner, NH Franchise 231773 85288 5795
10 zrel Narrows, ME Partner 244575 100834 5153
11 3ha, NY Partner 137925 104528 5673
12 er, MA Corporate 207163 73705 5593
13 hgCity, MA Partner 432326 79297 4872
14 enlane, NY Partner 177789 103757, 5144
15 | Waterford, ME Franchise 201545 83178 4734
16 man, RI Corporate 461214 86688 6066
17 tsville, NJ Partner 440462 81912 4242
18 ron, NH Partner 407333 88286 4604
19 pview, MA Partner 376263 52698 5195
20 rson, NJ Franchise 145134 87513 5168
21
7 A
“ v
Financial Data  Financial Scorecard  +
Autom: Workbook Statistics - Give Feedbach — 100% +
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16. Let’s double-check the first two values we calculated. Select cells D2 to D20:

Excel Activity 2-2 - Saved -~ 2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
.
A ol [ B O P A9l @ <
Function Forms Table PivotTable | Picture Shapes Office Recommended Column  Line  Pie Bar  Area Scatter Other Hype
- v Add-ins Charts - - v v v v  Charts+
Functions. Tablez IMustrations. Add-ins Charts. Lir
D2 v f 125319
A B e D E F G H

1 |City State Office Type Revenues  Operating Expenses Operating Profit Depreciati Net Profit
2 |Warner, NH Corporate 125319 65792 59527 4667 54860
3 |East Natchitoches, RI Franchise 433924 101465 5068

4 |Lyon, MA Partner 135816 67388 5700

5 |willow Run, NH Corporate 233255 23606 5089

& |Conyersville, RI Franchise 128691 67175 4956

7 |Mount Baker, NY Corporate 244513 29574 5062

8 |Farmington Lake, RI Franchise 392518 82675 6100

9 |Martins Corner, NH Franchise 331773 352388 5795

10 |Pickerel Narrows, ME Partner 244975 100334 5153

11 |willaha, NY Partner 137925 104528 5673

12 |Center, MA Corporate 207163 73705 5599

13 |Spring City, MA Partner 432326 79297 4872

14 |Mittenlane, NY Partner 177789 103757 5144

15 |East Waterford, ME Franchise 201945 33178 4734

16 |Coltman, RI Corporate 461214 36688 6066

17 |Scottsville, NJ Partner 440462 31912 4342

18 |Hebron, NH Partner 407339 38286 4604

19 |Longview, MA Partner 376263 52698 5195

20 |Emerson, NJ Franchise 149134 27513 5168

21

17. Look at the average calculated in the status bar, and compare it to the average
calculated using the function:

Breel AdyesSared - s _

File Home  Insert  Draw  Pagelsyout  Formulss  Data  Review  View  Automate  Help 2 Editing v 3 Comments | | e Catch up
fFEERE b O I dx9BFQAlLR @ @&
Function Forms Table PivotTable = Picture Shapes Office. Recommended Column Line  Pie Bar Area Scatter Other Hyperlink New Text
v v Add-ins Charts v v v v v v  Chartsv Comment Box
Funtions bt Masrtions | Aseins chars ums | commens | Tem ~
D2 v fr 125319
A B C D E F G H J K L M N
1 State Office Type Revenues _ Operating Expenses  Operating Profit Depreciati Net Profit Scorecard -
2 fern corporate 12sa19 ssrs2 so5z7  aser] seamo
3 |Natchitoches, RI Franchise 433924/ 101465 5068 Highest Revenue 461214
4 LmA Partner 135816 67388 5700 Lowest Expenses 65792
5 pwRun, NH Corporate 233255 83606 5089
6 Jersville, RI Franchise 128691 67175 4956
7 |nt Baker, nv Corporate 244913 89974 s062
8 hington Lake, RI Franchise 392518 82675 6100
9 [ins Corner, NH Franchise 331773 85288 5795
10 prel Narrows, ME Partner 244975 100834 5153
11 pha, NY Partner 137925 104528 5673
12 fer, A Corporate 207163 73705 559
13 g City, MA Partner 432326 79297 4872
14 Enlane, NY Partner 177789 103757 5144
15 |waterford, ME Franchise 201545 83178 4734
16 nan, RI Corporate 461214 86688 6066
17 fsuille, o partner 240462 81912 1842
18 fon,NH Partner 407339 88286 4604
19 pview, MA Partner 376263 92698 5195
20 |rson, NJ Franchise 149134 87513 5168
21
> 4 3

= Financial Data  Financial Scorecard  +

Calculation Mode: Automatic  Warkbook Statistics A 0865263 |Count: 19 Sum:5262744 ~ Give Feedback to Microsoft — 100% +
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18. However, the MAX function is not shown here. Click the dropdown arrow next to
the SUM calculation on the status bar:

104528 5673
73705 5599
79297 4872
103757 5144
83178 4734
26688 6066
81912 4842
28286 4604 A

Average: 2769865263 Count: 19 Sum: 5262744 | Give Feedback to Microsoft — 100% +

19. The Max value shown here should match our MAX function:

104528 5673
73703 5539 Customize Status Bar
79297 4872
103757 s142 v Average: 276986.5263
83173 4734 ' Count: 19
86688 6066 Numerical Count: 19
81912 4842 Min: 125370
88236 4604 [ -
— - Man: 461214 * L4
Average: 276986.5263 Count: 19 Sum: 5262744 J= Give Feedback to Microsoft — 100% +

20. Close the Excel browser tab to complete this activity.



Microsoft 365 Excel: Online

TOPIC C: Working with Data

Excel contains a number of tools to help reduce your workload and streamline tasks. This
topic will introduce you to a few tools and techniques that you can use when working with

formulas.

Topic Objectives

In this session, you will learn how to:
e Select cells
e Cut, copy, and paste data
e Use paste options
e Move data with drag and drop
e Use Undo and Redo

e Use AutoFill and Flash Fill
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Selecting Cells

Below are some of the more common techniques that you can use to select various parts of

a worksheet:

Select a cell

Click on the cell.

Select a contiguous range of cells

Click the first cell included in the range.
Hold down the Shift key and then click on
the last cell in the range.

Select an entire row

Click on the numerical header.

Select an entire column

Click on the alphabetic header.

Select an entire worksheet

Click the worksheet selector next to
Column A( ) or press Ctrl + A on your
keyboard.
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The Cut, Copy, and Paste Commands

Just like many applications, Excel allows you to move and/or copy cells and their contents to
other areas of the workbook or even other applications. You can move a cell’s contents
using the Cut and Paste commands. To copy a cell’s contents, use the Copy and Paste

commands.

You can find all of these commands in the Clipboard group of the Home tab:

0O | i Bxcel X | Bl Sales Dataxsx x | +

< G 5 https://acmewidgets-my.sharepoint.com/x/r/personal/jsmith_acmewidgets_onmicrosoft_

i Excel SalesData 8% - Saved P Search (Alt + Q)

Fils Home Insert Draw Page Layout Formulas Data Review View Automate

FARITTIl

Wrap Text Accounting v

il 1l
.
A

9 ﬁﬂ@ | Calibri

Paste
B I U
& =

w

Merge & Center v $+0% 9 5 -0

EAIL

Undao Clipboard Font Alignmient Mumber
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These commands are also available on the right-click menu:

Excel Sales Data £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help & Editing v

= - ab, Wrap Text Genera v ﬁ @

v O «0 .00 Conditional Format A
$ % 9 Al Formatting v  Table~

) Eﬁ 4 Gt Calibri

Paste L_@ &z
v <¥ Format Painter

Merge & Center v

Undo Clipboard Font Alignment Tables
F2 v Jfr 35927 | Calibri
A B C D E — B I L

1 |Full Name Region Qi Q2 Q3 Q4

2 |Hercu|es Almon Europe/Lishon 420281 807085 391?33' E‘"“ aesenas

2 Gardy Howsley America/Toronto 730400 7926 814994 1 [ fGearch ]
4 |Adda Ellwood Africa/Nairobi 402746 699363 483633 1

5 |Ronald Burriss Africa/Nairobi 362672 314195 181591 1 (X, Cut

6 |Delainey Mont Asia/Manila 567336 767298 559328 1

7 |RochetteShelley  America/Toronto 176264 173873 720215 2 [® copy

& Silvano Estable Asia/Manila 934282 579060 335092 2 Paste Options

9 |Sylvan Eshmade Europe/Lisbon 595349 848364 757852 2

10 |Robert Balnaves Asia/Manila 307154 440387 408826 2 ﬁn [ﬂ']

11 Tally Leppington Europe/Lisbon 971781 647637 710815 32 O Lz

12 | Neal Sollars Europe/Moscow 616708 386733 394125 3 Insert >
13 Rodger Campany Asia/Manila 970595 931546 728609 3

14 |Debra Godman Africa/Nairobi 957949 858841 790234 4 Delete >
15 |Rosanna Skeermor  America/Toronto 474175 332380 92544 4

16 |Erica Busse Europe/Moscow 159273 705497 359916 ¢ Clear Contents

17 Haley Dartan Asia/Manila 929533 796359 34504 % Sort >
13 |Burton Wreath Asia/Manila 510516 75988 421597 €

19 | Tucky Habishaw Asia/Manila 813829 707805 764406 € 'Ltj New Comment

20 |loy Liddyard Asia/Bangkok 308528 867563 182177 € .

21 | Ash Jirousek America/Toronto sa6368 766772 673012 ¢ L NewNete

22 |Cody Luton Europe/Moscow 797437 891461 915587 € .-'_I'Lé.s Number Format..

23 |Alethea Winyard Europe/Moscow 336779 714236 991550 €

24 |Lucky Delouch America/Toronto 361403 34527 443977 7 <@ Hyperlink...

S P P ooraal cosmanl| soooeal o

4 BE' Show Changes
= Sheetl +

Keyboard Shortcuts
Here are the keyboard shortcuts for these commands.

e Cut: Ctrl+X
e Copy: Ctrl+C
e Paste: Ctrl+V
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Using Paste Options

Special paste options are available under the Paste command by clicking the dropdown

arrow:

=== Excel SalesData q]

File Home Insert

Id/_) If'lj d Cut

Fazte [E‘ Copy
w k -\§ Format Painter

Undo ""D
F2

Faste

Fr - N
oy Paste Values

Fi t
2 |H
3 |G
4 |A
5 [R

The standard Paste option (at the top and available by clicking directly on the Paste button)
is used to paste all formatting with the contents of the cell. You can also choose to paste
only the formulas, values, or formatting by selecting one of those options from the menu.

95
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Moving Data with Drag and Drop

You can also move Excel data by selecting cell(s) and dragging and dropping them to a new

location:

31 Excel SalesData 8- Saved -

File Home Insert Draw Page Layout Formulas Data Review

o7 ﬁi e Calibri _ _ = Bwn
Paste EB Copy = = = =

v <§ Format Painter ERE S+ 3= Me

Undo Clipboard Font Alignmen:

A20 v Ji  Joy Liddyard
A B (5 D E F

12 |Neal 5ollars Europe/Moscow 616708 386783 354125 330029
13 |Rodger Campany Asia/Manila 970593 931546 728809 361766
14 |Debra Godman Africa/Nairobi 957549  B58841 750234 425854
13 |Rosanna Skeermor  America/Toronto 474175 332380 92544 432437
1@ |Erica Busse Europe/Moscow 159273 705497 359516 524064
17 |Haley Dartan Asia/Manila 929539 756359 34504 5472325
18 |Burton Wreath Asia/Manila 510516 75588 421597 601015
19 | Tucky Habishaw Asia/Manila 813829 707805 764406 643584
20 |Jo3.' Liddyard Asia/Bangkok 308928 867563 182177 654688
21 Ash Jirousek America/Toronto 546368 TFoo772 673012 606833
22 | Cody Luton Europe/Moscow 797437 891461 915587 630620
23 |Alethea Winyard Europe/Moscow 336779 714236 991550 683046
24 | Lucky Delouch America/Toronto 361403 34527 443977 703156
25 |Christopher Fleis Europe/Warsaw 758514 921713 950769 723199
26 | Hardy Eyckel Asia/Bangkok 838036 656136 183799 731530
27 |Aguste Fessier America/Teronto 188750 905639 760280 830950
22 |Drake Becom Eu rope;‘Warsaw 716090 522192 47961 972559
28 |Ebonee Louch Asia/Bangkok 366306 115862 350344 884357
30 |Galvin Freiben Europe;‘Warsaw 235049  BA01595 60264 733404
31 |Wanda Ratlee [232732|5ia/Bangkok 78557 192961 950871 834403

32 | e

33
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The Undo and Redo Commands

Like many other applications, the Undo command allows you to reverse the last action that
you completed. The Redo command, on the other hand, will repeat the last action. Both of

these commands are available on the Home tab:

1m| | Bl Excel b g Sales Dataxlsx x

< C'; 5] https://acmewidgets-my.sharepoint.com/x:/r/personal/jsmith_acmewidgets_onmicrosoft_

32 Excel SalesData °- Saved -~ 22 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate

Calibri EE; Wrap Text Accounting v

&
2| Mg |
5 B I U

w

rARI

Merge & Center ~ $ v % b <_|38 _EE

EIL

Undo Cipboard Font Alignment Mumber

You can also perform the Undo command by pressing Ctrl + Z on your keyboard. The

shortcut for the Redo command is Ctrl + Y.
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Using AutofFill

AutoFill can help you quickly enter repeated or incremental text and numbers. For example,
imagine that you have to enter all of the years from 2010 to 2020 in a worksheet. Rather

than typing each year manually, you can use AutoFill to enter the data quickly and easily.

In order to use AutoFill, you need to establish a pattern. For this example, we will type 2010

in one cell and 2011 immediately below. Then we will select both cells:

A
2010
2 2011

Next, we will click and drag the AutoFill handle (the small green square in the bottom right
corner of cell A2) down the worksheet until the desired value is reached. In this case, we

know there are 11 numbers in our desired range:

A

1 2010
2 2011
5

6

g

g
11
12
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When you release the mouse button, Excel will automatically fill in the values:

A
2010
2011
2012
2013
2014
2015
2016
2017
2018
2019
2020

(TR - - RS - RN [ S TE R K

-
=

b o
-

(3%

Excel also comes pre-programmed with some other common AutoFill sequences, including

days of the week and months of the year.

99
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Using Flash Fill

Flash Fill is similar to AutoFill, but automatically extracts or combines data. Let’s look at this

worksheet as an example:

Excel Sales Data 8° - Saved R Search (Alt + Q)

Fil Home Insert Draw Page Layout Formulas Data Review Wiew Automate Help &

23 Wop Ter EE

) =0 .00 Conditional Forr
$v% 9 % % Formattingr T

& —
Z) E’lﬂ E@ |Ca||hr|

Paste
< B I UD s

Aerge & Center v
= El}

Undo Clipboard Font Alignment Mumber ables
B2 * J&  h.almon@acmewidgets.com
A B C D E F G H
1 Full Name Email Address Region Qi Q2 Q3 Qa4
2 }-{ercu les Almon lﬂmcn @acmewidgets.com |Europa,fL'|sbon 420281 807085 351733 35537
3 Gardy Howsley America/Toronto 730400 7926 814994 108181
4 adda Ellwood Africa/Nairabi 402746 699363 483639 120328
5 Ronald Burriss AfricafNairobi 362672 314195 181991 150250
6 Delainey Mont Asia/Manila 567336 767298 559328 169540
7 Rochette Shelley America/Toronto 176264 173873 720215 227611
5 3ilvano Estable Asia/Manila 934282 579060 335092 233182
3 sylvan Eshmade Europe/Lisbon 595349 848364 757852 281245
10 Robert Balnaves Asia/Manila 307154 440387 408826 293338
11 Tally Leppington Europe/Lisbon 971781 647637 710815 323009
12 Neal Sollars Europe/Moscow 616708 386783 354125 330029
13 Rodger Campany Asia/Manila 970595 931546 728609 361766
14 Debra Godman AfricafNairobi 957949 858841 750234 426854
15 Rosanna Skeermor America/Toronto 474175 332380 92544 432437
16 Erica Busse Europe/Moscow 159273 705497 359516 524064
17 Haley Dartan Asia/Manila 929539 796359 34504 547225
12 Burton Wreath Asia/Manila 510516 75988 421597 601015
19 Tucky Habishaw Asia/Manila 813829 707805 764406 643584
20 Joy Liddyard Asia/Bangkok 308528 867563 182177 654688
21 ash Jirousek America/Toronto 546368 766772 673012 666833
22 Cody Luton Europe/Moscow 757437 851461 915587 620620
23 alethea Winyard Europe/Moscow 336779 714236 991550 683046
1
= Sheetl +

Calculation Mode: Automatic  Workbook Statistics

We know that each person’s email address is their first initial with their last name, at the
domain “acmewidgets.com.” We have filled in the first email address as an example, but it

would be quite time-consuming to manually enter each one.
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Instead, let’s select the column and click Data = Flash Fill:

Excel Sales Data P Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review
E“ E [(_5()_-, @ [H] Ql Sort Ascending
Refrash_AII EIEiEs Wor:kboolz Stocks  Geograp.. ) il Sort Descending
Connections Links
Queries & Connections Data Types
BL v fr Email Address
A B C D
1 |Full Name Email Address Region Qi
2 |Hercules Almon h.almon@acmewidgets.com Europe/Lisbon 420281
3 |Gardy Howsley America/Toronto 730400
4 |Adda Ellwood Africa/Nairobi 402746
5 |Ronald Burriss Africa/Nairobi 362672
6 |Delainey Mont Asia/Manila 567336
7 |Rochette shelley /America/Toronto 176264
8 |Silvano Estable Asia/Manila 934282
9 |Sylvan Eshmade Europe/Lisbon 595349
10 |Robert Balnaves Asia/Manila 307154
11 |Tally Leppington Europe/Lisbon 971781
12 |Neal sollars Europe/Moscow 616708
13 |Rodger Campany Asia/Manila 970595
14 |Debra Godman Africa/Nairobi 957549
15 |Rosanna Skeermor [America/Toronto 474175
16 |Erica Busse Europe/Moscow 159273
17 |Haley Dartan Asia/Manila 929539
18 |Burton Wreath Asia/Manila 510516
19 |Tucky Habishaw Asia/Manila 813829
20 |loy Liddyard Asia/Bangkok 308928
21 |Ash Jiroussk [America/Toronto 546368
22 |Cody Luton Europe/Moscow 797437
23 |Alethea Winyard Europe/Moscow 336779

4
=  Sheetl

Calculation Mode: Automatic

+

Workbook Statistics

View Automate Help f Editing v
e siE B =
Custom | Filter Textto Flash Remove Data
Sort Columns  Fill R Duplicates Validation
Sort & Filter Data
E F G H J
Qz Q3 Q4
807085 391733 35937
7526 814984 108181
699363 483639 120328
314195 181991 150250
767298 559328 169540
173873 720215 227611
579060 335092 233182
848364 757852 281245
440387 408826 298338
647637 710815 323009
386783 394125 330029
931546 728609 361766
858841 7950234 426854
332380 92544 432437
705497 359916 524064
756359 34504 547225
75388 421597 601015
707805 764406 643584
867563 182177 654688
766772 673012 666833
£91461 915987 680620
714236 991550 683046
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Here are the results:

Excel

File Home

Bl

00 =~ v W=

Nmmm—l—l—l_l_l_l_l_l_l_lm
W = 0O W o =6 ;& Wwhah=O

Calculation Mode: Automatic

2 B

Quieries & Connections

v

A
Full Name
Hercules Almon
Gardy Howsley
Adda Ellwood
Ronald Burriss
Delainey Mont
Rochette Shelley
Silvano Estable
Sylvan Eshmade
Robert Balnaves
Tally Leppington
Neal Sollars
Rodger Campany
Debra Godman
Rosanna Skeermor
Erica Busse
Haley Dartan
Burton Wreath
Tucky Habishaw
Joy Liddyard
Ash Jirousek
Cody Luton
Alethea Winyard
[

= Sheetl

Insert

d Refresh All Queries Workbook
ectio Connections Links

Sales Data 2° - Saved

Draw Page Layout

Formulas Data

=0 g

[II] 2| sort Ascending ? .I—.

Review

Stocks  Geograp... ’ Z | sort Descending
Data Types
Email Address
B I D

Email Address Region Qi
h.almen@acmewidgets.com Europe/Lisbon 420281
g.howsley@acmewidgets.com America/Toronto 730400
a.ellwood @acmewidgets.com Africa/Nairobi 402746
r.burriss @acmewidgets.com Africa/Nairobi 362672
d.mont@acmewidgets.com Asia/Manila 567336
rshelley@acmewidgets.com America/Toronto 176264
s.estable @acmewidgets.com Asia/Manila 934282
s.eshmade@acmewidgets.com Europe/Lisbon 595349
r.balnaves @acmewidgets.com Asia/Manila 307154
t.leppington@acmewidgets.com Europe/Lisbon 9717381
n.sollars@acmewidgets.com Europe/Moscow 616708
r.campany@acmewidgets.com Asia/Manila 970595
d.zodman@acmewidgets.com Africa/Nairobi 957949
rskeermor@acmewidgets.com \America/Toronto 474175
e.busse@acmewidgets.com Europe,/Moscow 159273
h.dartan@acmewidgets.com Asia/Manila 929539
b.wreath@acmewidgets.com Asia/Manila 510516
t.habishaw@acmewidgets.com Asia/Manila 813829
j.liddyard @acmewidgets.com Asia/Bangkok 308328
a.jirousek@acmewidgets.com America/Toronto 546368
c.luton@acmewidgets.com Europe/Moscow 757437
a.winyard@acmewidgets.com Europe/Moscow 336779

—+

Workbook Statistics

£ Search (Alt + Q)

View

Custom
Sort

Sort & Fileer

Q2

BO7085
7926
699363
314195
767298
173873
579060
8483064
440387
647637
386783
931546
858841
332380
705497
796359
75988
707805
B67563
766772
891461
714236

Automate Help

Filter !

Q3
391733
814994
433639
181991
555328
720215
335092
757852
408826
710815
394125
728609
7950234

52544
359916

34504
421597
764406
182177
673012
915987
991550

G
Q4

35937
108181
120328
150250
165540
227611
233182
281245
298338
328009
330029
361766
426854
432437
524064
547225
601015
643584
654688
666833
630620
683046
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Activity 2-3: Working with Data

In this activity, you will use AutoFill and Flash Fill to complete the financial data workbook.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 2-3 from
OneDrive.

First, let’s use AutoFill to complete the formulas for the two profit columns. First,
select cell F2 and place your cursor over the green handle in the bottom right
corner of the cell:

D ‘ @ Lesson 2 - OneDrive x ﬂ Activity 2-3.xlsx x —|—

G 3 https;//acmewidgets-my.sharepoint.com/:x:;/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layout:

Excel Activity 2-3 - Saved P Search (Alt + Q)

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

— S Bwew =

EA ]

avte 2 = Merge & Center + $ v« % 9 %) -0 Fi?rr;jt?ii;av‘
Clipboard Font Alignment Number
F2 v fi =D2E2

A B C D E F G H

1 |City State Office Type Revenues  Operating Expenses Operating Profit  Depreciati Net Profit

2 |Warner, NH Corporate 125319 65792 4667 54860

3 | East Natchitoches, RI Franchise 433924 101465 5068

4 |Lyon, MA Partner 135816 67388 5700

5 |Willow Run, NH Corporate 233255 83606 5089

6 | Conyersville, RI Franchise 128691 67175 4956
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3.

Click and drag it down to cell F20. This will copy the formula from F2 to all of the

blank cells, adjusting the references for each row:

D ‘ @ Lesson 2 - OneDrive

C

Excel

Activity 2-3 - Saved ~

Draw

x | Il Activity 2-3.xsx

Page Layout

File Home Insert
EHD [ calibri
Paste B I U
v 8
Clipboard
19R x 1C v [ =D2-E2
B

12 Center, MA

13 |Spring City, MA

14 Mittenlane, NY

15 East Waterford, ME
16 | Coltman, RI

17 | Scottsville, NJ

18 Hebron, NH

18 |Longview, MA

20 Emerson, NJ

21

22

Observe the results:

File Home Insert

el L T R— T

Draw  Page Layout

"“S'E@ B I UDa<eHHv®-Av
Une | Cipsosra o
F2 v fr =p2E2
A B c

1 city State Office Type
2 |warner, NH Corporate
3 |East Natchitoches, RI Franchise
4 |uyon, Ma Partner

5 |willow Run, NH Corporate
6 |conyersville, RI Franchise
7 | Mount Baker, NY Corporate
8 |Farmington Lake, RI Franchise
9 |Martins Corner, NH Franchise
10 |Pickerel Narrows, ME Partner
11 |willaha, NY Partner
12 |center, MA Corporate
13 |spring City, MA Partner
14 |Mittenlane, NY Partner
15 |Eeast Waterford, ME Franchise
16 |coltman, R Corporate
17 |Scottsville, NJ Partner
18 |Hebron, NH Partner
19 |Longview, Ma Partner
20 |Emerson, NJ Franchise

Calculation Mode: Automatic

= Financial Data  Financial Scorecard

Workbook Statistics

Formattingv Tablev v v v e Filterv Selectv
Alignment Numeer Tables cele cating
D 3 F G H J K L M
Revenues  Operating Expenses Operating Profit_Depreciati Net Prafit Scorecard

125319 65792 59527| 4667 54850 Average Revenue  276986.5
433924 101465 332459| 5068 Highest Revenue 461214
135816 67333 68428| 5700 Lowast Expanses 65792
233255 23606| 149649 5089

128691 67175 61516| 4556

244313 89974 154939 5062

392518 82675 309843| 6100

331773 85288 245485| 5795

244975 100834 140141 5153

137925 104528 33397| 5673

207163 73705 133458 5599

432326 79297| 353029| 4372

177789 103757 74032| 5144

201545 23178 118767 4734

461214 26633 374526| 6066

440462 81912 358550 4342

407339 88236| 319053 4604

376263 52698 283565| 5195

149134 87513 61621| 5168

+

3 https//acmewidgets-my.sharepoint.com;:

Formulas

x =

/personal/jsmith_acmewidgets_onmicrosoft_com/_layout:

£ Search (Alt + Q)

Data Review View

General hd

EE Wrap Text

Merge & Center v $ ¥

Automate

Font Alignment Mumber
C D E F G
Corporate 207163 73705 5599
Partner 432326 792597 4872
Partner 177789 103757 5144
Franchise 201545 83178 4734
Corporate 461214 86688 6066
Partner 440462 81912 4842
Partner 407339 88286 4604
Partner 376263 592698 5135
Franchise 149134 87513 _IL_ 5163
Formulas  Data  Review  View  Automate  Help £ Editing v EE Y - Comments

22 Wrap Text

] Merge & Center v

General v

$% 9 @R

Help

]

Conditional
Formatting~

“ Catch up

B 5P EEE e iy O

Conditional Format As Styles | Insert Delete Format

Average: 1014202632 Count: 19 Sum: 3636985

& Clear v

Sort & Find &

Give Feedback to Microsoft

Analyze
Data

Anaysis ~

— 100% +
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5. Repeat this process with column H:

Excel  Activity 2-3 - Saved

File ~ Home Insert Draw  Pagelayout  Formulas  Data  Review

Paste

o M e o Jaw
@

B I UDGE A

undo | Ciipboars Font
19R X 1C v fo=R2G2

A 8 c D
1 city state Office Type Revenues
2 |Warner, NH Corporate 125319
3 EastNatchitoches, RI Franchise 433924
4 Lyon, MA Partner 135816
5 willow Run, NH Corporate 232255
& Conyersville, RI Franchise 128691
7 Mount Baker, NY Corporate 244913
8 Farmington Lake, RI Franchise 392518
9 Martins Corner, NH Franchise 331773
10 Pickerel Narrows, ME Partner 244575
11| Willaha, NY Partner 137925
12 Center, MA Corporate 207163
13 Spring City, MA Partner 432326
14 Mittenlane, NY Partner 177789
15 East Waterford, ME Franchise 201945
16 |Coltman, RI Corporate 461214
17 scottsville, NJ Partner 240462
18 Hebron, NH Partner 207339
19 |Longview, MA Partner 376263
20 |Emerson, NJ Franchise 149134
21
22
23

ncial Data  Financial Scorecard  +

je: Automatic  Workbook

6. Now, let’s use Flash Fill to separate the State abbreviations in Column A into
Column B. Click in cell B2 and type “NH” as this is the state abbreviation referenced

in A2:

A

P Search (Alt + Q)

View  Automate  Help ¢/ Editing v {3 Comments | | A~ Catch up
H B D BmE ey O
esercoe | § % 3 W 8 | Sotors e sl | o oot | SO s T ioe
E F G H J L M N
Operating Expenses  Operating Profit Depreciati Net Profit Scorecard
65792 59527 4667} 54860 Average Revenue 276986.5
101465 332459 5068} Highest Revenue 461214
67388 68428 5700} Lowest Expenses 65792
83606 149649 5089
67175 61516 4956}
89574 154939 5062
82675 309843 6100}
85288 246485 5795
100834 144141 5153
104528 33397 5673
73705 133458 5599
79297 353029 4872
103757 7aoz2 s
83178 118767 4734}
86688 374526 6066}
81912 358550 4842
88286 319053 4604}
92698 283565 5195
87513 61621 5168}
8
Give Feedback to Microsoft — 100% +

C

City State

Office Type

|Warne r, NI-hH|

lCorpDratE

East Matchitoches, RI
Lyon, MA

FRTPRN S

Franchise
Partner
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7. Select Column B by clicking the column header:

D ‘ @ Lesson 2 - OneDrive

C

Excel

Activity 2-3 - Saved

X ﬂ Activity 2-3.xlsx

v

{5 https;//acmewidgets-my.sharepoint.com

x |+

r/personal/jsmith_acmewidgets_onmicrosoft_com/_layout:

2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
Z) I':;\"[l| E; | Calibri _ i EP) Wrap Text General v ﬁ
Paste - = . .0 “0 .00 Conditional
. B I U = = Merge & Center $ % 9% i - Formatting
Undo Clipboard Font Alignment Mumbe
B1 v Jf state
A B C D E F G H
1 |City State Office Type Revenues  Operating Expenses Operating Profit Depreciati Net Profit
2 |warner, NHNH Corporate 125319 65792 59527 4667 54860
3 |East Natchiteches, Rl Franchise 433524 101465 332459 5068 327391
4 |Lyon, MA Partner 135816 67383 65423 5700 62728
5 [willow Rur|, NH Corporate 233255 83606 149649 5089 144560
6 |Conyersvillls, RI Franchise 128691 67175 61516 4956 56560
7 |Mount Baljr, NY Corporate 244513 89574 154539 5062 149877
8 |Farmingtor| Lake, RI Franchise 392518 82675 309343 6100 303743
9 |Martins Colner, NH Franchise 331773 85288 246485 5795 240690
10 [Pickerel Narrows, ME Partner 244575 100834 144141 5153 138538
11 |Willaha, N Partner 137525 104523 33397 5673 27724
12 |Center, MY Corporate 207163 73705 133458 5599 1278359
13 [Spring City{ MA Partner 432326 79297 353029 4872 348157
14 [Mittenlangl NY Partner 177789 103757 74032 5144 63833
15 |East Waterford, ME Franchise 201545 83178 118767 4734 114033
16 |Coltman, R} Corporate 461214 86688 374526 6066 368460
17 |Scottsville, |NJ Partner 440462 81912 358550 4842 353708
18 |Hebron, NH| Partner 407339 88286 319053 4604 314449
4
= Financial Data  Financial Scorecard  +
Calculation Mode: Automatic  Workbook Statistics
8. Click Data => Flash Fill:
P Search (Al + Q) &
File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v & s 3 Comments | | #\» Catch up

B

me R

Refresh All Queries Workbook

Connections.

Queries & Connections

B1 v o ostate
A ] c

1 |y state office Type
2 |warner, NH NH Corporate
3 [East Natchitoches| RI Franchise
4 |iyon, Ma Partner

5 [willow Run, NH Corporate
6 [Conyersville, RI Franchise
7 |Mount Baker, NY Corporate
8 Lake, [ Franchise
9 [Martins Corner, N[ Franchise
10 |pickerel Narrows, [VIE Partner
1 | willaha, Ny Partner
12 | Center, MA Corporate
13 |spring City, MA Partner
14 Ny Partner
15 |East Waterford, ME Franchise
16 |Coltman, RI Corporate
17 |scottsuille, NJ Partner
18 |Habron, NH Partner
19 |Longview, MA Partner
20 |Emerson, NI Franchise
21

= Financial Data

Caleulation Mode: Automatic

Workbook Stati

Financial Scorecard

istics

+

D
Revenues
125319
433924
135816
233255
128691
244913
392518
331773
244975
137925
207162
433326
177789
201945
461214
440462
407329
376263
149134

2 Sort Ascending

2| Sort Descending

[

Custom | Filter
Sol

Sort & Fier

3

F

G

S ==

Textto Flash Remove

X

Flash Fil

H

Operating Expenses  Operating Profit Depreciati Net Profit

65792
101465
67238
83606
67175
89974
82675
85288
100824,
104528
73705
79297
103757
82178
26638
81912
88236
92698
87513

59527
332459

68428
149649

61516
154929
309843
246485
144141

33397
132458
252029

74032
118767
374526
358550
319052
283565

61621

4667
5068

54860
327391
62728
144560
56560
149877
303743
240690
128928
27728
127859
248157
68883
114023
268460
353708
314449
278370
56453
o

Fook:

o8 @8

Data | Group Ungroup
Columns Fill | Duplicates Validation |+ .

Count2 v

J [
scoracard

Average Revenue
Highest Revenue
Lowest Expenses

L

276986.5
461214
65792

Give Feedback to Microsoft

— 100% +
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10.

Observe the results:

File Home  Inset  Draw  Pagelayout
2 [

Refresh All Queries Workbook 5

Connections Links -

Queres & Connections
Bl v R ostate

A c

1 |city State Office Type
2 |warner, NHNH Corporate
3 |east Natch(RI Franchise
4 |wyon, MA [MA Partner
5 |willow RurlNH Corporate
6 |c Franchise
7 |vount BaNY Corporate
8 |rarmingtor|RI Franchise
9 |Mmartins ColNH Franchise
10 [pickerel N3 ME partner
11 |willaha, N{NY Partner
12 [center, MAMA corporate
13 [spring City|MA Partner
1 partner
15 |East Water|ME Franchise
16 |coltman, RIRI Corporate
17 [scottsville, [ partner
18 [Hebron, NHNH Partner
19 [Longview, {MA partner
20 |Emerson, NI Franchise
21
22
2

Financial Data

Calculation Mode: Automatic

Financial Scorecard

Workbook Statistics

Formulas

£ Search (Alt + Q)

Data  Review  View  Automate

2] Sort Ascencing

2| Sort Descending ““;;“[‘ Bl
Sortaer

Help

[ 3 F G H
Revenues  Operating Expenses  Operating Profit  Depreciati Net Profit

+

125319
433924
125816
233255
128691
244913
392518
331773
244975
137925
207163
432326
177789
201545
461214
440462
407339
376263
149134

65792 59527 4667
101465 332459 5088
67338 63428 5700
23606 149649 5089
67175 61516 4956
89974 154939 5082
82675 309843 6100
85238 245485 5795
100834 144141 5153
104528 33397 5673
73705 133458 5599
79297 353029 4872
103757 74032 5144
83178 118767 4734
86688 374526 6066
81912 358550 4842
28236 319053 4604
92698 283565 5195
87513 61621 5168

54860
327391
62728
144560
56560
149877
303743
240690
138988
27724
127859
348157
63238
114033
368460
353708
314449
278370
56453
[

0
0

SRR

Text to
Columns

£ Editing v

Flash Remove Data
Fill - Duplicates Validation

Outline

)
Scoracard
Average Revenue
Highest Revenue
Lowest Expenses

Count:20

Close the Excel browser tab to complete this activity.

Group Ungroup
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{3 Comments | | ¢ Catch up
L ™ N
276986.5
461214
65732
y
Give Feadback to Micr — 100% +
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TOPIC D: Working with Rows and Columns

The next level of working with data in Excel is modifying entire rows and columns. In this
topic, we will learn about inserting, deleting, resizing, hiding, and showing rows and
columns. We will also discuss the Clear feature, which allows you to clear contents and/or

formatting from cells.

Topic Objectives

In this session, you will learn how to:
e Insert, delete, resize, hide, and unhide rows and columns

e (Clear contents and formatting from cells
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Inserting Rows and Columns

To insert a new column, click the column to the left of where you want the new column to
appear. Or, to insert a new row, click the row above where you want the new one to

appear. Then, click Home = Insert and choose what to insert:

Excel Sales Data P Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v

fﬁ E% |Ca||hn

Paste
& B I U

28 Wiap Text i B T e e E

Merge & Center + $ v 9% 9 <_Ug —)08 Conditional Format As Styles Insert Delete Format

- Formattingv Tablev - v v -
Clipboard Font Alignment Number Tables Calls
c1 ¥ f Region
A B C D E F G H | J K
1 |Full Name Email Address |Region IC!l Q2 Q3 Q4
H
2 |Hercules Almon h.almen@acmewidgets.com Europe/Lisbon 420281 807085 3591733 35937
3 | Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7926 814994 1081381
A Ardrdn Elhannd A allhunad @A rmansidmate cnen Afrimn IMlaivahi ANYTAS S00387 ATIEIO 1INIe

(Notice that you can also insert individual cells from this menu.)

You can also access these options from the right-click menu:

Excel Sales Data J2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v

i TR L i = B

Pafte Merge & Center v $ ~% 9 ‘_03 ng Fi?f::;tt‘l:;avl Ft;;rglaeths St):les
Clipboard Font Aligr
AR %
ci v fi Region
A ] [4 B I v v ﬁ v =t 5 8

1 |Full Name Email Address |Region In1 m n na

2 Hercules Almon h.almon@acmewidgets.com Europe/Lisbon Cearch 35937

2 Gardy Howsley g.howsley@acmewidgets.com America/Torontt 031381

4 Adda Ellwood a.ellwood @acmewidgets.com Africa/Nairobi (x) Cut 20328

5 Ronald Burriss rburriss@acmewidgets.com Africa/Nairobi 50250

6 | Delainey Mont d.mont@acmewidgets.com Asia/Manila I—“@ Copy 69540

7 |Rochette Shelley rshelley@acmewidgets.com America/Torontt ) 27611

- . iy Paste Options

5 Silvano Estable s.estable@acmewidgets.com Asia/Manila 33182

9 Sylvan Eshmade s.eshmade@acmewidgets.com Europe/Lisbon 81245

10 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila ﬁ"'] ﬁE 98338

11 Tally Leppington t.leppington@acmewidgets.com Europe/Lisbon

12 |Neal Sollars n.sollars @acmewidgets.com Europe/Moscow Insert > 3¢ Sheet Rows

13 Rodger Campany r.cam gany@acme»\'_ldgeis.com ASI.::!H‘MEHHEI ! Delete > LW Sheet Columns

14 | Debra Godman d.godman @acmewidgets.com Africa/Nairobi \
15 Rosanna Skeermor | rskeermor@acmewidgets.com America/Torontt Clear Contents §—> Cells & Shift Right
16 | Erica Busse e.busse@acmewidgets.com EuerefMDscov. Sort > o

17 | Haley Dartan h.dartan@acmewidgets.com Asia/Manila By Cells & 5hift Down
13 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila ¢j New Comment 01015

19 Tucky Habishaw t.habishaw@acmewidgets.com Asiaf/Manila + 43584

20 Joy Liddyard j-liddvard@acmewidgets.com Asia/Bangkok 7 New Note 54688

21 Ash Jirousek a.jirousek@acmewidgets.com America/Torontt g, 66833

22 Cody Luton c.luton@acmewidgets.com Europe/Moscow 123 Number Format.. 80620

23 |Alethea Winyard a.winyard @acmewidgets.com Europe/Moscow. @y Hyperlink... 83046

4
= Sheetl + B Show Changes
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Deleting Rows and Columns

Deleting rows and columns works in the same way, with commands available on the Home

tab and right-click menu:

O | @ Lesson Txis x | K3 Sales Dataxsx X @ Lesson 2 - OneDrive x| + - =] X
Scel | Saisbatn ———l
File Home Insert Draw Page Layout Formulas Data Review View Automate Help & Editing v [GELECN [ Comments | | v Catchup
% L. T AuteSumv A
i a— L E P SEE 7V @
Clear v
Paste : Conditional FormatAs Styles | Insert [Delete [Format Sort& Find & | Analyze
B I UD Tie v A . .0 1w bz
S U D aH A Merge&eCemer e 4 v %0 9 W) 45 TEOSE T s e = Filterv Selectv | Data
Cipbosrd Font Al . cels diing Analysis
. ; TEEE
¥ Region
A 8 [ B I v v Av 1 J K L M N o »
1 |Full Name Email Address Region In1 [ na
2 [HerculesAlmon  h.almon@acmewidgets.com Europe/Lisbon |
3 |Gardy Howsley g.howsley@acmewidgets.com America/Toronte
4 |Adda Ellwood a.ellwood @acmewidgets.com Aftica/Nairobi ¥ ¢yt
&
5 |Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi
6 |Delainey Mont d.mont@acmewidgets.com Asia/Manila @ copy
7 | Rochette Shelley rshelley@acmewidgets.com America/Toront )
- Paste Options
8 |Silvano Estable s.estable@acmewidgets.com Asia/Manila
¢ Sylvan Eshmade s.eshmade@acmewidgets.com Europe/Lisbon [_‘,‘ [-_»‘
10 |Robert Balnaves  pbalnaves@acmewidgets.com  Asia/Manila O b
11 |Tally Leppington  t.leppington@acmewidgets.com  EuropeyLisbon
12 |Neal Sollars nusollars@acmewi om Europ: Insert
13 |Rodger Campany  rcampany@acmewidgets.com  Asia/Manila Delete O
14 |Debra Godman d.godman@acmewidgets.com  Africa/Nairobi
5 |Rosanna Skeermor  rskeermor@acmewidgets.com  America/Toronts Clear Contents U sheet Columns
16 |Erica Busse busse@a. igats.com Europ cont o
17 |Haley Dartan h.dartan@acmewidgets.com Asia/Manila 37 Cells & 5hift Left
12 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila T3 New Comment S, Cells & Shift Up
19 |Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila -
20 |Joy Liddyard Jliddyard@acmewidgets.com AsiafBangkok | 17 New Note 54688
21 |Ash Jirousek airousek@acmewidgets.com AmericafToronte (g L 66833
25 |cody Luton luton@acmewi om Europ: 23 TNumber Format... 80620
23 |Alethea Winyard  a.winyard@acr com Europ @ Hyperlink.. 83046
4 »
= Sheetl + 7 Show Changes
Calculation Mode: Automatic _ Workbook Statistics - Give Feedback to Microsoft — 100% +
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Clearing Data from Cells

If you just want to clear the data from cells (rather than deleting the cell itself), you can do

so by clicking Home = Clear 2 [object type]:

Excel sales e ’qp‘ S p e

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v Tl Comments | AsCatchup
. = — 3 AutoSum v A
N T R B Fp BEE vy Q
- Clear
Paste Conditional Format As Styles | Insert Delete Format Sert& Find& | Analyze
e v AL s v v O 0 .00 Y ly
¥ g B I U DIy A ferge &uCenter+ | § v % 9 G 4B | 0N TR Y T o e s | h
Font Number i %o Clear Formats Analysis A
c1 v Jf Region
Clear Contents
A B Cc o} E F G H J K o [
1 |Full Name Email Address Region _Ql Q2 Q3 Q4
2 Hercules Almen et Europe/Lisbon 420281 807085 391733 35937 9 Clear Notes
3 |Gardy Howsley Xe America/Toronto 730400 7926 814994 108181
4 |Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi 402746 699363 483639 120328

Alternatively, you can clear all of these objects at once by clicking Home = Clear - Clear
All. As well, there is a Clear Contents command on the right-click menu.

Changing Column Width and Row Height

Sometimes it will be necessary to change the size of a row or column in order to display all
the data in the cell. You also might want to change the size of a row or column just for

appearance. In either case, resizing a row or column is quite easy.

To change the size of a column, place your mouse pointer on the line that divides the
column headers. (For example, if you wanted to change the size of column C, you would
place your mouse pointer on the line separating C and D.) Your cursor will turn into a
vertical line with a small arrow on either side. When you see this pointer, click and hold the

left mouse button to drag the column edge to the left or right. As you drag, you will see the

size in pixels:

Sales Data &° - Saved 2 Search (Alt + Q)

3

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
X - ===
[t & | o Tn A K| Z 2= Bweper [
Paste i, v A i f = = - . .0 o0 .00 Conditional
N & B I U D a vy A = = Merge & Center $+% 9 G % e
Clipboard Font Alignment Mumber
c1 v fx Region
‘Width: 20.00 (145 pixels)
A B C o F G H
1 |Full Name Email Address Region |§ll Q2 Q3 Q4
=.—
2 |Hercules Almon h.almon@acmewidgets.com Europe/Lisbon | 420281 807085 351733 355937
3 Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7926 814594 108181
4 |Adda Ellwood a.ellwood@acmewideets.com Africa/Nairobi | 402746 659363 483639 120328
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When you release your mouse, the size of the column will be changed. To change the size of
a row, place your pointer on the line separating the row headers and then click and drag up

or down to make the row larger or smaller:

A B

[Height: 33.00 {44 pixels)| Email Address
1 |Rosanna Skeermor rskeermor@acmewidgets.com
ZL\X)I Delainey Mont |d.mont@acmewideets com
3 Hardy Eyckel h.eyckel@acmewidgets.com
4 Gardy Howsley g_howsley@acmewidgets.com

There are more resizing commands available by clicking Home = Format:

Sales Data A% - Saved v

Excel P Search (Alt + Q)

Filz Home Insert Draw Page Layout Formulas Data Review View Automate Help ﬂ Editing v (i}
= == n e A
9 A e [ Jaa 225 twmm E [ By EB ] 2aese g
3 = - Clear » =
'a\fte & B I UDabi~ LR ﬁ Merge & Center v $ v % 9 ‘@ &% F;f:,jf.'ﬁ;aj FE—);E:AK = e DE\I,EtE Fnrvma; F:n:.:
Undo Clipboard Font Alignment Numbar Taoles Cels Cell Size
A3 v f GardyHowsley 17 Row Height..
L g S L E 7 = = ] L 17 Auto Fit Row Height
1 |Full Name Email Address Region Qi Qz a3 Q4
2 | Hercules Almon h.almon@acmewidgets.com Europe/Lisbon 420281 807085 391733 35937 1 Column Width...
3 |Gardy Howsley _g.howsley@acmemdge‘[s.mm America/Toronto 730400 7926 814394 108181 M a .
4 |Adda Ellwood a.ellwood @acmewidgets.com AfricafNairobi 402746 699363 483639 120328 5 Auto Fit Column Width
5 Ronald Burriss rburriss@acmewidgets.com AfricafNairobi 362672 314195 181991 150250 Visibility
6 Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540
7 Rochette Shelley r.shelley@acmewidgets.com America/Toronto 176264 173873 720215 227611 Hide & Unhide 4
5 Silvano Estable s.estable@acmewidgets.com Asia/Manila 934282 579060 335092 233182 Organize Sheets
9 Sylvan Eshmade s.eshmade@acmewidgets.com Europe/Lisbon 555349 848364 757852 281245
10 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 408826 298338 Rename Sheet..
11 Tally Leppington t.leppington@acmewidgets.com  Europe/Lisbon 971781 647637 710815 323009
12 Neal Sollars n.sollars@acmewidgets.com Europe/Moscow 616708 386783 394125 330029
13 Rodger Campany  rcampany@acmewidgets.com Asia/Manila 970595 931546 728609 361766 Duplicate Sheet

The two Auto Fit commands will automatically size the row or column to their contents. The
Row Height and Column Width commands will open a dialog box where you can enter the

desired dimensions:

Row Height Column Width

Value Value
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15|

O Default units™”

@ Pixels

@ Default un its"i"

O Pixels
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The Hide and Unhide Options

Excel also gives you the ability to temporarily hide particular rows and/or columns and then
unhide them when necessary. To begin, select the row or column that you want to hide.
Then, click Home - Format - Hide & Unhide, and choose the desired option:

Beel St o

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v [GE el |~ Comments | | A Catchup

B B @=E| e iy O

o [Bg aw 5
lea
Paste . My A = - . .0 <o 0o Conditional FormatAs Styles nsert Delete Format Sort& Find& | Analyze
g B I UDa&E G A B Merge & Center $v% 9 28 Foetme Bies o - . . Filterv Selectv | Data
Undo Fort algnment Numbar Tables Cell Size Ansiyss A~
A3 v Jfr Gardy Howsley 10 Row Height...
I N— g < ° £ : “ n ! ! £ 17 Auto it Row Height 0 ¢

1 |Full Name Email Address Region a1 2 Q3 Q4 -
2> Hercules Almon h.almon@acmewidgets.com Europe/Lisbon 420281 807085 391733 35937 I Column Width..

3 |Gardy Howsley b I i om America/Toronto 730400 7526 814394 108181 m

N N £} Auto Fit Column Width

4 |Adda Ellwood a.ellwood @acmewidgets.com Africa/Nairobi 402746 699363 483639 120328

5 Ronald Burriss rburriss@acmewidgets.com Africa/Nairobi 362672 314195 181991 150250 Visibility

6 |Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540 )

7 |Rochette Shelley  rshelley@acmewidgets.com America/Toronto 176264 173873 720215 227611 Hide & Unhide X > | Hide Rows

. J X i -

& Silvano Estable s.estable @acmewidgets.com Asia/Manila 934282 579060 335092 233182 Organize Sheets Hide Columns

9 Sylvan Eshmade s.eshmade@acmewidgets.com Eurnpe/U;bnn 595349 848364 757852 281245

10 Robert Balnaves rbalnaves@acmewidgets.com Asia/Manila 307154 440387 408826 298338 Rename Shest Hide Sheet

11 Tally Leppington  tleppington@acmewidgets.com | EuropefLisbon 971781 647637 710815 328009 Unhide

12 Neal Sollars n.sollars@ax i om Europ 616702 336733 394125 330029

§ Duplicate Sheet Unhide Columns

13 |Rodger Campany  rcampany@acmewidgets.com | Asia/Manila 570595 931545 728609 361786

14 |Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957549 858841 750234 426854

15 |Rosanna Skeermor  r.skeermori @acmewwdgets.ccm AIT\EHCEfTOfQﬂ(O 474175 332380 92544 432437

16 |Erica Busse bu: 3 om Europ: 159273 705497 359316 524064
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In this example, Column B is hidden:

I
<

©

(]

Undo

Bl

0 =~ ¢ B W R -

R R P RS P P
NN EWN =2 o P

-
(-]

File Home Insert Draw Page Layout Formulas Data Review
fﬁ | Calibri _ _ = twepTes
Pajte & B I U = = Merge & Center v
Clipboard Font: Alignment
v fx Email Address
A C D E F

Full Name Region (9} Q2 Q3

Herculas Almon Europe/Lishan 420281 807085 391733
Gardy Howsley America/Toronto 730400 7926 814994
Adda Ellwood Africa/Nairobi 402746 699363 483639
Ronald Burriss Africa/Nairobi 362672 314155 181991
Delainey Mont Asia/Manila 567336 767258 555328
Rochette Shelley America/Toronto 176264 173873 720215
Silvano Estable Asia/Manila 934282 579060 335092
Sylvan Eshmade Europe/Lisbon 595349 848364 757852
Robert Balnaves Asia/Manila 307154 440387 408826
Tally Leppington Europe/Lisbon 971781 647637 710815
Neal Sollars Europe/Lisbon 616708 386783 394125
Rodger Campany Asia/Manila 970595 931546 728609
Debra Godman Africa/Nairobi 957949 258341 790234
Rosanna Skeermor  |America/Toronto 474175 332380 52544
Erica Busse Europe/Lisbon 159273 705457 355916
Haley Dartan Asia/Manila 929539 796359 34504
Burton Wreath Asia/Manila 510516 75988 421597
4

= Sheetl +

Calculation Mode: Automatic

| ﬂ Excel
@

Excel

x

Sales Data .!?J.q' - Saved

ﬂ Sales Data.xlsx

Workbook Statistics

x

+

£ Search (Alt + Q)

Q4

View

Automate

[  https://acmewidgets-my.sharepoint.com/s/r/personal/jsmith_acmewidgets_onmicrosoft_

W

$v% 9 %0 %

35937
108181
120328
150250
165540
227611
233182
281245
298338
328009
330029
361766
426854
432437
524064
547225
601015

Mumber

114
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To reshow it, we would reselect the surrounding columns and click Home - Format 2>
Hide and Unhide = Unhide Columns:

O | G Lesson Tudsx x| Kl Sales Datauxisx X | @ Lesson 2 - OneDrive x|+ - B X

& G (31 https/acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%7B76ba2378-1853-4486-9...

Excel Sales Data P Search (Alt + Q) 2
File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v G CH [ Comments | | *\+ Catch up
9| b3 K X B B BEE iy O
5 - Clear v ’ h
S mupem oA oo | § % 3 8 S S s et b forn e fe | s
Undo | ciipbozra Fant Atignment Number Tabies o5 ol Size Anslysis A
Al ¥ f FullName 17 Row Height..
L < o £ F E " ! £ L & N 13 AutoFit Row Height i s
1 [Full Name Region Q1 Q Q3 Q4 =
2 |Hercules Almon  Europe/Lisbon 420281 807085 391733 35937 1 Column Width...
3 |Gardy Howsley America/Toronto 730400 7926 814994 108181 1 Auto Fit Colomn Width
4 |Adda Ellwood Africa/Nairobi 402745 699363 483639 120328 ¢ Auto it Column Wid
5 |Ronald Burriss Africa/Nairobi 362672 314195 181991 150250 Visibility
6 |pelaney mont Asia/Manila 567336 767298 559328 169540
7 |Rochetteshelley  America/Toronto 176264 173873 720215 227611 I LT E > HideRows
8 |silvano Estable Asia/Manila 934282 579060 335092 233182 Organize Sheets Lide Columns
9 |SylvanEshmade  Europe/Lisbon 595349 848364 757852 281245
10 |Robert Balnaves  Asia/Manila 307154 440387 408826 298338 Rename Shest. Hide Sheet
11 |Tally Leppington  EuropefLisbon 971781 647637 710815 323009 Unhide Rows
12 |Neal Sollars Europe/Moscow 616708 386783 394125 330029 )
13 |Rodger Campany  Asia/Manila 970595 931546 728609 361766 Duplicate Sheet Unhide Columns X
14 |DebraGodman  Africa/Nairobi 957949 858841 790234 426854
15 |Rosanna Skeermor  America/Toronto 474175 332380 92544 432437
16 |Erica Busse Europe/Mascow 159273 705497 359916 524064
17 |Haley Dartan Asia/Manila 9295239 796359 34504 547225
18 [Burton Wreath Asia/Manila 510516 75388 421597 601015
19 [Tucky Habishaw  Asia/Manila 813829 707805 764406 643584
20 |Joy Liddyard Asia/Bangkok 308928 867563 182177 654688
21 |ash Jirousek America/Toronto. 546368 766772 673012 666833
22 |cody Luton Europe/Moscow 797437 891461 915987 680620
23 |AletheaWinyard  Europe/Moscow 336779 714236 991550 683046 -
“ »
= Sheetl +
Calculation Mode: Automatic ~ Waorkbook Statistics Count:93 v Give Feedback to Microsoft — 100% +

The column would then reappear as normal.
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Activity 2-4: Working with Rows and Columns
In this activity, you will polish the appearance of your sales report.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 2-4 from
OneDrive.

2. The Financial Scorecard worksheet should be open. (If not, click its tab to switch to
it.) You can see that Column A overlaps Column B, which is actually blank. Double-
click the separator between these two columns to automatically resize Column A:

Excel Activity 2-4 - Saved

File Home Insert Draw Page Layout
) E'tl E.; | Calibri Jun A A
e g B I U D aiydy A
Unde Clipboard =
Al v Jx Scorecard
A <> e C D £

1 |Scorecarcl |

Average Revenue 276986.5
Highest Revenue 451214
Lowest Expenses 65792

Lo W pa
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3.  Now, right-click the Column B header and click Delete Columns:

Excel

Activity 2-4 - Saved -

£ Search (Alt

File Home Insert Drraw Page Layout Formulas Data Revie
Eﬂ J(u o A AT == = | &
) |:| i |Ca||br| V|‘I1 v A = == |t Wrap Text
[ Paste B I L' ™ - A A - T T = Al
v |Ca|ibri v|11 v|A" ATS v % 9
Undo Clipboard
= -0 .00
Bl v fe B I V&vﬁvzge’(ﬁﬁ—)ﬂg
A B - - . - G -
1 |Scorecard Search
2 |Awverage Revenue
3 |Highest Revenue JE, Cut
4 |Lowest Expenses
E e - [ copy
& | Paste Options
7
8
: = 5
10 - Ll]lJ Insert Columns
1
12 LQJ Delete Columns
— x
= — Clear Content
14 ear Contents
= | 1 column width..
16
17 Hide Columns
18
19 — Unhide Columns
20 . (33 Number Format...
21
22 B:-_'r_f' Show Changes
23 |

=  Financial Data

Financial Scorecard +

Calculation Mode: Automatic  Workbook Statistics
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4. The scorecard should look like this:

Excel Activity 2-4 - Saved -

File Home Insert Draw Page Lay
2 fﬁ E.?b | Calibri i1 V| A
~ Pajte = B I U |
Undo Clipboard Font
Bl v Jr

A B C D

Scorecard
Average Revenue | 276986.5
Highest Revenue 461214
Lowest Expanses 85792

1 & in B W kg =
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5. Now, switch to the Financial Data worksheet:

O | @ Lesson2-OneDrive x Kl Activity 2-4.xlsx x | 4+

) ] https://acmewidgets-my.sharepoint.com/s/r/personal/jsmith_ac

Excel Activity 2-4 - Saved 2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review

2B, Wrap Text

5 Eﬁfg | Calibri
l Paste ;§ B I U

W

Merge & Center ~

[0l

Eall

Undo Clipboard Font: Alignment
Bl | fx
A B C D E F G H
1 |Scorecard
2 |Average Revenue | 276986.5
3 |Highest Revenue 461214
4 |Lowest Expenses 65792
5
6
7
8
9
10
11
12
13
14
15
16
17
18

= Financial Data% Financial Scorecard -+

Calculation Mode: Automatic  Workbook Statistics
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L4:
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The scorecard data is duplicated on this sheet, so let’s remove it. Select cells J1 to

|£% Share

View

Automate

General v

$v% 2 B %

Mumber

Help & Editing v

H Comments | -\~ Catch up

B Bz B =R = = zAumsumv%v/O

Conditional Format As Styles
Formattingv  Tablev

shles

F G H
erating Profit Depreciati Net Profit
59527 4667 54860

332459 5068 327391

68428 5700 62728

Insert

Delete Format Gz Sort & Find & Analyze
v v Filterv Selectv Data
Cells Editing Analysis ~
J K L M N

Scorecard -
Average Revenue 276986.5
Highest Revenue 461214
Lowest Expenses 6575

£ Search (Alt + Q)

Data

8, Wrap Text
Merge & Center

Alignment

E
perating Expenses
65792
101465
67388
83606

Review

Click Home = Clear dropdown arow => Clear All:

|#% Share

4 Comments |\ Catch up

View Automate Help f Editing v
— z AutoSum v A
B gy BRE by @
- $ - 9/ 9 0 .00 Conditional FormatAs Styles Insert Delete Format =z Sort & Find & Analyze
e LER S Formattingv Tablev - v v v & ClearAll ct Data
Number Tabizs Calls %y Clear Formats Analysis A
Clear Contents
F G H I J K N
Operating Profit  Depreciati Net Profit Scorecard )| -
59527 4667 54860 Average Revenus {9 Clear Notes
332459 5068 327391 Highest Revenue
68428 5700 62728 Lowest Expenses
149649 5089 144560
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The data will now be removed. Finally, let’s resize this sheet’s columns. Since we
have many columns to resize, we will use a slightly different method. Click the
selector icon in the top left corner of the data to select the entire worksheet:

Save
File Home  Insert ~ Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v

v AutoSum ¥ A
AN T T E FEEB SEE ey O
Paste T, Gy A . N o o | Conditional FormatAs Styles | Insert Delete Format Y sona Find&
P g BT UDEYOA $0% @R e Bher v Fikerv Select+ | Data
v o . - - o R

< > = FinancialData Financial Scorecard  +

Calulstion Mode: Automatic  Workbook Statstcs Average; 1490786632 Count:160 Sum: 14162473 - Give FeedbacktoMicrosoft  — 100% +

Click Format = Auto Fit Column Width:

Home Insert  Draw  Pagelayout Review  View  Automate  Help o
= Autosum v A
NG KN Er— B 5B @SRE e iy O
B ro g
Faste T e A . . o op  Conditional FormatAs Styles | Insert Delete Format Sort& Find &
S g P2 UD=ib-ar $9% 9 AR g e v | v - B Fier Select v
Unds | Cisbeard o Numser e ol consize
AL o ocity

17 Row Height...
4 A B c D E F 6 H ! L 19 AutoFit Row Height

1 Column Width...

171 Auto Fit Column Width

[y
Visibility

Hide&Unhide >
Organize Sheets

Rename Sheet..

Reorder Sheet..

Duplicate Sheet

El
< > = FinancialData Financial Scorecard  +

Calulstion Mode: Automatic  Workbook Statstcs Average; 1490786632 Count:160 Sum: 14162473 - Give FeedbacktoMicrosoft  — 100% +
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10. Review the results:

E P

Conditional Format As Styles
Formattingy  Tablev
Tables

Home Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help

Nl C— T
""j“d B I UDGsaHedhoAn $v% 9 W%

Number

File

&8 =

Insert Delete Format

& sosom = A /O

Qder g fraa
Fikterw Select v

25 Wrap Text

P

[ Merge & Center v

Clipboard Aignment cels

< > = FinancialData Financial Scorecard 4

Caleulation Mode: Automatic  Workbook Statisties Average: 1490786632 Count: 160 Sum: 14162473 Give Feedback to Microsoft — 100% +

11. Close the Excel browser tab to complete this activity.
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TOPIC E: Sorting and Filtering Data

Excel’s sort and filter commands allow you to change the display of data, or refine the data
shown. In this topic, you will learn about the differences between the two commands and

how to use each feature.

Topic Objectives

In this session, you will learn how to:

Describe the differences between sorting and filtering

Sort data

Enable filtering

Use the Filter dialog box and text filters

Clear a filter
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The Difference Between Sorting and Filtering

Sorting allows you to change the order of data; text-based and numerical data can be
sorted in ascending or descending order. It is important to keep in mind that when you sort
data you are not changing the data in the worksheet; you are only changing how it is
displayed. Additionally, while there is no option to clear a sort and return it back to its
original state, the Undo command has the same effect. Finally, if you apply a sort and then
save your workbook, the sort will also be saved. This means that if you need to undo a sort,
you can only do it in the same session as when the sort was applied.

Filtering is a bit different; it allows you to customize data that is displayed, based on criteria

of your choosing. For example, if you only wanted to show sales results from

representatives in the Northern region, you could use a filter to do that.

Sorting Data

In this example, we would like to arrange the data in alphabetical order by the Region

column. Right now, it is in random order:

Cc1

M

A

1 | Full Name

Jan |t b W

=|e|e.

JEh Ln b P =

s EET= R

Hercules Almon
Gardy Howsley
Adda Ellwood
Ronald Burriss
Delainey Mont
Rochette shelley
Silvano Estable
Sylvan Eshmade
Robert Balnaves
Tally Leppington
Meal Sollars
Rodger Campany
Debra Godman
Rosanna Skesrmor
Erica Busse
Haley Dartan
Burton Wreath
Tucky Habishaw
Joy Liddyard

Ash Jirousek
Cody Luton

Alathas Winisred

-

= Sheetl

Region

Email Address

h.almon@

acmewidzets.com

E.nowsle

@acmewidgets.com

a.ellwoodg

mewidgets.com

rcampany{@acmewidzgets com

d.godman@acmewidgets. com

+

e
Region _|Q1

Europe/Lisbon
America/Toronto
Africa/Nairobi
Africa/Mairobi
Asia/Manila
America/Toronto
Asia/Manila
Europe/Lisbon
Asia/Manila
Europe/Lisbon
Europe/Lisbon
Asia/Manila
Africa/Nairobi
America/Toronto
Europe/Lisbon
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
America/Toronto
Europe/Lisbon

Furana /lichan

D

420281
730400
402746
362672
567336
176264
834282
595349
307154
571781
616708
570585
957949
474175
159273
529539
510516
813829
3089238
546368
737437

225770

807085
7926
699363
3141585
767258
173873
579060
848364
440387
647637
3B6783
931546
858841
332380
705457
7596359
75988
707805
867563
T66TT2
851461

F14738

391733
8149354
483639
181591
5589328
720215
335092
757852
408826
710815
354125
728609
790234
92544
359916
34504
421587
764406
182177
673012
915987

001 EEN

(]

35937
108181
120328
150250
165540
227611
233182
281245
208338
328009
330029
361766
426854
432437
524064
547225
601015
543584
654688
666833
680620

£2INAR

124
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To do this, we will select the column header (cell C1) and click Home = Sort & Filter. We

can now choose an ascending or descending sort:

Excel

File Home

Insert

Sales Data

Draw

Page Layout

Y R

Pavsted B I UDaiTledrAn
Undo | Clipboard Font Alignment
c1 v fr Region
C D E F
1 [Full Name Region a1 a2 3
2 |Hercules Almen Europe/Lisbon T 420281 807085 351733
3 Gardy Howsley America/Toronto 730400 7926 814994
4 |Adda Ellwood Africa/Nairabi 402746 699363 483639
5 Ronald Burriss Africa/Nairabi 362672 314185 181591
6 Delainey Mont Asia/Manila 567336 767298 559328
7 Rochette shelley America/Toronto 176264 173873 720215

Formulas

P Search (Alt + Q)

Data

2 Wrap Text

Merge & Center ~

View Automate

$+% 9 % %

Number

Review

a4

35937
108181
120328
150250
169540
227611

Help

Formattingv  Table~

& Editing v

B ag% a?/ %ﬁ@ iAutnSumv 9?/0

Conditional Format As Styles

Insert Delete Format

| Share

Clear v

For this example, we chose an ascending (A to Z) sort. Here are the results:

c1 ¥ Jr Region
A B

1 | Full Name Email Address

2 | Adda Ellwood a.ellwood @acmewidgets.com
3 |Ronald Burriss rburriss@acmewidgets.com

4 | Debra Godman d.zodman@acmewidzets com
5 | Gardy Howsley g.howslev@acmewidgets.com
6 |Rochette Shelley rshelley@acmewidgets com

7 |Rosanna Skeermor rskeermor@acmewidgets.com
8 | Ash Jirousek a.jirousek@acmewidezets.com
9 | Lucky Delouch l.delouch@acmewidgets.com
10 | Aguste Fessier afessier@acmewidgets.com
11 | Delainey Mont d.mont@acmewidgets.com

12 |Silvano Estable s.estable@acmewidgets.com
13 | Robert Balnaves rhalnaves@acmewidgets.com
14 | Rodger Campany rcampany@acmewidgets.com
15 | Haley Dartan h.dartan@acmewidgets.com
16 | Burton Wreath b.wreath@acmewidgets.com
7 | Tucky Habishaw t.habishaw@acmewidgets com
18 | Joy Liddyard iliddyard@acmewidgets.com
19 | Hardy Eyckel h.eyckel@acmewidzets com
20 | Wanda Ratlee w.ratlee@acmewidgets. com
21 |Ebonee Louch elouch@acmewidgets.com

22 | Hercules Almon h.almon@acmewidzets.com
72 | supumn Fchmada = achmadamarmauidasts cam

Sheetl

+

| |
Region !Cll
Africa/Mairobi
Africa/Nairobi
Africa/Nairobi
America/Toronto
America/Toronto
America/Toronto
America/Toronto
America/Toronto
AmericafToronto
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Europe/Lisbon

Eurama lichan

402746
362672
557549
730400
176264
474175
546368
361403
188750
567336
534282
307154
870595
529539
510516
813829
308928
B38056

78557
366306
420281

cocaAn

659363
3141595
858841
7926
173873
332380
766772
34527
905639
767258
579060
440387
931546
7596359
75988
707805
867563
656136
182961
115862
807085

EEE-ETY]

483639
181991
790234
814554
720215

32544
673012
443977
760280
558328
335092
408826
728609

34504
421587
7654406
182177
183799
850871
350344
391733

J5TRCY

Sort& Find &
Filterv Select~

{1 Comments

% Sort & Filter

e @

A+ Catch up

Analyze
Data

E A

2] Sort Ascending X

il
=
v

120328
150250
426854
108181
227611
432437
666833
703156
830950
165540
233182
208338
361766
547225
601015
543584
654688
731530
834403
884357

35937

781748

Sort Descending

Custom Sort

Filter
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Enabling Filtering

To enable filtering, click Home - Sort and Filter -> Filter:

Excel Sales Data £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v gt Cl - Comments | #+Catchup
% L = 3 AutoSum + A
RN E By S&E 2 @
Clear «
Paste - Conditional FormatAs Styles | Insert Delete Format Sort& Find& | Analyze
B I UTD T, e A . .9 P 2
. U Doa - EesRE e $ % 9 WA g Toblev  ~ v v Filterv Select+ | Data
Undo | ciipbozra Font Alignment Nuraber Tabies cels % Sort & Filter ~
c1 ¥ fi Region 2] Sort Ascending
A = E - d o £ F E " ) “ £l Sort Descending
1 kuH Name Email Address Region _Ql Q2 Q3 Q4 -
2 Hercules Almon h.almon@acmewidgets.com Europe/Lisbon 420281 807085 391733 35937 & Custom Sort
3 Sardy Howsley 2howsley@acmewidgets.com America/Toronte 720400 7926 814384 108181 -
ifter
4 Adda Ellwood a.ellwood @acmewidgets.com AfricafNairobi 402746 699363 433639 120328 Y
5 Ronald Burriss rhurriss@acmewidgets.com Africa/Nairobi 362672 314195 181991 150250
6 Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540
7 Rochetteshelley  rshelley@acmewidgets.com America/Toronto 176264 173873 720215 227611

This will add AutoFiller dropdown arrows to the top of each column. Click the arrow for the

column you want to filter:

Excel Sales Data | S Search (Alt + Q)
File Home Inzert Draw Page Layout Formulas Data Review View Automate Help
o [ 2 [cw 1 A A == thweotes =
Paste » = Conditional Forr
B I UD « Oy A _ . . O 0 .o
§ U D # =y = Merge & Center $ % 9 @ Formattingv  Tal
Undo Cliphoard Font Alignment Number
c1 v fx Region
A B C D E F G
1 }:ull Name [+ ] Email Address [~ |Region [ylor  [vloz  [~]oa  [~loa  [~]
2 Hercules Almon h.almon@acmewidgets.com Europe/Lisbon Filter and Sort |J7085 3591733 35337
3 Gardy Howsley g.howsley@acmewidgets.com America/Toronto 7926 814994 108181
4 Adda Ellwood a.ellwood@acmewidgets.com AfricafNairobi 402746 699363 483639 120328
5 Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi 362672 314195 131991 150250
6 Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540
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This dialog box will populate with all of the values from the selected column. Uncheck a set

of values to hide it, or check it to show it. Or, you can choose to create a text filter. When

you are finished, click APPLY to apply your settings:

Excel Sales Data P Search (Alt + Q)

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

25 Wrop T M

Merge & Center v t 9 9 %90 Condition

5 ﬁﬁgﬂ [ calibri Juoov

acte
B I U D e v A
<~ Y D ab =3

- Formatting
Undo Clipboard Font Alignment Mumber
c2 v Jr Africa/Mairobi
A B G D E F G

1 Full Name [3 Email Address [3 Region 1] N

2 |D~dda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi .Z.‘L sorthtoZ

3 Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi El Sort 7 to A

4 Debra Godman d.godman@acmewidgets.com Africa/Nairobi

5 Gardy Howsley g.howsley@acmewidgets.com America/Toronto Custom Sort

6 Rochette Shelley r.shelley@acmewidgets.com America/Toronto

7 Rosanna Skeermor r.skeermor@acmewidgets.com America/Toronto @ Sheet View >
& Ash Jirousek a.jirousek@acmewidgets.com America/Toronto . B i -

9 Lucky Delouch l.delouch@acmewidgets.com America/Toronto N% Clear Filter from 'Region

10 Aguste Fessier a.fessier@acmewidgets.com America/Toronto Text Filters >
11 Joy Liddyard [.liddyard@acmewidgets.com AsiafBangkok

12 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Bangkok

13 Ebonee Louch e.louch@acmewidgets.com Asia/Bangkok 8] Select Al

14 wWanda Ratlee w.ratlee @acmewidgets.com AsiafBangkok Africa/Nairobi

15 Delainey Mont d.mont@acmewidgets.com AsiafManila America/Toronto

16 silvano Estable s.estable @acmewidgets.com Asia/Manila

17 Robert Balnaves r.balnaves@acmewidgets.com Asiaf/Manila Asia/Bangkok

12 Rodger Campany r.campany@acmewidgets.com Asia/Manila +| Asia/Manila

19 Haley Dartan h.dartan@acmewidgets.com AsiafManila

20 Burton Wreath b.awreath@acmewidgets.com AsiafManila | Europe/Lisbon

21 Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila Europe/Moscow

22 Hercules Almen h.almon@acmewidgets.com Europe/Lisbon

23 sylvan Eshmade s.eshmade@acmewidgets.com Europe/Lishon

< N
= Sheetl +

Calculation Mode: Automatic  Workbook Statistics
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The data will then be filtered. Notice the icon on the Region AutoFilter menu which
indicates the data has been filtered by this column:

A B C D E 3 G H
1 |Ful\ Name [~]€mail Address ﬂ Q1 [*laz [~la3 [~laa [~]
11 |Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540
12 |Silvano Estable s.estable @acmewidgets.com Asia/Manila 934282 579060 335092 233182
13 |Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 403826 293338
14 |Rodger Campany r.campany @acmewidgets.com Asia/Manila 970595 931546 728609 361766
15 |Haley Dartan h.dartan@acmewidgets.com Asiz/Manila 925539 796359 34504 547235
16 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015
17 | Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila 813829 707805 764406 643584
18 |Joy Liddyard J.liddyard @acmewidgets.com Asiz/Manila 308528 867563 182177 654688
19 |Hardy Eyckel h.eyckel@acmewidgets.com Asia/Manila 838036 656136 183739 731530
20 |Wanda Ratlee w.ratlee @acmewidgets.com Asia/Manila 78557 192961 950871 334403
21 |Ebonee Louch e.louch@acmewidgets.com Asia/Manila 366306 115862 350344 884357
22 |Hercules Almon h.almon@acmewidgets.com Europe/Lisbon 420281 807085 391733 35937
23 |Sylvan Eshmade s.eshmade @acmewidgets.com Europe/Lisbon 595349 348364 757852 281245
24 | Tally Leppington t.leppington@acmewidgets.com | Europe/Lisbon 971781 647637 710815 328009
25 | Neal Sollars n.sollars@acmewidgets.com Europe/Lisbon 616708 386783 394125 330029
26 Erica Busse e.busse@acmewidgets.com Europe/Lisbon 159273 705457 358916 524064
27 (iadv Luton c.luton@acmewidgets.com Europe/Lisbon 797437 891461 915987 680620
= Sheetl +

Calculation Mode: Automatic  Workbook Statistics
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Using Text Filters

Next, let’s explore the Text Filters sub-menu:

129

Excel Sales Dat: £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate
& - oA = ||
o i X 5
Pete ¢ | BT UDG&H O-A E Merge &eCenterv | § v % 3 G0 9B
Undo | ciipbozra Fant Aignment Number
c1 v f Region
A B D E F

C
[v lRegion fﬂ
Africa/Nairobi
Africa/Nairobi
Africa/Nairobi

fB Email Address
a.ellwood @acmewidgets.com
Lburriss@acmewidgets.com

d.zodman@acmewidgets.com

kuHName Jl SortAtoZ
Adda Ellwood zi SonAto

Ronald Burriss 2] SortZtoa
Debra Godman

1
2
3
4
5 sardy Howsley
6
7
8

g.howsley@acmewidgets.com America/Toronto Custom Sort
Rochette Shelley rshelley @acmewidgets.com ‘America/Toronto
@ Sheet View

America/Toronto
America/Toronto
America/Toronte

Rosanna Skeermor  r.skeermor@acmeawidgets.com
a.jirousek@acmewidgets.com

Ldelouch@acmewidgets.com

fsh Jirousek
9 Lucky Delouch

10 Aguste Fessier a.fessier@acmewidgets.com America/Toronto Text Filters

11 oy Liddyard iliddyard@acmewidgets.com Asia/Bangkok

12 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Bangkok

13 Ebonee Louch e.louch@acmewidgets.com Asia/Bangkok 4] Select Al

14 wanda Ratlee w.ratlee@acmewidgets.com Asia/Bangkok v| Africa/Nairobi
15 Delainey Mont d.mont@acmewidgets.com Asia/Manila /| America/Toronto
16 Silvano Estable s.estable @acmewidgets.com Asia/Manila

17 RobertBalnaves | rbalnaves@acmewidgets.com Asia/Manila | Asia/Bangkok
12 Rodger Campany  rcampany@acmewidgets.com Asia/Manila | Asia/Manila

19 Haley Dartan h.dartan@acmewidgets.com Asia/Manila

20 Burton Wreath b.wreath@acmewidgets.com Asia/Manila | Europe/Lisbon
21 Tucky Habishaw t.habishaw @acmewidgets.com Asia/Manila v| Europe/Moscow
22 Hereules Almon h.almon@acmewidgets.com Europe/Lisbon

23 5ylvan Eshmade s.eshmade@acmewidgets.com Europe/Lisban m

4

Sheetl +

Calculation Mode: Automatic  Workbook Statistics

Help

=1

Conditional
Formatting v

)

¢ Editing v

7 B

Format As Styles
Table « v

Tables

Equals...

G Ll (- Comments | | *\+ Catch up

B I by O

Does Not Equal...

Begins With...
Ends With...

Contains.

Does Not Contain...

Custom Filter..

nsert Delete Format ¢ Sort& Find & Analyze
- v - Filterv Selectv Data
calis Editing Analysis ~
J K L M N o} p
3
v Give Feedback to Microsoft — 100% +

Clicking each of the commands in this sub-menu will open the Custom Filter dialog box pre-

populated with the selected operator. (The Custom Filter command itself will open a blank

dialog box.) You can then enter the criteria required.

For this example, let’s choose “contains” from the Text Filters menu. The Custom Filter

dialog box will open:

Custom Filter

Show items where: Region

| contains | ||

(814 Cancel
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Notice that we can still click the first drop-down menu to choose a different operator other
than “contains.” However, since this is the correct operator, we will just type “Asia” into the
text field (since that is the region we want to view) and click OK to create the filter:

Custom Filter x

Show items where: Region

contains ] |asid] x

oK L\, Cancel

The results will be shown:

Excel Sales Data £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
o [f & | [ To A& & | — == 2wmpre ]
3ajte 7 B I U é - Merge & Center $ A B Fi?r:daltilic_';avl ]
Undo Cliphoard Font Alignment Mumber T
c1 v Jfx Region
A B C D E F G H

1 }:ull Name [v] Email Address [~ 'Region [EIQI vlaz [vlaz [~]as [+]

11 Joy Liddyard j.liddyard@acmewidgets.com AsiafBangkok " 308928 867563 182177 654688

12 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Bangkok 8538056 656136 133799 731530

12 Ebonee Louch elouch@acmewidgets.com Asia/Bangkok 366306/ 115862 3503448 884357

14 wanda Ratlee w.ratlee @acmewidgets.com AsiafBangkok 78557 192961 950871 834403

15 Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540

16 5ilvano Estable s.estable @acmewidgets.com Asia/Manila 934282 579060 335092 233182

17 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 408326/ 298328

12 Rodger Campany r.campany@acmewidgets.com Asia/Manila 970595 931546 728609 361766

19 Haley Dartan h.dartan@acmewidgets.com Asiaf/Manila 929539 796359 34504 547215

20 Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015

21 Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila 813829 707805 764406 643584

32
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Clearing a Filter

There are two ways to clear a filter and display all the data once again. You can click the

AutoFilter arrow and click Clear Filter from <field name>:

Excel Sales Data 2 Search (Alt + Q)

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

£ Wrap et =

[&] Merge & Center ~ $v9% 9 % 8 Condit

& —
z) f’lj I:B |Ca||br|

Paste
B I U
=1 =

v Formatt
Undo Clipboard Fant Alignment Mumber
c1 v fx Region
A B [ D E F G
1 kull Name [3 Email Address [v 'Region [E A
11 Joy Liddyard j.liddyard@acmewidgets.com Asia/Bangkok 'Z'l sertAteZ
12 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Bangkok El Sort7 ta A
13 Ebonee Louch e.louch@acmewidgets.com Asia/Bangkok
14 WWanda Ratlee w.ratlee@acmewidgets.com Asia/Bangkok Custom Sort
15 Delainey Mont d.mont@acmewidgets.com Asia/Manila
16 silvano Estable s.estable@acmewidgets.com Asia/Manila @ Sheet View >
17 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila
18 Rodger Campany rcampany@acmewidgets.com Asia/Manila ?X Clear Filter from ‘Region {t’)
19 Haley Dartan h.dartan@acmewidgets.com Asia/Manila Text Filters 5
20 Burton Wreath b.wreath@acmewidgets.com Asia/Manila
21 Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila
B Select All
33 Africa/Nairobi
jj America/Toronto
26 Asia/Bangkok
37 Asia/Manila
38
10 Europe/Lisbon
40 Europe/Moscow
41
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Or, place your cursor in the filtered column and click Home - Sort & Filter - Clear:

Sxeel s oete p e _

File  Home Insert Draw  Pagelayout  Formulss  Data  Review  View  Automate  Help 7 Editing v & h [ Comments | s Catch up

B h om0 Ja s 222 Bue By SRE ey O

= Clear v
Pajte <§ B I U Q e I Oy A . % = Merge & Center v $ " % L) eﬂg uﬁ FCD:”r::l‘t‘l‘:-‘n;v\ F‘;:E‘?VAS St):\es Inierl Delete Ft-r:nat 6) ;It;:réit S:n:(&v Agaa\j‘(:e
Clipbaard Font Alignment Numbsr Tabies Calls St Sore & Filter B A
c13 ¥ fr Asia/Bangkok 4] Sort Ascending
A B C D E F G H J K L M z . P C

1 |Full Name [+] Email Address [~] Region Jai (Va2 [Yaz [Mas [v] sort beseencing -
11 oy Liddyard liddyard @acmewidgets.com Asia/Bangkok 308928 867563 182177 654688 Custom Sort

12 Hardy Eyckel h.eyckel@acmewidgets.com Asia/Bangkok 838056 656136 183799 731530

13 |Ebonee Louch e.louch@acr com | Asia/Bangkok 366306 115862 350344 884357

14 wanda Ratlee w.ratlee@acmewidgets.com As'\a/Bangkuk 78557 152961 950871 834403 ? Clear

15  Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 168540 2 Reapply

16 Silvano Estable s.estable@acmewidgets.com Asia/Manila 934282 579060 335092 233182

17 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307134 440387 408826 298238

18 Rodger Campany rcampany@acmewidgets.com Asia/Manila 970595 931546 728609 361766

19 Haley Dartan h.dartan@acmewidgets.com Asia/Manila 929539 796359 34504 547225

20 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421587 601015

21 | Tucky Habishaw ‘t.habishaw@acmewidgets.com Asia/Manila 212829 707805 764406 643584
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33
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39

40

A1 h

‘ v
= Sheetl +
Calculation Made: Automatic ~ Warkbook Statistics - Give Feedback to Mic — 100% +

With either command, the filter will be cleared, and all data will be displayed.
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Activity 2-5: Sorting and Filtering Data

You have been asked to present the sales report data by state and to exclude all corporate

information. You will use Excel Online’s sorting and filtering tools to accomplish these tasks.

1.

2.

To begin, open Microsoft Edge, log into Office 365, and open Activity 2-5 from

OneDrive.

Our first task is to sort the data by state. Select cells B2 to B20:

£ Search (Alt + Q)

Excel Activity 2-5 - Saved v

File Home Insert Draw Page Layout Formulas Data Review View Automate

&

fﬁ Ij); | Calibri

Paste
< B I U

- -

Merge & Center v $ v % b <__u'8 ;)0_8 ]

(1 111

Clipboard Font Alignment MNumber
B2 v fr NH
A B € D E F G H

1 City State Office Type Revenues Operating Expenses Operating Profit  Depreciation Net Profit
2 |Warner NH  |Corporate 125319 65792 59527 4667 54860
3 |East Natchitoches |RI Franchise 433524 101465 332459 5068 327391

4 |Lyon MA  |Partner 135816 67338 63428 5700 62728

5 |willow Run NH |Corporate 233255 83606 149649 5089 144560

6 |Conyersville Rl Franchise 128691 67175 61516 4956 56560

7 |Mount Baker NY  |Corporate 244513 89574 154539 5062 149877

8 |Farmington Lake |[RI Franchise 392518 82675 309243 6100 303743

9 |Martins Corner NH |Franchise 331773 85288 246485 5795 2406590
10 [Pickerel Narrows |ME |Partner 244975 100834 144141 5153 138988
11 |willaha NY  |Partner 137525 104528 33397 5673 27724
12 |Center MA  |Corporate 207163 73705 133458 5599 127859
13 |Spring City MA  |Partner 432326 79297 353029 4872 348157
14 |Mittenlane NY  |Partner 177789 103757 74032 5144 632888
15 |East Waterford ME |Franchise 201545 33178 118767 4734 114033
16 |Coltman Rl Corpaorate 461214 26638 374526 6066 368460
17 |Scottsville NJ Partner 440462 81512 358550 4842 353708
18 |Hebron NH |Partner 407339 88236 319053 4604 314449
19 |Longview MA  |Partner 376263 92698 283565 5195 278370
20 |Emerson NJ Franchise 149134 87513 61621 5168 56453
21

2
a

= Financial Data  Financial Scorecard +

Calculation Mode: Automatic  Workbook Statistics
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3. Now, click Home - Sort & Filter 2 Sort Ascending:

=l | [ Comments | |

@ ﬁg @ > AutoSum ¥ %? p

Insert Delete Format Clear Sort & Find & Analyze
v v w Filterv Select~ Data
=l 9% Sort & Filter i
%l Sort Ascending
J K L M

El Sort Descending

Custom Sort

S Filter

4. A message will appear asking whether you would like to expand your selection.

Click Expand and sort to apply the change to the entire worksheet:

Expand your selection?

/’6\' We found some data next to your selection. Do you want to expand what's selected,

& and then sort?

Expand and sort

| Just sort
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5. Review the results:

D ‘ @ Lesson 2 - OneDrive x ﬂ Activity 2-5.xdsx

G %) httpsy//acmewidgets-my.sharepoint.com/

Excel

Activity 2-5 - Saved ~

File Home Insert Draw

Page Layout

Z) I':;\"[l| E; |Ca|ibri 3 — e EP) Wrap Text General v

Paste

Formulas

x |+

/personalfjsmith_acmewidgets_onmicrosoft_com//_layout:

2 Search (Alt + Q)

Automate

View

Data Review Help

[E=]

Coenditional

. s B I UD & Merge & Center v $ « 9% 9 %5 -0 .
Undo Clipboard Font Alignment Mumber
B20 * f R
A B C ] E F G H
1 | City State Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 |Lyon MA  |Partner 135816 67388 68428 5700 62728
3 |[Center MA |Corporate 207163 73705 133458 5599 127859
4 |Spring City MA  |Partner 432326 79297 353029 4872 348157
5 |Longview MA  [|Partner 376263 52698 283565 5195 278370
6 |Pickerel Narrows |ME |Partner 244975 100834 144141 5153 138988
7 |East Waterford ME [Franchise 201545 83178 118767 4734 114033
8 |Warner NH |Corporate 125319 65752 59527 4667 54860
9 |willow Run NH Corporate 233255 23606 149649 5089 144560
10 [Martins Corner NH [Franchise 331773 85288 246485 5795 240650
11 [Hebron NH |Partner 407339 88286 319053 4604 314449
12 |Scottsville NJ Partner 440462 21512 358550 48437 353708
13 |Emerson NJ Franchise 149134 87513 61621 5168 56453
14 |Mount Baker NY Corporate 244513 89574 154539 5062 149877
15 |willaha NY Partner 137525 104528 33357 5673 27724
16 |Mmittenlane NY Partner 177789 103757 74032 5144 68888
17 |East Natchitoches |RI Franchise 433924 101465 332459 5068 327391
18 |Conyersville RI Franchise 128691 67175 61516 4956 56560
4
= Financial Data  Financial Scorecard  +

Calculation Mode: Automatic

6. Now we want to filter out the corporate data. Press Ctrl + A on your keyboard to

Workbook Statistics

elect the entire worksheet. Then, click Home = Sort & Filter = Filter:

Excel Activity 2-5 - Saved

File Home

Unce
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@ Ne s wn o
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Calculation Mode: Automatic

Insert

Draw

Page Layout
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P Search (Alt + Q)
Formulas Data Review View Automate Help ? Editing v
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Conditional FormatAs Styles | Insert Delete Format Gearv  Sona Finda& | Anabze

v B I UpDsEH:OvAr MegeaiCentery | § v % 3 B | (o riige ey v | v v Fiers Selct~ | Data
o | Cipsoars Font Algnment Numbsr Tabls cers 1 Gort & Fier ~
v Sy 41 sort Ascending
A B c D 3 F G H J K L M 2] ot Descending P
City State |Office Type |Revenues Operafing Expenses | Operating Profit_|Depreciation | Net Profit B
Lyon MA  Partner 135816 67388 68428 5700 62728 B3 Customsot
Center MA Corporate | 207163 73705 133458 5599 127859 T eer
Spring City MA  Partner 432326 79297 353029 4872 348157 S
Longview MA  Partner 376263 52698 283565 5195 278370
Pickerel Narrows  ME  Partner 244975 100834 144141 5153 138988
East Waterford  ME  Franchise 201945 83178 118767 4734 114033
(Warner NH Corporate | 125319 65792 59527 4667 54860
Willow Run NH Corporate | 233255 83606 149643 089 144560)
Martins Comer  NH__ Franchise 331773 85288 246485 5795 2406%)
Hebron NH  Partner 407339 88286 319053 4604 314449
Scottsville NI Partner 440462 81912 358550 4842 353708
Emerson NI Franchise 149134 87513 61621 sies 56453
Mount Baker  NY Comporate | 244913 89974 154933 5062 149877
Willsha NY  Partner 137925 104528 33397 5673 27724
Mittenlane NY  Partner 177789 103757 74032 5144 cassg)
East Natchitoches RI  Franchise 433908 101465 332459 068 327391
Conyersville Rl Franchise 128691 67175 61516 495 56560)
Farmington Lake Rl Franchise 390518 22675 309843 6100 303743
Coltman Rl Coporate | 461214 6638 374526 6065 _368460]

= Financial Data

Financial Scorecard

Workbook Statistic

Give Feedback to

Average: 1490786632 Count: 160 Sum: 14162473 v
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Click a blank cell to deactivate the selection. Then, click the dropdown arrow in cell
C1 (Office Type):

Activity 2-5 - Saved

Filz Home Insert Draw Page Layout Formulas L

dh -
19 |f|"‘:| [B |Ca||br|

Paste
B I U
1 =

w

[

Undo Clipboard Font Aligr
11 v fr
A B C D E
1 |city [~] stal ~ | Office Tydnevenue{ﬂ Operating Expensal ~ | (
2 |Lyon MA  Partner Filter and Sort 67388
3 |Center MA  Corporate 07 IO 73705
4 | Spring City MA  Partner 432326 79297
5 |Longview MA  Partner 376263 52698
f |Pickeral Narrows  MF  Partner 244975 nnaza

Uncheck the box for Corporate and click APPLY:

Excel

Activity 2-5 - Saved

£ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review

EE} Wrap Text
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View Automate
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Undo Clipboard Font Alignment Mumber
N8 v fi
A B C D E F G H
1 | City [3 Sta[z Office Tydﬂ Jl Sort Ao T Proﬂz Depreciat‘ic{z Net Pro'[z
2 |Lyon MA  Partner z o © 68428 5700 62728
3 |Center MA  Corporate El Sort Z to A 133458 5599 127859
4 |Spring City MA  Partner 153029 4872 348157
5 |Longview MA  Partner . Custom Sort 183565 51585 278370
6 |Pickerel Narrows ME  Partner 144141 5153 138988
7 EastWaterford ~ ME Franchise =~ @ SheetView > 18767 4734 114033
8 |Warner NH  Corporata B - . - N 59527 4667 54860
o willow Run NH  Corporate Y% Clear Filter from ‘Office Type 149649 5089 144560
10 |Martins Corner NH  Franchise Text Filters 5 146435 5795 240650
11 |Hebron NH  Partner 119053 4604 314449
12 |Scottsville NJ Partner 158550 4842 353708
13 |Emerson M Franchise B Select Al 61621 5168 56453
14 Mount Baker NY  Corporate Corporate 1545939 5062 149877
15 |willaha NY Partner | Eranchise 33397 5673 27724
16 |Mittenlane NY Partner 74032 5144 68388
17 East Natchitoches RI Franchise | Partner $32459 5068 327391
12 | Conyersville RI Franchise 61516 4556 56560
19 |Farmington Lake  RI Franchise 109243 6100 303743
20 |Coltman Rl Corporate §74526 6066 368480

[
= Financial Data Financial m

Calrulation Made: Autamatic Workhonk Statictics

Help

=]

Condition
Formatting
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Review the results, and note the AutoFilter icon in cell C1:

£ Search (Alt + Q)

Excel Activity 2-5 - Saved

File Home Insert Draw Page Layout Formulas Data Review View Automate He

) E”DE; [caior 25 Wiap Tex i

Pa:;te & B I U :_E = Merge & Center v $ ~9% 9 <__['|8 —)08 Fi‘:r:
Undo Clipboard Font Alignment Number
K10 v f
A B T D E F G H

1 |City [3 Sta[ﬂ Office Tyevenus{z Operating Expense[g Operating Proﬂg Depreciat‘ic{z Net Pro{g
2 |Lyon MA  Partner 135816 67388 63428 5700 62728
4 |Spring City MA  Partner 432326 79297 353029 4872 348157
5 |Longview MA  Partner 376263 92698 283565 5195 278370
& |Pickerel Narrows ME  Partner 244575 100834 144141 5153 138588
7 |East Waterford ME  Franchise 201545 33178 113767 4734 114033
10 |Mar1'ins Corner NH  Franchise 331773 85288 246485 5795 240690
11 |Hebron NH Partner 407339 28286 3150532 4604 3144439
12 |Scottsville NJ Partner 440452 31512 358550 4842 353708
13 |Emerson NJ Franchise 149134 87513 61621 5168 56453
15 |Willaha NY  Partner 1375925 104528 33397 5673 27724
16 |Mittenlane NY Partner 1777839 103757 74032 5144 683888
17 |East Natchitoches RI Franchise 433524 101465 332459 5068 327391
12 |Conyersville Rl Franchise 128691 67175 61516 4956 56560
19 |Farmington Lake RI Franchise 3592518 22675 309243 6100 303743
21

10. Close the Excel browser tab to complete this activity.
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Summary

This lesson introduced you to many different aspects of working with data. We started out
with a look at formulas and functions. We then looked at working with data as a whole and
managing rows and columns. Finally, we learned how to customize data display with sort

and filter.

Review Questions

1. List one way to open the Insert Function dialog box.

2. How do you enable filtering?

3. How is Flash Fill different from AutoFill?

4. In this equation, which operation will be evaluated first ? (5*10)+40/3

5. What is the easiest way to completely clear a cell using the ribbon interface?
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LESSON 3:
FORMATTING A WORKSHEET

Lesson Objectives

In this lesson you will learn how to:
e Format text and cells
e Align cell contents
e Use Find and Select tools

e Apply conditional formatting
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TOPIC A: Formatting Text

Excel contains many of the text formatting tools that you might be familiar with from other
Microsoft Office applications, such as Word or PowerPoint. In this topic, we will learn about

different font options, as well as how to use the Format Painter and create hyperlinks.

Topic Objectives

In this session, you will learn:
e About fonts and the Font group on the Home tab
e How to use the Format Painter

e How to create hyperlinks
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What is a Font?

A font is a complete set of characters (with typeface and style) that are used to create text.
Fonts are very customizable: you can change their size, type, and color to create just the
effect you are looking for. Note, however, that you will have fewer font faces and

formatting options in Excel Online than the desktop application.

Here is a sample of a few different fonts:

A B

1 |Font Example 1 Font EXHII‘LIJIE 2

> |Font Example 3 ... ciomi-
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The Font Group

Naturally, the Font group of the Home tab is where you will find most font commands. You

can choose the font face, size, color, and effects here:

im] | I Excel % W Ssles Dataxlsx x  +

O (3] httpsy//acmewidgets-my.sharepoint.com/:x/r/personal/jsmith_acr

Excel Sales Data 8 - Saved v O Search (Alt + Q)

File Home Insert Diraw Page Layout Formulas Data Review
& N ]
Eﬁ b | Calibri | A A | T = 28 wrapTent
reste < B I UDaai+v Oy A = == Merge & Center v
w o =2 e
Clipboard Fonit Alignment

The top row of this group contains commands to:

e Change the font face
e Change the font size

e Nudge the font size up or down
The bottom row of this group contains commands to:

e Apply bold, italic, underline, double underline, and strikethrough effects
e Format cell borders
e Add shading to cells

e Change the font color
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The Format Painter

With the Format Painter, you can copy just the formatting from one cell and apply it to
others in your worksheet. To use the Format Painter, select a cell and then click Home

Format Painter:

Excel Sales Data ,!:J,C!' - Saved

File Home Insert Draw Page Layout Formulas

)
IZIE
|
(]
2
™
L
%
3
=
[¥5]
£
=
4
=
}{
1]
il 11l

&
m
=]
—
=
=
<E
&

%
T=

4
I 11
[l il |

W ". —
Undo . Fomt
Format Painter
A2 ¥ Jx Font Example 3
A B C
1 |Font Example 1 Font Example 2

Font Example 3 |.... sxempre s

fCSE WE R N ]

The cell that you selected will be identified with a scrolling dashed border and your mouse
pointer will now have a paintbrush beside it. Now, any cell or range you select will assume

the formatting of the cell that you selected:

im| | Bl Excel X Bl Sales Dataxisx x =

@) [) https;//acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acn

Excel Sales Data 22 - Saved £ Search (Alt + Q)

Fil= Home Insert Draw Page Layout Formulas Data Review

EE} Wrap Text

& ic Sans
";3 If|"‘:| [E | Comic 5ans M5

Paste o
& E I U D ab i+

Merge & Center +

L il

EA L

v o
Undo | Cligbeard Fort Algnment
A2 v Jx Font Example 3
A B C D E
1 |Font Example 1 Font Example 2 %ﬁ

(5]

i Font Example 3 ... ceumie «

b
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Here are the results of this example:

Excel SalesData % - Saved £ Search (At + Q)

Fil= Home Insert Draw Page Layout Formulas Data Review

HARI

EE‘; Wrap Text

& ic Sans v
I'Lp |f|"|:| E@ |C::|r'"||h Sans MS

Paste
_Ay = =5

Merge & Center v

4
&
<
=
<
[ 111

v <
Undo Clipboard Font Alignment
Bl ¥ Jfr Font Example 2
A B C D E
1 |Font Example 1 Font Examp:’e 2

Font Example 3

Font Ezample 4

I SRRTER ¥

The Format Painter will then automatically turn off. You can also click the command again

or press Esc to cancel the process while the Format Painter is activated.

Creating Links

To create a hyperlink, select the text or object to which you want to add the link. Then, click

the Hyperlink command on the Insert tab or right-click menu:

T EmE e search e

File Home Insert Draw X cut Review View Automate Help £ Editing v G Tl [ Comments |\ Catchup
== 4 " T
A EEE &R NQEALH e |
Function | Forms Table PivofTable | Pich ) ) Line  Pie Bar Ares Scatter Other | Hyperfink |  New Text
Paste Options
v - v v v v Charts~ Comment Box
Functions Tables L] i"‘ |;L‘r| Charts. Links. Comments. Text ~
AT ¥ fx Template Cour 0 Lo
A Insert > D £ F G H J K L M N o P Q

1 |FontExample 1 Delete >

2 Font Example 3 Clear Contents

: Sort >

4

5 T3 New Comment

o +

7 [template Courtesy of Microsoft.com 19 Mew Note

il g

5 (25 Number Format...

o | < Hyperlink... |

1 L3

2 BS show Changes

13
z G n A K § %9 E
15
1 B I HvOvAv=EbRYRS

«

= Sheetl Sheet2 +

Calculation Mode: Automatic ~ Workbook Statistics Give Feedback to Microsoft — 100% +
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With either method, the Insert Hyperlink dialog box will open:

Insert Hyperlink x

Display Text:
Template Courtesy of Microsoft.com

To change the selection press the up and down arrow
URL:
@ httpyf

Place in this document:

Email address:

CK Cancel

At the top of this dialog box, you can change the text displayed in the cell containing the
link. Then, use the radio buttons at the bottom of the dialog box to choose whether you

want to link to a URL, place within the workbook, or use an email address. Finally, enter the
related information in the selected field.

Here, we have linked to the URL “http://www.microsoft.com”. Click OK to create the link:

Insert Hyperlink x

Display Text:
Template Courtesy of Microsoft.com

To change the selection press the up and down arrow
URL:
‘& httpySwwew.microsoft.com bl

Place in this document:

Email address:

OK

I} Cancel
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Your changes will be applied. You can follow the link by clicking the cell:

Excel Sales Data 8 - Saved -

File Home Insert Draw Page Layout Formulas Data

f EMEFE 2D O b d

Function Forms Table Pivotlable | Picture Shapes Office Recommended Column

w w Add-ins Charts w
Functions Tables lllustrations Add-inz
AT v Jr Template Courtesy of Microsoft.com
A B C D
1 |Font Example 1 Font Examp:"e Z
> Font Example 3 ... ceampie «
3
4
3
6
T |Template Courtesy of Micrq\]ﬁﬂcom
a
o
10
11
12

To modify the hyperlink, perform the Insert Hyperlink command again. To remove it, use

the Clear command on the Home tab.
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Activity 3-1: Formatting Text
In this activity, you will format header rows and a title in your worksheet.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 3-1 from
OneDrive. (Refer back to Activity 1-2 and Activity 1-3 if you need help.)

2.  First, let’s format the header row of the Financial Data sheet. Select Row 1:

Excel Activity 3-1 - Saved v £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help & Ed
s f‘; [cator [ A A | ZZF Bwepren E Bz
Paste v A i - = = - . . 0 0 .00 Conditional Format 2
. = 2 v A == = AT e $% 2 W Formattingv Table v
Clipboard Font Alignment Numbsr Tables
Al v f o city
A B C D E F G H
1 [city [ |state [+ ] Office Type [«7] Revenues [~ | Operating Expenses |~ | Operating Profit [~ | Depreciation [~ | Net Profit [+ ]|
3 |East Natchitoches MA Franchise 433524 101465 332459 5068 327391
4 |Lyon MA Partner 135816 67388 03428 5700 62728
6 | Conyersville ME Franchise 128691 67175 61516 4556 56560
& |Farmington Lake NH Franchise 352518 82675 309243 6100 303743

3. Click the Grow Font button twice:

Excel Activity 3-1 - Saved £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help f E
o [ 5 | [came Tz A& 2 2% Bwerrer i IEE)
Paste £ = = = - o, en 00 Conditional Format
. 8 ¥ GrowFont || =% Merge & Centerv | § v % 9 %8 4§ Formattingv  Tables
Undo Clipboard Font Alignment Number Tables
Al v city
A B C D E F G H
1 |City IE StateE‘ Office Type RevenuesE‘ Operating Expenseig Operating ProﬁlE Depreciatiorg Net Proﬁﬂz“
3 East Natchitoches MA Franchise 433924 101465 332459 5088 327391
4 Lyon MA Partner 135816 67388 68428 5700 62728
6 Conversville ME Franchise 128691 67175 61516 4956 56560
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4. The value in the Size menu should now be 14:
Excel Activity 3-1 - Saved ~ P Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help & Ed
o [0 (G To 1A & | ZZZ #waren E B
Paste = = | = Conditional Format A
; B I U@DaeHyde A == [Ef] Merge & Center~ | $ ~ % 9 %) -9 Formatinge  Tablev
Undo Clipboard Font Alignment Mumber Tables
Al v e city
A B c D E F G H
1 [City [~ Staté~] Office Ty Revenud~] Operating Expen(~! Operating Prd~1 Depreciati{~] Net Prof[~ |
3 |East Natchitoches MA Franchise 433924 101465 332459 5063 327391
4 |Lyen MA Partner 135816 67338 58428 5700 62728
5 |Conyersville ME Franchise 128691 67175 61516 4956 56560
3 |Farmington Lake  NH Franchise 392518 82675 309843 6100 303743
5. Apply the Bold effect:
Excel Activity 3-1 - Saved £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help V7
& I
Calibri Ve AT A 28 Wrap Text General v ﬁ EE'
[-@ = & p 15
Paste = = = a —0 .00 Conditional Forma
_— [=] w v
N = = Merge & Center $ /6 % %G 2o Formattingv  Table
Undo Clipboard Bold Font Alignment Mumber Tables
Al v & city
A B C D E F G H
1 |City [~ Stat{~] Office Tyf| Revenud~] Operating Expen|~ | Operating Prd~} Depreciati~] Net Prof ]|
3 East Natchitoches MA Franchise 433524 101465 332459 5068 327391
4 |Lyon MA Partner 135816 67388 68428 5700 62728
6 | Conyersville ME Franchise 128691 67175 61516 4956 56560
& |Farmington Lake NH Franchise 352518 82675 309843 6100 303743
6. Click the dropdown arrow next to the Font Color command:

Excel

File

Activity 3-1 - Saved

Home

i

Paste

£

Undo

Al

Clipboard

W

Insert Draw Page Layout Formulas
| Calibri Ju a2 =
B I U - =
== =
v fr city
B C D I

1 [city

|~| Stat(~ | Office Tyg.v| Revenue ~| Operatin;

3 |East Natchitoches

MA

Franchise

433924
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7.  Click the swatch for Blue-Gray, Text 2:

£ Search (Al

Excel Activity3-1 - Saved -

File Home Insert Draw Page Layout Formulas Data Review

25, Wrap Text

e oo ==
= fﬁ o | Calibri o A A

Paste =
v v A _
< BE I U < =

Merge & Center v

v = 3
Undo Clipboard Fomt . Automatic
AL v focity Theme Colors

A B 4
1 |City || Stat(~] Office Tyg.v| Re

3 |East Natchitoches MA Franchise

4 |Lyon MA Partner

6 |Conyersville ME Franchise

5 |Farmington Lake NH Franchise

9 |Martins Corner NH Franchise

10 | Pickerel Narrows NH Partner

11 |willaha MNH Partner Standard Colors
13 | 5pring City M Partner

14 |Mittenlane NY Partner . EEEEN
15 |East Waterford NY Franchise &) More Colors...
17 Crntrouilla [=1] MAartmnr

8. Because of the font changes, the data no longer fits in the cells. Press Ctrl + A to
select the entire worksheet. Click Home = Format - Auto Fit Column Width:

Brcel  Actiy -1 - e - D s I

File Home Inset Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help 2 Editing v

o B4 x5 22| tuwre B Oy BEE vy
Poe B . @ <0 g Conditional FormatAs Styles | Insert Delete Format QClearv i
" g B I U D el b A erge&Centery | $ v % 9 @ -9 Fommattinge Table~ v . M M Tl

undo | clipboara fonc Atgament Number Tabies ol size

AL v f oty T Row Height..

L B g D E 2 g H 13 Auto Fit Row Height

1 |City [~] Stat(~] Office Tyg-5 Jo ing Expenl~} Of ing Prd~| Depreciati(] Net Prof - |

3 |EastNatchitoches MA  Franchise 433924 101465 332859 5068 327331 £1 Column Width..

4 |iyon MA  Partner 135816 67388 68428 5700 62728 31 Auto Fit Column Width

6 |conyersville ME  Franchise 128681 67175 61516 4956 56560

8 |Farmingtonlake NH Franchise 392518 82675 309843 6100 303743 Visibility

9 |MartinsCorner |NH  Franchise 331773 85288 246285 5795 240690 etumde >

10 |Pickerel Narrows NH Partner 244975 100834 148141 5153 138988

11 |willaha NH  Partner 137925 104528 33397 5673 27724 Organize Sheets

13 |Spring City N Partner 432326 79297 353029 4872 348157 .

14 |Mittenlane nY Partner 177789 103757 74032 5144 68888 Fename Shest.

15 |Eastwaterford  NY  Franchise 201945 83178 118767 4734 114033 Reorder Sheet...

17 |scottsulle RI partner 440362 81912 358550 4842 353708 Duslcate Sheet

18 |Hebron RI partner 407339 88286 319053 4608 314449
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9. Now, let’s copy the header row formatting to the second sheet. Click any cell in
Row 1 to select it and click Home - Format Painter:

Excel Activity3-1 - Saved + £ Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help & Editing v

9 ng e 4 KK 22 Bueste Ganere 1 E BB BBl

Pacte e A | == = ; of e <o o Conditionsl FormatAc Stylss | lnsert Delete Fc
6k B I UDab-a A == 3= o isr $% 2 W8 Formatting~  Tablev v . o
Undo Font Alignment Number Tables Cells
Format Painter
a1 T city
A B [4 D E F G H
1 [city [~ State [] Office Type [ Revenues [~] Operating Exp [-] Operating Profit_[~] Depreciation [+] Net Profit [+
3 East Natchitoches MA Franchise 433924 101465 332459 s068 327351
4 yon Ma Partner 135816 67288 se428 5700 62728

10. Click the Financial Scorecard worksheet tab:

15 |East Waterford NY Franchise 201345 83178 118767 4734 114033
17 |Scottsville RI Partner 440462 281512 358550 4842 353708
18 |Hebron RI Partner 407339 88236 319053 4604 314443
19 |Longview RI Partner 376263 52698 283565 5195 278370
20 |Emerson RI Franchise 149134 87513 61621 5168 56453
21

22

= Financial Data ~ Financial Scorecard % +

Caleulation Mode: Automatic  Workbook Statistics

11. Click cell A1:

31 Excel Activity3-1 - Saved -

File Home Insert Draw |
&
o B4
Paste
. 3
Undo Clipboard Fonit

Al v fx Scorecard

A B C

I . 4 Scorecard
Averdge Revenue  276986.5
Highest Revenue 461214
Lowest Expenses 65792

—

NN TE R
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12. The formatting will be applied:

O | @ Lesson3-OneDrive X Bl Activity 3-1.dsx x  +

O [ httpsy//acmewidgets-my.sharepoint.com/se/r/personal/jsmith_acn

Excel Activity 3-1 - Saved ~ 2 Search (Al + Q)

File Home Insert Draw Page Layout Formulas Data Review

EE; Wrap Text

5] Eﬁt‘% | Calibri
al Paste § B I U

W

[0l

Merge & Center

Ell

Unds Clipbeard Fant Alignment
Al v Jfr Scorecard
A B C D E F G H
1 |Scorecard ‘ |

Average Revenue | 276986.5
Highest Revenue 461214
Lowest Expenses 65792

[= T ¥, B S W R LN
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TOPIC B: Formatting Cells

Like working with fonts, you can also modify the appearance of cells in a variety of ways. For

example, you can change the border options, fill colors, and even the format of data.

Topic Objectives
In this session, you will learn how to:

e Apply borders and fills to cells

e Change and customize number formats
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Applying a Border

To add a border, select a range of data, click the arrow next to the Home - Borders button,

and choose what type of border you wish to apply to the range:

i} | Bl Excel X I3 Sales Dataxisx x | +

@] [  https://acmewidgets-my.sharepoint.com/xc/r/personal/jsmith_acn

Excel Sales Data ,eq‘:’- - Saved O Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review

E.:l:‘; Wrap Text

= Ifﬁ EE& |C:3u’ier Mew ¥ 8 o AT AT =

Paste
< B I UD

+=

Merge & Center +

v A =
Undo Clipboard Fon nmient
B2 v Jfx Font Example ¢
A H D E

1 |Font Example 1 Fo — 1 i

2 | Font Example 3 |....

3 |

4

3 Draw Border

¢ £ Draw Barder Grid

7 | Template Courtesy of Microsoft.com

g 6) Erase Border

9 L2 Border Colar >

10 _ N

B i

1 = Border Style

12

12

14

Note that there is also a No Border option, which will remove an applied border.
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The formatting will be applied, and the selected option will now be available by clicking the
Border command directly. For example, here we applied thick outside borders to the cell, so
this option is now reflected on the Border icon:

D | Excel x Sales Datauxlsx x

G ]  https://acmewidgets-my.sharepoint.com/:x/r/personal/jsmith_acr

Excel Sales Data ,eq‘:’- - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review
fr' b o A AT == = | a
3 |:| i |Ca||br| “[ 11 V| A = ==t Wrap Text
Pavste & B I U D & O A ; ; B Merge & Center ~
Undo Clipboard Font Alignment
B19 v
A B C D E
1 |Font Example 1 Font Examp/e 2

Font Example 3

Font Exsmple 4

|

=3 T B SR V8 R o
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Applying a Fill

To apply afill color, select the range of cells that you want to modify. Then, click Home 2>
Fill Color arrow and click the desired color:

im] | u Excel x u Sales Data.xlsx x |+

@] %1 httpsy//acmewidgets-my.sharepoint.com/sx/r/personal fjsmith_acmewidgets_onmicrosoft_

Excel Sales Data ,:J.Q' - Saved -~ £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate

o B [ow Tn A & | Z == Bweren
Pavste < B I U QQBEV&\,&V ;_; N Merge&CEmer" $V% b I
Undo | Clipboard Fant Theme Colors Number
B19 - K HE EEEE;ENE
. o - .

1 |FontExample 1 Font ¢ = ==
> |Font Example 3 |=,
: P e G EEEEEEEEE
3
p FEEEEEEEEN
z Standard Colors
6
7 |Template Courtesy of Microsoft.com . . . . . . .
8 No Fill
9
10 ) More Colors...
L
12
13

Just like the Borders command, the Fill command will show the most recently applied color.
Click the icon directly to apply it.:

i} | Bl Excel % | Ssles Dataxisx x  +

O ()  https://acmewidgets-my.sharepoint.com/ux:/r/personal/jsmith_acn

Excel Sales Data 2 - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review
& .| = B
I"7 Iflrj [.E‘ |C0u’ier MNew v| 8 AT A — — EE; Wrap Text
el B I UDaBE-2A __— :_ B Merge & Center v
v X = D Sx 3=
Undo Clipboard Font Fill Color Alignment
B2 v fr FontExample 4
A B C D E

1 |Font Example 1 FOHT EXG'mPfe 2

|Fonr Example 3

Font Example 4

oo R w
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Changing the Number Format

Number formats are used to change the appearance of data and improve its readability.

You can find the related commands in the Number group of the Home tab:

Excel SalesData o° - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help f Editing v
Id) fl‘j Exo |C3u'ier New V| 8 V| A A ; ; i_ EE} Wrap Text ﬁ @ E]
Paste 5 B I UDG®&EHH A i f = M & Cent o $ . .0, gonditi:nal Format As Styles

* & - = - =% 3= = lisnEaiai : ormattingv  Table v v

Undo Clipboard Font Alignment ul Tables

Listed below are the commands and actions in this group:

Click the dropdown menu to choose a number format.
Click this icon to open a dropdown menu with various accounting formats.
Click this icon to apply the Percentage number format.

Click this icon to apply the Accounting Comma number format.

v hwihpeE

Click these icons to increase or decrease the decimal position.

Formatted Numbers and Cell Width

One thing to watch out for when formatting numbers is that the cell width can sometimes
not provide enough room for the data and its formatting. This will cause Excel to display a

series of # symbols in place of the actual data:

A
1 | HBEHERHE

This problem can be solved by adjusting the column width or by choosing another number

format.
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Customizing Number Formats

You can also create a custom number format. To begin, select the cell or cells that contain

numbers you want to format. Then, open the Number Format dropdown under the Home

tab, and click More Number Formats:

Excel Sales Data £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help / Edit
9 | [ * | [camn 8 Wiap T =
ce Wrap Text 4l
Paste EB = M Conditional Format As
e g | B I U Merge & Center v | 73 General formattingw  Table v
Jndo Clipboard Fomt Alignment 12 Number Tables
2 v i 402746 @ Currency
= B c D— |_;E1_| Accounting || H
1 |Full Name [3 Email Address [3 Region [E a  [vla E Short Date E
2 |Adda Ellwood a.ellwood @acmewidgzets.com Africa/Nairobi 402746 1328
3 |Ronald Burriss rburriss@acmewidgets.com Africa/Nairobi 362672 : E Long Date EZED
4 |Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957943 @ Time i854
5 |Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 , Comma 1181
6 |Rochette Shelley r.shelley@acmewidgets.com America/Toronto 176264 ‘611
7 |Rosanna Skeermor  rskeermor@acmewidgets.com America/Toronto 474175 % Percentage 437
8 |Ash Jirousek a.jirousek@acmewidgets.com America/Toronto 546368 1/2 Fraction i833
9 |Lucky Delouch l.delouch@acmewidgets.com America/Toronto 361403 156
10 |Aguste Fassier a.fessier@acmewidgets.com America/Toronto 188750 : 102 Scientific :BED
11 |Joy Liddyard j.liddyard@acmewidgets.com Asia/Bangkok 308928 | 5py Text ‘688
12 |Hardy Eyckel h.eyckel@acmewidgets.com Asia/Bangkok 838056 530
13 |Ebones Louch e.louch@acmewidgets.com Asia/Bangkok 366306  More Number Formats., 1357
14 |Wanda Ratlee w.ratlee@acmewidgets.com Asia/Bangkok 78557 192961 950871/ 03
15 |Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540
16 |Silvano Estable s.estable @acmewidgets.com Asia/Manila 934282 579060 335092 233182
17 |Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 408826 298338
18 |Rodger Campany r.campany@acmewidgets.com Asia/Manila 970595 931546 728609 361766
19 |Haley Dartan h.dartan@acmewidgets.com Asia/Manila 929539 796359 34504 547225
20 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015
21 |Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila 813829 707805 764406 643584
22 I;Inrrlllac Al b almnnmarmewid mate o Eurnnallichan A2n221 an7nes 201722 284a27

= Sheetl Sheet2 +

Calculation Mode: Automatic  Workbook Statistics Average: 537024
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The Number Format dialog box will open:

Number Format x

Category: Sample
General - a1
Mumber
Currancy
Accounting Symboal:

Date g ~
Time

Percentage

Fraction

Decimal places: 2 ™

Scientific
Text
Special
Custom

-

Accounting formats line up the currency symbols and decimal points in a column.

| oK || Cancel |

You can use this dialog box in two ways. You can choose a category from the left and use

the options in the center of the dialog box to modify that number format:

Number Format x

Category: Sample
General - al
MNumber
Currency
Accounting Symbol:

Date g v
Time
Percentage
Fraction

Decimal placess 2

Seientific
Text
Speaial
Custom

-

Accounting formats line up the currency symbols and decimal points in a column.

oK | | Cancel
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Or, create a custom format using one of the last two categories. The Special category allows
you to select custom number formats based on location, while the Custom category

contains miscellaneous formatting options:

Number Format x Number Farmat X

Category: Sample Category: Sample
General -l a1 General - @
Number Number
Currengy Tyee: Currency Type:
Accounting ZiBiCode . Accounting KGEn=al =
Date ZIP Code + 4 Date 0
Time Phone Number Time 0.00

Social Security Number 220
Percentage Percentage Se0m0
Fraction Fraction e o ma
Scientific - Scientific ::gj:;;]?i ) -
Text Text
Special Locale (location): Special
Custom English {United States) v Custom

Set this lacale as the preferred regional format

Lesrn more

Special formats are useful for tracking list and database values. Creating custom number formats isn't currently supparted in the web version of Excel, but your

existing custom formats are still available.
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Activity 3-2: Formatting Cells
In this activity, we will add number formatting and borders to our financial data report.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 3-2 from
OneDrive.

2.  First, let’s apply the proper formatting to our data. The Financial Scorecard
worksheet should be open. (If not, click its tab to switch to it.) Select the three cells
containing numbers in Column B:

i | & Lesson 3 - OneDrive * ﬂ Activity 3-2.xlsx ® —|—

(& 1  https;//acmewidgets-my.sharepoint.com/x/r/personal/jsmith_acn

£ Search (Alt + Q)

Excel Activity 3-2 - Saved

File Home Insert Draw Page Layout Formulas Data Review

& s | T =B

Eﬁ o | calibri A K| _Z = 25 WrapText

~avste & B I U D a i~ L ﬁv = 3= Merge & Center

Clipboard Font Alignment

B2 v fr 276986.526315789
A B C D E F G H
Scorecard

Average Revenue | 276936.3
Highest Revenue 461214
Lowest Expenses 6575 3

[= IR I R R
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3.  Click the dollar ($) icon in the Number group of the Home tab and click $ English
(United States):

Excel Activity 3-2 - Saved « 2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Hel

fﬂ & Calibri 2, Wirap Text General v %
[0

&1l

Paste = = . ¥ o —0 .00 Cond
N & B I U D & = Merge & Center $ % 9 %o -9 Erms
Clipboard Font Alignment $ EngliSh (United States)
B2 v fr 276986.526315733 £ English (United Kingdom)
A B C D E F G - £ Eura (€ 123)
Scorecard ¥ Chinese (China)

Average Revenue | 276986.5
Highest Revenue 461214
Lowest Expenses 65792

CHF French (Switzerland)

N W

More Accounting Formats...

4. The formatting will be applied. However, we do not need the cents information, so

click Decrease Decimal twice:

Excel Activity 3-2 - Saved Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Hel

o B4 [ = Bwerer i

ATl

Q‘I Pavste & B I U D a Merge & Center v $ 9 9 (__n'g —)03 Fco‘r):‘l‘:
Undo Clipboard Font Alignment Ny Decrease Bec“ﬂal
B2 v fi 276986.526315789

A B C D E F G H J
Scorecard

Average Revenue | $ 276,986.53
Highest Revenue | §461,214.00
Lowest Expenses | $§ 65,792.00

R RTTRE R
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5.

6.

This will remove the decimals from the numbers, but notice that the full value is

still available in the formula bar:

Excel Activity 3-2 - Saved + £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate

& o
I"? flj E@ |Ca||br|

Paste
B I U
g =

= | Bwopren

Merge & Center v $ v O 9 <0 .00

Undo Clipboard Alignment Mumber
B2 v
A D E F G H J
1 | Scorecard
2 |Average Revenue |5 276,987
3 |Highest Revenue |S 461,214
4 |Lowest Expenses | & 65,792
-

Now, switch to the Financial Data worksheet:

10
11
12
13
14
15
16
17

12

=  Financial Data% Financial Scorecard 4+

Calculation Mode: Automatic  Workbook Statistics

Select cells D3 through H20:

o oenme

Fle  Home Insert Draw  Pagelayout  Formulas Data  Review  View  Automate  Help 7 Editing v B ]  Comments || A-Catchup
ol K x H B BmE vy O

e S| v p e e A e | § <% 9 B | Cotord Fomnic o | G o | € cont o | b
Ungo | Cipboara ot e N Tavies s g e ~
03 v o 433924

A 8 c D 3 3 G H ) K L

1 City [] State [+] Office Type [:¥| Revenues (-] Operating Expenses [~] Operating Profit_[~] Depreciation [~ Net Profit [~] -
3 |east Natchitoches MA Franchise 433924 101465 332859 5068, 227391
4 [iyon mA Partner 135816 67388 68428 5700 62728
6 |conyersville ME Franchise 128691 67175 61516 4956 56560
8 |Farmington Lake | NH Franchise 332518 22675 309843 6100 203743
9 |martins comer N Franchise 331773 85288 246485 5795 240690
10 |pickerel Narrows | NH Partner 244375 100834 144141 5153 138988
11 |willaha NH Partner 137925 104528 33397 5673 27724
13 |Spring city N Partner 432326 79297 353029 4872 248157
14 |Mmittenlane Ny Partner 177789 103757 74032 5144 63338
15 [cast waterford Y Franchise 201945 82178 118767 4734 114033
17 |scottsville Rl Partner 440862 81912 358550 4842 353708
18 |Hebron Rl Partner 407339 88286 319053 4604 314889
19 |Longview Rl Partner 376263 52698 283565 s195 278370
20 [emerson Rl Franchise 149134 87513 61621 5168, 56453
2
22
23
2
25
b =
T v

= Financial Data  Financial Scorecard ~ +

Sum: 10746648« Give Feedback to Microsoft = 100% +

Calculation Mode: Automatic  Workbook S

stics
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8. Click the dollar ($) icon in the Number group of the Home tab and click $ English
(United States):

p — (Alt . Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help & Editing v

o [y v i Jax

2 Wiap Tt = BT e H

:ajte o BIUD G A Merge &eConterv | § v % 9 45 % Ffinr):‘da\‘lt\‘:—n:: Fnz;;z;t:l; sq.vwsg s DEistE ::rinal
Undo | Clipboard Font Alignment § English (United States) % Tables cells
D3 v fe 433924 £ English (United Kingdom)
A 8 c D E £ Eura (£123) G H
1 |City [~] State [~] Office Type [.¥] Revenues [~] Operating EXpenses  x chinese (China) | Depreciation [~] Net Profit [~
3 |East Natchitoches MA Franchise 433924.00 10146! _ . ) 5068.00 327391.00|
" CHF French (Switzerland)

4 |Lyon MA Partner 135816.00 67381 1 5700.00' 62728.00
6 |conyersville ME Franchise 128691.00 ! More Accounting Formats... ) 4356.00 56560.00
8 |Farmington Lake NH Franchise 392518.00 - 6100.00 303743.00
9 |Martins Corner NH Franchise 331773.00 85288.00 5795.00 2406390.00
10 |Pickerel Narrows NH Partner 244575.00 100834.00 5153.00 138988.00)|
11 |willaha NH Partner 137925.00 104528.00 33397.00 5673.00 27724.00
13 |Spring City NJ Partner 432326.00 79297.00 353029.00 4872.00 348157.00
14 [Mittenlane NY Partner 177789.00 103757.00 74032.00 5144.00 68888.00
15 |East Waterford NY Franchise 201945.00 83178.00 118767.00 4734.00 114033.00
17 |Scottsville RI Partner 440462.00 81512.00 358550.00 4842.00 353708.00
18 |Hebron Rl Partner 407339.00 88286.00 319053.00 4604.00 314445.00
19 |[Longview RI Partner 376263.00 92698.00 283565.00 5195.00° 278370.00
20 |Emerson RI Franchise 145134.00 §7513.00 61621.00 5168.00' 56453.00

9. Click the Decrease Decimal button twice to remove the cents values:

Excel Activity 3-2 - Saved P Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help f Editing v
AN N e a— s E BB S
Paste e A - . .9 <o oo | Conditional FormatAs Styles | Insert Delete Foi
=7 B I UD 4oy A Merge & Center $-% 9 %% Fermitme Hizo o v
Undo Clipboard Fant Alignment N Decrease Decimal Tables Cells
D3 v fr 433924
A S c D E F G H

1 City [+] State [~] Office Type [.¥|Revenues [~] Operating Expenses [~] Operating Profit [~ Depreciation [~] Net Profit [~]
3 |East Natchitoches MA Franchise 433924.00) 101465.00 332459.00 5068.00 327391.00
4 |lyon MA Partner 135816.00 67388.00 68428.00 5700.00 62728.00
6 |Conyersville ME Franchise 128691.00 67175.00 61516.00 4956.00 56560.00
8 |Farmington Lake NH Franchise 392518.00 82675.00 309843.00 6100.00 303743.00
9 |Martins Corner NH Franchise 331773.00 85288.00 246435.00 5795.00 240690.00
10 |Pickeral Narrows  NH Partner 244975.00 100824.00 144141.00 5152.00 138928.00
11 |willaha NH Partner 137925.00 104528.00 33397.00 5672.00 27724.00
13 |Spring City NJ Partner 432326.00 79297.00 253029.00 4872.00 348157.00
14 [Mittenlane NY Partner 177789.00 103757.00 74032.00 5144.00 68888.00
15 |East Waterford  NY Franchise 201945.00 22178.00 118767.00 4734.00 114033.00
17 |Scottsville Rl Partner 440462.00 81912.00 358550.00 4842.00 353708.00
18 |Hebron Rl Partner 407339.00 88286.00 319053.00 4604.00 314449.00
19 |Longview Rl Partner 376263.00 92698.00 283565.00 5195.00 278370.00
20 |Emerson Rl Franchise 149134.00 87513.00 61621.00 5168.00 56453.00
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10.

11.

Review the results:

A e c D E F G H
1 City [-]State [~] Office Type []Revenues [-]Op Exg ~]10p Profit [~]Depreciation [~]Net Profit [+
3 |East Natchitoches MA Franchise 5 433,924 | § 101,465 S 332,459 S 5,068 S 327,391
4 |iyon MA Partner $ 135,816 $ 67,288 $ 68,428 $ 5700 $ 62,728
6 |conyersville WE Franchise $ 128,691 $ 67,175 $ 61,516 $ 4956 $ 56,560
8 |Farmingtonlake NH Franchise $ 292,518 $ 82,675 $ 209,243 $ 6100 $ 203,743
9 |Martins Comner  NH Franchise $ 231,773 $ 85,288 246,485 $ 5795 $ 240,690
10 |Pickerel Narrows  NH Partner $ 244,975 $ 100,834 | $ 144,141 § 5153 § 138,988
11 |willaha NH Partner S 137,925 $ 104,528 $ 33,397 $ 5673 27,724
13 |Spring City NJ Partner $ 432,326 S 79,297 $ 353,029 $ 4872 $ 348,157
14 [Mittenlane NY Partner 5 177,789 $ 103,757 | $ 74,032 § 5144 § 68,388
15 |EastWaterford  NY Franchise 5 201,945 § 83,178 $ 118,767 $ 4734 § 114,033
17 |[Scottsville RI Partnar 5 440,462 | § 81,912 $ 358,550 § 4,842 § 353,708
18 [Hebron RI Partnar 5 407,339 § 88,286 $ 315,053 § 4,604 S 314,449
19 |Longview RI Partner s 376,263 $ 92,698 § 283,565 S 5185 S 272,370
20 |emerson RI Franchise s 149,134 $ 87,513 § 61,621 $ 5168 $ 56,453

Finally, let’s make the header row stand out a bit more. Select cells Al to H1:

Excel Activity 3-2 - Saved £ Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help j Editing v

AR T L

o~ Paste§ BIUuD G A

28 Wrop Text B BB ==HE

0 Conditional Format As Styles Insert Delete Format
0

Merge &Centerv | $ v % 9 4 &

" T Formattingv Tablev v 5 9 G
Undo Clipboard Font Alignment Number Tables Cells
Al v 5 City
A B c D E F G H
1 [city [~ State [~] Office Type nues [~] Operating Exp [~] Operating Profit [~] Depreciation [-] Net Profita-]|
3 |East Natchitoches MA Franchise 433924 101465 332459 5068 327391
4 Lyon MA Partner 135816 67388 63423 5700 62728
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12.

13.

Click the Borders dropdown arrow and click Thick Bottom Border:

Excel

Activity 3-2 - Saved -

File Home Insert Draw Page Layout Formulas Data

Al

EE} Wrap

Merg

2 ﬁjg}' | Calibri

Paszte

U

W

!

Undo Clipboard Fon ynment
Al v f city
A B
1 |city | State [-]Offi _ __ - N
- — hick Bottom Border
3 | East Natchitoches MA Framt —
4 |Lyon (Y Partr
6 |Conyersville ME Frant
5 |Farmington Lake NH Fran
9 |Martins Corner MNH Frant B4 Draw Border
10 Pickerel Marrows  MNH Partr B? Draw Border Grid
11 |Willaha MH Partr
13 |Spring City NJ Partr €’ Erase Border
14 |Mittenlane MY Partr [2 Border Calor 3
15 |East Waterford MY Fram __ . ol .
——— a8 t\,
17 | Scottsville RI partr - oo oHE

The border will be added. Now, click the Fill dropdown arrow and choose Gray,
Accent 3, Lighter 80%:

Excel Activity 3-2 - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help ﬁ Editing v

Cl s e a— E BB

A
A

i =

Paste = Conditional Format As Styles Insert Delete Form
B I UZD O A = v v G “0 .00
g U D e A Merge & Center $-% 9 W % Femmigy Iz . 5 -
Undo | Clipbeard Fant Theme Colers Number Cells
A1 v A ociy H EHEN | B |
A B c [ | F G H
" ~ - D, o
1 |C|ty [~|State [« Officey W &EC"*V' ecen 3, Lighter 805 |OPErating Profit [~] Dep >n [<] Net Profit [~]|
3 East Natchitoches MA Franchise HE N 332459 5068 327391
4 Lyon MA Partner . . . . . . . . . 67388 68428 5700 62728
6 | Conyersville ME Franchise 67175 61516 4956 56560
& |Farmington Lake NH Franchise . . . . . . . . . . 82675 309843 6100 303743
9 |Martins Corner NH Franchise Standard Colors 85288 246485 5795 240690
10 Pickerel Narrows NH Partner 100834 144141 5153 138938
11 |Willaha NH Partner . . . . . . . 104528 33397 5673 27724
12 Spring City NJ Partner No Fill 79297 353029 4872 348157
14 Mittenlane NY Partner 103757 74032 5144 68888
15 |East Waterford  NY Franchise &) wore Colors. 83178 118767 4734 114033
17 [Reatteuilla "l Dartnar — 21912 ARRE5N anay aga7ng

(If this color is not shown, select another color with a light shade.)

165



Microsoft 365 Excel: Online

14. Click any cell to de-select the header row. Review your formatting changes:

A B c D E F G H

1 |City [-]State [-]Office Type []Revenues [-]Operating Expenses [-]Operating Profit [-]Depreciation [-]Net Profit [-]
3 |East Natchitoches MA Franchise S 433,924 $ 101,465 $ 332,453 § 5068 $ 327,391
4 |lyon MA Partner 5 135,816 $ 67,388 $ 68,428 $ 5,700 $ 62,728
6 Conyersville ME Franchise 5 128,691 $ 67,175 $ 61,516 $ 4,956 % 56,560
8 |Farmington Lake  NH Franchise s 392,518 § 82,675 % 309,843 $ 6,100 $ 303,743
9 |Martins Corner NH Franchise 5 331,773 S 85,288 S 246,485 S 5795 S 240,690
10 | Pickerel Narrows NH Partner 5 244,975 'S 100,834 5 144,141 S 5153 S 138,988
11 |willaha NH Partner $ 137,925 $ 104,528 $ 33,397 $ 5,673 $ 27,724
13 |Spring City N Partner $ 432,326 $ 75,297 $ 353,023 $ 4,272 % 348,157
14 |Mittenlane NY Partner $ 177,739 $ 103,757 $ 74,032 $ 5144 $ 62,838
5 EastWaterford  NY Franchise $ 201,945 $ 83,178 $ 118,767 $ 4,734 % 114,033
17 |Scottsville RI Partner $ 440,462 $ 81,812 $ 358,550 $ 4,842 % 353,708
18 |Hebron Rl Partner S 407,339 $ 88,286 S 319,053 $ 4,604 S 314,449
19 |Longview RI Partner $ 376,263 | § 92,698 $ 283,565 $ 5195 $ 278,370
20 |Emerson RI Franchise $ 149,134 | $ 87,513 % 61,621 S 5168 S 56,453

15. Close the Excel browser tab to complete this activity.
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TOPIC C: Aligning Cell Content

Alignment tools are another way to make your worksheet more attractive and readable.
This topic will introduce you to a few key tools, including alignment, text wrapping, and cell

merging.

Topic Objectives

In this session, you will learn how to:
e Set alignment options
e Useindent commands
o Wrap text

e Use Merge & Center
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Alignment Options

To align data within a worksheet, select the cell(s) you want to adjust and then use the

commands in the Alignment group of the Home tab:

Excel Sales Data ,!:J,c!' - Saved £ Search (Alt + Q)

Filz Home Insert Draw Page Layout Formulas Data Review View Automate
& .| = =B
|j1] o | Calibri Jn A A S| wepTe | General v
‘ajte 3 B I U Q - EV LR ﬁv = Merge & Center v $ A % b <_Dg —')D.g
Clipboard Fonit Alignmeant Mumber

The top row of options controls vertical alignment, while the bottom row controls

horizontal alignment.

The Indent Commands

The Indent commands in the Alignment group of the Home tab allow you to adjust the

space between a cell border and its contents:

Excel SalesData 2% - Saved ~ £ Search (Alt + Q)

Filz Home Insert Draw Page Layout Formulas Data Review View Automate
& s | T EE
|f'|1j o | Calibri Ji AN T Bweptes | General v
et g BT UDa&BE-2A- B Merge & Centerv | $ v % 9 %8 -9
Clipboard Font Alignment Mumber

For example, if the contents of a cell are left-aligned, clicking Increase Indent (right arrow)
will increase the space between the contents and the left border. Similarly, clicking
Decrease Indent (left arrow) will decrease that space.
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The Wrap Text Command

When you enter text into a cell and that text exceeds its dimensions, the contents will
continue and overlap to the next cell if it contains no data. If the neighboring cell does

contain data, the content will be truncated and hidden (although the full text will be

displayed in the formula bar):

ce ales Data .!3.‘!'— awvi earc t +
Excel Sales Data 2 - Saved £ Search (Alt + Q)

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

(5011l

2 Wrp Tox i

P8 -
I':) |f"|:‘| EB |Ca||hr| v

Paste = == Cenditional
B I U D v e A — =5 v v 0 =0 .00
; & U D & = =% = Merge & Center $ % 9 S5 % Formatting
Undo Clipboard Font Alignment Mumber
c1 ¥ fx Region and Sub-Region
& B C D E F G H
1 |Full Name [3 Email Address [z‘ Region and Sub—Reg{ElQl [3 Q2 [3 Q3 [3 Q4 [3
2 | Adda Ellwood a.ellwood @acmewidgets.com Africa/Mairobi 402746 699363 483639 120328
3 |Ronald Burriss rburriss@acmewideets.com Africa/Nairobi 362672 314195 181591 150250
4 |Debra Godman d.zodman@acmewidgets.com Africa/Nairobi 957949 858341 790234 426854

Clicking Home = Wrap Text with the cell selected will adjust the row height to

accommodate overlapping text:

cel ales Data .!?J.—!'— awi v eard t +
Excel Sales Data 2 - Saved P Search (Alt + Q)

Filz Home Insert Draw Page Layout Formulas Data Review View Automate Hel
|fr‘ a?'b o oo == = ab E
MD D E@ | Calibri V| 1 o A A — — — | ¢ WrapText General ¥
Paste = = = = o 0 .00 Cond
(\3" ; <§ B I UDa[H- O'vﬁv = = Merge&'.Centerv $ « 0% % %55 -0 Forma
Undo Clipboard Font Alignment Mumber
€1 v Jfx Region and Sub-Region
A B C D E E G
1 |Full Name [3 Email Address [z‘ Region and Sub—RegiEIQl IE a2 [3 a3 [3 Q4 [3
2 |Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi 402746 699363 423639 120328
3 Ronald Burriss rburriss@acmewidgets.com Africa/Nairobi 362672 314195 181991 150250
4 | Debra Godman d.codman@acmewidgets.com Africa/Nairobi 957949 858841 750234 426854
5 | Gardy Howsley g.howsley@acmewidgets.com America/Toranto 730400 7926 814594 108131
& | Rochette Shelley r.shelley@acmewidgets.com America/Toronto 176264 173873 720215 227611
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(Wrap Text can be toggled off by clicking Home = Wrap Text again.)

Excel SalesData ,qp' - Saved -~ £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Hel
& s | T EE
9 (0§ | [om To A& x ZZZ weme i
‘aVEtE' P B I U D a B -~ < oy ﬁ v :_—¢_ :—: a Merge & Center v $ ~% 9 (1'18 —)03 F:?rr:l:cl
Undo Clipboard Font Alignment Mumber
a1 ¥/ Jx Region and Sub-Region
A B C D E F G
Region and
1 |Full Name [E Email Address [E Sub-Region [3 Qi [E Q2 [3 Q3 IE Q4 [3
2 |Adda Ellwood a.ellwood @acmewidgets.com Africa/Nairobi 402746 699363 4383639 120328
3 |Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi 362672 314195 181991 150250
4 |Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957349 858841 790234 426854
5  Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7926/ 814994 108181
6 | Rochette Shelley rshelley@acmewidgets.com America/Toronto 176264 173873 720215 227611

Manual Line Breaks

You can achieve the same effect using manual line breaks. To add a manual line break to a

cell, press Alt + Enter at the desired break location when editing the contents.

Merge & Center Options

Occasionally, you may need a long cell for a heading, or you may need to resize columns or

rows so that long items can be displayed. The Merge & Center options allow you to select a

group of cells, either across a row or down a column, and combine them to form one large

cell.
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To do this, select a group of adjacent cells and click Home - Merge & Center:

i3 Excel Sales Data 2 - Saved £ Search (Alt +

File Home Insert Draw Page Layout Formulas Data Review

EE} Wrap Text

£ IjﬂEK“ | calibri i WA A

~ Paste qy B I U g a5 E" dlvﬁv

W

[0l

Merge & Center

Ell

Undo Clipboard Font Alignment
B7 v Jx
A B C D E
3
4
5
6
7 |Temp|ate Courtesy of Microsoft.com
8

Here are the results:

3 Excel Sales Data 2* - Saved A Search (Alt +

File Home Insert Draw Page Layout Formulas Data Review

ELl
EARILAT

11 | A" AT

EE; Wrap Text

A —
Iﬁ;‘ fl-j E@ |Ca||br| A

= Pafte S B I UDasxBH+2A Merge & Center v
Undo Clipboard Font Alignment
B7 v Jx Template Courtesy of Microsoft.com

A B C D E

Template Courtesy of Microsoft.com

00| =] o Ln e W
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Note that you can access a few more options from the Merge & Center dropdown menu:

cel ales Data ,!3.‘!'— av w earc| t +
Excel Sales Data a° - Saved P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate

2 W T

[&5] Merge & Center V\ $ 9% 9 % -0

1 v

& — e
2 If.l-j I |Ca||br| v A A

Paste
w v A v

[ nl
il il

(41111

Undo |  Cliphoard Font . Merge & Unmerge Cells Number
AT ¥ Jfx Template Courtesy of Microsoft.com Bl Merge & Center
A B C Merge Across G b
E3 Merge Cells
Fd Unmerge Cells

Template Courtesy of Microsoft.com

(== R = T, I S E)
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Activity 3-3: Aligning Cell Content

In this activity, you will use alignment tools to improve the appearance of your financial

data worksheet.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 3-3 from

OneDrive.

Select Row 1:

P Search (Alt + Q)
Fle  Home Inset Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help 2 Editing v 122 Sh: [ Comments || “r Catch up
. T | 3 Avtosum v A
g % [ oA A 2 WapTer Gerera | B BB &= E oo fa%g O
Paste Conditional Format As Styles | Insert Delete Format CEY Son8 Find& | Anayze
e O A erge & Center v v 9 R o 2 .
z B I UDG®ME A 9e & Cent $% 9 W 4 v v v Fiterv Selecty | Dats
Cinsonrs ot Aignmens Mo T e zaring Aniysis ~
AL v Rocity
A ] < ) 3 F < H ' ) « L
1 [city [~ State [~] Office Type [~] Operating Expenses (-] Operating Profit [v] D iation [~ Net Profita[~] =
3 |EastNatchitoches MA Franchise $ 433,924 S 101,465 $ 332,459 $ 5068 $ 327,391
4 lyon MA Partner $ 135,816 § 67,388 § 68,428 § 5700 $ 62,728
6 | conyersvile ME Franchise S 18691 8 67,175 $ 61516 $ 4956 $ 56,560
2 |FarmingtonLake  NH Franchise $ 392518 § 82,675 § 305843 § 6100 § 303,743
9 |Martins Comer  NH Franchise $ 331,773 $ 85,288 $ 246,485 $ 5795 $ 240,690
10 |Pickerel Narrows  NH Partner $ 244975 $ 100834 § 144,141 $ 5153 $ 138,988
11 | willaha NH Partner S 137,925 $ 104,528 $ 33397 $ 5673 $ 27,724
12 |Spring City NJ Partner $ 432,326 $ 78,297 $ 353,029 $ 4872 § 348,157
14 |Mittenlane NY Partner $ 177,789 $ 103,757 $ 74,032 § 5144 $ 68,388
15 |Eastwaterford  NY Franchise s 201945 $ 83,178 $ 18,767 § 4738 § 114,033
17 |scottsville RI Partner S 440462 $ 81,912 $ 358,550 $ 4842 S 353,708
12 |Hebron RI Partner B 407,339 $ 88,286 $ 319,053 $ 4604 S 314,449
19 |Longview R Partner $ 376263 $ 52,698 $ 283,565 § 5195 § 278,370
20 |Emerson RI Franchise s 149134 $ 87,513 $ 61621 § 5168 § 56,453
”
Click Home > Align Center:
e -
File Home Insert Draw Page Layout Formulas Data Review View Automate Help ¢ Editing v
il KK B 2y s==E

%

Paste B I UDGaiTi.0cA. Merge & Conter + | & « O 9 &b o Condiionsl FormatAs Styles Insert Delete Format
A Formattingv Teblev v v .
Align Center 2
Cligezars Fnt Aligrment Nursar Taoies calis
AL v K City
A B [ D E F G H
1 [city [~] State [~] Office Type [¥ [] Operating Exp [] Operating Profit [] Depreciation [~] Net Profit [-]|
3 EastNatchitoches MA Franchise 5 433,924 $ 101,465 $ 332,459 $ 5,068 $ 327,391
4 Lyon MA Partner $ 135,816 $ 67,388 $ 62,428 $ 5,700 $ 62,728
6 Conyersville ME Franchise $ 128,691 $ 67,175 $ 61,516 $ 4,956 $ 56,560
5 Farmington Lake  NH Franchise 5 392,518 $ 82,675 $ 309,843 § 6,100 $ 303,743
9 |Martins Corner NH Franchise s 331,773 5 85,288 5 246,485 $ 5795 § 240,690
10 |pickerel Narrows  NH Partner $ 244,975 & 100,834 $ 144,141 § 5152 § 138,988
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The formatting will be applied. Now, notice how the dollar sign is separated from
the numerical data. Let’s fix this by modifying the indent. Select cells D2 through
H20:

Excel Activi P Search (Alt + Q)
Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review View  Automate  Help 2 Editing ~
o [t P E 2P 88
P g B I UDw . %A e | § oG O )| S s as | i Bas
Undo | Cibaard Font Algnment Number Tabks cals
D3 v fr 433924
A E c D 3 F [ H
1 City [-] Stat¢~] Office Typds] Revenue{~] Operating Expenses~| Operating Profi{~| Depreciatior~] Net Profi(~]
3 [East Natchitoches MA Franchise $ 433,924 | § 101,465 $ 332459 $ 5068 $ 327,391
4 [iyon MA Partner $ 135,816 $ 67,388 & 63,428 $ 5700 $ 62,728
6 |conyersville WE Franchise s 138691 § 67,175 $ 61,516 $ 2956 $ 56,560
8 |rarmington Lake  NH Franchise 5 39,518 § 82,675 309,843 § 6100 $ 303,743
9 [Martins Comer  NH Franchise $ 331,773 $ 85,288 § 246,485 $ 5795 $ 240,690
10 [Pickerel Narrows  NH Partner $ 244,975 § 100,834 $ 144,141 § 5153 $ 138,988
11 |willaha NH Partner $ 137,925 $ 104,528 $ 33397 $ 5673 $ 27,724
13 [spring city N Partner S 432,32 § 79297 353,029 § 4872 § 348,157
14 |Mittenlane NY Partner $ 177,789 $ 103,757 $ 74,032 § 5144 S 68,828
15 |east waterford  NY Franchise $ 201,945 $ 83178 $ 118,767 $ 4734 $ 114,033
17 [scotts RI Partner $ 40462 § 81912 § 258,550 $ 4842 $ 353,708
18 |Hebron Rl Partner S 407,339 $ 88,286 $ 319,053 $ 4,604 S 314,449
19 [Longview RI Partner S 376263 § 92,698 283,565 § 5195 § 278,370
20 |Emerson Rl Franchise $ 145,134 $ 87,513 § 61621 $ 5168 $ 56,453
2
2
23
24
25
26
K
Financial Data  Financial Scorecard  +
Calculation Mode: Automatic  Workbaok Statistics Average; $153524 Count; 70 Sum: $10,746,646

Now, click Home = Increase Indent:

Excel Activi P Search (Alt + Q)
Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help 2 Editing ~
Al - =m— e ) H B 8xsE
e 0 B I UD @M. oA VegeaCemerr | § % 9 @ % ;f:ilﬁ‘ff‘l T i | (e B
Undo card Font P Number Tabkes cets
D3 v fx 433924
A E c D 3 F [ H
1 City [-] Stat¢~] Office Typds] Revenue{~] Operating Expenses~| Operating Profi{~| Depreciatior~] Net Profi(~]
3 [East Natchitoches MA Franchise $ 433,924 $ 101,465 | $ 332459 § 5068 $ 327,391
4 |iyon MA Partner $ 135,316 $ 67,388 § 63,428 § 5700 $ 62,728
6 |conyersville WE Franchise s e s 67175 $ 61,516 $ 4556 $ 56,560
8 |rarmington Lake  NH Franchise 5 39,518 § 82,675 309,843 § 6100 $ 303,743
9 [Martins Comer  NH Franchise $ 331,773 $ 85,288 $ 246,485 $ 5795 $ 240,690
10 [Pickerel Narrows  NH Partner $ 244,975 $ 100,834 $ 144141 $ 5153 $ 138,988
11 |willaha NH Partner $ 137,925 $ 104,528 $ 33,397 $ 5673 $ 27,724
13 [spring city N Partner S 432,326 $ 79297 $ 353,029 $ 4872 $ 348,157
14 |Mittenlane NY Partner S 177,789 ' $ 103,757 | $ 74032 $ 5144 S 68,828
15 |east waterford  NY Franchise $ 201,945 $ 83,178 $ 118,767 $ 4734 $ 114,033
17 [scottsville RI Partner $ 40462 § 81912 § 258,550 $ 4842 $ 353,708
18 |Hebron Rl Partner S 407,339 $ 88286 S 319,053 $ 4,604 S 314,449
19 [Longview RI Partner S 376263 § 92,698 283,565 § 5195 § 278,370
20 |Emerson RI Franchise $ 149,134 § 87513 $ 61,621 $ 5168 $ 56,453
2
2
23
24
25
26

Financial Data ~ Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics Average: $153,524 Count: 70 Sum: $10,746,646

JEE P | [0 Comments | A Catchup

3 AutoSum v Ay p

Qe g Finaa

Filter v Select v

editing

- Give Feedback to Micre

aEeme G p

by
Ga= rt& Find &

Filter v Select v

editing

- Give Feedback to Micre

Analyze
Data

JEEE™ | [0 Comments | A Catchup

Analyze
Data

Anaiyss

— 100% +
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8.

The formatting will be applied. Switch to the Financial Scorecard tab:

P Search (At + Q)

Fle  Home Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v EE ] | - Comments || e Catchup
o gt 5w B EP 8sE v v 0
g Pruped oA $o% 5 WA | oo e e | v psee ot | ST g fran |
Unde | Cipoars ot N e zating Aaysis A
D3 v fe 433924
A 3 < ) E F < H ) K L
1 Ci [L] Staté~| Office Typd.v] Revenue{~] Operating Expenses~] Operating Profif~] Depreciatior~] Net Profi(~] -
3 [East Natchitoches WA Franchise 433,924 $101,365 $332,459 $5,068 $327,391
4 |iyon MA Partner $135,816 $67,388 $68,428 $5,700 $62,728
6 |conyersville ME Franchise $128,691 $67,175 $61,516 4,956 $56,560
8 |FarmingtonLake NH Franchise $392,518 $82,675 $309,843 $6,100 $303,743
9 |Martins Comer N Franchise $331,773 $85,288 $246,485 $5,795 $240,690
10 |Pickerel Narrows  NH Partner $244,575 $100,834. $144,141 $5,153 $138,988
11 |willaha NH Partner $137,925 $104,522 $33,397 $5,673 $27,724
13 [spring city N Partner $432,326 $79,297 $352,029 54872 $348,157
14 [mittenlane Ny Partner $177,789 $103,757 $74,032 $5,104 $68,388
15 |East Waterford  NY Franchise $201,945 $83,178 $118,767 34,734 $114,033
17 |Scottsville RI Partner $440,462 $81,912 $358,550 34,842 $353,708
18 |Hebron RI Partner $407,329 $88,286 $319,053 $4,604 $314,449
19 |Longview RI Partner $376,263 $92,698 $283,565 $5,195 $278,370
20 |Emerson Rl Franchise $149,124 $87,513 $61,621 $5,168 $56,453
2
2
23
2
25
26 =
Tk >
= Financial Data  Financial Scorecard ~ +
Calculation Mode: Automatic  Workbook Statistics Average: $153524 Count: 70 Sum: S10746646 Give Feedback to Microsoft — 100% +

Select the data in cells B2 to B4. Use the Increase Indent command to fix this data
display:

D | @ Lesson 3 - OneDrive b4 u Activity 3-3.xlsx x —|—

@) 3 https://acmewidgets-my.sharepoint.com/sx/r/personal/jsmith_acmewidgets_onmicrosoft_

£ Search (Alt + Q)

Excel Activity 3-3 - Saved +

File Home Insert Draw Page Layout Formulas Data Review View Automate

Merge & Center v $ 9% 9 S -9

& o
IQ fl-j E@ |Ca||br| v

Paste
B I U D
A§ Y D &

w -

— == ;t
Undo Clipboard Font ignment Mumber
Increase Indent

B2 v Jfx 276986.526315789
A B C D E F G H J

1 Scorecard

2 |Average Revenue |5 276,987

3 |Highest Revenue |5 461,214

4 |Lowest Expenses |§ 65,792

5

6

Now, let’s reapply the Merge and Center formatting to the title. Select cells A1 and
B1:
A B
Scorecard
Average Revenue 5276,987

Highest Revenue £451,214
Lowest Expenses 565,792

[T
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9.

10.

11.

Click the Merge & Center dropdown arrow under the Home tab:

£ Search (Alt + Q)

Excel Activity 3-3 - Saved

File Home Insert Draw Page Layout Formulas Data Review View Automate
& = =B
o | [(1 3| e S22 oo
Pa;ste < B I U D & = = [ Merge & Center ~ $v% 9 SN
Undo Clipboard Font . Merge & Unmerge Cells Mumber
Al v Ji Scorecard ] Merge & Center
A B C D E Merge Across J
1_|Scorecard | E Merge Cells
2 | Average Revenue $276,987
- . [ Unmerge Cells
3 |Highest Revenue 5461,214
4 |Lowest Expenses $65,792
5

Review the options. It looks like the Merge & Center command is fine for our

needs. Click this option to apply it:

5 Search (Alt + Q)

Excel Activity 3-3 - Saved

File Home Insert Draw Page Layout Formulas Data Review Vi

25, Wrap Text E

Merge & Center v $

& -
IL? flrj [.I_;‘ |Ca||br|

Paste
B I U
8 =)

Al 11l

El

Undo Clipboard Font Merge & Unmerge Cells
Al v fr scorecard B Merge & Center A
A B C D E Merge Across

1 |Scorecard | ] Merge Cells

2 | Averags Revenue $276,9387

. . [ Unmerge Cells

3 | Highest Revanue 5451,214

4 |Lowest Expanses 565,792

3

Close the Excel browser tab to complete this activity.
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TOPIC D: Using Find & Select Tools

Excel offers a number of tools to help you find, replace, and navigate to data within a
workbook. This topic will cover all of these tools and give you an opportunity to practice

using them.

Topic Objectives
In this session, you will learn how to:

e Use the Find, Replace, and Go To commands
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The Find Command

178

To search for data in a workbook, click Home = Find & Select > Find, or press Ctrl + F:

Excel SalesData &° - Saved

£ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v
& = =
o [BA [am i J&x ZZZ Swem E B
Paste = = Conditional Format As Styles
B I U D v A N v v O “0 .00
5 D = H A == [E2] Merge & Center $v% 9N Formatting v Table
81 ¥ fx Email Address

B C D E F G
[~ [Email Address [~ |[Region Ma [Fa [Ma [FMas [4
a.ellwood@acmewidgets.com Africa/Nairobi 402746 639363 483633 120328
rburriss@acmewidgets.com Africa/Nairobi
d.godman @acmewidgets.com Africa/Nairobi

1 |Full Name
2 Adda Ellwood
362672 314195 181991 150250
957949 858841 790234 426854

3 Ronald Burriss
4 Debra Godman

With either command, the Find dialog box will open:

Find x

Find what:

2> Search Options

| FinaNext | | Findal | | Replace.. |

You can type your search term in the Find what field:

Find X
Find what:
Haley T

2 Search Options

FindNext | | Find All | | Replace..

JGEEICl | - Comments | | A= Catch up
B R | e by O
Insert Delete Format | & < Sort& Find& | Analyze
PR Fiterv Selectv | Data
cells 2diting Find & Select * ~
P Find X

N
& Replace

> Goto
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Clicking Search Options will display additional menus and options:

Find
Find what

Haley

earch Options

Within: Direction:

Shest ¥  Down hd

[) Match case
[[] Match entire cell contents

Find Mext ‘ | Find All | ‘ Replace...

Here is an overview of the Search Options.

e Use the Within menu to choose whether you want to search within the current
selection, worksheet, or workbook.

e The Direction menu allows you to control which direction the search starts in.

e The checkboxes allow you to require an exact case match and/or a match to the full

cell contents.

Once you have set your options, click Find Next to see the first result:

Find *
Find what
Haley
iV Search Options
Within: Direction:
Shest v Down -
[ Match case
[] Match entire cell contents
Find l\extm | Find All | | Replace... |

You can continue clicking Find Next to view additional results. You can also work with Excel

data even while the Find dialog box is open.
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The Replace Command

To replace search terms with something else, you can:

e Click the Replace command in the Find dialog box
e Click Home = Find & Select = Replace
e Use the Ctrl + H shortcut

With any of these actions, the Find and Replace dialog box will open:

Find and Replace x
Find what
Replace with:
» Search Options
| Find Next | | Find All | | Replace... | |Fle:-ac5ﬂ-.l||

The Find and Replace dialog box is very similar to the Find dialog box, except there is also a
field to enter replacement text for the search term(s). You can then click Replace to view

each match and replace it, or click Replace All to replace search terms automatically.
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You can view additional search options by clicking Search Options:

Find and Replace *

Find what:

Replace with:

“n Search Options

Within: Direction:
Sheet ~  Down b

[ Match case
[CJ Match entire cell contents

| FindNext | | Find Al | | Replace.. | | Replace Al

The Go To Command

The final command in the Find & Select menu is Go To:

Excel Sales bata Rq Ssaed v p e

file  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing ~ [GELl [ Comments | “AsCatchup

A L E— H By BmE e iy O

& Clear »
Paste s BIUD#H-4-A D Merge sicemere  § v % 9 G £y Condiensl FomsiAs Syles Insers Delets Formst Sort& Find& | Analyze

v Formattingv  Table v ~ v ~ Filterv Select~ Data
Undo Clipbozrd Font Alignment Mumber Tables Calls Editing Find & Select & ~
B v f aley O Find
A B C D E F G H ) K L M N Replac C
& Replace

1 [Full Name = |a|ey [~ ||region Ma [Ma [Maz [FMas [¥] -
2 Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi 402746 699363 483639 120328 = & k

3 Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi 362672 314195 181991 150250

4 Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957549 858841 790234 426854

5 Gardy Howsley g2.howsley@acmewidgets.com America/Toronte 730400 7926 814994 108181

(You can also use the Ctrl + G shortcut.)
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The Go To dialog box will open:

Go To x

Range

Shest:

Sheet1 A
0] | | Cance

Enter the cell range you want to navigate to and select which sheet you want to search.
Then click OK.
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Activity 3-4: Using Find & Select Tools

You have been asked to confirm that the data for the Spring City office is included, and to
make a terminology change in the financial data report.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 3-4 from
OneDrive.
2.  First, let’s check for the Spring City data. Click Home - Find & Select 2 Find:
i Excel Activity3-4 - Saved v P Search (Alt + Q)
File Home nsett  Draw  Pagelajout  Formulas  Data  Review  View  Automate  Help £ Editing v [ERoe)  Commen ts | | A+ Catch up
T R B By B®E e iy O
:aj‘e P B I UDaeiHvaoyAr J| 6 i am:\s S&yvlis -ien Delste f:r:nax o Sor Hr[\:aa\::
Al v J Scorecard - - .
A B C D E F G H J K L i N o P 5(5 T
1 Scorecard !
2 Average Revenue $276,987
3 Highest Revenue 451,214
4 |Lowest Expenses | $65,792
3. The Find dialog box will open. Type, “Spring City” in the Find what field:
Find X
Find what:

Spring City 1

2 Search Options

| FindNext | | Findall | | Replace..

4. Open the Search Options dropdown:

Find

Find what:

|Spring City

Jngearch Options

FindNext | | Find Al | | Replace..
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5. Open the Within dropdown menu, and make sure Workbook is selected:
Find x
Find what:
Spring City

% Search Options

Within: Direction:
|Workb00k V| Down hd
Selection
Sheet
| FindNext | | Find Al | | Replace..

6. Click Find Next:

Find *
Find what:
Spring City

“ Search Options

Within: Direction:
|Workbook V| Down i
[[] Match case

[[] Match entire cell contents

Find NextDU Find All | | Replace..
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Excel will now switch to the Financial Data sheet and select the match:

P Search (At + Q)

Fle  Home Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v [EETY | O Comments ||« Catchup

IEE rr— B B 888 ey O

g B UD W oA Mege o< | § <% 3 @ 4 | Lot P soes | Dot | ST s ot | Aroe

Cipsoars ot Aigoment N e zating Aaysis A
A13 v Jfx springCity

A 3 < o E F s H ) K L
1 City [-] Stat(v] Office Typdv] Revenuei~] Operating Expenses-] OperatingProfif-] Depreciatior-] Net Profil-] -
= East Natchitoches VA Franchise 433,920 $101,6: 459 e $327,391
4 lyon MA Partner $135,816 $67,388 | Fing x $62,728
6 Conyersville ME Franchise $128,691 $67,175 $56,560
5 |FarmingtonLake NH Franchise s3s0,518 sea,675 | [Mdvhat 303,723
o |MartinsComer  NH Franchise $331,773 85,288 | (T $240,650
10 |Pickere| Narrows  NH Partner $244,575 $100,834| $138,988
11 Willaha NH Partner $137,925 $104,528 ~ Search Options $27,724
13 [spring city I Partner $432,326 $79,297 | Direction $348,157
14 Mitteniane Ny Partner $177,789 $103757 ook < [oown . $68,388
15 |East Waterford | NY Franchise $201,945 $83,178 $114,033
17 Scottsville RI Partner $440,462 $81,912 | [Match case. $353,708
12 Hebron R Partner $407,339 $85,286 | (Jytatch entire cel comtents $314,449
19 |Langview RI Partner $376,263 $92,698 $278,370
20 Emerson Rl Franchise $148,124 $87,513 $56,453
2
2
23
2
25
26 =
Tk >
= Financial Data  Financial Scorecard  +
. Give Feedback & — 100% +

Calculation Mode: Automatic  Workbook Stafistics

Now we need to make the terminology change. With the Find dialog box still open,

click to select Column C:

Excel

Activity 3-4 - Saved v

P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help f Editing v
i K x F— B By @R
Paste O A . o <o oo | Conditional FormatAs Styles | Insert Delete For
V B I UDai-O-A ergeaCentery | § 0% ¥ WA | L Tbler v . e
Clipboard Font Alignment Number Tables Cells
Al3 v Jfx Spring City
A B C D E F G H
1 City [-] Staté~| Office Tyggﬁl Revenue{~] Operating Expenses~| Operating Profif~] Depreciatior~] Net Profi{~]
2 |East Natchitoches MA Franchise $433,924 $101,465 £337 459 $5.068 $327,391
4 |iyon MA Partner $135,816 $67,388 | g x 462,728
5 |Conyersville ME Franchise $128,691 $67,175 et 456,560
5 |FarmingtonLake NH Franchise $392,518 $s2,675 | 0 $303,743
9 |Martins Corner | NH Franchise $331,773 85,288 |  Spring City $240,690
10 Pickerel Narrows  NH Partner $244,975 $100,834) $138,988
11 |willaha NH Partner $137,925 $104,528/ ~ Search Options $27,724
13 |Spring City N Partner $432,326 $79.297 | i Direction: $348,157
14 |Mittenlane NY Partner $177,789 $103,757 Warkbook v Down v $68,888
15 | East Waterford NY Franchise $201,945 $83,178 $114,033
17 Scottsville Rl Partner $440,462 $81,912 | [ patch case $353,708
12 |Hebron RI Partner $407,339 $88,286 | [hiatch entire cell contents $314,449
19 |Longview RI Partner $376,263 $92,698 $278,370
20 |Emerson RI Franchise $149,134 $87,513 $56,453
21 Find Next | [ Findal | [ Replace.. |
22
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9. Click the Replace button:

Find X
Find what:

Spring City

% Search Options

Within: Direction:
Workbook v  Down A
[] Match case

[] Match entire cell contents

| FindNext | | Find Al Replace.

10. Now, fill out the dialog box with the following information:

e Find what: “Partner”
e Replace with: “Co-Owned”

Click the Search Options Dropdown and make sure Selection is chosen
e Within: Selection
Find and Replace *

Find what:

Partner

Replace with:
Co-Owned

~ Search Options

Within: Direction:

| Workbook " | Down i
Sheet IE
Workbook

| FindNext | | FindAll | | Replace.. | | Replace Al
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11.

12.

13.

Once this information has been entered, click Replace All

Find and Replace x
Find what:

Partner

Replace with:
Co-Ownead

¥ Search Options

Within:
Selection

Direction:
¥ Down hd

[ Match case

[ Match entire cell contents

| Find Mext | | Find All | ‘ Replace... Replace All

When the replacements are complete, close the Find and Replace dialog box:

Excel P Search (At + Q)

Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review View  Automate  Help Z Editing v
= 0| =

A Cr— H 2D 85=H="

Paste i, e AL e .. 9 o3 & | Conditional FormatAs Styles | Insert Delete Format

e g B I UDaD A ge & Cents $-% 9 WA o ne b P
Unde | Cipoara ot Aigoment N e
(=1 v Ji Office Type

A 3 < o E F G H

1 City [] Stat¢ | Office Typd.v] Revenue¢-] Opera = 51 Net Profif+]
3 [East Natchitoches WA Franchise 433,920 S101,a65 Find and Replace X\ $327,391
4 |iyon WA Co-Owned $135,816 $67,388 | Find what Close P2728
6 |conyersville ME Franchise $128,691 S67,175 | partner 6,560
8 |Farmington Lake  NH Franchise $392,518 582,675 $303,743
9 |Martins Comer N Franchise $331,773 $85,288 | Replace vith $240,650
10 |Pickerel Narrows ~ NH Co-Owned $244,975 $100834  Co-Owned $138,988
11 |willaha NH Co-Owned $137,925 $104,528 $27,724
13 [spring c N Co-Owned 432,326 79,297 348,157

PG Y —— ¢ s v Search Options s
14 |Mittenlane NY Co-Owned $177,789 $103,757| $68,888
15 |Fast waterford  NY Franchise $201,345 $83,178 | Within: Directian: $114,033
17 |Scottsville RI Co-Owined $440,462 $81,912 |  Selection ¥ ||Down M $353,708
18 [Hebron RI Co-Owned $407,339 $88,286 $314,499
19 |Longview RI Co-Owned $376,263 $92,698 DM"“““? $278,370
20 |Emerson RI Franchise $149,134 s87,515 | [IMatch entirecel contents $56,453
21
22 © All done. We made 8 replacements.
23
24

find Next | | Find Al | [ Replace.. | [Replace all

u [rmines | oo ] [repe ] [
2

= Financial Data  Financial Scorecard  +

Calculation Mode: Automatic  Workbook Stafistics

Close the Excel browser tab to complete this activity.

Count: 15

[GEET [ Comments || *\s Catch up

AutoSum v 2\7 p

Clear™  Sort8 Find& | Analyze
Fitere Selectv | Data

cating Analysis ~

Give Feedback to Micros — 100% +

187
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TOPIC E: Applying Conditional Formatting

While Excel workbooks and worksheets can contain all sorts of important data, sometimes
that data can be lost in a sea of information. Excel’s conditional formatting feature can help

bring attention to patterns or outliers in your data.

Topic Objectives
In this session, you will learn:

e About conditional formatting

e How to apply, customize, and clear conditional formatting
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What is Conditional Formatting?

Conditional formatting will automatically highlight cells with data that satisfies certain
criteria. It is useful for worksheets that show financial figures (where black formatting might
equal positive values, while red formatting might equal negative values), test results (where
results change color based on their value), or any time you want to highlight data within a

certain range.

Applying Conditional Formatting Rules

To apply conditional formatting, select the target data, click Home = Conditional
Formatting, choose the formatting category, and choose a style:

Excel Sales bata p e

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v g o0l [ Comments | v Catchup

o i K x B Gy EEE iy O
o N Clearv h
e Bl UDeE oA eneacomre | §v% 3 G 8 Confow Faati st D ot Sl
Undo | Clipboard Font Aignment Numser Conditionsl Formatting cels zding Anslysis ~
02 v f 400748 Highlight Cell Rules >
A s c D £ 13 ¢ P s Directional o 5 ¢

Full Name [+] aley [~] Region a1 [v]laz [-la3 [v]aa PREGR P -
2 |adda Ellweod a.ellwood @acmewidgets.com AfricafNairobi 402746 699363 483639 12 B Dats Bars >
3 [Ronald Burriss Lburriss@acmewidgets.com Africa/Nairobi 362672 314195 181991 15 s | 2=V +Awd
4 |Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957949 858841 790234 42 uAY A3 ud
5 |Gardy Howsley .howsley@zcmewidgets.com | America/Toronto 720400 7926 814994 10 E IconSens > =
6 |Rochette Shelley | rshelley@acmewidgets.com America/Toronto 176264 173873 720215 22 D uS> AP
7 |Rosanna Skeermor | rskeermor@acmevidgets.com | America/Toronto 474175 332380 92508 43 O MewRue
8 |Ash Jirousek a.jirousek@acmewidgets.com America/Toronto 546368 766772| 673012 66 [ Clear Rules > Shapes
9 |Lucky Delouch Ldelouch@acmewidgets.com Amarica/Toronto 361403 34527 MA37T T0 0@ B
10 |Aguste Fessier afessier@acmewidgets.com America/Toronto 188750 905639 760280 83 .
11 |loy Liddyard liddyard@acmewidgets.com Asia/Bangkok 308928 867563 182177 654688 @A @ ONONON
12 [Hardy Eyckel h.eyckel@acmewidgets.com As\a/Bax\gknk 838056 656136 183799 731530
13 |Ebonee Louch elouch@acmewidgets.com Asia/Bangkok 266306 115862 350344 284357 eeoce
14 |wanda Ratlee w.ratlee@acmewidgets.com As\a/Bax\gknk 78557 192961 950871 834403 Indicators
15 |Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540
16 |[silvano Estable s.estable@acmewidgets.com Asia/Manila 934282 579060 335092 233182 4 ; X
17 |Robert Balnaves ] Asia/Manila 307154 440387 408326 298333
18 |Rodger Campany r.campany@acmewidgets.com Asia/Manila 970595 931546 728609 361766
19 [Haley Dartan h.dartan @acmewidgets.com Asia/Manila 929533 796359 34504 547225 Ratings
20 [Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015
21 |TuckyHabishaw  thabishaw@acmewidgets.com  |Asia/Manila $13829 707805 764406 643584 - il il ail il
22 l::rr'u\ﬂ: Alman h alman@armauidmats com Furanall ishan 470721 ’NTNRS. 291732 25a27 . 0 O G O ﬂm & Rk nj]] S

= Sheetl Sheetz +

Calculation Mode: Automatic  Workbook §
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Here is an overview of the categories.

e Highlight Cells Rules: Highlights cells that are greater than, less than, between, or

equal to specified values.

e Top/Bottom Rules: Highlights the top or bottom numbers or percentages in the

selected cells.

e Data Bars: Displays colored bars that are indicative of the value in the cell. (The

more the cell is filled in, the higher its value compared to the other cells in the

range.)

e Color Scales: Uses different shades of color to represent different values, from low

to high.

e Icon Sets: Applies graphics to usually indicate a cell’s value.

Here, we have added an icon set to our data:

A
Full Name
Adda Ellwood
Ronald Burriss
Debra Godman
Gardy Howsley
Rochette Shelley
Rosanna Skeermar
Ash Jirousek
Lucky Delouch

0 |Aguste Fessier

Delainey Mont
Silvano Estable
Robert Balnaves
Rodger Campany
Haley Dartan
Burton Wreath
Tucky Habishaw

B
Email Address
a.ellwood @acmewidgets.com

r.burriss@acmewidgets.com

d.godman@acmewidgets.com

g.howsley@acmewidgets.com

rshelley@acmewidgets.com

rskeermor@acmewidgets.com

a.jirousek@acmewidgets.com

|.delouch@acmewidgets.com

a.fessier@acmewi

widgets.com
rcampany@acmewidgets.com

h.dartan@acmewidgets.com

b.wreath@acmewidgets.com

t.habishaw@acmewidgets.com

BRegion
Africa/Nairobi
Africa/Nairobi
Africa/Nairobi
America/Toronto
America/Toronto
America/Toronto
America/Toronto
America/Toronto
America/Toronto
AsiafManila
Asia/Manila
Asia/Manila
AsiafManila
Asia/Manila
Asia/Manila
Asiaf/Manila

[

EEREREEEBEEEEBEEREEERER

[-laz
202746 il
362672 d]
957949 gl
730400
176264
474175 ]
546368 il
361403 ]
188750 gl
567336 dil
924282 ]
307154 d]
970595 gl
929529 d]
510516 df]
813829 4l

E
[-]a3
699363 il
314195 ]
858341 gl
7926 dil
173873
332380
766772 il
24527 dll
905639 gl
767298 il
579060 gl
240387 (]
931546 i
796259 ]
75983 gl
707805 il

F
[-]as
483639
181991
790234 d]
814994 {fl
720215 d
92544 gl
673012 gl
243977 dl
760230 gl
559328 il
335092 {]
208826 ]
728609 dl
24504 gl
421597 ol
764406 il

-]
120328
150250
426854
108181
227611
432437
666833
703156
830950
169540
233182
298338
361766
547225
601015
643584

190
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Setting Conditional Formatting Options

The options in the top two categories in the Conditional Formatting menu (Highlight Cells
Rules and Top/Bottom Rules) require you to set advanced options before they can be

applied. Let’s use the Less Than style as an example:

Scel S e _

File Home Insert Draw Page Layout Formulas Data Review View Automate Help £ Editing v 3 Comments “A Catch up
o i K x B Gy @B ey O
¢ Mg siugwd A Negeacor | § % 3 G § | ool ot S| e For S s | e
Undo  Clipboard Font aignment Number Conditionsl Formatting cels dting Anslysis ~
o2 v fe 402746 B8 Highlight Cell Rules Grester Than.,
~ £ E— —2 E P Y reoonomRues = M N e . ¢
17 |Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 408826 )| Less Than.. =
18 |RodgerCampany | rcampany@acmewidgets.com | Asia/Manila 970585 931546 728609 36 gy [.iypan > B Between. 3
19 |Haley Dartan h.dartan@acmewidgets.com Asia/Manila 929533 796359 34504 54
20 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421587 60 Color Scales ? Equal To..
21 |Tucky Habishaw  thabishaw@acmewidgets.com | Asia/Manila 813829 707805 768406 64 [ IconSets > Text that Contains.
22 |Hercules Almon h.almon@acmewidgets.com Europey/Lisbon 420281 807085 391733 3 X B 4 Date Occurrng
23 [SylvanEshmade  s.eshmade@acmewidgets.com  |EuropeyLisbon 595345 848364 757852 28 [ NewRus N
24 |Tally Leppington  tleppington@acmewidgets.com  Europe/Lisbon 971781 647637 710815 32 [ C.yiiies 5 [ Duplicate Values..
25 |Neal Sollars n om Europ 616708 386783 394125 33
26 |Erica Busse busse @as i om Europ: 159273 705497 359916 52 Bl Manage Rules
27 |cody Luton luton@acmewi om Europ 797437 891461 915987 630620
28 |Alethea Winyard  aswinyard@acr com Europ 336779 714236 991550 683046
29 |Christopher Fleis  cfleis@acmewidgets.com Europe/Warsaw 798514 921713 990769 723199
30 |Drake Becom d.becom@acmewidgets.com Europe/Warsaw 716090 522192 47961 972959
31 |Galvin Freiberg g.freiberg @acmewidgets.com Europe/Warsaw 235043 880195 60264 733404|
32 |
EE!
34
35
36
a7
3 -
< »
= Sheetl Sheetz +
Calculation Mode: Automatic  Workbook Statistics Average: 5370240083 Count: 120 Sum: 64442881 ~ Give Fesdback to Microsoft — 100% +
The Conditional Formatting sidebar menu will open:
Excel Sales Data £ Search (Alt + Q)
File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v [ Comments | | Catch up
5| - N . B
D2 v fr 402746
A B c D E G H J
17 |robert Balnaves rbalnaves@acmewidgets.com Asia/Manila 307154 440387 408826 298338 ~| Conditional Formatting x S
18 |RodgerCampany | rcampany@acmewidgets.com | Asia/Manila 970595 931546 728609 261766
19 [Haley Dartan h.dartan@acmewidgets.com Asia/Manila 929539 796359 34504 547225 Go to Manage Rules
20 |Burton Wreath bawreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015 Apply to range
21 |Tucky Habishaw thabishaw@acmewidgets.com | Asia/Manila 813829 707805 764406 643584 iy E‘
22 |Hercules Almon h.almon@acmewidgets.com Europey/Lisban 420281 807085 391733 35937 o
23 |sylvanEshmade s.eshmade@acmewidgets.com  Europe/Lisbon 595349 848364 757852 281245 [ i true then stop @
24 |Tally Leppington  tleppington@acmewidgets.com  Europe/Lisbon 971781 647637 710815 328003 BT
25 |Neal sollars n om Europ 616702 386723 394125 330029
26 |Erica Busse busse@acmewi om Europ: 159273 705497 353516 524064 hd ‘
27 |cody Luton Iuton@acmewi om Europ 797437 891461 915987 680620 » ‘
28 |Alethea Winyard  awinvard@acmew m Europ 336779 714236 991550 633046
29 |Christopher Fleis  cfleis@acmewidgets.com Europe/Warsaw 798514 921713 990769 723199 V‘
30 |Drake Becom d.becom@acmewidgets.com Europe/Warsaw 716090 522192 47961 972959 @.‘
31 |Galvin Freiberg g freiberg@acmewidgets.com Europe/Warsaw 235043 880195 60264 733404 2
32 Format with
= HagbCe | Light red fill with dark red text v‘
34
33
E
37
3 -
1 v

Sheetl Sheet2

Calculation Mode: Automatic Average: 5370240083 Count: 120 Sum: 64442881 Give Feedback to Mi
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Most of the fields will be pre-populated. In the fourth field under the Rule Type heading,
enter the value we want to look for. In this example, we want to select values less than
$250,000:

Conditional Formatting x >

Go to Manage Rules

Apply to range
| Dies | &

|:| If true then stop (7
p ()

Rule Type

‘ % Highlight cells with v |

‘ Cell value “ |

‘ Less than w |
_,,‘ 250000 ﬁ|

Format with

‘ AaBbCc Light red fill with dark red text < |
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Then, under the Format with heading, we can choose the formatting we want to use. In this

example, we want values less than $250,000 to be formatted with red text:

Conditional Formatting x 3

Go to Manage Rules

Apply to range
| D1:G31 ﬁ| ]

[ ] If true then stop (T)

AaBbCc Light red fill with dark red text

AaBbCc | Yellow fill witl'i Light red fill with dark red text

AaBbCc Green fill with dark green text
AaBbCc Light red fill
AaBbCc Red text

AaBbCc Red border

AaBbCc Light red fill with dark red text
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Then click Done:

Conditional Formatting

Go to Manage Rules

Apply to range

| D1:G31

[] i true then stop (1)

Rule Type
% Highlight cells with v
Cell value W
Less than W

Format with

AaBbCc

Light red fill with dark red text

Cance

Here are the results:

A

=

|Ful| Name

Adda Ellwood
Ronald Burriss
Debra Godman
Gardy Howsley
Rochette Shelley
Rosanna Skeermaor

~ ot W

=]

Ash Jirousek

9 |Lucky Delouch
10 |Aguste Fessier

11 | Delainey Mont
12 |Silvano Estable
13 |Robert Balnaves
14 |Rodger Campany
15 |Haley Dartan

16 |Burton Wreath
17 | Tucky Habishaw

IE‘ Email Address

a.ellwood @acmewidgets.com
rburriss@acmewidgets.com
d.zodman @acmewidgets.com
g.howsley@acmewidgets.com
rshelley@acmewidgets.com
rskeermor@acmewidgets.com
a.jirousek@acmewidgets.com

L.delouch@acmewidgets.com
a.fessier@acmewidgets.com
d.mont@acmewidgets.com
s.estable @acmewidgets.com
rbalnaves@acmewidgets.com
rcampany@acmewidgets.com
h.dartan@acmewidgets.com
b.wreath@acmewidgets.com

t.habishaw@acmewidgets.com

Iz‘ Region

Africa/Nairobi
AfricafNairobi
Africa/Nairobi
America/Toronto
America/Toronto
America/Toronto
America/Toronto
America/Toronto
America/Toronto
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila
Asia/Manila

D
:lCll :[C!Z

402746
362672
957549
730400
176264
474175
546368
361403
138750
567336
934282
307154
970595
929539
510516
813829

[~laz
699363
314195
858841

7926
173873
332380
766772

34527
905639
767298
579080
440387
931546
796359

75988
707805

[-]as
483639
181991
790234
814994
720215

92544
673012
143977
760280
559328
335092
108826
728609

34504
421597
764406

-]

120328
150250
426854
108181
227611
432437
666833
703156
830950
169540
233182
298338
361766
547225
601015
643584

194
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Clearing Conditional Formatting

To remove conditional formatting rules, click Home = Conditional Formatting = Clear
Rules, and choose what you want to clear:

Sxeel S o p il e _

File  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v | Sha

o [ e n Jaw

[ Comments | | *\»Catch up

35 i T B BB @xE| e iy O

BIUD =M &-A- Messdcomerv | § v % 3 G | Codtoml formatds Syl | et Delte ot G Sotly Frd@ | Araiye
une Fon P Numser Conditional Formating cois catng Anass A
ka0 Y EB Highlight Cell Rules >
A asanarmeermor e e wrrrsssessv sz ws W TopetomRues > 2 - . . a = Z :
&  Ash lirousek a.jirousek@acmewidgets.com America/Toronto 546368 766772 673012 66
9 |Lucky Delouch Ldelouch@acmewidgats.com America/Toronto 361403 3as7  aassyy 7o I DB ’
10 Aguste Fessier afessier@acmewidgets.com America/Toronto 188750 905639 760280 83 Color Scales >
1 Joy Liddyard .liddyard @acmewidzets.com Asia/Bangkok 303928 867563 182177 65 . ce. N
12 |Hardy Eyckel h.eyckel@acmewidgets.com AS'\B/BEﬂngk 838056 656136 183799 73
13 Ebonee Louch eouch@acmewidgets.com Asia/Bangkok 366306 115862 350344 83 [H] New Ruis
14 Wanda Ratlee w.ratlee @acmewidgets.com As'\a/Bangknk 78557 192961 950871 83
B - - ; , B Clear Rules 7 Clear Rules from Selact=d Calls
15 | Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 16
16 Silvano Estable s.estable@acmewidgets.com Asia/Manila 934282 579060 335092 23 [Hl Manage Rules om Entire Sheet
17 |RobertBalnaves  rbalnaves@acmewidgetscom | Asia/Manila 307154 440387 408825 298338 &
18 Rodger Campany r.campany@acmewidgets.com Asia/Manila 970595 931546 728609 361766
19 Haley Dartan h.dartan@acmewidgets.com Asia/Manila 929533 736359 34504 547225
20 Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015
21 TuckyHabishaw  thabishaw@acmewidgets.com  Asia/Manila 513820 707805 764406 643534
22 Hercules Almon h.almon@acmewidgets.com EuerE/Lstuh 420281 807085 391733 35937
23 SyhanEshmade  s.eshmade@acmewidgetscom  Europe/Lisbon 505349 843364 757852 281245
24 Tally Leppington  tleppington@acmewidgets.com  Europe/Lisbon 971781 647637 710815 328009
5 Neal Sollars n. om Europs 616708 386783 394125 330029
26 Erica Busse bu: 3 i om Europs 159273 705497 359916 524064
27 |Cody Luton luton@a: i om Europs 797437 891461 915987 680620
28 Alethea Winyard | awinyard@acr m  Europ 336779 714236 991550 683046 -
« ,
= Sheetl Sheet? +
Calculation Mode: Automatic ~ Workbook Statistics - Give Feedback to Microsoft — 100% +

All conditional formatting rules will then be removed.
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Activity 3-5: Applying Conditional Formatting

You have some ideas on how conditional formatting can make your financial data easier to
interpret. In this activity, you will experiment with a few different types of conditional
formatting rules.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 3-5 from

OneDrive.

First, we want to identify revenues under $250,000. Select the Revenues column:

Excel £ Search (Alt + Q) @
Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help 2 Editing ~ B | Comments || A catchup
B e Tu Jaw B B @®E iy O
b B 5 | Conditional Fommat s Syies | Insert Detee Format | 9% sota finda | Anayee
@ ey BIUD®E. O A MememCenterv | § v % 9 G 5 oo TS S I Fiterv Selectv | Data
Undo | Cipboard Font Numbar ediing N, Anaysic ~
D1 v Jfr Revenues
A 5 c ) e £ s H ) « L
1 City [] Stat¢~] Office Type.w] Revenue(-| Operating Expenses~| Operating Profil~] Depreciatiori-] Net Profil~] -
3 [East Natchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 $327,391
4 [iyon A Co-Owned $135,816 567,388 $68,428 $5,700 $62,728
6 |conyersville ME Franchise $128,691 $67,175 $61,516 54,956 $56,560
8 |FarmingtonLake N Franchise $392,518 $82,675 $209,843 $6,100 $302,723
9 [Martins Comner  NH Franchise $331,773 $85,288 $245,435 $5,795 $240,690
10 [pickerel Narrows | NH Co-Owned $244,575 $100,834 $142,141 $5,153 $138,988
11 |willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 $27,724
13 [spring city N Co-Owned $422,226 $79,297 $352,009 $4,872 $348,157
14 |Mittenlane NY Co-Owned $177,785 $103,757 $74,032 $5,144 368,388
15 |east waterford NY Franchise $201,945 $83,178 $118,767 $4,734 $114,033
17 |Scottsville Rl Co-Owned $440,462 $81,912 $358,550 34,842 $353,708
18 |Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604 $314,449
19 |Longview Rl Co-Owned $376,263 $92,698 $283,565 $5,195 $278,370
20 [Emerson RI Franchise $149,134 $87,513 $61,621 $5,168 $56,453
21
2
23
24
25
2% =
K] v
= Financial Data  Financial Scorecard  +
Calculation Mode: Automatic  Workbook Average: 2850628571 Count: 15 Sum: 3090880 v — 100% +

Click Conditional Formatting = Highlight Cells Rules = Less Than:

Excel £ Search (Alt + Q) @
Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v [GE | O Comments || Catchup
i Cr— e Y B @D ®RE iy O
b B 9 7 | [l ormet A styes | st Deete Format | € 9 ot Finda | Anayee
g BIUDaEH A Meme&Certerv || $1v.% 9 %8 5 | PEEERERE v S Fiterv Selecte | Data
Undo | Cipboard Font Algrmant Numbar Conditionsl Formatting colis ediing Anayss ~
b1 ¥ [i Revenues B3 Highlight Cell Rules > ater Than.
& el S D . = @ Top/BottomRules > Lo Than ! 2 K C
1 Gty [-] Stat(v] Office Typé.w] Revenue(~] Operating Expenses~] Operating Pro N -
3 [East Natchitoches MA Franchise $433,924 $101,465 $332,459 B Data Bars > B Between
4 [iyon A Co-Owned $135,816 $67,388 $68,428 = Colorscaes N fqual To.
6 |conyersville ME Franchise $128,691 $67,175 $61,516
8 |Farmingtonlake NH Franchise $292,518 $82,675 $309,843 B lcon Sets > Tet that Contains.
9 |Martins Coner  NH Franchise $331,773 85,288 245,485 B Newule B3 A Date Occurring,
10 [pickerel Narrows | NH Co-Owned $244,575 $100,834 $144,141 B Duplcate Valuss.
11 |willaha NH Co-Owned $137,925 $104,528 $33,397 BB Clear Rules >
13 [spring city N Co-Owned $422,226 $79,297 $352,009 B Mansge Rules 48,157
14 |Mittenlane NY Co-Owned $177,785 $103,757 $74,032 - 5,383
15 |east waterford NY Franchise $201,945 $83,178 $118,767 $4,734 $114,033
17 |Scottsville Rl Co-Owned $440,462 $81,912 $358,550 34,842 $353,708
18 |Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604 $314,449
19 |Longview Rl Co-Owned $376,263 $92,698 $283,565 $5,195 $278,370
20 [Emerson RI Franchise $149,134 $87,513 $61,621 $5,168 $56,453
21
2
23
24
25
2% =
K] v
= Financial Data  Financial Scorecard  +
Calculation Mode: Automatic  Workbook Average: 2850628571 Count: 15 Sum: 3090880 v e Feedback to Mi — 100% +
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4. The Conditional Formatting sidebar menu will open. Type “250000” in the fourth
field under the Rule Type heading, leave the formatting set at the default setting,
and click Done:

G H
Depreciation~] Net Prof*
$5,068 $327,351
$5,700 $62,728
54,956 556,560 Apply to range
$6,100 $303,743 DD B |
$5,795 $240,690
$5,153 $138,928
55,673 527,724 Rule Type
$4,872 $348,157 | B Highiight cells with

Conditional Formatting X 3

Go to Manage Rules

L] If true then stop (1)

R
$5,144 $68,888
$4,734 $114,033 | Cell value
54,842 $353,708 | Less than hd

$4,604 $314,449
45,195 $2?8.3ae—n| 250000 55
$5,168 $56,453

<

Format with

| AaBbCe Light red fill with dark red text |

3
=N

-age: 285062.8571 Count: 15  Sum: 3990880 Give Feedback to Microsoft

5. The formatting will be applied. Close the Conditional Formatting sidebar menu:

e i 2 omne

File  Home Insert Draw  Pagelayout  Formulas  Data  Review View  Automate  Help  Editing v JGEY | 2 Comments || v Catchup
el cm— e L B FP @mE e iy O
P B 1 U D 9 A- Contere | $ <% 9 4% ff&i‘&‘f?i‘ AL | e B St (e | (e
Unde | Cipoara f N o e zatng Az A
01 v Ji Revenues
A ] c ) e £ s H " .
1 City [ Staté] Office Typé.w] Revenue(~| Operating Expenses~| OperatingProfil~| Depreciatiori-] Net Profi(~] -~ Conditional Formatting o
3 [ast Natchitoches MA Franchise $433,524 $101,65 $332,459 $5,068 $327,391
4 [iyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 $62,728 + m
6 |conyersville ME Franchise $128,691 $67,175 $61,516 $4,956 $56,560
8 |Farmington Lake  NH Franchise $392,518 $82,675 $309,843 $6,100 303,723
Cell Value < 250000 AaBbCc
9 [MartinsComner  NH Franchise $331,773 $85,288 $245,485 $5,795 $240,690
10 |pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 $5,153 $138,988 DD
11 |willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 $27,724
13 [Spring City N Co-Owned $432,326 $79,287 $353,029 $4,872 $348,157
14 |Mmittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 $68,388
15 |East Waterford  NY Franchise $201,945 $83,178 $118,767 54,734 $114,033
17 |Scottsville RI Co-Owned $440,462 $81,912 $358,550 $4,842 $353,708
18 [Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604 $314,449
19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 $278,370
20 |Emerson Rl Franchise $149,134 $87,513 $61,621 $5,168 $56,453
21
22
23
2
2
26 =
-1 v

= Financial Data  Financial Scorecard ~ +

Calculation Mode: Automatic  Workbook Statistics Average: 2850628571 Count: 15 Sum: 3030880 + Give Feedback to Microsoft — 100% +
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Now let’s add an icon set to the Net Profit column. Select the column:

File Home

Insert

Draw

Page Layout

A P L

Formulas

P Search (At + Q)

Dtz Review
2 Wrap Text

View  Automate

General v

Help £ Editing v

E 32D

B = =

B 7 UD®M deA. Megescenters | $ % 9 B 8 ;3:2:\‘:21\ Fg;:z:x; Stfes | Isert Delete Fomat
Uiz ot Aigoment N e
H1 v Je NetProfit

A 3 < o E F s H
1 City [-] Stat(v] Office Typdv] Revenuei~] Operating Expenses-] Operating Profif-] Depreciatiori-| Net Profil-|
3 [East Natchitoches WA Franchise 433,020 $101,365 $332,459 55,068 $327,391
4 |iyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 $62,728
6 |conyersville ME Franchise $128,691 $67,175 $61,516 4,956 $56,560
8 |FarmingtonLake NH Franchise $392,518 $82,675 $309,843 $6,100 $303,743
9 |Martins Comer N Franchise $331,773 85,288 $245,485 $5,795 $240,690
10 |Pickerel Narrows  NH Co-Owned $244,575 $100,834 $144,141 $5,153 $138,988
11 |willaha NH Co-Owned $137,925 $104,522 $33,397 $5,673 $27,724
13 [spring city N Co-Owned $432,326 $79,297 $353,029 54,872 $348,157
14 [mittenlane Ny Co-Owned $177,789 $103,757 $74,032 $5,144 $68,388
15 |East Waterford  NY Franchise $201,945 $83,178 $118,767 34,734 $114,033
17 |Scottsville RI Co-Owned $440,462 $81,912 $358,550 34,842 $353,708
18 |Hebron RI Co-Owned $407,329 $88,286 $319,053 $4,604 $314,449
19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 $278,370
20 |Emerson Rl Franchise $143,134 $87,513 $61,621 $5,168 $56,453

«

Financial Data  Financial Scorecard -+

Calculation Mode: Automatic  Workbook Statistics Average: 1922772857 Count: 15 Sum: 2691382

|& Share

3 AutoSum v
& Clear v

sv O
Sort & Find &
Filterv Selectv

cating

e Feedback to Mi

1 Comments

s Catch up
Analyze
Data
Az ~
K L
>
— 100% +

Click Home - Conditional Formatting = Icon Sets - 3 Symbols (circled):

File Home

B I UDaHde A

Uiz ot
H1 v Ji NetPprofit

3 < o
1 City [-] Stat(v] Office Typdvl Revenuei~|
3 [East Natchitoches WA Franchise 433,020
4 |iyon MA Co-Owned $135,816
6 |conyersville ME Franchise $128,691
8 |Farmington Lake  NH Franchise $392,518
9 |Martins Comer N Franchise $331,773
10 |Pickerel Narrows  NH Co-Owned $244,575
11 |willaha NH Co-Owned $137,925
13 [spring city N Co-Owned $432,326
14 |Mittenlane NY Co-Owned $177,789
15 |East Waterford  NY Franchise $201,945
17 |Scotts RI Co-Owned $440,462
18 [Hebron RI Co-Owned $407,339
19 |Longview RI Co-Owned $376,263
20 |Emerson Rl Franchise $143,134
21
22
23
24
2
2
T

Financial Data  Financial Scorecard -+

Insert

Draw

Page Layout

A P L

Formulas

P Search (At + Q)

Data  Review
2 Wrap Text

Merge & Center v

Atignment

£
Operating Expenses -] _Operating Pro

View  Automate

General v

$v% 9 BHA

Numsr

Calculation Mode: Auto

matic

Workbook Statistics

$101,365
$67,383
$67,175
$82,675
85,288
$100,834
$104,528
$79,297
$103,757
$83,178
$81,912
$88,286
$92,698
$87,513

$332,459
$68,428
$61,516
$309,843
$245,485
$142,141
$33,397
$353,029
$74,032
$118,767
$358,550
$319,053
$283,565
$61,621

Help £ Editing v [GEIET [ Comments | *As Catch up
= AutoSum v
B B BSEE iy O
Conditional Format As Styles | Insert Delete Format © Clear v Sort& Find& | Analyze
Formattingv Tablev v v v Filtrv Selectv | Data
Conditional Formatting oo Editing Analysis -
BB Highlight Cell Rules >
Directional
0@ Top/BottomRules > £ S L
+2 9 +*> 9
[ Data Bars >
A=V Aaud
Color Scales. >
Icon Sets y twAd A wd
B New Rule tu>aAd
[ Clear Rules »  Shapes
) Manage Ruies eo0e@
$4,724 104 ¢
$4,842 2900060
$4,604 s3
$5,195 $2  Indicators
$5,168
- | 35ymbols (Circled)
Ratings
RS x4 il al al dl
Q@IPCO dlul al al al D
BEEEHEH
Average: 1922772857 Commne 1 o s s — 100% +
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Review the results:

P Search (At + Q)

Fle  Home Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v EE ] | - Comments || e Catchup
9| i KX B B 8sF Zwriv O
e g B I UDal O AL Merge&xCenterv | $ v % 9 W8 | Condion) Foraths st | ngert Dete For = g |6
Unde | Cipoars ot Aigoment N e zang Az ~
H1 v Je NetProfit
A 3 < o E F s H ) K L
1 City [-] Stat(v] Office Typdv] Revenuei~] Operating Expenses-] Operating Profif-] Depreciatiori-| Net Profil-| -
3 [East Natchitoches WA Franchise $433,924 $101,465 $332,859 55,068 @ ss27,301
4 |iyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 B s62,728
6 |conyersville ME Franchise $128,691 $67,175 $61,516 4,956 @ 356,560
8 |Farmingtonlake NH Franchise $392,518 $82,675 $309,843 $6,100 1@ $303,743 i
9 [Martinscomer  NH Franchise $331,773 $85,288 $246,485 $5,795 I@ $240,690
10 |Pickerel Narrows  NH Co-Owned $244,575 $100,834 $144,141 $5,153 ® s138988
11 |willaha NH Co-Owned $137,925 $104,522 $33,397 $5,673 B 327,724
13 [spring City N Co-Owned $432,326 $79,297 $353,009 $4,872 @ s3as,157
14 |Mmittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 I® s68,888
15 |East Waterford  NY Franchise $201,945 $83,178 $118,767 34,734 B s14033
17 |Scottsville RI Co-Owned $440,462 $81,912 $358,550 34,842 © 353,708
18 |Hebron Al Co-Owned $407,339 $88,286 $319,053 $4,604 © s31a,009
19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 @ s278370
20 |Emerson Rl Franchise $143,134 $87,513 $61,621 $5,168 B 356,453
21
22
23
24
2
2 =
T >
Financial Data  Financial Scorecard -+
Calculation Mode: Automatic  Workbook Average: 1922772857 Count: 15 Sum: 2691882 ~ Give Feedback to — 100% +

The red formatting applied to the empty section of Column D now looks a bit
strange. Click cell D21 and press Ctrl + Shift + {. on your keyboard to select it and
all cells below it. Then, click Home = Conditional Formatting = Clear Rules 2>
Clear Rules from Selected Cells:

File me Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help 7 Editing v B ] Comments | s Catchup
AN — T H 5P ESmE e iy O
g erupeao Neseacomre | § <% 3 @ § | Grdion ot S | D fore S fus | b
Unde | i Argnmen: N Conditionsl Formatting coie zatin Az ~
021 M3 B Highlight Cell Rules >
A ° < DR = @ Top/Botiom Rules " E “ t

1 City [C] statc] OfficeTypd.s Revenuei~] Operating Expenses~] Operating | Net Profi{~] =
3 East Natchitoches MA Franchise $433,924 $101,465 $332,459 B DataBars > $327,391

4 yon MA Co-Owned $135816 $67,388 $68,428 B Color Scales > 3 se272

6 conyersville WE Franchise $128,691 $67,175 $61,516 3 $56,560

8 Farmingtonlake NH Franchise $392,518 $82,675 $309,843 B lcon Sets > D $303,743

9 |MartinsComer  NH Franchise 333,773 $8s,288 $246,485 B NewRule $240,630

10 |Pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 B crazame

11 willaha NH Co-Owned $137,925 $104,528 $33,397 B3 Ciear Rules > | Clear Rules from Selected Cells

13 |spring City n Co-Ouned 432,326 79,297 $353,009 B Mansge Rles oo Rutes from Entire Sheet A

14 Mittenlane NY Co-Owned $177,789 $103,757 $74,032 S ~

15 least Waterford | NY Franchise $201,945 $83,178 $118,767 $4,724 B s1s,0

17 Scottsville RI Co-Owned $440,462 $81,912 $358,550 $4,842 @ $353,708

18 [Hebron Rl Co-Owned $407,339 588,286 $319,053 $4,604 @ $314,449

19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 @ 28,370

20 Emerson Al Franchise $149130 $87,513 $61,621 $5,168 @ ss6as3

21

22

23

2

2

2 =
] >

ncial Data  Financial Scorecard  +
Calculation Mode: Automatic _ Workbool stics ~ Give Feedback to Mi — 100% +
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10.

11.

The formatting will

now be cleaned up:

P Search (At + Q)

200

Fle  Home Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v EE ] | - Comments || e Catchup
. T | 3 Autosum v A
A Cr— H P S=E ey @
e dv A erge & Canter v v Y <o g | Conditional FormatAs Styles | Insert Delete Format e Sort& Find& | Analyze
BIUDaMH-&A CarptaEat $-% 9 WA o ee Tbke o e . Filterv Selectv | Data
Uiz ot Aigoment N e zang Anatsis ~
D21 )
A < R | E F s H ) K L
1 City [-] Stat(v] Office Typdv] Revenuei-] Operating Expenses-] Operating Profif-] Depreciatior-] Net Profil~] -
= East Natchitoches VA Franchise 433,020 $101,365 $332,459 55,068 $327,391
4 lyon MA Co-Owned $135,816 $67,388 568,428 $5,700 @ se2,728
6 Conyersville ME Franchise $128,691 $67,175 $61,516 4,956 @ 356,560
& Farmingtonlake NH Franchise $392,518 $82,675 $309,843 $6,100 @ $303,743
o |MartinsComer  NH Franchise $331,773 85,288 $245,485 $5,795 ) $240,650
10 |Pickere| Narrows  NH Co-Owned $244,575 $100,834 $144,141 $5,153 @ s13s988
11 Willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 @ s27,724
13 spring City N Co-Owned $432,326 $79,297 $353,009 $4,872 @ s3a8,157
14 Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 @ 68,338
5 |East Waterford  NY Franchise $201,945 $83,178 $118,767 34,734 @ s114033
17 |Scottsville RI Co-Owned $440,462 $81,912 $358,550 34,842 © s353,708
12 |Hebron Al Co-Owned $407,339 588,286 $319,053 $4,604 @ s312,009
19 |Langview RI Co-Owned $376,263 $92,698 $283,565 $5,195 @ sasan0
20 Emerson Rl Franchise $143,134 $87,513 $61,621 $5,168 @ $36,453
« >
Financial Data  Financial Scorecard -+
Calculation Mode: Automatic  Workbook Statistics - e Feedback to M) — 100% +

Close the Excel browser tab to complete this activity.
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Summary

In this lesson, you learned how to format different aspects of a worksheet. You should feel
comfortable formatting data using fonts, borders, fills, number formats, and alignment
tools. You should also feel comfortable applying conditional formatting and locating data

using the Find & Select menu.

Review Questions

1. What does the Format Painter do?

2. Formulas always start with what symbol?

3. When you select a range of data, where are automatic calculations displayed?

4. What commands are available on the Home - Merge & Center dropdown menu?

5. True or False: Cell references are case-sensitive.

201
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LESSON 4:
ADDING PICTURES AND SHAPES

Lesson Objectives

In this lesson you will learn how to:
e Insert pictures and shapes

e Format shapes
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TOPIC A: Inserting Pictures

Like many other Microsoft Office programs, Excel allows you to add pictures to its

worksheets. Some basic editing commands are also provided.

Topic Objectives
In this session, you will learn how to:

e Insert, rotate, resize, and delete pictures

e Add alternative text to pictures
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Inserting Pictures

To insert a picture from a file on your computer, select the cell where you want the picture

to go. Then, click Insert - Picture:

Excel Activity 3-5 - Saved

Data

File Home Insert Draw Page Layout Formulas

A EEE 2D O K

Function Forms Table PivotTable | Picture Shapes Office Recommended Column
v k v Add-ins Charts v
Functions Tables lllustrations Add-ins

You will then be prompted to locate and choose the file. Click Open when you are ready:

& Open X
« v g » ThisPC » Desktop » Graphics v | D £ Search Graphics
Organize « New folder =~ [ @

s+ Quick access

> [ Desktop

Sales
meeting.png

~ | Image files (*tiff:*.pjp:* jfif:*bn ~

Open | Cancel

File name:

204
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The picture will then be added to the current worksheet:

Excel Sales Data

File Home

9 [ [ew  In Jaw

Inset  Draw  Page Layout

P Search (Alt + Q)

Formulas Data

Review

25 Wrap Text

View Automate

General v

Help

B By &S

[J Comments

5 AutoSum ¥ é\? /O

&% Shat ¢ Catch up

Pajle 5 B I UD=O- G A Vergesicenterv | § « % 9 4 8 pi?n:.:ﬁ;:v‘ Format As Styles | Insert Delete Ft-r:nat & Clear ;K;‘f ;Et&v Arl;)aa\j‘(:e
Unde Clipboard Font Alignment Number Cells Editing Analysis ~
F2 ¥ Jfe 483639
A B C D E F G K L M N o P C
Full Name (] aley [~] Region Ma [Fa [Faz [v]as [ -
2 |Adda Ellwoad a.ellwood@acmewidgets.com  Africa/Nairabi 402746 639363| 483633| 120328 B . , B [
3 Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi 362672 314195 181591 150250 &
4 | Debra Godman d.godman@acmewidgets.com | Africa/Nairobi 957949 858841 790234 426854 .
5 Gardy Howsley £.howsley@acmewidgets.com America/Toronto 730400 7926 814994 108181
6 |RochetteShelley | rshelley@acmewidgets.com America/Toronte 176264 173872 720215 227611
7 | Rosanna Skeermor  r.skeermor@acmewidgets.com America/Toronto 474175 332380 592544 432437
& Ashlirousek airousek@acmewidgets.com America/Toronto 546368 766772 673012 666333
9 Lucky Delouch Ldelouch@acmewidgets.com America/Toronto 361403 34527 443577 703156
10 Aguste Fessier afessier@acmewidgets.com America/Toronto 188750 905628 760280 830850
11 Joy Liddyard liddyard @acmewidgets.com Asia/Bangkok 308528 867563 182177 654688
12 Hardy Eyckel h.evckel@acmewidgets.com Asia/Bangkok 238056 656136 133799 731530
13 Ebonee Louch e.louch@acmewidgets.com Asia/Bangkok 366306 115862 350344 884357
14 Wanda Ratlee w.ratlee@acmewidgets.com Asia/Bangkok 78557 192961 950871 234403
5 Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540
15 Silvano Estable s.estable@acmewidgets.com Asia/Manila 934282 579060 335092 233182
17 Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 408826 298338
13 |RodgerCampany | rcampany@acmewidgetscom  Asia/Manila 970595 931546 728609 361766
19 | Haley Dartan h.dartan @acmewidgets.com Asia/Manila 929539 796359 34504 547225
20 Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421557 601015
21 Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila 813829 707805 764406 643534
h almnon@armanidaats com Eurnnallichan 470721 eATAes 231733 285a37 e

27 | Harculac Alman
[l

= Sheetl

Sheet2 +

Calculation Made: Automatic ~ Warkbook Statistics

— 100% +

- Give Feedback to Microsaft

Resizing Pictures

To resize a picture, click it to select it. Then, click and drag any of the handles to resize the
photo in that direction. As you drag the handles, you will see the photo become larger or

smaller, depending on the direction that you drag in:

Once you release your mouse, the operation will be complete.
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Rotating Pictures

To rotate a picture, click and drag the circular handle at the top of the picture:

Release the mouse when the picture is at the desired angle.

Deleting Pictures

To delete a picture, click it to select it and press the Backspace key. The picture will

immediately be removed.
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Adding Alternative Text

Alternative text refers to text that is assigned to an object so that it can be used by screen
readers to describe a picture to users with visual impairments. To add alternative text to a
picture, right-click it and click Alt Text:
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The Alternative Text dialog box will open:

Alternative Text *

Title

Description

0] 4 | | Cancel

Enter the picture’s title and description and then click OK to apply it.
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Activity 4-1: Inserting Pictures

209

In this activity, you will add a picture to the financial data report.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 4-1 from
OneDrive. (Refer back to Activity 1-2 and Activity 1-3 if you need help.)

2. Ensure the Financial Scorecard worksheet is active and select cell D1:

i | @ lesson 4 - OneDrive X

G

Excel Activity4-1 - Saved ~

File Home Insert Draw Page Layout
b9 A
Eﬁ o | Calibri Ji Y[ A A
Paste . B IQQ&EL\'@"V&V
W o -
Clipboard Font
D1 v fx
A B C D
1 Scorecard | o |
Average Revenue 5276,987
Highest Revenue 5461,214
Lowest Expenses 565,792

L= TR ¥ B S W ¥ )

Bl Activity 4-1.xlsx X

_|_

(] https://acmewidgets-my.sharepoint.com/s/r/personal jsmith_acr

2 Search (Alt + Q)

Formulas Data Review
— 2B, Wrap Text

510l

Merge & Center v

I 1]

Alignment

m
T
(]
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3.

Now you want to insert an image. To insert an image in Excel Online, it must be
downloaded onto your computer. So first, you need to download the sample image
from OneDrive to your computer. Navigate back to OneDrive, and click the
checkbox next to Activity 4.1.png to select it:

T Upload ~ 1 Share @ Copylink a3 Sync | Download #Z Automate

My files > Excel 365_Online_Exercise Files > Lesson 4

0O Name ~ Meodified ~ Modified By File size
Activity 4-1 Complete.xlsx June 18 John Smith 294K8

(& [Z]  Activity 4-1.png &> June 16 John Smith 14,1 KB
Activity 4-1.xlsx June 16 John Smith 129 KB
Activity 4-2 Complete.xlsx June 16 John Smith 30.2 KB
Activity 4-2.xlsx June 16 John Smith 29.5KB
Activity 4-3 Complete.xlsx June 16 John Smith 30.2 KB
Activity 4-3xlsx June 16 John Smith 30.2KB

Click Download:

_ p e -

& Share @ Copy link i@ownlcad il Delete =B Rename #% Automate ~ 57 Move to

My files > Excel 365_Online_Exercise Files > Lesson 4

0 MName ~~ Modified ~ Modified By ~~ File size ~
Activity 4-1 Complete.xisx June 16 John Smith 284 %8

June 16 John Smith 141 KB

S

(~] [Z]  Activity 4-1.png

Activity 4-1.xlsx June 16 John Smith 129 K8
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5. Returnto Activity 4-1 in Excel Online and ensure cell D1 is still selected. Click Insert
-> Picture:

1w} | @ Lesson 4 - OneDrive X u Activity 4-1.xlsx X +

G 7] https://acmewidgets-my.sharepoint.com/:x;/r/personal/jsmith_acmewidgets_onmicrosoft_com/_

Excel 2 Search (Alt + Q)

Activity 4-1 - Saved v

File Home Insert Draw Page Layout Formulas Data Review View Automate He
ia] | B £ D= :
= 40 O I dx»xd=A&L 5
Function Forms Table PivotTable | Picture Shapes Office Recommended Column Line  Pie Bar  Area Scatter Other
v [y ~ | Addins Charts v v v v v v Chaisv
Functions Tables llustrations Add-ins Charts
D1 v
A B i D E F G H

1 Scorecard | |

Average Revenue $276,987
3 |Highest Revenue $461,214
4 |Lowest Expenses 865,792
5
G

6. Theimage we just downloaded should appear in your Downloads folder, or
whichever folder you have selected as the default for downloads. Navigate to this
folder, select the Activity 4-1 image, and click Open:

Open X
o ~ 4 & ThisPC » Downlosds v O Search Downlosds

Organize = New folder s ™ @O

A
ok Quick access v Today (1)
n | Activity 4-1
f& OneDrive w1 PNGFile
Documents J 147KB

Email attachmen
Music

Pictures

B This PC
B 20 Objects
B Desktop
|5 Documents

* Downloads

File name: | Activity 4-1 | | Alifiles v
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7.

8.

The picture will now be inserted. Click and drag the bottom right corner up to cell

D4, like this:

1w} | @ Lesson 4 - OneDrive x u Activity 4-1.xlsx x +

@] 2)  https//acmewidgets-my.sharepoint.com/:x;/r/personal/jsmith_acmewidgets_onmicrosoft_com,_

Excel Activity4-1 - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate He
an b B
Forms Table PivotTable | Picture Shapes Office Recommended Co = s Are catte e

Tables lllustrations.
Picture 1 v f
A B C D E F G H
Scorecard

Average Revenue $276,987
Highest Revenue $4p1,214
Lowest Expenses 365,792 By,

[= T T SRRTCRY C R

Now, let’s add alternative text to the picture. Right-click it and click Alt Text:

1w} | @ Lesson 4 - OneDrive X ﬂ Activity 4-1.xlsx X +

@] %] https://acmewidgets-my.sharepoint.com/:x/r/personal/jsmith_ascmewidgets_onmicrosoft_com/_

Excel Activity4-1 - Saved -~ 2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate He
FY Se)
Forms Table PivotTable | Picture Shapes e e Are

Tables llustrations
Picture 1 v fe
A B C D E F G H

1 Scorecard ,./”

2  |Average Revenue $276,987 N

3 |Highest Revenue $461,214 —_—

4 |Lowest Expenses 365,792 F‘E, Alt Text... L\\)

5

6 (XJ Cut

-

- (& Copy

8

g

o

212
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9. The Alternative Text dialog box will open. Enter “Report Icon” for the title and
“Blue report graphic with chart and text placeholders” for the description. Click
OK:

Alternative Text *

Title
Repart lcon

Descnption

Blue report graphic with chart and text
placeholders

OK Cance
L}

10. Close the Excel browser tab to complete this activity.
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TOPIC B: Inserting Shapes

Excel also allows you to insert shapes into a workbook. If you have worked with shapes in

other Microsoft Office programs, these commands are quite similar.

Topic Objectives
In this session, you will learn how to:

e Insert, resize, and delete shapes

e Use the Shape contextual tab
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Inserting Shapes

To insert a shape into the current worksheet, click Insert = Shapes and click the shape you

want to add:

3 Excel SalesData £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help f Editing v
FEERE 2D O P x9S QALEH @ =&
Function Forms Table PivotTable | Picture Shapes Office Recommended Column Line  Pie Bar  Area Scatter Other Hyperlink New
v v Add-ins Charts v v v v v v  Chartsv Comment Box
Functions Tables UISST Shapes o Links Comments Text
" . = EO0OOVEADTONNN T ) J
1 |Full Name [+] aley cd a3 Stark B [vas [v
2 |Adda Ellwood a.ellwood @acme  |jnas 483639 120328
3 |Ronald Burriss r.burriss@acmew 181591 150250 I
4 |Debra Godman d.godman@acme \ \ \ L I 2 3 a 790234 426854
5 |Gardy Howsley g.howsley@acme 814594 108181
Rectangles
6 |Rochette Shelley r.shelley@acmen 720215 227611
7 |Rosannaskeermor rskeermor@acn [ ] () [ DO D O @O 92544 432437
& |Ash Jirousek a.jirousek@acme 673012 660833
9 |Lucky Delouch l.delouch@acme Basic Shapes 443377 703156
10 |Aguste Fessier a.fessier@acmen O A B D \w) <> O O @ 760280 830950

11 Joy Liddyard jliddyard@acme 182177 654688

12 Hardy Eyckel h.eyckel@acmew ® Cb O O E T’ |—|__| 7 ED] O B @ 183799 731530
12 |Ebonee Louch elouch @acmewi @ @ = D g'j @ {é ':C):' (( Q “*\ 350344 884357

14 |Wanda Ratlee w.ratlee@acmew 950871 834403
15 |Delainey Mont d.mont@acmewi [ ] { } [ ] { } 559328 169540
16 | Silvano Estable s.estable@acme 335092 233182

Block Arrows
17 |Robert Balnaves r.balnaves@acme 408826 298338

12 |RodgerCampany  rcampany@acme O <3 {7 b & ¢ b &L PRSI T 728609 361766
19 |Haley Dartan h.dartan@acmev @ ‘D Ut D DD I}’ ‘{} @ A 34504 547225

20 |Burton Wreath b.wreath@acmen 421597 601015

21 |Tucky Habishaw L.habishaw@acm Equation Shapes 764406 643584

22 Hareculas Almaon h_almonmMacmen 201723 25437
: = 8 s B A

= Sheetl Sheet2 +
Flowchart

Calculation Mode: Automatic  Workbook Statise..
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The shape will now appear on the worksheet and the Shape tab will become available:

Sales Data 2° - Saved 2 Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape f Editing v
F@ & Fill v
a “ D n a ’ W e
Change —
Shape v
Edit Shapes Shape Styles

5-Point Star 2 v fx

A B & D E F G H J K
1 |Full Name [~] aley [+] Region Ma [vJaz [vJaza [YJas [v]
2 | Adda Ellwood a.ellwood @acmewidgets.com Africa/MNairobi 402746 699363 483639 120328
3 |Ronald Burriss r.burriss@acmewidgets.com Africa/Mairobi 362672 314195 181991 150250
4 |Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957949 858841 790234 426854
5 | Gardy Howsley g.howsley@acmewidgets.com AmericafToronto 730400 7926/ 814994 108181
6 | Rochette Shelley r.shelley@acmewidgets.com AmericafToronto 176264 173873 720215 227611
7 |Rosanna Skeermor rskeermor@acmewidgets.com AmericafToronto 474175 332380 92544 432437
8 | Ash Jirousek a.jirousek@acmewidgets.com AmericafToronto 546368 766772 673012 666333

The Shape Tab

Let’s take a closer look at the Shape tab:

2 Excel SalesData 2 - Saved - 2 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Autom:
l_?) < Fill v
Abc Abc v | EZ Outline ~
Change
Shape ~
Edit Shapes Shape Styles

There are two groups on this tab. The Edit Shapes group provides access to the Change
Shape command. The Shape Styles group includes a gallery of pre-configured styles and
commands to customize the shape’s fill and outline.
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Resizing Shapes

Resizing a shape is just like resizing a photo: click it to select it and then click and drag any of
the handles.

o

Once you release your cursor, the shape will be resized.

Deleting Shapes

To delete a shape, click it to select it and press the Backspace key. The shape will
immediately be deleted, and can only be recovered if you undo the delete action right

away.
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Activity 4-2: Inserting Shapes

In this activity, you will add a shape to the financial data report.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 4-2 from
OneDrive.

Ensure the Financial Data worksheet is active. We want to add a highlight to the
Net Profit column. To begin, click Insert > Shapes = Rounded Rectangle:

e Sooone

File Home Insert Draw  Pagelayout Formulas  Data  Review  View  Automate  Help £ Editing v IEE [ Comments || A Catch up
3 ] P 4 . il
A @B BD O B dx0EQ&EH ©
Function | Forms Table | Picture Shapes | Office | Recommended Column Line Pie Bar Area Scatter Other | Hyperink | New Text
= N d-ins Charts v~ v~ v Chamse Comment | Box
Funcons o Wt Spapes e Commens | Tee ~
H1 v S NetPro .
EORoORXADINNN
A 8 F G H J K L
1 City [v] Stat, " Foursed Recangle | :{~] Operating Profi{~] Depreciatiori~| Net Profi(-] =
perating p
3 |East Natchitoches | MA Lines. $332,459 $5,068 QD $327,391
4 llyon MA $68,428 $5,700 Q 62,728
5 Conyersuille ME NNNT LT 222 $61,516 $4,956 @ $56560
5 Farmingtonlake NH Rectangles. $309,843 $6,100 D s303,743
S |MartinsComer  NH $246,435 $5,795 @ $240,690
10 |Pickerel Narrows  NH Oooooooooo $144,101 $5,153 @ s13,988
ey e Swvor e B
pring Ci . 5 .
14 Mittenlane [ OANOTOCOO0® $74,032 $5,144 © sesg8s
15 |East Waterford  NY $118,767 $4738 D 30
7 st w QG O0OTL7e0OD0 Sss9550 s @ sssam0s
18 Hebron RI 0 © ALDYORSGCBN $319,053 54,608 @ s314,u9
19 |Longview RI (o $283,565 $5,195 @ s278,370
20 |emerson Al $61,621 $5,168 Q ss6453
21 Block Arrows
2
2 oot de st RS
24 CovnaD2>RkFen
25
2% Equation Shapes =
- F=8 =84 2
= Financial Data
Flowchart
Calculation Mode: AUOMatic  Workuwwm wwmssuns 7 Give Feedback to Microsoft — 100% +

The shape will be inserted. Click and drag it to move it to the top of Column H:

Excel  Aciy 42 - Soved D Seorch e+ Q) -

File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Shape £ Editing v
F(‘) — & Fill v
[Z Outline v
TS E E D | ‘ E E | e
Shape v b o
dit Shapes. Shape Styles

ounded Rectang ~  fi

A B C D E F G
1 City [~] Stat{~| Office Type.v] Revenue{~| Operating Expenses~| Operating Profi{~] Depreciatior~]

3 East Natchitoches MA Franchise $433,924 $101,465 $322,459 $5,068

4 Lyon MA Co-Owned $135,816 $67,388 $68,428 $5,700

6 conyersville ME Franchise $128,691 $67,175 $61,516 $4,956

& Farmington Lake  NH Franchise $392,518 582,675 $309,343 56,100 .

9 Martins Corner  NH Franchise $331,773 $85,288 $246,485 $5,795 @ $240,690
10 |Pickerel Narrows NH Co-Owned $244,975 $100,834 $144,141 $5,153 € $138,588
11 Willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 @ 527,724
12 (Carina it NI e €n27 A8 ¢7a 707 @282 mma n a7 & ¢ana =7
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4,

Now, click and drag the bottom right handle down and to the right so it covers all
of Column H, like this:

G H
Depreciation -]
$5,068
$5,700
$4,956
$6,100
$5,795
$5,153
$5,673
34,372
35,144
34,734
34,342
$4,604
$5,195
35,168

The Shape tab should be active. Take a moment to review its commands:

Excel  Activity 4-2 - Saved £ Search (Alt + Q) S 8
Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Shape & Editing v GRS O Comments || A Catchup
r(') S Fill v
== a a | o
Shape
censhipe: Sheps Sy ~
Rounded Rectang v fi
4 A [ c o E F G H ) I L
1 Cif [v] Stat{v] Office Type.w Revenue{~] Operating Expenses~] Operating Profi{~] Depreciatio
3 East Natchitoches MA Franchise $433,924 $101,465 $332,459 $5,068
4 yon A Co-Owned $135,816 $67,388 68,428 5,700
6 | conyersville ME Franchise $128,691 367,175 $61,516 54,956
5 [FarmingtonLake  NH Franchise $392,518 $82,675 $309,843 $6,100
9 Martins Corner  NH Franchise $331,773 $85,288 $246,485 $5,795
10 |Pickerel Narrows | NH Co-owned $248,975 $100,834 $142,101 $5,153
11 willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673
13 Spring City N Co-Owned $422,326 $79,207 $353,009 $4872
14 Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144
15 East Waterford  NY Franchise $201,945 $83,178 $118,767 $4,734
17 |scottsville Rl Co-Owned $440,462 $81,912 $358,550 $4,842
13 Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604
19 Longview RI Co-Owned $376,263 $92,698 $283,565 5,155
20 Emerson Rl Franchise $149,134 $87,513 $61,621 $5,168
2
2
2
2
25
26
[T ] E‘E
<~ = FinancialData Financial Scorecard  +
Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

Close the Excel browser tab to complete this activity.

219
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TOPIC C: Formatting Shapes

This topic will continue our exploration of shapes in Excel, with a look at the formatting
commands on the Shape contextual tab. We will also learn how to add alternative text to

shapes.

Topic Objectives
In this session, you will learn how to:
e Change a shape’s type
e Apply a style to a shape
e Customize a shape’s fill and outline

e Add alternative text to a shape
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Changing the Shape Type

To change the type of shape, click the shape to select it. Then, click Shape - Change Shape

and choose the new shape type:

Excel Sales Data o2 - Saved £ Search (Alt + Q) I
Filz Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape f Editi
r(‘) < Fill v
o “ a D n a ’ Zoumne ’

ange
Shape v

Rectangles = s
,

OobhoooobooaQ

C D E F G H J
Basic Shapes »gion [Mlar [vJaz [YJaz [v]Jaa [+]
frica/Nairobi 402746 699363 483639 120328

o ov ONGRONO pica/

A &0 COOO frica/Nairobi 362672 314195 181991 150250
CoaoOr L@ aOO0dO  amnairb 957949 858841 750234 426854
@ A D © @ {} o C( 3™ [] merica/Toronto 730400 7926 814594 108181

merica/Toronto 176264 173873 720215 227611
{} [ ] { } merica/Toronto 474175 332380 92544 432437
merica/Toronto 546368 766772 673012 666833
Block Arrows
Terica/Toranto 361403 34527 443977 703156
IZ>I<ZI| Gl e 4 & &P @ I f | merica/Toronto 188750 905639 760280 830950
sia/Bangkok 308928 867563 182177 654688
o I A
a0 D D2 O &4 sia/Bangkok 838056 656136 183799 731530
oo N sia/Bangkok 366306 115862 350344 884357
sia/Bangkok 78557 192961 950871 834403
Equation Shapes sia/Manila 567336 767298 559328 169540
b= a B A sia/Manila 934282 579060 335092 233182
sia/Manila 307154 440387 408826 298332
Flowchart sia/Manila 970595 931546 728609 361766
sia/Manila 929539 796359 34504 547225
< oo

0o coouo a v sia/Manila 510516 75988 421597 601015
OJO00O® S X S AV AD | se/Mania 213825 707205 754406 643584
wanallichan A90791 onInoc 301732 Jcad7

Qs 0O

Stars and Banners

The shape type will now be changed, but its size, location, and formatting will stay the

same:
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Applying a Style

To apply a pre-defined style to a shape, click it to select it and then click a thumbnail from

the Shape Styles gallery on the Shape tab:

Excel Sales Data y £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review WView Automate Help Shape f Editing v
I_E) & Fill «
ﬂ “ D u ’ Z e
Change
Shape +
Edit Shapes Shaps Styles

Colored Fill - Green, Accent 6
Left Arrow 2 v fr

A B C D E F G H J
1 |Full Name [~] aley [~] Region a1 [vla2z [v]laa [v]laa [+]
2 |Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi 402746 639363 483639 120328
2 |Ronald Burriss r.burriss@acmewidgets.com AfricafMairobi 362672 314195 181991 150250
4 |Debra Godman d.godman@acmewidgets.com AfricafMairobi 957949 858841 790234 426354
5 | Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7926 814554 108181
5 Rochette Shelley r.shelley@acmewidgets.com America/Toronto 176264 173873 720215 227611
7 |Rosanna Skeermor  rskeermor@acmewidgets.com America/Toronto 474175 332380 92544 432437

To see more options, click the dropdown arrow on the right side of the gallery:

Excel Sales Data S v L Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape / Editing v
L—C‘) & Fill +
0008 ﬂ g
Shape~ 1
Edit Shapes o R
Left Arrow 2 Abc
F G H J
1 |Full Name [vJaz [~]as []
wm.mgggggmmm
3 |Ronald Burriss 195 181591 150250
4 | Debra Godmar 841 790234 426854
5 | Gardy Howsley . Abc m ﬂ @ “ 926 814594 108181
& |Rochette Shells B73 720215 227611
7 Rosanna Skeer i ) [ 380 92544 432437
2 Ash Jirousek . @ Abc | Abc | Abc 772 673012 666833
9 |Lucky Delouch — 527 443977 703156
10 |Aguste Fessier 639 760280 830950
11 |loy Liddyard . . ﬂ u ﬂ ﬂ 563 182177 654688
12 |Hardy Eyckel 136 183799 731530
13 |Ebonee Louch 862 350344 BB4357
14 |Wanda Ratlee . . n n @ ﬂ 561 950871 834403
15 |Delainey Mont S 298 558328 169540
16 |Silvano Estable s.cotamsraL e o ey re@ina ooz, 202060 335092 233182

17 | Robert Balnaves r.balnaves @acmewidgets.com Asia/Manila 307154 440387 408326 298338
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Customizing Shape Fill and Outline

The final commands on the Shape tab allows you to customize a shape’s fill and outline

colors:

Sales Data 2° - Saved £ Search (Alt + Q)

Excel

File Home Insert Draw Page Layout Formulas Data Review View Automate
@ & Fill v
Abc Abc + || EZ Outline +
Change
Shape v
Edit Shapes Shaps Styles

Click the button to apply the color shown on the icon, or click the dropdown arrow to

choose a different color:

Excel Sales Data 8% - Saved L Search (Alt + Q) -

Filz Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape f Editing v
|__C‘> S il \
0008 a
shape - B EEEEEEE
Edit Shapes Shape Styles
Left Arrow 2 v fx =
A B C D E J K
1 |Full Name [~] aley [v] Region [Vlar  [vlaz ENEE
2 |Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi 402746 699: . . . . . . . . . .
2 |Ronald Burriss r.burriss@acmewidgets.com Africa/Nairobi 362672 314: . . . . . . . . . .
4 Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957949  858f
5 | Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7 Standard Colors
6 |Rochette Shelley rshelley@acmewidgets.com America/Toronto 176262 173¢ I W EEENENR
7 |Rosanna Skeermor  rskeermor@acmewidgets.com America/Toronto 474175 332
5 Ash Jirousek a.jirousek@acmewidgets.com America/Toronto 546368 766 Ma Fil
2 |Lucky Delouch l.delouch@acmewidgets.com America/Toronto 361403 34! & More Fill Colors..
10 |Agusta Fassier a.fessier@acmewideets.com America/Toronto 188750 905t

223
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You can also access Shape Fill and Outline options by right clicking the shape, and opening

the menus that appear:

Sales Data P Search (Alt + Q)

Excel

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape j Editing v
|__C‘) & Fill v
2 v
T n n D n “ M
Shape v
Edit Shapes Shape Styles
Left Arrow 2 v fe
A B = D E F G H | L
1 |Full Name [~] aley [~] Region [vlar [~]Jaz [vlaz [v]Jas [~] g\’ & " 2 "
2 Adda Ellwood a.ellwood @acmewidgets.com Africa/Mairobi 402746 699363 483639 120328 F Qutline
3 Ronald Burriss r.burriss@acmewidgets.com Africa/Mairobi 362672 314195 181991 150250
4 | Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957949 858841 790234 426854 .
5 Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7926 814994 108181 Edit Text
& |Rochette Shelley r.shelley@acmewidgets.com America/Toronto 176264 173873 720215 227611 B Alt Text
7 |Rosanna Skeermor  r.skeermor@acmewidgets.com AmericafToronto 474175 332380 92544 432437 =
& Ash Jirousek a.Jirousek@acmewidgets.com AmericafToranto 546368 766772 673012 666833 (x) Cut
9 |Lucky Delouch L.delouch@acmewidgets.com America/Toronto 361403 34527 443577 703156
10 |Aguste Fessier a.fessier@acmewidgets.com America/Toronto 188750 905639 760280 830950 r@ Copy
Adding Alternative Text
To add alternative text to a shape, right-click it and click Alt Text:
Excel Sales Data £ Search (Alt + Q) -
File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape / Editing v
FC‘:) & Fill v
“ u D n n ’ 2 e
Change
Shape v
Edit Shapes Shape Styles
Left Arrow 2 v I
A B £ D E F G H
1 |Full Name [~]aley [~] Region [Ma1 [vaz [vJaz [v]Jas [v] BV ¥ z
2 |Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi 402746 699363 483639 120328 Fi Outline
2 Ronald Burriss rburriss@acmewidgets.com Africa/Nairobi 362672 314195 181991 150250
4 |Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957949 858841 790234 426854 )
5 Gardy Howsley g.howsley@acmewidgets.com America/Torento 730400 7926 814994 108181 Edit Text
6 | Rochette Shelley r.shelley@acmewidgets.com America/Toronto 176264 173873 720215 227611 B Alt Text
7 |Rosanna Skeermor rskeermor@acmewidgets.com America/Toronto A74175 332380 92544 432437 =l
8 | Ash Jirousek a.jirousek@acmewidgets.com America/Toronto 546368 766772 673012 666833 ;K, cut
9 |Lucky Delouch L.delouch@acmewidgets.com America/Toronto 361403 34527 443877 703156
a.fessier@acmewidgets.com America/Toronto 188750 905639 760280 830550 [B Copy

=

Aguste Fessier
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The Alternative Text dialog box will open:

Alternative Text *

Title

Description

0] 4 | | Cancel

Enter a title and description for the shape and then click OK to apply it.
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Activity 4-3: Formatting Shapes

In this activity, you will format the shape you added in the last activity.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 4-3 from
OneDrive.

You can see a major problem with the shape we added in the last activity: it covers
the data we want to highlight! Click it to select it:

Seeel Sooone

File Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Shape 2 Editing ~ (7 Comments | | A Catch up
RS £
i
roe 1B Conditions! F - - g Bz Find &
B I U & O A - -
= e - o g e Select v
Cipsoars oot Aignmen: - o s cating ~
vk
A 8 c D £ F G J K L
1 City [v] Stat(~] Office Typé:w] Revenue{~] Operating Expenses~] Operating Profi{~] Depreciatior - =
3 [East Natchitoches | MA Franchise $433,924 $101,465 $332,459 $5,068
4 Lyon MA Co-Owned $135,816 567,388 $68,428 $5,700
6 conyersville NE Franchise $128,691 $67,175 $61,516 54,956
5 Farmingtonlake NH Franchise $392,518 $82,675 $309,843 $6,100
9 |Martins Cormer  NH Franchise $331,773 $85,288 $246,485 $5,795
10 Pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 $5,153
11 willaha NH Co-Owned $137,925 $104,528 $33,357 $5,673
13 |spring City N Co-Owned $432,326 $79,297 $353,029 sa872
14 Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144
15 East Waterford  NY Franchise $201,945 $83,178 $118,767 $4,734
17 scottsville RI Co-Owned $440,462 $81,912 $358,550 sa842
18 |Hebron Rl Co-Owned $407,333 $88,286 $319,053 $4,604
19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195
20 Emerson RI Franchise $143,134 $87,513 $61,621 $5,168
21
2
2
24
25
2 =
< >
= FinancialData  Financial Scorecard  +
Calculation Mode: Automatic  Workbook Statistics . Give Feedback to Microsoft — 100% +

Click the Shape tab to open it. Click the Fill dropdown arrow and click No Fill:

Excel Activity 4-3 - Saved P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape f Editing v
’__d < Fill v

e ﬂ ﬂ D n u 7| Theme Cobon

Shape H EEEEEEN
Edit Shapes Shape Styles -

v R =
A B € D E . . . H

1 City |[-] Statd.| OfficeTypds Revenued-] OperatingExpenses” o pmpmEEEEEE =
2 East Natchitoches MA Franchise $433,924 $101,465

4 Lyon MA Co-Owned $135,816 $67,388 fEEEEEEEEN

5 Conyersville ME Franchise $128,691 $67,175 Standard Colors

& |Farmington Lake NH Franchise $392,518 582,675

9 |Martins Corner NH Franchise $331,773 585,288 L} ] EEEENE

10 Pickerel Narrows  NH Co-Owned $244,975 5100,334 -

11 Willaha NH Co-Owned $137,925 $104,528 Ly

13 |Spring City ] Co-Owned $432,326 $79,297 &) More Fill Colors...

14 Mittenlane NY Co-Owned $177,789 $103,757 o s

15 |East Waterford  NY Franchise $201,945 $83,178 $118,767 $4,734

17 Scottsville RI Co-Owned $440,462 $81,912 $358,550 $4,842

18 Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604

19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195

20 |Emerson RI Franchise 149,134 87,513 61,621 5,168

h 5 $ $ $
2
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Now we can see the data, but the highlight is not as visible as we would like it to

be. Click the Apply Shape Styles arrow in the Shape Styles gallery on the Shape
tab:

o -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape ¢ Editing v
"_(‘) & Fill v
000008 B
Shape v
Edit Shapes Shape Styles Apply Shape Styles
v
A B C D E F G H
1 City [~] Stat(~] Office Typds] Revenued~] Operating Expenses~] Operating Profit~| Depreciatior | Net Profif~]\
3 |East Natchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 2 $327,391
4 lyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 D 62,728
6 Conyersville ME Franchise $128,691 $67,175 $61,516 $4,556 23 356,560
2 Farmington Lake  NH Franchise $392,518 $82,675 $309,243 $6,100 & 3303743
9 |Martins Corner NH Franchise $331,773 $85,288 $246,435 $5,795 CD $240,690
10 Pickerel Narrows  NH Co-Owned $244,575 $100,834 $144,141 $5,153 2 s13z988
11 willaha NH Co-Owned $137,925 $104,528 $32,297 $5,673 D s27,724
13 Spring City N Co-Owned $432,326 $79,297 $353,029 $4,872 (D s348,157
14 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 2 sos,828
15 |EastWaterford  NY Franchise $201,945 $83,178 $118,767 $4,734 2 $114,083
17 | Scottsville RI Co-Owned $440,462 $81,912 $358,550 $4,842 2 s3s3,708
18 |Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604 @ $314,449
19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 @ s278,370
20 Emerson RI Franchise $149,134 $87,513 $61,621 $5,168 2 356,453
21 :

Click the Colored Outline — Orange, Accent 2 style:

Excel ivil £ Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape j Editing v
r(‘) & Fill v
. 2 5
S @ ﬂ u D ﬂ n o
Shape v
Edit Shapes —_— - — —
‘ Abc ‘ Abc Abc | Abc ‘ | Abc ‘
A - ! ) — F G H
1 City P | cobored Gutiine - Orange, Accent 2 Operating Profi{~] Depreciatior~}” Net Profi{~1\
3 [East Natchitoct “ - - $332,459 $5,068 © $327,291
4 yon 568,428 35,700 @D 362,728
6 conyersville Al e $61,516 $4,956 & 356,560
8 Farmington Lal $309,843 $6,100 & $303,743
9 Martins Corner $246,435 45,795 (D $240,690
10 | Pickerel Narrou i  f $144,141 35,153 €3 5138,938
11 willaha . @ R i gg Kt R $33,297 $5,673 D s27,724
13 Spring City R $353,029 $4,872 & $348,157
14 Mittenlane $74,032 35,144 & 368,383
S East waterford [Jdm Abc $118,767 $4,734 &) $114,033
17 Scottsville $358,550 $4,842 & $3s3,708
12 Hebron $319,053 34,604 & 3314449
19 Longview Al Abc “ $233,565 $5,195 & 278,370
20 Emerson — $61,621 $5,168 & 56,453

21
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8.

Click the Fill icon again to re-apply the No Fill style:

Excel  Aciviy 43 - Saved P searcn At 1@ -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Shape & Editing v

& Fill v

E ﬂ E D n a 7| Themeceb
Shape

Edit Shapes Shaps Styles

P ]
vl & =
A B = D E . . . H
1 City [~] Statd~] Office Typds R {~ Operating E 'l =] N
- - ypd.v| Revenued~] Operating Expenses~| EEEEEEEEE

3 |East Natchitoches MA Franchise 5433,924 $101,465

4 Lyon MA Co-Owned $135,816 $67,388 IEEEEEEEEN

5 Conyarsville ME Franchise $128,691 467,175 Standard Colors

& Farmington Lake  NH Franchise $392,518 $82,675

9 |Martins Corner NH Franchise $331,773 $85,288 . . . . . . .

10 |Pickerel Narrows NH Co-Owned $244,975 $100,834 No Fill

11 willaha NH Co-Owned $137,925 $104,528 X

13 |Spring City NJ Co-Owned $432,326 $79,297 €) More Fill Colors...

14 Mittenlane NY Co-Owned $177,789 $102,757 wrmpe s

15 [East Waterford  NY Franchise 4201,945 $83,178 $118,767 44,734

17 Scottsville RI Co-Owned $440,452 $81,912 $358,550 $4,842

18 Hebron RI Co-Owned $407,339 $88,286 $319,053 $4,604

19 |Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195

20 Emerson RI Franchise $149,134 $87,513 $61,621 $5,168 \ Y,
o0

21

If necessary, use the handles to resize the shape so it fits the column:

H
~|" Net Profii |

$327,391
$62,728
$56,560
$303,743
$240,690
$138 538
$27,724 .,
$348, 157
$68,888
$114,033
$353,708
$314,449
$278,370
$56,453

OO

£
=]
iy

Y,

VOO0V

Close the Excel browser tab to complete this activity.
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Summary

In this lesson, we learned all about working with pictures and shapes in a workbook,

including inserting, resizing, and formatting them.

Review Questions

1. What types of pictures can you insert in an Excel Online workbook?
2. Which contextual tab provides shape formatting commands?

3. What does the Alt Text command for shapes and pictures do?

4. How do you resize a picture?

5. How do you change a shape’s type?
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LESSON 5:
ORGANIZING WORKSHEET DATA WITH
TABLES AND CHARTS

Lesson Objectives

In this lesson you will learn how to:

e Create and modify tables and charts
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TOPIC A: Inserting Tables

While formulas and functions are great at analyzing data within your workbook, they are

more suited for entire workbooks rather than specific sets of data. If you need to analyze
smaller sets of data within a large workbook or break down large sets of data into smaller
parts, then converting your data into tables is often the best solution. Tables allow you to

use Excel’s powerful organizational capabilities without modifying the data itself.

Topic Objectives

In this session, you will learn:
e About tables
e How to create and customize a table
e How toinsert and delete table rows and columns

e How to sort and filter table data

231
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What is a Table?

A table is a specially designated range of information that has added functionality. You can
have multiple tables per worksheet, and tables can be as large or small as the amount of
data you want to work with. Tables can be created from existing data ranges or from empty
ranges and then populated afterwards. As well, columns and rows may be added to a table
just as you would when working with a normal range. Note, however, that once a table is

created, the designation cannot be removed in Excel Online.

There are a number of components that come together to create a table:

A B C D E F G
< | Adda Ellwood a.ellwood@acmewidgets.com Africa/Nairobi 402746 699363 483639 120328
2 |Ronald Burriss rburriss@acmewidgets.com Africa/Nairobi 362672 314185 181291 150250
9 Debra Godman d.godman@acmewidgets.com Africa/Nairobi 857945 858841 790234 426854
Gardy Howsley o howsley@acmewidgets com America/Toronto 730400 7926 814554 108181
G | Rochette Shelley rshelley@acmewidgets.com America/Toronto 176264 173873 720215 227611
7 |Rosanna Skeermor | rskeermor@acmewidgets com America/Toronto 474175 332380 52544 432437
8 | Ash Jirousek a jirousek@acmewidgets.com America/Toronto 546368 766772 673012 666833
2 | Lucky Delouch | delouch@acmewidgets.com America/Toronto 361403 34527 443977 703156
10| Aguste Fessier a fessier@acmewidgets.com AmericafToronto 188750 905639 760280 830950
11 | Delainey Mont d.mont@acmewidgets.com AsiafManila 567336 767298 559328 169540
12 Silvano Estable s.estable@acmewidgets.com Asia/Manila 934282 579060 335082 233182
13 | Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 408826 08338
14 | Rodger Campany r.campany@acmewidgets.com Asia/Manila 970595 931546 728609 361766
15 | Haley Dartan h.dartan@acmewidgets.com AsiafManila 929539 796359 34504 547225
16 | Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015
17 | Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila 813829 707805 764406 643584
12 | loy Liddyard j.liddyard@acmewidgets.com Asia/Manila 308928 867563 182177 654688
19 | Hardy Eyckel h.eyckel@acmewidgets com AsiafManila 838056 656136 183799 731530
20 |Wanda Ratlee w.ratlee@acmewidgets.com AsiafManila 78557 192961 950871 834403

e Tota B74187L

e The Header row (1), when enabled, contains column headers and the AutoFilter
arrow, which allows you to sort and filter table data.

e Banded rows (2) allow you to easily differentiate between each row that appears
within the table. This formatting feature can only be changed by manually changing
the fill color.

e The Total row (3), when enabled, shows a grand total for the right-most column in
the table.
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Creating a Table

To create a table, select the cell range that you would like to convert and then click Home

- Format as Table, and select a style:

Secsl S p e

File Home Insert Draw Page Layout Formulas Data Review View Automate Help / Editing v @Sh e [J comments A Catch up
o | [ K X B G @EE iy O
.afls .<§ B I U Q o A . Merge & Center $ . % ) ‘Eﬂ ;‘E F;‘:’:?si:j F;:;itfs St\i\és "sﬁrt Dev\ste ':rvmat F:“:t:rﬁf SI:‘rvEEit&v MrE}aE\;J:e
Undo | Clipboard Font Alignment Number Light ~
AL v S FullName
A B C D E F G H (
1 [Full Name [~ [aley [~] Region Ma [Ma2 [az [FJas [+] -
2 |Adda Ellwood a it com ie 402746 699363 483633 120328
3 |Ronald Burriss r.burr i m il 362672 314195 181991 150250
4 |Debra Godman d .com it 957949 858841 790234 426854
5 [Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7926 814994 108181
6 |Rochette Shelley r.shell \ey Qacmewidgets.ccm Amerii CafTﬂrUNIJ 176264 173873 720215 227611
7 |Rosanna Skeermor  r.skeermor@acmewidgets.com ‘America/Toronto 474175 332380 92544 432437
& |Ash Jirousek a.] |rnusek@acmewidgets.cc m Amerii ca/'annnm 546368 766772 673012 666833
9 |Lucky Delouch L.delouch@acmewidgets.com ‘America/Toronto 361403 34527 443977 703156
10 Aguste Fessier a .fessler@ acmewid, gets.com Amerii ca/'annnm 188750 905639 760280 830950
11 |Joy Liddyard j-liddy: i .com i gl 308928 867563 182177 654638
12 |Hardy Eyckel h.eyckel@acmewidgets.com Aslafﬂangknk 838056 656136 183793 731530
13 |Ebonee Louch i m i gl 366306 115862 350344 884357 [T — EEEEE  EEEEE
14 |Wanda Ratlee w.ratlee @acmewidgets.com Aslafﬂangknk 78557 192561 950871 834403 n = B
15 |Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 169540 .
16 |Silvano Estable s.estable@acmewidgets.com Aslafmamla 934282 579060 335092 233182
17 |Robert Balnaves i .com i i 307154 440387 408826 298338
18 |Rodger Campany I ic om il 970595 931546 728603 361766
19 Halev Dartan h.dar i m il 929539 796359 34504 547225
20 |Burton Wreath b com i 510516 75988 421597 601015
21 TUCkV Habishaw t. i i com il 813829 707805 764406 643584
97 lbncmidac Almman h Alan Sarmaidante ceen CormmnaMichan PELEEE on7noc 2a1723 ozas7 hs
. 3
= Sheetl Sheet2 + Dark
Calculation Mode: Automatic  Workbook Statistics BN W BN WL ____FN_____ T

(This action can also be completed by clicking Insert = Table.)

The Format as Table dialog box will open. You will see the range you selected already
populated. Confirm it is correct, choose whether or not your table has headers, and click
OK:

Format As Table *

The data for your table is in the following range: A1:G31

My table has headers

QK
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Here are the results:

_{

1

2 |Adda Ellwood a.ellwood @acmewidgets.com Africa/Nairobi 402746 699363 483639 120328
3 |Ronald Burriss r.burriss @acmewidgets.com Africa/Nairobi 362672 314195 181991 150250
4 |Debra Godman d.godman@acmewidgets.com Africa/Nairobi 957949 858341 790234 426854
5 |Gardy Howsley g.howsley@acmewidgets.com America/Toronto 730400 7926 814994 108181
6 |Rochette Shelley r.shelley@acmewidgets.com America/Toronto 176264 173873 720215 227611
7 |Rosanna Skeermor | r.skeermor@acmewidgets.com America/Toronto 474175 332380 92544 432437
8 |Ash Jirousek a.jirousek@acmewidgets.com America/Toronto 546368 766772 673012 666833
9 |Lucky Delouch l.delouch @acmewidgets.com America/Toronto 361403 34527 443977 703156
10 |Aguste Fessier a.fessier@acmewidgets.com America/Toronto 188750 905639 760280 830950
11 |Delainey Mont d.mont@acmewidgets.com Asia/Manila 567336 767298 559328 165540
12 |Silvano Estable s.estable @acmewidgets.com Asia/Manila 934282 579060 335092 233182
13 |Robert Balnaves r.balnaves@acmewidgets.com Asia/Manila 307154 440387 408826 298338
14 |Rodger Campany r.campany@acmewidgets.com Asia/Manila 970595 931546 728609 361766
15 |Haley Dartan h.dartan@acmewidgets.com Asia/Manila 929539 796359 34504 547225
16 |Burton Wreath b.wreath@acmewidgets.com Asia/Manila 510516 75988 421597 601015
17 |Tucky Habishaw t.habishaw@acmewidgets.com Asia/Manila 813329 707305 764406 643584
18 |Joy Liddyard j.liddyard @acmewidgets.com Asia/Manila 308928 867563 182177 654688

[
= Sheetl +
Calculation Mode: Automatic  Workbook Statistics Average: 537024.0083 Count: 217 Su

Customizing Row Display

Once a table is created, you can toggle various style options, including the header row and

total row, under the Table Design tab:

Beel Sees —— _

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Table Design y Editing v \_,-‘>Share [N o}
|=c] i i
Table1 E = Header Row ] First Column Filter Button _— s e —
e SO e==2 [ i |
B Resize Table [[] Total Row [] Last Column I il 10 1| 1 S
Remove Convert To I | | =
Duplicates  Range Banded Rows || Banded Columns — [ 1| 1 ==
Properties Tools Table Style Options Table Styles
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Inserting and Deleting Table Rows and Columns

You can insert and delete table rows and columns just as you would in the worksheet,

although there are special command sets for table elements.

Insert Rows/Columns

Delete Rows/Columns

133 Number Format...
@ Hyperlink...

BE-:" Show Changes

[— —
Home tab "e . > AutoSum ¥ Z AutoSum
. o a
_ Clear ~ Clear v
nsert Delete Format &c Delete Format 6) Clea
w % w W W % W
== Delete Sheet Rows
2+ Insert Sheet Rows W Delete Sheet Columns
”1“ nsert Sheet Columns - _ _
= Delete Table Rows
= A .
=) ; 1] -
B Insert Table Rows Abowve ! Delete Table Columns
HE Insert Table Columns to the Left
B Insert Sheet
RIght-Clle Search Search
1,
menu o X cut
[ copy
E@ Copy
Paste Options
Paste Options
o [
Insert % > E Table Rows Above Fulq:l Fi]j
Delete > Table Columns to the Left Insert >
Clear Contents
- , Delete L ? | 2 Table Rows
Table N Clear Contents LQJ Table Column
t:‘ New Comment sart >
Table >

t:l New Comment
WLE; Number Format...
@ Hyperlink...

Bi‘?‘ Show Changes

235
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Sorting and Filtering Table Data

You can sort and filter table data just like regular worksheet data using the Sort & Filter
command on the Home tab:

GELEICE [ Comments | =

{gz} AutoSum v E? /C)

Clear - :
== Sort & Find & Analyze
Filter+ Select + Data

2% Sort & Filter
%l Sort Ascending
El Sort Descending

Custom Sort

NP Filter
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Also, note that the AutoFilter arrow is automatically enabled, and also provides access to

sorting and filtering options:

1] | u Excel ® u Sales Data.xlsx ) —I—

C (5 https;//acmewidgets-my.sharepoint.com/sx/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layout:

Excel SalesData 8° - Saved ~ £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
oxo o AV = = ah ﬁ
o [} [ T AR K Z 2= Bueren
e Paste B I UDas vy A i f = ; . 0 ~0 .00 Conditional
h v 1 - = - == =8 o $ % 9 a8 Formatting +
Undo Clipboard Font Alignment Mumber
Al v fx Full Name
1 B Email Address
2 | Adda Ellwood a.ellwood@acmewidgets.com Africa/MNairobi 4027 7% Sort Small La 120328
3 |Ronald Burriss churriss@acmewidoets com Africa/Nairobi 3626 Z ort smallest to Largest 150250
Debra Godman d.godman@acmewidgets com AfricafNairobi o579 %. Sort Largest to Smallest 426854
5 |Gardy Howsley o.howsley{@acmewidgets.com AmericajToronto 7304 108181
& | Rochette Shelley cshelley@acmewidgets.com America/Toronto 1762 Custom Sort 227611
7 |Rosanna Skeermor  rskeermor@acmewideets com America/Toronto 4741 432437
& | Ash Jirousek a.jirousek@acmewidoets.com AmericafToronto 5463 <P Sheet View > 566833
9 |Lucky Delouch Ldelouch @acmewideets com America/Toronto 3614 703156
10 | Aguste Fessier a.fessier@acmewidgets.com America/Toronto 1887 ? 830950
11 | Delainey Mont d.mont@acmewidgets.com Asia/Manila 5673 169540
12 | Silvano Estable s.estable@acmewideets com Asia/Manila 9342 Number Filters > 133182
13 |Robert Balnaves rbalnaves{@acmewidgets.com Azia/Manila 3071 . 208338
14 | Rodger Campany r.campany{@acmewidgets com Asia/Manila 5705 Filter... 361766
15 | Haley Dartan h.dartan@acmewidgets.com Asia/Manila D2055Y F9bEsY 34508 547225
16 | Burton Wreath b.wreath{@acmewidgets.com Asia/Manila 510516 75988 421597 601015
7 | Tucky Habishaw t habishaw@acmewidgets com Asia/Manila 213829 707805 764406 543584
18 | loy Liddyard Lliddvard @acmewidgets.com Asia/Manila 308928 867363 182177 654688
19 |Hardy Eyckel h.eyckel@acmewidgets com Asia/Manila £38056 656136 183799 731530
20 |wWanda Ratlee w.ratlee@acmewideets.com Asia/Manila 78557 192961 950871 334403
-
= Sheetl +

Calculation Mode: Automatic  Workbook Statistics
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Activity 5-1: Inserting a Table

You have decided that because the sales report will continue to grow, it is a good idea to

convert the range into a table.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 5-1 from
OneDrive. (Refer back to Activity 1-2 and Activity 1-3 if you need help.)

We want to convert the values on the Financial Data tab into a table. Select cells
A1l to H20 and click Home = Format as Table:

Excel Activity 5-1 - Saved - P Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Table Design d Editing v

o [BA e e Jaw

[ E B ==

I>
BRI

o Pasts TiL BB (e . <0 .0 Conditional FormatAs Styles | Insert Delete Format
G g BIUDsEo ElVergeaCener - | $+% 9 BB 48 | D0 B .
Un Clipboard Font Alignment Number Tables. Cells
Al

4

1

2

3

4

5 $149,649  $5089

6

7 589,974 $154939 5062

8

9 |MarfinsComer NM  Franchise | $331,773  ssss3  $246485 5785

10

1 NH  CoOwned

12

13 N (coOwned | $432,3% 579,297 $353,020  sa8m

14

1 NY  [Franchise 583,178 suszer 4734

16

7 Rl CoOwned | 5440462 581,912 $358,55 S4a4

18

19 Rl coOwned | $376263  Sm®688  $2s3565 35155

20

21

= Financial Data  Financial Scorecard ~ +

Caleulation Mode: Automatic  Workhook Statistics Averane: 1843746979 Count: 167 Sum: 1769007
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Select the Blue, Table Style Medium 2 style:

Help Table Design £ Editing v gt Cl | [ Comments | | *A~ Catcl

—

ﬁ @ @ @ﬁg@ > AutoSum v %v p

Conditional Format As Styles Insert Delete Format € Clear ~ Sort & Find & Analyze
Formatting~ Table~ v v v v Filterv Selectw Data

Light

e e S o s e
$59,527 R s s

5332,459 ~  [F===o ES==2 S ooes
568428 2 -—— = B ===== 77777 B=== ===
149,649 -
561,516 o e O e N e e Y o e Y o
154,939 e
309,843
246,485
5144,141
$33,397
5133,458
353,029
574,032
118,767
374,526
358,550
319,053
283,565
561,621

Dark

A'JE"aE,L.—rm.u- N == Y =l N RS e

|
H
H

" AT T L 1 T T 100"

The Create Table dialog box will open. Ensure the My table has headers box is
checked and click OK:

Format As Table *

The data for your table is in the following range: A1:H20

My table has headers

o) [t |
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5. The table will now be created. Notice that the conditional formatting has stayed
intact:

6. Now, let’s add a total row to the table. Open the Table Design tab, and click the
Total Row checkbox:

P Search (Alt + Q)

Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design
|=c] ™ fer i lumn [/] Filter Button
[Tablet EX HeaderRow ] First Col Filter Butt e
B Resize Table [Pl e Total Row. [ tast Column EEEEE E
Duplicstes  Range BandedRows  [_] Banded Columns
Sroperies oo Tabis Styie Optns

K3 ) EP

< > = FinancialData Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics Average: 149078.6632 Count: 160 Sum: 14162473 v Give Feedback to Microsoft — 100% +
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The total row will be added:

£ Search (Alt + Q)

Fle  Home Insert Draw  Pagelayout Formulas  Data  Review  View

e ]| B &

‘B Resize Table Remove Convert To
Duplicates  Range
Propertes Tooks
L v focy
4 A E <

HeaderRow [ First Column

TotalRow [ ] Last Column
BandedRows  [_] Banded Columns
Table Siyle Opcins
D E

< » = FinancialData Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics

Automate  Help  Table Design VA

Tabte tytes

Average: 184374,6979  Count: 162 Sum: 17699971

241
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8. A new set of values has been sent to us from the Augusta office in Maine. Click any
blank cell to de-select the table. Then, right-click cell A6 and click Insert = Table

Rows Above:
Search - £ Search (Alt + Q)
File Home ¥ cut Formulas Data Review Viev
z;) |f.|j E_Ké E@ Copy £ ; i_ ﬁE) Wrap Text Gene
Paste . -
N 2 Paste Options E = 4~
Undo Clipboard "lﬂr\ "lﬂr‘ Alignment
Iy S L0 Laa
A Insert % B Table Rows Above N
1 City s~
Delete ’ H¥ Table Columns to the Left ==
2 Warner | 792
3 | East Natchitocl Clear Contents B+ Cells & Shift Right 465
4 Lyon 388
| Sort > B : .
s \willow Run 8, Cells & Shift Down 506
6 |Con\rersville Table > 128,691 $67,175
7 |Mount Baker 3244,913 589,574
& Farmington Lal 5] New Comment §392,518 $82,675
9 |Martins Cornel _Itn_?‘ New Note 3331,773 585,288
10 | Pickerel Narroy 3244,375 5100,834
11 Willaha | ':-.E's MNumber Format... ;137,925 3104,528
12 Center | _ 3207,163 573,705
13 |springcity @ Hyperlink.. 3432,326 $79,297
14 |Mittenlane EE' Show Changes 3177,789 5103,757
15 |East waterford 201,345 583,178
16 | Coltman p— — p—— i 536,688
17 | Scottsville _|Cal'|bri V‘ 11 v| An § 9% 9 | $81,912
18 Hebron Ia A — 588,236
| w w v = ab, &0 00 I »
19 |Longview B I - = ¥ .00 =0 $92,698
20 |Emerson RI Franchise 5149,134 587,513

9. Fill out the cells in this new row with the following data:

e City: Augusta

e State: ME

e Office Type: Corporate

e Revenues: 248973

e Operating Expenses: 29246
e Depreciation: 4208

(Do not enter any data in the two profit cells; they will automatically be calculated
using the column’s formulas.)
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10. Your results should look like this:

A B C D E F G H
1 City [-] Stat§-] Office Typg-] Revenueg-| Operating Expenses[-] Operating Profit-] Depreciation’-] Net Profit[-]
2 |warner MA Corporate $125,319 $65,792 $59,527 $4,667 &3 $54,860
3 EastNatchitoches MA Franchise $433,924 $101,465 $332,459 35,068 @ $327,391
4 |lyon MA Co-Owned $135,816 $67,388 $68,428 $5,700 $62,728
5 willow Run MA Corporate $233,255 $83,606 $143,643 $5,083 (D) $144,560
6 |Augusta [mEe Corporate 4248,973 529,246 $219,727 $4,208 $215,519|
7 |Conyersville ME Franchise $128,691 567,175 561,516 $4,956 @ $56,560
8 Mount Baker ME Corporate $244,913 $83,574 $154,933 35,062 (D $143,277
9 |Farmington Lake NH Franchise $392,518 582,675 $309,843 46,100 & $303,743
10 Martins Comer  NH Franchise $331,773 $85,288 $246,485 $5,795 (1) $240,690
11 |Pickerel Narrows NH Co-Owned $244, 975 £100,834 $144,141 35,153 @ £138,938
12 Wwillaha NH Co-Owned $137,925 $104,528 $33,397 s5,673 3 $27,724
13 |Center N Corporate $207,163 $73,705 $133,458 55,599 &3 $127,859
14 Spring City N Co-Owned $432,326 573,297 $353,023 54,872 $348,157
15 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 5,144 @ 568,388
16 [EastWaterford  NY Franchise $201,945 $83,178 $118,767 34,734 2 $114,033
17 |Coltman NY Corporate $461,214 536,632 $374,526 6,066 &2 $268,460
10 |Crnttadlln ou [ - eaan azn és1 a1n &30 ==A €n oan (D ¢223 7no

Note that the currency number format and conditional formatting rules have been
applied automatically.
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11. We also want to narrow the focus of this report to only New England states. Click
the State dropdown arrow and uncheck NJ and NY (New Jersey and New York) and
click APPLY:

Excel

File Home

Undo

114

= N b W P e

12
14
15
16
17
138
19
20
21

Insert

Activity 5-1 - Saved

Draw

Emerson

ﬁﬁ - | Calibri
Pazte [E‘
) < B I UD
Clipboard
v
A
City [-] Statd~]
Warner MA |
East Matchitoches MA |
Lyon A 1
Willow Run WA |
Augusta ME 1
Conyarsville ME |
Mount Baker ME |
Farmington Lake  NH |
Martins Corner MH 1
Pickerel Narrows  NH |
Willaha NH |
Center M |
|Spr’|ng City M 1
Mittenlane MY |
East Waterford MY |
Coltman MY |
Scottsville RI |
Hebron RI |
Longview RI
RI |

4

= Financial Data

7] sotAtoz
2| sortZtoA

Custom 5Sort

T Sheet View

%

Text Filters

B Select All
MA
ME
MNH
M)
MY
~| Rl

=

Page Layout

Formulas Data

EL

il

EE’ Wrap T

Merge

Alignment
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12. Observe the results:

City [-] Sta

c D
té7 Office Type~] Revenued-]

E

Depreciatiof~] Net Pruﬁt[j

13. Close the Excel browser tab to complete this activity.

Operating Expenses~] Operating Profit~]
‘Warner MA Corporate $125,319 $65,792 $59,527 $4,667 @ $54,860
East Natchitoches MA Franchise $433,924 $101,465 $332,459 45,068 2 $327,391
Lyon MA Co-Owned $135,816 $67,388 $68,428 5,700 3 562,728
Willow Run MA Corporate $233,255 $83,606 $149,649 $144,560
Augusta ME Corporate $248,973 $29,246 $219,727 $215,519
Conyersville ME Franchise $128,691 $67,175 561,516 44,956 €3 556,560
& |Mount Baker ME Corporate $244,913 589,974 5154,939 $149,877
9 |Farmington Lake  NH Franchise $392,518 582,675 5309,343 $303,743
10 |Martins Corner NH Franchise $331,773 585,288 $246,485 $240,690
11 |pickerel Narrows NH Co-Owned $244,975 $100,834 144,141 $138,538
12 'Willaha NH Co-Owned $137,925 $104,528 $33,397 $27,724
12 [Scottsville RI Co-Owned $440,462 $81,912 4358550 $353,708)|
19 |Hebron RI Co-Owned $407,339 588,286 $3219,053 $314,449
20 |Longview RI Co-Owned $376,263 $92,698 $283,565 $278,370
21 |Emerson Rl Franchise $149,134 587,513 561,621 85,168 @ 556,453
22 [Total $2,725,620)
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TOPIC B: Inserting Charts

Charts can enhance data interpretation, make trends more obvious, and increase the visual
appeal of your workbooks. In this topic, you will learn how to insert charts and perform

some basic tasks with them.

Topic Objectives

In this session, you will learn:
e About the types of charts available in Excel Online and their elements
e About the Charts contextual tab

e How to insert, resize, and move a chart
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Chart Types

When creating a chart, it is important to choose the right type for your data. Below is a list
of each chart type that is available in Excel Online and the type of data that each is best
suited to display:

e Column: Used to display data changes over time or to compare separate data points.

e Line: Typically used to display data changes over a period of time.

e Pie: Used to compare different data points in relation to a total. For example, you
could use this chart type to show the total expenses of a company broken down by
department.

e Bar: Typically, this chart type is used to compare different data points. It is similar to
the Column chart type, but instead has the X-axis as the vertical axis and the Y-axis
as the horizontal axis.

e Area: This chart type is typically used to illustrate rates of change over a period of
time, as well as including the total value in a trend.

e XY (Scatter): Used to illustrate values from a variety of different trends and their
relationship to one another.

e Waterfall: Shows the cumulative effect of a series of positive and negative values.

e Funnel: Shows the stages in a process.

e Hierarchical: Compares values across hierarchies. Also known as a treemap.

e Statistical: Includes charts for specific statistical purposes, including histogram,
Pareto, and box-and-whisker.

e Radar: Used to compare values from multiple data sets with each separate data
(category) on a separate axis. Typically, this chart type is best suited to identify

outliers and commonalities between data points.
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Chart Elements

Each chart type has different elements that can be customized, but most charts have the

following key elements:

Chart Title

4000000 9
3500000
3000000

2500000
2000000
1500000
1000000
=1 I|| I ||I|| |I II
o
i P q,,"-"-.

o 'ﬂ‘ ‘-T.‘- -\‘} "H. "R,,. " ‘-'L‘u E
e, & ST A o
*;Q‘Q 8 9 X 27 aF -

Ol 32 ma3 &49

These items are:

1. Vertical (Y) axis
2. Horizontal (X) axis
3. Gridlines

4. Data Series

5.

Legend
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Inserting a Chart

To insert a chart, select the data you want to chart (including the header row). (This data
can be organized in a table or located directly on the worksheet.) Then, click the Insert tab,

choose the chart type, and choose the sub-type. Here, we are creating a stacked column

chart so we can easily see each person’s sales total as well as the breakdown by quarter:

Excel SalesData 2~ - Saved D Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate He
A EMHEE BD O b dx*dEAQll B
Function Forms Table PivotTable Picture Shapes Office Recommended Column  Line Pie Bar Area Scatter Other
v ¥ Add-ins Charts v v v v v v Chartsv
Functions Tables lustrations Add-inz 2-D Column
Al v fi Full Name
< |l (=R ) B8R -
1
2 |Adda Ellwood 402746 699363 4836390 120: Stacked Column
3 |Ronald Burriss 362672 314195 121991 150:
4 |Debra Godman 957349 8388411 790234 4268 Compare the contribution of each value to a total across
5 | Gardy Howsley 730400 7926| 814994 1081 categories by using vertical rectangles.
6 |Rochette Shelley 176264 173873 720215, 227¢
Use it to emphasize the total across series for one category.
7 |Rosanna Skeermar 474175 332380 92544 4324,
8 |Ash Jirousek 546368 766772 673012 666833
9 |Lucky Delouch 361403 34527 443977 703156
10 |Aguste Fessier 188750 905635 760280 B30550
11 |Joy Liddyard 308928 B67563 182177 654688
12 |Hardy Eyckel 838056 656136 183799 731530
13 |Ebonee Louch 366306 115862 350344 884357
14 |Wanda Ratlee 78557 192561 950871 834403
15 |Delainey Mont 567336/ 767298 559328 169540
16 |Silvano Estable 934282 579060 335092 233182
17 |Robert Balnaves 307154 440387 4088261 298338
18 |Rodger Campany 970595 931546 728609 361766
19 |Haley Dartan 929539 7956359 34504 547225
20 |Burton Wreath 310516 75988 421597 601015
21 |Tucky Habishaw 8138329 707805 764406 643584
el ] Flmemilm s B lmmmem AanaD onTNoDC TN el =Tate bl

-

= Sheetl Sheetz +

Calculation Mode: Automatic  Workbook Statistics

(Notice that we have hidden extraneous data, so it is not included in the chart.)
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The chart will now be inserted:

Excel Sales Data 8-S P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart LE
= -
e OOl B ke v h & ik B Y
Switch Select Column Line  Pie Bar  Area Scatter Other Chart Axis legend Data Data Axes Gridlines | Format
Row/Column Data v v L5 v v v  Chartsv Titlev Titlesv v  Labelsv Tablev v v
Data Change Chart Type Labek Axes Format
Chart 5 v f
H 1 K L M N ]
1
2 | Adda Ellwood 402746 699363 483639 120328
2 |Ronald Burriss 362672 314195 181551 150250
4 |Debra GO(E\'HaI‘I 957949 858341 7950234  426854) Q
5 | Gardy Howsley 730400 7926 814934 108181 Chart Title
6 |Rochette Shelley 176264 173873 720215 227611
7 |Rosanna Skeermor 474175 332380 52544 432437
& |Ash Jirousek 546368 766772 673012 666833
9 |Lucky Delouch 361403 34527 443577 703156
10 |Aguste Fessier 188750 905639 760280 830950
11 |Joy Liddyard 308528 867563 182177 654688
12 Hardy Eyckel 838056 656136 183799 731530 I I I
13 |Ebonee Louch 366306 115862 350344 834357 - -
14 |Wanda Ratlee 78557 192561 950871 834403 i q,x“;’ \\\4&9 Q:é*n\
15 |Delainey Mont 567336 767298 559328 169540 %5‘0\\;7’%\3\‘@
16 |Silvano Estable 934282 579060 335092 233182 9&
17 |Robert Balnaves 307154 440387 408826 258338 20l mQ? mQ3 mQ4
12 |Rodger Campany 970595 931546 728609 361766l o 3
19 |Haley Dartan 929539 796359 34504 547225
20 |Burton Wreath 510516 75588 421597 601015
21 |Tucky Habishaw 813829 707805 764406 643584
alal Hlmemalos A lms s ElaTalat- Ll Lo ¥a b Fatsl—d 01T acnaT
Pl

= Sheetl Sheet2 +

Calculation Mode: Automatic  Workbook Statistics Average: 537024.0083 Count: 217 Sum: 64«
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The Chart Contextual Tab

When a chart is selected, the Chart contextual tab will become available on the ribbon:

ales Data 2™ - Saw L earc t +
Sales Data 2% - Saved £ Search (Alt + Q)

Excel

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart
= -
éﬁ?‘dﬂ“&D%@L@ b e e B <Y
Switch Select | Column Line Bar Area Scatter Other Chart Axis Llegend Data Data Axes Gridlines | Format
v  Charts~ Titlev Titles~ v  Labelsv Tablev v v

Row/Column Data v v v v v
Labels Axes Format

Data Change Chart Type

It includes four groups:

e Data: Modify the chart’s data.

e Change Chart Type: Provides the same commands as the Charts group on the Insert

tab.
e Labels: Change how data is presented in the chart.

e Axes: Customize chart axes and gridlines.

251
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Moving Charts

To move a chart, click to select the chart in question and then drag it to its new destination.
Release your mouse button to place it there:

saies Data p e (Alt . Q)

File Home  Insert ~ Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Chart £ Editing v Gl O Comments || s

B oE AU &l wh b kY

Switch Select Column Line Pie Bar Area Scatter Other Chart Awis legend Data Data Axes Gridlines | Format

Row/Column Data e v v v v v Chasy  Tilew Tilesv v Labelsv Tablev PR
Data Change Chart Type Labels Axes Format ~
Chart 5 -« A
H ] ) K L M N o P Q R s T

| .
> adda Ellwood 402746 699363 133639 120328

> Ronald Burriss 362672 314195 181991 150250

4 Debra Godman 957343 858341 790234 426854

5 Gardy Howsley 730200 7926 814984 108181 Chart Title

& Rochette shelley 176264 173873 720215 227611 )

7 RosannaSkeermor | 474175 332380 92544 432437 pos

2 [AshJirousek 546368 766772 673012 666833 oo

5 Lucky Delouch 361403 34507 443977 703156 250

10 Aguste Fessier 188750 905639 760280 830350, iig

11 Joy Liddyard 308928 867563 182177 654688 100

12 Hardy Eyckel 538056 656136 183799 731530 50 I I I I | I | I | I I | | I | I

13 Ebones Lauch 366306 115862 350344 884357

14 Wanda Ratlee 78557 192961 950871 834403 Rl gy &

5 Delainey Mont 567336 767298 559328 169540 & 5 &

16 Silvano Estable 534282 579060 335082 233182 o

17 Robert Balnaves 307154 440387 408326 298338

12 |Rodger Campany 970595 931546 728609 361766 mOb om0z m0s nos

19 Haley Dartan 529535 796359 34504 547225

20 Burton Wreath 510516 75988 421587 601015

21 Tucky Habishaw 813829 707805 764406 643584 =
- Py P R = E—

= Sheetl Sheetz +

Calculation Mode: Automatic  Workbook Statistics Average: 537024.0083 Count: 217 Sum: 64442881 « Give Feedback to Microsoft — 100% +
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Resizing Charts

To resize a chart, click it to select it and then click and drag any of the handles:

Excel

Sales Data P Search (Alt + Q)

Formulas Data Review View

I e w® [ %

Filz Home Insert Draw Page Layout

B A=A M

Switch  Select | Column Line Pie Bar Area Scatter Other | Chart Ads Llegend Data Data
Row/Column Data v - v v v Chasv  Titlev Titlesy v Labelsv Tablew
Data Change Chart Type Labels
Chart 5 v R

]
2 |Adda Ellwood 402746 699363 483639 120328
2 |Ronald Burriss 362672 314195 181991 150250
4 |Debra Godman 957945 858841 790234 426854
5 | Gardy Howsley 730400 7926 814994 108181
& |Rochette Shelley 176264 173873 720215 227611
7 |Rosanna Skeermor 474175 332380 92544 432437
& | Ash Jirousek 546368 766772 673012 666833
9 |Lucky Delouch 361403 34527 443977 703156
10 | Aguste Fessier 188750 905639 760280 8303550
11 Joy Liddyard 308928 867563 182177 654688
12 Hardy Eyckel 838056 656136 183799 731530
13 Ebonee Louch 366306 115862 350344 884357
14 Wanda Ratlee 78557 152961 950871 834403
15 | Delainey Mont 567336 767298 559328 169540
16 Silvano Estable 934282 579060 335092 233182
17 Robert Balnaves 307154 440387 408826 258333
18 | Rodger Campany 970595 931546 728609 361766
19 Haley Dartan 929539 796359 34504 547225
20 |Burton Wreath 510516 75988 421597 601015
21 |Tucky Habishaw 813823 707305 764406 643584
2 Cimemlas Alann 1ann01_anTnec on1Tan ncaas
= Sheetl Sheet2 +

Calculation Mode: Automatic  Workbook Statistics

Automate Help Chart & Editing v
Axes Gridlines | Format
Axes Format
L M N o
Chart Title

m0l =02 m03 w04

Average: 537024.0083 Count: 217 Sum: 64442881

|# Share

Give Feedback to Microsoft

253

&

[J Comments || A+

— 100% +

Note that although the chart may appear skewed as you do this, it will update once you

release your cursor:

Excel

Sales Data £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart / Editing v
o = R

B OO QAE &k 1w’ h e b & Y

Switch  Select | Column Line Pie Bar Area Scatter Other | Chart Axis legend Data Data | Aves Gridlines | Format
Row/Column Data v - v v v Chasv  Titlev Titlesy v Labelsv Tablew v -

Data Crangs Crart Typs Lames e Fomat
Chart 5 v A
H 1 J K L M N o

|

2 Adda Ellwood 402746 699363 483639 120328

3 Ronald Burriss 362672 314195 181991 150250 .

4 Debra Godman 957949 853841 790234 426854 Chart Title

5 Gardy Howsley 730400 7926 814994 108181

6 Rochette Shelley 176264 173873 720215 227611

7 RosannaSkeermor 474175 332380 92544 432437,

& | AshJirousek 546368 766772 673012 666833

9 Lucky Delouch 361403 34527 443977 703156

10 Aguste Fessier 188750 905639 760280 830350 II II
11 Joy Liddyard 308928 867563 182177 654688

12 Hardy Eyckel 838056 656136 183799 731530 & & &
13 Ebonee Louch 366306 115862 350344 884357 >
14 Wanda Ratlee 78557 192961 950871 834403

15 Delainey Mont 567336 767298 559328 169540

16 silvano Estable 934282 579060 335092 233182 =01 =02 =03 204

17 Robert Balnaves 307154 440387 408826 298338

12 Rodger Campany 970595 931546 728609 361766

19 Haley Dartan 929539 796359 34504 547225
20 Burton Wreath 510516 75988 421597 601015
21 Tucky Habishaw 813829 707305 764406 643584

" e e P PP R R—

= Sheetl Sheet2 +

Calculation Mode: Automatic ~ Workbook Statistics

Average: 537024.0083 Count: 217 Sum: 54442881

|# Share

Give Feedback to Microsoft

[J Comments ||

— 100% +
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Activity 5-2: Inserting Charts

In this activity, we will add a chart to our sales report.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 5-2 from

OneDrive.

We do not need the State or Office Type details in the chart, so select these two

columns by clicking and dragging over the column headers:

Excel Activity 5-2 - Saved +

File Home Insert

Draw  Page Layout

e er—
g B

Search (Alt + Q)

Formulas

Data Review View

Automate  Help

i

Table

Design & Editing v [GEECN O comments | 4

B P @mRE O 0

= T UD -0 AL $-% 9 A A | S :‘:‘t“‘:g FE;E‘:A; 3 || = B | E Né:\‘te
Fons Alignment Number ceis Anaysis
1Rx2C v i state
A 3 g D 3 F G H

1 | City [vl Statd|_ Officessype~|| Revenued~| Operating Expenses~] Operating Profif~] Depreciatiorl~] Net Profit[~]

2 |Warner MA Corporate $125,319 365,792 859,527 34,667 €3 854,860

2 East Natchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 @ $327,381

4 [yon MA Co-Owned $135,816 $67,388 $68,428 $5,700 & $62,728

5 |WillowRun MA Corporate 233,255 583,606 5149,649 5144,560

6 Augusta ME Corporate $248,973 $29,246 $219,727 $215,519

7 Conyersville ME Franchise $128,681 $67,175 $61,516 $56,560|

& Mount Baker ME Corporate $244,913 $89,974 $154,929 $149,877

9 Farmington Lake  NH Franchise $352,518 82,675 $309,843 $303,743

10 | Martins Comner  NH Franchise $331,773 585,288 $246,485 $240,690

11 ickerel Narrows  NH Co-Owned $204,975 $100,824 $144,141 $138,988

12 Willaha NH Co-Owned $137,925 $104,528 $33,397 $27,724

18 Scottsville RI Co-Owned $440,462 581,912 $358,550 $353,708

19 Hebron RI Co-Owned $407,339 $88,286 $318,053 $314,449

20 |Longview RI Co-Owned $376,263 592,698 $283,565 $278,370

21 |Emerson RI Franchise $149,134 $87,513 561,621 $56,453

22 Total $2,725,620,

2

24

25

26

Bl
= Financial Data  Financial Scorecard  +
Caleulation Mode: Automatic  Workbook Statistics Count2 ~ Give Feedback to Micrasoft

Click Home = Format 2 Hide & Unhide 2 Hide Columns:

File Home

Insert

Draw  PageLayout

(B2 [ Ju Jaw

P Search (Alt + Q)

Formulas

Data Review View

Automate  Help

0

Table

— 100% +

Design & Editing v (ANl [ Comments | | Ar

By B=E O [

S g B I U Do A $.% 9 @ H o et e S| e-vene Mrl\:uI::E
Font Alignmant Numbsr kel Size
BL v S state 17 Row Height
& B i D E 2 g & _ 17 Auto Fit Row Height
| City [] Stat{.v] Office Type-| {~] Operating s~ O ing Profit~] Depreciatiof~]  Net Profit[:
‘Warner MA Corporate $125,319 $65,792 $59,527 $4,667 B $54,8¢ [} ColumnWidth..
East Natchitoches MA Franchise $423,900 $101,465 $322,459 5,068 $327,35 71 puto Fit Column Width
Lyon MA Co-Owned $125,816 567,328 $68,428 5,700 $62,7:
Willow Run MA Corporate $233,255 $83,606 $149,649 $144,5€ Visibility
Augusta ME Corporate $248,973 $29,246 5219,727 e e —— 5
Conyersville ME Franchise $128,691 $67,175 61,516 3 "
5 Mount Baker ME Corporate $244,913 $89,974 $154,939 Hide Columns Organize Sheets
9 Farmington Lake NH Franchise $392,518 $82,675 $309,843
Hide Shaet Rename Sheet.,
10 MartinsComer  NH Franchise $331,773 $85,288 $246,485 i
11 pickerel Narrows  NH Co-Owned $244,375 $100,834 $144,141 Unhide Rows Reorder Sheet,
12 willaha NH Co-Owned $127,925 $104,528 $33,397 Unhide Columns Duplcate Shest
12 scottsville RI Co-Owned $440,462 581,912 $358,550 L
19 Hebron Rl Co-Owned $407,339 $88,286 $319,053 9
20 Longview RI Co-Owned $376,263 $92,698 5283,565 $5,195 @ 5278,370
21 Emerson RI Franchise $149,124 587,513 $61,621 $5,168 @ $56,453
22 Total $2,725,620,
23
24
25
26
“
= Financial Data  Financial Scorecard  +
Calculation Mode: Automatic  Workbook Statistics Count:2 v Give Feedback to Microseft

— 100% +
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4. The columns will be hidden, and we are now ready to insert our chart. Select cells

Al to H21:

£ Search (Alt + Q) }

Excel Activity 5-2 - Saved

Data Review View Automate Help Table Des

oo o =l

File Home Insert Draw Page Layout Formulas

= fﬁ o [ catibr Ju A A
e Paste B I UD e e A . ~0 .00 Conditional Format As
N . g U D ab v =" E T ok AT $ v % ? o %o Formatting~ Tablev
Undo Clipboard Font Alignment Number Tables
Al v K City

F G H

)
x

_ $mmsis  ssers  Saeses  $6100@
_ swoms  ssia  $51:@

$2,725,620,

(We do not want to include the total row in our chart.)

5. Now, click Insert = Line = Stacked Line with Markers:

Excel Activity 5-2 - Saved 2 Search (Alt + Q) .

Review View Automate Help Table Design

File Home Insert Draw Page Layout Formulas Data
e rd =) +
A JiE =LORISREN i KA i =
Function | Forms Table PivotTable | Picture Shapes Office Recommended Column Line  Pie Bar  Area Scatter Other Hyperlink New
v v Add-ins Charts v v v v v v Chartsv Comment
llustrations Add-ins 2.0 Line Links Comments

Functions Tables

Stacked Line with Markers

Display the trend of the contribution of each value over time or
ordered categories.

Consider using a stacked area chart instead.

$2,725,620,
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The chart will be inserted, but it may not be in a convenient location. Click it and
drag it so the top left edge aligns with cell J2:

freel Ays? _ oo

file  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Chat | . Editing v EEY " Comments || e Catchup

s =T e N == ) R = T il P S T - S 2

Switch  Select | Column Line Pie Bar Ara Scafter Other | Chart Axis legend Data Data | Axes Gridines | Format

Row/Column Data B ~ Chatsy | Titew Ties v Labelsv Tablev | v

o Crange cran e oo pos ot ~
Chart 1 v A

A o € F G H ) K " N ° P
1 City [-] Revenued-] Operating Expenses~| Operating Profit~] Depreciatiori~] _Net Profit[~] -
2 [Wamer 125,319 565,792 559,527 $54,850
Chart Title

3 |East Natchitoches $433,924. $101,465 $332,459 $5068Q@  $327,391
4 Jiyon $135,816 $67,388 568,428 57008 $62,728
5 |Willow Run $233,255 583,606 $149,649 $144,560
& Augusta $248,973 $29,246 $219,727 $215,519
7 |conyersville $128,691 $67.175 $61,516 $56,560
5 | Mount Baker $208,913 589,974 $156,939 $149,877
2 Farmington Lake $392,518 $82,675 $309,843 $303,743|
10 Martins Corner. $331,773 $85,288 $246,485 $240,690
11 |pickerel Narrows $248,975 $100834 $148,141 $138,988
12 |Willaha $137,925 $102,528 533,397 21,724
18 Scottsville $440,462 $81,912 $358,550 $353,708
19 Hebron $407,339 $88,286 $319,053 $310,49
o [Longview $376,263 592,698 $283,565 278,370
1 Emerson $149,134 $87,513 361,621 556,453

Total $2,725,620,

< 0

inancial Data  Financial Scorecard  +

Calcultio Automatic  Workbook Sttistics Average: 1448726 Count: 128 Sum: 10865460« Give FeedbacktoMicosoft  — 100% +

Make sure you scroll over to see the full chart.

There might be a better way to display this data. Let’s try changing the chart type.
Click Chart = Column - Stacked Column:

Scel fanySE - S S

File Home Insert  Draw  Pagelayout  Formulas Data  Review  View  Automate  Help  Chart £ Editing v [EET Y Comments | AsCatchup
BB ACOSRAL B E e w lh | Y
1 City [V] Re ses~] Operating Profit ] Depreciatiori~] _Net Profit/~] =
2 s $59,527 54,667 © $54,860 Chart Title
3 tehit L $332,459 $327,391
4 [ | 1 $68,428 $62,728
5 Rur $149,649 $144,560
6 1 $219,727 $215,519
7 ville $61,516 $56,560
5 Baker $244,913 $154,939 $149,877
9 gton Lake $392,518 $309,843 $303,743
10 ;Corner $331,773 $246,485 $240,690
11 | Narrows $244,975 $144,141 $138,988|
12 $137,925 $33,397 $27,724
18 lle $440,462 $358,550 $353,708
19 $407,339 $319,053 $314,449

$376,263 $283,565 $278,370,

$149,134 $61,621 $56,453

$2,725,620,

= Financial Data  Financial Scorecard  +

Calculstion Mode: Automatic  Workbook Statistcs Average: 1448728 Count: 128 Sum:10865460 ~  Gue FeedbacktoMicrosoft  — 100% +
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8. Do you find the new chart easier to understand?

Cr T+
Chart Title
51,400,
51,200,0
£1,000,000 I
SB00,000
500,0 |
54000
(s = B oo
! $200,000 i I I I I
50
T e S - Y S F oR o
;E & 5N F a5 cp'“é G & &
S L - S, o7 F o g T B e
g 2 e o P
& & & & @
P t.\& R
& g
m Revenues mOperating Expenses m Operating Profit Depreciation mMNet Profit

2 O

9. Close the Excel browser tab to complete this activity.
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TOPIC C: Modifying Charts

In the last topic, we saw how charts can be quickly and easily added. However, you will
often need to customize this default configuration to ensure data is displayed properly. In

this topic, we will learn about some of those tasks.

Topic Objectives
In this session, you will learn how to:
e Switch row and column display
e Select which data to display in the chart
e Change the chart type
e Add atitle to a chart

e Modify chart labels and axes
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Switching Row and Column Display

Occasionally, you may find the need to transpose rows and columns so that your chart
represents the data differently. To do this, click Chart & Switch Row/Column:

] | u Excel x u Sales Data.xlsx x  +

G &) htt ps://acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.a:

Excel Sales Data 8% - Saved ~ £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart
- = -
B AdXOFQAL B @ ke 1w’ h = b Y
Switch  Select Column Line Pie Bar Area Scatter Other Chart Axis Llegend Data Data Axes Gridlines | Format
Row/Column Data v v - v v v  Charts~ Titlev Titles v  Labelsv Tablev v v
Diata Change Chart Type Labelz Aes Format

The chart will now be updated:

i~

o I

Chart Title
20000000
10000000 —— — e —
o T — — —
ai a2 a3z o4
0 [
W Adda Ellwood H Ronald Buriss m Debra Godman Gardy Howsley W Rochette Shelley
W Ros=nna Skeermor M Ash lirousek M Lucky Delouch B Aguste Fessier W Delainey Mont
m Silvano Estable m Robert Balnawes @ Rodgsr Campany  m Haley Dartan Burton Wreath
Tucky Habishaw  mloy Liddyard m Hardy Eyckel m Wanda Ratles H Ebonee Louch
W Hercules Almon  ®Sylvan Eshmade W Tally Leppington W Meal Sollars M Erica Busse
Cody Luton Alethea Winyard Christopher Fleis Galwin Freiberg Drake Becom

[ —_ r
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Use the Select Data Command

Once a chart has been created, you can add or remove information from the data range;
the chart will immediately reflect those changes. To start, click Chart - Select Data:

D | u Excel x ‘ u Sales Dataxlsx x |+

G o] https://acmewidgets-my.sharepeoint.com/.x;/r/personal/jsmith_acmewidgets_onmicrosoft_com,/_layouts/15/Doc.a:

Excel Sales Data 8% - Saved P Search (Al + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart
- = -
B E aXxOFA B E e v h b ik il Y
Switch Select Column Line  Pie Bar Area Scatter Other Chart Awxis Legend Data Data Axes Gridlines | Format
Row/Column DataI} v v v v v v Chartsv | Titlev Titlessv v  Labelsv Tablev v v
Data Chamge Chart Type Label Axes Format

Now, the Select Data dialog box will open. Here, you can modify the data range:

4

Select Data

Chart data range:

=Sheet11SA51:5GS31|

KN |

In this example, we only want the first quarter in the chart, so we will change the end point

of the range and click OK:

Select Data

Chart data range:

=Sheet1!5AS}5D$31
o T
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The chart will now be updated:

Excel Sales Data £ Search (Alt + Q)

File Home  Insert  Draw

gelayout  Formulas  Data  Review  View  Automate  Help  Chart 2 Editing v

- . - o

B oE XA B ke w’ |k i HE | O
Switch Select Column Line Pie Bar  Area Scatter Other Chart Axis Legend Data Data Axes Gridlines Format
Row/Column Data v v v M v v Chartsv Titlew Titlesw v Labels v Tablev v

D Changs ChanType Lt Ases

H ) K L M N ) P
|

2 |Adda Ellwood 100746 698363 483639 120328

3 Ronald Burriss 362672 314195 181991 150250

4 Debra Godman 957949 85884l 790234 426854

5 | Gardy Howsley 730400 7926 814994 108181

5 Rochette Shelley 176264 173873 720215 227611

7 [Rosannaskeermor | 474175 332380 52544 432437

5 AshJirousek 516368 766772 673012 666823

9 Lucky Delouch 361403 34527 443977 703156

10 |Aguste Fessier 188750 905639 760280 230950 |
11 [0y Liddyard 308928 867562 182177 654688

12 |Hardy Eyckel 838056 656136 183799 731530

13 |Ebonee Louch 366306 115862 350344 884357 Droke; Bcom

14 [Wanda Ratles 78557 152561 950871 834403 Christapher

15 Delainey Mont 567336 767298 559328 169540 fie

16 [silvano Estable 934282 579060 335092 233182 =
17 |Robert Banaves 307152 420387 408826 298333

12 |Rodger Campany 970595 931546 728609 361766

19 |Haley Dartan 929539 796359 34504 547225

20 [Burton Wreath 510516 75588 421537 601015

21 Tucky Habishaw 813829 707805 764406 643584

El

= Sheetl +

Calculation Mode: Automatic ~ Workbook Stati

Changing the Chart Type

™S 7 Comments || - Catchup

Give Feedbac

To change the type of chart, select the chart, click the Chart tab, choose the new category,

and choose the specific chart type. Here, we are changing a column chart into a stacked bar

chart:

Excel Sales Data £ Search (At + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart ¢ Editing v

B oE I AL & e v lh I b %

Switch  Select | Column Line Pie Bar Area Scatter Other | Chart Axs legend Date Data | Awes Gridlines | Format

Row/Column Data v v v v Chartsv | Titlew Titlesv v Labelsv Tablev v v
Daa 2 2 pBar Labets s Format
Chart 5 v B
: 1 g % E J ‘ : : i ° ’

LI Full Name X

Adda Ellwood 4

| ed Bar
3 |Ronald Burriss 3 a
4 Debra Godman 9 Compare the contribution of each value 1o a total a
5 |Gardy Howsley 7 categories by using horizont: nges.
5 [Rochette Shelley 1

COERESEY = e it when the values on the chart reprasent durations or
7 |Rosanna Skeermor | 4 e the category text s very long
5 AshJirousek 540308 ©I3ULL ODOYSS| o
9 |Lucky Delouch 361402 243977 703156| 200000 II I I I I I I I I 1
10 Aguste Fassier 760280 0 1 1 o 1

11 oy Liddyard 308928 867563 182177 654688 Ff;‘h‘a‘”
12 Hardy Eyckel

13 Ebonee Louch 366306 115862 350344 884357 Drole; Bcam
14 wanda Ratles 78557 152961 950871 834403 5"‘;:3"3'
15 |Delainey Mont 567336 767298 559328 169540 i
16 Silvano Estable 934282 579060 335092 233182 mat
17 |Robert Balnaves 307154 440387 408826

18 |Rodger Campany 570595 931546 728609

15 |Haley Dartan 929539 796353 34504 547225

20 Burton Wreath 510516 75988 421597 601015

21 Tucky Habishaw 813319 707805 754406 643584

= Sheetl +

Calculation Mode: Automatic ~ Workbook Statistics

EEIMN | (0 Comments | A Catchup

u v w X
a
v
>
Give Feedback to — 100% +
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The results appear immediately after clicking this command:

Excel Sales Data o° - Saved £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart j Editing v
&H%ﬂdﬂ%@%@\_@ I e w® h e i HE Y
Switch  Select | Column Line Pie Area Scatter Other Chart Awis legend Data Data Axes Gridlines | Format
Row/Column Data - v L3 v L3 v Chartsv Title~ Titles v Labelsv Tablev v v
Data Change Chart Type Labels Axes Format
Chart5 v R
H I J K L M N o P Q
1
2 |Adda Ellwood 402746 699363 483639 120328 X N
3 |Ronald Burriss 362672 314195 181991 150250
4 |Debra Godman 957949 858841 790234 426854 al
5 | Gardy Howsley 730400 7926 814994 108181 . |
5 |Rochette Shelley 176264 173873 720215 227611 R, Eulai
7 |Rosanna Skeermor 474175 332380 92544 432437 Sylvan Esnmade
5 Ashlirousek 546368 766772 673012 666333 Burton Wreath e
9 |Lucky Delouch 361403 34527 443377 703156 Robert Balnaves
10 |Aguste Fessier 188750 905639 760280 830950 Wanda Ratlee ==
11 |Joy Liddyard 308928 867563 182177 654688 Joy Liddyard e——
12 |Hardy Eyckel 838056 656136 183799 731530 Ash Jiroussx
13 |Ebones Louch 366306 115862 350344 884357 Gardy Howsley
14 |Wanda Ratles 78557 192961 950871 834403 Aotz Ellueod, ==
0 200000 400000 600000 800 1000000 12
15 |Delainey Mont 567336 767298 559328 169540
16 |silvano Estable 934282 579060 335092 233182 LI
17 |Robert Balnaves 307154 440387 408826 298338 b P
12 |Rodger Campany 970595 931546 728609 361766
19 |Haley Dartan 929539 796359 34504 547225
20 |Burton Wreath 510516 75988 421597 601015
21 | Tucky Habishaw 813829 707805 764406 643584
an [inemsddar Almane amnnoa| _nAmnec] antmanl  acnns
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Adding a Chart Title

To add a title to a chart, click Chart > Chart Title, and choose the desired position:

Excel Sales Data ,Rc" - Saved L Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart y Editing ~

& IO AL B S e e h L b

Switch Select | Column Line Pie Bar Area Scatter Other Chart Axis Legend Data Data Axes Grdlines | Format

Row/Column Data v v v v v v  Chartsw Titlew Titles v w Labelsv Tablew - w
Data Change Chart Type irmat
= = =X None
I h Do not display a chart Title
N o] P Q

1 = i}

2 Adda Ellwood 401746 699363 483639 120328 I h gi::l::-fe?t‘:;?%"“t—glgn chart without resizing chart o
3 Ronald Burriss 362672 314195 181891 150250,

4 Debra Godman 957549 858841 790234 426854 —

5 Gardy Howsley 730400 7926 814994 108181 Above Chart -

& Rochette Shelley 176264 173873 720215 227611 |_|ﬂ:|_ Display Title ot top of chart area and resize chart Kk ———

7 Rosanna Skeermor 474175 332380 52544 432437

5 AshJirousek 546368 766772 673012 666833

9 [Lucky Delouch 361403 34527 443977 703156 / Edit Chart Title... I
10 Aguste Fessier 188750 905639 760280 830950
11 Joy Liddyard 308928 867563 182177 654688 o s
12 Hardy Eyckel 838056 656136 183799 731530 Ash Jirousek
13 Ebones Louch 366306 115862 350344 884357 Bordy Housley
14 Wanda Ratlee 78557 192961 950871 834403 fedaEllunos

0 200000 400000 &00000 BOOOOD 1000000 1200000

5 Delainey Mont 567336 767298 559328 169540
16 Silvano Estable 934282 579060 335092 233182 mal
17 Robert Balnaves 307154 440387 408826 298338 '
12 Rodger Campany 970595 931546 728605 2361766,
19 Haley Dartan 929539 796359 34504 547225

Note that you can choose None to turn the chart title off. To change the title of the chart,
click Edit Chart Title.

Excel Sales Data £ Search (Alt + Q) .

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart f Editing v
. = i
A AR B ke w lh e & HE Y
Switch  Select | Column Line Pie Bar Area Scatter Other Chart Axis legend Data Data Axes Gridlines | Format
Row/Column Data v v v v - w  Chartsv Titlew Titles v w  Labelsv Tablew v v
Data Change Chart Typs — irmat
Chart 5 v fr [I XD"E splay a itle
o not display a chart Title
N 0 P Q
1 = .
2 |Adda Ellwood 402746 639363 483639 120328 I | h gzz:leazeﬁegt‘:;?y'fpaﬂcen chart without resizing chart o
3 |Ronald Burriss 362672 314195 181991 150250
4 | Debra Godman 957949 858841 790234 426854 —
5 | Gardy Howsley 730400 7926 814994 108181 Above Chart
5 | Rochette Shelley 176264 173873 720215 227611 |_|ﬂ:|_ Display Title st top of chart area and resize chart
7 |Rosanna Skeermor | 474175 332380 92544 432437
& | AshJirousek 546368 766772 673012 666833 —_—
5 [Lucky Delouch 361403 34527 443377 702156 / Edit Chart Title... X
10 |Aguste Fessier 188750 905639 760280 830950
11 |Joy Liddyard 308928 867563 182177 654688 e ;|
12 |Hardy Eyckel 838056 656136 183799 731530 Ash Jirausek
13 Ebonee Louch 366306 115862 350344 834357 ardy Howsley
14 |Wanda Ratlee 73557 192961 950871 834403 FagsElees P
0 200000 400000 600000 800000 1000000
15 |Delainey Mont 567336 767298 559328 169540
16 |silvano Estable 934282 579060 335092 233182 maL
17 |Robert Balnaves 307154 440387 408826 298338 o ¢
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The Edit Title dialog box will appear. Enter your title and click OK:

x

Edit Title

Title text:

2021 Sales Figures

The title will now be added:

e i+ o)

2021 Sales Figures

Christopher Fleis

Erica Busse

Sylvan Eshmade

Burton Wreath

Robert Balnaves
Wanda Ratlee

loy Liddyard — ees—————
Ash lirousek
Gardy Howsley

Adda Ellwood

0 200000 400000 &00000 B00000 1000000 1200000

mal
0 = 0

Remember, you can edit it by clicking Chart = Chart Title = Edit Chart Title.
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Modifying Chart Labels

The next four commands in the Labels group allow you to turn different elements on or off

and control their position:

ales Data ,:3.‘"— avi v earc t +
Sales Data 27 - Saved P Search (Alt + Q)

Excel

Fila Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart
- = -
B dXxOEAL B e o h | s 8 Y
Switch  Select | Column Line Pie Bar  Area Scatter Other Chart| Axis Llegend Data Data Axes Gridlines | Format
Row/Column Data v v v v v v  Chartsv Title v | Titles v v  labelsv Tablev v v
Data Chamge Chart Type Labels Axes. Format

For example, here are the options for positioning the legend:

ita Revisw View Automate Help Chart
s b (i i, HE Y
Axis Llegend Data Data Axes Gndlines | Format
Titles»  « Ik Labels v Table~ v v
=1

f):< None
Ld:h_ Turn off Legend

| [| El Show Legend at Right
Show Legend and align right P

ure
[====]
Show Legend at Top

Show Legend and align top
El |] Show Legend at Left I
Show Legend and align left »
g
=
%

| Ij Show Legend at Bottom
Show Legend and align bottom
==
|
|E| Overlay Legend at Left F—
Show Legend at left of the chart without resizing

El Overlay Legend at Right
Show Legend at right of the chart without resizing

Average: 5370240083 G
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Modifying Chart Axes

The final group, Axes, contains two commands:

Excel Sales Data £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart

B | AaXOEA B Ik le ¥ |k b | H| Y

Switch  Select | Column Line Bar Area Scatter Other Chart Axis Llegend Data Data Axes Gridlines | Format
Row/Column Data v v v v v v  Charts+v Titlev Titles v v  Labelsv Table~ v v

Data Change Chart Type Labelk Axes Format

The Axes command allows you to customize the display of both the horizontal and vertical

axes:

Excel Sales Data £ Search (Alt + Q) 3

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart ¢ Editing v LN [ Comments || “AsCatchup

B oE AdXOSA H @l v’ ke W HE Y

Switch  Select | Column Line Pie Bar Area Scatter Other | Chart Axis legend Dstz Data | Axes Gridlines | Format

Row/Calumn Data v v v v~ v Chatsv | Tiflev Titlesv v Labelsv Tablev

P EEETI £ 4 Primary Horizontal Axis % ~
charts - A LN Lﬂix None ns

H J K L ™ N u v w X
1 ry
2 Adda Ellwood 402746 699363 483633 120328 Ld:h' B D ot crder andl label
5 Ronald Burriss 362672 314195 181991 150250 . P E s e endienee
4 DebraGodman 957943 858341 790234 426854 2021 Sales Figures
5 Gardy Howsley 730400 7926 814994 103181 . 1000 Thousands
5 [Rochette Shelley 176264 173873 720215 227611 Crrsopner e I.EDZL ith numbers represented in Thousands
7 |RosannaSkeermor 474175 332380 92544 432437 S H_BZHE‘;:::Z
& AshJirousek 546368 766772 673012 666833 Surten Wresth 1000000 o
5 [Lucky Delouch 361403 34527 443977 703156 [I ith numbers represented in Milions
10 Aguste Fessier 188750 905639 760280 830950 Wands
11 |Joy Liddyard 308928 867563 182177 654688 Joy Liddyard  E—
12 |Hardy Eyckel 838056 656136 183799 731530, Ashlirousek —————— 197 Ghow Asxis in Billions
12 |Ebonee Louch 366306 115862 350344 884357 e —————— |_|ﬂ]_ Display Axis with numbers represented in Billions
14 Wanda Ratlee 78557 192961 950871 834403 gz Ellons F————
0 200000 400 600000 500 1
5 Delainey Mont 567336 767298 559328  169540| LOG 1 cus Axis with Log Scale
16 Silvano Estable 934282 579060 335092 233182 ma |_|le_ Display Axis using a log 10 based scale
17 Robert Balnaves 307154 440387 408826 298338
12 Rodger Campany 970595 931546 723609 361766
16 Haley Dartan 929539 796359 34504 547225
20 Burton Wreath 510516 75988 421597 GO10L5|
21 Tucky Habishaw 813829 707305 764406 643584 =
- P e e ———— .
= Sheetl +

Calculation Mode: Automatic  Workbaok Statistics ~ Give Feadback to — 100% +
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The Gridlines command allows you to customize the appearance of both types of gridlines:

Excel Sales Data £ Search (Alt + Q)

File Home  Insert  Draw

gelayout  Formulas  Data  Review  View  Automate  Help  Chart 2 Editing v EELEeY - Comments | - Catchup

B oE XIS Al B & e v ik m, <y

Switch  Select | Column Line Pie Bar Area Scatter Other | Chart Axis legend Datz Data | Axes Gridlines | Format

Row/Column Data v« v v Charsv | Titlew Titlesw v Labelsv Tablev v B

Data Change Chart Type. s * B Primary Horizontal Gridlines % 5 ~
Charts v . N 2 None

x [t primary Vertical Gridlines > % Do not display Horizontal Gridlines
A D 3 F G H J K L m ~ v v w X
E s
2 Adda Ellwood 402746 699363 483639 120328 % hjﬂaiTrG;idlinesm‘_ o .
2 |Ronald Burriss 362672 314195 181991 150250 2021 Sales Fi Py erental Ercnes for Hajerunt
4 DebraGodman 957949 858341 790234 426354 ales Hgures
5 | Gardy Howsley 730400 7926 814994 103181 Minor Gridlines
5 Rochette Shelley 176264 173873 720215 227611 Display Horizantal Gridlines for Minar units
7 |Rosanna Skeermor 474175 332380 92544 432437
3 Ash Jirousak 546363 766772 673012 666333 2
Major and Minor Gridlines
9 |Lucky Delouch 361408 34527 443977 703156 mRonald Burriss  m Debra Godman  m Gardy Howsley % J‘JP\EY Horizontal Gridlines for Major and Minor urits
10 |Aguste Fessier 188750 905639 760280 830950 mRosanna Skeermor m Ash Jirousek. m Lucky Delouch
11 Joy Liddyard 308928 867563 182177 654683 mloy Uiyt mHardy kel m Ebonee Loueh
12 Hardy Eyckel 838056 656136 183799 731530 5
13 |Ebonee Louh 55306 115852 350304 53235 mWanda Ratize DefaineyMont  m SivanoEstable  m Robert Bainaves
12 'Wanda Ratlee o557 192961 950871 34403 mRodgerCampany mHaleyDartan W BurtonWreath  m Tucky Habishaw
15 Delainey Mot 567336 767298 559328 169540 mHercules Amon  mSylvan Esnmade  w Tally Leppington  m Neal Sollars
16 Silvano Estable 934282 579060 335092 233182
17 Robert Balnaves 307154 440387 408826 293333
12 Rodger Campany 970595 931546 728609 361766
19 Haley Dartan 929539 796359 34504 547225
20 Burton Wreath 510516 75988 421597 601015
21 Tucky Habishaw 813829 707805 764406 643584
S PR ammnns] _ananes amizanazaal 4
£l >
= Sheetl +

Calculation Made: Automatic  Workbaok Stat ~ Give Feedbac! — 100% +
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Activity 5-3: Modifying Charts

In this activity, we will modify the chart in our sales data report.

1.

To begin, open Microsoft Edge, log into Office 365, and open Activity 5-3 from
OneDrive.

Ensure the Financial Data worksheet is active, and the chart is selected:

Excel  Activity 5-3 £ search (At + Q) & ‘
File  Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Chart £ Editing v EE Y 1 Comments || v Catch up
B 2 | - == 0
P B erge & Cente: tional Format As Style =i GeEs § Clear Find &
- - = Formatting~  Table Select v
Ciponrs zating ~
Chart 1 vk
3 F G H J K L 4 N o P a
1 Operating Expenses~] Operating Profitv] Depreciatiorlv] Net Profit(v] -
2 565,792 $59,527 4,667 &3 554,860 0
3 101,265 $332,459 $5,0880  $327,391
4 567,388 $68,428 85,700 @ 562,728
5 583,606 $149,649 $144,560
6 $29,246 219,727 5215,519
7 $67,175 $61,516 56,560
8 589,974 $154,939 $149,877
) $82,675 $309,843 $303,743
10 585,288 $246,485 $240,690
" $100,834 $144,141 $138,988
12 $104,528 $33,397 527,724
12 $81,912 $358,550 $353,708
19 588,286 $319,053 $314,449
20 582,688 $293,565 $273,370 mRevenues m Operating Expenses m Operating Profit m Depreciation m Net Profit
21 $87,513 561,621 $5,168 @ 556,453
2 $2,725,620,
23
2
25
2 =
‘ >
= Financial Data  Financial Scorecard  +
Calculation Mode: Automatic  Workbook Statisties N Give Feedback to Microsoft — 100% +

Let’s try switching the row and column data. Click Chart 2 Switch Row/Column:

Excel Activity 5-3 - Saved ~ £ Search (Alt + Q) -

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Chart / Editing v
0 A . = 8 |.a

B Ol B &le s h & & Y

Switch Select Column Line  Pie Bar  Area Scatter Other Chart Axis legend Data Data Axes Gridlines Format

Row/Column Data v v v v v v Chartsv Titlev Titlesv v  Labelsv Tablev - -

) Change Chart Typs Labeis Axes Format
Switch Row/Column
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4. Now we can see an overall picture of each of the financial data points:

.
|
O

54,500,000

54,000,000
53,500,000
53,000,000
52,500,000
52,000,000
51,500,000
51,000,000

55 000 .
, o - . — -,

Rewvenues Operating Operating Depreciation Met Profit
Expenses Profit

m Warner m East Matchitoches m Lyon Willow Run
B Augusta m Conyersville m Mount Baker @ Farmington Lake
m Martins Corner  mPickerel Narrows m Willaha m Scotrsville
m Hebron m Longview m Emerson
o o &

5.  Click Switch Row/Column again to return to the previous configuration:

Excel s v £ Search (Alt + Q) .

File Home  Insert  Draw  Pagelayout  Formulas Data  Review  View  Automate  Help  Chart £ Editing v GE Y O Comments || v Catch up

B e darOSAL Bk e In. it

Swich  Select | Column Line Pie Bar Area Scatter Other | Chart As legend Data Data | Awes Gridines | Format
Row/Column Data v v v v v v Chatsy | Tifler TWesv v labelsy Tablev v~

Dses Crange crsnTyps Labas e St
Chart 1 vk
3 G [ H ) « L M N ) P a

1+ | Operating Expenses’~] Operating Profit~] Depreciatioriv] Net Profit[~]

2 565,792 $59,527 54,667 554,860

3 $101,465 $332,459 5,068 @

2 567,388 $68,428

5 583,606 $149,649

6 $29,246 $219,727 X

7 $67,175 $61,516 $56,560

8 589,974 $154,933 $149,877

E] $82,675 $309,843 , 303,743
10 585,288 $246,485 5,795 (0 $240,690
" $100,834. $144,141 5,153 @ $138,988
12 $104,528 $33,397 5,673 B 527,724 & & s
18 $81,512 $358,550 4,842 $353,708 PR
19 588,286 $319,053 54,604 2 $314,449
20 92,658 $293,565 51050 $278370 mRevenues m Operating Expenses m Operating Profit m Depreciation m Net Profit
21 587,513 561,621 5,168 3 56,453
2 $2,725,620,
23
2
25
2 =

‘ >

= Financial Data  Financial Scorecard ~ +

Calculation Mode: Automatic  Workbook Statistics N Give Feedback to Microsoft — 100% +
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6. Now let’s add a title to the chart. The Chart tab should still be open. Click Chart
Title > Above Chart:

Bcel Ay 5s moeed v S oemene

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Chart 2 Editing v (1 Comments | | # Catch up

BER ACOSALL B | @l o h & b 9

Swich  Select | Column Line Pie Bar Ara Scatter Other | Chat As legend Data Data | Aves Gridines | Format
Row/Column Data v v v v v v Chatsv | Tiflew THesv v lsbelsv Tablev v v

oses Crange crsn e —_ ot ~
Chart 1 v |_|ﬂ:|>_< None .
o not display a chart Title
3 G s ) « L m N ) P a

1 _ Operating Expenses-] Operating Profif~] Deprec | == ... Overtay Tte -
2 565,792 $59,527 | E“J Overlay centered Title on chart without resizing chart

3 $101,465 $332,459

4 $67,338 $68,428 . =

® $29,246 $218,727 |

7 $67,175 561,516 | 3

& se8.578 $154,539 ' / Edit Chart Title..

s $82,675 $309,843 | Edit the Title..

10 $85,238 $246,485 |

1" $100,834 144,141 $5153%9  $138,988|

12 $104,528 $33,397 35,613 @ $27,724

18 581,912 $358,550 s4842@  s353,708

19 $88,236 $319,053 34,600 @ $314,449
= 592,698 283,565 195@  $278,370) mRevenues mOperating Expenses mOperating Profit m Depreciation. mNet Profit
21 587,513 $61,621 $5,168 @ $56,453
2 $2,725,620,
2
24
25
26 =

q y

= Financial Data  Financial Scorecard ~ +

Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

7. The Edit Table dialog box will open. Type “2021 Financial Data (New England)” and
click OK:

Edit Title

Title text:

2021 Financial Data (New E|1gland)|

Cancel
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8.

The title will be added:

i i+
2021 Financial Data (New England)

51,400,000
§1,200,000

£1,000,000

SB00,000
su::,:uu |
== bl

SEI
& B

e

A i o 2 b ] 5 % el
2 o ™ R 2 £ o o
& F o &= 5 & i~ o - ‘__@c & _\\\‘b *3:'\ s ot Iy
s & o & & &P BGE 4 o
& R oA & g e \‘:\“‘ & M=

m Revenues mOperating Expenses m Operating Profit

-
%l

Depreciation mMNet Profit

L

Now, let’s move the legend. Click Legend - Show Legend at Right:

Excel S . £ Search (Alt + Q)
File ~ Home Inset Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Chart 2 Editing v EETY & comments
# al O [ T ol e i
O XD A e o s HE 9
Switch  Select | Columm line Pie Bar Ares Scatter Other | Chart Axis legend Data Data | Axes Gridines | Format
Row/Column Data v v v v v v Chansv | Tlev TWlesv v Labelkv Tablev | v v
Data Crange crsnTes T one
ERTR [0 2 e
3 3 [ K L M N 0 P
1 |_Operating Expenses~] Operating Profif~] Depreciatiorx] | 5] Show tagens e igne
2 65,792 59,527 667 Show Legend and aiign right
B 5 a0 b
2 Siorats Saar250 T x 2021 Financial Data (New England)
4 567,388 568,428 5100 == °
Show Legend at Top °
: :zi.zﬁ ::i;;ﬁ ;i:gi: D |.|ﬂ:|_ Show Logend and slign top I I 1 °
X % 208 D o
7 867,175 $61,516 84,856 1 °
) $89,974 $154,939 $5,062 (1) El Show Legend at Left _ =0
9 582,675 $309,842 $6,200 @ Show Legend and align left i I I I I °
10 $85,288 $246,485 $5,795 O
1 $100,834 $144,141 $5,153 Show Legend at Bott i -ﬂ” f S ﬁ*( & f‘tf\-‘(‘ & §° &\\’ o*‘gﬁ &
- |j ow Legend at Bottom & FE T L &
2 $104,528 $33,397 $563 0 Show Legénd and align bottom & T &
18 $81,912 $358,550 543020 RO
19 588,286 $319,053 $4600 0
o 592,608 283,565 51950 E verlay Legend at Left s mOperating Expenses m Operating Profit m Depreciation mNet Profit
0 coE e =) S egena e ot af resizing
2
= Overlay Legend at Right
5] Overlay Legend at Rig )
2 Show Legend at right of the chart without resizing
25
2

Calculation Mode:

= Financial Data

tomatic  Workb

Financial Scorecard ~ +

ook Statistics

N Give Feedback to Microsoft

v Catch up

— 100% +
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10.

11.

Review the changes:

o o
2021 Financial Data (New England)
51,400,000 © o
51,200,000 g o
51,000,000 @ I I I o
$800,000 o I I )
m Met Profit
S - o e
u] o . e E'FIFECIET.'IGF'
5200,000 oI I R i Io m Operating Profit
%0 I m Operating Expenses
5 §d £ 2 By s og v @ g s =
E%;£EE%§E%EEE§B m Revenues
_- = uw
z £ g Ep 5 & B S FE =z PE
- = = = £ 2 w z - Q0 =i
[=] = E 35 @ = (=] i
i = S22 cE U@ «
= Z E OO
i 5 3
L - -
(e i

Close the Excel browser tab to complete this activity.
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Summary

In this lesson, you learned how to organize worksheet data with tables and charts. With
these tools, you will be able to take your workbooks a few steps further and learn more

about your data than ever before.

Review Questions

1. What is the command sequence to format data as a table?
2. What is a chart’s vertical axis also known as?

3. How do you turn a table’s total row on or off?

4. How do you move a chart?

5. How do you add a title to a chart?
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LESSON 6:
USING PIVOTTABLES

Lesson Objectives

In this lesson you will learn how to:
e Insert PivotTables
e Work with PivotTable data

e Sort and filter PivotTable data
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TOPIC A: Inserting PivotTables

An important function of any spreadsheet program is to help you derive meaning from your
data. An Excel PivotTable is a great tool for doing this, as it can help you get different
perspectives as you analyze the relationships between the columns and rows of your data.
In this topic, you will learn what a PivotTable is and how to create one. You will also learn

how to specify and rearrange PivotTable data.

Topic Objectives

In this session, you will learn:
e What a PivotTable is
e How to create and use a PivotTable

e About the PivotTable Fields task pane
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What is a PivotTable?

A PivotTable is a powerful tool for exploring, summarizing, and analyzing information. A
PivotTable helps you organize and manipulate the raw data in your spreadsheet to provide
insight into patterns or relationships that might not be obvious at first glance. PivotTables
also give you the power to summarize your data and view it in a different context, without

changing the original content or structure of the data in the worksheet.

With a PivotTable, you can conveniently drag and drop columns of your data to different
areas of the table to examine relationships or trends that may not be obvious in a

traditional Excel table.

Rather than build several regular tables to explore how columns from an Excel worksheet
relate to each other (or to see the data summarized in different ways), you can use one
PivotTable to do the same thing. With a PivotTable, you can alter the table design without
cutting, copying, pasting, or adjusting formulas and cell references. In short, PivotTables
enable you to organize your data in meaningful ways, without doing a lot of tedious work.

You could say that a PivotTable is like several data tables rolled into one.

Ideally, the source data for a PivotTable should be structured like a traditional Excel table or
database. The source data should have unique column headings distinguishing the data, and

there should be no empty columns or rows within the data.
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Creating a PivotTable

To create a PivotTable, select the range of data on which you want to base the table, and
then click Insert - PivotTable:

X Excel SalesData 9® - Saved -~ 52 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Hi
A EBEE BD O b dXd=Al: [
Function Forms Table PivotTable | Picture Shapes Office Recommended Column  Line  Pie Bar  Area Scatter Other
v \ - Add-ins Charts v v - - - v  Charts+
Functions Tables Illustrations Add-ins Charts
Al v Jx Full Name
A C D E F G H I
(B [Full Name & Region K3 sub-Region Bar Baz Ha B B
2 |Adda Ellwood Africa Mairobi 402746 699363 483639 120328
3 |Ronald Burriss Africa Nairobi 362672 314195 181991 150250
4 |Debra Godman Africa Mairobi 957949 858841 790234 426854
5 |Gardy Howsley America Toronto 730400 7926/ 814594 108181
6 |Rochette Shelley America Toronto 176264 173873 720215 227611
7 |Rosanna Skeermor | America Toronto 474175 332380 52544 432437
& |Ash lirousek America Toronto 546368 766772 673012 666833
9 |Lucky Delouch America Toronto 361403 34527 443977 703156
10 |Aguste Fessier America Toronto 188750 9056359 760280 830950
11 |Joy Liddyard Asia Bangkok 308928 867363 182177 654688
12 |Hardy Eyckel Asia Bangkok 838056 656136 123799 731530
13 |Ebonee Louch Asia Bangkok 366306 115862 350344 884357
14 |Wanda Ratlee Asia Bangkok 78557 152961 950871 834403
15 |Delainey Mont Asia Manila 567336 767298 555328 169540
16 |Silvaneo Estable Asia Manila 934282 579060 335092 233182
17 |Robert Balnaves Asia Manila 307154 440387 408826 258338
18 |Rodger Campany Asia Manila 970595 931546 728609 361766
19 |Haley Dartan Asia Manila 9295395 796359 34504 547225
20 |Burton Wreath Asia Manila 310516 73988 421597 601015
21 |Tucky Habishaw Asia Manila 813829 707205 764406 643534
22 |Hercules Almon Europe Lisbon 420281 807085 391733 35937
23 |Sylvan Eshmade Europe Lisbon 555349 B48364 757832 281245

Il
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The Insert PivotTable menu will open. Using the Source field, you can select the range of

data to be included in the PivotTable. In this example, the source is the table we already

selected:

Excel SalesData £ Search (Alt + Q)
File Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design £ Editing v 4 Sh [J Comments | A~ Catch up
: ? a . -
S ol SNSRI L =N gt =2
Function Forms Table PivotTable Picture Shapes. Office Recommended Column  Line Pie Bar Area Scatter Other Hyperlink New Text
v v | Add-ins Charts v v v v v v Chamsv Comment | Box
e 5 Nustrations | Adins Charts me | T ~
Al v Jx Full Name
A C D E F G H J K L v |nsert PivotTable %
1 - >
Source:
2 |Adda Ellwood N bi 402746 699363 483639 120328
3 |Ronald Burriss i Nairobi 362672] 314195 181991 150250 — | Tablel [E‘;H
4 |Debra Godman i Nairobi 957943 858841 750234 426854
5 [GardyHowsley America Toronto 730400 7926 814934 108131 >
. PivotTables Leam more L,
6 |Rochette Shelley America Toronto 176264 173873 720215 227611
7 |Rosanna Skeermor | America Toronto 474175 332380 52544 432437
8 |Ash Jirousek America Toronto 546368 766772 673012 666833 Create your own PivotTable
9 |Lucky Delouch America Toronto 361403 34527 443977 703156 —
10 |Aguste Fessier America Toronto 188750 905633 760280 30950 E
11 |10y Liddyard Asia Bangkok 308928 867563 182177 654688 an
12 |Hardy Eyckel Asia Bangkok 238056 656126 183739 731530
13 |Ebonee Louch Asia Bangkok 366306 115862 350344 884357
14 |Wanda Ratlee Asia Bangkok 78557 152961 950871 534403 Inserton: + Nev Existing sheet
15 |Delainey Mont Asia Manila 567336 767298 559328 169540
16 [Silvano Estable Asia Manila 534282 579060 335092 233182
17 |Robert Balnaves _ Asia Manila 307154 440387 408826 298338 Q1" and Q2" by Full Name
18 |Rodger Campany Asia Manila 970595 931546 728609 361766 Row Labels Sum of Q1 S aE 7
19 |Haley Dartan Asia Manila 529539 796359 34504 547225 - o o
Tally Leppington 971781 647637
20 |Burton Wreath Asia Manila 510516 75988 421537 601015 - -
- - - Rodger Campany 970505 031545
21 [Tucky Habishaw __Asia Manila 313329 707805 764406 643584,
. Debra Godman 957049 858841
22 |Hercules Almon Europe Lisbon 420281 807085 391733 35937 < 7 . 080
Est: 4282 57
23 [sylvan Eshmade  Europe Lisbon 595349 843354 757852 281245 - veno sEEe B N
r 3 Haley Dartan 929539 796359
838051 56136
" Hardy Eycke! 38056 656136
Turkv Hahishaw 813829 707805
Calculation Mode: Automatic  Workbock Statistics Average: 5370240083 Counti248  Sum: 64442081 ~ Give Feedback to Microssft — 100% +
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Under the PivotTables heading, you will see a list of different PivotTables you can add.
PivotTables can be created in a new sheet, or can be added to an existing sheet. To create a
new, blank PivotTable, click an option under the Create your own PivotTable heading:

nsert PivotTable X

Source:

Tabled [@ ‘

PivotTables Learn more

Create your own PivotTable

Insert on: -+ Mew sheet -+ Existing sheet

W,

'‘Q1" and "Q2" by "Full Name

Row Labels Sum of Q1 Sum of Q2

Tally Leppington 971781 647637
Rodger Campany 970595 031546
Debra Godman 957049 838841
Silvano Estable 9347232 573060
Haley Dartan 929539 796359
Hardy Eycke 438056 656136

Torkw Hahizhawe A13R20 TOTANS
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Below this first option, you will also see some PivotTables that have been automatically
generated based on different sets of data from your table. To use one of these pre-made
tables, click an option under the desired table:

nsert PivotTable X
Insert on: -+ Mew sheet -+ Existing sheet

'‘Q1" and 'Q2" by "Full Name

Row Labels Sum of Q1 Sum of Q2
Tally Leppington 971781 647637
Rodger Campany 970595 931548
Debra Godman 957449 458841
Silvano Estable 934282 579060
Haley Dartan 929539 796359
Hardy Eycke 838056 656136
Tucky Habishaw 813829 TO7805
Insert on: -+ MNew sheet -+ Existing sheet

'‘Q1" and 'Q2" by 'Email Address

Row Labels Sum of Q1 Sum of Q2

tleppington@acmewidg... 971781 647637
rcampany@acmewidgets... 970593 931548
d.godman@acrmewidgets... 957040 858841

s.estable@acmewidgets.c... 034232 579060
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Here, we have added a new PivotTable to a new sheet:

£ Search (Alt + Q)

Excel Sales Data

File Home Insert Draw Page Layout Formulas Data Review View Automate Help PivotTable

fFEEE 2 O P dc0BalEH @ o

Function | Forms Table PivotTable | Picture Shapes Office Recommended Column Line  Pie  Bar Area Scatter Other Hyperlink New
- - Add-ins. Charts v v - v v v Chartsy Comment

Functions Tables lustrations Add-ins Charts Links Commants

A2 v fe

= Sheetl Sheet2 +

Calculation Mode: Automatic ~ Workbook Statistics

£/ Editing v [ Comments | "\ Catch up
]
Box
PivotTable Fields x
e >
Choose fields: Drag fields between zress below
" S FILTERS =
= coLumMNs
0ll rows
3 VALUES
v
»*
- Give Feedback to Microsoft — 100% +

Now, we can add information to it by placing checks in the boxes next to the fields in the

PivotTable Fields pane. As you do this, the PivotTable itself will be populated with the

corresponding data:

£ Search (Al + Q)

Excel Sales Data

File Home Insert Draw PivotTable

9 Mg [owm I Jaw

Paste
Hie Ge Ay
) B I UDa <&

Pagelayout  Formulas  Data  Review  View  Automate  Help

25, Wrap Text

Merge8iCenterv | § v 9 9 < 2§ | Conditional FormatAs Styies

v Formattingv Tablew v
Undo | Ciipboard Font Alignment Number Tables
A3 ¥ Jfr AddaEllwood
A B C D E F G H 1 J K L

1

2 Row Labels 5$um ofQ1

3 |=Adda Eliwood I 402746

4 Africa 402746

5 EIAguste Fessier 188750

6 America 188750

7 ElAlethea Winyard 336779

e Europe 336779

9 EAsh Jirousek 546368

10 America 546368

11 EBurton Wreath 510516

12 | Asia 510516

13 EChristopher Fleis 798514

14 | Europe 798514

15  =Cody Luton 797437

16 | Europe 797437

17 =Debra Godman 957949

18 Africa 957949

19 = Delainey Mont 567336

20 Asia 567336

21 |EIDrake Becom 716090

= Sheetl Sheet2 +

Calculation Made: Automatic  Workbook Statistics

= 52 &

£ Editing v

= = H

Insert Delete Format

& Clear v

cells

M PivotTable Fields

Choose fields:

[ Comments | *\ Catch up
3 AutoSum + ZA? /O

Sort& Find & Analyze
Filierv Selectv Data

sditing Analysis A

Drag fields between areas below:

7 FILTERS

S columns

[l Rows
Full Name v

Region .

7. VALUES
Sum of Q1 .

Give Feedback to Microsoft — 100% +
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The PivotTable Fields Task Pane

When you insert a PivotTable into your workbook, the PivotTable Fields task pane will

automatically be displayed on the right side of the Excel window:

PivotTable Fields X
Choose fields: Drag fields between areas below:

Full Name 57 FILTERS
(O Email Address

Region
Sub-Region
Q1

O a2

o

= COLUMMNS
(e

0l rows
Full Mame

Region
Sub-Region

% VALUES
Sum of Q1

®© 0 6 o

Let’s review each area.

1. The left portion of this pane lists all of the fields from the dataset. To add or remove
a field from the PivotTable, toggle the corresponding checkbox. Alternatively, to give
you more control over field placement on the PivotTable, you can click and drag
these fields to the PivotTable itself.

Dragging fields to the Filters area will include those field values as filter criteria.

3. The Columns area will create columns out of unique field entries.

Similarly, the Rows area will create rows out of unique field entries.
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5. Finally, fields that are dragged to the Values area will have calculations performed

on them or their values summarized.

All fields in areas 2-5 will include a pull-down arrow that contains commands to move the

field to another area of the task pane (or remove it entirely).

Remember that any changes you make in the PivotTable Field List pane will be applied
dynamically. Additionally, due to the flexible nature of PivotTables, you can add or remove

fields to or from this task pane at any time.

Working with PivotTable Data

As mentioned previously, the easiest way to add data to the PivotTable is to place
checkmarks next to the desired fields in the PivotTable Fields task pane. You can just as

easily remove the fields from the table by clearing the checkmarks.

The order in which you click to place your checkmarks is very important, as this will also be
the order of placement for the fields in the PivotTable. In this example, the Rows section
contains the Full Name field followed by the Region field:

Excel Sales bata AA Jsmed P e

File Home Insert Draw Page Layout Formulas Data Review View Automate Help PivotTable & Editing v ELC Ol | [ Comments || *\»Catch up

o [Bf bw Tn Juw B By B®RE v iy O
ajle 3

e Conditional Format As Styles nsert Delete Format Sort& Find & Analyze
BT UDasi-&rAr Formattingv  Tablew v filterv Selectv | Data
unze a - Tae: cating Ansiyzs -
A3 v J& Adda Ellwood
L € B E E S L { K L M PivotTable Fields %

2 |Rowlabels Sum of Q1 Choose fields: Drag fields between areas below: D
3 [@Adda Eliwood 402746 Full Name W LTERS

4 | Africa " 400746

5 [Aguste Fessier 188750

5 | America 188750

7 EAlethea Winyard 336779

8 | Europe 336779 @ = coLumns

9 EAsh Jirousek 546368 0O a

10 America 546368

11 @Burton Wreath 510516

12 Asia 510516

13 EChristopher Fleis 798514 —

14 Europe 798514 Full Name -
16 Europe 797437

17 | EiDebra Godman 957949

18 Africa 957543

19 EDelainey Mont 567336 SZJ‘;JZ\%ES

20 Asia 567336

21 @Drake Becom 716030

e wenen ;

= Sheet! Sheet2 +

Calculation Mode: Automatic ~ Workbook Statistics . Give Feedback to Microsoft — 100% +
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Watch what happens when we drag the Region field above the Full Name field:

Excel Sales Data &

File Home Insert Draw Page Layout Formulas Data Review View Automate Help PivotTable & Editing v |53 Sh

9 M4 [ow  n Jaw

P Search (Alt + Q)

[ Comments | | *\~Catch up

28 Wesp Tt E By S=HE Zuoe 4w O

Paste Conditional FormatAs Styles | Insert Delete Format Sort& Find & | Anahyze
B I UD G A . .0 w0 m =
. & U D & -y Mergs & Center $~% 9 G 2 Formattingw Teblew - - ~ Filterv Selectv Data

Undo  Cliposard Fane alignment Humzer Taes cei: coting Anslyse “
a3 v & africa

A E & B E 5 8 L J = L PivotTable Fields %
1 - >

Choose ficlds: Drag fields between areas below:
e e hoose fie rag fields between areas belo
3 [mAfrica 1723367 W LTERS
4 | AddaEllwood 402746 Region
5 | DebraGodman 957949 O Soorean .
5 | Ronald Burriss 362672 a1
7 | EAmerica 2477360 O
8 Aguste Fessier 188750 [mReE] = COLUMNS
9 | Ashlirousek 546368 0o
10 Gardy Howsley 730400
11 | Lucky Delouch 361403
12 | Rochette shelley 176264
13 | Rosanna Skeermor 474175
14 @Asia 6625098 Region X 5
15 | Burton Wreath 510516 Full Name B
16 | Delainey Mont 567336
17 | Ebonee Louch 266306
18 | Haley Dartan 929539
19 | Hardy Eyckel 838056 52 Vﬂ'l-‘:f
20 | Joy Liddyard 308928 um °
21 Robert Balnaves 307154
2> admne ramann [ .
= Sheet! Sheet2 +

Calculation Mode: Automatic  Workbook Statistics . Give Feedback to Microsoft — 100% +

You can see that the names are now organized by region.
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Watch what happens when we add the Sub-Region field below the Region field:

Secel e b p e _

File Home Insert Draw Page Layout Formulas Data Review View Automate Help PivotTable & Editing v

B e asE

& Clear v
Conditional FormatAs Styles Insert Delete Format
$-% 9 % % <

o 3 K
Paste
e F BT UDai- oAy IR Formattings  Tablew .

Undo | Clipboard Font Alignment

Humber Tales
A3 v & africa
A 8 c D E F G H J K L
P
2 Sum of Q1
3 | 1723367
4 EINairobi 1723367
s Adda Ellwood 402746
6 Debra Godman 957949
7 Ronald Burriss 362672
& EAmerica 2477360
9 HToronto 2477360
10 | Aguste Fessier 188750
11 Ashlirousek 546368
12 | Gardy Howsley 730400
13 | Lucky Delouch 361402
14 | Rochette Shelley 176264
15 | Rosanna Skeermor 474175
16 |EAsia 6625098
17 | = Bangkok 1591847
18 | Ebonee Louch 366306
19 | Hardy Eyckel 838056
20 | Joy Liddyard 308928
21 | WandaRatlee 78557
" ‘r—\ll-—il—- LEEL TS A

Sheet! Sheet2 +

Calculation Mode: Automatic ~ Workbook Statistics

cells

PivotTable Fields

GEL - Comments v Catchup

S AutoSum ~ i\? /O

Sort& Find& | Analyze
Filterv Selectv Data

Eaiting Analysis ~

*
>
Choose fields Drag fielas between areas beiow
Full Name 7 FILTERS
(O Email Address
Region
Sub-Region v
al
0
[mReE] = COLUMNS
(M2
[l rows
Region .
[ub-Region N
Full Name B
3. VALUES
Sum of Q1 .
. Give Feedback to Microsoft — 100% +

You can see that this has created yet another level of organization.



Microsoft 365 Excel: Online

As a final note, you can access Move commands from each field’s drop-down menu. Note

that there is also an option here to remove the field from the PivotTable entirely:

PivotTable Fields

Choose fields:

Full Name
[J Email Address
Region
Sub-Region
Q1

Q2

|:| 0
O

]
(]

e

Move Down

Move to End

? Mowve to Filters
—
— Move to Celumns

z Move to Values

X Remove Field

Sub-Region Igl
Full Name w
3 VALUES

Sum of Q1 w

Sum of Q2 -
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Activity 6-1: Inserting PivotTables
In this activity, you will create a PivotTable and experiment with its data.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 6-1 from
OneDrive. (Refer back to Activity 1-2 and Activity 1-3 if you need help.)

2. The Financial Data worksheet should be active. Click on a cell in the table, and then
click Insert - PivotTable:

O | @ Lesson6-OneDrive x Bl Activity 6-1xlsx x | +
O 3]  https://acmewidgets-my.sharepaint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?so
Excel Activity 6-1 - Saved - 2 Search (Alt + Q) I

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Table Design

fFEEE 2D O P dx#*0SQAlEH @ ©
Function | Forms Table Pivotlable | Picture Shapes = Office = Recommended Column Line Pie  Bar Area Scatter Other | Hyperlink New

v L\\) v Add-ins Charts - - v - v v  Charisv Comment
Functions Tables lustrations Add-ins Charts. Links Comments
F8 v fi =D8-E8
A D E F G H

1 City Revenues Operating Expenses Operating Profit Depreciation Net Profit

2 Warner $125,319 365,792 §59,527 $4,667 $54,860

3 East Natchitoches $433,924 $101,465 $332,459 $5,068 $327,391

4 Lyon $135,816 567,388 568,428 $5,700 562,728

5 Willow Run $233,255 383,606 $148,649 5,089 $144,560

& Augusta $248,973 $29,246 $218,727 $4,208 $215,519

7 Conyersville $128,691 567,175 561,516 $4,956 §56,560

8 [Mount Baker $244,913 589,974 154,939 $5,062 $149,877

9 Farmington Lake $392,518 582,675 3309.843. $6,100 $303,743

10 |Martins Corner $331,773 585,288 $246,485 $5,795 $240,690

11 |Pickerel Narrows $244,975 $100,834 $144,141 5,153 $138,988

12 |willaha $137,925 $104,528 $33,397 $5,673 $27,724

13 | Center $207,163 573,705 $133,458 5,599 $127,859

14 |Spring City $432,326 379,297 $353,029 $4,872 $348,157

15 |Mittenlane $177,789 $103,757 $74,032 $5,144 $68,888

16 |East Waterford $201,945 583,178 $118,767 $4,734 $114,033

17 |Coltman $461,214 386,688 $374,526 $6,066 $368,460

12 Centteuilla SAAN ARD <21 Q17 <359 550 <A a7 <252 N9

[l

= Financial Data  Financial Scorecard  +

Calculation Mode: Automatic ~ Workbook Statistics
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3. The Insert PivotTable menu will open. The Source field should say “Tablel”. Click
New Sheet under the Create your own PivotTable heading:

Insert PivotTable 2

Source:

el | Table1 [@ ‘

PivotTables Learn more

Create your own PivotTable

Insert om: -+ New sheet -+ Existing sheet

'‘Operating Expenses’ by 'Office Type' and 'State’

Average of Operating E... Column Labels

Row Labels NH NY
Co-Owned 5102 681 $103,757
Franchise $£83,082 §83.178
Corporate $86,688
Grand Total £03,331 $91,208
Insert on: -+ Mew sheet -+ Existing sheet

4. A new worksheet will be created with the PivotTable:

e el S

File Home  Insert Draw Page Layout Formulas Data Review  View  Automate Help PivotTable & Editing v IRl - Comments v Catchup
= 5 7 a . s
fOEE B 3D O b e =N I ® I [Al
Function Forms Table PivotTable | Picture Shapes Office Recommended Column Line Pie Bar Area Scatter Other Hyperfink New Text
- v Add-ins harts. v v v v v Charts v ‘Comment it Box
e - N (TS == | = ~
A3 f
D H 5 G H L K L M N PivotTable Fields x
B >
Choose fields: Drag fields between areas below;
O o  Furers -
o 2
[u}
o i)
[u}
5}
&} =
= coLumns
o 2
Ol ows
3 VALUES

Give Feedback to Microsoft — 100% +
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5. Inthe PivotTable Fields pane, check the City, State, and Net Profit fields. Observe
the results:

Excel Activity 6-1 - Saved + P Search (At + Q)

File Home Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  PivotTable £ Editing v GRS (7 Comments | “ArCatchup

E’ Ei Row Headers [[] Banded Rows E\E

Refresh Change Data | Move Column Headers. ] Banded Columns Field Settings +/-

Alv Souce | PivotTable List Buttons
oua Acons Puotrable Syte Options snow ~
A3 v /i Augusta
.t 8 c D E F G H J K PivotTable Fields x
1 B >
> Row Labels Sum of Net Profit Choose ks Drag felds between areas below:
3 [2Augusa 1 215519 W ALTERS E
4 ME 215519 e =
5 ECenter 127859 FE
s N 127859
7 BColtman 368460
R 368460 = cowumns
o EConyersville 56560
10 | ME 56560
11 | @East Natchitoches 27391
2 | ma 327391
12 | @East Waterford 114033 I
14 | ny 114033 aity
15 | @Emerson 56453 state
6 | R 56453
17 | @Farmington Lake 303743
18 | NH 303743
15 @Hebron 314449 VALUES
Sum of Net Proft
20 [ R 314849
21 Elongview 278370
" e 270370 n
= FinancialData  Financial Scorecard  Sheetl -+
Calculation Mode: Automatic  Workbook Statistcs . Give Feadback to Microsoft ~ — 100% +

6. Inthe Rows area, drag the State field above the City field:

PivotTable Fields X

Choose fields: Drag fields between areas below:
City 57 FILTERS

State

[ Office Type

[J Revenues

[J Operating Expenses
[ Operating Prafit
[C) Depreciation

= COLUMNS

Met Profit
[l ROWS
City State v
State v
T VALUES

Sum of Net Profit v
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Review the results:

File Home

B &

Refresh Change Data | Move

Az

NI I

Calculation Mode: Automatic

Let’s see the summarized values broken down a bit further.

Excel

Activity 6-1

Insert

=

Draw.

Row Headers
Gollimn Hesders

Pagelayout  Formulas
[] Banded Rows

[ ] Bandid Colurmns

Souce | PivotTable
oua Acons FuotTatie Syie Options
MICRLY
A 8 c )
Row Labels Sum of Net Profit
BMA 589539
East Natchitoches 227391
Lyon 62728
Warner 54860
Willow Run 144560
aME 421956
Augusta 215519
Conyersville 56560
Mount Baker 149877
BNH 71185
Farmington Lake 303743
Martins Comer 240690
Pickerel Narrows 138388
Willaha 27724
an 476016
Center 127859
Spring City 248157
BNy 551381
Coltman 368460

1

= Financial Data

Financial Scorecard

Sheet] +

Workbaok Statistics

290

P Search (Al + Q)

Data  Review View Automate  Help  PivotTable £ Editing v [J Comments | *\» Catch up
Field Settings +/-
List Buttons
vrtable Sier Show ~
B 5 © H J Lk PivotTable Fields x
B >
Choose fields: Drag fields between areas below;
© % aurers -
=
i)
© coLumns
0l rows
Stte
ciy
VALUES
Sum of Net Proft

- Give Feedback to Microsoft — 100% +

Drag the Office Type

field to the Columns area:

PivotTable

Choose fields:

City
State

Fields

Drag fields between areas below:

57 FILTERS

!0 office Type

[ Revenues

[ Operating Expen

[ Operating Profit
[ Depreciation
Net Profit

S€5

= COLUMNS

Office™ e

0/ rows
State -

City -

> VALUES
Sum of Met Profit -
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10.

Review the results:

P Search (Al + Q)

Data

Review

View

Automate  Help

PivotTable

 Editin

Fle  Home Insert Draw  Pagelayout  Formulas
” Fl Row Headers [] Banded Rows
[> i o e — ey o
Refresh Change Data | Move
Al Souwce | Bivotfable
o Acons Shrasis Stfe Optizns
A3 v fr Rowlabels
A B c [}
1
2 Sum of NetProfit____Column Labels [-]
3 [Row Labels co-owned Corporate Franchise Grand Total
4 BMA 62728 199420 327391
5 | EastNatchitoches 27391
5 | Lon 62728
7 | Warner 54860
2 | WillowRun 144560
EREELY 365396 56560
10 | Augusta 215519
11 Conyarsvile 56560
12 | Mount Baker 149877
13 BNH 166712 544433
14 | Farmington Lake 303743
15 | Martins Comer 240690
16 | Pickerel Narrows 138388
17 | willaha 27728
(ENELY] 348157 127859
19 | Center 127859
20 | springcity 348157
21 BNy 68888 368460 114033
| atman 220ne0
Financial Data  Financial Scorecard

Calculation Mode: Automatic  Workbaok Statistics

Sheet] +

Sivortasie Soiss

Field Settings +/-
List Button:

o

1 Comments

3

PivotTable Fields

Choose fields:
Gty
State

| Office Type
[m]

Net Profit

Close the Excel browser tab to compete this activity.

s Catch up

Drag fields between areas belows

T FILTERS

S cOLUMNS
Office Type

ol
State
aty

T VALUES
Sum of Net Profit

Give Feedback to Microsoft

— 100% +
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TOPIC B: Working with PivotTable Data

Now that you know how to create a PivotTable and pivot data, it is time to learn about
some of the other options that Excel provides for manipulating this data. In this lesson, you
will learn about expanding and collapsing data, refreshing the data source, renaming fields,

summarizing values, and changing value display.

Topic Objectives

In this session, you will learn how to:
e Expand and collapse data
e Refresh data
e Rename fields
e Summarize values

e Change value display
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Expanding and Collapsing Data

You can view more or less PivotTable data by expanding or collapsing it. A minus (-) sign

means you can collapse the data down:

Excel Sales Data ,!:J,C" - Saved

File Home Insert Draw Page Layout

D_? ﬁ‘:_'> Row Headers [
Column Headers |:

Refresh Change Data Move

All~ Source PivotTable
Data Actions PiwotTable Style
A4 v Jx America
A B C
]
> Row Labels [~|SumofQl Sum of Q2
3 |@Africa 1723367 1872399
4 |mAmerica | 2477360 2221117
5 [lAsia 6625098 6130965
6 1591847 1832522
7 oo cauch 366306 115862
8 Hardy Eyckel 838056 656136
g Joy Liddyard 308528 B67563
10 Wanda Ratlee 78537 152561
11 ElManila 5033251 4298443
12 Burton Wreath 510516 75988
13 Delainey Mont 267336 767298
14 Haley Dartan 9259539 7596359
15 Robert Balnaves 307154 440387
16 Rodger Campany 970555 931546
17 Silvano Estable 934282 5790a0
18 Tucky Hahishaw 813829 707205
19 |EEurope 5647261 7325163
20 | Blisbon 1987411 2303086
21 Herculas Almon 420281 807085
I Cueliern Cobhmaadda COS2 A0 QAT EA

4
= Sheetl Sheet2 4

Calculation Mode; Automatic  Workbook Statistics
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While a plus (+) sign means you can expand it:

Excel Sales Data ,!:J,I:!' - Saved

File Home Insert Draw Page Layou

H Row Headers
I 0

Refresh Change Data Move Column Headers

Al Source PivotTable
Data Actions PivotTable Sty
A3 v Ji Asia
A B C
1
> Row Labels [~|sumofQl SumofQ2
3 |EAfrica 1723367 1872399
4  mAmerica 2477360 2221117
5 | 6625098 6130965
6 5647261 7325163
7 | L Bepand 1987411 2303086
8 Herculas Almon 420281 807085
3 Sylvan Eshmade 555349 848364
10 Tally Leppington 971731 647637
11 EMoscow 1910197 2697977
12 Alethea Winyard 336779 714236
13 Cody Luton 797437 851461
14 Erica Busse 159273 705497
15 Meal Sollars 616708 386783
16 EWarsaw 1749653 2324100
17 Christopher Fleis 758514 921713
18 Drake Becom 716090 522192
19 Galvin Freiberg 235049 880135
20 Grand Total 16473086 17549644
21

i

= 5Sheetl Sheet2 4+

Calculation Mode: Automatic  Workboolk Statistics

In the first picture, we can see the two sub-regions of Asia and all the details. In the second

picture, this data has been collapsed, so we can just see the top level of the data: Asia.
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Remember that these levels are defined by the fields’ positions in the Rows section of the

PivotTable Fields task pane:

Secel Stes o p —

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review View  Automate  Help  PivotTable & Editing v CEL ] [ Comments - Catchup

D’ @ Row Headers [[] Banded Rows E‘E

v
Refresh Change Data Move Column Headers ] Banded Columns Field Settings +/-

Allv Source PivotTable List Buttons
Dats Actions e Style Options Show ~
A5 v e Asia
IR, B E E E F S ] J L 3 = PivotTable Fields x
; [~]sumefai sumefq2 Choose fields: Drag fields between areas below: P
3 1723367 1872399 Full Name  ALTERS E
a 2477360 2221117 ;E;i I =
5 | e625098 6130965 Sub Region i@
5 5647261 7325163
7 1987411 2303086 o
8 Hercules Almon 420281 807085 O = COLUMNS
9 Sylvan Eshmade 595349 843364 O Values v
10 Tally Leppington 971781 647637
11 EMoscow 1910157 2697977
12 Alethea Winyard 336779 714236
i3 Codyluton 797437 891461
14 Erica Busse 159273 705437 .
15 Neal Sollars 616708 386783 v
16 BWarsaw 1749653 2324100 -
17 Christopher Fleis 798514 921713
18 Drake Becom 716090 522192
iE] Galvin Freiberg. 235049 880195 Szur:::—lé:s .
20 Grand Total 16473086 17549644 Sum of @2 .
21
-
< v

= Sheetl Sheet2 +

Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +
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Refreshing Data

If your source data has changed, but the PivotTable is not reflecting those changes, you can

trigger a refresh by right clicking the PivotTable and clicking Refresh:

Excel Sales Data |

File Home Insert Draw Page Layout Formulas Data

= . o= | Row Head Banded R ==
Saved to this PC s e ] Bandied Rows ===
Refresh Change Data Move Column Headers D Banded Columns EEE

Al Source PivotTable ===

Data Actions PivotTable Style Cptions
A2 v -|Ca|ibri v|11 v|;‘-\" ATS v 9% 9
A —
— <0 .00

1 — EE’ 00 =0

2 |Row Labels [ PRI € of Q2

3 |@Africa (@ copy 872399

4 | @EAmerica ) | 221117

5 @Asia [ Refresn \ 13095

6 |EEurope . . ‘325163

7 | Blisbon Hide Settings 39306

a Hercules Almc [=] Hide Field List 807085

9 Sylvan Eshmac 848364

10 Tally Leppington 971781 647637

11 HMoscow 1910157 2697977

12 Alethea Winyard 3367739 714236

13 Cody Luton 797437 891461

14 Erica Busse 159273 705497

15 Meal Sollars 616708 386783

16 F\Warsaw 17496532 2324100
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Using the Value Field Settings Menu

The Value Field Settings dialog box can be used for a number of purposes. To open this

dialog box, click the dropdown arrow next to a field in the Values area:

PivotTable Fields X
>
Choose fields: Drag fields between areas below:
Full Name 57 FILTERS —
O Email Address =t
Region
Sub-Region L_|E
a1 M
Q2
O as = coLumnNs
O s Values
{ll rows
Region
Sub-Region
Full Name
VALUES
[sum of Q1 ]

Sum of Q2 Nv
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Then click Value Field Settings:

PivotTable Fields X

Choose fields: Drag fields between areas below:

Full Name 57 FILTERS
[ Email Address
Region
Sub-Region
Qi

Q2

O as

O s Move to End o

Move Down

? Maowe to Filters
D||| Move to Rows

Move to Columns

X Remove Field

iz Value Field Settings A

Sum of Q2 -

The Value Field Settings menu will open:

Walue Field Settings

Source Mame: Q1

Custom Name: 5um of Q1

SUMMARIZE VALUE BY SHOW VALUE AS

Summarize value field by
Choose the type of calculation that you want to use to summarize
data from the selected field

Sum -
Count

Average

Max

Min

Product -

OK ‘ | Cancel
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Summarizing Values

Using the Value Field Settings menu, we can change the type of calculation being applied to

the field. Right now, our PivotTable is showing the sum of all the sales made in Q1:

nofe R

(=]

wooo =]

11
12

13

14
15

16

18

Row Labels
H Africa
EAmerica
B Asia
ElBangkok
Ebonee Louch
Hardy Eyckel
Joy Liddyard
Wanda Ratlee
ElManila
Burton Wreath
Delainey Mont
Haley Dartan
Robert Balnaves
Rodger Campany
Silvano Estable
Tucky Habishaw

—
L

:lﬁum of Q1 _lSumnf{l?!

1723367
2477380
6625098
1591847
3663006
838056
308928
78557
5033251
510516
567336
929539
307154
9705595
934282
813829

1872399
2221117
6130965
1832522
115862
656136
867563
152561
4298443
75988
767298
796359
440387
931546
579060
707805

D
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Let’s say we want to see the average of all sales instead. To start, we will click the dropdown
arrow next to the field in the Values area of the PivotTable Fields task pane and click Value
Field Settings:

PivotTable Fields X

Choose fields: "
Full Mame

Region Move Down
Sub-Region

a1 |

Qz Move to End

Q3

O

? Move to Filters
|:|||| Move to Rows
E Move to Columns

X Remove Field

i Value Field Settings D}El

The Value Field Settings dialog box will open to the Summarize Value By tab. Choose the
new calculation and click OK:

Walue Field Settings =

Source Mame: Q1

Custom Mame: Sum of Q1

SUMMARIZE VALUE BY SHOW VALUE AS

Summarize value field by
Choose the type of calculation that you want to use to summarize
data from the selected field

Sum

Count

Average

Max

Min

Product -

OK Cance
.
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The new calculation will be performed. Notice that the column header has changed, too:

A B C D

1

2 |Row Labels Elmremge of Q1 |Sum of Q2
3 |EAfrica 574455.6667 1872399
4  |mAmerica 412893.3333 2221117
5 |BEAsia 602281.6364 6130965
6 E Bangkok 397961.75 1832522
7 Ebonee Louch 366306 115862
a Hardy Eyckel 838056 656136
a Joy Liddyard 308928 867563
10 Wanda Ratlee 78557 152561
11 E Manila 719035.8571 4298443
12 Burton Wreath 310516 75988
13 Delainey Mont 567336 To7298
14 Haley Dartan 929539 796359
15 Robert Balnaves 307154 440387
] Rodger Campany 970595 931546
17 Silvano Estable 934282 579060

18 Tucky Habishaw 513829 F07805
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Changing Value Display

The Value Field Settings menu has another tab: Show Values As.

Value Field Settings *

Source Mame: Q1

Custom Name: Average of (1

SUMMARIZE WALUE BY SHOW VALUE AS

Show value as

| No Calculation [};ﬂ

Mo Calculation

% of Grand Total

% of Column Total

% of Row Total

% Of

% of Parent Row Total

% of Parent Column Total
% of Parent Total
Difference From

% Difference From
Running Total In

% Running Total In

Rank Smallest to Largest

Rank Largest to Smallest

-

These options allow you to perform advanced functions on the selected field, such as
showing running totals or percentages. Simply set your options and click OK to apply the

change.
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Activity 6-2: Working with PivotTable Data

In this activity, you will customize the financial data PivotTable you created in the last

activity.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 6-2 from
OneDrive.

2. Click inside the PivotTable to show the PivotTable Fields task pane:

Sxeel " o

Fle  Home Insert Draw  Pagelayout Formulas  Data  Review  View  Automate  Help  PivotTable 2 Editing v EETS | comments | | A catch up
i) K x Bumre [ B BB BEBE 2wy O
e 1B o eo oo | Conditionsl FormatAs Styles | Insert Delete Format Qe s fraa Analyze
o |[BIIUDeHE Ay meaEEe | B 9 WA SR T TR Fiterv Selectv | Data
Cipbeera Fone Aignment Numeer cais aitng Anasis ~
D5 v fo 327391
A z & ) H 5 C i J & L PivotTable Fields x
‘2 Choose fields: Drag fields between areas below: v
2 sum of Net Profit Column Labels [+] ¥ FLTERS
4 Row Labels [~]co-Owned Corporate Franchise_Grand Total
5 [ama 62728 199420 327391] 589539
6 East Natchitoches 327351. 327391
7 Lyon 62728 62728
2 | Wamer 54860 54860 = cowumns
9 | WwillowRun 144560 144560 Office Type
10 |EME 365396 56560 421956
" Augusta 215518 215519
12 Conyersville 56560 56560
13 Mount Baker 149877 143877 [l rows
14 BINH 166712 544433 711145 State
15 Farmington Lake 303743 303743 City.
16 | Martins Corner 240650 240690
17 | Pickerel Narrows 138988 138988
12 | Willaha 27724 27724
19 BN 348157 127859 476016 2 VALUES
20 | Center 127859 127859 Sum of Nt Proft
21 | Spring City 348157 348157
1 £0000 2c04En 41022 €£ca201 A

= Sheetl Financial Data  Financial Scorecard  +

— 100% +

Calculation Mode: Automatic  Workbook Statisties - Give Feadback to M

(If the task pane is already displayed, skip this step.)

3.  We want to focus on the average profit by branch type and state. Click the minus
sign beside each state abbreviation to collapse the data:

Bicel Ay o2 -saed v S ooone

Sl (] Comments -\ Catchup

File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  PivotTable £ Editing v 12 sl

. T | T autosum v A
o M e Jaw B B SEE ey @
paste B B I UDas®bivd Merge &.Centerv | § v % 9 @8 8 Conditional Format As Styles nsert Delete Format & Clear Sort& Find & | Analyze

N uop i lerge & Center ° 9 38 Formatti Tablev v ~ v v Filterv Selectv Data

ag v fr NY
Y. S e c D 3 F 5 H ! K L PivotTable Fields x

1 - >
3 sum of Net ProfitColumn Labels [~ ] 7 FILTERS
4 Row lLabels EC&)-Owned Corporate Franchise Grand Total
5 EMA 62728 199420 327391 589539
6 EME 365396 56560 421956
7 ENH 166712 544433 711145
5 mN 348157 127859 476016

9 [Ny ! 68888 368460 114033 551381

10 gl 946527 56453 1002980
1 56453 56453
12 | el 314229 314429
13 | Longuiew 278370 278370

14 Scottsville 353708 353708
15 Grand Total 1593012 1061135 1098870 3753017 aty

[l rows
State

19 3 vaLes

Sam of Net Profit

= Sheetl FinancialData  Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics - - Give Feedback to Microsoft — 100% +
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4.

5.

Now, click the dropdown arrow next to the Sum of Net Profit field in the Values

area of the PivotTable Fields task pane:

PivotTable Fields

Choaose fields:

City

State

Office Type

[ Reverues

[) Operating Expenses
[J Operating Profit
[ Depreciation

Net Profit

Drag fields between areas below:

7 FILTERS

= coLUMNS
Office Type v

0ll rows

State
City

5 VALUES

[Sum of Net Profit @

Click Value Field Settings:

PivotTable Fields

Choose fields:

City

State

Office Type

[ Revenues

[C] Operating Bxpenses
[ Operating Profit
[J Depreciation

Met Profit

g
(Il

X

gl

Move to Filters

Maove to Rows

Move to Columns

Remove Field

. Value Field SEttingsL\s
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6.

7.

The Value Field Settings dialog box will open to the Summarize Value By tab. Click
the Average function from the list:

Value Field Settings

Source Mame: Net Profit

Custom Mame: Sum of Net Profit

SUMMARIZE VALUE BY SHOW VALUE AS

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

Sum

Count
Average
Max |/\\s
Min

Product

Then, click the Custom Name field. Change the word “Sum” to “Average” and
remove the word “of”:

Value Field Settings

Source Mame: Net Profit

Custom Mame: |Average Net Profit I

SUMMARIZE VALUE BY SHOW VALUE AS

Summarize value field by

Choose the type of calculation that you want to use to summarize
data from the selected field

Sum
Count
Average
Max

Min
Product

oK | ‘ Cancel
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8. Click OK to apply the changes:

Walue Field Settings *

Source Mame; Net Profit

Custom Mame: Average MNet Profit

SUMMARIZE VALUE BY SHOW VALUE AS

Summarize value field by
Choaose the type of calculation that you want to use to summarize
data from the selected field

Sum

Count

Average

Max

Min

Product -

o) (e ]

9. Review the results:

A B C D E
.
2
3 |Average of Net Profit |Column Labels [~ ]
4 Row Labels |~ | Co-Owned Corporate  Franchise Grand Total
5 EMA 62728 99710 327391 147384.75
6 EME 182698 56560 140652
7 NH 83356 272216.5 177786.25
s @EN 348157 127859 238008
o @ENY 68888 368460 114033 183793.6667
10 Rl 315509 56453 250745
11 Grand Total 1991265 176855.8333 183145  187650.85
12

(Notice that Excel has re-added the word “of” since it is a required convention.)

10. Close the Excel browser tab to complete this activity.

306



Microsoft 365 Excel: Online 307

TOPIC C: Sorting and Filtering PivotTable Data

The final topic we will explore is how to sort and filter PivotTable data. If you have
completed the lessons on sorting and filtering worksheet and table data, you will notice that
these tasks are almost exactly the same with PivotTables, although there are some

additional options available.

Topic Objectives

In this session, you will learn how to:
e Sort PivotTable data
e Use the Filters pane
e Use label and value filters

e (lear filters
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Sorting Data

To sort PivotTable data, click the Row Labels or Column Labels dropdown arrow (depending

on what you want to sort), choose the field you want to sort by, and choose the desired sort

type:

wl |

oY

= h

3

Q

10
11
12
13
14
15
16
17

18

Row Labels
E Africa
HAmerica
EAsia
E Bangkok
Ebonee Louch
Hardy Eyckel
Joy Liddyard
Wanda Ratlee
ElManila
Burton Wreath
Delainey Mont
Haley Dartan
Robert Balnaves
Rodger Campany
Silvano Estable
Tucky Habishaw

C D

m
T
(]

:lmremge of Q1 |Sumnf{]2

- Region %>
 Sub-Region  ?

Full Name »

333056
308928
78357
719035.8571
510516
367336
929539
307154
970595
934282
313829

El Sort Ascending

El Sort Descending

Sort By Value...

Label Filters b

Value Filters >

Filter...

440387
931546
579060
707805

In addition to the Sort Ascending and Sort Descending options we have seen previously

(which will sort the data in those fields), the Sort By Value command opens the following

dialog box:
Sort By Value (Region) x
Select value
Average of Q1 v

Sort options

@ Smallest to Largest
() Largest to Smallest
Te change the selection press the up and down arrow

| QK | | Cance |

These additional options will sort the numerical data in the PivotTable rather than the row

or column headers.
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Using the Filters Pane

You can use the Filters area of the PivotTable Fields pane to filter the PivotTable data. For

this example, let’s filter by region:

PivotTable Fields

Choose fields:

Full Name
Region
Sub-Region
Qi
Q2

Q3

O s

Drag fields between areas below:

57 FILTERS

Regic:l{%%b

= coLummns

Values

0| rows
Region
Sub-Region
Full Mame

2. VALUES

Average of Q1

Sum of Q2

Now, we will see a Region menu at the top of the PivotTable. Let’s click the dropdown

arrow to get started:

A
1 |Region
2
2 Row Labels
4 @Bangkok
5 Ebonee Louch
6 Hardy Eyckel
-

Joy Liddyard
8 Wanda Ratlee
2 |ELisbon
10 Hercules Almon
11 Sylvan Eshmade
12 | Tally Leppington
13 ' EManila
14 | Burton Wreath
15 Delainey Mont
16 | Haley Dartan
17 Robert Balnaves
18 | Rodger Campany

397961.75
366306
838056
308928

78357
662470.3333
420281
595345
971781
719035.8571
510516
567336
929539
307154
970595

1832522
115862
656136
867563
152361

2303086
807085
848364
647637

4298443

755988
767298
796359
440387
931546
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The Filter dialog box will open. Here, we can check the region(s) we want to view and click

OK:

Filter x

Search Region ol
Select item:

(=) (Select All)

0 Africa

[ America

Asia

Europe

OK % Cancel
Here are the results:
A B C

1 |Reg|'0n (Multiple Items) I
2
3 [Row Labels [~ |average of Q1 Sum of Q2
4 @ Bangkok 397961.75 1832522
5 Ebonee Louch 366300 115862
i Hardy Eyckel 838056 656136
7 Joy Liddyard 308928 867563
g Wanda Ratlee 78557 192961
2 Elisbon 662470.3333 2303086

10 Hercules Almon
1 Sylvan Eshmade
12 | Tally Leppington
12 ' EManila

14 | Burton Wreath
15 | Delainey Mont
16 | Haley Dartan

17 Robert Balnaves
18 | Rodger Campanyv

Notice that the Region filter menu shows that the data is being filtered. We can click this

filter icon to reopen the Filter dialog box and modify our settings.

420281 807085
555349 843364
971781 647637
719035.8571 4298443
510516 75988
567336 767298
929539 796359
307154 440387
970595 931546
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Using Label and Value Filters

You can also access filtering options from the Row Labels and Column Labels dropdown

menus:
A B C D E F
1
2 |Row Labels [~ |average of Q1 Sum of Q2
3 _|FlAfica - Region p A ;
4 | mAmeric % zl Sort Ascending
5 BAsia _ Sub-Region > El Sort Descending
6 ElBangkok B
7 Ebonee Louch Full Name % Sort By Value...
8 Hardy Eyckel 838056
9 Joy Liddyard 308528
10 Wanda Ratlee 78557 Label Filters >
11 ElManila 719035.8571 ¢
12 Burton Wreath 510516 Value Filters >
13 Delainey Mont 567336 ]
14 Haley Dartan 929539 Filter..
15 Robert Balnaves 307154 440387
16 Rodger Campany 970595 931546
17 Silvano Estable 934282 579060
18 Tuckv Habishaw 813329 707205

The Filter command will open the dialog box we just looked at, while the Label Filters and

Value Filters menus work in the same way as the filtering options discussed in Lesson 2E:

Equals... El Sort Ascending

Does Not Equal...
E_L Sort Descending

Less Than...
Between...

Less Than Or Equal To...

Mot Between...
Between..

Mot Between... Top 10...

Begins With...
A . Sort By Value...
7l Sort Ascending Does Not Begin With... ¥ Equals...
z )
il Sort Descending Ends With... Does Not Equal...
Sort By Value.. Does Not End With .
Label Filters > G
reater Than...
Contains... Val Filt >
) alue rilters Greater Than COr Equal To...
Label Filters % > Does Not Contain... [} .
Value Filters > Grester Than Filter... Less Than..
Filter... Greater Than Or Equal To... Less Than Or Equal To...
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Remember, clicking each of these commands will open the Custom Filter dialog box pre-
populated with the selected operator. You can then enter the criteria required. Here is an

example:

Custom Filter x
Show items where: Region

Average of Q1 w

is less than w

(Notice that you can change the field being filtered and the operator from this dialog box.)

Clearing Filters

There are two ways to clear a filter. If you have applied it from the Row Labels or Column

Labels menu, you can also clear it from there:

A B C D E F G
2 |Row Labels |.T|average of Q1 Sum of Q2
3 | EAfrica : .
4 mAmerica | Region % 7] Sort Ascending
5_|ElAsia - Sub-Region 2 %l sort Descending
& = Bangkok B
7 Ebonee Louch Full Name 2 Sort By Value...
8 Hardy Eyckel 838056 6561 ) .
9 Joy Liddyard 308928 867¢ E%Clear Filter from ‘Region’
10 Wanda Ratlee 78557 192¢ Label Filters 3
11 ElManila 719035.8571 42984
12 Burton Wreath 510516 75¢ Value Filters >
13 Delainey Mont 267336 767: )
14 | Haley Dartan 929539  796: Filter..
15 Robert Balnaves 307154 440387
16 Rodger Campany 970595 9315446
17 Silvano Estable 934232 579060

18 Tucky Habishaw 813829 707805
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If you have applied the filter from the PivotTable Fields task pane, click the dropdown arrow

and click Remove Field:

PivotTable Fields X
Choose fields: Drag fields between areas below:
Full Name 57 FILTERS
Region Region ]
Sub-Region
Qi
Q2
Q3
O o4 z
m” Move to Rows 1
— Move to Columns
Z Move to Values
X Remove Field L\) j
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Activity 6-3: Sorting and Filtering PivotTable Data

In this activity, you will sort and filter your financial data PivotTable.

1.
OneDrive.

Excel Activity 6-3 - Saved v

£ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate
7 & P st
L= ’\S B I UDaifleOeAx 57 T B Mergeacenery  $v% 9B Y
E4 v J& Grand Total
A B D E F H

3 Average of Net Profit Column Labels

4 [Row Labels []Co-Owned Corporate _ Franchise [Grand Total |
5 62728 95710 327391 14738475
182698 56560 140652

83356 2722165 177786.25

348157 127859 238008

68888 368460 114033 183793.6667

0 315509
11 Grand Total

]

= Sheetl Financial Data

Calculation Mode: Automatic  Workbook Statistics

56453 250745

199126.5 176855.8333 183145  187650.85

Financial Scorecard  +

Help  PivotTable

=0

Conditional FormatAs Styles

Formattingv  Tablev v

PivotTable Fields

Choose fields:

City

State.
Office Type
O r

Click inside the PivotTable to show the PivotTable Fields task pane:

|£ Share

£ Editing v

= O

Cells | Editing | Analyze
v - Data

Analysis

314

To begin, open Microsoft Edge, log into Office 365, and open Activity 6-3 from

Drag fielcs between areas below:

7 FILTERS

= COLUMNS
Office Type

[l Rows
State
city

. VALUES
Average of Net Profit

Give Feedback to Microsoft

[=RRR
x

>

= 100% +
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3.

First, let’s move the Office Type field from column display to a filter. To do this, we
will drag and drop the field from the Columns area to the Filters area in the

PivotTable Fields task pane:

PivotTable Fields
Choose fields:
City

State
Office Type

o
i

VEMUES

ol
y

i
o o
5B

[wr)
m
o

BOO0OO
[w)

=
-
o
[=]

=N
=

Drag fields between areas below:

57 FILTERS

Office Ty;zp%p

= COLUMNS
Office Type

[l rows
State

City

¥ VALUES
Average of Met Profit
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4. Now let’s use this filter. Click the dropdown arrow in cell B2:

File Home Insert Draw

) Eﬁ . | Calibri 11

_ e B

—~ aste B I U D a e Ov A
. - @ =

Undo Clipboard Font

A3 * Jr Row Labels

- T, R TV

oo

11
12
13
14
15

16
17

Calculation Mode: Automatic

Excel Activity 6-3 - Saved

Page Layout

A B
Office Type (Al

% Fil d s
[ Labels - ]averageof et rof

MA 147384.75
ME 140652
NH 177786.25
N 238008
NY 183793.6667
RI 250745
Grand Total 187650.85

= Sheetl Financial Data

]

Financial Scorecard

Workbook Statistics

2 Search (Alt + Q

Formulas

50l 1l

E

v

+

316
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5. The Filter dialog box will open. Uncheck the Co-Owned and Franchise values
(leaving only Corporate) and click OK:

Filter X
Search Office Type 2 -
Select item:

[=] (select Al
J Co-Owned
Corporate
[J Franchise

OK % Cancel

This means that only rows with Corporate as the Office Type will be shown in the
PivotTable.

6. The filter will be applied:

A B
1 |Office Type |Cnrpurate |-_"|
2

3 Rowlabels |~|Average of Net Profit

4 |5 MA 99710
5 % ME 182698
=Y T 127859
T NY 368460

o
A
s
g

1768558333
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7. Next, we want to sort the states by their average profit. Click the Row Labels
dropdown menu:

A B

1 |Office Type |Cnrpurate FI
2

3 Row Labels Averape of Net Profit

4 mMA 99710
5 #ME 182698
o =M 127859
T HNY 368460
& | Grand Total 176855 8333

8. Choose State (as this is the field we want to sort) and click Sort By Value:

A B C D E
1 | Office Type  |Corporate
3 Row Labels [~]|Average of Net Profit
4 EMA
s EME State 2 21 sort Ascending
6 =N - City % 2| sort Descending
7 ENY |
& | Grand Total 17 Sort By Value... L\\;
9
10
B Label Filters >
12
13 Value Filters >
14

Filter...

Ln

o

~
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9. Ensure “Average of Net Profit” is selected for the value. Choose the Largest to
Smallest radio button. Click OK to apply the sort:

Sort By Value (State) *
Select value

—p Average of Net Profit v
Sort options

() Smallest ta Largest
——p @] Largestto Smallest
To change the selection press the up and down arrow

OK Cance
;

10. Review the results. Then, take a moment to think about the different ways you
have viewed this data:

A B
1 | oOffice Type Corporate
2
3 | Row Labels |EI Average of Net Profit |
4 |HNY 368460
5 % ME 182698
B =M 127859
7| mMA 99710
5 Grand Total 176855 8333

11. Close the Excel browser tab to complete this activity.
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Summary

This lesson was all about PivotTables. You should now feel comfortable inserting, modifying,

and using PivotTables. You should also be able to sort and filter PivotTable data.
Review Questions

1. How do you create a PivotTable?

2. What contextual tabs are available when working with PivotTables?

3. How do you refresh PivotTable data?

4. How do you change the type of calculation performed on PivotTable values?

5. How do you sort PivotTable data?
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LESSON 7:
FINALIZING WORKBOOKS

Lesson Objectives

In this lesson you will learn how to:
e Use comments
e Manage worksheets

e Change view options
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TOPIC A: Using Comments

Comments are a key part of Excel Online’s collaborative features. In this topic, we will learn
all about comments, including how to insert, edit, reply to, navigate through, and delete

them.

Topic Objectives
In this session, you will learn how to:

e Insert, edit, and delete comments

e Show and hide the Comments pane
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Inserting Comments

To insert a comment, select the cell you want to comment on. Then, click Review > New

Comment:

2 Excel SalesData 2% - Saved ~ P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate
B | B o =
v 123 W D b~
Spelling Workbook Check Show New Show Notes
Statistics Accessibility | Changes | Comment Comments v
Proofing Accessibility Changest New Camment Comments Motes
A20 v Jfx Burton Wreath
Full Name : Region [+]5ub-Region [-]ai [+]az  [~]a3 [+]os  [+]
12 |Rodger Campany Asia Manila 970595 931546 728609 361766
19 |Haley Dartan Asia Manila 929539 796359 34504 547225
20 |Bur‘lon Wreath IAS'Ia Manila 510516 75988 421597 601015
21 | Tucky Habishaw Asia Manila 813829 707305 764406 643584
22 |Hercules Almon Europe Lisbon 420281 807085 391733 35937

You can also click Insert = New Comment, or right-click a cell and click New Comment:

Brel Sl I S
Search

File Home X% cut mulas Data Review View Automate Help Table Design & Editing v GELETCE |~ Comments || s
@ . o
Ko i oo I’ il @A EH @ |H
Function | PivotTable T commended Column Line  Pie Bar  Area Scatter Other Hyperlink New Text

Paste Options

Charts v v v v v v Chems- Comment | Box
Functions Tab Eq Fr‘ F\ "OL:V\ [‘ﬂrl Charts Links Comments Tet ~
o0 o, L0 L K ¥ =
Full Name Insert > Flar [Fez [Fla3  [Flos  [7] J K L M N o P a
12 Rodger Campany N 970595 931546 728609 361766 B
19 Haley Dartan Delete 929539 796359 34504 547225
20 |Burion Wreath Clear Contents 510516 75988 421597 601015
21 Tucky Habishaw 813829 707805 764406 643584
22 Hercules Almen Sort > 420281 807085 391733 35937
23 sylvan Eshmade Table N 595349 848364 757852 281245
24 Tally Leppington 971781 647637 710815 328009
25 Neal Sollars £ New Comment 616708 386783 394125 330029
26 Erica Busse - 3 159273 705457 359916 524064
27 Cody Luton 7 New Note 797437 891461 915987 680620
28 Metheawinyard g 336779 714236 991550 683046
20 Christopher Fleis 123 | UMBErFarmat. 798514 921713 990769 723199
30 Drake Becom @ Hyperlink. 716080 522182 47961 972959
31 Galvin Freiberg 235049 880195 60264 733404,
32 E:'g:' Show Changes
33
34 G A A S %
35
3 B T HvaovAv=gb 4 9
37
38
29 hd
4 »
= Sheetl +

Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +
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Then, a comment bubble will open. Type your comment into the appropriate area. When

you are finished, click the Send arrow or press Ctrl + Enter:

Excel Sales Data

2% - Saved ~

£ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
3 B O =i
v 123 b 0]
Spelling Workbook Check Show New Show Notes
Statistics Accessibility | Changes | Comment Comments -
Proafing Accessibility Changes Comments Notes
Al v Jx Full Name
A C D E F G H
! () John Smith g Mo Hae Hae Ha 0
2 |Adda Ellwood B 402746 699363 483639 120328
3 |Ronald Burriss Let's change this title to "Sales 362672 314195 181531 150250
4 |Debra Godman Representative” 957549 858841 750234 426854
5 |Gardy Howsley 730400 7526 814594 108181
6 |Rochette Shelley 176264 173873 720215 227611
7 |Rosanna Skeermor AWBMCE  Dostcomment (Dl « Enter) 474175 332380 52544 432437
& |Ash Jirousek America Toronto 546368 766772 673012 6663833
2 |Lucky Delouch America Toronto 361403 34527 443977 703156

The comment will then be added, and indicated with a speech bubble icon in the workbook:

—

e

= |G| LN B g

A

C

D
Sub-Region

Adda Ellwood Africa Mairohi
Ronald Burriss Africa Mairobi
Debra Godman Africa Mairohi
Gardy Howsley America Toronto
|R0chette Shelley America Toronto
Rosanna Skeermor  America Toronto

The comment can be viewed by clicking the speech bubble icon.

To edit a comment that has been posted, click the ellipses (...) in the top-right corner of the
comment, and click Edit Comment:

Ko

= |t W -

w

A

J
C

D

Full Name K2 SNSRI

Adda Ellwood

-

Ronald Burriss

Debra Godman

Representative

Gardy Howsley

Rochette Shelley

ar e L

Let's change t}| ¢ Edit comment

]j Delete thread

@mention or +*" Resolve thread

Rosanna Skeermor  America

Toronto
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Then type your change, and click the Send arrow:

Excel SalesData 8 - Saved

File Home Insert Draw Page Layout Formulas
abc D ESR ] £
v 023 W O
Spelling Workbook Check Show New Previous
Statistics Accessibility | Changes | Comment Comment
Proofing Accessibiliny Changes Commenis
Al v Jfx  Full Name
A C D
B Full hame 2 ST . JC]
2 |Adda Ellwood } . :
> Ronald Burriss Let's change this u:_:nlu*nn header[to
"Sales Representative” T
4 Debra Godman
5 |Gardy Howsley
6 |Rochette Shelley
7 |Rosanna Skeermor Post comment b i + Enter)
Another comment 15 10 progress |
& Ash Jirousek |
9

Lucky Delouch America Toronto

Showing and Hiding the Comments Pane

You can open the Comments pane by clicking Review = Show Comments:

cel ales Data ,:St“'— av ~ earc t +
Excel SalesData A% - Saved A Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help
G |8 808 gm0

g 123 W D
Spelling Workbook Check Show MNew Previous — MNext Show R MNotes

Statistics Accessibility | Changes | Comment Comment Comment Comments ¥
Procfing Accessibility Changes Comments Hotes
Show Comments
L4 v fx
A C D E F G H

(Il Full Name K2 Region K Sub-Region Mar Mo Ko Mo N
2 |Adda Ellwood Africa Nairobi 402746 699363 483639 120328
2 |Ronald Burriss Africa Nairobi 362672 314195 181591 150250|

This allows you to see all of the comments on the slide in a list, navigate to other comments

in the presentation, and create new comments.
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You can close the Comments pane with the X in its top right corner:

Excel Sales Data £ Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate

B OBE O 8D

v 123 b O]

Spelling Workbook Check Show New Previous  Next Show Notes

Statistics Accessibility =~ Changes = Comment Comment Comment Comments v
Proofing ccessibilty | Changes Comments Notes
L4 v fr
C

1 Ed Region Ha3

2 |Adda Ellwood Africa Nairobi 402746 699363 483639 120328
3 Ronald Burriss Africa Nairobi 362672 314185 181591 150250
4 |Debra Godman Africa Nairobi 957949 858841 750234 426854
5 Gardy Howsley America Toronto 730400 7526 814594 108181
6 |Rochette Shelley America Toronto 176264 173873 720215 227611
7 |Rosanna Skeermor  America Toronto 474175 332380 92544 432437
8 |Ash Jirousek America Toronto 546368 766772 673012 666833
9 Lucky Delouch America Toronto 361403 34527 443577 703156
10 Aguste Fessier America Toronto 188750 905639 760280 830950
11 |Joy Liddyard Asia Bangkok 3085928 867563 182177 654688
12 Hardy Eyckel Asia Bangkok 838056 656136 183799 731530
13 | Ebonee Louch Asia Bangkok 366306 115862 350344 884357
14 Wanda Ratlee Asia Bangkok 78557 192961 950871 834403
15 |Delainey Mont Asia Manila 567336 767298 559328 169540
16 Silvano Estable Asia Manila 934282 579060 335092 233182
17 Robert Balnaves Asia Manila 307154 440387 408826 298338
18 | Rodger Campany Asia Manila 970593 931546 728609 361766
19 Haley Dartan Asia Manila 929539 796359 34504 547225
20 |Burton Wreath Asia Manila 510516 75988 421597 601015
21 | Tucky Habishaw Asia Manila 813829 707805 764406 643584
2 [Lnrenlac Arann [ Vichon #7191 onTAse 281733 omas

= Sheetl +

Calculation Mode: Automatic

Woarkbook Statistics

Help £ Editing v

[

+| Comments

1 Comments

326

A+ Catch up

" '
) John Smith
e

hange this column header to
es Representative”

@mention or reply

- Give Feedback to Microsoft

— 100% +

Replying to Comments

To reply to a comment, make sure the comment is selected, either by clicking the speech

bubble icon, or opening the Comments pane:

File Home Insert Draw Page Layout Formulas Data Review View Automate Help / Editing v @shg e [J Comments A+ Catch up

tRE AR =R =R al =il

N4 123 ® D

Spelling Workbook Check Show New Previous  Next Show Notes

Statistics Accessi Changes | Comment Comment Comment Comments -
Proafing ccessi Changes Comments Nates ~
L4 v &
G J K L

! John Smith Ay Hoz Hos H =] Comments &
2 Adda Ellwood]| e - 402746 699363 483639 120328 .

> Ronald Burris f;tl' [‘: gLl 362672 314195 181991 150250 {1 New =
4 |Debra Godmd SRS W Delete thread 957949 85884l 790234 426854 ]

5 Gardy Howsle) + Resolve thread 730400 7926 814994 108181 % John Smith A e

6 Rochette shelley 176264 173873 720215 227611 -

7 Rosanna Skeermor  America Toronto 474175 332380 92544 432437 E:.E hange this [.culu;nn Feaderto

- Ssles Representative

8 |AshJirousek America Toronto 546368 766772 673012 666833

9 |Lucky Delouch America Toronto 361403 34527 443977 703156 @mention or reply

10 Aguste Fessier America Toronto 188750 905639 760280 830950

11 |Joy Liddyard Asia Bangkok 308928 867563 182177 654688

12 Hardy Eyckel Asia Bangkok 838056 656136 183799 731530

13 Ebonee Louch Asia Bangkok 366306 115862 350344 884357

14 Wanda Ratlee Asia Bangkok 78557 192961 950871 834403

5 | Delainey Mont Asia Manila 567336 767298 559328 169540

16 Silvano Estable Asia Manila 934282 579060 335092 233182

17 Robert Balnaves Asia Manila 307154 440387 408826 298338

18 Rodger Campany Asia Manila 970595 931546 728609 361766

19 Haley Dartan Asia Manila 929533 756359 34504 547225
20 Burton Wreath Asia Manila 510516 75988 421597 601015
21 Tucky Habishaw Asia Manila 813829 707805 764406 643584

9 [Horenlor Ao [ ichon #0991 onTnes  s@ivas  oasaar ; hd

= Sheetl +

Calculation Mod

utomatic

Workbook Statistics

- Give Feedback to Mics
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Then, type your reply in the indicated field:

Ji

) John Smith A1

Let's change this column header to
"Sales Representative”

December 1, 2021, 10:27 Al

_’| |@"nsnti:|n or reply |

Click the Send arrow to post your reply:

Ji

{ ) John Smith A1

Let's change this column header to
"Sales Representative”

| | think that is a great icea!| |

%
Post reply (Ctrt=+ Enter)
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Deleting Comments

To delete a comment, make sure the comment is selected, click the ellipses (...) in the top

right corner, and click Delete thread:

C D
!—T:I_'t John Smith s e [

LEt'scha"get}| & Edit comment | e

Sales Represe ]i[ Delete thread B

Ll

in

Y W JohnSm s pecoive threajlj
|E"y" | think that 1» o Yreaw aeas

rmor

@mention or reply

1 FETTTCTTED T
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Activity 7-1: Working with Comments
In this activity, you will review comments in a workbook, and add comments of your own.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 7-1 from
OneDrive. (Refer back to Activity 1-2 and Activity 1-3 if you need help.)

2. The Financial Data sheet should be active. Look closely at cells A2 and H22. You will
see a purple icon that denotes a comment:

Excel Activity 7-1 - Saved P Search (Alt + Q)
File Home Insert Draw Page Layout Formulas Data Review View Automate Help Table De

[ 2 o J& & | 2= pwapre E B2
Pete 9 B I UDSE-OvA - o $v% 9 RH o
Clipboard Font Alignmeant Mumbar Tables

A2 v fx Warner

A D E F G H

1 City Revenues Operating Expenses Operating Profit Depreciation Net Profit

2 |warner 4 $125,319 $65,792 §59,527 $4,667 §54,860

3 | East Natchitoches $433,924 $101,465 $332,459 $5,068 $327,391

4 |Lyon $135,816 $67,388 $68,428 $5,700 $62,728

5 'willow Run $233,255 583,606 149,649 55,089 $144,560

6 Augusta $248,973 $29,246 $219,727 $4,208 $215,519

7 | Conyersville $128,691 $67,175 $61,516 $4,956 $56,560

5 |Mount Baker $244,913 $89,974 $154,939 $5,062 $143,877

9 |Farmington Lake $392,518 582,675 $309,843 $6,100 $303,743

10 |Martins Corner $331,773 585,288 $246,485 $5,795 $240,690

11 |Pickerel Narrows $244,975 $100,834 $144,141 $5,153 $138,988

12 |Willaha $137,925 $104,528 $33,397 $5,673 §27,724

13 |Center $207,163 573,705 $133,458 $5,599 $127,859

14 |Spring City $432,326 $79,297 $353,029 $4,872 $348,157

15 |Mittenlane $177,789 $103,757 $74,032 $5,144 568,888

16 |East Waterford $201,945 $83,178 $118,767 $4,734 $114,033

17 |Coltman $461,214 586,688 $374,526 56,066 $368,460

12 |Scottsville $440,462 581,912 $358,550 $4,842 $353,7

19 |Hebron $407,339 $88,286 $319,053 $4,604 $314,4Zi

20 |Longview $376,263 $92,698 $283,565 $5,195 $278,37

21 |Emerson $149,134 $87,513 $61,621 $5,168 $56,45
; ———=

4

= Sheetl Financial Data  Financial Scorecard  +

Calculation Mode: Automatic ~ Workbook Statistics

3. Let’s take a closer look at these comments. Click Review = Show Comments to

open the Comments task pane:

Excel Activity 7-1 - Saved +~ P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View
=0 SN =S | N oS B o A v W A
Ve 123 W 0,
Spelling Workbook Check Show New Delete  Previous — MNext Show Notes
Statistics Accessibility | Changes | Comment Comment Comment Comment Comments -
Proofing Accessibility Changes Comments Hotes

Show Comments

s e
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4. Read the first comment, associated with cell A2:

H
Net Profit 1| Comments X >

554,860
$327,391
562,728
$144,560

@ Jane Gibson Az *°* E

$215,519 State and Office Type should also be
556,560 listed.

$149,877

$303,743 ‘ @mention or reply |

$240,650
$138,988

527,724
$127,859
$348,157

568,888
$114,033
$368,460

<¢IE3 TNo

@ Jane Gibson Haz ***

Great idea to add this!

‘ @mention or reply

- Give Feedback to Microsoft — 100% +

5. Jane has asked for data about the state and office type for each row. This data is
present, but we hid it during a previous activity. Let’s unhide it. To start, select

columns A and D:

Activity 7-1 - Sav P Search (Alt + Q) &
File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design 2 Editing v EEr ) D comments | A
R R o o o
Show New  Delete Previous Next  Show. Notes
Changes | Comment Comment Comment Comment Comments |~
Changes Comments Notes A
E F < H 1
1 Operati Operating Profit _ Depreciation _ Net Profit Q) ESmeis x>
2 |warner - $125,319 $65,792 $59,527 $4,667 $54,860 e
3 [East $422,924] $101,465 $322,459 $5,068 $327,391 i New
4 [yon $135,816| $67,388 368,428 $5,700 $62,728
5 [willow Run $233,255 $83,606 $1439,649 $5,089 $144,560 @ Jane Gibson a2 00 =
€ |Elptsts] S 7 SELE S 7 ST SLAEID State and Office Type should alsa be
7 [conyersville $128,691 $67,175 361,516 $4,956 $56,560 listed
8 [Mount Baker $244,913] $89,574 $154,939 $5,062 $149,877
) Lake $392,518| 582,675 $309,242 $6,100 $303,743
10 |Martins Corner $331,773 $85,288 $246,485 $5,795 $240,650
11 |Pickerel Narrows $244,975 $100,834 $144,141 5,153 $138,988 . S
i @ Jane Gibson H22
12 |willaha $127,925| $104,528 $33,207 $5,673 827,728
13 |center 207,163 $73,705 $133,458 $5,599 $127,859 Great ideato zad tns!
14 |Spring City $432,326| $79,257 $353,029 4,872 5348,157
15 |Mi $177,789| $103,757 74,032 $5,104 568,388
16 |East Waterford $201,945| $83,178 $118,767 54,734 $114,033
17 |Coltman $461,214 $86,688 $374,526 $6,066 $368,460
18 |Scottsville $440,462| $81,912 $358,550 4,842 $353,708
19 |Hebron $407,339| $88,286 $319,053 $4,604 $314,243
20 |Longview. $376,263) $92,698 $283,565 $5,195 $278,370
21 |Emerson $143,134 $87,513 $61,621 $5,168 $56,453 =
0 y

= Sheetl Financial Data  Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics Average: 275585.85 Count:85 Sum:5ST1717 « Give Feedback to Microsoft — 100% +



Microsoft 365 Excel: Online

6. Right-click the column headers and click Unhide Columns:

im] ‘ @ Lesson 7 - OneDrive

&} %) https://acmewidgets-my.sharepoint.com/:

Excel Activity 7-1

X | Bl Activity 7-1.dsx

x |+

/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/C

earch (Alt + Q)

Search
File Home Insert Dra X Cut | Review View Automate Help Table
o

abc g ;l S

v b @- R copy o

Spelling Workbook Check Shi . Show Convert Al

Statistics Accessibility | Chai Paste Options t Comments Motes
Procfing Accessibiliy | Char Ifq ﬁ F‘ [gn ﬁ
v 4 <
. v E iy O Lz L# ANEN
A D Llr” Insert Columns 3 G H

1 City | Revenuet U Delete Columns ating Profit Depreciation Net Profit

2 |warner $125,1 559,527 34,667 554,860
3 |East Natchitoches $433,¢ Clear Contents L $332,459 $5,068 $327,391
4 |Lyon $135,8 - 568,428 $5,700 562,728

= e Column Width... N

5 |willow Run $233,1 L $149,649 $5,029 $144,560
& |Augusta 5248, Hide Columns L $219,727 $4,208 $215,519
7 |Conyersville $128,€ L 561,516 54,956 556,560
8 |Mount Baker S2a4,% Unhide Columns s L $154,939 45,062 4149,877
9 [Farmington Lake $392,%F 4, Number . L $309,843 $6,100 $303,743
10 |Martins Corner s3z1,; = umoerrormat. L $246,485 $5,795 4240,690
11 |Pickerel Narrows 52445 BE show Changes $144,141 $5,153 $138,988
12 |willaha $137,%0, U $33,397 45,673 $27,724
13 |center $207,1—— . o L £5,599 $127,859
14 |spring City $432,3| Calon "| 14 "| AMA S %9 I 34,372 $348,157
15 [Mittenlane $1771 B | v A~ gh, 0 00 g 1 $5,144 568,888
16 |East Waterford s2015 - — 54,734 $114,033
17 |Coltman 461,214 536,688 $374,526 56,066 $368,460
12 lernttadilla cann azal ¢o1 a17 ¢ac0 cen en onn &253 7n0

o

= Sheetl

Financial Data

Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics

7. The data will now be shown. Since we have addressed Jane’s comment, let’s delete
it. Start by clicking the ellipses (...) icon in the top corner of the comment in the

Comments pane:

Excel Activity7-1 - Saved

P Search (Alt + Q)

Average: 27558

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design 2 Editing v & share ER IR

BB 88 oD

~ 3 5 0]

Spelling Workbook | Check Previous Next  Show Notes

s Aceessibility Comment Comment Comments |~
siiity | Changes Comments N ~
c10 v K Franchise
A ] © D £ F < v

1 City State  OfficaType  Revenues _ Operating Expenses __ Operating Profit __Depreciation __ Net [+ Comments & >
2 |Warner MA Corporate $125,319 $65,792 $59,527 54,667 2 New

3 East Natchitoches MA Franchise $433,324 $101,465 $332,459 $5,068

4 Lyon MA Co-Owned $135,816 $67,388 568,428 $5,700 More thread actions

5 willow Run MA Corporate $233,255 $83,606 $149,649 $5,089 Jane Gibson A2 T

5 Augusta ME Corporate $248,973 $29,246 $219,727 $4,208 State and Office Type should alsa be {b

7 Conyersvile ME Franchise $128,691 $67,175 $61,516 $4,956 Jisted

2 Mount Baker ME Corporate $244,913 $89,974 $154,939 $5,062

9 Farmington Lake NH Franchise $392,518 $82,675 $309,843 $6,100

10 |Martins Corner  NH Franchise $331,773 $85,288 $246,485 $5,795

11 Pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 $5,153 . PR

= @ Jane Gibson H2

12 |willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673

13 |Center N Corporate $207,163 72,705 $133,458 $5,599 Great idea to add this!

14 Spring City N Co-Owned $432,326 $79,297 $353,029 $4,872

15 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144

16 |EastWaterford  NY Franchise $201,345 $82,178 $118,767 $4,734

17 Coltman NY Corporate $461,214 $86,638 $374,526 $6,066

18 |Scottsville RI Co-Owned $440,462 $81,912 $358,550 $4,842

19 Habron RI Co-Owned $407,329 588,286 $319,053 $4,604

20 Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195

21 Emerson RI Franchise $149,134 $87,513 $61,621 $5,168

1

Calculation Mode: Automatic ~ Workbook Statistics

= Sheetl Financial Data Financial Scorecard ~ +

. Give Feedback to Microsoft

— 100% +
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8. Then click Delete thread:

H
Net Profit Comments X 5
554,£
_ +
$327,2 ! New
562,3
o s14arc Jane Gibson A2 =et =
# State and Office Ty ¢ Edit comment
56,°
$149,5 listed. 1] Delete threadi@
$303,7 @mention or repl +" Resolve threa
$240,¢
138,
ﬁ @ Jane Gibson Hzz ***
$12?:E Great idea to add this!
% | @mention or reply
5114,C
53684
dam3- T
[

: 85 Sum: 5511717 ~ Give Feedback to Microsoft — 100% +



Microsoft 365 Excel: Online 333

9. Finally, you think that Hebron might have the wrong state entered, so you want to
add a note to remind you to double-check the data. Right-click cell A19 and click
New Comment:

i} | @ Llesson 7 - OneDrive * u Activity 7-1.xlsx x —|—

O )  https://acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_

£ Search (Alt + Q)
Search

Fil= Home (K) Cut irmulas Data Review View

a\@/hc 123 [ copy E::I ?:I ;I %j‘

Spelling Workbook Previous  Next Show  Convert All
Statistics A lomment Comment Comments Motes

Proofing v ﬁ] @3 ﬁ% @ ﬁ]@ Comments

Paste Options

AlS
City Insert > | Cperating Expenses Cpet
&  Augusta 48,973 $29,246
P | Delete >
7 |Conyersville 28,691 567,175
3 |Mount Baker Clear Contents 44,913 $89,974
9 |Farmington Lake 92,518 582,675
10 Martins Corner Sort > 31,773 $85,2388
11 | Pickerel Narrows Table > 44,975 $100,834
12 willaha 37,925 $104,528
13 |Center —Ltj Mew Comment 07,163 $?3,?05
14 Spring City R (% 32,376 §79,297
T | L
15 Mittenlane 473 Number Format... 77,789 $103,757
16 East Waterford @ Hyperlink. 01,945 583,178
17 | Coltman 61,214 $86,638
12 Scottsville BS Show Changes 40,462 $81,912
19 |Hebron - R 07,339 $88,236
20 |Longview 592,698
Longview . A v o
21 Emerson |Cal'b” v‘ 1 v‘ AN Sy %9 587,513
= «0 .00
22 Total B T vay ﬁ" = 3 % 20
23

= Sheetl Financial Data Financial Scorecard  +

Calculation Mode: Automatic  Workbook Statistics
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10.

In the Comments pane, type, “Confirm state is correct” and click the Send arrow:

Comments

John Smith

| Confirm state is correct

@ Jane Gibson

Great idea to add this!

Post comment (Ctrl + Enter)
H22

| Anoth

er comment is in progress

11. Your comment will be created:

P search (Alt + Q) &

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design & Editing v [GECESN | [0 Comments | A

abc X £= i

TE|ILE B 00000
Spelling Workbook | Check Show New  Delete Previous Next  Show Notes

Statistics | Accessibility | Changes | Comment Comment Comment Comment Comments | v
Proofing Accessiity | Cranges Comments Notes
A1 v Je Hebron
A 5 € D E F s b

1 City State _ Office Type Operating Expenses  Operating Profit  Depreciation  Net [+ Comments X >
2 Warner MA Corporate $125,319 565,792 $59,527 $4,667 3 New
3 EastNatchitoches MA Franchise $433,924 $101,465 $332,459 $5,068
4 Llyon MA Co-Owned $135,816 $67,388 568,428 $5,700
5 willow Run MA Corporate $233,255 $83,606 $149,649 $5,089 & Smith 9" E
6 Augusta ME Corporate $248,373 $29,246 $219,727 $4,208 T conin state s cormact
7 Conyersville ME Franchise $128,691 $67,175 $61,516 $4,556
& MountBaker  ME Corporate $244,313 589,974 154,939 $5,062
9 Farmingtonlake NH Franchise $392,518 $82,675 $309,243 $6,100
10 |Martins Comer  NH Franchise $331,773 $85,288 $246,485 $5,795
11 Pickerel Narrows NH Co-Owned $244,575 $100,834. $144,141 $5,153 @ Jane Gibson e
12 | Willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 Great idea to add this!
13 Center n Corporate $207,163 73,705 $123,458 $5,599
14 spring City n Co-Owned $432,326 $79,297 $353,029 52,872 Smenten errERy
15 | Mittenlane nY Co-Owned $177,789 $102,757 74,022 $5,144
16 EastWaterford  NY Franchise $201,345 $83,178 $118,767 $4,734
17 Ccoltman NY Corporate $461,214 586,688 $374,526 $6,066
12 Scottsville RI Co-Owned $440,462 $81,912 $358,550 $4,842
19 |Hebron IRI Co-Owned 3407338 $88,286 $318,053 $4,604
20 Longview RI Co-Owned $376,263 592,698 $283,565 $5,195
21 Emerson RI Franchise $149,134 $87,513 $61,621 $5,168

0

= Sheet! Financial Data  Financial Scorecard  +

Calculation Mode: Automatic

Workbook Statistics

B Give Feedback to Microsoft

12. Close the Excel browser tab to complete this activity.

— 100% +
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TOPIC B: Managing Worksheets (Part One)

So far, we have worked with single worksheets within a workbook. However, like its
desktop counterpart, Excel Online allows you to create and customize additional
worksheets. In fact, there are so many customization options we will explore them through

two topics.

Topic Objectives

In this session, you will learn how to:
e View, insert, duplicate, and delete worksheets

e Use worksheet references in formula
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Viewing Worksheets

To view a worksheet, click its tab:

A B C D E

1

2

3 |Row Labels - laverage of Q1 Sum of Q2
4 EBangkok 397961.75 1832522
5 Ebonee Louch 366306 115862
b Hardy Eyckel 838056 656136
T Joy Liddyard 3089528 867563
a Wanda Ratlee 78557 152961
9 |ELisbon 662470.3333 2303086
10 | Hercules Almon 420281 307085
11 Sylvan Eshmade 595349 848364
12 | Tally Leppington 971781 647637
13 EManila 719035.8571 4298443
14 Burton Wreath 510516 75988
15 Delainey Mont 567336 767298
16 Haley Dartan 929539 796359
17 | Robert Balnaves 307154 440387
ik Rodger Campany 970595 931546

= Sheet‘llﬂ\y Sheet2 Sheetd H

Calculation Mode: Automatic  Workbook Statistics

Its data will then be displayed in the main window.
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Inserting Worksheets

To insert a new worksheet, perform one of the following commands:

e Click Home - Insert = Insert Sheet
e C(Click the New Worksheet (+) icon on the row of sheet tabs

e Right-click a worksheet tab and click Insert

Excel

Sales Data £ Search (Alt + Q) &

File Home Insert Draw Data View Automate

General v

Pagelayout  Formulas Review

o [ [ow — Tn Jaw

Help

0

Table Design £ Editing v

B @2=E O [

GEIECE | - Comments || s

2, Wrap Text

B B I UDG®iavAn $-% 9 @ % Fc;:é.‘tt\l:.;al F;:;\Iaetvh S Insfrt JEEE T E Ar[\;l:/:e
Unds Clipbosrd Font Alignment Hurnber Tables yeis ~
c6 v fx America ~
=< Insert Sheet Rows

c D 3 F G H J K [ o P a
1 [- [ K2 Sub-Region Hoz Mo Hwu © ¥ Insert Sheet Columns -
2 Adda Ellwood Africa Nairobi 402746 699363 483639 120328 B insert Table Rows Above
3 |Ronald Burriss Africa Nairobi 362672 314195 181991 150250
4 Debra Gedman Africa Nairobi 957949 858841 790234 426854 BB Insert Table Columns to the Left
5 Gardy Howsley America Toronto 730400 7926 814994 108181 - B
6 |Rochette shelley  [America [roronto 176264 173873 720215 227611 B Insert Cells & Shift Right
7 |Rosanna Skeermor _ America Toronto 474175 332380 92544 432437 By insert Cells & Shift Down
8 |Ashlirousek  [America Toronto 546368 766772 673012 666833
9 Lucky Delouch B insert Toronto 361403 34527 443577 703156 ——— 2 Insert Sheet
10 |Aguste Fessier X Toronto 188750 905639 760280 830950
11 oyliddyard BB Delete Bangkok 308528 867563 182177 654688
12 HardyEyckel Bangkok 838056 656136 183799 731530
13 Ebonee Lodch Rename. Bangkok 366306 115862 350344 834357
14 WandaRaflee Reorder... Bangkok 78557 192961 950871 834403
15 Delainey Ment Manila 567336 767298 559328 169540
16 Silvano Estable Duplicate Manila 934282 579060 335092 233182
17 Robert Balpave: b Color > Manila 307154 440387 408826 298338
12 Rodger Campan Manila 970595 931546 728609 361766
19 Haley Dartan Hide Manila 929539 796359 34504 547225
20 Burton Wreath. Manila 510516 75988 421587 601015
21 Manila 813829 707805 764406 643584
s Vichan Aann01  onTnes 501733 smes

= Sheecuw

Calculation Mode: Automatic

The new worksheet will be inserted, ready for your content:

Excel

File

efﬁfg

Home Ins;

Paste

Undo

AL v f

Cligboard

= Sheetl

Calculation Mode: Automatic

Show Changes

Warkbook St s

Sales Data

ert Draw

Font

Sheet2  Sheet3

Workbook Statistics

Page Layout

KW

B I UDaHEyadyAr

Sheetd +

P Search (Alt + Q)

Formulas Data

Alignment

Review

2 Wrap Text

Merge & Center *

View

Automate

General v

$-% 9 W%

Help

Formatting

£ Editing v

B Gy =sE O 6

Conditional Format As Styles

Table v

Insert Delete Format

Calls

Give Feedback to M

Editing | Analyze
- Datz
Analysis
Q R

Give Feedback to M

7 Comments

— 100% +

A Catch up
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Deleting Worksheets

To delete a worksheet, ensure that the worksheet that you would like to delete is open and
then click Home - Delete - Delete Sheet, or right-click the tab for the worksheet in
guestion and click Delete:

Bxcel Sl i Saved. S

File Home Insert Draw Page Layout Formulas Data Review View Automate Help j Editing v ﬁshﬂ'e 1 Comments “\» Catch up
X - =
caibr Tn A A Gerera ] H B 82=H @
ie]
Paste Conditional Format As Styles nsert Delete Format = Editing =~ Analyze
B I UD i Dy A o, <0 .00 y g y
. S YD = $v% 9 W AB e Tbler  x v B . Datz
Undo | Clibear Fone Nurat ™ 3% Delete Sheet Rows o
AL MR W Delete Sheet Columns
A B C D E F G H | J K L A N (o] = T
1 ! -
2
3
4 §¢ Delete Cells & Shift Left
= S+ Delete Cells & Shift Up
6
7 - B} Delete Sheet
s L3
9
10 B2 insert
1; b F Delete
13 Rename.
14
15 Reorder...
16 Duplicate
17
18 Tab Color >
D Hid
20 oe
21
n e
4 D
B:E!,. Show Changes
= Sheetl Sheet2 Sheet3 SI — .
Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

In either case, a warning dialog box will appear asking for confirmation to delete the
selected worksheet. Click OK to complete the process:

Excel Online X

0 You can't undo deleting sheets, and you might be
removing some data, If wou still want to delete this
sheet, click OK.

Give Feedback

Ok I} Cancel
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Duplicating Worksheets

To create a copy of a worksheet, right-click its tab and click Duplicate:

32 Excel SalesData 2 - Saved ~

File Home Insert Draw Page Layout Formulas

2 Ijﬂ Lft“ | Calibri

~y Paste ‘5 B I UD

e

&l il

%111l

Clipboard Font
C6 v Jr America
A C D

LIl Full Name R4 Region B2 Sub-Region -]
2 |Adda Ellwood Africa Mairobi
3 |Ronald Burriss Africa Mairobi
4 Debra Godman Africa Mairobi
5 |Gardy Howsley America Toronto
6 |Rochette Shelley |America |Toronto
7 |Rosanna Skeermor  America Toronto
&  Ash Jirousek Amarica Toronto
9 Lucky Delouc @z Insert Toronto
10 |Aguste Fessie Toronto
11 |Joy Liddyard @ Delete Bangkok
12 |Hardy Eyckel Rename... Bangkok
13 |Ebonee Loucl Bangkok
14 'Wanda Ratle: Reorder... Bangkok
15 | Delainey Mol i Manila
16 Silvano Estab Duplicate k. Manila
17 |Robert Balna Tab Caler 2 Manila
18 |Rodger Camg Manila
12 |Haley Dartan Hide Manila
20 |Burton Wreal Manila
21 | Tucky Habish Manila

7 Larculae Ales Lirklmn

4 Bi_‘:f' Show Changes
= Sheetl  Sheet2  Sheets +
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A copy of the worksheet will immediately be created:

A C D E F G H

L [Full Name K2 Region B2 sub-Region Ma: BEo2 Ko Mo R
2  Adda Ellwood Africa Mairobi 402746 699363 483639 120328
3 |Ronald Burriss Africa Nairobi 362672 314195 181591 150250
4 |Debra Godman Africa Mairobi 957549 858841 750234 426854
5 Gardy Howsley America Toronto 730400 7926 814594 108131
& |Rochette Shelley America Toronto 176264 173873 720215 227611
7 |Rosanna Skeermor  America Toronto 474175 332380 92344 432437
8 | Ash Jirousek America Toronto 546368 766772 673012 666833
9 Lucky Delouch America Toronto 361403 34527 443577 703156
10 |Aguste Fessier America Toronto 188750 905639 780280 830550
11 | Joy Liddyard Asia Bangkok 308528 867363 182177 654638
12 Hardy Eyckel Asia Bangkok 838056 656136 183799 731530
13 |Ebonee Louch Asia Bangkok 366306 115852 350344 834357
14 'Wanda Ratlee Asia Bangkok 78557 152561 550871 834403
3 |Delainey Mont Asia Manila 567336 767298 559328 169540
16 | Silvano Estable Asia Manila 934282 579060 335092 233182
17 |Robert Balnaves Asia Manila 307154 440387 408826 253338
12 | Rodger Campany Asia Manila 970595 931546 728609 361766
19 | Haley Dartan Asla Manila 929339 796359 34504 547225
20 |Burton Wreath Asia Manila 510516 73988 421597 601015
21 Tucky Hahishaw Asia Manila 813829 707805 764406 643584
e he) Lmemnilome Al Coirmmn [P SN ElsTalel-} onTNoc 201722 el =g el

=  Sheetl(2) Sheetl Sheet? Sheet3

Calculation Mode: Automatic  Weorkbook Statistics
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Worksheet References in Formulas

Formulas can contain references to any cell within any worksheet in the current workbook.
They use the format ‘Sheet_Name’!, followed by the cell or cell range. Here, a formula is

used to reference the sum of a column of data from “Sheet3”:

i | I Excel % [ Sales Dataxdsx

@ ()  https:;//acmewidgets-my.sharepoint.com/:x:

Excel 5Sales Data ,!J,C’- - Saved -

File Home Insert Draw Page Layout Formulas

& -
I‘;’ fﬁ EE |Ca|||:|r|

Paste :
B I U D -
,.g = L B i

e e

MR
il 1]

EAI

Undo Clipboard Font

B40 ¥ fx |=SUM(Sheet3!B5:B40)
A B

(]
2

S5
39
40 |Q1sum 19902708.11
41
42
43
a4

45
1

= Sheetl Sheet? Sheet3 +

Calculation Mode: Automatic  Workboolk Statistics
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Activity 7-2: Managing Worksheets (Part One)

In this activity, you will update the structure of your financial data workbook so that more

information can be included.

1.

2.

To begin, open Microsoft Edge, log into Office 365, and open Activity 7-2 from

OneDrive.

First, click each worksheet tab and review the data in the workbook:

i} | @ lesson 7 - OneDrive X u Activity 7-2.xlsx x  +

G 3 https://acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosoft_

Excel Activity 7-2 - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate
& = =B

(2 o === Bt
-avste 2 B I UPD = = \1erge&£enterv $ % 9 19
Clipboard Font Alignment Mumber

c7 v f

A B C D E F G H

1 Scorecard '.

2 |Average Revenue $276,987 )

3 |Highest Revenue $461,214 a—

4 |Lowest Expenses 365,792

5

6

7 1

8

9

10

11

12

13

14

15

16

17

= Sheetl Financial Data  Financial Scorecard . +

Calculation Mode: Automatic  Workbook Statistics

342
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The metrics on the Financial Scorecard tab are no longer required, so let’s delete
this worksheet. Ensure that this worksheet is active and click Home - Delete 2>
Delete Sheet:

Excel Activity 7-2 - Saved v P Search (Alt + Q)

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v

1 e O P
e B e

[EELECN (1 Comments | | #\» Catch up

B m e S:=RE O @

zj p I UDaH o A Fin::‘:w‘t‘w:‘;v\ Fz;';lzet:ds Styles Insert Dele&e Format | Editing = Analyze
= = — Lo 3¢ Delste Shest Rows
<7 M W' Delete Sheet Columns.
A 8 @ D 3 F [ H J K L M N o}
1 Scorecard "
2 AverageRevenue  $276,987 -
3 Highast Revanue $461,214 — o
4 Lowest Expenses $65,752 — 8¢ Delete Cells & Shift Left
5 8+ Delete Cells & Shift Up
: I:! B2 Delete Sheet X
8
9
10
1
12
13
14
15
16
17
18
19
20
21
‘
= Sheetl Financial Data  Financial Scorecard  +
Caleulation Mode: Automatic ~ Workbook Statistics Give Feedback to Microsoft
Click OK to confirm the operation:
Excel x

You can't undo deleting sheets, and you might be removing
some data. If you still want to delete this sheet, click OK.

Give Fesdback

N

— 100% +

v

343
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344

Now, the Financial Data sheet should be displayed. Let’s create a copy of it to use

as a template for future years. Right-click the worksheet tab and click Duplicate:

P Search (Alt + Q)

File Home Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design 2 Editing v
" = =
e T H By BERE 0
= '5 B I UD® M A $-% 9 @B al FE;:IMAs Sz | e O | B | O
pm— Fone Aignmen: Numser o s ~
H22 v fi =SUBTOTAL(109,[Net Profit])
E] c ) 3 F G J | J 3
1 City State  Office Typ Revenues Operating Expenses Operating Profit Depreciation Net Profit -
2 |[Warner MA Corporate $125,319 $65,792 956,527 $4,667 $54,860
2 EastNatchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 $327,391
4 lyon MA Co-Owned $135,816 567,388 568,428 $5,700 562,728
5 Willow Run MA Corporate $233,255 583,606 $149,649 5,089 $144,560
6 Augusta ME Corporate $243,973 $29,245 $219,727 $4,208 $215,519
7 conyersville ME Franchise $128,691 367,175 561,516 $4,956 $56,560|
2 |Mount Baker ME  ceemeemen . 54913 589,974 $154,939 35,062 $149,877
o Farmingtonlake NH  [F incert $392,518 $82,675 $309,843 36,100 $303,743
10 MartinsCorner  NH L 833,973 585,288 $246,485 $5,795 $240,690
11 Pickerel Narrows NH ER Delete o $2aa,975 $100,834 $144,141 45,153 $138,988
12 willaha NH Rename. | $137,925 $104,528 $23,397 $5,673 $27,724
13 | Center N $207,163 $73,705 $133,458. $5,599 $127,859
14 |Spring City N Reorder. | $422,3% $79,297 $353,029 $4,872 $348,157
15 | Mittenlane NY Duplicate 177,989 $103,757 574,032 $5,144 568,888,
16 [EastWaterford ~ NY & A 5201,945 583,178 $118,767 $4,734 $114,033
17 Coltman Ny Tab Color > $461,214 586,628 $374,526 $6,066 $368,460
18 Scottsville R 440,462 $81,912 $358,550 54,842 $353,708
19 Hebron R Hide _ 5407,339 588,286 $319,053 $4,604 $314,449
20 Longview R | 5375263 $92,698 $283,565 5,195 $278,370
21 |Emerson RI $149,134 $87,513 61,621 $5,168 $56,453 =
N B8 show Changes O y
= Sheetl Financiarvara
Calculation Mode: Automatic  Workbook Statistics . Give Fesdback — 100% +
6. A copy of the worksheet will be created:
P Search (Alt + Q)
File Home Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design 2 Editing v
" = =
e H By BERE 0
pae 2 B 0o . A = <o oo | Conditional FormatAs Styles | Insert Delete Format | Editing | Ana
S U D HivOv A $v% 9 W8 S Y o BB =
pm— Fone Aignmen: Numser - o s ~
Al v hocity
A E] c ) 3 F G H J 3
1 City State  Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit -
2 |Warner MA Corporate $125,319 $65,792 956,527 $4,667 $54,860
2 EastNatchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 $327,391
4 lyon MA Co-Owned $135,816 567,388 568,428 $5,700 562,728
5 Willow Run MA Corporate $233,255 583,606 $149,649 5,089 $144,560
G Augusta ME Corporate $248,573 $23,245 $219,727 $4,208 $215,519
7 conyersville ME Franchise $128,691 367,175 561,516 $4,956 $56,560|
2 |Mount Baker ME Corporate $244,913 589,974 $154,939 35,062 $149,877
o FarmingtonLake NH Franchise $392,518 $82,675 $309,843 36,100 $303,743
10 |MartinsComner  NH Franchise $331,773 585,288 $246,485 $5,795 $240,690
11 Pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 5,152 138,988
12 willaha NH Co-Owned $137,925 $104,528 $33,397 $5.673 $27,724
13 Center NJ Corporate $207,163 $73,705 $133,458 35,599 $127,859
14 |Spring City N Co-Owned $432,326 $79,297 $353,029 $4,872 $348,157
15 | Mittenlane NY Co-Owned $177,783 $103,757 $74,032 $5.144 68,888
16 |[EastWaterford  NY Franchise $201,945 583,178 $118,767 $4,734 $114,033
17 Coltman Ny Corporate $461,214 586,628 $374,526 $6,066 $368,460
18 Scottsville RI Co-Owned $440,462 $81,912 $358,550 34,842 $353,708|
13 |Hebron RI Co-Owned $407,338 588,286 $319,053 54,604 $314,443
20 Longview RI Co-Owned $376,263 592,698 $283,565 35,195 $278,370
21 Emerson RI Franchise $149,134 $87,513 61,621 $5,168 $56,453 =
< T v
= sheetl Financial Data(2) ~Financial Data  +
Calculation Mode: Automatic  Workbook Statistics . Give Fesdback — 100% +
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7. Finally, we need to add a new, blank worksheet that will contain a regional
directory. Click the plus sign at the end of the worksheet tab list:

10 |[Martins Corner NH Franchise $331,773 585,288
11 |Pickerel Narrows | NH Co-Owned $244,975 $100,834
12 'willaha MNH Co-Owned $137,925 $104,528
13 |Center M Corporate $207,163 573,705
14 |Spring City N Co-Owned $432,326 $79,297
15 |Mittenlane NY Co-Owned 5177,789 5103,757
16 |East Waterford NY Franchise $201,945 583,178
17 |Coltman MY Corporate 5451,214 586,688
19 Q‘rnﬂ'cul'lln 1] CooMemad LAAN ART <21 917

= Sheetl Financial Data (2) Financial Data
Calculation Mode: Automatic  Workbook Statistics New sheet

8. The new sheet will be added:

Seet AchyTe Sl SN

File  Home Inset Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help £ Editing v PRy 7 Comments | | A~ Catch up

o M wm T Jaw B B SEE O
325&5 B I UDG®MedeAn Cond t Delete Format ting | Anal
- S = - For
Al v S
A B c D E F G H J K L A N s] P Q S T
1 1 N
3
2
5
6
7
8

10
1
12
13
14

16
7
18
19
20
21
[l D
= Sheetl Financial Data(2) Sheet2 FinancialData +

Caleulation Mode: Automatic  Workbook Statistics N Give Feedback to Microsoft — 100% +

9. Close the Excel browser tab to complete this activity.
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TOPIC C: Managing Worksheets (Part Two)

In this topic, we will conclude our exploration of managing worksheets with a look at hiding,
showing, reordering, and renaming worksheets. We will also learn how to change the

worksheet tab color.

Topic Objectives
In this session, you will learn how to:

e Hide and unhide worksheets
e Reorder and rename worksheets

e Change a worksheet tab’s color
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Hiding and Unhiding Worksheets

If you are working with a workbook that includes a lot of worksheets, it can quickly become
cluttered. To focus on the worksheets that matter, you can choose to hide selected
worksheets. Hidden worksheets are not deleted and still operate normally; they are just

hidden from view.

To hide the currently active worksheet, click Home - Format - Hide & Unhide - Hide
Sheet, or right-click the tab and click Hide:

Srcel sles outa p e

File Home Insert Draw Page Layout Formulas Data Review View Automate Help Table Design j Editing v @ Share 3 Comments A
(B2 [ n & w E By @2=xE O
:aftg EE B I UD " $ % 9@ N Fi.r;:‘da.‘tt\i.;al FE;:EVAS Styv\s: "svart DEistE Fr)rvmat Ed\flng »«r;.l:ﬂze
Clipboard Font Alignment Numbsr Tables Cels el Size ~
e v Jx America 17 Row Height
A C D E F G H ) K L M rg S : o]
LIl Full Name B Region B Sub-Region B Hoe Ho o B 13 Auto Fit Row Height .
2 | Adda Ellwood Africa Nairobi 402746 659363 483639 120328 1 Column Width...
3 Ronald Burriss Africa Nairobi 362672 314185 181991 150250 H
- £, Auto Fit Column Width
4 |Debra Godman Africa Nairobi 957943 858841 730234 426854
5 Gardy Howsley America Toronto 730400 7926 814994 108181 Visibility
6 |Rochette Shelley |America ITDrDHlD 176264 173873 720215 227611
7 |Rosanna Skeermor | America Toronto 474175 332380 92544 432437 Hide&Unhide > yiige Rows
8 Ash lirousek America Toronto 546368 766772 673012 666833 Organize Sheets Hide Columns
9 Lucky Delouch America Toronto 361403 34527 443977 703156
10 Aguste Fessier America Toronto 188750 905639 760280 830950 Rename Sheet. Hide Sheet \
11 Joy Liddyard Asia Bangkok 308928 867563 182177 654688 Reorder Sheet... Unhide Rows
12 Hardy Eyckel Asia Bangkok 838056 656136 183799 731530
13 Ebonee Louch Asia Bangkok 366306 115862 350344 884357 Duplicate Sheet Unfide Columns
gt
14 'Wanda Ratlee Asia Bangkok 78557 132561 350871 834403
15 Delainey Mont Asia Manila 567336 767298 559328 169540
16 Silvano Estable Asia Manila 934282 579060 335092 233182
17 Robert Balnaves Asia Manila 307154 440387 408826 298338
12 |Rodger Campany Asia Manila 970595 931546 728609 361766
19 Haley Dartan Asia Manila 929533 796359 34504 547225
20 Burton Wreath Asia Manila 510516 75988 421597 601015
21 Tucky Habishaw Asia Manila 813829 707805 764406 643584
7 [qeins Aleon [, Lichon #0991 onTnes  s@ivas  oasaar ; hd
= Sheetl Sheet2 Sheet3 +
Calculation Mode: Automatic ~ Workbook Statistics - Give Feedback to Microsoft — 100% +

Once a worksheet has been hidden, you will no longer be able to see or select its worksheet
tab.
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To unhide a worksheet, click Home - Format - Hide & Unhide - Unhide Sheet, or click
the Unhide command on any tab’s right-click menu:

Excel Sales Data P Search (Alt + Q) &
File Home Insert Draw Page Layout Formulas Dsta Review View Automate Help & Editing v | Share ] Comments | | *A» Catch up
G A — T L El g B B8 e O
Past e A Ao .9 o oo | Conditional FormatAs Styles | Insert Delete Format | Editing | Analyze
S 4 BT UDa O A ferge & Center $+% 9 % B Formattinge Tablev v v v [ . Data
Undo Clipboard Font Alignment Number Tables Cells Cell Size [
113 v I 17 Row Height..
A B c D E F S i | e « = £ L @ 13 Auto Fit Row Height S U
Adda EllwAfrica  Nairobi 402746 699363 483633 120328 -

b
2 Aguste FetAmerica Toronto 188750 905639 760280 830950 M Column Width...
2 Alethea WEurope Moscow 336779 714236 991550 683046 71 Auto Fit Column Width
4 |AshJirousi America Toronto 546368 766772 673012 666833 o o
5 |Burton WrAsia Manila 510516 75988 421597 601015 Visibility
6
7
8
9

Christoph¢Europe  Warsaw 798514 921713 990769 723199
Hide & Unhide >

Cody luto Europe  Moscow 797437 891461 915987 680620 Hide Rows
DebraGocAfrica  Nairobi 957943 858841 790234 426854 Organize Sheets Lide Colymns
Delainey hAs 335 767298 559328 169540

10 Drake BecEy BR Insert 030 522192 47961 972959 Rename Shest.. Hide Sheet

11 |Ebonee LoAs B Delete 305 115862 350344 884357 Reorder Sheet.. Unhide Rows

12 Erica BussiEL 273 705497 359916 524064

12 |Galvin Fre Ev, Rename... 049 280195 60264 732404 Duplicate Sheet Unhide Columns

14 Gardy Hov Ar Reorder.. 400 7926 814994 108181 I ———p Unhide Sheat A

15 Haley DartAs 533 796359 34504 547225

16 Hardy EyclAs Duplicate 036 656136 183799 731530

17 Hercules 2Ey 281 807085 391733 35937

18 Joy Liddya As TabColor 2 5yg ge7ses 182177 654688

19 Lucky Delc Ar Hige 203 34527 443977 703156

20 NealSollaiEv 708 386783 394125 330023

21 RoberrERAE=P Unhide.. j L34 407 s0mes 2sa3se

99 Daskasa Cne nea 173073 720015 EER 7R h
! ' BB show Changes :

= sl I
Calculation Mode: Automatic  Warkbook Statistics - Give Feedback to Microsaft — 100% +

The Unhide dialog box will open. Click to select the sheet that you would like to unhide and
then click OK:

Unhide

Unhide one or more sheets

&  Sheett

The sheet will now be visible, and its tab will be displayed in its previous position.
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Reordering Worksheets

The quickest way to reposition a worksheet is to click and drag the worksheet tab:

10 |Delainey Mont Asia Manila 567336 767298 559328
11 |Drake Becom Europe Warsaw 716050 522192 47961
12 |Ebonee Louch Asia Bangkok 366306 115862 350344
12 |Erica Busse Europe Maoscow 159273 705497 359916
14 | Galvin Freiberg Europe Warsaw 235049 880195 60264
15 | Gardy Howsley America Toronto 730400 7926 814554
16 |Haley Dartan Asia Manila 929539 796359 34504
17 |Hardy Eyckel Asia Bangkok 833056 656136 183799
12 |Hercules Almon Europe Lisbon 420281 807085 391733
[l
+

= Sheet? Sheet SEE

Calculation Mode: Automatic  Workbook Statistics

Once your mouse is in position, release your mouse button to complete the operation:

10 |Delainey Mont Asia Manila 567336 767258
11 |Drake Becom Europe Warsaw 716090 5221592
12 Ebonee Louch Asia Bangkok 366300 115862
13 |Erica Busse Europe Moscow 159273 705497
14 | Galvin Freiberg Europe Warsaw 235049 880195
15 | Gardy Howsley America Toronto 730400 7926
16 |Haley Dartan Asia Manila 929539 796359
17 |Hardy Eyckel Asia Bangkok 838056 656136
12 |Hercules Almon Europe Lisbon 420281 807085
1
= Sheet2 Sheet3 @ Sheetl +
Calculation Mode: Automatic  Workbook Statistics
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You can also right-click the worksheet tab and click Reorder:

A C D E E G

1 B subregion B a1 Moz B a3

2 |Adda Ellwood Africa Mairobi 402746 699363 4836339 120328
3 |Aguste Fessier America Toronto 188750 905639 760280 830950
4 | Alethea Winyard Europe Moscow 336779 714236 991550 683046
5 |Ash Jirousek America 546368 766772 673012 666833
6 |Burton Wreath Asia B Insert 510516 75988 421557 601015
7 |Christopher Fleis Europe @ Delete 798514 921713 950769 723199
8 | Cody Luton Europe 797437 891461 915987 630620
9 |Debra Godman Africa Rename... 9579439 858841 790234 426854
10 |Delainey Mont Asia Reorder... 567336 767298 559328 169540
11 |Drake Becom Europe % 716090 522192 47561 972559
12 |Ebonee Louch Asia Duplicate 366306 115862 350344 884357
13 |Erica Busse Europe 159273 705497 359916 524064
14 Galvin Freiberg Europe Tab Color > 235049 830195 60264 733404
15 | Gardy Howsley America Hide 730400 7926 814954 108181
16 |Haley Dartan Asia 929539 796359 34304 347225
17 |Hardy Eyckel Asia 838056 656136 183799 731530
18 |Hercules Almon Europe 420281 807085 391733 35937

1 BE' Show Changes
= Sheet? Sheet3 Sheerr -+
Calculation Mode: Automatic  Workbook Statistics

With either command, the Move selected sheet dialog box will open. Choose the sheet

before which you want to place the selected sheet, and click OK:

Reorder selected sheet

Before sheet:
Sheet2
Sheet3
Sheet

(move to end)

350
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The worksheet will now be moved:

10
11
12
13
14
15
16
17
18

Delainey Mont Asia Manila 567336 767293 559323
Drake Becom Europe Warsaw 716090 522192 47961
Ebonee Louch Asia Bangkok 366306 115862 350344
Erica Busse Europe Maoscow 159273 705497 359516
Galvin Freiberg Europe Warsaw 235049 880195 60264
Gardy Howsley America Toronto 730400 7926 814994
Haley Dartan Asia Manila 925539 796359 34504
Hardy Eyckel Asia Bangkok 833056 656136 183799
Hercules Almon Europe Lisbon 420281 807085 391733
1
= Sheet2 Sheetl 5Sheet3 +
Calculation Mode: Automatic  Workbook Statistics

Renaming Worksheet Tabs

To rename a worksheet tab, right-click it and click Rename (or simply double-click it):

b I = T ¥ B - SR & B

Calculation Mode: Automatic

1

= Sheet2

| EEE 5how Changes

Sh

Workbook Statistics

A B C D E F G
Full Name Region Bl subRegion R a1 [~ fo¥] B a: [~ [aY] [~ |
Adda Ellwood Africa Nairobi 402746 699363 483639 120328
Aguste Fessier America Toronto 188750 905639 760280 830950
Alethea Winyard Europe Maoscow 336779 714236 991550 683046
Ash Jirousek Am - - 546368 766772 673012 666833
Burton Wreath As ER Insert 510516 75988 421597 601015
Christopher Flais Eu 798514 921713 990769 723199
Cody Luton gy R Delete i 797437 891461 915987 630620
Debra Godman Aft . 957949 858841 790234 426854
Delainey Mont As| % 567336 767298 559328 169540
Drake Becom Eu Reorder.. 716090 5221392 47961 972959
Ebenee Louch As| Duplicate 366306 115862 350344 884357
Erica Busse Eu 159273 705497 359916 524064
Galvin Freiberg Eu Tab Color > 235049 880195 60264 733404
Gardy Howsley An 730400 7926 814934 108181
Haley Dartan As| Hide 929539 796359 34504 547225
Hardy Eyckel As] 838056 656136 183799 731530
Hercules Almon Eu 420281 807085 391733 35937
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The Rename Sheet dialog box will open. Enter the new name and click OK:

Rename Sheet

Rename sheet to:

Sales by Region

OK Cancel

The change will be applied:

10 |Delainey Mont Asia Manila 567336 767298
11 |Drake Becom Europe Warsaw 716030 522192
12 |Ebonee Louch Asia Bangkok 366306 115862
13 |Erica Busse Europe Moscow 159273 705497
14 | Galvin Freiberg Europe Warsaw 235049 880155
15 | Gardy Howsley America Toronto 730400 7926
16 |Haley Dartan Asia Manila 929539 796359
17 |Hardy Eyckel Asia Bangkok 838056 656136
12 |Hercules Almon Europe Lisbon 420281 807085

4

= Sheet?2 SalesbyRegion Sheet3 <+

Calculation Mode: Automatic  Workbook Statistics
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Changing Tab Color

To change the color of a worksheet tab, right-click the tab, click Tab Color, and choose the

desired color:

1 Region B4 sub-Region
2 |Adda Ellwood Africa Nairabi 402746 699363 483639 120328
3 |Aguste Fessier America Toronto 830950
4 | Alethea Winyard Europe Moscow Theme Colors 683046
5 | Ash lirousek America Tarnmtn 666833
& |Burton Wreath Asia @ Insert |:| . . . . . .
7 |Christopher Fleis Europe . Green, ‘:‘CCE”E
8 |Cody Luton Europe Delete 620620
9 | Debra Godman Africa Rename... . . 426854
1(1) gEIii"‘;V - ‘::Sia Reorder. . . . . ;3::[9)
rake oecom urope
12 |Ebonee Louch Asia Duslicat . . . . . . . . . . 834357
13 |Erica Busse Europe uplicste . . . . . . . . . . 524064
14 Galvin Freiberg Europe Tab Color > 733404
15 |Gardy Howsley America Standard Colors 108181
16 |Haley Dartan Asia Hide 547225
17 |Hardy Eyckel Asia . . . . . . . . 731530
18 |Hercules Almon Europe 35937
[ No Color
| EE' Show Changes
= Sheet2 Salesby @ More Col
jore Lolors...
Calculation Mode: Automatic  Workbook Statistics
The new color will now be applied:
10 |Delainey Mont Asia Manila 567336 767258
11 |Drake Becom Europe Warsaw 7160390 5221592
12 |Ebonee Louch Asia Bangkok 366306 115862
13 |Erica Busse Europe Moscow 159273 705497
14 | Galvin Freiberg Europe Warsaw 235049 880195
15 | Gardy Howsley America Toronto 730400 7926
16 |Haley Dartan Asia Manila 929539 796359
17 |Hardy Eyckel Asia Bangkok 838056 656136
18 |Hercules Almon Europe Lisbon 420281 807085
4
= Sheet? | Sales by Region Sheet3 4
Calculation Mode: Automatic  Workbook Statistics

To remove the color, choose No Color from the Tab Color menu.
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Activity 7-3: Managing Worksheets (Part Two)

In this activity, you will finish setting up your financial data workbook structure.

1. To begin, open Microsoft Edge, log into Office 365, and open Activity 7-3 from

OneDrive.

2.  First, let’s ensure all the worksheets are properly named. Double-click the first

worksheet tab (Sheetl):

Excel Activity 7-3 - Saved +

Fila Home Insert Draw

.
EF:l [B Calibri 14

Page Layout

O A

£ Search (Alt + Q)

Formulas Data Review View

i 2, Wrap Text

General v

Automate Help

Table Design

E B2 &

Conditional Format As Styles

.ajte < g u Q o & ﬁv $ N % 2 %8 9‘?8 Formatting~ Table~ »
Clipboard Font Alignment Mumber Tables
Al v focity
A ] C D E F G
1 City State  Office Type  Revenues Operating Expenses Operating Profit Depreciation
2 \Warner MA Corporate $125,319 565,792 $59,527 4,667
3 |East Natchitoches MA Franchise $433,924 $101,465 $332,459 45,068
4 |Lyon MA Co-Owned $135,816 567,388 568,428 45,700
5 Willow Run MA Corporate $233,255 583,606 $149,649 45,089
6 |Augusta ME Corporate $248,973 529,246 $219,727 $4,208
7 | Conyersville ME Franchise $128,691 867,175 861,516 4,956
8 | Mount Baker ME Corporate $244,913 589,974 $154,939 $5,062
9 Farmington Lake NH Franchise $392,518 582,675 $309,243 46,100
10 | Martins Corner NH Franchise $331,773 585,288 $246,485 £5,795
11 |Pickerel Narrows NH Co-Owned $244,975 $100,334 $144,141 45,153
12 |willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673
13 |Center NJ Corporate $207,163 573,705 $133,458 45,599
14 |Spring City 1] Co-Owned $432,326 579,297 $353,029 $4,872
15 |Mittenlane NY Co-Owned $177,789 $103,757 574,032 45,144
16 |East Waterford  NY Franchise $201,945 583,178 $118,767 84,734
17 |Coltman NY Corporate $461,214 586,688 $374,526 56,066
12 | Scottsville RI Co-Owned $440,462 581,912 $358,550 44,842
19 |Hebron RI Co-Owned $407,339 538,286 $319,053 44,604
20 |Longview RI Co-Owned $376,263 $92,692 $283,565 45,195
$149,134 $87,513 561,621 45,168

21 |Emerson RI Franchise

4

= Sheet! \ Financial Data (2)

Calculation Mode: Automatic  Workbook Statistics

3. The worksheet will be displayed, and the Rename Sheet dialog box will open. Type,

“PivotTable” and click O

Sheet2

K:

Financial Data  +

Rename Sheet

Rename sheet to:

PivotTable

o, =
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4. The worksheet will be renamed.

click Rename:

Excel Activity 7-3 - Saved ~

P Search (Alt + Q)

Review View

3

Operating Expenses

General

Automate  Help

Table Design

E B

Conditional FormatAs Styles

Formatti

‘Operating Profit

gv Teblev  ~

G
Depreciation

Now, right-click the Financial Data (2) tab and

@

£ Editing v [GEIEN [ Comments || A~

@EEmE O @

nsert Delete Format | Editing | Analyze

calls Anaise

Net Profit

$65,792
$101,465
567,388
583,606
$29,246
$67,175
589,974
$82,675
585,288
$100,834
$104,528
$73,705
$79,297
$103,757
583,178
586,628
581,512
$88,286
$92,698
$87,513

956,527
$332,459

$68,428
$149,649
$218,727

$61,516.
$154,939
$303,843
$246,485
$144,141

$33,397
$133,458
$353,029

$74,032
$118,767
$374,526
$358,550
$319,053
$283,565

$61,621

$4,667
$5,068
$5.700
$5,089
$4,208
$4,956
$5,062
$6,100
$5,795
$5,153
$5,673
$5,599
$4,872
$5,144
$4734
$6,066
$4,842
$4,604
$5,195
$5.168

$54,860
$327,391

$62,728
$144,560
$215,519

$56,560
$149,877
$303,743
$240,690
138,988

$27,724
$127,853
$348,157

568,888
$114,033
$368,460
$353,708
$314,443
$278,370

File Home Inset  Draw  Pagelayout  Formulas  Data

[ & i .
o 4 .

paste B I UDa[E-GcA

.o D i &
Unde | Cigboard Fone Aignmen:
Al v A city
A E] c )
1 City State _ Office Type Revenues
2 |Warner MA Corporate $125,319
3 EastNatchitoches MA Franchise $433,924
4 Llyon MA Co-Owned $135,816
5 Willow Run MA Corporate $233,255
6 Augusta ME Corporate $243,973
7 conyersville ME Franchise $128,691
2 |Mount Baker ME Corpo=-+- Anr1913
9 Farmingtonlake NH Francl B Insert 1,518
10 |Martins Comner  NH Franc| L773
11 |Pickerel Narrows  NH co0u BR Delete 1575
12 | willaha NH co-ov Rename.. 1,925
13 Center N Corpo 1,163
14 |Spring City NJ Co-Ov Reorder... 1,326
15 Mittenlane nyY Co-0v . 1,789
- Duplicate 2

16 EastWaterford  NY Franc L,9as
17 | Coltman NY Corpo Tab Color > 1,214
18 Scottsville Rl Co-0v 1,462
19 Hebron RI Co-Ov Hide 1,339
20 Longview RI co-ov 5,263
21 Emerson RI Francl 1,134

1 B5 show Changes

= PivotTable  Financial Data () shestz  #nancial Data

Caleulation Mode: Automatic  Workbook Statistics

5. The Rename Sheet dialog box will open. Delete “(2)” from the text field and type

“Template”. Click OK:

+

$56,453

v Give Feedback to Microsoft

Rename Sheet

Rename sheet to:

Financial Data Template

OK

6. The worksheet will now be renamed. Finally, open the Rename Sheet dialog box
for Sheet2 by double-clicking its tab or using the right-click menu. When the
Rename Sheet dialog box opens, enter “Regional Directory” for the name and click

OK:

Rename Sheet

Rename sheet to:

Regiconal Directary

— 100% +
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7.

Now that the sheets are renamed, let’s update the order. Drag the Financial Data

tab to the second position in the list:

R I = T ¥, I U FE R (¥ B

[==]

1
12
13
14
15

16

17
14

A B C D E
City State  Office Type Revenues Operating Expenses
Warner MA Corporate $125,319 565,792
East Natchitoches MA Franchise 54335924 $101,465
Lyon MA Co-Owned 5135,816 567,388
Willow Run MA Corporate §233,255 583,606
Augusta ME Corporate $248,973 $29,246
Conyersville ME Franchise §128,691 567,175
Mount Baker ME Corporate $244,913 589,974
Farmington Lake  NH Franchise $392,518 582,675
Martins Corner NH Franchise 5331,773 585,288
Pickerel Narrows  NH Co-Owned 5244 975 5100,834
Willaha NH Co-Owned $137,925 $104,528
Center M Corporate $207,163 573,705
Spring City M Co-Owned 5432,326 $79,297
Mittenlane NY Co-Owned §177,783 $103,757
East Waterford NY Franchise $201,945 583,178
Coltman MY Corporate 5461,214 586,688
Srattowilla +]] CooMmad £4AN ARD 4g1 417

= Pivotlable Financiu Data Financial Data Template

Workbook Statistics

Calculation Mode: Automatic

Let’s update its color, too, since it is the most important sheet in the workbook.
Right-click the Financial Data worksheet tab, click Tab Color, and choose any shade

of green or blue:

Excel Activity 73 - Saved ~

P Search (Alt + Q)

Regional Directory 4

nat | Editing

[EELESN (0 Comments || #\»

File Home  Inset  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design 2 Editing v
RN E | R— T B By SBEE O
Paste s BT UDw oA $-% 9 % ;i | Banre S | B
Unce - signm Numser aie
H22 ¥ fx =SUBTOTAL(109,[Net Profit])
A E] c ) 3 G J |
1 Cig State Office TzEe Revenues Operating Expenses Operating Profit Depreciation Net Profit
2 Warner MA Carporate $125,318 $65,792 $59,527 34,667 $54,860
3 EastNatchitoches MA Franchise $433,924 $101,465 $322,459 35,068 $327,391
4 Llyon MA Co-Owned $135,816 567,388 568,428 $5,700 $62,728
5 Willow Run MA Carporate $233,255 583,606 $149,643 $5,089 $144,560
6 | Augusta ME Corporate $ram072 €9 218 $219,727 $4,208 $215,519
7 Conyersville ME Franchise ¢ Theme Colors $61,516. $4,356 $56,560|
8 Mount Baker ME Cormnrata $5,062 $149,877
o Farmingtonlake NH  BR insert H EHEN H $6,100 $303,743
10 |MartinsComner  NH Fri $5.795 $240,650
11 Pickerel Narrows  NH Co EE Delete || = $5,15% $138,988
12 Willaha NH Co Rename. [ | $33,397 $5,673 $27,724
13 |Center N Co $133,458 $5.599 $127,859
14 |Spring City N =] Reorder. HEEE $353,029 $4,872 $348,157
15 | Mittenlane NY co $74,032 $5,144 $68,888
16 |EastWaterford  NY Fre Duplicate ENEEEEEEN $118,767 34,738 $114,033
17 Cotman Ny ©w ey > MAHNEENEEEENE .. $6,066 $268,460
12 Scottsvill RI = 358,550 4,242 353,708
ebron o . . .
20 Longview RI o $283,565 5,195 $278,370
21 Emerson RI Fri . . . . . . . 61,621 $5,168 $56,453
Kl ES Show Changes No Color

Caleulation Mode: Automatic  Workbook Stat

= PivotTable  Financi

e va More Colore..

Give Feadback to Microsoft — 100% +

D
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9. The change will be applied:

10
11

12
13
14
15
16
17
10

Martins Corner NH Franchise $331,773 585,288 $246,485
Pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141
Willaha NH Co-Owned $137,925 $104,528 $33,397
Center MJ Corporate $207,163 $73,705 $133,458
Spring City NJ Co-Owned $432,326 $79,297 $353,029
Mittenlane MY Co-Owned $177,789 $103,757 574,032
East Waterford ~ NY Flanchise $201,945 §83,178 $118,767
Coltman MY Cprporate $461,214 586,688 $374,526
C‘N\‘Hnrilln =11 rp-rumarl LAAN ARY <21 917 4acg g5
= PivotTable | Financial Data Financial Data Template Regional Directory  +
Calculation Mode: Automatic  Workbook Statistics

10. Close the Excel browser tab to complete this activity.
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TOPIC D: Changing View Options

If you have used the desktop version of Microsoft Excel, you probably know that there are
many ways to customize the view of each workbook. Although Excel Online’s options are

more limited, they can be useful in your day-to-day work.

Topic Objectives
In this session, you will learn how to:

e Show and hide workbook elements

e Freeze and unfreeze panes
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Showing and Hiding Workbook Elements

Open the View tab, and locate the Show group:

im] | Bl Excel % Il Sales Datasxls X |

O [  https//acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosoft_c

Excel SalesData 8° - Saved

52 Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data

Review View Automate
+| j & Headin

igs
Sheet View | Default v Zoom E@

Mew  Freeze Gridlines

<
=T et 100% Window Panes v
Sheet View Zoom Window Show

This group allows you to show or hide different workbook elements by toggling the related
icon on or off.
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The Freeze Panes Options

It is sometimes convenient to be able to keep an eye on one part of a spreadsheet while
simultaneously viewing other parts of the same spreadsheet. You can do this using the

Freeze feature.

To use Freeze, open a workbook window and click View = Freeze Panes:

m | ﬂ Excel x ﬂ Sales Dataudsx x |+

) ] https://acmewidgets-my.sharepoint.com/:x:/r/personal/jsmith_acmewidgets_onmicrosaft_col

ce ales Data 2™ - Saw 4 2arc t + Q)
Excel Sales Data 2 - Saved £ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate
+| j & Headin
adings
Sheet View | Default & Zoom ﬁ
+ | Gridlines
, New  Freeze
3 New |—m‘21 1007 Window Panes v
Sheet View Zoom Wiy Eﬂ Freeze Panes
Al v Jx Full Name 28 Freeze Top Row
= . _ &H Freeze First Column - -
{ I Full Name Region Bl subRregion B o d a3 Eos - |
2 |Adda Ellwood Africa Nairobi 402746 695363 483639 120328
Aguste Fessier America Toronto 188750 905639 760280 830950
4 Alethea Winyard Europe Moscow 336779 714236 991550 623046
5 | Ash Jirousek America Toronto 546368 766772 673012 666833
6 |Burton Wreath Asia Manila 510516 75988 421597 601015

The following options will be displayed:

Freeze Panes If you select cells before clicking this option, everything to the
left of and above the selection will remain frozen.

Freeze Top Row This will freeze the top row. Use this option to keep column
headings visible while scrolling vertically through the data.

Freeze First Column This will freeze the first column. Use this option to keep row
headings visible while scrolling horizontally through the data.
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Activity 7-4: Changing View Options

In this activity, we will explore the view options in Excel Online.

1.

3.

To begin, open Microsoft Edge, log into Office 365, and open Activity 7-4 from

OneDrive.

Let’s explore some view options. Click the View tab:

Excel  Activity 7-4 - Saved v

P Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View x Automate Help Table Design ¢ Editing v G0N - Comments | | A-
Nl K H gy B=E O
= S B I UD®iE.dv A $.% 9 BN F;.:v:dax;m Fnz;'hwlz::l) Sio | s O |
Cigtazrd Fare Algment Numser e coe Anaysis ~
H22 ¥ =SUBTOTAL(108,[Net Profit])
A E] c ) 3 F G H J K
1 City State _ Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit =
2 |Warner MA Corporate $125,319 $65,792 $59,527 $4,667 $54,860
3 EastNatchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 $327,391
4 Llyon MA Co-Owned $135,816 $67,388 568,428 $5,700 $62,728
5 Willow Run MA Corporate $233,255 $83,606 $149,649 $5,089 $144,560
5 Augusta ME Corporate $248,573 $29,246 $219,727 54,208 $215,519
7 Conyersvile ME Franchise $128,691 $67,175 61,516 $4,956 $56,560
2 Mount Baker ME Corporate $244,913 $89,974 $154,939 $5,062 $149,877
9 Farmington Lake NH Franchise $392,518 582,675 $303,843 $6,100 $303,743
10 |Martins Comer  NH Franchise $331,773 585,288 $246,485 $5,795 $240,690
11 pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 $5,153 $138,988)
12 |willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 $27,724
13 Center N Corporate $207,163 573,705 $133,458 $5,599 $127,859
14 Spring City N Co-Owned $432,326 $79,297 $353,029 $4,872 $348,157
15 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 568,838
16 |EastWaterford  NY Franchise $201,945 383,178 $118,767 $4,724 $114,033
17 Coltman NY Corporate $461,214 $86,688 $374,526 $6,066 $368,460
18 Scottsville RI Co-Owned $440,462 581,912 $358,550 $4,842 $353,708
19 Habron RI Co-Owned $407,339 583,286 $319,053 $4,604 $314,499
20 Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 $278,370
21 Emerson RI Franchise $149,134 $87,513 61,621 $5,168 $56,453 =
1 y
= PivotTable | FinancialData ~ Financial Data Template  Regional Directory ~ +
Calculation Mode: Automatic  Workbook Statistics - Give Feedback to Microsoft — 100% +

Since our Financial Data worksheet is complete, let’s turn off the gridlines by

unchecking that box:

B | @ Lesson7 - OneDrive

C

Excel Activity 74 - Saved v

X | Bl Activity T-4xlsx x ==

) https;//acmewidgets-my.sharepoint.com/:x/r/personal/jsmith_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?soL

File Home Insert

2 Search (Alt + Q)

Draw Page Layout Formulas Data Review View Automate

Sheet View | Default

ﬁj @ Headings

Zoom|[100% ~

T New

Sheat View

v | Gi s
New  Freeze Uﬂdlma'

y 100% T
leh Window Panesv
Zoom ‘Window Show

Help Table Design
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Review the changes. Now, switch to the Financial Data Template sheet:

Excel Activity 7-4 - Saved ~

P Search (Alt + Q)

File Home  Insert  Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help  Table Design # Editing v

— . 13 & | Zress
= e | W@
 New fey 0% Window Panes v
Sheesview o0 Wincz Show
H22 v fr =SUBTOTAL(109, [Net Profit])
A E] c ) 3 F G H

1 City State _ Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit

2 |Warner MA Corporate $125,319 $65,792 $59,527 $4,667 $54,860
3 EastNatchitoches MA Franchise $433,924 $101,465 $332,459 $5,068 $327,391
4 Lyon MA Co-Owned $135,816 $67,388 568,428 $5,700 $62,728
5 willow Run MA Corporate $233,255 583,606 $149,649 35,089 $144,560
5 Augusta ME Corporate $248,573 $29,246 $219,727 54,208 $215,519
7 Conyersvile ME Franchise $128,691 $67,175 61,516 $4,956 $56,560
2 Mount Baker ME Corporate $244,913 $89,974 $154,939 $5,062 $149,877
9 Farmington Lake NH Franchise $392,518 582,675 $303,843 $6,100 $303,743
10 |Martins Comer  NH Franchise $331,773 585,288 $246,485 $5,795 $240,690
11 pickerel Narrows  NH Co-Owned $244,975 $100,834 $144,141 $5,153 $138,988)
12 |willaha NH Co-Owned $137,925 $104,528 $33,397 $5,673 $27,724
13 Center N Carporate $207,163 573,705 $133,458 $5,599 $127,859
14 Spring City N Co-Owned $432,326 $79,297 $353,029 $4,872 $348,157
15 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 568,838
16 |EastWaterford  NY Franchise $201,945 383,178 $118,767 $4,724 $114,033
17 Coltman NY Corporate $461,214 $86,688 $374,526 $6,066 $368,460
18 |Scottsville RI Co-Owned $440,462 581,912 $358,550 $4,842 $353,708
19 Hebron R Co-Owned $407,339 588,286 $319,053 $4,604 $314,449
20 Longview RI Co-Owned $376,263 $92,698 $283,565 $5,195 $278,370
21 Emerson RI Franchise $149,134 587,513 $61,621 $5,168 $56,453

1

= PivotTable | Financial Data  Financial Data Template,

Calculation Mode: Automatic  Workbook i

Notice that the gridlines are still visible here. However, we want to freeze the
header row on this sheet as more data may be added to future reports. Click

Regional Directory  +

Freeze Panes = Freeze Top Row:

Excel Activity 7-4 - Saved v

|#? Share

1 Comments | A~

Give Feedback to Microsoft — 100% +

£ Search (Alt + Q)

File Home Insert Draw Page Layout Formulas Data Review View Automate Help / Editing v I
3 & Headings
Shest View| Default . Zoom [ 100% + =8 ¢
New  Freeze Cudinss
F New leh 100% Window Panes+
E Win &R Freeze Panes
£25 M £H Freeze Top Row &
- B R P ER Freeze First Column F c "
1 City State  Office Type  Reven._. — e err gy =) ENSES Operating Profit Depreciation Net Profit
2 Warner MA Corporate $125,319 565,792 559,527 $4,667 554,860
3 East Natchitoches MA Franchise $433,924 $101,465 4332,459 45,068 $327,391
4 lyon MA Co-Owned $135,816 567,388 568,428 $5,700 562,728
5 Willow Run MA Corporate $233,255 $83,606 $149,649 $5,089 $144,560
6 Augusta ME Corporate $248,973 $29,246 $219,727 $4,208 $215,519
7 Conyersville ME Franchise $128,691 $67,175 $61,516 $4,956 $56,560
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6. Scroll down in the workbook. Notice that the first row remains in place:

Excel Activity7-4 - Saved O Search (Alt + Q)
Fle  Home Insert Draw  Pagelayout  Formulas  Data  Review  View  Automate  Help & Editing v 3 Comments | | - Catch up
3 & ] Headi
ShectView|Det <] | Zoem 1 &8 o

New Freeze Gridines

R New fe 100% Window Panes v

Sheesview o0 Wintzi Show ~
25 vk

A E] c ) 3 F G H J K
1 City State  Office Type Revenues Operating Expenses Operating Profit Depreciation Net Profit
14 [Spring City N Co-Owned 5432326 579,297 $353,029 34,872 348,157 <
15 |Mittenlane NY Co-Owned $177,789 $103,757 $74,032 $5,144 568,888
16 |EastWaterford  NY Franchisa $201,945 583,178 $118,767 $4,724 $114,033
17 Coltman nyY Corporate $461,214 586,688 $374,526 36,066 $368,460
18 Scottsville RI Co-Owned 5440452 581,512 $358,550 $4,842 $353,708
19 Hebron RI Co-Owned $407,339 588,286 $319,053 $4,604 $314,449
20 Longview RI Co-Owned $376,263 $92,698 $283,565 45,195 $278,370
21 Emerson RI Franchise $149,134 587,513 $61,621 5,168 $56,453,
22 Total $3,753,017, X
23
24
25
26 I
27
22
29
30
31
32
33 -
K] y

= PivotTable _ Financial Data Template ~ Regional Directory ~ +

Calculation Mode: Automatic  Workbook Statistic v Give Feedback to Microsoft — 100% +

7. Close the Excel browser tab to complete this activity.
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Summary

In this lesson, we learned about finalizing workbooks. You should now be able to use

comments, manage worksheets, and change view options.

Review Questions

1. What is the easiest way to create a copy of a worksheet?

2. How do you add a comment to a cell?

3. What does the Freeze Panes command do?

4. What is the format of formula references to other worksheets?

5. How do you clear the color from a worksheet tab?
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LESSON LABS

Lesson 1
Lesson Lab 1-1
Objective To set up a sales report workbook.

Briefing Before you start working on the data in a sales report, you

want to make sure it is accessible and print a hard copy.

Task e Open the Sample Data file from OneDrive in Excel
Online.
e Run the Accessibility Checker and resolve any issues.
e If you have a printer, print a copy of the workbook. (If

you do not have a printer, you can skip this step.)

Hints If you cannot remember where to find a feature, or are not

sure how to do something, consult Excel’s Help articles.

Sample Data @l| Lesson Llab 1-1xlsx
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Lesson 2
Lesson Lab 2-1
Objective

Briefing

Task

Hints

Sample Data

To add formulas to the sales report.

You need to organize the sales data by region, and calculate

totals and key metrics.

e Addaformulain cells E4 to E27 to calculate the profit
for each store. (to do this, you will need to subtract
expenses from sales.)

e Sort the Sales Overview data by region.

e Use copy and paste to enter the five regions in Column
|, starting at 14.

e Create a formula to calculate the average for each

region.

Remember, there are a few different ways to create formulas.

x| Lesson Lab 2-1.xlsx
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Lesson Lab 2-2

Objective

Briefing

Task

Sample Data

To improve the formatting in the sales data worksheet.

You want to use the tools you learned about in this lesson to
improve the appearance of your sales data worksheet.

e Resize all columns on both sheets to fit their contents.

e Move the Average Profit section to Sheet2.

] Lesson Lab 2-2.xlsx
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Lesson 3

Lesson Lab 3-1

Objective To continue improving the formatting in the sales data
worksheet.

Briefing You want to apply a proper format to the number values in the
worksheet. You also want to apply borders to differentiate the
regions.

Task e Apply the Currency number format to the Sales,

Expenses, Profits, and Average values in the workbook.
(Remember that there are two worksheets.) Do not
include decimal places.

e Use a bottom border to separate the five regions on
Sheetl.

Hints You may need to re-adjust the column size after applying the
number format.

Sample Data ] Lesson Lab 3-1.xlsx
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Lesson Lab 3-2
Objective To format the titles and header rows in your sales workbook.

Briefing You have ideas for making the Sample Data workbook even

easier to read.

Task Format the titles and header rows on both worksheets of the
Sample Data file. Use font formatting, borders, and/or fills to
make them stand out.

Then, apply conditional formatting to Sheet1 to highlight any
profits under $500,000. Use any formatting you like.

Hints Use the Format Painter to speed up this task.

Sample Data @] Lesson Lab 3-2.xlsx
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Lesson Lab 3-3
Objective To update a workbook using Find and Replace.

Briefing You have been informed that this workbook is using the wrong
terminology to describe its sales districts.

Task e Replace the term “Central” with “Main”.

e Replace the term “Region” with “District”.

Hints Make sure to search in the entire workbook.

Sample Data @] Lesson Lab 3-3.xlsx
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Lesson 4
Lesson Lab 4-1
Objective To practice adding shapes to an Excel worksheet.

Briefing Your manager wants to be able to quickly see which store has

the highest profit.

Task Add a star next to the highest profit on Sheetl. Format it to

match the worksheet.

Hints Use the Insert tab to create shapes and the Shape tab to

format them.

Sample Data @] Lesson Lab 4-1.xdsx

Follow-Up Question Is there a function you could use to quickly find the highest

number?
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Lesson Lab 4-2

Objective

Briefing

Task

Hints

Sample Data

To enhance your workbook with pictures.

You have received three pictures from the marketing team. You
want to add two of these pictures to your workbook.

Review the three Sample Data pictures. Add one picture to each
sheet in the Sample Data file. Crop, resize, and move it to an
appropriate location.

The pictures will need to be uploaded from your PC.

| Lesson Lab 4-2.xlsx

Picture 1 Picture 2 Picture 3
PMG File PMG File PMG File
17.2 KB 12.1 KB 65.3 KB
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Lesson 5
Lesson Lab 5-1
Objective

Briefing

Task

Hints

Sample Data

Follow-Up Question

To use tables to prepare for data analysis.

After learning about tables, you realize how helpful they would

be in your sales report.

Convert the data on Sheet1 of the Sample Data file to a table.

Enable both the header and total row.

Both the Home and Insert tabs have commands to format a

range as a table.

%] Lesson Lab 5-1.xdsx

If necessary, resize columns and reposition worksheet

elements (like pictures and shapes) after creating the table.
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Lesson Lab 5-2

Objective To practice creating and modifying charts.
Briefing You have decided to add a chart to show the data on Sheet?2.
Task e Review the chart types available in Excel Online. Then,

choose an appropriate type for the data on Sheet?2.
e Ensure your chart has a legend and a vertical axis title.
e Explore other elements, such as labels and data tables,
and add at least one item.
e Delete the picture and move the chart to its position.

e Resize the chart if necessary.

Hints The Chart tab will be useful for these tasks.

Sample Data 8| Lesson Lab 5-2uxlsx
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Lesson 6
Lesson Lab 6-1
Objective

Briefing

Task

Hints

Sample Data

Follow-Up Question

To practice using PivotTables.

Your manager has asked to see the average sales, expenses,
and profits by district. You think a PivotTable is the best way to
show this.

Create a PivotTable on a new worksheet using the data from
Sheetl. Set up the fields so the PivotTable shows the average
sales, expenses, and profits by district. Apply the Currency

number format to the results.

Additional tips to make the task easier for students.

%] Lesson Lab 6-1.xlsx

Try filtering out the Main region and observe the result.
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Lesson 7/

Lesson Lab 7-1

Objective To organize the worksheets in the Sample Data file.
Briefing You would like to organize the worksheets in the sales data
workbook.
Task e Give each sheet an appropriate name and a different
color.

e Move the Average Profit worksheet to the beginning of
the tabs list, and the PivotTable worksheet to the end.

e Ensure gridlines are displayed on all tabs.
Hints Remember that there are multiple ways to manage
worksheets, including the worksheet tab right-click menu and

the Home = Format menu.

Sample Data @] LessonLab 7-1.xlsx
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Lesson Lab 7-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Question

To clarify items in a worksheet using comments.

You are ready to submit your sales data report to your
manager. You want to add comments to a few items in your

workbook before doing so.

Add the following comments to the Sample Data file:

e Average Profit sheet, cell B3: “Data is linked to the Q1
Sales Overview (Data) sheet.”

e Q1 Sales Overview (Data) sheet, cell E3: “Profits under
S$500,000 are highlighted in red using conditional
formatting.”

e Q1 Sales Overview (Data) sheet, cell E28: “This total can
be toggled on or off by clicking Home = Format as
Table = Toggle Total Row.”

e Q1 Sales Overview (Data) sheet, cell J2: “Image
provided by marketing team.”

e Q1 Sales Overview (PivotTable) sheet, cell A3: “Main
District filtered out per accounting team. Click Row
Labels =2 Clear Filter from District to view.”

Then, show the Comments pane to review all of your

comments.

You will find comment-related commands on the Review tab.

4] Lesson Lab 7-2.xlsx

Delete the comment from cell E28 of the Q1 Sales Overview
(Data) sheet.
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COURSE WRAP-UP

Post-Course Assessment

1. The term describes a vertical series of cells.
a. Workbook
b. Worksheet
c. Column
d. Row
e. Formula
2. The term describes a horizontal series of cells.
a. Workbook
b. Worksheet
c. Column
d. Row
e. Formula

3. How do you open the Insert Function dialog box? (Select all that apply.)

a.

b.

Click Insert = Function
Click the Insert Function button on the formula bar
Use the Alt + F shortcut

Click Data = Functions
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4. How do you refresh PivotTable data?

a. Click PivotTable = Refresh
b. Use the F5 shortcut
c. Click Data = Refresh PivotTable

d. Right-click the PivotTable and click Refresh

5. How do you turn a table’s header row on or off?

a. Convert the table to a PivotTable
b. Click Home = Format as Table 2 Toggle Header Row
c. Hide the header row

d. All of the above

6. What types of graphics can you add to an Excel Online workbook? (Select all that
apply.)

a. Pictures from your computer
b. Pictures from the internet
c. Shapes

d. Emojis

7. How do you create a new comment?

a. Click Review = New Comment
b. Click Insert 2 Comment
c. Right-click the cell and click Insert Comment

d. All of the above
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8. Formulas always start with what symbol?

a.

b.

/

9. Which command sequence allows you to create a custom number format?

a.

b.

C.

d.

Insert & Custom Format
Home = Number Format = More Number Formats

Data = Create Number Format

Excel Online does not support custom number formats

10. How do you change what data is displayed in a chart?

a.

b.

Click Chart > Select Data
Right-click the chart and click Select Data

When the chart is selected, use the handles to modify the data selection

You must delete and re-create the chart
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Course Summary

Congratulations on completing Microsoft Excel Online training. During this course, you

learned how to:

e Get started with Excel Online and describe its basic components
e Manage workbooks

e Get help in Excel Online

e Use formulas and functions

e Work with data, rows, and columns
e Sort and filter data

e Format text and cells

e Align cell contents

e Use Find & Select tools

e Apply conditional formatting

e Insert pictures and shapes

e Format shapes

e Create and modify tables and charts
e Insert and use PivotTables

e Sort and filter PivotTable data

e Use comments

e Manage worksheets

e Change view options

You should now feel comfortable creating a new spreadsheet, working with basic formulas

and functions, and making a spreadsheet look professional and presentable.
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ANSWER KEYS

Lesson 1 Review Questions

1. Where can Excel Online open documents from?

Excel Online can open documents from Microsoft Cloud locations, such as OneDrive or

SharePoint.

2. What commands opens a menu that allows you to search for help articles in Excel
Online?

Help articles can be searched and accessed in the help menu, which is opened by

clicking Help under the Help tab.

3. In Excel, what is a column and a row?

In Excel, the term column describes a vertical series of adjacent cells, while a row is a

horizontal series of cells.

4. True or False: Since Excel is a cloud-based application, you cannot save workbooks
offline.

This statement is false. You can access other save options by clicking File = Save As.

5. How are cells typically referenced in Excel?

By combining the column letter and the row number (ex. Al).
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Lesson 2 Review Questions

1. List one way to open the Insert Function dialog box.

Click the Insert tab and click Function, or click the Insert Function button on the formula

bar.

2. How do you enable filtering?

Click Home = Sort and Filter = Filter.

3. How is Flash Fill different from AutoFill?

AutoFill places data based on a pattern, while Flash Fill automatically extracts or

combines data.

4. In this equation, which operation will be evaluated first ? (5*10)+40/3

The expression in the parentheses (5*10), will be evaluated first.

5. What is the easiest way to completely clear a cell using the ribbon interface?

Click Home = Clear = Clear All.
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Lesson 3 Review Questions

1. What does the Format Painter do?

The Format Painter allows you to copy formatting from one part of your workbook to

another.

2. Formulas always start with what symbol?

Formulas always start with the equals sign (=).

3. When you select a range of data, where are automatic calculations displayed?

Automatic calculations are displayed in the Status Bar.

4. What commands are available on the Home - Merge & Center dropdown menu?

The Merge & Center dropdown menu includes the Merge Across, Merge Cells, and

Unmerge Cells commands.

5. True or False: Cell references are case-sensitive.

False
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Lesson 4 Review Questions

1. What types of pictures can you insert in an Excel Online workbook?

In Excel Online, you can only insert pictures from your computer.

2. Which contextual tab provides shape formatting commands?

The Shape tab.

3. What does the Alt Text command for shapes and pictures do?

Allows you to assign text to an object that can be used by screen readers to describe a

picture to users with visual impairments.

4. How do you resize a picture?

Click it to select it. Then, click and drag any of the handles to resize the photo in that

direction.

5. How do you change a shape’s type?

Click the shape to select it. Then, click Shape = Change Shape, and choose the new
shape type.
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Lesson 5 Review Questions

1. What is the command sequence to format data as a table?

Click Home = Format as Table or Insert = Table.

2. What is a chart’s vertical axis also known as?

The Y axis.

3. How do you turn a table’s total row on or off?

Click Home = Format as Table = Toggle Total Row.

4. How do you move a chart?

Click and drag it.

5. How do you add a title to a chart?

Click Chart = Chart Title, and choose the desired position.
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Lesson 6 Review Questions

1. How do you create a PivotTable?

Select the range of data on which you want to base the table and then click Insert 2>
PivotTable.

2. What contextual tabs are available when working with PivotTables?

Excel Online does not have any contextual PivotTable tabs.

3. How do you refresh PivotTable data?

Right-click the PivotTable and click Refresh.

4. How do you change the type of calculation performed on PivotTable values?

Click the dropdown arrow next to the field in the Values area of the PivotTable Fields
task pane and click Value Field Settings. You can then choose the new calculation on the
Summarize Value By tab.

5. How do you sort PivotTable data?

Click the Row Labels or Column Labels dropdown arrow, choose the field you want to

sort by, and choose the desired sort type.
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Lesson 7 Review Questions

1. What is the easiest way to create a copy of a worksheet?

Right-click its tab and click Duplicate.

2. How do you add a comment to a cell?

Select the cell you want to comment on. Then, click Insert > Comment, or use the

Insert Comment command on the right-click menu.

3. What does the Freeze Panes command do?

Freezes everything to the left of and above the selection.

4. What is the format of formula references to other worksheets?

‘Sheet_Name’!, followed by the cell or cell range.

5. How do you clear the color from a worksheet tab?

Right-click the tab, click Tab Color, and click No Color.
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Post-Course Assessment

1. The term describes a vertical series of cells.

a. Workbook

b. Worksheet

c. Column
d. Row
e. Formula

The term “column” describes a vertical series of cells.

2. Theterm describes a horizontal series of cells.

a. Workbook

b. Worksheet

c. Column
d. Row
e. Formula

The term “row” describes a horizontal series of cells.

3. How do you open the Insert Function dialog box? (Select all that apply.)

a. Click Insert 2 Function
b. Click the Insert Function button on the formula bar
c. Use the Alt + F shortcut
d. Click Data = Functions

To open the Insert Function dialog box, click Insert 2 Function or the Insert Function

button on the formula bar.
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4. How do you refresh PivotTable data?

a. Click PivotTable - Refresh

b. Use the F5 shortcut

c. Click Data - Refresh PivotTable

d. Right-click the PivotTable and click Refresh

To refresh PivotTable data, right-click it and click Refresh.

5. How do you turn a table’s header row on or off?

a. Convert the table to a PivotTable

b. Click Home = Format as Table - Toggle Header Row
c. Hide the header row

d. All of the above

To turn a table’s header row on or off, click Home = Format as Table - Toggle Header
Row.

6. What types of graphics can you add to an Excel Online workbook? (Select all that
apply.)

a. Pictures from your computer
b. Pictures from the internet

c. Shapes

d. Emojis

As of this writing, Excel Online supports pictures from your computer and shapes.
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7. How do you create a new comment?

a. Click Review = New Comment

b. Click Insert > Comment

c. Right-click the cell and click Insert Comment
d. All of the above

These are all ways to create a new comment.

8. Formulas always start with what symbol?

a. /
b. =
c. \
d.

Formulas always start with the equals sign (=).

9. Which command sequence allows you to create a custom number format?

a. Insert > Custom Format

b. Home = Number Format - More Number Formats
c. Data > Create Number Format

d. Excel Online does not support custom number formats

To create a custom number format, click Home = Number Format = More Number
Formats.
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10. How do you change what data is displayed in a chart?

a. Click Chart = Select Data

b. Right-click the chart and click Select Data

c. When the chart is selected, use the handles to modify the data selection
d. You must delete and re-create the chart

The Select Data dialog allows you to change what data is displayed in a chart. To open it,
click Chart - Select Data.
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APPENDICES

Keyboard Shortcut Quick Reference Sheet

Cut Ctrl + X
Copy Ctrl + C
[72]
©
£ | Paste Ctrl +V
S
£
6 | Undo Ctrl+Z
o
bo
[
= | Redo Ctrl+Y
©
w
Start a new line in the same cell Alt + Enter
Print worksheet Ctrl+P
Select a range of cells Shift + Arrow keys
«» | Select a column Ctrl + Spacebar
g
€ | Selectarow Shift + Spacebar
S
+~ | Open the Find dialog Ctrl + F
9
()]
Y | Open the Replace dialog Ctrl + H
Open the Go To dialog Ctrl+ G
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Apply bold Ctrl+B

)

2 Apply italics Ctrl + |

©

£

£ Apply underlining Ctrl + U

o

bo

£ | Increase font size Ctrl + Shift + >

®

£ . .

5 Decrease font size Ctrl + Shift + <

Ll
Clear formatting Ctrl +D
Move up one cell Up arrow / Shift+ Enter
Move down one cell Down arrow / Enter
Move right one cell Right arrow / Tab
Move left one cell Left arrow / Shift + Tab

@ Go to the beginning of the row Home

s

g Go to cell A1 Ctrl + Home

S

g Go to the last cell of used range Ctrl + End

s

-%” Move down one screen (28 rows) Page Down

2
Move up one screen (28 rows) Page Up
Move to the edge of the current data region | Ctrl + Right arrow / Ctrl +

Left arrow

Switch to next sheet Alt + Ctrl + Page Down
Switch to previous sheet Alt + Ctrl + Page Up
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Insert new worksheet Shift + F11
[72]
2 | Insert hyperlink Ctrl + K
©
£
§ Follow hyperlink Ctrl + Enter
o
§ Insert table Ctrl + L
Open/close Comments pane Shift + F2
Calculate workbook (refresh data) F9
[}
8 g .
3 ®© | Insert AutoSum function Alt + Equals (=)
5 o
Open Insert Function dialog box Shift + F3
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Glossary

Absolute reference
A type of reference that will not change even if it is moved or copied to another location.

Arguments
Data used by functions to complete calculations.

AutofFill
A feature that is used to automatically fill sequential data into a range of cells.

Cell
The intersection of a row and column on a worksheet.

Charts
Visual representation of numeric data.

Conditional Formatting
Formatting that will highlight cells whose data satisfies certain criteria.

Filtering
Customizing the data view based upon set criteria.

Fill
Formatting that adds background color to cell(s).

Fill handle
The small black box that appears in the bottom right-hand corner of a selected cell or cell

range. Used to activate the AutoFill feature.
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Flash Fill
Feature that will automatically extract or combine data based on a pattern.

Font
A set of typefaces.

Format Painter
A tool that is used to copy formatting from one selection of text to another.

Formula
A mathematical relationship expressed through symbols.

Formula Bar
A part of the Excel interface that displays the cell name, contents, and/or formulas in a

selected cell.

Function
Pre-made operations that are used to perform calculations.

Mixed references
Cell references that include both relative and absolute references.

PivotTable
A data analysis tool that dynamically allows you to pivot columns and rows of raw data

without altering it.

Relative reference
A cell reference that will change relative to its positioning in a worksheet.
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Spreadsheet
Either a paper or electronic file that is used to store and work with data (mostly numbers) in

a tabular fashion.

Table
A dataset that is comprised of rows and columns, but is treated as one object (unlike regular

data ranges).

Workbook
An Excel file that stores multiple worksheets.

Worksheet
An electronic spreadsheet.



	About This Course
	Course Prerequisites
	Course Overview
	Course Objectives
	How to Use This Book

	Lesson 1: Getting Started
	TOPIC A: Getting Started with Excel Online
	Logging into Office 365
	Launching Excel Online
	The Excel Online Interface
	Creating a New Workbook
	Closing Excel Online
	Activity 1-1: Getting Started with Excel Online

	TOPIC B: Getting to Know Excel
	What are Spreadsheets, Worksheets, and Workbooks?
	What are Columns, Rows, Cells, and Ranges?
	Navigating in Excel
	Excel Formulas
	Activity 1-2: Getting to Know Excel

	TOPIC C: Managing Workbooks
	Opening a Workbook
	Editing Your Workbook in Excel Desktop
	Accessing Save Options
	Using the Accessibility Checker
	Printing a Workbook
	Sharing a Workbook
	Activity 1-3: Managing Workbooks

	TOPIC D: Getting Help in Excel Online
	Using the Help tab
	Giving Feedback About Office
	Activity 1-4: Getting Help in Excel Online

	Summary
	Review Questions

	Lesson 2: Working with Data
	TOPIC A: A Closer Look at Formulas
	The Formula Bar
	Elements of an Excel Formula
	Mathematical Operators
	The Order of Operations
	Types of References
	Activity 2-1: A Closer Look at Formulas

	TOPIC B: Using Formulas and Functions
	About Functions
	Creating a Function with AutoComplete
	Using the Insert Function Dialog Box
	Using AutoSum
	Viewing AutoSum Calculations in the Status Bar
	Automatic Workbook Calculations
	Activity 2-2: Using Formulas and Functions

	TOPIC C: Working with Data
	Selecting Cells
	The Cut, Copy, and Paste Commands
	Using Paste Options
	Moving Data with Drag and Drop
	The Undo and Redo Commands
	Using AutoFill
	Using Flash Fill
	Activity 2-3: Working with Data

	TOPIC D: Working with Rows and Columns
	Inserting Rows and Columns
	Deleting Rows and Columns
	Clearing Data from Cells
	Changing Column Width and Row Height
	The Hide and Unhide Options
	Activity 2-4:  Working with Rows and Columns

	TOPIC E: Sorting and Filtering Data
	The Difference Between Sorting and Filtering
	Sorting Data
	Enabling Filtering
	Using Text Filters
	Clearing a Filter
	Activity 2-5:  Sorting and Filtering Data

	Summary
	Review Questions

	Lesson 3: Formatting a Worksheet
	TOPIC A: Formatting Text
	What is a Font?
	The Font Group
	The Format Painter
	Creating Links
	Activity 3-1:  Formatting Text

	TOPIC B: Formatting Cells
	Applying a Border
	Applying a Fill
	Changing the Number Format
	Customizing Number Formats
	Activity 3-2:  Formatting Cells

	TOPIC C: Aligning Cell Content
	Alignment Options
	The Indent Commands
	The Wrap Text Command
	Merge & Center Options
	Activity 3-3:  Aligning Cell Content

	TOPIC D: Using Find & Select Tools
	The Find Command
	The Replace Command
	The Go To Command
	Activity 3-4:  Using Find & Select Tools

	TOPIC E: Applying Conditional Formatting
	What is Conditional Formatting?
	Applying Conditional Formatting Rules
	Setting Conditional Formatting Options
	Clearing Conditional Formatting
	Activity 3-5:  Applying Conditional Formatting

	Summary
	Review Questions

	Lesson 4: Adding Pictures and Shapes
	TOPIC A: Inserting Pictures
	Inserting Pictures
	Resizing Pictures
	Rotating Pictures
	Deleting Pictures
	Adding Alternative Text
	Activity 4-1:  Inserting Pictures

	TOPIC B: Inserting Shapes
	Inserting Shapes
	The Shape Tab
	Resizing Shapes
	Deleting Shapes
	Activity 4-2:  Inserting Shapes

	TOPIC C: Formatting Shapes
	Changing the Shape Type
	Applying a Style
	Customizing Shape Fill and Outline
	Adding Alternative Text
	Activity 4-3:  Formatting Shapes

	Summary
	Review Questions

	Lesson 5: Organizing Worksheet Data with Tables and Charts
	TOPIC A: Inserting Tables
	What is a Table?
	Creating a Table
	Customizing Row Display
	Inserting and Deleting Table Rows and Columns
	Sorting and Filtering Table Data
	Activity 5-1:  Inserting a Table

	TOPIC B: Inserting Charts
	Chart Types
	Chart Elements
	Inserting a Chart
	The Chart Contextual Tab
	Moving Charts
	Resizing Charts
	Activity 5-2:  Inserting Charts

	TOPIC C: Modifying Charts
	Switching Row and Column Display
	Use the Select Data Command
	Changing the Chart Type
	Adding a Chart Title
	Modifying Chart Labels
	Modifying Chart Axes
	Activity 5-3:  Modifying Charts

	Summary
	Review Questions

	Lesson 6: Using PivotTables
	TOPIC A: Inserting PivotTables
	What is a PivotTable?
	Creating a PivotTable
	The PivotTable Fields Task Pane
	Working with PivotTable Data
	Activity 6-1:  Inserting PivotTables

	TOPIC B: Working with PivotTable Data
	Expanding and Collapsing Data
	Refreshing Data
	Using the Value Field Settings Menu
	Summarizing Values
	Changing Value Display
	Activity 6-2:  Working with PivotTable Data

	TOPIC C: Sorting and Filtering PivotTable Data
	Sorting Data
	Using the Filters Pane
	Using Label and Value Filters
	Clearing Filters
	Activity 6-3:  Sorting and Filtering PivotTable Data

	Summary
	Review Questions

	Lesson 7: Finalizing Workbooks
	TOPIC A: Using Comments
	Inserting Comments
	Showing and Hiding the Comments Pane
	Replying to Comments
	Deleting Comments
	Activity 7-1:  Working with Comments

	TOPIC B: Managing Worksheets (Part One)
	Viewing Worksheets
	Inserting Worksheets
	Deleting Worksheets
	Duplicating Worksheets
	Worksheet References in Formulas
	Activity 7-2:  Managing Worksheets (Part One)

	TOPIC C: Managing Worksheets (Part Two)
	Hiding and Unhiding Worksheets
	Reordering Worksheets
	Renaming Worksheet Tabs
	Changing Tab Color
	Activity 7-3:  Managing Worksheets (Part Two)

	TOPIC D: Changing View Options
	Showing and Hiding Workbook Elements
	The Freeze Panes Options
	Activity 7-4:  Changing View Options

	Summary
	Review Questions

	Lesson Labs
	Lesson 1
	Lesson Lab 1-1

	Lesson 2
	Lesson Lab 2-1
	Lesson Lab 2-2

	Lesson 3
	Lesson Lab 3-1
	Lesson Lab 3-2
	Lesson Lab 3-3

	Lesson 4
	Lesson Lab 4-1
	Lesson Lab 4-2

	Lesson 5
	Lesson Lab 5-1
	Lesson Lab 5-2

	Lesson 6
	Lesson Lab 6-1

	Lesson 7
	Lesson Lab 7-1
	Lesson Lab 7-2


	Course Wrap-Up
	Post-Course Assessment
	Course Summary

	Answer Keys
	Lesson 1 Review Questions
	Lesson 2 Review Questions
	Lesson 3 Review Questions
	Lesson 4 Review Questions
	Lesson 5 Review Questions
	Lesson 6 Review Questions
	Lesson 7 Review Questions
	Post-Course Assessment

	Appendices
	Keyboard Shortcut Quick Reference Sheet
	Glossary


