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About Shelley Fishel

Shelley Fishel has more than a dozen years’ experience in helping people to get more from their computers.
After working for an IT training organization Shelley decided to ‘do her own thing’ when she realized

the limitations of delivering standard courses.

“Why waste time and money on training people in areas that are not relevant to them? It's common

sense to invest that time and effort on what they really need”

That was the ‘light bulb moment’ and the IT Training Surgery’s unique approach has resulted in a growing

business with a team of highly qualified IT trainers.

“If trainees get bored they forget most of what they learn. We like to offer a range of training approaches

to suit different people and, most of all; we aim to make training fun!”

Shelley and her team have worked hard to achieve accreditation by the Learning and Performance Institute

for the IT Training Surgery, as a recognized high quality provider of IT training,

To find out more about our training give us a call on 020 8203 1774 or visit our website

www.theittrainingsurgery.com
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About Excel 2013 Core Intro

This user guide will take you through all the things you need to know when using Excel at a simple level.
You will learn how to:

« Get around Excel 2013

o Add text and numbers to spreadsheets

o Use Autofill to copy formula and create series
+ Create a basic formula

o Use Average Minimum and Maximum

«  Work with Worksheets

e And much more
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1 First things first

1.1 Starting Excel

Excel 2013 can be started from the Start Screen, the desktop or the Task Bar.

1.1.1 The Start Screen (Windows 8.1)

Figure 1 - Windows 8 Start Screen

Click or Tap (if you are using a touch screen) on the Excel Tile

1.1.2 The Desktop

Figure 2 - Excel Shortcut on the Desktop

Click on the Desktop Icon to launch Excel 2013

Download free eBooks at bookboon.com
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1.1.3 The Task Bar

Figure 3 - The Taskbar along the bottom of your screen

Click on the Excel Icon on the Task bar to launch Excel 2013

1.2 The Excel Window

The Excel Window is arranged with the title of the workbook along the very top edge, the Quick Access
Toolbar top left, the Minimize, Maximize and Restore icons top right and a grid in the middle, with

vertical and horizontal scroll bars.
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Figure 4 — The Excel Window

1.3 The Ribbon

The Ribbon sits across the top of the screen and is made up of several Tabs. . Each Tab is arranged into

groups and each group consists of icons that complement each other.

1.3.1 The Home Ribbon

HOME | INSERT ~ PAGELAVOUT  FORMULAS  DATA  REVEW  VIEW  ACROBAT Shelley Fishel - €}
e == ' v - £33
Arial 0 <K A == &- - SWapTe [curmency -] = i ;) %‘:'““ = ‘;Y i | > Decte Sheet Columns
N . . . J cq | B Delete - ¥ S 2% Delete Sheet Rows
B ru-|m o —E = e 5 Merge & Center ~ ©0« 05 s %3 g0 | Conditional Formatas Cell =, art & Fin
&-4 2 ® 2% | Formatting~ Table~ Styles~ | B Format~ | & = Fijter~ Select~
Editing Columns and Rows ~

Clipboard 1 Font ] Alignment ] Humber [} Styles Cells

Figure 5 - Home Ribbon

Here you will find the most commonly used icons, for example formatting, adding rows and columns,
editing and finding things.
Download free eBooks at bookboon.com
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1.3.2 The Insert Ribbon

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Shelley Fishel ~ &
- [ - = -5 %- n T i — A TT Equation ~
B B ld g g s i G W Y o B R Q)T
PivotTable Recommended Table | Pictures Online . | Recommended Y PivotChart Map Power Line Column Win/ Slicer Timeline Hyperlink Text o
- | My Apps - -
PivotTables Pictures @+ Charts 3 v - View Loss N
Tables lllustrations Apps Charts | Tours | Reports Sparklines Filters Links Symbols -~
Figure 6 - Insert Ribbon
The Insert Ribbon is where you add a Pivot Table, Pictures, Charts and Shapes.
133 The Page Layout Ribbon
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Shelley Fishel - &
I Colors - @ r‘ﬁ‘w == D L - F] | oy Width: |Automatic ~ I Gridlines Headings La =
o= @ B e (4 i
[A]Fonts~ [ ID Eﬂ’ [ ! = 3 [IHeight: | Automatic ~ 4 [V View  [¥] View = U Ll e
Themes. Margins Orientation Size  Print Breaks Background Print ——————{| Sheet Right- Bring Send  Selection Align Group Rotate
- [OJeffects- | - - - Arear - Titles | [HlScale  [100% 1| " to-lefe [1Print  [JPrint | Forward~ Backward= Pane <
Themes Page Setup 5 Saale to Fit 3 Sheet Options 5 Arrange -~

Figure 7 - Page Layout Ribbon

Change the way the page is laid out using the icons on this Ribbon, including Margins, Orientation

and Scaling.
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134 The Formulas Ribbon

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT Shelley Fishel - a

[ =] o] =. = Define Name ~ %25 Trace Precedents Show Formulas
A X B EEBLDE R @ = : 5 Gl
orr 3% Trace Dependents 4 Error Checking ~
Insert  AutoSum Recently Financial Logical Text Date& Lookup& Math&  More Mame Watch  Caleulation (2 Cyculate Sheet

Enen 2 oy = - Time- Reference~ Trig~ Functions~ Manager 3 Create from Selection I3 Remove Arrows - (%) EvalusteFormula  Window | Options

Function Library Defined Names Formula Auditing Calculation ~

Figure 8 - Formulas Ribbon

The Formulas Ribbon has categories for all the formulas in Excel and this is where you will find Auditing

and Named Ranges.

1.3.5 The Data Ribbon

HOME  INSERT ~ PAGELAVOUT ~ FORMULAS  DATA  REVIEW  VIEW  ACROBAT Shelley Fishel - 3
ey & B REm af@ VX = 5 X B B YR &
From From From From Other  Exsting | Refresh ’ z) Ser  Fher oo Tedto Flash Remove  Data  Consolidate What-lf Relatio Group Ungroup Subtotal
Access Web Text Sources~  Connections | All - # Advanced | Columns  Fill Duplicates Validation - Analysis = - -
Get External Data Connections Sort & Filter Data Tools Outline nloA

Figure 9 - Data Ribbon

If you want to Sort, Filter, Subtotal, analyze or bring data in from other sources - the Data Ribbon is

where you want to be.

1.3.6 The Review Ribbon

HOME INSERT PAGE LAVOUT FORMULAS DATA REVIEW VIEW ACROBAT Shelley Fishe

:?: a E ] E;‘ ] fide Comme D E—\ ’*g 3 Protect and Share Workbaok 75
& IS Shaw All Comments EF Allow Users to Edit Ranges 5
Spelling Research Thesaurus = Translate New ete Previ s Protect Protect Share Start

Comment 5 Show Ink Sheet Warkbook Workbool [ Track Changes ~ Inking

Froofing Language Comments Changes Ink

Figure 10 - Review Ribbon

Here you can Spell Check, Translate, add a Comment and Review the workbook with others.

1.3.7 The View Ribbon

HOME ~ INSERT  PAGELAYOUT  FORMULAS ~ DATA  REVEW | VIEW  ACROBAT Shelle
i = CIsplit | CL View Side by Side vl
/| Formula Bar Q [E) = E E J O
2 EIEEE 3 E |2 S =Nl
Normal Page Bresk Page CUstom | 1) Gidlines [4] Headings | 200M 100% Zoomto | New Amange Freeze Switch | Macros
Preview Layout Views Selection | Window Al Panes~ Windows - | -
‘Waorkbook Views Show Zoom Window Macros

Figure 11 - View Ribbon

Change the way you are viewing the workbook here and customize the way your workbook is displayed.
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1.4 Customizing the Quick Access toolbar

The Quick Access Toolbar is one of the most useful tools in Excel. There is a version of this for each of

the Office packages so you can apply this lesson to Word, Excel, PowerPoint and Outlook.

The Quick Access Toolbar is situated at the top left of the screen above the File menu. It holds shortcuts
that you use frequently. When you first load Excel there are only a few icons on the Quick Access Toolbar.

You can customize the toolbar with the icons that you use most frequently.

The Quick Access Toolbar can be moved to sit below the Ribbon which then gives you plenty of space

to keep adding icons.

1.4.1 The Quick Access Toolbar at first

- —_— o

B H S T

FILE HOME IMNSERT PAGE

Y o

Figure 12 - Quick Access Toolbar

Here is the Quick Access Toolbar when you first load Excel. The only icons are:

o Save
« Undo
« Redo

o Touch - this changes the Ribbon giving more space between icons for use with a touch device

Download free eBooks at bookboon.com
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14.2 Adding Icons to the Quick Access Toolbar

Bl - 2 F

FILE HOME INSERT Customize Quick Access Toolbar
¥ Cut New

Ar
B Copy ~ Open
¥ Farmat Painter ¥ Save
Clipboard F —
Quick Print ]
B21 bt
Print Preview and Print
A B Spelling
U Drink Cost Price F
2 |Cappuccino 0.85 | v Undo
3 Macchiato 0.85 + Redo
4 |Latte 0.9 —_ )
BN Chocolate 0.95 Sort Ascending
6 Sort Descending
; v Touch/Mouse Mode
q More Commands...
:113 Show Below the Ribbon

Figure 13 - Add standard icons to the Quick Access Toolbar

Click the drop down arrow on the right of the Quick Access Toolbar and select from the list of frequently

used icons. Whatever you select will be added to the toolbar.

« If you would like the Quick Access Toolbar to be shown below the Ribbon pick ‘Show Below
the Ribbon’

o For more shortcuts click More Commands

1.4.3 Add an Icon with Right Click

IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

| [ Eﬁ N (= S o< - === L

: ] Add to Quick Access Toolbar ]H
Margins Oriel
E - Customize Quick Access Toolbar... | St
Show Quick Access Toolbar Above the Ribbon
- 1]
) D i Customize the Ribbon...

Collapse the Ribbon

Figure 14 - Add icons with right click

When you find an icon that you use all the time, you can save yourself a little time by adding it to the

Quick Access Toolbar using the Right Mouse button.

Download free eBooks at bookboon.com

18


http://bookboon.com/

Excel 2013 Core: Intro First things first

144 More Commands

Excel Options ?

H General E% Customize the Quick Access Toolbar.
[ Formulas
Choose commands from: (i Customize Quick Access Toolbar: (i
Proofing I v @ For all documents (default) v
Save
Language <Separator> ~ H save
b _ Borders » € Undo 4
Advanced Calculate Now * Redo »
Customize Ribbon Centes % Touch/Mouse Mode d
Conditional Formatting » [ New
Quick Access Toolbar Connections f-_.? Quick Print
Add-Ins Comy @
Create Chart
Trust Center Custorn Sort..,
Cut
Datasheet Formatting
Decrease Font Size Add >>
Delete Cells...

Delete Sheet Columns

Delete Sheet Rows

Ernail @
Fill Color 3

> A eE5 N> FIXES & Eamil

Filter
Font L=
Font Color 2
Font Size =
¥ Format Painter

=] Freeze Panes 4

A Increase Font Sire b

[[] Show Quick Access Toolbar below the EiEDmEZoM fetin

Ribbon Import/Export * |

-
(s)

Figure 15 - Add more commands to the Quick Access Toolbar
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There are hundreds of icons in Excel that can be added to the Quick Access Toolbar. As we all work

differently we will have different requirements.

o Click the Drop down to the right of the Quick Access Toolbar
o Select More Commands

o Choose from the different selections of icons available.

1. Here is a drop down list of different categories of icons, have a look through what is available.

2. The column on the Left shows the available icons in the category displayed — double click an
icon to move it across to the Right hand column

3. The column on the Right shows the icons currently on the Quick Access Toolbar

4. You can move the icons up and down the order with these spinners

5. Click OK when you are done

1.4.5 Show below the Ribbon

HOME IMNSERT PAGE LAYOUT =
e Arial P
ER Copy -
% Farmat Painter BEE Lo &v
Clipboard Ma Font

41

H - I

Figure 16 — Show the Quick Access Toolbar below the Ribbon

Here I have clicked Show Below the Ribbon and added the New document icon and the Print Icon

1.4.6 Remove an icon from the Quick Access Toolbar

B H o AN N

FILE HOME INSERT Customize Quick Access Toolbar

W Mew

s e Arial

E® Copy ~ Open
e B I |, save

Figure 17 - Remove Icons you no longer require

If you want to remove one of the frequent Icons, you can remove the tick from the drop down list and

the icon will disappear.
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147 Right Click to remove an Icon

o - - Eﬂr =
Rermove from Quick Access Toolbar

HOME INSERT W
B Customize Quick Access Toolbar...
5 Cu - -
Arial Show Cuick Access Toolbar Below the Ribbon o
i Copy -
B Customize the Ribbon...

Cnllance the Rikkhnn

Figure 18 - Use Right Click to modify the Quick Access Toolbar

Just like adding, you can also right click to remove an icon from the Quick Access Toolbar.
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1.4.8 Use More Commands To Remove An Icon
Excel Options ?
Generdl E% Customize the Quick Access Toolbar.
Formulas
. Choose commands from: ' Customize Quick Access Toolbar
Rroohmg Popular Comrmands ] For all documents (default) )
Save
Languzge <Separator> ~ H save
2 Borders € Undo ¥
Advanced Calculate Now @ Redo ¥
Customize Ribbon = Center & Touch/Mouse Maod [
% Conditional Formatting »
ick A Toolb i
Quick Access Toolbar [ Connections T
Add-Ins 2 Copy
: 11 Create Chart << Remove
Trust Center Custom Sort...
H Cut
E Datasheet Formatting
& Decrease Font Size v
[] Show Quick Access Toolbar below the Customizations: feschis
Ribbon Import/Export ¥ |4
£ >
—
®
Figure 19 - More Commands - remove or move icons around
1. Select the icon you wish to remove in the right hand column
2. Click Remove
3. Click OK
1.5 Customizing the Ribbon

In Excel 2013 you can customize the Ribbon itself. This means you can have a whole ribbon tab with

your own icons and groups of icons, or you can just change one of the pre-set Ribbon tabs to suit.

1.5.1 Customize the Ribbon

1. Click File
2. Click Options
3. Click Customize the Ribbon

Account

Options

Figure 20 - Excel Options
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First things first

General
Formulas
Proofing
Save

Language

Add-Ins

Trust Center

E-E Customize the Ribbon.

Choose commands from: ()

|P0pular Commands

All Chart Types...
Borders |’
Calculate Now

Center

Conditional Formatting L4
Connections

Copy

Custom Sort..,

Cut

Decrease Font Size

Delete Cells...

¢ XFeh> Sl el

Delete Sheet Columns

Figure 21 - Customise the Ribbon

Customize the Ribbon: ()

|Main Tabs

(2

Main Tabs
= [ Home

Clipboard
Font

Alignme
MNumb
Styles
Cells

Editing
[+ Insert
Page Layout
[V Formulas

You will now see two columns, on the left are the available icons that can be added to the Ribbon (1)
On the right are the different Ribbon tabs (2) and groups of icons (3).

E-E Customize the Ribbon.

Choose comrmands from:

Popular Commands

Popular Commands
Commands Mot in the Ribbon
All Comrmands

Macros

File Tab

All Tabs

Main Tabs

Tool Tabs

Custorn Tabs and Groups

A Decreaze Font 5ize

Ex Delete Cells...
T4

> Delete Sheet Columns

Figure 22 - Choose the commands group to add commands from

You can choose commands from the list of Popular Commands or from one of the other drop

down options.
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1.5.2 Create a New Group on an Existing Ribbon Tab

Customize the Ribbon:
Main Tabs W

Main Tabs

= T
Clipboard

Font
Alignment
Number
Styles
Cells
Editing

[#] Insert

[#] Page Layout

[+ Farmulas

[+] Data

[+] Review Z

[ View

[] Developer

[+] Add-Ins

Background Removal

=

5

2
Mew Tab New er Rename...
Customizations: Reset i
Import/Export ¥ |

Figure 23 - Create a new group of icons

1. Click on the Ribbon you wish to customize
2. Click New Group
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153 Rename the new group

Excel Options

First things first

General

Formulas

Proofing

Save

Language

Advanced
Customize Ribbon
Cluick Access Toolbar
Add-Ins

Trust Center

E-E Customize the Ribbon.

Choose commands from:

Popular Commands

Symbol:

[

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

Insert Function...
Insert Sheet Columns
Insert Sheet Rows
Macros

i, Al > A A% X > S| el

=
¥
=

[ wuti=

hMerne R Center

Figure 24 - Rename a group of icons

Ll

Click OK

Select the New Group (Custom)
Click on Rename

Type in your new name
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1.54 Add Icons to the New Group

G | s

s E-E Customize the Ribbon,
Formulas

) Choose commands from: Customize the Ribbon: )

Piooimg ‘Popular Commands EI |Mam Tabs EI
Save
L All Chart Types.., ~ Main Tabs

AR Borders [» = [¥]Home
Advanced Calculate Now Clipboard

: Center Font

Conditional Formatting 4 Alignment

Connections Nurnber

Copy Styles

Custom Sort.., Cells

5 Cut Editing

Decrease Font Size =l Colurnns and Rows (Custorn)
Delete Cells... 3'(‘ Delete Sheet Columns
57 Delete Sheet Rows

B Delete Sheet Columns @

X Delete Sheet Rows o Add >» Insert [«]
107 Email [] Page Layout Z
& Fill Color [» 9] Formulas

Y

A

Quick Access Toolbar
Add-Ins

Trust Center

©

Filter
Data

Font -I:
Font Color Ib [] Review

Figure 25 - Add icons to the new group

1. Click on the icon you want to add from the list on the left
2. Click Add

3. The icons now appear in the group you selected

When you have finished adding icons, click OK to go back to Excel.
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155 See the Group on the Ribbon

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

e S - = 4 v - i £ <
O & -[o -] A A = ®- - General - e 2] 7] E‘“‘“’t >3 %Y R ;& Pete shest Columns
G B~ ‘ dH i c‘u Fr Delete - | [F - S 2X Delete Sheet Rows
asie B I U- M. &H-A- = & 3= . 2.0 » <+ £ | Conditional Formatas Cel e ort & Find §
- ¥ - “" | Formatting = Table~ Styles~ | = Format~ | & Fier o Selec
Clipboard  ra Font Fl Alignment F] Number T Styles Cells Editing Columns and Rows

e J Rt - [T

Figure 26 - New Group on the Ribbon
My new group Columns and Rows is now on the far right of the Home Ribbon.

This means that you can customize one or two Ribbon Tabs with your favorite icons so that they are

always there at your fingertips.

1.5.6 Create a new Ribbon Tab

Mew Tab Mew Group Rename...
Customizations: Reset * i
Import/Export = |

Figure 27 - Create a new Ribbon

If you want to create a brand new Ribbon Tab rather than modify an existing one, click New Tab

1.5.7 Rename the Tab

Customize the Ribbon:
' Main Tabs v

Main Tabs
=[] Home
Clipboard
Font
Alignment
Mumber
Styles
Cells
Editing
Columns and Rows (Custom)
B o T Cusomy
New Group (Custom)
nsert &

R Page Layout

Formulas

[] View

[[] Developer

Add-Ins
Backgmund Removal

Mew Tab New Group Rename...
Customizations: Reset =
! Import/Export ¥ |1

Figure 28 - Rename the New Tab

1. Click on the New Tab (Custom)

2. Click on Rename
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1.5.8 Type a Name for the New Ribbon

| £
ase F R e 2 H Co

: Cell ew T
:She i M
Display name: |Shelley £
:She cert
ilor g

| (o TrarmL

Figure 29 - Add the name for the tab

1. Type in the name
2. Click OK

3. Then rename the New Group (Custom) as above
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1.5.9 Now Add Icons to the New Ribbon And Group

E-E Customize the Ribbon,

Choose commands from: G Customize the Ribbon:
‘9 Main Tabs ] Main Tabs Y]
HiEageiayout -~ Main Tabs ~
'ge Formulas =l [#] Home
E = Data :
ed
Get External Data Eclllstboard
qize Ribbon Connections Alianment
El Sort & Filter i
Access Toolbar & Sart Ascending w
. ,%\.I, Sort Descending ct:r”?s
) E‘ﬁ't’; Editing
enter Y ol Columns and Rows (Custom)
‘K: R:aaprply = [ Shelley (Custom)
Y Advanced El SortingStuff (Custom) N
El Data Tools — Custom Sort
E}j Convert Text to Table << Remove = £l Subtotal
[=' Flash Fill Inseit
E‘H Rernove Duplicates Page Layout
% Data Validation [ [] Formulas
f-2 Consolidate
% What-If Analysis
Relationships )
& Outline [ View
HEE Group &[] Developer o

Figure 30 - Keep adding icons

Find the icons you want and add them to the group you renamed - I am adding my favorite Sorting
and Subtotal features.

1.5.10  See your new Ribbon

=
FILE HOMH Shelley SERT PAGE LAYOUT FORMULAS

Z|A| @E
alz| FEE

Figure 31 - My New Ribbon - called Shelley

Here is my new Ribbon.
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1.5.11  Moving Tabs around

Customize the Ribbon: i
Main Tabs W

Main Tabs
[«|Heme

[+] Insert
Page Layout

=N Shelley (Custom)

SortingStuff (Custom)
[+ Formulas

[+«] Data

[+] Review

[] View

[ ] Developer

[+] Add-Ins

Background Removal

Figure 32 - Use up and down arrows to change the order

1. Click on the Ribbon you want to move
2. Click the Move Up button or the Move Down Button

American
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1.5.12 Remove a tab

Custormnize the Ribbaon:

W Main Tabs W

Main Tabs
[+|Home

[+] Inzert
Page Layout
=l [#] Formulas

Function Library
Defined Names
Formula Auditing
Calculation

BN Shelley (Custom)

Mew Group (Custom)
[+/] Data -

[«] Review
[+] View

[ | Developer
[+] Add-Ins

|

<< Remove

Figure 33 - Remove a Ribbon Tab when you no longer need it

1. Click on the tab you want to remove
2. Click Remove

1.6 Using Zoom
When working with a large worksheet, you may not be able to see everything on your screen. This is
because when maximized to 100% many worksheets are larger than the screen. To view more or less of

the detail you can use the Zoom tools.

1.6.1 Zoom Slider

Figure 34 - The Zoom Slider

The Zoom slider sits at the bottom right of the screen. To change the magnification drag the slider right

to enlarge and left to reduce. You can also click on the plus and minus signs.

Download free eBooks at bookboon.com

31


http://bookboon.com/

Excel 2013 Core: Intro First things first

1.6.2 Show the Zoom dialogue box

foom ?

Magnification

i 505
) 255
[} Eit selection

) Custom: |00 |56

4

H m -— 3+ 0
Figure 35 - See the Zoom Slider dialog box

Click on the 100% which is in the bottom right corner

The Zoom box will appear where you can change the magnification or fit selection.

Use the Zoom group on the View Ribbon

QL3 &

=T

foom 100% Zoomto
Selection

Zaoom

Figure 36 - Use the Ribbon

Zoom - this opens up the Zoom dialogue box
100% — returns the worksheet to 100% magnification if you have changed it

Zoom to Selection - this will zoom the current selection in view
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1.7 Assigning shortcut keys using The Alt Key

Office 2013, including Excel 2013, comes with built in keyboard shortcuts that you access via the Alt
Key. Press the Alt Key and some letters and numbers pop up on screen. Now press those letters and

numbers in sequence and you have a keyboard shortcut.

However, if you wish to create your own keyboard shortcut, you can add your shortcut to the Quick Access

Toolbar and then when you hit Alt, a number appears — hey presto you just customized a keyboard shortcut.

1.7.1 Add Your Icon to the Quick Access Toolbar

Shi

- B 2 W
? e T

Zonsol Add to Quick Access Toolbar

E
al

s Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon
Customize the Ribbon...

L Collapse the Ribbon Q

Figure 37 - Add icon with right click

Right click and then click on Add to Quick Access Toolbar

The Wake
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The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning
from 450 to 87,220 kW per engine. Get up front!

Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.
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1.7.2 Here is my Quick Access Toolbar

BEH S nh'ﬁ’-lEE3=|

HinkAE IKICERT DAGE T AWM

Figure 38 — Modified Quick Access Toolbar

My new addition shows up on the far right in position number 6

1.7.3 Press Alt

ChwomBE-

Figure 39 - Press the Alt Key to get visual shortcuts

When I press the Alt Key - the numbers which indicate the position of the icon on the Quick Access
Toolbar appear.

Now to use my Subtotal icon I just press 6.

So Alt + 6 is my new keyboard shortcut for Subtotals.

Alt + 1 would be Save, Alt +2 would be Undo etc.

1.7.4 Change the order

Customize Quick Access Toolbar: '

For all documents (default) W

Save

Unda

Redo 3
Touch/Mouse Mode 3
Subtotal

Quick Print

BEeVID

HmMove

Figure 40 - Change the order of icons

1. Click File

2. Click Options

3. Click Customize the Quick Access Toolbar

4. In the list on the right, select the icon you want to move up or down
5. Click on the Move Up or Move Down arrows to change the position
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1.8 Adding values to workbook properties

Workbook Properties allow you to add information about the Workbooks. Add an Author, a Title, Tag

the workbook so that it can be found easily.

1.8.1 Where do | find Properties?

Coffe Sales - Bxcel ?2 - 0O %
Shelley Fishel = 8
Coffe Sales
Shelley Fishel's OneDrive @ theittrainingsurgery » Dacuments » Backboon
Protect Workbook Properties -
Control what types of changes people can make to Size 22.9K8
Protect < W
i o TEworkbaok. Title Coffe lsland Sales
Tags online course d...
Categories Add a category
:ﬁ Inspect Workbook Related Dates
Before publishing this file, be aware that it cantains:
Check for Document properties, document server et Mocitie
Issues~ properties, cantent type infarmation, printer path, Created
author's name, related people, related dates and B
absalute path
Headers and footers
ST Custom XML data Related People
Author
e Shelle...
ptions :
Versions -

a Add an suthor
Manage Last Modified By shelle..
Versions -

Related Documents

_ i i Open File Location

Browser View Options =lop
1] Pick what users can see when this workbook is viewed Show All Propertics
Browser View | on the Web,
Options

Figure 41 - The Properties Panel

Click on File and then see Info
Properties are displayed on the right

1.8.2 Add an Author

Last Printed

Related People

Manager }
Shelley Fishel
Specify the manager
Author 3
Shelley Fishel
HEIr:nI 5;@ EE]

Last Madified By

Figure 42 - Add another author or change the author

You can type the name of another person to have them the Author or you could pick them from a list
in the address book.

Properties will show you when the document was first created, last printed or modified and who the

Author is.
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1.8.3 Document Panel

D Show Document Panel
0:| Edit properties in the Document
Panel above the workbook.

Advanced Properties btot...

See more document properties

Categories Demo

Figure 43 - See the Document Panel to add properties

You can also edit Document Properties directly in a Document Panel above the workbook. Click Show

Document Panel to turn it on.

1 € | Document Properties ~ Location: | https://traini y-my.sharepoint.com/p I y_{ |4 Required field X

Author: Title: Subject: Keywords: Category: Status:
Shelley FishefHelen Coffe Island Sales online course does Demo

Comments:
Demo for Sort, Filter, Subtotal and Pivot

Figure 44 - The Document Panel

Here are the document properties for the Coffee Sales workbook.

1.8.4 Close the document information panel

-

Location: | https://trainingsurgery-my.sharepoint.com/personal/shelley_t |+ Required field

Status:

Figure 45 - Close using the x on the right

Click on the X in the top right hand corner of the document panel to switch it off.
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2 Saving

2.1 Saving a Workbook for the First Time

There are several ways to save your work in Excel 2013. The icon on The Quick Access Toolbar, The File

Menu and the Keyboard.

2.1.1 Saving your workbook for the first time

Save As
T El v ThisPC » Windows (C:) » Users » User » Documents » v & Search Documents Fel
Organise v New folder s - @
B Desktop ~  Name Date modified Type Size &
8 Downloads
o 20140130-CDOL Jan 14 L5 - Designing Sli... 3 File folder
43 Dropbox
Bluetooth Exchange Folder File folder
& SkyDrive
Bookboon File folder
ﬁ) SharePoint
Camtasia Studio File folder
Documents
Clients File folder
#& OneDrive @ theit
Coffee Island File folder
Customn Office Templates File folder
B Desktop
. . Custorn Office Templates 1 File folder
4@ SkyDrive
Demos File folder
+& Homegroup B
E Design Store File folder
B Shelley Fishel
3 DUET VAAD File folder
2 Shelley Fishel
g Ecademy Blogs 014 21:19 File folder v
File name: v
Save as type: | Excel Workbook v
Authors:  Shelley Fishel Tags: Addatag Title:  Add atitle
[ Save Thumbnail l,}

' Hide Folders Tools w Cancel

Figure 46 — Name the workbook and set the location

When you save the workbook for the first time, you will be prompted for the location you want to save

the workbook to, and for the name of the workbook.

2.1.2 Save a Workbook Quick Access Toolbar Method

© - - B

S INSERT
Sawve (Ctrl+5)

D T Calibri -1
= -

Figure 47 - Use the Save icon

Click the Save Icon on the Quick Access Toolbar

Navigate to the folder where you want to save the workbook
Type a name for the workbook

Click Save

Ll A
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2.1.3 Save using the Keyboard

Press Control + S

This keyboard shortcut will save the workbook just like clicking on the icon. You will be prompted in

the same way.

2.1.4 Saving with File As

New Workbook - Excel

Save As

@ theittrainingsurgery E;l Computer

Current Folder
#@ Shelley Fishel's OneDrive Documerf's @
C:\Users\User\Documents)
LI L

eCemt TOIgers
&, Shelley Fishel's OneDrive

Documents

. Bookboon
EE Other Web Locations C:» Users » User » SkyDrive @ theittrainingsurgery » Bookboon

™ Invoicing and Iracking
C:» Users » User » SkyDrive @ theittrainingsurgery » Invoicing and Tracking

E\j Computer

sers » User » SkyDrive @ theittrainingsurgery » Udemy

1 Add a Place Downloads
C:> Users » User » Downloads

Desktop

Figure 48 - Save as can do many things

Click File

Click Save As (2)

Click Computer (if you are saving your document locally) (3)
Select the folder from the list on the right (4)

ok D

If you cannot see the folder you want to use, you can click Browse to navigate to the one
you want (5)

6. Type a name for the workbook

7. Click Save

2.2 Saving your Workbook Once it has a Name

When you save a workbook that has already been saved before, all you are saving is any work you have

added to it since it was last saved.
You can use any of the Save options to save your work. Use the Save Icon, Control + S or File -Save As.

If you want to save a copy of your workbook in another location then you will need to use File and Save

As so that you can pick the folder where you wish to save the workbook.
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23 Save as different file formats

Saving

Most of the time, you’ll probably want to save your workbooks in the current file format (.xIsx). However,

sometimes you might need to save your spreadsheet as a PDF, a text file or an XPS file. Bear in mind

that if you save your spreadsheet in another format, some data and features may not be supported and

so will not be saved.

If you need to save your work in a format that an older version of Excel can open, then any features

which are new in Excel 2013 may not be available in the older version.

2.3.1 Save As

Save As

@ theittrainingsurgery
6 Shelley Fishel's OneDrive
ﬁ Shelley Fishel's OneDrive
o= Other Web Locations
El‘;l Computer

A L
ccount mm  Add aPlace
L]

Options

Book1 - Excel

E@) theittrainingsurgery

Recent Folders

@ Bookboon

Shelley Fishel's OneDrive @ theittrainingsurgery »

® Blogs

Shelley Fishel's OneDrive @ theittrainingsurgery »

® Excel
Shelley Fishel's OneDrive @ theittrainingsurgery

® Excel Files used in Videos

Shelley Fishel's OneDrive @ theittrainingsurgery »

® Files
Shelley Fishel's OneDrive @ theittrainingsurgery

Documents »

Documents »

» Documents »

Documents »

» Documents »

& Shelley Fishel's OneDrive @ theittrainingsurgery

Browse

Figure 49 - use different formats for different jobs

1. Click File
2. Click Save As

Bookboon

Blogs

Demos » Excel

MyOlli » Exercises » Excel Dem,

CDOL » Evidence » Files

3. Navigate to the folder location where you want to save the workbook
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23.2 Decide on the Type of File

File name: | Bookl <
Save as type: | Excel Workbook v
xcel Workbook
AT Excel Macro-Enabled Workbook

Excel Binary Workbook

Excel 47-2003 Workbook

XML Data

Single File Web Page

\Web Page

Excel Template

Excel Macro-Enabled Template

= Hide Folders

Excel 97-2003 Template

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 5.0/95 Workbook
CSV (Comma delimited)
Formatted Text (Space delimited)
Text (Macintosh)

Text (M5-DOS)

CSV (Macintosh)

CSV (MS-DOS)

DIF {Data Interchange Format)
SYLK (Symbolic Link)

Excel Add-In

Excel 97-2003 Add-In

PDF

XPS Document

Strict Open XML Spreadsheet
OpenDocument Spreadsheet

Figure 50 - There are many different types of file to choose from

. Click Save as Type

. Select the type of file you wish to create
. Type a name for your file

. Click Save

BNW N

See the light!
The sooner you realize we are right,
the sooner your life will get better!

A bit over the top? Yes we know!

\We are just that sure that we can make your
media activities more effective.
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Email kbom@bookboon.com

bp .
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24 Saving Files to remote locations
Office 2013 is a stand-alone product and also part of Office 365. You can save your files to different

locations other than your local computer or your workplace network.

Office 365 comes with Onedrive for Business and Sharepoint. If you are using a stand-alone version of
Office and you have a Windows Live or Microsoft Account you also have a personal One Drive storage

location in the cloud.

241 Save to OneDrive

@ theittrainingsurgery E; Computer
Current Folder
@ Jones Lisa's OneDrive SkyDrive
C: » Users » Lisa = SkyDrive
Save as Adobe El:l Computer Recent Folders
°0F SkyDrive
C: » Users » Lisa = SkyDrive
Print
s Add aPlace S
Share Deskiop

Export

Figure 51 - Save online to OneDrive

Click File
Click Save As
Select the OneDrive

Ll

Select the folder where you want to save your workbook
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2.4.2 Save to SharePoint

Saving

Save As

@ theittrainingsurgery

&  Shelley Fishel's OneDrive
Shelley Fishel's OneDrive

Other Web Locations

Computer

s Addapiace

Account

Options

Book1 - Excel ? - 8 %

Shelley Fishel ~ a

@ theittrainingsurgery

Recent Folders
'® Bookboon
Shelley Fishel's OneDrive @ theittrainingsurgery = Documents = Bookboon
& Udemy

Shelley Fishel's OneDrive @ theittr: s~ Uddermy

® Blogs
Sheliey Fishel's OneDrive @ theittrainingsurgery » Documents » Blogs

@ Excel
Shelley Fishel's OneDrive @ theittrainingsurgery » Documents » Demos » Excel

'@ Excel Files used in Videos
Shelley Fishel's OneDrive @ theittrainingsurgery » Documents » MyOlli » Exercises » Excel Dem..

& Shelley Fishel's OneDrive @ theittrainingsurgery

Browse

Figure 52 - Save online to a company SharePoint site

Click File
Click Save As

L A

find the folder you want to use

Click on the Sharepoint icon with the organization’s name

Select the folder to store your workbook in from the recent folder list, or click Browse to

243 Save to your Personal Folder on the SharePoint Site

Save As
@; theittrainingsurgery

ﬁ Shelley Fishel's OneDrive
Save As

Save as Adobe @ Shelley Fishel's OneDrive
PDF

Print :EE Other Web Locations
Share

EI‘:I Computer

o= addaplace

Account

Opions

Book! - Excel S = |

Shelley Fishel =

E@) theittrainingsurgery
Recent Folders

® Bookboon
Shelley Fishel's OneDrive @ theittrainingsurgery » Documents » Bookboon

® Udemy
Shelley Fishel's OneDrive @ theittrainingsurgery = Documents » Udemmy

® Blogs
Shelley Fishel's OneDrive @ theittrainingsurgery = Documents » Blogs

® Excel
Shelley Fishel's OneDrive @ theittrainingsurgery » Documents » Demos » Excel

Shelley Fishel's OneDrive @ theittrainingsurgery » Dacuments » MYOIli » Exercises » Excel Dem...

® Shelley Fishel's OneDrive @ theittrainingsurgery

Browse

Figure 53 - Save to your personal folder on the company SharePoint

Follow the steps above and then select User’s OneDrive @your organization — in my case Shelley Fishel’s

OneDrive@theittrainingsurgery

Navigate to the folder where you want to save your workbook
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25 Maintaining backward compatibility

When newer versions of Office programs come out, there is new functionality which is not available
in the older versions. Specifically, if you are working with someone who is still using Office 2003 then
you will have issues because the file format changed with Office 2007 which is the release that followed
2003. In later versions, new features keep being added so it becomes necessary to save the workbook in
a 2003 friendly way. This is called Compatibility Mode.

You can set your workbooks to be saved in this mode all the time, however be aware that you will lose
functionality. Alternatively, you can save workbooks individually if you know you need to send them

to someone with the older version.

2.5.1 Compatibility Mode

[ oI o Y A i T T - — =
HS 2-&-HE&D - Compatibility Mode [Compatibility Mode] - Excel 7?7 m -
HOME  INSERT  PAGELAYOUT  FORMULAS D, Shelley Fishel
% [catt IR LI o (Genenl - FZ) Conditional Formatting = Em\nsem - X éY H % Delete Sheet Column:
Eg - B2 - 95 9 | EFFormatas Tablew < Delete + 4]~ N 3X Delete Sheet Rows
v ki - v [[r=iie e - ren o iny
y BIU- - DA ===e% B g n 5 Cell Styles - Eiformats | @ v Firer- selecte
Clipboard = Font 5 Alignment 5 Number © Styles Cells Editing Calumns and Rows
6 i | > 3
A 8 G D E F G H | J K L M N o P a

1 lsales Cost Price
2|

Figure 54 - Look for Compatability Mode at the top of the screen

When you have a file that has been saved in compatibility mode it will tell you at the top of the screen.

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk
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To save in Compatibility Mode

Save As

Saving

Organise *  New folder

[ Desktop ~
18 Downloads

4¥ Dropbox

& SkyDrive

B sharePoint

& SkyDrive @ theit

| Documents

Bl Desktop
@, SkyDrive
#) Homegroup
B shelley Fishel
A Shelley Fishel

Name

@ Excel 2013
@ Screenshots
| Compatibility Mede

Date modified

25/02/2014 14:24

4} <« Windows (C) » Users » User » SkyDrive @ theittrainingsurgery » Bookboon

Type
File folder

File folder

Microsoft Excel 97...

File name: | Compatibility Mode

v

Size

V)

Search Bookboon

29KB

Save as type: | Excel 97-2003 Workbook

Authaors:

Excel Workbook
Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Workbook
XML Data

= Hide Folders

Web Page
Excel Template

E— | Excel Macro-Enabled Template

Figure 55 - Change the Save as type to save in Compatibility Mode

Click File
Click Save As

S S o o

Click Save
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253 Save all files in Compatibility Mode

Excel Options ?
G | . s
s E Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: Excel Workbook Y]
Language Save AutoRecaver infarmation eve Excel Workbook
Advanced Keep the last autosaved version e Macro-EnabIed Workloak
Excel Binary Workbook
AT i AutoRecover file location: Excel 97-2003 Workbook rosoftiExcely
o7 [[] Don't show the Backstage when of XML Data
Quick Access Toolbar . . . .
Show additional places for saving, | ingle File Web Page
Add-Ins [] Saveto Computer by default Web Page
st it e X Excel Template
rust Center .
At ocal it Jocation Excel Macro-Enabled Template
Default personal templates location: | Excel 97-2003 Template
Text (Tab delimited)
AutoRecover exceptions for: |/  Unicode Text v
XML Spreadsheet 2003 oK Cancel
Microsoft Excel 5.0/95 Workbook

Figure 56 - Set Compatibility Mode as the default setting

Click File

Click Options

Click on Save

Change the Save files in this format box to Excel 97-2003
Click OK

AN e

Whenever you save a workbook in the future, it will be saved in Compatibility Mode once you change

this setting.

254 Convert an Excel 97-2003 file to a later version

Info

Compatibility Mode

Shelley Fishel's OneDrive @ theittrainingsurgery » Documents » Bookboon

Compatibility Mode

| Some new features are disabled to prevent problems when working with previous
wversions of Office. Converting this file will enable these features, but may resultin
layout changes.

Rl Convert

Save as Adobe

Figure 57 - Convert your older files to get the most up to date functionality
If your file is in Compatibility Mode you will see the Convert button in the Backstage View.

1. Click File
2. Click Convert

Note the explanatory text that mentions that the file will be converted and that this may result in

layout changes.
Download free eBooks at bookboon.com
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3 Backstage View

3.1 The Backstage View

In Excel 2003, to change any of the standard Excel options, you would have needed to click on the Tools
Menu then select Options. In Excel 2007 you would have clicked on the Office Button in the top left of

the screen and selected Excel Options from the bottom of this menu.

In Excel 2010 this changed with the reintroduction of the File Menu and Options moved here. It is called
the Backstage View because this is where all those things that get controlled in the background live.

311 The Backstage View — Showing the Info Panel

Coffe Sales - Excel

Coffe Sales
Shelley Fishel’s OneDrive @ theittrainingsurgery » Documents » Baokboon
Protect Workbook Properties
» Control what types of changes peaple can make to this wrkbook. Size 2048
Sots i Tl Coffe Island Sal
T itle offe Island Sales
e e Tags online course docs
SR Categories Demo
ps Py Inspect Workbook Related Dates
h= Before publishing this file, be aware that it contains:
Check for " ” Last Modificd Tod:

Document properties, decument server properties, content type information,
Share Issues - printer path, author's name, related people, related dates and absolute path Crested

Headers and footers it
(e Hidden columns

Custom XML data
Sl Content that people with disabilities are unable to read Related People

Author
Shelley Fishel
Account — Versions
a Ilelen
@3 Today, 18:30 (autosave
Optirs )y Manage R o
Versions Today, 181
Last Moditied by
Shelley Fishel

Today,

Related Documents

a
% Today, 180
g
Q

Today, 17:43 (

Browser View Options

Pick what users can see when this workbook is viewed on the Web

Bro

Options

Figure 58 - Backstage View - Info Panel

Click on the File Menu

You are now in the Backstage View — in the image above, you can see the Info screen showing:

o Protect Workbook — Control what people can change and what they cannot change when
you send them your workbook

o Check for Issues — Check if there is anything in the workbook that will stop it performing at
its best and check for compatibility issues

« Versions — you can get back to a recently saved version of the workbook - these are created
when you auto save. Handy if you mess up!

o Browser View Options — control how your workbook will behave when displayed in a
browser on a SharePoint site

« Properties - set the Properties for the workbook, such as Author, or see when it was created
and edited

Download free eBooks at bookboon.com
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3.2 Excel Options

Changes to many of Excel’s options are found on the Options panel. Here you can change:

General Options - default font, what you can see etc

Formulas — how Excel calculates and other things realting to how Formulas work
Proofing - Auto Correct Options and what Spell Check should look out for

Save - the file format to save in, where auto saves are kept, how Auto recover works
Language - set the language here

Advanced - Editing options, More options than there is room for here!

Customize Ribbon - here you can customize the Ribbon and create new Ribbon Tabs.
Quick Access Toolbar — customize the Quick Access toolbar

Add Ins - View and Manage Add Ins - extra programs that compliment Excel

Trust Center - control privacy settings

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

Take a short-cut to your next job!
\ | Improve your interview success rate by 70%.
- -

. TheCVagency
Visit thecvagency.co.uk for more info.
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4 Share via Backstage View

4.1 Share Via Email

When working in Excel you may need to share your workbook with someone who is not on your team,
a client or a colleague. In this instance you may wish to email the workbook/spreadsheet or send it for

shared review. You might also wish to Present it On line or Invite Others to share it with you.

4.1.1 Share via Email

Coffe Sales Email
Shelley Fishel's OneDrive @ theittrainingsurgery s.. veryone gets a copy to review
:le @
Share Sendas
Attachment
Save As
®. Invite People

Save as Adobe Everyone works on the same copy of this workbook s
PDE i 7 =S Everyone sees the latest changes
5 (=] Email Keeps the email size small

Send a Link

== Send Adobe PDF for Shared
e Review

Convert Documents to PDF using Adobe Acrobat and send as e-mail attachment

s o
5 Present Online E Viewable and printable on most platforms
o e Reliable and secure way of exchanging and archiving documents
Adobe PDF Preserves original document look and feel
Account
i Everyone gets a PDF attachment
Options U5
¥ i< Preserves layout, formatting, fonts, and images
Send as Content can't be easily changed
PDF

Everyone gets an XPS attachment

e Preserves layout, formatting, fonts, and images
il yout, g, fonts, g
Content can't be casily changed
Send as XPS

- No fax machine needed
(=] You'll need a fax service provider

Send as
Internet Fax

Figure 59 - Share via email from within Excel 2013

Click the File Menu
Click Share

Select Email

=L b

Then decide which option you wish to use

o Send as Attachment - starts up Outlook and attaches the workbook to a new email message

o Send a Link - starts up Outlook and puts a link to the file in the body of the message

« Send as Adobe PDF - this will appear if you have Adobe Acrobat Standard or Professional
installed on your machine

« Send as PDF - you can send your workbook as a PDF even without a pdf program on your

machine, so pick this one if that is the case for you
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o Send as XPS - XPS is a document file format that allows you to save your documents/
spreadsheets electronically and once saved, you cannot edit them - just like once you have
printed a piece of paper you cannot change what is printed. You can send your spreadsheet

as an XPS file. The person who receives it will need an XPS viewer to be able to read the

document
+ Send as Internet Fax - you can send your document via Internet Fax — however you will

need a Fax Service Provider to do so

4.2 Invite People to Share

Share your workbooks with other organization by inviting them. This option sends them an email with

a link to an on line version of the file — that is so long as the file is saved on line.

4.2.1 Invite People — Locally Saved Workbook

e ™
Local Coffee Sales Invite People
Documents
Step 1: Save your document to a OneDrive location
Share Step 2: Share your document. We'll do this after you've finished saving.
Save As
... Invite People B
Save as Adobe Save To
PDF Cloud
U5 Email
Print \_ J
Share =-j Send Adobe PDF for Shared b
L Review

L:E* Present Online

Figure 60 - Invite people to share

1. Click File
2. Click Share
3. Click on Invite People

You will need to save the workbook to the Cloud in order to Invite People to share it with you.
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422 Invite People — Workbook stored on OneDrive

Coffe Sales - Excel

Share
Coffe Sales
Shelley Fishel's One

Invite People
y Fi OneDrive @ theittrainingsurgery . Type names or e-mail addresses
I2J0nes: oy %) & [Conean ~
Share
tion

.‘.\“ Invite People

9 email

=% Send Adebe PDF for Shared
B Review

{2 Present Online

Shared with

Undisclosed Recipients Lisa Jones
Can cdit

OOOOO

Figure 61 - Share via OneDrive

Click File

Click Share

Click on Invite People

Start to type the name of the person you want to share with

Select them from any list that pops up

Type a message telling them why they are receiving the file
Click Share

Nk »w

“I studied
English for 16 -
years but...
...I finally

learned to

speak it in jus
Six lessons”

Jane, Chinese architect

OUT THERE

Click to hear me talking

before and after my

unique course download

"
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4.3 Open a Shared Workbook

When you receive an email telling you that a colleague has shared a workbook with you, you will want
to open it. There will be a link in the email. When you click on the link,. the workbook will open up in

a browser.

4.3.1 Open a Shared Workbook from a link

ey 4
To Lsa Jones
Cc  Shelley Fishel

ks

Hello this workbook is being shared with you

Open Coffe Sales.xlsx

Follow this document to get updates in your newsfeed.

Figure 62 - The email you receive when someone shares a workbook with you
Click on the name of the file which is in light blue big letters

43.2 The Shared Workbook

C A | & htps;//trainingsurgery-my.sharepointcom/personal/shelley_fishel_theittrainingsurgery_com/_layouts/15 piFrame.aspx?sourcedoc={61246363-BF » =
Apps [ NatWest Private ban... [ SkyDrive Pro EchoSign Electronic .. ) Leaming and Perfor... || Employee IT Trainin... 4 Files—SkyDrive || IT Training Solutions AlldayPA » (] Other bookmarks
3 Excel Online elley Fishel Shelley Fishel ?
FILE SHARE ~ FIND
A E C D E F G H J K L M N o P Q
Date Centre Area Category Item Number Sold Cost per ltem Sales e =
2 2772011 Glasgow North  Hot Drinks  Cappuccing £190 £1208.40
3 3/6/2010 Leeds North  Hot Drinks  Cappuccing 384 £1.90 £729.60
4 11/9/2010 Manchester North  Hot Drinks  Latte 948 £185 £175380
5 | 10/10/2011 Leeds North  Hot Drinks  Latte 153 £185 £283.05
6 | 11/11/2010 Manchester North  Hot Drinks  Machiato 876 £185 £1708.20
7 | 10/16/2011 London ty Hot Drinks ~ Machiato 56 £1.95 £109.20
3 8/12/2010 London South  Milkshake  Strawbery 337 £2.50 £842.50
9 | 11/14/2011 Glasgow outh  Milkshake  Strawberry 344 £2.50 £860.00
10 9/14/2011 Glasgow North  Milkshake  Vanilla 200 £2.50 £500.00
11 10/10/2011 Manchester Morth  Milkshake — Vanilla 644 £250 £1610.00
12 | 11/11/2010 Leeds MNoth  Milkshake Chocolate 225 £199  EA4TTE —1
12 10/18/2011 Manchester North ~ Hot Drinks ~ Americano 120 £1.00 £120.00
14 8/12/2010 Manchester North ~ Hot Drinks ~ Americano 689 £180 £1328.10
15 11/14/2011 London South  Cold Drinks  Orange Juice 626 £085 £632.10
16 | 6/14/2011 Glasgow  Morth  Cold Drinks  Apple Juice 170 £1.00 £170.00
17 10/10/2011 Bath South  Cold Drinks  Coca Cola 654 £0.85 £555.90
18 | 11/11/2010 Bath South  Cold Drinks Coca Cola 118 £0.85 £100.30
19 | 3/18/2011 Bath South  Hot Drinks  Cappuccing 997 £190 £1.894.30
20 8/12/2010 London South  Hot Drinks  Machiato 907 £195 £1768.65
1 11/14/2011 Bath South  Hot Drinks  Latte 267 £185 £493.95
6/14/2011 Manchester South  Hot Drinks ~ Americano 112 £1.90 £212.60
10/10/2011 Bath South  Milkshake — Strawberry 565 £250 £1412.50
11/11/2010 Bath South  Milkshake  Strawberry 938 £250 £234500
25 | 10/18/2011 London South  Milkshake  Vanilla 149 £2.50 £372.50
26 8/12/2010 London South  Milkshake  Chocolate 916 £199 £1822564
27 | 2/14/2011 Glasgow  Morth  Cold Drinks  Coca Cola 492 £0.85 £418.20
28 6/14/2011 Leeds North  Hot Drinks  Cappuccing 540 £190 £1.026.00 -
4 »
[CRE T ) Coffe sales Price List Variables
HELP IMPROVE OFFICE

Figure 63 - Open up in Excel Online

The workbook opens up in a web browser using Excel Online.
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433 Edit in Excel or Edit in Web App

TSR e b g g el e e s e b st
E38 Excel Online | sheliey Fishel

FILE EDIT WORKBOOK ~ SHARE - DATA ~ FIND

L Edit in Excel £ F G

1 Date Use the full functionality of Microsoft ! Number Sold  Cost per ltem

2 217 Excel. puccino 636 £1.90
j 13:3 =) Editin Excelloved App SUCC'”U gj‘; E gg
s 10110 ﬂzﬁeﬁs:!c;hang&s right here in b 153 £185
6 | 1111 et e s consilfijalo 576 £1.95
7 10/18/2011 London Iy Hot Drinks  Machiato 56 £1.95
8 6/12/2010 London South  Milkshake  Strawberry 337 £2.50
9 | 11/14/2011 Glasgow  South  Milkshake  Strawberry 344 £2.50

Figure 64 — Choose how to edit the workbook

Edit the workbook in the Excel Web App on line or launch the full Excel Application on your desktop.

This workbook is in a shared location and can be worked on by only one person at a time.

LEAD WITH
CLARITY AND
CERTAINTY

A short cut for managers to

areview with Performance Review Pro

Awesome! That
nails it for me. .

- Amy, let's jost
discuss these actioy
points

Spot on - 'm all
fired vp!! Looking
forward to next
quarter

the most effective personal

development plans and

Can't believe
this only took me

information that will quickly 5 minotes

boost employee motivation,

performance and results.

Ensure your next performance management

meetings run like a dream! Full trial for 10 staff. LA AL
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5 Create Worksheets
and Workbooks

5.1 Creating new blank workbooks

In Excel 2013 data is added to Worksheets, which in turn live inside Workbooks. Workbooks can be
made up of just one single worksheet or of many. You can add and delete worksheets from a workbook

quite easily.

5.1.1 To create a new blank workbook from the Start screen

Excel Search for online templates el
e CEeNEe DUager TOlee pndars  Expense  List  loan  Schedule
Recent
1102 Cnline and Half day courses A B c
Shelley Fishel's SkyDrive @ theittrainingsurgery .. il 1
2 ->
05 02 Online and Half N
Shelley Fishel's SkyDrive @ theittra = 2
s : Take a
08 02 Online and Half day c .. 5
‘Shelley Fishel's SkyDrive @ theittrainings 6 to ur

Shelley Fishel's SkyDrive @ theittrainingsurgery .« Blank workbook Wecome to Excel Excel video tutorials app My financial portfolio n

0502 2014 apple mail 7

WingKeyboard

Shelley Fishel's SkyDrive » Documents » 1 lootsu.

Licence Keys v,

Figure 65 - Start with a blank workbook

Click on the Excel shortcut on either your desktop, the task bar, the Windows Start screen or the Start
menu

A window like the one in the picture will pop up.

Click on Blank Workbook

5.1.2 A new blank workbook using the keyboard

When you are in Excel, you can start a new workbook by pressing the Control key and the letter N to
create a new workbook
Control + N

5.1.3 Create a New workbook from the Quick Access Toolbar

=] 1O= G-

FILE HOME INSERT PAGE LAYOUT

Figure 66 — use the Quick Access Toolbar

If you have the icon for New Workbook on the Quick Access Toolbar simply click on it to create a

new book.
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5.1.4 Create a New Workbook from the File Menu

©

New

New
Open Search for online templates

o Suggested searches:  Budget Invoice Calendars Expense List

Save As
A B C

Save as Adobe
I;DF 1 .I '

2
Print 3 k

: Take a
Share 5

‘ tour
Export 7

Blank workbook Welcome to Excel

Clase

Figure 67 - From the File Menu

1. Click the File Menu
2. Click New
3. Select Blank Workbook

5.2 Creating New Workbooks Using Templates

Excel comes with many built in templates which can speed up your editing time.

5.2.1 Create a Workbook from a Template

snoteyiane + [
New
5
PP
= prSo

sl - R
. |II|I||"|||

Blood pressure uacker wighucose

QUARTERLY SALES REPORT Weekly Lesson Plan

Figure 68 - create a new workbook from a template

1. Click File
2. Click New
3. Select the template you want to use from those displayed
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522 Search for a Template

New

Search for online templatgp

Suggested searches: Budge§ Invoice alendars  Expense List Loan Schedule

Figure 69 - search for a template online

In Excel 2013 you can search for many more sample templates on line if the local ones do not meet your
needs. I want to create an Invoice template

Click on the Invoice shortcut under the search bar at the top of the window.

523 Excel will bring you a list of templates to match your search

Y Home | Invoice 0
NV
RS scnvice nocE T —TT o
== T r———
- = = e —r
Sales invoice tracker Service invoice Basic invoice Service invoice

Figure 70 - see a selection of templates that match your search
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53 Changing worksheet order

If the worksheets in your workbook are not in the right order, you can drag and drop them into the

order you need.

Move worksheets around

14/UD/LULLLEEGS  NOFIN  HOTUCINKS Lagpuccing 24U Ly

10/10/2011 Leeds MNorth Hot Drinks  Cappuccino 578 1.9

11/11/2010 London  South Hot Drinks  L| ge 447 1.85
» | Summary | Clients | Sheetd Sales @

Figure 71 - move a worksheet around
I would like to place the Coftee Sales worksheet at the front of the tabs

1. Click and drag - you will see a little arrow and a picture of a page

2. Drop the worksheet in the location you require.

sa g e s e | Lue sus sans
SRR P et Drink S @
CoﬂeeSalgi summary | Clients ‘ Sheetd
e

Figure 72 - in its new position

Hey presto!

Do your employees receive
the right training?

Bookboon offers an elLibrairy with a wide range of
Soft Skill training & Microsoft Office books to keep
your staff up to date at all times.

Contact us to hear more
kbm@bookboon.com

bp 21
({:} CREDIT SUISSE\ DAIMLER f%ﬁ Microsoft bookboon.com)
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5.4 Move or copy to a different workbook

5.4.1 Move or copy to a different workbook

InkUrange Ju blb U8 2341

in ]

Move or Copy
in

in Move selected sheets
To book:

1k
W BooKl v

i Before sheet:

1k [imave to end)
ke

ke
ke
ke
in ] Create Q)

Cancel
i

v i ey L A ]

Figure 73 - decide where you want to place the worksheet or the copy

1. Follow the same process as before:

2. Right click on the sheet tab you wish to move or copy

3. Click on Move or Copy

4. In the dialog box that pops up select where you want to move the worksheet to (1)

5. Select where you want the worksheet within the workbook (2)

6. If you want a copy, tick the Create a copy box (3)

7. Click OK
0861 Londq} South Cold Drink Orange Ju 626 0.85
0708 Glasgow B 1

o Move or Copy ?

0826 Bath 5 i5
0493 Bath S  Maove selected sheets 15
0620 Bath g | Iobook: 9 1
0402 London S Coffee Sales.csv v 5] 13
0861 Bath S EBefore sheet: 15 4
0708 Manchest S Coffes Sales 9
0826 Bath S |Imove to end] 5 1
0493 Bath 5 5
0834 London S \5
0402 London S ") 19 18
0588 Glasgow P Create a copy 15
0708 Leeds M 9
0826 Leeds B Eaneel 9 1
0493 London Souwn P LIRS LAl ey 2.2 g

summary | Coffee Sales )

Figure 74 - when creating a copy make sure to tick the box

1. Select where you want the copy to be placed
2. Click Create a copy - it should have a tick (otherwise it will move!)
3. Click OK
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542 Copy created

25 40708 Leeds  North  Hot Drinks Cappuccir b3ap 1.9
29 40826 Leeds North Hot Drinks Cappuccin 578 1.9
30 40493 London  South Hot Drinks Latte 447 1.85
Coffee Sales (2) | Summary | Coffee Sales )
oo |

Figure 75 - the copy has a number (2) next to it.

I now have a copy of Coffee Sales - called Coffee Sales (2) in front of the Summary sheet which is where

I told it to go.

5.5 Set how many worksheets you start with
If you always need more than one worksheet when starting a workbook, you can set Excel Options to

start up a workbook with as many as you need.

5.5.1 Set start up options

Account

Options

Figure 76 - File Options

1. Click File
2. Click Options

5.5.2 Set number of worksheets

Excel Options ?
General
.8 General options for working with Excel.
Formulas o
Proofing User Interface options
Save Show Mini Toolbar on selection (i
Language Show Quick Analysis options on selection

. Enable Live Preview
Advanced

ScreenTip style: | Show feature descriptions in SereenTips v
Customize Ribbon

e RS cess T ooibar When creating new workbooks

Add-Ins Use this as the default font: | Bedy Font v

Trust Center Font size: 11 [

Default view for new sheets: | Normal View

Include this many sheets: |3 S

User name: Shelley

[T] Atways use these values regardless of sign in to Office.
Office Background: |No Background | v
Office Theme: Light Gray v

Start up options

Choose the extensions you want Excel to open by default: | Default Programs...
Tell me if Microsoft Excel isn't the default progam for viewing and editing spreadsheets.
Show the Start screen when this application starts

RN
L2 ) Fves

Figure 77 - set the number of starting worksheets

1. Change Include this many sheets to the number you require ( I have set it to 3 sheets here)
Down%Oag: }}gle( e%lgoks at bookboon.com
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5.5.3 New workbook now has three worksheets

25
26
27
28
29
30

Sheetl | Sheet? | Sheet3 (€]

Figure 78

5.6 Importing a .CSV file

In Excel 2013 you can import files from different applications and in different formats into Excel.

5.6.1 Import a CSV file

Open

Recent Workbooks

offe SalesC5V
helley Fishel's OneDrive @ theittrainingsurgery » Documents » Bookboon

@ theittrainingsurgery ﬂ_ Coffe Sales

Shelley Fishel's OneDrive @ theittrainingsurgery » Documents = Bookboon

ICBI Recent Workbooks

@ shelley Fishel's OneDrive [ Eocal qufee el

Figure 79 - Open a .csv file in Excel

CSV stands for Comma Separated Values and is normally a list that has been created via the web or

saved from Excel so that it can be imported into another type of program.

Click File

Click Open

Navigate to the file you wish to open
Select it

A

It will open in Excel!

Note that it has a different looking icon with an ‘@’ on the image. This shows it is not a normal Excel file

although it will open and you can work on it in Excel as normal.
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6 Adding data

6.1 Adding Text
6.1.1 Adding Text

Clipboard Font Allgnment
D4 - X fi|T
A B C | D [ E E €
1 Product List Markup 10%
2
3 Item# Description CostPrjce _ Increase Sglling Price
4 | 101 Spors Bag £2.00
5 | 102 Trainers £3.00
6 103 Wallet £4.0(
T | 104 Shors £30.0p
8 105 Cricket Bat £20.00
9 | 106 Tennis Racquet  £28.00
10 107  Jacket £50.00
11 108 Trousers £24.00
12 109 Cap £12.00
13 110 T Shirt £17.00
14
15

Figure 80 - click and type

1. Click on the cell
2. Type the text (1)

3. Press enter

s @book 1s probucen with iText®
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6.2 Adding Numbers
6.2.1 Adding numbers
D4 - R |
A B C L E F
- e "
1 Product List Markup 10%
2
3 ltem# Description CostPfice  Increase S —~q Price
4 | 101 Sports Bag £20 1
5 102 Trainers £3.0
6 103 Wallet £4.0
7 104 Shors £30.0 J
8 105 Cricket Bat £20.00
9 | 106 Tennis Racquet  £23.00
10 107  Jacket £50.00
11 108 Trousers £24.00 k
12| 109 Cap £12.00
13| 110 |T Shirt £17.00
14
Figure 81 - click and type the numbers
1. Click on the cell
2. Type the number (1)
3. Press enter
6.3 Moving around a Spreadsheet
6.3.1 Moving around using the keyboard

—
—=

Ctrl —
Ctrl =
Hame
Ctrl+Home
Ctrl+End
Page up
Page down

Up one cell

Down one cell

Left a cell

Right a cell

Goes to the furthest right of the current spreadsheet
Goes to the furthest left of the current spreadsheet
Go ta column A

Goes to cell A1

Moves to the bottom right cell of the area you have typed
Moves active cell up one screen

Mowves active cell down one screan

Figure 82 - Shortcut keys for moving around
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6.4 Cursor Shapes (Mouse Shapes)
6.4.1 The Cursor Shapes

Mouse Shape and Position

Big Plus Sign You see this when hovering
) over a cell. It indicates that
you can select.
o & Centar = Selection Arrow This appears when you
[} hover over the Ribbon or on

£ the Task Bar or Status Bar

The | Bar This appears in the Formula
Bar to show you that you
can type here

e Black Plus Sign Appears when you click on
2-25_ the bottom right hand
ﬁ-_ corner of a cell and is used
to copy or fill a formula or
formatting
+ Cross Arrow Seen when resizing column
width or row height
Resizing Arrow — white Use this arrow to resize
hul."fng transparent can be images added to the
@) diagonal, horizontal or spreadsheet
vertical

Figure 83 - Mouse Shapes change depending on what you are doing
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6.5 Selecting Data in a Worksheet
6.5.1 Selecting A Range Of Cells

A B c
Product List

ltem# Description Cost Price |

101  Sports Bag £2.00
102 Trainers £3.00
103 Wallet £4.00
104 Shorts £30.00
1058 Cricket Bat £20.00
106 Tennis Racquet E.EB_UE E_
107 Jacket £50.00
108 Trousers £24.00
109 Cap £12.00
110 T Shirt £17.00

Figure 84 - click and drag to select a range

1. Start from the cell at the top left hand corner of the area you wish to select
2. Make sure that your mouse looks like the big plus sign

3. Click and drag over the cells you require

RAND
MERCHANT
BANK

Adivision of FirstRand Bank Limited

Y O | l T I I I N K Traditional values. Innovative ideas.
]

YOU CAN WORK
AT RMB

Rand Merchant Bank uses good business to create a better world, which is one of the reasons that the country’s top talent chooses to
work at RMB. For more information visit us at www.rmb.co.za

Thinking that can change your world

Rand Merchant Bank is an Authorised Financial Services Provider
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6.5.2 Selecting Columns

c2 - 5

¥ 1
A B i D
1 Product Ljist
2
3 ltem# Description | CostPrice| Increase
4 | 101 Sports Bag £2.00 £1.00
5 | 102 Trainers £3.00
6 | 103 Wallet £4.00
T | 104 Shorts £30.00
8 | 105 Cricket Bat £20.00
9 | 106 Tennis Racquet| £28.00
10 107 Jacket £50.00
11, 108 Trousers £24.00
12| 108 Cap £12.00
13 110 T Shirt £17.00
4
15

16
17
18
19
20

Figure 85 - click the column heading to select the column

Click on the Column letter you require (1)
Or

Click and drag over the column letters to select several columns (2)

- J=

A = v D 2)E
1 Product Llist Markup
2
3 [Item# Description | Cost Price Increase Selling Price
4 | 101 Sports Bag £2.00 £1.00
5 | 102 Trainers £3.00
6| 103 Wallet £4.00
7| 104 Shors £30.00
8 | 105 Cricket Bat £20.00
9 | 106 Tennis Racquet| £28.00
10| 107 Jacket £50.00
11| 108 Trousers £24.00
12| 109 Cap £12.00
13| 110 T Shir £17.00
14
15
16

Figure 86 - drag over more column headings to select more columns
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6.5.3 Selecting areas which are not next to each other

. o,
3 B D E F ]

juct List Markup 10%

iption Cost Price  Increase Selling Price
Jag £2.00 £1.00
£3.00
£4.00
£30.00
Bat £20.00
Racquet  £28.00
£50.00
£24.00
£12.00
£17.00

Figure 87 - Use the Control Key to select regions not next to each other

Select the first area you require
Hold down the Ctrl key on the keyboard
Select another area keeping the Ctrl key depressed

LA e

Continue in this manner until you have selected all the areas you need

6.5.4 Selecting the whole sheet
Al - J= | Produ

q}, A B C |
: Product List

2

3 |ltem# Description Cost Price Incn
4 | 101  Sports Bag £2.00 £1
5 | 102 Trainers £3.00

6 [ 103 Wallet £4.00

7 | 104 Shorts £30.00

g | 105 Cricket Bat £20.00

9 106 Tennis Racquet £28.00

Figure 88 - select the whole worksheet

Click on the pale blue square at the top left corner of the spreadsheet

6.5.5 Selecting a Row

3 UIMPULIIRS T1.63 TLZ.1U  T£.3U
6 LATTE £1.85 £2.10 £2.50
= I_ IRERICANO £f1.85 £2.10 £2.50
8 KROGHANO f1.85 £2.10 £2.50

Figure 89 - select a row

Click on the row number
If you wish to select several rows, click and drag over the numbers, if they are not next to each other

you can use the Control Key.
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7 Navigating your Workbook

7.1 Searching for data within a workbook

At Coftee Island Bill the new manager needs to find Lisa Jones in the client list.

7.1.1 Find Information in a Worksheet
7 = - x
Shelley Fishel ~ 3
n T %Y H]

Sort & | Find &
Filter = Select =

Editir H Find...

% Replite.

2 GoTo..
Go To Special...
Formulas
Comments

Conditional Formatting

Constants
Data Validation
[+ Select Objects L

S Selection Pane..

Figure 90 - find data in the worksheet

1. On the Home Ribbon
2. Click the drop down and select Find

7.1.2 Type in your criteria

Find and Replace ?

Find Replace

Find what: Lisa| w

Options > >

Find All Find Mext Close

Figure 91 - type what you are looking for

Click Find All
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. 9
Find and Replace b
Find Regla_ce |
Find what: Lisa W
Options > =
Find All Find Mext Close

Book Sheet Mame Cell Value Formula
Coffee Sales.csv  Clients SA%4  Lisa
Coffee Sales.csv Clients 5054 lisa jones@theittrainingsurgery.com

2 cell(s} found

Figure 92 - you can find all instances in the worksheet

The Find function has found all instances of Lisa - in both the First Name field and the email address
fields. You can see a list of the values in the lower part of the results. As you can see from the drop down
under Find, there are many different things you can Find in a worksheet or even a workbook. Look
for simple text or numbers, a date, data that has been formatted in a particular way, where conditional

formatting has been applied, even formulas.

360°
thinking.

Deloitte.

Discover the truth at WWW.dClOitte,Ca/CaI‘CCI‘S © Deloitte & Touche LLP and affiliated entities.
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7.2 Inserting hyperlinks

You can create links to other worksheets within a workbook or to an external place such as a website

directly from within an Excel Worksheet. Hyperlinks can help you to create a menu to navigate between

different worksheets and workbooks.

7.2.1 Add a hyperlink to another worksheet

On the Insert Ribbon
Click Hyperlink

Links

Figure 93 - the Insert Hyperlink icon

7.2.2 Select where to link to

Link to:

iE]
Existing File
or Web Page

: 8]
>Plgcein This
Document

Create New
Document

-

E-mail
Address

Insert Hyperlink
Text to display: | Coffee Salesl

Type the cell reference:
Al

Or select a place in this document:

G| =
L]

e  Hyperlink = Text

=I- Cell Reference

'Coffee Sales@
.. Defined Names

Figure 94 - set up the hyperlink in the dialog box

Ll A e

Click OK
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ScreenTip...

( : ! OK Cancel

Select whether the hyperlink is a Place in This Document (I am linking to another worksheet)
Type the text you want the Hyperlink to display (this is what will show on the worksheet)

Type in the cell reference you want to start from on the sheet to which you have linked
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723 Click on the Hyperlink

A B c D E F
1 Coffae Sales
2 :f{fC:\Users\Sheley\Documents\Coffee
3 Sales.csv - 'Coffee Sales''Al - Click once to
4 follow. Click and hold to select this cell.
&
=

Figure 95 — use the hyperlink

Simply hover the mouse over the linked text - it turns into a hand

Click and you will be taken to the location you selected

oy,

T WANT TO CHANGE DIRECTION,

THE WORLD. g

GOT-THE-ENERGY-TO-LEAD.COM

We believe that energy suppliers should be renewable, too. We are therefore looking for enthusiastic
new colleagues with plenty of ideas who want to join RWE in changing the world. Visit us online to find
out what we are offering and how we are working together to ensure the energy of the future.

WE

o AR =
The energy to lead
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7.24 Hyperlink to another Workbook

Link ta: Text to display: Demos‘\Excel\Macrosxs

Look in:

Insert Hyperlink

®

Excel

a

C) it E
urren
= Folder =
| B
Place in This 0
Document Browsed
Pages E
a
Create New Recent
Document Files B

o Macros

= More Formatting

5| Payroll

= Payroll and Autcfill
: Price Increases

staff task base

= Shelley Advanced Deme

[Ee: staff task based SURGERY2

E-mail
Address

Figure 96 - select the workbook you wish to open

Select Existing File or Web P

Ll

1
2
3
4

5
6
7

Address: Demaos\Excel\Macros.xls

Click Insert Hyperlink as before

age (1)

Select the file you want to open (3)

A

Coffee Sales

Demaos\Excel\SHOPS.xlsx

Tell Excel where to look for the file you want to open (2)

Figure 97 - click on the hyperlink to use it

Navigating your Workbook

* NN

ScreenTip,.,

Bookmark...

I now have a shortcut direct to the other file — you can see in the picture that the path is displayed. I can

change the text to display as before and had just the word Shops as the link if I want.

7.2.5 Add a Hyperlink using the k

Press Control + K to open the Add Hyperlink dialogue box

Then proceed as above

7.3 Using Go To

eyboard

Now Bob the new manager of Coffee Island needs to locate the data in a particular cell in the worksheet.

He can use the Go To shortcut to do this. There are two ways to access Go To - via the Home Ribbon

Find menu icon or the keyboard.
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7.3.1 Go To via the Keyboard

Press the F5 key on your keyboard

The F-Keys are the function keys along the top of the keyboard. If you are using a laptop then they may
have little blue white or red symbols on them. These are shortcuts and become active when you press

the Fn key (bottom left of the keyboard.

Go to: k

Reference: O

bflc

3

} Special... Cancel
v

L

12 13 2128

Figure 98 - navigate around using Go To

1. Type the cell reference into the box
2. Click OK

7.3.2 Go To with the Mouse
Shelley Fishel ~

um - %Y H

Sort & | Find &
E Filter = Select =

Ediﬁn!H Find...
3. Replace...
> GoT[y.

Go To (Ctrl+G)

What's faster than scrolling?
Jumping.

v

Go To lets you jump right to a
specific page, line, footnote,
comment or other place in your
document.

[

Figure 99 - click the icon on the Home Ribbon

1. On the Home Ribbon
2. Click Find & Select
3. Click Go To

You will get the same dialogue box as if you were using the Keyboard, so just type in the cell reference

you to which you wish to jump.
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74 Using the Name Box to Navigate

The Name box lives at the top of the screen underneath the Ribbon and to the left of the Formula Bar.
The Name will always show you the cell reference of the cell your cursor is currently sitting in, and it’s
very handy when you are looking at say row 149 and column AB. If you have scrolled that far, your
cursor may have been left in cell A1, then when you type you will be typing in cell Al. Not great if you
meant to type in cell AB149!

7.4.1 The Name Box
B H D L AN Lo =
FILE HOME INSERT PAGE LAYOUT  FORMULAS  DATA  REVIEW

X - - —_—
db Cut Calibri AN TE=E 8
ER Copy -
b hd = ==l s
¥ Format Painter 4 & - === e
Chpoard Pl Fant I Align
B12 * Jfe || Leeds
A | B C D E F G H
1 INare Centre Area Caterenry Item Numher & Cost ner | Rales

Figure 100 — The Name Box on the left of the formula bar

Here you can see the Name Box and it shows cell B12 which is the cell where my cursor is currently sitting.

7.4.2 Use the Name Box to Move Around

B = o7 | & = Lottes sales - kxcel
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-I

Calibri T = — - =3 General - %Conditional Fe
Egy - = E - 2. 05 » GFormata:Tab
y B IU- - om0 (7 Cell Styles -
Clipboard Font ] Alignment ! Number Styles
E37 @ g f | Americano
A B C o] E F G H | J
30| 11/11/2010 London South Hot Drinks Latte 447 1.85 826.95
31| 18/10/2011 London South Hot Drinks Latte 657 185 121545
32 | 12/08/2010 Glasgow North Hot Drinks Cappuccino 902 19 17138
33 | 13/06/2010 Bath South Hot Drinks Cappuccing 582 19 1105.8
34 | 14/06/2011 London South Hot Drinks Latte 617 185 114145
35 | 10/10/2011 Glasgow MNorth Hot Drinks Latte 101 1.85 186.85
36 | 11/11/2010 London |South Hot Drinks Americano 92 19 174 8
!?I 18/10/2011 Glasgow North Hot Drinks | Americano 1 71 19 10849 E‘}'
38 | 12/05/2010 Leeds Morth Haot Drinks Machiato 352 195 G86.4
39 | 14/11/2011 London South Hot Drinks Machiato 4 195 78
40 | 14/06/2011 Leeds Morth Milkshake WVanilla 546 25 1365
41| 10/10/2011 London South Milkshake chocolate 005 199 1800.95
42 | 111172010 Glasgow MNorth Cold Drinks Apple Juice 355 1 355
13 | 18/10/2011 Manchest North Cold Drinks Orange luice 485 0.85 412.25
44 | 12/07/2010 Rarh Sourh Cold Drinks Oranee luice 317 RS 27795
Summary Clients Sheetd | Coffee Sales ® HEE

Figure 101 - type the cell you want to move to in the name box

If you know the cell reference you want to move to, you can type it into the Name box (1) and Excel
will jump you there (2)
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8 Workbook Views

8.1 Introduction to Views

The Excel View options allow you to view or see the spreadsheet differently. You can adjust the Excel

window to suit what you are currently working on by changing the view to match your current task.
Excel offers three different views:

1. Page Layout - displays worksheets as they would appear if you printed them out
2. Page Break Preview - displays the page breaks as blue lines

3. Normal - the normal view for building and editing worksheets.

In addition, Excel 2013 also allows you to customize your views to include additional information to the

view. The Full Screen view allows you to view the spreadsheet in full screen mode.

[ ]
B By 2020, wind could provide one-tenth of our planet's

ra I n p O W e r electricity needs. Already today, SKF's innovative know-

how is crucial to running a large proportion of the

world's wind turbines.

Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create

Therefore we'need the best employees who can

eet this challenge!
Tﬂf Power of Knowledge Engineering

'-r?a-.i

Plug into The Power of Knowl@ ngineering.
Visit us at www.skf.com/knowledgy.

Il‘r ‘
ol L
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8.2
8.2.1

Normal View

Normal View

Normal Page Break Page Cus

Preview Layout Vi
Workbook Views

c17 =

A B C

Date Centre Area
07/02/2011 Glasgow North
09/11/2010 Leeds North

'™ | [V] Gridlines

| Formula Bar q [E)

10/10/2011 Manchest Northgp  Hot Drinks

18/10/2011 Manchest North
12/08/2010 London  South
14/11/2011 London  South

9 | 14/09/2011 Glasgow South

10 | 10/10/2011 Glasgow North

11 11/11/2010 Manchest North

12| 18/10/2011 Leeds  North

13 | 12/08/2010 Manchest North

14| 14/11/2011 Manchest North

15 | 14/06/2011 London  South

16| 10/10/2011 Glasgow North

17| 13/11/2010 Bath  [South

18 | 18/03/2011 Bath South

19| 12/08/2010 Bath  South

20 | 14/11/2011 London  South

21/ 14/06/2011 Bath South

22 | 10/10/2011 Manchest South

23|11/11/2010Bath  South

1
2
3
4
5 | 11/11/2010 Leeds  North
6
7
8

7 Headings Zoom % Zoomto = New Arange Freeze
Selection Window Al Panes~
Show Zoom
South
D E F G H
Category  Item Number S¢Cost per It Sales
Hot Drinks  Cappucc 636 1.9 12084
Hot Drinks  Cappucc 384 L5 729.6
Latte 948 185 17538
Hot Drinks  Latte 153 1.85 283.05
Hot Drinks  Machiatc 876 195 17082
Hot Drinks Machiatc 56 1.95 109.2
ilkchak trawh, 25 425 ]
Page Break ]
Milkshake Chocolat 225 199 44775
Hot Drinks  Americar 120 1 120
Hot Drinks  Americar 699 19 13281
Cold Drinks Orange J 626 0.85 5321
Cold Drinks Apple Jui 170 1 170
_Culd Drinks Coca Col 654 0.85 555.9
Cold Drinks Coca Col 118 0.85 100.3
Hot Drinks  Cappucc 997 1.9 18943
Hot Drinks  Machiatc 907 195 1768.65
Hot Drinks  Latte 267 1.85 493.95
Hot Drinks  Americar 112 LE 212.8
Milkshake Strawber 565 25 14125

| =5 HBEC

Workbook Views

Figure 102 - Normal View - no headers and footers and page breaks are dashed lines

In Normal View the spreadsheet is arranged in columns and rows and it is only possible to see the cells.

Headers and Footers are not visible. Page breaks are only visible as dashed lines once the data has been

viewed in Page Layout View

8.3
8.3.1

Page Layout View

Page Layout View

Header : :

Date Centre Area
07/02/2011 Glasgow North

09/11/2010]Leeds  North

10/10/2011 Mancheste North
11/11/2010 Leeds North
18/10/2011 Mancheste North
12/08/2010 London  South
14/11/2041 London  South
14/09/2011 Glasgow South
10/10/2011 Glasgow  North
11/11/2010 Mancheste North
18/10/2011 Leeds  North
12/08/2010 Mancheste North
14/11/2011 Mancheste North
14/06/2011 London  South
10/10/2011 Glasgow North
11/11/2010 Bath South
12/02/7011 Rath Cnnth

D E
13/02/2014
Category  Item
Hot Drinks  Cappuccil
Hot Drinks  Cappuccil
Hot Drinks  Latte
Hot Drinks  Latte
Hot Drinks  Machiato
Hot Drinks  Machiato
Milkshake  Strawber
Milkshake  Strawber
Milkshake  Vanilla
Milkshake  Vanilla
Milkshake  Chocolate
Hot Drinks  Americar
Hot Drinks  American
Cold Drinks Orange Jt
Cold Drinks  Apple Jui
Cold Drinks  Coca Colz
Cald Nrinks  Cara Cnlz

Number ScCost per lteSales

636
384
948
153
876

56
337

112

Figure 103 - see headers and footers in Page Layout View

In Page Layout View visible elements are:

3. Margins

1. Rulers — Horizontal and Vertical

2. Header and Footer area
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19 1208.4
19 729.6
1.85 1753.8
1.85 283.05
195 1708.2
195 108.2
25 842.5
25 860
25 500
2.5 1610
1.99 447.75
1 120
19 1328.1
0.85 532.1
4 170
0.85 5355.9
nas nna
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8.4 Page Break Preview

Page break preview comes into its own when you have a lot of information on your spreadsheet and then

when you print, you end up with a few extra rows or columns printing on a separate page.

Using Page Break Preview you can adjust the page breaks and scale the spreadsheet so that it prints off

on fewer sheets.

8.4.1 To see Page Break Preview

HOME INSERT PAGE

| t
I:l ZE5s [£] Page Layout L

Maormal Page Break I@ Citor o Sh
Preview

Woarkbook Views

Figure 104 - Page Break Preview from the View Ribbon
Click on the View Tab and then Page Break Preview

OR

84.2 Click the page break preview icon

H E

Figure 105 - Page Break Preview from the Status Bar

Click the icon next to the Zoom Slider
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8.4.3 See the Page Breaks

Ga1 M £ || 199
A E c o i) F G H
21 | 1420 Bath South  HotDrinks  Latte 267 180l 49335
22 | W0BIZOT Manchester South  HotDrinks  Americano 11z a1g0l 221280
23| 10102011 Bath South  Milkshake  Strawbermy 565 2500 £1412.50)
24 | 12010 Bath South  Bilkchak, trautby = £2.501 £2,345.00)
25 | 18A0/201 London South e250l £372.50)
26 [ 120812000 London  South Drag dashed lines to move 2199l 1822 34
27 | 02201 Glasgow  Morth 088l £418.20)
28 | WO0BIZOT Leeds Rlarth 2190l 51,026 00)
28 [ 10A0/Z0N Leeds Morth | Hot Dinks ', Cappufkino 578 1900 £1,0%2.20)
30 A0 London South  Hot Drinks St 4 186l £526.95)
31| 1804201 London South  HotDrinks L. EET 25l £1215.45
32 | 124082010 Glasgow  Morth  HotDrinks  @ppuccing 902 £1,713.80)
33 | 13406/2010 Bath South  Hat Drinks #Cappuccina 582 1900 £1,105.30
34 | 141084201 London South  Hot Drinkgl Latte E7 s1861 £114145)

35| 10M0f20N Glasgow  Morth  Hot Dirir Latte o 21851 £136.35)
36| Wm0 London  Sowth Hot = Americano a2 ataol 1740

37 | 180/20M Glasgow  Morth  Hat Americana 571 190l 51,084.90)
38 | 1200502010 Leeds Morth rinks  Machiato 362 51351 £636.40)
38| 0N London South tDrinks  Machiato 4 1851 £7.80)
40| H0E0N Leeds Morth lilkshake  Vanilla B4E 2500 £1,365.00]
41| 10n020m London Souttd Mikshake  chocolate 05| 193] 31,300.95)
42| W20 Glasgow Cold Orinks  Apple Juice 355 zronl £355 00|
43| 12106201 Manchester h  Cold Drinks  Orange Juice 425 20851 £412.25)
44 | 1200712010 Bath Cold Orinks  Orange Juice 327 £0g6l £277.35)
45| 0N London outh  Cold Orinks  Apple Juice Bal e100l  £53100]
46 | 10107201 Leeds Morth  ColdOrinks Coca Cola 46 0,85l

47| 2o Bath South  ColdOrinks Coca Cola 32z
42 | 121060 Morth  HotDrinks  Cappuccing B35
43 | 1240812010 South  HotDrinks  Cappucsing k311

50| tAnzon

5t andon Solid lines are the real end of the page

52 Manchester

52

5¢ Glasgow  Monh  HotDrinks  Cappuceino 515 2190l £1162.50)
L Manchester Morth  Hot Drinks  Machiato ™ 21951 £1,444.95]
56 | _Womizon London __South _HotDrinks Mashists _ s s1gsl _ iza)
57 | THIOGIZ0N Lewds  Morth  Mikshake  Wanila 3 2500 T1365.00
56| 10A0iz0M Londan  South  Mikshake  chocolate 905 21991 2130039
59| 1200 Glasgow  Morh  ColdDrinks  Apple Juice 305 2100l £305.00)
B0 | 18/10/20M Manchester Morth  Cold Orinks  Orange Juice 485 085l £412.25)
E1 | 1200742010 Bath South  Cold Orinks  Orange Juice Iz s0g5l £277.35)
62| WMNZOM London  South  ColdDrinks  Apple Juice 591 100l £591.00)
63| 1070/200 Leeds Mo piBaidDrinks CocaCola [ gl z3a
B4 | 1012000 Bath South | Cald Orifks” Goes Cola 322 0851 £273 70f
B5 | 18/10/20M Manchester Morth | Hot Orinks |, Gappugeing B985 21301 £1,32050]

Coffe sales Price Llst Variables ©)]

Figure 106 - blue lines show page breaks and they can be moved

1. Drag dashed lines to move rows or columns to adjacent pages

2. Drag the solid line to change the actual page break

What happens when I drag the dashed lines?

In effect you are scaling the text on the page and making it smaller so that it fits on to an A4 page (or

whatever paper size you have selected)
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8.5 Page Breaks
8.5.1 Page Breaks

H& =

Ereaks Background Print
5 Titles

¥ End &7

a Insert Page Break
Rernove Page Break

Reset All Page Breaks

Figure 107 - Insert a Page Break

Page breaks allow you to control where one page ends and the next one starts. Excel will decide where
the page breaks depending on how much information you have typed in and the size of the paper plus
the margins. However, if you want to print your spreadsheet out in a particular way, you can set the

page breaks up yourself.

A page break will be added above the cell you are in and to the left. So if you select a cell in Column A,
the page break will be inserted above. However if you have your cursor in say Cell B4, Excel will insert

one page break above row 4 and one to the left of column B. So be careful where you place the cursor!

With us you can
shape the future.
Every single day.

For more information go to:
www.eon-career.com

Your energy shapes the future.
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Excel 2013 Core: Intro

8.5.2

Apply a Background

~

Workbook Views

ﬁ IE [E N o- fos Width: | Automatic - @ Gridlines  Headings 5
; : A H:" M S E” EI] Height: |Autornatic - § v| View | |~ View 3
ientation Size  Print  Breaks Background Print Sheet Right- Bring
= — Titloe | 5] Scale:  [100% s Lokt Print Print | covwacie ne
»
Insert Pictures
~
Ay Fromafile G
™ Browse files on your computer or local network T ' @
From SharePoint iy @

Browse content on your SharePoint sites

Office.com Clip Art

Royalty-free photos and illustrations

Bing Image Search
Search the web

Also insert from:

©

Figure 108 - choose your background image

It is possible to format the background of your spreadsheet with an image.

When you click the Background icon

1) you can choose from the following locations to get your image:

2) From a file - you may want to have your logo feature as a background image - pick from file

3) From SharePoint - if your images are stored in SharePoint you will need to look here

4) Office.com Clip Art - if you really feel that you have to have a picture and you don’t have

your own you can look here

5) Bing Image Search - you can trawl the internet for a suitable image - just beware of

copyright issues

6) If you have a Flicker Account - you can grab an image from there
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8.6 Creating Custom Views

You can use a custom view to save specific display settings (such as column widths, row heights, hidden
rows and columns, cell selections, filter settings, and window settings) and print settings (such as page
settings, margins, headers and footers, and sheet settings) for a worksheet so that you can quickly apply

these settings to that worksheet when needed.

8.6.1 To create a Custom View

H - - e D
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

l:l 71 Formula Bar Q [‘é)u @ EEI E EESFIR [ View Side |

Normal PagEErEaQ 7] Gridlines [ Headings Zoom 100% Zoomto ~ New Armange Freeze © . Hide

Preview Selection  Window  All  Panes~

‘Workbook Views Show Zoom Window
c6 ~ [ £ North

A B (& D = F G H
1 |Date Centre Area Category Item Number Sold Cost perltem Sales
2 07/02/2011 Glasgow North Hot Drinks Cappuccino 636 £1.90 £1,208.40
3 08/03/2010 Leeds Morth Hot Drinks= Cannuccinn 384 £1.90) £729.60
4 109/11/2010 Manchester North Hot Drir Custom Views 2 £1.85 £1,753.80
5 10/10/2011 Leeds Morth _ Hot Drir £1.85 £283.05
6 | 11/11/2010 Manchester [Morth _ |Hot Drin | Views: £1.95 £1,708.20
7 18/10/2011 London South  Hot Drir | | £1.95 £109.20
& 12/08/2010 London South  Milksha £2.50 £842.50
9 14/11/2011 Glasgow  South  Milksha Slais £2.50, £860.00
10 14/09/2011 Glasgow  Morth  Milksha £2.50, £500.00
11 10/10/2011 Manchester Morth  Milksha @ Add.. £2.50/ £1,610.00
12 11/11/2010 Leeds Morth  Milksha £1.99] £447.75
13| 18/10/2011 Manchester Morth  Hat Drir e £1.000 £120.00
14 12/08/2010 Manchester Morth Hot Drir £1.90,£1,328.10
15 | 14/11/2011 London South  Cold Drinks Orange Juice 626 £0.85 £532.10
16 | 14/06/2011 Glasgow MNorth Cold Drinks Apple Juice 170 £1.000 £170.00

17 10/10/2011 Bath South  Cold Drinks Coca Cola 654 £0.85/ £555.90

Figure 109 - Create a custom view

1. On a worksheet, change the display and print settings that you want to save in a custom view.

2. On the View tab, in the Workbook Views group, click Custom Views (1).

3. Click Add.
e Area Category Item Number Sold Cost per Itel
Marth Hot Drinks Cappuccino 636 ]
Marth Hot Drinks Cappuccino 384 ]
ter Morth  Hot Drinks AT 2

Marth Hot Drinks

iter :North -IHDt Dr?nk@e:_‘ Coffee Sales View| )
South  Hot Drinks
South  Milkshake | | Indude in view
South  Milkshake Print settings
Morth M!lkShake Hidden rows, columns and filter settings

ter Morth Milkshake
Marth Milkshake

iter Morth Hot Drinks

iter Morth Hot Drinks AITIETL AU UEE]
Qrnth ™ald Nirinkee Mranna Inira ROR

Cancel

Figure 110 - set up the view settings

4. In the Name box, type a name for the view (3).
5. Under Include in view, select the check boxes of the settings that you want to include (4).
6. Click OK (5)
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8.6.2 To apply a Custom View

. HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW

Ruler | Formula Bar Q I:E)

il Page Break Page JCustom N7 cidlines [ Headings Zoom 100% Zonmto
Preview Layou Selection
Workbook Views Show Zoom

i : F || MNorth

A B

iate Cent
'102/2011 Glasgo
i/03/2010 Leeds

111/2010 Manche
)/10/2011 Leeds
1/11/2010 Manche
310/2011 London
108/2010 London
H11/2011 Glasgo
H09/2011 Glasgo

VARMIAAA Kmmebmetar hladk R L Wlmmillm

Figure 111 - Apply a custom view

1. On the View tab, click on the Custom Views button
2. In the dialog box, select the name of the View you want to apply
3. Click Show

8.6.3 To delete a Custom View

. HOME INSERT PAGE LAYOUT FORMULAS DATA RE

_____ Ruler ¥| Formula Bar Q I:E)

0]
nal Page Brea Custom (WA Gridlines [ Headings Zoom 100% !
Preview [ayoufl Views !

Warkbook Views Show Zoom
- [ F || MNorth
A =1 C n
Date -jmbq
722
.
)| Eermr—
10/10/2 e
11/11/2 =
18/10/2 Add...
12/08/2 -
14/11/2 Delete @
14/09/2
10/10/2077 Manchester MNorth Wilkshake Vanilla
11/11/2010 Leeds Maorth Milkshake Chocolate

ACIEAP A A RA L - 1o RI_L 1 les PN TR

Figure 112 - Delete a custom view

1. On the View tab, click on the Custom Views button
2. In the dialog box, select the name of the View you want to delete
3. Click on Delete

Download free eBooks at bookboon.com

80


http://bookboon.com/

9 Working with Data

9.1 Cut, Copy and Paste

9.1.1 Cut and Paste

H 9 & B & 0 -
INSERT ~ PAGE LAYOU

Calibri ot i

% Format Painter o u- =
Clipboard F] Fant

B3 - F || De

A B C D

1 Product List
.
3 |Item # EDescriEtinn!

Figure 113 - cut and paste

Select the cells you want to move

Go to the Home tab on the ribbon
Go to the Clipboard group

Click on the Cut icon (1) Or

Press Ctrl-X

Place your cursor in another location
6. Click on the Paste icon (2)Or

Press CTRL-V

Ll A

“u
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9.1.2 Copy and Paste

|Calibri

FILE HOME INSERT PAGE LAY

L oA | E | cC
1 | Product List

2
3 |ltem # EDescriEtioni
4 101 Sports Bag

Figure 114 - copy and paste

Select the cells you wish to copy

Go to the Home tab on the ribbon
Go to the Clipboard group

Click on the Copy icon (1) Or

Press Ctrl-C

Place your cursor in another location
6. Click on the Paste icon (2)Or

Press CTRL-V

L A

“u
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9.2 Copying by Dragging
9.2.1 To copy by dragging

A L L =

Product List Markup

Item#l Descriétiﬁ!n | Coft Price  Increase Selling Price

104 Sports Bag 1y D £1.00
g

104 Trainers

10 YW allet 0o
104 Shorts £30.00
105 Cricket Bat £20.00
106 Tennis Racquet £28.00
1 107 Jacket £50.00
I 108 Trousers £24.00
3 400 [P o459 nn

Figure 115 - Hold control and drag

1. Select the cells you want to copy
2. Position your mouse at the border of the selection so that it changes to a cross arrow (1)
3. Hold down CONTROL on the keyboard
4. A plus sign (+) will appear next to the cross arrow
5. Click and drag the selection to its new location
6. You will see a fuzzy grey border showing you where you are going (2)
A B C D E F
1 Product List Markup 10%
2
3 ltem # Cost Price  Increase Selling Price
4 101 Sports Bag £2.00 £1.00
5 | 102 Trainers £3.00
6 103 Wallet £4.00
7 104 Shorts £30.00
@ | 105 Cricket Bat £20.00 Description 1
g 106 Tennis Racquet £28.00 "
10 107 Jackt £50.00 EQR‘?
11 108 Trousers £24.00 .
12 109 Cap £12.00

Figure 116 - note the grey border whilst dragging
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9.3 Moving by Dragging

9.3.1 To move by dragging

]
1

p

M

Product List

e

Item#l Descriéti?p_l
104 Sports Bag%

104 Trainers

103 _Wallet 00
104  Shorts £30.00
105  Cricket Bat £20.00
106 Tennis Racquet  £25.00
107 Jacket £50.00
108 Trousers £24.00
400 [ o459 nn

Cogt Price

@ £1.00
g

L =

WMarkup

Increase Selling Price

Figure 117 - position the cursor on an edge

Position your mouse at the border of the selection so that it changes to a cross arrow (1)

D E F
Markup 10%

Increase Selling Price
£1.00

1. Select the cells you want to move
2.
3. Click and drag the selection to its new location
4. You will see a fuzzy grey border showing you where you are going (2)
A B c
1 Product List
2
3 |ltem #|_Description 1 Cost Price
4 | 101 Sports Bag £2.00
5 102 Trainers £3.00
6 | 103 Wallet £4.00
7 | 104 Shorts £30.00
8 | 105 Cricket Bat £20.00
9 106 Tennis Racquet  £285.00
10| 107 Jacket £50.00
11108 Trousers £24.00
12| 109 Cap £12.00

Figure 118 - drag from the edge
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924 Using Paste Special

Microsoft Excel 2013 normally copies all the information in the range of cells you select when you paste
the data. Use Excel’s Paste Special command to specify other options, such as pasting only the cell contents
(without the formatting) or only the formatting (without the cell contents). Other options such as Paste

Values — remove a formula and leaves just the result, and transpose which switches your data around.

9.4.1 To use Paste Special

HOME INS

ormat Painter

Pl

b

g
% &
4
E
P

SRRy

o r
123 123 23

Other Paste Options EE
lag

ﬁ-ﬂ-ﬂ-ﬂ-
% oo Ll &

Paste Special...

Figure 119 - Paste Special is great for getting different results.

Go to the Home tab on the ribbon
Go to the Clipboard group
Click on the Paste button (1)

Ll A

Select from the icon choices depending on what you wish to do Or
Click on Paste Special (2)

Select the type of Paste Special from the dialog box (3)

6. Click OK

v

Paste Special ?

1

Paste

() All using Source theme
() All except borders

() Column widths

(_) Formulas and number formats

'3::1' Values and number formats

Validation All merging conditional formats
Operation @

() Multiply
d () Divide
() Subtract L}
|:| Skip blanks DTransposg
Paste Link Cancel

Figure 120 - the Paste Special dialog box
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94.2

Which Paste Special option do | choose?

All to paste all the stuft in the cell selection (formulas, formatting, you name it). This is what
happens when you paste normally.

Formulas to paste all the text, numbers, and formulas in the current cell selection without
their formatting.

Values to convert formulas in the current cell selection to their calculated values.

Formats to paste only the formatting from the current cell selection, without the cell entries.
Comments to paste only the notes that you attach to their cells (like electronic self-stick notes).
Validation to paste only the data validation rules into the cell range that you set up with the
Data Validation command.

All Using Source Theme to paste all the information plus the cell styles applied to the cells.
All Except Borders to paste all the stuft in the cell selection without copying any borders
you use there.

Column Widths to apply the column widths of the cells copied to the Clipboard to the
columns where the cells are pasted.

Formulas and Number Formats to include the number formats assigned to the pasted
values and formulas.

Values and Number Formats to convert formulas to their calculated values and include the
number formats you assigned to all the copied or cut values.

All merging conditional formats paste conditional formatting into the selected range

Skip Blanks: Select this check box when you want Excel to paste only from the cells that
aren’t empty.

Transpose: Select this check box when you want Excel to change the orientation of the
pasted entries. For example, if the original cells’ entries run down the rows of a single
column of the worksheet, the transposed pasted entries will run across the columns of a
single row.

Paste Link: Click this button when you want to establish a link between the copies you're
pasting and the original entries. That way, changes to the original cells automatically update

in the pasted copies.
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943 Operations

When you paste, you can also perform some simple math calculations based on the value(s) in the copied

or cut cell(s) and the value in the target cell(s):

« None: Excel performs no operation between the data entries you cut or copy to the
Clipboard and the data entries in the cell range where you paste. This is the default setting.

o Add: Excel adds the values you cut or copy to the Clipboard to the values in the cell range
where you paste.

 Subtract: Excel subtracts the values you cut or copy to the Clipboard from the values in the
cell range where you paste.

o  Multiply: Excel multiplies the values you cut or copy to the Clipboard by the values in the
cell range where you paste.

« Divide: Excel divides the values you cut or copy to the Clipboard by the values in the cell

range where you paste.

“I studied
English for 16 p
years but... »
...I finally
learned to
speak it in jus
Six lessons”

Jane, Chinese architect
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before and after my
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944 Transpose Columns and Rows

H ©- -Ee D Book! - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
L4 . —— . Bolnsert -~ 2 - A
? Calibri 1 <A A T==| - B |Genenl = D D =h g
| B - ) % Bxpelete + | [+ £ “
Paste ., B I U - o . 2.9 5 %3 g Conditional Formatas Cell ., Sort & Find
B~ = Formatting - Table~ Styles- B Format- &~ pper o geleqs
Paste Font 5 Alignment I Number I Styles Cells Editing
o o o o
b Ok (% 2 .
o, S
= bt € D E F G H | J K L M N o
vt M 2002 2003 2004 2005 2006 2007 2008 2009 200 204 2012 2013
o o bl 6.1 49 55 6.4 4.5 6.9 6.4 93 15 3.3 55 3.9
S — 7.2 15 56 15 12 6.0 5.4 a4 28 6.3 a4 3.4
Other Paste Options =
ey e 7.6 7.8 6.6 7.2 o 6.1 6.9 6.1 6.8 8.5 3.0
% e &l 8 9.4 9.9 9.6 8.8 7.9 9.7 89 117 73 7.4
PasteSpecial.. B 119 121 121 112 30 119 108 123 116 106
7 JJune 140 143 159 153 154 40 148 153 140 136 139
5 luly 167 153 175 157 166 " ; 163 162 170 153 154  18.2
9 JAugust 167 170 180 174 161 162 155 162 166 153 154 166  16.9
10 |Septemb 141 145 143 148 150 164 139 135 142 140 151 132 139
11 |October  13.6 103 9.0 106 130 128 110 9.8 115 104 124 95 125
12 |Novembs 7.9 8.8 8.4 8.0 6.4 8.1 75 7.0 8.4 5.4 9.5 6.7 6.4
13 |Decembe 4.1 6.0 5.0 5.7 4.8 6.4 5.0 3.7 31 03 5.9 4.8 6.4
. - - - - - . - - - -
14 1017 107 106 106 105 107 __ 105 9.9 101 89 107 9.8 9.7
15
16
17
15 (Calandar January FebruaryMarch April  May  June  July  August b October b(Decemb
Calendar .
10 2001 3.9 a8 55 78 124 140 167 167 141 136 7.9 417 101
__ 2001 B
20 2002 6.1 7.2 76 94 119 143 159 170 145 103 8.8 60~ 107
_ 2002 107
21 2008 49 a5 7.8 99 121 159 175 180 143 9.0 8.4 50 106
s
22 2008 55 56 6.6 96 121 153 157 174 148 106 8.0 57 106
__ 2008 o
23 2005 6.4 45 72 8.8 61 150 130 6.4 487 105
105
24 2006 a5 4.2 5.0 8.5 62 164 128 81 64 107
107
25 | 2007 6.9 6.0 T 112 Transposed data 5.5 139 11.0 7.5 50 105
__ 2007 .
25 2008 6.4 5.4 6.1 7.9 62 135 9.8 7.0 37 9.9
__ 2008 29
27 2009 33 4.4 6.9 9.7 - - - 6.6 142 115 8.4 347 104
2009 101
25 2010 15 28 6.1 89 108 153 170 153 140 104 54 03 8.9
v T anan 20 co co _a13  amo _ aan__ aca __aca _aca __aaan ac ca” an=
Sheet | Sheet2 @ El

Figure 121 - transpose - really useful when you start your worksheet and realize it is the wrong way around

Suppose you created a table of data and then realized that you would prefer it if the data was arranged
a different way. Excel allows you to Transpose the columns to the rows and the rows to the columns. In
the image above I switched the data around so that the years are in the first column instead of the top

row and the months are along the top instead of the first column.
To do this:

1. Select the data to transpose including the headings

2. Click Copy

3. Click into a cell where you want the data to appear (do not try and paste over the selected
data as it will not work!)

4. Click the Drop down Arrow under the Paste Icon

Select the icon for Transpose or press T
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10 Formatting Cells and Worksheets

10.1  The Font Group

The Font group contains the main features you can use to change the appearance of your content.

10.1.1  The Font Group

Arial (10 A A

m
oy
=
4
4
\":-
4
>
4
1L

Font ]

Figure 122 - The font group

1. Go to the Home tab on the ribbon
2. Go to the Font group

10.1.2  Bold, Italic and Underline

B I U

Figure 123 - Bold Italic and underline

1. Select the cells you wish to format

2. Click on the icon you require

10.1.3  Changing the Font

HOME IMNSERT PAGE LAYOUT

[ Arial - 1% A A

Figure 124 - the type of font

1. Select the cells you wish to format
2. Click on the down arrow next to the font box

3. Select the font you require
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10.1.4  Changing the Font size
4OME INSERT YOUT

Arial 0m - K a

Figure 125 - change the font size

1. Select the cells you wish to format
2. Click on the down arrow next to the font size box

3. Select the font size you require

American
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10.1.5  Making more detailed changes

Arial

B I U-

! Font P

Figure 126 - see the full font dialog box here

Select the cells you wish to format

Click on the Dialog box launcher arrow on the font group
Make the changes you require

Click OK

Ll

10.2  The Alignment Group

Alignment signifies where your text/numbers will line up in a cell.

10.2.1  The Alignment Group

r

- M- %"‘:"."rap Text

I
11|
il
i
ihi

Alignment
e g

= Merge & Center -

]

o

Figure 127 - Set cell alignment

1. Go to the Home tab on the ribbon
2. Go to the Alignment group

Download free eBooks at bookboon.com


http://bookboon.com/

Excel 2013 Core: Intro Formatting Cells and Worksheets

10.2.2  Setting the alignment in a cell

OFOTONFE

= = | &€ E

© OO e

Figure 128 - 6 different ways to align text and numbers

1. Click on the cell

2. Click on the icon you need:

Top Align
Middle Align
Bottom Align
Left Align
Center Align
Right Align

SR A S o o

10.2.3  Orientation of text/numbers in a cell

U e [

\C

il
"l
11
I

Figure 129 - diagonal text

1. Click on the cell
2. Click on the Orientation button
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10.3  The Number Group

Number formats allow you to change the appearance of your figures. For example, if your figures represent

money, you can format them to appear with the pound sign and two decimal places.

10.3.1  The number group

General -
! [ ) r .0 00
-0 a0 &0
Mumber [P

Figure 130 - set the formatting for numbers here

1. Go to the Home tab on the ribbon
2. Go to the Number group

10.3.2  The number group options

Percentage @ -

¥ ’ «0 00
-~ % 9 00 0

010'000

Figure 131 - number format options

Number format
Currency

Percentage

Insert comma in number

Increase decimal places

S A S o o

Decrease decimal places
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10.3.3  Applying number formats

(Y) o200
Percentage
% 10.00%
| Fraction
3

2 Scentific

10 roocar =
ber Formats...

Figure 132 - choose a number format

1. Click on the cells you want to format

2. Click on the Number format icon you require
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10.3.4 Removing number formats

ABC General Al
123 Mo specific format

HOmGer

12 0.10

== Currency
£0.10

@ Accounting

Figure 133 - clear a number format

1. Click on the cells from which you want to clear the number formats
2. Click on the Number Format drop down
3. Select the first option, General No specific format

104  Wrapping Text in a Cell

Text wrapping allows you to add more text in the cell, and the cell will then keep its width but automatically

increase its height to accommodate the content.

10.4.1 To Wrap Text in a Cell

%‘ Wrap Text

Merge & Center -

nt Ma
Figure 134 — wrap text in a cell
1. Select the cell you want to wrap

2. Go to the Alignment Group on the Home Tab
3. Click on Wrap Text button
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10.5 Format Painter

Formatting Cells and Worksheets

The format painter allows you to copy the formatting from one part of your workbook to another.

10.5.1  To use the Format Painter once

el

Al

2\ 07022011

FIVIE

®

INER

.x... ial
i Aria
D B

Pazt

Clipboard ™ T

Ce
Blasgow

Figure 135 - use format painter to copy formats from one place to another

1. Select the cell that contains the formatting you want to copy (1)
2. Click on the Format Painter button in the Clipboard group of the ribbon (2)

3. Click on the Cell (or Click and drag on the Cells) you want to use the formatting you have

copied (3)
v BT U- 2. .-A-=S==|&E
Clipboard Fant ra
D1 b I Category
A B C D =
1 |Date  Centre Area |Caﬁ}gory _|I
2 | 07/0272011 Glasgow Morth g Hot Drinks cCir
3 1 08/0372010 Leeds Morth Hot Drinks Cappuccir

Figure 136 - with format painter switched on, you can copy formatting all over the show

10.5.2  To use the Format Painter to copy the same format more than once
Aral T4 T A A == wr- ET: Er vvrap 1ext uer
D E e
'eu I U~ - DA EE=E EE Ed Merge & Center - | &7
iphoars Font [F] Alignment [F]
1R x 6C - f || Date
3 B C D E F
1| IDate | (1 )‘e Area Category ltem Nurbor Sold [cost pe
Llasgow North  Hot Drinks Cappuccino 63600.00%
3 | 08/03/2010 Leeds North Hot Drinks Cappuccino 384

A1 NG/A120N Manchactar KAtk

Hnt Nrinlee

a4R

| atta

Figure 137 - double click to apply more than once

. Select the text that contains the formatting you want to copy

1
2. Double Click on the Format Painter button in the Clipboard group of the ribbon
3

. Click and drag over the text you want to use the format you have copied

4. Click on the Format Painter button once again to switch it off
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Excel 2013 Core: Intro Merge or Split Cells

11 Merge or Split Cells

11.1  Merging Cells

Type a heading into cell Al and if it has more than a few letters, it appears to be sitting across several
columns. However when you click away and then place your cursor in cell Bl for example, you find that

according to the formula bar, there is no text present.

You can merge cells together and control the alignment of the contents using the Merge Cell options.
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T Cooqmemtes 06, 3542 151737 Andrew MeDonald

L
Oh_cocl T

Anja Peterien

and start texting from
your computer!

@ BrowserTexting

Download free eBooks at bookboon.com &\S«\

97 Click on the ad to read more



http://bookboon.com/
http://bookboon.com/count/advert/80710ab9-6a51-4e42-83e4-a1470106c43e

Excel 2013 Core: Intro Merge or Split Cells

11.1.1  Merge and Center

| T e e non — = s = e e
= ER Copy ~ L —
a:te e ey I u - A=EE=E EE =] Merge & Center 7| 7 - 9
Clipboard ) Font [} Alignment Merge & Center Mut
Merge Across
Al ~ [ fx || Coffeelsland
B Merge Cells
A B C D E F G H B Unmerge Cells K
1 |Coffee Island
2
3

Figure 138 - Centre the heading across several cells

Select the cells you want to merge - in this case I have selected cells A1 to D1 as I would like the heading
to be centered across them. Click on the drop down next to Merge and Center Cells.

Select Merge & Center.

[},Al v | o & Coffee Island
A B C D E F
1 Coffee Island
2
3

Figure 139 - heading is now cantered.
The heading is now centered across the 4 cells I selected

11.2  Merge Across

11.2.1  Merge Across

ks s - —
¥ cut Arial e A ==E - - EWepTet General -
P BB Copy - Cond &
aste o | = DB = = = 5= U . o €0 00 andition
El i — T u-|". 5-A-B== &= [£ Merge & Center % » | % B o
Clipboard & Font i Alignmeni B Merge & Center Number o
Merge Across
Al | S || Coffeelsland
B Merge Cells

- 5 c 5 c . G ; Merge Across
E LUnmerge Cell Merge selected cells in the same

1 |Coffee Island row into one large cell,
2

Figure 140 - merge across leaves the alignment as it was

Merge Across merges the cells but does not center the content
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11.2.2  Merge Cells

Merge or Split Cells

HOME | INSERT ~ PAGELAYOUT ~ FORMULAS ~ DATA  REVEW  VIEW  ACROBAT
< o Arial clo -lA A E=E ®- - EWepTet General
B Copy =
Paste o Pt painee (BT L [T A == = e 3 Merge & Center » 7~ %
Clipboard {7 Font 3 Alignment Merge & Center Humbe
Merge Across
A9 - Fe | 1wanttoMerge Cells
B Merge Cells
A B (5 D E F G H | E unmesge el K
+ Coffee Island
2
3 | want to center across selection Merge and Center
4
5
6 || want to merge across a selection Merge Across
7
| want to Merge Cells 1 Merge Cells
"
12 I want to Center across selection Center across selection
13
14
Figure 141 - simply merge cells together
This option merges cells together
11.3  Center across selection
11.3.1  Center across selection
] - - =
% cut Arial o a8 ==E ®- - EWepTet General f
p BB Copy - Conditional F
aste - A === e=3= .. <o 0o | Conditional For
5 o roat Dot I D-A-|=E=E=|EE & Merge & C % * %o 50 Fondms ey
Clipboard [F] Font ] Alignment Fl Mumber 1M
A12 4 5 I'want to Center across selection
A B & D B Format Cells ? N
1 |Coffee Island Number | 4] Font | Border | Fill | Protection
2 Text alignment Orientation
3 | want to center across selection :
4 Horizontal: >
5 Center Across Selection | ¥ | Indent *
6 |l want to merge across a selection Vertical: 0 = l
7 Bottom v ol | R
g Justify distributed 4
9 || want to Merge Calls Pk e & @
10 Text contral kd
11 [] Wrap text 0 + Derees
12 | | want to Center across selection | [ shrink to fit
13 [[] Merge cells
14 .
15 Right-to-left
16 Text direction:
7 Context v
18
19
20
21
22
23
25
26

Figure 142 - Centre across a selection to allow calculations to work

When you merge cells together with or without centering the data, Excel treats the merged cell as one
large cell. The issue with this is that if you need to perform calculations or sorting and filtering or any

other programmatic function, the merged cells will get in the way.
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To get around this, you can Center Across Selection which does not merge the cells but does center

the data.

Select the cells you wish to Center Across

Click the dialogue box launcher in the Alignment group
Select Center Across Selection for the Horizontal alignment
Click OK

L e

114  Merge Cells

The Merge Cells feature will allow you to merge cells in every direction.

11.4.1  To get to the Merge Cells option

Figure 143 — merge any cells together

1. Click on the drop-down arrow next to the Merge & Center button (1)
2. Click on Merge Cells (2)

1142 To Merge a number of Cells

”J] o anal 0 AN
E .

Paste BIU-H-| &

e u- @

B4 - fe

1o

Figure 144 - any direction can be merged

Select the cells across which you would like the text to be Merged (1)
Go to the Alignment group on the Home tab of the Ribbon

Click on the drop-down arrow next to Merge and Center (2)

Click on Merge Cells (3)

L e

Figure 145 — merged result

5. The cells are merged
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11.4.3  Note: If you have content in more than one of the cells you wish to merge

Microsoft Excel
ol %
! Merging cells only keeps the upper-left cell value, and discards the other values,
oen Show Help >

Was this information helpful?

(ARl =3 RUVER L)
ahhu

Figure 146 - take care when merging cells that already have content

If you have content in more than one of the cells of your selection, the data in the upper-left cell is the

only data that will be kept. All the other data will be lost.

11.4.4  To Align content within the Merged cell

Arial -[18 -|A A - M - EeWrap Text

Eg ~

" B I u- H- H-A- [=] Merge & Center =
Clipboard & Font & Alignment [F]
A4 > [ B || 456

A B (% D E E G H
1
2 | |
3 | |
: s Q
5
. 456
7
&
9
10

Figure 147 - even when merged you can control the alignment of data wihtin the merged cells

1. Select the Merged cell (1)
2. Go to the Alignment group on the Home tab of the Ribbon
3. Click on the Alignment option you would like (2)
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11.5  Un merge Cells

When you wish to remove the merged formatting do the reverse process.

11.5.1  Un merge Cells

5{3 Arial 18 ~ A A EEE L R E—F‘\“."rap'[ext Gener
B
S B I U H- O-A- == &= B Merge & Center ~ & -
Chibeartls Fait & Alwgﬂmeni Merge & Center
Merge Across
A4 - 5 456
A B C D E F Unmerge Cellg
1 B Ik
2
3
4| 456 1
5|
6
b
I

Figure 148 - to get cells back - unmerge them

1. Select the Merged Cells (1)
2. Click on Un merge Cells (2)
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12 Headers and Footers

12.1 Headers and Footers

Headers and footers appear on every printed page. This is how you add page numbers, data and time,

the file name and path and how you can add a logo to every page in the Header.

Headers and Footers are added via the Page Layout View and are typed into the Header or Footer Area

directly. A Header and Footer Ribbon will pop up when you begin.

12.1.1  Change to Page Layout View

Page Layout

Figure 149 — headers and footers can now be added in Page Layout view
Click the Page Layout Icon - bottom right of the screen.

Or

Click on the View Tab and select Page Layout View from the icons there

12.1.2  Add a header

B H 2- < Coffe Sales - Excel HEADER & FOOTER TOOLS ? B - O X
HOME  INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW DESIGN shelley Fishel - €8
D D ’E@ (O] = X D o El Different First Page 7] Scale with Document
Header Footer  Page Number Current Curent File  File  Sheet Picture 6910 | [ pifferent Ocd & Even Pages [ Align with Page Margins
- Number of Pages Date Time Path Name Name Footer
Header & Footer Header & Footer Elements Navigation Options ~
D6 -] £ | HotDrinks v
A B © D E F G H
Header
- Coffe sales
1 Date Centre  Area  Category item Number Sold _ Costperltem  Sales
2 07/0212011 Glasgow ~ North  Hot Drinks  Cappuccino 636 £190 £1,208.40
— 3 08/03/2010 Leeds Noth  HotDrinks  Cappuccino 384 £190 £729.60
4 09/11/2010 Manchester Noth  Hot Drinks Latte 948 £185 £175380
= 5 10/10/2011 Leeds North  Hot Drinks __Latte 183 £1.85 £283.05
6 11/11/2010 Manchester North  [Hot Drinks _|Machiato 876 £195 £170820
7 18/10/2011 London  South ot Drinks _ Machiato 56 £195  £109.20
= 8 12/08/2010 London  South  Milkshake  Strawberrv 337 £250 £842.50

Figure 150 - click in to add a header

The Header (and Footer) areas are divided up into three sections, Left, Center and Right. Click into the

area where you want your Header (or Footer) to appear.

Once there, a new Ribbon Tab Appears — Header and Footer Tools.
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12.1.3  Header and Footer tools ribbon

H R s Coffe Sales - Excel HEADER & FOOTER TOOLS ? EH - 0O %X
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DESIGN Shelley Fishel ~ a
B 1
D D ’—H u g | |__‘ Different First Page ¥| Scale with Document
Header Footer Page Mumber Current Current  File File  Sheet Picture 3 Go to Different Odd & Even Pages Align with Page Margins
i = Number of Pages Date  Time Path MName Name ; Footer
Header & Footer Header & Footer Elements Navigation Options -~

Figure 151 — Header and Footer Contextual Ribbon appears when you start to add a header

This Ribbon that pops up when you click into the Header area gives you various options to add to the
Header or Footer.

12.1.4  Pre-set Header or Footer

s EE oY =

Header Footer Page Mumber Current Current  File File  Sheet Picture
< i Number of Pages Date  Time Path Name Name

(none)

Page 1

Pageof ?

Coffe sales

Confidential, 04/03/2014, Page 1

Coffe Sales

C:\Users\User\SkyDrive @ theittrainingsurgery\Bookboon\ Caffe Sales
Coffe sales, Page 1

Coffe sales, Confidential, Page 1

Coffe Sales, Page 1

C:\Users\User\SkyDrive @ theittrainingsurgeny\Bookboon\Coffe Sales, Page 1
Page 1, Coffe sales

Page 1, Coffe Island Sales

Page 1, Coffe Sales

Page 1, C! \User\SkyDriv

eittrainingsurgeny\Bookboon' Coffe Sales
Shelley Fishel:Helen, Page 1, 04/03/2014

Prepared by Shelley Fishel;Helen 04/03/2014, Page 1

Figure 152 - choose from pre - set headers/footers

Choose one of the pre-set Headers or Footers and it will be added to the Header or Footer exactly where

your cursor currently sits

12.1.5 Page Number

E5

Page Mumber
Mumber of Pages

Figure 153 — add a page number and the number of pages

There are two icons for Page Numbers, Page Number and Number of Pages. If all you need is a simple

page number then select the first one.
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If however you want it to show for instance Page 2 of 4 then you should:

Type the word Page
Click on the Page Number Icon
Type a space then the word of then a space

Ll

Click on the Number of Pages icon

It will then say - Page 2 of 4

The Wake

the only emission we want to leave behind

e ontlET.

Low-speed Engines Medium-speed Engines Turbochargers Propellers Propulsion Packages PrimeServ
The design of eco-friendly marine power and propulsion solutions is crucial for MAN Diesel & Turbo.
Power competencies are offered with the world’s largest engine programme — having outputs spanning

from 450 to 87,220 kW per engine. Get up front!
Find out more at www.mandieselturbo.com

Engineering the Future — since 1758.

MAN Diesel & Turbo
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12.1.6  Adding Header and Footer Elements

W BB OB & L

Page MNumber Current Current  File  File  Sheet Picture

Mumber of Pages M Ma
ed F lem

Figure 154 - header and footer elements

1. Current Date - adds the current date to the worksheet header/footer and will always be up
to date

2. Current Time - like the current date this will always be up to date

3. File Path - this adds the path and name showing where the file is saved, for example C\
Documents\ExcelBook\Coffee Sales

4. File Name - adds just the file name without the location

5. Sheet Name - adds the name of the current worksheet (assuming you have renamed it from
Sheet 1)

6. Picture - allows you to add a picture to the worksheet header

7. Format Picture - having added a picture you can format it. This icon will only be available

if you have a picture in the Header.

12.1.7  Switch between Header and Footer

=

Go to
Footer

Mavigation

Figure 155 - to get to the footer from the header click Go To Footer

Click the icon that will switch you between the Header or the Footer
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12.1.7  Options

DESIGN
Different First Page | Scale with Document
2 Different Odd & Even Pages Align with Page Margins

Options

Figure 156 — more Header/Footer options

1. Different First Page - if your first page is a cover, you may not want to have the same
Header or Footer as the rest of the pages

2. Different Odd and Even - when printing a report, you may want to have different odd and
even paged Headers/Footers

3. Scale with Document - this keeps the Header/Footer in proportion if you scale down or up.

4. Align with page margins — this makes sure that the Header/Footer lines up with the margin.
If you have a narrow margin tick this box so that the Header/Footer spreads out to meet the

margin and is not inset.

12.2 Inserting headers and footers

Headers and footers can include valuable information about your spreadsheet, such as when it was
printed, or the page numbers and number of pages. The easiest way to add them is to switch to Page

Layout View where you can see the header/footer area.

12.2.1  Switch to Page Layout View

L) [ ]

Mormal Page Break Pa Custem | [ Gridl
Preview Layout Views

VA Fmelebe b L rmaer

Figure 157 - change to Page Layout View first

1. Click the View Ribbon
2. Click on Page Layout in the Workbook Views group, OR
3. Use the View Icons at the bottom right of the screen

4
—

EIFIE_EI-

Figure 158

The middle icon is Page Layout
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12.2.2  Click into the Header section you want to use

oy

Figure 159 - click where you would like the header to appear
Click in either the left center or right box - this will place the contents aligned the way you have chosen.

12.2.3  The Header and Footer Tools Design Ribbon

———
=] - s Book1 - Excel HEADER & FOOTER TOOLS
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT DES\G&
D D I:mE':‘ |—H ﬂ l;l O |__‘ Different First Page /| Scale with Document
Header Footer  Page MNumber Current Current File  File  Sheet Picture Goto Different Odd & Even Pages (7] Align with Page Margins
57 = MNumber of Pages Date Time Path Mame Mame Footer
Header & Footer Header & Footer Elements Mavigation Options
11 -l £

Figure 160 - the Header and Footer Tools design Ribbon

Having clicked into the header area, you are now presented with a contextual Ribbon - Header and

Footer Tools which in turn features the Design Ribbon. This is broken up into groups

o Header and Footer
o Header and Footer Elements
o Navigation

o Options

12.24 Header and Footer Group
2 EE) = =

Header Footer Page Mumber Current Current File  File  Sheet Pictu
'I} = MNumber of Pages Date  Time Path Name MName

(none)

Page 1

Page1of?

Coffee Sales

Confidential, 13/02/2014, Page 1

Coffee Sales

C:\Users\Shelley\Documentsi\SCS Excel Core\Demost Coffes Sales
Coffee Sales, Page 1

Coffee Sales, Confidential, Page 1

Coffee Sales, Page 1

Ci\Users\Shelley\Documents\SCS Excel Core\Demos'Coffee Sales, Page 1 o
Page 1, Coffee Sales ;
Page 1, Excel 2013 Core

Page 1, Coffee Sales

Page 1, C:\Users\Shelley\Documents\SC5 Excel Core\Demosh Coffee Sales

Shelley Fishel, Page 1, 13/02/2014

T T T T T

Prepared by Shelley Fishel 13/02/2014, Page 1

o

Figure 161 - pre - set Headers and Footers can be selected here

Here you will find a selection of preset Headers and Footers. These will be placed across the Header or

Footer (depending on which one you choose).
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12.2.5 Header and Footer Elements

B m O &E & L

Page MNumber Current Current File File  Sheet Picture
Mumber of Pages Date Time Path MName Mame

0-0-0-0 900

Figure 162 - Different Header and Footer elements

Here are the individual elements that make up the preset Headers and Footers. You can add any one of

them alone, or a combination of them, in whichever section of the header or footer you want.

12.2.6  Page Number (1)

Header

&[Page]

Figure 163 - the Page Number field

This adds the Page Number to the worksheet as you will often have worksheets that print over several
pages. This places a field code in the Header/Footer which means that it is always up to date and will

change when pages are added or removed.

12.2.7  Number of Pages (2)

Header

&[Page] of &[Pages]

Date Centre Area Categc

v P P | =l - wl o

Figure 164 - Page 1 of 2 will show up here

This adds the number of pages. I added the Page Number field and then typed in the word of plus the
Number of Pages field this gives the result 1 of 2.

Date Centre  Area Category Item Mumbe
07/02/2011 Glasgow Morth Hot Drinks  Cappuccil
09/11/2010 Leeds North Hot Drinks  Cappuccil
10/10/2011 Mancheste Morth Hot Drinks  Latte

111Nl ande A LY Un# Mrinke I At

Figure 165 — Page 1 of 2
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12.2.8 Current Date

lof2 [ 13/02/2014 ]

Figure 166 - Add the current date

The Current Date icon places the &[Date] field into the header/footer and shows the current date.

12.2.9 Current Time (4)

lof2 13/02/2014 10:38

Figure 167 - add the current time

The Current Time icon places the &[Time] field in the Header/Footer and shows the current time as above.

12.2.10 File Path (5)

C:\Users\Shelley\Documents\5CS Excel Core\Demos\Coffee Sales

Figure 168 — add the file path

The File Path places the &[File]&[Path] field into the header/footer — I am now using the Footer and it

shows the file name and the path to the file - so you can find the spreadsheet when you need it

12.2.11 File Name (6)

C:\Users\Shelley\Documents\SCS Excel Core\Demos\Coffee Sales [ Coffee Sales

Figure 169 - show the file name

This places the name of the current file in the Header/Footer - it looks like this &[File]
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12.2.12 Sheet Name (7)

1 Iy :
C:\Users\shelley\Documents\SCS Excel Core\Demos\Coffee Sales [ Sales last year ]
Figure 170 - add the worksheet name
This is the name of the worksheet — it looks like this &[Tab]
12.2.13 Picture (8)
13/02/2014 10:48

Figure 171 - add an image

This is used when you wish to add a picture to your Header or Footer - either as a watermark or because

you want to add a logo in the top right as in the image above.

12.2.14 Format Picture (9)

G n 12 13 12 15 16
Format Picture ? |
i Size | Picture
A Size and rotate I}
Height: 1.14 cm = Width: | 1.48 em =
-1 Rotation: B
Seale
Height: 179 % 5 Width: (179 % =

Lock aspect ratio
Relative to original picture size
Criginal size
Height: 0,64 cm Width: 0.83 cm

Reset

Figure 172 - picture formatting tools appear when you have a picture

This button only becomes available when you have a picture in your Header/Footer

Use it to change the size, crop, change brightness etc.
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13 Printing Headings

13.1 Print Titles

This is a very handy feature. There are times when you may have a very long list and you would like
the header to print on every page. You know, you print the list out and on pages 2,3,4 etc it becomes

impossible to see what the columns are. Enter Print Titles.

See the light!
The sooner you realize we are right,
the sooner your life will get better!

A bit over the top? Yes we know!

\We are just that sure that we can make your
media activities more effective.

Get “Bookboon’s Free Media Advice”
Email kbom@bookboon.com

bp Py
({:} CREDITSUISSE\ DAIMLER @ Micresoft bookboon.com)
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13.1.1  PrintTitles
j B Colors Width: Gridlines
A |Fonts Height: Au View
Themes Margins Orientation Size  Print Breaks BackgroundRint Right-
Effects Area . Scale 0 to-Left Print
Themes Page Setup @ Seale to Fit Sheet Options
Al = fx | Hot Drinks
: : B c D E F G H .
1 3 Centre Area__ Category __ Item Number Sold __Costperltem _Sales _
2 /2011 Glasgow North  Hot Drinks  Cappuccino 636 £1.90 £1.208.40
3 08/03/2010 Leeds North  Hot Drinks  Cappuccino 384 £1.90 £729.60
4 1 09/11/2010 Manchester Morth
5 10/10/2011 Leeds Morth
6 |11/’11ﬂ'2010 Manchester North
7 1 18M10/2011 London South  HotD Page | Margins | Header/Footer | Sheet
8  12/08/2010 London South  Milksl} | print area: 3
9 14/11/2011 Glasgow South  Milks| e e
10 | 14/09/2011 Glasgow  Morth  Milksl
11 10/10/2011 Manchester North  Milks! Bowsitoxepeat sttop: 51:51 @ [
12| 11/11/2010 Leeds Noth  Milksl] | Cotumns to repest at left: S
13 18/10/2011 Manchester North  Hot D)
14  12/08/2010 Manchester Noth  Hot Df{ | ™
15 | 14/11/2011 London South Cold [ [] Gridiines Comments: [None) v
16 14/06/2011 Glasgow  North  Cold [ [ Black and white Cell errors as: | displayed =
17 | 10/10/2011 Bath South  Cold If | [ Dratt quality G )
18 11/11/2010 Bath South  Cold [ ] Row and column headings
19 18/03/2011 Bath South  Hot D)
20 12/08/2010 Londen  South  Hot D} | P29 °reer
21 14/11/2011 Bath South  Hot D) Down, then over
22 | 14/06/2011 Manchester South  Hot D) Ouer, then down
23 10/10/2011 Bath South  Milks
24 1 11/11/2010 Bath South  Milks|
25 18/10/2011 London South  Milksl
26| 12/08/2010 London South  Milksl
27 14/02/2011 Glasgow  North  Cold [ S BEntRevew |OvSonS
28 | 14/06/2011 Leeds Morth  Hot D)
29 10/10/2011 Leeds North  Hot D) Cancel

Figure 173 - Print your titles on every page

1. Click on Print Titles

Printing Headings

2. Click into Rows to repeat at top
3. If you want to repeat a column or two select them as well in Columns to repeat at left
4. Click OK

Figure 174 - see column headings print

Here on Page 2 you can see the Column Headers are showing in Print Preview
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13.2  Print Columns to Repeat with Titles

Just like printing the header row on each page, you may wish to print the first column on every page too.

HOME INSERT PAGE LAYOUT FORMULAS DATA VIEW ACROBAT

©,

Themes Page Setup Scale to Fit Shee
Al - | Page Setup ?
A B Fage Margins Header/Footer Sheet
Date ntre A B = — | [tm 1§
o Ny r!n g.rea‘ Al:H72 2.5 £190 €
3 10{ 3 JO10[Leeds Nigj| ot £1.90
450 010;Manchester Mi : ! E
5 ;10/10/2011]Leeds s Columns to repeat at left: sA:sAl
6 |11/11/2010'Manchester Ny £
7 118/10/20111London S| "
8 112/08/20101London S [[] Gridlines Comments: | (None) (2 )., £2.50
9 114/M1120111Glasgow Sy ] Black and white £2.50
10 114/09/20111Glasgow Nt | | [ prat quality Cell grrors as: | displayed ¥1| f £2.50
11 110/10/2011Manchester Ny [ Row and column headings £2.50/ £
12 111/11/2010 | Leeds il £1.99
13 |18/10/2011|Manchester Ni | Pageerder £1.00
14 112/08/2010!Manchester M Down, then over = S £1.90: €
15 114/11/2011!London S Over, then down | ==fis=fl== £0.85
16 114/06/20111Glasgow M EEE S £1.00
17 110/10/20111Bath Si £0.85
18 111/11/20101Bath Si £0.85
19 118/03/2011,Bath S £1.90/ £
20 112/08/2010;London S Print... Print Preview Options... £1.95 £
21 114/11/2011;Bath Si £1.85
22 114/06/2011{Manchester S oK T £1.90
23 110/10/2011)Bath S _ £2560 £
24 111/11/2010!Bath Soutn WIKSnake SIrawoerry EALS £2501 £
25 118/10/20111London South  Milkshake Vanilla 149 £2.50
26 112/08/20101London South  Milkshake Chocolate 916 199

Figure 175 - print the first column on every page
1. Click on Print Titles
2. Click into Columns to Repeat at left

3. Select the column you wish to print

Now the column you selected will be printed on every page.
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14 Hide and Unhide Rows
and Columns

14.1  Hiding Columns

Just like worksheets, there are times when you may wish to hide Columns or Rows. In the Coffee Island
Price List example, I have now worked out the Sales Price and want to show this to someone. I don't want
them to see the columns with the Profit Margin or the Cost Price. My aim is to use the one worksheet

to show them just the Drink and the Sales Price

TURN TO THE EXPERTS FOR
SUBSCRIPTION CONSULTANCY

Subscrybe is one of the leading companies in Europe when it comes to innovation
and business development within subscription businesses.

We innovate new subscription business models or improve existing ones. We do
business reviews of existing subscription businesses and we develope acquisition and

retention strategies.

Learn more at linkedin.com/company/subscrybe or contact
Managing Director Morten Suhr Hansen at mha@subscrybe.dk

SUBSCRYBE - fofle fufur
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14.1.1  Hide Columns

B c |Em° T 7
085 03 X Cut
0.85 i T
09 1
0.95 0.3 Paste Options:

Insert

Delete

Clear Contents
Format Cells...

Column Width,..

Hide

Unhide

Figure 176 - Right click to hide columns
1. Select the columns you want to hide - in my case B and C
2. Right click

3. Click on Hide

14.1.2  Columns are now hidden

Sule. Price

Cappuccing
Macchiato
Latte
Chocolate

[=x RS R S FURY R

Figure 177 - hidden columns - the letters are missing

Notice that I now have column A followed by D - B & C have been hidden.
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14.2 Un hide Columns

14.2.1  Un hide Columns

[ <
Cappl Bz Copy
Macc E———
L,at‘te aste Uptons:

Chaoc

Insert

Delete

Clear Contents
Format Cells...

Column Width...

Hide

Unhide

Figure 178- right click to un hide columns

1. Select columns - here I selected A & D
2. Right click
3. Choose Un hide

1 Cost Price P-ofit margii Sales Price
2 |Cappuccino 0.85 0.34 1.19
3 Macchiato 0.85 0.34 1.19
4 Latte 0.9 {.36 1.26
5 |Chocolate 0.95 (®38 1.33

Figure 179 - columns return

The columns are now back!
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14.3  Hiding Rows

In the same way that I can hide a column I can also hide a row or several rows.

14.3.1 Hide a Row or Rows

2B I = A -

3 I|V|ECCn|E'[D || u.go
ar, j -
5 % Cut 55
6 Em Copy

Paste Options:

1z Insert
Delete
1E Clear Contents

| Eormat Cells...
1 Row Height...

1g Hide
2(

21 Unhide
22

. €U
0

Figure 180 - hide rows

1. Select the Row(s) you wish to hide

Right Click
Select Hide

14.3.2 Rows are hidden

A

Ll Drink Cost Price Profit margil Sales Price

B C

2 |Cappuccino 0.85

0.34

u
Iy

u
0
0

D

1.19

5 Chocolate

e

0.95

0.35

Figure 181 - row numbers are hidden too

Rows 3 and 4 have been hidden.
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144  Unhide Rows
14.4.1 Unhide Rows

2

5

6

7 =

3 Paste Options:
9

10

11

12 Insert

13

14 Delete

15 Clear Contents
16

17 Format Cells...
18 Row Height...
19 Hide

20

21 Unhide

Figure 182 - right click to unhide rows

1. Select the rows either side of the ones you wish to un-hide
2. Right Click
Select Un-hide

14.42  Rows are unhidden
Drink Cost Price Profit margii Sales Price

1
2 |Cappuccing 0.85 0.34 1.19
3 Macchiato 0.85 0.34 1.19
4 |Latte 0.9 0.36 1.26
5 |Chocolate 0.95 0.38 1.33

Figure 183 - here they are again
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15 Page Setup Options
for Worksheets

15.1  Page Orientation

15.1.1  Page Orientation

w [ERE
s Orientation  Size P
- ~ Ar

S
D Portrait
D Landscape

Figure 184 - change orientation

To change from Portrait to Landscape click the drop down and pick the setting you need.

Struggling to get
interviews?

Professional CV consulting & writing assistance
from leading job experts in the UK.

TheCVagency

Visit thecvagency.co.uk for more info.

N Take a short-cut to your next job!

._- =) Improve your interview success rate by 70%.
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15.2  Modifying page setup

We can change the way the page is set up. You might want different margins or to change from Portrait

to Landscape.

15.2.1  The Page Layout Ribbon

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW| IEW ®
j I Colors - E Dq‘ ]D EEI L . E':S o Width: |Automatic ~ E‘ Gridiines Headings [a ‘EI
Gt B €
Fonts = = = E_DHaight: Automatic - | View ¥ View 'J D Uk 5
Themes argm Orientation  Size  Print Braak Background Print | . —1 | Sheet Right- Bring Send  Selection Align
(] effects~ - * Areav v Titles | Tl Seale 0% . to-Left Print Print | Fonward - Backward~  Pane &
Themes Page Setup & Scale to Fit & Sheet Options & Arrange

Figure 185 - Page Layout Ribbon
This is where you will come to change different aspects of the spreadsheet layout.

1. Themes - this is where you can change the colour scheme and fonts for the whole work book

2. Page Setup - here you will change Margins, Orientation, Paper Size, Set Print Area, Add
Page Breaks, format the background and set up Print Titles

3. Scale to fit — you can change the width or height of the page and scale it up and down to
make the contents fit on the printed page

4. Sheet Options — View grid lines, View and/or Print Grid lines, View and/or Print Headings

5. Arrange - if you have added graphics to the worksheet you can arrange how they behave on

the page here.

15.3  Change the Margins
15.3.1  Change the Margins

] @ [DEE‘!'W f

Margins Orientation Size  Print  Breaks Back
- - +  Areav v

Last Custom Setting

Top: 19cm  Bottom:1.9cm

Left: 18ecm  Right 1.8cm

Header: 0.8 cm Footer 0.8 cm

Mormal

= =]

H Top: 191 cm  Bottom: 1.91 cm
Left: 1.78 cm  Right 1.78cm
Ll Header: 0.76 crm Footer: 0.76 cm
N
Wide

Top:  2534cm  Bottom:2.34 cm
Left  254cm  Right 254cm
Header: 1.27cm Footer 1.27 cm

H_i-‘

Marrow
| Top: 197 cm  Bottom: 1.91 cm
Lef: 084 cm  Right 0.64cm
— Header: 0.76 cm Footer: 0.76 cm

Custom Margins...

Figure 186 - choose pre - set margins or set your own

Click the drop down underneath Change Margins and select one of the presets. If you wish to set your
own measurements for the margins, click on Custom Margins.
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15.3.2  Custom Margins

Page Setup
Page Margins | Header/Footer | Sheet

Top: Header:
19 & 08 (=
Left: Right:
18 & 18 1
Botta Footer:
19 & 08 (=

Center on page
[] Horizontally
[ wertically

Figure 187 - set your own margins

Set the exact measurements you want for the Top, Left, Right and Bottom margins.
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Page Setup Options for Worksheets

154  Changing the Header and Footer Size

15.4.1  To change the Header and Footer size

= =

ﬂ HC- ars =
o w(")
mes

Home

Item # Descri

101
102
103
104
105
106
107
108
109
110

Sports B
Trainers
Wallet
Sharts
Cricket E
Tennis R
Jacket
Trousers

Page Layout F

B3 e
= [
rientation  Size

Mormal

Marrow

Tap 1.91 cm
Left .64 cm
Header: 0.76 cm

‘ Custom Margins

Pr
ormulas Data Review View
=l =
d =l By &
i I = J 3
N
Print Breaks Background Print
Area~ 4 Titles =
Bottom
Right

Faoter: 0.7¢

4em

Bottom: 2.5
Right: 254«
Footer: 1.27 cm

Bottom: 1.91 cm
Right |
Faoter: 0.76 cm

Ca
)

Custom Margins...

Figure 188 - access custom margins

Ll A e

Page

Go to the Page Setup group
Click on Margins (1)
Click on Custom Margins... (2)

O,

3 Center on page

At [ Horizontally

3t [ Vertically

oo

v

Go to the Page Layout tab on the ribbon

Page Setup ? :

Top:

19 5

Print...

Header/Footer = Sheet

Header:

0.8 =

Right:

Footer:
0.8 5

Print Preview Options..,

oG]

Figure 189 - set the header and footer margins here

5. Either type or use the up and down arrows to set the Header and Footer sizes

6. Click OK
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15.5  Setting Print Scaling

Scaling your worksheet allows you to make all the data you have fit on one piece of paper, or as many
as you specify. The upside is you get all your data on one sheet of paper, the downside is the text size

will shrink and you might need a magnifying glass to read the spreadsheet.

15.5.1  The Scale to fit group

E Width: |[Automatic -
ED Height: |Automatic =
TRl Scale  |96% 2

| Scale to Fit

Figure 190 - you can open the dialog box to get more options

Here you can try out different scaling options, simply change the percentages in the boxes and see how
your spreadsheet looks. To see how it will print, hop into Page Break Preview or click File and then
Print to see the preview. You can set the scale to a total percentage here. If you would like more detail

you can click on the dialogue box launcher at the bottom right of the group.

15.5.2  Scale to fit dialogue box

EVIEW  VIEW Shelley Fishel
i eos Width: |Automatic - Gridlines  Headings | | &y,

? % [|Height: |Automatic - : V] View | [ View |,

t — Sheet Right- Arrange

s | BlScale  [95%  :|| 7 goulemt Print Print | -

& Scale to Fit m Sheet Options &

{'Page ! Margins | HeaderFooter | Sheet

Orientation
(@ Portrait () Landscape

Scaling

@ adjustto: |96 | % normal size

() Eit to: 1 < pagels) wide by 1 S tall

Papersizes | Ad v

Print quality: v

First page number: | Auto

Print... Print Preview | | Options...

Figure 191 - scale the content to fit on a page
Click the dialogue box launcher.

In the Scaling group of settings you can tell Excel to make the data fit to 1 page wide by 1 page high or

any combination you want.
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16.1

Print a Worksheet or a Workbook

Printing

Setting up your workbook to print is really simple. Add the print icon to the Quick Access Toolbar, or

use the Print Menu or even the keyboard shortcut to print.

16.1.1

What do | see when | click Print?

- o x

2
Sheley Fishel - [

Print @

Printer

HP Laserlel P205X -
O rag,

Printer Propetic

Settings

Figure 192 - the Print dialog

. The Print Icon - click this to send your spreadsheet to the printer

Number of Copies — change how many printed copies you want
Select the printer to send the job to - in my case I have my laser printer selected but it
could easily be the colour printer too

Select which sheets to print

5. If you have lots of data that will print on many sheets of paper, you can decide which pages

you wish to print

If you have several pages, do you want them collated or not? If you are printing more than
one copy of a spreadsheet with several pages consider selecting Collated

If you forgot to change the Orientation from Portrait to Landscape before coming to Print,

you can change it here

8. Change the paper size here

10.
11.

12.

13.

Forgot to change the margins? Or perhaps the preview does not look quite right, you can
change the margins directly from here

Set up scaling options here too

Go to Page Setup - if you want to make lots of changes at once you can access Page Setup
from here

The Preview — Print Preview has been combined with Print so you can see exactly how it
will look

Tells you how many pages there are and which one you are looking at.
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16.2  Printing individual worksheets

When it comes to printing in Excel there are several ways to print your data. You may wish to print just
a selection of data, the current active worksheet or the entire workbook. Here is how to print just the

active worksheet.

16.2.1  Print Active Worksheet

Coffe Sales - Excel 7 - B x
Shelley Fishel = €3
o Copies: |1 ) -
Print dunimr el oo
Printer
7 HP LaserJet P205X =
D Ready

Printer Properties

Settings

lj__l Print Active Sheets
Only print the active sheets
Pages: 3| to b
= Collated
Account EE M

1,23 1,23 123
i D Portrait Orientation S

D A4
21emx29.7 em

[]]  Last Custom Margins Setting _
Left: 19cm  Right: 1.9 cm

EERE L EE EPEET T S A EPER FEEE B FEEEFERF PR R

Custom Scaling -

Page Setup -

1 Jof2 » iif =

Figure 193 - print the worksheet you are looking at

1. Click File
2. Set the number of copies you want
3. Click Print

Note that in the Settings area it says Print Active Sheets.
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16.2.2  To change the print settings
Settings

D Print Active Sheets .
Only print the active sheets

D Print Active Sheets
Only print the active sheets
g Print Entire Workbook
Print the entire workbook
EI Print Selection
Only print the current selection

Ignore Print Area

Figure 194 - change print settings

Click the drop down list next to Print Active Sheets and make your selection

Print Active Sheets - this prints all the data on the current worksheet

Print Entire Workbook - this prints ALL worksheets in the current workbook

Print Selection - this prints only those cells which you have selected prior to clicking on File >Print

Ignore Print Area - If you have set a Print Area you may wish to now print the entire worksheet or a

different selection of data, by ticking the Ignore Print Area instruction, Excel will ignore your Print Area

settings and they will be there for next time.

areview with Performance Review Pro

LEAD WITH
CLARITY AND
CERTAINTY

A short cut for managers to
the most effective personal
development plans and
information that will quickly
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performance and results.

Awesome! That
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discuss these actioy
points

Spot on - 'm all
fired vp!! Looking
forward to next
quarter

Caw’t believe
this only took me
5 minotes

Ensure your next performance management
meetings run like a dream! Full trial for 10 staff.
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17 Cell Styles

17.1  Apply Cell Styles

Cell Styles

Cell styles are pre-set formats for cells. They can be reused to help your sheet’s formatting look consistent.

17.1.1  To apply a cell style

-

B6 - =

1050254 L
A A & n F F G H
ARLS Global Enterprises
Balance Sheet (Half Year)
Re - »

Formatting - Microsaft Excel

General

- @ (R Con

= autosum - 4

= g

2 Clear ~

1050254 1547000

Total
Expenses Jan Feb Mar

London 550998 850554 B1GE/4
Paris 838223 926778 879114
MNew York 1936002 1641544 1507774
Milan 1392666 1441447 1349562
Total Exoe 4718769 4860333 4555314

Apr

B30228
963225
1306440
1400116

4607017

Way

145664
845999
1240005
1087664

3924212

Jun

1466369 1523124 1350654 1557147 05524540}
1524294 1600040 1599054 1709562 1542960 1036159 1003037|
3521487 2086443 2741221 2621447 2066665 2658666 16683934)
2531205 2621880 2153900 D6A7A41 1977568 2477332 116094Mm)

ve 8627260 8839885 8263443 8381564 7134840 8489304 49756296

Total

Ba688/
1042224
1406992
1362225

4661205
5518563
9120535
8033670

4668328 27333973

Nommal
Data andt Modtel
Output Warning Text

Titles and Headinas.

Heading 1 Heading 2

Themea Cell styles

Heading 3

Number Format

Headingd

Title

Note

Total

20%-Accentl  20%-Accent2  20%-Accent3  20%-Accentd  20%-AccentS  20%- Accent6

AN%-Accentl  40%- Acreni? | 4N%-Acrentd  A0%-Acrentd  40%-AcrentS  4N%- Acrenif

=
=

Figure 195 - cell styles help make a worksheet readable

1. Select the cells you would like to apply a style to (1)

2. Go to the Styles group on the Home tab on the ribbon
3. Click on the Cell Styles button (2)
4. Click on the style you would like to apply (3)
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17.2  Create Cell Styles

You can create your own Cell Style to allow you to rapidly format your workbook consistently.

17.2.1  To create a cell style

S-Ee8D- Cotfe Sales - Excel 2 m - 0 X
HOME INSFRT PAGE LAYOUT FORMULAS DNATA REVIEW VIEW ACRORAT Shelley Fishel ~ 8

- A 3 Delete Sheet Columns
Fadl |

&l & - @- X Dette Shest Rows
Conditionl Fofatas| Cell || . M7 cona minda
Formatting 5 " Filter» Select~

Arial B W - - =Wiop Tet General e
v v~ ik = ] Merge & Center =

Clipboard 1 Font Alignment HNumber

Cunency 2 Percent 2

Good. Bad and Neutral

Normal Bad Neutral

Data and Model

010 Leeds North  Hot Dnks Cappuccino £190 £72960

010 anchester Nafh Fol DonksLae 188 51,1530 T | checkcell |
011 Leeds North  Hot Drinks Latte £185 £283.05 Warning Text
02

Input

010 Manchester North  Hot Drinks  Machiata £1.95/£1,708.20
011 London  South  Hot Drinks Machiato £195 £109.20 ool .

8 12/08/2010 London  South  Milkshake Strawberry £250 £81250 Heading 1 Heading2  Heading3 Heading 4 Title Total
147112011 Glasgow  South  Milkshake  Strawberry £250° £860.00 = ——
1470972011 Gk Noth  Mikshako Vanila £2500 £500.00 Eche S o Stvies

Narth Vanila £250/£1,610.00 20%-Accentl  20%-Accent?  20%-Accentd  20%-Accentd  20%-Accents  20%- Accent6
Noth  Mikshako Chocolate €199 EA47T5
North Hot Drinks Amoericano £100, £12000 40%- Accentl  40%-Accent2  40%-Accent3  40%- Accentd  40% - Accent5  40% - Accent6
12/08/2010 Manchester Noth  Hot Drinka  Americano £1.90/€1,328.10
471172011 London  South  Cold Diinks  Orange Juice €085 £532.10
141062011 Clasgow  Noth  Cold Drinks  Apple Juice £100 £170.00 Accents — JAccents |
1071072011 Dath South  Cold Diinks  Coca Cola £0.05 £555.90 S
14/41/2010 Dath South  Cold Diinks  Coca Cola £0.05) £100.30
10/03/2011 Dath South ot Dinks  Cappuccino £1.90;£1,094.30 Comma Commal0]  Curency Currency [0]  Percent
120072010 London  South ot Drinks_ Machiata £1.95/£1,760.65 @ it

14/11/2011 Bath Soulh i Lalle £185 £493.95
14/06/2011 Manchester Suulh Anericany £1.90 £212.60 —
107102011 Bath Soulh Suanbeny £250 £1412.50
11/11/2010 Bath Soulh i Suanbeny £250 £2 345.00

Figure 196 - you can create your own cell styles

1. Format a cell/some cells in the style you would like to add to Cell Styles (1)
2. Go to the Styles group on the Home tab on the ribbon

3. Click on the Cell Styles button (2)

4. Click on New Cell Style (3)

Qﬁy Item Number Sold Cost per ltem Sales |

Cappuccino B26. ““W 5.40
Cappuccino ? 9.60
Latte O 3.80
Latte E : RcoffeelslandHagginal 3.05
Machiata 6 Format... 5.20
Machiato 9.20
Strawberry 5 250
e % =
Vanilla 0.00
Vanilla Alignment  General, Bottom Aligned 0.00
Chocolate 775
Americano [ Eant Arial 14, Bold Accent 6, Darker 25%f§ 57 0
Americano 5.10
R Orangs Juice [v] Border Mo Borders 210
s Apple Juice Fill Shaded 0.00
s Coca Cola B 5.90
s Coca Cola Protection Locked 0.30
Cappuccino v 14.30
Machiato .65
Latte Canc) 3.95
Americano 2.80
Strawberry 565 £2.501£1,412.50

Figure 197 - set the options you want

5. Give the style a name (4)
6. Un-check any boxes that relate to styles you do not want to keep (5)
7. Click OK
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If you want to change anything on the style before confirming, click on the Format button to bring up

further options (6)

Eoinsert - | X - AY H % Delete St
=z 2 Delete St
Sort & Find &

Figure 198 - your new styles appear here

8. Your custom style appears in the Cell Styles drop down menu under “Custom” (7)
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18 Autofill

18.1  Copy Data using Autofill

Auto Fill is a time saving feature that allows you to copy text, numbers or Formula in a spreadsheet.

18.1.1  To copy data using auto fill

Al bl | £ || Columni

A B &
1 |Col 1'
: olumn +‘®

Figure 199 - use the little black plus sign

D E

1. Type your content into your first cell.
2. Position your cursor so it hovers over the bottom right of the cell and it turns into a black

cross (1)

Al - S || Column1

A B L& D E
i |Co|umm 1] |

2 -
~ ﬁ CC|:\";1H 4

2]

Figure 200 - drag

3. Click and drag horizontally or vertically to copy the content

Al - S || Columni

EER B C D E

1 |Column 1 Column 2 Column 3 |Column
> -
3

Figure 201 - content copied

4. When you let go, the content is copied

If the content contains figures (or a possible series e.g. 1,2,3 or Monday, Tuesday, Wednesday)
5. A Smart Tag appears (1)
6. Click on the drop down arrow on the Smart Tag

Al ~ . fe Column1
A B C D E F
1 [column 1 |Column 1/Column 1 /Calumn 1]
2 H:'%.
- Bl copy el
G O Fill Series
5
E ©  Fill Formatting Only
7 ©  Fill Withgut Formatting
8

Figure 202 - smart tags give further options

7. Select Copy Cells from the Smart Tag options
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18.1.2  Fill Series using Autofill

Auto Fill is a time saving feature that allows you to copy text, numbers or Formula in a spreadsheet.

18.1.3  To Fill Series data using auto fill

Clipboard Font
Al b
A B c
Column 1

%*‘@

Figure 203 - autofill can create a series too

1. Type your content into your first cell.
2. Position your cursor so it hovers over the bottom right of the cell and it turns into a black

cross (1)

Pafte ¥ B 7 U~ H- {'),vév ==
Clipboard Font
Al - Jx Columnil

A B C D
iCojumn 11

m

1
=

: olumn 4

5}

4

=

Figure 204 - click and drag the little black plus

s @book 1s probucen with iText®
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3. Click and drag horizontally or vertically to copy the content

Al - £ | Columni
A B c D E

1 [Column 1 Column 2 Column 3 Column 4

2 j =i I
&

4

[

Figure 205 - click on the smart tag to change options

4. When you let go, the content is copied but each cell is incremented from the cell before (e.g.
1, 2, 3 or Monday, Tuesday, Wednesday)

Optional: Smart Tag

5. A Smart Tag appears (1)
6. Click on the drop down arrow on the Smart Tag

Al - Je | Column1
A B C D E F G

1 |Column 1 Column 2 Column 3 Column 4!
2 B .
3 =
4 Copy Cells
5 @ | Fill Series
6 s
= Fill Eormatting Only
é Fill Withput Formatting
g

Figure 206 - select your options

7. Select as appropriate from the Smart Tag options

18.1.4  Special Lists

A B c D E

January February  March April May

Mon Tue Wed Thu Fri
Tue

Wed

Thu

Fri

oo~ @ ||| w R =

9 |Jan Feb Mar Apr May

10 Feb

11 |Mar

12 Apr

13

14 01/01/2012 02/01/2012 03/01/2012 04/01/2012 05/01/2012
15 02/01/2012

16 03/01/2012

17 04/01/2012

18 -5}

Figure 207 - days of the week, months - special lists

Special Lists are regularly used items that have been pre-set by Microsoft. For example, you can auto fill

days of the week, months of the year and dates.

18.1.5  To auto fill a special list

1. Type the first item of the special list
2. Auto fill as usual, horizontally or vertically
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18.2  Copy Formatting using Autofill

Auto Fill also allows you to copy formats from one cell to another.

18.2.1  To copy formatting using auto fill

c
3
4 |Income +waa&;®3 Week 4

Figure 208 - set your format

1. Format the content in your first cell.
2. Position your cursor so it hovers over the bottom right of the cell and it turns into a black

cross (1)

A B C D E F

Coffee Island

1

&

3

4 |Income IWeekd—itbdti—M\leek:l
5 Incorme

6 |Cappucino 250 350 450 450
7 |Latte 200 300 450 450

Figure 209 - click and drag

3. Click and drag horizontally or vertically to copy - initially it will also perform a content auto

fill so may overwrite the content already in the cells. Don't panic, this is only temporary!

2
3
4 |Income Income Income|Income|Income
5
6

£
Cappucino 250 350 450 45

Figure 210 - content and formatting is copied

4. When you let go, the content is copied but, more importantly, the formatting is also copied.
5. A Smart Tag appears (2)

6. Click on the drop down arrow on the Smart Tag

3

4 |Income Income|Income|Income | Income
5 i
6 Cappucino 250 3@ Copy Cells
Lopy Cells

7 |Latte 200 3

N O Fill Eormatting Only
2 Americano 150
9 O Fill Withgut Formattir

Machacing 75 1

Figure 211 - select fill formatting if that is all you require
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7. Select Fill Formatting Only from the Smart Tag options

2
H
t [Income week 1 Week 2 Week 3 Week 4|
3 =
3 |Cappucino 250 350 450 450
7 Latte 200 300 450 450

h

Figure 212 - formatting is copied
8. The content returns to its previous values, but the formatting is copied across

18.2.2  To fill without copying the formatting

Sometimes you might want to auto fill from a cell that is already formatting, in which case the formatting

will also be copied.

To prevent the formatting being copied, auto fill as usual, then select Fill Wlthout Formatting from the

Smart Tag options.

RAND
MERCHANT
BANK

Adivision of FirstRand Bank Limited

Y O | l T I I I N K Traditional values. Innovative ideas.
]

YOU CAN WORK
AT RMB

Rand Merchant Bank uses good business to create a better world, which is one of the reasons that the country’s top talent chooses to
work at RMB. For more information visit us at www.rmb.co.za

Thinking that can change your world

Rand Merchant Bank is an Authorised Financial Services Provider
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19 Flash Fill

19.1 Flash Fill

Flash Fill is a brand new feature. When you have data in a column and want to extract something or
copy something, previously you would have used a formula. Excel 2013 will now do the heavy lifting
for you. In fact at first when you see how it works, you might have wondered what on earth Excel was

playing at and dismissed what is in fact a real time saver.

19.1.1 Flash Fill to Join Two Columns

A B C D E F
1 FirstName LastName Full Name

2 John Smith John Smith
3 |Diane Lister Diane Lister
'] 4 |Lisa Jones
"l 5 Jessica Rabbit
Bugs Bunny

6
7
I8
ol g
Figure 213 - use Flash Fill to connect content from two columns

In my example, I have a spreadsheet with names which have been entered as First Name and Last Name.
I actually need to have a Full Name field. This can easily be achieved with a formula however most
people don't really like writing formula and you may want to strip out the formula once you achieved

the result. This is yet another step.
Enter Flash Fill:

1. Type the result you want in the first cell

2. Type the result you want in the second cell so Flash Fill gets to really work out what you
are doing

3. You will see the grey suggestions

4. If you like what you see simply press the Enter key and that’s it!
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19.1.2  Flash Fill to Extract Data

A B & D E E G
1 |First Name Last Name Full Name City Postcode
2 |John Smith JohnSmith  London NWwW4 2ER NW4 2ER
3 |Diane Lister Diane Lister  Manchester M25 4RR |M25 4RR 1
4 |Lisa Jones Lisa Jones London E17 6TT

5 |lessica Rabbit Jessica Rabbit London SW3 2YY
6 Bugs Bunny Bugs Bunny  Leeds LS29 3FF

7 |Mickey Mouse Mickey Mouse Leeds LS8 2QU
8
9

Figure 214 - extract data from a list
I want to have the postcode in a separate column.
The process:
Type a heading and format it in the first cell (E1 in my example)
Type the first Postcode in the list

Start to type the second Postcode

Excel now finds the pattern in what you are doing and Flash Fills the rest of the column!

ok

Press Enter to accept.

19.1.2  Flash Fill to Format Telephone Numbers

A B c C
1 |Number Phone

> (02082012225 020-8201-2225

3 02072021296 [020-7220-1234] |

4 (0208123654

(0207236523

(02082012222

2
7
8
Figure 215 - you can even reformat data

I received this spreadsheet with telephone numbers typed in the Number Column without any spaces

or hyphens. I would like the numbers to have hyphens in between each block of numbers.

Format the cells as Text — this makes sure that any leading 0 stays put and does not get dropped
Format the cells in the next column as text too

Type in the first telephone number in the format you want to use

Start to type the second one

The Flash Fill suggestions will appear

A A o

Click Enter to accept
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20 Formulas

20.1  Formulas Introduction

A Formula is the term used for a calculation in your spreadsheet.

A formula performs calculations or other actions on the data in your worksheet. A formula always starts
with an equal sign (=), which can be followed by numbers, mathematical operators (such as a plus or

minus sign), and functions, which can really expand the power of a formula.

For example, the following formula multiplies 2 by 3 and then adds 5 to that result to come up with the

answer, 11.
=2*3+5
360°
thinki
Deloitte
DiSCOVCI‘ the truth at WWW.dClOittC,Ca/C&I‘CCI‘S © Deloitte & Touche LLP and affiliated entities.
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20.1.1  How is a formula made up?

/ Call Reference 2
Starts with the i p— B 3 B 1 2
equals sign p— i
| \
Call Reference 1 ! T

Figure 216 - syntax of a formula
« Formula always start with the equals sign
o Cell references are used instead of numbers

o A mathematical symbol is used to denote the type of calculation

20.1.2  Best practice: Using cell references in formulas

While this formula works, it has one drawback. If you want to change the data being calculated you

need to edit or rewrite the formula.

A better way would be to write formulas so that you can change the data without having to change the

formulas themselves. To do this, you need to tell Excel which cell the data is located in.

A cell’s location in the spreadsheet is referred to as its cell reference.

To find a cell reference, simply look at the column headings to find which column the cell is in, and

across to find which row it is in.

The cell reference is a combination of the column letter and row number -- such as Al, B3, or Z345.

When writing cell references the column letter always comes first.

So, instead of writing this formula in cell C1:
=3+2

write this instead:
= Al1+A2
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21 Create Formulas

21.1  Add, Subtract, Multiply, Divide

The structure of a basic formula in Excel always follows the same structure:

« Equals Sign
o First Cell Reference
o Mathematical Symbol

o Second Cell Reference

Starts with tho \ / Second Coll Rofersnce
cquals sign - BS_ 1 2
First Coll Reforence 'lf
Mathematical Symbol

Figure 217 - breakdown of a formula

I WANT TO CHANGE DIRF.(TION

» AND THE WORLD-?_
A D

3 )l

@

GOT-THE-ENERGY-TO-LEAD.COM

We believe that energy suppliers should be renewable, too. We are therefore looking for enthusiastic
new colleagues with plenty of ideas who want to join RWE in changing the world. Visit us online to find
out what we are offering and how we are working together to ensure the energy of the future.

WE

o AR =
The energy to lead
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21.1.1  The Mathematical Symbols used by Excel
+ Addition

= Subtraction
)(.

Multiplication
/ Division

21.1.2  To create a formula to add, subtract, multiply or divide

A B C D

Department XXX Performance Report
Actual Budget Variance

Costs £E £ £
Direct Materials 334?u§ 275001=B4-C4 ‘|

et e e

Direct Labour 55000 57000

lmdicamt | abmnr ETENn =nnn

O L B —

Figure 218 - build your formula

Click on the cell where you require the answer
Type the = sign

Click on the first cell involved in your calculation
Type the maths symbol you are using

Click on the next cell involved in your calculation

Repeat steps 4 & 5 (if you need to add more cells to your formula)

Nk W

Press Enter

D4 - f | =Ba-c4

A B c D E
Department XXX Performance Report
Actual Budget Variance
Costs £ £ £
Direct Materials 33475 2?500' 59?5!
Direct Labour 55000 57000

lmelicmmt | mbumine EFEN =0y Taly]

o) R

Figure 219 - here is the result

8. The cell will then show the result of the formula

21.1.3  Make Changes to Formulas in a Cell

To change a formula in a cell, double click on the cell and the formula will be revealed for you to edit

as you wish.
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21.2  Make Changes to Formulas in the Formula Bar

When you select a cell that contains a formula, the cell displays the result of the formula but the formula

can be seen in the formula bar.

D4
A

—_ [ — T s T SR ——

Formula
& fa’: Ein *- -

B C D E C

tment XXX Performance Report

Materials

Labour
t Labour
e

Actual Budget Variance

£ £ £
33475 27500[__5075]
55000 57000
5750 6000
654 500

Figure 220 - click into the formula bar to make changes

21.2.1  To make changes to formula in the formula bar

1. Select the cell containing the formula you want to change

2. Click into the formula bar and make the changes you require

3. Press enter on the keyboard

21.3  Using Autofill to Copy Formulas

If you have a table of data that all use the same calculation, it would be tedious to manually enter the

formula again and again. So you can copy a formula using Auto fill.

To copy a formula using auto fill

1. Create your first formula

2. Select the cell

D4 b 5| =Ba-C4

A B c D E
Department XXX Performance Report
Actual Budget Variance

Costs £ £ £
Direct Materials 33475 273200 59751
Direct Labour 55000 57000 +
Indirect Labour &750 6000
Idle Time 654 500
Fuel 900 1000
Supplies 657 500

1 Statinnans 179 28n

Figure 221 - create the first formula
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3. Hover your cursor over the bottom right hand corner of the cell until you get the black

cross (1)

D4 i f | =Ba-c4
A B C D E

Department XXX Performance Report
Actual Budget Variance

Costs £ £ £
Direct Materials 33475 27500 59?5@

Direct Labour 55000 57000
Indirect Labour 5750 6000

ldle Time 654 500
Fuel 900 1000
Supplies 657 500
0 | Stationery 139 280
1 |Salaries 24000 27000
2 Depreciation 7500 8000
3 lInsurance 2500 2500

Figure 222 - click and drag

4. Click and drag in the direction you want to Auto fill

D4 - 5 | =BA-C4

A B c D E
1 Department XXX Performance Report
2 Actual Budget Variance
3 Costs £ £ £
4 |Direct Materials 33475 27500 5975
5 |Direct Labour 55000 57000 -2000
6 |Indirect Labour 5750 6000 -250
7 |ldle Time 654 500 154
8 |Fuel 900 1000 -100
9 |Supplies 657 500 157
10 | Stationery 139 230 -141
11 |Salaries 24000 27000 -3000
12 Depreciation 7500 8000 =
13 In=nranre FRON FR0N

Figure 223 - formula magic

5. The formula is copied down and the results appear in the cells
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22 Enforce Precedence

22.1 Order of Evaluation (Order of Precedence) (BODMAS)

Calculations are not simply done from left to right. Below is the order in which all calculations are

performed.

Priarity Symboal Explanation

1 0 Anythinglin brackets i_s done before anything outside the
brackets is ever considered.

P . Raises a number in order of magnitude: raises it to the
power of something else, e.g. 3°

3 y Multiply and div@de are on the same Ie*.:'el. Whichever is
the furthest left in the formula is done first.

4 . Plus and minus are on the same level. Whichever is
furthest left in the formula is therefore done first.

Figure 224 — in maths there is a certain order of precedence

By 2020, wind could provide one-tenth of our planet's
electricity needs. Already today, SKF's innovative know-
how is crucial to running a large proportion of the
world's wind turbines.
Up to 25 % of the generating costs relate to mainte-
nance. These can be reduced dramatically thanks to our
stems for on-line condition monitoring and automatic
jcation. We help make it more economical to create

Therefore we'need the best employees who can

eet this challenge!
Tﬂf Power of Knowledge Engineering

'-r?a-.i

Plug into The Power of Knowl@ ngineering.
Visit us at www.skf.com/knowledgy.

CRESEE
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The acronym for this is BODMAS

Brackets Order Divide Multiply Add Subtract

So, for example, if I had the calculation:

=2+3*4

There are two possible solutions. If I add 2+3 and then multiply by 4 I would get an answer of 20.

However in Excel the multiplication would be done first, because multiplication has higher priority than

addition. So Excel would calculate the formula as:

3 multiplied by 4 and then add 2, to get an answer of 14.

22.1.1  To get Excel to calculate a formula in the order you would like it to

To get around the order of precedence, use brackets to separate the calculation you would like to be

done first.

So in the example:

=2+3*4

If I want the 2+3 to be done before the multiplication by 4, I put brackets around the 2+3

=(2+3)*4

This way, Excel will calculate the formula in the order I want it to, rather than by following the Order

of Evaluation.
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23 Absolute Cell References

23.1 Absolute Cell References

Using Auto Fill to copy formulas is a great way to save time, but the cell references in the original
formula do not always need to be adjusted. There are some situations where a cell reference needs to

remain constant.
For example:

Look at the spreadsheet shown below — everyone’s salary is due to increase by 10%. The first formula,
to find Shing Chen’s new salary has been created. His current salary (in Cell B4) has been multiplied
by the value in Cell B1, 10%.

A B C
|1 Salary rise 10%
| 2
| 3 ©ld Salary Increase
| 4 shing Chen £17,000 £1,700
| 5 Dilip Patel £23,000
| 6 |Shauna Noel £25,000
| 7 |Connor Rainbow £35,000
| 8 Daniella Davis £35,000
| 9 Elizabeth Pack £20,000

Figure 225 - create the first formula

With us you can
shape the future.

Every single day.

For more information go to:
www.eon-career.com

Your energy shapes the future.
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Excel 2013 Core: Intro

The quickest way to work out everyone else’s increase is to copy Shing Chen’s formula. However, if

the formula is copied using Auto Fill as it is, the row numbers will be incremented, including the cell

Absolute Cell References

reference for the 10% increase, and we'll end up with some funny answers...

¢ A B c
1 Salary rise 0.1
3
3 Old Salary Increase
4 |Shing Chen 17000 =B4*B1
5 |Dilip Patel 23000 =B5*B2
6 Shauna Neel 25000  =B6°E3
7 Connor Rainbow 35000 =B7*B4
8 |Daniella Davis 35000 =BE*B3
9 |Elizabeth Peck 20000 =BS*B6

1 Salary rise

W

Shing Chen
Dilip Patel

Shauna Noel

Daniella Davis
Elizabeth Peck

(L1 RENEE. BT Y

Figure 226 - it all goes horribly wrong at first

Here, Auto Fill has caused the row numbers to be adjusted. But the formula we need requires Cell B1

to remain constant even when Auto Fill is used.

Excel must absolutely always look at this cell. In other words, we need to make it an absolute cell reference.

A B C A B C
1 Salary rise 0.1 1 Salaryrise 10%
2 2
3 Old Salary Increase 3 Old Salary Increase
4 Shing Chen 17000 =B4*3B51 4 shing Chen £17,000 £1,700
5 Dilip Patel 23000 =B5*5B51 5 Dilip Patel £2,300
6 Shauna Noel 25000 =B6*5B51 6 Shauna Noel 00 £2,500
7 Connor Rainbow 35-3-3% =B7*5B51 7 Connor Rainbow £35,000 £3,500
8 Daniella Davis 35000 =B3*S$BS1 8 Daniella Davis £35,000 £3,500
5 Elizabeth Pack 20000 =B9*5B51 5 Elizabeth Peck £20,000 £2,000
Figure 227 - Absolute or fixed cell references
23.2  How to Create an Absolute Cell Reference
23.2.1  Toinput an absolute cell reference while creating a formula
B C D E _F__ G
1 Product List Markup Iﬂltfé"jl
2
3 Description _Cost Price __Increase Selling Price
4 |SportsBag | £200 ) =cdsrs |
5 Trainers £3.00
6 Wallet £4.00
7 Shorts £30.00
Figure 228 - use dollar signs to fix the cell reference
1. Select the cell where you require the first formula
2. Enter the formula as normal
Press F4 after the cell reference you wish to be absolute (Dollar signs will appear around the
cell reference)
4. Press Enter

Auto Fill the formula
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23.2.2 To change an existing formula that needs an absolute cell reference

Click on the cell containing the formula you wish to change

Double-click on the cell (or Click next to the formula on the Formula bar)

Move the cursor so that it sits next to the cell reference you wish to make absolute
Press F4

Dollar signs will appear around the cell reference

S A S o o

Press Enter

23.3 Relative Cell References

An absolute cell reference is useful if you have one cell that needs to be completely fixed, but sometimes

you need to only fix part of a cell reference.

This is known as a relative (or partial absolute) cell reference.

23.3.1  Glossary of Relative Cell References

$A1 Allows the row reference to change, but not the column reference
A$1 Allows the column reference to change, but not the row reference
$A$1 Allows neither the column nor the row reference to change

23.3.2 To add a Relative Cell Reference (Partial Absolute)

Type your formula
Place your cursor next to the reference you want to make a Partial Absolute
Press F4 on the keyboard - the cell becomes Absolute (e.g. $A$1)

Press F4 again - the reference becomes a Partial Absolute fixing the row (e.g. A$1)

R

Press F4 again - the reference becomes a Partial Absolute fixing the column
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24 Basic Functions

241 Basic Functions

There are certain useful calculations that become long winded if you try and create them with

straightforward formula.

For example, a calculation such as finding the Average of a group of numbers could be complicated to

write if you were to work it out for yourself.

Similarly, if you have 300 items that you want to add up, it would be tedious to write a long formula

with 300 calculations.

So Excel has the ability to use functions. These are specially programmed formulas that allow you to

perform these more complicated calculations much more easily.
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24.1.1  The structure of a basic function

=AVERAGE(B2:B20)

t ot
© @ O

Figure 229 — structure of a function

Because functions are so varied, the details of their construction are unique. But they all follow a similar

basic structure.

They begin with an Equals sign (1), followed by the Name of the Function (2), then the details of the

function in Brackets (3)

The content between the brackets will be different depending on the Function being used.

24.2  Using Basic functions via the Auto sum Button

The Auto Sum button contains five commonly used basic functions. These are SUM, AVERAGE, MAX,
MIN and COUNT

24.2.1  SUM, AVERAGE, MAX, MIN and COUNT

Z AutoSum|v| A ;}
X  Sum
ol
Average it
Count Mumbers
Max

Min

Mare Functions...

Figure 230 - basic functions on the AutoSum icon
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2422  To use a basic function using the Auto sum button
ﬁ Home | Inset  Pagelayout  Formulas  Data  Review  View 5@

e = i B A 3
= £ F0 AN E=(m S Wrap Text General . .J—“\j' = Iy o= H_‘ s Ay 4}
sar iy T . I Sum
Paste B 7 U- | By A= = g 5| Merge & Center - | @8+ <8 % Conditional Format Cell | Insert Delete Format = &
- u- B-&-4 e EMerge rcenter~ BB~ %+ | 4B W Formatting - as Table = Styles = | = 5 = k-
Fo Styles Count Numbers
B15 - 3 Max
A B € D E E G H J K L M N a Min
1 Department XXX Performance Report 7 :
2 Actual Budget Variance MatE Funchicns. -
3 Costs £ £ £
4 Direct Materials 33475 27500 5975
5 Direct Labour 55000 57000 -2000
6 Indirect Labour 5750 6000 -250
7 ldle Time 654 500 154
8 |Fuel 900 1000 -100
9 | Supplies 657 500 157
10 Stationery 139 280 -141
11 Salaries 24000 27000 -3000
12 Depreciation 7500 8000
13 Insurance 2500 2500
14
15 | Total I !

ET=

Figure 231 - use a function

Click on the cell where you require the answer (1)
Go to the Editing group on the Home tab on the ribbon
Click on the Auto Sum drop down button (2)

L .

Select the function you require

ML Lt W e

Costs f_£_ff £ £
Direct f'\-'laterialsr334?5? 27500 5975
Direct Labour ! 55000: 57000 -2000

{
Indirect Labour § 57500 6000 -250
Idle Ti IoBa4t 500 154
Fuil e E ;EUE 1300 -130
Supplies | 657, 500 157
Stationery f 1395 280 141
Salaries ! 24000{ 27000  -3000
Depreciation | 7500 8000
Insurance ! 25001 2500

f
Total

SJJI l[numberl, :n_'_lll.lljEI'E:.._...;
Figure 232 - Excel works its magic

5. The cells Excel thinks you want to calculate will be highlighted and the Function will appear
in the cell. If Excel hasn't selected the cells you want, click and drag over the ones you do
want to include

6. Press Enter

The answer will be shown in the cell
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25 Managing Worksheets
and Workbooks

25.1 Introduction Worksheets

Excel files are called workbooks and just like any book they can contain several worksheets.
To begin with you will have just one worksheet, but you can add as many as you need.

25.1.1  Why have more than one sheet?

Imagine that you have to store information about your organization’s budget over five years. If you try
and put all this onto one sheet, it will become so vast that it will be almost impossible to navigate through

and find the information that you require. If you set up similar sheets for each year or even for each

month, then it becomes a lot easier to find the information you are looking for.

*I studied
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26 Create and format worksheets

26.1  Adding worksheets to existing workbooks

Sometimes you will find that you need more worksheets than are available in the workbook. Perhaps

you are creating a summary worksheet or you want to keep track of different things on different sheets.
In Excel 2013 it is very simple to add a new worksheet to the workbook - here is how.

26.1.1  Add a new worksheet

29
30

Figure 233 - new worksheet button

Click on the plus sign next to Sheetl and you will get a new worksheet.

26.1.2  New worksheet added

29
30

Sheet1 Sheet2 (-E.

Figure 234 - new worksheet added

Keep adding sheet tabs until you have as many as you need.

26.2 Delete Worksheets

L_'x Delete
Eename
Move or Copy...
&l View Code
2

rotect Sheet..,

— 1@ |

ab Color 3

ide

[l [

Select All Sheets

ils Sheet[: €]

Figure 235 - simple to delete a worksheet

The easiest way is to Right Click on the sheet tab and select Delete

The worksheet is deleted immediately.
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26.3  Copying and moving worksheets

When working on the structure of your workbook, you may realize that you need another copy of a
particular worksheet in the same workbook or you might want to move or copy the worksheet to another

location in the workbook or even to another workbook entirely.

26.3.1 Move a worksheet within the workbook

40826 Leeds MNorth Hot Drinks Cappuccin 5
404393 London  South Hot Drink: Latte 4
Coffee Sales ummary (]

Figure 236 - click and drag to move

Click and drag on the sheet tab to move it - you will see a little image of a page — drag this to the location

you wish to place it

American

is currently enrolling in the
Interactive Online
programs:

enroll by June 30th, 2014 and
save up to $ 1,200 on the tuition!
Interactive Online education
study without leaving your home
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26.3.2 The worksheet has moved

28 40[:58 Leeds MNorth
29 40826 Leeds MNorth
30 40433 London  South

summary

Coffee Sales

Hot Drinks Cappuccin
Hot Drink: Cappuccin

Hot Drink: Latte

Create and format worksheets

Figure 237 - it moved

26.3.3  Copy a worksheet within the workbook

40708 Glasgow North Cold Drink Apple Juic 170
40826 Bath South Cold Drink Coca Cola 634
40433 Bath South Cold DrinkCoca Cola 118
40620 Bath South Hot 397

40402 London  South Hot
40861 Bath South
40708 Manchest South
40826 Bath South
40493 Bath South
40834 London  South
40402 London  South
40588 Glasgow North Colc
40708 Leeds North Hot
40826 Leeds North Hot
40433 London  South Hot

Summary | Coffee §ues

Insert..

Tab Color

Hide

L)

Figure 238 - right click to copy

Right click on the worksheet tab
Select Move or Copy Sheet
Tick Create a copy

A

Click OK

264 Rename a Worksheet

Select where you want to place the copy

Select All Sheets

170
555.9
100.3

1894.3
1768.65
493.35
212.8
1412.5
2345
372.5
1822.84
418.2
1026
1098.2
826.95

You can name the worksheets to make your work more meaningful. Instead of Sheet 1, Sheet 2, Sheet 3

you can have January, February, March or whatever name you wish.

26.4.1 Rename a Worksheet

ils

shbet2

Figure 239 - double click to rename

Double click on the sheet tab to highlight the current name (in this case Sheet2)

Shelley’s Sheet

Figure 240 - name changed

Type your name and then click away to confirm.
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26.5  Grouping Worksheets

When sheets are grouped together, whatever you do on one sheet will “burn through” to all of the other
sheets in the group. It’s useful when you are going to have several sheets in a workbook that do virtually
the same thing. For instance, you might be creating a budget over several months, and each month has

its own sheet. With sheets grouped you can:-

« Apply formatting to all of the sheets in the group at once

o Create formula on all of the sheets in the group at once

26.5.1  To group worksheets that are next to each other

¢ ¥ | Product Details -~ Budget
dy

0]
A

R

=
el
o
L

Figure 241 - group with the shift key

Click on the first Sheet tab that you require

Hold down the Shift key

Click on the last Sheet tab that you require

The Sheet Tabs of the sheets that are grouped will turn white
26.5.2 To group worksheets that are not next to each other

L .

RERRLe]
- O

e Produckt Details Budget | Staff Training |
Readv

Figure 242 - group with the Control Key

Click on the first Sheet tab that you require
Hold down the Control key
Click on any other Sheet tabs that you require

L A

The Sheet Tabs of the sheets that are grouped will turn white
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26.6  Changing worksheet tab colour

When you have many worksheets, it can be helpful to change the tab colour so that the one you want

is easy to recognize.
26.6.1 Change tab colour

Insert...

L_'X Delete
Rename

Move or Copy... Theme Colors

View Code ] EEE "

al
Protect Sheet...
é Tab Color 3 I
Hide | IIIIII@
Standard Colors

HE EEEEN
Mo Color

Select All Sheets
J February March

wy More Colors...

Figure 243 - change the tab colour

1. Right Click the Worksheet tab
2. Click on Tab Colour

3. Choose the colour from the colour palette

- March |yl *

Figure 244 - different coloured tabs help identify worksheets

Worksheets are now colour coded!

26.7  Hiding worksheets

At times you may wish to hide an entire worksheet in a workbook. For example at Coffee Island we are
working out the sales price of the various drinks we sell. Multiply the cost price by the profit margin

and then add up the total price that we sell the coffee for.

When showing this workbook to a customer for example, we might not want them to see the percentages
on the Variables worksheet. So this worksheet can be hidden. Any calculations will still work, the data

will simply be hidden from view.
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26.7.1 Hide a worksheet

Figure 245 - right click and choose hide

1. Right click on the tab of the worksheet you wish to hide
2. Select hide

i Coffe sales | Price Llst ®

Figure 246 — worksheet hidden

We now only have two worksheets
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26.7.2 To Unhide the worksheet

Unhide.. @
Select All Sheets
» Coffe sales ‘ 1 !ce List #

Figure 247 - right click the tab

1. Right click on a worksheet tab
2. Select Unhide

Unhide sheet:

Wariables

s | Pricelist | @

Figure 248 — choose the worksheet to unhide
Click on the worksheet you want to unhide

Click OK

Coffe sales Price List Variables

Figure 249 - worksheet displayed

The worksheet is now unhidden.
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26.8  Sum across Worksheets

When you have a workbook with several worksheets you will need to sum across sheets. When data is
dispersed use the simple way of creating a formula however if you have created a workbook with the

same structure on each worksheet, you can sum across all the sheets at the same time.

26.8.1 Add Up Data from more than one Worksheet

Lnpuual T FIYLIEL L

SUM x v k& (:.anuar",u‘!BG+Februar‘,‘!BsHVIarch!Bs )
A B C D E F G

1 |Coffee Island

2

3

4 Income Week1 Week2 Week3 Weekd |

5

6 |Cappucino 6+February[BS+March[B6

T |Latte

8 |Americano &

8
9 Mochacino

Figure 250 - sum across worksheets

Click in the Summary worksheet where you want the answer - in this example cell B6
Type an = to signal to Excel that you are going to calculate
Click on the Sheet tab called January

Click into cell B6 on the January Worksheet

Press the + sign

Click on the February Worksheet

Click on Cell B6 on the February Worksheet

Press the + sign

9. Click on March

10. Click on Cell B6 on the March Worksheet

11. Press Enter

® N S U W=

Note the formula =January!B6+February!B6+March!B6
The ! after the sheet tab name indicates to Excel to refer to the sheet of that name.

Just keep on adding cells until you have everything you need.
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26.8.2  Sum across sheets when the structure is the same

Clipboard = Font ] Alignment

B6 i b (=SUI\II[.anuar“,':r\z'larch!Bﬁ] )
A B C D E

1 |Coffee Island

2

3

4 |Income Week1 Week2 Week3 Weekd

Latte

. I

3
E Cappucino | 1050.|
(3]

Figure 251 — where the data is in the same cell location use this method

F

This time because we created a workbook with a bunch of worksheet with the same structure, we can

use a Sum together with Grouping the sheets to add them all up.

The formula here tells Excel to go to the Worksheets January through March
of Cell B6.

1. Click into the cell where the answer will go

2. Type =Sum(

and add up the contents

3. Now you need to group the other worksheets, so click first on January then hold down the

Shift Key and click on March - this groups all worksheets between January and March

4. Then click on Cell B6
5. Close the Brackets and press Enter
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27 Manipulate window views

27.1  Splitting the window

At times you may be working on a huge worksheet. It can be very time consuming and tedious to scroll
up and down and right to left to work on different parts. When you Split the worksheet into Panes, you

can scroll them independently and work on them, and still be in the same worksheet.
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Go to
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r:“m“mmwm;;:nawum:-s'ut : : S
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27.1.1  Split a worksheet

- s
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

D I@ Ruler [/ Formula Bar q [E)E Dq L_E‘l E ESplit

Normal Page Break Page Custom | [J] gridlines [+ Headings Zoom 100% Zoomto New Arrange Freeze sl
Preview Layout Views Selection | Window  All  Panes~
Workbook Views Show Zoom Wir

E31 - [ fe | Latte
A B c D E F G H

25 118/10/2011 London South  Milkshake  Vanilla 149 £2.50 £372.50

26 | 12/08/2010 Londaon South  Milkshake Chocolate 916 £1.99 £1,822.84

27 114/02/2011 Glasgow  Morth  Cold Drinks  Coca Cola 492 £0.85 £418.20

23 | 14/06/2011 Leeds Moth  Hot Drinks  Cappuccino 540 £1.90 £1,026.00

29 110/10/2011 Leeds Morth  Hot Drinks  Cappuccino 578 £1.90 £1,095.20

30 11/11/2010 London South  Hot Drinks  Latte 447 £1.85 £826.95

k) I 18/10/2011 London South  Hot Drinks | Latte l 657 £1.85 £1.215.45

32 | 12/08/2010 Glasgow  Morth  Hot Drinks  Cappuccino 902 £1.90 £1,713.80

27 L AUNRMINAN Raih Qi Het Nrinl~ Mo mina £an £4 an ©4 ANE an

Figure 252 - split a worksheet to work on two parts simultaneously
1. Click into the worksheet where you want to split the worksheet
2. Click on the View tab

3. Click the Split button

The worksheet will split above and to the left of where your cursor is.

27.1.2  Scroll in different parts

- B Caoffe Sales - Excel 2 @ - O x

H ©-
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Shelley Fishel ~ 3
l:l D ]DJ " A Fora B Q [E) @ L—T_| E gl [ split [19 View Side by Side EEI’_J D
o [ ™ iHide [T Synchranous Scralling
Normal Page Break Page Custom | [ Gridiines [v] Headings | Zoom 100% Zoomto | New Amange Freee ' - Switch | Macros
Preview Layout Views Selection | Window  All  Panes~ 2 [ Reset Window Position  yindaws - =
Workbook Views Show Zoom window Macros ~
E31 M| © f || Latte v
A B c D E R G H | J K L M N [0} P [+
1 |Date Centre Area  Category Item Number Sold  Cost per ltem Sales
2 |07/02/2011 Glasgow  Morth  Hot Drinks  Cappuccino 636 £1.90 £1,208.40
3 1 08/03/2010 Leeds MNorth  Hot Drinks  Cappuccino 334 £1.90 £729.60
4 |09/11/2010 Manchester North  Hot Drinks  Latte 948 £1.85 £1,753.80
5 |10/10/2011 Leeds Morth  Hot Drinks  Latte 153 £185 £283.05
6 |11/11/2010 Manchester Morth  Hot Drinks  Machiato 876 £1.95 £1,708.20 v
33 | 13/06/2010 Bath South  Hot Drinks  Cappuccino 582 £1.90 £1.105.80 -
34 | 14/06/2011 London South  Hot Drinks  Latte 617 £1.85 £1,141.45
35|10/10/2011 Glasgow  MNorth  Hot Drinks  Latte 101 £1.85 £186.85
36 | 11/11/2010 London South  Hot Drinks  Americano 92 £1.90 £174.80
37 1 18/10/2011 Glasgow Morth  Hot Drinks  Americano a7 £1.90 £1,084.90
38 | 12/05/2010 Leeds North ~ Hot Drinks  Machiato 382 £1.95 £686.40
39 | 14/11/2011 London South  Hot Drinks  Machiato 4 £1.95 £7.80
40 | 14/06/2011 Leeds Morth  Milkshake  Vanilla 546 £2.50 £1,365.00
41/10/10/2011 London South  Milkshake  chocolate 905 £1.99 £1,800.95
42 | 11/11/2010 Glasgow  Morth  Cold Drinks  Apple Juice 355 £1.00 £355.00
43 | 18/10/2011 Manchester Morth  Cold Drinks  Orange Juice 485 £0.85 £412.25
44 1 12/07/2010 Bath South  Cold Drinks  Orange Juice 327 £0.85| £277.95
451141172011 | andan Sauth __ Cold Drinks  Annls_luics 01 £100_ £5A100 =:
» Coffesal ... @ : [4[ ][« 3
READY CIRCULAR REFERENCES %3 B M -—F—+ 10m%

Figure 253 - scroll up and down in both parts of the window

You can now scroll in the top or the bottom half
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27.1.3  Remove the split

SIS FAIEE T LAVEL

VIEW
|| = B ==
: [D Syr
to New Arrange Freeze
on | Window All  Panes~ B Re:
Window

Figure 254 - remove the split

1. Click on the View tab
2. Click on Split

The split will now disappear.

27.2  Open Two Copies of the Same Workbook

When working on a workbook that contains many worksheets, there are times that you need to see two
worksheets at the same time. Imagine that you have a summary worksheet and you need to see the effect

of making a change on one of the spreadsheets that feed into it.

You can open a second copy of the workbook in a new window and then arrange the windows side by
side so that you can see the January worksheet in one window and the Summary worksheet in the other.
Now whenever you make a change to the January worksheet you will be able to see the effect on the

Summary. I have to say that this is one of my favorite features.

27.2.1  Create a Second Window in the Same Workbook

AS DATA REVIEW VB

a Bar Q [E)
Arrange All

gs Zoom 100% Zoom to Swi
Selection E' Freeze Panes » Wind

|-E| Mew Window

m!

Zoom Window
"

Figure 255 — first copy

Here is my workbook - it is called Summary Workbook - Excel (1)
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Click on New Window (2)

45 DATA REVIEW VIEW ACROBAT

Summary Workbook:2 - Excel o

SLAS DATA REVIEW VIEW ACROBAT

e q I:E; DQ = Mew ‘."‘.findow 'S_::::Z k| EE

Zoom 100% Zoomto ) Switch
Unhide Windows =

Selection

lings

E=] Freeze Panes -

Zoom Window

Figure 256 - second copy

I now have Summary Workbook2 - Excel (3)
Click on Arrange All (4)

American
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27.2.2

Arrange the Workbooks

Manipulate window views

A REVIEW VIEW ACROBAT
| I:E) Q 2 New Window [ Split
VoL H Arange Al THide
m  100% Zoom to
Selection [ Freeze Panes ~
Zoom Window
G

| Arrangé Wi}dows.,. ? HEK

Arrange

Windows of active workbook

Cancel

Figure 257 - decide how to display the workbooks

Now select the way you wish to see the worksheets arranged. I have selected Vertical

Click OK

27.2.3  Two copies side by side

BHS i BaD - BHS - i-@a0- 7m0 x

HOME INSERT PAGE LAYOUT FORMULAS DaTA REVIEW' J ACROBAT  ShelleyFi.. ~ a HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW w ACROBAT Shelley Fichel ~ 8
:l ::J Bl pageLayout || B8 O\ s ﬂ B NewWindow B M 0 = Ij :l B pegetayout || 55 q E;) L_‘Q BENewWindow [ 01 [0 =

La B g angea o : t @ B Bagngean 2,

Normal Page Break (5] Custom Views | 'O | Zeom 100% Zoomto | Switch | Macros Normal Page Break 5] Custom Views | 'O | Zoom 100% Zoomto | — N Switch  Macros

Preview : Selection | ] Freeze Panes - Windows - ew = Selection | =) Freeze Panes Windows -

Workhook Views Zoom Window Macros |~ Workbook Views Zoom Window Macros -
AL M : o || Coffee Island v/|| 614 M| : f v

| A 8 © D E F G H J K [= A B G ) 3 F G H 1 J IS -
1 |coffee Island 1 [coffee 1sland
2 2
3 3
4 Income  Week1 Week2 Week3 Weekd 4 Income Weekl Week2 Week3 Weekd
s ot
6 @ 250 450 450 & Cappucino 200 1050 1400 1500
7 it 8 300 450 450 7 |Latte 600 900 1350 1500
& American: 150 300 420 145 8 Americano 500 900 1260 435
9 |Mochacin 75 125 110 255 9 'Machacino 350 375 510 765
10 |Hot Chocc 250 360 700 250 10 Hot Chocolate 750 1080 2100 750
11 Tea 275 123 255 145 11 Tea 825 3% 765 590
12 Speciality 200 152 122 364 12 |Speciality Teas 600 456 a4 1092
13 | Milk Shaki 200 250 300 450 13 Milk Shake 600 650 %00 1350
14 soft Drink 500 350 500 400 14 ESOR Drinks 1600 1650 1500 1200 1
15 15
16 |Total 2100 2510 3307 2909 16 Total 6625 7457 10279 9182
17 17
128 18
19 19
20 ExpendituWeek1 Week2 Week3 Weekd 20 Expenditure  Week1 Week2 Week3 Week4
21 2
22 Coffee 150 150 200 150 22 Coffee
23 | Milk 100 100 100 100 23 |Milk
24 |Sugar 20 2 20 2 24 Sugar
25 |Wages 400 400 400 400 25 Wages
26 26
27 670 570 720 570 <7 -
Janary || February [EERHIIEEES - @ ¢ [« > February Summary’ O « ,
] —

Figure 258 - here are my two copies side by side

Now I have two copies of the same workbook open, Summary Workbook:1 - (1) and Summary
Workbook:2 (2)

In one I have the January worksheet open (3), and in the other I have the Summary Worksheet open (4)

Now any changes that I make to January will show in Summary.
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Manipulate window views

H - S-EeD

HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
|:| B PageLayout || %5 O\ [E) @ 3 New Window [ | [T =
i H AmangeAl
Mormal Page Brezk (5] Cstom views | MO | Zoom 100% Zoomto B Frease anec « Switch
Preview < Selection reeze Panes Windows *
‘Workbook Views Zoom Window
B = £ || 500
A B [+ D E F G H J
1 |coffeelsland
2
3
4 llncome Weekl Week2 Week3 Weekd
5
6 350 450 450
7 300 450 450
8 Americani 150 300 420 145
9 Mochacint 75 125 110 255
10 Hot Chocc 250 360 700 250
11 |Tea 275 123 255 145
12 Speciality 200 152 122 364
13 | Milk Shak: 200 250 300 450
14 |Soft Drink 500 550 500 400
15
16 |Total 2350 2510 3307 2909
17 L
18
19
20 Expendituweekl Week2 Week3 Week4
21
22 Coffee 150 150 200 150
23 [Milk m 100 100 100
[I— e [~y f

Figure 259 - change is reflected in both

Shelley Fi.

=

Macros

Macros

BH S S-Ee D Summary Workbook1 - Bxcel 2 @\ -
3 HOME  INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW | VIEW =~ ACROBAT  ShelleyF
. =5 Q [‘j, B NewWindow B [ 5]
l:l B Page Layout 4 2 DQ e =0 D
Normal Page Break 5] Custom Views | SMO%W | Zoom 100% Zoom to & Macros
e - Selection tecze Panes - o
-~ Workbook Views Zoom ‘Window Macras
v || 614 & 5
a A 8 & D 3 F G H ]
1 |coffee Island
2
3
4 |Income Weekl Week2 Week3 Weekd
5
6 |Cappucino pso 1400 1500
7 Latte 900 1350 1500
8 |Americano 500 300 1260 435
8 |Mochacino 350 375 510 765
10 |Hot Chocolate 750 1080 2100 750
11 |Tea 825 396 765 590
12 |speciality Teas 600 456 494 1092
13 | Milk Shake 600 650 900 1350
14 [soft brinks 1600 1650 1500 1200 I}
15
16 [Total 6875 7457 10279 9182
17
18
19
20 [Expenditure  Week1 Week2 Week3 Weekd
21
22 |Coffee
=] 22 IMilk mﬁ
5 Y cobeon IV commans @

As you can see in the screen shot above, I changed the total sales of Cappuccino in January to 500 and

the Summary sheet total changed too.
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