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Microsoft 365 Excel: Part 3

ABOUT THIS COURSE

Course Prerequisites

This manual assumes the user has completed, or has an understanding of the materials

covered, in the first and second parts of the Microsoft Office Excel 365 courseware,

including:

Excel basics

Working with data

Modifying worksheets

Printing workbook contents

Managing large workbooks

Customizing the Excel environment

Creating advanced formulas

Analyzing data with logical and lookup functions
Organizing worksheets data with tables
Visualizing data with charts

Analyzing data with PivotTables, slicers, and PivotCharts
Working with graphical objects

Enhancing workbooks

© 2019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

Course Overview

Welcome to the third part of our Microsoft 365 Excel courseware. Excel is Microsoft’s
powerful and easy-to-use spreadsheet program. This new version of Excel incorporates
some new features and connectivity to make collaboration and production as easy as

possible.

This course is intended to help all users get up to speed quickly on the advanced features of

Excel. We will cover:
e Using Excel Online
e Worksheet Automation
e Auditing and Error Checking
e Data Analysis and Presentation
e Working with Multiple Workbooks

e Exporting and Sorting Data

Note: This course is written for the desktop version of Microsoft 365 Excel.

Course Objectives

By the end of this course, users should be comfortable in both the online and desktop
environments, using automating functions, analyzing and presenting data, auditing and
error checking your work, working in multiple workbooks, and accessing and distributing
data.

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

How to Use This Book

This course is divided into six 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.

Before you begin, download the course’s Exercise Files to a convenient location. They will

be referenced throughout this course and are a key part of your learning experience.
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LESSON 1:
EXCEL ONLINE

Lesson Objectives

In this lesson you will learn:
e How to access and use Excel Online

e Features that differ between Excel Online and the Excel desktop application
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TOPIC A: Accessing and Using Excel Online

One of the benefits of your Microsoft 365 subscription is the ability to use the online

version of Excel. While this version of Excel has some limitations in its functionality in

comparison to the desktop application, it also provides some convenient features that can

enhance your productivity and improve your data security and accessibility. In this topic,

you will review the basics of using Excel Online, switching between versions, and saving

your workbooks.

Topic Objectives

In this session, you will learn:

About Excel Online

How to log in to Microsoft 365

How to identify where your workbook is saved

How to save a copy of your workbook to your local machine

How to copy a local workbook to OneDrive
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About Excel Online

Excel Online is an online version of Excel that it is available to you through your Microsoft
365 subscription. It includes many of the basic functions available in the full Excel desktop
application, and It works within your browser, so it can be accessed from any device with an
internet connection, even if that device does not have the Excel desktop application
installed. Using your Microsoft 365 account and OneDrive, you can store your files online,
share them, and even collaborate with others in real time. Excel Online will also give you

access to charting and survey tools that can help you gather and visualize data.

Logging into Microsoft 365

To use Microsoft 365, you will be given a username and password to access your online
account. Once you have this information, open your browser (Edge, Firefox, Chrome, etc.)

and then open the login page at https://login.microsoftonline.com:

B3 Sign in to your account. x ==

& O A https//login.microsoftonline.com/common/oauth2/authorize?client_id=4345a7b9-9a63-4910-a426-35363201d503&redirect_uri=https%3A%2F%... @ & ¥ -3

B Microsoft

Sign in

Back Next
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With the login page open, enter the e-mail address that was given to you, then click the
Next button:

a" Microsoft
Sign in

jgibson@acmewidgets.onmicrosoft.com|

No account? Create one!
Can't access your account?

Sign-in options

Type in your password, then click the Sign in button to complete the process:

B Microsoft
¢ Jgibson@acmewidgets.onmicrosoft.com

Enter password

Forgot my password

=T
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Keep in mind that you can choose to keep yourself signed into the account by clicking the
Yes button. This can save you time as you do not have to log into your account every day,

but you should not select this option when using public computers.

a" Microsoft

Jjgibson@acmewidgets.onmicrosoft.com
Stay signed in?

Do this to reduce the number of times you are asked
to sign in.

[ ] Don't show this again

No

Once you are logged into your account, you will be greeted with the default Office landing

page:

0 Microsoft Office Home x |+ = B =
&« O A httpsy//www.office.com/?auth=2 ® ¥ ¥ e
) n
i Office P Search Q & ? “
Good afternoon Install Office
Recommended
] ’
[ |
[ 3 Monthly Sales Report
acmewidgets-my.sharepoin.
Recent Pinned  Shared with me  Discover T Upload and open.. M
. E ® ] E o
=
Monthly Sales Report Presentation Document Schedule Team Site Notebook Sales Data
w Jane Gibson's OneDrive . Jane Gibson's OneDrive . Jane Gibson's OneDrive . s SharePoint - Acme Widgets s SharePoint - Acme Widgets 2 John Smith's OneDrive fo.
>
Drag a file here to upload and open More in OneDrive —>
& M Feedback .
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You can now open Excel Online by clicking on the Excel app, or by selecting an Excel file to

open:

) Microsoft Office Home x |+ - o X
< O A httpsy//www.office.com/?auth=2 @ ¥ % e
Office £ Search o e 2 @
Good afternoon Install Office
Recommended
You edited this
é Aug 13
% Excel
[ |
[ 3 Monthly Sales Report
acmewidgets-my.sharepoin,
Recent Pinned Shared with me  Discover T Upload and open...
“ L] % @ ] L]
-
Monthly Sales Report Presentation Document Schedule Team Site Notebook Sales Data
w Jane Gibson's OneDrive . Jane Gibson's OneDrive . Jane Gibson's OneDrive . & SharePoint - Acme Widgets s SharePoint - Acme Widgets 2 John Smith's OneDrive fo.
>
Show more Drag 2 file here to upload and open More in OneDrive >
8 M Feedback .
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Edit Your File in the Excel Desktop Application

When you have a workbook open in Excel Online, you may want to access some of the more
advanced features that are available in the Excel desktop application. To edit an open Excel
Online workbook in the Excel desktop application, simply click Open in Desktop App on the
ribbon list:

) Microsoft Office Home X Bl Monthly Sales Reportxsx x |+ - ol &
O A https;//acmewidgets-my.sharepoint.com/:x:/r/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%... ~ ¥ = S

HH Jane Gibson > Reports Monthly Sales Report - Saved Jane Gibson
File Home Insert Formulas Data  Review View  Help Tell me what you wanttodo | Open in DesktopApp 1A Share ] Comments

<n Cut . ., -

b Ao o . T BB BEE swe- vy O 4

—— [@copy 7

Paste B I UD a .9 <0 00 Conditional Format Cell | Insert Delete Format Clear ~ Sort& Find& Ideas

« < Format Painter == $-% > W3 Formatting v as Table v Styles v v v~ & Clear Fiter v Select v
Undo Ciipboard Font Number Tables Cells Editing deas ~
B1 v K

A B c D £ F G H J K L M N o P c
1 MonthlySaIJ!s bySaIe_L Representative -
3 Month: January
4
5 First Name _ Last Name Employee Number Sales Sales Target Variance to Target
6 Charlotte Soto 431 $ 89,863.20 $ 100,000.00 $ (10,136.80)
7 Jaslene Brennan 271 $ 106,253.22 $ 100,000.00 $ 6,253.22
8 Marely Spencer 243 $ 88500.85 $ 100,000.00 $ (11,499.15)
9 |Elisha Bryant 496 $ 149,164.96 $ 100,000.00 $ 49,164.96
10 Dixie Simmons a45 $ 149,527.42 $ 100,000.00 $ 49,527.42
11 Delilah Avila 298 $ 80,221.65 $ 100,000.00 $ (19,778.35)
12 Gabrielle Norton 277 $ 99,080.16 $ 100,000.00 $ (919.84)
13 Marvin Burton 463 $ 117,406.50 $ 100,000.00 $ 17,406.50
14 saul Blevins 111 $ 79,819.36 $ 100,000.00 $ (20,180.64)
15 Coby Pham 302 $ 75506.90 $ 100,000.00 $ (24,493.10)
16 | Elisha Mullen 447 $ 106,883.51 $ 100,000.00 $ 6,883.51
17 | Annabelle Moon 164 $ 84,686.89 $ 100,000.00 $ (15,313.11)
18
19
20
21
22
23
24
- ‘ »
Sheetl

Calculation Mode: Automatic _ Workbook Statistics v Help Improve Office
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Excel will open on your desktop and display the current workbook on your screen:

AutoSave B Monthly Sales Report.xlsx - Read-Only - Last Modified: June 12 ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
& Cut Calibri Ju A A | =E=E 9 BwepTe General . H=H @ Normal

E@Copy v . =
Paste B IU- . D . E E Merge&Center . $ . % D) eﬂg —98 Conditional Format as

i A ===
v <Y Format Painter - - - = Formatting v Table ~
Clipboard N Font ~ Alignmen I3 Number ~
@ READ-ONLY To prevent accidental changes, the author has set this file to open as read-only. Edit Anyway
B1 7 Fe
A B C D E F | G H | | | J | K L |
1 |Monthly Sa'es by Sah_[zs Representative
2 .|
3 |Month: January
4 -
5 | FirstName Last Name ploy b Sales Sales Target  Variance to Target
6 |Charlotte Soto 431 $ 89,863.20 S 100,000.00 S (10,136.80)
7 |Jaslene Brennan 271 $ 106,253.22 $ 100,000.00 $ 6,253.22
8 |Marely Spencer 243 $ 88,500.85 $ 100,000.00 S (11,499.15)
9 | Elisha Bryant 496 $ 149,164.96 $ 100,000.00 $ 49,164.96
10 |Dixie Simmons 445 $ 149,527.42 $ 100,000.00 $ 49,527.42
11 |Delilah Avila 298 $ 80,221.65 $ 100,000.00 S (19,778.35)
12 |Gabrielle Norton 277 $ 99,080.16 $ 100,000.00 S (919.84)
13 |Marvin Burton 463 $ 117,406.50 $ 100,000.00 $ 17,406.50
14 |Saul Blevins 111 $ 79,819.36 $ 100,000.00 $ (20,180.64)
15 |Coby Pham 302 $ 75,506.90 $ 100,000.00 $ (24,493.10)
16 | Elisha Mullen 447 $ 106,883.51 $ 100,000.00 $ 6,883.51
17 |Annabelle Moon 164 $ 84,686.89 $ 100,000.00 S (15,313.11)
18

Note that you may need to click Edit Anyway to start working with the file.
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Even though you are working with the desktop version of Excel, any changes that you make
will be automatically saved to the online file. This way you can have the full functionality of
the Excel desktop application, combined with the versatility and portability of Excel Online,
without having to worry about keeping track of multiple versions of the same file. When
you are finished working with the desktop version of Excel you can simply close the program

by clicking File - Close:

Monthly Sales Reportxlsx - Last Modified: June 12

© Good afternoon
() Home v New
D New
A 3
Open ’ Take a tour Drop-down list Formulas PivotTable
a
f & G € G
Info 7
Blank workbook Welcome to Excel Drop-down tutorial Formula tutorial PivotTable tutorial
Save a Copy
Print
Share £ Search

Export Recent  Pinned Shared with Me

Publish
Name

Close k

Monthly Sales Report.xlsx
OneDrive - Acme Widgets » Documents » Acme Widgets » Reports

Book1.xlsx
OneDrive - Acme Widgets

Bread Recipes.xlsx
Account C: » Users » Coco » Documents

Book.xlsx

C: » Users » Coco » Documents » Velsoft » Training

Feedback

Options
Book1.xIsm

C: » Users » Coco » Documents » Velsoft » Training

BB ® ®o
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You can then return to your internet browser. If prompted, click Resume editing here:

) Microsoft Office Home X | K3 Monthiy Sales Reportxdsx x [ Y
O &  https://acmewidgets-my.sharepoint.com/:x:/r/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%... 35  ¥= e
ine Gibson > Reports Jane Gibson
File Home Insert Formulas  Data Review  View Help Tell me what you want to do Open in Desktop App |2 Share ] Comments
Undo Ciipboard Fo Alig ber Cel deas -
£
A B C D E F G H K L M N o P C
1 |Monthly Salg:s by Salep Representative =
4 . .
s _ FirstName _LastName Employee Number _Sales § All done. You can close this file now.
6 |Charlotte Soto 431 $ 89,863.20 $
Jeciene LD 27 LR00.25 2 aWe opened this file in Microsoft Excel on your computer.
8 Marely Spencer 243 $ 88500.85 $
9 |Elisha Bryant 496 $ 149,164.96 $
10 Dixie Simmons 445 $ 149,527.42 $ S
11 Delilah Avila 298 $ 80,221.65 $ i iy 2 [N
12 Gabrielle Norton 277 $ 99,080.16 $
13 |Marvin Burton 463 $ 117,406.50 $ Tell us what you think of Excel
14 saul Blevins 111 $ 7981936 $
5 |Coby Pham 302 $ 7550690 $ Try launching Microsoft Excel again
Elisha Mullen 447 $ 106,883.51 $
17 |Annabelle Moon 164 $ 84,686.89 $
18
19
20
21
22
23
24
kS B
. y
Sheet1 @
Calculation Mode: Automatic Help Improve Office

You will now be working with the updated version of your workbook:

) Microsoft Office Home X | B3 Monthly Sales Reportxisx x |+ - (] o
O B https;//acmewidgets-my.sharepoint.com/:x;/r/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%7BB5689987-14.. Y1 ¥= @& &
Monthly Sales Report Saved Jane Gibson
File Home Insert Formulas Data  Review View  Help Tell me what you wanttodo  Open in Desktop App & Share 3 Comments
\Q" E?““' Calibri LY AN == 2 Wrap Text General - fi==] @ @ & B EH S avesum e ?Y /O 4
ocre BICoRY
Paste Iu & Center . <0 9 Conditional Format Cell  Insert Delete Format > Clear v Sort& Find & ldeas
+ S Format Painter = egeliCener~ $ - % 9 B 8 Formatting v as Table v Styles v v+ v~ © Clear Filter  Select v
Undo Clipboard Font Alignment Number Tables Cells. Editing Ideas ~
[t v A
A 8 c D E F G H J K L M N o P Q R
1 Monthly Sales by Sales Representative -
2
3 |Month: January
4
5 First Name _Last Name Em Number Sales Sales Tai Variance to
6 Charlotte Soto 431 $ 89,863.20 $ 100,000.00 $ (10,136.80) [
7 Jaslene Brennan 271 $ 106,253.22 $ 100,000.00 $ 6,253.22
2 Marely Spencer 243 $ 8850085 $ 100,000.00 $ (11,499.15)
9 |Elisha Bryant 496 $ 149,164.96 $ 100,000.00 $ 49,164.96
10 Dixie simmons 445 $ 149,527.42 $ 100,000.00 $ 49,527.42
11 |Delilah Avila 298 $ 8022165 $ 100,000.00 $ (19,778.35)
12 Gabrielle Norton 277 $ 99,080.16 $ 100,000.00 $ (919.84)
13 Marvin Burton 463 $ 117,406.50 $ 100,000.00 $ 17,406.50
14 saul Blevins 111 $ 7981936 $ 100,000.00 $ (20,180.64)
15 |Coby Pham 302 $ 7550690 $ 100,000.00 $ (24,493.10)
16 Elisha Mullen 247 $ 106,883.51 $ 100,000.00 $ 6,883.51
17 Annabelle Moon 164 $ 84686.89 $ 100,000.00 $ (15,313.11)
18
19
20
21
22
23
24
o < »
Sheet1
Calculation Mode: Automatic _ Workbook Statistics - Help Improve Office
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Identify Where Your Workbook is Saved

When working in Excel Online, all workbooks are stored either on OneDrive, OneDrive for
Business, or a SharePoint site, and are saved automatically as you work. If you edit your file
using the Excel desktop application, the file will continue to be automatically saved to the

same location. You can confirm this in the desktop application by clicking on the file name

at the top of the workbook window:

AutoSave B Monthly Sales Report.xlsx - Last Modified: June 12 vk £ Search
File ﬂ Insert Page Layout Formulas Data Review View Help

D tgz:tpy 5 Calibri VAR === 2 ab, Wrap Text General v ﬁ @
Paste I U . D A . === =3= MergeBLCenter . $ © % 9 (Ijg 4)08 Conditional Format as

~ < Format Painter Formatting v Table v

el

Clipboard ~ Font Alignment ~ Number N

You will see a dialog box, indicating the File Name and the Location:

AutoSave [II:LE < Monthly Sales Reportxlsx - Last Modified: June 12 ~ p Search
File Home Insert Page Layout Fc
File Name
0] 4 Cut Calibri <[4 General < HER @
[@copy ~ ’ Monthly Sales Report xlsx
Paste B I U . $ - % 9 <0 .00 Conditional Format as
v < Format Painter - Location ° oo =0 Formatting v Table v
Clipboard N Font Number ~
S Reports v
B1 v A OneDrive - Acme Widgets » Documents » A...
A B € G H J
1 [Monthly Sa‘es by salbs Representa’ O Version History
-
2 4
3 |Month: January

You can rename the file by editing the text in the File Name field:

AutoSave = Monthly Sales Report.xlsx - Last Modified: ~ £ Search
File Home Insert Page Layout Fc
File Name
& cut Calibri ~ 17 General v @ @
E@ Copy ~ Monthly Sales Report Jan 2020 Xlsx
Paste I U $ - o/ 9 «0 .00 Conditional Format as
v &5’ Format Painter - Location G ARt = Formatting v Table v
Clipboard ~ Font Number N
e Reports v
B1 v fe OneDrive - Acme Widgets » Documents » A...
A B c | G | H | I |
1 |Monthly Sa‘es by Salw_les Representa’ O Version History
2 4
3 |Month: January
.
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You can also move the file by clicking on the Location field:

AutoSave [_%‘. Monthly Sales Report.xlsx - Last Modified: Yesterday at 2244 PM ~ £ Search
File Home Insert Page Layout
File Name

D & cut Calibri General v
[‘@ Copy ~ Monthly Sales Report Xlsx

B I U+ i ~ + O «0 .00

<& Format Painter - = Location $ % 9 00

Clipboard [~ Fon N Number N
. Reports v
B1 v fe OneDrive - Acme Widgets » Documents » A...

i

Conditional Format as
Formatting v Table v

A B C
1 [Monthly Sa‘es by Salclzs Represe O Version History
2

3 ;Month: January

The Choose a location dialog box will open, asking you to choose a location. You can

navigate through the folders on OneDrive by either clicking on the up arrow (to go up one

level) or clicking on the folders in the window (to go down a level). Click Move Here to

confirm the location to which you want to move the file:

Choose a location

’I\ "] OneDrive - Acme Widgets » Documents » Acme Widgets

Date modified

[ ] Reports = 1/27/2020 12:57 PM
[ ] Staff 1/27/2020 12:57 PM

e |
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To see a history of your file versions, click Version History:

Monthly Sales Report Jan 2020.xIsx - Last Modified: 2m ago ~

AutoSave ['1:5

File Home Insert Page Layout Fc
File Name
0 Lo Celor -1l Monthly Sales Report|
fe - onthly Sales Repo Xlsx
paste [ICoPY B I U- i
v d Format Painter - - Location
Clipboard ~ Font
e Reports v
B1 v fe OneDrive - Acme Widgets » Documents » A...
A B €
1 |MontthSa1es bySaIrLs Representa: O Mﬁk +—
.
2
3 |Month: January

16

£ Search

General v % @

v 9% 9 0.0 Conditional Format as
$ % 00 =0 Formatting v Table v

Number ~

The Version History task pane will display on the right side of your window and will list the
saved versions of the file, with a brief description of the activity, the name of the user who

saved the changes, and the date and time:

Version History I
Today, August 11, 2020
=h Renamed by: Jane Gibson 2:44 PM
Modified by: Jane Gibson
Renamed by: Jane Gibson 2:40 PM

<
Modified by: Jane Gibson

Open version
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If a version of the file has been saved, and is available, you can open it by clicking on Open
version, beneath the version description. The version will then be opened as a separate file

in the Excel desktop application.

Version History .
Today, August 11, 2020
EIB Renamed by: Jane Gibson 2:44 PM

Modified by: Jane Gibson
Eﬁl Renamed by: Jane Gibson 2:40 PM

Modified by: Jane Gibson
Open version h

To restore the most recent document to the previous version, click Restore below the

ribbon. The workbook will be restored to the previous version:

AutoSave < Monthly Sales Report.xisx - version 3.0: 8/11/2020 2:40 PM - Read-Only - Excel £ Search
File Home Insert Page Layout Formulas Data Review View Help
] ‘ Ar|=E== T EJ F‘
[@Copy ~
B u EE| &~ A S==|=2= $~% 9
Clipboard [ Font Alignment Number
PREVIOUS VERSION You can copy content from this version, or save this version as a separate file. Restorelk
Bl \ fe
A B C D E F G H [ J
1 |Monthly Sa‘es by Salllzs Representative
"
2 -
3 |Month: January
4 .
5 | FirstName Last Name Employee Number Sales Sales Target  Variance to Target
6 |Charlotte Soto 431 $ 89,863.20 S 100,000.00 $ (10,136.80)
7

Jaslene Brennan 271 $ 106,253.22 $ 100,000.00 $ 6,253.22

- ~m A mmcmamar A amnnnnan | A faa o am
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Save a Copy of Your Workbook to Your Local Machine

While using Microsoft OneDrive to store and manage your files provides for ease of access,
version control, security, and data backup, there may be times that you will want to work

on a file when you are offline.

One simple way to copy a file to your local computer is to open OneDrive in your browser,
navigate to the file you want to copy, right-click on the file and select Download from the

option list:

Q) Microsoft Office Home X @ Reports - OneDrive x |+ -2
& O A https//acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fjgibson_... ¥5  ¥& s -
Jane Gibson €E Open v 12 Share @ Copylink L Download [i] Delete =b Rename #§ Automate v 51 Moveto [ Copyto I= Sort v X 1selected = ®
B3 My files
O Recent
Files > Documents > Acme Widgets > Repo

£ Shared
@) bz O Name Modified Modified By File size Sharing
(g Beei @ B Monthly Salac Ranart vlex e 9 minutes ago 1028 Privat:

Open

B Quarterly S 4x8

review

Share

Copy link

Manage access

Download o —

Delete

Move to

Copy to

Rename

Automate

Version history
Get the OneDrive apps Details
Return to classic OneDrive
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Your file will be saved to the folder you have configured to receive downloaded files
(typically the Downloads folder in Windows 10). To open the file from your browser, click

Open file under the file name in the list of downloaded files at the bottom of the window:

@ Microsoft Office Home X @ Reports - OneDrive x [BE -2 X
& > O A httpsy//acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fjgibson_... ¥%  ¥& e -
Jane Gibson EH Open v & Share @ Copylink | Download [i] Delete =B Rename #% Automate v =1 Moveto [} Copyto --- 1= Sot v X 1seleted = v @
B3 My files
O Recent
Files > Documents > Acme Widgets > Reports

& Shared
®) bz O Name Modified Modified By File size Sharing
g [e=mRai © 1] Monthly Sales Reportxisx 1® i 9minutesago Jane Gibson 102k friue

B9 Quarterly Sales Report.xisx January 27 Jane Gibson 17.4K8 Private
Get the OneDrive apps
Return to classic OneDrive
& ’zltl)‘l:a\eskepon..xlsx p—
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20

If your workbook is already open in Excel Online, you can also click File - Save As -

Download a Copy, with the same result:

Open

Save As

Print

Share

About

Save As

Save As

Save a copy online.

Rename

Rename this workbook.

Download a Copy N

Download a copy to your computer.

Download as ODS

Download a copy of this workbook to your computer as an ODS file.

LA AL R

p
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Copy a Local Workbook to OneDrive

It is important to note that if you have copied a workbook from OneDrive to work offline,
the original workbook that you copied has not been updated to reflect any changes that you
have made. If you want to ensure that the latest workbook is stored in OneDrive, you can
copy the file from your local computer and either replace the original or use your own

naming strategy to track the versions of your files.

There are two ways to upload a workbook to OneDrive. The simplest method is to drag and

drop the file from File Explorer or your desktop to the OneDrive window:

) Microsoft Office Home X @ Reports - OneDrive x |+ |

‘ &< > O A httpsy//acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Fjgibson_... 7%  ¥= s
— e
} Jane Gibson + New v T Upload v & Share @ Copylink 43 Sync { Download #% Automate “/ IF Sot v = ® 3
1 H
i
§ B Mmyfiles |
i i
} O Recent i
1 i
! & Shared !
1 i
1 i

® Discove

j & Discover O Neme Modified H
i vi e |
! © Recyclebin i 3 !
3 B Monthly Sales Report.xisx 21 minutes ago « v 4 [« Do > Sales.. v oo Search Sales Reports !
1 H
1 H
1 B  Quarterly Sales Reportxisx January 27 i
I e . # Quick sccess N [
1 i
} @ OneDrive m:: H
1 i
1 > [ This PC ;
1 Monthly Sales H
1 Network Report Rev 1xlsx !
I m |
1 == i
1 == i
1 1
1 H
1 H
1 EX |
] Py 1
1 i
1 i
1 H
1 i
1 i
1 i
1 i
1 i
1 i
1 i
1 i
1 i
1 i
1 i
! Getthe OneDrive apps 1
1 i
E Return to classic OneDrive Titem  1item selected 102KB =[] !
H
O e e _ #]

Monthly Sales Repor...xlsx Showall X
h ow al

| &

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

You can also click on the Upload button in the OneDrive window and click Files:

) Microsoft Office Home X @ Reports - OneDrive x|+ - o x
&< > O & httpsy//acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx?id=%2Fpersonal%2Figibson_... ¥z ¥ @& & -
_ £ St
Jane Gibson + New T Upload v & Share @ Copylink <2 Sync L Download #§ Automate I= Sort =v 0

B1 My files Files & —
E Folder |
Files > Duocarmerms -~ mamewid
& Shared
Di
© Bemie O Name Modified Modified By File size Sharing
T Recycle bin
9 B Monthly Sales Report.xlsx 21 minutes ago Jane Gibson 102K8 Private
B Quarterly Sales Reportxisx January 27 Jane Gibson 74K Private

This will launch the Open dialog box, where you can locate and select the workbook(s) you

would like to upload. To complete the process, click Open:

€ open X
<« R > Jane Gibson > Documents > Sales Reports v o Search Sales Reports
Organize v New folder == v [ 0
Name Date modified Type Size
s+ Quick access
@ Monthly Sales Report Rev 1.xlsx 8/11/2020 2:56 PM Microsoft Excel W... 11KB
@ OneDrive
[ This PC
¥ Network
File name: | Monthly Sales Report Rev 1.xlsx v ‘ All files (*.*) v
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The workbook(s) will be uploaded and will now be available in the OneDrive window:

) Microsoft Office Home

Jane Gibson
B3 My files

Recent

Discover

Recycle bin

O
R Shared
&)
5]

x

@ Reports - OneDrive x |+

+ New

Fil

0O
L]
&

< > O A httpsy//acmewidgets-my.sharepoint.com/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/onedrive.aspx?

_ £2 &=

T Upload v |2 Share @ Copylink <3 Sync  Download #§ Automate \/

Documents > Acm Reports
Name Modified Modified 8y
“Monthly Sales Report Rev 1.xIsx A few seconds ago Jane Gibson
Monthly Sales Report.xisx 2 ane Gibson
Quarterly Sales Reportxsx January 27 ane Gibson

2]
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Activity 1-1: Managing Workbooks Between Excel Online and the
Excel Desktop Application

In this activity, you will open a workbook in Excel Online and then edit the file in the Excel

desktop application.

1. To begin, open your internet browser and log into Microsoft 365.

2. Onceyou are logged in, navigate to your OneDrive location by clicking the App
launcher Icon, then clicking the OneDrive icon:

0 Microsoft Office Home x [ - o X

< O A https//www.office.com/?auth=2 * s -

N

Office O search Q & 2 &
Microsoft 365 ternoon Install Office

3R Outiook @ onedrive
Il vor W el B
@ roveroint  [Ff oneNote
B snareroint I Tesms

% sookings & vammer
> 36! Pow te
D Oynamics 365 78 Fower Autom. | jes report
“my.sharepoin
B oeve [ -
All apps wned Shared with me  Discover T Upload and open. =]
Documents @
New @ L] L | [ |
ation n Schedule Sales Data
Point - Ac jhn Smith's OneD:
Drag  fi pload and open More in OneD:

w Feedback .

3. Now click Upload - Files:

To@EE + New v T Upload v |12 Share @ Copylink <2 Sync | Download #g Automate - 1= Sort

B3 My files

O Recent

A Shared

® Discover
& O Neme Modified Modified By File size
5}

T Recycle bin

Drag files here
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4. Navigate to the folder where you have stored your exercise files and select the file
Activity 1-1, then click OK:

€ open X

Mt <« MOS6003_Excel 365_Part3 » Exercise Files > Lesson 1 v [J) Search Lesson 1

Organize v New folder f==v ™M @

Name Date modified Type Size
3 Quick access

@ Activity 1-1 Completexlsx 8/13/2020 3:49 PM Microsoft Excel W... 11KB
@, OneDrive E39) Activity 1-1.xlsx 8/13/2020 3:51 PM Microsoft Excel W... 11KB
ity 1- 8/13/2020 1:26 PN v s W... 7
[ This PC @ Activity 1-2 Completexlsx 8/13/2020 1:26 PM Microsoft Excel 17KB
@ Activity 1-2.xIsx 8/13/2020 1:26 PM Microsoft Excel W... 17KB
¥ Network
File name: | Activity 1-1.xlsx vl All files (*.%) v

5.  You can now click on the Activity 1-1 file in your OneDrive location to open it:

)

Jane Gibson + New v T Upload v |2 Share @ Copylink <3 Sync | Download #§ Automate EFsotv =v @
B3 My files N
O Recent
Files > Exercise Files

& Shared
© Discover [ Neme Modified Maodified By File size Sharing
§  Recycle bin - .

B9 " Activity ﬂ»!.x\sx — & 118 Private.

Activity 1-1

%

~This item was created Just now by You.

6. The workbook will now open:

Excel | Jane Gibson > Exercise Files Activity 1-1 - Saved Jane Gibson
File Home Insert Formulas Data Review View  Help Tell me what you wanttodo  Open in Desktop App B share (I Comments
1 X cut C o
ik i T B B BEE sae v O 4
pacre LEICoRY z N N
Paste BT UDaw v A~ . < 9 Conditonal Format Cell | Insert Delete Format > (ienr.  Sot& Find& ldeas
PT dhee & $2% 9 BB e sy o e T @ Filter .
co Font a umber Tables Cells ) deas ~
AL ~ % Weekly sales & Bonus Payout
A s c o B £ s H 1 ) K L M N ) P Q R
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
4 | Week FirstName Last Name ) Weekly Sales _ Weekly Goal _Bonus
s 1 Jackie Williamson Jackie_Willamson | $ 1678514 $ 1500000 $500.00
6 1 Lucas Bressan Lucas Bressan  § 1468750 $ 1500000 $
7 1 stankey Prestwick Stanley_prestwick § 1347895 $ 1500000 $
s 1 ey Harrison Jery Harison | $ 21689.47 $ 1500000 $500.00
9 1 Leah Thompson Leah_Thompson  § 2547845 $ 1500000 $500.00
10 1 Robyn Fletcher Robyn_Fletcher  §  7,60000 $ 1500000 § -
1 1 usa WMcCain Lisa_McCain $ 568900 $ 1500000 $
2 1 steven stone steven_stone $ 1234687 § 1500000 $
3 1 Dpevon Lawrence Devon_lawrence $  11,687.00 $ 1500000 $
1 1 Geoge Jackson George Jackson  §  9,874.45 $ 1500000 $
15
1
-
18
Sheet! ®
ode: Automatic  Workbook Statisics . Help Improve Offce

(If the workbook opens as Read-only click Edit Anyway.)
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7. Click Open in Desktop App on the ribbon list:

Excel | Jane Gibson > Exercise Files Activity 1-1 - Saved

File ~ Home Insert Formulas Data  Review View  Help Tell me what you want to do OpeaneskmpA&:
<0 X cut o

B Caloi o & a = 2 Wop Tet Gerert : 1 B &8=H
T Copy
Paste © B I UDa vG&evAw = 5] Merge & Center « . 9 <8 0 onal Format  Cel Insert Delete Format
v <FFormat Painter s =T a4 = enge &uCenter + | § ~ % 90 20 rormatting v a5 Table ~ Styles v .
Undo Ciipboard Font Alignment Number Tables Cells
Al v Jf<  Weekly Sales & Bonus Payout
A B e D E F G H I J K L M
1 WeekILl Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
3
4 Week First Name Last Name D Weekly Sales  Weekly Goal  Bonus
5 1 Jackie Williamson Jackie_Williamson  $  16,785.14 $  15,000.00 $500.00

8.  Your workbook will now be open in the Excel desktop application. Note that the
AutoSave radio switch is set to On, indicating that the file is being saved
automatically to the OneDrive location:

| wWeeky Sales & Bonus Payout

A 5 c ) e . s .4 ' ) x ' Mo n ) ’ a R s T v v
1 |Weekly Sales & Bonus Payout Weekly Bonus Amount
2 T $ 500.00
s
4| Week ristName tastName » WeeklySales _ Weekly Goal _Bonus
S| 1 sedde Williamson Jackie_Willamson| 5 1678514 5 1500000 $50000
51 1 e S wses0 § 1500000 §
7|1 staney 5 137 S 100000 5 -
5 1 semy S 26047 S 1500000 $50000
5| 1 tean § mames $ 10000 $s0000
0 1 Ao 5 76000 5 150000 5 -
n 1 Lise. H 568900 S 1500000 S -
21 stever §  1aesr S 10000 §
Bl 1 Devr 5 1Le70 5 1500000 5 -
1 1 Geom S omads s 150000 $
1
5
(2
1
1
0

Sheet

= - B @ T ' =

(If the workbook opens as Read-only click Edit Anyway.)

9. Now select cell C5 and replace the current text by typing MacKenzie:

A B c D ‘ E F G H
1 \Weekly Sales & Bonus Payout

2 -

3 -

4 Week First Name Last Name 1D Weekly Sales  Weekly Goal  Bonus

5 1 Jackie |MacKenzie _lJackie_WiIIiamson S 16,785.14 $  15,000.00 $500.00

6 | 1 Lucas Bressan Lucas_Bressan S 14,687.50 $ 15,000.00 S -

7| 1 Stanley Prestwick Stanley_Prestwick $ 13,478.96 S 15,000.00 S -

8 | 1 Jerry Harrison Jerry_Harrison S 21,689.47 $  15,000.00 $500.00

9 1 Leah Thompson Leah_Thompson S 25,478.45 $  15,000.00 $500.00
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10. Confirm the file location by clicking on the file name at the top of the workbook

window:

AutoSave Activity 1-1xIsx - Last Modified: 14m ago £ Ssearch

File Home Insert Page Layout F

- File Name

O s | B 5
[®copy ~ Activity 1-1 Xlsx 72
B IU-|H# $ 9 | %3 -8
Location
Clipboard N Font . N Number
‘ Exercise Files "
cs - X « f | Macke OneDrive - Acme Widgets » Exercise Files
A 8 C G H I |
U)  Version History

1 \Weekly Sales & Bonus P: O Weekly Bonus Amount
2 | $ 500.00
3 H
4 Week First Name Last Name 1D Weekly Sales  Weekly Goal Bonus
5 1 Jackie MacKenzie lJackie_WiIIiamson S 16,785.14 $  15,000.00 $500.00
6 | 1 Lucas Bressan Lucas_Bressan S 14,687.50 $  15,000.00 $ -
7 | 1 Stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00 $ -
8 | 1 Jerry Harrison Jerry_Harrison $  21,689.47 $  15,000.00 $500.00

11. Now click on Version History. The Version History task pane will appear on the
right-hand side of the workbook window:

Activity 1-1.clsx - Last Modified: 15m ago = £ Search m - O x
Fle  Home et Pagelayout Formues Data  Review View  Hep & Share | 2 Comments
n X cut ottt A A —|® : Bl 7 Nomal Bad Good = R [z by O | £
e Mcory - 5o m o ===|== P eutral | checccen | || 2 Find &
g Y- 1 $ - % 9 T QO cleare Selct~
Gipbowd 5 ont 5 Aignnent Humber syes cens catng aess .
o i x v & | mackenzie g
A 3 G ) [ s H i ) 3 L ™ N o ’ a
Version Histor x
1| Weekly Sales & Bonus Payout Weekly Bonus Amount Y
2 50000
-+ 3 Today, August 12, 2020
4 week First Name Last Name n ‘Weekly sales  Weekly Goal  Bonus. .
s[ 1 acke Liackie_williamson § 16,78514 15,0000 $500. e L
6 1 Lwes Bressan Lucas_Bressan S 1468750 § 1500000 $ -
7|1 sunley  prestwick Stanley Prestwick $ 1347896 S 1500000 S -
8l 1 ey Harrison Jery Marrison | S 2L669.47 S 1500000 $500.00
9] 1 e Thompson Leah Thompson | § 2547845 S 1500000 $50000
10 1 Robyn. Fletcher Robyn_Fletcher  § 7,600.00 $ 1500000 $ -
1 1 Lisa McCain Lisa_McCain S 568900 $ 1500000 $
12 1 steven Stone Steven_Stone S 1234687 $ 1500000 §
13 1 Devon Lawrence Devon Lawrence | §  11687.00 § 1500000 $
16| 1 George Jackson George_lackson | § 987445 § 1500000
15

12. You can now close the file in the Excel desktop application and return to your
browser window. In the open dialog box, click Resume editing here:

Excel | Jane Gibson > Exercise Files

in Desktop App & Share  (J Comments

File  Home Insert Formulas Data  Review View  Help ell me what

ekly Sales & Bonus Payout

ly Sales & Bonus Payout

All done. You can close this file now.

4 | Week FirstName Last Name [} g\‘\’e opened this file in Microsoft Excel on your computer.
s 1 [lacke Williamson Jackie_Willamson

1 Lues Bressan Lucas_Bressan ;

1 Stnley Prestwick Stanley_prestuick y <

1 ey Harrison Jerry_Harrison ¥ N

1 Leah Thompson Leah_Thompson Y .

1 s McCain Lsa_MicCain

1 stewn stone Steven_Stone Try launching Microsoft Excel again

1 Devon Lawrence Devon_Lawrence

1 Geoge ackson George _lackson

Sheet1 O
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13. You will see that workbook shows the edit you made in the Excel desktop

application:

Excel Jane Gibson > Exercise Files

Activity 1-1 - Saved

File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop App
Ty c oo =
r EA““ Calibri v AN = 25 Wrap Text General - [E % @
[ Copy c
Paste I U D a v . == 5] Merge & Center v .9 <9 00 onditional Format  Cel
v < Format Painter === 4 = egelicenter v $ « % 00 30 | £ormatting v as Table v Styles v
Undo Clipboard Font Number Tables
Al v Jc  Weekly Sales & Bonus Payout
A B c D £ £ G H 1 J K
1 Weelel Sales & Bonus Payout Weekly Bonus Amount
2 $ 500.00
2
4 Week First Name D Weekly Sales Weekly Goal Bonus
5 1 Jackie ackie_MacKenzie $ 16,785.14 $  15,000.00 $500.00
6 1 Lucas BTesey ucas_Bressan $ 14,687.50 $  15,000.00 $
7 1 Stanley Prestwick Stanley_Prestwick $ 13,478.96 $ 15,000.00 $
8 1 Jerry Harrison Jerry_Harrison S 21,689.47 $  15,000.00 $500.00
9 1 Leah Thompson Leah_Thompson  $ 25,478.45 $W 15,000.00 $500.00
10 1 Robyn Fletcher Robyn_Fletcher $ 7,600.00 $ 1500000 $
1 1 Lisa McCain Lisa_McCain S 5689.00 $ 15,000.00 $
. .
14. Now click File - Save As - Download a Copy:
1-1 - Saved Jane Gibson
Sa\/e AS Open in Desktop App (& Share T Comments

|E:E] Rename .

Rename this workbook.

N
& Download a Copy N

Download a copy to your computer.

&)  Download as ODS
Download a copy ofthis workbook to your compter as an ODS file.

15. You can now close the browser tab to cl

B By BEE sw v O 4

Conditional Format  Cell  Insert Delete Format | ¢ Ciegr v Ideas

Save As SO Y e e sy t
%ﬁ S copy e . g . -

| ) K L M N o ° Q R

Weekly Bonus Amount
$

500.00

Help Improve Office

ose the Excel Online App. Navigate to your

download folder, rename the downloaded file to Activity 1-1 Complete, and move

it to your Exercise folder, to complete the activity:

Bl Newtb X | @ Microsoft Offce Home X | @ Beerise Files - OneDrive x| B Actity 1-1asx ,1}4_ = B 8
O G hitps//a id i /x//p I/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%7B3A58960B-2CF2... ¥z = ¥= S
Excel | Jane Gibson > Exercise Files Activity 1-1 - Saved
File Home Insert Formulas Data Review View  Help Tell me what you wanttodo  Open in Desktop App & Share [ Comments
[ EA(“‘ Calibri R 8w General B B &8 e E S g /O ﬁ
paste B CPY B]I UDaw_ ~&-A- = T EMegedCemers $-% 9 G g  Condionsl Cell  Insert Delete Format ¢ Ciear v deas
© < Format Painter == Formatting » a v v v v
Undo Cipboard Numoer ® cels ceas ~
AL ¥ f Weekly Sales & Bonus Payout
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TOPIC B: Features that Differ Between Excel
Online and the Excel Desktop Application

Now that you have been introduced to Excel Online and the advantages and conveniences it
can offer, it is important to understand how it differs from the Excel desktop application,

and how those differences may impact how and when you choose to use it. While this topic
is not meant to be a detailed review of all the differences you will find, it should provide you

with a good understanding of the limitations you may face when using Excel Online.

Topic Objectives
In this session, you will learn about:

e Features in the Excel desktop application that are not available in Excel Online

e Differences in features available in both versions of Excel

© 20019-2025Ultimate IT Courses Training Materials Inc.
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Features Not Available in Excel Online

At first glance it may seem that Excel Online and the Excel desktop application are the same,
but when we take a closer look through the tabs in the ribbon interface, the differences in

functionality become clearer.

To show these differences, we will compare the different tabs in the ribbon interface of
each application. In the images that follow in this topic, the interface for Excel Online is

illustrated above the interface for the Excel desktop application.

The Home tab:

#i Excel | JaneGibson > Exercise Files Activity 1-1 Saved

In the Home tab, the available commands and functions are very similar. The primary
difference is that the (1) Quick Styles options in the Styles group of the Home tab are

available using the (2) Cell Styles command drop-down in the Tables group in Excel Online.

The Insert tab:

# Excel  Jane Gibson > Exercise Files Activity 1-1 -

Here there are some significant differences.

1. Inthe lllustrations group you will see that you can only add pictures and shapes in
Excel Online, whereas in the Excel desktop application, you can add pictures, icons,

3D Models, SmartArt and screenshots.

2. Sparklines can only be added in the Excel desktop application, though they will

display if opened in Excel Online.

3. Slicer and Timeline filters are not available in Excel Online.
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4. Advanced controls for some text elements, such as Text Boxes, are not available in

Excel Online.

5. Symbol and Equation options are not available in Excel Online.

The Page Layout tab:

AutoSave = Book1 - Excel £ Search Jane Gibson  JG = — [m} X
File Home Insert Page Layout Formulas Data Review View Help & Share 2 Comments

I Colors ~ @ I-—\h_“l IE IE%J ;1 Et?él: T3 width:  Automatic | | Gridlines | Headings DJ F[] [’E E‘:' @‘ N

P )
A] Fonts Height: Automatic ~| | [v| Vi < Vi
Themes = o Margins Orientation Size  Print Background Print ;D & . e e Bring Send  Selection Align
v [@lkffects~ v v v Areav Titles | FX]Scale:  |100% T Print Print | Forwardv Backwardv Pane  ~
Themes Page Setup ~ Scale to Fit ~ Sheet Options ~ Arrange ~

The Page Layout tab is only available in the Excel desktop application. Layout and print

features in Excel Online are limited to the options available by clicking File = Print:

y 1-1 - Saved Jane Gibson
P rint Open in Desktop App % Share 13 Comments
= &8 4
Es ¢ ¢B
. ve Data Group Ungroup
Print tes Validation v -
Show a print-friendly view. N rools Outiine -~
H K " N o 3 Q R

Weekly Bonus Amount
500.00

The Formulas tab:

Excel | Jane Gibson > Exercise Files Activity 1-1 - Jane Gibson

File Home Insert  Formulas Data  Review View  Help Tell me what you wantto do  Open in Desktop App |4 Share [ Comments

Calculate Calculation
Workbook Options

Calculation ~

AutoSave (@ off) < Bookl - Excel £ Search Jane Gibson G &= = o X
File Home Insert Page Layout Formulas Data Review View Help & Share 7 Comments

f\, Z @ <?E ?DeﬁneName - B, Trace Precedents I Show Formulas ,:\a B Colculate Now

B3 Trace Dependents A, Error Checking ~
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name ‘ Watch | Calculation (= 10 1te et
Function v Usedv  ~ v ~  Time~ Reference~ Trigv Functions~ | Manager B Create from Selection | [ Remove Arrows v (B) Evaluate Formula  Window | Options~ —0

Function Library Defined Names Formula Auditing Calculation ~

The Formulas tab in Excel Online is limited to the Calculate Workbook and Calculation
Options commands. You can insert functions by using the Function command in the
Functions group of the Insert tab, or by clicking the Functions button in the formula bar, but

many of the formula tools with which you are familiar are not available in Excel Online.

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

The Data tab:

Home Insert Data Review View Help Tell me what youwanttodo  Open in Desktop App.

B B @ m thsorsoios [ B8 = @4

e 2| Sort Descending Custom  Filter Flash Remove Data
Sort Fil - Duplicates Validation

Data Tools
g ™ N a o e a R s T u v w x v z A aB Ac

) K L

Sort & Fiter

Sheet1 @

Fle  Home Inset Pagelayow Formuas  Data Revew View Help
Y Queres & Connections Nl YA: A B = B B - 5 -
GEEEBE L Ekj] D}H m (Y 21 &[] < G =i X =5 B By § BB EA | ¢H 8 8 -
Get Fom Fom FomTable/ Recent | Bising | Refresh Sodks Geoghy [3] | 3| Sort | Fiter Tetto Flash Remove Data  Consoidte Manage | What Forecast | Group Ungroup Subtotal
Data~ Ted/CSV Web  Range Sources ections | All~ [2 e & Ad: DataModel | Analysis~ Sheet ~ ~
Get & Tansforn Data Oz oata pes Sort e Fier oz outine &
a (1] : (2] (5] (4 :
A 5 c o 3 v s H \ s X L ™ T u v W x v z m | om | A
1
2
3
A
s
Sheet! ®
Resdy 3 B @ ¥ + 100%

Let’s review the differences.

1. Inthe Connections group, the Excel desktop application provides many options to
source and transform data while Excel Online is limited to refreshing connections.

2. Features in the Sort & Filter group are similar, except the Advanced filter is not
available in Excel Online.

3. The Data Tools group in Excel Online only provides a limited set of the options
available in the Excel desktop application. Notably, the Text to Columns option is not

available in Excel Online.
4. The Forecast group is not available in Excel Online.

5. Subtotals are not available in the Outline group of Excel Online.

The Review tab:

Jane Gibson

Activity 1-1 - Saved

Excel Jane Gibson > Exercise Files

File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop App |2 Share {3 Comments

5@ RO o o

v 123
Spelling Workbook = Accessibility New Show  Convert All
Statistics Checker Comment Comments  Notes
Proofing Accessibility Comments ~
AutoSave = Book1 - Excel P Search Jane Gibson  JG = - O X
File Home Insert Page Layout Formulas Data Review  View Help 1# Share {2 Comments
T HE B[R 1 D EEBE P B &
v [ 23 @ ax H;‘ H;‘ h;‘ b By BZ E5 Ve
Spelling Thesaurus Workbook Check Smart | Translate New Show Notes | Protect Protect Allow Edit Hide
Statistics Accessibility | Lookup Comment Comments v Sheet Workbook Ranges Ink v
Proofing Accessibility | Insights | Language Comments Notes Protect Ink

6
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Again, let’s examine the differences.

1: Proofing in Excel Online is limited to the Spelling option, where the Excel desktop

application also provides options for using a thesaurus.

2,3,4,5, 6: The Insights, Language, Notes, Protect, and Ink groups are not available in

Excel Online.

The View tab:

Excel | Jane Gibson > Exercise Files Activity 1-1 - Saved Jane Gibson

File Home Insert Formulas Data  Review View  Help Tell me what youwantto do  Open in Desktop App |8 Share  {J Comments

£ Search Jane Gibson  JG [cal = o X
fle  Home Insert  Pagelayout  Formulas  Data  Review  View  Help & Share & Comments
N = + *mm Rspit 0O = =
H B @ E sremew | Q (@ B T3 B B2 o | B
Hid 3
- - = Normal Page Break Page Custom | g oo Zoom 100% Zoomto | New Armange Freeze ae Switch | Macros
: = Preview Layout Views g Selection | Window All  Panes~ [JUnhide | (i3 Windows~ |~
Sheet View Workbook Views Show Zoom Window Macros ~

Finally, we will look at the differences in the View tab.

1. Excel Online is limited to only the Freeze Panes and New Window commands in the

Window group, while there are many more options in the Excel desktop application.
2. You cannot hide the Formula bar in Excel Online
3. The Zoom group is not available in Excel Online.

4. The Macros group is not available in Excel Online.
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Differences in Features Available in Both Excel Online and The Excel
Desktop Application

It is also important to understand that while some features are available in both Excel
Online and the Excel desktop application, they do not necessarily perform in the same way,

or have all the same options.

For instance, both Excel Online and the Excel desktop application provide tools for creating
charts to help you illustrate and analyze your data, and while the available types are similar,
there are more types available in the desktop application, and options to edit and customize

your charts in Excel Online can be limited in comparison.

As an example, when creating a column chart in the Excel desktop application, you have

options for both two-dimensional and three-dimensional column charts:

AutoSave = Monthly Sales Report.xisx - Excel £ search -

File Home Insert Page Layout Formulas Data Review View Help
I v b > [E /-~
D E| mI 2 s DA W RS @ )| [
. . . & Icons @i Screenshot ~ . 2-D Column " " 1
PivotTable Recommended Table Pictures My Add-ins ~ Bing People | Recommended 3D Line Column Win/ Sli
PivotTables ~ @30 Models ~ o My Maps Graph Charts Map ~ Loss
Tables lilustrations Add-ins M \_H_H mﬁ Tours Sparklines
D5 <2 fe Sales
3-D Column
A B € D E F G H L M N C

1 |Monthly Sales by Sales Representative Jfﬂlm J_@H m J‘ﬂﬂ
2
3 Month: January
4 2-D Bar
5 | FirstName LastName Employee Number Sales _ Variance to Target
6 |Charlotte Soto 431 $ 89,863.20 S 100,000.00 | $ (10,136.80)
7 |Jaslene Brennan 271 $ 106,253.22 $ 100,000.00 | $ 6,253.22
8 |Marely Spencer 243 $ 88,500.85 $ 100,000.00 | $ (11,499.15) 3-D Bar
9 [Elisha Bryant 496 $ 149,164.96 S 100,000.00 | $ 49,164.96
10 | Dixie Simmons 445 $ 149,527.42 $ 100,000.00 | $ 49,527.42
11 |Delilah Avila 298 $ 80,221.65 $ 100,000.00 | $ (19,778.35)
12 |Gabrielle Norton 277 $ 99,080.16 $ 100,000.00 | $ (919.84)
13 [Marvin Burton 463 $ 117,406.50 $ 100,000.00 | $ 17,406.50 lln More Column Charts...
14 [Saul Blevins 111 $ 79,819.36 S 100,000.00 | $ (20,180.64)
15 | Coby Pham 302 $ 7550690 S 100,000.00 | $ (24,493.10)
16 |Elisha Mullen 447 $ 106,883.51 S 100,000.00 | $ 6,883.51
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In comparison, Excel Online only provides options for two-dimensional column charts:

Excel

Jane Gibson > Reports

Monthly Sales Report - Saved

File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop App
Bes : ? a . -
A BEE BD O P d#*dEQAL T © J
Function Forms Table PivotTable Picture Shapes Office = Recommended Column Line Pie Bar  Area Scatter Other  Hyperlink Comment
v v Add-ins Charts v v v v v Charts v
Functions Tables lllustrations Add-ins 2-D Iéilumn Links Comments
D5 v F  sales
o pen il [ @R |
1 Monthly Sales by Sales Representative
2
3 |Month: January
4
5 |_FirstName LastName Employee Number Sales | SalesTarget || Variance to Target
6 |Charlotte Soto 431 $ 89,863.20 $ 100,000.00 |$ (10,136.80)
7 |Jaslene Brennan 271 $ 106,253.22 $ 100,000.00 |$ 6,253.22
8 |marely Spencer 243 $ 88,500.85 $ 100,000.00 |$ (11,499.15)
9 |Elisha Bryant 496 $ 149,164.96 $ 100,000.00 |$ 49,164.96
10 |Dixie Simmons 445 $ 149,527.42 $ 100,000.00 |$ 49,527.42

Another difference when creating charts is the ability to create Combo charts. In the Excel
desktop application, you can use two different chart types in the same chart to display

related data series. You can also create a secondary axis, to better align the two chart types:

Monthly Sales Report.xisx - Excel O Search JaneGibson 6 B — O X
Fle  Home Insert  Pagelayout  Formulas  Data  Review  View  Help  ChartDesign  Format 1% Share & Comments
= . - - o
i & D il il = = mllm = = ftim = itnE S mttm i Eid
Add Chart Quick | Change =~ oo 2z Vo =[HHnh 2 Switch Row/ Select | Change | Move
Element ~ Layout~ | Colors v Column  Data | ChartType | Chart
Chart Layouts Chart Styles Data Type Location ~
Chart 1 - fe
A 8 c | D | E F G 1 J K L M N o | » Q
1 | Monthly Sales by Sales Representative
2 ]
3 |Month: January ° °
4 .
. 5 Sales vs. Target (with Bonus) +
5 | FirstName _lastName Employee Number| Sales Sales Target Bonus Variance to Target
6 |Charlotte Soto 431 $ 89,863.20 $ 100,000.00 $ - s (10,136.80) $160,00000 sgo0000 || J
7 |saslene Brennan 7 $ 106,253.22 $ 100,000.00 $ 218.86 | $ 6,253.22 z"”'“"““' 27'”‘7”“
8 |Marely spencer 23 $ 88500.85 $ 100,000.00 $ - s (11,499.15) Sﬁgggggz Szzzggz Y
9 |elisha Bryant 496 $ 149,164.96 $ 100,00000 $  1,720.77 [ $ 49,164.96 $8000000 00000
10/ Dixie simmons a5 $ 149,527.42 $ 100,00000 $  1,733.46 [ $ 49,527.42 <0000 00000
11/ Delilah Avila 298 $ 80,221.65 $ 100,000.00 $ - s (19,778.35) £40000.00 200000
12 |Gabrielle Norton 2717 $ 9908016 $ 100,000.00 $ - |8 (919.84) $20,00000 $1,000.00
13 |Marvin Burton 463 $ 117,406.50 $ 100,000.00 $ 609.23 | $ 17,406.50 s
14/Saul Blevins 1 $ 79,819.36 $ 100,000.00 $ - |3 (20,180.64) P S I I NP NENCIP S NN
. g * & & N o
15 |coby Pham 302 $ 7550690 $ 100,000.00 $ - s (24,493.10) T o %‘(:\4\‘0 T O
16 Elisha Mullen a7 $ 106,883.51 $ 100,000.00 $ 24092 | $ 6,883.51
17 |Annabelle  |Moon 164 $ 8468689 $ 100,000.00 $ - ls (15,313.11) — Sales Bonus  ——Sales Target
3 | (e O
18
19
20|
Sheet1 ® < >
Ready [@ i B = I + 100%

In Excel Online, these options are currently not available.
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When entering functions, you will also notice differences between the platforms. In the

Excel desktop application, using the insert function command to select a function will lead

you to the Function Arguments dialog box, where you can use the argument by argument

references to assist you in building your function:

P Search
File  Home Insert  Pagelayout Formulas Data  Review View  Help & Comments
v ] [E Q] 71 @ B .
fTEEONEE E B B |@S | =N
AutoSum o &
Function Library Defined Names Formula Auditing Calculation ~
D18 M X « f | =SuM(D6:D17) v
A 8 c D 3 F G H ! J K L M N o 3 -
1 |Monthly Sales by Sales Representative
2
3 |Month: January Function Arguments ? X
4
5 | FirstName lastName Employee Number Sales SalesTarget _ Variance to Target Suit
6 |Charlotte Soto 431 $ 89,863.20 $ 100,000.00 $ (10,136.80) Numbert | D&:D17] 2| = (89863.2;106253.22;88500.85;149164..
7 Jaslene Brennan mn $ 106,253.22 $ 100,000.00 $ 6,253.22 Number2 2] = numbe
8 |Marely Spencer 243 $ 88,500.85 $ 100,000.00 $ (11,499.15)
9 |Elisha Bryant 496 $ 149,164.96 $ 100,000.00 $ 49,164.96
10 |Dixie Simmons 445 $ 149,527.42 $ 100,000.00 $ 49,527.42
11 |Delilah Avila 298 $ 80,221.65 $ 100,000.00 $ (19,778.35)
12 |Gabrielle Norton 277 $ 99,080.16 $ 100,000.00 $ (919.84) Sl1226913:62
Adds all the numbers in a range of cells.
13 |Marvin Burton 463 $ 117,406.50 $ 100,000.00 $ 17,406.50
Numberi: numberl,number2,... are 1to 255 numbers to sum. Logical values and
14 |Saul Blevins m 2 73,819.36 z 100,000.00 : (20,180.64) text are ignored in cells, included if typed as arguments.
15 |Coby Pham 302 75,506.90 100,000.00 (24,493.10)
16 |Elisha Mullen 447 $ 106,883.51 $ 100,000.00 $ 6,883.51
17 Annabelle  Moon 164 $ 84,686.89 $ 100,000.00 $ (15,313.11) | Formula result = 1226914.62
18 l:ﬁUM(DS:Dm. Help on this function Cancel
19
20|
Edit S = +

In contrast, inserting a function in Excel Online will simply enter the function and an

opening bracket in the selected cell:

Excel

Jane Gibson > Reports

Monthly Sales Report - Saved

File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop App
Functions Tables Add-ins Charts Links Comments
D18 v Ko=sum(

A B C D E F G H J K
1 |Monthly Sales by Sales Representative
2
3 |Month: January
4
5 First Name  Last Name ploy b Sales Sales Target  Variance to Target
6 Charlotte Soto 431 $ 89,863.20 $ 100,000.00 $ (10,136.80)
7 laslene Brennan 271 $ 106,253.22 $ 100,000.00 $ 6,253.22
3 Marely Spencer 243 $ 88,500.85 $ 100,000.00 $ (11,499.15)
9 Elisha Bryant 496 $ 149,164.96 $ 100,000.00 $ 49,164.96
10 |Dixie Simmons 445 $ 149,527.42 $§ 100,000.00 $ 49,527.42
11 | Delilah Avila 298 $ 80,221.65 $ 100,000.00 $ (19,778.35)
12 Gabrielle Norton 277 $ 99,080.16 $ 100,000.00 $ (919.84)
13 Marvin Burton 463 $ 117,406.50 $ 100,000.00 $ 17,406.50
14 Saul Blevins 111 $ 79,819.36 $ 100,000.00 $ (20,180.64)
15 Coby Pham 302 $ 75,5506.90 $ 100,000.00 $ (24,493.10)
16 | Elisha Mullen 447 $ 106,883.51 $ 100,000.00 $ 6,883.51
17 Annabelle Moon 164 00 S (15,313.11)
18 |
i SUM (number, [number2],..)
4 )
Sheetl

Calculation Mode: Automatic
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Another difference between the platforms is the range and control of available colors. In

Excel Online you are limited to using a very narrow color palette:

Jane Gibson > Reports Monthly Sales Report - sa
File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop

r=n C A v = ==

S [0 E& ot Calibri Ju e s EE= 25, Wrap Text General .
i BCopy e L s e — — — .
Paste ’ B I UDa vORAY === =3 EMerge&Centerr $+ % 9 % 25

v < Format Painter = - k -
Undo Clipboard Font Theme Colors gnment Number
13Rx 2C v Jf sales H EEEEEEN
A B © : F G H

1 Monthly Sales by Sales Representative EEEN

2 CFEEEEEENENEN

3 |Month: January EEEEEEEEER

= Standard Colors .

5 | First Name Last Name Employee Numberl iriance to Target

6 |charlotte Soto 431 s (AN EEEEE (10,136.80)

7 |Jaslene Brennan 271 S U[ | NoFil 6,253.22

8 |Marely Spencer 243 $ 88,500.85 S 100,000.00 | S (11,499.15)

9 |Elisha Bryant 496 $ 149,164.96 $ 100,000.00 |$ 49,164.96

The Excel desktop application, however, allows you to select from a range of color, font,
and effects themes by clicking the Page Layout tab, then clicking Themes, which can

immediately change all of the color, font, and effects elements of your worksheet:

AutoSave (@ of) 9~ = Monthly Sales Report.xis - Excel P search JaneGibson 6  EH - O X

File  Home Insert  Pagelayout Formulas  Data  Review  View  Help & Share 3 Comments
I Colors ~ @ [‘\ IE P L a:: I Width: |Automatic | | Gridlines | Headings o 2 | ‘F:\ *‘ 2\
..... M & B | 4 ) ull O iy ==
[A] Fonts ~ I Height Automatic ~ | I View [ View
Themes Margins Orientation Size  Print Background Print | 3 = Bring Send  Selection Align
~ (@l ffects > = = = = Tites | RlScaler [100% Print Print | Forward ~ Backward v  Pane
Office < 1 Scale to Fit 5| SheetOptions & Arrange ~
5 py sales Representative v
D | E F G | H () K L | M N | © P [~
Organic Retrospect
Sales Sales Target  Variance to Target
89,863.20 $ 100,000.00 $ (10,136.80)
6,253.22 $ 100,000.00 $ 6,253.22
B8,500.85 $ 100,000.00 $ (11,499.15)
}9,164.96 S 100,000.00 $ 49,164.96
= - - $9,527.42 S 100,000.00 $ 49,527.42
s B0,221.65 $ 100,000.00 $ (19,778.35)
X 59,080.16 $ 100,000.00 $ (919.84)
] Ay J E fram5 $ 100000 8 140850
[:“'“k 'D'“d“d ';““"' — 79,819.36 $ 100,000.00 $ (20,180.64)
amas den roplet [ Festhered U1 b s06.90 $ 100,000.00 $ (24,493.10)
FE Browse for Themes.. 16,883.51 $  100,000.00 $ 6,883.51
B4,686.89 $ 100,000.00 $ (15,313.11)
Save Current Theme...
zol
| sheett ® < >
Ready [ ] m - 1 + 100%

These are only a few examples of some of the differences in the features of Excel Online
and the Excel desktop application, and, because both platforms continue to evolve over
time, they may change in the future. Rather than knowing all of the distinct differences
between each Excel platform, it is more important that you be aware of the potential

limitations and benefits of each, as you decide how to best approach your projects.

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

Activity 1-2: Features that Differ Between Excel Online and the

Excel Desktop Application

You would like to explore the capabilities of Excel Online in comparison to the Excel desktop

application.

1.

2.

3.

To begin, open your internet browser and log into Microsoft 365.

Once you are logged in, navigate to your OneDrive location by clicking the App
launcher Icon, then clicking the OneDrive icon:

@ Microsoft Offce Home x |+
<« O A https//www.office.com/?auth=2

Office P search
Microsoft 365 ternoon

3R Outiook @ oneorive

Il vor W el B
@ roveroint  [Ff oneNote
B snareroint I Tesms

Install Office

b

% sookings & vammer

> 36 Power Aut

D Oynamics 365 78 Fower Autom. | jes report

Imy.sharepain.

B oeve [ -

Allapps wned  Shared with me  Discover 7T Upload and open.

Documents

New L4 L] a -
Schedule Sales Data
Point - Acm jhn Smith's OneD:
Drag  fi upload and opy More in OneD:
Now click Upload - Files:
sl L

Jane Gibson + New v T Upload v |12 Share @ Copylink <2 Sync | Download #g Automate - = Sort

B3 My files

O Recent i

File

A Shared

®

© Discover O Neme Modified Modified By

§ Recycle bin

Drag files here
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4. Navigate to the folder where you have stored your exercise files and select the file

Activity 1-2, then click OK:

e Open
1\

Organize ¥

s Quick acc
@ OneDrive
[ This PC

¥ Network

<« MOS6003_Excel 365_Part 3 > Exercise Files > Lesson1

New folder

Name
€ss
£33 Activity 1-1 Completexlsx

B3 Activity 1-1.xlsx
@ Activity 1-2 Completexlsx
B3] Activity 1-2:xlsx

Date modified

3/2020 1:26 PM
3/2020 1:26 PM

8/
%

Type Size

Microsoft Excel W...
Microsoft Excel W...
Microsoft Excel W...

Microsoft Excel W...

File name: | Activity 1-2.xIsx

v] Al files (%)

11KB
11KB
17KB
17KB

Search Lesson 1

Cancel

39

5.  You can now click on the Activity 1-2 file in your OneDrive location to open it:

=

See details

B Newtab X | @ Exercise Files - OneDrive x o ST
& O & hitpsy/ac i i /personal/jgibson_aci _onmicrosoft_com/_layouts/15/onedrive.aspx?id=%2Fpersonal%2.. 3% ¥ @ &
_ |
T < o o M
Jane Gibson 5+ New~ T Upload v 12 Share @ Copylink <3 Sync L Download £§ Automate Fsotv =v O
B3 My files -
O Recent
Files > Exercise Files
& Shared
Di

E O Neme Modified Modified By File size. Sharing
@ Recycle bin -

8 A(t\vl1y1[|2xlsx 2 53K8 Private

- Activity 1-2
B9 " Activity 1-Txisx 27K Private

This item was crested Just now by You

6. The workbook will now open:

Jane Gibson

Activity 12 -

Excel | Jane Gibson > Exercise Files

3 Comments

File Home Insert Formulas Data  Review View  Help Tell me what youwanttodo  Open in Desktop App 15 Share
0 tg‘“: Calibr e =E=E X General - B OB D R E s Y /O Y
Copy
Paste BIUD Cov A eaCenter §~ 9 43 Conditional Format Cell Insert Delete Format eore  Sont& Find& | ldess
=" Format Painter YD e & $-% 0 B B e st Sy e e e @
Na - £

c ) £ F G H ) K L M N o 3 Q R s T

A 8
1 Marketing Campaign Results

Region Cost sales  Value Add %
4 [Newvork $9,443.86 S 1835236 4%
5 Washington $ 507026 $ 11,945.07  136%
6 California $8,905.26 $ 18,238.08 105%
5

7 Florida $723242 $ 1324327 83%

Sheetl ®

Calculation Mode: Automatic  Workbook Statstics Help Improve Office

(If the workbook opens as Read-only click Edit Anyway.)

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

7. Now Create a clustered column chart with the data. Select the range A3:D7, then
click Insert - Column -» Clustered Column:

Excel Jane Gibson > Exercise Files Activity 1-2 - Saved

File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop App

Kool BD O W il»*xOFALH © O

Function Forms Table PivotTable Picture Shapes Office = Recommended Column Line  Pie Bar  Area Scatter Other  Hyperlink Comment

v v Add-ins Charts v v v v v v Charts v
Functions Tables lllustrations Add-ins 2-D Column Links Comments
A3 v Jf< Region
e =

1 Marketing Campaign Results

2

3

4 |New York $9,443.86 $ 18,352.96  94%

5 hi $ 5,070.26 $ 11,945.07  136%

6 |california $ 8,905.26 $ 18,238.08  105%

7 |Florida $7,232.42 $ 1324327 83%

8

9

8. With the new chart selected, click Chart Tools Chart - Format:

Excel | Jane Gibson > Exercise Files Chart Tools Activity 1-2 - Saved

File Home Insert Formulas Data Review View Help Chart Tell me what you want to do Open in Desktop App

2 m Aol B Ee u’ h ke b

Switch Select = Column Line Pie Bar  Area Scatter Other Chart Axis legend Data Data Axes Gridlines| Forml}

Row/Column Data v v N v v v Chartsv Titlev Titlesv v LlabelsvTable v v -
Data Change Chart Type Labe's Aves Format
Chart 1 v e
A B c D E F G H 1 J K L M
1 Marketing Campaign Results
2 ° 5
3 Region Cost Sales Value Add % Chart Title
4 New York $9,443.86 $ 18,352.96  94% $20,000.00
5 | Washington $ 507026 $ 11,945.07  136% $18,000.00
6 California $ 8,905.26 $ 18,238.08 105% $16,000.00
7 |Florida $ 7,232.42 $ 13,243.27 83% $14,000.00
8 $12,000.00
9 $10,000.00
10 $8,000.00
$6,000.00
" $4,000.00
12 52,0000
13 s - . -
14 New York Washington California Florida
15 mCost mSales mValueAdd%
16 & &
17
18
19
‘
Sheet1 ®

Calculation Mode: Automatic ~ Workbook Statistics
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9.

10.

The Chart task pane will open. Click Format - Chart Title to expand the group,
then type “Marketing Campaign Results” in the Chart Title field:

Chart X

S

Format

v Chart Title L}

Chart Title  <femmspp| 3 Campaign Resulty |

Title Position Above

Font

Calibri _ || 14

B I UA-
$ Fill [Z Outline

> Legend

> Horizontal Axis

Now, click on the Horizontal Axis group to expand it, then click and drag the Gap
Width slider button fully to the left:

crertook (T - e Jene Gison
ile iome

nser Formulas  Data  Review View  Help Chart Tell me what youwanttodo  Open in Desktop App & Share [ Comments
. = 8 |4
OB AL & le e’ lh & b B Y
Column Line  Pie Area Scatter Other | Chart Avis Legend s Gridines  Format
R v v Charse Titew Titesv v L e~ -
Chart 1 £
A 8 c o € 3 3 H ] K L M N o Chart x
1 Marketing Campaign Results - >
2 Format
3 Region Cost sales  Value Add % Marketing Campaign Results
4 [NewvYork $9,443.86 $ 1835296  94% 52000000 > Chart Title
5 | Washington $ 507026 $ 11,945.07  136% 51800000 Ny —
6 |california $8905.26 $ 1823808 105% 51600000 &
7 Florida $7,232.42 $ 1324327 83% 51400000  Horizontal Axis
s 51200000
s 51000000 Gap Width
= 58,0000
o0t Re— o |9
n 54,00000
B 200000 Tick Marks
3 <
14 NewYork Washington Galfornia Floida Major type None
1
nCost mSdes mValeAdd%
Minor type. None

16 e
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11. Now change the color of the Cost data series by clicking on the Series “Cost” group
to expand it, then click on the Fill drop-down button:

Chart X

Format

Chart Title
Legend

Horizontal Axis

VOV NV WV

Vertical Axis

v Series "Cost"

Series Name Cost

& Fill v 2 Outline

Y

> Series "Sales"

> Series "Value Add %"
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12. Click on the Green, Accent 6 color icon:

Chart X

. Automatic

Theme Colors

/'l HEEEETE

]

=

HE N
"THEEEENENEN
SEEEEEEEER

Standard Colors

HE “THEEEN
[] nerFil

13. Now click Open in Desktop App on the ribbon:

Excel | Jane Gibson > Exercise Files Activity 1-2 - Saved
File ~ Home Insert Formulas Data  Review View  Help e ol | e
o u - i
o [mie i i e A Bt e —E BB
1 Copy
Paste B I UDGa vdv A Merge & Center v § ~ 43 99 Conditional Format Ce
2" Format Panter upas_ & BMegescener~ §- % 9 @ Formatting » as Table  Styles v
Undo Cipoosra font Tables
€19 o &
A 8 c [ 3 £ G H ) K L M
1 Marketing Campaign Results
2
3 Region Cost sales  Value Add % Marketing Campaign Results
4 [NewYork $9,443.86 $ 1835296 94% 000000
5 Washington $507026 $ 1194507  136% $18,00000
5 |california $8905.26 $ 1823808 105% 51600000
7 Florida $723242 $1324327  83% 51400000
s 51200000
5 51000000
10 5800000
56,00000
1 5400000
=2 5200000
13 s . . . -
18 NewYork Washington Galiforia Fiorida
15 HCost mSdes mVaeAdd%
16
7
18
o] 1

Sheetl ®

Calculation Mode: Automatic  Workbook Statistics
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Insert Delete Formt . Sort& Find&
v v © Clea Filter v Select v
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©_ Chart

Format

Select a chart

A&7 Help Improve Charting

Jane Gibson

(3 Comments

4

Ideas

Help Improve Office
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14. Now, in the Excel desktop application, select the chart and click Chart Design -
Change Chart Type:

AutoSave CED = Activity 1-2xlsx - Last Modified: 3 P search Jane Gibson JG = = o X
Fle  Home Insert  Pagelayout  Formulas  Data  Review  View Help  ChartDesign  Format 15 Share & Comments
= = = — —— — 2 2=
Iﬂ'%— = DL i dadi s S| E8 B 2
Add Chart Quick | Change || ! || i II il I‘ il d—drli_lli ['ﬂ ‘ i |J l,! IJ il || ',! || i 5] | SwitchRow/ Select | | Cha Move
Element ~ Layout~ | Colors > - Column  Data | Chart Chart
Chart Layouts Chart Styles Data Type | Loaation ~
Chart1  ~ £ v
A B | ¢ b E | F G H 1 J K L M N o P Q R[4
1 |Marketing Campaign Results
: i 1
3 Region Cost. Sales  Value Add % Marketing Campaign Results
4 |New York $9,443.86 $18,352.96 94% $20,000.00 /‘
5 |Washington $5070.26 $11,945.07  136% $18,000.00
6 |California $8,905.26 $18,238.08  105% 516,000.00 v
7 |Florida $7,23242 $13,24327  83% 514,000.00
8 512,000.00
o $10,000.00
-l $8,000.00
$6,000.00
1| $4,00000
= $2,000.00
13| s
14 New York Washington California Florida
] mCost mSdles ValueAdd%
16 & 5
17|
18
19/
20
Sheetl ® < >
B Average: 7702946533 Count:20 Max 1835296 Sum: 9243535839 | [ m - i + 100%
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15. The Change Chart Type dialog box will open. Select the Combo category on the All
Charts tab, then click the Chart Type drop-down of the Value Add % series name in
the Choose the chart type and axis for your data series section and select Stacked
Line with Markers:

Change Chart Type ? X
Recommended Charts  All Charts  f—
A
l[) Recent i lﬂﬂ Column
1
] Templates i 4
lin Column
B Line Clustered Column - Line
@ rie Marketing Cam E Bar
Bar $20,000.00
E oo == m e
MR Area $16,000.00 —
$14,
|£ XY (Scatter) s::gg
Q Map $10,000.00 % Line
N $8,000.00
ik Stock $6,000.00 —
$4,000.00 /\/
ﬁ Surface $2,000.00 /\/ /\/
S'
@ Radar New York Washington s
E Treemap e Cost  mwm— Sale N
@ Sunburst Choose the chart type and axis for yot
hﬂ:l Histogram Series Name Ch: WA Area Kis
&%  Box & Whisker I Cost
M) waterfall
N sSales
= Funnel v
lf Combo I ValueAdd% < Line O
’ OK ‘ I Cancel ‘
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16. Then click to enable the Secondary Axis checkbox next to the Value Add % series

and click OK:

Choose the chart type and axis for your data series:

Series Name

I Cost

I sales

I Value Add %

Chart Type

Secondary Axis

Clustered Column

Clustered Column

Stacked Line with Ma...

[ OKMI Cancel |

17. Right-click on one of the columns in your chart and then select Format Data Series

from the menu:

4 A |8 | [ D F H 1 J K L M N o
1 |Marketing Campaign Results
2| [*
3 | Region . Cost |_ sales NalueAdd% Marketing Campaign Results
4 New York $9,443.86 | $18,352.96 |  94% $20,000.00 160%
5 |Washington $5,070.26 | $11,945.07 | 136% 518,000.00 140%
6 |California $8,905.26 | $18,238.08 105% 516,000.00 1205
7 |Florida $7,23242| $13,243.27 |  83% 514,000.00
8 $12,000.00 gv zv e

| eries "Sales” v
9 $10,000.00 Fill  Outline

=11 $8,000.00
10
al $6,000.00 1

1 $4,000.00 Delete
12_ $2,000.00
13 5 ] Resetto Match Style
14 New York Washington California Florida

— Il Change Series Chart Type...
15 m— Cost mmmmSales —e—Value Add %
16 Pl B Select Data...
17 0 3o
]
19 Add Data Labels >
20 Add Trendline...

Sheet! ® L] dp Format Data Serief, —
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18. Type “50” in the Gap Width field to adjust the width of the columns:

Format Data Series ~ %

Series Options
GRS | |

4 Series Options
Plot Series On

®) Primary Axis
Secondary Axis
Series Overlap 1 0%

Gap Width | 50| " | —

19. Now click Page Layout -» Themes -» Integral to change the color theme of your

Activity 1-2xlsx - Saved ~ £ Search
File Home  Insert  Pagelayout Formulas  Data  Review View Help  ChartDesign  Format 1 Share &3 Comments
1 Colors ~ @ ™~ ’—3 Ll g = m F:':| =
.@FDW I = BS | 5 h NEEHA
Themes fargins Orientation ~Size Background = Selection Align
v [@Fffects ~ ~ ~ Pa ~
8 ] Scale to Fit & SheetOptions & Arrange ~
heet1!$C$4:9C$7,2) v
F G H 1 J K L M [~ .
Format Data Series ~ %
[ = Series Options
Marketing Campaign Results
— oy | O QM
$18,00000 140%
$16,00000 o 4 Series Options.
$1400000 120% Q7 e
$1200000 100% Plot Series On
$10,00000 LS ORI
$8000.00 s0%
$6000.00 . Secondary Axis
$4000.00 ', Series Overlap + 0%
$2,000.00 20%
5. % GapWidth =+ 50%
NewYok  Washington  Calfornia Florida
o Cost Sl o= Vale Add %
o
21
Sheetl ® 3
B it m = 1 + 100%

Note that as you move your cursor over the different themes, the color of the Cost
data series does not change, as it was customized in Excel Online.
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20. You can now close the workbook and return to the browser tab to review the
results in Excel Online. Select the chart, then click Chart Tools Chart - Format.
You will see in the Vertical Secondary Axis group that you can make changes to the
bounds, units, and tick marks, even though you could not create a secondary axis
using Excel Online:

Crert oot Ry = Jene Gibson

File Home  Insert Formulas Data  Review View  Help Chart Tell me what youwant todo  Open in Desktop App & Share [ Comment ts.
X /O
n B Py Find &
Select ~
Undo board ot Agment 2 g ~
Chart1 MR
A 8 c o € £ = H ) K L M Chart x
1 Marketing Campaign Results = . >
2 Format
Region Cost Soles  Valve Add % Marketing Campaign Results T e s
fork S 944386 S 1835296  94% .
- g 52000000 160% > Vertical Axi
S 507026 S 1194507 136% $18,00000 o frtical Axis
$ 890526 S 1823808  105% $16,00000 1o > Horizontal Secondary Axis
§ 723242 S 1324327 83% $14,00000 "
$12,00000 100% * Vertical Secondary Axis
4 s1000000 80%
© sepon oo Bounds
n 400000 0% Minimum 0
= 5200000 20%
13 s o Maximum
14
15 Unit
16
= Major Uni 02
:f Minor Uni 004
21
2
Sheet1 @ &7 Help Improve Charting

Calculation Mode: Automatic  Workbook Statistics Help Improve Office

21. Now you can close the Activity 1-2 tab in your browser, then right click the file in
your OneDrive folder and select Download:

Jane Gibson €8 Open & Share @ Copylink | Download [ij Delete =B Rename #§ Automate 51 Moveto [ Copyto - 1= sort X 1selected = [0}
B3 My files
O Recent
Files > Exercise Files
£ Shared
© Discover O Nome File size Sharing
© Recycle bin o
- ' © @ Activity 1-2 i~ > 244K8 Privat
Open
@Y Activity 1-1 . K Py

vvvvvvvv

22. Now navigate to your download folder, rename the downloaded file to Activity 1-2
Complete, and move it to your Exercise folder, to complete the activity:

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3 49

Summary

In this lesson you learned about using both Excel Online and the Excel desktop application,
and the differences between them. You should now be comfortable managing your
workbooks in OneDrive, opening and editing them in both applications, and understanding

the benefits and obstacles that can be presented by each.

Review Questions

1. How do you open a workbook in the Excel desktop application from Excel Online?
2. How can you check where your workbook is saved in the Excel desktop application?
3. What is the one ribbon tab that is not available in Excel Online?

4. Can you add Sparklines to a workbook in Excel Online?

5. Which Excel application, Excel Online or the Excel desktop application, has access to

Color themes?
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LESSON 2:
WORKSHEET AUTOMATION

Lesson Objectives

In this lesson you will learn how to:
e Manage workbook properties
e Record, create and edit a macro
e Create and use a template

e Use data validation in a workbook
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TOPIC A: Managing Workbook Properties

Workbook properties are details that are stored within an Excel workbook to provide
information about the workbook author, the creation and modification dates, and more.
This type of information is referred to as metadata and can be useful in managing multiple
workbooks, especially in an online or shared environment. During this topic you will learn

how to view, add, and edit workbook properties.

Topic Objectives
In this session, you will learn how to:

e View, add and edit workbook properties

e Use the Document Inspector
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View Workbook Properties

You can view your workbook properties by clicking File & Info - Properties - Advanced

Properties:

Info

Book1

& Upload

Check for
Issues v

Export

Publish @

Close Version
History

& Share

Book1.xlsx

Documents » MOS6001_Excel365_Part 1 » MOS6003_Excel 365_Part 3 » Working Files » Lesson 2

@ Copy path | | [ Open file location

Protect Workbook

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

Inspect Workbook

Before publishing this file, be aware that it contains:

= Document properties, author's name and absolute path
®  Hidden worksheets

Version History

View and restore previous versions.

meibson @ ® @ 2 - O

Properties ~
E Advanced Properties

-—

See more document N
properties

Categories Add a category

Related Dates

Last Modified Today, 11:40 AM
Created Today, 11:39 AM
Last Printed

Related People

Author
Jane Gibson

Add an author

When the Workbook Properties dialog box opens, you will see that there are five tabs:

General, Summary, Statistics, Contents, and Custom:

Book1.xlsx Properties

General

Summary Statistics Contents Custom

Title: |
Subject:

Author:

Manaqer:
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The General tab contains basic information about your workbook. This includes the file
name, type, location, and size. It also displays the dates the file was created, last modified,
and last accessed:

Book1.xlsx Properties ? X

General Summary Statistics Contents Custom

& Book1.xlsx
X3

Type: Microsoft Excel Worksheet
Location: C:\Users\Jane Gibson\Documents\Working Files\Lesson 2
Size: 9,28KB (9,505 bytes)

MS-DOS name: BOOK1~1.XLS

Created: Friday, August 14, 2020 11:40:11 AM
Modified: Friday, August 14, 2020 11:43:23 AM
Accessed: Friday, August 14, 2020 11:43:23 AM
Attributes: Read only Hidden

Archive System

Cancel
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The Summary tab allows you to add information about the workbook to help you and other
users understand the origin and purpose of the document. The fields available are Title,
Subject, Author, Manager, Company, Category, Keywords, Comments, and Hyperlink base:

Book1.xlsx Properties ? X

General Summary Statistics Contents Custom
Title:

Subject:

Author: Jane Gibson

Manager:

Company:

Category:
Keywords:

Comments:

Hyperlink
base:

[] save Thumbnails for All Excel Documents

Cancel
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Like the General tab, the Statistics tab will display the date the workbook was created, last
modified, last accessed, and last printed. It may also display the last user to have saved the
file, the revision number (if available), and the total editing time. Like the General tab, this

information is not editable:

Book1.xIsx Properties ? X

General Summary Statistics Contents Custom

Created: Friday, August 14, 2020 11:39:43 AM
Modified: Friday, August 14, 2020 11:43:23 AM
Accessed: Friday, August 14, 2020 11:43:23 AM
Printed:

Last saved by: Jane Gibson
Revision number:
Total editing time:

Cancel
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The Contents tab lists the worksheets contained in the workbook, including hidden
worksheets:

Book1.xlsx Properties ? X

General Summary Statistics Contents Custom

Document

Worksheets
RS Sales Data
Bonuses
Targets

==
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The Custom tab allows the user to add custom information about the workbook, based on
more than 25 available options. The information can be added as Text, Date, Number, or
Yes or no:

Book1.xlsx Properties ? X

General Summary Statistics Contents Custom

Name: Add
Checked by A
Client Delete
Date completed
Department
Destination
Disposition v
Type: Text v
Value: Link to content
Properties: | Name Value Type

Cancel
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Using the Document Inspector

The Document Inspector is a tool you can use to easily examine your workbook for personal
or sensitive information that you may not want to include when sharing your workbook
with other users. This information could include comments, document properties, personal
information, hidden worksheets, hidden rows and columns, or external links. The Document

Inspector also provides you with the ability to quickly delete this information.

To access the Document Inspector, click File = Info - Check for Issues - Inspect

Document:
Book1.xlsx Jane Gibson @ @
Book1
Documents » Working Files » Lesson 2
& Upload |2 Share @ Copy path = Open file location
E_ Protect Workbook Properties ~
Q Control what types of changes people can make to this workbook. Size 9.28KB
Protect
Workbook v Title Add a title
Tags Add a tag
Categories Add a category
@ Inspect Workbook
Before publishing this file, be aware that it contains: Related Dates
Share M‘:’ ® Document properties, author's name and absolute path Last Modified Today, 11:43 AM
Issues O
— addenmoricheets Created Today, 11:39 AM
I——B@ Inspect Document P Last Printed
Check the workbook for hidden properti h <

Publish or personal information.
Related People
h Check Accessibility Author
(*2 Check the workbook for content that people Jane Gibson
with disabilities might find difficult to read.

Close

Add an author

@ Check Compatibility
.~/ Check for features not supported by earlier Last Modified By .
versions of Excel. @ Jane Gibson
— IG] Ihere are no unsaved changes.
Manage
Workbook ¥ Related Documents

Because the Document Inspector can remove data that cannot be restored later, you will be
encouraged to save your workbook prior to using it. This will allow you to restore to a

previous version if you remove data that you did not intend. Click Yes to proceed:

Microsoft Excel X

0 Before you use Document Inspector...

Make sure you save your changes because the Document Inspector might remove data that can't be restored later. Do you want to save your file now?

e [
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The Document Inspector will open and allow you to choose the elements the Document

Inspector should check for. By default, all the content will be inspected. To proceed click

Inspect:
Document Inspector ? X
To check the document for the selected content, click Inspect.

A
Inspects the document for comments.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Data Model
Inspects Data Model for embedded data that may not be visible on the sheets,

Content Add-ins
Inspects for Content add-ins saved in the document body.

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines
Inspects for PivotTables, PivotCharts, cube formulas, slicers, and timelines, which may
include data that's not visible on the sheets.

Embedded Documents
Inspects for embedded documents, which may include information that's not visible in v
thea fila

Inspect k— Close
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Once the inspection is complete, the Document Inspector will display details on any data it
has found, as well as the option to remove it. To remove the data, click the Remove All

button beside the data category you wish to remove.

Document Inspector ? X

Review the inspection results.

No hidden names were found. A

() Long External References
No long external references were found.

() Custom XML Data
No custom XML data was found.

() Headers and Footers
No headers or footers were found.

| Hidden Rows and Columns

Number of hidden columns found: 2

Some hidden columns within PivotTables or table headers cannot be
removed. These types of columns are unhidden when you click Remove
All,

| Hidden Worksheets Remove Al
Number of hidden worksheets found: 1 k

() Invisible Content
No invisible objects found.

Remove All

A\ Note: Some changes cannot be undone.

If you have chosen to remove any data, it is recommended that you click the Reinspect
button to rerun the inspection and confirm that the data has been removed. You can also
click the close button to return to the workbook to investigate any identified data that you
are unsure of, such as hidden columns or rows, before returning to the inspector to once

again inspect your workbook.
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Activity 2-1: Managing Workbook Properties

You need to send the commissions report to the accounting department for payment. The

department requires that the properties information is completed for their record keeping.

You also need to inspect the document to remove any comments that may have been
added.

1. To begin, open Activity 2-1 from your Exercise Files folder:
N Activity 2-1.xlsx

X Microsoft Excel Worksheet
13.9KB

2. Hover your mouse over cell 119 and note the comment:

A 8 c ) E F G H J K L M N
1 |Monthly Sales Commissions and Bonuses
2
3 |Month: January
4
5 |Bonus on Sales over Target: 3.5%
6 |Commission Rate: 2.0%
7
f
9 | FirstName _lastName Employee Number sales Sales Target __ Variance to Target Commissit Bonus Total
10 |Charlotte MacKenzie 431 $  89863.20 $ 100,000.00 $ (10,136.80) $ 1,797.26 $ $ 1,797.26
11 Jaslene Brennan 271 $ 10625322 $  100,000.00 $ 6,253.22 $ 212506 $ 21886 $ 2,343.93
12 |Marely Spencer 243 $ 88,500.85 $ 100,000.00 $ (11,499.15) $ 1,770.02 $ $ 1,770.02
13 |Elisha Bryant 496 $ 14916496 $  100,00000 $ 49,164.96 $ 2,98330 $ 172077 $ 4,704.07
14 Dixie Simmons 445 $ 14952742 $ 100,000.00 $ 49,527.42 $ 2,990.55 $ 1,733.46 $ 4,724.01
15 |Delilah Avila 298 $ 80,221.65 $ 100,000.00 $ (19,778.35) $ 160443 S - $ 1,604.43
16 |Gabrielle Norton 277 $ 9908016 $  100,00000 $ (919.84) $ 1,98160 $ - $ 1,98160
17 |Marvin Burton 463 $  117,406.50 $ 100,000.00  $ 17,406.50 $ 234813 $  609.23 $ 2,957.36
18 |saul Blevins m $ 7981936 5  100,00000 $ (20,180.64) $ 159639 $ $ 159639
19 [coby Pham 302 $ 75,506.90 $ 100,000.00 $ (24,493.10) $ 151014 $ $ 1,5TH14 .
20 |Elisha Mullen 447 $ 10688351 $ 100,000.00 $ 6,883.51 $ 213767 $ 28092 § 237859 @ Jone Gibsen e
21 |Annabelle _ Moon 164 S 8468689 $ 10000000 $ (15,313.11) $ 169374 $ - S 169374 ;::y(::ﬁ,;"ﬁ::;‘sH'g“m’y
22 $ 1,226,914.62 S 24538.29 |$ 1,797.26 $ 29,061.54 1/29/2020 1:20 PM
2
24

25 Reply...
Sheet1 ® ‘

3. To open the Properties dialog box, click on File = Info - Properties - Advanced
Properties:

Activity 2-1xIsx Jane Gibson @ ® 6 -° - o X

Activity 2-1

Documents » Exercise Files » Lesson 2

& Upload |8 Share @ Copy path | | B2 Openfile location
E Protect Workbook Properties ~
Q Control what types of changes people can make to this workbook.
Protect E Advanced Properties
Workbook v See more document —
properties
Categories None

2
Check for
Issues ~

Inspect Workbook

Before publishing this file, be aware that it contains:
= Comments

= Document properties and absolute path

= |nvisible objects
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4. The Properties dialog box will be opened. Click to select the Summary tab:

Activity 2-1.xlsx Properties ? X
General Summary Statistics Contents Custom

Title: |
Subject:
Author:
Manager:

Company:

5. Type “Sales Commissions and Bonuses — January 2019” inside the Title field:

Activity 2-1.xlIsx Properties ? X

General Summary Statistics Contents Custom

Title: Sales Commissions and Bonuses — January 2019|

Subject:
Author:
Manager:

Company:
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6. Type your name in the Author field:

Title:
Subject:
Author:
Manager:

Company:

Category:

Keywords:

Activity 2-1.xIsx Properties ?

General Summary Statistics Contents Custom

’Sales Commissions and Bonuses — January 2019

|

[J Gibson

Comments:

|

|

|

7. Type “Acme Widgets” in the Company field:

Title:
Subject:
Author:
Manager:

Company:

Category:

Keywords:

Activity 2-1.xlsx Properties ?

General Summary Statistics Contents Custom

\Sales Commissions and Bonuses — January 2019

|

lJ Gibson

[Aa'ne Widgets|

Comments:
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8. Inside the Category field, type “Commissions:”

Activity 2-1.xlIsx Properties ?

General Summary Statistics Contents Custom

Title: :Sales Commissions and Bonuses — January 2019
Subject: ‘

Author: EJ Gibson

Manager: v

Company: Acme Widgets

Category: | | Commissions|

Keywords:

Comments:
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9. Click OK to update the properties:

+
=
'
ol
o
m
o
10

General Summary Statistics Contents Custom

Title: Sales Commissions and Bonuses — January 2019
Subject:

Author: ] Gibson

Manager:

Company: Acme Widgets

Category: | Commissions
Keywords:

Comments:

Hyperlink
base:
Template:

[[]save Thumbnails for All Excel Documents

(o=

10. You will now see the updated properties on the right side of the Info category:

Activity 2-1.xlsx meGbson @ ® @ 2 - O x

Activity 2-1

Documents » Exercise Files » Lesson 2

& Upload & Share @ Copy path | | B> Open file location

E_ Protect Workbook Properties ~
pm&! Control what types of changes people can make to this workbook. Size 13.9K8
Workbook~ Title Sales Commissions and Bo..
Save As Tags None
Categories Commissions
Print @ Inspect Workbook
Before publishing this file, be aware that it contains: Related Dates
Share Clh«kf:" = Comments Last Modified Today, 12:22 PM
. ssues = Document properties, author's name and absolute path a— 11472020 437 PM
port ® Invisible objects
Last Printed
Publish
® Version History Related People
Close View and restore previous versions. Author )
Version J Gibson
History
Last Modified By
Jane Gibson

!L_ﬁ Manage Workbook Related Documents
O i) There are no unsaved changes.

Manage "] openFile Location
Workbook +

Show All Properties
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11. Now click on Check for Issues = Inspect Document:

Activity 2-1.xlsx Jane Gibson e ® 60 2 - o X

C Info

{R) Home

Activity 2-1

O New Documents » Exercise Files » Lesson 2

5 Open &> Upload | | (& Share | | @ Copypath | | B> Openfile location

(s E Protect Workbook Properties ~
Control what types of changes people can make to this workbook.
- e Size 13.9KB
Workbook ~ Title Sales Commissions and Bo...
Save As Tags None
Categories Commissions
L @ Inspect Workbook
Before publishing this file, be aware that it contains: Related Dates
Share Check for e — LastModified  Today, 1222 PM
ez = Document properties, author's name and absolute path
o ___| - Created 1/14/2020 437 PM
|:é (e Last Printed
Check the workbook for hidden properties —
Publish or personal information. N
Related People
Check Accessibility
Close A
D< Check the workbook for content that people Author @ 1 Gibson
with disabilities might find difficultto read.
. Last Modified By
@ Check Compatibility Jane Gibson
./ Check for features not supported by earlier
versions of Excel.
. - Related Documents
EJ {3 There are no unsaved changes.
Manage Qnen File | acation

12. Click Yes to save the document:

Microsoft Excel X

0 Before you use Document Inspector...

Make sure you save your changes because the Document Inspector might remove data that can’t be restored later. Do you want to save your file now?

Yes * No
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13. Click Inspect to start the inspection:

Document Inspector ?

To check the document for the selected content, click Inspect.

nspects the document for comments.

Document Properties and Personal Information
Inspects for hidden metadata or personal information saved with the document.

Data Model
Inspects Data Model for embedded data that may not be visible on the sheets.

Content Add-ins
Inspects for Content add-ins saved in the document body.

Task Pane Add-ins
Inspects for Task Pane add-ins saved in the document.

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Inspects for PivotTables, PivotCharts, cube formulas, slicers, and timelines, which may
include data that's not visible on the sheets.

Embedded Documents
Inspects for embedded documents, which may include information that's not visible in

tha fila
Inspect k‘- Close
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14. Once complete you will note that there were comments found:

Document Inspector ? X

Review the inspection results.

| Comments " Remove All |

The following items were found:
* Comments

! Document Properties and Personal Information

The following document information was found:
* Document properties

* Author

* Absolute path to the workbook

: Remove All

Data Model
No embedded data found in the Data Model.

Content Add-ins
We did not find any Content add-ins.

Task Pane Add-ins
We did not find any Task Pane add-ins.

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

No PivotTables, PivotCharts, cube formulas, slicers, or timelines were
found.

© © © &

A\ Note: Some changes cannot be undone.

15. There were also document properties found, but you want to keep them. Click the
Remove All button in the comments field to remove the comments:

Document Inspector

Review the inspection results.

A
! Comments Remove All
The following items were found: k‘
* Comments

! Document Properties and Personal Information

The following document information was found:
* Document properties

* Author

* Absolute path to the workbook

: Remove All

(©) Data Model
No embedded data found in the Data Model.
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16.

17.

18.

You can now click Close to return to the workbook:

Document Inspector ? X

Review the inspection results.

() Comments
All items were successfully removed.

! Document Properties and Personal Information Remove All

The following document information was found:
* Document properties

* Author

* Absolute path to the workbook

©

Data Model
No embedded data found in the Data Model.

Content Add-ins
We did not find any Content add-ins.

Task Pane Add-ins
We did not find any Task Pane add-ins.

©

PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

No PivotTables, PivotCharts, cube formulas, slicers, or timelines were
found.

A Note: Some changes cannot be undone.

Note that the comment in cell 119 has been removed:

A 8 c D E F G H ! J K L -

1 |Monthly Sales Commissions and Bonuses

2

3 |Month: January

4

5 |Bonus on Sales over Target: 3.5%

6 |Commission Rate: 2.0%

7

8

9 | FirstName lastName Employee Number sales SalesTarget  Variance to Target Commission Bonus Total

10 [Charlotte MacKenzie 31 $ 89,8320 $  100,000.00 $ (10,136.80) $ 1,797.26 $ - $ 1,797.26

11 |Jaslene Brennan mn $  106253.22 $ 100,000.00 $ 6,253.22 $ 212506 $ 218.86 $ 2,343.93

12 |Marely Spencer 23 $ 8850085 $  100,000.00 $ (11,499.15) $ 1,770.02 $ -8 177002

13 |Elisha Bryant 496 $  149,164.96 S 100,000.00 $ 49,164.96 $ 2,983.30 $ 1,720.77 $ 4,704.07

14 |Dixie Simmons 45 $ 14952742 S 100,000.00 $ 49,527.42 $ 2,99055 $ 1,733.46 $ 4,724.01

15 |Delilah Avila 298 $ 8022165 $  100,000.00 $ (19,778.35) $ 160443 $ - $ 1,604.43

16 |Gabrielle Norton 277 $ 99,080.16 $ 100,000.00 $ (919.84) $ 1,981.60 $ - $ 198160

17 |Marvin Burton 463 $ 11740650 $  100,000.00 $ 17,406.50 $ 234813 $  609.23 $ 2,957.36

18 |Saul Blevins 111 $ 79,819.36 $ 100,000.00 $ (20,180.64) $ 1,596.39 S $ 1,596.39

19 [Coby Pham 302 $ 75,506.90 $ 100,000.00 $ (24,493.10) $ 1,510.14 $ - $ 151014 | —

20 |Elisha Mullen 247 $ 10688351 $  100,000.00 $ 6,883.51 $ 213767 $ 24092 $ 2,378.59

21 |Annabelle Moon 164 $ 84,686.89 S 100,000.00 $ (15,313.11) $ 1,693.74 $ S 1693.74

22l ¢ 1929601462 < nas2070 7¢ 1707976 ¢ 20 nR1sA A
sheet! | @ < y

Save the current workbook as Activity 2-1 Complete and then close Microsoft
Excel 365 to complete the activity.
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TOPIC B: Working with Macros

One of the more powerful automation features of Excel is the ability to record and run
Macros to streamline and execute repetitive tasks and procedures that you may encounter
in your day-to-day use of the program. Not only can they save you time, but they can also

help you reduce mistakes by reducing manual steps.

Topic Objectives
In this session, you will learn:
e About macros
e How to record a macro
e About options for saving your macros
e How to inspect your macro using the Visual Basic for Applications (VBA) editor

e How to configure macro security
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What is a Macro?

A macro is a sequence of instructions, or code, written in the Visual Basics for Applications
(VBA) language, that can be executed by a user to complete a task or set of tasks in Excel.
You can create them by writing code in the VBA editor, which is built into Excel, or you can

record your steps as you complete activities in Excel so you can run them in the future.

Recording a Macro

Recording a macro is a simple process of turning on a recorder before executing a series of
steps in Excel, then stopping the recorder once the steps are complete. In this process you
can name and save the macro, assign a shortcut key to activate it, and decide where you

would like to store it.

To start recording a macro, open the Record Macro dialog box by clicking View = Macros
-> Record Macro:

- £ Search Jane Gibson  JG cal — (m] X

fiew View Help & Share 2 Comments
EI| +j Fam [ split ik = ,_:1.._
v| Formula Bar Q D Hﬂ P Q =
2 [ Hide 3 (_,'j Ll
] Gridiines [~] Headings Zoom 100% Zoom to New Arrange Freeze Switch Macros
Selection | Window All  Panes~ [_]Unhide : i) Windows v v

Show Zoom Window F View Macros

E
@ Record Macro... l}

@ Use Relative References
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In the Record Macro dialog box, you can enter a name, assign a shortcut key to execute the

macro, define where the macro will be saved, and add a brief description of what the macro

does:

Record Macro ? X

Macro name:
Macro|

Shortcut key:
Ctrl=

Store macro in:
This Workbook v

Description:

Clicking OK in the Record Macro dialog box will start recording any activities you execute in

Excel. You can stop recording by clicking View -» Macros - Stop Recording:

- £ Search Jane Gibson  JG = — O X

view View Help & Share 2 Comments

+ Fam [ split k) F= L:l--_
v| Formula Bar O\ Ifb‘ a Eﬁ & =
@ 2 [AHide @ (')j n
] Gridlines [v] Headings Zoom 100% Zoomto New Arrange Freeze Switch Macros
Selection | Window All Panes~ EUnhide [ ) Windows v v
Show Zoom Window E View Macros

\:| Stop Recording I}

EH Use Relative References
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Saving a Macro

There are very specific rules you must follow when naming your macro. The first character
must be a letter, followed by your choice of letters, numbers, or the underscore character.
No other characters, such as spaces or symbols, are accepted. The name must also not
conflict with any macro names already saved in the workbook. An alert window will open

warning you if your macro name syntax is not correct:

Microsoft Excel X

The syntax of this name isn't correct.

Verify that the name:
! -Starts with a letter or underscore ()
-Doesn’t include a space or character that isn't allowed
-Doesn’t conflict with an existing name in the workbook.

Assigning a shortcut key to a macro is as simple as adding a character to the Shortcut key
field. The Ctrl modifier key is included automatically, but you can add others, such as Shift,

or Alt, by holding the selected key when you enter the character in the Shortcut key field:

Aacro name:

Macro2

Shortcut key:
Ctrl=Shift= C

Store macro in:
This Workbook v

Description:
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You will be presented with three choices of where you would like to store your macro. They
are the Personal Macro Workbook, a New Workbook, or This Workbook:

Record Macro ? X

Macro name:
Macro2

Shortcut key:
Ctrl=Shift= C

Store macro in:

This Workbook

‘Personal Macro Workbook
I New Workbook
This Workbook

|=)

Choosing to save your macro in a new workbook or the current (this) workbook restricts you

to only use the macro when that workbook is open.

The Personal Macro Workbook is a hidden workbook that is opened whenever you open
the Excel desktop application. Storing a macro here makes it available to use any time you
have your application open, but it will not be available if the workbook is opened on a

different computer.

To save a workbook that contains a macro you will be required to save it in a Macro-
Enabled Workbook format (.xIsm). Because macros can contain code from an unknown
source, there is a security risk to your files and your computer. The macro-enabled
workbook format provides increased security against malicious code by allowing users to

confirm the trustworthiness of the source before opening the file.

© 20019-2025Ultimate IT Courses Training Materials Inc.

74



Microsoft 365 Excel: Part 3

If you try to save a standard (.xIsx) file that contains macros, an alert window will open,
giving you the option to save the file without the macro, or directing you to exit the window

and choose a macro-enabled file type to save the file with the macro included:

Microsoft Excel X

The following features cannot be saved in macro-free workbooks:

a * VB project
To save a file with these features, click No, and then choose a macro-enabled file type in the File Type list.
To continue saving as a macro-free workbook, click Yes.

Yes No Help
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Inspecting and Editing Macros

76

Once you have recorded your macro, you can view and edit the code using the Visual Basics

for Applications Editor, a separate application that is built into all the Microsoft Office

applications. To access the editor, you first must enable the Developer tab in the ribbon list.

To do this, click File = Options - Customize Ribbon, then click to enable the Developer

checkbox in the Main Tabs section of the Customize the Ribbon window, then click OK:

Excel Options

General
Formulas

Data

Proofing

Save
Language
Ease of Access

Advanced

Customize Ribbon

Quick Access Toolbar
Add-ins

Trust Center

[ﬁ‘% Customize the Ribbon.

Choose commands from: G

Popular Commands

i

Add or Remove Filters
All Chart Types...
orders

0
9
A
()
@
8
m
=
=]
s

Center

Conditional Formatting
Copy

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
Email

Fill Color

Font

Font Color

Font Size

Format Cells

Format Painter
Freeze Panes
Increase Font Size
Insert Cells...

Insert Function...
Insert Picture

Insert Sheet Columns
Insert Sheet Rows
Insert Table

Macros

Merge & Center

> ><EIHEE

o
st

B R

I ES S0 R B G

Customize the Ribbon: G
Main Tabs v

Main Tabs
Background Removal
Home
Insert
[ Draw
Page Layout
Formulas
Data
Review
B [ View
Sheet View
Workbook Views
Show
Zoom
Window
B

X

(-]
-]

:
Developer

Help

New Tab ‘ l New Group l I Rename... ‘

Customizations: '
Import/Export ¥ |

o ) [onel |

You will now see the Developer tab is available in the ribbon list. Clicking on the Visual Basic

command in the Code group will launch the VBA Editor:

AutoSave

Jane Gibson

File Home Insert Page Layout Formulas Data
@ F‘ @ Record Macro Kj {(:)} E_j\
= = @ Use Relative References O = @
Visual Macros Add- Excel COM
Basic A\ Macro Security ins  Add-ins Add-ins
Code Add-ins
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Let’s review the basic parts of the VBA Editor interface:

ﬁ Microsoft Visual Basic for Applications - Book1.xIsx - [Medulel (Code)] X
& File Edit View Inset Format Debug Run Tools Add-lns Window Help o 8 x
B-d rn a K EFY 2@ -
Project - VBAProject ‘& |(General) j |At_or_Above_Target j
=] s Sub At_or_Above_Target() =
E-& VBAProject (Book1.xlsx) ~ " . ~
(23 Microsoft Excel Objects At_or_Rbove_Target Macro
B3 Modules . N L ~
Modulel ' Keyboard Shortcut: Ctrl+Shift+J
=-&8 VBAProject (Personal.xisb) L . )
(7] Microsoft Excel Objects S=l=c:.\.on.Foxma:t:ondltlons.Add Type:=xlCellValue, Operator:=xlGreater, _
-5 Modules . Formulal:="=200000
o Selection.FormatConditions (Selection.FormatConditions.Count) .SetFirstPriority
|Properties - Modulel _I With Selection.FormatCon ns (1) .Font
.Color = -16752384
[Module1 Module &1 .TintAndShade = 0
Alphabetic | Categorized | End With
o With Selection.FormatConditions (1) .Interior
(Name) |Module 1 .PatternColorIndex = xlAutomatic
.Color = 13561798
.TintAndShade = 0
End With
Selection.FormatConditions (1) .StopIfTrue = False
9 End Sub
~l
il K [Pl

1. The Standard toolbar, like other applications, includes commands that allow you to

interact with the application.

2. The Project Explorer pane lists all open and visible workbooks and the elements that

the VBA editor can interact with, including modules and forms. Macros that you

record can be found in the Modules of the workbook in which you have stored

them.

3. The Properties window will display and allow editing of the properties of the

elements selected in the Project Explorer

4. The Code window allows you to write, display and edit VBA code. You can double-

click a module in your workbook and any code in this module will be displayed in this

window.

Writing and editing code in VBA can be very complex and is beyond the scope of this

lesson, but using the VBA Editor to inspect macros that you record, or Macros that have

been written by others, is an excellent way to begin to understand how your macros

work and help you explore other opportunities to automate your workbooks.
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Macro Security

Because macros carry an increased risk of malicious code, Excel allows the user to set the
level of security they would like to use when opening macro-enabled workbooks. To review

these settings, click on Macro Security in the Code group of the Developer tab:

AutoSave = Bookl.xlsx - Saved ~ £ Search

File Home Insert Page Layout Formulas Data Review View Developer Help
77] ,\Z‘ ® Record Macro (g:l {(\é}‘ IE—_%‘) 1?; M [£] Properties @ B [@ Import
== . i Expansion Packs [
Visual Macros FEH Use Relative References Add- Excel COM Insert Design EIVIeW Code Source 2 8 -
Basic /\ Macro Security ins  Add-ins Add-ins v Mode E| Run Dialog o~
Code Add-ins Controls XML

The Trust Center dialog box will be displayed. If it is not already selected, click the Macro
Settings category:

Trust Center ? X

Trusted Publishers
rusted FublEher Macro Settings

Trusted Locations

Disable all macros without notification
Trusted Documents . ) o
® Disable all macros with notification

Trusted Add-in Catalogs Disable all macros except digitally signed macros

Add-ins Enable all macros (not recommended; potentially dangerous code can run)

ActiveX Settings 2
ACHVER Setting Developer Macro Settings

Macro Settings

Trust access to the VBA project object model
Protected View

Message Bar
External Content
File Block Settings
Privacy Options

Form-based Sign-in

I oK H Cancel ]

In this category, there are four radio buttons available, under the Macro Settings heading.

These options are arranged in descending order, from most secure to least.
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Let’s review the options:

e Disable all macros without notification disables all macros and security alerts.

e Disable all macros with notification disables all macros, but a security alert will
appear if there are macros present in the workbook, and you can selectively enable
macros on a case-by-case basis. This is the default selection, and is a good balance

between security and function:

AutoSave = Bookl.xlsm ~
File Home Insert Page Layout Formulas Data Review View Developer Hel
& Cut Calibri Jin VA A === v BwapTet
(3 Copy ~ P
I U~ v v = == | = == v
< Format Painter = — = == = 3= [EMerge&Center
Clinhoard oYl Eont el Alignment N
@ SECURITY WARNING Macros have been disabled. Enable Content

e Disable all macros except digitally signed macros disables all macros but a security
alert will appear if there are macros present in the workbook. If the macro is digitally
signed by a publisher, you will be notified to enable the macro and trust the

publisher.

e Enable all macros allows all macros to run. This option makes your computer
vulnerable to potentially malicious code and is not recommended.
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Activity 2-2: Working with Macros

You have been asked to highlight the sales results of representatives that are at or above

their sales targets, on a monthly basis.

1. To begin, open Activity 2-2 from your Exercise Files folder:

Activity 2-2.xlsm
Microsoft Excel Macro-Enabled ...
m 18.3 KB

2. Onthe sheet January, click and drag to select the cells from D18 to D29:

A | B & ; E F | G H
11 |Year to Date Sales
12
13 |Month: January
14
15
16
17 First Name Last Name Employee Number Sales
18 |Charlotte MacKenzie 431 S 89,863.20
19 |Jaslene Brennan 271 5 106,253.22
20 |Marely Spencer 243 S 88,500.85
21 |Elisha Bryant 496 S 149,164.96
22 |Dixie Simmons 445 S 149,527.42
23 |Delilah Avila 298 S 80,221.65
24 |Gabrielle Norton 277 S 99,080.16
25 |Marvin Burton 463 S 117,406.50
26 |Saul Blevins 111 S 79,819.36
27 |Coby Pham 302 S 75,506.90
28 |Elisha Mullen 447 S 106,883.51
29 |Annabelle Moon 164 S 84,686.89
30 Total S 1,226,914.62
31
202

3. Open the Record Macro dialog box by clicking View - Macros - Record Macro:

iew View Developer Help

+ ¥z Hsplit | OO = —
| Formula Bar O\ I_—B‘ =@ By = =
ﬂ?] 2 [AHide k] Qj LI
< Gidiines ¥ Headings Zoom 100% Zoomto | New Amange Freeze Switch | Macros
Selection | Window Al Panes~ [(JUnhide iy Windows
Show Zoom Window iew Macros

F v
[@ Record Macro...
u

se%&lative References
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4. Inthe Record Macro dialog box, type “At_or_Above_Target” in the Macro name
field:

Record Macro ? X

Macro name:
At_or_Above_Target

Shortcut key:
Ctrl=

Store macro in:

Personal Macro Workbook v

Description:

5. Click to select the Shortcut key field then press Shift + J:

Record Macro ? X

Macro name:
At_or_Above_Target

Shortcut key:
Ctrl=Shift= ' J

Store macro in:
Personal Macro Workbook v

Description:
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6. Click the Store macro in drop-down menu and select This Workbook:

? X

Record Macro

Macro name:
At_or_Above_Target

Shortcut key:
Ctrl=Shift= )

Store macro in:
Personal Macro Workbook

APersonaI Macro Workbook
Des new Workbook
This Workbook

7.  Click OK:

Record Macro
Macro name:
At_or_Above_Target

Shortcut key:
Ctrl=Shift= | J

Store macro in:
This Workbook 3

Description:

o] [
|
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8. The Macro Recorder is now recording all your actions. Click Home - Conditional
Formatting - Highlight Cells Rules - Greater Than...:

% Normal Bad Good Neutral
.9 <8 g0 | [Conditional Format as [Calculation | LGl Explanatory ... [Input
$-% 9 W@ Formatting~ Table ~ ‘ ‘
Clipboard [ Font ] Number
17<) Highlight Cells Rules > |1 Greater Than...
D18 - Fo | 89863.2 N
A B 4 D E F G H ! E Top/Bottom Rules > F Less Than... P Q R
11| Year to Date Sales
i E Data Bars. > @ Between...
13 |Month: January
14
= = cotor Scaes > EEH Equal To...
16
17 First Name Last Name Sales lcon Sets > ﬁE Text that Contains...
18 charlotte MacKenzie 231 S 89,863.20
19 [saslene Brennan n S 106,253.22 5 NewRule.. &—% A Date Occurring
20| Marely spencer 243 s 88,500.85 B CleorRules N
21 [elisha Bryant 496 S 149,164.96 =
22 [Dixie Simmons a5 s s ] & EH o
23 |Delilah Avila 298 s 80,221.65
24 |Gabrielle Norton 277 S 99,080.16 More Rules.
25 |Marvin Burton 463 $ 117,406.50
26 [saul Blevins m s 79,819.36
27 |coby Pham 302 S 75,506.90
28 [Elisha Mullen 447 $ 106,883.51
29 |annabelle Moon 164 s 84,686.89
30 [Total S 1,226914.62

9. Enter “100000” in the field under Format cells that are GREATER THAN: and then
select Green Fill with Dark Green Text from the drop-down list:

Greater Than ? X

Format cells that are GREATER THAN:

100000 2 | with |Light Red Fill with Dark Red Text

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text

Light Red Fill I} B
Red Text

Red Border
Custom Format...

10. Click OK:

| Format cells that are GREATER THAN:

100000 4  with |Light Red Fill with Dark Red Text |«

Cancel
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11.

12.

13.

Click View -» Macros - Stop Recording:

view View Help

! Formula Bar ()\ n B:é:\l ﬁ % E@ Bspit | 0 (% L;:ﬁ,

[AHide [0 -
) Zoom 100% Zoomto | New Amange Freeze Switch | Macros
| Gridlines | Headings ' h
Selection | Window Al Panes~ [JUnhide | iy Windows ¥ =
Show Zoom Window E5 View Macros

[] Stop Recording N

EH Use Relative References

To test your macro, clear the conditional formatting by clicking Home -
Conditional Formatting - Clear Rules - Clear Rules from Selected Cells:

Autosave @30 Aty 222k = D Seach R

file  Home Insert  Pagelayout  Formulas  Data  Review  View  Help

< X Cut

g Calibri Jn oA A = 2 Wrap Text ‘Accounting . ==l @ Normal Bad Neutral
B Copy ~ - [
Paste e (O A . L9 <o 00 | Conditional Format as Input 5
T Sromatpainter | B LU [H A A Elereens $ 2% [ BN | Einge] Tbie e =
Clipboard ] Font & Alignment [ Number ] i Styles
<) Highlight Cells Rules >
D18 - fe || 898632
A 8 c ) 3 F G H E Top/Bottom Rules > M N o P Q R
11| Year to Date Sales
iz FE] patatars >
13 | Month: January
14
5 @ Color Scales >
1
17 First Name Last Name Employee Number Sales. >
18 charlotte MacKenzie 231 s 89,863.20
19 saslene Brennan . S 106,253.22 E New Rule..
20| Marely spencer 23 B 88,500.85
lear Rules >
21 |eirsha ey 96 s Toae B a Cles Rules from Selected Cel [\,
22 [pixie simmons a5 B 149,527.42 [ Manage Rules... Clear Rules from Entire Sheet
23 |Delilah Avila 298 $ 80,221.65
24 |Gabrielle Nerton 277 $ 99,080.16
25 |Marvin Burton 463 $ 117,406.50
26 [saul Blevins 1 S 79,819.36
27 |coby Pham 302 B 75,506.90
28 [Elisha Mullen 247 B 106,883.51
29| Annabelle Moon 164 $ 84,686.89 |
30 |Total S 1226914.62
31
B

Open the Macros dialog box by clicking View - Macros:

riew View Developer Help

sremuns | Q [} BY | 7 B #E™ ™ il &

" [AHide (i} B
< Gridines 7] Headings Zoom 100% Zoomto | New Armange Freeze Switch | Macros
Selection | Window All" Panes~ [JUnhide ' iy Windows ¥ ~
Show Zoom Window [F View Macros

[ Stop Recording

[EH Use Relative References

© 20019-2025Ultimate IT Courses Training Materials Inc.

84



Microsoft 365 Excel: Part 3

14. In the open Macros dialog box, select the macro you just recorded and execute it
by clicking the Run button:

Macro ? X
Macro name:
At_or_Above_Target 2+
At or Above Target k
Step Into
Edit
Create
Delete
Options...
Macros in: | This Workbook v|
Description
Cancel

15. All the sales values greater than $100,000 are now highlighted in light green with
dark green text:

A B . C D E | F | G | H
11 |Year to Date Sales
12|
13 |Month: January
14 |
15 |
16 |
17 First Name Last Name Employee Number Sales
18 |Charlotte MacKenzie 431 S 89,863.20
19 |Jaslene Brennan 271 S 106,253.22
20 |Marely Spencer 243 s 88,500.85
21 |Elisha Bryant 496 S 149,164.96
22 |Dixie Simmons 445 S 149,527.42
23 |Delilah Avila 298 5 80,221.65
24 |Gabrielle Norton 277 S 99,080.16
25 |Marvin Burton 463 S 117,406.50
26 |Saul Blevins 111 5 79,819.36
27 |Coby Pham 302 S 75,506.90
28 |Elisha Mullen 447 S 106,883.51
29 |Annabelle Moon 164 S 84,686.89
30 |Total $ 1,226,914.62
31|
32|
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16. Press Alt + F11 to launch the VBA Editor:

£ Microsoft Visual Basic for Applications - Activity 2-2:xlsm - [ModuleT (Code)]

- o x
4 File Edit View Inset Format Debug Run Tools Add-Ins Window Help .8 x
ME-d »u aSEFY @

] x| [(Genera) | [AtCor_Above Target |
=] = Sub At_or_Above_Target () =

Sheet2 (Febrt

-3 Modules
[

Properties - Modulel

= & VBAProject (Activity 2-2.xlsm)
-5 Microsoft Excel Objects
Sheet1 (January)

‘ThisWorkbook

&8 vBAProject (Personal.xisb)

uary)

Module1 Modue
Alphabetic | categorized |

Ld]x

(Name) Moduie 1

Keyboard Shor

End Sub

rget Macro

ut: Ctrl+Shift+d

Selection.FormatConditions.Add Type:=xlCellValue, Operator:=xlGreater,
Formulal:="=100000"

Selection.FormatConditions (Selection.FormatConditions.Count).SetFirstPriority

With Selection.FormatConditions (1) .Font

.Color = -16752384
.TintAndShade = 0
End With

With Selection.FormatConditions (1) .Interior
.PatternColorIndex = xlAutomatic
.Color = 13561798
.TintAndShade = 0

End With

Selection.FormatConditions (1) .StopIfTrue = False

17. You will see the code that was created when you recorded your macro in the Code
window. Find the line in the code that reads “Formulal:="=100000"" and replace
the number 1, after the equals (=) sign, with the number 2:

I(General)

j IAt_or_Above_Target

' At or
'

' Keybo
'

Sel

Sub At_

or_Above_Target ()

_Above_Target Macro

ard Shortcut: Ctrl+Shift+J

P = P R e

Formulal:="=200000"

Sel

End

With Selection.

.Color = -16752384
.TintAndShade = 0
With

.PatternColorIndex =
.Color = 13561798
.TintAndShade = 0

s.Add Type:=x1lCellValue, Operator:=xlGreater, _

s (Selection.FormatConditions.Count) .SetFirstPriority

rmatConditions (1) .Font

With Selection.FormatConditions(1l).Interior
x1Automatic

18. Save your changes by pressing Ctrl + S, then close the VBA Editor window by
clicking the Close (X) button in the upper right-hand corner:

dulel (Code)]

- [m}
Add-Ins  Window Help - & 1
& °E; o Ln 8, Col 22 a
I(General) j IAt_or_Above_Target j

' Keyboar

Sub At_or_Above Target()
' At_or_BAbove_Target Macro

d Shortcut: Ctrl+Shift+J
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19. Now go to the sheet February, select cells D18 to D29, Click View - Macros -
View Macros:

Tfﬂ Blspit 0 E E’
rrange Freeze Pbide | I Switch | Macros
w Al Panes~ [JUnhide ' [y Windows -
VITEED [ ViewMacros N
D18 M fo | 19312591 [@ Record M:
A B € D E F [ H ! K L ™M N o BB UseRelativeReferences || 5 |
11 Year to Date Sales
12
13 |Month: February
4
15
16
17 First Name Last Name _Employee Number sales
18 [Charlotte MacKenzie 431 $ 193,125.91
19 [Jaslene Brennan 271 $ 247,650.88
20 [Marely Spencer 243 $ 222,779.07
21 [elisha Bryant 496 $ 268,423.26
22 |ixie Simmons 45 s 21837680
23 |Delilah Avila 298 $ 197,507.01
24 |Gabrielle Norton 277 $ 183,019.70
25 |Marvin Burton 463 $ 258,998.14
26 |Saul Blevins 111 $ 192,884.75
27 [coby Pham 302 $ 201,576.77
28 [Elisha Mullen 447 $ 211,706.27
29 |Annabelle Moon 164 $ 221,678.60
30 [Total S 2617,727.16
31
32
3
3
35
[ anuary | Februay | @
Reaty [ Average: S218,14393_Counti 12 Max 26942326 _sum S3,617,727

20. Execute your macro again by selecting At_or_Above_Target in the Macro name list

and clicking Run:

Macro

Macro name:
At_or_Above_Target 4+

At or Above Target

Macros in: | This Workbook v

Description

Step Into
Edit
Create
Delete

Options...

Cancel
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21. Now, all the sales values greater than $200,000 are highlighted in light green with
dark green text:

| A | B C D E F G H
11 |Year to Date Sales
12|
13 |Month: February
14
15 |
16
17 First Name Last Name Employee Number Sales
18 |Charlotte MacKenzie 431 S 193,125.91
19 |Jaslene Brennan 271 S 247,650.88
20 |Marely Spencer 243 S 222,779.07
21 |Elisha Bryant 496 S 268,423.26
22 |Dixie Simmons 415 S 218,376.80
23 |Delilah Avila 298 5 197,507.01
24 |Gabrielle Norton 277 S 183,019.70
25 |Marvin Burton 463 S 258,998.14
26 |Saul Blevins 111 S 192,884.75
27 |Coby Pham 302 S 201,576.77
28 |Elisha Mullen 447 S 211,706.27
29 |Annabelle Moon 164 S 221,678.60
30 ‘Total S 2,617,727.16
31
32

‘ January | February ‘ ®

22. Save the current workbook as Activity 2-2 Complete and then close Microsoft
Excel 365 to complete the activity.
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TOPIC C: Create and Use a Template

An Excel template is a tool that you can use to save time and automate your workflow when
creating the same type of workbook repeatedly, such as regular reports or analyses. It
allows you to build a standard workbook that contains a desired combination of content
and formatting, and then use it as a template to create new workbooks, saving you time

and helping to keep your work consistent.

Topic Objectives
In this session, you will learn how to:

e Set the custom template directory
e Save a workbook as a template
e Edit a template

e Open a new workbook based on your template
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Set the Custom Template Directory

Access to your custom templates is based on the Default personal templates location. You
can set this location by clicking on File = Options, and then clicking the Save category in

the Excel Options dialog box:

Excel Options ? X
General ) -
enere Customize how workbooks are saved.
Formulas
Data Save workbooks
Proofing v| AutoSave OneDrive and SharePoint Online files by default on Excel G

Save files in this format: Excel Workbook (*.xlsx) v

v| Save AutoRecover information every | 10 2| minutes

Language

| v| Keep the last AutoRecovered version if | close without saving
Ease of Access

) AutoRecover file location: C:\Users\Jane Gibson\AppData\Local\Microsoft\Office\UnsavedFiles
Advanced Don't show the Backstage when opening or saving files with keyboard shortcuts
Customize Ribbon v| Show additional places for saving, even if sign-in may be required.
Quick Access Toolbar Save to Computer by default
Add-ins Default local file location: C:\Users\Jane Gibson\Documents

IDefauIt personal templates location: |C:\Users\Jane Gibson\Documents\Custom Office Templates I
Trust Center

Show data loss warning when editing comma delimited files (*.csv)

AutoRecover exceptions for: uActivity 2-2.xlsm v

Disable AutoRecover for this workbook only

v

| OK | Cancel ‘

The path is typically “C:\Users\[UserName]\Documents\Custom Office Templates” where

UserName is your Username on the computer.

If the location is not already set, you would enter the correct path and click OK.
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Save a Workbook as a Template

91

Once you have a workbook set up with all the correct layout and formatting to act as your

template going forward, click File - Export - Change File Type, then select

Template(*.xltx) from the Workbook File Types window, and click Save As:

®©
() Home
[ New

Export

% Create PDF/XPS Document

= Open

Fﬁ Change File Type

Info
Save
Save As
Print
Share
Export
Publish

Close

Account

Feedback

Book1.xlsx

Change File Type

Workbook File Types
N
3
N
)

Workbook (*xlsx)
Uses the Excel Spreadsheet format

OpenDocument Spreadsheet (*.ods)
Uses the OpenDocument Spreadsheet
format

Macro-Enabled Workbook (*.xIsm)
[T Macro enabled spreadsheet

Other File Types
Text (Tab delimited) (*.txt)

Text format separated by tabs

Formatted Text (Space delimited) (*.prn)
Text format separated by spaces

(2

Save As h

Jane Gibson @ ® ® ? = a X

Excel 97-2003 Workbook (*.xls)
Uses the Excel 97-2003 Spreadsheet
format

Template (*xltx)

Starting point for new spreadsheets

3

Binary Workbook (*.xIsb)
Optimized for fast loading and saving

CSV (Comma delimited) (*.csv)
Text format separated by commas

/ Save as Another File Type
2

If required, navigate to the Default Personal Templates location, name your template, and

click Save:

u Save As
« o v
New folder

Organize ¥

Name
s Quick access

u Microsoft Excel
@ OneDrive
[ This PC

=¥ Network

<« Local Disk (C:) » Users > JaneGibson > Documents > Custom Office Templates

Date modified Type

No items match your search.

X

Search Custom Office Templ...

)

Size

File name: | Monthly Sales Commissions and Bonusesjxltx

Save as type: | Excel Template (*xltx)

Authors:  Jane Gibson Tags: Addatag

A Hide Folders

Title: Add a title

Cancel
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Edit a Template

To edit an existing template, click File > Open, navigate to the Default Personal Templates

location, and double-click on the template you would like to edit:

Monthly Sales Commissions and Bonuses.xltx - Saved Jane Gibson @ @) (@) @ - [m] X
= Documents > Custom Office Templates
@ Recent T P
L Search for files in this folder [ New Folder

AR shared wiith Me
Acme Widgets Name T Date modified

OneDrive - Acme Widgets

jgibson@acmewidgets.onmicrosoft.com

,E] Aonthly Sales C issions and Bc xltx 8/14/2020 1:48 PM
Sites - Acme Widgets N

jgibson@acmewidgets.onmicrosoft.com

Other locations

IE:_“;‘ This PC
=
|
BTN @ Add a Place
Close B Browse

Make any changes you wish to make to the template, and then simply save and close the

template.
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Open a New Workbook Based on a Template

To create a new workbook based on your template, click File - New, then click the

Personal category:

el meGson @ ® @ 2 - o x

Blank workbook

Personal

Search for online templates pel

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

: — =u <
it .. i
ccount o e - Create a Get started with

AR Take a tour Drop-down list Formulas

Feedback

o O

oo - - N -

You will be able to select from any available templates in the list. Click the template you

Options

would like to open:

Excel Jane Gibson @ ® 6 -2 - ] X

Blank workbook

Office

Account

N

Monthly Sales Commission... 57

Feedback

Options
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A new workbook will open (named after the template with the addition of a number after

the name), and you are ready to continue working with the file:

Autosave @0D) < Meniny Sals Corisionsand Beruzes] = Excl D search ]

Paste
~  <¥ Format Painter

file  Home Insert  Pagelayout  Formulas  Data  Review  View  Help
X Cut - A | = = » ab,
Calibri Y VAN | === & BWepTet General - 57 | Normal Neutral
@ Copy ~ o

BIU- v &-A-

Formatting v Table v

Clipboard [} Font [} Alignment [ Number 5
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Activity 2-3: Create and Use a Template

Every month you receive sales reports and you are then required to calculate the sales
commissions that are payable to the sales reps. You would like to automate the process to
save time and reduce the risk of errors.

To begin, open Activity 2-3 from your Exercise Files folder:

N Activity 2-3.xlsx
X Microsoft Excel Worksheet

17.0KB

Click File = Options, and then click on the Save category in the Excel Options
dialog box to ensure the Default personal templates location is set. Click OK once

complete:
Excel Options ? X
General [ | . =
e Customize how workbooks are saved.
Formulas
Data Save workbooks
Proofing v| AutoSave OneDrive and SharePoint Online files by default on Excel G
Save Save files in this format: Excel Workbook (*.xlsx) v
Tanguage v| Save AutoRecover information every | 10 minutes
) v| Keep the last AutoRecovered version if | close without saving
Ease of Access
AutoRecover file location: C:\Users\Jane Gibson\AppData\Local\Microsoft\Office\UnsavedFiles
Advanced
Don't show the Backstage when opening or saving files with keyboard shortcuts
Customize Ribbon v| Show additional places for saving, even if sign-in may be required.
Quick Access Toolbar Save to Computer by default
Add-ins Default local file location: C:\Users\Jane Gibson\Documents
Default personal templates location: §|C:\Users\Jane Gibson\Documents\Custom Office Templates l
Trust Center
Show data loss warning when editing comma delimited files (*.csv)

uActlvlt‘y 2-3.xlsx v

AutoRecover exceptions for:

Disable AutoRecover for this workbook only

Offline editing options for document management server files

oK I} Cancel
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3. Next, click File = Export -» Change File Type, then select Template(*.xltx) from
the Workbook File Types window, and click Save As:

Activity 2-3xlsx Jane Gibson @ ®© 6 -2 - u] X

© Export

() Home
Change File Type
Y New % Create PDF/XPS Document 9 yp
— Workbook File Types
= § Workbook (*xlsx) EE Excel 97-2003 Workbook (*xls)
Fﬁ Change File Type Uses the Excel Spreadsheet format Uses the Excel 97-2003 Spreadsheet
format
’ﬁ OpenDocument Spreadsheet (*.0ds) ’E Template (*xltx)
Uses the OpenDocument Spreadsheet Starting point for new spreadsheets
format
Macro-Enabled Workbook (*xlsm) Binary Workbook (*.xlsb)
Save As LT Macro enabled spreadsheet Optimized for fast loading and saving
Print Other File Types
Text (Tab delimited) (*txt) CSV (Comma delimited) (*.csv)
S Text format separated by tabs Text format separated by commas
E Formatted Text (Space delimited) (*.prn) Save as Another File Type
Text format separated by spaces )

Publish

Close Fﬁ

Save As

B

Account

4. If necessary, navigate to the Default personal templates location, and click Save:

il Save As X
<« R <« Users > JaneGibson > Documents > Custom Office Templates v 0 O Search Custom Office Templ...
Organize v New folder =< 0
Name Date modified Type Size
s Quick access
@ Monthly Sales Commissions and Bonuse... ~ 8/14/2020 2:49 PM Microsoft Excel Te... 18KB
i3 Microsoft Excel
@ OneDrive
[ This PC
=¥ Network
File name: | Activity 2-3.xltx v
Save as type: | Excel Template (*xltx) v
Authors:  Jane Gibson Tags: Addatag Title:  Add a title

A Hide Folders Tools v Cancel

5. Now close the open template, then open Excel 365.

D seach
7o Jn A K Se Bt JE G e e B E Iy O 4
" S Format painter u-|E Merge & Cent $-% Formatting + Table~ Tt DRI | S e s
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6. Click File - New, then click the Personal category, and select Activity 2-3:

Excel mneGoson @ ® ® 2 - O X

A B C
1 [:l
2
3
4
5
6
7
Blank workbook
Office
I
Feedback Activity 2-3 b

Options

7. A workbook titled Activity 2-31 will now be open:

Fe Home et Pagelsox Fomuss Data Revew View Hep e hare || Comments

e Kar c5l= i o

e e BIREL) 2o | Bt Custom | B B [vema s Good Newsl & | Ty O £

rase S v A- Elviegeacens « | § < % 3 | 58 8 | Comdions Formates [Cocuation | [CTSEXR oxonotory. (WG | it ekt Format Sot e | s

S FFomatpaee | B T U [EES QA Evagesc 0% [Ba| S | I 1 e TEOTERTY Qe fiae s

@ - £ | sumcio20) -
A s c ° . . s " . Sk | m w0 o a | & | s Tt [ u | v | w]| xp

1 | Monthly Sales Commissions and Bonuses

2

5 vonth

B

5 [Bonus onsaes ver Target: a5

& (commisson te 20

7

0

o] Fintame iasthame Sales  Salesarget Commission BonusTotal

[ $100000.00 $  (100,000.00) $ s - s -

n $100,000.00 $  (100,000.00) $ $ $

12 $100,000.00 $  (100,000.00) $ $ $

13 $100,000.00 $  (100,000.00) $ $ $

1 $100,000.00 $  (100,000.00) $ s $

15 $100,000.00 $  (100,000.00) $ s S

16 $100,000.00 $  (100,000.00) $ s s

17 $100,000.00 S (100,000.00) $ s - s -

18 $100,000.00 $  (100,000.00) $ S - S - -

sheett [ @ B .
Lol Aversgei0 Count3 Maxo sumo BB OB E - ) +100%

8. Now open Activity 2-3A:

i1 Home 1 Inser 1 Page Loyout | Formus et v view iy 4 Share | 2 Comments
i [w oo el 2 Wiap Tt Genenst B B e Neutral = = *““’Mvgv JORIY 2
Bcow ~ i g
~ < Format Painter BIyY = - S Merge & Cent $-%9 @A Fomatting ~ hm--l - - - © Clear - Filter v Select v
s - % E
A | 8 | ¢ | o | e mmew o | w | 1 | s | k|t |wm|[N|o | e |[a|®rR|s [T [u| v |w]|[x|v |
1 Monthly Sales Report
2
3 |vortn varen
4]
s
Chl
7 ristname  tastname saes
& [chariotte Mackenzie a s wmss7 1
o warly spencer w5 s
1 esna ot s s mwes
12]oiie sirmors ws s wenm
13 oetlan avile 2 s usenss
12 caoriele Norton w5 susum
15 varvin surton e s e
he sleuns w5 osanss
17 coor pram o s wnsas
18 e1sna Mullen w5 usen .
Sheet1 @®
B B 3 O - 1 + 100%
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9.

Select the data in cells A8 to D19, then press Ctrl + C to copy the data:

A B © D E F G | H
1 |Monthly Sales Report
2 -
3 |Month: March
4 -4
5 -
6
7 First Name Last Name Employee Number Sales
2 |Charlotte MacKenzie 431 S 127,705.87
9 |Jaslene Brennan 271 S 131,863.55
10 |[Marely Spencer 243 S 134,347.13
11 |Elisha Bryant 496 S 70,376.43
12 |Dixie Simmons 445 S 96,932.07
13 |Delilah Avila 298 S 118,871.99
14 |Gabrielle Norton 277 S 91,524.44
15 |[Marvin Burton 463 S 90,985.06
16 |Saul Blevins 111 S 129,220.99
17 |Coby Pham 302 5 107,152.15
18 |Elisha Mullen 447 S 115,954.31
19 |Annabelle Moon 164 S 136,222.25
20 | Total $ 1,351,156.24
21 |
22|
23 |

Sheet1 ©)

10. Switch to open window of the workbook Activity 2-31, place your cursor in cell

A10, then click Home - Paste - Paste Values:

AutoSave (@ of) = Activity 2-31 - Excel O Search
File Home Insert Page Layout Formulas Data Review View Help
L‘ﬁlj L"A Cut Calibri Jn LA A = v LWepTet General - iz @ Normal
B Copy ~ - =
Paste . LA === . .9 <o g0 | Conditional Formatas
o Sromatpainter | B 1 Y o~ A = Z= %= ElMerge s Center $ %9 WD Formatting v Table ~
Paste [} Font [} Alignment [} Number 5
fE‘l EI—\"/\_ ﬁ\ [9‘/ fe Charlotte
BED s | c | o | N - O Y [ (S
Paste Values Commissions and Bonuses
Loy B —
Other Paste Options
“Target: 3.5%
[ 2.0%
Paste Special...
9 First Name Last Name ployee Number Sales Sales Target Variance to Target C issil Bonus Total
10 |Charlotte MacKenzie 431 $ 127,705.87 $100,000.00 $ (100,000.00) $ S - S -
11 |Jaslene Brennan 271 $ 131,863.55 $100,000.00 $ (100,000.00) $ $ - $
12 |Marely Spencer 243 $ 124,347.13 $100,000.00 $  (100,000.00) $ $ - s
13 |Elisha Bryant 496 $  70,376.43 $100,000.00 $  (100,000.00) $ $ - s
14 | Dixie simmons a5 $  96,932.07 $100,000.00 $  (100,000.00) $ $ - 8
15 | Delilah Avila 298 $ 118,871.99 $100,000.00 $  (100,000.00) $ $ - 8
16 | Gabrielle Norton 277 $  91,524.44 $100,000.00 $  (100,000.00) $ $ - s
17 |Marvin Burton 463 $  90,985.06 $100,000.00 $ (100,000.00) $ S - S
18 |Saul Blevins 111 $ 129,220.99 $100,000.00 $  (100,000.00) $ $ )
Sheetl ®
Select destination and press ENTER or choose Paste
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11.

You will see that the calculations for commissions and bonuses update

automatically. Now you can select rows 22 to 26, then select the Delete drop-

down in the Cells group in the Home tab, and click Delete Sheet Rows:

12.

Fle Home et Fogeloyow fomies Dua Reiew Vew e

[yt i & K A ] Normal BEE 2w gy O £
[Bycopy ~ -

T Sromapuna | © T U [H 8- A Bnaseac $- % @ Sr e | T St s daes

1 |Monthly Sales Commissions and Bonuses

2

5o ]

.

7

.

s | rinthame  usthame ETm L e e s )

1o/ charttte Wockenge 4315 12770587 SI000000 § 2175 S 2s5a12 § 97 S 352382

1 astene e S s siee000 S sLamsss § 2627 Suus2 S 3

2 vrely Spencer 23§ bewnn S0000000 S anss § 2esese S115 S 3

1]t st 6 S rwmas siow000 S (memsn S Lamss S I

1o Simmons WS sesnor Swowose s (03 S 1ewed S S 1omes

15 i i 36 S usenss swowow s Insmss § 2 S s $ 30se

16 | Gabrielle Norton 2717 $ 51,524.44 $100,00000 $ (8475.56) $ 183045 $ $ 1,83049

17|Marvin Burton 63 $ 098505 $10000000 S (301494) $ 181970 S $ 181970

o sal Slevins 1§ usanss Swoowoo s mawss § 2ses syomm § s

o]coby Pham W s wnsis S00000 5 7asais § 2asos § masms § 23

2lelshe Wlen a7 S ussest Siowose s ISt S 23903 5 A0 § 28774

21 amabelle ___hioon i S 25 S100m0 s 36a205 S amass siaem S ssman

2 SimLise2 o2 Sress S99

»

2] g

sheet [ ;
] ] o e —— s

£ Search
Fle Home Insert Pagelayowt Formuas Data  Review View Hep B
rhm ol Jn AN = 2 Wap Text Generl ] Normal 8ad Good Neutral 2= = :\;'M T by
copy. © g D
e \ghzmm BIU- e G-A- Megscoter < | § - % 9| 8 | Condi Format o [t [checkcen input |5 | e et roma | SO s
Cipboara 5 Font 5l Aignment 5 Number 5 siytes  Delete Cells lting
a2 - # 3 bdesheatons |
A B c ) E F G H J K M N P Q R : JEE
1 |Monthly Sales Commissions and Bonuses B Delte Sheet
2
3 |Month:
B
5 [Bonus on Sales over Target 2%
6 |commision Rate: 20%
7
s
o | FirstName LastName Employee Number Sales _Sales Target Varlance toTarget Commission _Bonus __Total
10 Charlotte MacKenzie 431 $ 127,705.87 $100,000.00 $ 27,705.87 $ 255412 $ 969.71 $ 3,523.82
11 Jaslene Brennan n $ 131,863.55 $100,000.00 $ 31,863.55 $ 2,637.27 $111522 $ 3,752.50
12 Marely Spencer 243 $ 134,347.13  $100,000.00 $ 3434713 $ 268694 $1,202.15 $ 3,889.09
13 Elisha Bryant 4% $ 7037643 $100000.00 $ (29,623.57) $ 1,407.53 $ $ 140753
14 Dixie Simmons a5 $ 96,932.07 $100,000.00 $ (3,067.93) $ 193864 $ $ 1,938.64
15 Delilah Avila 298 $ 118,871.99 $100,000.00 $ 18,871.99 $ 237744 $ 66052 $ 3,037.96
16 Gabrielle Norton an $ 91,5244 $100000.00 $ (8,475.56) $ 183049 $ $ 1,830.49
17 Marvin Burton 463 $ 90,985.06 $100,000.00 $ (9,014.54) $ 1819.70 $ $ 1,819.70
18 Saul Blevins m $ 129,220.99 $100,000.00 $ 2922099 $ 258442 $1,022.73 $ 3,607.15
19 Coby Pham 202 $ 107,15215 $100000.00 $ 715215 $ 2,43.04 $ 25033 $ 2,393.37
20 Elisha Mullen 447 $ 115954.31 $100,000.00 $ 1595431 $ 2319.09 $ 55840 $ 2,877.49
21 Annabelle Moon 164 $ 136,222.25 $100,000.00 $ 36,2225 $ 2,724, $1,267.78 $ 3,992.22
22 $100,00000 $  (100,000.00) $ - (s - [$ B
23 $100,000.00 $  (100,000.00) $ s S
2 $100,000.00 §  (100,000.00) $ s s
25 $100,000.00 $  (100,000.00) $ - s s
26| $100,000.00 $  (100,000.00) $ -8 - 1s -
27 $1,351,156.24. $27,023.12 $7,046.84 $34,069.96
=

&Share  © Comments

13.

Excel 365 to complete the activity.
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TOPIC D: Use Data Validation in a Workbook

Data accuracy is always important when working with and analyzing information in your
workbooks, and errors in data input can have embarrassing or time-consuming
consequences. Data Validation provides you with tools to make sure that the data being
entered in your workbooks is in the correct format and is the correct type. In this topic you

will learn how to use data validation to improve data accuracy.

Topic Objectives

In this session, you will learn about:
e The Data Validation dialog box
e Data validation settings
e |nput messages

e Error alerts
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The Data Validation Dialog Box

Microsoft Excel allows you to enter any type of data in any cell by default. This allows a
great deal of flexibility when inputting data, but it also creates opportunities for making
errors that could have a negative impact on your analysis or presentation. Data validation
provides you with tools you can use, not only to prevent errors, but to also help automate

your input.

Let’s explore the available features of data validation by first looking at the Data Validation
dialog box. To open, click the Data tab on the ribbon and then click Data Validation in the
Data Tools group:

File Home  Insert  Pagelayout  Formulas  Data  Review  View  Help
NV =H 4& =/ [ =
< G E =8 Ex o EE' Eg (6§

A S [TH Queries & Connections
CHIERE (6 [ |37
Filter " Textto Flash Remove Data  Cbnsolidate Manag

Get From From FromTable/ Recent ~ Existing | Refresh Stocks Geogrpy [ @ Advanced nage
& Advance: Columns  Fill Duplicatds Validation Data Model

Data v Text/CSV Web Range  Sources Connections All~
Get & Transform Data Queries & Connections Data Types Sort & Filter Data Tools

SN N
¢ o]
E|

— <

The Data Validation dialog box has three tabs: Settings, Input Message and Error Alert. All
three play a part in controlling what happens when entered data does not match the

criteria you have defined.

Data Validation ? X

Input Message  Error Alert

Validation criteria

Allow:

Any value v lgnore blank
Data:

between v

Apply these changes to all other cells with the same settings

Clear All Cancel
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Data Validation Settings

The Settings tab allows you to set the Validation criteria to allow certain types of data in a

selected cell or range of cells:

Data Validation ? X

Settings  Input Message  Error Alert

Validation criteria

Allow:

Any value

gnore blank

Any value
Whole number
Decimal

List

Date

Time

Text length

Apply these changes to all other cells with the same settings

Clear All Cancel

The Allow field provides the following options:

e Any value, meaning no restriction on text or numbers

e Whole numbers defined by a logical condition (<, >, >=, etc.)

e Decimal numbers defined by a logical condition

e List, as defined by a range of cells from another location, or an input list
e Date, defined by a logical condition

e Time, defined by a logical condition

e Text length with minimum/maximum length settings

e Custom data, defined by a formula specific to your needs

Each option allows for a set of conditions or a range to give you greater control of what is

allowed in this cell or range.
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Input Messages

The Input Message tab allows you to define a message to be displayed when a user selects

a cell that has data validation settings applied.

Settings  Input Message  Error Alert
Show input message when cell is selected

When cell is selected, show this input message:
Title:

Input message:

Clear All Cancel
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Error Alerts

The Error Alert tab lets you define a custom message to display after invalid data is entered

in a cell, and the Style drop-down determines how you enforce your validation rules:

Data Validation ? X

Settings  Input Message  Error Alert

Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Stop

Warning
Information

Clear All Cancel

When the Style is set to Stop, invalid data will trigger the error message and the input is not

allowed. Options are Retry, Cancel, and Help:

Microsoft Excel X

@ This value doesn’t match the data validation restrictions defined for this cell.

Cancel Help
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When the Style is set to Warning, invalid data will trigger the error message and the
Warning alert will give the user four options: Yes, to accept the invalid data, No, to edit the

data, Cancel, to remove the data, and Help:

Microsoft Excel X

This value doesn’'t match the data validation restrictions defined for this cell.

Continue?

Yes Cancel Help

When the style is set to Information, invalid data will trigger the error message and the

Information alert will give the user the option to accept the value, cancel the entry, or seek

help:

Microsoft Excel X

0 This value doesn’t match the data validation restrictions defined for this cell.
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Activity 2-4: Use Data Validation

You are creating a worksheet to keep track of inventory receipts from three separate
warehouses. The data will be used to update the company inventory records, so your data

must be accurate.

1. To begin, open Activity 2-4 from your Exercise Files folder:
N Activity 2-4.xlsx

X Microsoft Excel Worksheet
9.99 KB

2. Select cells A4 to A20, then Click Data - Data Validation:

File Home  Inset  Pagelayout  Formulas  Data  Re Help
. [ Queries & Connections A .Z— ? y ;E E =B o
> z { =5 =
GBhab B8 L I B @ o o |aE 58 & By = @
Gt From From From Table/ Recent = Existing | Refresh Stocks Geography [< | 2| Sort | Fite Tetto Flash Remof  Data Qonsolidate Manage
Data~ Text/CSV Web  Range Sources Connections | Allv [2 5 & Advanced | Columns Fill Duplicaths Validation v Data Model
Get & Transform Data Queries & Connections Data Types sotafter | l——pmm s
A4 M £
A B c D E F G H J K L M N o P Q
1 Inventory Receipts
2
3 Date Warehouse Purchase Order Number
4
5
6
7
s

9
10
n
12
13
14
15
16
17
18
19
20
21
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3. Select Date from the Allow drop-down list in the Settings tab. Ensure there is a

checkmark in the checkbox labeled Ignore blank:

Data Validation ?

Settings  Input Message  Error Alert

Validation criteria

Allow:

vAnyvalue Ignore blank

Any value
Whole number
Decimal

List

Time
Text length
Custom

Apply these changes to all other cells with the same settings

Clear All ' Cancel

4. Select Less than or equal to in the Data drop-down list:

Data Validation ?

Settings  Input Message  Error Alert

Validation criteria

Allow:

Date E Ignore blank
Data:

A between

between

not between

equal to *
not equal to

greater than

less than :2
greater than or equal to

her cells with the same settings

less than or equal to

X

Clear All ' Cancel
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5. Enter “=TODAY()” in the End date field:

Data Validation ?

Settings  Input Message  Error Alert

Validation criteria

Allow:

Date j‘ Ignore blank
Data: o

less than or equal to j‘

End date: o

r:TODAYOI E'I

Apply these changes to all other cells with the same settings

Clear All Cancel

6. Select the Input Message tab, and enter “Purchase Order Receipt Date” in the

Input message field:

Data Validation ?

Settings  Input Message  Error Alert
Show input message when cell is selected

When cell is selected, show this input message:
Title:

Input message:
Purchase Order Receipt Datel

Clear All Cancel
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Select the Error Alert tab, and enter “Cell must contain a date of today or earlier”

in the Error message field, then click OK:

Clear All

Data Validation ? X
Settings  Input Message  Error Alert
Show error alert after invalid data is entered
When user enters invalid data, show this error alert:
Style: Title:
Stop v
Error message:
Cell must contain a date of
today or earlier
Cancel

Now select cells B4 to B20, click Data - Data Validation, and select List from the
Allow drop-down list in the Settings tab. Ensure there are checkmarks in the

checkboxes labeled Ignore blank and In-cell dropdown:

Data Validation

Settings  Input Message  Error Alert

Validation criteria

Allow:
List Ignore blank

In-cell dropdown

Any value
Whole number
Decimal

Date
Time
Text length
Custom

I

Apply these changes to all other cells with the same settings

X

Cancel
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9. Type “A, B, C” in the Source field and click OK:

Data Validation

Settings  Input Message

Validation criteria
Allow:
List
Data:
between
Source:

A B d

Clear All

Error Alert

v Ignore blank
In-cell dropdown

I

Apply these changes to all other cells with the same settings

Cancel

10. Now select cells C4 to C20, click Data -» Data Validation, and select Text Length
from the Allow drop-down list in the Settings tab. Ensure there is a checkmark in

the checkbox labeled Ignore blank:

Data Validation

Settings  Input Message

Validation criteria
Allow:
Text length

Error Alert

Ignore blank

Any value
Whole number
Decimal

List

£4

Clear All

*

Apply these changes to all other cells with the same settings
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11. Select equal to in the Data drop-down list, and type “5” in the Length field:

Data Validation ?

Settings  Input Message  Error Alert

Validation criteria
Allow:
Text length v Ignore blank
Data:
equal to v
Length:
5

I

Apply these changes to all other cells with the same settings

X

Clear All Cancel

12. Click on the Error Alert tab and select Warning from the Style drop-down list. Type
“Most Purchase Order Numbers are 5 characters. Please check the PO Number

for this entry.” Click OK to apply your changes:

Data Validation ?

Settings  Input Message  Error Alert
Show error alert after invalid data is entered

When user enters invalid data, show this error alert:
Style: Title:
Warning v
Error message:

Most Purchase Order Numbers
are 5 characters. Please check
the PO Number for this entry|

-

Clear All Cancel
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13. To test your new data validation, first select cell A4. You will see a ScreenTip
appear with the input message you added:

A B C D E F

1 |Inventory Receipts
2
3 Date Warehouse Purchase Order Number
4 |

o
5 Purchase
6 Order
7 Receipt Date
8
9
10

1

14. Now enter a date that is greater than today. You will see the error message you
configured in the Error Alert tab. Click Cancel:

A B © D E F G H

1 |Inventory Receipts
2
3 Date Warehouse Purchase Order Number
4| 10/7 |

a
5 Purchase
6 Order .
= Receipt Date Microsoft Excel X
8
9 @ Cell must contain a date of today or earlier
10
0 TR

15. Inthe same cell, A4, enter the current date. As the date falls within your guidelines
nothing will happen, and the value will be accepted:

A B C D E F
Inventory Receipts

Date Warehouse Purchase Order Number

[ 6/10/2020 |

Purchase
Order
Receipt Date

1
2
3
4
=
6
7
8
9

10
11
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16.

17.

18.

Now select cell B4, click on the drop-down arrow, and you will be presented with
the list you configured in the Data Validation dialog box. If you type “D”, an Error
Alert window will open with the message “This value doesn’t match the data

III

validation restrictions defined for this cell.” This is the default message that will

appear if you do not enter a custom message in the Error Alert tab. Click Cancel
and select B from the drop-down list:

A B C D E F G H | J

1 |Inventory Receipts
2
Date Warehouse Purchase Order Number

| 6/10/2020 d I~

Microsoft Excel X

@~ o w AW

9 8 This value doesn’'t match the data validation restrictions defined for this cell.

12
13
14
15

Finally, select cell C4 and type “4597”, then press Tab. An Error Alert window will
appear with the message you configured. Because you selected Warning in the
Style drop-down list, you can accept this entry as correct by clicking Yes:

A B C D E F G H |

1 |Inventory Receipts
2
Date Warehouse Purchase Order Number
[ 6/10/2020 B [ 4597]

Microsoft Excel X

0~ o w W

Most Purchase Order Numbers are 5 characters. Please check the PO Number for this entry.

[}

10 : Continue?

1 Yes Cancel Help

12
13
14
15

Save the current workbook as Activity 2-4 Complete and then close Microsoft
Excel 365 to complete the activity.
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Summary

In this lesson you have learned about ways to automate worksheets and their functionality.
You should now be comfortable managing workbook properties, recording and running

basic macros, creating and using templates, and using data validation criteria.

Review Questions

1. Where can you find the Workbook Properties displayed?

2. What is the name of the programming language that you can use to write Macros?
3. Where can you store macros that you have recorded?

4. How do you create a new workbook from a Personal template?

5. How can Data Validation help you automate data entry?
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LESSON 3:
AUDITING AND ERROR CHECKING

Lesson Objectives

In this lesson you will learn about:
e Tracing cells
e Error checking

e Evaluating formulas and using the Watch Window

e Data List Outlines
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TOPIC A: Tracing Cells

An important part of being able to build accurate and error-free workbooks is
understanding how your formulas work, where they source their data, and how the results
may impact other elements in the workbook. Tracing cells can be a valuable tool to help you
do this, by graphically displaying where data is coming from in your formulas, or how data in
a cell is being used by other formulas. In this topic you will learn about these tools and how

you can use them.

Topic Objectives
In this session, you will learn:
e How to show formulas

e How to trace precedents and dependents

e About tracer arrows
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Show Formulas

By default, Microsoft Excel shows the calculated results of a formula, but there are times
you may find it easier to understand what is happening in a worksheet, or identify the
source of a problem, by being able to see which cells contain data and which contain
formulas. You can quickly change the display in your worksheet to show formulas by clicking
the Formulas tab, and then clicking Show Formulas in the Formula Auditing group. Clicking

Show Formulas again will switch the view back to calculated results:

p—= - — T ]

File Home Insert Page Layout Formulas Data Review View Help
. (D ] &) DefineName ~ B, Trace Precedents || [4k Show Formulas
23 = i . o
* B S Ty t: A L Chacki
Insert | AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name lecbececat Watch
Function v Used v v v v Time~ Reference~ Trig~ Functions¥ | Manager B Create from Selection P Remove Arrows ~ (&) Evaluate Formula | Window
Function Library Defined Names Formula Auditing

When formulas are being displayed, you can click on any formula and Excel will display

color-coded highlights that show all the cells that are used in the formula:

G4 - fe :ROUND(FA'SEsl,ZJ L
A B c p) E F | H -

1 Employee Sales Discount Rate lo.a l

2

3 Employee Employee No. Item Number Quantity sell Price Subtotal Discount Total

4 [Ted walker 2961 NN915 1 =VLOOKUP(C4,Sheet2!/=D4*E4 |=ROUND(F4*$£51,2) |-ra-Ga

5 |Jim Skeen 3147 YR612 1 =VLOOKUP(CS,Sheet2!/ =D57ES =ROUND(F5+SESL,2) =75-G5

6 |Alice Newman 1008 k1190 1 =VLOOKUP(C6,Sheet2!4=D6"E6 =ROUND(F6*$ES1,2) =76-G6

7 |Ted Walker 2961 Ex974 2 ~VLOOKUP(C7,Sheet2!4=D7°E7 -ROUND(F7*$ES1,2) =£7-67

8 | Calvin Newsome 2875 AE68S 1 VLOOKUP(C8, Sheet2/=D8*E8 =ROUNDI(F8*$ES1,2) =F5-G8

9 Ann Smith 4934 Qc716 3 =VLOOKUP(C9,Sheet2!/=DI*E9 =RDUND(F9’$E$1,Z] =F9-G9

10 Tanya Mills 1456 KLa27 2 =VLOOKUP(C10,Sheet2 =D107E10 -ROUND(F10°$ES12)  =F10-G10

11 Colm Menally 3877 wisaa 1 =VLOOKUP(C11,Sheet2 =D11*E11 -ROUND(F11°$ES12)  =F11-G11

12 Shanaya Kavanagh 4131 £0353 1 -VLOOKUP(C12,Sheet2 =D12*E12 -ROUND(F12°$ES12)  =F12-G12
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When calculated results are displayed, you first must select the cell that contains the

formula then click your cursor in the formula bar to display these highlights:

SUM V2 x v e =ROUND(F4"SESI,2)|

A [ B | C | D E F ; H | |
1 |[Employee Sales Discount Ratel 30%1
2
3 |Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total
4 [Ted walker 2961 NN915 1 $ 76.18|$ 76.18 |$ESL,2) [s 5333
5 |Jim Skeen 3147 YR612 1 S 4280 $ 42380 S 1284 §$ 29.96
6 |Alice Newman 1008 KI190 1 $ 1913 $§ 19.13 S 574 S 13.39
7 |Ted Walker 2961 EK974 2 $ 8037 $ 160.74 S 48.22 $ 112.52
8 |Calvin Newsome 2875 AE685 1 S 4677 S 46.77 S 14.03 $ 32.74
9 |Ann Smith 4934 QC716 3 $ 5837 $ 17511 S 5253 $ 122.58
10 Tanya Mills 1456 KL427 2 $ 6134 $ 12268 S 36.80 S 85.88
11 |Colm Mcnally 3877 WwL544 1 S 7254 $ 7254 S 21.76 S  50.78
12 |Shanaya Kavanagh 4131 E0353 1 S 7284 S 7281 S 21.85 $  50.99
13 |Jim Skeen 3147 AJ755 4 $ 29.15 $ 116.60 S 3498 S 81.62
14 |Vivek Singleton 3321 VUS67 2 $ 2660 S 53.20 S 15.96 S 37.24
15 [Remv Tillman 4768 FO291 1 § 2692 § 2692 S 11.08 & 2585

Trace Precedents and Dependents

To get a more detailed view of how a formula is working, you can use either the Trace
Precedents or Trace Dependents commands. This will display tracer arrows that will

indicate the direction of the data flow to and from cells and formulas.

Precedent cells are cells within a worksheet that are the source of data for a formula in the
active cell. To display tracer arrows that indicate precedent cells, select a cell containing a

formula and click Formulas = Trace Precedents:

AutoSave = Bookl.xlsx ~ £ Search -

File Home Insert Page Layout Formulas Data Review View Help
ﬂ Z @ Q Define Name ~ E._JTrace Precedenth I Show Formulas @
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name G = . A Error Gy @ Watch
Function v Used ~ ~ ~ ~  Time~ Referencev Trigv Functions v Manager E:(]—‘ Create from Selection F; Remove Arrows ~ @ Evaluate Formula = Window
Function Library Defined Names Formula Auditing
G4 v f =ROUND(F4*$ES1,2)
| A B © D E F G H | J K L M
1 |[Employee Sales Discount Rate 30%
! \m“
3 |Employee Employee No. Item Number  Quantity Sell Price  Sub | Discount Total
4 [Ted walker 2961 NN91S 1 $ 7618 Se—7eas [P  2285]$ 5333
5 |Jim Skeen 3147 YR612 1 S 4280 $ 4280 S 1284 S 29.96
6 VAIiCe Newman 1008 KI1190 1 $ 1913 $ 1913 S 574 S 13.39
7 |Ted Walker 2961 EKS74 2 S 8037 $ 160.74 S 48.22 $ 112.52
8 |Calvin Newsome 2875 AE685 1 $ 4677 $ 4677 S 1403 $ 3274
9 |Ann Smith 4934 QC716 3 $ 5837 $ 17511 $ 5253 $ 122.58
10 |Tanya Mills 1456 KL427 2 S 6134 $ 12268 S 36.80 S 85.88
11 [Calm Menally 2277 Wi 544 1 Q@ 784 & 784 & 27176 & sn 72
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Blue arrows will appear, originating from any cells that provide source data to the selected

formula.

Dependent cells are cells within a worksheet that use the contents of the active cell in
formulas. To display tracer arrows that indicate dependent cells, select a cell that is

referenced in a formula and click the Trace Dependents command:

AutoSave s Bookl.xlsx ~ £ Search -

File Home Insert Page Layout Formulas Data Review View Help
ﬁ z @ @ @; Define Name ~ E Trace Precedents V/\ Show Formulas @
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name A\/ EnocChecking I Watch
Function v Used v v v ~  Time~ Reference~ Trigv Functions~ | Manager B Create from Selection Remove Arrows_W(%) Evaluate Formula  Window
Function Library Defined Names Formula Auditing
E1l ) fe 30%
A B € D E F G H J K L M
1 |Employee Sales Discount Rate
2
3 [Employee Employee No. Item Number  Quantity Discount Total
4 |Ted Walker 2961 NN915 1 5 2285 S 53.33
5 |Jim Skeen 3147 YR612 1 S .80 1284 S 29.96
6 |Alice Newman 1008 K190 1 $ . 574 $ 13.39
7 |Ted Walker 2961 EK974 2 $ . 4822 $ 11252
8 |Calvin Newsome 2875 AE685 1 S 3 14.03 $ 32.74
9 |Ann Smith 4934 QcC716 3 S 5 5253 S 122.58
10 |Tanya Mills 1456 KL427 2 $ . $ 36.80 $ 85.88
11 |Colm Mcnally 3877 WL544 1 S . S 21.76 S 50.78
12 |Shanaya Kavanagh 4131 EO353 1 S . s 21.85 $  50.99
13 |Jim Skeen 3147 AJ755 4 S 5 S 3498 $ 8162
14 |Vivek Singleton 3321 VU967 2 5 3 S 1596 S 37.24
15 |Remy Tillman 4268 EO291 1 S 5 S 11.08 $ 25.85
16 |Alec Farrell 2815 NE780 1 $ 2082 $ 2082 $ 625 $ 1457
17

Blue arrows will appear, originating from the selected cell, and pointing to any cell that

contains a formula that references that cell.

Tracer arrows will continue to be displayed, even if you choose to select other cells and
continue to add more tracer arrows. Clicking Formulas < Remove Arrows will remove all
arrows. You also have the option to selectively remove either precedent or dependent
arrows by clicking the Remove Arrows drop-down, and selecting either Remove Precedent

Arrows, or Remove Dependent Arrows:

AutoSave (@ off) < Bookl.xlsx ~ £ Search Jan)
File Home Insert Page Layout Formulas Data Review View Help

] D) W g E . @ <—| & Define Name ~ EL Trace Precedents [ Show Formulas F‘ e
ﬁ Z ! ! ! [i] & B9 Trace Dependents A Error Checking SO e
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name R

Watch | Calculation 22 | iote Sheet
Function v Usedv v v ~  Time~ Reference~ Trigv Functions~ | Manager BZ Create from Selection | [k RemoveArrows v (B)Evaluate Formula  Window | Options~ =0

Function Library Defined Names F, Remove Arrows Calculation

B, Remove Precedent Arrows N

53 Remove Dependent Arrows
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Tracer Arrows

As illustrated, tracer arrows referring to cells on the active worksheet will appear in blue.

References to cells on other sheets in the workbook, or in other workbooks, will display the

3

tracer arrow as a dotted black line that ends in a small worksheet icon.

A [ B (€ D E F G H
1 |[Employee Sales Discount Rate 30%
2 = mm@/
3 |Employee Employee No. Item Number ! Sell Price Subtotal Discount Total
4 [Ted walker 291  NNSts——————+—#% 7618|$ 7618 $ 2285 $ 53.33
5 |Jim Skeen 3147 YR612 1 S 4280 S 4280 S 1284 S 29.96
6 Alice Newman 1008 KI190 1 $ 1913 $ 19.13 S 574 S 13.39
7 Ted Walker 2961 EK974 2 $ 80.37 S 160.74 S 48.22 $§ 112.52
8 |Calvin Newsome 2875 AEG85 1 S 46.77 S 4677 S 14.03 S 32.74
9 |Ann Smith 4934 QC716 3 $ 5837 S 17511 S 52.53 $§ 122.58
10 [Tanya Mills 1456 KL427 2 S 6134 $ 12268 S 36.80 S 85.88
11 |Colm Mcnally 3877 WL544 1 S 7254 $ 7254 $ 21.76 S 50.78
12 |Shanaya Kavanagh 4131 EO353 1 S 7284 S 7284 S 21.85 $  50.99
13 |Jim Skeen 3147 AJ755 4 $ 29.15 $ 11660 S 3498 S 81.62
14 | Vivek Singleton 3321 VuUs67 2 $ 2660 S 53.20 S 15.96 S 37.24

You can double-click this dashed arrow to display the Go To dialog box. Selecting a

reference in the Go to list and clicking OK will open the corresponding worksheet or

workbook:

GoTo

Go to:

X

Book1.xlsx]Sheet2!SA:SB

Reference:
[Book1.xIsx]Sheet2!SA:SB

Special...

Cancel
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Activity 3-1: Tracing Cells

You have been asked to take over the job of updating a workbook that tracks employee

purchases of company products. To help you understand how the formulas work, you use

the trace cells feature.

1. To begin, open Activity 3-1 from your Exercise Files folder:

N Activity 3-T.xlsx

Microsoft Excel Worksheet

X

2.8KB

First, let’s look at the formulas on the sheet. Click Formulas - Show Formulas:

AutoSave E Activity 3-1xlsx ~ O Search JaneGibson 6 B o x
&> B | G o | o [L]
Insert  AutoSum Recently Financial Logical Text Date Math&  More Name LS 7 AR | R || Gy
rimn | e Gt s S o Tmme Dt T Rremmme | CnemEa B < e | s RO RERG
Bl o £
1 |Employee sales Discount Rate 03
: I—
3 [Employee Employee No. Quantity Sell Price Subtotal Discount
4 [Ted Walker 2961 NN915 1 =VLOOKUP(CA,Sheet2!/ =D4*E4 ~ROUND(F4*$ES1,2)
5 Jim Skeen 3147 YR612 1 =VLOOKUP(CS,Sheet2! =ROUND(F5*$ES1,2)
6 Alice Newman 1008 KI190 1 =VLOOKUP(C6,Sheet2!, =ROUND(F6*$ES1,2)
7 Ted Walker 2961 EK974 2 =VLOOKUP(C7,Sheet2!) =ROUND(F7*$E$1,2)
8 Calvin Newsome 2875 AE685 1 =VLOOKUP(C8,Sheet2!, =ROUND(F8*$ES1,2)
9 |Ann Smith 4934 Qc716 3 =VLOOKUP(C9,Sheet2!/=DI*E9 =ROUND(F9*$ES1,2)
10 Tanya Mills. 1456 KLa27 2 =VLOOKUP(C10,Sheet2 =D10°E10 =ROUND(F10°$E$1,2)
11 Colm Menally 3877 Wisas 1 =VLOOKUP(C11,Sheet2 =D11*E11 =ROUND(F11*$£$1,2)
12 /Shanaya Kavanagh a131 0353 1 =VLOOKUP(C12,Sheet2 =D12°E12 =ROUND(F12*$€51,2)
13 Jim Skeen 3147 AJTS5 a =VLOOKUP(C13,Sheet2 =D13°E13 =ROUND(F13*$E$1,2)
14 Vivek Singleton 3321 VU967 2 =VLOOKUP(C14,Sheet2 =D14°E14 =ROUND(F14*$£$1,2)
15 Remy Tillman 4268 E0291 1 =VLOOKUP(C15,Sheet2 =D15*E15 =ROUND(F15*$E$1,2) =F15-G15
16 AlecFarrell 2815 NE780 1 =VLOOKUP(C16,Sheet2 =D16°E16 =ROUND(F16%$E$1,2) =F16-G16
3
z
i
Sheetl | Sheet2 ® < 5
5] i m - + 100%
3. Now click cell G4 to highlight the elements of the formula:
G4 Y £ =ROUND(F4*$E$1,2)
1 Employee Sales Discount Rate loa !
y —
4 [Ted walker 2961 NN915 1 =VLOOKUP(C4,Sheet2!{=Da°E4. [=RouND(Fa*ses1,2) _ lra-6a
5 Jim Skeen 3147 YR612 1 =VLOOKUP(CS,Sheet2!/ =DSES '-ROUND(F5*$ES1,2) =F5-GS.
7 [Ted Walker 2961 EK974 2 =VLOOKUP(C7,Sheet2!4=D7*E7 =ROUND(F7*$E$1,2) =F7-G7
8 |Calvin Newsome 2875 AE685 1 =VLOOKUP(C8,Sheet2!/ =D8*E8 =ROUND(F8*$E$1,2) =F8-G8
9 |Annsmith 4934 ac71s 3 =VLOOKUP(C9,Sheet2!4=D9"E9 =ROUND(F9*$£$1,2) =79-G9
10 |Tanya Mills 1456 KLa27 2 =VLOOKUP(C10,Sheet2 =D10*E10 =ROUND(F10*$E51,2) =F10-610
11 Colm Menally 2877 wisas 1 =VLOOKUP(C11,Sheet2 =D11*E11 =ROUND(F11*$£$1,2) =F11-611
13 Jim Skeen 3147 AJ755 4 =VLOOKUP(C13,Sheet2 =D13*E13 =ROUND(F13*$E$1,2) =F13-G13
14 Vivek Singleton 3321 Vuge7 2 =VLOOKUP(C14,Sheet2 =D14*E14 =ROUND(F14*$£$1,2) =F14-G14
16 AlecFarrell 2815 NE780 1 =VLOOKUP(C16,Sheet2 =D16*E16 =ROUND(F16*$E$1,2) =F16-G16
:
z
i
Sheet! | Sheet2 ® <« >
® & m - + 100
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4. To switch back to viewing calculated results Press Ctrl +°

A B € | D E F G H |
1 | Employee Sales Discount Rate 30%
2 -
3 |[Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total
4 |Ted Walker 2961 NN915 1 $ 7618 S 7618 S 22.85 l $  53.33
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 S 12.84 S 29.96
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 S 574 S 13.39
7 |Ted Walker 2961 EK974 2 $ 8037 $ 160.74 S 4822 $ 11252
8 |Calvin Newsome 2875 AE685 1 S 4677 S 4677 S 14.03 S 32.74
9 |Ann Smith 4934 QcC716 3 $ 5837 $ 17511 S 5253 $ 122.58
10 |Tanya Mills 1456 KL427 2 $ 6134 $ 12268 S 36.80 S  85.88
11 |Colm Mcnally 3877 WwLs544 1 $ 7254 $ 7254 S 21.76 $  50.78
12 |Shanaya Kavanagh 4131 E0353 1 $ 7284 $ 728 $ 2185 $ 5099
13 |Jim Skeen 3147 AJ755 4 $ 29.15 S 116.60 S 3498 S 81.62
14 |Vivek Singleton 3321 VU967 2 S 2660 S 5320 S 1596 S 37.24
15 |Remy Tillman 4268 EO291 1 $ 3693 S 3693 S 11.08 S 25.85
16 |Alec Farrell 2815 NE780 1 $ 2082 $ 2082 S 6.25 S 1457
17
18
19

\ Sheet1 \ Sheet2 ®

5. Cell G4 should still be the active cell. Click Formulas = Trace Precedents:

AutoSave (@ off)

File Home

Insert

Func

6. Ablue arrow will be drawn through all the precedent cells for the formula in cell
G4. You will see that Cells E1 and F4 are being used to calculate this value:

Insert

tion v Used v v

Function Library

Activity 3-1xisx ~

Page Layout Formulas Data

Review

View

More

Time v Reference~ Trig v Functions v

P Search

Help

Name

Manager B Create from Selection

Defined Names

A Trace Precedents [\ f 7 Show Formulas

Aoz @ @ B | @
4 o] Irace Dependents

AutoSum Recently Financial Logical Text Date& Lookup & Math&

A, Error Checking ~

[ Remove Arrows v (&) Evaluate Formula

Formula Auditing

3

Watch
Window

A B € D E F G H |
1 |[Employee Sales Discount Rate
2
3 |Employee Employee No. Item Number  Quantity Sell Price Discount Total
4 [ted walker 2961  NN915 1 $ 7618 $——76:181P  2285]$ 53.33
5 |Jim Skeen 3147 YR612 1 S 4280 $ 4280 S 1284 S 29.96
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 S 574 $ 13.39
7 7Ted Walker 2961 EK974 2 $ 8037 $ 16074 S 48.22 $ 112.52
8 |Calvin Newsome 2875 AEG85 1 S 4677 S 4677 S 14.03 S 32.74
9 |Ann Smith 4934 QcC716 3 $ 5837 $ 17511 S 52.53 $ 122.58
10 Tanya Mills 1456 KL427 2 $ 6134 S 12268 S 36.80 S 85.88
11 [Calm Menallv 2877 Wi 544 1 S 754 & 7254 8 21.76 & 5078

7. Remove the tracer arrow by clicking Formulas - Remove Arrows:

AutoSave (® off)

File

Home Insert

Activity 3-Txisx ~

Page Layout ~ Formulas  Data

Review

View

A TEEBEODEE @ @

Insert

Fund

tion = Used v =

Function Library

AutoSum Recently Financial Logical Text Date& Lookup & Math &

More

Time v Reference Trig~ Functions ~

£ Search

Help

<?E| &) Define Name ~

Name

Manager B Create from Selection

Defined Names
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8. Now click to select cell E4, then click Formulas = Trace Precedents:

AutoSave = Activity 3-1xlsx ~ £ Search -

File Home Insert Page Layout Formulas Data Review View Help

}()‘( Z @ <7. & Define Name ~ B, Trace Precedents|y 7 Show Formulas

g = = = = = Ee .

< T D d v

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name FlTrace Dependents A Eror Checking

Function ~ Usedv  ~ v v Time~ Reference~ Trigv Functions~ | Manager B Create from Selection | [ Remove Arrows ~ (&) Evaluate Formula
Function Library Defined Names Formula Auditing
E4 v F =VLOOKUP(C4,Sheet2!A:B,2,FALSE)
A B C D E F G H | J K L

1 |Employee Sales Discount Rate 30%
2
3 |Employee Employee No. ltem Number  Quantity Sell Price  Subtotal Discount Total
4 |Ted Walker 2961 NN915 1 S  76.18 l $ 7618 S 2285 $ 53.33
5 |Jim Skeen 3147 YR612 1 $ 4280 S 4280 $ 1284 $ 2996
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 S 574 $ 13.39
7 |Ted Walker 2961 EK974 2 $ 8037 $ 16074 $ 4822 $ 11252
8 |Calvin Newsome 2875 AE685 1 S 4677 S 4677 S 14.03 S 32.74
9 |Ann Smith 4934 Qc716 3 $ 5837 $ 17511 $ 5253 $ 12258
10 |Tanya Mills 1456 KL427 2 $ 6134 $ 12268 S 36.80 S  85.88

9. You will see a blue arrow originating in cell C4, as well as a black dotted arrow that
originates from a small worksheet icon. Double-click on the black dotted line:

A B C D E F G H |
1 |[Employee Sales Discount Rate 30%
2
3 |Employee Employee No. Iltem Number " Quanti Sell Price  Subtotal Discount Total
4 [ted walker 2961 NNS15 +——% 7618[$ 7618 § 2285 $ 5333
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 $ 1284 $ 2996
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 $ 574 $ 13.39
7 |Ted Walker 2961 EK974 2 $ 8037 $ 16074 $ 4822 $ 11252
8 |Calvin Newsome 2875 AE685 1 $ 4677 $ 4677 $ 1403 $ 3274
9 |Ann Smith 4934 QC716 3 $ 5837 $ 17511 $ 5253 $ 12258
10 | Tanya Mills 1456 KL427 2 $ 6134 $ 12268 $  36.80 $ 8588

10. The Go To dialog box will appear and list the reference “'[Activity 3-
1.xIsx]Sheet2'!SA:SB” in the Go to window:

Go To ? X

Go to:
‘[Activity 3-1.xIsx]Sheet2'!SA:SB

Reference:

|
Special... Cancel
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11. When you select this reference, it will appear in the Reference window. You can

now click OK:

GoTo

Reference:

Special...

‘TActivity 3-1.xIsx]Sheet2'!SA:SB

o | o
|

12. Sheet2 will become active and you will see the source of the data used in the

formula:
A B

1 |ltem Price
2 [NN915 $ 76.18
3 |YR612 $ 42.80
4 |KI190 $ 19.13
5 |EK974 $ 80.37
6 |AE685 $ 46.77
7 |lac7i6  $ 58.37
g |KL427 S 61.34
9 |wis44 | $ 72.54
10 |[EO353 S 72.84
11|AJ755 $ 29.15
12|vu9e7  $ 26.60
13|E0291  $ 36.93
14 |NE780 $ 20.82
15 |RE625 $ 37.06
16 (J1222 $ 15.99
17 |RP288 $ 70.16
18 |KL244 $ 33.20
19|lQv723  $ 83.55

| Sheet
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13. Now click on Sheetl to make it the active sheet, and click Formulas > Remove

Arrows:
AutoSave (@ 0ff) s Activity 3-1:xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
" *] &) DefineName ~ EL, Trace Precedents [/ Show Formulas
D3 & SRR 4 [d

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math& More Name

53 Trace Dependents A, Error Checking ~

Watch

Function - Usedv  ~ v ~  Time~ Reference~ Tig~ Functions~ | Manager B Create from Selection F;(RemoveAnorws%f (5 Evaluate Formula  Window

Function Library Defined Names Formula Auditing

14. Then click to select cell E1. Click Formulas - Trace Dependents:

AutoSave = Activity 3-1xlsx ~ P Search -
File Home Insert Page Layout Formulas Data Review View Help
" %] & Define Name ~ Bl Tiace Precedents [ Show Formulas
B> g B & - ‘ [ed
% i =
Inset | AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name EUEERERRRS S Eror Checking Watch
Function v Usedv v ~ v Time~ Reference~ Trig~ Functions~ | Manager B Create from Selection < Remove Arrows v ) Evaluate Formula  Window
Function Library Defined Names Formula Auditing
E1 M Fo || 30%
A | B | C D H F G H | J K L M
1 |Employee Sales Discount Rate 30%)
2
3 |Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total
4 |Ted Walker 2961 NN915 1 $ 7618 $ 7618 $ 2285 $ 5333
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 $ 1288 $ 2996
6 |Alice Newman 1008 KI1190 1 $ 1913 § 1913 $ 574 $  13.39
7 |Ted Walker 2961 EK974 2 $ 8037 $ 16074 $ 4822 $ 11252
8 |Calvin Newsome 2875 AE685 1 $ 4677 $ 4677 $ 1403 $ 3274
9 |Ann Smith 4934 Qc716 3 $ 5837 $ 17511 $ 5253 $ 12258

15. Multiple blue arrows will show that the value in cell E1 is being used by the

formulas in cells G4 to G16:

A | B | © D E F | G H |
1 |Employee Sales Discount Rate
2 -
3 |[Employee Employee No. Item Number  Quantity Sell # Discount Total
4 |Ted Walker 2961 NN915 1 S 2285 S  53.33
5 |Jim Skeen 3147 YR612 1 S 1284 S 29.96
6 |Alice Newman 1008 KI1190 1 S 574 S 13.39
7 |Ted Walker 2961 EK974 2 5 48.22 $ 11252
8 |Calvin Newsome 2875 AE685 1 S 14.03 $ 32.74
9 |Ann Smith 4934 QC716 3 5 5253 $ 122.58
10 |Tanya Mills 1456 KL427 2 5 36.80 S 85.88
11 |Colm Mcnally 3877 wL544 1 S S 21.76 $ 50.78
12 |Shanaya Kavanagh 4131 EO353 1 S 5 2185 $  50.99
13 |Jim Skeen 3147 AJ755 4 5 S 3498 $ 8162
14 |Vivek Singleton 3321 VU967 2 5 S 1596 $ 37.24
15 |Remy Tillman 4268 EO291 1 5 . 5 11.08 $  25.85
16 Alec Farrell 2815 NE780 1 $ 2082 $ 2082 S 6.25 S 1457
17

16. Save the current workbook as Activity 3-1 Complete and then close Microsoft

Excel 365 to complete the activity.
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TOPIC B: Error Checking

Now that you have an understanding of how to identify formulas and trace their elements,
we will look at the different types of errors that you may encounter, and the tools that you
can use to identify and repair them. In this topic you will learn about invalid data, formula

errors, and how to check for them.

Topic Objectives
In this session, you will learn about:

e |nvalid data
e Formula errors and their types

e How to check for errors
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Invalid Data

Even with our best efforts there are times that invalid data can be introduced into a
spreadsheet. Invalid data is data that is not the correct type or quality required for any
functions or formulas that make use of it. As an example, if you have a column of dollar
values, and a date is inserted into a cell in this column, not only is the cell value incorrect,
but it could also impact any dependent calculations the refer to this column. Fortunately,
invalid data will often result in formula errors, which will alert you to a problem in your
worksheet.

Formula Errors and Their Types

When you use functions to build formulas in Excel, it is expected that the data you
reference has certain characteristics. For instance, when you multiply values, it is assumed

that all the cells referenced in the function are numbers.

When Excel does not find what it expects in precedent cells, it will often return an error
value in the dependent cell that will give you an indication of the type of error that has

occurred, which you can then use to resolve the error.

Below is an overview of the error types and what they mean:

Error Name Error Description

H#VALUE! Occurs when the type of data referenced does not match what the
function expects. An example would be adding a text value where a
number is expected.

H#REF! Occurs when a referenced cell is deleted or moved. An example would be
creating a formula adding the values of two cells then deleting one of the
cells.

#DIV/0! Occurs when a mathematical function tries to divide a number by zero.

#NAME? Occurs when Excel cannot find a named element. This often occurs when

a string in a formula does not include quotation marks.
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#NULL! Occurs when there is an incorrect operator in a range function. An
example would be using a space instead of a colon in a sum function.

#N/A Occurs when a function cannot find the value it is looking for. An example
would be the VLOOKUP function not finding a result.

#NUM! Occurs when a function references an invalid numeric value or returns a
value larger that Excel can use.

HitHHHHH Occurs when the contents of a cell are too wide to be displayed. This can
often be resolved by enlarging the column.

How to Check for Errors

To access error checking tools in Excel, you would first click the Formulas tab, then click the
Error Checking drop-down arrow. The three available options are Error Checking, Trace

Error, and Circular References.

AutoSave O~ = Bookl.xlsx ~ O Search -

File Home Insert Page Layout Formulas Data Review View Help
- Al = 5 0 Define Name ~ B, Trace Precedents V/ Show Formulas
D3 [] ’ ‘ [ed

o A .
g Trace D dent: ! Error Check
Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math&  More Name g Trace Dependents /& Error Checking 1} Watch

Function v Used v~ v v v  Time~ Reference~ Trig~ Functions~ | Manager ED Create from Selection % Remove Arrows ~ A Error Checking... w

Function Library Defined Names Forl A\ Trace Error
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Error Checking works in a similar way to a Spell Check function in a word processing
program. When launched it will allow you to cycle through all the existing errors on the

worksheet and use the available tools to resolve them:

Error Checking

Errorin cell G17

Help on this Error

=SUM(G4:G16)

Error in Value

° g

Avalue used in the formula is of the wrong

data type. e

Options...

Trace Error

Ignore Error

Previous

Edit in Formula Bar

The Error Checking dialog box provides information on (1) the location of the error, and (2)
a description of the error. You can use the buttons on the right to (3) Open the Help file for
information on the error, (4) Show the calculation steps in the formula (or Trace the Error,

if there is only one step), (5) Ignore the Error for the time being, and (6) Edit in the Formula

Bar to manually correct the error. You can use the (7) Previous and Next buttons to cycle

through all errors on the sheet.

The Trace Error command will display tracer arrows to indicate any precedents in the
formula. A red arrow will indicate the source of the error. Blue and black arrows behave the

same as in the Trace Precedents command. This will often provide you with the information

you need to correct the error:

A B | c D

1 :Employee Sales '
2

Discount Rate

E

F

G H

30%
Sell Price  Sub Discount Total

3 ‘Employee Employee No. Item Number  Quantity

4 [Ted walker 2961  NN915 1 $ 7618 Nw91d—WVALUE! [ #vALUE!
5 |Jim Skeen 3147 YR612 1 S 4280 $ 4280 S 12.84 S 29.96
6 |Alice Newman 1008 K1190 1 $ 1913 $ 19.13 S 574 S 13.39
7 ‘Ted Walker 2961 EK974 2 $ 80.37 $ 160.74 S 48.22 $ 11252
8 ‘Calvin Newsome 2875 AE685 1 S 46.77 S 4677 S 14.03 $ 32.74
9 |Ann Smith 4934 QC716 3 $ 5837 $§ 17511 S 52.53 $ 122.58
10 |Tanya Mills 1456 KL427 2 S 6134 S 12268 S 36.80 S 85.88
1 ‘Colm Mcnally 3877 WL544 1 S 7254 $ 7254 S 21.76 S 50.78
12 ‘Shanaya Kavanagh 4131 EO353 1 S 7284 $ 7284 S 2185 S 50.99
13 |Jim Skeen 3147 AJ755 4 $ 29.15 $ 11660 S 3498 S 81.62
14 |Vivek Singleton 3321 VUS67 2 S 2660 $ 5320 S 15.96 S 37.24
15 ‘Remy Tillman 4268 EO291 1 $ 3693 $ 3693 S 11.08 $ 25.85
16 ‘Alec Farrell 2815 NE780 1 S 2082 $ 2082 S 6.25 S 14.57
17 Total $ 94016 " Avalue! 7 svALUE!

18|
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The Circular References command highlights any cells that contain a formula with a circular

reference. A circular reference is when a formula refers to any cell that contains a reference

to the results of that formula.

i € @ 9- E Z I
File Home Insert Page Layout Formulas Data Review View Help
O - B kY
f\f Z . E & Define Name ;_-,TracePrecedents VA Show Formulas @ B Calculate Now
- =H B B = = = — , 2, P
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name 3 Trace Dependents - |/bgErtor Checking Watch | Calculation [ 1 1ote sheet
Function v Usedv v - ~  Time~ Reference~ Tig~ Functions~ | Manager B3 Create from Selection | [ Remove Arows v A, Error Checking... >w | Options~ =8
Function Library Defined Names Forl A\ Trace Error Calculation
H17 - B3 Circular References |
A B C D E F G H | J K L M o P
1 |[Employee Sales Discount Rate 30%
2
3 |Employee Employee No. Item Number  Quantity Sell Price  Subf Discount Total
4 [Ted Walker 2961 NN915 1 S 76.18 NNIIS— MVALUE! | #VALUE!
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 $| 1284 $ 29.96
6 |Alice Newman 1008 KI1190 1 $ 1913 $ 1913 $ 574 $ 13.39
7 |Ted Walker 2961 EK974 2 $ 8037 $ 16074 $| 4822 $ 11252
8 | Calvin Newsome 2875 AE685 1 $ 4677 $ 4677 $| 1403 $ 3274
9 |Ann Smith 4934 Qc716 3 $ 5837 $ 17511 $| 5253 $ 12258
10 |Tanya Mills 1456 KL427 2 $ 6134 S 12268 S 36.80 $ 85.88
11 |Colm Mcnally 3877 WL544 1 $ 7254 $ 7254 $| 2176 $ 5078
12 |Shanaya Kavanagh 4131 E0353 1 $ 7284 § 7284 S 2185 $ 5099
13 |Jim Skeen 3147 AJ755 4 $ 2915 $ 11660 $| 3498 $ 8162
14 |Vivek Singleton 3321 VU967 2 $ 2660 $ 5320 $| 1596 $ 37.24
15 |Remy Tillman 4268 E0291 1 $ 3693 $ 3693 $| 1108 $ 2585
16 |Alec Farrell 2815 NE780 1 $ 2082 $ 2082 $
17| Total $ 940.16 © 4
”

Typically, Excel will warn you at the time you attempt to create a circular reference:

Microsoft Excel X

There are one or more circular references where a formula refers to its own cell either directly or indirectly. This might cause them to calculate incorrectly.

Try removing or changing these references, or moving the formulas to different cells.
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Activity 3-2: Error Checking

131

A colleague has been managing a worksheet for you while you were on holiday. When you

return and review the worksheet, you notice there are errors in some of the formulas. You

need to troubleshoot the errors:

1. To begin, open Activity 3-2 from your Exercise Files folder:

X

N Activity 3-2.xlsx

Microsoft Excel Worksheet
12.8 KB

2.  You notice there are several error types. Start by selecting cell G4, which contains a
#REF! error, then click Formulas - Error Checking - Trace Error:

AutoSave (@ 0f) P Search

Fle  Home nsert  Pagelayout Formulas Data  Review View  Help 4 Share 0 Comments

fx lellll ] @ C@‘”””V ICH\NW

inset  AutoSum Recenty Financal Logical Text Date & Math&  Mor me Calculatior
Function v Used ~  Time~ Reference~ Trig~ Functio M nager B Create from Selectior ohan "7 BB Calculate Sheet

Fundtion Library Defined Names Calculatio ~
Ga fe | =ROUND(F4*#REF!,2) 9%
A 8 c [ E F G H J K M o P a
1 Employee Sales Discount Rate 30%
2
3 |Employee Employee No. Item Number _ Quantity _ Sell Price _Subtotal _ Discount _ Total
4 [Ted walker 2961 NN91S 1 S 7618 $ 76.18[  #REFI r #REF!
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 #REF! HREF!
6 |Alice Newman 1008 KI190 1 s 1913 $ 19137 smerl | sReF!
7 |Ted Walker 2061 EK97A 2 S 8037 $ 16074  #merl | sReF!
8 |Calvin Newsome 2875 AE6SS 1 s 4677 $ 4677 smerl | smerl
9 |Ann smith 4934 Qc7e 3 $ 5837 § 17511 #ReFl | #ReF
10 |Tanya Mills 1456 K427 2 no1s " #value! 7 #vaLue! | #VALUE!
11 |Colm Menally 877 wisa 1 s 7254 $ 72547 #ReFl | ReRl
12 |shanaya Kavanagh 4131 E0353 1 $ 7284 $ 7288 #ReEFl | #REF!
13 |Jim Skeen 3147 AIT5S a $ 2915 $ 11660 | #REF! HREF
14 |Vivek Singleton 321 VU7 2 $ 2660 $ 5320  #REFl | #REF!
15 |Remy Tillman 4268 E0291 1 $ 3693 $ 3693  #REFl | #REF!
16 |AlecFarrell 2815 NE780 1 $ 2082 $ 2082 #Rer! HREF!
17 Total 7 #VALUE! | #REF! #NULLL
18
19
Sheet1 | Sheet2 ®

B i o - i + 100

3.  You will see that there is only one blue arrow tracing from the cell F4. It seems the
formula has lost the reference to the discount amount:

A B C D E F G H
1 Employee Sales Discount Rate 30%
2
3 [Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total
4 [Ted walker 2961 NN915 1 $ 7618 $e—7! #REF! [ #REF!
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 42.80  #REF! #REF!
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 #REF! | #REF!
7 |Ted Walker 2961 EK974 2 $ 8037 ¢ 160.74  #REF! | #REF!
8 |Calvin Newsome 2875 AE685 1 $ 4677 $ 4677 #REF! | #REF!
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4. Click in the formula bar and select the “#REF!” text:

5. Now click on cell E1 to insert a reference to that cell in the formula:

SUM v X « £ | =ROUND(F4*HREFL2)

A B ROUND(number, num_digits) | E F G H
1 |[Employee Sales Discount Rate 30%
2
3 |[Employee Employee No. Item Number  Quantity Sell Price _ Subtotal Discount Total
4 |Ted Walker 2961 NNS15 1 $ 7618 | S’—':‘ﬁ.—]:S—MREF!,Z) r #REF!
5 |Jim Skeen 3147 YR612 1 S 4280 S 42.80 #REF! 7 HREF!
6 |Alice Newman 1008 KI150 1 $ 19.13 $§ 19.13 r #REF! r #REF!
7 |Ted Walker 2961 EK974 2 $ 80.37 $ 160.74 r #REF! r #REF!

El v X « £ | =ROUND(F4*E1|2)

| A B ROUND(number, num_digits) | E F G H
1 |Employee Sales Discount Rate§_ 1 _30%
2
3 |Employee Employee No. Item Number  Quantity Sell Price _Subtotal Discount Total
4 |Ted Walker 2961 NN915 1 S 76.18 | $e—76:18E1,2) [ #rer!
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 42.80  #REF! | #REF!
6 |Alice Newman 1008 KI190 1 $ 1913 $ 19137 #ReF! | #REF!
7 |Ted walker 2961 EK974 2 $ 8037 $ 160.74 #REF! | #REF!

6. Make sure to press F4 to create an absolute reference:
E1 v X « £ || =ROUND(F4*$ES1}2)
A B | | ROUND(number, num_digits) | E F G H
1 |Employee Sales Discount Rate| & _30%
2
3 |[Employee Employee No. Item Number  Quantity Sell Price _Subtotal Discount Total
4 |Ted walker 2961 NN915 1 $  76.18 | $+—76:183ESL,2) [ #rer!
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 HREF! | HREF!
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 #REF! | #REF!
7 |Ted walker 2961 EK974 2 $ 8037 $ 150.74t #REF! | #REF!
7. Then copy the corrected formula down to cell G16:
A B ‘ c ‘ D E F G H

1 |[Employee Sales Discount Rate 30%
2
3 [Employee Employee No. Item Number  Quantity Sell Price Subtotal Discount Total
4 |Ted walker 2961 NN915 1 $ 7618 $ 76.18|S  2285|$ 53.33
5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 #REF! #REF!
6 |Alice Newman 1008 KI190 1 $ 1913 $ 193 #REF! #REF!
7 |Ted Walker 2961 EK974 2 $ 8037 $ 160.74[ #REF! #REF!
8 |Calvin Newsome 2875 AE685 1 $ 4677 $ 46.77| #REF! #REF!
9 |Ann Smith 4934 Qc716 3 $ 5837 $ 17511 #REF! #REF!
10 |Tanya Mills 1456 KL427 2 ng1s " svaLUE! [ #VALUE! [ #VALUE!
11 |Colm Mcnally 3877 WL544 1 $ 7254 $ 7254[ #REF! #REF!
12_Shanaya Kavanagh 4131 EO353 1 S 7284 $§ 7284 f #REF! #REF!
13 |Jim Skeen 3147 AJ755 4 $ 2915 $ 116.60 | #REF! #REF!
14 |Vivek Singleton 3321 VU967 2 $ 2660 $ 53.20[ #REF! #REF!
15 |Remy Tillman 4268 E0291 1 $ 3693 $ 36.93| #REF! #REF!
16 |Alec Farrell 2815 NE780 1 $ 2082 $ 2082[ #rer! [, #REF!
17 | Total 7 #VALUE! #REF! #NULL!
18
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8. Now click on cell H10, where there is a #V/ALUE! error, and again click Formulas =
Error Checking - Trace Error. You will see a red arrow indicating the source of the

value error, and that cell F10 will be selected:

9. Click Formulas -» Error Checking, and you will see, under the Error in Value

F10 v fe =D10*E10

A | B © D E F G H
1 |[Employee Sales Discount Rate 30%
2
3 |Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total
4 Ted Walker 2961 NN915 1 S 7618 S 7618 S 2285 S 53.33
5 |Jim Skeen 3147 YR612 1 S 4280 S 4280 S 12.84 S 29.96
6 |Alice Newman 1008 KI1190 1 $ 19.13 $ 1913 S 574 S 13.39
7 |Ted Walker 2961 EK974 2 S 80.37 S 160.74 S 4822 $ 112.52
8 |Calvin Newsome 2875 AE685 1 S 46.77 S 4677 S 14.03 S 32.74
9 |Ann Smith 4934 QcC716 3 $ 5837 $ 17511 S 5253 $ 12258
10 |Tanya Mills 1456 KL427 —2——n%i5 ! L t 4 VALUE!
11 |Colm Mcnally 3877 WL544 1 $ 7254 $ 7254 S 2176 $  50.78
12 |Shanaya Kavanagh 4131 E0353 1 S 728 S 7284 S 2185 $  50.99
13 |Jim Skeen 3147 AJ755 4 $ 2915 $ 116.60 S 3498 S 8162
14 |Vivek Singleton 3321 VU967 2 S 2660 S 5320 $ 1596 S 37.24

heading, that a value used in the formula is of the wrong data type:

A B c D E F G H [ J
1 Employee Sales Discount Rate 30%

2

3 [Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total

4 |Ted Walker 2961 NN915 1 $ 7618 $ 7618 $ 2285 $ 53.33

5 |Jim Skeen 3147 YR612 1 $ 4280 $ 4280 $ 1284 $  29.96

6 |Alice Newman 1008 K1190 1 $ 1913 $ 1913 $ 574 $ 13.39

7 |Ted Walker 2961 EK974 2 $ 8037 $ 16074 $  48.22 $ 11252

8 | Calvin Newsome 2875 AE685 1 $ 4677 $ 4677 $ 1403 S 3274

9 |Ann Smith 4934 Qc716 3 $ 5837 $ 17511 $ 5253 $ 12258

10| Tanya mills 1456 K427 ro5——[wvatuEr T —svator—#VALUE!

11 |Colm Mcnally 3877 WL544 1

12 |Shanaya Kavanagh 4131 EO353 1 | Brror Checking ?
13 |Jim Skeen 3147 AJ755 4 | Ermorin cell F10

14 | Vivek Singleton 3321 VU967 2 | -pioer0 Help.on this frror
15 |Remy Tillman 4268 EO291 1 Error in Value Show Calculation Steps
16 |AlecFarrell 2815 NE780 1 |} Avalue used in the formula is of the wrong

17 [Total data type. Ignore Error

18 Edit in Formula Bar
19

Sheet1 ‘ Sheet? (_B Options... Previous Next
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10. Click cell E9 and drag the handle down to copy the formula to cell E10. You will see
that the error in cell F10 is replaced by the correct calculated amount, and the
options in the Error Checking dialog are grayed out:

A B © D E F G H | J K
1 |Employee Sales Discount Rate 30%
2 '
3 [Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total
4 |Ted walker 2961 NN915 1 $ 7618 S 7618 $ 2285 $  53.33
5 |Jim Skeen 3147 YR612 1 $ 4280 S 4280 S 1284 S 29.96
6 |Alice Newman 1008 K110 1 $ 1913 $ 1913 $ 574 $ 13.39
7 |Ted Walker 2961 EK974 2 $ 8037 S 160.74 S 4822 $ 112.52
8 |Calvin Newsome 2875 AE685 1 S 4677 S 4677 S 14.03 $ 3274
9 [Ann Smith 4934 Qc716 3 $ 5837(S 17511 S 52.53 S 122.58
10 |Tanya Mills 1456 KL427 2 S 6134 |% 12268 $ 3680 $  85.88
11 |Colm Mcnally 3877 WL544 1 $ 7254 ) 7254 S 21.76 S 50.78
12 |Shanaya Kavanagh 4131 E0353 1 $ 7284 S 7284 $ 21.85 $ 5099
13 |Jim Skeen 3147 AJ755 4 $ 2915 .S 116.60 . S 3493 S 8162
14 |Vivek Singleton 3321 VU967 2E e
15 |Remy Tillman 4268 EO0291 1 Error in cell F10
16 |AlecFarrell 2815 NE780 E | I— [ Resume
17 |Total
8‘ Error in Value Show Calculation Steps
:9 l;:taalt;;ptied in the formula is of the wrong (i
20
1 Edit in Formula Bar
21|
22 Options... Previous Next E
Sheetl | Sheet2 ®

11.

error:

Error in cell F10
=D10*E10

Error in Value

Click the Resume button in the Error Checking dialog box to move to the next

Resume [\..

Avalue used in the formula is of the wrong
data type.

Options...

AF

Show Calculation Steps

Ignore Error

Edit in Formula Bar

Previous

Next
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12. The Error Checking dialog box will now be referencing a #NULL! error in cell H17,
where the ranges in the formula do not intersect. As you can see in the formula,
“=SUM(H4 H16),” a space has been used instead of a colon to separate the two cell

references:
A B C D E F G H

1 Employee Sales Discount Rate 30%
2
3 |Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total

4 Ted Walker 2961 NNS15 1 S 7618 $ 7618 S 2285 S 53.33
5 |Jim Skeen 3147 YR612 1 S 4280 $ 4280 S 12.84 S 29.96
6 |Alice Newman 1008 KI190 1 $ 19.13 $ 1913 S 574 S 13.39
7 |Ted Walker 2961 EK974 2 $ 80.37 $ 16074 S 48.22 $ 112.52
8 |Calvin Newsome 2875 AE685 1 S 46.77 S 4677 S 14.03 S 32.74
9 |Ann Smith 4934 QcC716 3 $ 5837 $ 17511 S 52.53 $ 122.58
10 Tanya Mills 1456 KL427 2 S 6134 $ 12268 S 36.80 S 85.88
11 |Colm Mcnally 3877 WL544 1 $ 7254 $ 7254 $ 2176 $ 5078
12 |Shanaya Kavanagh 4131 EO353 1 S 728 $ 7284 S 21.85 S 50.99
13 |Jim Skeen 2147 AI1755 a S 2915 4 11660 $ 3498 $ 8162
14 |Vivek Single Error Checking ? X |3 1596 S 37.24
15 Remy Tillma Errorin cell 17 i S 11.08 S 25.85
16 |Alec Farrell T G Help on this Error {ls 6. 4
17]Total Null Error Show Calculation Steps $ 304.89 im
:g The ranges in the formula do not intersect. (e B

20 Edit in Formula Bar

21

22 Options... Previous Next

23

24

13. Click the Edit in Formula Bar button:

Sheet1 | Sheet2 |

Errorin cell H17

=SUM(H4

Null Error

H16)

®

The ranges in the formula do not intersect.

Options...

Help on this Error

Show Calculation Steps

Ignore Error
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14. Replace the space with a colon, then press Enter:

SUM v X  f || =SUM(H4:H16)
A | B SUM(number1, [number2], ...) E | F G H
1 |Employee Sales Discount Rate 30%
2 -
3 |Employee Employee No. Item Number  Quantity Sell Price  Subtotal Discount Total
4 Ted Walker 2961 NNS15 1 $ 7618 S 7618 S 2285 | S 53.33
5 |Jim Skeen 3147 YR612 1 S 4280 S 42380 S 12.84 | S 29.96
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 $  574|$  13.39
7 |Ted Walker 2961 EK974 2 $ 8037 $ 160.74 S 4822 | $ 112,52
8 |Calvin Newsome 2875 AE685 1 S 4677 S 46.77 S 14.03 (S 3274
9 |Ann Smith 4934 Qc716 3 $ 5837 $ 17511 S 52.53 | $ 122.58
10 ‘Tanya Mills 1456 KL427 2 $ 6134 $ 12268 S 36.80 | $ 85.88
11 |Colm Mcnally 3877 WL544 1 S 7254 S 7254 S 21.76 | S 50.78
12 |Shanaya Kavanagh 4131 EO353 1 S 7284 S 7284 S 21.85( S 50.99
13 Jim Skeen [ Renmaames - A-mmac A eeccn § 0 3498|$  8L62
14 |Vivek Singlt ~° $ 1596|$ 37.24
15 |Remy Tillmf Error in cell H17 | S 11.08 | $ 25.85
16 Alec Farrell  =sum(H4 H16) Eeslime I S 6.25| S 1457
17 |Total Null Error Show Calculation Steps $  304.89 |H16)
18 The ranges in the formula do not intersect.
19 Ignore Error
20_ Edit in Formula Bar
21|
22 Options... Previous Next
23
15. The #NULL! Error is replaced with the correct calculated value:
A B € D E | F G H
1 |Employee Sales Discount Rate 30%
2 -
3 |[Employee Employee No. Item Number  Quantity Sell Price Subtotal Discount Total
4 |Ted Walker 2961 NN915 1 $ 7618 $ 7618 $ 2285 S 53.33
5 |lim Skeen 3147 YR612 1 S 4280 $ 4280 S 1284 S 29.96
6 |Alice Newman 1008 KI1190 1 $ 1913 $§ 19.13 S 574 S 13.39
7 |Ted Walker 2961 EK974 2 S 80.37 $ 160.74 S 48.22 $ 112.52
8 |Calvin Newsome 2875 AE685 1 S 4677 S 4677 S 14.03 S 3274
9 |Ann Smith 4934 QC716 3 $ 5837 $ 17511 S 5253 $ 122.58
10 |Tanya Mills 1456 KL427 2 $ 6134 S 12268 S 36.80 S 85.88
11 |Colm Mcnally 3877 WL544 1 $ 7254 $ 7254 S 2176 $  50.78
12 |Shanaya Kavanagh 4131 EO353 1 S 728 $ 7284 S 21.85 $  50.99
13 |Jim Skeen | e e - SAnnas R A—ee==al s 3498 S 8162
14 |vivek Singl ©°' $ 1596 $ 37.24
15 |Remy Tillm{ Errorin cell H17 B 11.08 $ 25.85
16 |AlecFarrell  —sumH4 H1g) Eestine | $ 6.25 $ 1457
17 |Total Null Error Show Calculation Steps $ 30489 $ 71145
18 The ranges in the formula do not intersect.
19 Ignore Error
20 Edit in Formula Bar
21
22 Options... Previous Next
23
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16. Click the Resume button again and an Alert window will appear indicating that the

error chick is complete. Click OK:

The error check is complete for the entire sheet.

Microsoft Excel X

17. The Error Checking dialog box will close, and you will see that all the errors have

been resolved:

Fle  Home Insert  Pagelayout  Formulas Data  Review  View  Help & Share
ﬁ‘_ Z E <:‘E| Q) Define Name ~ SJTra(ePretedmls 7 Show Formulas @ B Calculate Now
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name BeceDependents  AError Checking ~ | 5 | jation
Funcon v Usedv  ~ < Tome Pt T Rnsimss || Kl e e | s © @R | (ihtey | @ S e
Function Library Defined Names Formula Auditing Calculation
H18 ~ £
A ] c [} E F G H ! J K L M N o [
1 |[Employee Sales Discount Rate 30%
2
3 [Employee Employee No. Item Number _ Quantity _Sell Price _Subtotal _ Discount __Total
4 |Ted Walker 2961 NN91S 1 $ 7618 $ 7618 $ 2285 $ 53.33
5 |sim Skeen 3147 YR612 1 $ 4280 § 4280 § 1284 $ 299
6 |Alice Newman 1008 KI190 1 $ 1913 $ 1913 $§ 574§ 1339
7 |Ted walker 2961 EK974 2 $ 8037 $ 16074 § 4822 § 11252
8 |Calvin Newsome 2875 AE685 1 $ 4677 $ 4677 $ 1403 § 3274
9 |Ann Smith 4934 Qac716 3 $ 5837 $ 17511 $ 5253 $ 12258
10 |Tanya Mmills 456 K427 2 $ 6134 $ 12268 $ 3680 $ 8538
11 |Colm Menally 877 wisaa 1 $ 7254 $ 7254 $ 276 $ 5078
12 |shanaya Kavanagh 4131 EO353 1 $ 7284 $ 7284 $ 2185 $ 5099
13 |Jim Skeen 3147 AJT55 4 $ 2915 $ 11660 $ 3498 $ 8L62
14 |Vivek singleton 3321 Vg7 2 $ 2660 $ 5320 $ 1596 $ 3724
15 |Remy Tillman 4268 EO291 1 $ 3693 $ 3693 $ 1108 $ 2585
16 |AlecFarrell 2815 NE780 1 $ 208 $ 208 $ 625 $ 1457
17 |Total $1,01634 $ 304.89 $ 71145
18 1
19
20
Sheetl | Sheet2 ® <

Reaty S ] o - i

o x

© Comments

+ 100%

18. Save the current workbook as Activity 3-2 Complete and then close Microsoft

Excel 365 to complete the activity.

© 20019-2025Ultimate IT Courses Training Materials Inc.

137



Microsoft 365 Excel: Part 3 138

TOPIC C: Evaluating Formulas and Using the
Watch Window

As your formulas and workbooks become more complex, it can become difficult to keep
track of the impact that any changes will make when you update and edit your files.
Fortunately, Excel provides you with tools that you can use to monitor and evaluate your
formulas so you can be sure they are operating correctly. In this topic you will learn about

the tools you can use to track activity in your workbook or other open workbooks.

Topic Objectives
In this session, you will learn about:

e The Watch Window
e The Camera tool

e The Evaluate Formula tool
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The Watch Window

As the workbooks you create or work with become larger and more complicated, you may
find that there are formulas throughout the workbook that you will need to frequently
check on as you work to ensure the values are correct, or that the results of changes are
what you expect. The Watch Window provides you with the ability to display, in one place,
the results of many formulas throughout your workbook.

To use the Watch Window, click Formulas = Watch Window:

AutoSave D~ Activity 3-2.xIsx ~ £ search Jane Gibson G &l -

File Home Insert Page Layout Formulas Data Review View Help & Share
O - B Y

f\, Z @ <?|3 & Define Name ;_, Trace Precedents [/ Show Formulas @ T
N e — — ! i Trace Dependents A Error Checki

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name & Trace Dependents /5 Error Checking Watch | || Calculation {2 1 ive sheet
Function v Usedv - ~  Time~ Reference~ Trig~ Functions~ | Manager B3 Create from Selection | [Fx Remove Arrows ~ (%) Evaluate Formula| ' Window || Options~ =8

Function Library Defined Names Formula Auditing Calculation

The Watch Window dialog box will appear:

Watch Window

(75 Add Watch...

Book Sheet Name Cell Value Formula

To add a formula, or formulas, to the Watch Window, click the Add Watch button:

v X

Watch Window

(7 Add Watch...l\
L2\

Book Sheet Name Cell Value Formula
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In the Add Watch dialog box that opens, you can select a cell, or cells, to watch. Once you
have selected the cell(s), click Add:

Add Watch ? X

Select the cells that you would like to watch the value of:
=Sheet1!SFS16] +

Add k‘ Cancel

The watch window will now display information about your watched cells, including the
workbook and worksheet in which the cells reside, the name of the cell (if it has been given

a name), the cell reference, the value, and the formula. The Watch Window will remain

visible even if you switch to another worksheet, or another workbook. Any changes to the

watched value or to the formula will display immediately in the window:

. v X
Watch Window

(23 Add Watch...

Book Sheet Name Cell Value Formula

Bookl.xlsx Sheetl F16 $281.67 =SUM(F4:F15)

You can add more values to the window by clicking Add Watch and selecting more cells. To
remove values, select the cell you would like to remove and click Delete Watch. When you

are finished with the watch window you can simply click the Close (X) button.

Watch Window T

?u Add Watch... %, Delete \".’at[c\h

Wy
Book Sheet Name Cell Value Formula

Bookl1.xlsx Sheetl $281.67 =SUM(F4:F15)
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The Camera Tool

Another way to track changes in a separate worksheet or workbook is using the Camera
tool. With it you can capture an image of a cell, a group of cells, or even charts or images.
You can then place the image on the sheet you are working on, and it will update in real

time to any changes that are made.

The Camera tool is not available by default. To enable it right-click on any of the tabs in the

ribbon list and click Customize the Ribbon:

AutoSave © ~ = Bookl.xlsx ~ £ Search

File Home Insert Page Layout Formi='== S Dmecion o Help
Customize the Ribbon...

h -
ﬁc Z E Collapse the Ribbon X @;Def'"eName v

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More Name
Function v Used v v v v Time~ Reference~ Trig~ Functions~ | Manager E:no Create from Selection

Function Library Defined Names
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The Excel Options dialog box will open with the Customize the Ribbon category selected.

Select the Quick Access Toolbar category instead:

Excel Options

General
Formulas
Data

Proofing

Save
Language
Ease of Access

Advanced

Customize Ribbon

Quick Access Toolbar

T

Trust Center

[.g“[%] Customize the Quick Access Toolbar.

Choose commands from:(®

l Popular Commands

<Separator>

Add or Remove Filters
AutoSave

Borders

Calculate Now
Center

if] Conditional Formatting
Copy

Create Chart

Custom Sort...

Cut

Decrease Font Size
Delete Cells...

Delete Sheet Columns
Delete Sheet Rows
Email

Fill Color

Font

Font Color

Font Size

Format Cells

Format Painter

H Freeze Panes

Increase Font Size

HA~E~

»

[]

&

Show Quick Access Toolbar below the
Ribbon

Customize Quick Access Toolbar: (D

l For all documents (default)

AutoSave

Save

Customizations: D)

Import/Export ¥ |0

| ok

I l Cancel
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In the Choose commands from drop-down list select Al Commands:

Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Excel Options
G | . .
enera _[é' Customize the Quick Access Toolbar.
Formulas -
Choose commands from: (@
Dat
ot Popular Commands [
Proofing Popular Commands A
Save Commands Not in the Ribbon
All Commands
Language Macros N
Ease of Access || |-
File Tab

Print Preview Tab

Background Removal Tab

Home Tab
Insert Tab
Draw Tab

Page Lavout Tab
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Scroll down the list and select Camera, then click the Add button to the right of the list,
then click OK:

Excel Options ? X
General . .
E%’] Customize the Quick Access Toolbar.
Formulas
Choose commands from: () Customize Quick Access Toolbar: (D
Data All Commands v ‘ For all documents (default) v
Proofing
Tcntcn’urrﬂ)n
Save Calculate Now = % é\auj:Save
Language [;?:J Calculate PivotTable with Changes z) Undo |’
Calculate Sheet
Ease of Access Calculation GJ G Redo |'
Advanced Calculation Options » e
Calculations @
Customize Ribbon Calculations @
Quick Access Toolbar
Add-ins
¥ Cancel Refresh
Trust Center AX Cast a shadow of yourtextonth... » Add >> ’ZI
fiZ Cell Styles » << Remove -
Cells ©
= Center
ER Certified
Change GJ

d]] Change Chart Type
[E] Change Data Source...

i3d Change Graphic 4
Z Change Outline Color

[F_b' Change Page Orientation >
B3d Change Picture =
lrea | ) [ Ty

Show Quick Access Toolbar below the Customizations: Y
Ribbon Import/Export ¥ | ®

o | e |

You will now see the Camera tool icon in the Quick Access Toolbar:

|

AutoSave ) ~

File Home Insert Page Layout Formulas Data Review View

A T EHEBREAELE @ @ O

Insert  AutoSum Recently Financial Logical Text Date & Lookup& Math&  More
Function v Used ~ v v v Time~ Reference~ Trig~ Functions~

Bookl.xlsx ~

Function Library
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To capture an image, first select the range of cells that you would like to monitor:

A B C D E | F | 6 | H |
1 |Inventory Status
2
3 [item |
4 |NN915 84 -3 81
5 |YR612 294 -12 282
6 |K1190 47 0 a7
7 |EK974 245 0 245
8 |AE685 163 -7 156
9 |ac716 21 -4 17
10 [KL427 252 0 252
11 |wLs44 98 0 98
12 |[EO353 271 -26 245
13 [AJ755 243 0 243
14 |VU967 212 100 312
15 [E0291 198 -9 189
16 |
17|
18
19 |
20

| Sheetl | Sheet2 | Sheet3 ®

Next, click the Camera icon in the Quick Access Toolbar:

AutoSave z) v £ Search

Bookl.xlsx ~

File Home Insert Page Formulas Data Review View Help
L{i [%I; ) Calibri Y11 VAN === v 2BWrapText

& B I U+~ i &vﬁv === ||E = Merge&Center v
Clipboard Font N Alignment N

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3 146

Finally, go to the location where you want to place the image and click where you would like
to place the top left corner. The image will be placed, and when data changes in the original
range, it will be updated in the image. The image can also be moved, scaled, or formatted

like any other picture:

A B (€ D E F G H | J K L M N

1 |Daily Inventory Transactions @

2 $

3 |ltem Type  Reference Price Qty Value o, O- )

4 lac7is o 126547 S 58.37 4 5 23348 Iltem Start Count Adjustments  End Count

5 |KL244 o] 126552 S 33.20 -1 -$ 365.20 NNS1S & 3 81

6 EO353 o 126557 S 72.84 -12 S  874.08 YRE12 24 2 282
KI190 47 0 47

7 EO353 (o] 126571 S 72.84 -10  -S  728.40

8 KL244 R P0O2387 S 33.20 50 $ 1,660.00 EKS74 245 0 245

9 |NN915 o} 126577 S 76.18 -3 -S 22854 Q‘éﬁi 12613 [71 11576 o

10 |AE685 o} 126579 46.77 -7 - 327.39

11 |[EO353 o] 126582 z 72.84 -4 : 291.36 KLa27 22 0 2

12 |EO291 o 126583 S 36.93 -9 -S 33237 wisaa o8 0 %8

13 |VU967 R P0O2387 S 26.60 100 $ 2,660.00 E0353 a1 % 25

14 |YR612 (o] 126583 S 42.80 -12 S  513.60 AI755 243 0 243

15 1222 o} 126588 S 15.99 -9 -$ 14391 vuser 212 100 312
E0291 198 -9 189

16 O O O

17

Sheetl | Sheet2 | Sheet3 ® 4

The Evaluate Formula Tool

As your formulas become more complex, and their data sources expand, it can become
more difficult to understand exactly how the result is calculated. The Evaluate Formula tool
allows you to follow the steps through each operation in a formula, in the order they are

executed, and see the values and functions that contribute to the result.

To begin, first select a formula that you would like to evaluate and click Formulas -
Evaluate Formula:

File Home Insert Page Layout Formulas Data Review View Help

‘]&‘ Z @ @ Define Name ~ Eﬂ Trace Precedents V/\ Show Formulas @

3 Trace Dependents A Error Checking ~
Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math & More Name d Trace Dependents /& Error Checking Watch
Function v Used v v v v Time~ Reference~ Trigv Functions~ | Manager BD Create from Selection [ Remove Arrows @ Evaluate Formula = Window

Function Library Defined Names Formula Auditing
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When the Evaluate Formula window opens, Excel will display the formula as it is written in

the worksheet. The first part of the formula to be evaluated will be underlined:

Evaluate Formula ? X
Reference: Evaluation:
Sheet1!SHS10 = |IF(D10>E10,(D10-E10)*SCS5,0)

\

To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.

Step In Step Out Close

Clicking Evaluate triggers Excel to evaluate the underlined part of the formula and display

the result, in italics. The next element of the formula to be evaluated will then be

underlined:
Evaluate Formula ? X
Reference: Evaluation:
Sheet1!SHS10 = |IF(127705.87>E10,(D10-E10)*SCS5,0)

X

To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.

Step In Step Out Close
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Clicking Step In will let you examine the formula or value of the underlined cell. To continue

evaluating click Step Out:

Evaluate Formula ? X

Reference: Evaluation:
Sheet1!SHS10 = |IF(127705.87>E10,(D10-E10)*SCS5,0)

Sheet1!SES10 =

The cell currently being evaluated contains a constant.

Evaluate Sl

Close

You can continue to evaluate each step in the formula until you have reached the result,

which is the result displayed in the cell you have selected. You can begin the evaluation

again by clicking Restart, or finish the evaluation by clicking Close:

Evaluate Formula ? X
Reference: Evaluation:
Sheet1!SHS10 = | §831.18

To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.

Step In Step Out
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Activity 3-3: Evaluating Formulas and Using the Watch Window

You have been asked to look at the impact of adjusting the sales commissions and bonuses

for the sales team, but the inputs are on a separate sheet from the calculations.

1. To begin, open Activity 3-3 from your Exercise Files folder:

N Activity 3-3.xlsx
X Microsoft Excel Worksheet
20.0 KB

2.  First, to understand the bonus calculation, click to select cell H10, then click
Formulas - Evaluate Formula:

AutoSave < Activity 3-3xisk + £ Search JaneGibson @8 @ - O X
fle  Home Insert  Pagelayout  Formulas  Data  Review View  Help 1% Share % Comments
fx Z @ <?E Q) Define Name ~ E,Jﬁa:epmedems V7 Show Formulas @ [ Calcuiate Now
Insert  AutoSum Recently Financial Logical Text Date& Lookup®& Math&  More Name i Trace Dependents A Error Checking ~ |\ 8 | L
Function v Usedv v T " Tme~ Reference~ Tig~ Functions~ | Manager [} Create from Selection | % Remove Arows ~ [CYSMRBRRINY | Window | Options. B Colulate Shest
Funtion Library. Defined Names Formula Auditing Calculation ~
H10 - fe | =IF(D10>E10,(D10-E10)*$C$5,0) v
A ] c D E F G H J K L M N o [~
1 |Monthly Sales Commissions and Bonuses
2
3 |Month: March
4
5_|Bonus on Sales over Target: 3.0%
6 |Commission Rate: 3.0%
7
s
9 FirstName __lastName Employee Number sales Sales Target_Variance to Target Commission ___Bonus Total __ %of Sales
10 [Charlotte MacKenzie 431 $ 127,705.87 $100,000.00 $ 27,705.87 $ 3,831.18 | S 83118 | $ 4,662.35 3.65%
11 Jaslene Brennan 271 $ 131,863.55 $100,000.00 $ 31,863.55 $ 3,955.91 $ 955.91 $ 4,911.81 3.72%
12 | Marely Spencer 243 $ 134,347.13  $100,000.00 $ 3434713 $ 403041 $  1,03041 $ 5060.83 3.77%
13 |Elisha Bryant 496 $ 7037643 $100,000.00 $  (29,623.57) $ 2,111.29 $ $ 211129 3.00%
14 Dixie Simmons 45 $ 96,932.07 $100,000.00 $ (3,067.93) $ 2,907.96 $ $ 2,907.96 3.00%
15 | Delilah Avila 298 $ 11887199 $100,000.00 $ 18,871.99 § 3,566.16 $ 566.16 $ 4,132.32 3.48%
16 Gabrielle Norton 277 $ 91,524.44 $100,000.00 $ (8,475.56) $ 2,745.73 $ $ 2,745.73 3.00%
17 Marvin Burton 463 $ 90,985.06 $100,000.00 $ (9,014.94) $ 2,72955 $ $ 2,729.55 3.00%
18 |saul Blevins 11 $ 12922099 $100,000.00 $ 2922099 $ 3,876.63 $ 876.63 $ 4,753.26 3.68%
19 |coby Pham 302 $ 107,152.15 $100,000.00 $ 715215 $ 321456 $ 21456 $ 342913 3.20%
20 | Elisha Mullen aa7 $ 11595431 $100,000.00 $ 15,954.31 $ 3,478.63 $ 478.63 $ 3,957.26 3.41%
21 |Annabelle Moon 164 $ 13622225 $100,00000 $ 3622225 $ 4,086.67 S  1,086.67 $ 5173.34 3.80%
22 $1,351,156.24 $40,534.69 $  6,040.15 $46,574.83 3.45%
2
. -
Sheet! | Sheet2 ® « »
Ready [S i b = 1 + 100%
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3. Inthe Evaluate Formula dialog box, click the Evaluate button until the reference

“SCS5” is underlined:

Evaluate Formula
Reference: Evaluation:
Sheet1!SHS10 = |IF(TRUE,27705.87*SCS5,0)
To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.
Evaluate : Step In Step Out Close

4. Now click the Step In button to show the value or source of the reference.

Evaluate Formula
Reference: Evaluation:
Sheet1!SHS10 = |IF(TRUE,27705.87*5CS5,0)
To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.
Evaluate Step Out Close

X
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You will see that the bonus percentage in cell C5 is located on Sheet2 in cell C2.

5.
Click the Evaluate button:
| Reference: Evaluation:
Sheet1!SHS10 = |IF(TRUE,27705.87*SCS5,0)
Sheet1!$CS5 = |Sheet2!C2
To show the result of the underlined expression, click Evaluate. The most recent result
appears italicized.
Step In Step Qut Close
6. You will see that the value of cell C2 in Sheet2 is 3%. Click Step Out to return to the

formula evaluation:

I cvaluate rormuia

| Reference: Evaluation:
| Sheet1!SHS10 = |IF(TRUE,27705.87*3C55,0)

| “ Sheet1!$C$5 = |3.0%

To show the result of the underlined expression, click Evaluate. The most recent

result appears italicized.
Evaluate Step In Step Qut k Close
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7.  Click the Evaluate button until the result is displayed.

Evaluate Formula ? X
Reference: Evaluation:
Sheet1!SHS10 = |IF(TRUE,27705.87*0.03,0)

To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.

Step In Step Out Close

8. You can now click the Close button to exit the dialog box:

Evaluate Formula ? X
Reference: Evaluation:
Sheet1!SHS10 = | §831.18

To show the result of the underlined expression, click Evaluate. The most recent
result appears italicized.

Step In Step Out
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9.

see the results in the total commissions and bonuses on Sheetl. Click Formulas =

Watch Window to launch the Watch Window dialog box:

AutoSave O Search Jane Gibson JG =
fle  Home Inset  Pagelayout  Formulas Data  Review View  Help & Share
g ~ g,

f)‘( Z @ @ @ @;Defthame F_,Tva(e?vt:edems 7 Show Formulas ’j\a [ Colculate Now
N DR o g Trace Dependents Error Checking

Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name G pendents A S Watch | | Calcubtion [ .1 iote Sheet
Funcion = v  Usedv v © v Time~ Reference~ Trigv Functions~ | Manager B Create from Selection | [ Remove Arrows ~ (B) Evaluate Formula |  Wind! Options ~ =0

Fundtion Library. Defined Names Formula Auditing Calculation
H10 ~ fe || =IF(D10>E10,(D10-E10)*$C$5,0)
A ] € ) E ; G H J K L M N

1 |Monthly Sales Commissions and Bonuses : v X

o ¥ Watch Window

2

3 |Month: March i Add Watch.

4] Book Sheet  Name  Cell Value Formula

5 |Bonus on Sales over Target: 3.0%

6 |Commission Rate: 3.0%

7]

i
9 FirstName _lastName Employee Number Sales Sales Target_Variance
10 [charlotte MacKenzie 431 $ 127,705.87 $100,000.00 $ 27,705.87 $ 3,831.18| $ 83118 [ 4,662.35 3.65%
11 Jaslene 8rennan 7 $ 131,863.55 $100,000.00 $ 31,863.55 $ 3,955.91 $ 955.91 S 4,911.81 3.72%
12 | Marely spencer 243 $ 134,347.13  $100,000.00 $ 3434713 $ 403041 $  1,03041 $ 5060.83 3.77%
13 |Elisha Bryant 496 $ 7037643 $100,000.00 $ (29,623.57) $ 2,111.29 $ - $211129 3.00%
14 |Dixie Simmons 445 $ 9693207 $100,000.00 $ (3,067.93) $ 2,907.96 $ - $2907.9 3.00%
15 | Delilah Avila 298 $ 118,871.99 $100,000.00 $ 18,871.99 $ 3,566.16 $ 566.16 $ 4,132.32 3.48%
16 |Gabrielle Norton 277 $ 91,524.44 $100,000.00 $ (8,475.56) $ 2,745.73 $ - $ 274573 3.00%
17 | Marvin Burton 463 $  90,985.06 $100,000.00 $ (9,014.94) $ 2,72955 $ - 8272955 3.00%
18 |Saul Blevins 111 $ 129,220.99 $100,000.00 $ 2922099 $ 3,876.63 $ 876.63 $ 4,753.26 3.68%
19 |Coby Pham 302 $ 107,152.15 $100,000.00 $ 7,152.15 $ 3,21456 $ 21456 $ 3,429.13 3.20%
20 [Elisha Mullen 7 $ 11595431 $100,000.00 $ 1595431 $ 3,478.63 $ 47863 $ 3,957.26 3.41%
21 Annabelle Moon 164 $ 136,225 $100,000.00 $ 36,222.25 $ 4,086.67 $  1,086.67 $ 5173.34 3.80%
22 $1,351,156.24 $40,534.69 $  6,040.15 $46,574.83 3.45%
23]
24

Sheet! | Sheet2 [©] <

Ready  ES ] e 1

You now know you must change the commission and bonus values on Sheet2 to

X

& Comments

+ 100%

10.
Window dialog box:

Now click and drag to select cells G22:J22, then click Add Watch in the Watch

| A L8 | c | D | E F G H 1 1 K L
1 |Monthly Sales Commissions and Bonuses Watch Window v X
2| el | 2, Add Watch..,

3 |Month: March I¥

4 Book Sheet Name Cell Value Formula
5 |Bonus on Sales over Target: 3.0%

6 |Commission Rate: 3.0%

7|

8

| First Name Last Name Employee Number Sales Sales Target Variance to Targe
10 |Charlotte MacKenzie 431 $ 127,705.87 $100,000.00 $ 27,705.87 $ 3,831.18 $ 83118 $ 4,662.35 3.65%
11 |Jaslene Brennan 271 $ 131,863.55 $100,000.00 $ 31,863.55 $ 3,955.91 $ 955.91 $ 4,911.81 3.72%
12 |Marely Spencer 243 $ 134,347.13 $100,000.00 $ 34,347.13  $ 4,03041 $  1,03041 $ 5,060.83 3.77%
13 |Elisha Bryant 496 $ 70,376.43 $100,000.00 $ (29,623.57) $ 2,111.29 $ - $ 211129 3.00%
14 Dixie simmons 445 $  96,932.07 $100,000.00 $ (3,067.93) $ 2,907.96 $ - $ 2,907.96 3.00%
15 | Delilah Avila 298 $ 118,871.99 $100,000.00 $ 18,871.99 $ 3,566.16 S 566.16 $ 4,132.32 3.48%
16 |Gabrielle Norton 277 $ 91,524.44 $100,000.00 $ (8/475.56) $ 2,745.73 $ - $ 2,745.73 3.00%
17 |Marvin Burton 463 $ 90,985.06 $100,000.00 $ (9,014.94) $ 2,72955 $ - $272955 3.00%
18 |Saul Blevins 111 $ 129,220.99 $100,000.00 $ 29,2099 $ 3,876.63 $ 876.63 S 4,753.26 3.68%
19 | Coby Pham 302 $ 107,152.15 $100,000.00 $ 7,15215 $ 321456 $ 21456 $ 3,429.13 3.20%
20 |Elisha Mullen 47 $ 11595431 $100,000.00 $ 15,954.31 $ 3,478.63 $ 478.63 $ 3,957.26 3.41%
21 Annabelle Moon 164 $ 13622225 $100,000.00 $ 36,222, 2§ty 00 986
B $1,351,156.24. I[sao,ssa.sa $  6,040.15 $46,574.83 3.;%;'
23| .
y

Sheet2 <

Sheet1

11.
Add button:

Add Watch ? X

Select the cells that you would like to watch the value of:
=Sheet1!5G522:5J522| *

Add Cancel
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12. The Watch Window dialog box will appear, and the details of the selected cells will

be displayed:

. v X
Watch Window

(2 Add Watch...

Book Sheet Name Cell Value Formula

Activity 3-3.xIsx  Sheet1 G22 $40,534.69 =SUM(G10:G21)
Activity 3-3.xIsx  Sheetl H22 $6,040.15 =SUM(H10:H21)
Activity 3-3.xIsx  Sheetl 122 $46,574.83  =SUM(I10:121)
Activity 3-3.xIsx  Sheetl 122 3.45% =|22/D22

13. Now click on the Sheet2 tab to switch to Sheet2. Select cell C2 and change the
value to 4%. You will see the values in the Watch Window update to reflect this

change:
A B C E F G H J K

1 |Sales and Bonus Rates

2 |Bonus on Sales over 4.0%

3 |Commission Rate: 3.0%_

. v X

2 Watch Window

2 75 Add Watch...

7 Book Sheet Name Cell Value Formula

8 Activity 3-3.xIsx  Sheet1 G22 $40,534.69 =SUM(G10:G21)
9 Activity 3-3.xIsx ~ Sheet1 H22 $8,053.53  =SUM(H10:H21)
0 Activity 3-3.xIsx ~ Sheet1 122 $48,588.22  =SUM(I10:121)
= Activity 3-3.xIsx ~ Sheet1 122 3.60% =122/D22

w N

=

14. You can now close the Watch Window dialog box and return to Sheetl. You can
add the Camera tool to the Quick Access Toolbar by right-clicking any of the tabs in
the ribbon list and clicking Customize the Ribbon:

AutoSave z) v

File Home Insert

Function v Used v
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Activity 3-3.xlsx ~

Page Layout Formulas

LAOX W E QAL G

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math &

-

Function Library

Data

Collapse the Ribbon

More
v Time~v Reference~ Trigv Functions v

Customize the Ribbon...

£ Search

Name

Defined Names

% @DeﬁneName v
—

Manager B Create from Selection
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15. Select the Quick Access Toolbar category, then select All Commands from the
Choose Commands From drop-down list, scroll down and click the Camera option.
Click the Add button to add the Camera tool to the Customize Quick Access

Toolbar list, then click OK:

Excel Options
General . .
E‘E] Customize the Quick Access Toolbar.
Formulas
Choose commands from: G
Data All Commands v
Proofing
I;—(J CAICUTdtE FIVUTTdUTE WItIT CTidnyges -
save Calculate Sheet
Language Calculation @
Eace of Access Calculation Options é
- - Calculations
Advanced Calculations @ _’
Lealad
Customize F‘ﬁ:bcn Camera !
Quick Access Toolbar KX e
Q Cancel Refresh
Add-ins [\ Castashadow of yourtext onth.. »
/les
Trust Center E EZ:::b’[e‘ Ci]
= Center
7 Certified
Change GJ
Iﬂ] Change Chart Type
[E] Change Data Source...
I3d Change Graphic >
z Change Outline Color >
[r} Change Page Orientation 4
I3d Change Picture >

3d Change Picture...
% Change Picture to an Icon
= . .

Show Quick Access Toolbar below the
Ribbon

Customize Quick Access Toolbar: (i

For all documents (default)

AutoSave
Save
K) Undo
Q‘ Redo
Camera

Customizations: i

Import/Export ¥ |

OKh
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16. Click and drag to select cells G9:J22, then click the Camera icon in the Quick Access

Toolbar:

AutoSave (@ 0f) 9~ Activity 3-3xlsx ~ £ Ssearch
File Home Insert Page ot Formulas Data Review View Help

fJ‘C Z @ @ fDeﬁneName ~ EJTracePrecedents V% Show Formulas

Insert | AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Name |Ejfcbirendsnt @E"‘"Ch“k'"g -
Function v Usedv v ~  Time~ Reference~ Trig~ Functionsv | Manager B Create from Selection | [ Remove Arrows ~

Function Library Defined Names Formula Auditing
G9 9 fe Commission
A B c D E F G H 1 J

1 | Monthly Sales Commissions and Bonuses

2,

3 |Month: March

4,

5 |Bonus on Sales over Target: 4.0%

6 |Commission Rate: 3.0%

7

8

9 First Name Last Name Number Sales Sales Target Variance to Target | C

10 |Charlotte MacKenzie 431 $ 127,705.87 $100,000.00 27,705.87 | $ 3,831.18 | $  1,108.23 $ 4,939.41 3.87%
11|Jaslene Brennan 271 $ 131,863.55 $100,000.00 31,863.55 [ $ 3,955.91 | $  1,27454 $ 5,230.45 3.97%
12 |Marely Spencer 243 $ 134,347.13  $100,000.00 34,347.13 | $ 4,030.41 | $  1,373.89 $ 5,404.30 4.02%|
13 |Elisha Bryant 496 $ 70,376.43  $100,000.00 (29,623.57)| $ 2,111.29 $ - $ 211129 3.00%
14 | Dixie simmons 445 $  96,932.07 $100,000.00 (3,067.93) $ 2,907.96 $ - $ 2,907.96 3.00%
15 |Delilah Avila 298 $ 118,871.99 $100,000.00 18,871.99 [ § 3,566.16 $ 754.88 $ 4,321.04 3.64%
16| Gabrielle Norton 277 $  91,524.44  $100,000.00 (8,475.56) $ 2,745.73 $ $ 2,745.73 3.00%
17 [Marvin Burton 463 $  90,985.06 $100,000.00 (9,014.94)[ $ 2,729.55 $ - $2,72955 3.00%
18 [saul Blevins 111 $ 129,220.99 $100,000.00 29,220.99 | § 3,876.63 $  1,168.84 $ 504547 3.90%
18 |Coby Pham 302 $ 107,152.15 $100,000.00 7,152.15 [ $ 3,214.56 $ 286.09 $ 3,500.65 3.27%|
20 |Elisha Mullen 247 $ 11595431 $100,000.00 1595431 [ § 3,478.63 $ 638.17 $ 4,116.80 3.55%
21 |Annabelle Moon 164 $ 136,222.25 $100,000.00 36,222.25 | § 4,086.67 $ 144889 $ 553556 4.06%|
22 $1,351,156.24 $40,534.69 $  8,053.53 $48,588.22 3.60%
23

17. Now switch to Sheet2 and click your mouse to the right of the Sales and Bonus
Rates data. An image of the cells selected on Sheet1 will appear:

A B (€ D | E | F G [ H |

1 |Sales and Bonus Rates

2 |Bonus on Sales over 4.0%

3 |Commission Rate: 3.0% ?

& Qfommission Bonus - Total %ofSaIesO
2 $ 383118 $ 110823 $ 4,939.41 3.87%
< $ 395591 $ 127454 $ 5,230.45 3.97%
u $ 403041 S 137389 S 540430 4.02%
& $ 211129 $ - $ 211129 3.00%
z $ 2,907.96 S - $ 2,907.96 3.00%
i $ 3,566.16 $ 75488 S 4,321.04 3.64%
il s 2573 s - $ 274573 3.00%
12 $ 272955 $ - $ 272955 3.00%
1 $ 387663 $ 116884 $ 504547 3.90%
L) $ 321456 S 286.09 $ 3,500.65 3.27%
il $ 347863 S 638.17 $ 4,116.80 3.55%
ol $ 408667 $ 144889 $ 5535.56 4.06%
] $40,534.69 $ 805353 $48,588.22 3.60%
18 O O O
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18. Change the value in cell C2 to 5% and notice the values have changed in your

image:

A B C E G H |
1 |Sales and Bonus Rates
2 |Bonus on Sales over 5.0%
3 |Commission Rate: | 3.0%_'
L Commission Bonus Total % of Sales
2 $ 383118 $ 138529 $ 521647 4.08%
© $ 395591 $ 159318 $ 5549.08 4.21%
u $ 403041 $ 171736 $ 5747.77 4.28%
¢ $ 211129 $ - $ 211129 3.00%
z S 2,907.96 S - $ 2,907.96 3.00%
10 $ 3,566.16 S 943.60 $ 4,509.76 3.79%
i $ 2,745.73 S $ 2,745.73 3.00%
= $ 272955 $ - $ 272955 3.00%
B $ 387663 $ 146105 $ 5337.68 4.13%
11 $ 321456 $ 357.61 $ 3,572.17 3.33%
1= S 347863 $ 797.72 $ 4,276.34 3.69%
16 $ 408667 $ 181111 $ 5897.78 433%
:; $40,534.69 $ 10,066.91 $50,601.60 3.75%
19

19. Save the current workbook as Activity 3-3 Complete and then close Microsoft

Excel 365 to complete the activity.
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TOPIC D: Data List Outlines

Dealing with large amounts of data in a worksheet can make it difficult to isolate and
understand the information that is most important for you, or other users. Outlines and
subtotals are tools that can help you summarize and present information in a clear and
concise way. In this topic you will learn how to use outlines and subtotals to organize your
data.

Topic Objectives
In this session, you will learn about:

e Qutlines
e Auto outlines

e The Subtotal command
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Outlines

Outlines are an organizational tool that will allow you to group and present large amounts
of data in a way that is easy to read and understand, while maintaining the ability to drill
down into a detailed view.

The first step to creating outlines is to group your data. You can do this manually by
selecting rows or columns in your worksheet and clicking Data = Group:

AutoSave (@ of) 9~ s - P Search Jane Gibson )G m
Fle  Home Insert  Pagelayout Formulas  Data  Review  View  Help 1% share
= s N el kg o
% [hEl [\?@ | [% Df] Dj?am;&cwmm i oy sl Y2 Bo 2 B 22 N
Get From From From Table/ Recent Refresh Stocks Geography [5] | Z| Sot | Fitter Consolidate Group Urbyroup Subtotal
Data~ Text/CSV Web R So Alv [ Edit Links &3 @ Advanced | Columns - -
Getam Data Types Sort & Fiter Outiine
a ~ fe
A 8 c ) 3 F 9 H ) K L ™M N o 4 Q R s
1 |6 Month sales Department Budget
2
3 |category Expense July August September Q1Total October November __December Q2Total 6 Month Total
4 [Employee Benefits B 21600 $ 21600 $ 21600 (5 648.00 § 21600 $ 21600 $ 21600 $ 64800 $  1296.00
5 |Employee Commissions | $ 216000 $  2160.00 $  2160.00($ 648000 $ 216000 $ 216000 $ 216000 $  6480.00 $ 12,960.00
6 |Employee salaries $ 1950000 $ 1950100 $ 19,50200 [$ 58,503.00 $ 19,504.00 $ 19,505.00 $ 1950600 $ 5851500 $ 117,018.00
7 [Facility costs Heat $ 200000 $ 200000 $ 200000 (S 600000 $ 200000 $ 200000 $ 200000 $ 600000 $ 12,000.00
& [Facility Costs Internet s 20000 S 20000 $ 20000 | $ 60000 $ 20000 $ 20000 $ 20000 $ 600.00 $  1,200.00
9 |Facility Costs Mobile Phones | $ 550.00 $ 550.00 $ 550.00 [ S 1,650.00 $ 55000 $ 55000 $ 550.00 $ 1,650.00 $ 3,300.00
10 | Facility Costs Office Phones | § 500.00 $ 500.00 $ 500.00 | S 1,500.00 $ 500.00 $ 50000 $ 50000 $ 1,500.00 $ 3,000.00
11 |Facility Costs Office Supplies | § 300.00 $ 300.00 $ 300.00 [ S 900.00 $ 300.00 $ 30000 $ 30000 $ 900.00 $ 1,800.00
12 Facility Costs Power $ 100000 S 100000 $ 1,000.00 (S 300000 $  1,00000 $  1,00000 $ 100000 $ 300000 $  6,000.00
13 | Marketing Advertising $ 200000 $ 200000 $ 200000(S 600000 $ 200000 $ 200000 $ 200000 $ 600000 $ 12,000.00
14 | Marketing Printing $ 500.00 $ 50000 $ 300000 ($ 400000 $ 500.00 $  3,000.00 $ 500.00 $  4,000.00 $  8,000.00
15 | Marketing Trade shows S 450000($ 450000 $ 600000 $ 600000 $ 10,500.00
16| Marketing Wweb site s 30000 $ 30000 $ 300.00 | $ 90000 $ 30000 $ 30000 $ 30000 $ 900.00 $  1,800.00
17| Travel Air Fare $ 400000 |5  4,000.00 S 2,000.00 $ 200000 $  6,000.00
12 | Travel CarAllowance |$ 1580000 $ 180000 S 180000 |$ 540000 $  1,800.00 $ 1580000 $ 180000 $  5400.00 $  10,800.00
19
20

Above the selected columns, a bar will appear, with a minus (-) sign in a box to the right:

- £ —

A B (c D E F G
1 |6 Month Sales Department Bu&lget
2
3 |Category Expense July August September Q1 Total October
4 |Employee Benefits S 216.00 S 216.00 S 216.00 | S 648.00 S 216.00 S
5 |Employee Commissions S 2,160.00 $ 2,160.00 $ 2,160.00 '$ 6,480.00 S 2,160.00 $
6 |Employee Salaries S 19,500.00 S 19,501.00 S 19,502.00 | $ 58,503.00 $  19,504.00 S
7 |Facility Costs Heat S 2,000.00 S 2,000.00 S 2,000.00 | 6,000.00 S 2,000.00 S
8 |Facility Costs Internet S 200.00 S 200.00 S 200.00 | S 600.00 S 200.00 S
9 |Facility Costs Mobile Phones | $ 550.00 S 550.00 S 550.00 | S 1,650.00 S 550.00 S
10 | Facility Costs Office Phones | $ 500.00 $ 500.00 $ 500.00 | S 1,500.00 S 500.00 S
11 |Facility Costs Office Supplies | $ 300.00 S 300.00 S 300.00 | S 900.00 $ 300.00 S
12 | Facility Costs Power S 1,000.00 $ 1,000.00 $ 1,000.00 | S 3,000.00 $ 1,000.00 $
13 |Marketing Advertising S 2,000.00 $ 2,000.00 S 2,000.00 | 6,000.00 S 2,000.00 S
14 | Marketing Printing S 500.00 $ 500.00 $ 3,000.00 | S 4,000.00 S 500.00 S
15 |Marketing Trade Shows S 4,500.00 | S 4,500.00 S
16 | Marketing Web Site S 300.00 $ 300.00 S 300.00 | S 900.00 $ 300.00 S
17 |Travel Air Fare S 4,000.00 | S 4,000.00 S
12 | Travel Car Allowance | $ 1,800.00 $ 1,800.00 $ 1,800.00 | S 5,400.00 $ 1,800.00 $
1in
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Clicking the minus (-) sign will collapse the columns so that they are no longer visible, and

only a box will remain, containing a plus (+) sign:

——
A | B F G H | J

1 |6 Month Sales Department But]get

2

3 |Category Expense Q1 Total October November December Q2 Total

4 |Employee Benefits S 648.00 216.00 S 216.00 S 216.00 S 648.00
5 |Employee Commissions '$ 6,480.00 2,160.00 S 2,160.00 S 2,160.00 S 6,480.00
6 |Employee Salaries S 58,503.00 19,504.00 S 19,505.00 S 19,506.00 S 58,515.00
7 |Facility Costs Heat S 6,000.00 2,000.00 $ 2,000.00 $ 2,000.00 S 6,000.00
8 |Facility Costs Internet S 600.00 200.00 S 200.00 S 200.00 S 600.00
9 |Facility Costs Mobile Phones | $ 1,650.00 550.00 S 550.00 S 550.00 S 1,650.00
10 | Facility Costs Office Phones | $ 1,500.00 500.00 S 500.00 S 500.00 S 1,500.00
11 |Facility Costs Office Supplies | $ 900.00 300.00 S 300.00 S 300.00 $ 900.00
12 | Facility Costs Power S 3,000.00 1,000.00 $ 1,000.00 $ 1,000.00 $ 3,000.00
13 |Marketing Advertising S 6,000.00 2,000.00 S 2,000.00 $ 2,000.00 $ 6,000.00
14 |Marketing Printing S 4,000.00 500.00 S 3,000.00 $ 500.00 S 4,000.00
15 |Marketing Trade Shows S 4,500.00 S 6,000.00 S 6,000.00
16 | Marketing Web Site S 900.00 300.00 S 300.00 300.00 $ 900.00
17 |Travel Air Fare S 4,000.00 S 2,000.00 S 2,000.00
12 |Travel Car Allowance | $ 5,400.00 $ 1,800.00 $ 1,800.00 $ 1,800.00 S 5,400.00

You will also see there are two boxes, in the top left of the window, one above the other,
numbered one (1) and two (2). Clicking two (2) will expand the group, while clicking one (1)
will collapse the group:

44—
+—

A B F G H I J
1 |6 Month Sales Department Budget

2

3 |Category Expense Q1 Total October November December Q2 Total

4 |Employee Benefits S 648.00 S 216.00 $ 216.00 S 216.00 S 648.00
5 |Employee Commissions S 6,480.00 S 2,160.00 S 2,160.00 S 2,160.00 S 6,480.00
6 S 58,503.00 S 19,504.00 S 19,505.00 S 19,506.00 S 58,515.00

Employee

Salaries

To remove outlines, click the Ungroup drop-down in the Outline group, then click Clear
Outline:

Data  Review View  Help & Share 3 Comments
[T Queries & Connections A .-ZA ? \ ;E = E = E El r\ &Q VE FE r@ +3 Show Detail
—E

D’ i U:D & S S =i X =9 B G2 % tE “ Hide Detal
Refresh Stocks Geography [3] | Z| Sot | Fitter Textto Remove  Data  Consolidate Manage | What-If Forecast | Group Ungroup Subtotal
A~ [ Edit Links A 8 Advanced | Columns Duplicates Validation Data Model | Analysis~  Sheet - ~

Queries & Connedtions Data Types Sort & Filter Data Tools Forecast &8 Ungroup... 1PN

Clear Qe
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Auto Outline

You can also have Excel group your data automatically, based on the data structure. To do
this, click the Group drop-down arrow, then click Auto Outline:

Data Review View Help & Share © Comments
8 Queries & Connections = E 7 E‘ = E El r\ &‘E FE FE =
= == EX 2]
[ @ 0 i i B = E B B 5 4 -
Refresh Stocks Geography [3] | Z| Sott  Fikter Textto Flash Remove  Data  Consolidate Manage What-If Forecast | Group Ungroup Subtotal
All~  [D Edit Links & Advanced | Columns Fill Duplicates Validation v DataModel | Analysis~ Sheet ~
Queries & Connections Data Types Sort & Filter Data Tools Forecast 68 Group.. 5loA
Auto Opgiine

Excel will examine your data and create groups based on the structure. In this example,
Excel has created a group for each quarter total and another one for the 6 Month Total:

: =)
- = El

| A B | [ | D | E F G H 1 J K [
1 |6 Month Sales De\_[)artment Budget
2
3 |Category Expense July August Q1 Total October Novemb: D Q2 Total 6 Month Total
4 Employee Benefits $ 216.00 $ 216.00 $ 216.00 | $ 648.00 $ 216.00 $ 216.00 $ 216.00 $ 648.00 $  1,296.00
5 |[Employee Commissions S 2,160.00 $ 2,160.00 $ 2,160.00 "$ 6,480.00 $ 2,160.00 $ 2,160.00 $ 2,160.00 $ 6,480.00 $  12,960.00
6 |Employee salaries $ 19,500.00 $ 19,501.00 $ 19,502.00 $ 58503.00 $ 19,504.00 $ 19,505.00 $ 19,506.00 $ 58,515.00 $ 117,018.00
7 |Facility Costs Heat $ 200000 $ 200000 $ 200000 $ 600000 $ 200000 $ 200000 $ 200000 $  6000.00 $ 12,000.00
8 |Facility Costs Internet $ 200.00 $ 200.00 $ 200.00 $ 600.00 $ 200.00 $ 200.00 $ 200.00 $ 600.00 $ 1,200.00
9 |Facility Costs Mobile Phones  $ 550.00 $ 550.00 $ 55000 $  1,650.00 $ 550.00 $ 550.00 $ 550.00 $  1,650.00 $  3,300.00
10 | Facility Costs Office Phones  $ 500.00 $ 500.00 $ 50000 $  1,500.00 $ 500.00 $ 500.00 $ 500.00 $  1,500.00 $  3,000.00
11 | Facility Costs Office Supplies  $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 1,800.00
12 | Facility Costs Power $ 100000 $  1,00000 $  1,000.00 $  3,00000 $ 100000 $ 100000 $  1,000.00 $  3,000.00 $  6,000.00
13 |Marketing Advertising $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $  12,000.00
14 | Marketing Printing $ 500.00 $ 500.00 $  3,000.00 $  4,000.00 $ 500.00 $  3,000.00 $ 500.00 $  4,000.00 $  8,000.00
15 |Marketing Trade Shows S 4,500.00 $ 4,500.00 S 6,000.00 S 6,000.00 $  10,500.00
16 i Web Site $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 1,800.00
17 |Travel Air Fare S 4,000.00 $ 4,000.00 S 2,000.00 S 2,000.00 $ 6,000.00
18 |Travel CarAllowance $  1,800.00 $  1,800.00 $  1,800.00 $  5400.00 $  1,800.00 $  1,800.00 $  1,800.00 $ 540000 $  10,800.00
19
20

Sheet1 ® Ll
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The Subtotal Command

In the previous example, you may have noticed that the two quarter period subtotals were
already built into the data, so Excel was able to accurately assign the group to these
columns. In Column A, though, there are no subtotals for the expense categories, therefore
no groups were assigned. Using the Subtotal command, you can quickly add subtotals

based on a column of data, in this case, the expense categories:

{=]
= ¢ (=l

A B c D E F G H 1 J K L
1 |6 Month Sales De\_[)artment Budget
2
3 |Category Expense July August Q1 Total October November D b Q2 Total 6 Month Total
4 |Employee Benefits $ 216.00 $ 216.00 $ 216.00 | $ 648.00 $ 216.00 $ 216.00 $ 216.00 $ 648.00 $ 1,296.00
5 |[Employ C $ 216000 $ 216000 $ 216000 '$  6480.00 $  2,160.00 $  2,160.00 $  2,160.00 $  6480.00 $  12,960.00
6 |[Employee salaries $  19,500.00 $ 19,501.00 $ 19,502.00 $ 58,503.00 $ 19,504.00 $ 19,505.00 $  19,506.00 $ 58,515.00 $ 117,018.00
7 |Facility Costs Heat $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $  2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $  12,000.00
8 |Facility Costs Internet $ 200.00 $ 200.00 $ 200.00 $ 600.00 $ 200.00 $ 200.00 $ 200.00 $ 600.00 $  1,200.00
9 [Facility Costs Mobile Phones  $ 550.00 $ 550.00 $ 550.00 $  1,650.00 $ 550.00 $ 550.00 $ 550.00 $  1,650.00 $  3,300.00
10 |Facility Costs Office Phones S 500.00 $ 500.00 $ 500.00 $ 1,500.00 $ 500.00 $ 500.00 $ 500.00 $ 1,500.00 $ 3,000.00
11 |Facility Costs Office Supplies  $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 300.00 $ 300.00 $ 300.00 $ 900.00 $  1,800.00
12 |Facility Costs Power $ 1,000.00 $ 1,000.00 $ 1,000.00 $ 3,000.00 $ 1,000.00 $ 1,000.00 $ 1,000.00 $ 3,000.00 $ 6,000.00
13 i ising $ 200000 $ 200000 $ 200000 $ 600000 $ 200000 $ 200000 $ 200000 $ 600000 $ 12,000.00
14 [Marketing Printing $ 500.00 $ 500.00 $  3,000.00 $  4,000.00 $ 500.00 $  3,000.00 $ 500.00 $ 400000 $  8,000.00
15 i Trade Shows $ 450000 $  4,500.00 $ 6,000.00 $ 6,000.00 $  10,500.00
16 [Marketing Web Site $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 300.00 $ 300.00 $ 300.00 $ 900.00 $  1,800.00
17 [Travel Air Fare $ 400000 $  4,000.00 $  2,000.00 $ 200000 $  6000.00
18 [Travel Car Allowance  $ 1,800.00 $ 1,800.00 $ 1,800.00 $ 5,400.00 $ 1,800.00 $ 1,800.00 $ 1,800.00 $  5400.00 $  10,800.00
19|
20

Sheet1 ® ‘

First, you must make sure that your data is sorted by the column on which you wish to
calculate the subtotal. To sort the data, click to select any cell in the data set and click Data
-» Sort:

AutoSave < Bookl.xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
=N |_ [T Queries & Connections Al Z[A NS¢
m LE Le ® 8 S g m 0y 2 =
Get  From From From Table/ Recent Existing Refresh Stocks Geography |= Zl Sort Filter
Data v Text/CSV Web Range  Sources Connections All ~ [% Edit Links ) ﬁ Advanced
Get & Transform Data Queries & Connections Data Types ort & Filter
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The Sort dialog box will open. Select the column to sort by in the Sort by drop-down list,

and click OK:

Sort ? X
—|— Add Level > Delete Level [B Copy Level Options... My data has headers
Column Sort On Order
Sortby | category | |iCeiiVaiues v Atoz v

cone

With the data sorted correctly, the Subtotal dialog box can be launched by clicking to select

any cell in the data set, and clicking Data - Subtotal:

Jane Gibson (16 = = o X

=
12 Share 2 Comments

s Data Review View Help
[T Queries & Connections A .ﬁ % = = L > I Ief = Show Detail
o, @l VY = B =2 @ | s [ |
S i | &3] 5 G X S 5] G ? % LE LE E = Hide Detail
z| Sot  Fiter Textto Flash Rem Data  Consolidate M What-If Forecast | Group Ungrop Subtotal
3
Sheet - =

ove lanage
N&Advanced | Columns Fill Duplicates Validation v Data Model | Analysis~  Sh
5

Data Tools Forecast

Stocks Geography [

Refresh
A~ [ Edit Links

Queries & Connections Data Types Sort & Filter

In the At each change in drop-down list, you can select the column you wish to subtotal:

Subtotal ? X

At each change in:

Category

Expense
July
August
September
Q1 Total

[ | October

|:] November
[]pecember
[ ]Q2Total

6 Month Total v

Replace current subtotals
[:l Page break between groups
Summary below data

Remove All Cancel
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In the Use function drop-down list, you can select the function to use for the subtotal. The
most commonly used function is Sum, but you can also use choose from other options,

including Count, Average, Max, Min, and Product:

Subtotal ? X

At each change in:
Category v

Use function:

Sum

Count
Average

Max

Min

Product v
[[TQ2Total

6 Month Total v

Replace current subtotals
[:I Page break between groups
Summary below data

Remove All Cancel

In the Add subtotal to list, select the columns that you want to show a subtotal value in.

Click the checkbox next to each column to select or deselect it:

Subtotal ? X

At each change in:

Category v
Use function:

Sum v
Add subtotal to:

[ category A
|:] Expense

September

M a1 Total v

Replace current subtotals
[ Page break between groups
Summary below data

Remove All Cancel
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Finally, you can choose to replace current subtotals, add page breaks between groups, or
add a Summary (grand total) below your data, by clicking to select the corresponding

checkbox. To complete the process, click OK:

Subtotal ? X

At each change in:

Category v ‘
Use function: o
Sum 7‘
Add subtotal to: .
[] category A
[JExpense

September

M a1 Total v

Replace current subtotals
[:I Page break between groups
Summary below data

Remove All ' Cancel

Subtotals for each category will be created, a grand total will be added, if selected, and

outline bars will appear to the left of the window:

1[2]3 A ] | € | D E F G H | J K
1 |6 Month Sales Department Budget
2
3 \Category Expense July August September Q1 Total October November December Q2Total 6 Month Total
" [ | 4 Employee Benefits S 216.00 $ 216.00 $ 216.00 'S 648.00 $ 216.00 $ 216.00 $ 216.00 $ 643.00 $  1,296.00
| 5 |Employee | Commissil $ 216000 $  2160.00 $ 216000 '$  6480.00 $  2,60.00 $ 216000 $ 216000 $  6480.00 $  12,960.00
|6 e Salaries S 1950000 S 1950100 S 1950200 $ 5850300 S 1950400 S __ 1950500 S 19
[=] 7|EmployeeTotaI $ 2187600 $ 21,877.00 $ 21,878.00 $ 6563100 $ 21,880.00 $ 21,881.00 $ 21,882.00 $ 65643.00 $ 131,274.00'
- | & Facility Costs Teat $ 200000 5 200000 5 200000 5 6000.00 700000 5 200000 5 200000 5 600000 5 12,000.
- | o |Facility Costs Internet $ 200.00 $ 200.00 $ 200.00 $ 600.00 $ 200.00 $ 200.00 $ 200.00 $ 600.00 $  1,200.00
- | 10 |Facility Costs Mobile Phones  $ 550.00 $ 550.00 $ 550.00 $  1,650.00 $ 550.00 $ 550.00 $ 550.00 $  1,650.00 $  3,300.00
- | 11 Facility Costs Office Phones  $ 500.00 $ 500.00 $ 500.00 $  1,500.00 $ 500.00 $ 500.00 $ 500.00 $  1,500.00 $  3,000.00
- | 12 |Facility Costs Office Supplies S 300.00 $ 300.00 $ 300.00 $ 900.00 $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 1,800.00
- | 13 Eacili Power $_100000 S 100000 S 100000 S 300000 1,00000 S 100000 S 100000 S _ 300000 S 6
[=] MWTONI $ 455000 $ 455000 $  4550.00 $ 13,650.00 $  4,550.00 $  4,550.00 $  4,550.00 $ 13,650.00 $ 17,?&3)]
- | 15 Markefing Advertising S 3,000.00 S 2,000.00 S 2,000.00 5 6,000.00 7,000.00 S 7,000.00 S 3,000.00 S 5,000.00 S 12,000.
- | 16 |Marketing Printing $ 500.00 $ 50000 $  3,00000 $  4,000.00 $ 500.00 $  3,000.00 $ 500.00 $  4,000.00 $  8,000.00
17 |Marketing Trade Shows S 4,500.00 $ 4,500.00 S 6,000.00 $ 6,000.00 $  10,500.00
18] i M/eh Site S 30000_S. 300.00 300,00, 900009 30000 S 20000 8 20000 3 90000 1.200.00
[=] IQIMarketingTotal $ 280000 $  2,800.00 $  9,800.00 $ 15400.00 $  2,800.00 $ 11,300.00 $  2,800.00 $  16,900.00 $ 32,30vo0|
- | 20 Travel Air Fare S 4,00000 S  4,000.00 S 2,000.00 S 200000 S  6,000.00
‘£~ 21 Travel car S 1.800.00 S 1.800.00 1.800.00 S 540000 S 1.800.00 S 1.800.00 S 1.800.00 S 5.400.00 10,
22 | Travel Total S 1,800.00 $  1,800.00 $  5800.00 $  9,400.00 $  1,800.00 $  3,800.00 S  1,800.00 $  7,400.00 S  16,800.00
= ZakrandTotal S 31,0600 S 3L,027.00 S  42,028.00 S 104,081.00 S  3L,030.00 S  41,53L.00 S  31,032.00 S 103,593.00 S zo7,s74.oo|
24

25|

Sheet1 ®
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Activity 3-4: Creating a Data List Outline

You have been asked to create a Sales Expense budget for the last six months of the year.

To simplify the presentation of the data you choose to use outlines.

1. To begin, open Activity 3-4 from your Exercise Files folder:
N Activity 3-4.xlsx

X Microsoft Excel Worksheet
17.7KB

2. Select columns C to E, then click Data = Group:

July. August__ september | a1Totsl October __ November __December ___Q2Total __6Month Total

2600 S 21600|S 216005 64800 5 21600 S 21600 § 21600 S 64800 § 12900

216000 $ 216000 S 216000$ 643000 S 216000 S 216000 § 216000 S 648000 S 12960.00

1550000 § 1350000 S 1950200($ 5850200 § 1550400 $ 1950500 $ 1950600 $ 5851500 § 11701800

200000 $ 200000 S 2000005 60000 S 200000 $ 200000 $ 200000 S 60000 $ 1200000

2000 $ 2000 S 20000(5 60000 S 2000 $ 2000 § 20000 S 6000 $ 120000

55000 § 5000 55000(S 165000 S 55000 S 5000 $ 55000 S 1650.00 § 330000

50000 §  50000|S  50000(S 150000 S 50000 S 50000 $ 50000 S 150000 §  3,000.00

3000 $ 30000 S 30000|$ 50000 S 3000 $ 30000 $ 20000 S 90000 $ 18000

100000 $ 100000 S 100000 30000 S 100000 $ 100000 $ 100000 S 300000 $  6000.00

200000 S 200000 S 2000005 60000 S 200000 S 200000 S 200000 S 60000 S 1200000

50000 § 50000  300000(S 400000 S 50000 S 300000 $ 50000 S 400000 $ 00000

S 45000(S 450000 S 600000 S 60000 S 1050000

3000 $ 30000 S 30000|$ 50000 $ 3000 $ 30000 § 20000 S 90000 $ 18000

s a0000(s 400000 s 20000 s 20000 $ 600000

180000 § 180000 S 180000 54000 S 180000 § 180000 § 130000 S 540000 $  1000.00
2
2
2
2
2

sheett | @

3.  Click on the minus (-) sign next to the outline bar above the data:

o . !

A B © D E F G

1 |6 Month Sales Department Bquget

2

3 |Category Expense July August September Q1 Total October

4 |Employee Benefits S 216.00 S 216.00 S 216.00 | S 648.00 $ 216.00
5 |Employee Commissions | $ 2,160.00 $ 2,160.00 $ 2,160.00 [ $ 6,480.00 $ 2,160.00
6 |Employee Salaries $ 19,500.00 $ 19,501.00 $ 19,502.00 | $ 58,503.00 $  19,504.00
7 |Facility Costs Heat S 2,000.00 S 2,000.00 $ 2,000.00 | S 6,000.00 S 2,000.00
8 |Facility Costs Internet S 200.00 $ 200.00 $ 200.00 | $ 600.00 $ 200.00
9 |Facility Costs Mobile Phones | $ 550.00 S 550.00 $ 550.00 | S 1,650.00 $ 550.00
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4. You will see that the columns have collapsed and there is a plus (+) sign above

column F:

§ B

2

A B F G H |

1 |6 Month Sales Department Budget

2 -

3 |Category Expense Q1 Total October November December
4 |Employee Benefits '$ 648.00 S 216.00 S 216.00 S 216.00
5 [Employee Commissions | $ 6,480.00 S 2,160.00 S 2,160.00 S 2,160.00
6 | Employee Salaries S 58,503.00 $ 19,504.00 $ 19,505.00 S 19,506.00
7 |Facility Costs Heat S 6,000.00 $ 2,000.00 S 2,000.00 S 2,000.00
8 |Facility Costs Internet S 600.00 S 200.00 S 200.00 S 200.00
9 |Facility Costs Mobile Phones  $ 1,650.00 $ 550.00 $ 550.00 $ 550.00
10 |Facility Costs Office Phones §$ 1,500.00 $ 500.00 S 500.00 S 500.00
11 |Facility Costs Office Supplies $ 900.00 S 300.00 $ 300.00 $ 300.00
12 |Facility Costs Power S 3,000.00 $ 1,000.00 $ 1,000.00 $ 1,000.00
13 |Marketing Advertising S 6,000.00 $ 2,000.00 $ 2,000.00 $ 2,000.00
14 |Marketing Printing S 4,000.00 $ 500.00 $ 3,000.00 $ 500.00
15 |Marketing Trade Shows S 4,500.00 S 6,000.00

16 |Marketing Web Site S 900.00 $ 300.00 $ 300.00 $ 300.00
17 |Travel Air Fare S 4,000.00 S 2,000.00

18 |Travel Car Allowance S 5,400.00 S 1,800.00 S 1,800.00 $ 1,800.00
19

5. Now click the number two (2) in the box above the row numbers:

—
A B F G H |

1 |6 Month Sales Department Bu(lget
2
3 |Category Expense Q1 Total October November December
4 |Employee Benefits S 648.00 S 216.00 S 216.00 S 216.00
5 |Employee Commissions '$ 6,480.00 S 2,160.00 S 2,160.00 S 2,160.00
6 |Employee Salaries $ 58503.00 $ 19,504.00 $ 19,505.00 S  19,506.00
7 |Facility Costs Heat S 6,000.00 S 2,000.00 S 2,000.00 S 2,000.00
8 |Facility Costs Internet S 600.00 S 200.00 S 200.00 S 200.00
9 |Facility Costs Mobile Phones | $ 1,650.00 S 550.00 S 550.00 S 550.00
10 | Facility Costs Office Phones | $ 1,500.00 S 500.00 $ 500.00 S 500.00
11 |Facility Costs Office Supplies | S 900.00 S 300.00 $ 300.00 S 300.00
12 |Facility Costs Power S 3,000.00 $ 1,000.00 $ 1,000.00 $ 1,000.00
13 |Marketing Advertising S 6,000.00 S 2,000.00 S 2,000.00 S 2,000.00
14 |Marketing Printing S 4,000.00 $ 500.00 S 3,000.00 S 500.00
15 |[Marketing Trade Shows S 4,500.00 S 6,000.00
16 | Marketing Web Site S 900.00 $ 300.00 $ 300.00 $ 300.00
17 |Travel Air Fare S 4,000.00 S 2,000.00
18 |Travel Car Allowance | $ 5,400.00 $ 1,800.00 $ 1,800.00 S 1,800.00
19
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6. The columns C through E will be expanded:

- B

A B € D E F [ G
1 |6 Month Sales Department Bquget
2
3 |Category Expense July August September Q1 Total October
4 |Employee Benefits S 216.00 $ 216.00 $ 216.00 | S 648.00 $ 216.00
5 |Employee Commissions | $ 2,160.00 $ 2,160.00 $ 2,160.00 [ $ 6,480.00 $ 2,160.00
6 |Employee Salaries S 19,500.00 $ 19,501.00 $ 19,502.00 | $ 58,503.00 S 19,504.00
7 |Facility Costs Heat S 2,000.00 $ 2,000.00 $ 2,000.00 | S 6,000.00 $ 2,000.00
2 |Facility Costs Internet S 200.00 S 200.00 $ 200.00 | $ 600.00 $ 200.00
9 |Facility Costs Mobile Phones | S 550.00 $ 550.00 S 550.00 | S 1,650.00 $ 550.00
10 | Facility Costs Office Phones | $ 500.00 $ 500.00 S 500.00 | S 1,500.00 $ 500.00
11 |Facility Costs Office Supplies | $ 300.00 S 300.00 S 300.00 | $ 900.00 $ 300.00
12 |Facility Costs Power S 1,000.00 $ 1,000.00 $ 1,000.00 | S 3,000.00 $ 1,000.00
13 |Marketing Advertising S 2,000.00 $ 2,000.00 $ 2,000.00 | S 6,000.00 $ 2,000.00
14 | Marketing Printing S 500.00 $ 500.00 $ 3,000.00 | S 4,000.00 $ 500.00
15 | Marketing Trade Shows S 4,500.00 | $ 4,500.00
16 | Marketing Web Site S 300.00 $ 300.00 $ 300.00 | S 900.00 $ 300.00
17 |Travel Air Fare S 4,000.00 | S 4,000.00
12 |Travel Car Allowance | $ 1,800.00 $ 1,800.00 $ 1,800.00 | $ 5,400.00 $ 1,800.00
19

7. Toremove the outline, click the Ungroup drop-down in the Outline group, then
click Clear Outline:

s Data Review View Help. & Share & Comments
[T Queres & Connections = = B a R | &5 BEEl o Show Deail
& i 5| 3l GEE B X B =5 @B | B of [cB &H 7 Hide Detail
Refresh Stocks Geography [<] | z| St Fitter Tedto Remove  Data  Consolidate Manage | What-ff Forecast B
P ey &l Y8 Advanced | Columns Duplicates Validation Data Model | Anal

Queries & Connections DataTypes Sort & Fiter Data Tools Forecast B Ungroup. PN

ClearOutine |\ d——

8. Now click on any cell in your sheet to clear the selection of columns C to E, then
click the Group drop-down in the Outline group, then click Auto Outline:

D Search JneGibson 5 B — O X

Data  Review View  Help © Comments

eries & Connections Py a " v % EE
Stocks Geography [5] | Z| Sott  Fitter R advonced S

Queries & Connections Data Types Sort & Fitter

Auto Outine [\

9. You will see that there are now outlines above both quarters, and also above the
full six months, but there are no groups for the expense categories:

{=]
= B

A 8 © D 3 F G H | J K L
1 |6 Month Sales Department Budget
2
3 |category Expense July August Qi Total October December Q2Total 6 Month Total
4 Employee Benefits $ 216.00 $ 216.00 $ 21600 | $ 648.00 S 216.00 $ 216.00 $ 216.00 $ 648.00 $ 1,296.00
5 Employee Commissions  $ 2,160.00 $ 2,160.00 $ 2,160.00 "$ 6,480.00 $ 2,160.00 $ 2,160.00 $ 2,160.00 $ 6,480.00 $  12,960.00
6 |Employee Salaries $ 19,500.00 $ 19,501.00 $ 19,502.00 $ 58,503.00 $ 19,504.00 $ 19,505.00 $ 19,506.00 $  58,515.00 $ 117,018.00
7 |Facility Costs Heat $ 200000 $ 200000 $  200000|$ 600000[$ 200000 $ 200000 $ 200000 $ 600000 $ 12,000.00
8 |Facility Costs Internet $ 200.00 $ 200.00 $ 200.00 $ 600.00 S 200.00 $ 200.00 S 200.00 $ 600.00 $ 1,200.00
9 |Facility Costs Mobile Phones  $ 550.00 $ 550.00 $ 550.00 $ 1,650.00 $ 550.00 $ 550.00 $ 550.00 $ 1,650.00 $ 3,300.00
10 [Farilitu Cocte Offica Dhonee < sonnn & snnnn & snnnn & 1850000 & snnnn & snnnn | & sonnn & 1s0nn0n & 2 nnn nn
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10. To subtotal the expense categories, click Data = Subtotal:

= T
sLfE W G & B
Sl

| St | Fiter Textto Remove  Data  Consolidate Manage | What-If Forecast | Group Ungrotp
& @ Advanced | Columns Duplicates Validation + DataModel | Analysis~ ~Sheet

Sort & Fitter Data Tools Forecast

11. Select Category in the At each change in drop-down list, select Sum in the Use
function drop-down list, click in the checkboxes for all columns except for
Category and Expense, and ensure the Summary below data checkbox is enabled,
then click OK:

Subtotal ? X

At each change in:

Category v
Use function:

Sum v
Add subtotal to:

[] category A
[ ]Expense

[ July

August

September

Q1 Total v

Replace current subtotals
|:] Page break between groups
Summary below data

Remove All Cancel
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12. You will see that subtotals have been added for each category and that the outline
bars have appeared to the left of the data. You will also note that the outline bars
above your columns are no longer there:

A [} © D E F G H ! J K L
1 |6 Month Sales Department Budget
2

3 Category Expense July August Qi Total October November December Q2Total 6 Month Total
4 [Employee Benefits $ 216.00 $ 21600 $ 21600 S 648.00 S 216.00 $ 216.00 $ 21600 $ 648.00 $  1,296.00
5 |Employee Commissions  $  2,160.00 $  2,160.00 $  2,160.00'$  6480.00 $ 216000 $ 216000 $ 216000 $ 648000 $ 12960.00
6 Employee salaries $ 1950000 $ 19,5000 $ 1950200 $ 58503.00 $ 19,504.00 $ 1950500 $ 19,506.00 $ 5851500 $ 117,018.00
- 7 | Employee Total $ 21,876.00 $ 21,877.00 $ 21,878.00|$ 65631.00 |$ 21,880.00 $ 21,881.00 $ 21,882.00 $  65643.00 $ 131,274.00
8 Facility Costs Heat $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $  12,000.00
9 |Facility Costs Internet $ 20000 $ 20000 20000 $ 600.00 $ 20000 $ 20000 $ 20000 $ 600.00 $  1,200.00
10 |Facility Costs Mobile Phones  $ 550.00 $ 550.00 $ 550.00 $ 1,650.00 $ 550.00 $ 550.00 $ 550.00 $ 1,650.00 $ 3,300.00
11 |Facility Costs Office Phones  $ 500.00 $ 500.00 $ 50000 $  1,500.00 $ 50000 $ 500.00 $ 50000 $  1,50000 $  3,000.00
12 |Facility Costs Office Supplies  $ 30000 $ 30000 $ 300.00 $ 900.00 $ 300.00 $ 30000 $ 30000 $ 900.00 $ 1,800.00
13 |Facility Costs Power $ 100000 $ 1,00000 $ 100000 $ 300000 $  1,00000 $ 100000 $  1,00000 $  3,000.00 $  6000.00
[=] 14]Facility costs Total S 455000 $ 455000 $  4550.00 $ 1365000 $  4,550.00 S  4550.00 $  4,550.00 $ 13,650.00 $  27,300.00
15 Marketing Advertising $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $  12,000.00
16 | Marketing Printing H 500.00 $ 50000 $  3,00000 $  4,000.00 $ 50000 $  3,00000 $ 50000 $ 400000 $  8000.00
17 | Marketing Trade Shows S 4,500.00 $ 4,500.00 $ 6,000.00 S 6,000.00 $  10,500.00
18 | Marketing Web Site B 30000 $ 30000 $ 30000 $ 900.00 $ 30000 $ 30000 $ 30000 $ 900.00 $  1,800.00
[=] 19| Marketing Total $ 280000 $ 280000 $  9800.00 $ 1540000 $  2,800.00 $ 11,300.00 $  2,800.00 $ 16900.00 $  32,300.00
20 |Travel Air Fare $ 400000 $  4,000.00 $  2,000.00 $ 200000 $  6,000.00
21 |Travel CarAllowance  $  1,800.00 $ 180000 $  1,800.00 $  5400.00 $  1,800.00 $  1,800.00 $  1,800.00 $  5400.00 $  10,800.00
= 22 Travel Total $ 180000 $ 180000 $ 580000 $ 940000 $  1,800.00 $  3,800.00 $ 1380000 $  7,400.00 $  16,800.00
[=] 23 | Grand Total $ 31,0600 $ 31,027.00 $ 42,028.00 $ 10408100 $ 31,030.00 $ 41,531.00 $ 3103200 $ 103,593.00 $ 207,674.00
24
25
Sheet1 (O} «

13. Click Data - Group -> Auto Outline again. An alert window will appear to confirm
you want to modify the existing outline. Click OK:

Microsoft Excel X

| Modify existing outline?

14. You will now see that outlines have been applied for all columns and rows:

1 =
% El =
3
1]z[= A ] c ) E F G H J K L
1 |6 Month Sales Department Budget
2
3 |category Expense July August September Qi Total October November December Q2Total 6 Month Total
4 Employee Benefits B 21600 $ 21600 $ 216.00 'S 648.00 $ 21600 $ 21600 $ 21600 $ 64800 $  1,296.00
5 Employee Commissions  $  2,160.00 $  2160.00 $  2160.00 'S 648000 $  2160.00 $ 216000 $ 216000 $ 648000 $ 12,960.00
6 Employee salaries $ 1950000 $ 19,501.00 $ 1950200 $ 58,503.00 $ 19,504.00 $ 19,505.00 $ 19,506.00 $ 5851500 $ 117,018.00
- 7 | Employee Total $ 21,876.00 $ 21,877.00 $ 21,878.00|$ 65631.00 |$ 21,8%0.00 $ 21,881.00 $  21,882.00 $  65643.00 $ 131,274.00
8 Facility Costs Heat $ 200000 $ 200000 $ 200000 $ 600000 $ 200000 $ 200000 $ 200000 $ 600000 $ 12,000.00
9 |Facility Costs Internet $ 20000 $ 20000 $ 20000 $ 600.00 $ 20000 $ 20000 $ 20000 $ 60000 $  1,200.00
10 Facility Costs Mobile Phones  $ 550.00 $ 550.00 $ 550.00 $  1,650.00 $ 550.00 $ 550.00 S 55000 $  1,650.00 $  3,300.00
11 Facility Costs. Office Phones  $ 500.00 $ 500.00 $ 500.00 $ 1,500.00 $ 500.00 $ 500.00 $ 500.00 $ 1,500.00 $ 3,000.00
12 Facility Costs Office Supplies  $ 30000 $ 30000 $ 30000 $ 900.00 $ 30000 $ 30000 $ 30000 $ 900.00 $  1,800.00
- 13 |Facility Costs Power $ 100000 $ 100000 $  1,00000 $ 300000 $ 100000 $  1,00000 $  1,000.00 $  3,000.00 $  6000.00
[=] 14 ]Facility Costs Total $ 455000 $ 455000 $ 455000 $ 13,65000 $ 455000 $  4,550.00 $  4,550.00 $ 13,650.00 $  27,300.00
15 Marketing Advertising $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $ 2,000.00 $ 2,000.00 $ 2,000.00 $ 6,000.00 $  12,000.00
- 16 Marketing Printing $ 500.00 $ 50000 $  3,00000 $ 400000 $ 500.00 $  3,000.00 $ 50000 $ 400000 $  8000.00
© 17 Marketing Trade Shows $ 450000 $  4,500.00 $  6,000.00 $ 600000 $ 10,500.00
18 |Marketing Web Site $ 300.00 $ 30000 $ 30000 $ 900.00 $ 300.00 $ 300.00 $ 300.00 $ 900.00 $ 1,800.00
- 19 Marketing Total $ 2,800.00 $ 2,800.00 $ 9,800.00 $ 15400.00 $ 2,800.00 $ 11,300.00 $ 2,800.00 $ 16,900.00 $  32,300.00
20 |Travel Air Fare $ 400000 $  4,000.00 S 2,000.00 $ 200000 $ 600000
[ 21 Travel CarAllowance  $  1,800.00 $  1,800.00 $ 180000 $ 540000 $  1,800.00 $  1,800.00 $  1,800.00 $ 540000 $  10,800.00
[=] 22 |Travel Total $ 180000 $  1,80000 $ 580000 $ 940000 $ 180000 $ 380000 $ 180000 $  7,40000 $  16,800.00
[=] 23 |Grand Total $ 31,02600 $ 31,027.00 $ 4202800 $ 10408100 $ 31,030.00 $ 41531.00 $ 31,032.00 $ 103,593.00 $ 207,674.00
2
25
Sheet1 @ «
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15. Now click the number two (2) in the box above the row numbers, and in the box
across from the column letters. You now have a simplified view of your data:

' B
<+
3
1B E A B F J K L M
1 |6 Month Sales Department Budget
2
3 |Category Expense Q1 Total Q2 Total 6 Month Total
7 | Employee Total [s 6563100 65643.00 $ 131,274.00
14 | Facility Costs Total $  13,650.00 $ 13,650.00 $  27,300.00
19 | Marketing Total $ 1540000 $ 16,900.00 $  32,300.00
22 | Travel Total $ 940000 $ 740000 $ 16,800.00
23 |Grand Total $ 104,081.00 $ 103,593.00 $ 207,674.00
24
25

16. You can now click the plus (+) sign beside any of the categories, or above either of
the quarters, to show the detailed data:

(-]
1123 A B F J K L M
1 |6 Month Sales Department Budget
2
3 |Category Expense Q1 Total Q2 Total 6 Month Total
" [+] 7| employee Total |'s 65631008 65643.00 $ 131,274.00
8 |Facility Costs Heat S 6,000.00 S 6,000.00 $  12,000.00
© 9 |Facility Costs Internet S 600.00 S 600.00 S 1,200.00
-+ 10 |Facility Costs Mobile Phones  $ 1,650.00 $ 1,650.00 $ 3,300.00
- 11 |Facility Costs Office Phones S 1,500.00 $ 1,500.00 $ 3,000.00
-+ 12 |Facility Costs Office Supplies $ 900.00 $ 900.00 $ 1,800.00
13 |Facility Costs Power S 3,000.00 $ 3,000.00 S 6,000.00
= 14 | Facility CostsTota_I S 13,650.00 S 13,650.00 S 27,300.00
|+ 19 |Marketing Total $  15,400.00 $ 16,900.00 $  32,300.00
22 |Travel Total S 9,400.00 $ 7,400.00 $ 16,800.00
B 23 |Grand Total $ 104,081.00 $ 103,593.00 S 207,674.00
24

17. Save the current workbook as Activity 3-4 Complete and then close Microsoft
Excel 365 to complete the activity.
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Summary

During this lesson, you learned about the variety of tools you can use to help you
understand errors in your formulas and data, and how they work together. You also learned
about tools to help you summarize and present your data clearly. You should now be
comfortable using the formula auditing tools to trace errors and evaluate formulas. You
should also be able to track your formulas using the Watch Window, and the Camera tool.
Finally, you should have a good understanding of how to arrange and display your data

using the Group commands.

Review Questions

1. What does a black dotted tracer arrow indicate?
2. What are dependent cells?

3. What does the “#DIV/0!” error indicate?
4. What does the Step In button in the Evaluate Formula dialog box do?

5. What needs to be done to your data before you use the Subtotal command?
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LESSON 4:
DATA ANALYSIS AND PRESENTATION

Lesson Objectives

In this lesson you will learn how to:
e Use the Quick Analysis tool
e Add sparklines
e Perform What-If analysis

e Load and use the Analysis ToolPak
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TOPIC A: Quick Analysis Tool

In previous lessons you have learned about many of the tools that are available to analyze
your data, including Custom Formatting, Charts, and Formulas. The Quick Analysis tool
provides you with access to many of these tools in one location so you can quickly analyze a
selected set of data. In this topic you will learn about the Quick Analysis tool and how to use
it.

Topic Objectives
In this session, you will learn:

e How to access the Quick Analysis tool

e About available Quick Analysis options
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Access the Quick Analysis Tool

The Quick Analysis tool is a feature in Excel 365 that lets you quickly select from many of
the application’s most commonly used analysis tools after selecting a range of data. It
presents itself as a small button, at the bottom right corner of a selection of two or more
cells. To access the options in the tool, simply click the button:

A B C D E F G H | J
1 |Monthly Sales Year to Date
2
3 First Name Last Name Employee Number January February March April May June
4 |Charlotte MacKenzie 431 S 77,940.63 S 144,804.69 $ 127,705.87 S 86,357.84 S 66,894.31 S 97,238.62
5 |Jaslene Brennan 271 $ 107,140.11 $ 9237494 $ 131,863.55 $ 89,827.80 $ 138,015.16 S 116,630.82
6 |Marely Spencer 243 $ 105,654.27 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86
7 |Elisha Bryant 496 $ 115,307.65 $ 117,57249 $ 70,376.43 $ 121,080.12 $ 124,763.07 $ 111,619.15
8 |Dixie Simmons 445 $ 80,147.26 $ 113,891.29 $ 96,932.07 $ 91,460.05 $ 87,538.32 $ 68,588.32
9 |Delilah Avila 298 S 8620948 S 82,63842 $ 11887199 $ 89,560.50 S 122,847.27 $ 107,508.96
10 |Gabrielle Norton 277 $ 8631646 S 81,341.69 $ 91,524.44 $ 103,881.93 $ 99,688.95 $ 105,096.36
11 |Marvin Burton 463 $ 69,565.39 S 122,099.44 $ 90,985.06 S 130,582.39 $ 78,218.90 $ 104,448.26
12 |saul Blevins 111 $ 7555456 $ 107,471.05 $ 129,220.99 $ 125453.64 $ 78,199.85 $ 108,304.54
13 |Coby Pham 302 $ 108,626.72 $ 117,207.84 $ 107,152.15 $ 136,028.10 $ 102,435.39 $  62,290.46
14 |Elisha Mullen 447 $ 94,208.04 S 121,29248 $ 115,954.31 $ 134,916.50 $ 123,873.79 $ 135,369.12 /
15 |Annabelle Moon 164 $ 84,764.80 $ 88,237.83 $ 136,222.25 $ 123,942.31 $ 68,372.09 $ 76,329.31
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78 @
17 k
18
19

Sheet1
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The Quick Analysis toolbar will appear with tabs for Formatting, Charts, Totals, Tables, and

Sparklines. Below each heading tab are buttons to select specific actions to apply to your

data:
S 130,582.39 | S /8,218.90 | 5 104,448.20
S 125,453.64 S 78,199.85 S 108,304.54
$ 136,028.10 S 102,435.39 S  62,290.46
S 134,916.50 S 123,873.79 $ 135,369.12
$ 123,942.31 $§ 68,372.09 S 76,329.31
$1,364,199.89 $1,196,851.31 $1,219,544.78 @

Data Bars Color...

H B B i

Charts Totals Tables Sparklines
TH d
e B
Icon Set  Greater.. Top10%  Clear...

Conditional Formatting uses rules to highlight interesting data.

Clicking on a heading tab will reveal the options under that heading:

220.99 $ 125453.64 $ 78,199.85 S 108,304.54

152.15 $ 136,028.10 $ 102,435.39 S 62,290.46

954.31 $ 134,916.50 $ 123,873.79 S 135,369.12

222.25 $ 12394231 S 68,372.09 S 76,329.31

156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78

Formatting Charts Total Tables Sparklines
SR G L S
Sum Average  Count % Total Running..  Sum

Formulas automatically calculate totals for you.

Average: 5104364.04  Count: 72
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Hovering over an option will display a preview of the analysis:

1 1

1

1

April May June
7 S 8635784 S 6689431 S 97,238.6f $ 600,941.96
5 § 89,827.80 S 138,015.16 S 116,630.8f $ 675,852.38
3 S 131,108.71 S 106,004.21 $ 126,120.8% $ 705,326.13
3 § 121,080.12 S 124,763.07 S 111,619.1% $ 660,718.91
7 S 91,460.05 S 8753832 S 68,583.3F $ 538,557.31
9 S§ 89,560.50 S 122,847.27 S 107,508.9% $ 607,636.62
4 S$ 103,881.93 S 99,6838.95 S 105,096.3F $ 567,849.83
6 S 130,582.39 S 78,218.90 S 104,448.2F $ 505,899.44
9 § 125453.64 S 78,199.85 S 108,304. $ 624,204.63
5 § 136,028.10 S 102,435.39 S 62,2904p $ 633,740.66
1 § 13491650 S 123,873.79 S 135,369.1F $ 725,614.24
5 § 12394231 S 68,372.09 S 76,329.30 $ 577,868.59
4 $1,364,199.89 $1,196,851.31 S 1,219,544.7!-@
Formatting Charts Totals Tables Sparklines
=5 Hs) LS
Sum Average  Count % Total Running..  Sum
s
Formulas automatically calculate totals for you.

Clicking the option will complete the analysis and close the Quick Analysis toolbar:

A B | c D E E G H | J
1 |Monthly Sales Year to Date
2,
3 First Name Last Name ploy January February March April May June
4 |Charlotte MacKenzie 431 S 77,340.63 S 14480469 $ 127,705.87 $ 86357.84 S 66,894.31 $ 97,238.62 % 600,941.96
5 |Jaslene Brennan 271 $ 10704011 $ 9237494 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82 $ 675,852.38
6 |Marely Spencer 243 $ 10565427 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86 $ 705,326.13
7 |Elisha Bryant 496 $ 115307.65 $ 11757249 $ 70,376.43 $ 121,080.12 $ 124,763.07 $ 111,619.15 $ 660,718.91
8 |Dixie Simmons a5 $ 80,4726 $ 113,891.29 $ 96,932.07 $ 91,460.05 $ 87,538.32 $ 68,588.32 % 538,557.31
9 |Delilah Avila 298 $ 86209.48 $ 82,638.42 $ 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96  $ 607,636.62
10 Gabrielle Norton 277 $ 8631646 $ 81,341.69 $ 91,524.44 $ 103,881.93 $ 99,688.95 $ 105,096.36 ' $ 567,849.83
11 |Marvin Burton 463 $ 69,565.39 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26 '$ 595,899.44
12 |saul Blevins 11 $ 7555456 $ 107,471.05 $ 129,20.99 $ 125453.64 $ 78,199.85 $ 108,304.54 '$ 624,204.63
13 |Coby Pham 302 $ 10862672 $ 117,207.84 $ 10715215 $ 136,028.10 $ 10243539 $ 62,290.46 $ 633,740.66
14JEIisha Mullen a47 $ 94,208.04 $ 121,29248 $ 11595431 $ 13491650 $ 123,873.79 $ 135369.12 % 725,614.24
15 |Annabelle Moon 164 $ 8476480 $ 88,237.83 $ 136,222.25 $ 123,942.31 $  68,372.09 $  76329.31 $ 577,868.59
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17|
18
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Quick Analysis Options

Each headings tab in the Quick Analysis toolbar presents options for analysis:

The Formatting tab allows you to preview and apply the most popular conditional formats:

Charts Totals Tables Sparklines

B EE R R R

DataBars Color.. IconSet Greater.. Top10%  Clear..

Conditional Formatting uses rules to highlight interesting data.

The Charts tab allows you to preview and select recommended charts:

Formatting Charts Totals Tables Sparklines

hn E [ W B I

Clustere... Clustere... Scatter Stacked.. Stacked.. More...

Recommended Charts help you visualize data.

The Totals tab allows you to preview and insert basic calculations. Clicking the arrows at
either end allows you to see more options:

Formatting Charts Totals Tables Sparklines

B | B B Hm  Hw

Sum Average  Count % Total Running..  Sum

>

Formulas automatically calculate totals for you.
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The Tables tab allows you to preview and insert a table or different pivot tables options:

Formatting Charts Totals Tables Sparklines

i % i 7 6%

PivotTable PivotTable PivotTable PivotTable

Table More

Tables help you sort, filter, and summarize data.
The Sparklines tab allows you to preview and insert Sparkline graphics:

Formatting Charts Totals Tables Sparklines

W\ u[ll] oo 0

Line Column  Win/Loss

Sparklines are mini charts placed in single cells.
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Activity 4-1: The Quick Analysis Tool

You are considering ways to analyze and present the data in one of your worksheets, but

you are not sure what the best approach would be.

1. To begin, open Activity 4-1 from your Exercise Files folder:

I Activity 4-1.xlsx
X Microsoft Excel Worksheet
17.7 KB

2. Click and drag to select cells D4 to 115. Click on the Quick Analysis Tool button that
appears at the bottom right of your selection:

A ] c D E F G H J K L M
1 |Monthly Sales Year to Date
2
3 FirstName LastName Employee Number Januai February March April May June
4 [charlotte MacKenzie a31 S 77,940.63 | $ 144,804.69 $ 127,705.87 $ 86357.84 $ 66,894.31 $ 97,238.62
5 |Jaslene Brennan 271 $ 107,140.11 $ 9237494 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82
6 |Marely Spencer 243 $ 105654.27 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86
7 |elisha Bryant 496 $ 115307.65 $ 117,57249 $ 70,37643 $ 121,080.12 $ 124,763.07 $ 111,619.15
8 |Dixie simmons 445 $ 8014726 $ 11389129 $ 9693207 $ 91,6005 $ 8753832 $ 68,588.32
9 [Delilah Avila 298 $ 8620948 $ 8263842 $ 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96
10 [Gabrielle Norton 277 $ 8631646 S 81,3169 $ 91,524.44 S 103,881.93 $ 99,683.95 $ 105,096.36
11 [Marvin Burton 463 $ 6956539 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26
12 [saul Blevins 11 $ 7555456 $ 107,471.05 $ 12922099 $ 125453.64 $ 78,199.85 S 108,304.54
13 Coby Pham 302 $ 10862672 $ 117,207.84 $ 107,152.15 $ 136,028.10 $ 102,43539 $ 62,290.46
14 |Elisha Mullen 247 $ 9420804 $ 121,29248 $ 11595431 $ 13491650 $ 123,873.79 $ 135,369.12
15 [Annabelle Moon 164 $ 8476480 $ 88,237.83 $ 13622225 $ 123,942.31 $ 6837209 $ 76,329.31 |
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,85131 $1,219,544.78
17
:i fFormatting ~ Charts  Totals  Tables  Sparklines
20
E B i
= DataBars Color.. lconSet Greater.. Top10% Clear..
23
24
25 Conditional Formatting uses rules to highlight interesting data.
26
27
2
Sheet1 ) ‘

3. Try using conditional formatting to highlight the differences in the sales results for
each sales rep. Hover your mouse over the Color button:

A 8 © D E F G H J K L '
1 |Monthly Sales Year to Date
2
3 FirstName _LastName Employee Number _January February March April May June
4 [Charlotte MacKenzie 431 $  77,940.63 144,80469 S 127,705.87 $ 86357.84 |§ 6689431 S 97,238.62
5 |Jaslene Brennan 7 $ 10714011 $ 92,374.94 $ 131,863.55 $ 89,827.80 | § 138,015.16 $ 116,630.82
6 |Marely Spencer 23 $ 105654.27 $ 102,09095 '§ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86
7 |Elisha Bryant 496 $ 115,307.65 $ 117,572.49 |§ 70,376.43 S 121,080.12 $ 124,763.07 $ 111,619.15
8 |Dixie Simmons 445 $ 80,47.26 $ 11389129 $ 9693207 $ 91460.05 $ 8753832 |§  68,588.32
9 |Delilah Avila 298 $ 8620948 S 82,63842 $ 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96
10 | Gabrielle Norton 277 $ 8631646 $ 81,3169 $ 91,524.44 $ 103,881.93 $ 99,688.95 $ 105,096.36
11 |Marvin Burton 463 $ 6956539 S 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26
12 |Saul Blevins 111 $ 7555456 S 107,471.05 $ 129,220.99 S 125453.64 $ 78,199.85 S 108,304.54
13 |coby Pham 302 $ 10862672 $ 117,207.84 $ 107,152.15 |§ 13602810 $ 102,435.39 ISNNG2I250/460
14 |Elisha Mullen 447 $ 9420804 $ 121,29248 $ 115954.31 | § 13491650 $ 123,873.79 $ 135369.12
15 |Annabelle Moon 164 $ 8476480 $ 8823783 $ 13622225 $ 123,942.31 | 6837209 $ 7632931
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,504.78
17
18 o =
5 formatting ~ Charts  Totals  Tables  Sparklines
20
: B B D
22 DataBars | Color.. . lconSet Greater.. Top10%  Clear..
23
24
25 Conditional Formatting uses rules to highlight interesting data.
26
27
28

Sheet1 ® <

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

Next, hover your mouse over the Data Bars button:

181

Tables  Sparklines

B B B

IconSet  Greater.. Top10%  Clear...

Conditional Formatting uses rules to highlight interesting data.

4 A 8 | c | D | E | F | G | H | |
1 |Monthly Sales Year to Date

2

3| FirstName LastName Employee Number __Jai Fel March il June

4 [Charlotte MacKenzie 431 [SI7520.63 ISIIARE0869) [SW127,705:8 [SINE6Es7.50 [SIGh, 394.31 [SMSmass.62
5 |Jaslene Brennan m ISI0740.11 SISy« [SMiSTEGass ISINESE.7.c0 [ISIISE0ISE ISIIIEI6E0)s2
6 |Marely Spencer 243 [$77105,654 27 [$17202,080.55 [$77134;347.13 [$7131,108.71 [$7106,004.21 [$17126,120.85
7 |Elisha Bryant 496 [SNIEEGTes SISk [SID,270.43 [SINTSN0800 » [SWaEG; SIS 15
8 |pixie simmons a5 SIS 4720 ISHEESEH o [SNSESE..07 [SHNSTEG0.05 SHNETE:s 32 ISINGS, 55832
9 |pelilah Avila 298 EINEEE 5.0 [EINERN3s.42 ENEEETGy [SIESIS00.50 [SEaEAR 7 [SINEG7508.96
10 |Gabrielle Norton 277 [SINEER 6.0 [SIETRs1.00 [SINSTE0.44 [SINI03ER) 2 [SINSS6Es.o5 ISINEGSI0%.25
11 |Marvin Burton 463 [SINGS 56530 ISMNE2oIG950 1 [SINS0ISks.00 [SINES0ISEE, ISINGE]15.00 ISINEOAMEE 26
12 [saul Blevins m [SIS]s54.50 SMEGHGH o5 [SNEESEE05> [SIEESHSIE. M 100.c5 [SMNH0EE0E 5+
13 |coby Pham 302 ISIN0E626.7> ST 7: [SW07E5: 15 [SSGI0280 [SIE02ES. > IS, 25046
14 Elisha Mullen a7 [ h [§7115,954.31 [$134,916.50

15 |Annabelle Moon 164 SIS o150 [SHNERS:7.53 [SI5E5E5E: [SIGE 372.09 [SIINGGI329.31
16

1)

L] formatting ~ Charts  Totals
19| .

20

21| ;
= DataBars  Color...

23

24 s

2|

2

27

22

Sheet! ®

(K1 E—

You decide you want to highlight sales amounts that were above the monthly sales

target. Click on the Greater (than) button:

4 A | B | C D E F G { H J K |
1 |Monthly Sales Year to Date

2 |

3| FirstName Last Name Em) Number

4 [Charlotte MacKenzie 431

5 [Jaslene Brennan 271 5

6 [Marely Spencer 243

7 |elisha Bryant 496 '$ 7037643 6.

@ [oixie simmons a5 $

9 |Delilah Avila 298

10 |Gabrielle Norton 277

11 [Marvin Burton 463

12 [Saul Blevins 111

13 |Coby Pham 302

14 [Elisha Mullen 447

15 [Annabelle Moon 164 X . ,329.31 |

16| $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78

17

18

10 Greater Than ? X
20 | Format cells that are GREATER THAN:

g’ 103547.575 El with | Light Red Fill with Dark Red Text | |
25

In the Greater Than dialog box that appears, type “100,000” in the Format cells
that are GREATER THAN: field, then select Green Fill with Dark Green Text from

the with drop-down list. Click OK:

Greater Than

Format cells that are GREATER THAN:

100000

2| with Green Fill with Dark Green Text | |

| OK !}'[ Cancel ‘
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7. Cells with a value greater than $100,000 are now highlighted so they can be quickly
identified:

A B C D E F G H | J K

1 |Monthly Sales Year to Date

2

3 First Name Last Name Employee Number January February March April May June

4 |Charlotte MacKenzie 431 $  77,940.63 $ 144,804.69 $ 127,70587 $ 86,357.84 $ 66,894.31 $ 97,238.62
5 |Jaslene Brennan 7 $ 107,040.11 $ 92,374.34 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82
6 |Marely Spencer 243 $ 105,654.27 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86
7 |Elisha Bryant 496 $ 115307.65 $ 117,57249 $ 70,37643 $ 121,080.12 $ 124,763.07 $ 111,619.15
8 |Dixie Simmons a5 $ 80,47.26 $ 113,891.29 $ 96,932.07 $ 91,460.05 $ 87,538.32 $  68,588.32
9 |Delilah Avila 298 $ 8620948 $ 82,638.42 $ 118,871.99 $ 89,560.50 $ 122,847.27 $ 107,508.96
10 |Gabrielle Norton 277 $ 8631646 $ 81,341.69 $ 91,52444 $ 103,881.93 $ 99,688.95 $ 105,096.36
11 |Marvin Burton 463 $  69,565.39 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26
12 |saul Blevins 11 $ 7555456 $ 107,471.05 $ 129,220.99 $ 125453.64 $ 78,199.85 $ 108,304.54
13 |Coby Pham 302 $ 10862672 $ 117,207.84 $ 107,15215 $ 13602810 $ 10243539 $ 62,290.46
14 |Elisha Mullen 247 $ 9420804 $ 121,29248 $ 11595431 $ 13491650 $ 123,873.79 $ 135,369.12
15 Annabelle Moon 164 $ 8476480 $ 88,237.83 $ 13622225 $ 123,94231 $ 6837209 $ 76329.31
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17

18

8. Now you would like to compare sales performance by sales rep for the year to
date. Again, select cells D4 to 115 (if required) and click on the Quick Analysis Tool
button that appears at the bottom right of your selection:

A 8 c D 3 F G H ! J K L N
1 |Monthly Sales Year to Date
2
3 FirstName __LastName Employee Number January February March April May June
4 [charlotte MacKenzie 431 S 77,940.63 |§ 14480469 $ 127,70587 $ 86357.84 $ 6689431 $ 97,238.62
5 [Jaslene Brennan 271 $ 107,40.11 $ 92,374.94 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82
6 |Marely Spencer 243 $ 10565427 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 10600421 $ 126,120.86
7 |elisha Bryant 496 $ 11530765 $ 117,57249 $ 70,376.43 $ 121,080.12 $ 124,763.07 $ 111,619.15
8 |Dixie Simmons 445 $ 80,4726 $ 113,891.29 $ 96,932.07 $ 91,460.05 $ 87,538.32 $  68,588.32
9 |Delilah Avila 298 $ 8620948 $ 8263842 $ 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96
10/Gabrielle Norton 277 $ 8631646 $ 81,3169 $ 9152444 $ 10388193 $ 9968895 $ 105,096.36
11 |Marvin Burton 463 $ 69,565.39 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26
12 [saul Blevins m $ 7555456 $ 107,471.05 $ 129,220.99 $ 12545364 $ 78,199.85 $ 108,304.54
13 |coby Pham 302 $ 10862672 $ 117,207.84 $ 107,152.15 $ 13602810 $ 10243539 $ 62,290.46
14 |Elisha Mullen 47 $ 94,208.04 $ 121,29248 $ 115954.31 $ 13491650 $ 123,873.79 $ 135,369.12
15 |Annabelle Moon 164 $ 8476480 $ 88,237.83 $ 13622225 $ 12394231 $ 6837209 $ 7632931
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $

1,219,544.78 @
17

formatting  Charts  Totals  Tables  Sparklines

2 B B B B R B

22 DataBars Color.. IconSet Greater.. Top10%  Clear..
23

24

25 Conditional Formatting uses rules to highlight interesting data.

26

27

Sheet1 ® <
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9. Click the Totals tab and hover over the Sum button on the right:

A B € ) E F G H ! ) K L
1 |Monthly Sales Year to Date
2
3 First Name Last Name Employee Number January February March April May June
4 |Charlotte MacKenzie 431 $ 7794063 $ 144,804.69 $ 127,70587 $ 86,357.84 S 6689431 $ 97,238.62 §$ 600,941.96
5 |Jaslene Brennan 271 $ 10704011 $ 92,374.94 $ 131,863.55 $ 89,827.80 $ 13801516 $ 116630.82 $  675852.38
6 |Marely Spencer 243 $ 105654.27 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86 $ 705,326.13
7 |Elisha Bryant 496 $ 115307.65 $ 11757249 $ 7037643 $ 121,080.12 $ 124,763.07 $ 111,61915 $  660,718.91
8 |Dixie Simmons 445 $ 80,147.26 $ 113,891.29 $ 96,932.07 $ 91,460.05 $ 87,538.32 $ 6858832 § 538,557.31
9 |Delilah Avila 298 $ 8620948 $ 82,63842 $ 118,871.99 $ 89,560.50 $ 122,847.27 $ 107,508.96 $  607,636.62
10 | Gabrielle Norton 277 $ 8631646 $ 81,341.69 $ 91,524.44 $ 103,881.93 $ 99,688.95 $ 10509.36 $ 567,849.83
11 |Marvin Burton 463 $ 6956539 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 7821890 $ 10444826 $  595,809.44
12 Saul Blevins m $ 7555456 $ 107,471.05 $ 129,220.99 $ 125453.64 $ 75199.85 $ 10830454 $  624,204.63
13 |Coby Pham 302 $ 108,626.72 $ 117,207.84 $ 107,152.15 $ 136,028.10 $ 102,43539 $ 6229046 $ 633,740.66
14 |Elisha Mullen 247 $ 9420804 $ 121,29248 $ 115954.31 $ 13491650 $ 123,873.79 $ 135369.12 $  725,614.24
15 |Annabelle Moon 164 $ 8476480 $ 88,237.83 $ 13622225 $ 123,94231 $ 6837209 $ 7632931 $ 577,868.59
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17
18
o Formatting ~ Charts 2 Tables Sparklines
20
2 = B 5 :
22 Sum  Average Count %Total Running.. Sum
23
24
= Formulas automatically calculate totals for you,
26
27
2

Sheet1 ® <

10. Now that you see the preview, click on the Sum button to accept adding the sum
formulas:

A B c D E F G H ! J K
1 |Monthly Sales Year to Date
2
3 } First Name Last Name Number January February March April May June
4 |Charlotte MacKenzie 431 S 77,9063 S 14480469 $ 127,70587 S 86357.84 $ 6639431 $ 97,238.62 $  600,941.96
5 |Jaslene Brennan 7 $ 10714011 $ 92,374.94 $ 131,863.55 $ 89,827.80 $ 13301516 $ 11663082 $ 675,852.38
6 |Marely Spencer 243 $ 10565427 $ 102,09095 $ 134347.13 $ 13L,108.71 $ 10600421 $ 126120.86 $  705326.13
7 |Elisha Bryant 496 $ 115307.65 $ 11757249 $ 7037643 $ 12108012 $ 124763.07 $ 11161915 $  660,718.91
8 |Dixie simmons a15 $ 80,4726 $ 11389129 $ 9693207 $ 9146005 $ 8753832 $ 6858832 '$  538,557.31
9 |Delilah Avila 298 $ 8620948 $ 8263842 S 11887199 S 8956050 § 122,847.27 § 107,50895 $  607,636.62
10 |Gabrielle Norton 277 $ 8631646 $ 8134169 $ 91,524.44 S 103,88193 $ 99,688.95 $ 10509636 '$  567,849.83
11 |Marvin Burton 463 $ 6956533 § 122,099.44 $ 90985.06 $ 13058239 $ 7821890 $ 10444826 $  595899.44
12 |saul Blevins 111 $ 7555456 $ 10747105 $ 12922099 $ 125453.64 $ 75199.85 $ 108,304.54 '$ 624,204.63
13 |Coby Pham 302 $ 10862672 $ 117,207.84 $ 10715215 $ 13602810 $ 10243539 $ 62,290.46 '$  633,740.66
14 |Elisha Mullen 447 $ 9420804 $ 12129248 $ 11595431 $ 13491650 $ 12387379 $ 135369.12 '§ 725,614.24
15 |Annabelle Moon 164 $ 8476480 $ 88,237.83 $ 13620225 S 123,94231 $ 6837209 $ 76329.31'$  577,868.59
16| $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17

11. Now select cells J4 to J15, the totals you just added, and click on click on the Quick
Analysis Tool button:

A 8 c D 3 F G H ! ) K L M N

1 |Monthly Sales Year to Date
2
3 FirstName __lastName Employee Number __January February March April May June
4 |Charlotte MacKenzie 431 $ 77,940.63 $ 14480469 $ 127,705.87 $ 86,357.84 $ 66,89431 $ 97,238.62($ 600,941.96
5 |Jaslene Brennan mn $ 107,140.11 $ 9237494 $ 131,863.55 $ 89,827.80 $ 13801516 $ 116,630.82($ 675,852.38
6 |Marely Spencer 243 $ 10565427 § 10209095 $ 13424713 $ 13110871 $ 10600421 $ 126120.86['$ 70532613
7 |Elisha Bryant 496 $ 115307.65 $ 117,57249 $ 70,37643 $ 121,080.12 $ 124,763.07 $ 111,619.15 | § 660,718.91
8 [Dixie Simmons aas $ 8014726 $ 11389129 $ 9693207 $ 9146005 $ 8753832 $ 68588.32 (% 538,557.31
9 |pelilah Avila 298 $ 8620948 § 82,638.42 § 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96 | $ 607,636.62

Norton 277 $ 8631646 $ 81,3169 $ 91,5244 $ 10388193 $ 9968895 $ 10509636 | 567,849.83
11 [Marvin Burton 263 $ 6956539 $ 122,099.44 $ 90985.06 $ 130,58233 $ 7821890 S 104448269  595,899.04
12 |saul Blevins m $ 7555456 $ 10747105 § 129,220.99 $ 125453.64 $ 78,199.85 $ 108,304.54[$ 624,204.63
13 [coby Pham 302 $ 10862672 § 117,207.84 § 10715215 $ 13602810 $ 10243539 $ 62,290.46 [$  633,740.66
14 |Elisha Mullen 247 $ 9420804 $ 121,29248 § 11595431 $ 13491650 $ 123,873.79 § 135369.12[% 725,614.24
15 [Annabelle Moon 164 $ 8476480 $ 8823783 $ 1362225 $ 12394231 $ 6837209 § 76329318 577,868.59
16 $1,091,435.37  $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17
18 I v
o fformatting ~ Charts  Totals  Tables  Sparklines
20
n B = 3
2 DataBars Color.. lconSet Greater.. Top10% Clear..
23
24
= Conditional Formatting uses rules to highlight interesting data.
26
27
22

Sheet1 ® <

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

12.

13.

14.

Hover over the Color button to preview the conditional formatting:

A [ € D E F G H J K L M N
1 |Monthly Sales Year to Date
2
3 FirstName __LastName Employee Number __January February March April May June
4 |Charlotte MacKenzie 431 $ 77,940.63 $ 14480469 $ 127,705.87 $ 86,357.84 $ 6689431 $ 97,23862 $ 600,941.96
5 |Jaslene Brennan 271 $ 107,140.11 $ 9237494 S 131,863.55 $ 89,827.80 $ 138,015.16 $ 116630.82 §  675852.38
6 Marely Spencer 243 $ 10565427 $ 10209095 $ 134,347.13 $ 131,10871 $ 10600421 $ 1261206 |§  705326.13
7 |Elisha Bryant 496 $ 11530765 $ 11757249 $ 70,376.43 $ 121,080.12 $ 124,763.07 $ 11161915 $ 660,718.91
8 |Dixie simmons aa5 $ 804726 § 11389129 $ 9693207 $ 9146005 $ 8753832 $ 6858832 [SNNNNIGIRS6ATN
9 |Delilah Avila 298 $ 8620948 $ 8263842 $ 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96 $ 607,636.62
10 |Gabrielle Norton 277 $ 8631646 $ 8134169 $ 91,52444 $ 10388193 $ 99,688.95 $ 105096.36 §  567,849.83
11 |Marvin Burton 463 $ 69,565.39 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 S 104,44826 $ 595,899.44
12 |saul Blevins 1 $ 7555456 $ 10747105 $ 129,220.99 $ 125453.64 $ 78,199.85 $ 10830454 § 624,204.63
13| Coby Pham 302 $ 10862672 $ 117,207.84 $ 107,15215 $ 136,028.10 $ 10243539 $ 62,29046 §  633,740.66
14 |Elisha Mullen 447 $ 9420804 $ 121,29248 $ 11595431 $ 13491650 $ 123,873.79 $ 135369.12
15 |Annabelle Moon 164 $ 8476480 S 88,237.83 S 13622225 S 123,94231 $ 6837209 $ 7632931 § 577,868.59
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17
:; Formatting  Charts  Totals  Tables  Sparklines
20! =R
21 B = B
22 DataBars | Color. | lconSet Greater.. Top10%  Clear.
23
24
= Conditional Formatting uses rules to highlight interesting data.
26
27
2al

Sheet1 (

®

The colors allow you to see at a glance the sales performance of the sales reps,
relative to each other. Click the Color button to accept the conditional formatting:

A 8 & o e f s H i s x LM N o [ e [ a | & | s T |y | v [
1 Monthly Sales Year to Date
z
3] cisthame  tasthame sy Febuary  wareh aprt way une
4 [charone wackenzie a1 S 7iswe § lagass 5 s 5 ssare § eosas s 972L0S woemss
5 [1astene srennan m S W0n $ smms $ LIRS $ s S LA 5 ige0s
& [warely Spencer P $ 1056027 5 102085 $ B4WIS $ BLIGT 5 KA 5 151086
7 [eusha aryant a6 S wsa0765 5 ursmas s Meas S LI 5 LazER07 5 161915 (B esamsen
8 [oimie simmons s S sou72s § 13123 S S6IMO7 S SLAG00S S IsWR S G5
o [oetian Avila 28 S 8620048 5 G2 5 UBETLY S 6050 § 12204727 § 10750856 S Gunssasa
10|Gabrielle Norton m S 8631645 S SLMLE S SLSMs4 S 038190 S 9966895 § 10509636
11 |vervin aurton ® S 6956539 § 12209940 5 909506 § 1056239 § 7821890 § 10444826 (8 5e5.808ae
2soul Blevins m S 75455 § 10747105 § 192099 § 12545364 S 7819985 S 10530454 ('S 62420463
13| coby Pham 0 S 10862672 $ 11720784 $ 10715215 $ 1360810 § 10243539 S 6229046 |8 633,740.66
14]eisha Mullen “ S 520808 § 119248 5 1159431 § 1391650 § 1IFTAI S 1L
15| amavelie Moon 168 S oAres0 5 ooy S 125 § 1ReN S es3m09 S 3w
{0 $1091,435.37_SLISL02.11 | S1351,156.00 $1364,159.89 S119685131 S1215504.78
v
i
1
»
2
2
5
2
2
5
2
sheett | ® g D

Save the current workbook as Activity 4-1 Complete and then close Microsoft
Excel 365 to complete the activity.
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TOPIC B: Adding Sparklines

A Sparkline is a small chart graphic that is contained within a single cell to provide a visual
representation of a set of data. You can use Sparklines to show trends in a series of values
so users can quickly analyze the related information. To be effective, they should be
positioned close the data they are representing. In this topic you will learn about the

different kinds of Sparklines and how to use them.

Topic Objectives
In this session, you will learn about:

e Available Sparkline types
e Inserting and editing Sparklines

e The Sparkline Design tab
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Sparkline Types

Like regular charts in Excel, different types of Sparklines are available to help you better
show the trends in the data with which you are working. The three types of Sparklines you

can use are Line, Column, and Win/Loss:

A B C D E F G
3 January February March April May June
: 30 22 36 42 27 19 Y
. 30 22 36 42 27 19 ._II._
H_EN
4 2 1 1 3 2 3 | O

The Line type of Sparkline is used to show the upward or downward trend for a set of data,

just like the standard line chart in Excel:

30 22 36 42 27 19

2

The Column type of Sparkline also shows upwards or downwards trends, but the data is

plotted using a column graph instead of a line graph:

: 30 22 36 42 27 19 B lI -

The Win/Loss type of Sparkline shows if the referenced data is above or below zero:

H_NR
4 2 1 1 3 2 3 B R B
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Inserting and Editing Sparklines

To launch the Create Sparkline dialog box, click the Insert tab on the ribbon list, then from
the Sparklines group, click on the button representing the type of Sparkline you would like

to insert:

Bookl.xlsx - Saved ~ £ Search

AutoSave @D BB D~ Qv =

File Home Insert Page Layout Formulas Data Review View Help
=] =l <1 B Online Pictures () 3D Models ~ o 2  div @ M-~ @ = e =
02 0 @ h [ Get Add-ins ! 0 l@ ol o = i
? L) ) shapes ~ B SmartArt K v s il @ | = Y
PivotTable Recommended Table Pictures - = My Add-ins ~ Recommended . aps PivotChart 3D Line Column Win/ Slicer Timeline
PivotTables o lcons @} Screenshot~ | O~ MY Charts @~ i~ v - Map v N Loss
Tables Illustrations Add-ins Charts sl Tours Sparklines Filters

In the Create Sparklines dialog box, select or type the data range in the Data Range field,

then select or type the location you would like the Sparkline to be placed, in the Location

Range field:
A B C D E F H
] January February March April May June
’ 30 22 36 42 27 19
3 30 22 36 42 27 19
4 -2 1 -1 3 2 -3
5
i Create Sparklines ? X
7
8 Choose the data that you want
9 Data Range: |A2:F2| 4
10
1 Choose where you want the sparklines to be placed
12 Location Range: | $GS2 2+
13
14
15 L
16
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To complete the process, click OK. The Sparkline will appear in the selected cell:

A B C D E F G
1 January February March April May June
N
5 30 22 36 42 27 19 U \\
3 30 22 36 42 27 19
4 -2 1 -1 3 2 -3
5
6
7
The Sparkline Tab

Once a Sparkline has been inserted into a cell, and that cell is the active cell, the Sparkline

contextual tab will be displayed on the ribbon:

AutoSave ﬂ:é ‘9"

Book1.xlsx - Saved ~

<l

File Home Insert Page Layout Formulas Data Review View Help
F[=] =] <] F& Online Pictures 3D Models ~ : ¥ e e H]
B | S © Beansn -84 @ [ | g
. - i r(b Shapes v 75 SmartArt ME~ [ﬂ]] v iR X
PivotTable Recommended Table Pictures = o /)M Y E Recommended a4 . Maps PivotChart E
PivotTables o) lcons @, Screenshot v o/ My Charts cD v |_ = . . M
Tables Ilustrations Add-ins Charts ml To

Clicking on the Sparkline contextual tab in the ribbon will present several groups of options

for modifying your Sparkline(s):

AutoSave B 9~ = Bookl.xlsx - Saved ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help Sparkline
A2 v i
W E i fme | L HighPoint [ First Point Sparkline Color ﬂ id
~ | FH Marker Color ~ i
= Ais

[ Low Point [ Last Point
Edit Line Column Win/
Data v Loss | L Negative Points [] Markers v @Clear ~

Sparkline Type Show Style Group

O © © o (5]

The (1) Sparkline group contains a single drop-down command that you can use to edit the

data source and the Sparkline placement.
The (2) Type group lets you select between the three types of Sparklines.

The (3) Show group contains six checkboxes that let you use markers or colors to highlight

elements of the data.

The (4) Style group contains the style gallery, where you can choose from an assortment of
preconfigured styles for each Sparkline type. You can also choose colors for the lines or

columns, as well as for the markers.
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The (5) Group lets you select options for grouping or ungrouping Sparklines. Grouping
Sparklines lets you make modifications to all the Sparklines in the group at once. You will

also find options here to control the axis features, such as scaling, and direction.
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Activity 4-2: Adding Sparklines

You are preparing a worksheet showing the monthly sales revenue for each member of your

sales team. You would like to be able to visualize the trends from month to month for each

salesperson, and decide to try Sparklines.

1.

2.

To begin, open Activity 4-2 from your Exercise Files folder:

N Activity 4-2.xlsx
X Microsoft Excel Worksheet
17.6 KB

Click the Insert tab, then click the Column button in the Sparklines group:

Activity 4-2xlsx ~

File ~ Home Insert  Pagelayout  Formulas  Data  Review  View  Help

@ @ l__é C% Ea R 4 Get Add-ins E [h? g

PivotTable R ded Table | Pictures Shapes | 3 i saeenshot~ Bing People | Re ded
ivotTable Recommended Table | Pictures Shapes Icons My Add-ins « Bing People | Recommended
PivotTables - ~ My Addins Maps Graph Chats O~ Lt

Tables llustrations Add-ins Charts

In the Create Sparkline dialog box, type or select the range “D4:115” in the Data
Range field. In the Location Range field type or select “$J$4:$J$15,” then click OK:

Create Sparklines ? X

Choose the data that you want

Data Range: | D4:15 4+
Choose where you want the sparklines to be placed
Location Range: | $J$4:$J$155E527] *
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The column Sparklines, showing the monthly trends for each salesperson, will be
displayed in column J:

A B C D E F G H | J K
1 |Monthly Sales Year to Date
2
3 First Name Last Name Number January February March April May June
4 |Charlotte MacKenzie 431 $ 7794063 $ 144,80469 $ 127,70587 $ 86,357.84 $ 66,894.31 $ 97,238.62
5 |laslene Brennan 271 $ 107,040.11 $ 92,37494 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82
6 [Marely Spencer 243 $ 10565427 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86 | __
7 |Elisha Bryant 496 $ 115307.65 $ 117,57249 $ 7037643 $ 121,080.12 $ 124,763.07 $ 111,619.15
8 |Dixie Simmons 445 $ 80,147.26 $ 113,891.29 $ 96,932.07 $ 91,460.05 $ 87,53832 $  68,588.32
9 |Delilah Avila 298 $ 8620948 S 82,63842 $ 118,871.99 $ 89,560.50 S 122,847.27 $ 107,508.96
10 | Gabrielle Norton 277 $ 8631646 $ 81,341.69 $ 91,52444 $ 103,881.93 $ 99,688.95 $ 105,096.36
11 |Marvin Burton 463 $ 69,565.39 $ 122,099.44 $ 90,985.06 $ 130,582.39 S 78,218.90 $ 104,448.26
12 [Saul Blevins. 111 $ 7555456 $ 107,471.05 $ 129,220.99 $ 125453.64 S 78,199.85 $ 108,304.54
13 |Coby Pham 302 $ 108,626.72 $ 117,207.84 $ 107,152.15 $ 136,028.10 $ 102,435.39 $  62,290.46
14 |Elisha Mullen 447 $ 94,208.04 $ 121,29248 $ 115954.31 $ 134,916.50 $ 123,873.79 $ 135,369.12
15 |Annabelle Moon 164 $  84,764.80 $ 88,237.83 $ 13622225 $ 123,942.31 $ 6837209 $ 76,329.31
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17
18

You decide you would like to try the Line type Sparklines to see if they will illustrate
the trends better. With the Sparklines selected, the Sparkline contextual tab should
be displayed in the ribbon list. Click the Line button in the Type group, to convert
the Sparklines:

AutoSave (@ Of) DE = Activity 4-2xlsx ~ O Ssearch 1
File  Home  Insert  Pagelayout  Formulas  Data  Review View Help  Sparkline

- . - 2 - it
F/ E Jﬂ E High Point First Point | | I I Z sparkiine Color ﬂ =i}

Low Point tastPaint | Ml ] "'.|.-||"|' ool Bl ~| BE Marker Color U
Edit Line [Folumn Win/ = Axis
Data ~ Loss Negative Points v Clear ~
Sparkline Type Show Style Group
Ja < fe

A B c D E F G H 1 J K

1 |Monthly Sales Year to Date
2
3 First Name Last Name Employee Number  January February March April May June
4 [Charlotte MacKenzie 431 $ 77,940.63 $ 144,804.69 $ 127,705.87 $ 8635784 $ 6689431 $ 97,238.62
5 |Jaslene Brennan 271 $ 107,140.11 $ 92,374.94 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82
6 [Marely Spencer 243 $ 10565427 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86 |
7 [Elisha Bryant 4% $ 115307.65 $ 117,57249 $ 70,376.43 $ 121,080.12 $ 124,763.07 $ 111,619.15
2 [Dixie Simmons 45 $ 80,147.26 $ 113,891.29 $ 96,932.07 $ 9146005 $ 87,538.32 $  68,588.32
9 |Delilah Avila 298 $ 8620948 $ 8263842 $ 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96
10 |Gabrielle Norton 277 $ 8631646 $ 81,3469 $ 91,5444 $ 103,881.93 $ 99,688.95 $ 105,096.36
11|Marvin Burton 463 $ 6956539 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26
12 [saul Blevins 111 $ 7555456 $ 107,471.05 $ 129,220.99 $ 125453.64 $ 78,199.85 $ 108,304.54
13 |coby Pham 302 $ 10862672 $ 117,207.84 $ 107,152.15 $ 13602810 $ 10243539 $ 62,290.46
14 [Elisha Mullen 247 $ 9420804 $ 121,29248 $ 115954.31 $ 134,91650 $ 123,873.79 $ 135,369.12
15 | Annabelle Moon 164 $ 8476480 $ 88,237.83 $ 136,225 $ 123,94231 $ 68,372.09 $ 76,329.31
16 $1,091,435.37  $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17
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192

In the Show group, click the High Point and Low Point checkboxes to enable them.

You will see that red markers have been placed on the Sparklines to indicate the

highest and lowest value:

AutoSave < Activity 4-2xlsx + P search | |
File  Home  Insert  Pagelayout  Formulas  Data  Review View Help  Sparkline
A2 v
W E jm E H\ghpomt ——=Fst Point n V\/\ \/\/\ \/\/\ \/\/\ \/\/\ LZ Sparkline Color
] Low Point t Point ~| Bl Marker Color ~
Edit Line Column Win/ ‘Ow SR =- R W — Bl Marker Color Axis i Ungroup
Data~ Loss Negative Points || Markers < - (@mm <
Sparkline Type Show Style Group
Ja 2 fe
A B c D E F G H I J K
1 |Monthly Sales Year to Date
2
3 First Name Last Name Employee Number January February March April May June
4 |Charlotte MacKenzie 431 $ 77,4063 $ 144,804.69 $ 127,705.87 $ 86,357.84 $ 66,894.31 $ 97,23862| — — .
5 |Jaslene Brennan 271 $ 107,040.11 $ 92,374.94 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82 | —
6 [Marely Spencer 243 $ 105654.27 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 10600421 $ 12612086 | — " ~—
7 |Elisha Bryant 496 $ 115307.65 $ 117,572.49 $ 70,376.43 $ 121,080.12 $ 124,763.07 $ 111,619.15| — o =
8 [Dixie Simmons aa5 $ 80,147.26 $ 113,891.29 $ 9693207 $ 91,460.05 $ 87,53832 $ 6858832 — ——
9 |Delilah Avila 298 $ 8620948 $ 8263842 $ 118,871.99 $ 89,560.50 $ 122,847.27 $ 107,508.96 | . —
10 |Gabrielle Norton 277 $ 8631646 S 81,3d169 $ 9152444 $ 103,881.93 $ 99,688.95 $ 10509636 | —0—"
11 [Marvin Burton 463 $ 6956539 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26 | o ~—
12 |saul Blevins m $ 7555456 $ 10747105 $ 129,220.99 $ 125453.64 $ 78,199.85 $ 108,304.54 | .— . —
13 [Coby Pham 302 $ 108,626.72 $ 117,207.84 $ 107,152.15 $ 136,028.10 $ 102,43539 $ 6229046 [ ——
14 [Elisha Mullen aa7 $ 9420804 $ 121,29248 $ 11595431 $ 13491650 $ 123,873.79 $ 135369.02 | .
15 |Annabelle Moon 164 $  84,764.80 S 88,237.83 $ 136,222.25 $ 12394231 S 6837209 $ 7632931 | ' .
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17

To differentiate between the high and low values, click the Marker Color drop-

down command, click High Point, then click the Green standard color:

AutoSave (@ of) L) < Activity 4-2xIsx ~ P Search
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File ~ Home  Insert  Pagelayout  Formulas  Data  Review View  Help  Sparkiine
Nir4 -

Al - R o NSNS vy B === o
Edit | | Line Column Win/ ¥ = Axis Mgl
Data v Loss Negative Points Markers Z NegativePoints > |~ & Clear v
Sparkline Type Show Style Z Markers > Group
& M fe Z HighPoint > Theme Colors

A B C D E F G H Z LowPoint > H EHEEENEN
1 |Monthly Sales Year to Date Z First Point >
2 . . Z Last point 4l | ]
3| FirstName LastName Employee Number Januar Februa March April May " 1]
4 |charlotte MacKenzie 431 $ 77,900.63 $ 144,804.69 $ 127,705.87 $ 86,357.84 $ 6689431 $ 97,23862( " —
5 |Jaslene Brennan 271 $ 107,140.11 $ 92,37494 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82 | — . snmm(‘,h,s/
6 Marely Spencer 243 $ 10565427 $ 102,090.95 $ 13434713 $ 131,10871 $ 10600421 $ 12612086 . g STl
7 |Elisha Bryant 496 $ 115307.65 $ 117,57249 $ 70,37643 $ 121,080.12 $ 124,763.07 $ 111,619.15 k
8 |Dixie Simmons 245 $ 80,147.26 $ 11389129 $ 9693207 $ 91,460.05 $ 87,538.32 $ 68,588.32 [ — —— &) MoreColors..
9 |Delilah Avila 298 $ 8620948 $ 8263842 $ 118,871.99 $ 89,560.50 $ 122,847.27 $ 107,508.96 [ — =
10 [Gabrielle Norton 277 $ 8631646 $ 81,341.69 $ 91,5444 $ 103,881.93 $ 99,688.95 $ 10509636 | ——
11 |Marvin Burton 463 $ 69,565.35 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26 [ .~ —
12 |Saul Blevins 111 $ 7555456 $ 107,471.05 $ 129,220.99 $ 125453.64 $ 78,199.85 $ 10830454 | .~
13| Coby Pham 302 $ 10862672 $ 117,207.84 $ 107,15215 $ 13602810 $ 10243539 $ 6229046 | — —
14 |Elisha Mullen 447 $ 9420804 $ 121,29248 $ 11595431 $ 13491650 $ 123,873.79 $ 135369.12 | .
15 |Annabelle Moon 164 $ 8476480 $ 88237.83 $ 13622225 $ 12394231 $ 6837209 $ 7632931 [
16/ $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17)
e
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The marker indicating the highest value in the data series is now green. You can

quickly see the trends in sales revenue for each salesperson and you can also
quickly locate their highest and lowest revenue months:

A B c D E F G H | J K
1 |Monthly Sales Year to Date
2
3 First Name Last Name Employee Number January February March April May June
4 [Charlotte MacKenzie 431 $ 77,9063 $ 14480469 $ 127,705.87 $ 86,357.84 $ 66,894.31 $ 97,238.62
5 |Jaslene Brennan 271 $ 107,040.11 $ 9237494 $ 131,863.55 $ 89,827.80 $ 138,015.16 $ 116,630.82
6 |Marely Spencer 243 $ 10565427 $ 102,090.95 $ 134,347.13 $ 131,108.71 $ 106,004.21 $ 126,120.86
7 |Elisha Bryant 496 $ 115307.65 $ 117,57249 $ 70,37643 $ 121,080.12 $ 124,763.07 $ 111,619.15
8 |Dixie Simmons 445 $ 80,147.26 $ 113,891.29 $ 9693207 $ 9146005 $ 87,538.32 $  68,588.32
9 |Delilah Avila 298 $ 8620948 $ 8263842 $ 11887199 $ 89,560.50 $ 122,847.27 $ 107,508.96
10 |Gabrielle Norton 277 $ 8631646 $ 81,3169 $ 91,524.44 $ 103,881.93 $ 99,688.95 $ 105,096.36
11 |Marvin Burton 463 $ 69,565.39 $ 122,099.44 $ 90,985.06 $ 130,582.39 $ 78,218.90 $ 104,448.26
12 saul Blevins 111 $ 7555456 $ 10747105 $ 129,220.99 $ 12545364 $ 78,199.85 $ 108,304.54
13 |Coby Pham 302 $ 108,626.72 $ 117,207.84 $ 107,152.15 $ 136,028.10 $ 10243539 $  62,290.46
14 |Elisha Mullen 447 $ 9420804 $ 121,29248 $ 11595431 $ 13491650 $ 123,873.79 $ 135369.12 . —
15 |Annabelle Moon 164 $ 84,764.80 $ 88237.83 $ 136,222.25 $ 12394231 $ 68,372.09 $  76,329.31
16 $1,091,435.37 $1,291,023.11 $1,351,156.24 $1,364,199.89 $1,196,851.31 $1,219,544.78
17
18

Save the current workbook as Activity 4-2 Complete and then close Microsoft
Excel 365 to complete the activity.
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TOPIC C: What-If Analysis

Excel users often encounter situations where they want to understand what would happen
if certain variables in their data changed. One example would be wanting to understand
how your profit would be impacted by changes in your revenue. Another example would be
wanting to know what price you should set for a product if you want to make a specific
profit. Approaching these problems manually could mean creating many different versions
of the same worksheet, or even entering guesses in a field repeatedly until you get the
result you are looking for. Fortunately, Excel provides us with tool that can help us
automate this process and make it easier to explore many what-if scenarios. In this topic
you will learn about the tools available in the What-If Analysis command and how to use

them:

Topic Objectives
In this session, you will learn about:

e Using the Scenario Manager
e Using Goal Seek

e Using the Solver
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The Scenario Manager

The Scenario Manager is a tool that will let you create and store different sets of variables
as scenarios, which you can then apply to a data set to understand their impact. You can
also create a summary report that will let you view the results of all your scenarios

together.

To access the Scenario Manager dialog box, click Data = What-If analysis = Scenario

Sookzalsx - Saved = 2 _Sorch
s Data Review View  Help
[T Queries & Connections A .ﬂ ? \ = E = E =/ E El r\ E rE
[ 3 @ oy |68 GH & B = b =55 @ |[EBEd | ¢
Refresh Stocks  Geography [<| | Z| Sott Filter Text to Remove  Data  Consolidate Manage What-If Forecast | Group Ungroup Suk
Allv [ SN&Advanced | Columns Duplicates Validation v DataModel | Analysis¥ Sheet v v
Queries & Connections Data Types Sort & Filter Data Tools Scenario Manager... N Outli
- f =B5-B17 Goal Seek...
D E F G H | ) Data Table... M

Once open, the Scenario Manager dialog box allows you to create a series of scenarios

based on changing the values in key cells in your worksheet:

Scenario Manager ? X
Scenarios:
Delete
) ) Edit...
No Scenarios defined. Choose Add to
Merge...
Summary...
Changing cells:
Comment:
Show Close
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Clicking the Add button will open the Add Scenario dialog box, where you can assign a

name for your first scenario and select the cells that will be changing:

Add Scenario ? X

Scenario name:
Current State

Changing cells:
B3:B4,B8,611,B13
Ctrl=click cells to select non-adjacent changing cells.

£ 4

Comment:
Created by Jane Gibson on 2020-02-04

Protection
Prevent changes

[] Hide

Clicking the OK button will open the Scenario Values dialog box, where the values that will

change with each scenario can be added:

Scenario Values ? X

Enter values for each of the changing cells.

1: $BS3 | 35000
2 $BS4 | 5000
3: $BS8 | 12000
4 $BS11 | 4800
5: $BS13 | 1800
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Clicking the OK button in the Scenario Values dialog box will return you to the Scenario
Manager dialog box, which will now list the scenario created. You can now continue to build
scenarios by clicking the (1) Add button and following the same sequence. The (2) Delete
button removes the currently selected scenario. Using the (3) Edit button allows you to
make changes to the currently selected scenario. The (4) Merge button allows you to
import scenarios from other worksheets. The (5) Summary button allows you to create a
report comparing all your scenarios, and the (6) Show button displays the values for the

currently selected scenario in your worksheet:

Scenario Manager ? X
Scenarios:
Current State
Edit... «
Merge... ‘\
Summary...

Changing cells: | $BS3:9B%4,5B$8,5B511,5B513 |
Comment: Created by Jane Gibson on 2020-02-04

6 Show Close

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

Using Goal Seek

If you know the result you want in a formula, Goal Seek can find the input value for one of
the cells referenced in that formula, to produce that result (or goal) that you want to
achieve. For instance, if you know you want your profit to be 10%, Goal Seek can calculate

the revenue you will require, assuming your costs remain constant.
To access the Goal Seek tool, click Data - What-If Analysis - Goal Seek:

as  Data Review View  Help 1 Share  ©= Comments

P} [H Queries & Connections @ U]j al ? 5@ ﬁ E\‘\ gj EE' ¥e! Iﬁiy‘\ % '[E U[B 25 Solver

Refresh Stocks  Geography [5] | Z| Sort Fiter Tetto Flash Remove  Data  Consolidate Manage |  What-If Forecast | Group Ungroup Subtotal
All~ ~ S@Advanced | Columns Fill Duplicates Validation v DataModel | Analysis~ Sheet - -

Queries & Connections Data Types Sort & Filter Data Tools Scenario Manager... Outline 5l Analyze ~

£ || 600 Goal Seek... N v

c o E F G H J Data Table... M N o b [

In the Goal Seek dialog box, type the cell reference, or click the cell, that you want to set as
your goal value in the Set cell field. Type the goal value in the To value field, then type the
cell reference, or click the cell, that you want to change to reach your goal value. In this
example we are asking how much more salary (Cell B3) we need to make to save $10,000
(Cell B19) a year:

A ‘; C D E
1 My Budget
2 Income ___ Total
3 [salary S _35,000.00]
4 |Freelance S 5,000.00
5 |Total Income $  40,000.00
6 {
7 Expense Total Goal Seek ? %
8 |Rent ) 12,000.00
9 |Utilities S 2,400.00 Set cell: B19 4
10 |Mobile Phone S 900.00 To value: 10000
11 ‘FOOd S 4,800.00 By changing cell: | $B53| +
12 ‘Clothing ) 2,400.00
13 |Transportation S 1,3800.00 Cancel
14 |Student Loan S 3,600.00
15 |Entertainment S 4,800.00
16 |Insurance S 600.00
17 |Total Expense $  33,300.00
18
19 [Balance [$  6700.00 |
20
21|
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Clicking the OK button will display the Goal Seek Status dialog box, confirming the solution,

and will adjust the values in both the goal cell and the changing cell:

A B C
1 My Budget
2 |Income Total
3 |Salary S 38,300.00
4 |Freelance ) 5,000.00
5 |Total Income $  43,300.00
6 -
7 |Expense Total Goal Seek Status X
8 |Rent S  12,000.00
o |utilities $ 2,400.00 Goal Seeking with Cell B19 Step
1 found a solution.
10 |Mobile Phone S 900.00 P
11 |Food $ 4,300.00 Target value: 10000
Current value: $10,000.00
12 | Clothing S 2,400.00
13 |Transportation ) 1,800.00 Cancel
14 |Student Loan ) 3,600.00
15 |Entertainment ) 4,800.00
16 |Insurance S 600.00
17 |Total Expense $  33,300.00
18
19 [Balance [$ 10,000.00 |
20
21

Note that changes made by the Goal Seek tool can be undone by pressing Ctrl + Z.
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Using Solver

The Solver is a Microsoft Excel add-in program with a similar purpose as the Goal Seek tool,
but it has the added ability to change more than just one variable to reach your goal, and

also lets you set constraints on those variables using logical conditions.

The Solver tool is an add-in that is included with Excel but is not loaded by default. To use
the Solver, you must first enable the add-in in the Add-ins category of the Excel Options

dialog box. We will show the steps of this process in this topic’s activity.

Once the Solver add-in is loaded, you can access it by clicking Data - Solver:

Book2.xlsx - Saved ~ £ Search
Data  Review View  Help
& Connect = v g z = . o
’r\é ?Quanes onnections @ Ij]j sl ? % QE @ BL =4 EE B @ @;I)
Refresh Stocks  Geography [5| | Z| St | Fiter Tedtto Flash Remove Data  Consolidate Manage | What-If Forecast | Group Ungroup Subtotal
a2 A NgAdvanced | Columns Fill Duplicates Validation DataModel | Analysisv Sheet ~

Queries & Connections Data Types Sort & Filter Data Tools Forecast Outline & Analyze ~

The Solver Parameters dialog box will open:

Solver Parameters X
0 Set Objective: $BS19| 2
To: O Max O Min (@ Vvalue Of: 15000

By Changing Variable Cells:
$BS3,5B54,5B58,5B515

2>

Subject to the Constraints:

$BS15 >= 2000
$BS3 <= 75000 Add
SBS4 <= 7000
$BS8 <= 24000 Change
Delete
Reset All
Load/Save

Make Unconstrained Variables Non-Negative

Select a Solving GRG Nonlinear hd Options
Method:

Solving Method

Select the GRG Nonlinear engine for Solver Problems that are smooth nonlinear. Select the LP
Simplex engine for linear Solver Problems, and select the Evolutionary engine for Solver
problems that are non-smooth.

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3 201

The (1) Set Objective field lets you set the objective cell, and the result that you want to
achieve. You can set the value of the desired result by using the Max or Min radio buttons,

or by selecting the Value of radio button and entering a specific value in the field.

In the (2) By Changing Variable Cells field you can select or type the cells that will be

changed to achieve the value in the Set Objective cell.

The (3) Subject to the Constrains list box allows you to add, change, or delete constraints
for any of the variable cells. Clicking the Add button will open the Add Constraint dialog box

and allow you to select the variable cells and choose a constraint.

The (4) Make Unconstrained Variables Non-Negative checkbox prevents the solver from

setting variables without a constraint to a negative number.

Solving Method descriptions can be selected in the (5) Select a Solving Method drop-down
list. A description of the different methods and their use is below the drop-down list.

Clicking the Options button will open an advanced feature option set.

Once the Solver Parameters have been configured, clicking the Solve button will attempt to
solve the variables to achieve the objective. The Solver Results dialog box will open, and
any solution results will be displayed in your variables on your worksheet. You will have the

option to keep the results or to restore the original values:

Solver Results X

Solver found a solution. All Constraints and optimality

conditions are satisfied. Reports
Answer
{®) Keep Solver Solution Sensitivity
Limits

O Restore Original Values

Return to Solver Parameters Dialog Outline Reports

OK Cancel Save Scenario...

Solver found a solution. All Constraints and optimality conditions are satisfied.

When the GRG engine is used, Solver has found at least a local ocptimal solution. When Simplex LP
is used, this means Sclver has found a global optimal solution.
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Activity 4-3: What-If Analysis

You are thinking about moving to advance your career, but you want to understand how

that might impact your finances.

1. To begin, open Activity 4-3 from your Exercise Files folder:

N Activity 4-3.xlsx
X Microsoft Excel Worksheet
17.8 KB

2.  You have your budget based on your current income and expenses, and you have
researched potential salaries and the cost of living in medium and large cities that
you would consider moving to. To compare the different scenarios, click Data =
What-if Analysis - Scenario Manager:

s Data Review View Help
[T Queries & Connections 2| 73 = =/ = 7R éﬁ TE ’E
rC m s\ 2l § =) == (@ Ep Ed @
Refresh Stocks Geography [3] | Z| Sort | Fier Textto Remove Data  Consolidate Manage |  What-lf Forecast | Group Ungroup
Al = A EAdvanced | Columns Duplicates Validation ~ Data Model | Analysis~ ~ -

Queries & Connections DataTypes Sort & Filter Data Tools Scenario Manager... N

Goal Seek...

Data Table..

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

Note in the Scenario Manager dialog box that opens, two scenarios have already
been created, one named Current State and one named Medium City:

Scenario Manager ? X
Scenarios:
Current State Add...
Medium Ci

Delete

Edit...

Merge...

Summary...

Changing cells: |SBS$3:5B54,5B58,5B511,5B513
Comment: Created by Jane Gibson on 2020-02-04

Click to select the Medium City scenario, then click the Edit button. You will see
that the Changing cells field contains the cells that will change in this scenario:

Edit Scenario ? X
Scenario name:
Medium City
Changing cells:
4+

B3:B4,B8,B11,B13
Ctrl=click cells to select non-adjacent changing cells.

Comment:

Created by Jane Gibson on 2020-02-04
Modified by Jane Gibson on 2020-02-04

Protection
Prevent changes

[] Hide
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5. If you click to select the Changing cells field, you will see that the cells on the
worksheet become highlighted:

A B C D E F

1 /My Budget
2 |Income Total
3 Salary $  35,000.00
4 |Freelance $ 5,000.00 Edit Scenario ? X
5 |Total Income $  40,000.00 Scenario name:
6 | Medium City
7 |Expense : Total | R
8 [Rent 121200000} 838488611613 |
9 .Ut“ities $ 2,400.00 Ctrl=click cells to select non-adjacent changing cells.
10 |Mobile Phone I_§_____‘39(_).9(_)1 T
11 |Food 15 __ 480000 Created by Jane Gibson on 2020-02-04
12 |Clothing _§____2,_4_09£)9 Modified by Jane Gibson on 2020-02-04
13 |Transportation I8 1800001
14 |Student Loan S 3,600.00

1 R Protection
15 |Entertainment S 4,800.00
16 | Miscellaneous S 3,600.00 Erevent changes
17 Total Expense $  36,300.00 L] ige
18 ancel
19 [savings $  3,700.00 | -
20|
21|
22
23
24 |

Sheet1 ®

6. Click OK, and in the Scenario Values dialog box you will see the values that have
been entered for the corresponding cells for this scenario, based on your research:

Scenario Values ? X

Enter values for each of the changing cells.

1 $BS3 | 45000|

2 $BS4 | 1000
3 $BS3 | 18000
4 $BS11 | 5800
5: $BS13 | 3600
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7.  Clicking the OK button will return you to the Scenario Manager dialog box, where
you will notice that a comment has been added for the Medium City scenario,
indicating that you have modified the scenario:

Scenario Manager ? X
Scenarios:
Current State Add...
Medium Ci

Delete

Edit...

Merge...

Summary...

Changing cells: | SBS3:5B54,5BS8,5BS11,5B513

Comment: Created by Jane Gibson on 2020-02-04
mell- | Modified by Jane Gibson on 2020-02-04
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8. Click the Add button to create a new scenario. Type “Large City” in the Scenario

name field, then click OK:

Add Scenario

Scenario name:

Large City

Changing cells:

B3:64,B8,611,B13

Ctrl=click cells to select non-adjacent changing cells.

Comment:
Created by Jane Gibson on 2020-02-04

Protection
Prevent changes

[] Hide

Cancel

I

9. Inthe Scenario Values dialog box that opens, type “65000” in the $B$3 field, “0” in
the $BS$4 field, “24000” in the $BS$8 field, “6800” in the $BS$11 field, and “4500” in

the $B$13 field. Click OK once complete:

Scenario Values ? X

Enter values for each of the changing cells.

1 $BS3 | 65000
2 $BS4 |0

3 SBS8 | 24000
4 $BS11 | 6300
5: $BS13 | 4500|

Add Cancel
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10. Click to select the Medium City scenario in the Scenarios list box, then click the
Show button. You will see the values in the changing cells replaced. Note the
decrease in Savings:

A B C D E F
1 /My Budget
2 |Income Total
3 |Salary $  45,000.00 Scenario Manager ? X
4 Freelance S 1,000.00 —
5 |Total Income $  46,000.00 Current State R
6 -
7 | Expense Total Large City Delete
8 |Rent $  18,000.00 il
9 |Utilities S 2,400.00 =
10 |Mobile Phone s 900.00 e
11 |Food S 5,800.00
12 |Clothing $  2,400.00 pUnER
13 |Transportation S 3,600.00
14 |Student Loan S 3,600.00 Changing cells: | $BS$3:5B54,5B58,5B8511,5B513
15 |Entertainment $ 4,800.00 Comment: Created by Jane Gibson on 2020-02-04
16 | Miscellaneous s 3,600.00 Modified by Jane Gibson on 2020-02-04
17 |Total Expense $  45,100.00
18
19 |savings $ 900.00 | Close
20
21
22
23
24 |

Sheet1 ®

11. Follow the same steps to see the results for Large City:

A B © D E F
1 My Budget
2 |Income Total
3 |Salary S 65,000.00 Scenario Manager ? X
4 ‘Freelance S - .
5 |Total Income $  65,000.00 Current State T
6 Medium Cli
7 |Expense Total . Delete
8 |Rent S 24,000.00 Edit...
9 |Utilities S 2,400.00 -
10 |Mobile Phone S 900.00 Metgen
11 Food S 6,800.00
12 |Clothing $  2,400.00 SUTIaN:
13 |Transportation S 4,500.00
14 |Student Loan S 3,600.00 Changing cells: |SBS$3:5B54,5B58,5B511,5B513
15: Entertainment S 4,800.00 Comment: Created by Jane Gibson on 2020-02-04
16 |Miscellaneous S 3,600.00
17 | Total Expense $  53,000.00
18
19 [savings $  12,000.00 | Close
20
21|
22|
23|
24|

Sheet1 ©)
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12. Now click the Summary button. The Scenario Summary dialog box will appear.
Click to select the Scenario Summary radio button, and confirm the Results cells
field contains the reference to cell B19, the yearly savings, then click OK:

Scenario Summary ? X

Report type
(® Scenario summary
O Scenario PivotTable report

Result cells:
B1S 4+

| ok J | Cancel

13. The Scenario Summary dialog box will close, and a new worksheet, named Scenario

Summary, will be created. The worksheet contains a table comparing the results of
the scenarios:

. B
H
1
2 Scenario Summary
3 Current Values: Current State Medium City Large City
5 Changing Cells:
: 6 | $B$3 S 65,000.00 S 35,000.00 S 45,000.00 $ 65,000.00
-7 $B%a S - $ 500000 $ 1,000.00 $ -
8 $BS8 S 24,000.00 $ 12,000.00 $ 18,000.00 $ 24,000.00
2 9 $BS11 S 6,800.00 S 4,800.00 S 5,800.00 $ 6,800.00
- 10 $B$13 S 4,500.00 $ 1,800.00 $ 3,600.00 S 4,500.00
11| Result Cells:
2 12_ $BS19 S 12,000.00 $ 3,700.00 S 900.00 $ 12,000.00

=
w

Notes: Current Values column represents values of changing cells at
time Scenario Summary Report was created. Changing cells for each
scenario are highlighted in gray.

NN (N[Nt [t |t |t |t |t
W N - O W~y s

L

T\
(+)

Scenario Summary Sheet1 *
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14. To restore your worksheet to the original, click the Sheetl tab to return to Sheetl,
click the What-If Analysis drop-down command, and click Scenario Manager. With
the Scenario Manager dialog box open, click to select the Current State scenario,
click the Show button, then click Close:

A B C | D | E | F
1 /My Budget
2 |Income Total
3 |salary $ 35,000.00 Scenario Manager ? X
4 |Freelance S 5,000.00 .
5 {Total Income S 40,000.00 Add..
6 Medium City
7 |Expense Total Large City Delete
8 |Rent S 12,000.00 Edit..
9 |Utilities S 2,400.00
10 Mobile Phone S 900.00 Merge..
11 |Food S 4,800.00
12 [Clothing $  2,400.00 Summary...
13 |Transportation S 1,800.00
14 |Student Loan S 3,600.00 Changing cells: | $B$3:5B54,5B858,5B511,5B513
15 [Entertainment S 4,800.00 Comment: Created by Jane Gibson on 2020-02-04
16 Miscellaneous S 3,600.00
17 |Total Expense $  36,300.00
18
19 [savings $  3,700.00 | Close
20
21
22
23
24

Scenario Summary | Sheetl ©)
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15. In the Large City Scenario, you discovered that it would be possible to save $12,000
a year. You would now like to explore how to do that in your current job. Close the
Scenario Manager dialog box by clicking the Close button, so we can now load the
Solver add-in. Click File = Options, then select Add-ins from the Excel Options
dialog box categories. Select Excel Add-ins from the Manage drop-down list, then
click the Go button:

General Ii—‘*@} View and manage Microsoft Office Add-ins.
Formulas
Data Add-ins
Proofing Name Location Type -
Save Active Application Add-ins
No Active Application Add-ins
Language
 EArre Inactive Application Add-ins
Ease of Access - |
Acrobat PDFMaker Office COM Addin C\...e\PDFMOfficeAddin.dll COM Add-in
Advanced Analysis ToolPak C\...naly NALYS32.XLL Excel Add-in
lysis ToolPak - VBA C\..ly TPVBAEN.XLAM  Excel Add-in
Customize Ribbon Date (XML) CA\..\Smart Tag\MOFL.DLL  Action
Quick Access Toolbar Euro Currency Tools C:\...ra\EUROTOOLXLAM  Excel Add-in
Microsoft Actions Pane 3 XML Expansion Pack
Add-ins Microsoft Data Streamer for Excel :\...riforExcel.vsto|vstolocal COM Add-in
Microsoft Power Map for Excel A\..XCELPLUGINSHELL.DLL  COM Add-in
Trust Center Microsoft Power Pivot for Excel A\..ivotExcelClientAddin.dll  COM Add-in
Solver Add-in A\..SOLVER\SOLVER.XLAM  Excel Add-in
Team Foundation Add-in 86\TFSOfficeAdd-in.dll  COM Add-in

Visual Studio Tools for Office Design-Time Adaptor for Excel \VSTOExcelAdaptor.dll COM Add-in

Document Related Add-ins

Ain Dacument lated A

Add-in: Microsoft Actions Pane 3

Publisher: <None>

Compatibility: No compatibility information available
Location:

Description: {15727DE6-F92D-4E46-ACB4-0E2C58B31A18}

Manage: | Excel Add-ins

oK Cancel
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16. In the Add-ins dialog box, click the Solver Add-in checkbox to enable, then click OK:

Add-ins ? X

Add-ins available:

[] Analysis ToolPak | oK [:
[[] Analysis ToolPak - VBA
[JEuro Currency Tools

Cancel
wd| Solver Add-in

Browse...

Automation...

Solver Add-in

Tool for optimization and equation solving

17. You will see that the Data tab now has a new group, Analyze, containing the Solver
command. Click the Solver command to launch the Solver dialog box:

Activiy 43t - Saved - D Search

5 Data  Review View  Help

& Share & Comment ts
[T Queries & Connections A ? ;E T E = E N @ (E rE @ 2, Solver
o @ oo oAl Y GEE R 5 B =5 @ | B 1 [l
Refresh Stocks  Geography [3] | Z| Sot | Fiter Tatto Remove  Data  Consolidate Manage | What-If Forecast | Group Ungroup Subtotal
A B \EAdvanced | Columns Duplicates Validation ~ DataModel | Analysisv Sheet | v~ v
Queries & Connections Data Types Sort & Fiter

Data Tools Outline & Analze = L
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18. In the Solver Parameters dialog box, click to select or type cell $B$19 in the Set
Objective field, then click to enable the Value Of radio button in the To section and
type “12000” in the field. Now place your cursor in the By Changing Variable Cells
field, then hold down the control key while you click to select cells B3, B4, B8, and
B15. These are the variable that the Solver will adjust to achieve your objective:

File Home

Insert

Page Layout

CRERERE

Get & Transform Data

B15

A B
1 My Budget
2 |Income Total
3 |salary 1S __35000.00 |
4 |Freelance rS 5,000.00 |
5 Total Income $  40,000.00
6
7 |Expense Total
8 |Rent LS__12,000.00 i
9 |Utilities S 2,400.00
10 |Mobile Phone $ 900.00
11 |Food S 4,800.00
12 |Clothing S 2,400.00
13 | Transportation S 1,800.00
14 |Student Loan S 3,600.00
15 |Entertainment T 2,800.00}
16 |Miscellaneous S 3,600.00
17 |Total Expense $  36,300.00
18
19 lSavings $ 3,700.00 I
20|
21
22
23
24

‘ Scenario Summary Sheet1 ‘
Point [@

Formulas Data Review View Help

[F.

o
E
E)

i

Iy

£ Search

Solver Parameters

J Set Objective:

Method:

Solving Method

problems that are non-smooth.

"‘ Help

SBS19
To: O Max O Min @ Value Of: 12000
By Changing Variable Cells:
$BS3,5B54,5B58,58513|
Subject to the Constraints:
Add
Change
Delete
Reset All
Load/Save
Make L ined Variables Non-Negati
Select a Solving GRG Nonlinear et Options

Select the GRG Nonlinear engine for Solver Problems that are smooth nonlinear. Select the LP
Simplex engine for linear Solver Problems, and select the Evolutionary engine for Solver

>

>
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19. Click the Add button to the right of the Subject to the Constraints list box to add
constraints to the variables. In the Add Constraint dialog box, click to select cell B3
(Salary) in the Cell Reference field. Click the drop-down button on the logic
operator list, select the Greater than or Equal to (>=) operator, then type “35000”
in the Constraint field. Click the Add button to continue adding constraints to cells
B4 (>=, 5000), B8 (>=, 9000) and B15 (>=, 2400). Once your constraints are added,

click OK:
Add Constraint X
Cell Reference: Constraint:
$BS3 * = v | |35000| s
OK Add Cancel
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20. Now that your constraints are set, click the Solve button:

Solver Parameters X

Set Objective: $Bs19|

]

To: O Max O Min (@ Value Of: 12000

By Changing Variable Cells:
$BS3,5B54,5B58,5B515

[+]

Subject to the Constraints:

$SBS15 >= 2400

SBS3 >= 35000 L Add

$BS4 >= 5000

$B3$8 >= 9000 Change

Delete

Reset All
Load/Save

Make Unconstrained Variables Non-Negative

Select a Solving GRG Nonlinear E Options

Method: ‘

Solving Method
Select the GRG Nonlinear engine for Solver Problems that are smooth nonlinear. Select the LP

Simplex engine for linear Solver Problems, and select the Evolutionary engine for Solver
problems that are non-smooth.
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21. The Solver Results dialog box opens, reporting that Solver found a solution. You

will see that the values in your worksheet have been updated. Click to enable the

Restore Original Values radio button. In the Reports list box, click to select the

Answer report, click to enable the Outline Reports checkbox, then click OK:

A B © | D | E F G
1 |My Budget Solver Results X
2 |Income Total
3 |salary S 42,304.03 Solver found a solution. All Constraints and optimality
4 |Freelance S 5,000.00 conditions are satisfied. Reports
5 |Total Income $  47,304.03
6 O Keep Solver Solution Sensitivity
7 |Expense Total : Himits

iRq Original Values:

8 |Rent S 1L141.40 {Restore Original Values;
9 |Utilities $  2,400.00
10 |Mobile Phone S 900.00 [ Return to Solver Parameters Dialog Outline Reports
11 |Food $  4,800.00
12 |Clothing S 2,400.00
13 Transportation S 1,800.00 OK Cancel Save Scenario...
14 |Student Loan $ 3,600.00
15 |Entertainment $ 4,662.62 Restore Original Values
16 |Miscellaneous $ 3,600.00
17 | Total Expense $  35304.03 Click to restore the original values in the adjustable cells.
18
19 [savings S 12,000.00 |
20
21
22
23
24

Scenario Summary Sheet1

®
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22. Your variables are reset to their original values and a report is created in a new
sheet named Answer Report 1, providing the details on the original and final values
of both your objective cell and your variable cells:

1|2 A B c D E F G H

1 Lnjcrosoft Excel 16.0 Answer Report
2 |Worksheet: [Activity 4-3.xIsx]Sheet1
3 |Report Created: 2020-02-04 3:36:42 PM
4 |Result: Solver found a solution. All Constraints and optimality conditions are satisfied.
5 Solver Engine
9 |Solver Options
)
14 |Objective Cell (Value Of)
15 Cell Name Original Value Final Value
16 | $BS$19 Savings Total $  3,700.00 $ 12,000.00
17
18
19 |Variable Cells
20 Cell Name Original Value Final Value Integer
21| SBS3 Salary Total $ 35,000.00 $ 42,304.03 Contin
22| $B$4 Freelance Total $ 5,000.00 $ 5,000.00 Contin
23 SBS8 Rent Total $ 12,000.00 $ 11,141.40 Contin
24| SBS15 EntertainmentTotal $  4,800.00 $ 4,662.62 Contin
25
26 |
27 |Constraints
28 Cell Name Cell value Formula Status Slack
29| S$BS19 Savings Total $ 12,000.00 $B$19=12000 Binding 0
30| $BSI1S EntertainmentTotal $  4,662.62 $B$15>=2400 NotBinding $2,262.62
31 SBS3 Salary Total S 42,304.03 $BS$3>=35000 NotBinding $7,304.03
32 $BS4 Freelance Total $  5,000.00 $B$4>=5000 Binding S

[ Scenario Summary ‘ Answer Report 1 | Sheetl ‘ ©)

23. Save the current workbook as Activity 4-3 Complete and then close Microsoft
Excel 365 to complete the activity.
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TOPIC D: The Analysis ToolPak

Like the Solver tool, the Analysis ToolPak is an add-in program that is included with
Microsoft Excel 365. It provides advanced and specific tools for financial, statistical, and
engineering data analysis. While a comprehensive exploration of these complex analysis
tools is beyond the scope of this course, this topic you will show you how to load the

Analysis ToolPak and help you explore the tools.

Topic Objectives
In this session, you will learn:

e How to load the Analysis ToolPak

e About the Data Analysis dialog box
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Load the Analysis ToolPak

To load the Analysis ToolPak click File < Options:

Save a Copy
Print

Share

Export

Publish

Close

Account

Feedback

Options
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Select Add-ins in the Excel Options categories, then ensure that the Excel Add-ins option is

selected in the Manage drop-down menu, then click Go:

Excel Options ? X
General o— . . . .
E‘@,}l View and manage Microsoft Office Add-ins.
Formulas
Data Add-ins
Proofing Name ~ | Location | Type (4]
Save Active Application Add-ins
No Active Application Add-ins
Language
Ease of Access Inactive Application Add-ins
Acrobat PDFMaker Office COM Addin C:\...\PDFMOfficeAddin.dll COM Add-in
Advanced Analysis ToolPak C\..Analysis\ANALYS32.XLL  Excel Add-in
Analysis ToolPak - VBA Ci\...alysis\ATPVBAEN.XLAM  Excel Add-in
Customize Ribbon Date (XML) CA\..\Smart Tag\MOFL.DLL  Action
Quick Access Toolbar Euro Currency Tools C\...rary\EUROTOOL.XLAM  Excel Add-in
Microsoft Actions Pane 3 XML Expansion Pack
Add-ins Microsoft Data Streamer for Excel C:\...rforExcel.vsto|vstolocal COM Add-in
Microsoft Power Map for Excel CA\..XCELPLUGINSHELL.DLL  COM Add-in
Trust Center Microsoft Power Pivot for Excel C:\...ivotExcelClientAddin.dll  COM Add-in
Solver Add-in C:\...SOLVER\SOLVER.XLAM  Excel Add-in
Team Foundation Add-in C:\..x86\TFSOfficeAdd-in.dll  COM Add-in
Visual Studio Tools for Office Design-Time Adaptor for Excel  C:\...6\VSTOExcelAdaptor.dll COM Add-in |
Document Related Add-ins ]
Al Dacument Related Add-ins
Add-in: Acrobat PDFMaker Office COM Addin
Publisher: Adobe Systems, Incorporated
Compatibility: No compatibility information available
Location: C:\Program Files (x86)\Adobe\Acrobat 10.0\PDFMaker\Office\PDFMOfficeAddin.dl|

Description:  Acrobat PDFMaker Office COM Addin

Mgnage:ll Excel Add-ins 'I] Go... %

oK I | Cancel

© 20019-2025Ultimate IT Courses Training Materials Inc.

219



Microsoft 365 Excel: Part 3 220

In the Add-ins dialog box, in the Add-ins available list box, click to enable the Analysis
ToolPak checkbox, then click OK:

Add-ins ? X

Add-ins available:

[] Analysis ToolPak - VBA
[Jeuro Currency Tools

Cancel
|:] Solver Add-in

Browse...

Automation...

Analysis ToolPak

Provides data analysis tools for statistical and
engineering analysis

The Data Analysis Dialog Box

Now that the Analysis ToolPak is loaded, click Data - Data Analysis to open the Data
Analysis dialog box:

Bookl.xisx - Saved ~ £ Search Jane Gibson G el = o X
wlas  Data  Review  View  Help 18 Share 3 Comments
[ Queries & Connect tions a1 [ZTA| \ = = El r\ iy Iy O = — Data Analysis
R0 Ve BB ¥ B 5 B B g :
Refresh Stocks  Geography [3] | Z| Sort  Filter Tetto Flash Remove  Data  Consolidate Mana What-If Forecast | Group Ungroup Subtotal
A~ [2 &3 \& Advance« d | Columns Fill Duplicates Validation v DataModel | Analysis~ Sheet ~ ~
Queries & Connections Data Types Sort & Filter Data Tools Forecast out ] Analysis ~
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The Data Analysis dialog box will be displayed, with a scrollable list of the available analysis
tools:

Data Analysis ? X

Analysis Tools

Anova: Single Factor A -
Anova: Two-Factor With Replication

Cancel
Anova: Two-Factor Without Replication
Correlation
Covariance Help

Descriptive Statistics

Exponential Smoothing

F-Test Two-Sample for Variances

Fourier Analysis

Histogram v

To launch an Analysis tool, click to select it from the list and click OK. A dialog box for that
specific tool will be displayed:

Anova: Single Factor ? X

Input

Input Range: i

E4

Cancel
Grouped By: (® Columns

(O Rows

[] Labels in First Row
Alpha: 0.05

Output options

4

(O Output Range:
(® New Worksheet Ply:
(O New Workbook
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Activity 4-4: Perform a Data Analysis with the Analysis ToolPak

You would like to rank the performance of your sales representatives, over the past quarter,

compared to sales representatives from other regions. You decide to use the Rank and

Percentile analysis tool in the Analysis ToolPak.

1.

2.

To begin, open Activity 4-4 from your Exercise Files folder:

N Activity 4-4.xlsx
X Microsoft Excel Worksheet
19.5 KB

To load the Analysis ToolPak add-in. Click File = Options, then select Add-ins from
the Excel Options dialog box categories. Select Excel Add-ins from the Manage
drop-down list, then click the Go button:

Euro Currency Tools

Document Related Add-ins
An Dacument Rel,

Add-in:

ted Add-ins

C:\...rary\EUROTOOL.XLAM

Excel Options ? X

General o— . . . .

Ig_—‘@‘} View and manage Microsoft Office Add-ins.
Formulas
Data Add-ins
Proofing Name Location Type -
Save Active Application Add-ins

No Active Application Add-ins

Language
Ease of Access Inactive Application Add-ins

Acrobat PDFMaker Office COM Addin C:\...e\PDFMOfficeAddin.dll  COM Add-in
Advanced Analysis ToolPak C:\...Ana LYS32XLL  Excel Add-in

lysis ToolPak - VBA C\..aly ATPVBAEN.XLAM  Excel Add-in

Customize Ribbon Date (XML) C Smart Tag\MOFL.DLL Action

Excel Add-in

Quick A Toolbar
Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Data Streamer for Excel C:\...riforExcel.vsto|vstolocal ~ COM Add-in
- Microsoft Power Map for Excel (CELPLUGINSHELL.DLL  COM Add-in
Trust Center Microsoft Power Pivot for Excel A...ivotExcelClientAddIn.dll  COM Add-in
Solver Add-in C\...SOLVER\SOLVER.XLAM  Excel Add-in
Team Foundation Add-in C:\..x86\TFSOfficeAdd-in.dll  COM Add-in
Visual Studio Tools for Office Design-Time Adaptor for Excel C:\...6\VSTOExcelAdaptor.dll COM Add-in

Publisher:
Compatibility:
Location:

Description:

Acrobat PDFMaker Office COM Addin

Adobe Systems, Incorporated

No compatibility information available

C:\Program Files (x86)\Adobe\Acrobat 10.0\PDFMaker\Office\PDFMOfficeAddin.dll

Acrobat PDFMaker Office COM Addin

Manage: || Excel Add-ins v

Go... I}

Cancel
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3. Inthe Add-ins dialog box, click the Analysis ToolPak checkbox to enable, then click
OK:

Add-ins ? X
Add-ins available:

Analysis ToolPak
[] Analysis ToolPak - VBA :
[]Euro Currency Tools

Cancel
[C] solver Add-in

Browse...

Automation...

Analysis ToolPak

Provides data analysis tools for statistical and
engineering analysis

4. Click the Data Analysis command in the Analysis group of the Data tab to launch
the Data Analysis dialog box:

Activity 44k - Saved D Search
wias  Da

A B 4 = = = ) 0 ooa g o
m U 2l ? ; QE @ E>|< = E> , =8 ﬁj\ B BB <8 ¢ gH R
ocks  Geography |5 Sort | Fier Tetto Flsh Remove  Data  Consolidste Manage | Whatf Forecast | Group Ungroup Subtotal
Stocks _ Geography [<] | 2| S@Advanced | Columns Fill Duplicates Valdation ~ Datahlode | Analsie Sheet | o e
Datatypes SortaFier DataTools Foreast
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5. Scroll down the Analysis Tools list box and click to select the Rank and Percentile
analysis tool, then click OK:

Data Analysis ? X

Analysis Tools m
Histogram A
Moving Average Cancel
Random Number Generation

Regression

Sampling

t-Test: Paired Two Sample for Means

t-Test: Two-Sample Assuming Equal Variances

t-Test: Two-Sample Assuming Unequal Variances
z-Test: Two Sample for Means v

Help

6. Click in the Input Range field, then click and drag to select cells F3 to F45. Ensure
the Grouped by Columns radio button is enabled:

A 8 c D 3 F G H J K L M N o
3 | Order First Name LastName  Employee Number _Location Qi sales Percentile

4 1 Charlotte MacKenzie AW385 New York $ 388,226.75 EN/A

5| 2 Jaslene Brennan AW244 New York $ 235,973.15 1

6| 3 Marely Spencer AW185 New York $ 331,459.16

7| 4 @isha Bryant AW306 New York $ 220,252.48

8| 5 Dixie simmons AWE41 New York $ 190,383.41 Rank and Percentile 7 X
9| 6 Delilah Avila AWA80 New York $ 328,897.12 Input

10 7 Gabrielle Norton AW324 New York $ 352,952.49 y-:uz Range: SFS3SFS4s £
1] 8 Marvin Burton AW167 New York s 21631847 G ® Columns Ganeel
2] 9 saul Blevins AW431 New York $ 373,480.93 O Rows D

13] 10 Coby Pham AW396 New York $ 234,984.31 D

14| 11 Elisha Mullen AW382 New York $ 337,780.01

15| 12 Annabelle Moon AW408 New York s 2345564 CRTIGEES

16 13 Angelika Wallace AW464 california $ 322,861.55 © Qutput Range: 2

17| 14 Jazmine Bull AW453 California $ 314,094.72 O New Worksheet piy:

18| 15 Isabel Bruce AW128 California $ 313,462.01 O New Workbook

19) 16 Ananya West AWag1 california $ 297,532.43

20| 17  usaamah Atkinson AWS45 california $ 252,760.68

21| 18 Inara Hansen AW4SS california $ 197,951.98

22| 19  gjom Dawson AW301 California $ 257,191.81

23| 20 Maisy Moyer Awag7 California s 236,453.49

24| 21 saiah Vincent Awaa7 California $ 234,099.76

5| 2 1y Hendricks Awadl California $ 194,903.23

26| 23 Anabella Gibbs Aw183 california $ 342,927.30

Sh.eetl ’ <

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

7. Next, click to enable the Labels in first row checkbox, then click to enable the
Output Range radio button. Click in the Output Range field and then click cell K3.

Now click OK:

Input
Input Range:

Grouped By:

Rank and Percentile

Output options
(® Output Range:
O New Worksheet Ply:
O New Workbook

Labels in first row

SFS$3:5FS45

O] Columns

O Rows

SKs3|

2

Cancel

Help

8. You will now see the rank and percentile data has been entered on your sheet,
sorted in order of ranking. The Point data, in column K, references the position of
the sales representative in the original data set, and the Percent column, N, is the

percentile of that ranking:

A 8 c D E F G J K L M N

3 | _order First Name LastName _ Employee Number _Location Q1 sales Percentile Point | QiSales | Rank | Percent
4 1 Charlotte MacKenzie AW385 New York $ 388,226.75 95% 35 $396,981.07 1 100.00%|
5 2 Jaslene Brennan Aw244 New York $ 235,973.15 39 $393,173.28 2 97.50%)
6 3 Marely Spencer AW18S New York $ 331,459.16 1 $388,226.75 3 95.10%|
7 4 Elisha Bryant AW306 New York $ 220,252.48 34 $374,481.76 4 92.60%
8 5 Dixie Simmons AW641 New York $ 190,383.41 9 $373,480.93 5 90.20%
o 6  Delilah Avila Awas0 New York $ 328,897.12 30 $366,809.61 6  87.80%
10| 7 Gabrielle Norton AW324 New York $ 352,952.49 29 $358,146.79 7 85.30%)
n 8 Marvin Burton AW167 New York s 216,318.47 7 $352,952.49 8  82.90%
2 9 saul Blevins Awa3l New York $ 373,480.93 41 $351,774.30 9 80.40%
13| 10 coby Pham AW396 New York $ 234,984.31 37 $347,963.87 10 78.00%
14| 11 Elisha Mullen AW382 New York $ 337,780.01 40 $344,108.32 1 75.60%
15| 12 Annabelle Moon Awa08 New York $ 236,455.64 23 $342,927.30 12 73.10%
16| 13 Angelika Wallace Awa64 california $ 322,861.55 11 $337,780.01 13 70.70%
17| 14 Jamine Bull AWAS3 california $ 314,094.72 32 $332,640.23 14 68.20%
18| 15 Isabel Bruce AW128 california $ 313,462.01 3 $331,459.16 15 65.80%
19 16 Ananya West Awasy california S 297,532.43 38 $330,070.46 16 63.40%
20 17 usaamah Atkinson AWS45 california $ 252,760.68 6 $328,897.12 17 60.90%
21[ 18 Inara Hansen AW4S5 california $ 197,951.98 13 $322,861.55 18 58.50%
22[ 19 Bjon Dawson AW301 california $ 257,191.81 27 $314,369.51 19 56.00%
23 20  Maisy Moyer Awag7 california $ 236,453.49 14 $314,09.72 20 53.60%
24 21 saiah Vincent Awaa7 california $ 234,099.76 15 $313,462.01 21 51.20%
5| 2 Hendricks Awagl California $ 194,903.23 24 $304,600.11 2 43.70%
26 23 Anabella Gibbs AW183 california $ 342,927.30 16 $297,532.43 23 26.30%

Sheet1 Ll
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9. Click to select cell G4 and examine the formula in the formula bar. This VLOOKUP
formula compares the row value in the Point column (K) to the row value in the
Order column (A), and returns the Percent in column N, aligning the correct
percentile with the sales representative:

sum - X v fe || =VLOOKUP(A4,KIN,4,FALSE)
A 8 € D E | VLOOKUP (lookup_value, table_array, col_index_num, [range_lookup]) K L M N o

3 |_Order First Name. LastName _Employee Number __Location Qi sales Percentile Point___QiSales _Rank _ Percent |
4[ 1 Icharlotte MacKenzie AW38S New York S 388,226.75 |A4,KiN,4, l 35 $396,981.07 1 100.00%)
5 2 Jaslene Brennan Aw244 New York $ 235,973.15 27% 39 $393,173.28 2 97.50%
6 3 Marely Spencer AW18S New York B 331,459.16 66% 1 $388,226.75 3 95.10%
7| 4 Elisha Bryant AW306 New York B 220,252.48 20% 34 $374,481.76 4 92.60%
8 5 Dixie Simmons Awe4l New York S 190,383.41 0% 9 $373,480.93 5 90.20%
9 6  Delilah Avila AW480 New York $ 328,897.12 61% 30 $366,809.61 6 87.80%
10| 7 Gabrielle Norton Aw324 New York B 352,952.49 83% 29 $358,146.79 7 85.30%
1) 8 Marin Burton AW167 New York B 216,318.47 17% 7 $352,952.49 8 82.90%

10. You can extend this formula down the column by hovering your mouse over the
bottom right corner of cell G4 until the mouse pointer turns into a cross, then
double-click:

Q1 Sales Percentile
388,226.75 95%
235,973.15 '
331,459.16
220,252.48

10N 2709 A1

11. The Percentiles are now displayed for all the Sales Representatives:

A B c ) E F G H ! J K L M N o
1 |National Q1 Sales Report
2
3 | Order First Name LastName _Employee Number __Location Qi1 sales Percentile Point __QiSales _ Rank __Percent
4 1 Charlotte MacKenzie AW385 New York B 388,226.75 95%| 35 $396,981.07 1 100.00%
5 2 Jaslene Brennan AW244 New York $ 235,973.15 27% 39 $393,173.28 2 97.50%
6 3 Marely Spencer AW185 New York H 331,459.16 66% 1 $388,226.75 3 95.10%
7 4 Elisha Bryant AW306 New York S 220,252.48 20% 34 $374,481.76 4 92.60%
8 5 Dixie simmons AW641 New York H 190,383.41 0% 9 $373,480.93 5 90.20%
e 6  Delilah Avila AW430 New York S 328,897.12 61%) 30 $366,809.61 6 87.80%
10| 7 Gabrielle Norton AW324 New York $ 352,952.49 83%) 29 $358,146.79 7 85.30%
1| 8 Manin Burton AW167 New York H 216,318.47 17% 7 $352,952.49 8 82.90%
12| 9 saul Blevins AW431 New York $ 373,480.93 90%) 41 $351,774.30 9 80.40%
13| 10 coby Pham AW396 New York $ 234,984.31 24% 37 $347,963.87 10 78.00%
14| 11 Elisha Mullen AW382 New York S 337,780.01 71%) 40 $344,108.32 1 75.60%
15| 12 Annabelle Moon AWA08 New York $ 236,455.64 32%) 23 $342,927.30 12 73.10%
16| 13 Angelika Wallace AW454 California $ 322,861.55 59% 11 $337,780.01 13 70.70%
17| 14 Jazmine Bull AW453 California S 314,094.72 58% 32 $332,640.23 14 68.20%
18| 15 Isabel Bruce AW128 California $ 313,462.01 51% 3 $331,459.16 15 65.80%
12| 16  Ananya West AW481 california H 297,532.43 6% 38 $330,070.46 16 63.40%
20 17 Usaamah Atkinson AWS45 California $ 252,760.68 39%) 6 $328,897.12 17 60.90%
21[ 18 inara Hansen AWASS California $ 197,951.98 7% 13 $322,861.55 18 58.50%
22 19 Bjon Dawson AW301 california H 257,191.81 1% 27 $314,369.51 19 56.00%
23 20 Maisy Moyer Awag7 California S 236,453.49 29% 14 $314,094.72 20 53.60%
24 21 Isaiah Vincent Awa447 California $ 234,099.76 22% |5 15 $313,462.01 21 51.20%
Sheet1 ® <

12. Save the current workbook as Activity 4-4 Complete and then close Microsoft Excel
365 to complete the activity.
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Summary

In this lesson you learned about many of the advanced tools available in Excel 365 that you
can use to analyze and present your data. You should now be comfortable using the Quick
Analysis Tool to quickly access many of the standard analysis options. You should also be
comfortable adding Sparklines to your data to illustrate trends. You should have a good
understanding of the What-If Analysis tools and how to use them to explore different
outcomes, and you should be familiar with the potential of the analysis tools in the Analysis
ToolPak.

Review Questions

1. How do you access the Quick Analysis Tool?

2. What are the three types of Sparklines?

3. How many cell values can you change to reach the goal value in the Goal Seek tool?

4. What should you use to create your first scenario in the Scenario Manager?

5. What types of analysis tools are available in the Analysis ToolPak?
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LESSON 5:
WORKING WITH MULTIPLE WORKBOOKS

Lesson Objectives

In this lesson you will learn how to:
e Arrange windows
e Link to data in multiple workbooks

e Consolidate data
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TOPIC A: Arrange Workbooks

It is not uncommon for Excel users to work in multiple workbooks at the same time,
sourcing data and calculations from one or more workbooks into another. Switching back
and forth between workbooks can be time consuming and, sometimes, confusing. In this
topic you will learn about the tools that are available in Excel 365 to view and compare your

open workbooks quickly and easily.

Topic Objectives
In this session, you will learn how to:

e Arrange workbooks for viewing
e View workbooks side by side

e Use synchronous scrolling
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Arrange Workbooks for Viewing

Managing the on-screen presentation of your workbooks does not need to be a complicated
series of selecting and resizing workbooks. You can quickly display and compare two or
more workbooks at the same time by using the tools in the Window group of the View tab.

To view two or more workbooks together on the same screen, click View = Arrange All:

AutoSave s Bookl.xlsx - Saved ~ £ Search Jane Gibson  JG = -

File ~ Home  Insert  Pagelayout  Formulas  Data  Review  View  Help 1% Share

@ @ Iﬁ . ()\ D?m E(]):]\ +|j E Hﬁ Flsplit | B View Side by Side % E

Hid ]
= Normal Page Break Page Custom ) Zoom 100% Zoomto | New | Arange [Freeze [Aride Switch | Macros
H | Gridlines [v| Headings

Preview Layout Views Seleton | Windou (LA v

8]
i

anes~ [JUnhide | [y Windows

Window Macros

Sheet View Workbook Views Show Zoom

The Arrange Windows dialog box will open, with options for how you would like to display

your workbooks:

Arrange Windows ~ ? X

Arrange

O Vertical
O cascade

[:I Windows of active workbook

The Tiled option will display all open workbook windows, so they all fit on the screen:
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Horizontal will display all open workbooks one above the other:

+ sales by SKu - Year to Date
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View Workbooks Side by Side

There are times that you may want to compare two specific workbooks, though you may
have more than two open. You can do this by using the View Side by Side command to

select specific workbooks to compare.

To use the View Side by Side command, you would select the first workbook you would like

to use in the comparison. You would then click View = View Side by Side:

AutoSave (@ off) < Bookl.xlsx - Saved ~ £ Search _
File Home Insert Page Layout Formulas  Data Review  View  Help

= % |1 S s o | @

[ B @ F s | Q[ B | 11 B 8 Y=l

[AHide

Normal Page Break Page Custom | i 0 Zoom 100% Zoomto | New Amange Freeze Switch | Macros
Preview Layout Views & Selection | Window Al Panes~ [JUnhide ' [y Windows -

pg

Sheet View Workbook Views Show Zoom Window Macros

The Compare Side by Side dialog box will open. You can now select the second workbook

you would like to use in the comparison and click OK:

Compare Side by Side ? X

Compare Side by Side with:

:Book2.xlsx
Book3.xlsx
Book4.xlsx

Cancel
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The View Side by Side button will remain highlighted in gray and the two workbooks you

want to compare now appear side by side (or one above the other) on your screen:

To cancel viewing your workbooks side by side simply click View = View Side by Side again

to deselect.

Use Synchronous Scrolling

Visually comparing two workbooks can be greatly simplified by using Synchronous Scrolling.

Rather than switching between workbooks to scroll through your data, Synchronous
Scrolling aligns the scrolling between the visible workbooks, so scrolling in one will result in

the same scrolling in the other.

To enable Synchronous Scrolling (once you have two or more workbooks arranged together
on your display), first align the starting point by scrolling to the top of each sheet, then click

View - Synchronous Scrolling:

AutoSave = Bookl.xlsx - Saved + £ Search _
File ~ Home  Insert  Pagelayout  Formulas Data  Review  View  Help
[DISyn:hronnusScmllin

g | B

Switch Macros

Nt #
H H = semiesn | Q [y B | 17 B #82
Hid
Normal Page Break Page Custom | . Zoom 100% Zoomto | New Amange Freeze [ Hide
° ridlines | Headings
Preview Layout Views Selection | Window Al Panes~ []Unhide =g

Sheet View Workbook Views Show Zoom Window Macros
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The Synchronous Scrolling button remains highlighted in gray and, now, any navigation you

perform on one workbook will occur simultaneously on the other workbook:

Autosave Bookis - Saved - D Search hneGhbson 5 @ - O X

% Share & Comments

R =] + % *am Bspit =
HH B emaee | Q[ B | (3 H 35 )
= - Preview Lajolt \Views o Selection | Window Al Panes » [JUnhide | [y Reset Window Position. | Windows~ | ~
K30 - fe M
1 Sales by SKU - Year to Date
:
3 SKU No. Jan Feb Mar Apr. May Jun
4 ACs49 $ 110088 $ 155124 = B 800.64 S 2,251.80 $ 700.56
5 AEsss $ 79500 $ 168872 S 173049 $ 4677 S 196434 $  2057.88
6 AGA28 $ 277611 $ 20626 $ 3,250.08 $ 2,369.85 S 47397 $ 744.81
7 |AH875 $ 239.20 S 287040 S 897.00 S 2,152.80 $ 113620 $ 1,076.40
8 |ai7ss $ 8745 $ 134090 $ 9280 § 107855 $ s7a50 $  1399.20
9 BA431 $ 1,060.96 $ 2,983.95 $ 1,193.58 $ 2,65240 $ 3,050.26 $ 2,851.33
10 BH214 $ 187440 $ 2,296.14 S 70290 S 4686 S 2,343.00 $ 2,202.42
11 BL613 $ 158440 S 74560 S 4660 S 149120 $ 1,398.00 $ 372.80
128t629 $ .40 $ 104130 $ 173550 § 254540 § 196690 $  2,545.40
kil o - 1 + 100%
P search Jane Gibson 16 = - o

1% Share & Comments.

Fle  Home nset  Pagelayout Formuls  Data  Review View  Help

= ] Formula Bar B E @Espm 0 View Side by Side § 5
: AN Q@ O3 ®a0 =)

Previow. Layout Views. || Gitices (] Heading: Seecion | Window Al Pancs~ [lUnhide | T3 Reset WindewPostion | Windows -

sheetView Workbaok Views show Zoom Window Macros ~
A - % | Acsas v
A | 5 < ) 3 | 3 G H ' ) [3 L ™ N ° 3 Q R s T U [ v w4
1 Sales by SKU - Year to Date
2
3 SKU No.. Jan Feb Mar. Apr. May Jun
4 |acsay s B2 s 2wz s 1008 S 1012 § 24519 § 55044
5 |agess S 160 $ 9354 S 140310 $ 14031 § 14987 $ 11695
6 AG428 $ 223443 S 243756 S 47397 $ 169275 $ 189588 S 2,843.82
7 |angzs S 22m40 5 131560 S 107640 $ a0 $ 41860 § 125580
8 |ai7ss $ su70 § 10755 § 9280 $ ms3s S 100940 $ 142835
9 [BagzL S 265240 § 205561 S 100095 S 331550 $ 258609 S 5%6.79
10 BH214 $ 103092 $ 1,265.22 S 51546 S 656.04 S 28116 $ 1,499.52
1 BLe13 s 21902 e s 19800 S 5920 $ 21060 $ -
12 BL629 $ 6635 S 8775 $ 190905 § 50990 S 214045 $ 167765
13 BMS73 s 2015 s 799.85 7575 S 18820 S 98805 S 108215 -
wa ® < v
(] ] o - ' - o

To cancel Synchronous Scrolling simply click View = Synchronous Scrolling again to

deselect.
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Activity 5-1: Arrange Workbooks

You are working on several workbooks containing product sales for different divisions and

you would like to arrange and compare them to simplify your work.

1. To begin, open Activity 5-1A, Activity 5-1B, Activity 5-1C, and Activity 5-1D from
your Exercise Files folder:

Activity 5-1AxIsx Activity 5-1B.xlsx
==| Microsoft Excel Worksheet ==| Microsoft Excel Worksheet
15.9KB 16.0 KB

Activity 5-1C.xlsx
Microsoft Excel Worksheet
16.0 KB

Activity 5-1D.xlsx
Microsoft Excel Worksheet
16.0 KB

2. Once all your workbooks are open, select the frontmost window and Click View =

AutoSave (@ off s Activity 5-1Axlsx ~ P Search _
File Home  Insert  Pagelayout  Formulas  Data  Review  View  Help
N 1= T+ Emm Slsplit DD View Side by Side =
| Formula Bar Q Eh‘ Eol g o)
(i m Do | m |
jormal Page Break Page Custom oom 100% Zoom to ew | Arran e it
o Normal Page Break Page Custs & G s Zoom 100% Zoomto | New | A Switch
= - Preview Layout Views 9 Selection | Windor [\ fanes - Clunhide | G Windows v
Sheet View ‘Workbook Views Show Zoom Window

3. Click to enable the Tile radio button, then click OK:

Arrange Windows 7 X

Arrange

..............

O Horizontal
(O Vertical
(O cCascade

[[] windows of active workbook
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The four workbooks will be arranged equally on your screen:

Fle  Home et Pagelayow fomubs Data  Revew Viw Help @share  Comments | Fle  Home inset Pageloyout Formubs Data  Review View Help & share 5 Comments

Braeen | %[ Q[ chwwwamv g = B | B ) B e |[=]|Q [ & éwamlw g o =llE)
o e | Nomsl Ptk mcmyans | 0% | Zoom 0% Zoomio | NSS! Swich | Macros Bl o | Nomslbsoebusk e v | Zoom 0% Zoomto | EATISEAL Suitcn | Macros
e - - [ - 5

Preview Selection | EBFreeze Pones~ ] £y Windows Selection | EBFreczePanes~ [ Gy Windows -

0s - £ | assas B - * B
A s c 5 . . s o A s c o e . s W L

1 Sales by SKU - Year to Date 1 Sales by SKU - Year to Date

2 2

3 swme s eb e apr vy an 3| swwe s reb e Ao v son

i S imm s eom 5 Lmos s amem 5 oom 5 sn i § w5 s s mem s amim s o

5 aeses s amm s eam s a1 § e § s amm 5 lncsss S mm ¢ emn S Lmoas S m §  Lwea § 2eses

o acus s aeam s samsso s sama & oaess s 2mess s mas & laoem s azen s weas s asem s 2ess 5 mwy s am

7 s s i §  amo & oamm s 2sws s zwa s sma 7 |usrs S mam ¢ asma s s s ammm § L § Loma

fars s s s zaao[s iwsms]s  nomss S sass s dars o fuss S wmas s 10 S smav S lomss S smso S 1mma

o saast s amm s wam s amm's  mm s amo s 1ms o loaaat s omss s asmes s iumss s 20§ w0 3 2esim

10 ats s mem s 1oum s $ wen ¢ ama s lmws 1o mizse S asma ¢ amwa s mam § s § 2w § 2ama

e S mas  mm s iman s imea s e s 1w 1 [austa S uswa s e s e S 1m0 S 1w 5 ma

12lmuss S aemes § amms s awss s 20mm S S5 ame 2oz $ amsa s douwm s im0 S 2sa0 § 1% 5 25540

13lawsrs 216820 La5055 4050 25230 L1740 3s100 |3 lowsra 168.20 26100 suss 108215 sives 216030 =

Fle Home hsen bagelwow fomuas D Reew View Hep hare  Ccomments || Fe  Home mem pagelyou Fomuss Data Review  View Hep share | © Comments

& s i o | Custom || ElConditonal Formatting~ | BHimset ~ | X~ 49~ [y d [ Custom | | IR Conditional Formating - | Blinsert = | 3 - 49~ V2

Mo s an © $ %9 | Hiformtosbier Fooee - | @ O | Mo (s 1o an $ %9 EfomatosTbie- Foelee - -2

Ty |®melo-A- o | s B cel sty - Eformat~ | T |me|o-A- o |48 BACelsties~ fHFormat- | ©

Gobowd 6| ot 5l gmen 5| tmbe i o cas fats | ges I i e R soes o | cang | s &

M - 7 | acses g 5 7 | acses B
A s c > e . s Wl A s ¢ o e . s W I

1 Sales by SKU - Year to Date 1 Sales by SKU - Year to Date

2 2

5 swme s reb war e way sn 5| s s reb war nor vay sun

Fare S w5 e0% s em 5 e § amim 5 amim = § mom s amim 5 amom s mom § aei% 5 0w

5 neses S mams  wee §  aumis s aows s mmm s zoum 5 lacoss S sae; s st s a0 s woa $ usw s i

o iz S wems s sese s ama; §  Lawe § 305 S 2amss o lace S amem & aamss s 4w s lewnm § Lewss § 2emm

7 avars s amse s use s sgman s 2mm s oo s 26 7 |avsrs s ama s 1ase s o s 7ma s sme 5 1m0

o s s s © s mees s smm s ssas s 1w o luss S sum s iomss s sma s wsam § loma § lamas

s loasn S e S asmes § 2e240 S ewi S Lssm S 167 5 loaant S aeaa S 20mel S 1009 § 3150 § 2009 5 s

10 swse s S s wee s anm s ewis s swa s o to|mizse s owsm s 1ama2 s ssas s eos s amis 5 isss

e S smoo s s s s s wsm §  1ewm S emoo 1 austa S amem § ameo s 1maov s sma0 & 2w §

2 e S s s amam s ses s 4me s lmeaw s 20n 2 o s ees s sm s 1sms s s s 2i0ss S 1e7es

13 BM73. S 65870 S 51755 $ 658.70 % 42345 3 -8 188.20 - || 12/8me73 $ 20315 $ 79985 S 70575 § 15820 $ 98805 $ 1,082.15 |

) . ; wa @ i ;
s B8 o0- 1+ - |B 3] [ E——y

5. Click in the window of Activity 5-1A to make it the active sheet, then click View -
View Side by Side:

Autosave @ 0D . Actvity S-1Axisx + D search I

fle  Home Insert  Pagelayout  Formulas  Data  Review View  Help
= in % *%mm Fsplit | OO View Side by i =
=t 15 emans | Q [y B | 17 B 85 [0 g5l O
P s e = Normal Page Break Page Custom | ) it 4 bendings Zoom 100% Zoomto | New Amange Freeze Switch
= X - - Preview Layout Views < Selection | Window Al Panesv [JUnhide | iy Windows ~
Sheet View Workbook Views Show Zoom Window

6. Note that the tools in the Window group may be collapsed, due to the size of each
workbook window on the screen. The View Side by Side button will look like this:

Activity 5-1Axlsx ~ je, Jane Gibson G

()

las Data Review View Help =

O C)\ a:Cli "I New Window EH :2:'} (%

Al All
Show Zoom 100% Zoomto E rrange A Switch
B Selection ﬁﬁ Freeze Panes~ [] % Windows v

Zoom Window
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7. The Compare Side by Side dialog box will open. Click to select Activity 5-1C in the
list box, then click OK:

Compare Side by Side ? X

Compare Side by Side with:
| Activity 5-1B.xlsx

"Actlvuty 5-1D.xlsx

Cancel

8. Ifthe two selected workbooks did not fill the screen, click the Reset Window
Position button in the Window group:

Activity 5-1AxIsx ~ £ Search -

fiew View Help

*, i iew Side by Side
v| Formula Bar ()\ 0 g()ci _IE g ﬁ Esplt D Viewsid e g C%

Hid 0] S
Zoom 100% Zoomto New Arrange Freeze [Atide LelonouiotoT Switch
Selection | Window All  Panes~ []Unhide Windows v

v! Gridlines v Headings

Show Zoom Window

9. The Activity 5-1A and Activity 5-1C workbooks will be displayed, one above the
other:

Fle  Home et Pagelayowt formubs Data

T H B 5 N 17 5 i o s =

il 5 ]
[ —— o o ek oo = E New Arere roae e | PlSm 5 |
- - Window Al Panes - [CUnhide | tion

a0 - = g
A s c o e . s " ' s K . | m | N o | v a  R.|s Ty | v | w]|[

1 Sales by SKU - Year to Date

2

3| sk san reo Mar Apr May. sun

4 e S imoss s isia s 5 wem s zaimls  mose o

5 ncess s mm s 1mn s L s w7 S 1seanm s 20788

& acazs S a7meils w62 S 32008 S 23085 5 an s s

7 awers S msa s asoaw s s s aamm s Luem s 10w

o arss s @45 S 1Mo 5 onm s Lomss S @450 S 120

o easn S agess s aseass s iwmss s ea s 30502 s 2mm

10/ska1e S wgmm s amem s om0 $ sss S 2am 5 2ama

i et s s s 0 S %60 5 im0 s 1w s 3nm

2 es S nama0 s im0 s Lm0 s s s 196550 S 2550

12em972 S mea0s s s smss S lomas s eues s ateaa -

T+ Elsplc | O ViewSide by Side =
iy &

New Arange Freese ¢
Window Al Panesv [Junhide | fiyReset

PR bl L M n o s a & s 1 v v w

S s n o war sor ey an

faren T imw s mm s e 5 mw 5 amn s amm

5 ates s mam s wmes s oums s s s mm s mn

s nctas § w3 som s mn s sase s swes s s

7 mars S lase s meeo s a0 s amw s weor s o

5w s am s Tl e Tmes s s o

> onins § umsm s awee s om0 s ean 5 amsn s e

o wore s - ww s mms s owm s s

e S mms  mm s mm s mmm s smwm s msoo

2 s S amm s aamam s s s amm S Luea S 2men

5 s S wams  sms s wam s e s S -
] ) m - ' + oo
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10. Click in the window of each workbook and scroll to the top of the sheet, so both

windows show cell Al in the top left corner:

R B C
1 Sales by SKU - Year to Date
3 | SKU No. Jan Feb
|AC549 $ 1,100.88 $ 1,551.24
5 |AE685 $ 795.09 $ 1,683.72

11. Click in the window of Activity 5-1A, then click View = Synchronous Scrolling:

Activity 5-1Axlsx ~ £ Search

iew View Help

v| Formula Bar CD\ U gdi —l+-j g

! Gridlines | Headings Selection | Window  All

Show Zoom
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12. Press the PgDn (Page Down) key, or the down arrow, repeatedly and watch the
data in each workbook scroll at the same time:

AutoSave (@ Off) s Activity 5-1Axlsx ~ £ Search .

File Home Insert Page Layout Formulas Data Review View Help

@ @ Iﬁ ' Formula Bar O\ U ﬁ:é:'\ ﬂj % ’@ Elspit [ View Side by Side

[AHide [ Synchronous Scrolling

S Bt € New I= Normal Page Break Page Custom : Zoom 100% Zoomto | New Amange Freeze =
Gl ‘ - = P o Vs | 2 s (FIns Selection | Window Al Panes~ [JUnhide {3y Reset Window Position
Sheet View Workbook Views Show Zoom Window
K40 & fe
A 8 c D E F G H J K L
$ 221676 $ 232232 $ 527.80 $ 1,530.62 $ 633.36 S 1,688.96
$ 607.20 $ 253.00 $ 45540 $ 2,22640 $ 20240 $ 1,568.60
$ 2,625.60 853.32 $ 656.40 $ 321636 $ 3,085.08 $ 1,706.64
$ 97898 $ 537.92 $ 33620 $ 83050 $ 117670 $ 672.40
$ 1,689.93 $ 92178 $ 174114 $ 1,689.93 $ 1,485.09 $ 870.57
$ 231120 $ 12840 $ 134820 $ 2,503.80 $ 963.00 $ 256.80
$ 1,361.80 $ 145465 $ 835.65 $ -8 21665 $ 959.45
$ 35830 $ 118239 $ 139737 $ 25081 $ 121822 $ 573.28
$ 73680 $ 230250 $ 967.05 $ 9210 $ 506.55 $ 598.65
$ 32890 $ 16245 $ 1,527.03 $ 55233 $ 1,27.11 $ 129.96
$ 19054 $ 299.42 $ 1,306.56 $ D48 S 326,64 S 326.64
$ 765.20 $ 42086 $ 43999 $ 497.38 $ 267.82 $ 803.46
$ 239226 $ 2536 $ 3,005.66 $ 368.04 S 613.40 S 920.10

P search l
File  Home Insert  Pagelayout  Formulas  Data  Review  View  Help

@ @ Iﬁ | B G C)\ D ﬁ:(l):‘\ E g ’é‘g Elsplit I View Side by Side

Hi 0 hi 1l
=] S Exit G New = Normal Page Break Page Custom Zoom 100% Zoomto | New Amange Freee 1114 “ISV"‘ et Sl
: Preview Layout Views Selection | Window Al Panes~ [JUnhide = {3y Reset Window Position

| Gridlines | Headings

Sheet View Workbook Views Show Zoom Window
A4 9 fe || AC549
A B G D E F G H J K L
2,005.64 S 1,319.50 $ 263.90 $ 2,480.66 $ 475.02 S -
2,530.00 $ 2,074.60 $ 1,315.60 $ -8 860.20 $ 607.20
3,085.08 S 1,575.36 S 3,282.00 $ 3,282.00 $ 262.56 S 1,247.16
336.20 $ 1,109.46 $ 154652 $ 1,008.60 $ 806.88 $ 941.36
- $ 1,433.88 S 1,587.51 $ 307.26 S 1,433.88 S 1,280.25
1,861.80 $ 2,503.80 $ 706.20 $ 2,05440 $ -8 2,182.80
866.60 $ 1,485.60 $ 21665 $ 6190 S 835.65 $ 309.50
14332 $ 1,039.07 $ 358.30 $ 39413 $ 111073 $ 1,254.05
1,519.65 $ 1,243.35 $ 598.65 $ 2,21040 $ 690.75 $ 1,980.15
77976 $ 1,23462 $ 25992 $ 1,299.60 $ 617.31 $ -
54440 $ 843.82 $ 1,170.46 $ 598.84 $ 13610 $ 544.40
-8 937.37 $ 746.07 $ 57.39 $ 746.07 $ 937.37
141082 $ 3,067.00 $ 2,024.22 $ 368.04 $ 2,330.92 $ 2,085.56

13. You can now close the open workbooks, and close Microsoft Excel 365 to complete
the activity.
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TOPIC B: Linking to Data in Multiple
Workbooks

As your work in Excel becomes more advanced you will likely find yourself wanting to
include data and calculations from other workbooks when you are building new ones. While
it is fairly simple to copy data from a source workbook and paste it into a new one, that
data then becomes static, and you would have to copy and paste the data again, every time
the data in your source workbook changes. In this topic, you will learn how to create and

edit links to other workbooks so that it is always up to date.

Topic Objectives

In this session, you will learn about:
e External references
e Editing links

e Broken links
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External References

External references, which are sometimes referred to as links, are the same as cell
references, but they refer to cells or ranges in other workbooks. Using external references

avoids duplicate data in different locations and it also ensures that the data is up to date.

The syntax of an external reference can appear in one of two ways, depending on whether

the workbook containing the reference is open, or closed.

If the workbook containing the referenced cell(s) is open, the external reference first refers
to the (1) Workbook name, including the file extension, in square brackets, then the (2)
Worksheet name, followed by an exclamation mark, and finally the (3) Cell reference,

which can be relative, or absolute:

AutoSave =)< = Book1.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help
D & Cut Calibri ot VAN | === & ab, Wrap Text
Paste E@Copy N ) A
B I U-~ v v v | =E==|e 5= v
v <& Format Painter - — - - — = = Merge&Center
Clipboard N Font N Alignment N
A4 v S =[Book2.xlsx]Sheet1!SAS4

£
006
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If the workbook containing the referenced cell(s) is closed, the external reference first
refers to the (1) entire file path to the workbook, followed by the (2) Workbook name,
(including the file extension), in square brackets, then the (3) Worksheet name, followed by
an exclamation mark, and finally the (4) Cell Reference, which can be relative, or absolute.
Note that the file path, workbook name, and the worksheet name, but not the exclamation

are enclosed in single quotation marks:

AutoSave s Bookl.xlsx ~ O Sea
File Home Insert Page Layout Formulas Data Review View Help
[] & Cut Calibri i VAN | === v BWapText General v
[@®cCopy ~

O A~

= 5= . ) «0 .00
< Format Painter = 3= [E] Merge & Center $ % 9 00

Clipboard N ‘ont N Alignment ( N Number N

A4 v Je ='C:\Users\Jane Gibson\Documents\[Book2.xIsx]Sheet1'!SAS4

£ A
© 000

Editing Links

It is easy to imagine a workbook that contains many external references to one or more
workbooks, and how confusing that could become. Using the Edit Links tool is a simple and

easy way to identify external links in your workbook and to manage them.

To launch the Edit Links tool, click Data -=» Edit Links, in the Queries & Connections group:

AutoSave = Bookl.xlsx ~ £
File Home Insert Page Layout Formulas Data Review View Help
fﬁ I:B« I:Bq @ I:Bq I:Bi |— E Queries & Connections
m LE L& o Lo | L& I s
Get From From From Table/ Recent Existing Refres Stocks Geography |
Data v Text/CSV Web Range Sources Connections All ~ [é%j, Edit Linlcsh
Get & Transform Data SrereT ns Data Types
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The Edit Links dialog box appears. The list box will display a list of all the links in the

workbook, indicating the source, the type, and the status:

Edit Links ? X
Source Type Update  Status Update Values
Book2.xlsx  Worksheet A OK

Change Source...

Open Source

Break Link
Check Status
Location: C\Users\Jane Gibson\Documents
Item:
Update: (@) Automatic Manual
Startup Prompt... Close

Click to select a link in the list box and use the command buttons on the right of the dialog
box to update the values, change the source workbook, open the source workbook, break
the link, or check the status of the link.

If you choose to break a link, a caution window will appear, warning that breaking links
permanently converts the formulas and external references to the existing value, and

cannot be undone:

Microsoft Excel X

Breaking links permanently converts formulas and external references to their existing values. Because this cannot be undone, you may want to save a version of this file with a new name. Are you sure you want to

! break links?
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Broken Links

Because external references are based on file paths, there is a risk that the link to your
source data could be broken, as the result of a file being moved, or renamed. When you
open a file that contains an external reference that cannot be resolved, you will see a
caution window, informing you that Excel could not update some of the links in your

workbook, and giving you the option to continue, or edit links:

Microsoft Excel X

We can't update some of the links in your workbook right now.

You can continue without updating their values, or edit the links you think are wrong.

If you choose to continue, the link path will still be displayed in the formula, and the last

known value will be displayed in the cell, but data will not be updated.
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If you choose Edit Links, the Edit Links dialog box will open. Click to select the broken link in
the list box, then click the Change Source button:

Edit Links ? X

Source Type Update  Status Update Values

Book2.xlsx Worksheet A Error: Source not found Change Source.,

Open Source

Break Link

< > | Check Status |

Location: C\Users\Jane Gibson\Documents\Working Files\Lesson 5
ltem:
Update: (®) Automatic Manual

Startup Prompt... Close

A Change Source dialog box will open, where you can navigate to and select the correct

source workbook. Click OK to confirm your selection:

[x ] Change Source: Book2.xlsx X
<« v Mt > ThisPC > Documents > Data Files v 0 O Search Data Files

Organize v New folder = v [N o

( Name Date modified Type Size
s Quick access
@ Book2.xlIsx 8/16/2020 11:51 AM Microsoft Excel W... 17KB

> K3l Microsoft Excel
> @ OneDrive
> [ ThisPC

o v

File name: | Book2.xlsx v‘ Excel Files (*xI*;* xlsx;* xlsm;*x v

Tools ~ Cancel
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Activity 5-2: Linking to Data in Multiple Workbooks

You would like to summarize the sales results for several of your regional offices. You decide

to use external references to collect the data.

1. To begin, open Activity 5-2A, Activity 5-2B, and Activity 5-2C from your Exercise
Files folder:

Activity 5-2A.xIsx N Activity 5-2B.xlsx
Microsoft Excel Worksheet X Microsoft Excel Worksheet

AN

3
16.7 KB 16.0 KB

AN

3=

Activity 5-2C.xlsx
Microsoft Excel Worksheet
15.9KB

2. Click to make Activity 5-2A the active workbook, then click to select cell B4, and
type “=SUM(“:

AutoSave ") v Activity 5-2Axlsx ~
File Home Insert Page Layout Formulas Data Review View Help
D & Cut A" A == —|. |
(@ Copy ~ -
B U 55 a === ===
Clipboard N Font Alignment
SUM v X v K || =SuM(
A B C D E F G H |
1 |Consolidated Sales - Year to Date
2
3 Jan Feb Mar Apr May Jun
2 Ny [=sum( |
5 WA SUM(number1, [number2], ...)
6 -
7

3.  Click View - Switch Windows, then click to select Activity 5-2B.xIsx:

file  Home Inset  Pagelayowt  Formulas  Data  Review View  Help
— ~ — — =] oo =
m =i . ]—\ ) E =] = - %
= Armang: Switch
. Al ] Windows ~
Sheet View Workbook Views Show Zoom Window v 1 Activity 5-2Axlsx
sum - X v £ =sum( 2 Activity 5-2Caxsx
A B € D E F G H ! J K L M N o P Q 3 Activity 5-2Bxlsx I u

Consolidated Sales - Year to Date

Jan Feb Mar Apr May Jun

1
2

3 a

4 [Ny =SuM( l
5

5

7

WA
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4. Click and drag to select cells B4 to B96, then press the Enter key:

AutoSave (@ of) Y~ = Activity 5-2B.xlsx ~ £ Search
File m Insert Page Layout Formulas Data Review View Help

. D X Cut A == = At B

[@Copy ~
< BIU-|HI-|@-A-|===|==|8 $ ’
Clipboard N Font Alignment Number
SUM ~ x v 5 =SUM('[Activity 5-2B.xIsx]WA'ISBS$4:5B$96
A B © D E F G H
72 |RE709 S 29445 S 2,41449 S 1,531.14 S 1,943.37 S 2,061.15 S 2,767.83
73 |SM530 $ 2,388.40 | $ 27296 $ 1,364.80 $ 2,524.88 $ 327552 $ -
74 |SO782 S 980.22 1 $ 885.36 S 284.58 S 1,422.90 S 284.58 S 1,233.18
75 |UQ440 S 1,317.091 $ 1,133.31 S 827.01 S 1,225.20 S 1,439.61 S 918.90
76 |UZ348 S 756.61! S 156.54 S 782.70 S 1,174.05 $ 678.34 S 469.62
77 |VC354 S 656.46 | S 906.54 S 43764 S 937.80 $ 656.46 S 125.04
78 V0445 $ 2,232.50 | $ 235.00 $ 2,056.25 $ 1,175.00 $ 2,761.25 $ 2,291.25
79 | VU967 $ 1,170.40 1 $ 824.60 S 1,197.00 $ 1,170.40 $ 53.20 S -
80 |Vv251 S 601.201 S 317.30 S 651.30 S 784.90 S 250.50 S 534.40
81 vz901 S 961.40 ! S 961.40 S 41.80 S 919.60 $ 43890 S 752.40
82 |WG573 S 1,818.60 ; $ - S 2,727.90 S 1,883.55 S 2,857.80 S 3,247.50
83 \WK897 $ 289.63 | $ 447.61 S - S 368.62 S 473.94 S 605.59
84 'WL544 5 72540 | S 2,248.74 S 87048 S 1,886.04 S 1,450.80 $ 2,031.12
85 |\WT129 S 620.85 | S 1,241.70 $ 786.41 S 289.73 S 538.07 S 1,283.09
86 |XJ577 S 952.56 | S 136.08 S 748.44 S 1,111.32 $ 1,134.00 $ 975.24
87 |XT232 $ 2,229.15 | $ 3,184.50 $ 3,184.50 $ 1,464.87 S 191.07 $ 2,038.08
88 |YE126 $ 1,721.50 | $ 137.72 S 378.73 S 3443 S 757.46 S 723.03
89 |YH102 5 34236 | S 1,559.64 S 684.72 S 1,559.64 S 1,521.60 S 1,559.64
90 |YO598 S 31361 S 57.02 S 399.14 S 684.24 S 71275 S 627.22
91|YP712 S 270.96 | S 1,174.16 $ 993.52 S 2,167.68 S 451.60 S 1,941.88
92 |YR612 $ 85.60 | $ 1,326.80 S 214.00 S 85.60 S 813.20 S 385.20
93 |Yw433 5 155.40 | S 93240 S 38.85 S 543.90 $ 1,903.65 $ 1,165.50
94 |7B522 S 1,636.11 | S 701.19 S 434.07 S 734.58 S 834.75 S 1,569.33
95 |ZR368 S 461.43‘ VS 769.05 S 2,050.80 $ 2,204.61 S 1,948.26 S 1,640.64
96 |ZV266 1S _____ 957458 613.75 $ 39280 $ 2910 $ 1,080.20 $ 859.25
97 93Rx 1C
98
99
wA |

Point @

5.  Activity 5-2A will again become the active workbook. Click to select cell B4 and

review the formula in the formula bar:

File Home Insert Page Layout

Formulas Data

Activity 5-2Axlsx ~

Review View

H B B 15

Normal Page Break Page Custom

Help

v| Formula Bar C)\ 0 @

Zoom 100% Zoom to

NY $ 860354 |

1
2
8
4
5 WA
6
7
a
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&l Preview Layout Views Scines e2dings Selection
Sheet View Workbook Views Show Zoom
B4 - Fe I =SUM('[Activity 5-2B.xIsx] WA'I$SB$4:$B$96) I
A B € | D | E F | G | H | | J | K
| Consolidated Sales - Year to Date
| Jan Feb Mar Apr May Jun
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6. Edit the formula to remove the dollar symbol ($) from before both column
references (B) in the formula, then press the Enter key to confirm the change:

=SUM('[Activity 5-2B.xIsx]WA'!B$4:8$96)

tt

7. Hover your mouse over the bottom right corner of cell B4, until the mouse icon
becomes a cross:

B4 v fe | =SUM('[Activity 5-2B.xIsx] WA'|B$4:B$96)
A B C D E F G H I J
1 |Consolidated Sales - Year to Date
2
3 Jan Feb Mar Apr May Jun
4 [y [s 8603544
5 (WA *
6
7
8

8. Click and drag to the right to copy the formula to cells C4 through G4:

B4 v J< =SUM('[Activity 5-2B.xIsx] WA'!B$4:B$96)
A B C D E F G H I J
1 |Consolidated Sales - Year to Date
2
3 Jan Feb Mar Apr May Jun
4 Ny Ls__86035.4 | ]
5 lwa +
6
7
o

9. Select the cells C4:G4, then click Home = Format - AutoFit Column Width to
resize the cells:
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10. The formulas now summarize the sales for each month. Click to select cell C4 and

inspect the formula:

11. Now click to select cell B5. Complete the same steps using workbook Activity 5-2C.
Type “=SUM(“ in cell B5, click View - Switch Windows, and click to select Activity

W~ OB W N -

5-2C.xlsx:

AutoSave (@ o) 9~

2
3

File  Home

Insert

Pagelayout  Formulas  Data
jmunl m
|

Workbook Views

X v £ | =sum(

Jan

c b | E

1 |Consolidated Sales - Year to Date

Feb Mar Apr

Activity 5-2Axlsx ~

Review

May

View  Help

Jun

0@~ o

4 INY
5 [wa

$86,03544 $91,894.43 $91,07153 $94,323.16 $101,509.42 $111,621.10
=sum(

£ Search

:Eﬂi

Arange
Al

o

ca v Ffe | =SUM('[Activity 5-2B.xIsx] WA'IC$4:C$96)
A B C D E F G H
Consolidated Sales - Year to Date
Jan Feb Mar Apr May Jun
NY $86,035.44 | $91,894.43 l $91,071.53 $94,323.16 $101,509.42 $111,621.10
WA

b 3 Activity 5-2B.xlsx

12. Click and drag to select cells B4 to B96, then press the Enter key:

AutoSave 9~ = Activity 5-2C.xlsx ~ £ Search
File Home Insert Page Layout Formulas Data Review View Help
A Cut A~ A — b \_EL] \_'
O [ copy ~ , [ === .
g B u B 2~ A === == B 9
Clipboard ~ Font Alignment Number
SUM v X | =SUM('[Activity 5-2C.xIsx]NY'I$B$4:$B$96
A B c | D | E | E | G
85 |WT129 $ 1,158.92 1 $ 12417 $ 165.56 $ 37251 $ 1,241.70 $ 1,448.65
86 |XJ577 $ 1,020.64 1 $ 61236 S 2268 S 40824 S 158.76 S 136.08
87 |XT232 $ 25474 1 $ 63.69 $ 2,738.67 $ 955.35 $ 3,120.81 $ 318.45
88 |YE126 $ 964.04 | $ 1,067.33 $ 137.72 $ 1,205.05 $ 51645 $ 378.73
89 |YH102 $ 1,369.44 | $ 1,407.48 $ 646.68 $ 684.72 $ 1,141.20 $ 152.16
90 |Y0598 $ 513131 $ 1,31146 $ 399.14 $ 313.61 $ 1,282.95 $ 1,368.48
91 |YP712 $ 858. $ -8 903.20 $ 27096 S 4516 S 1,716.08
92 |YR612 $ 1,284.04 ! $ 727.60 $ 2,054.40 $ 1,797.60 $ 85.60 $ 1,797.60
93 |Ywa43s $ 3888 | ¢ 1,554.00 $ 116.55 $ 7770 $ 1,670.55 $ 971.25
94 |7B522 $ 300.54 1 $ 1,035.09 $ 70119 $ 70119 $ 1,202.04 $ 1,368.99
95 |ZR368 $ 2,255.991 $ 666.51 $ 1,845.72 $ 922.36 $ 2,307.15 $ 461.43
96 |ZV266 1S 319.1%] $ 83470 $ 17185 $ 761.05 S 1,227.50 $ 1,080.20
97 93Rx 1C
NY ©)
Point @
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13. Activity 5-2A will again become the active workbook. Click to select cell B5 and

14.

15.

16.

review the formula in the formula bar:

BS v F || =SUM('[Activity 5-2C.xIsx]NY'!$B$4:$B$96)

A B C 7 D E F A G H
Consolidated Sales - Year to Date

Jan Feb Mar Apr May Jun
NY $ 86,035.44 $91,894.43 $91,071.53 $94,323.16 $101,509.42 $111,621.10

1
2
3
4
5 wa  [$102,15247]
6
7
8
9

Edit the formula to remove the dollar symbol ($) from before both column
references (B) in the formula, then press Enter to confirm the change:

=SUM('[Activity 5-2C.xIsx]NY'!B$4:8596)

t1

Hover your mouse over the bottom right corner of cell B5, until the mouse icon
becomes a cross:
A B c D E F A G H

1 |Consolidated Sales - Year to bate
2

3 Jan Feb Mar Apr May Jun
4 |NY $ 86,035.44 $91,894.43 $91,071.53 $94,323.16 $101,509.42 $111,621.10
5 lwa $102,152.47 |
+
6
7
8

Click and drag to the right to copy the formula to cells C5 through G5:

A B C D E F G H
1 |Consolidated Sales - Year to Date

3 Jan Feb Mar Apr May Jun
NY S 86,035.44 $91,894.43 $91,071.53 $94,323.16 $101,509.42 $111,621.10

4

5 lwa $102,152.47 |

6 +
7

8 A
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17. The formulas now summarize the sales for each month. Click to select cell C5 and

inspect the formula:

cs - fe || =SUM('[Activity 5-2C.xIsx]NY'IC$4:C$96)
A | B C ‘ D ‘ E ‘ F 1 G | H |
1 |Consolidated Sales - Year to Date
24
3 Jan Feb Mar Apr May Jun
4 |NY $ 86,035.44 $91,894.43 $91,071.53 $94,323.16 $101,509.42 $111,621.10
5 [wa 5102,152.47| $95,570.24 _| $97,482.28 $95,274.49 $107,420.92 $ 97,281.57
6 | =5
7_
Q

18. Now click Data = Edit Links:

AutoSave & )= Activity 5-2Axlsx ~
File Home Insert Page Layout Formulas Data Review View Help
ﬁ [h I:B« @ D I:B« P [T Queries & Connections
B LB Lé o Lo |2, m [
Get  From From From Table/ Recent Existing Refres Stocks Geography [
Data v Text/CSV Web Range Sources Connections All~ | [ Edit Lin vk_
Get & Transform Data Queries & Connections Data Types

19. The Edit Links dialog box will open, listing the external references. Click the Check
Status button:

Edit Links ? X
Source Type Update Status Update Values
Activity 5-2B.xIsx ~ Worksheet A Unknown [ Change Source...
Activity 5-2C.xlsx ~ Worksheet A Unknown —

Open Source

Break Link
< > Check Status S
Location: C\Users\Jane Gibson\Documents\Exercise Files\Lesson 5
Item:
Update: (@) Automatic Manual
Startup Prompt... Close
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20. The status in the list box for both links will switch to Source is Open:

Edit Links ? X
Source Type Update Status Update Values
Activity 5-2B.xlsx ~ Worksheet A Source is open

Change Source...
Activity 5-2C.xlsx ~ Worksheet A Source is open

Open Source

Break Link

Check Status

Location: C\Users\Jane Gibson\Documents\Exercise Files\Lesson 5
Item:
Update: (@) Automatic Manual

Startup Prompt... Close

21. Save Activity 5-2A as Activity 5-2A Complete, close the remaining workbooks, and
you can now close Excel 365 to complete the activity.
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TOPIC C: Consolidating Data

When you want to gather large amounts of data, from multiple workbooks, the process of
creating many formulas with external references to summarize the data can seem like a
difficult task. Fortunately, Excel’s data consolidation features provide a simple and effective
way to consolidate data from multiple workbooks, or worksheets, that contain a similar
structure. During this topic you will learn about the Excel Consolidate tool and how it can

help you collect and analyze data from multiple workbooks.

Topic Objectives
In this session, you will learn:

e About data consolidation
e About consolidation functions

e How to use the Consolidate dialog box

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

Data Consolidation

When you consolidate data, you collect and summarize values from different sources that
are based on common references. As an example, a company has several divisions that all
sell the same products. Each division reports their sales in a separate workbook, but the
structure of each workbook is similar. With the Consolidate tool, you can quickly select the
different sources of sales data, choose how you would like to analyze it, then collect it into a

summary data set.

Consolidation Functions

When consolidating data, you have the option to summarize the result using a variety of
functions. For instance, you may want to see an average of the related values in your

sources, or you may want to sum the related values.

Below is a list of the available functions and a brief explanation of the result they will return

from the referenced sources:

Sum Returns a Total of the related values.

Count Returns a count of the related value cells.

Average Returns an average of the related values.

Max Returns the maximum of the related values.

Min Returns the minimum of the related values.

Product Returns the result of multiplying all the related values.

Count Numbers

Returns a count of the related value cells that are numbers.

StdDev Returns the standard deviation of the related values.

StdDevp Returns the standard deviation of the related values based on the
entire population.

Var Returns the estimated variance of the related values.

Varp Returns the estimated variance of the related values based on the

entire population.
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Use the Consolidate Dialog Box

When consolidating data from multiple sources it is recommended that you choose an
empty worksheet, or ensure you have ample space for the consolidated data before you

begin.

To open the Consolidate dialog box, first select the cell you want to set as the starting point

for your consolidated data, then click Data = Consolidate:

Data Review View Help

[T Queries & Connections Al [z[a ? S = E ﬁ E‘ = E =] X
>3 : 3
[EE @m o B GE & bk oo %5 @
Refresh — o Stocks Geography |= %\l« Sort Filter ! Textto Flash Remove Data Consolidate Manage
All~ |, Edit Links gAdvanced Columns  Fill Duplicates Validation I} Data Model
Queries & Connections Data Types Sort & Filter Data

The Consolidate dialog box will open. Here you can choose the function to apply to the

related values in the referenced sources:

Consolidate ? X

Function:

Sum

Count
Average
Max
Min
Product Add
Count Numbers
StdDev gelete
StdDevp

Var

Varp

I Top row

[] Left column  [] Create links to source data

£ 4

Browse...
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Click in the Reference field to select a data source for the consolidation:

Consolidate ? X

Function:
Sum v
Reference:

| i EI Browse...

All references:

Delete

Use labels in

l:l Top row
[J Left column  [] Create links to source data

The simplest way to define a reference is to click View - Switch Windows, then select one

of the source workbooks:

fiew View Help

| Formula Bar ()\ 0 EZ& -+|-_=] E @ Elsplit | [DView Side by Side (% E}’

" Hide O -
erinel BEtngs Zoom 100% Zoomto New Arrange Freeze ) Switch Macros
Selection Window All Panes~ E Unhide ' [y Windows v v
Show Zoom Window 1Book3.xlsx
2 Book2.xlsx h 4—

v 3 Book4.xlsx

4 Book1.xlsx
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Click and drag to define the range of the data you wish to consolidate in the source, then

click the Add button:

Consolidate

Function:

Sum E

Reference:
| [Book2.xIsx]WA!SAS3:5G596 Z] Browse...

All references:

Delete

Use labels in

(] Top row
[] Left column  [] Create links to source data

The reference will appear in the All references list box:

Consolidate

Function:

Sum z

Reference:
‘Working Files\Lesson 5\[Book2xIs|WA'1SAS3:5GS9%6 | | | Browse...

All references:
‘Working Files\Lesson 5\[Book2 xIsx]WA'ISAS3:5GS$96 Add

Delete

Use labels in

[J1o0p row
[] Left column [ Create links to source data
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Repeat the process until all sources have been added:

Consolidate ? X
Function:

Sum v
Reference:

‘Working Files\Lesson 5\[Book4.xIsx]CA"ISAS3:5GS96 *+ Browse...
All references:

‘Working Files\Lesson 5\[Book2.xIsx]WA'ISAS3:5GS96 Add
‘Working Files\Lesson 5\[Book3.xIsx]FL'!SAS3:5GS96

‘Working Files\Lesson 5\[Book4.xIsx]CA"'ISAS3:5G596

Delete
Use labels in
[(JiTop row:

......................

[J Left column  [] Create links to source data

Under Use labels in, click to enable the Top row and/or Left column checkboxes, if you
want to use column and/or row labels to group the results. Click to enable the Create links

to source data checkbox if you want to maintain the references to the source data. To

complete the consolidation, click OK:

Consolidate ? X
Function:
Sum v
Reference:
‘Working Files\Lesson 5\[Book4.xIsx]CA'ISAS3:5GS96 4+ Browse
All references:
‘Working Files\Lesson 5\[Book2.xIsx]WA'ISAS3:5GS96 Add
‘Working Files\Lesson 5\[Book3.xIsx]FL'!SAS3:5GS96
‘Working Files\Lesson 5\[Book4.xIsx]CA'ISAS3:$GS96
Delete
Use labels in
Top row

Left column §Create links to source data:

A
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The consolidated data is loaded to your worksheet. If you have chosen to create links to the
source data, the data will be grouped by the row and/or column headers. Clicking the plus
(+) sign on one of the grouped outlines will reveal the source data, and you will see that the

cells contain an external reference to the source:

If you have chosen not to create links to your source data only the result will be returned,

with no reference to the source data:

c2 v e =[Book2.xIsx] WA!SBS4
[1]2] B C . E F G | H
1 Jan Feb Mar Apr May Jun
. Book2| S 150.12.52,151.72 S 1,050.84 $ 150.12 $2,451.96 $ 550.44
© 3| Book3 $1,050.84 $ 450.36 S 650.52 $1,301.04 $2,201.76 $2,351.88
© 4| Book4 $1,551.24 $ 650.52 $ 1,200.96 $1,050.84 $ 600.48 $1,401.12
5 |AC549 $2,752.20 $3,252.60 S 2,902.32 $2,502.00 $5,254.20 $4,303.44
9 jAE685 $4,162.53 $1,636.95 S 3,975.45 $3,367.44 $2,198.19 $5,472.09
13:AG428 $5,010.54 $6,771.00 S 2,979.24 $5,552.22 $7,312.68 $6,093.90
17:AH875 $6,039.80 $4,365.40 S 6,159.40 $5,920.20 $1,255.80 $4,485.00
21:AJ755 $2,390.30 $1,311.75 S 2,448.60 $2,856.70 $2,798.40 $3,847.80
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B2 v 2752.2 - —
. A B c D  E F G

1 Jan Feb Mar Apr May Jun

2 |AC549 $2,752.20 I $3,252.60 $ 2,902.32 $2,502.00 $5,254.20 $4,303.44
3 |AE685  $4,162.53 S$1,636.95 S 3,975.45 §$3,367.44 $2,198.19 $5,472.09
4 |AG428 $5,010.54 $6,771.00 S 2,979.24 §5,552.22 $7,312.68 $6,093.90
5 |AH875 $6,039.80 $4,365.40 S 6,159.40 $5,920.20 $1,255.80 $4,485.00
6 |AJ755 $2,390.30 $1,311.75 $ 2,448.60 $2,856.70 $2,798.40 $3,847.80
7 |BA431 $5,039.56 $5,039.56 S 6,564.69 $4,177.53 $6,896.24 $3,647.05
8 |BH214 $1,780.68 $3,655.08 S 1,452.66 $3,233.34 $3,420.78 $3,045.90
n nican &n n1a an &1 ana on & 2 Ach nn &n n0n an & A non an & nnT nn
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Activity 5-3: Consolidating Data

You have been asked to summarize the sales report from three of your company’s regional

divisions. You have been given a separate workbook for each region.

1.

2.

3.

To begin, open Activity 5-3A, Activity 5-3B, Activity 5-3C, and Activity 5-3D from
your Exercise Files folder:

Activity 5-3AxIsx Activity 5-3B.xlsx
Microsoft Excel Worksheet Microsoft Excel Worksheet
16.0 KB 15.9KB
Activity 5-3C.xlsx Activity 5-3D.xlsx

==| Microsoft Excel Worksheet ==| Microsoft Excel Worksheet
16.0 KB 14.8 KB

In the Activity 5-3D workbook, on Sheetl, select cell Al. This will be the starting
point for the placement of the consolidated data:

AutoSave Activity 5-3Dxlsx ~

File Home Insert Page Layout Formulas Data Review View Help

D X Cut
Paste [E]COPY i

Calibri 11 VA A v 2D Wrap Text

B I U-+|HlADy AL | ===z | =
o 6 Format Painter - - = == S| SE R T
Clipboard N Font N Alignment N
Al v fe
A B C D E F G H | J

[= BN ¥ I SR VE B N R

Now click Data = Consolidate:

= E—

Data Review View Help

[F Queries & Connect tions A .ﬁ ? S% =E ﬁ E\ [vid E El >
57 @ oy A ‘ siE B = =5 @
Refresh Stocks Geography [5| | Z| Sott | Filter L Textto Flash Remove  Data | Consolidate | Manage
All~ [ & Advanced Columns  Fill Duplicates Validation % Data Model
Queries & Connections Data Types Sort & Filter Data
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The Consolidate dialog box will now be displayed. Select SUM from the Function
drop-down list, then click to select the Reference field:

Consolidate ? X

Function:

Sum h v

Reference:

| i @ Browse...

All references:

Delete

Use labels in
[J1op row
[ Left column  [] Create links to source data

5. Click View - Switch Windows, then click to select the Activity 5-3A workbook:

Q|| E @ = = [IE
O

iew View Help

(i}
Arrange

All

Switch
(s k| Windows v

Show Zoom Window

v 1 Activity 5-3D.xlsx
2 Activity 5-3B.xlsx
3 Activity 5-3Axlsx % <4
4 Activity 5-3C.xlsx
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Click and drag to select cells A3 to G96:

262

2 = I
Fle  Home Insert  Pagelajowt Formulas  Data  Review  View  Help
X cut A == ® B [z=>] 2
A == B B o 3
[®Copy ~ )
5 B I[P ===== g $ D)
Clipboard [ Font Alignment Number styles cels
A3 - £ | 107855
A B c ) | 3 F G K L . M | N o
79 Jvus67 $ 1,17040 $ 82460 S 1,197.00 $ 117040 $ 53.20 $ -
80 V251 $ 60120 $ 31730 $ 65130 $ 78490 $ 25050 $ 534.40
81 )vz901 $ 96140 S 96140 $ 4180 $ 919.60 $ 43890 $ 752.40 Consolidate ? x
82 |WGs73 s 181860 $ -8 272790 $ 188355 $ 2,857.80 $ 3,247.50 Function:
83 |WK897 $ 289.63 S 24761 $ -8 36862 $ 47394 S 605.59 [sum ¥
84 WL544 $ 72540 S 2,24874 S 87048 S 1,886.04 S 1,450.80 $ 2,031.12 Reference
85 jwr129 $ 62085 $ 124170 $ 78641 $ 28973 $ 538.07 $ 1,283.09 Actity 5- AN IWATSAS3SGS9d =] [Eowe:
86 1XJ577 $ 952.56 S 136.08 $ 74844 S 111132 $ 1,134.00 $ 975.24 e —
87 JXT232 $ 222915 $ 3,188.50 $ 3,184.50 $ 1,464.87 $ 19107 $ 2,038.08 = - i
88 |YE126 $ 1,72150 $ 137.72 $ 37873 S 3443 S 75746 $ 723.03 =
89 YH102 s 34236 $ 1,559.68 $ 684.72 $ 1,559.60 $ 152160 $ 1,559.64 Delete
90 v0598 $ 31361 $ 57.02 $ 39914 $ 684.24 $ 71275 $ 627.22 B h
91}yp712 $ 2709 $ 117416 S 99352 $ 2167.68 $ 45160 S 1,941.88 [ lzoprom]
92 |YR612 $ 85.60 S 1,326.80 $ 21400 $ 85.60 $ 81320 $ 385.20 Clieftcoumn [ Create links to source data
93 jywass $ 15540 $ 93240 S 3885 S 54390 $ 1,903.65 $ 1,165.50
94 178522 s 11 S 70119 438,07 $ 73458 $ 83475 $ 1,569.33 Close
95 |7R368 B B 769.05 $ 205080 $ 220461 $ 194826 1,640.64
96 |7V266 $ S 613.75 S 39280 S 49.10_ S 1,080.20_$ 859.283
97
%
WA ® El
Point [

In the Consolidate dialog box, click the Add button:

Consolidate ?

Reference:

‘[Activity 5-3AxIsX]WA'ISAS3:5GS96|

All references:

Function:

Sum

Browse...

[+]

Add

Delete

Use labels in

[J1op row

[] Left column [ Create links to source data

Close
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263

Now repeat the process to open the Activity 5-3B workbook and select cells A3 to
G96:

file  Home Inset  Pagelayout  Formulas  Data  Review  View  Help
X Cut Ar|==—1% ab, Er \\_f
- dcopy ~ 2
8 BIU-|[H-|&-A ===|==|8 $-%9
Clipboard ] Font Alignment Number styles
A3 - Fo | 2983.95
A 8 c ) 3 F G H ! K L M N ) v
79 IVUs67 $ 71820 S 61180 $ 1,276.80 $ 85120 $ 117040 $ 665.00
80 Jvvas1 $ 71810 $ 233.80 $ 283.90 $ 58450 $ 38410 $ 16.70
81{vz901 $ 710.60 S 1,045.00 $ 877.80 $ 12540 S 856.90 $ 83.60 Consolidate ? X
82 JWG573 s 3,05265 $ 2,987.70 $ 58455 S 2,598.00 S 1,883.55 $ 2,533.05 Fundion:
83 kg7 $ 868.89 $ 2633 $ 121118 $ 7091 $ 10532 $ 473.94 [Sam |
84 lwisa4 $ 348192 $ 3,627.00 $ 261144 $ 261144 $ 2,248.74 $ 2,103.66 e
85 |WT129 s 115892 $ 12417 $ 165.56 S 37251 $ 124170 $ 1,448.65 IActnity 5 3BalsdNTISAS3:SGS9 T2] [[Eowse
86 X577 $ 1,020.60 $ 612.36 $ 2268 S 40824 $ 158.76 $ 136.08 EETs 7
gdjxT232 $ 25476 | § 63.69 | § 2738.67 | 5 9535 | § 312081 | 31845 ‘Exercise Files\Lesson SVACivty 5-3AXI5IWA'SAS3:5GS96 add
88 [YE126 s 964.04 $ 1,067.33 $ 8772 $ 1,205.05 $ 51645 $ 378.73
89 [YH102 s 136344 S 140748 $ 646.68 S 684.72 $ 114120 $ 152.16 Delete
90 |Y0598 $ 513.18 $ 1,31146 $ 399.14 $ 31361 $ 1,28295 $ 1,368.48 Use labels in
o1 vp712 $ 858.04 $ - s 90320 $ 27096 $ 4516 S 171608 Olzoprow
92 JYR612 S 1,284.00 $ 72760 $ 2,054.40 $ 1,797.60 $ 85.60 $ 1,797.60 Olieftcoumn =[] Create links to source data
93 lywass S 3885 S 1,554.00 $ 11655 $ 7770 $ 167055 $ 971.25
04 /78522 s 30051 $ 1,035.09 $ 70019 $ 70019 $ 120204 $ 1,368.99 Close
95 |ZR368 S 2,255.88 66651 S 188572 $ 922.86 $ 230715 $ 461.43
96 |2V266 s 319.15 $ 834.70 S 17185_$ 76105 _$ 1,227.50 _$ l,os_o;z%
97
%
NY ‘
Point  F3

Back in the Consolidate dialog box, click the Add button:

Consolidate

Function:
Sum

Reference:
‘[Activity 5-3B.xIsx]NY'!SAS3:5GS96

All references:

)

-~
X

Browse...

‘Exercise Files\Lesson S\[Activity 5-3A.xIsx]WA'ISAS3:5GS96

Use labels in

[J1op row

[] Left column  [] Create links to source data

Add

Delete

Close
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10. Now open the Activity 5-3C workbook and select cells A3 to G96:

Fle  Home Insert  Pagelajout Formuas  Data  Review View Help
il & cut AR|= B  BZ | Nomal Bad Good

[ copy - B I a2 = & $ Py inpu

5 IU-~|[H e = ]

Clipboard [ Font Alignment Number stytes
A3 & £

A | B c [ | 3 | F G Ho | 1 ] kK | M N
78 Jv044s $ 1,057.50 $ 1,410.00 $ 1468.75 S 264375 S 240875 $ 1,233.75
79 Jvuse7 $ 74480 $ 1,09.60 $ 1,01080 $ 1,037.40 $ 585.20 $ 984.20
80)Vv251 $ 60120 $ 400.80 5010 $ 75150 S 50.10 S 801.60
81 )vz901 $ 647.90 S 73150 S 35530 96140 S 43890 $ 62.70
82 1WGs73 $ 155880 $ 134850 S 207840 $ 45465 $ 252275 S 168870 Consolidate X
83 Jwkss7 $ 63192 $ 10532 $ 7899 $ 1,079.53 $ 21068 $ 1,263.84 Fundtion:
84 |Wisa4 $ 275652 $ 507.78 $ 72540 $ 3,26430 $ 1,160.64 S 435.24 Sum ~]
85 )WT129 $ 1,241.70 $ 289.73 $ 91058 $ 1,821.16 $ 827.80 S 786.41 Reference:
86 X577 $ 635.04 S 97524 $ 81648 $ 108864 $ %072 $ 23092 [Adtivity 5-3C s FLISAS3:5GS96] [2] [ mowse..
87 x1232 $ 210077 $ 38214 $ 210177 $ 3,12081 $ 242022 $ 63.69 )
88 |YE126 H 86075 S 113619 $ 48202 $ 17215 $ 309.87 $ 24759 Exerdse Files\Lesson S\ACity 5-3AXIWATSASISGS96 add
50 YH102 s 133140 $ 1,597.68 $ 646.68 S 7608 S 7608 S 1,559.64 ‘Exercise Files\Lesson 5\[Activity 5-38.dsdNYISAS3:SGS96
90 0598 $ 31361 $ 17106 $ 23467 $ 85530 $ 57020 $ 1,054.87 Dsets
91 jyp712 $ 1,083.84 S 1,399.96 S 27096 $ 1,580.60 S 1,03868 S 677.40 Use labels in
92 }¥R612 $ 89880 $ 214000 $ 184040 S 1,284.00 $ 29960 $ 684.80 O 1op row
93 lywa3g $ 27195 $ 777.00 $ 1,825.95 $ 777.00 $ 349.65 S 1,670.55 [teft column [ Create links to source data
9478522 $ 934.92 S 333.90 S 667.80 $ 26712 $ 63441 S 367.29
95 |ZR368 $ 61524 $ 1,02540 $ 1,333.02 $ 1,999.53 $ 769.05 $ 974.13 Close
96 |2V266 $ 98.20_$ 39280 S, 39280 662.85_ % 27005_ S 540.101)
o7
98|
%9
ln] ® :

Point [

11. Back in the Consolidate dialog box, click the Add button:

Consolidate ? X

Function:
Sum 7‘
Reference: o
‘[Activity 5-3C.xIsX]FL'ISAS3:5GS96|
All references:

‘Exercise Files\Lesson S\[Activity 5-3A.xIsx]WA'ISAS3:5GS96 Add
‘Exercise Files\Lesson 5\[Activity 5-3B.xIsx]NY'!SAS3:5GS96

Browse...

)

Delete

Use labels in

[J1op row
[J Left column [ Create links to source data
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12. Click to enable the Top row, Left column, and Create links to source data
checkboxes, then click OK:

Consolidate ? X

Function:
Sum [v]
Reference: o
‘[Activity 5-3C.xIsx]FL'!SAS3:5GS96
All references:

‘Exercise Files\Lesson S\[Activity 5-3A.xIsx]WA'ISAS3:5GS96 ' Add
‘Exercise Files\Lesson 5\[Activity 5-3B.xIsx]NY'!SAS3:5GS96 y

2]

Browse...

Delete

Use labels in
Top row
Left column §Create links to source datai

13. The consolidated data is now displayed, and is grouped and outlined by SKU

number:
AutoSave D)< < Activity 5-3D.xlsx ~ P Sea
File m Insert Page Layout Formulas Data Review View Help
0 & Cut Calibri 1 VA A === v BwapText General -
Paste L-BCOPY - I U = ==|=i==F o, <0 .00
+ < Format Painter = T v | E == = 3= [EMerge&Center ~ $v% 9 -9
Clipboard N Font N Alignment ] Number ~
c1 % fe | Jan
Al B C D E F G H | J K L
1 Jan Feb Mar Apr May Jun
E 5 |AC549 $2,301.84 $4,153.32 $1,701.36 $2,251.80 $6,905.52 $3,602.88
[+ 9 |AE685 $2,665.89 $2,665.89 $5,331.78 $2,244.96 $4,162.53 $5,238.24
E 13 |AG428 $6,093.90 $3,791.76 $3,927.18 $5,552.22 $5,416.80 $6,026.19
(+|  17|aHs75 | $3,827.20 $4,305.60 $4,843.80 $5,262.40 $2,152.80 $5,023.20
E 21|AJ755 $1,340.90 $2,419.45 $2,186.25 $2,856.70 $2,769.25 $3,935.25
E 25 |BA431 $4,973.25 $7,957.20 $4,906.94 $6,631.00 $7,161.48 $5,105.87
(+| 29|BH214 | $2,905.32 $4,029.95 $1,640.10 $1,312.08 $3,561.36  $3,748.80
E 33 |BL613 $4,706.60 $1,258.20 $1,584.40 $2,656.20 $5,498.80 $1,071.80
|+| 37|BL629 $2,429.70 | $4,223.05 $4,454.45 $3,818.10 $5495.75 $6,247.80
E 41|BMS73 $2,870.05 $2,258.40 $1,882.00 $1,693.80 $1,599.70 $3,434.65
|+| 45|BRaca $2,829.48 $2,829.48 $3,162.36 $3,328.80 $2,912.70 $4,285.83
E 49 |CI1868 $1,519.49 $2,821.91 $1,891.61 $1,984.64 $ 403.13 $3,194.03
(+] s3|pBs3a | $ 21012 $3,887.22 $1,225.70 $2,416.38 $2,241.28 $1,891.08
E 57 |DF206 $3,297.22  $2,131.13 $4,423.10 $2,412.60 $3,819.95 $4,543.73
E 61 |DN140 $3,596.80 $5,485.12 $2,967.36 $4,900.64 $5,260.32 $4,990.56
|+| 5|ep392 $2,321.51 | $2,433.39 $1,090.83 $2,265.57 $1,622.26 $2,265.57
E 69 |EK320 $ 76930 $ 857.22 $ 69237 $ 956.13 $ 91217 $ 934.15
[+| 73|ek97a $4,339.98 | $4,420.35 $6,027.75 $5,224.05 $5706.27 $5,947.38
i 77 |EO291 $3,619.14 $2,622.03 $3,914.58 $2,252.73 $3,693.00 $3,139.05
Sheetl [©)
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14. Click the plus (+) sign on the outline next to cell A5, then click to select cell C2. You
will see the external reference to the source data in the formula bar:

15. Save Activity 5-3D as Activity 5-3D Complete, close the remaining workbooks, and

you can now close Excel 365 to complete the activity.
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c2 v e ='[Activity 5-3A.xIsx] WA'ISBS4

A B C D E F G F
1 Jan Feb Mar Apr May Jun

- 12 Activity5-3A | $ 150.12 | $2,151.72 $1,050.84 $ 150.12 $2,451.96 $ 550.44

-3 Activity 5-38  $1,100.88 $1,551.24 $ - S 800.64 $2,251.80 $ 700.56

- 4 Activity 5-3C  $1,050.84 $ 450.36 $ 650.52 $1,301.04 $2,201.76 $2,351.88
- 5 |AC549 $2,301.84 $4,153.32 $1,701.36 $2,251.80 $6,905.52 $3,602.88
[+ 9 |AE685 $2,665.89 $2,665.89 $5,331.78 $2,244.96 $4,162.53 $5,238.24
[+] 13|AGazs $6,093.90 $3,791.76 $3,927.18 $5,552.22 $5,416.80 $6,026.19
[+| 17 |AHs75 $3,827.20 $4,305.60 $4,843.80 $5,262.40 $2,152.80 $5,023.20
+| 21755 $1,340.90 $2,419.45 $2,186.25 $2,856.70 $2,769.25 $3,935.25
l+]  25/BA431 $4.973.25 $7.957.20 $4.906.94 $6.631.00 $7.161.48 $5.105.87
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Summary

In this lesson you learned about working with multiple workbooks. You should now be
comfortable arranging, viewing, and navigating between multiple workbooks. You should
also have a good understanding of how to create and maintain links between workbooks,
and how to resolve broken connections. You should also be comfortable with knowing

when and how you can consolidate data from multiple sources.

Review Questions

1. How will multiple workbook windows appear if you arrange them vertically?
2. How many ways can the syntax of an external reference appear?

3. How can a link to an external data source be broken?
4. Where is the best place to consolidate data?

5. Do data consolidation sources have to have the exact same structure?
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LESSON 6:
EXPORTING AND SOURCING DATA

Lesson Objectives

In this lesson you will learn how to:

e Export data
e Use data sources

e Use Microsoft Forms
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TOPIC A: Exporting Data

While Microsoft Excel is an excellent tool for storing, analyzing, and presenting data, there
will be occasions where your data needs to be delivered in a different format. There could
be many different reasons for this. The audience for the data may not have access to Excel,
or you may want to prevent other users from making changes to your worksheet. It could
also be that there is a wide audience for the information in your workbook and it is more
practical to use a different platform to share it. Because there are many reasons to export
your data, Excel provides several options to support them. In this topic you will learn about

Excel’s export options and how to use them.

Topic Objectives
In this session, you will learn:

e About export file format options

e How to export worksheet data
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Export File Format Options

Excel provides you with several file format options to export your data, each with its own

purpose and characteristics. Below we have outlined the more common options:

Format

csv

HTML

oDs

PDF

TXT

XLS

XML

XPS

Description

Comma-Separated Values — A simple file format used to store tabular
data. Column data is separated by commas. All formatting is removed.
Excel only saves the active worksheet.

Hypertext Markup Language — A file format used to enable viewing in a
web-based browser application.

OpenDocument Spreadsheet — A file format used to store tabular data
that is compatible with open source spreadsheet applications.

Portable Document Format — A file format, created by Adobe, used to
create documents that maintain the format of the source, are highly
accessible, but allow only limited editing.

Tab-Delimited Text — A simple file format used to store tabular data.
Column data is separated by tabs. All formatting is removed. Excel only
saves the active worksheet.

Excel 97-2003 Workbook — A file format compatible with older versions
of Excel. Some current features or functionality may be lost.

Extensible Markup Language — A complex file format used to store data
in a text format, with custom tags to describe the structure.

XML Paper Specification — A file format, created by Microsoft, similar to
PDF, used to create documents that maintain the original format, are
highly accessible, but allow only limited editing.
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Exporting Worksheet Data

Exporting data enables you to create your data set in a format that is compatible with its
intended use outside of Excel. While we have reviewed the more common options above,
there are other options available, and even sub-categories for the options we have

reviewed.

To explore the different types of files you can create from your workbooks, click File -

Export:
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The options in the Export window are Create PDF/XPS Document, or Change File Type:

Export

Create a PDF/XPS Document

=  Preserves layout, formatting, fonts, and images

Create PDF/XPS Document

(7

=  Content can't be easily changed

i ®  Free viewers are available on the web
Fﬁ Change File Type

™
]

Create
PDF/XPS

Publish

Clicking the Create PDF/XPS Document button will open the Publish as PDF or XPS dialog
box, where you will be presented with options to (1) name the file and select the file type,
and (2) customize the available options:

<« v N > ThisPC > Documents » Data Files v ) D Search Data Files
Organize v New folder gz - 0

Name Date modified Type Size
s Quick access

No items match your search.

u Microsoft Excel

@ OneDrive
[ ThisPC
¥ Network
0 File name: I Book1.pdf i
Save as type: | PDF (*.pdf) vl |
Open file after Optimize for: (@ Standard (publishing
publishing online and printing)
O Minimum size
(publishing online)
Options...
A Hide Folders Tools ~ Publish Cancel
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Clicking the Change File Type button will show the Change File Type category, where you

can select from the many available file types, and click the Save As button:

G)

() Home

[ New

B Open

Info
Save
Save As
Print
Share
Export
Publish

Close

Account

Export

% Create PDF/XPS Document

Fﬁ Change File Type

Change File Type

Workbook File Types
Workbook (*xisx)
Uses the Excel Spreadsheet format

OpenDocument Spreadsheet (*.ods)
Uses the OpenDocument Spreadsheet
format

Macro-Enabled Workbook (*xlsm)
[T Macro enabled spreadsheet

Other File Types

Text (Tab delimited) (*txt)
Text format separated by tabs

Formatted Text (Space delimited) (*.prn)
Text format separated by spaces

&

Save As

N
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Book1 - Excel

EE Excel 97-2003 Workbook (*.xIs)
Uses the Excel 97-2003 Spreadsheet
format

E Template (*xltx)
Starting point for new spreadsheets

Binary Workbook (*xIsb)
Optimized for fast loading and saving

CSV (Comma delimited) (*.csv)
Text format separated by commas

F‘/ Save as Another File Type
)
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The Save As dialog box will open, where you can select the destination of your file, name it,

and select a file type, this time from a more extensive list:

il saveAs X
<« A > ThisPC > Documents > Data Files v 0 O Search Data Files
Organize v New folder =< o

Name Date modified Type Size
s Quick access
No items match your search
i3l Microsoft Excel
@, OneDrive
[ This PC

=¥ Network

File name: | Bookl.csv v‘

Save as type: | CSV (Comma delimited) (*.csv) \{:{
Excel Workbook (*xlsx)

Excel Macro-Enabled Workbook (*xIsm)
Excel Binary Workbook (*xIsb)

Excel 97-2003 Workbook (*.xls)

A Hide Folders CSV UTF-8 (Comma delimited) (*.csv)
XML Data (*xml)

Single File Web Page (*.mht;*.mhtml)
Web Page (*.htm;*.html)

Excel Template (*xitx)

Excel Macro-Enabled Template (*.xItm)

Authors:

Excel 97-2003 Template (*xIt)

Text (Tab delimited) (*.txt)

Unicode Text (*.txt)

XML Spreadsheet 2003 (*xml)
Microsoft Excel 5.0/95 Workbook (*.xIs)
CSV (Comma delimited) (*.csv)

Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*.txt)

Text (MS-DOS) (*.txt)

CSV (Macintosh) (*.csv)

CSV (MS-DOS) (*.csv)

DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)

Excel Add-in (*xlam)

Excel 97-2003 Add-in (*.xla)

PDF (*.pdf)

XPS Document (*xps)

Strict Open XML Spreadsheet (*xIsx)
OpenDocument Spreadsheet (*.ods)

Clicking the Save button will initiate the export of your data. If there are any alerts, or
errors, they will be presented at this point. In the example below, the Alert window
cautions that the selected file type does not support workbooks that contain multiple

sheets:

Microsoft Excel X

The selected file type does not support workbooks that contain multiple sheets.

! * To save only the active sheet, click OK.
» To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.
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Activity 6-1: Export Worksheet Data

A customer has asked for a price list that they can load into their proprietary system. They
have asked you to provide comma-separated values as it is the most compatible with their

process. You need to export the price list as a CSV file.

1. To begin, open Activity 6-1 from your Exercise Files folder:

N Activity 6-1.xlsx
X Microsoft Excel Worksheet
17.3 KB

2. Before we begin the export, take note of some of the elements of the workbook.
Click to select cell C4, and observe the formula used to calculate the price. Also
note the formatting of the cells. Some have colored text, colored fill, or bold type.
There is also a second worksheet, called Percentages:

ca % fe I =ROUND($B4*Percentages!AS$2,2) |
A » B e D E F G H
1 |Price List with Quantity Breaks
2
3 |sKU 1to 10 11t025  26to50 >50
4 |NN91S $ 7618|$ 7466]8 7237 $ 70.09
5 |YR612 $ 4280 $ 4194 $ 4066 $ 39.38
6 |KI190 $ 1913 $ 1875 $ 1817 $  17.60
7 EK974 $ 8037 $ 7876 $ 7635 $ 7394
8 |AE685 $ 4677 $ 4583 $ 4443 $  43.03
9 |QC716 $ 5837 $ 5720 $ 5545 $ 53.70
10 |KL427 $ 6134 $ 6011 $ 5827 $ 56.43
11 \WL544 $ 7254 $ 7109 $ 6891 $ 66.74
12 [E0353 $ 7284 $ 7138 $ 69.20 $ 67.01
13 |AJ755 $ 2915 $ 2857 $ 2769 $  26.82
14 VU967 $ 2660 S 2607 $ 2527 $ 2447
15 E0291 S 3693 $ 3619 $ 3508 S 33.98
16 |NE780 $ 2082 $ 2040 S 1978 S 19.15
17 RE625 S 3706 $ 3632 $ 3521 $ 3410
Price List | Percentages |t
@
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3. To export the file, Click File = Export:

Save
Save As
Print

Share

Export

Publish

Close
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4,

277

In the Export window, click to select Change File Type, then click to select CSV

(Comma delimited) (*.csv) from the Change File Type category. Finally click Save

As:

Export

% Create PDF/XPS Document

Fﬁ Change File Type

Save As
Print

Share

Export

Publish

Close

Account

5.
Save button:

Activity 6-1xlsx

Change File Type
Workbook File Types

3

Workbook (*.xlsx)
Uses the Excel Spreadsheet format

OpenDocument Spreadsheet (*.ods)
Uses the OpenDocument Spreadsheet
format

Macro-Enabled Workbook (*xlsm)
[ Macro enabled spreadsheet

Other File Types

Text (Tab delimited) (*.txt)
Text format separated by tabs

Formatted Text (Space delimited) (*,prn)
Text format separated by spaces

&

Save As

I

megson @ ® ®@ 2 - O X

Excel 97-2003 Workbook (*xls)
Uses the Excel 97-2003 Spreadsheet
format

3

Template (*xltx)
Starting point for new spreadsheets

Binary Workbook (*.xlsb)
Optimized for fast loading and saving

CSV (Comma delimited) (*.csv)
Text format separated by commas

Er:n/ Save as Another File Type
Z

Choose a location for your file, leave the File Name as Activity 6-1.csv, and click the

u Save As

&« v A > ThisPC > Documents > Data Files

Organize v New folder

A Name

s Quick access
u Microsoft Excel
@ OneDrive

[ This PC

v

Date modified

No items match your search.

Search Data Files

Type Size

File name:

6.

! « To save only the active sheet, click OK.

The selected file type does not support workbooks that contain multiple sheets.

« To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.

Cancel

Save as type: | CSV (Comma delimited) (*.csv) v
Authors:  Jane Gibson Tags: Addatag Title: Add a title
A~ Hide Folders Tools  ~ Cancel
Note the alert regarding multiple sheets, then click OK:
Microsoft Excel X
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7. The open workbook is now called Activity 6-1.csv, but you will note that the

formatting and formulas are still visible, and the Percentages worksheet is still

visible. You can now close the file:

AutoSave ‘5) v Activity 6-1.csv - Saved ~
File Home Insert Page Layout Formulas Data Review View Help
& Cut Calibri i VAN | E== ab, Wrap Text Custom v
Paste Doy - I U S A ===|ex= | o «0 .00
v v === B ~ v
v <¥ Format Painter - — === == Merge & Center $ % 9 b 3%
Clipboard ] Font N Alignment N Number ]
ca v fe I =ROUND($B4“Percentages!A52,2)I
A | B ; D | E | F | G | H ; J K
1 |Price List with Quantity Breaks
2
3 SKU 1to 10 11to 25 26 to 50 >50
4 |NN915 S 76.18 | S 74.66 l 5 7237 S 70.09
5 YR612 $ 4280 $ 4194 S 4066 S 39.38
6 |KI190 $ 1913 $ 1875 S 1817 S 17.60
7 |EK974 $ 8037 $ 7876 S 7635 S 73.94
8 |AE685 S 4677 S 4583 S 4443 S 43.03
9 |QC716 S 5837 $ 5720 $ 5545 S 53.70
10 |KL427 S 6134 S 60.11 $ 5827 S 56.43
11 |wWis44 S 7254 S 7109 S 6891 S 66.74
12 |EO353 S 7284 S 71.38 S 69.20 S 67.01
13 |AJ755 S 29.15 S 2857 S 27.69 S 26.82
PO— -
‘ Activity 6-1 I Percentages I ®
@

8. If necessary, open Excel 365, then click File - Open and navigate to the Activity 6-

1.csv file you just saved. Click on the file to open it:

Excel mmegison @ © ® 2 - O x
@ R 5 Documents > Data Files
£ Search for files in this folder 1 New Folder
AR shared with Me
Acme Widgets Name T Date modified
@ OreDrive - Acme Widgets
jgibson@acmewidgets.onmicrosoft.com
@ Activity 6-1.csv N 8/16/2020 2:36 PM

° Sites - Acme Widgets
soft.com

jgibson@acmewidgets.on:

otherioctions
[15 misec
@ Add a Place

= Browse
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9. You will now see that the formatting has been removed, the formulas are replaced

with values, and the Percentages worksheet has been removed:

AutoSave Activity 6-1.csv ~
File m Insert Page Layout Formulas Data Review View Help
& Cut Calibri VAR === 2 b, Wrap Text Currency v
Paste E@ = © A ===l===F 0, <0 .00
v < Format Painter B I U-~ O~ a = = = | €z 3= Merge&Center ~ $ ~% 9 90 >0
Clipboard ~ Font (] Alignment ~ Number ]
A B © D E 7 G H J K L
1 |Price List with Quantity Breaks
2
3 |SKU 1to10 11to25 26to50 >50
4 |INN915 $76.18 $74.65- $72.37 $70.09
5 |YR612 $42.80 $41.94  $40.66  $39.38
6 |KI190 $19.13 $18.75 $18.17 $17.60
7 |EK974 $80.37 $78.76 $76.35 $73.94
8 AE685 $46.77 $45.83 $44.43 $43.03
9 |QC716 $58.37  $57.20  $55.45  $53.70
10 |KL427 $61.34 $60.11 $58.27 $56.43
11 \wWis44 $72.54 $71.09 $68.91 $66.74
12 |[EO353 $72.84 $71.38 $69.20 $67.01
13 |AJ755 $29.15  $28.57  $27.69  $26.82
14 VU967 $26.60 $26.07 $25.27 $24.47
15 |[EO291 $36.93 $36.19 $35.08 $33.98
16 [NE780 $20.82 $20.40 $19.78 $19.15
P P A oas Anr an Anr Aa Ana an
Activity 6-1 D)
Ready @

10. You can now save your changes as Activity 6-1 Complete.csv and close Microsoft
Excel 365 to complete the activity.
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TOPIC B: Using Data Sources

The data that you analyze in Excel can come from many sources. How you access that data
can have a big impact on the accuracy of your workbooks and your own productivity. During
this topic you will learn about the tools available in Excel to help you access data quickly and

efficiently.

Topic Objectives
In this session, you will learn about:
e Data sources you can use in Excel

e Importing a delimited file

e Using a web query
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Data Sources in Excel

Not only does Microsoft Excel provide you with powerful tools to analyze and present your
data, it also give the tools to access data from a wide array of sources, so the data in your
workbooks can be as current and reliable as possible. The sources, and how you access
them, vary from simple, to highly complex, and are closely related to the unique situation of

the user.

The tools used to access external data are available in the Get & Transform Data group of
the Data tab:

AutoSave s Book1.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
? D D @ D D ’— [T Queries & Connections
B LE Lé ol Lo |l2g m
Get From From From Table/ Recent Existing Refresh Stocks Geography |=
Data v Text/CSV Web Range Sources Connections All ~ D, Edit Links
Get & Transform Data Queries & Connections Data Types

Clicking on the Get Data drop-down command will show the wide array of options that are

available:

AutoSave 5 Bookl.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help
[T Queries & Connections
FARBREDR D[RS @
From From From Table/ Recent Existing Refresh Stocks Geography |
Data 1\Text/CSV Web Range  Sources Connections All~ [ Edit Links
Y 3 Queries & Connections Data Types
D From File >

I:‘Ff] From Database >

I:El From Azure >
-

I:?<> From Other Sources >

% Combine Queries >

@ Launch Power Query Editor...

[%. Data Source Settings...
Query Options
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Hovering your cursor over each option in the list will display a sub-menu with more specific

options for each group. Below are the options available in the From File sub-menu:

AutoSave

File Home Insert

2

Page Layout Formulas

Book1.xlsx ~

Data Review View Help

E?E I:IE] I:‘?@ @ I:%) [% |_‘U ?Queries&(lonnections i ﬂ:ﬂ

From From From Table/ Recent Existing Refresh Stacks Geography |=

Datav Text/CSV Web Range
D From File
I:h From Database
[5- From Azure
-

I:gc From Other Sources

% Combine Queries

@ Launch Power Query Editor...

[%. Data Source Settings...

Query Options

>

i annactions

Al [ Edit Links

[‘E’ From Workbook

7

El From Text/CSV
From XML
From JSON
From PDF

From Folder

5 B E

Queries & Connections Data Types
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And here are the options available in the From Database sub-menu:

AutoSave = Bookl.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help
E>| D I:Bq @ I:b« D ’_ m Queries & Connections

m LE e o Lo | &g m

From From From Table/ Recent Existing Refresh Stocks Geography |
Data ¥ Text/CSV Web Range  Sources Connections All ~ [t‘, Edit Links
] Queries & Connections Data Types
D From File >

P From Database h > I:hﬁ From SQL Server Database

[5- From Azure
L
D ’ I:‘% From Analysis Services

[EL From Other Sources > I:‘% From SQL Server Analysis Services Database (Import)

N

I:Bé From Microsoft Access Database

?}@ Combine Queries >

@ Launch Power Query Editor...

[% Data Source Settings...

Query Options

An explanation of all these options, and their individual requirements, is beyond the scope
of this course, but being aware of their potential could lead you to explore using some of

these tools in your own unique situation.
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Importing a Delimited File

A delimited file is a simple file that is used to store tabular data (rows and columns). The
column data is delimited (separated) by a unique character, often a tab or a comma, and
the file does not contain formatting. Because the structure of these files is simple and

predictable, they are very popular for transferring data between programs.

With some delimited files, such as the CSV format, you can open them directly in Excel, by
using the File - Open command. Excel will make assumptions about what type of data is in
each column, and what the separator character is. In most cases this will produce the
desired result. There may be times, though, that you need to define some of file’s data
characteristics, or you just want the convenience of loading the data into an existing

workbook. In these cases, you would import the data.

To begin the import process, click Data = From Text/CSV:

AutoSave = Bookl.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help
=) ’_ E Queries & Connections
- 7]

= LE L& o Lo | Is 1t ny
Get | From  [rom From Table/ Recent Existing Refresh Stocks Geography |=
Data ¥ Text/CS& Web Range Sources Connections All ~ [%, Edit Links
Get & Transform Data Queries & Connections Data Types

The Import Data dialog box will open, where you can navigate to and select the file you

wish to import. Click the Import button to start the process:

i3l Import Data X
<« v 1 > ThisPC > Documents > Data Files v ¢] Search Data Files
Organize v New folder EE (2]
Name Date modified Type Size
s Quick access
|=| Book.txt 2/6/2020 7:28 PM Text Document 1KB
i3l Microsoft Excel
@ OneDrive
> 3 ThisPC
=¥ Network
File name: | Book1.txt vl Text Files (*.prn;*.txt;*.csv) v

Tools ~ Cancel
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The Get and Transform Data dialog box will appear, giving a preview of the data in the file.

You can click to select the File Origin, Delimiter, and Data Type Detection options from

their respective drop-down lists. Any changes made in these drop-down lists will be

previewed in the data list:

Book1.txt

File Origin \ Delimiter

1252: Western European (Windows)

Order First Name Last Name

1 Charlotte MacKenzie
2 Jaslene Brennan
3 | Marely Spencer
4 Elisha Bryant

5 | Dixie Simmons
6 Delilah Avila

7 Gabrielle Norton

8 Marvin Burton

9 Saul Blevins
10 | Coby Pham

B

Elicha Aullan

Tab

Employee Number
AW385
AW244
AW185
AW306
AWB41
AW480
AW324
AW167
AW431
AW396

FXTIELLY

Location

New York
New York
New York
New York
New York
New York
New York
New York
New York
New York

Alowas Mok

\ Data Type Detection \

Q1 Sales
388,226.75
235,973.15
331,459.16
220,252.48
150,383.41
328,897.12
352,952.49
216,31847
373,480.83
234,584.31

227 7enn1

Based on first 200 rows e [l’

. Transform Data Cance!

To create a new worksheet in the workbook and load the data as a table on that sheet, you

would click the Load button. To select the destination of the data, you would click the Load

drop-down arrow, then click Load To:

Book.txt
File Origin
1252: Western European (Windows)

Order First Name Last Name

1 Charlotte MacKenzie
2 Jaslene Brennan
3 Marely Spencer
4 Elisha Bryant

5 | Dixie Simmons
6 Delilah Avila

7  Gabrielle Norton

8 Marvin Burton

9 Saul Blevins

Delimiter
Tab

Employee Number
AW385
AW244
AW185
AW306
AWB41
AW4B0
AW324
AW167
AW431

Location

New York
New York
New York
New York
New York
New York
New York
New York

New York

Data Type Detection

Q1 Sales
388,226.75
235,973.15
331,459.16
220,252.48
190,383.41
328,897.12
352,852.49
216,31847
373,480.93
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The Import Data dialog box will open, allowing you to select how you want to view the data

in your workbook and where you want to put it. Clicking the OK button will load the data:

Import Data ? X

Select how you want to view this data in your workbook.
7 @ Table
O PivotTable Report
15 O PivotChart
[* O Only Create Connection
Where do you want to put the data?

©:

£ 4

=SAS1
(O New worksheet

D Add this data to the Data Model

Properties... ~ Cancel

You would then see the data loaded as a table on your worksheet. The Queries &

Connections task pane will appear on the right of the window, and you will see that, under

the Queries tab, the imported data source is displayed, and also indicating the number of

rows which have been loaded:

AutoSave (@ of) = Booklxlsx ~ £ Search

file ~ Home Insert  Pagelayout  Formulas  Data  Review View Help  TableDesign  Query & Share & Comments
Table Name: Summarize with PivotTable F @ D’ [E] Properties ! Header Row First Column | Filter Button
Bookl B} Remove Duplicates ‘z?n Expj‘ M::h B Total Row Last Column =

8 Resize Table | (B Convert to Range Slicer v~ SBunlink ~ Banded Rows || Banded Columns =

Properties Tools External Table Data Table Style Options Table Styles ~
ALl < F v
A 8 c D 3 F G H 1 J K L M N [~

i [Order B First Name B Last Name B Employee Number [ Location [ Q1 sales I Queries & Connections v X
2 1Charlotte  MacKenzie AW385 NewYork  388226.75

1 Queries Connections
3 2 Jaslene Brennan  AW244 NewYork  235973.15
4 3 Marely Spencer  AWI18S NewYork  331459.16 1 query
5 4 Elisha Bryant AW306 NewYork  220252.48
6 5 Dixie simmons  AW641 NewYork  190383.41 sl E
7 6 Delilah Avila AW480 NewYork  328897.12 2oz
s 7 Gabrielle  Norton AW324 NewYork  352952.49
9 8 Marvin Burton AW167 NewYork  216318.47
10| 9 Saul Blevins AWa31 NewYork  373480.93
1] 10 Coby Pham AW396 NewYork  234984.31
12| 11 Elisha Mullen AW382 NewYork  337780.01
13 12 Annabelle  Moon AWa08 NewYork  236455.64
14 13 Angelika Wallace  AWA464 California  322861.55
15 14 Jazmine Bull AW4s3 California  314094.72
16 15 Isabel Bruce AW128 California  313462.01
17 16 Ananya West AWag1 California  297532.43
18] 17 Usaamah  Atkinson  AWS45 California  252760.68
19 18 Inara Hansen  AW4SS California  197951.98
20| 19 Bjorn Dawson  AW301 California  257191.81
21| 20 Maisy Moyer AWa97 California  236453.49
22 21 Isaiah Vincent  AWA47 California  234099.76 -

Sheet1 ® ‘ >

B i m - 3 + 100%
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Hovering your mouse over the query will display a Query dialog box, showing a preview of

the data, and information on its contents, its status, and its source. To launch the Power

Query Editor, an extensive tool that helps you customize your queries, click Edit:

AutoSave (@ off) = Book1 xl £ Search Jane Gibson - [u] X
fle  Home Insert  Pagelayout  Formulas  Data  Review View  Help  TableDesign  Query & Share & Comments
Table Name: Summarize with PivotTable [Eg\ @ [‘/\N [E] Prop| ~
BAnuk1 [} Remove Duplicates ‘"SZ Expz Reﬁ‘;‘ g8 Book1
& Resize Table | 33 Convert to Range Slicer v v DU Orger First Name Last Name Employee Number _ Location Q1 Sales
Properties Tools External Table D] 1 Charlotte MacKenzie AW385 New York 388,226.75 Table Styles a3
- . 7 2 Jaslene Brennan aw2as New York 235973150 =
3 Marely Spencer Aw1es New York 331459.16
A B c D 3 4 Elisha Bryant AW306 New York 22025248
1 5 Dixie Simmons AWB41 New York 19038341 Queries & Connections vy X
2 1Charlotte  MacKenzie AW385 NewYork | 6 Delilah Avila AW480 New York 326897.12 _
3 2 Jaslene Brennan  AW244 NewYork | 7 Gabrielle Norton AW324 New York 352,05249 e
2 3 Marely spencer  AWIS5 NewYork | 8 Marvin Burton AW167 New York 21631847 | 1query
s 4 Elisha Bryant AW306 NewYork | @ Saul Blevins AWa31 New York 37348093
6 5 Dixie Simmons  AWe41 New York < > 0 Book L3
7] 6 Delilah Avila AW480 New York e
8 7 Gabrielle  Norton AW324 New York R e
1 st Name, Employee Number, Location, Q1 Sales
9| 8 Marvin Burton AW167 New York ’
10 9 saul Blevins AW431 New York
1| 10 Coby Pham AW396 New York
12| 11 Elisha Mullen AW382 New York
13 12 Annabelle  Moon Aw408 NewYork |  Loaded to worksheet
14| 13 Angelika Wallace  Awdsa california | .02 Sources
5] 14llazmine Bull AW453 California_| 1y ¢ cers\jane gibson\documents\data files\book1.txt
16 15 Isabel Bruce AW128 california
17| 16 Ananya West AW481 california
18| 17 Usaamah  Atkinson  AWS45 California |  VIEW IN WORKSHEET DELETE
19 18 Inara Hansen  AW4S5 California
20 19 Bjorn Dawson AW301 California 257191.81
2 20 Maisy Moyer AW497 California  236453.49)
22 21 Isaiah Vincent  Aw447 California  234099.76,
Sheet1 ® < >
B B m - 1 + 0%

The Power Query Editor will appear, with a wide array of tools available to manage how the

data from your source file appears in your workbook. To close the editor, click the Close (X)

button:

&£~ = | Bookl - Power Query Editor m]
Home Transform Add Column View
,Sj D 2 Properties D Lpd o/ > Y] Y % Data Type: Whole Number ~ 5 Merge Queries ~ [H [ New Source ~
~ -
=] %7 [} Advanced Editor X SRS EaE! zl rn [ Use First Row as Headers ~ "% Append Queries ~ o] % Recent Sources v
Close & Refresh Choose Remove  Keep Remove Split  Group , Manage  Data source
Load~  Preview~ [2] Manage ~ Columns ~ Columns~ Rows~ Rows~ Column~ By % Replace Values Combine Files Parameters~  settings
Close Query Manage Columns Reduce Rows Sort Transform Combine Parameters  Data Sources New Query
> Jx || = Table.TransformColumnTypes (#"Promoted Headers”,{{"Order", Int64.Type}, {"First Name", type text}, {"Last Name", type text}, v Query Settings x
2 |E3. |12 Order ~ || A% First Name ~ || A% LastName ~ || A% Employee Number [ ~]|A% Location -1 '$ aisales ~
] 4 PROPERTIES
a 1 1 Charlotte MacKenzie AW385 New York 38822 N
ame
2 2 Jaslene Brennan Aw244 New York 235,97, ookl
ook
3 3 Marely Spencer AW18S New York 331,45
4 4 Elisha Bryant AW306 New York 22025 b=
5 5 Dixie Simmons Awes4l New York 190,38 4 APPLIED STEPS
6 6 Delilah Avila Aw480 New York 328,89
Source
7 7 Gabrielle Norton Aw324 New York 352,95
Promoted Headers
8 Marvin Burton AW167 New York 216,31
8 ” X Changed Type
9 9 Saul Blevins Aw43l New York 373,48
10 10 Coby Pham AW396 New York 234,98
11 11 Elisha Mullen AW382 New York 337,78
12 12 Annabelle Moon AW408 New York 23645V
1B ¢ >

6 COLUMNS, 42 ROWS  Column profiling based on top 1000 rows
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If you are happy with the data, and do not want to maintain a query to the source file, you

can click Convert to Range in the Tools group of the Table Design tab:

AutoSave s Bookl.xlsx ~ £ Search

File Home Insert Page Layout Formulas Data Review View Help Table Design Query
Table Name: Summarize with PivotTable [= @ P Properties ¥ Header Row First Column v Filter Button

= B 2
i Total Row Last Column
B.OOH Insert Export Refresh L—_I‘
‘B Resize Table (';% Convert to Range Slicer = v S Unlink v| Banded Rows Banded Columns
Properties External Table Data Table Style Options

An alert window will appear, warning that the query definition will be permanently

removed. To continue, click OK:

Microsoft Excel X

| This will permanently remove the query definition from the sheet and convert the table to a normal range. Continue?

Cancel

You will see that the data has converted to a normal range (the Table Design contextual tab

has disappeared), and the Queries & Connections task pane indicates that the data source is

a connection only. A connection is like a pointer to the source of the data that can be used

again, but does not allow for updates:

& Share © Comments
Bad Good Neutral @ @ @ 3 AutoSum ~ 97 /O g
Exponaton . [ ]| e Dokt fomt | D0 Son ras | e
PR & Clear~ Fiter+ Select ~
stes cets diting aeas ~
N o 3 Q R s i uf=

Queries & Connections M S
2 AW385 New York 388226.75
3 AW244 New York 235973.15 e Connes tons
4 3 Marely Spencer  AW1SS 33145916 T query
B 4 Elisha Bryant AW306 220252.48
6 5 Dixe Simmons  AWe41 19038301 JBook! &
7 6 Delilah Avila AWA80 328897.12 Connection only.
8 7 Gabrielle Norton AwW324 352952.49
9 8 Marvin Burton  AW167 216318.47
10 9 saul Blevins Awa3l 373480.93
7 10 Coby Pham AW3%6 23498431
12 11 Elisha Mullen AW382 337780.01
13 12 Annabelle Moon Awa0g 236455.64
14 13 Angelika  Wallace  AW4G4 32286155
15 16 Jazmine | Bull Awas3 3140472
16 15 Isabel Bruce AW128 313462.01
7 16 Ananya West Awasy 29753243
18 17 Usaamah Awsas 25276068
19 18 Inara Awass 19795198
20 19 Bjorn AwzoL 25719181
2 20 Maisy Awag7 236453.49
22 21 Isaiah Awaa7 234099.76

Sheetl ®

B ] o - e
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Using a Web Query

The internet can be a great source of useful information for your Excel projects, and using
web queries can provide you with a quick and efficient method of loading that information

into your workbooks and keeping it current.

To create a web query, click Data - From Web:

AutoSave = = Book1.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

Eﬁ I:‘% I:?@ @ [‘a I:%] E—% EQueries&Connections T ay

Get  From | From from Table/ Recent Existing Refresh Stocks Geography [
Data v Text/CSY Web Range Sources Connections All~ [%EditLinks

Get & Transform Data Queries & Connections Data Types

The From Web dialog box will open, where you can enter a URL address pointing to a web

page that contains a data table you would like to access. You would enter the address in the

URL dialog box and click OK:

X
From Web
® Basic Advanced
URL

ury.gov/reports-statements/treasury-reporting-rates-exchange/current.html

OK Cancel
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The Access Web content dialog box will open, where you can define the type of access to
use to access the web content. This allows you to use different types of credentials when
accessing secure content. Once you have selected the appropriate type, and entered the

correct credentials, click Connect:

Access Web content

‘ Anonymous @® https://fiscal.treasury.gov/reports-statements/treasu...

Windows

Basic https://fiscal.treasury.gov/

Web API

Organizational account

Back

Use anonymous access for this Web content.

Select which level to apply these settings to

Connect

Cance

The Navigator dialog box will appear, displaying a list of any available tables in the left-hand
list box. Selecting a table will display the table data in the Table View list box. Once you

have located the data that you wish to load to your workbook, you would click the Load, or

Load To button:

Navigator
pel
Select multiple items
Display Options ~ ["'
4 https://fiscal.treasury.gov/reports-statements/t...
] Document
1 Table 0

Table View Web View

Table O

Country - Currency
Afghanistan-Afghani

Albania-Lek

Algeria-Dinar

Angola-Kwanza

Antigua & Barbuda-E. Caribbean Dollar
Argentina-Peso

Armenia-Dram

Australia-Dollar
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Load

75.487
110.65
129.208
600

27

735

1459

Transform Data

Cance!
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As with importing a delimited file, Excel will create a new worksheet and load the data as a

table. The Queries & Connections task pane will appear on the right of the window listing

the query in the Queries tab, and indicating the number of rows loaded:

AutoSave < Bookl.xlsx + £ Search
File  Home Insert  Pagelayout  Formulas  Data  Review View Help  TableDesign  Query
Table Name: [i5] summarize with PivotTable :? @ [\i [2] Properties | Header Row. First Column
= BB
i Total Roy Last Column
Table_0 [} Remove Duplicates et | Export Refresh F w ur
B} Resize Table | (3 Convert to Range Slicer v 5 Unlink | Banded Rows || Banded Columns
Properties Tools External Table Data Table Style Options
86 - £ 27
A 8 c D E F G

il Country - Currency B Foreign Currency to $1.00 K2

2 |Afghanistan-Afghani 75.487
3 |Albania-Lek 11065
4 |Algeria-Dinar 129.208
5 |Angola-kwanza 600

6 |Antigua & Barbuda-E. Caribbean Dollar 27]

7 |Argentina-Peso 73.5
8 |Armenia-Dram 484
9 Australia-Dollar 1.459
10 |Austria-Euro 0.893
11 |Azerbaijan-Manat 17
12 |Bahamas-Dollar 1
13 |Bahrain-Dinar 0.377
14 Bangladesh-Taka 85
15 |Barbados-Dollar 2.02
16 |Belarus-New Ruble 2.401
17 |Belgium-Euro 0.893.
18 |Belize-Dollar 2
19 |Benin-CFA Franc 593.02
20 Bermuda-Dollar 1
21 Bolivia-Boliviano 6.83
22 Bosnia-Marka 1.747
Sheet2 | sheetl | & ‘

)

! Filter Button | EEEEE EEsEs sosEs

[

Table Styles

Jane Gibson <3 = o X
& Share 2 Comments
EEss ~
Queries & Connections v
Queries | Connections
1 query
£ Table 0 ¥
192 rows loaded.
i [ 1 + 100%

Hovering your mouse over the query will display a dialog box, named after the query,

showing a preview of the data, information on its contents, its status, and its source. To

make adjustments to the query, you would launch the Power Query Editor, by clicking Edit:

AutoSav < Bookl.xlsx + £ search
File Home  Insert  Pagelayout  Formulas  Data  Review View Help  Table Design  Query
Table Name: [[5) summarize with PivotTable T\EV @ [5’ [2] Properties | Header Row First Column
= S LO =
Total Row Last Column
T.ab\e,D [} Remove Duplicates st | Export Rerh £8
B Resize Table | (% Convert to Range. Slicer ~ ~ B unlink ! Banded Rows || Banded Colur|
Properties Tools External Table Data Table Style Optiof
86 - £o|| 27
A 8 c D E F G

[l country - Currency B2 Foreign Currency to $1.00 K2

2 |Afghanistan-Afghani 75.487

3 |Albania-Lek 11065
4 |Algeria-Dinar 129.208
5 |Angola-kwanza 600

6 |Antigua & Barbuda-E. Caribbean Dollar 27|

7 |Argentina-Peso 73.5
8 |Armenia-Dram 484
9 |Australia-Dollar 1459
10 |Austria-Euro 0.893
11 |Azerbaijan-Manat 17
12 |Bahamas-Dollar 1
13 |Bahrain-Dinar 0377

14 |Bangladesh-Taka 85

x
Table 0

Country - Currency Foreign Currency to $1.00

75487

Afghanistan-Afghani

Albania-Lek 11065 ol
Algeria-Dinar 129.208
Angola-Kwanza 600
Antigua & Barbuda-E. Caribbean Dollar 27
Argentina-Peso 735
Armenia-Dram 484
Australia-Dollar 1459
Austria-Euro 0893 M
>
0 $1.0(
statemen -rat.
DELETE

VIEW IN WORKSHEET

15 |Barbados-Dollar 2.02
16 |Belarus-New Ruble 2.401
17 |Belgium-Euro 0.893
18 |Belize-Dollar 2
19 |Benin-CFA Franc 593.02
20 |Bermuda-Dollar 1
21 Bolivia-Boliviano 6.83
22 |Bosnia-Marka 1.747
Sheet2 | Sheetl ® <

&

Jane Gibson e}

& Share

Queries & Connections

Queries | Connections
1 query
£ Table 0

192 rows loaded. |\

- o X
2 Comments
v %

2

+ 100%
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The Power Query Editor will open. Some of the many options here allow you to add or

remove columns, filter rows, apply logic, or adjust the data type of the columns:

&+ = | Table0 - Power Query Editor u] X
Home Transform Add Column View (2]
5j 2 Properties I:] Lpd Y, s 4 Y % Data Type: Text ~ 5 Merge Queries ~ [H [ New Source ~
~ -
= %7 [} Advanced Editor X HH HH zl rin [ Use First Row as Headers ~ "% Append Queries ~ £ [ Recent Sources ~
Close & Refresh Choose Remove  Keep Remove Split  Group , Manage  Data source
Load~ Preview~ [ Manage » Columns ~ Columns~ Rows~ Rows ¥ Column~ By % Replace Values Combine Files Parameters~  settings
Close Query Manage Columns Reduce Rows Sort Transform Combine Parameters  Data Sources New Query
> fx || = Table.TransformColumnTypes(Data®, {{"Country - Currency”, type text}, {"Foreign Currency to $1.00", type number}}) v || Query Settings x
2 |E3. |A% Country-Currency ~]|1.2 Foreign Currency to $1.00 ~
g 4 PROPERTIES
3 1 | Afghanistan-Afghani 75.487
- A Name
2 |Abania-Lek 11065 o
200 0
3 | Algeria-Dinar 129.208
4 | Angola-Kwanza 600 All Properties
5 |Antigua & Barbuda-E. Caribbean Dollar 27 4 APPLIED STEPS
6 |Argentina-Peso 735 S
ource
7 |Armenia-Dram 484 Navigati
avigation
8 | Australia-Dollar 1459 X Ch o 4T
anged Type
9 | Austria-Euro 0.893
10 | Azerbaijan-Manat 17
11 | Bahamas-Dollar 1
12 | Bahrain-Dinar 0377
v
13 |Bangladesh-Taka 85

2 COLUMNS, 192 ROWS  Column profiling based on top 1000 rows PREVIEW DOWNLOADED AT 3:22 PM

If you have made any changes to your query, click the Close & Load command in the Close

group of the Home tab to save and apply the changes:

| &~ 5 | Table 0 - Power Query Editor

Home Transform Add Column View
[L‘ i Properties Lpd Y, B 5| ¥ o DataType: Text ¥
7 7 —
L J_—_I' Advanced Editor x :l [ [™ Use First Row as Headers ~
Refresh Choose  Remove Keep Remove Split Group 1
Preview ~ ] Manage ~ Columns ¥ Columns~ Rows~ Rows~ Column~ By 5 ReplaceValues
Query Manage Columns Reduce Rows Sort Transform

Back in the worksheet window, to refresh, or update, your query, you would first click to
select a cell in the query table, click the Refresh drop-down arrow in the Queries &

Connections group of the Data tab, then click Refresh All:

AutoSave (@ of) s Bookl.xlsx ~ P Ssearch Jane Gibson  JG 3] S [m] X
File Home  Insert  Pagelayout  Formulas  Data  Review View Help  Table Design  Query & Share &2 Comments
Table Name: [i=] summarize with PivotTable T:? @ [5’ [E] Properties | Header Row. First Column L I e ——————— [err—py
-5 = 5 n |
i Total Row Last Column .
T.ab\e,D [} Remove Duplicates msert | Bxpor RS lj =
B Resize Table | (% Convert to Range Slicer ~ S5 Unlink ' Banded Rows || Banded Columns
Properties Tools Refresh Table Style Options Table Styles ~
86 - £ 27 I Refresh Al N v
A 8 E F G H J K L M [~ ) .
il country - curre B Foreign curre: Queries & Connections MRS
2 |Afghanistan-Afghani
3 7A|bamarLek Connection Properties... w Connections
4 |Algeria-Dinar 129.208 1 query
5 |Angola-kwanza 600 ¥
6 |Antigua & Barbuda-E. Caribbean Dollar 27 0 Table 0 )
7 |Argentina-peso 75 (22l
8 |Armenia-Dram 484
9 |Australia-Dollar 1.459
10 | Austria-Euro 0.893
11 | Azerbaijan-Manat 17
12 |Bahamas-Dollar 1
13 |Bahrain-Dinar 0377
14 |Bangladesh-Taka 85
15 |Barbados-Dollar 2.02
16 |Belarus-New Ruble 2401
17 |Belgium-Euro 0.893
18 |Belize-Dollar 2
19 |Benin-CFA Franc 593.02
20 |Bermuda-Dollar 1
21 Bolivia-Boliviano 6.83
22 |Bosnia-Marka 1747 v
Sheet2 | Sheetl ® <« »
B ] m - 1 + 100%
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Activity 6-2: Using Data Sources

293

You have been asked to create a price list, in Canadian dollars, for some of your company’s

products. You will need to update it regularly using the current exchange rate. You first

need to import your price list, then create a web query to load and maintain the current

exchange rate.

1. To begin, open Activity 6-2 from your Exercise Files folder:
N, Activity 6-2.xlsx
X Microsoft Excel Worksheet
8.58 KB

2. Click Data - From Text/CSV:

AutoSave = Activity 6-2.xlsx ~

File Home Insert Page Layout Formulas Data Review View Help

=L [ Queries & Connections

HQilgle B2 b b B @m0

Get From [ 2From From Table/ Recent Existing Refresh Stocks Geography |z

Data { Text/CSV |Web Range Sources Connections All ~

Get & Transform Data Queries & Connections Data Types

3. The Import Data dialog box will open. Navigate to your activity files and select

Activity 6-2.txt, then click the Import button:

u Import Data
<« v > ThisPC > Documents > ExerciseFiles > Lesson 6
Organize v New folder
Name Date modified

s Quick access
@ Activity 6-1 Complete.csv

5] Activity 6-2.xt
B3] Lesson Lab 6-1 Complete.csv

3 Microsoft Excel

@ OneDrive
@ Lesson Lab 6-2 Complete.csv
> [ This PC 3 Lesson Lab 6-2.csv
= Network

File name: | Activity 6-2.txt

X
v o Search Lesson 6
=~ M @
Type Size
Microsoft Excel C... 4KB
Text Document 1KB
Microsoft Excel C... 8KB
Microsoft Excel C... 8KB
Microsoft Excel C... 8KB
v‘ Text Files (*.prn;*.txt;*.csv) v
Tools ~ Import k Cancel
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4. The Get & Transform Data dialog box will open, displaying the data in the source
file. If the selection in the Delimiter drop-down list reads --Custom--, and there is
an extra header, click to select the Tab option in the Delimiter drop-down list:

o X
Activity 6-2.txt
File Origin Delimiter Data Type Detection
1252: Western European (Windows) ~ | | --Custom-- ~ | | Based on first 200 rows M =
Colon
Comma
SKU us Dollars
Equals Sign A
AE6S7 | 40.20 Semicolon
Cises | 31.01 Space
VZe01 2090 Tab
HX330  64.20 —Custom-- %
LW273 | 10.09 --Fixed Width--
BL629 | 57.85
NJ208 | 16.90 v

BL613 | 46.60

. Transform Data Cancel

5.  With your data properly aligned in the list box, click the Load button:

o X
File Origin Delimiter Data Type Detection

1252: Western European (Windows) ~ | | Tab M Based on first 200 rows M [l‘
SKU US Dollars

AES57 4020 )
Cigss 31.01

VZ901 20.90

HX330 64.20

Lw273 10.09

BL629 57.85

NJ208 16.90

BL613 46.60

BA431 66.31 v

[toea [7] [ Terstomoota | | cance
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6. A new worksheet is created and the data from your text file is loaded as a table.
The Queries & Connections task pane opens on the right of the screen:

AutoSave @00

Fle  Home Insert  Pagelayout Formulas  Data  Review View Help  TableDesign  Query
Table Name: ot =] | Header Ro FirstColumn ¥ Fiter Button
& Resize Table | (& Sicer | Banded Rows || Banded Columns

Properties Tools Table Stye Options Table Styes ~
AL - %

A 5 c ) 3 F 9 H ) [3 L M N o 3 Qa | [+ .
£l sxu B us poliars K| Queries & Connections T
2 [AE6S57 402 i
> s 3101] Queries Connections
4 [vzso1 209 P
5 Hx330 4.2
6 w273 1009 O Activity 6-2 L2
7 BL629 57.85 60 rows loaded.
8 |NJ208 16.9
9 |BL613 46.6
10 BA431 66.31
11 [sms30 68.24
12 |EKa20 1099
13 Froa1 27.09
14 HQ465 3362
15 |RE709 58.89
16 |voass 5875
17 |xT232 62.69
18 |pT705 3683
19 |uzaas 26.09
20 veasa 3126
21|GBo8S 3219
2208345 268
Sheet2 | Sheetl @ < >

B i [ = L + 100%

7. Click on the Sheetl tab to make it the active worksheet. Click to select cell A1, then
press Ctrl + C to copy the URL of the exchange rate site:

A B © D E F G H | J

1 _https://fis!caI.treasury.gov/reports-statements/treasury-reporting-rates-exchange/current.html
2

3 =]

4 -

5 -

6 .

7 -

8 -

g

10|

11|

12

| Sheet2 | Sheetl ®

8. Now click Data © From Web:

AutoSave Activity 6-2.xlsx ~
File Home Insert Page Layout Formulas Data Review View Help
[T Queries & Connections
EELEE b b | BE m 0
Get  From Fromkg om Table/ Recent Existing Refresh — Stocks Geography [v
Data v Text/CSY  Web Range Sources Connections All ~
Get & Transform Data Queries & Connections Data Types
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9. The From Web dialog box will open. Click to select the URL field, then press Ctrl +
V, to paste the URL. Click OK:

X
From Web
® Basic Advanced
URL

ury.gov/reports-statements/treasury-reporting-rates-exchange/current.html

OK Cance

10. The Navigator dialog box will open. Click to select Table 0 in the list box on the left,
confirm the data is present in the Table View window on the right, then click the
Load button:

o X
Navigator
yol Table View Web View
Select multiple items Table 0 [11
Display Options ~ A
play &P [L‘ Country - Currency Foreign Currency to $1.00

4 https://fiscal.treasury.gov/reports-statements/t... Afghanistan-Afghani 75.487

A
[ Document Albania-Lek 110.65
[ Table O Algeria-Dinar 129.208
Angola-Kwanza 600
Antigua & Barbuda-E. Caribbean Dollar 2.7
Argentina-Peso 735
Armenia-Dram 484
Australia-Dollar 1459
Austria-Euro 0.893
Azerbaijan-Manat 17
Bahamas-Dollar 1

Bahrain-Dinar 0377, ¥

Lload |~ Transform Data Cance
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11.

query appears under the Activity 6-2 query:

A new worksheet is created and the data from the website is loaded as a table. The

AutoSave P Search Jane Gibson 2] X
File  Home Insert  Pagelayout  Formulas Data  Review View Help  Table Design  Query ¢ Share £ Comments
Table Name: ummarize with PivotTable ,_g\v @ [\5 E Properties I HeaderRow ] FistColumn [+ Fiter Buton | | e mimmEl mmmem Sooos sosss e

= = LC = -

T = Remove Dupli Total Row Last Column

Table_0 B} Remove Duplicates et | Export Refesh 2

& ResizeTable | & Convertto Range Sicer |« v Sunink 7/ Banded Rows || Banded Columns

Properties Tools External Table Data Table Style Options Table Styles

AL - %

() e | F G | H ) K L - . .

1 Queries & Connections v
2 |Afghanistan-Afghani 75.487 T
3 |Albania-Lek 11065 e
4 |Alge 129.208 2 queries
5 |Angola-kwanza 600
6 |Antigua & Barbuda-E. Caribbean Dollar 27 & Activity 6-2
7 |Argentina-Peso 735 60 rows loaded.
& |Armenia-Dram 484 7200 3
9 |Australia-Dollar 1459 192 rows loaded.
10/ Austria-Euro 0893
11 Azerbaijan-Manat 17
12 Bahamas-Dollar 1
13 Bahrain-Dinar 0.377
14 |Bangladesh-Taka 85
15 |Barbados-Dollar 2.02
16 Belarus-New Ruble 2.401
17 Belgium-Euro 0.893
18 Belize-Dollar 2
19 Benin-CFA Franc 593.02
20 |Bermuda-Dollar 1
21 Bolivia-Boliviano 6.83
22 |Bosnia-Marka 1747

Sheet2 | Sheet3 | sheet! ® f v

) B L = 1 + 100%

12.

then click Edit in the table dialog box that appears:

AutoSave

Fle  Home Insert  Page layout

Table Name: ummarize with PivotTable

Table 0 B} Remove Duplicates

& ResizeTable | &3 Convert to Range
Properties Tools

AL - 5

O search

Formulas  Data  Review  View  Help

=

Insert
Slcer

B [ Properies

Export Refresh -
< S unlink

External Table Data

Table Design  Query

' Header Row
Total Row

' Banded Rows

First Column [+ Fifter Button

Last Column

Ban
Tablestt  Table 0

Country - Currency

x
stytes

Foreign Currency to $1.00

Afghanistan-Aghani 75487

A B C_IL_D G_IL_G Albanis-Lek 11065 a
e Angola-Kanza 600
| 11065 Antigus & Barbuda-E. Caribbesn Dollsr 27

4 | Algeria-Dinar 129.208 g P s

5 |Angola-kwanza 00 Amenis-Dram a4

6 |Antigua & Barbuda-E. Caribbean Dollar 27 Austalia-Dollar 1450

7 |Argentina-peso 75 et ure oy v

& |Armenia-Dram 484 5

9 |Australia-Dollar 1459

10 |Austria-Euro 0893

11| Azerbaijan-Manat 17

12 |Bahamas-Dollar 1

13 |Bahrain-Dinar 0377

14 |Bangladesh-Taka 8

15 |Barbados-Dollar 202

16 |Belarus-New Ruble 2401

17 |Belgium-Euro 0.853

18 |Belize-Dollar 2 tressurygovireports-statements/tressury-reporting-at

19 |Benin-CFA Franc 593.02

20 Bermuda-Dollar 1

21 Bolivia-Boliviano 6.3 VB EETE CaEE

22 |Bosnia-Marka 1747

Sheet2 | Sheet3 | sheetl

B

@

% Share

Queries & Connections

Queries | Connections
2 queries
1 Activity 6-2

60 rows loaded.

[ Table 0
192 rows loaded.

Hover your cursor over the web query in the Queries & Connections task pane,

o x

© Comments

+ 100
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13. The Power Query Editor will la

298

unch. Click the filter button to the right of the

header of the Country-Currency column, then click to select the Text Filters field

and begin typing “Canada”. W

hen Canada-Dollar is the only selected item, click OK:

@ | ©~ ~ | TableO- Power Query Editor o X
Home | Tanstom  Addcolmn  view )
,Sj [ Properties TN 7 [, ==, omswpere- 5 Merge Queries ~ jE [n [ New Source ~
= * [ Advanced Editor X B HH i Il [ Use First Row as Headers ~ 5 Append Queries ~ = o [ Recent Sources
Close & Refresh Choose Remove  Keep Remove Spiit Group Manage  Data source
Load~  Preview~ [ Manage - Columns ~ Columns = Rows~ Rows ~ Column~ By 2 Replace Values Combine Files Parameters~  settings
Close Query Manage Columns  Reduce Rows  Sort Transform Combine Parameters  Data Sources New Query
> Jx || = Table.TransfamColumnTypes(Datad, {{"Country - Currency”, type text}, {"Foreign Currency to $1.08", type number}}) v Query Settings X
& | A% country-Currency 2| Sort Ascending
g N 4 PROPERTIES
& 1 | Afghanistan-Afghani %l Sort Descending
A Name
2 | Abania-Lek o
200
3 | Algeria-Dinar
4 | Angola-kwanza ERipeTes
Remove Empty
5 | Antigua & Barbuda-E. Caribbean Dolar TS
6 |Argentina-peso Text Filters
—ar N Source
rmeniz-Dram
= o canad x Navigation
tralic-Dollar
8 | Australia-Dollar oot Al e e X Changed Type
9 | Austria-Euro
¥l Canada-
10 | Azerbaijan-Manat Canada-Dollar
11 | Bahamas-Dollar
12 | Bahrain-Dinar
13 | Bangladesh-Taka
14 | Barbados-Dollar M
—1- - oK Cancel
2 COLUMNS, 132 ROWS  Golumn profing ased on ¢ N PREVIEW DOWNLOADED AT 322 P

14. Click the Close and Load command in the Close group of the Home tab:

o
7’

l + 5 | Table 0 - Power Que

| &
|

Refresh
Preview » ] Manage ~

Transform

Ef‘:, Properties
LT Advanced Ed

Query

15. You will see that the Web Que

data from the data set:

ry Editor

Add Column View

Y, X

HH

Keep Remove
Rows~ Rows~

LI
Choose  Remove
Columns ¥ Columns v

A l
.
7
A

itor

Manage Columns Reduce Rows Sort

ry table now only displays the Canada-Dollar row of

£ Search
File  Home Insert  Pagelayout  Formulas Data  Review View Help  Table Design  Query
Table Name: ize with PivotTable F\ E [b. [E] Properties
Table 0 Duplicates =7 = Lo

Insert | Export Refresh

nge Slicer ~ ~ S Unlink

Tools ExternalTable Data Table Styles ~
AL % v

A 5 c [ 3 3 G H ) K L M N[
£l [Country - Currency I Foreign Currency to $1.00 I Queries & Connections vox
2 Canada-Dollar 1.368,
T Queries | Connections
3 —
4 2 queres
5
5 3 Activity 6-2
7| 60 rows loaded.
8 £ Table 0 (2
9 1 row loaded.
10
n
12|
13
14
15
16
17
18]
19]
20
21
22
Sheet2 | Sheet3 | Sheet! ® »

] 5] [ —E—

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3 299

16. Click the Sheet2 tab to make it the active sheet, then click to select cell C2. Type
the formula “=[@[US Dollars]]*VLOOKUP("Canada-Dollar",Sheet3!A:B,2,FALSE)",
then press the Enter key:

B2 v X v Kk =[@[US Dollars]]*VLOOKUP("Canada-Dollar",Sheet3!A:B,Z,FALSE)|
A B C D E F G H | J K

1 v v

2 |AE657 40.2i =[@[US Dollars]]*VLOOKUP("Canada-Dollar",Sheet3!A:B,2,FALSE)

3 |CI868 31.01

4 |vzso1 20.9

5 |HX330 64.2

fa “IW772 10.09

17. The table containing the price list will auto complete the formula for every row in

the column:
Cc3 = fe =[@[US Dollars]]*VLOOKUP("Canada-Dollar",Sheet3!A:B,2,FALSE)
A B C D E F G H | J
1
2 |AE657 40.2 54.9936
3 |CI868 31.01| 42.42168!"—
4 |VZ901 20.9 28.5912
5 |HX330 64.2 87.8256
6 |LW273 10.09 13.80312
7 BL62S 57.85 79.1388
8 |NJ208 16.9 23.1192
9 BL613 46.6 63.7488
10 |BA431 66.31 90.71208
11 |SM530 68.24 93.35232
12 |EK320 10.99 15.03432
13 |FY941 27.09 37.05912
14 |HQ465 33.62 45.99216
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18. To refresh the data from the website, right-click on the query in the Queries and
Connections task pane, then select Refresh:

Queries & Connections v X

Queries | Connections

2 queries
B3 Activity 6-2
60 rows loaded.
[ Table 0 [
1 row loaded.
Ey Copy
Edit
X Delete

®[ Rename

Refresh
%

Load To...
E® Duplicate
@I Reference
B Merge
z Append

Export Connection File...

Move To Group 3

Move Up

Show the peek
[_‘_{-‘_-1 Properties...

19. You can now save your changes as Activity 6-2 Complete and close Microsoft Excel
365 to complete the activity.
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TOPIC C: Use a Microsoft Form for Data

Collection

Microsoft Forms is a simple app that lets you easily create online surveys and distribute
them to a wide group of users. It is available to all Microsoft 365 subscribers and is
integrated into Excel Online, allowing you to collect, analyze and present the data that is
collected from the users. In this topic you will learn how to integrate forms into Excel

Online, and how to manage them.

Topic Objectives
In this session, you will learn how to:
e Insert a Microsoft form into a workbook
e Add questions
e Preview aform
e Share aform

e Review the results
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Insert a Microsoft Form into a Workbook

Many Excel projects rely on input from a group of users as an important source of data, but
there can be a range of challenges with these processes, from data accuracy, to user access.
Integrating a form into an Excel workbook is an effective way to simplify user access and to

control the quality of the data that you collect.

To insert a form into an Excel Online workbook, first click the Insert tab, then click the

Forms drop-down arrow, and click to select New Form:

Bl Newtad X | @ Files - OneDrive X | El Book2xisx x ==
O B  https://acmewidgets-my.sharepoint.com/:x:/r/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?sourcedoc=%7B1¢
Excel | Jane Gibson > Documents
File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop App
is b ’ QB QAL ]
fFEREE B0 O P OB AlE ©
Function |Forms Table PivotTable Picture Shapes Office = Recommended Column Line Pie Bar  Area Scatter Other  Hyperlink Comment
v v Add-ins Charts v v v v v v Charts v
Functions || - New Form [} e Add-ins Charts Links Comments
Al
£ D G H | K M N o P Q

[

3

4

5

6

8

9

10

1

12

13

14

15

16

17

4
Sheet1 ©)
Calculation Mode: Automatic ~ Workbook Statistics
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A new window will open in your browser and a new form will be created. Clicking on the
name of the form will reveal a field, containing the name of the workbook, where you can

give your form a distinct name and description:

[ New tab X \ @ Files - OneDrive X | i3 Book2xisx X @ Microsoft Forms x |+

O 8 https;//forms.office.com/Pages/DesignPage.aspx?Action=Create#Formld=iYq_KGYQT06ZEzZMMCWUMrwZkv4)1zghFrUvi... ¥z = 2

Book2 - Saved [ ”‘

S Preview &) Theme

Questions Responses

Book?2

Typing the name of the form in this field will also change the name of the form in the

header. You can also type a description that will be displayed to the users of the form:

Employee Party Survey - Saved

S Preview B Theme

Questions Responses

Employee Party Survey — <

‘ We would like your feedback on our recent staff party] ‘
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Add Questions

Adding questions allows you to define the type of input you want from your users. To add a
question, click the Add New button:

Employee Party Survey - Saved

S Preview D Theme

Questions Responses

Employee Party Survey

We would like your feedback on our recent staff party.

U

You will be presented with a choice of input methods for the form, including Choice, Text,
Rating, and Date. By clicking on the drop-down arrow at the end of the choices, you will see
the additional options of Ranking, Likert, File upload, and Net Promoter Score. There is also
an option to create a Section in your form. Clicking any of these options will add a new

question to your form:

Employee Party Survey - Saved

> Preview D Theme

Questions Responses

Employee Party Survey

We would like your feedback on our recent staff party.

@ Choice Text Y Rating ffl Date \‘ﬁ

Tl Ranking e
# Recommended from your past form,"Employee Party Survey” B ket ®
Overall, how satisfied were you with the event? T File upload
Please rate your satisfaction level with the following aspects of our event. @  Net Promoter Score®
Section

Was this your first time to attend one of our events?

How friendly was the staff?
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You will also see a dialog box of prebuilt template options, with an icon on the right
indicating the format of the user input. You can see additional templates by clicking on the
tab buttons at the bottom of the dialog box:

Questions Responses

Employee Party Survey

We would like your feedback on our recent staff party.

@ Choice Text % Rating Date £

£ Recommended from Microsoft Forms templates Addall X
Your name
Number of guests attending including yourself O
Do you or your guests have any food allergies?
We are asking everyone to bring a dish. What can you bring? O

Are you planning on staying for the afterparty? O)

— @ OO
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Once a question has been added you will have intuitive options to customize the question.
In the case illustrated below you can (1) define the question, (2) add an image to the
question, (3) define the options, (4) add an option, or (5) add an “other” option. You can
also (6) allow multiple answers, and (7) require an answer for this question:

Questions Responses

Employee Party Survey

We would like your feedback on our recent staff party.

D W
0 = 30
E Option 1
Option 2

0 —+— Add option Add "Other" option 6

e @ Multiple answers e@ Required
-|— Add new
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You can also customize the appearance of your form by clicking the Theme button. The
Theme gallery will be displayed, with many templated options to choose from, but you can

also customize the appearance by clicking the Customize theme (+) button:

Employee Party Survey - Saved

S Preview @ Theme

Questions Respons ": ‘

¥ -_l
Employee Party Survey ﬁ
We would like your feedback on our recent staff party. .

1. Question

Option 1

—+ Add option  Add "Other" option

(@) Muitiple answers @

o
L
Option 2 -_-
&
O

Preview a Form

To preview the appearance of your form, click the Preview button:

Employee Party Survey - Saved

@ e

Questions Responses
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You will see a preview of the form as it will be presented to the user, where you can also

test the interaction:

& Back 3 Computer [J Mobile

Employee Party Survey

We would like your feedback on our recent staff party.

Hi Jane, when you submit this form, the owner will be able to see your name and email address.

1. Overall, how satisfied were you with the event?
‘:::‘ Extremely satisfied
@ Very satisfied
‘C)‘ Somewhat satisfied
O Not so satisfied

O Not at all satisfied

2.Please rate your satisfaction level with the following aspects of our event.

Extremely Somewhat
satisfied Very satisfied satisfied Dissatisfied Very dissatisfied
Date and time C) 'C’ ‘C] O 'C’
Location (:)‘ O (:) (:)‘ O v
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You can also click the Mobile button to preview and interact with the form as you would on

a mobile device:

& Back

Employee Party Survey

We would like your feedback on our recent staff party.

Hi Jane, when you submit this form, the owner will be

able to see your name and email address.

1. Overall, how satisfied were you with
the event?

Extremely satisfied
) Somewhat satisfied
O Not so satisfied
(O Not at all satisfied

2.Please rate your satisfaction level with
the following aspects of our event.

Click the Back button to return to the editing screen:

& B@k

Food and beverages v

3. Was this your first time to attend one
of our events?

_J No

4.How friendly was the staff?
O Extremely friendly
O Very friendly
O Somewhat friendly
O Not so friendly

() Not at all friendly
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Share a Form

Once you are satisfied with the construction of your form, click the Share button:

Employee Party Survey - Saved

@ Preview A Theme M

Questions Responses

Employee Party Survey

The Share task pane will appear on the right side of your browser window:

Employee Party Survey - Saved

> Preview [19 Theme

Questions Respons

Send and collect responses

i Only people in my organization can respond v i

Employee Party Survey Ptps/forms offcecom/Pages Respon

We would like your feedback on our recent staff party.
@ B« =
1.Overall, how satisfied were you with the event? Share as a template
Extremely satisfied + Get a link to duplicate

Very satisfied
Share to collaborate

Somewhat satisfied
—+ Get a link to view and edit

Not so satisfied
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Here you can limit access to the survey to only those within your organization, or allow any

user with a link to access it:

Send and collect responses

Only people in my organization can respond A

Anyone with the link can respond

v Only people in my organization can respond

Q= » =

Share as a template

......

-+ Get a link to duplicate

Share to collaborate

+ Get a link to view and edit

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3

You can also choose how to distribute the survey. The option buttons are (1) copy and
distribute a link, (2) create a QR code, (3) create code to embed in a website, or (4) use

your default email application:

Send and collect responses

R
'
'
'
'

i Only people in my organization can respond v

https://forms.office.com/Pages/Respon

Q= » =
00606

Share as a template

A

—+ Get a link to duplicate

Share to collaborate

+ Get a link to view and edit

To control the settings of your form, click the ellipsis at the top right of the window and

select Settings:

Employee Party Survey - Saved

© Preview (D Theme -m -

| Settings
Questions Responses i Jm

Muttilingual

Feedback

Employee Party Survey

We would like your feedback on our recent staff party.

1. Overall, how satisfied were you with the event?
Extremely satisfied
Very satisfied
Somewhat satisfied

Nt cn caticfiard
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The Settings task pane will appear at the right of your browser window. Here you can

control access to the form, set options for responses, and set up notifications:

Employee Party Survey - Saved

Eg Theme

S Preview

Questions Respons

Settings
Who can fill out this form
{JAnyone with the link can respond
@)Only people in my organization can respond
Record name

Employee Party Survey

We would like your feedback on our recent staff party. DOne response per person

Options for responses

Accept responses
1. Overall, how satisfied were you with the event? —
[[Jstart date
Extremely satisfied [JEnd date
DShufﬂs questions

Very satisfied
Somewhat satisfied
Not so satisfied

Not at all satisfied

D Customize thank you message

Notification
DSend email receipt to respondents

[CJGet email notification of each response

You can close the form by closing your browser window:

= Newtab X | i@ Microsoft Forms

&

X | @ Files - OneDrive x | Kl Book2xsx

+

B  https;//forms.office.com/Pages/DesignPage.aspx?Action=Create#Formld=iYq_KGYQT06ZEzZMMCWUMrwZkv4J1zghFrUvi...

O

Employee Party Survey - Saved

59 Theme

S Preview

Questions Respons

Send and collect responses
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Review the Results

Back in the Excel workbook, a new worksheet will be created, and a table will be added:

=] Newtab X | @ Files - OneDrive x | Bl Book2xisx x |+ - ol 2
O o] https://acmewidgets-my.sharepoint.com/:x;/r/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?s... ¥z = :
Jane Gibson > Documents Table Tools Book2 - Saved Jane Gibson
File Home Insert Formulas Data  Review View  Help Design Tell me what you want to do A SharePoint App is also editing 18 Share  {J Comments
(EEEI E)L H= I—eader Row gﬁrst(c\umn Filter Button EEEEE EEEEE
. al Row n e
ConvertTo Remove Slicer Total Ror tstColumn | EEEEE EEEEE = V| e = = .
Range Duplicates Banded Rows [_] Banded Columns
Tools Table Style Options Table Styles ~
B2 v K

W ®Ne LA WN

=

»
sheet ®

Calculation Mode: Automatic ~ Workbook Statistics

v Help Improve Office

As the invited users respond to the survey, the survey results are added to the table in the
Excel workbook, including start and stop time stamps, and identifying information, if
available:

Excel

Jane Gibson > Documents

Table Tools Book2 - Saved Jane Gibson

File Home Insert Formulas Data Review View Help Design Tell me what you want to do RSharePolntApp is also editing ¥ \& Share {1 Comments
E= 3 B
fFEBRE D O P dx05Al  © 0
Function Forms Table PivotTable Picture Shapes = Office = Recommended Column Line  Pie  Bar Area Scatter Other  Hyperlink Comment
v - Add-ins Charts - v v v v v Charts v
Functions Tables lllustrations Add-ins Charts Links Comments ~
B2 v o 8/16/2020 4:29:46 PM
A B c D E F
1 P
2 : 8/16/20 16:30:11 jgi Jane Gibson
3 4 8/16/20 16:30:14 8/16/20 16:30:34 jgibso Jane Gibson
4
5
6
7
8
9
10
1 -
« »
Sheet1 Form1 @

Calculation Mode: Automatic ~ Workbook Statistics

v Help Improve Office
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As long as the form exists, it will be available to users online. To delete the form, click the

Forms drop-down command in the Insert tab, then click Delete Form:

Excel Jane Gibson > Documents Table Tools Book2 - Saved Jane Gibson

File Home Insert Formulas Data Review View Help Design Tell me what you want to do R SharePoint App is also editing ¥ |2 Share {3 Comments

fFEBRE BD O P dx05Al © 0

Function | Forms Table PivotTable Picture Shapes Office  Recommended Column Lline  Pie  Bar Area Scatter Other  Hyperlik Comment
v - Add-ins Charts - - - - ~ v Charts v

Functions lllustrations Add-ins Charts Links Comments

B2

7B PreviewForm 2020 4:29:46 PM
¢/ EditForm B c D £ F

1 ) _Send Form

2 Delete For 8/16/20 16:29:46 8/16/20 16:: Jane Gibson
elete Form

3 I} 4 8/16/20 16:30:14 8/16/20 16: jgibson@acmewidgets.onmicrosc Jane Gibson

4

5

6

7

8

9

10

1 -

Sheet1 Form1 ©)

Calculation Mode: Automatic ~ Workbook Statistics v Help Improve Office

An Excel information alert will appear, warning that if you delete a form it cannot be

recovered, but the response data will still be available. To continue, click OK:

Excel X

0 If you delete a form, it can't be recovered. Response data
will still be available. Do you want to continue?

Give Feedback

OK Cancel

s

The table, and the data, will remain in the workbook:

Excel | Jane Gibson > Documents Table Tools Book2 - Saved Jane Gibson
File Home Insert Formulas Data Review View Help Design Tell me what you want to do nSharePomlApp is also editing ¥ |2 Share {3 Comments
FEEBRE D QO P dx0FALE © 0
Function = Forms Table PivotTable Picture Shapes Office = Recommended Column Line Pie Bar  Area Scatter Other Hyperlink Comment

v v Add-ins Charts v v v v v v Charts v

Functions Tables lllustrations Add-ins Charts Links Comments ~
B2 v Jfc 8/16/2020 4:29:46 PM
1
2 I jgibson@acmewidgets.onmicroscJane Gibson
3 4 8/16/20 16:30:14 8/16/20 16:30:34 jgibson@acmewidgets.onmicrosc Jane Gibson
4
5
6
7
8
9
10
1 -

Sheet1 Form1 ©]

Calculation Mode: Automatic  Workbook Statistics v Help Improve Office
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Activity 6-3: Use a Microsoft Form for Data Collection

You have been asked to support the Sales department by helping keep track of their

mileage claims. Rather than enter them manually you have decided to integrate a Microsoft

Form into an Excel workbook.

1. To begin, open Activity 6-3 in Excel Online:
N Activity 6-3.xlsx

X Microsoft Excel Worksheet
7.75KB

2. Click Insert = Forms - New Form:

& Newtab X | @ Files - OneDrive X | Kl Activity 6-3xisx x |+

O 8 https;//acmewidgets-my.sharepoint.com/:x:/r/personal/jgibson_acmewidgets_onmicrosoft_com/_layouts/15/Doc.aspx?s... ¥z ¥=

Excel | Jane Gibson > Documents Activity 6-3 - Saved

B EDO I AXOBALE ® O

Area Scatter Other  Hyperiink Comment t
- Charts +

mmended Col
Charts

Sheet1 ®

Calculation Mode: Automatic _ Workbook Statistics

File Home Insert Formulas Data Review View Help Tell me what you want to do Open in Desktop App 12 Share

=)

Jane Gibson

3 Comments

3. Inthe New Form window, select the name field and type “Mileage Reports”, then

select the Description field and type “Report your mileage here.”

[ Newtab X | @ Files - OneDrive X | G Activity 6-3xisx X | i@ Microsoft Forms x S

O B httpsy/forms.office.com/Pages/DesignPage.aspx?Action=Create&auth_pvr=Orgld#Formid=iYq_KGYQTO6ZEZMMCWUM... ¥ =

Mileage Reports - Saved

Questions Responses

Mileage Reports

Report your mileage here| T

S Preview % Theme Share
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4. Click the Add New button:

Mileage Reports - Saved

Questions Responses

Mileage Reports

Report your mileage here.

U

5.  Click to select the Text option:

Mileage Reports - Saved

S Preview % Theme

Questions Responses

Mileage Reports

Report your mileage here.

@  Choice I Textjml &5 Rating I [ Date IvI

6. Enter Name in the Question field, then click on the right side of the Required
toggle button to require an answer:

Mileage Reports - Saved

Questions Responses

1. Name

Enter your answer l
@) longanswer % Required
+ Add new
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7.

8.

Now click the Add New button again, to add another question. Again, click the Text
option button:

Mileage Reports - Saved

7S Preview & Theme Share

Questions Responses

Report your mileage here.

1. Name

Enter your answer
@) Longanswer @ revired

@ Choice I Text JWI &Y Rating I [H Date I\/I

Type “Trip Description” in the Question field, then click the right side of the Long
answer and Required toggle buttons to enable them:

Mileage Reports - Saved

S Preview % Theme

Questions Responses

2. Trip Description

Enter your answer

l !

m Long answer Q Required
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9.

Click the Add New button again, to add a third question, then, again, click the Text
option command:

Mileage Reports - Saved

Questions Responses

2. Trip Description

Enter your answer

@D oo answer @ revired

@  Choice I Text‘J‘WI Y Rating I [H Date Ivl

10. Type “Miles Traveled” in the Question field, then click the right side of the

Required toggle button to enable it:

Mileage Reports - Saved

S Preview % Theme

Questions Responses

3. | Miles Traveled|

Enter your answer

-

@) Longanswer .@ Required
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11. Now click on the Preview button to review your form:

Q o

Responses

Mileage Reports - Saved

Questions

3. Miles Traveled

Enter your answer

@) Longanswer @ *eovired

12. After proofing your form for accuracy and appearance, click the Mobile button to
preview the form’s appearance on a mobile device:

O Computer

Mileage Reports

Report your mileage here.

Hi Jane, when you submit this form, the owner will be able to see your name and email address.

* Required

1.Name *

Enter your answer

2.Trip Description *

Enter your answer
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13. Once you are satisfied with your form, click the Back button to return to the form
editing window:

& Ba@k [ Computer il] Mobile i

Mileage Reports

Report your mileage here.

Hi Jane, when you submit this form, the owner will be
able to see your name and email address.

* Required

1.Name *

Enter your answer

2.Trip Description *

Enter your answer

14. Now click on the Share button:

Mileage Reports - Saved

Questions Responses

Mileage Reports

Report your mileage here.

1.Name *

Enter your answer

2.Trip Description *
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15. Click the drop-down arrow next to the Only people in my organization can
respond text, then click to select Anyone with the link can respond:

Mileage Reports - Saved

Questions Respons

Send and collect responses

Only people in my organization can respond ~

Mileage Reports

Anyone with the link can respond &

Report your mileage here. { v Only people in my organization can respond

©s o=

Share as a template

1.Name *
—+ Get a link to duplicate

Enter your answer

Share to collaborate

~+ Get a link to view and edit

16. Now click the Copy button next to the link field:

Mileage Reports - Saving..

Questions Respons

Send and collect responses

{ Anyone with the link can respond v

https://forms.office.com/Pages/Respon
Report your mileage here.
oo
= €2
—+ Add new @ gm <> =

Share as a template

1.Name *
=+ Get a link to duplicate

Enter your answer

Share to collaborate

—+ Geta link to view and edit
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17. You can now close the form by clicking the Close (X) button in the browser’s

Microsoft Forms tab:

=] Newtab X | @ Files - OneDrive X | Gl Activity 6-3xisx X | i@ Microsoft Forms +

Mileage Reports - Saved

Questions Respons
Send and collect responses

< O A httpsy/forms.office.com/Pages/DesignPage.aspx?Action=Create&auth_pvr=Orgld#Formid=iYq_KGYQTO6ZEZMMCWUM... ¥ =

[
k=N

S Preview ) Theme Share

{ Anyone with the link can respond

v

Mileage Reports

Report your mileage here.

©s =

Share as a template
1.Name *
~+ Get a link to duplicate

Enter your answer

Share to collaborate

—+ Get a link to view and edit

18. Launch a new tab in your browser, click to select the URL field, paste the copied

URL by pressing Ctrl + V, then press the Enter key:

& Newtab X | @ Files - OneDrive X | G Activity 6-3xisx X | I Mieage Reports x |+

< O & hitpsy/forms.office.com/Pages/ResponsePage.aspx?id=iYq_KGYQTO6ZEZMMCWUMMZkv4) 1zqhFrUviedNyu3pUMOIyM...  ¥% =
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19. The Mileage Reports form will open in your browser. Type your name in the Name
field, “ABC Company Visit” in the Trip Description field, and “75” in the Miles
Traveled field. When complete, click the Submit button:

Mileage Reports

Report your mileage here.

* Required

1.Name *

Jane Gibson  —

2.Trip Description *

ABC Company Visit

3. Miles Traveled *

|7s —

20. The response will be acknowledged as submitted. Click the link Submit another
response:

Mileage Reports

@ Thanks!

Your response was submitted.

Submit another respgnse

Powered by Microsoft Forms | Privacy and cookies | Terms of use

javascriptvoid(0)
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21. Type your name in the Name field, “XYZ Company Visit” in the Trip Description
field, and “40” in the Miles Traveled field. When complete, click the Submit
button, then close the browser tab by clicking the Close (X) button:

Mileage Reports

Report your mileage here.

* Required
1.Name *

Jane Gibson - mm—

2.Trip Description *

XYZ Company Visit ===

3. Miles Traveled *

|40| —

22. Back in Excel Online, you will see that the data from your responses has been
entered and time stamped:

H Excel | Jane Gibson > Documents Table Tools Activity 6-3 - Saved Jane Gibson

File Home Insert  Formulas Data  Review View  Help Design Tell me what you want to do R SharePoint App is also editing 14 Share [ Comments

E Filter Button
X

Table
A B C D E F
1 @ I Start time [ Completion time B Email K Name 2 Name2 B 1rip B
2 1 8/16/20 16:44:59 8/16/20 16:46:59 anonymous Jane Gibson ABC
3 2 8/16/20 16:47:28 8/16/20 16:48:48 anonymous Jane Gibson XYZ
4
5
6
8
Sheet1

Calculation Mode: Automatic Help Improve Office
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23. To delete the form, click Insert & Forms = Delete Form:

HH Excel Jane Gibson > Documents Table Tools Activity 6-3 - Saved Jane Gibson

File Home Insert  Formulas Data  Review View  Help Des\gn Tell me what you want to do R sharePoint App is also editing * 1 Share {3 Comments
? Ul

A o @ id BB O ) & ® ©

Functon  Forms Teble Photlable  Picture Shapes  Offce ommended Column  Lin Area Scatte om Hyperlink  Commen t
art: Ch v

2 >< Delete Form 1 8/16/20 16:44:59 8/16/20 16:46:59 anonymous Jane Gibson ABC
3 N 2 8/16/20 16:47:28 8/16/20 16:48:48 anonymous Jane Gibson xvz
4

5

6

7

8

Sheet1 Form1 ®
Calculation Mode: Automatic  Workbook Statistics - Help Improve Office

24. Aninformation alert window will warn that if you delete a form, it cannot be
recovered, but the data will still be available. Click OK:

Excel X

0 If you delete a form, it can't be recovered. Response data
will still be available. Do you want to continue?

Give Feedback

25. Save your work as Activity 6-3 Complete and close the Excel Online browser tab to
complete this activity.
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Summary

During this lesson you learned about the options available for exporting and importing data,
as well as how to integrate Microsoft Forms with an Excel Online workbook. You should
now be comfortable with the available file formats for exporting data, and how to create
them. You should also have a good understanding of the different data sources that you can
access, and how to use them. Finally, you should be comfortable with process of creating

and sharing a Microsoft Form to support data collection.

Review Questions

1. Can you export more than one worksheet at a time when creating a CSV file?
2. What are the benefits of using the PDF file format?
3. How does Excel format data from a Web Query?

4. What is a quick way to add questions to a Microsoft Form?

5. Can you customize the appearance of a Microsoft Form?
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Lesson 1

Lesson Lab 1-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

LESSON LABS

To understand how to access workbooks in OneDrive using

Excel Desktop, and to explore the different features of each.

You have been tasked with creating a chart to compare and

visualize the performance of your sales representatives.

Open a workbook in Excel Online and create a stacked bar
chart of the sales results, by sales representative (cells A3 to
D15), then open the workbook in Excel Desktop to change the

color theme, and improve the readability, of your chart.
Click Page Layout - Colors to select a new color theme.

3=) Lesson Lab 1-1

Click on the file name at the top of workbook window to view

the version history of the file.
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Lesson 2

Lesson Lab 2-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

329

To understand how to update workbook properties and how to

record a macro.

You need to update the properties of an employee assessment

workbook, then record a macro to automate spell checking.

Open the Advanced Properties dialog box and add “Employee
Assessment Form” to the Title field. Then record a macro, with

a keyboard shortcut, to check for spelling errors

To check for spelling errors, click Review - Spelling. Also,
make sure you save your work as an Excel Macro-Enabled
workbook (*.xIsm)

%

| Lesson Lab 2-1

Open the VBA editor to inspect your macro code.
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Lesson Lab 2-2

Objective

Briefing

Task

Sample Data

Follow-Up Questions

330

To understand how to set up data validation and save your

workbook as a template.

To help automate the use of the employee review workbook,

you want to add data validation, then save it as a template.
Apply data validation to cell B4, to only allow dates equal to or
less than today, and to cell C4, to select from a list of values,

from 1 to 5, then save the workbook as a template.

I'ES Lesson Lab 2-2

Use your new template to create a new employee assessment

workbook.
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Lesson 3

Lesson Lab 3-1

Objective

Briefing

Task

Sample Data

Follow-Up Questions

To use cell tracing and error checking to understand formulas

and to resolve formula errors.

A colleague has given you a workbook that contains a
confusing discount reference, and an error. You need to trace
the precedents in the discount formula, to understand the

correct value, then use Error Checking to resolve the error.
Trace the precedents of the discount formula in cell E9, to
confirm the correct discount, then use the Error Checking tool
to correct the #NAME? errors in cells E12 and F12.

Etl:=] Lesson Lab 3-1

Trace the precedents of cell B9 to find the SKU price data.
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Lesson Lab 3-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

To use the Evaluate Formulas tool to understand the sequence
of calculations in a formula, and to use the Camera tool to see

changes happening on a different worksheet.

Your colleague has made some changes to the discount
workbook and you would like to understand how the formulas

work and see how they impact the SKU prices.

Select Cell A4, then use the Evaluate Formulas tool to help you
understand how the formula calculates the discount. To see
how changes in the discount affect the SKU prices, select cells
A3 to C8 on the Price List sheet, then use the Camera tool to
capture an image and place it on Sheet 1. Change the value in

cell C4 to see the values in the camera image change.

Add the Camera tool to the Quick Access Toolbar using the
Excel Options dialog box, then click the Camera icon on the

Quick Access Toolbar to capture an image of the selected cells.

3=) Lesson Lab 3-2

Group columns D and E and close the outline to only show

totals.
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Lesson 4

Lesson Lab 4-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

To understand the use of the Quick Analysis Tool to create

Sparklines.

You are reviewing your sales for the first four months of the

year. You would like to visualize your performance from month

to month.

Create a Sparkline in cell H8 to visualize your sales

performance over the past four months. By selecting cells B8

to G8, you can use the Quick Analysis Tool to accomplish this.

Add markers to your Sparkline to highlight the high point and

low point.

Look for the small Quick Analysis Tool icon to appear on the

bottom right of your selection.

%

| Lesson Lab 4-1

Make the marker for the high point green.
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Lesson Lab 4-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

To understand the use of what-if analysis to examine scenarios

and seek goals.

You would like to understand how much you would have to sell
in a month to make $6,000 in commission and bonus, then you
want to see what your compensation will look like for the first
six months of the year, depending on your sales for the

remaining two months.

Use Goal Seek to calculate, in cell F8, how much you would
have to sell to make $6,000 in commission and bonus, in cell
F11. Then use Scenario Manager to show your total
compensation if you sell $90,000, $120,000, or $150,000 in
both May and June.

Remember to make the first scenario your current state.

!:!E] Lesson Lab 4-2

Create a scenario summary report, using cell H11 as the

results cell.
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Lesson 5

Lesson Lab 5-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

To view and compare multiple workbooks at the same time,

and to understand the use of external references in formulas.

You have been asked to review inventory counts from two of
your regional warehouses, and to summarize the inventory

values for both.

Begin by opening Lesson Lab 5-1A, and Lesson Lab 5-1B. View
the two workbooks side by side and enable synchronous
scrolling to compare the same rows in each. Then open Lesson
Lab 5-1C and create formulas in cells B4 and B5 to summarize

the values of both inventories.

Clicking View = Switch Windows simplifies navigating

between workbooks.

!:!}] Lesson Lab 5-1A
E:!}] Lesson Lab 5-1B
!ﬁ!}] Lesson Lab 5-1C

Close Lesson Lab 5-1A and Lesson Lab 5-1B, then look at the

external references in the sum formulas to note the difference.
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Lesson Lab 5-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

336

To understand the use of data consolidation to collect and

analyze data from different workbooks with similar values.

You would like to collect and analyze data on the inventory
counts of two warehouses, which have been supplied in

different worksheets.

Open Lesson Lab 5-2A and Lesson Lab 5-2B, then create a new
worksheet. Use the Consolidate tool to collect the inventory
data from both warehouses, in cells A3:D96, into one

workbook.

Be sure to click to enable the checkboxes for Top row, Left

column, and Create links to source data.

@ Lesson Lab 5-2A
@ Lesson Lab 5-2B

Open the outlines of the individual SKUs to examine the data

and links from each source.
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Lesson 6

Lesson Lab 6-1

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

337

To understand the process used to export a worksheet as

comma separated values.

You have been asked to provide the Art department with data
on SKU sales for the last six months as a Macintosh compatible
CsV file.

Export the SKU sales data as a CSV file.

Click the Save as type drop-down in the Save As dialog box to
locate the CSV (Macintosh) file type.

!:!:4 Lesson Lab 6-1.xlsx

Open the CSV file once it has been exported to compare the

formatting to the source file.
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Lesson Lab 6-2

Objective

Briefing

Task

Hints

Sample Data

Follow-Up Questions

338

To understand the process used to import a CSV file into a

workbook and edit the related query.

You have been asked to create a table in an Excel workbook,

containing the data from a supplied CSV file.

Create a new workbook, then import the data from the
supplied CSV file. Use the Power Query Editor to remove any

empty columns.

Select the empty column in the Power Query Editor, then click

Home - Remove Columns.

!:!:] Lesson Lab 6-2.csv

Open the CSV file in a text editor (like Notepad, or Wordpad),
and change the name of SKU “AE685” to “New AE685”. Once
the CSV file is saved, refresh the query in your new workbook

and note the results in the table.
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COURSE WRAP-UP

Post-Course Assessment

1. What ribbon tabs are only found in the Excel Desktop application? (Select all that
apply.)

a. Insert

b. Page Layout

c. Data
d. Formula

2. When naming a Macro, which of the following characters is not permitted?
a. Aletter

b. An underscore
c. Aspace

d. A number

3. Which of the following properties can be edited in the Workbook Properties dialog
box?

a. Type
b. Title
c. Modification date

d. Size
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4. What does the #N/A! error indicate?

a. Areferenced cell has been deleted or moved
b. A function cannot find the value
c. The contents of the cell are too wide to be displayed

d. A mathematical function is attempting to divide a number by 0

5. When using the Evaluate Formula tool, which part of the formula is underlined?

a. Logical operators
b. Bracketed functions
c. The next part of the formula to be evaluated

d. If statements

6. Which of the following options is not available in the Quick Analysis Tool?

a. Tables
a. Trace Precedents
b. Sparklines

c. Charts

7. Which of the following is a type of Sparkline?

a. Win/loss
b. Doughnut
c. Marker

d. Scatter
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8. Where does Excel store workbook templates?

a. The Desktop
b. The Excel directory
c. The Downloads folder

d. The Default Personal Templates location

9. How many cells can you change to reach your target value when using the Goal Seek
tool?

a. 1

b. 3

c. 10

d. Unlimited

10. The Goal Seek tool only allows for one value to be changed to calculate the correct
goal.

a. How do you refresh a query?

b. Click Data - Queries & Connections
c. Click Data - Refresh All

d. Click Data - Get Data

e. Save the workbook
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Course Summary

Congratulations on completing the Microsoft 365 Excel: Part 3 courseware. During this

course, you learned how to:

e Manage workbooks between Excel Online and Excel Desktop

e Manage workbook properties
e  Work with macros

e Create and use a template

e Use Data Validation

e Trace cells

e Use Error Checking

e Evaluate formulas and use the Watch Window

e Create data list outlines

e Use the Quick Analysis Tool
e Add Sparklines

e Perform What-If analysis

e Use the Analysis ToolPak

e Arrange workbooks

e Use external references

e Consolidate data

e Export and import data

e Use the Microsoft Forms app with Excel Online

You should now feel comfortable working in both Excel Online and Excel Desktop, using
worksheet automation tools, auditing and error checking your workbooks, using data

analysis and presentation tools, working with multiple workbooks, and exporting and

sourcing data.
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ANSWER KEYS

Lesson 1 Review Questions

1. How do you open a workbook in the Excel desktop application from Excel Online?

To open a workbook in the Excel desktop application from Excel Online, click Open in
Desktop App on the Excel Online ribbon list.

2. How can you check where your workbook is saved in the Excel desktop application?

To see where your workbook is stored, click the file name at the top of the Excel

desktop application workbook window.

3. What is the one ribbon tab that is not available in Excel Online?

The Page Layout tab is only available in the Excel desktop application.

4. Can you add Sparklines to a workbook in Excel Online?

Sparklines can be viewed in Excel Online, but can only be added to a workbook using the

Excel desktop application.

5. Which Excel application, Excel Online or the Excel desktop application, has access to
Color themes?

Color themes are only available in the Excel desktop application. Excel Online only has

access to a limited color palette.
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Lesson 2 Review Questions

1. Where can you find the Workbook Properties displayed?

To view the Workbook Properties, click File = Info, and you will see the information on

the right side of the Info category.

2. What is the name of the programming language that you can use to write Macros?

Macros are written in the Visual Basics for Applications (VBA) language.

3. Where can you store macros that you have recorded?

You can store macros in the current workbook, a new workbook, or the Personal Macro
Workbook, a hidden workbook that is opened whenever you open the Excel Desktop

application.

4. How do you create a new workbook from a Personal template?

Click File = New, then click Personal in the New category, then select the template you

want to use as the source for your new workbook.
5. How can Data Validation help you automate data entry?

You can use Data Validation to create drop-down lists in a cell or a range, to allow the

user to select from a list of predefined options.
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Lesson 3 Review Questions

1. What does a black dotted tracer arrow indicate?

The black dotted tracer arrow indicates that the data referred to in the selected formula

is in a different sheet in the workbook or is in a different workbook.

2. What are dependent cells?

Dependent cells are cells within a worksheet that are affected by the contents of the

active cell.

3. What does the “#DIV/0!” error indicate?

“#DIVO!” occurs when a mathematical function tries to divide a number by zero.

4. What does the Step In button in the Evaluate Formula dialog box do?

Clicking Step In will let you examine the formula or value of the underlined cell.
5. What do you need to do to your data before you use the Subtotal command?

You need to sort your data on the column that contains the categories you wish to

subtotal on.
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Lesson 4 Review Questions

1. How do you access the Quick Analysis Tool?

To access the Quick Analysis Tool, select a range of text and click on the small icon that

appears at the bottom right of your selection.

2. What are the three types of Sparklines?

The three types of Sparklines are line, column, and win/loss.

3. How many cell values can you change to reach the goal value in the Goal Seek tool?

The Goal Seek tool only allows for one value to be changed to calculate the correct goal.

4. What should you use to create your first scenario in the Scenario Manager?

It is a good idea to make your first scenario based on the current state, so you do not

risk losing the data.
5. What types of analysis tools are available in the Analysis ToolPak?

The Analysis ToolPak provides advanced and specific tools for financial, statistical, and

engineering data analysis.
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Lesson 5 Review Questions

1. How will multiple workbook windows appear if you arrange them vertically?

Vertically arranged windows will display side by side.

2. How many ways can the syntax of an external reference appear?

The syntax of an external reference can appear in one of two ways, depending on

whether the workbook containing the reference is open, or closed.

3. How can a link to an external data source be broken?

The link to an external data source can be broken as the result of a file being moved

from its original location, or from a file being renamed.

4. Where is the best place to consolidate data?

When consolidating data from multiple sources it is best to use an empty worksheet, or

to have ample space available for the consolidated data on an existing sheet.

5. Do data consolidation sources have to have the exact same structure?

No. Data consolidation sources should be similar, but do not need to have all the same

column and row labels.
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Lesson 6 Review Questions

1. Can you export more than one worksheet at a time when creating a CSV file?

No, you can only export one worksheet at a time to a CSV (Comma Separated Value) file.

2. What are the benefits of using the PDF file format?

PDF (Portable Document Format) files maintain the format of the source file and are

highly accessible.

3. How does Excel format data from a Web Query?

Data from a Web Query is loaded into an Excel worksheet as a table.

4. What is a quick way to add questions to a Microsoft Form?

The Microsoft Forms app has prebuilt templates that can be quickly loaded into a form

and customized for your specific use.

5. Can you customize the appearance of a Microsoft Form?

Yes, you can customize the appearance of a form by clicking the Theme button, where
you can select from existing templates, or click the customize button to access custom

options.

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3 349

Post-Course Assessment

1. What ribbon tabs are only found in the Excel Desktop application? (Select all that
apply.)

b. Insert

c. Page Layout
d. Data

e. Formula

The Page Layout tab is not available in Excel Online.

2. When naming a Macro, which of the following characters is not permitted?

a. Aletter

b. Anunderscore
c. Aspace

d. Anumber

The first character of a macro name must be a letter, and can only be followed by

letters, numbers, or the underscore character.
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3. Which of the following properties can be edited in the Workbook Properties dialog
box?

a. Type
b. Title
c. Modification date
d. Size

General workbook property information cannot be edited in the Workbook Properties
dialog box. The Summary tab allows the user to add information, including Title, Subject,

Author, Manager, and Company.

4. What does the #N/A! error indicate?

a. Areferenced cell has been deleted or moved

b. A function cannot find the value

c. The contents of the cell are too wide to be displayed

d. A mathematical function is attempting to divide a number by 0

The #N/A error occurs when a function cannot find a value that meets the defined

criteria. An example is the VLOOKUP function not finding a result.

5. When using the Evaluate Formula tool, which part of the formula is underlined?

a. Logical operators

b. Bracketed functions

c. The next part of the formula to be evaluated
d. “If” statements

The Evaluate Formula tool underlines the part of the formula that is the next to be

evaluated, based on precedence in the order of operations.

© 20019-2025Ultimate IT Courses Training Materials Inc.



Microsoft 365 Excel: Part 3 351

6. Which of the following options is not available in the Quick Analysis Tool?

a. Tables

d. Trace Precedents
e. Sparklines

f. Charts

The Quick Analysis Tool gives access to Formatting, Charts, Totals, Tables, and

Sparklines. Trace Precedents is accessed by clicking Formulas < Trace Precedents.

7. Which of the following is a type of Sparkline?

a. Win/loss
b. Chart

c. Marker
d. Scatter

The three types of Sparklines are line, column, and win/loss.

8. Where does Excel store workbook templates?

a. The Desktop

b. The Excel directory

c. The Downloads folder

d. The Default Personal Templates location

The Default Personal Templates path is typically
“C:\Users\[UserName]\Documents\Custom Office Templates”, where UserName is your
Username on the computer. The location can be set in the Excel Options dialog box, in

the Save category.
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9. How many cells can you change to reach your target value when using the Goal Seek
tool?

a. 1

b. 3

c. 10

d. Unlimited

The Goal Seek tool only allows for one value to be changed to calculate the correct goal.

10. How do you refresh a query?

a. Click Data - Queries & Connections
b. Click Data - Refresh All

c. Click Data - Get Data

d. Save the workbook

To refresh a query, and update the data in the table, click Data < Refresh All.
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Keyboard Shortcut Quick Reference Sheet

APPENDICES

Open a new workbook Ctrl + N

& | Saveafile Ctrl +S

;

o0 .

© | Open a file Ctrl+ 0O

©

=

@ | Print worksheet Ctrl+P

=
Close Microsoft Excel Alt + F4
Switch between worksheet tabs (left to Ctrl + Page Up
right)

§ Switch between worksheet tabs (right to Ctrl + Page Down

% left)

o

= .
Insert cells Ctrl + Shift + +
Delete cells Ctrl + -
Select all items in current worksheet Ctrl + A

&

= Copy text Ctrl+C

©

wl

g Cut text Ctrl + X

[ et
Paste text Ctrl +V
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Open Find tab of Find and Replace dialog Ctrl+F
Open Replace tab of Find and Replace Ctrl + H

- dialog

oo

=)

-g Open Go To dialog Ctrl+ G

5

oﬂ- Open Font tab of Format Cells dialog Ctrl + Shift + F
Check spelling F7
Get Help F1
Apply bold formatting Ctrl +B
Apply underlining Ctrl + U
Apply italic formatting Ctrl + 1
Align text to center Ctrl + E

(7]

8

— | Align text to left Ctrl + L

g

E Align text to right Ctrl +R

S .

& | Justify text Ctrl +)

k
Increase font size Ctrl + Shift + .
Decrease font size Ctrl + Shift +,
Undo last action Ctrl+Z
Redo last action Ctrl+Y

© 20019-2025Ultimate IT Courses Training Materials Inc.

354



Microsoft 365 Excel: Part 3

Glossary

absolute reference

A type of reference that will not change
even if it is moved or copied to another

location.

add-in

Small components that can be added to
Excel to add features and functionality.
array

Any grouping of two or more adjacent
cells.

arguments

Data used by functions to complete
calculations.

AutofFill

A feature that is used to automatically fill
sequential data into a range of cells.
AutofFilters

Preconfigured filters that can be quickly
applied or removed.

Anova

Short for Analysis of Variance. Used to
examine if the averages of samples are
different in a significant way.

cell

The intersection of a row and column on a

worksheet.
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charts

Visual representations of numeric data in
a dataset.

conditional formatting

A formatting type that will highlight cells
whose data satisfies certain criteria.
consolidation

The process of combining, condensing,
and summarizing data from multiple

sources into one destination.

correlation

Indicates if data sets trend or change with
each other.

criteria range

Used in database functions or advanced
filters, this refers to the range that
contains criteria that is needed in order to

perform an operation.

database functions

Functions that allow you to perform
operations on multiple fields in an Excel

database.
delimited text

Data that is entered with one row

equaling one line of text.
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dependent cells

Cells that are affected by the contents of
another cell.

exporting

The process of sending data from one
application to another.

external reference

A link to the contents of one or more cells
within the worksheet of another

workbook.

fields

Columns that appear in a dataset that is

used for a PivotTable.

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.

filtering

Removing data from view, based upon set
criteria.

Flash Fill

Feature that will automatically extract or
combine data based on a pattern.

font

A set of typeface.
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form

An interface element of a workbook that
is used to collect data or execute an
action.

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, as well as values and
formulas in the selected cell.

function

A preconfigured formula that is used for a
specific purpose.

HTML

A programming language that describes
how to display data.

importing

The process of opening data in one
application that was saved in another

application.

logical operators

A type of operator that is used to
compare values and determine whether

those values meet specified criteria.
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logical values

A type of value that expresses whether
data is TRUE or FALSE based on specified
criteria.

macros

Small programs that are created to
complete a specific task or set of tasks.
mixed references

Cell references that include both relative
and absolute references.

multi-cell array formula

A type of array formula that performs
multiple calculations on one or more

arrays and then displays the results.

outline

A feature in Excel that allows you to
organize datasets in a worksheet into

hierarchical groups.

PivotChart

Similar to regular Excel charts, a
PivotChart is a visual representation of
data that is being displayed in a
PivotTable.

PivotTable

A data analysis tool that dynamically
allows you to pivot columns and rows of
raw data without altering it.

precedent cells

Cells within a worksheet that provide data

for a formula.

© 20019-2025Ultimate IT Courses Training Materials Inc.

357

range names

Meaningful names that can be added to
cell ranges so that they can be easily

referred to and understood later.
relative reference

A cell reference that will change relative
to its positioning in a worksheet.
scenario

A set of cell values that are saved and
substituted into your worksheet at your

convenience.

single-cell array formula

A type of array formula that performs
multiple calculations on arrays and then

displays the results in a single cell.

slicers

A type of data analysis tool that works in
conjunction with PivotTables to sort data

based on unique data entries.

Sparklines

Small graphs contained within a single cell
that are used to summarize data and

display trends.

spreadsheet

Either a paper or electronic file that is
used to store and work with data (mostly

numbers) in a tabular fashion.
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SUBTOTAL function

A type of Excel function that is used to
perform calculations on subsets of data.
subtotals feature

A feature that is used to quickly perform
the SUBTOTAL function on a subset of
data within a dataset.

summary function

A feature that uses SUBTOTAL functions
on subsets of data within a table.

table

A dataset that is comprised of rows and
columns but is treated as one object
(unlike regular data ranges).

Tell Me

Natural language help feature accessed
directly on the ribbon interface.

Text pane

Part of the interface when SmartArt is
added or selected in Excel. Is typically
used to add text to SmartArt.

tracer arrows

Colored arrows used to indicate the
direction of the data flow to and from

cells and formulas.
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transactional data

Data that represents each transaction (or
event) in a series. It is not summarized in
any way and is considered raw data
without row labels.

VBA

Visual Basics for Applications, a
programming language that can be used
to automate procedures in Microsoft
Office.

workbook

An Excel file that stores multiple

worksheets.
worksheet

An electronic spreadsheet.

workspace

Saved set of Excel files.
XML

A commonly used programming language
that is frequently used to describe data;

stands for Extensible Markup Language.
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