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Using this
Manual

Welcome to the Excel 2016 Level 2 course. This manual and

the data files are designed to be used for learning, review and
reference after the class. The data files can be downloaded any
time from The Computer Workshop website:

http:\\www.tcworkshop.com

There is no login or password required to access these files. You
will also find handouts and supplementary materials on the
website in the Download section.

To Download Data Files

Once on The Computer Workshops website, look at the bottom
of any page to find the link Download. Clicking this link opens
the Download page where you can choose either Data Files or
Handouts.

Data Files opens a list of general application types.

Click once on the Microsoft Office Courses link.

Click once on the software related to the course.

Click once on the version related to the course.

If there are multiple folders, click on the TCW folder.

Click on the course name to download the data files.

AL e

You can choose to open or save the zipped folders content to
your computer.

The handouts are in PDF format and also available to you
without login or password. Simply open the PDF and either
print or save to your computer.

Page vi
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Conventions Conventions Used in this Manual

The hands-on exercises (Actions) are written in a two-column
format. The left column (“Instructions”) gives numbered
instructions, such as what to type, keys to press, commands

to choose from menus, etc. The right column (“Results/
Comments”), contains comments describing results of, reasons
for, quick keys, etc. for the instructions listed on the left.

® Key names and Functions are bold and enclosed in
square brackets:
[Enter], [Tab], [F5], [F10]

® Keys you press simultaneously are separated by a plus
(+) sign, typed in bold and enclosed in square brackets.
You do not press the plus.

[Shift + F5]

® Keys you press in sequence are separated by a space,
bold and enclosed in square brackets.

[Home] [Down Arrow]

® Ribbon tab names are in bold and italic: Example:
Home

® Group names are in bold: Example: Font
¢ Dialog box names are in italic: Example: Save As

¢ Button names are bold and enclosed in square
brackets: Example: [Sort]

@ Information you are to type will be in bold. Example:

This is the first day of the rest of your life.

@ Information that you need to supply will be indicated
with pointed brackets. Example: Type: <your name>.

©
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About Workbooks and Worksheets
Inserting and Deleting Worksheets
Selecting Worksheets

Editing Across Multiple Worksheets
Renaming Worksheets

Tab Color

Hiding and Unhiding Worksheets
Viewing multiple Worksheets
Opening Multiple

Workbooks

Viewing Workbooks and Worksheets

Lesson 1: Working with
Multiple Worksheets
and Workbooks

Lesson Overview

You will cover the following concepts in this
chapter:

® Moving & Copying Worksheets
¢ Hiding Workbooks

¢ Viewing Data in Workbooks and
Worksheets

¢ Closing Multiple Workbooks
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

About A workbook is a collection of worksheets. Multiple worksheets

in a workbook provide several advantages, including the abilit

Workbooks and .. P & & Y

Worksheets ® Group related data into one workbook, such as a
collection of monthly sales reports.

® Enter and edit data on several worksheets
simultaneously.

® Perform calculations based on data from more than
one worksheet.

When creating a new workbook in Excel, the workbook opens
with one worksheet. You are able to create numerous additional
worksheets and are only limited by the amount of available
memory.

The default number of worksheets in a workbook can be
modified by going into the Options, on the File Tab, and
modifying the Include this many sheets in the General category.

Exeel Opticed 7 =]

erarial

Sbwow Teatuie detcriptiond m ScremnTip T

DR g e
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Action 1.1 - Setting the Default Number of Worksheets

Instructions: Results/ Comments:
1. Open Excel.
2. Open a new workbook. You may need to click [Blank Workbook]

10.

Notice that there is only one worksheet
in the workbook.

Click the File Tab and then choose
Options from the list of categories on the
left.

In the general category find the
Include this many sheets field and
change the number from one to five.
Click [OK].

Click the File Tab and then choose New
from the list of categories on the left.
Create a new workbook.

Click the File Tab and then choose
Options from the list of categories on the
left.

In the general category find the
Include this many sheets field and
change the number back to one.
Click [OK].

Create another new workbook.

Close all open workbooks without
saving.

in the Start Screen if needed, or tap the
[Esc] key to exit the start screen.

Look to the lower left of the worksheet.

The Options window opens. You can also
use the keyboard sequence shortcut [Alt]
[F] [T] to open the Options window.

This will now be the default number of
sheets that new workbooks will have.

[Ctr]l + N] The new workbook opens with
the desired number of blank worksheets.

The Options window opens. We are going
to reset the number of worksheets.

[Ctr]l + N].

[Ctr] + W] will close the open workbooks
without closing the program, use this
keyboard shortcut to close each open file.

Excel 2016: Level 2, Rel. 2.0, 09/18/2018
Lesson 1: Working with Multiple Worksheets and Workbooks, Page 4




Lesson 1: Working with Multiple Worksheets and Workbooks

Inserting
and Deleting
Worksheets

- Note N\
- The new sheet will
be added to the left
of the active sheet
when using the ribbon
or right click methods of

inserting worksheets.
J

In a workbook, you can delete worksheets and insert additional

worksheets. The default for the number of worksheets in
an Excel workbook is set to one. As mentioned before, you

may insert many more and are only limited by the amount of

available memory.

Inserting a Worksheet

® Click on the [New Sheet] button found at the end of
the worksheet tabs. Using this button will always add

one worksheet after the selected worksheet.
Sheetl l:i-i-?]h
-OR -

® Click on the down arrow on the [Insert] button in the
Cells Group on the Home Tab, then select Insert Sheet

from the menu.

FED| BN 1." Z A
. L T Fil
Inserl Delete Foumat o
- - - e Lk

-OR -

® Right-click the mouse on a worksheet tab and select
Insert. The worksheet icon should be selected. Click

_ Tt (===
1 " e reaiabe? U s
= 21 e
. a . & 8
B ow Mol 4 MEEss | BT
Mo ar i — o
&l v Code a a; o o:
L L o el
Fralecl Slhee . o e
TebCe . g & 6 8§
T A N
Hide . S =7
Tarpiadm & 0F% oem [ 4 Caramd
aele
L

¢ If you want to insert more than one worksheet: select

the same number of sheet tabs as the number of

worksheets you want to add. Click on the down arrow

on the [Insert] button on the Home Tab and select
Insert Sheet from the menu.

Excel 2016: Level 2, Rel. 2.0, 09/18/2018
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

[nserting Deleting a Worksheet

and Deleting @ Select the sheet tab of the worksheet, you would like to
delete. You can also select multiple sheet tabs.

Worksheets, , .

continued @ Click on the down arrow on the [Delete] button in the

Cells group on the Home Tab, then select Delete Sheet
from the list.

%ED EE)( =2 3 AutoSum

N .
Insert Delete Format FI”T
- - = ¥ Clear -
Ei‘ Delete Cells...
= Delete Sheet Rows
% Delete Sheet Columns
$ % Delete Sheet

-OR -
@ Right-click the mouse on the sheet tab you would like
to delete. Select Delete from the menu.

Insert...

ﬁ E‘x EE'EtE

Bename
Move or Copy...
{'ﬂ Yiew Code
B° Protect Sheet...
Tab Color k

Hide

Select &ll Sheets

[ S
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Action 1.2 - Inserting and Deleting Worksheets

Instructions:

Results/ Comments:

1. Create a new blank workbook.

2. Click the [New Worksheet] button.

3. Right click the Sheet2 Tab and choose
Insert from the menu.

4. Click the [Worksheet] button and click
[OKI.

5. Go to the Home Tab, in the Cells Group
click the [Insert] button drop-down and
click the Insert Sheet option.

6. Add two more sheets.

7. Right click the Sheet6 tab and choose
Delete from the menu.

folder.

Save the file as Month.xIsx in the lessons

[Ctr]l + N] or click the File Tab and click
the New category on the left, then choose
Blank Workbook from the list of available
templates.

A new worksheet is added to the
workbook, it is named Sheet2.

The Insert dialog opens.

Worksheet should by selected by default.
When you click the [OK] button a new

worksheet named Sheet3 is added. New
worksheets added in this manner will be
placed to the left of the active worksheet.

A new sheet named Sheet4 is added to the
workbook. New worksheets added in this
manner will be placed to the left of the
active worksheet.

Use the method you prefer to add the
sheets.

Sheet6 is removed from the workbook.

[F12] or use the File Tab and choose the
Save As category.

Excel 2016: Level 2, Rel. 2.0, 09/18/2018
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Lesson 1: Working with Multiple Worksheets and Workbooks
©

Selecting In order to work on a worksheet in a workbook, you must first
make that worksheet active. To make a worksheet active, simply
Worksheets click on the appropriate sheet from the set of sheet tabs at the

bottom of the worksheet. You can select from one sheet to all
sheets in the workbook. If you select multiple worksheets, all
of the selected worksheets will be changed when you enter or
change data.

Selecting a Single Sheet
® Click the sheet tab you want.

@ If you don't see the sheet tab, use the tab scrolling
buttons to the left of the sheet tabs.

'

I I Summary Wes

Ready o

-OR -

® Right-click the mouse on the tab scrolling buttons to
display a menu of sheet tabs to choose from.

Kctiuats [ |
At

Surmman

wieek 1

Wieehd

woeek 3

l (=13 1 Carniel

-OR -

® Press [Ctrl + Page Up] to move to the next worksheet
to the left. Press [Ctrl + Page Down] to move the next
worksheet to the right.

Page 8 Excel 2016: Level 2, Rel. 2.0, 09/18/2018



Lesson 1: Working with Multiple Worksheets and Workbooks

©

Selecting Selecting two or more adjacent sheets
Worksheets, & Click the tab for the first sheet.
continued ® Hold down on the [Shift] key.

® Click the tab for the last sheet to be selected.
When using the [Shift] key during the selection, all the sheets
between the first and last selected sheets are selected.
Selecting two or more nonadjacent sheets

® Click the tab for the first sheet.

¢ Hold down on the [Ctr]] key.
& Click the tabs for the other sheets to be selected.
When using the [Ctrl] key during the selection of the sheets, only

the sheets clicked are included in the selection.
Selecting all the sheets in a workbook
® Right-click on a sheet tab.

® Click on Select All Sheets from the menu.

Insert...
|=_|P< Delete
Bename
Move or Copy...
{'}j YView Code
B Protect Sheet...
Tab Color k

Hide

——-  Sclect All Sheets

To select only a single sheet when all are active;
® Click the desired sheet.

-OR-
@ Right click any of the sheet tabs and choose Ungroup
from the menu.

Select All Sheets

- |Ingroup Sheets

Excel 2016: Level 2, Rel. 2.0, 09/18/2018 Page 9



Action 1.3 - Selecting Worksheets

Instructions:

Results/ Comments:

1. Click on the Sheet2 tab.

2. Click any other sheet tab to select that
worksheet.

3. Select Sheetl1, hold the [Shift] key and
click on the Sheet5 tab.

4. Click the Sheet3 tab to select that sheet
and deselect the others.

5. Hold the [Ctrl] key and click the Sheet4
and Sheet1 tabs.

6. Right click any sheet tab and choose
Select All Sheets from the menu.

To select the worksheet. Notice the active
worksheet is white with a green bottom
border (as opposed to gray), the name is
bold, and green.

The sheet tab is white with a green bottom
border, the name is bold, and green.

Using the [Shift] enables continuous
selection, sheets 1 through 5 are all
selected. They all share a white tab color
and green bottom border, the names

are all bold but only the active (visible)
worksheets” name is green.

Only Sheet3 is now selected.

Using the [Ctrl] enables non-continuous
selection, sheets 1, 4, and 3 all selected.
They all share a white tab color and green
bottom border, the names are all bold but
only the active (visible) worksheets” name
is green.

All the sheets are selected.

Excel 2016: Level 2, Rel. 2.0, 09/18/2018
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Lesson 1: Working with Multiple Worksheets and Workbooks

Editing Across
Multiple
Worksheets

Note
~ Donot

try creating
formulas when
multiple worksheets
are actively selected,
as this will enter the
same formula into all
the cells.

~

J

When you have multiple worksheets selected, you are able to
edit and/or add content simultaneously to all the sheets at one
time. Selecting and editing a cell on the visible worksheet selects

and edits the same cell on all actively selected worksheets.

This is an easy way to setup the base structure and formatting of
workbooks that contain multiple worksheets.

Establishing the structure

o
o

Create the desired number of worksheets.

Select all select worksheet that will share the same

structure and formatting.

Begin adding the structural content on the visible

worksheet.

Apply the formatting.

Deselect the worksheets and you are ready to begin

entering data and formulas.

Excel 2016: Level 2, Rel. 2.0, 09/18/2018
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Action 1.4 - Editing Across Multiple Worksheets

Instructions:

Results/ Comments:

1.

10.

11.

12.

13.

14.

15.

Select all the worksheets in the workbook
using any method you prefer.

Select cell B3, type < Monday >.

Use the Autofill handle to pull the rest of
the weekdays across to cell H3.

Format the text as bold.

Select cell A3, type in < Regions >.
Select cell A4 and type in < Region 1 >.

Use the Autofill handle to pull the list of
regions down to cell A10.

Select cells A3 to A10.

On the Home Tab in the Font Group
click the [Cell Color] button drop-down
and choose a light color.

Select cell A1, type < ABC Corp-Jan >.
Select cells A1 through H1.

On the Home Tab in the Alignment
Group click the [Merge and Center]
button.

Color the cell and format the text as bold.

Click any of the other sheet tabs.

Save the file.

If necessary.

This is the first day of the week.

The Autofill will enter the rest of the
weekdays.

With the cells still selected used the

[Ctrl + B] shortcut to apply the bold
formatting or use the [Bold] button on the
Home Tab or on the Mini Toolbar.

This will be the header of the column.
This is the first entry of the regions.

Regions 1 through 7 are entered on the
sheets.

These selected cells are formatted.

The document title is added.
You will be merging these cells.

The selected cells are now merged into a
single cell for the title.

Only the sheet selected is active and all the
worksheets share the same structure and
formatting.

[Ctrl + S].

Excel 2016: Level 2, Rel. 2.0, 09/18/2018
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Lesson 1: Working with Multiple Worksheets and Workbooks
©

Ren aming By default, the sheet tabs are named Sheet1, Sheet2, Sheet3. You
can, however, rename these to reflect the information on the
Worksheets worksheet.

® Click on the sheet tab you wish to rename.

® On the Home Tab in the Cells Group, click on the
[Format] button. Select Rename sheet from the menu.

mm| |:|:|)<‘f—>I

===y
|
I —

H H <
Insert Delete Format
Y Cells
Note -
" You must use
the Enter key to ® Type in the new name then press [Enter].
apply the new
sheet name. -OR -

¢ Right-click on the sheet tab you wish to rename, then
select Rename from the menu.

-

elect Al Sheets

® Type in the new name then press [Enter].
-OR -
® Double-click on the sheet tab.

® When the sheet name is highlighted, type in the new
name then press [Enter].

Excel 2016: Level 2, Rel. 2.0, 09/18/2018 Page 13



Lesson 1: Working with Multiple Worksheets and Workbooks

o
OTab Color

" While the sheet
is active, the sheet
tab will appear
white with a colored
underline.

You can also add color to the sheet tabs. This can help, if you
wish to color code the worksheet tabs or to simply have certain
sheet tabs stand out from the others.

Adding Tab Color

®
o

Right-click on the tab you wish to add color to.

Select Tab Color from the menu. The color palette will
be displayed.

Click on the desired color. The menu will close. The
sheet tab will appear with its new color.

Insent...
b Delele
Eename

Bcwe or Copy...
) Tleeme Lol

View Code

= 2

Tab Color P |
e S L]
Standard Calars
Fedec] All sheels L EEEEN
Sheetl 1+ Bl Coler

Profect Sheet

fr  Mose Colors...

-OR -
Click on the tab you wish to add color to.
On the Home Tab in the Cells Group, click on [Format]

button, then clcik Tab Color. Select a color from the
menu.

LI ] del 1 ir r
= 2 hutolu F. - ;_}

ol P g z
Faurrat 7 Son & Find &
. £ Llear - Filter = Select »
Call Sire
T Raw}
EvioF [FN
L W X
mn gy h
afdt Eol I
[efault width
Whikality
Hide & Ynhide

Duganlze Sheets
Pename Sheet
Blerve ar Copy Breet
b Coloi

Frodeotion
E®  Protecs Shest

. "lllllllil

Stamclard Coloay
am EEEEN

F | Theme Colars
H EEEEEER

R wi -
L fare Colat
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Action 1.5 - Renaming Worksheets and Applying Tab Colors

Instructions: Results/ Comments:
1. Select Sheet1. Click the Sheet1 tab.
2. Right click the sheet tab and choose The current name of Sheetl is highlighted.

10.

11.

12.

Rename from the menu.

Type < Summary > and tap the [Enter]
key to apply the name.

Select the next worksheet.

Double click the sheet tab, type
< Weekl1 > and tap the [Enter] key.

Rename the remaining sheets as
<Week2 >, < Week3 >, and < Week4 >.

Select the Summary sheet.

Right click the sheet tab, choose a gold
color from the Tab Color set of options.

Select the Week1 sheet.

Hold the [Shift] key and select the Week4
sheet tab.

Right click any sheet tab , choose a red
color from the Tab Color set of options.

Save the file.

The name is entered and the sheet tab
should display the new name.

Click the worksheet tab.

The current name of Sheet2 is highlighted.

Use your preferred method to rename the
sheets.

Click the Summary tab.

The sheet tab is now colored.

Click the Week1 tab.

All the week sheets are now selected.

All the week sheets are now colored.

[Ctrl + S].
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Lesson 1: Working with Multiple Worksheets and Workbooks
©

Hiding and When there are worksheets that are needed but not necessary to
. 3o see, you can hide them. This allows you to keep the data in the
Unhidi ng file without having them in the way. Formulas that pull from the
Worksheets data will not be affected.
Hiding the Worksheet

® Select the worksheet to be hidden.

® Click the Home Tab, in the Cells Group, click the
[Format] button drop-down arrow.

:'1: E.l’-'-utoi;.r'n 7 .5.-:\-

== [ Fill~ -
Farmat Sort &
v £ Clear - Filtes
Cell 5ize
¥ Heigh
& t Riow H
[ | iidth
AutoFit Calumn Width
Diefault Width
Wisihility
ﬁ Hide & Unhide *

Organize Shects
Fenarme Sheet
kove or Copy Sheet
Tab Color

Protecthon

i el Sheel

(sl S

® The Visibility options, click Hide & Unhide, and then
click Hide Sheet.
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Lesson 1: Working with Multiple Worksheets and Workbooks

©
Hiding and Unhiding the Worksheet
U nhiding ® Click the Home Tab, in the Cells Group, click the

ksheet [Format] button drop-down arrow.
Worksheets
c onznu ed ! ® The Visibility options, click Hide & Unhide, and then

click Unhide Sheet.
® The Unhide Dialog opens.

Unhidle (D ]fmesml
Unhide sheet:

e -

| ok || Ccancel |

® In the Unhide dialog, double-click the name of the
hidden sheet that you want to display and click the
[OK] button. Only one worksheet can be unhidden at a
time.
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Action 1.6 - Hiding and Unhiding Worksheets

Instructions:

Results/ Comments:

1. Select only the Week4 sheet.

2. Right click the sheet tab and choose Hide
from the menu.

3. Right click the Week2 sheet tab and
choose Hide from the menu.

4. Right click any of the remaining sheet
tabs and choose Unhide from the menu.

5. Select the Week2 sheet from the list and
click the [OK] button.

6. Right click any of the remaining sheet
tabs and choose Unhide from the menu.

7. Select the Week4 sheet and click the [OK]
button.

8. Save the file.

Click the Week4 tab. You may need to
deselect the sheets. Right click any of the
selected sheets and choose Ungroup Sheets
from the menu.

The sheet is no longer displayed in the
list of worksheets. It is still part of the
workbook but currently not accessible.

The Week?2 sheet is removed from the sheet
list.

The Unhide dialog opens.

You can only select one hidden sheet at
a time to unhide. The hidden sheet is
redisplayed in the list of sheet and fully
accessible.

The Unhide dialog opens.

The hidden sheet is redisplayed in the list
of sheet and fully accessible.

[Ctrl + S].
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Lesson 1: Working with Multiple Worksheets and Workbooks

©
Viewing multiple Creating New Windows

Worksheets Having to constantly switch between worksheets can become
confusing, so it may be easier to work with those sheets side
by side. This is done by opening new windows from the same
workbook.

Opening New Windows in a Workbook

N'm Ttisagood ) ® Click the View Tab, in the Window Group click the
~ idea to minimize [New Window] button.

the ribb .
before O;Z;in;nnew ® When the new window opens, take note of the

windows, to avoid workbook name in the Excel title bar.

having the full ribbon
in view on each new
window.

J

® A full colon and number are added to the title
of the file. The number indicates the number of
windows the file has open.

Viewing Multiple Worksheets from the Same
Workbook

® Click the View Tab, in the Window Group click the
[Arrange All] button.

® The Arrange Windows dialog opens.

Amange Windeas | U _I
Arrange

Hgrizamial
Werticsl
Cascade

Windowes of actree workbook

[ oe ]| comem |

® Select how you want to arrange the window: Tiled,
Horizontal, Vertical, or Cascade.

¢ If you want to see just the windows of the active
workbook, click on Windows of active workbook.
Otherwise you will see all open workbooks.

® Click on the worksheet tab in each window that you
would like to view.
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Action 1.7 - Viewing Multiple Worksheets

Instructions: Results/ Comments:

1. Select the Summary sheet.

2. Double click the Home Tab to minimize It is a good idea to minimize the ribbon
the ribbon. before opening new windows since each
window will have a full ribbon.

3. On the View Tab in the Windows Group, Notice the file in the program title bar in

click the [New Window] button. the new window, there is a :2 added to the
file name. This indicates that there are two
open windows in relation to the file.

4. Try the [Alt] [W] [N] key sequence to Another new opens with the :3 added to
open a new window. the file name.
5. Open two more windows. Use your preferred method. When done
there should be a total of five open
windows.

6. On the View Tab in the Windows Group, The Arrange Windows dialog opens.
click the [Arrange All] button.

7. Choose the Tiled option and click the The screen is divided into five parts.
[OK] button.

8. Click into each window and select a You can now see each sheet in the file at
sheet so that each window will display the same time.

one of the sheets.

9. Click the window with the Summary The active window title bar displays the
sheet. title in white text.

10. Select the merged cell AT1:H1.

11. Click the Home Tab in the Font Group The Summary sheet title is re-colored.

click the [Font Color] button drop-down
and change the color of the font

12. Save the file and close all the windows. [Ctrl + S] and [Ctr]l + W] as needed.
13. Double click the Home Tab to maximize The ribbon will be maximized when the
the ribbon. next files are opened.
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

oPening There will be many instances where more than one workbook
. contains needed data. While having many worksheets in a

Multi Ple workbook allows for large and varied data sets within a single

WO rkboo kS file, it is still common to have data broken down into smaller

more manageable sets in individual files.

Being able to open more than one file at a time is a common
necessity. Opening multiple files is done just like open single
files. When the needed files are in the same location (folder)
using the [Shift] and [Ctrl] keys to select all the workbooks at
one time.

® Go to the File Tab, choose Open from the left side of the
backstage then navigate to when the files are stored.

-OR-
& If you have added the [Open] button to the QAT, click
the button.
-OR -

® [CTRL+ O] will open the Open dialog, navigate to
where the files are stored.

® [Shift] : is used for continuous selection. Select the
first file then hold the [Shift] key and click the last
files and all files between are selected.

® [Ctrl] : is used for non-continuous selection. Select
the fist file then hold the [Ctrl] key down and
click each for the other files, only the files that you
clicked on are selected.

® Then click the [Open] button
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Lesson 1: Working with Multiple Worksheets and Workbooks

L)
OViewing Newer versions of Excel open multiple workbooks in their own
window, each window is a complete interface. Allows for more
Workbooks and flexibility when working with more than one monitor. When
Worksheets working with several workbooks concurrently, you will need to

switch between or view workbooks at the same time.

Switching Windows

When there are several workbooks open and you need to switch
between them, there are several methods
® Go to the View Tab and in the Windows Group click
the [Switch Windows] button to show a list of all open
workbooks.
Ll ==

Ll

Switch Mac
Windeows = -

s 1Book?
2 Bookb
3 Book5
4 Bookd
5 Rnok3
§ Book2
® Click the desired workbook to view it.
-OR -
® When there are multiple workbooks open in Excel,

look to the Task Bar at the bottom of the screen. The
Excel icon will appear stacked.

\

® Click the Excel icon and the list of all open workbooks
are displayed.

® Click the desired one to make it active.

-OR -
® Hold down the [Alt] key and tap the [Tab] key to
display the list of all open applications and files.

® Press the [Tab] key to move to the next in the list, until
the desired application or file is highlighted and let go
of the [Alt] key.
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

Viewing
Workbooks and
Worksheets,

continued

' N# " In Excel )
2016 when the
workbooks or

worksheets are tiled,

each window will also
display the ribbon. At
this point you may
consider hiding the
ribbon in the windows.

- /

N# " The active file
used to start the
tiling will be the

upper left tile.

Arranging the Window

When working with multiple workbooks and worksheets, it is
advantageous to view more than one workbook or worksheet
within a workbook on the screen at the same time. This is very
useful when comparing data, creating 3D formulas, and/or
copying and pasting between workbooks and worksheets.

Viewing Multiple Workbooks

® Open the workbooks you want to view. Click on the
worksheet in each workbook that you would like to
see. (If you want to view multiple worksheets in the
same workbook, see the next section).

® On the View Tab in the Window Group click the
[Arrange All] button. The Arrange Windows dialog
box will open.

I ]

Amange Windows | 7 ||sEam|

Arrange

@ Tiled:

F—f ]

' Harizontal
1 Wertlcal
") Cascade

[T windows of active workbook

| Ok ] | Cancel

® Select one of the following:
@ Tile - places the windows like a tile floor.
® Horizontal - stacks windows horizontally.
& Vertical - places windows side by side.
®

Cascade - places the windows so that you can see
the title bar of each workbook, much like a stack of
file folders.

If the Windows of active workbook checkbox is checked all

open workbooks and windows will be shown (if the are any
workbooks with multiple windows). Otherwise only the open
workbooks are arranged.

¢ Click [OK] or press [Enter].
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

Viewi ng If the Arrange All feature is not working propperly, it could be

an issue with having Excel Add-ins.
Workbooks and &

Worksheets, To turn off the Add-ins:
continued ® Go to the File Tab and select Options.

® Select the Add-ins category on the left of the options
window.

® Click the [Go] button next to the Manage: field drop-
down. Leave the Manage: field set to Excel Add-ins.

® Uncheck any checked Add-ins and click [OK].
® Try using the Arrange All feature again.

Making a Workbook Active

Once you have multiple windows open, only one window will
be active at a time. The file names for the inactive windows will
be greyed out. To make a window active, simply click in the
window.
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Action 1.8 - Opening and Viewing Multiple Workbooks

Instructions:

Results/ Comments:

1. Double click the Home Tab in the ribbon.

10.

11.

Go to the File Tab and choose Open from
the list of categories on the left.

Click the [Browse] button.
Navigate to the lesson folder.

Select the Columbus.xIsx file.

Hold the [Shift] key and select the
Detroit.xlsx file, release the [Shift] key.

Now hold the [Ctrl] key and select the
Report.xlsx file and click the [Open]
button.

On the View Tab in the Windows Group,
click the [Switch Windows] button drop
-down.

Select any of the open files listed in the
menu.

Move your mouse down into the Task-
bar at the bottom of the screen and hover
over the Excel icon.

When the list of open workbooks is
displayed, click the workbook you need
to work with.

The ribbon is minimized. Doing this
before opening the files will allow more of
the files to be visible instead of seeing the
ribbon in each window.

[Ctr]l + O].

If necessary. The Explorer window opens.

Click on the file once, double clicking the
file will open it.

By holding the [Shift] key you are able
to select all the files between the first and
second selection.

Using the [Ctrl] key allows for non-
continuous selection. All four file are now
opened.

A list of all open workbooks is displayed.
The one that has a checkmark next to it, is
the active file.

The chosen workbook is now the active
one.

A pop-up of thumbnails or list of open
workbooks is displayed.

The chosen workbook is now the active
one.
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Action 1.8 - Opening and Viewing Multiple Workbooks, continued

Instructions:

Results/ Comments:

12. Hold the [Alt] key and tap the [Tab] key,
keep using the [Tab] key to cycle through
the list of open files and programs to
highlight the desired file and let go of the
[Alt] key.

13. On the View Tab in the Windows Group,
click the [Arrange All] button.

14. Chose Tiled, if necessary and click the
[OK] button.

15. Click the [Maximize] button in the
upper right corner of the Columbus.xIsx
workbook.

16. Click the [Restore Down] button in the
upper right corner of the screen of the
Columbus.xlsx workbook.

17. Double click the Title Bar of the
Columbus.xlsx workbook.

18. Double click the Title Bar of the
Columbus.xlsx workbook.

When holding the [Alt] key and tapping
the [Tab], windows will display a list

of every open application and file. This
method allows for quick navigation
between everything you are working with.
The selected workbook or application is
active.

The Arrange Windows dialog opens.

All four open workbooks are displayed
in a grid pattern. The workbook that
was active when using the [Arrange All]
feature will be located in the upper left of
the grid.

That workbook is now displayed full
screen. You can also double click in the
Title Bar of the workbook window to
Maximize.

That workbook is now restored down to
its tiled position. You can also double click
in the Title Bar of the workbook window
to restore Down.

The workbook is maximized.

The workbook is restored down to its tiled
position.
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

Moving & You can make a copy of a worksheet and add them to the

. current workbook or to another workbook. You can also move
COPyl ng a worksheet to another location within the workbook or to
Worksheets another workbook. Be careful when you move a worksheet since

formulas and other data can be affected by the move and result
in inaccurate data or calculations.

Using the Move or Copy Dialog Box

@ Select the worksheet tab to move or copy. If you want
to move or copy the worksheet to another workbook,
make sure that workbook is open.

® On the Home Tab in the Cells Group, click on
[Format]. Click on Move or Copy Sheet. The Move or
Copy dialog box opens.

-OR -

@ Right-click the mouse on the worksheet tab you want
to move or copy. Select Move or Copy from the menu.
The Move or Copy dialog opens.

Move ar Copy |=E :ﬁ
Move selecled sheels
To bowk:

LiSt Of Open WOI'kbOOkS _> Employes Recards 2.xlis Tl
Eetore sheet:

(EMPLOVEE ¥
sheetl

List of workbook g | owe o en
worksheets

Create a copy

oK ] Cancel

® Under To Book: Select the book you want to copy to
or click on (new book). Skip this if you are moving or
copying within the same worksheet.

® Under Before sheet: select the name of the sheet to
move the worksheet before; or select [move to end].

@ If you want to make a copy, click on Create a copy. (If
you forget to do this, the worksheet will be moved and
not copied.)

@ Click [OK].

Excel 2016: Level 2, Rel. 2.0, 09/18/2018 Page 27



Lesson 1: Working with Multiple Worksheets and Workbooks

©

Moving & Using Dragging
: A quicker way to move the worksheet is to click and drag the
copyl ng worksheet tab to its new location.
Worksheets,
continued To Move within the same Workbook

¢ Click on the worksheet tab you want to move then
drag the worksheet tab to its new location. As you
drag the worksheet tab, a worksheet icon will appear
along with a marker indicating where the worksheet
will be placed.

® When you have reached the new location, release the
mouse button.

To Copy within the same Workbook
® Click the worksheet tab you want to copy

® Press and hold the [Ctrl] key, the worksheet icon will
appear with a + sign indicating you are copying.

® Drag the worksheet tab to the location for the copy to
appear, then release the mouse button before releasing
the key.

To Move/Copy to another Workbook

® Arrange the windows of the two workbooks so you
can see them at the same time.

® Click and drag the worksheet icon from one workbook
window to the next.

® Using the [Ctrl] key while clicking and dragging
will copy the worksheet.
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Action 1.9 - Moving and Copying Worksheets in the same Workbook

Instructions:

Results/ Comments:

1. Maximize the Columbus.xlsx workbook.

2. Right click the Columbus-Mar sheet
tab and choose Move or Copy... from the
menul.

3. Select the (move to end) option and click
the [OK] button.

4. Right click the sheet tab and choose Move
or Copy... from the menu.

5. Select the (move to end) option, check the
Create a copy checkbox and click the
[OK] button.

6. Click and hold the mouse key down on
the Columbus-Mar(2) sheet tab, then
drag the new sheet tab to the left of the
Columbus-Jan sheet tab and release.

7. Holding the [Ctrl] key down click and
hold the mouse button down on the
Columbus-Mar(2) sheet tab, then drag
the new sheet tab to the right of the
Columbus-Mar sheet tab and release.

8. Select cell C2 and type < April >.

9. Repeat steps 8 and 9 to create sheets for
May and June.

10. Rename the new sheets according to their
respective months, name the first sheet as

Summary.

11. Save the workbook and restore down.

Double click the Title Bar of the Columbus
workbook window. Notice worksheets are
not in the proper order.

The Move or Copy dialog opens.

The worksheet has been repositioned.

The Move or Copy dialog opens again.

The worksheet was copied and a number
added to the sheet name.

You will see a worksheet icon as you are
dragging the sheet tab. A black down
arrow will appear above the sheet tabs
indicating where the sheet tab will be
placed.

You will see a worksheet icon as before
but it will include a + in the sheet icon.
An exact copy of the sheet is added to the
workbook to the right of the Columbus-
Mar sheet.

The sheet is updated to the correct month.

The sheet is copied and added to the
workbook.

All of the months should now be in order.

[Ctr]l + S] and double click the windows’
Title Bar.
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Action 1.10 - Moving and Copying Worksheets to Another Workbook

Instructions: Results/ Comments:

1. With all the workbooks tiled.

2. Click on the Report.xIsx window. To make it the active workbook.

3. Save REPORT workbook as My Click the File Tab and choose Save As or
REPORT. [F12].

4. Click on the COLUMBUS workbook and To make it the active workbook and full
maximize it. screen.

5. Make sure the Columbus-Jan worksheet
tab is active.

6. On the Home Tab in the Cells Group, The Mowve or Copy dialog box opens.
click the [Format] button drop-down and Shortcut: Right-Click on the Columbus
select Move or Copy Sheet. sheet tab and choose Move or copy from the

menu.

7. Under To book: click on the down arrow We are going to move this sheet into the
and select My REPORT. My REPORT workbook

8. In the Before sheet list, select Sheet 2.

9. Click [OK] or press [Enter]. The Columbus-Jan worksheet is moved to

the My REPORT workbook. Notice the
Columbus-Jan worksheet is no longer in
the COLUMBUS workbook because we
have moved it.

10. Double click the Title Bar to restore down The workbooks are tiled again.
back to its tiled position.

11. Make the DAYTON workbook active. Click in the DAYTON window.

12. Click and hold on the Dayton worksheet This will move the worksheet to the My
tab. When you see the worksheet REPORT workbook.
icon, drag the icon to the My REPORT
workbook and place it after the
Columbus-Jan worksheet tab.

13. Click in the DETROIT workbook. To make it active.
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Action 1.10 - Moving and Copying Worksheets to Another Workbook,

continued

Instructions:

Results/ Comments:

14.

15.

16.

Press the [Ctrl] key and then click and
hold on the Detroit worksheet. You will
see a worksheet icon with a plus sign in
it.

Drag the icon to the My REPORT
workbook and place it after the Dayton
worksheet.

Maximize the My REPORT window by
clicking on the [Maximize] button.

17. Save the file.

By holding the [Ctrl] key while dragging
the worksheet, the Detroit worksheet is
copied to the My REPORT workbook.

Notice because we have copied the
worksheet, the Detroit worksheet is now
in both windows.

You now have three new worksheets

in this workbook. To see all of the
worksheets, click on the left arrow on the
worksheet scroll buttons.

[Ctr]l + S].
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

Hiding Hiding a Window

Workbooks With the Hide feature, you can hide a window from view. The
window will disappear from the screen, but still remain open.
This is a great feature to use when you want less clutter, privacy
or to prevent accidental modifications or closure.

® Click the [Hide] button in the Window Group on the

View Tab.

M

= 3 =1 Split

Mew Arrange Freeze
Window  All

-...; Hide <mm—
Panes - L Unhide

® To view the window again, click on the [Unhide]
button, then select the file name from the Unhide
dialog box. Click [OK].

Unhide ==
Unhide workbook:
| Book=3
| Dookd
| Boaks
[ O ] l Cancel |

® When there is more than one hidden workbook, it is
necessary to unhide each workbook since you can only
select one workbook in the Unhide dialog.
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Action 1.11 - Hiding and Unhiding Workbooks

Instructions:

Results/ Comments:

1.

Click the Columbus.xlsx window to
make it the active workbook.

On the View Tab in the Windows Group,
click the [Hide] button.

Click the Dayton.xlsx window to make it
the active workbook.

On the View Tab in the Windows Group,
click the [Hide] button.

Click the MyReport.xlsx window to
make it the active workbook.

On the View Tab in the Windows Group,
click the [Unhide] button.

Select the Columbus workbook from the
list of hidden workbooks and click the
[OK] button.

On the View Tab in the Windows Group,
click the [Unhide] button.

Select the Columbus workbook from the
list of hidden workbooks and click the
[OK] button.

10. Close all the open workbooks.

The Columbus.xlsx workbook is now
hidden.

The Dayton.xlsx workbook is now hidden.

The Unhide dialog is displayed. It shows a
list of all hidden workbooks, you can only
select one workbook at a time to unhide,
so select the desired workbook.

The workbook is now visible.

The Unhide dialog is displayed.

The workbook is now visible.

[Ctrl + W] or click on the [Close] button in
each window .
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Lesson 1: Working with Multiple Worksheets and Workbooks

©

Viewing Data in
Workbooks and
Worksheets

Freeze Panes

It is sometimes convenient to be able to keep an eye on one part
of a spreadsheet while simultaneously viewing other parts of
the same spreadsheet. For example, keeping cells with headings
in place while scrolling through the data. This is called Freeze

Panes.

Freezing a Pane

1
2
3
4
]
G
7

®
®

®

Open a workbook window.

Figure out what you want to freeze. Select the cell
below and to the right of the area to freeze.

On the ViewTab in the Windows Group click the
[Freeze Panes] button drop-down and choose the
desired option from the menu.

® First Column: On the View Tab in the Windows
Group click the [Freeze Panes] drop-down and
select Freeze First Column from the menu.

® Top Row: On the View Tab in the Window Group,
click on [Freeze Panes] drop-down and select
Freeze Top Row from the menu.

® Your own selection: Select the cell below the rows
and to the left of the columns you want frozen.
On the View Tab in the Window Group click on
[Freeze Panes] drop-down and select Freeze Panes
from the menu.

A B C D E
Emp NO. M/M First Name Last Name Address I

1001|Mr.__k Rows above and columns to left will ;
1002 Ms. Clarissa e frozen e

1003 Ms.  Monica Tromn e Ty OZer
1004 Miss Pixie Davis 73 Elm Rd. Hillswill
1005 Ms.  Sandy Smaothers 1444 Eastern 5t Mew B
1006 Tir fariben 7ala £14 Mannanese Ave  Helisle

® To unfreeze the panes, click on [Freeze Panes] drop-

down and select Unfreeze Panes.
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Lesson 1: Working with Multiple Worksheets and Workbooks

®

Viewing Datain Comparing Workbooks

Workbooks and  While we have been examining many ways to see more than
one workbook at a time, there is still one more option available

Wo rksheets, in Excel. The View Side by Side option allow for dynamic

continued comparisons between two workbooks unlike any of the other
methods discuss earlier. Before starting, it is a good idea to set
the zoom level and freeze panes so that both workbooks look
and act the same.

Side by Side Viewing

The [View Side by Side] button in the Windows Group on the
View Tab allows you to view two windows simultaneously.

[T View Side by Side

If there is more than one other workbook the Compare Side By
Side dialog opens. Choose the workbook you want to compare to
the active workbook and click the [OK] button.

Compsre Side by Side [ )
Compare Side by Side with:
Futuaaladg

ET
Dusblinadfa

[ox ][ comcer |

Synchronous Scrolling

The [Synchronous Scrolling] button in the Windows Group
on the View Tab is active by default when viewing side by side.
Allowing you to scroll through the data on both windows at the

Mote

" Ifyou turn off ) same time.
Synchronous [ View Side by Side
Scrolling, .
consider using the ([ Synchronous Scrolling
[Ctrl + Homel] keys to Reset Window Position

reset the position in
each window before
turning Synchronous The [Reset Window Position] button is used if you resize the

Scrolling back on. windows to see one larger than the other.

To turn off the view side by side feature, simply click the [View
Side by Side] button.
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Action 1.12 - Freeze Panes, Side by Side Viewing & Synchronous Scrolling
continued

Instructions: Results/ Comments:

1. Open the file Sales2007.xlsx.

2. Scroll to view cell K465 and then return Notice that it would be difficult to know
to the top of the worksheet. which month or which item you were

viewing numbers for.

3. Click in cell B5 We are going to freeze panes so we can

view both the column and row labels.

4. On the View Tab in the Window Group, Two black lines (horizontal and vertical)
click on [Freeze Panes] button drop- will appear showing where the freeze
down and select Freeze Panes from the panes are.
menu.

5. Scroll through the worksheet again. Notice that the row and column labels

always stay in view.

6. Return to the top of the worksheet. Press [Ctrl + Home].

7. Click on [Freeze Panes] button drop-
down and select Unfreeze Panes.

8. Click in cell Al.

9. Open the file Sales2008.x1sx. Before viewing these files side by side, we

should turn on Freeze Panes in both files.

10. In the Sales2008 window, click in cell B5 To turn on Freeze Panes for Sales2008.
then follow Step 4 to freeze panes. Both workbooks will appear in the

window.

11. On the View Tab in the Window Group,
click on [Switch Window] button and To make the workbook active.
choose the Sales2007 workbook.

12. Repeat Step 10 to freeze panes in To turn on Freeze Panes for Projected at

Sales2007.

cell B3.
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Action 1.12 - Freeze Panes, Side by Side Viewing & Synchronous Scrolliﬁ(g'r'_:':~

continued

Instructions:

f

Results/ Comments:

13. On the View Tab in the Window Group,

click on the [View Side by Side] button.

14. In the Sales2008 window, click on the

down arrow on the scroll bar and scroll
down. Scroll back up to the top of the
workbook.

15. Scroll through the worksheets.

Both workbooks will appear in the
window. If there are multiple files open
you will see the Compare Side by Side
with: list select the desired file and click
[OK] or press [Enter].

Notice now you have synchronous
scrolling and you can see both column
headers and row labels. By default,
scrolling is synchronized.

If you do not want the scrolling to be
synchronized, click on the [Synchronous
Scrolling] button. This will deselect the
option.
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Lesson 1: Working with Multiple Worksheets and Workbooks

o
Closing Multiple
Workbooks

b Nm " Remember the
[Alt] keyboard
shortcuts are

sequential

When you are done working with multiple workbooks and want
to close them, you can close each one or by using the [Close

All] button close all open files at once. This button is one that is
hidden until added to the QAT or to a custom tab.

Adding the Close All button to QAT
® Go to the Excel Options/ Quick Access Toolbar

®

®

®

Window.
® File Tab / Options / Quick Access Toolbar.
® Choose More Commands from the QAT drop-down

menu.

Lustomize (Quich Acoess Toolbar

¢ [Alt] [F] [T], then select Quick Access Toolbar from
the list of categories on the left of the Options
window.

Choose All Commands from the Choose commands
from... field drop-down.

Scroll down to find the Close All command and double
click it to add it to the QAT.

Click the [OK] button to apply the change.

Click the [Close All] button in the QAT to close all workbooks at
once. If any changes have been made in any open files the Save
dialog opens, choose the appropriate option.

Micrasoét Excel

I Want to séve your changes to RLPORTx5x 2

| e || swean DonT Save cancel
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Action 1.13- Closing multiple Workbooks

Instructions:

Results/ Comments:

1.

Click the File Tab and choose Options
from the categories on the left.

Select Quick Access Toolbar from the list of
categories on the left.

In the Choose Commands from: drop-
down choose All Commands.

Scroll down through the list to find and
select Close All.

Click the [Add] button and then click the
[OK] button.

In the QAT, click the newly added [Close
All] button. If prompted to save any
changes choose Don't Save.

The Options window opens.

The Quick Access Toolbar controls are
displayed in the Options window.

The list of available options changes.

Every command in Excel is now available,
they are listed in alphabetical order.

The command is now listed in the right
column of commands (these are the
commands already on the QAT). You can
also double click a command to add it to
the QAT.

All open files are now closed. If there are
any unsaved changes in a workbook, you
will be prompted to save before closing.
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Lesson 2: Names

Lesson Overview

You will cover the following concepts in this
chapter:

Names
Defining Names
Name Manager
Editing Names

Using Names to Navigate

IR R R C R 4

Using Names in Formulas
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Lesson 2:: Names

Names

When working with a complex formula involving several cell
ranges, the formula can be difficult to understand and individual
cells containing important data can be hard to find on a large
worksheet. Cell references like D5:D22 or A33:C33 don’t really
communicate anything about the data they contain. In Excel, you
can create a meaningful Name for cells or cell ranges to be used
in the place of cell references, making it easier to identify the data
contained in the cell. Names can also be used with the GoTo
command to simplify movement within the worksheet.

Names can be given to individual cells, cell ranges, constants,
formulas or tables. By default, Names are absolute, so if you
copy or AutoFill a formula using a Name, it will maintain its
original cell references. Names will make formulas much more
readable and they will make it easier to find and reference
individual cells, improving clarity, organization to the overall
design.

Rules for Defining Names

The following are guidelines to use when naming a cell or range
of cells. If you do not enter the name in the correct manner, an
error message will be displayed.

¢ The first character in the name must be a letter,
underscore or backslash.

¢ You cannotuse aC, ¢, R, or r as a defined name.

® You cannot have spaces between words. You must use
the underscore or period as word separators instead.

® Excel does not distinguish between upper and lower
case letters. For example, Excel will see Profit and
PROFIT as the same word.

® A Name can contain up to 255 characters.

® A Name cannot be the same as a cell reference.

Scope

The scope of a Name refers to where the Name will be
recognized. A workbook scope means that the Name is
recognized on any worksheet within the workbook and is
considered a global level. A worksheet scope means that the
Name will only be recognized on a designated worksheet and is
considered the local level.
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Lesson 2:: Names

©®
Names,

continued

A Name must always be unique within its scope. You can use
the same name in different scopes. If you use the same Name
on the local level and global level, the local level name takes
precedence on the worksheet in which it was created. A local
name can be used on another worksheet, but you must use the
name of the worksheet along with the range name. Example:
Sheetl!rangename.
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©

Defining Names Defining a Name

There are several different ways to define a name. Using the
Name Box on the Formula Bar, creating names from existing
column or row labels and using the New Name dialog.

Using the Name Box

® Select a cell or range of cells that you want to name.
You can select a nonadjacent group of cells as long as
the selected cells form a rectangular shape.

® Click in the Name Box located to the left of the Formula
Bar to activate it.

4 - Je

f

® Type the name for the range following the “Rules for
Defining Names”.

® Press [Enter]. The new name is added to the Name
list. The list can be accessed by clicking the down
arrow on the Name Box.

® By default, the scope of Names created using the Name
Box will be global.

Using Define Name

Use the New Name dialog when you want to specify the scope of
a name and if you want to create a comment.

® Select the cell or ranges of cells you want to create a
Name for. You can also skip this step and select the
cells in the New Name dialog.

S =] Define Mame - < —
-
Mame

Manager [ Create from Selection

Defined Names
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©

Defining Names, ® Click on [Define Name] button in the Defined Names
continued Group on the Formulas Tab. The New Name dialog
opens.

Hews Narne -5 ]

Hame Tedal_valed

2tope Woanibpak "'

Befers to = Tha 1 2IE 51 SEST ."1.'.

o) [ome

® In the Name field, type in the name for the formula
or cells. Excel will suggest a name if there is text in
the active cell, above the cell or to the left of the cell.

® In the Scope field select a scope. By default, the
scope will be workbook. To select worksheet, click
on the down arrow and then select the worksheet
from the list.

® In the Comment field, add a comment that helps
you remember the purpose of the name.

® In the Refers to field - If you have already selected
a range, the cell reference should be shown. If you
have not, enter the cell reference or click on the
[Collapse dialog box] button on the right side of
the box. You will be returned to the worksheet.
Highlight the cell or range of cells, then press
[Enter] or click on the [Expand dialog] button.

® Click [OK] or press [Enter].

From within the Name Manager

@ Click on [Name Manager] button in the Defined
Names Group on the Formulas Tab.

== =] Define Name -

—

q NEI‘T‘IE

Manager |"_’:|| Create from Selection

Defined Names
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©

Defining Names' ® The Name Manager dialog opens.
continued — —
. frovy

L] e P T Liaret

£

Camn

@ In this dialog click the [New] button to open the New
Name window.

From Selections

® Select the range that you want including the row and/
or column headings.

Ohio 3 X L bt

Indiana ,000.0¢ :

Wdign | oo  smns  ss000

p‘nmn]. g5 . O] 0 0 O 1
Tatal S340,000.00 5 700000 5 900000

® Click on [Create from Selection] button in the Defined
Names Group on the Formulas Tab.

= =] Detine Name ~+
a2 Errrilila

Mame

Manager |'_,:I Create from Selection h

Cefined Mames

® The Create Names from Selection dialog opens.
N e :

Lreate names trom values im thes

%]

=

|| Bottom row

colummn

[] Pignt cotlumn

[ ok ]| canee

® In the Create Names from Selection dialog, designate the
location that contains the labels selecting from Top row,
Left column, Bottom row and Right column. (Can be row,
column or both).

Excel 2016: Level2, Rel. 2.0, 09/18/2018 Page 47



©

Lesson 2:: Names

Defining Names,

continued

Note
~ 3-D references
can span many
sheets but must
always refer to the
same cell or range of
cells on all the sheets.

&

Click [OK] or press [Enter]. The names have been
added to the Names List. Check the Name Box drop-
down to verify.

& If the Labels had blank spaces in the text, those
have been replaced by underscores in the names.

Names created using this procedure refer only to the
cells that contain values and not the row and column
labels. By default, the scope of the names will be at
the global (workbook) level. If you create another set
of names using the same labels, then that set will be
created at the local (worksheet) level.

Defining Names for 3-D References

In the previous chapter, you learned how to create a 3-D
reference and use it in a formula. You can also give that 3-D
reference a name. This makes it much easier to remember the
data that you are using and is highly recommended.

®

Click on [Define Name] button in the Defined Names
Group on the Formulas Tab. The New Name dialog
opens.

In the Name field, enter the name for the 3-D reference.

In the Comment field, enter a comment to describe
what the data is, if desired.

In the Refers to: field, click on the [Collapse dialog
box] button.

In the workbook, click on the first worksheet tab that
you want included in the reference.

Hold down the [Shift] key then click on the last
worksheet tab that you want included in the reference.

Select the cell or range of cells to be referenced.
Click on the [Expand dialog box] button.

Click [OK]. The New Name dialog closes and you are
returned to the worksheet.
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Action 2.1 - Defining Names

Instructions:

Results/ Comments:

1.

2.

10.

11.

12.

Open the YTD Ohio.xlsx file.

Click the Name Box drop-down.

Select the Mar sheet.
Select cell BS.

Click into the NameBox and type
< Mar_Avg > and tap the [Enter] key to
apply the name.

Select cell B9.

Click into the NameBox and type
< Mar_Highest > and tap the [Enter] key
to apply the name.

Select cells B3:B6.

On the Formulas Tab in the Defined
Names Group, click the [Define Name]
button.

Type in < MarSales > in the Name: field.
Leave the Scope: field set to Workbook.

Type in < These are the March Sales > in
the Comment: field.

Check that the Refers to: field reads
=Mar!$B$3:$B$6

and click the [OK] button.

Select the Feb sheet and select cells
A8:B9.

On the Formulas Tab in the Defined
Names Group, click the [Create from
Selection] button.

[Ctr]l + O].

Since this file does not have any named
cells, ranges, or values this drop-down is

empty.

The cell has been named. Remember
names can not contain blank space or
special characters.

The cell has been named.

The New Name dialog opens.

This will be the name of the cell range.
This means that you can refer to this name
in any worksheetin this workbook.

This will help users understand the name.

These are the cells being named.

The cell range is named.

The Create Names from Selection dialog
opens.
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Action 2.1 - Defining a Name, continued

Instructions:

Results/ Comments:

13. With only the Left Column checkbox
checked click the [OK] button.

14. Click the Name Box Drop-down.

15. On the Formulas Tab in the Defined
Names Group, click the [Name
Manager] button.

16. Click the [New] button in the Name
Manager dialog.

17. Type < Products > in the Name: field.
Set the Scope: field to Feb.
Check that the Refers to: field reads
=Feb!$B$11:$B$15
and click the [OK] button.

18. Click the [New] button in the Name
Manager dialog.

19. Type < Products > in the Name: field.
Set the Scope: field to Mar.
Check that the Refers to: field reads
=Muar!$B$11:$B$16
and click the [OK] button.

20. The new names are added to the list of
names in the Name Manager, click the

[Close] button.

21. Select the YTD sheet and select cells
B3:B10.

22. Name these cells and YTD _Total.

23. Save the File.

Cells B8 and B9 are named with the text in
cells A8 and A9 respectively.

The new names have added underscores.
The Name Manager dialog opens. You
should see all existing names listed in the

dialog.

The New Name dialog opens.

You are defining a new name.

The New Name dialog opens.

You are defining a new name.

The name is added to the file and the
dialog closes.

Use whatever method you prefer to name
the cells.

[Ctrl + S].
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Action 2.2 - Defining a 3-D Name

Instructions:

Results/ Comments:

1. Select the YTD sheet.

2. On the Formulas Tab in the Defined
Names Group, click the [Define Name]
button.

3. Typein < WidgetlTotal > in the Name:
field.
Leave the Scope: field set to Workbook.

Type in < The total of Widget1 sales > in
the Comment: field.

Click into the Refers to: field and click
the Jan sheet and click the Mar sheet
then select cell B11

and click the [OK] button.

4. Save the file.

It really does not matter what sheet is
active when creating 3-D named ranges.

The New Name dialog opens.

When adding the references in the Refers
to: field, using a comma allows you to add
a cell or range on one sheet and add others
from other sheets.

[Ctrl + S].
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Lesson 2:: Names

©

Name Manager

N m Should a name )
be deleted, any
formulas using

the name will now

have #Name errors
since the name can no

longer be found.
J

Once you have created names in the workbook, you can
organize, rename and delete them using the Name Manager.

Opening and Viewing the Name Manager

@ Click the [Name Manager] button in the Defined
Names Group on the Formulas Tab. The Name

Manager dialog opens.
Hgema Managen ¥ ﬁ
Biew. L= ebete Filtes =
tiam s efirs T & e
b ri8 B C PR tebetl Y
Barices 1IN manhem Ba.  =SeonldBIREEE  wonbs
Rl TR R geite B SERRRLASEEIE]  Workbs
Lrwmont 2401 Bacilug R Rhaprt] RS EI54 Workbs
Chotts BUD habn RAC, PR oShoenlB3EEM  Wonbs
Choud 115 Bacbui L wiheetl ABITEET  Wonbe

Eafpei 1
= Shaetd IEIEL-STE [

Chae

® The Name Manager has four button across the top:

o
o

®

[New]: Allows you to create new names.

[Edit]: Allows you to edit the name, comments, or
reference.

[Delete]: Allows you to remove the name from the
file.

[Filter]: Allows you to quickly filter the list of
Names in the names list.

® A list of existing Names, broken down into several
columns

o
o
o

Name: The range name.
Value: The actual values in the name.

Refers to: The worksheet and cells references that
the name refers to.

Scope: Whether the name is local (worksheet) or
global (workbook).

Comments: A preview of comments are displayed
here.
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Name Manager,

continued

©

¢ If you want to see all of the information in a column,
double-click the right side of the column header. The
column will automatically widen so that you can see

everything in the column.

® The cursor will change to a double headed arrow

cursor.
lame 4_|_ﬁ{alue Refers To
Hl Applegate {"53 Elm 5t.""Redla... =5heetl!$B51:3E51
- Barford 171226 Morthern Rd... =5heetl!SE52:5E52
-l Bargdill 11454 Mesquite Rd... =5heetl!5E53:5E53
- Belmont {71401 Bacillus Rd.”... =S5heetl!5B54:5E54
- Clotts {862 Main Rd.”,"Ph... =5heetl!5B56:5E56

[l (PR | e 4 OC D= il CL = Tl m A IFDCT. 00T

Scope Comi

Waorkbo...
Waorkbo...
Waorkbo...
Warkbo...

LI T N i

® You can sort in ascending or descending order by
clicking on any one of the column headings.

® At the bottom of the Name Manager dialog is the Refers
to: field, this changes in relation to the selected name.

¢ If you make edits in this field, you must remeber to
click the [Checkmark] button to apply the edit.

® If the edit is incorrect, click the [X] button to clear

any changes.

Refers to:

="1st Qtr!5D53:5D58]
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Editing Names

Editing a Name

Once you have created a name you can go back and change the
name. For example, you can change a name that is more general
like Costs to one that is more specific like January.Costs. You
can also change the cells the name refers to if you have moved or

added data.

@ Click the [Name Manager] button in the Defined
Names Group on the Formulas Tab. The Name
Manager dialog opens.

@ In the Name list, click on the name you want to edit.
@ Click on [Edit]. The Edit Name dialog will open.

Edit Marne
ame: Encd

Lpmment

Befemslec | opgt Qroi0sR305T &
oK J Cangel

® Change the name or cell references as desired.

@ Click [OK].

Deleting a Name

If you no longer need a name, you can delete it in the Name
Manager. When you delete a name that is used in a cell or in a
formula, you will see the error message #NAME? If you have a
local (worksheet) name and a global (workbook) name that are
the same, the local level takes precedence over the global name.
If you delete that local name, the global name will automatically
be used instead.
® Click the [Name Manager] button in the Defined
Names Group on the Formulas Tab. The Name
Manager dialog opens.

@ In the Name list, click on the name you want to delete.
@ Click on [Delete]. A warning box will appear.

@ If you are sure you want to delete the name, click [OK].

| Mirssch Eacel =
i A o Tune P Wl B debile the nams LagT

| Carve
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Action 2.3 — Using the Name Manager to Edit or Delete Names

Instructions:

Results/ Comments:

1.

On the Formulas Tab in the Defined
Names Group, click the [Name
Manager] button.

Resize the dialog so that all the columns
are visible.

Set your cursor between the columns
header, when the double headed arrow
appears, click and drag to resize the
width of the column.

Select the YTD _Total name.

In the Refers To: field below the list,
change the $B$10 cell reference to $B$8
and click the [Check] button.

Select the YTD _Total name.

Click the [Edit] button above the list.
In the Edit Name dialog, click into the
Refers To: filed and change the cell
reference of $B$8 to $B$6 and click the
[OK] button.

Click the [Close] button to exit the Name
Manager.

10. Save the file.

The Name Manager dialog opens.

The dialog may not be wide enough to
show all the columns.

You are able to adjust the width of
the columns so you are able to see the
information in the column.

This name needs to be edited to refer to
the correct range of cells.

When using the Refers To: field in the
Name Manager, you must remember to
click the [Check] button in order to apply
the edit.

The name still need to be corrected.

The Edit Name dialog opens.

The cell range the name refers to is now

correct, clicking the [OK] button applies
the edit.

The Name Manager dialog closes.

[Ctr]l + S].
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©

Using Names to
Navigate

m 4
~ Press [F5] to open
the Go To dialog
box - this is another
way to get to a Name.

The Name Box drop-down

Before names are created, the Name Box drop-down arrow will
only show an empty field. When the workbook has names, they
can be quickly accessed by clicking the Name Box drop-down
arrow. Once a name is listed from the list, the cell or cell range
will be actively selected.

Names with Global Scopes can be accessed from the Name Box
list in any worksheet. Local names are only available on the
Name Box list when working or the worksheet.

The GoTo dialog

Open the Go To dialog by:
® Going to the Home Tab in the Editing Group, click the
[Find & Select] button drop-down and choose Go To
from the menu.

-OR-
¢ [Ctr]l + G]

® The Go To dialog opens.

GeTe il B2
Qo

East
South
Wie st

Heferende:

Epedial.. | (&4 icanel

® Choose the named cell or range and click the [OK]
button.
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Action 2.4 - Navigating the Workbook with Names

Instructions:

Results/ Comments:

1.

Click the Name Box drop-down and
choose Mar_Avg from the list.

Click the Name Box drop-down and
choose YTD_Total from the list.

On the Home Tab in the Editing Group,
click the [Find & Select] button drop-
down and choose Go To from the list.

Choose the MarSales name and click the
[OK] button.

Use the [Ctrl + G] keys to open the Go To
dialog and choose another name from

the list.

Save the file.

You are now on the on the Mar sheet with
cell B8 selected.

You are now on the on the YTD sheet with
cell B3:B6 are selected.

The Go To dialog opens. A list of all names
whose scope is to the workbook or the
sheet you are in are displayed. If there is a
name with a scope outside the sheet it will
not be included on the list.

The Mar sheet is active and cells B3:B6 are
selected.

The cell or cells on the sheet you selected
in the Go To dialog are active.

[Ctrl + S].
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Using Names in  Since names are absolute references they are idealy suited for use
in formulas instead of cell references. By using a name in place of
Formulas a cell address in your formulas, you get several benefits:

® When looking over a workbooks formulas, they are
much easier to read and understand.

® There is no need to worry about converting the cell
address from relative to absolute.

® Names appear in the functions list as you type in the
cells formula.

® Functions are displayed with the silver FX circle
icon

—

R
] I:_.'i‘?__l

-

U= 5EC

® Names are displayed with the Tag icon

ﬁ']__l

® It is much easier to remember there is a cell named Tux
instead of remembering the address PP2345.

® Add Apply Name from Define Name drop-down
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Action 2.5 - Using Names in Formulas

Instructions:

Results/ Comments:

1. Select the YTD sheet.

N

. Select cell B10.

3. Type an <=>and then the word <sum>.

4. As the Function SUM is highlighted, tap
the [Tab] key.

5. Type the letter < M >.

6. Use the down arrow key to highlight
Mar_Sales and tap the [Tab] key, then tap
the [Enter] key.

7. Select cell A14 and type;
< Widget 1 Total >.
8. Select cell B14,
enter the following formula;

<=SUM(Widgetl_Total) >

9. Save the file.

Click the YTD sheet tab.

This cell is where you need to total all the
sales for the month of March.

The list of functions beginning with the
letter S are displayed. As you continue
to type the name of the function the
list narrow in relation to the available
functions

Using the [Tab] key will enter the
highlighted function and also add the
open parenthesis, you are now ready to
enter the augruements of the function.

The list of functions also shows names.
The names are have a yellow tag next to
them.

The arrow keys allow you to move
through the list of available functions and
names. The formula is completed and the
results are shown in cell B10.

The formula now returns the total number
of Widget1 unit sold over the three
months.

[Ctrl + S].
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Lesson 3: Referring
to Data in Another
Worksheet/Workbook

Lesson Overview

You will cover the following concepts in this
chapter:

® Referring to Another Worksheet

® Referring to Other Worksheets in
Formulas

® Formulas with 3-D References

® Formulas Using Multiple Varied
References

¢ Referring to Another Workbook

@ 3-D Formulas Referencing Other
Workbooks

® Working with Links
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Lesson 3: : Referring to Data in Another Worksheet/Workbook
©

Referring
to Another
Worksheet

Mote
" When

referring
to cells on
other worksheets,

remember to not click

back onto the sheet
where the formula

is being entered, use
the [Enter] or [Ctr] +
Enter] key(s) to enter
the formula and you
will be back where

\you started.

J

We have learned that a cell reference is used to identify the
location of a cell or range of cells on a worksheet. For example
Al is the cell reference for the first cell in the worksheet grid,
column A and row 1. When you reference cells or cell ranges
from another worksheet you are able to:

® Quickly create summaries.
® Break the data down into more manageable units.
¢ Combine information from several sources.

¢ Updated data automatically.

Referring to Another Cell

You can create a reference to another cell, either in this or
another worksheet in a couple of ways. The first method is to
create a formula that references a cell in another location in the
workbook. Another method is to copy the cell and paste it into
another cell as a link. in either case the syntax is the same;

=WorksheetName!Cell Address

Text followed by an exclamation point indicates the worksheet

in the workbook where the cell being referenced is located. If the

cell being referenced is on the same worksheet, then there is no
need to refer to what worksheet it is on.

=CellAddress

Entering the Reference Manually

& Select the cell that will be pulling information into
from another cell.you want to place the reference
(where you want the data).

® Type an <=> sign.

® If the cell being referred to is on the same
worksheet: click the cell and tap the [Enter] to
apply the formula.

& If the cell being referenced is on another worksheet:

click on the worksheet tab that contains the data
you want and then the cell, then tqap the [Enter]
key to apply the formula.
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Referring Using Copy & Paste

to Another ® Select the cell that contains this desired information.
Worksheet, ¢ Copy the cell by:

continued ® Click the [Copy] button in the Clipboard Group on

the Home Tab.

@ Right click the cell and choose Copy from the menu.
® Use the [Ctr]l + C] keyboard shortcut.

@ Click on the worksheet tab and cell where the copied
data is to be pasted.

@ Paste the content as a link, by:

@ Clicking the lower half of the [Paste] button in the
Clipboard Group on the Home Tab, choose Paste
Link from the menu.

ol ¥, Cut

N Comme =

Ei5 Sngry
Paste
- ¥ Farmal Panls
Paste
an e e
[ L B (5
e il

e+ | o
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Parir Wadairs
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¢ Use the [Ctr]l + V] shortcut, then click the Paste
Options that appears after pasting, choose Paste As
Link from the menu.

Faste

@ Right click into the cell where you want the data
placed and choose Paste Link from the menu.

":] Faste Uprlivns:
TR -

-
y ] 4—
O Ly L L8R B Lo
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Action 3.1 - Creating a Reference from Another Worksheet

Instructions:

Results/ Comments:

1. Open the YTD_Ohio file.
2. Save as My_YTD_Ohio.xIsx.

3. On the YTD sheet click in cell E2.

4. Type:<=>.
5. Click on the JAN worksheet tab.

6. Click in cell B8. Press [Ctrl + Enter].

7. Click on the JAN sheet and select cell B9.

8. Copy the cell using whatever method
you prefer.

9. Click on the YTD sheet and right click
on cell E3. Choose Paste as Link from the
menu.

10. Go to the Jan worksheet. In cell B5
change the number to 9500.

If necessary.

We are going to record the average sale for
January.

To start the formula.
The formula now reads =Jan!.

Notice the Formula Bar, it shows the
formula: =JAN!BS8. This tells you the name
of the worksheet - in this case JAN and

the cell reference. Worksheet names are
always followed by an exclamation point.
Using the [Ctrl + Enter] keys applies the
formula and keeps the active cell selected.

You will use the Copy & Paste method to
create the 3D reference.

Right click / Copy, or click the [Copy]
button in the Clipboard Group on the
Home Tab, or [Ctrl C].

From the menu choose the icon showing a
chain link.
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Action 3.1 - Creating a Reference from Another Worksheet, continued

Instructions:

Results/ Comments:

11. Return to the YTD worksheet.

12. Select cell G2 and type;
<=>,
click the Mar sheet and select cell B8 then;
tap the [Enter] key.

13. Select cell G3 and type;
<=Mar_Highest >

14. Save the file.

Notice both the Highest Sale and Average
Sale reflect the change. This illustrates the
advantage of referring to other cells versus
typing in data manually. The worksheet
using referenced cells will automatically
update as the data changes.

Notice when done that the formula reads
=Mar_Ave. Since cell B8 on the Mar sheet
was named, the formula uses the name
instead of the cell address.

Use the arrow keys to select the
appropriate name and use the [Tab] key to

apply it.
[Ctrl + S].
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Referring

to Other
Worksheets in
Formulas

< MNote
If the data

changes in the

formulas referencing
those cells will
automatically be
updated.

.

referenced cell(s),

~

- Note
When you select

while entering a

even though you are

worksheet where
you are entering the
formula.

another worksheet

formula, Excel displays
the selected worksheet

still really on the same

~

J

Formulas that pull data from other worksheets

We have learned that when you create a formula, you use cell
addresses in the formula, such as =Sum(A1:A5) to add the
contents of the cells from A1 to A5 of the same worksheet where
the formula is being entered. Formulas can also calculate data
from cells on a different worksheets or even from multiple
worksheets using worksheet and cell references.

The syntax of a function formula that uses data on other
worksheets is:

=Function(WorksheetName!CellAddress:
CellAddress)

Calculations based on values in cells on other worksheets are
created by:

® Select the cell where the formula needs to be entered,
on the current worksheet.

® Choose the desired function by:

¢ Using the [Insert Function] button on the Formula
Bar or Tab to open the Function Library window.

® Use the [AutoSum] button drop-down on the Home
or Formula Tab (for standard functions).

¢ If you know the function to be used, begin typing
the formula in- when the function you need is
highlighted use the [Tab] key to enter the function.

® Click on the worksheet tab that contains the data you
want.

® The formula should read something like:
=Function(Worksheet!

® Select the cells containing the values to be
calculatem and tap the [Enter] key to finish
entering the formuila.
=Function(Worksheet!Cell:Cell)

® After entering the formula, you should see the cell now
returns a value based on data from other worksheets.
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Action 3.2 - Creating a Formula Using Another Worksheet

Instructions:

Results/ Comments:

1.

2.

3.

You should have My_YTD_Ohio.
Select the YTD sheet and click in cell BS.

Click on the [AutoSum] button in the
Editing Group on the Home Tab.

Click on the JAN sheet tab.

Select cells B3:B6.
Press [Enter].

Click in cell B8 and observe the formula:
=SUM(JAN!B3:B6)

Repeat steps 2 through 6 to find the total
sales for February in cell B9.

Select cell B10, enter the formula;
<=SUM(MarSales) >.

10. Save the file.

If not , open the file.

We are going to total the sales for January.
You will see =SUMO().

The worksheet that contains the data we
need.

All of the Sale Associates data for January.
The answer in cell B8 is 33,000.

This shows the function, sheet name and
range of cells.

Referring to names in formulas can make
them easier to create and understand later.

[Ctr]l + S].
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Formulas with Creating a Formula Using a 3-D Reference

3-D References A very effective way of consolidating data from different
worksheets is by creating formulas using 3-D references. A 3-D
reference refers to the same cell or range of cells on multiple
worksheets.

The workbook must be set up so that each worksheet contains
the same type of data located in the same range. Formulas using
a 3-D reference can be affected by changes to the location of the
source cell or by the addition of worksheet tabs in the workbook.
The 3-D reference contains a beginning point and an ending
point (the two worksheets named in the formula). If you move
or delete a worksheet outside of the two endpoints, then that
data will be removed from the calculation. Conversely, if you
move or copy a worksheet anywhere in between the two end
points, that data is added to the calculation. If you move the
ending point to include more worksheets, then those worksheets
are included in the calculation as well.

Creating a 3-D Reference

® Click in the cell where you want the formula, on the
current worksheet.

® Begin entering the needed function as before:

® Select the Function that you want to use from the
Function Library.

® Enter the formula manually by typing.

¢ Click on the worksheet tab of the first worksheet
you would like to include in the formula, theformula
should read as ; =Function(Worksheet!

® Hold the[Shift] key and select thelast worksheet contains
values to be used in the calculation, the formula should
read as; =Function(Worksheet:Worksheet!

® Select the cell or cell range on the visible worksheet
(Do not click back to the sheet where the formula is being
entered.) and tap the [Enter] key to finish entering the
formuila, it should now read as;
=Function(Worksheet:Worksheet!CellAddress)
or
=Function(Worksheet:Worksheet!CellAddress:
CellAddress)
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Action 3.3 - Creating a Formula Using Multiple Worksheets

Instructions:

Results/ Comments:

1. My_YTD_Ohio should still be open.
2. Click the YTD sheet.

3. Click in cell B3.

4. Click the [AutoSum] button in the
Editing Group on the Home Tab.

5. Click on the JAN tab,
hold the [Shift] key,
then click on the MAR tab,
Click in cell B3.

Press [Ctr]l + Enter].

6. Observe the formula:
=SUM(JAN:MAR!B3).

7. Following Steps 3-7, find the total sales
for Gene.

8. Use the fill handle in cell B4 to fill in the
calculations for Kathy and Henry.

9. Observe the Total Sales numbers for
each salesperson.

10. Click on the FEB tab and drag it behind
the MAR tab.

11. Undo the change just made.

If not, open it.

We are going to create a formula to
calculate the total sales for James.

You can also type: <=Sum(>.

This selects all worksheets between JAN
and MAR. In this case just FEB.

This cell contains common data from all
three spreadsheets.

This returns you to cell B3 on the YTD
spreadsheet.

SUM is the function.

JAN:MAR! tells you the worksheets
included in the calculation. In this case, all
the worksheets between JAN and MAR.
B4 is the cell that is used in the calculation.
You could also select a range of cells to
include in the calculation.

Click on the fill handle and drag down.
Notice the formula changes to reflect the
correct cell references: B5 and Bé.

This moves FEB outside the endpoints of
the 3-D reference.

[Ctr]l + Z].
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Formulas Using Formulas Referring to Various Locations

Mu |tip|e Varied Information is not always layed out in a way that allows 3-D
referencing in formulas. In cases where the data is in differing
References cells on different worksheet the structure of the formula will

change only slightly.

©

If the formula is using straight mathematic operators then enter
the worksheet and cell address, add the operator, add the next
worksheet and cell, etc. You can manually type in the formula
or use the mouse to select each worksheet and cell. Continue
adding all the references needed to complete the formula.

=Worksheet!Cell Address+Worksheet!Cell Address

o
o
o

Select the cell where the formula is needed.

Type an equal sign (=) to begin the formula.

Select the first worksheet and cell. Type the desired

operator such as +, -, * etc.

Select the second worksheet and cell. If required, type

another operator and then select the next cell.

Once you are finished, tap the [Enter] key.
The formula will look something like this:
=Sheet2!D3*Sheet3!A5.

If using a function formula, use the comma to seperate each
worksheet cell address combination.

o
o

®

Select the cell where the formula is needed.

Enter the function to begin the formula.
=Function(

Select the first worksheet and cell.
=Function(Worksheet!CellAddress

Type a comma.
=Function(Worksheet!CellAddress,

Select the next worksheet and cell
=Function(Worksheet!CellAddress,
Worksheet!CellAddress

Until all of the cells have been selected.

Tap the [Enter] key. The formula will appear as:
=AVERAGE(Sheet2!C3,Sheet3!A2).
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Action 3.4 - Creating a Formula Using Varried 3-D References

Instructions:

Results/ Comments:

1.

N

My_YTD_Ohio should be open.

Click the YTD sheet.

Click in cell B12.

Click the [AutoSum] button in the
Editing Group on the Home Tab.

Click on the JAN sheet,
Click on cell B15,

Type: ,

Click on the FEB sheet,
Click on cell B16,

Type: ,

Click on the MAR sheet,
Click on cell B17,
Press [Enter].

Click in cell B12 and observe the formula:
=SUM(JAN!B15,FEB!B16, MAR!B17)

Save the file.

If not, open it.

We are going to total all the number of
Products sold each month. The location
of that total number is different on each
worksheet.

The cells above will be selected, just ignore
this.

The comma is important It shows the end
of the cell reference and sets you up to
enter another one.

This is the end of the formula. You are
returned to the YTD worksheet. The
answer in B12 is 305.

This shows the Function (SUM), followed
by each worksheet and cell reference used
in the formula.

[Ctrl + S].
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Referring
to Another
Workbook

Note

Consider
arranging the
workbooks to
make referring other
workbooks in your
formulas easier.

N

~

You can also refer to other cells or range of cells on worksheets
from another workbook. These reference cells are called external
references or links. Similar to referring to cells in another
worksheet, an external reference/link is created with a formula.

The workbook that contains the cell you wish to reference is
called the Source Workbook. The workbook that contains the
external reference/link is called the Destination Workbook. If the
referenced data in the Source Workbook is updated, it will also
be updated in the Destination Workbook. However, any changes
made in the Destination Workbook will not effect the Source

Workbook.

Creating an External Reference/Link

Just as when referencing a cell on aonther worksheet within a
workbook is done by either copy/pasting or manually, the same
method are used when referring to data in other workbooks.

Manual Entry
® Open all workbooks that are being linked.

¢ In the Destination Workbook, click in the cell that will
contain the formula or referenced cells.

@ If you are going to refer to a single cell, type an equal
(=) sign to start the formula.

® Click on the Source Workbook and then the worksheet
that contains the cell to be referenced.
=[Book.xlsx]Worksheet!CellAddress

® Tap the [Enter] key to complete the reference.

Copy/Paste
® Open all workbooks that are being linked.

® Click on the Source Workbook and then the worksheet
that contains the cell to be referenced.

® Copy the cell using any of the copy methods.

¢® In the Destination Workbook, click in the cell that will
contain the formula or referenced cells.

® Paste the copied data as a link, use any of the method
discussed earlier.
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Action 3.5 - Creating an External Reference/Link

Instructions: Results/ Comments:

1. My_YTD_Ohio should be open. If not, open it.

2. Open the Midwest Summary file. This file summarizes data from different
states. The Ohio data is missing.

3. Click the [Enable Content] button.

4. Save as My_Midwest_Summary.

5. Click the [Arrange All] button in the The Arrange All dialog opens.

Window Group on the Home Tab.

6. Choose Tiled in the Arrange All dialog When working with multiple files it is

box and click [OK]. easier to simply tile the windows.

7. Click on the My Midwest Summary This makes this file active.

window.

8. Click in cell D3. We are going to pull the information for
the Highest Sales figure first.

9. Type:<=>. To start our formula.

10. Click on My_YTD_Ohio window. When you are creating an external
reference, the source file always has to be
open.

11. Make the YTD worksheet active, then Notice the Formula Bar shows = [My YTD

click in cell H3. Ohio.xIsx]YTD’!$H$3. The name of the
workbook is in brackets followed by the
name of the worksheet and then the cell.
Notice the cell address is absolute.

12. Press [Enter]. You are returned to My Midwest
Summary and the number appears in cell
D3.

13. Click the My_YTD_Ohio window. This file is now active.

14. Click in cell H2. This is the cell that contains the data we

need in the Midwest Summary file.
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Action 3.5 - Creating an External Reference/Link, continued

Instructions:

Results/ Comments:

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

Copy the cell using any method you
prefer.

Click the My_Midwest_Summary
window.

Select cell C3.

Right click the cell and choose Paste As
Link from the menu.

Observe the formula.

Select cell B3 in the My_Midwest_
Summary window.

Click on the [AutoSum] button in the
Editing Group on the Home Tab.

Click on My_YTD_Ohio window.

Select cells B3:B6.

Press [Ctrl + Enter].

Observe the formula:
=SUM('[My YTD Ohio.xIsx]YTD"'YTD_
Total).

Click the MY_YTD_Ohio window.

Right click and select Copy, [Ctrl + C], or
click the [Copy] button in the Clipboard
Group on the Home Tab.

This file is now active.

This is the cell where we want the data
placed.

Choose the icon showing the chain link.

The formula is the same as in cell D3 but
refers to cell $H2$.

We are going to create a formula to
calculate the total sales.

You can also type: <=SUM( >.

To go to the Source Workbook.

To set the range of cells in the source file
you want to total.

You are returned to cell B3 and keeps the
cell active.

SUM is the function used. My_YTD_
Ohio, the Source Workbook is shown in
brackets. The worksheet YTD! is next
followed by the name allpied to the cell
range.

Notice the values in My_Midwest_
Summary are updated to reflect the
changes. When both files are open,

any changes made in the source file are
instanting updated in the destination file.
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Action 3.5 - Creating an External Reference Link, continued

Instructions: Results/ Comments:

27. Click on the JAN worksheet tab. Change
the number in cell B6 to 5000.

28. Activate the My_Midwest_Summary
file.

29. Save and close the file. [Ctr]l + S] and [Ctr]l + W].

30. In the My_YTD_Ohio file change the
value in cell B4 on the Jan sheet to 35000.

31. Save and close the file. [Ctr]l + S] and [Ctr]l + W].
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Working with

Links

- Note

N it you have )
more than one
Source Workbook,

make sure all Source
Workbooks are closed
to ensure that updates

are uniform.

Nute The security )
warning appears
only once if

the file is not in the

trusted documents

list. Once the update is

performed, it is added

to the list and you will

not see the Trust Bar

again.

- J

Once you have created links in the document, you can update
the link, view a list of Source Workbooks, change the source of a

link and break a link.

Updating/Editing External References/Links

When you make changes to the Source Worksheet in a linked
cell, updates to the Destination Worksheet will occur in two

ways:

® Immediately: If the Destination and Source Workbook
are open, changes made to the linked cells in the
Source Workbook will immediately be updated in the
Destination Workbook.

-OR-

® Upon opening: when opening a Destination File, the
Trust Bar will appear above the worksheet.

| SECURITY WARMIMG Automatic updat= of links has been disabled

Enable Content

® Destination and Source Workbooks are not open,
and automatic updates have been disabled.

Otherwise, you will get a dialog message prompting you to
Update Links or Don’t Update.

Mool Excel

Thil workBSok conlaind inkd 1o cne o madie o

Eernal Lound

#1 that could B uRLife

==

IT o Trut Bhe links, update them 15 get e 18 eid da1a. Othevwide, Fou Can keep working with The dats you have.

Undate

"

Dan & Update

Hiig

® To update the links now: Click [Enable Content] in
the Trust Bar or click the [Update] button in the dialog.

-OR -

® To update the links later: Click [Don’t Update] in
the dialog box, or ignore the Trust Bar and update
the links manually in the Edit Links dialog. This is
discussed in the next section, Updating References/

Links Manually.
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Referring
to Another
Workbook,

continued

NDEE You will also find
- an [Edit Links]

b

button on the right

side of the Info page,
when you click on the
File Tab.

~

Updating a Link Manually

To make changes to the links and/or view the Source Workbooks,

you need to open the Edit Links dialog. From here, you can

update values, change the source of a link, open a source, break a

link and even check the status of a link.

® Click on the [Edit Links] in the Connections Group on
the Data Tab. This will open the Edit Links dialog.

J

kdit Links (7 [mtism)

S e Type Updale Slalus Mpoate Values |

Employee Becords 2xlsy  Worksheet A Unknawn Change Source... |

| Crpen Source
Break Link

> - v | [ CheckStatus |
Locatian: CUUsers\Brian [TE!DH‘.DESHDFI".EDGK! EIEIﬂg work_..\Data Filas
Ttem:
Update: @ Automatic Manual

Startup Prompt... Close

@ In the Edit Links dialog, click on the Source Workbook
you would like to update.

@ Click on [Update Values] to manually refresh the data
from external sources.

® When you are finished working in the Edit Links
dialog, click [Close].

Opening a Source File

® In the Edit Links dialog, click on the Source Workbook
you would like to open.

® Click [Open Source] to open the Source Workbook file.

Changing the Source File

® In the Edit Links dialog, click on the Source Workbook
you want to change.

@ Click on [Change Source]. The Change Source dialog
will open.

® Select the new source file. Click [OK]. This will
change the Source Workbook for all links that used the
original Source Workbook.
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Referring Breaking a Link

to Another Breaking a link in the Destination Worksheet will remove the
linking formulas in the worksheet cells and replace them with

Workboo k' their values. You can not undo a Break Link so make a copy of

continued the file before you break the link.

® In the Edit Links dialog, click on the Source Workbook
whose link you want to break.

® Click on [Break Link]. A warning will appear:

Borak Links Larsird

® Click [Break Links] to continue with the break or click
[Cancel] to quit the operation.
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Action 3.6 - Editing Links

Instructions:

Results/ Comments:

1. Open My_Midwest_Summary.

2. Click on the [Enable Content] button or
[Update Links].

3. On the Data Tab in the Connections
Group, click the [Edit Links] button.

4. Make sure the My_YTD_Ohio file is
selected, click on [Open Source].

5. Click on the FEB worksheet tab. Change
cell B3 to 9,000.

6. Make My_Midwest_Summary
workbook active.

7. Make My YTD Ohio active.

8. Save as My_YTD_Ohio_2.

9. Select the My_Midwest_Summary file.

10. On the Data Tab in the Connections
Group, click the [Edit Links] button.

11. Click on [Change Source].

12. In the Change Source dialog, select My _
YTD_Ohio. Click [OK].

The Trust Bar will appear above the
worksheet or the Links dialog will open.

Because we know what changes we have
made and know that this source file can be
trusted, it is OK to update the links here.
If you are unsure of the source file, then
you would want to manually update them
in the Edit Links dialog.

The links have been updated. The Trust
Bar is removed from the screen.

The Edit Links dialog opens.
This is a quick and easy way to open and
update a Source Workbook.

Notice the change in the Total Sales and
Average are changed.

The changes are reflected here as they are
made in the source file.

[F12].

Notice that when you renamed My_YTD_
Ohio to My_YTD_Ohio_2 the link source
file was automatically updated.
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Action 3.6 - Editing Links, continued

Instructions:

Results/ Comments:

13. The Edit Links dialog should be open.

14. Select the My_YTD_Ohio link.

15. Click on [Break Links].

16. Click on [Break Links].

17. Click [Closel].

18. Click in cells B3, C3, D3 and look in the
Formula Bar.

19. Save and close My_Midwest_Summary.

20. Close My_YTD_Ohio_2.

You will see the new source workbook
listed in the Edit Links dialog box.

A warning box will appear. Be careful
when you break a link. Save the file
beforehand. You cannot use the Undo
command to restore a link.

Notice the Source Workbook is removed
from the Edit Links dialog box.

The dialog closes.

Notice the link information has been
replaced with values.

[Ctr]l + S] and [Ctr]l + W].

[Ctr]l + W].
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Lesson 4: Working with
Data

Lesson Overview

You will cover the following concepts in this
chapter:

Contents

¢ Conditional Formatting

® Managing Conditional Formatting

<>

Conditional Formatting Based on
Formulas

Clearing Conditional Formats
Sorting

Custom Sorting

Filtering

Tables

Charts

RO R C R C R C R 4

Quick Analysis
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Lesson 4:: Working with Data

©

Conditional It is not easy to see specific things within large worksheets of
. data. Excel allows users to apply formatting to cells when they
Formattlng fit within defined parameters to make seeing or finding data

simpler. In the newer versions of Excel you can apply as many
conditinal checks as needed to understand the data at a glance.
As the value in the cell is entered or modified the formatting will
change in relation to the parameters defined in the conditional
formatting.

Applying Basic Conditional Formatting
@ Select the cell or cells to be formatted.

¢ Condiction formatting is accessed from the Home Tab
in the Styles Group.

Conditional Formatas Cell
Formatting~ Table~ Styles~

Styles

® Clicking the drop-down of the [Conditional
Formatting] button reveals the list of options.

_3:_] Highlight Cells Rules *

T_ | Tup/Butlom Rules

L)

E: | DataBars b
-
Color Scales b

. lcon Sets b

E New Rule...
E# Clear Rules ¥
2 Manage Rules...

® The Highlight Cell Rules and Top/Bottom Rules
offer lists of commonly used conditional formatting
rules.

® The DataBars, Color Scales, and Icon Sets are
all live preview galleries, allowing you to see the
formatting before choosing it.
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©

Conditional ® When you use rules from the top two Option sets you

. may see an options dialog open. This is where you are
Fo rmatt'“g: able to set the parameters you want.
continued

Greater Than -
Farmat cells that are GREATER THAN:

gl Eti| with | Light Red Fill with Dask Red Test [+

| s | caneel |

® The window will offer choices in relation to the
condititonal formatting chosen.

® Set the vlaues and choose the formatting from the
drop-down list, then click the [OK] button.

® If you are using any to the DataBars, Color Scales,
and Icon Sets options, the formatting is applied right
away.
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Action 4.1 - Using Conditional Formatting

Instructions:

Results/ Comments:

1. Open the Test Scores file.

2. Select cells: B2:K21.

3. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button.

4. In the menu, point to Highlight Cells
Rules then select Less Than....

5. Leave all settings as is and click [OK].

6. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button. In the menu, point to Highlight
Cells Rules then select Between....

7. Set the values to 60 and 69,
from the With field drop-down choose
Yellow then click [OK].

8. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button. In the menu, point to Highlight
Cells Rules then select Between....

9. Set the values to 70 and 79,
from the With field drop-down choose
Green then click [OK].

The data in this spreadsheet is a series
of 10 test scores for 20 students. As the
course instructor, you would like a color
coded grading scale applied.

You must always select the cells that you
want to apply conditional formatting to
tirst, either all or just part of the data.

The Conditional Formatting drop-down
menu will open.

This opens the Less Than dialog. Observe
the change to the worksheet.

All grades less than 60 are now filled with
red, these are the failing grades.

This opens the Between dialog. Allowing

you to set the upper and lower parameters
and choice of formatting.

All grades between 60 and 69 are now
formatted with a yellow fill and text, these
are the D grades.

The Between dialog is re-opened.

All the C level grades are formatted Green.
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Action 4.1 - Using Conditional Formatting, continued

Instructions:

Results/ Comments:

10. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button. In the menu, point to Highlight
Cells Rules then select Between....

11. Set the values to 80 and 89,
from the With field drop-down choose
Custom Format.

12. Select the Fill Tab in the Format Cells
dialog, choose a light blue fill color and
click the [OK] button twice to finish.

13. On the Home Tab in the Styles Group,
click the [Conditional Formatting]
button. In the menu, point to Highlight
Cells Rules then select Greater Than....

14. Set the greater than value to 90, from the
With field drop-down choose Custom
Format.

15. Select the Fill Tab in the Format Cells
dialog, choose a light purple fill color
and click the [OK] button twice to finish.

16. Save the file.

The Between dialog is re-opened.

The Format Cells dialog opens, here you are
able to change number and text formatting
as well as fills and borders.

The B level grades are formatted with a
light blue fill.

The Greater Than dialog opens.

All grades above 89 are formatted.

[Ctr]l + S].
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Lesson 4:: Working with Data

o
Managing Should you need to modify any conditional formatting rules that O
oge have been applied you are able to see and modify any existing
Conditional rule. This is done by choosing the Manage Rules option from the
Formattin g Conditional Formatting drop-down menu.

L2 T._] Highlight Cells Rules *
T_; Top/Bullom Rules ¥

i)

Data Bars b

Color Scales b

wal

=2 : leon Sets b
E New Rule..
E3 Clear Rules ¥

ﬁ'm Manege Rules...

The Manage Rules dialog opens. In this dialog you can define
where you are searching for rules from the Show formatting

s,

" fﬁ;rr:ﬁ;vlghm rules for: field drop-down. Any existing rules in use within the
you are a]%le to defined scope in Show formatting rules for: field are displayed
create and define new below.

rules to the selected ] -

cells, edit any existing R ) AR P B
rule, or delete rules Shew tormatting nales for:  {iient Selechion =
by using the buttons [2] pewe Rrule...  Eit Rude. 3 Delete Rule
belOW the ShOW Ruté [applied in order ghown]  Formst Appliss 1o Stop B Trus
formatting rules for: Tog 10% Aalbleyyiz ~SHSEEESY =]
\ﬁeld. Y,
I: [+].4 (4.-113
@ Choices in the Show formatting rules for: field
include:

® Current Selection: the selected cell or range of cells.

® This Worksheet: any rules anywhere on the
worksheet.

® Other Worksheets: all rules on the specific
worksheet chosen.
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©

Managing Editing a Rule
Conditional & Click. t.he f:ell containing the rule in need of
F tti modification.

ormatiing,

® Click the [Conditional Formatting] button drop-down

continued
and choose Manage Rules from the menu.

® In the Conditional Formatting Rules Manager dialog
select the appropriate region from the Show
formatting rules for: field.

® Select the rule to be modified.

® Click the [Edit] button to open the Edit Formatting Rule
dialog.

= Pt toly 160 o1 Bofem riked suhics
= Fraimua ety vibutd ISal aie sleve or Baiow bverige
= Form galy Gniqut of dupbrabe aEkse

= L & oomais 10 cetpaming which cell 10 1 crmat

[ the Faghe Duseriphion

Foprma® wadses (il ek i the:

] wl 10 ¥ % of the seleited ange
Froview: AaBbcYyZ: L
0 Caniel

® Choose the type of rule in the Select Rule Type: field.

® The controls of the rule will be displayed in the Edit
the Rule Description: field.

® To change the formatting choices, click the [Format]
button, the Format dialog opens.

Cry

Casir

® Apply the formatting and click the [OK] button.
® Click the [Apply] button to see the edits.
® Click the [Close] button when done.
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Action 4.2 - Editting Conditional Formatting

Instructions:

Results/ Comments:

1. With any cell selected.

2. On the Home Tab in the Styles Group,
click the [Conditional Formatting]

button. In the menu, select Manage Rules.

3. In the Show formatting rules for: field
drop-down choose This Worksheet.

4. Select the Cell Value > 89 rule and click
the [Edit Rule] button.

5. In the Edit the Rule Description: area
change the greater than operator to
Greater than or equal to and set the value
to 90 then click the [OK] button.

6. Click the [Apply] button to see how the
change effects the formatting. Click the
[OK] button.

7. Save the file.

It does not matter what cell is active in this
case.

The Conditional Formatting Rules Manager
dialog opens.

By choosing This Worksheet, any rules used
on the sheet are displayed in the list of
rules.

This is the rule to edit, the rule currently
allow a gap for any value of 90. The Edit
Formatting Rule dialog opens.

By changing the rule from greater than to

greater than or equal to any grade of 90
will also be formatted.

It is a good idea to check to see how the
edits work before closing the dialog.

[Ctrl + S].
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©

Conditional While the list of availible conditional formatting rules will cover
. most needs, there will still be times when they are not up to
Formattlng the task. In these instances you are able to create conditional
Based on formatting rules that use formulas to determine when to apply
formatting. Formulas can be used to compare the values in the
Formulas cell against the values in others or other more complex formulas.

Using Formulas in Conditional Formatting

@ Select the cell where the conditional formatting is
needed.

@ Click the [Conditional Formatting] button drop-down
and choose New Rule... from the menu.
| Mighlight Cells Rules

toRs)

|
—Z':'Il Tup/Bottom Rules ¥

=

"B: | DataBars k

-]

g | Color Scales L

E E leon Sets b
ﬁl:‘ Mew Rule...

E3 Clear Rules L

E Manage Rules...

® The New Formatting Rule dialog opens.

Select 3 Rule Type:

= Faamat all cefls based o Eheir values

= Faimat snly cel that captsin

= Feamal only 1o or Boltom senked valess

= Foamal only waluci Ehal aie aBowe af Btlow average

== Foamal anly unbgque & duglicale values

= Ui & fosimuls Lo deleimine which delk 1o Formad

Ravt B Flule Deddriphin

Fprmmak walues where i dormiula s Brus:

(e

Previe: Mo Formal Set Faemal...

ok | | cancer |

® Select Use a formula to determine which cells to format
option in the Select a Rule Type: field at the top of the
dialog.
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©

Conditional ® To lower half of the dialog changes to allow you to
. enter a formula.
Formatting
¢ In the Format values where this formula is true: field
Based on is where you enter the formula.
Formu Ias, ® Enter formula is just like every other formula in
continued Excel.
® Do not use the point and click method to select
cells as the references will come in as absolute
addresses.
ﬂnte - ® When the formula is complete, click the [Format]
P’ You can use button to set the formatting of the cell when the

the [F4] key to

convert the cell
address type while ®
entering the formula.

formula is true.

Click the [OK] button to apply your conditional
formatting.
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©

Clearing
Conditional
Formats

Clearing Conditional Formats

If there are specific cells from which you want to clear the rules,
select the cells first.

® Click the [Conditional Formatting] button drop-down.
® Select Clear Rules from the menu.

® Choose one of the following — Clear Rules from Selected
Cells or Clear Rules from Entire Sheet.

[ Clear Rules k
] Manage Rules...

Clear Rules from Selected Cells

Clear Rules from Entire Sheet

salt 7520
s2|  72.30
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Action 4.3 - Clearing Conditional Formatting

Instructions: Results/ Comments:

1. Select any cell on the worksheet. Here again it is not important to select the
formatted cells first.

2. On the Home Tab in the Styles Group, All formatting is removed from the entire
click the [Conditional Formatting] sheet.
button. In the menu, point to Clear
Rules then select Clear Rules from Entire

Sheet.
3. Select cells A2:K21. You will be formatting the entire row of
data if a specific condition is met.
4. On the Home Tab in the Styles Group, The New Rule dialog opens.

click the [Conditional Formatting]
button. In the menu select New Rule...

5. In the Select a Rule Type: area, selct the As you choose the type of rule above the
Use a formula to determine which cells to lower half of the dialog offers the controls
format option. related to your choice.

6. In the Format values where this formula In this formula it is necessary to set the
is true: filed enter; columns as absolutes while the rows are
=average($b2:$k2)>70 relative.

click the [Format] button, choose a
yellow fill and click [OK] twice.

7. Save and close the file. [Ctrl +S] and [Ctr]l +W].
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Lesson 4:: Working with Data

Sorting

Once the data has been entered into the worksheet, you can
organize it in a different order from the way it was entered using
Sort. For example, you could alphabetize a list of companies, or
list items by date order.

Performing a Sort

A regular sort will sort by the first column in a range of columns.
It will sort by the type of content in the column. If the content

is text, you can sort from A to Z; or Z to A. If the content is
numbers, you can sort by Smallest to Largest; or Largest to
Smallest.

When sorting in a worksheet, you must make sure that all of

the data is contiguous or that you select all of the data. This

will ensure that information in the rows that you need to keep
together will stay together. For example, if you perform a sort
on a list including names and addresses and you select just the
first name and last columns or you have a blank column dividing
the data, Excel will sort the names and not move the addresses
with them. Therefore, it is always a good idea to save the file
first before performing a sort.

® Right click the cell and choose the from the Sort menu.

M Cut [Phoanic AT 8505
) Phoen A7  u0@
EE Lopy Ao ermn MT Sa7rT
Ty Paste Options: Hilesvvile VA 2434
= =i Hew Yaork Ny 1004
A Lharictte HL Shd
Bozeman MT 5871
Paste Special.. Arfisie Ma 0785
@ Smart Lookup Atane A 032
Boseman MT 5476
Insert.. Tampa r i e
Horth Brunewick OH TE12
Delete... Phosnc YT
Clear Coplenls Allanla G 0%
Hew Drunswick Hd aoar
A Quick Analysis Beliale WA 0254
i Hozeman Wi 597
Fiftgr ' Charlotte NC 2%
Sort B 2] SonAtn?
'3 Insert Comnment Zl setitoa
i-| Format Cells... Pul Selecled Cell Color On Top
Pick From Drop-down List.. Put Selected Font Color Un lop
Diefine Mame... Pul Selected Cell Jown On Top
‘E‘:‘. Hyperhnk.. ?' Cuctom Sort.
-OR -
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©

So rting' & Click one of the cells that you wish to sort.

continued ® Click on the [Sort & Filter] button in the Editing
Group on the Home Tab, a menu will appear.

o O

Sort & Find 8
Filter = Select =

2l SotAtoZ
Zl SertZto A
Custom Sort...
Y Filter

® Select the Sort you want to perform. The sort options
available are based upon the data in the column.

® Numbers: Smallest to Largest or Largest to Smallest
® Text: AtoZorZtoA
® Dates: Newest to Oldest or Oldest to Newest

-OR -

® After selecting the cells, click the [Sort Smallest to
Largest] button in the Sort & Filter Group on the Data
Tab.

2@ Y

z l Sort Filter
- s Advanced

Sort & Filter
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Action 4.4 - Performing a Basic Sort

Instructions: Results/ Comments:

1. Open the file Employee Records2. [Ctrl + O]

2. Save the file as My Employee Records2. We are going to be sorting this worksheet,
it is a good idea to save the file first.
[F12].

3. Observe the list. Make sure the Home Tab is selected.

4. Select cell A3. It is currently alphabetized by name. We
are going to sort it by Employee ID.

5. Click the [Sort & Filter] button drop- Notice the change in the list. Now all the
down in the Editing Group on the Home Employee ID’s are in order.
Tab and select Sort Smallest to Largest
from the menu.

6. Make sure cell A3 is still selected. We are going to look at another location to

do the sort.

7. Click on the [Sort Largest to Smallest] We have now reversed the Employee ID
button in the Sort & Filter Group on the order. You can choose to perform sorts
Data Tab. and filters on either the Data Tab or Home

Tab. Choose the most convenient for you.

8. Save the file. [Ctr]l + S].
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©

Custom Sorting Performing a Custom Sort

A custom sort allows you to specify what column you want to
sort or to sort by several non-adjacent columns at one time. For
example, you can sort by a last name column and then sort by a
first name column.

® Save the file, then select the cells in the worksheet that
you wish to sort.

@ Click the [Sort & Filter] button drop-down in the
Editing Group on the Home Tab, and select Custom
Sort from the menu.

- Note

" If you wish to )
sort by rows, in the -OR -
Sort dialog box, @ Click the [Sort] button in the Sort & Filter Group on
click on [Options] and the Data Tab. The Sort dialog box opens.
then select Sort left to
right. You can then set 5ot ==
up the sort using rows "3l o keved | [ 3 Qetese bevet || 2 Sopy Leves || Gotion. 7 by aste has headess
instead of columns. elumn ko On e
oty Las Mams - Values = Aol
. J

Lol Canzel

@ If you have given the columns headers titles, make
sure that the My data has headers box is checked. This
will use the header names in the Column lists.

® Under Column, in the Sort by field, click on the down
arrow to select the column by which you want to sort.

® Under Sort On select what you want to sort on. You
will most often keep the default of Values, but you can
also sort by cell color, font color or cell icon.

® Under Order, select the order that you want to perform
the sort such as A to Z or Z to A.

@ If you want to sort by another column, click the [Add
Level] button. Then, make the selections for Column,
Sort On and Order. Continue until you have all of the
columns that you want included in the sort. You can
have a maximum of 64 levels in the sort.

® Click [OK].
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Action 4.5 - Performing a Custom Sort

Instructions:

Results/ Comments:

1. My Employee Records 2 should be open.

N

Select cell A2.

3. Click on the [Sort] button in the Sort &
Filter Group on the Data Tab.

4. In the Sort by text box, click on the down
arrow and select Dept. (The last item on
the list).

5. Under Column, in the Sort On text box
Values should be selected.

6. In the Order text box, click on the down
arrow and select A to Z.

7. Click on [Add Level].

8. Click on the down arrow on the Then by

text box and select Last Name.

9. Add another level and set the Then by to
First Name.

10. Click [OK].

11. Save the file.

If not, open the file.

The Sort dialog box opens. We are going
to do a custom sort and sort by Dept. and
then alphabetize by name.

Observe the Sort On and Order fields.

We want to sort by values, however, you
can sort by cell color, font color and cell
icon.

You can also sort by a custom list you have
created.

Located at the top of the dialog box. This
gives you another level to sort by.

We are leaving all other selections the
same.

Leave all other selections the same.

Observe the list. Notice the departments
are listed in alphabetical order. Employees
in each department are then listed in
alphabetical order.

[Ctrl + S].
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©

Filte ring Filtering allows you to pull information from the worksheet that
you wish to see and filter out all of the other information. For
example, you can use the filter on a large list of employees to see
only those employees who work in the marketing department or
find the employees whose anniversary date falls in June. When
you are finished with the filter, you can turn the filter off and the
entire list will come back into view.

Performing a Filter
@ Click into the range of cells you would like to perform
the filter on.

@ Click the [Sort & Filter] button drop-down in the
Editing Group on the Home Tab, select Filter from the

menu.
gn O

Cort 82 Find &
Filter = Select -

2l SotAtoZ
Zl SertZtoA
Custom Sort...

wlp Y Filter

-OR -

@ Click the [Filter] button in the Sort & Filter Group on
the Data Tab.

w28 Y

Fi Sort Filter
‘”‘l T.- Advanced

Sort & Filter
® The column headers will appear with menu arrows.

This allows you to perform a filter or sort on any of the
columns.

® Click on the down arrow for the column that you want
to perform the filter on. A menu will appear for you to
choose what you want to filter.

©
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Filtering,

continued

® At the bottom of the menu, you will see all the
variables in the column. Deselect Select All. This will
clear all of the check boxes.

® Click in the check box or boxes of the items that you
want to include in the filter. Click [OK]. Only the
items you selected will appear. You will see a Filter
icon on the column you performed the filter on.

Performing a Text, Date and Number Filter

Text, Date and Number filters help you create a filter that is
much more precise by allowing you to really zero in on the data
you are looking for. Excel offers the appropriate type of filter
based on the type of data in the given column.

Date Filters Number Filters Text Filters
Equals...
Equals.. Equals...
Eefore... :
Does Mot Equal... Does Mot Equal.,
After...
Greater Than... Regins With...
Detween...
VA
T Greater Than Or Faual Tn... Ends With..
J ORI
= Contains...
loday Less Than... gy
Yestenday Less Than Or Egqual To... Doec Mot Contain..
Mt Week Betweer... Custom Eilter...
This Week lopld...
Lt ek Above Mverage
Nt Manth Below Average
Thiz Month

Custom Filter...
Lazt Momth

Mext Quarter

This Quartes

Last Quarter

Mext Year

This Year

Last Year

Year to Date

All Dates in the Period +

Custom Filter...
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©

Filte ring' ® Start the filter as shown in Pgrforming a Filtgr. You

continued can apply number and text filters to selected items or
all of the items in the list.

@ In the Filter menu, click on Number Filters (if the
values in the column are numbers), Text Filters (if the
values in the column are text) or Date Filters (if the
values in the column are dates). A menu will appear
giving you filter options.

® Select an option from the menu. The Custom AutoFilter
dialog will open.

Arbeanced Filter %‘

£

Acbion
& Filter the list, in-place
Copy Lo anslher kacalion

[T o sasTEMEaE

Criteria rangr:

Ef1 |'.fl'| i.rﬂl

Unigue resords anky

o || cance

® In the first text box, you will see the filter option you
selected in the menu. If you wish, you can change
the option. In the text box to the right, enter the value
that you want the filter based on or click on the down
arrow and select a value from the list.

® Click [OK]. Excel will perform the filter and bring up
those rows meeting the criteria.

Turning Off Filters

® To turn off the filter, click on the filter icon on the
column on which you performed the filter. From the
menu, select Clear Filter.

® To turn the filter off from the worksheet, click the [Sort
& Filter] button in the Editing Group on the Home
Tab, and click on Filter. The worksheet will return to
normal.

-OR -

® Click on the [Filter] button in the Sort & Filter Group
on the Data Tab.

©
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Action 4.6 — Filtering Data

Instructions:

Results/ Comments:

1. My Employee Records 2 should still be
open.

2. Select cell A2.

3. Click on the [Filter] button in the Sort &
Filter Group on the Data Tab.

4. Click on the filter arrow on the ST
column.

5. At the bottom of the menu, you will see a
list of the states in the worksheet. Click
on Select All.

6. Click on MA.

7. Click [OK].

8. Click on the filter arrow on the ST
column and select Clear Filter from ST.

9. Click on the filter arrow on the Pay Rate
column .

10. Point to Number Filters and then click on
Greater Than Or Equal to

11. In the top right text box, click on the
down arrow and select $40.00 from the

list.

12. Click [OK].

If not, open the file.

Notice the header row now has filter
arrows on each header label.

A menu will open up. (Notice you can
also sort here.)

This will deselect all of the states by
removing all the check marks.

This will tell Excel to show only those
employees living in Massachusetts.

Notice Excel filtered out all other
employees. Notice the row numbers. This
shows you the row numbers where these
employees are on the list.

The full worksheet comes into view. This
did not affect the custom sort you did in

Action 3.

We are going to find all employees whose
pay rate is $40.00 or greater.

This opens the Custom AutoFilter dialog.

You can also just type it into the text box.

Excel finds employees earning $40.00 or
greater. You could also create a filter that
finds numbers between two values.
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Action 4.6 — Filtering Data, continued

Instructions:

Results/ Comments:

13. Click on the filter icon on the Pay Rate
column and select Clear Filter from Pay
Rate.

14. Click on the [Filter] button.

15. Save and Close the file.

Now let’s turn off the Filter from the
worksheet.

This deselects the filter and returns the
worksheet to normal.

[Ctr]l + S] & [Ctr]l + W].

Excel 2016: Level 2, Rel. 2.0, 09/18/2018
Lesson 4:: Working with Data, Page 105




Lesson 4:: Working with Data

©

Tables If you are going to be spending a great deal of time sorting and
filtering the data in the worksheet, you may want to consider
creating a Table. When you create a table, it is automatically
set up to conduct sorts and filters. A table also gives you more
functionality, such as the ability to use table styles and table style
options, easily add columns and rows, add a total row, and check
for duplicates.

Creating a Table

You can create a table from an existing set of data or you can
create a table and then add the data. Normally a table is made

[Ctrl + T] from adjacent columns of data, with a unique label or heading
or for each column. You can create a table by inserting a table or by
[Ctrl + L] applying a table style.

will both open the PPIYIS y

Create Tuble dialog

box. ® Select a cell in the set of data. Make sure all the data

and headings are in adjacent columns and rows.

¢ Click on the [Table] button in the Tables Group on the
Insert Tab.

® The Create Table dialog opens.

Create Table T
Where iz the data far ynur tahle?
=SASZ:SMS4Y |Fis

[¥] My table has headers

l (814 I Cancel

® The range of cells you have selected should be shown
in the text box. Correct this if needed. Make sure that
you have the My table has headers check box selected.

¢ Click [OK].

® The range will appear as a table using the default table
format. The Table Tools/Design Tab will be displayed.

-OR -

©
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O,
Tables,

continued ® Select a cell in the set of data. Make sure all the data
and headings are in adjacent columns and rows.

® Click on the [Format as Table] button in the Styles

Group on the Home Tab. The Table Style Gallery is
In Excel 2016, the displayed.
Table Tools now
only has a Design (4 [Homa pad B = e i f:":”"
Tab. e ond P, G | et Y
Tiaksle =

® Click on a Table Style of your choice. The Format As
Table dialog opens. Make sure the My table has headers
check box is selected. Click [OK].

¥ o

Formal As Table T4 |fwesm

Where Is the data for your table?
-sassmsed (=)

[¥] my table has headers

Coor ] [ camcer ]

® The table will appear like the one shown on the
previous page. The Table Tools/Design Tab will be
displayed.

©
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Action 4.7 - Creating a Table

Instructions: Results/ Comments:

1. Open the file Orders.

2. Save the file as My Orders. [F12].

3. Select cell Al This is in the range we want for our table.

4. Click on [Format as Table] button in the This is the quickest way to create a table.
Styles group on the Home Tab. You can also click on the Insert Tab and

then select [Table] or use the [Ctrl + T] or
[Ctrl + L] shortcuts.

5. From the menu select Table Style Medium This is the second style in the first row of
2. the Medium section.

6. In the Format as Table dialog, check to You can select the range in this text box.
make sure that the My table has headers We have already selected a cell in our
check box is selected. range, so we do not need to do anything

else.
7. Click [OK]. The range is converted to a table. It has the
Table Style you selected. Notice that the
Table Tools are now available. You can see
the same filter menu arrows on the column
labels that you used when filtering data.
Notice that the column labels always

8. Scroll to the bottom of the table. remain in view. A great benefit of creating
a table.

9. Click outside the table. The Table Tools/Design Tab is no longer

displayed.

10. Click in the table. Click on the Table The Table Tools/Design Tab is displayed.

Tools/Design Tab.

We will be working with these tools in the
next Action.
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Tables, Using Table Tools

continued Once you have created the table, you may change the table style,
add or subtract style options, increase or decrease the size of the
Table, and insert or delete rows or columns as needed. Note that
the Table must be selected in order to use the Table Tools under
the Design Tab.

Changing the Table Style
® Click in the table to access the Table Tools/Design Tab.

¢ In the Table Styles Group, click on a new style. Use
the scroll arrows to view more styles. To see all of the
styles at once, click on the [More] button (the bottom
most arrow).

Formatting with Table Style Options

Another way to format the table is by selecting individual items
from the Table Style Options Group in the Table Tools/Design
Tab. Each item works like a toggle switch. If a check appears in
the check box next to an option, that option is applied or “on”.
To turn an option “oft”, click in the box again and the check will
be removed.

Table Style Option Function
Header Row Turns on/off the header
Total Row This will insert a row at the end of

the table and automatically totals the
last column. From the down arrow,
you can also select other functions
such as Avg., Min., Max., Count

etc. For more on the Total Row see:
Adding a Total Row.

Banded Rows If this is selected, the row color will
alternate between two colors. If this
is turned off, all of the rows will be
the same color.

First Column Will apply formatting to distinguish
the first column.

Last Column Will apply formatting to distinguish
the last column.

Banded Columns The column color will alternate
between two colors. If this is turned
off all of the column colors will be
the same.

©
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Tables,

continued

Adding a Total Row

When you add a row to the table, the Total Row will update
automatically. If you sort the table, the Total Row will not be
affected. If you apply a filter to the table, the Total Row will
appear, but will include only those items in the filter in its
calculation and not the entire table.

@ Click in the table to access the Table Tools/Design Tab.

@ In the Table Style Options Group, click on the Total
Row check box. A Total Row will appear at the bottom
of the table with a menu arrow next to it and the last
column will be totaled.

® To change the function used in the formula, click on
the menu arrow and select a new function.

¢ To insert a formula in the total row for other
columns, click in the cell at the bottom of the desired
column, then click on the down arrow and select the
appropriate function for the column.

® By default, the Row label is Total. To change the label,
click in the cell and change the label name.

Resizing a Table

You can resize the table to include worksheet columns or rows
that were not previously included in the table. This can include
columns and rows that already contain data as well as empty
columns and rows.

& Click in the table to access the Table Tools/Design Tab.

® Click on [Resize Table] button in the Properties
Group. The Resize Table dialog will open.

Resire Tabile [ ]
Select the niew dista range for your table:
= SASEIME4E |
Mote:  The headers must remain in the same now,
and the resulting table range must
oweriap the ariginal tatde range.
| QK [ cancel

@ In the text box, enter the new range or click on the
[Collapse Dialog] button to highlight a new range in
the worksheet. The current range will be surrounded
by a flashing border.

@ Click and drag to change the range, or hold the
[Shift] key and press the right and down arrow keys
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Tables, to increase the range; the left and up arrow keys to
continued decrease the range.

® Click in the [Expand Dialog] button to return to the
dialog box. Click [OK].

Adding/Inserting a Row or Column
You can add a new column or row in the following ways:

® Click in the last cell of the table. Press the [TAB] key.
A new row will be inserted.

@ Click in the next available column/row in the
worksheet and begin entering the text. The Column
will automatically be added to the Table.

® Position the mouse over the re-size handle in the
bottom right hand corner of the last cell of the table.
When you see a double-headed arrow drag, the mouse
to the right to add columns drag down to add rows.

45
| 75

; 2 &

You can add multiple columns and rows with this
method.

® Click [Insert] button the down arrow in the Cells
Group on the Home Tab. Select Insert Table Rows Above
or Insert Table Columns to the Left.

® Select the row or column heading and then right-click
the mouse and select Insert from the shortcut menu.

Deleting a Row or Column
You can delete a column or row in the following ways:

® Click in the row or column you want to delete. Click
the [Delete] button down arrow in the Cells Group on
the Home Tab. Select Delete Table Rows or Delete Table
Columns.

® Select the row or column heading and then right-click
the mouse and select Delete from the shortcut menu.

©
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Tables,

continued

Using Calculated Columns

In a table, when you enter a formula into one of the column

cells, Excel will automatically place the same formula in the rest
of the column adjusted for each row. The is called a Calculated
Column. The column will expand automatically when new rows
are added.

What if you don’t want a calculated column? When a calculated
column is created the [Auto Correct Options] button appears.
Click on this to select one of the following: Undo Calculated
Column or Stop Automatically Creating Calculated Columns.

Using the Convert to Range

If you like the Table Style formatting, but do not need the
functionality of the table, you can convert the table to a normal
range of cells.

@ Right-click the mouse. Select Table, then select Convert
to Range

-OR -

® Make sure the Table Tools are visible. In the Tools
group, click on [Convert to Range].

& Click [Yes] in the dialog.
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Action 4.8 - Using Table Tools

Instructions:

Results/ Comments:

1. My Orders should still be open.

2. Click in cell H2. Enter the following
formula using the pointing method:

Type: =
Click once on cell F2

Type: *
Click once on cell G2

Press: [Enter]

3. Click on Banded Rows in the Table Style
Options Group on the Table Tools/
Design Tab.

4. Click on Banded Columns.

5. Click on Total Row.

6. Click in cell G66. Click on the down
arrow and select Sum.

7. To add a row, click in cell H65. Press the
[Tab] key.

If not open it.

If you enter a formula using the pointing
method, Excel uses Table references for
you. This is helpful when you want to
reference table data in other formulas or
worksheets.

The entire column is completed with the
formula. This is a calculated column. If
you did not want a calculated column,
you can click on the [AutoCorrect] options
button that appears when the column is
created and select Undo Calculated Column
from the menu.

This removes the check mark. Notice the
rows are all the same color.

The columns should now show alternating
colors.

A Total Row is added to the bottom of
the table. By default, the last column was
totaled. You can add a formula at the
bottom of any column.

Notice that you can choose from a number
of different functions. This will give you

the total number of items ordered.

A row is added to the table.
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Action 4.8 - Using Table Tools, continued

Instructions:

Results/ Comments:

1.

Enter the following information in the
new row. Press [Tab] after each entry:
12/1/08

Sandy

Smothers

Product 2

3224

36

7

Click in cell 165, then press [Ctrl + ]

In cell I1, type Date Paid then press
[Enter].

Double-click between I and J and display
the label.

Click on the down arrow on the Last
Name column. Point to Text Filters then
select Equals.

In the text box type Walters.
Click [OK].

Enter the following dates in the four cells
under Column I. Press [Enter] after each
date.

3/19/08

6/30/08

8/14/08

9/12/08

Notice that the formatting carried through
to the new row and the calculated amount
for Total Order was automatically entered
as soon as you tabbed to that column.

This will take you to cell I1

The column is automatically added to the
Table.

To increase the column size.

We are going to perform a filter to find all
of the orders for Linda Walters.

This brings up all of the Walters in the

list. This is great, because we do not have
to search the entire list to find this data.

If you had more than one Walters, you
could conduct a second filter using the
first name. Notice that the Total Row now
shows just the total for these four orders.

By filtering our records, we are able to
easily mark when the orders were paid,
without having to look through the entire
list.
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Action 4.8 - Using Table Tools, continued

Instructions: Results/ Comments:

8. Click on the Filter Icon on the Last Name The entire table comes into view. If you
column. From the menu, select Clear scroll through the table, you can see the
Filter from Last Name. dates that you entered.

9. On the Table Tools/Design Tab, in the If you want the formatting of the table,
Tools Group, click on [Convert to but do not need the functionality, you can
Range] button. convert the table to a normal range of cells.

10. Click [Yes]. Notice the filter buttons are removed from

the screen. If you click in the calculated
column, the formula no longer references
the table. The Total Row is now just an
ordinary row. The formatting remains.
11. Save the file. [Ctrl + S].
12. Close the file. [Ctr] + W].
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Charts

" Select the range
of the data. Then
press [F11]. A bar

chart will be created

on a new worksheet.

A chart is a graphic representation of the worksheet data. Using
a chart creates a better understanding of the data than simply
presenting the numbers in a spreadsheet.

In Excel 2016, Charts are created using the Insert Tab. On the tab
is the Charts Group which contains a great array of charts from
which to choose. Before you select a chart, first consider the type
of chart that you require. Pie charts and bar charts are good for
showing comparisons. Line graphs can be useful for showing
trends and plotting relationships between variables. Each chart

has a menu of variations from the basic 2 dimensional charts to
3-D charts.

Creating a Chart

@ Select the data and labels that you want to base the
chart on. Note: When creating a pie chart, select only
one set of numbers (variable) and labels.

® On the Insert Tab in the Charts Group, click on the
type of chart you would like to create. This will
display a list of possible chart options to choose from.

R A O

- | |
i Wil W 1
Recommended ~ ' ' PivotChart
Charts L AR ?L'\" -
Charts T

@ Click on the chart option you would like to create. The
chart will appear in the worksheet below the data.
The Chart Tools will open under the Design Tab and
Format Tab.

® You can use the tools to customize the chart. We will
cover these tools in more detail later. To accept the
chart as is, click in the worksheet outside the chart
area. The Chart Tools will close.
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Action 4.9 - Creating a Pie Chart

Instructions: Results/ Comments:

1. Open the Unit Usage file.

2. Save the file as My Unit Usage. [F12].

3. Select cells A2:B7. When creating a pie chart, only choose one
set of variables (select labels and one set of
numbers).

4. Click the [Pie] button drop-down in The pie chart will appear in the worksheet.
the Chart Group on the Insert Tab, and The chart represents the unit usage per
select the 3-D Pie from the menu. product for the North region. Notice

that when the chart is added to the
spreadsheet, additional tabs appear above
the ribbon for Chart Tools. We will be
working with these later.

5. Point to the left border of the chart. You can move the chart anywhere you
When you see a four headed arrow, click want in the worksheet.
and drag the chart to the left until it is
lined up with cell A9.

6. Place the mouse pointer over the bottom This is how a chart is resized.
right hand corner of the chart box. When
the pointer turns into a double-headed
arrow, drag the mouse toward the center
of the chart until the chart is the same
width as the worksheet data.

7. Click outside the chart. The worksheet is now active again. The
Chart Tabs and controls are no longer
displayed. To work with the chart, you
simply click in the chart to make it active
and bring back the Charting tabs and
controls.

8. Change the number in cell B7 to 3,000. Notice that the chart changed as well
reflecting the new amount.

9. Now let’s create another pie chart using You can create numerous charts and place

the South set of data.

them in one worksheet.
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Action 4.9 - Creating a Pie Chart, continued

Instructions: Results/ Comments:
10. Select cells A2:A7 press and hold the In a pie chart, always select one set of
[Ctrl] key and select cells C2:C7. labels and one set of data.

If you want to see the data for one of the
products lines (rows) such as Conduit, you
would select cells A2:E3.

11. Create a 3-D Pie Chart. Follow the steps on the previous page.
Place the South Chart below the North

Chart. Resize as necessary.

12. Click in the worksheet. This deselects the chart.
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Action 4.10 - Creating a Column Chart

Instructions:

Results/ Comments:

1.

You should have My Unit Usage open on
the screen.

Select cells A2:E7.

Click on [Column] button drop-down
in the Chart Group on the Insert Tab,
and select 3-D Clustered Column from the

menu.

Drag the Column Chart to the top of the
spreadsheet and to the right of the data.

Keep the chart selected.

Save the file.

If not, open it.

A column chart is able to compare several
variables at one time.

This chart compares the unit usage for
each region for each product type.

In the next lesson, we are going to learn
how to use some of the easy design
features to change the appearance of the
chart.

[Ctr]l + S].
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Charts,

continued

Using Chart Tools

After you create a chart, you can alter its appearance by using
the Chart Tools. Note that the Chart must be selected in order to
use the Chart Tools located under the Design Tab and the Format
Tab.

Charts in Excel 2016 have three buttons added along the upper
right side of the chart for quick access to basic formatting and
now filtering of the chart and its data.

==  <— Add Chart Elements

s* <— Apply Styles and Colors

V| <— Filter Chart

Adding Chart Elements
® Click anywhere into the chart.

® Click the [Add Chart Elements] button drop-down in
the Chart Layouts Group on the Chart Tools/Design
Tab to open the menu.

® Select the element you wish to either add or remove.
-OR-

® Click the new [Add Chart Elements] button on the
right side of the chart.

® Check or uncheck the element checkboxes to turn those
elements on or off.

Using a Quick Layout
Excel offers a few pre-built chart configurations from this button

menu. These layouts have different chart elements already in
position so you may not need to manually set them up.

@ Click the [Quick Layout] button drop-down in the
Chart Layouts Group on the Chart Tools/Design Tab
and choose from the menu.
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Charts, Changing Chart Styles

continued & Click anywhere into the chart, then click the [Chart
Styles] button on the right side of the chart.

& At the top of the menu choose Styles and scroll
through the list to find one you like.

-OR-

® Click the [More] button on the Styles gallery in the
Chart Styles Group on the Chart Tools/Design Tab
and choose the style you like.

Changing Chart Colors

® Click anywhere into the chart, then click the [Chart
Styles] button on the right side of the chart.

® At the top of the menu choose Colors and scroll
through the list to find one you like.

-OR-

® Click the [Change Colors] button drop-down in the
Chart Styles Group on the Chart Tools/Design Tab
and choose the one you like from the menu.

Changing Chart Type
This button allows you to change the chart type of the current

- Note - ~ chart.
~ When you change . o

the chart type, ¢ Right click into the chart and choose Change Chart
Excel 2016 will Type from the menu to open the Change Chart Type

suggest a chart type dialog.

based on the data.

These suggestions -OR-

are listed under the ® Click on the [Change Chart Type] button in the Type

\Recommended Charts. ) Group on the Chart Tools/Design Tab. This opens the

Change Chart Type dialog.

f =
| et e T L= g ot Ty LR~

[Trrrrrorray oy sy | o e

Cair

— T

|.J|l|

..

®
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Charts,

continued

potes When a Chart )
Template is saved,
do not change the
location where it is
being saved. Once it is
saved into the default
Charts folder, it can be
used in any of the other

Office programs.
- J

©

® Click the tab for either Recommended Charts or All
Charts.

® Click the desired chart type.
® Click [OK] or press [Enter].

Saving as a Template

Once the chart has been completely formatted to your needs

or you could open an already formatted chart and save the
formatting for future use. In Excel 2016, the button is not readily
available on the ribbon, but it is now accessed by right clicking
the chart and found in the contextual menu.

® Right-click on the chart and select
Save as Template.

® Name the template.
® Click [OK] or press [Enter].

Switching a Row/Column

By default Excel will plot the data in the chart by rows. Each row
represents a “series”. This means, you are comparing row data
that is then grouped in columns. The column labels will appear
in the legend and the row labels appear on the x axis.

When you click the [Switch Row/Column] button, the data will
switch so that now you are comparing the column data. The
legend will show the row labels and the column labels will
appear on the x axis. You can switch back and forth as much as
you want.

Selecting Data

You will find at times that you do not wish to plot all of the data,
wish to change the data you have selected or add additional data
in the chart. Use this button to accomplish all of this by selecting
a new data range. To do this:

® Click the [Select Data] button in the Data Group on
the Chart Tools/Design Tab. This opens the Select Data
Source dialog.

@ Select the new range in the worksheet or use the Chart
data range text box.

@ Click [OKI.
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Charts, Filtering Chart Data

continued While it is easy to redefine the data that is shown in the chart,
Excel 2016 now allows you to filter the chart. The third button on
the right side of the chart will allow you to choose what data will
be displayed in the chart without having to redefine the charts
original data set.

® Click into the chart.
® Click the [Chart Filters] button.

® Check or uncheck the boxes for the data and click
[Applyl.

Moving a Chart

By default Excel will place a chart into the worksheet that
contains the data. However, you can place the chart on a
different worksheet by itself or with other charts. To do this:

¢ Click on the [Move Chart] button in the Location
Group on the Chart Tools/Design Tab.

® The Move Chart dialog opens.
Mowve Chart

Choose where you want the chart to be placed:

J{J’_ﬂ () Mew sheet: | Chartl

|l @ Object in:

=]

[ DK ] | Cancel |

® To put it on a new sheet, click on New sheet and then
type a name in the text box.

-OR -

® To move it to an existing worksheet, click on
Object in (this may already be selected). Click on the
down arrow and select from the list of existing sheets.

® Click [OK] or press [Enter]. The chart will move to the
new location.

©
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Action 4.11 - Using Chart Tools

Instructions:

Results/ Comments:

1.

2.

10.

11.

My Unit Usage should be open.

Click in the Column chart to access Chart
Tools/Design Tab.

Click on the [Change Chart Type] button
in the Type Group on the ChartTools/
Design Tab or right click the chart and
choose Change Chart Type from the
menu.

Select Bar on the left. Click on Clustered
Bar at the top (first one in the row). Click
[OK].

Click on the [Switch Row/Column]
button in the Data Group on the Chart
Tools/Design Tab.

Click on the [Select Data] button in the
Data Group on the Chart Tools/Design
Tab.

Click in the worksheet and highlight cells
A2:C7. In the dialog box, click [OK].

Click on Layout 1 from the [Quick
Layout] button drop-down in the Chart
Layouts Group on the Chart Tools/
Design Tab.

Select the placeholder for Chart Title and
type: 1st Qtr Unit Usage. Press [Enter]

Click in the North Pie Chart.

Click the [Quick Layout] button drop-
down in the Chart Layouts group on the
Chart Tools/Design Tab, select Layout 1
from the menu.

If not, open it.

The Change Chart Type dialog opens.

The chart is changed to chart type you
chose.

Notice that the row labels (products) are in
the legend. The column labels are on the y
axis.

The data in the chart will have a flashing
border around it. You may need to drag
the dialog out of the way to see it.

Notice the change in the chart. We are now
comparing just two of the regions.

A text box for a chart title has been added.
You can now add a title to the chart.

You could also double click to highlight
and change the title. Note the new title
may only appear after you press [Enter].

You can now see the percentage usage for
each product.
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Action 4.11 - Using Chart Tools, continued

Instructions:

Results/ Comments:

12.

13.

14.

15.

16.

17. Click the [Filter Chart] button on the

18.

19.

20.

21.

22.

23.

Click the [Chart Styles] button on the
upper right side of the chart.

Click the word Styles at the top of the
menu and try different chart style types

Click the word Color at the top of the
menu and try different color schemes.

Click the [Filter Chart] button on the
upper right side of the chart.

Uncheck some to the boxes and click the
[Applyl button.
upper right side of the chart.

Check the select all checkboxes and click
the [Apply] button.

Select the Bar Chart.

Click the [Move Chart] button in the
Location Group on the Chart Tools/
Design Tab.

Click the New Sheet button.

In the text box type: North & South.
Click [OK].

Click on the 1st Qtr worksheet tab.

Save and close the file.

The Style menu is displayed

The Color menu is displayed

The Filter menu is displayed.

Only the data fields that were checked are

shown in the chart.

The Filter menu is displayed again.

All the data is redisplayed in the chart.

This chart is active.

The Move Chart dialog opens.

You are creating and naming a new sheet
all at once. The chart is moved to it’s own
sheet.

You are back in the first worksheet. The
column chart does not appear on the
worksheet. Any changes that you make
to the data in the worksheet will still effect
the column chart.

[Ctr]l + S] & [Ctr]l + W].
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Lesson 4:: Working with Data

QUiCk An alysis Excel 2016 has a new feature called Quick Analysis. When you
select a cell range a new smart tag is displayed at the lower right
of the selected range. When clicked, it offers suggestions of how
you may want the data to be displayed. There are five main
categories in the tag:

® Conditional Formating: uses rules to highlight
interesting data

Charts: helps to visualize data
Totals: automatically calculates totals

Tables: helps sort, filter, and summarize data

S O o @

Sparklines: mini charts placed in single cells

gFﬂrmattinqj Charts Totals Tables Sparklines

B E -

Data Bars  Color... Icon Set Greater... Teut... Clear...

Conditional Formatting wses rules to highlight interesting data.

This feature is designed to help you get started with data analysis
but it is just a beginning point. For more control you will still use
the tools as before.
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Action 4.12: Using the Quick Analysis tag

Instructions: Results/ Comments:

1. Open the Quick Analysis file.

2. Select cells A3:E7. The Quick Analysis smart tag is displayed
when you select a range of cells.

3. Click on the [Quick Analysis] tag. [Ctr]l + Q] also opens the Quick Analysis
when a range is selected

4. Scroll over some of the recommended
formatting options to see what Excel
suggests as viable Conditional Formats.

5. Click on the Charts and scroll over some
of the recommended charts to see what
Excel suggests as viable chart types and
styles.

6. Click on the Totals and scroll over some
of the recommended totals to see what
Excel suggests as viable totals.

7. Click on the Tables and scroll over
some of the recommended tables to see
what Excel suggests as viable tables and
pivottables.

8. Click on the Sparklines and scroll over
some of the recommended sparklines
to see what Excel suggests as viable
sparklines.

9. Click on any option to see it fully
applied.

10. Close the file without saving. [Ctrl + W].
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Lesson 5: Protecting the
Worksheet/Workbook

Lesson Overview

You will cover the following concepts in this
chapter:

Protecting Worksheets
Unprotecting a Worksheet

Hidden Cells

Allow Users to Edit Ranges
Protecting Workbooks

Protecting the File with Encryption

Protecting the File with Passwords

IR 2R R C R C R C R O

Workbooks Versions
(optional)
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Lesson 5:: Protecting the Worksheet/Workbook

Protecting
Worksheets

NG v o4 have

the option of
protecting the entire
worksheet and not
allowing any changes
to be made. To do
this, keep all the cells
and objects locked
then apply protect the
worksheet.

J

There are times when you will need to protect the worksheet

or workbook from unwanted changes and yet still allow others
access to the worksheet or workbook. This can happen when
you have created a worksheet in which you need to have others
provide additional data (i.e. budget numbers, expenses, sales
figures, etc).

Protecting the Contents of a Worksheet

You can protect content and attributes of the worksheet data,
such as formatting, data, formulas, graphic objects, etc., from
unwanted changes by allowing changes only to selected ranges
on a worksheet.

Protecting the contents of a worksheet is a two-step process:

1. Unlock the cells and graphic objects you want to
be able to edit after the worksheet is protected. By
default, all cells and objects are locked.

2. Apply Protection to the worksheet.
Unlocking Cells

® Right click on any selected cell or range and choose
Format Cells. In the Format Cells dialog, select the
Protection tab.

[re—

.....

® Uncheck the Lock Cell box. This will unlock the cells so
you can change them after the worksheet is protected.

-OR-
¢ Highlight the cell or cells where users are to edits.
® From the Home Tab, in the Cells Group, click the

[Format] button drop-down and click Lock Cell to
unlock the cell or cells.
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Lesson 5:: Protecting the Worksheet/Workbook

©

Protecting Applying Worksheet Protection

Worksheets Once you have protected the document, you will only be allowed
! to change those cells that have been unlocked. Many of the
commands will be gray because the cells are locked.

continued

® Click on the [Protect Sheet] button in the Changes
Group on the Review Tab.

Izc | H:c | | ‘g3 Protect and Share Workbook
—- B8R

EZ Allow Users to Edit Ranges
Protect Protect Share

" Becarefulmot ) Sheet Workbook Workbook [+ Track Changes -

"~ toforget your Changes

password. If you

lose it or forget it, there -OR -

;?OI;O;?:EC}LZE Cci?t i(r){til ® Click on [Format] button in the Cells Group on the

you can remember it. Home Tab, , select Protect Sheet from the menu.
k / ‘{:‘:II Skze

i R Height

AuteFit Rew Height
. Column Width...

AutoFl Column Width

Defanlt Width
Wisibillty
Hide & Linhide k

Organize Sheets
Benarme Sheet
Meve or Copy Sheel

ah Colar ¥

Protecthon
é S Protect Sheet.,
Lock Cell

2| Format Cells

® The Protect Sheet dialog will open.

Protect Shest |
+| Prolec woakiheel and gorlenls of locked cells
Pussward 1o unprotect cheset

ARgwr all wsers of this worksheet tor
cd E
o | Srteot unilngied orits
Farmal cells
Format columns
Farmat Fows
Inseet ralumns
Inserl sown
ingert hyperiinis
DElete enlummns

Delele e
| K Cancel

©
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Lesson 5:: Protecting the Worksheet/Workbook

©
Protecting ® Under Password to unprotect sheet: enter a password,

if desired. (Passwords are case sensitive.)
Worksheets,

continued ® Under Allow all users of this worksheet to: select
those items you wish users of the worksheet to do.
The default selections are:

® Select locked cells - You can select the locked cells in
a worksheet, but not change them.

® Select unlocked cells - You can select these cells and
change them.

® Click [OK] or press [Enter]. If you have entered a
password, the Confirm Password dialog is displayed.
Type the password again then click [OK] or press
[Enter].

Examine the ribbon and notice that there are many commands
that are no longer available since the worksheet is protected.

©
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Action 5.1 - Protecting Worksheet Elements

Instructions: Results/ Comments:

1. Open the file Protection.

2. Save the file as My Protection. [F12].

3. Select cell F1. The Target Growth value cell.

4. On the Home Tab in the Cells Group, This unlocks the selected cells. These cells
click on [Format] button drop-down and will be unprotected when we protect the
select Lock Cell. worksheet.

5. Select cells B7:D7. These cells need to be unlocked.

6. Right click the selected cells and choose The Format Cells dialog will appear.
Format Cells from the menu.

7. In the Format Cells dialog, activate the The Protection options are displayed in the
Protection tab. dialog.

8. Uncheck the Locked checkbox and click The cells are unlocked
the [OK] button.

9. Click on [Format] button drop-down The Protect Sheet dialog opens.
again, then click on Protect Sheet.

10. In the Password: field enter You can leave this blank if you want.
< Test >.

11. Examine the options for Allow all users If an option is checked, you are allowing
of this worksheet to: Select locked cells and users to preform that action.

Select unlocked cells are checked. These
are the default settings.

12. Click [OK] or press [Enter]. The Comfirm Password dialog opens.

13. Re-enter the password in the Confirm The worksheet is now protected.
Password dialog and click the [OK]
button.

14. In cell B2, type < 100000 >. The following message will be displayed:

“The cell or chart you are trying to change is
on a protected sheet.”.
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Action 5.1 - Protecting Worksheet Elements, continued

Instructions:

Results/ Comments:

15. Click [OK].

16. Change F1 to 0.25 and press [Tab].

17. Click the [Format] button and try to
change the column width.

18. Select cell D7 and notice the formula is
displayed in the formula bar.

19. On the Formulas Tab in the Formula
Auditing Group, click the [Show
Formulas] button.

20. On the Formulas Tab in the Formula
Auditing Group, click the [Show
Formulas] button.

21. Save the file.

To bypass the message.

Since this cell is unprotected, you can type
in it. Notice column C now needs to be
widened.

Because we have protected the document,
many of the menu choices are not

available.

Because the cell is not Hidden, the
formulas are still visible.

The formulas are all displayed in their

cells.

The values are now displayed.

[Ctr]l + S].
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Unprotecting a
Worksheet

- Note ——
" Turning off
worksheet

lock the cells you have

protect the same cells
again, you can simply
turn the protection
back on.

-

protection does not

unlocked. Therefore, to

~

J

Unprotecting the Worksheet

When more changes are needed than allowed while the
worksheet is protected, it will be neseccary to unprotect the
worksheet in order to make those changes. If you want to make
changes to the worksheet again, you will need to turn off the
protection or unprotect the worksheet.

@ Click on [Format] button drop-down in the Cells
Group on the Home Tab, click UnProtect Sheet.

-OR-
& Click the [Unprotect Sheet] button in the Changes
Group on the Review Tab.

® If a password was used to protect the worksheet, you
will be prompted to enter the password to Unprotect
the worksheet.

o =

Unprotect Sheet

Password: |

oc ) [ comer ]

® Type the password, if needed and press [Enter].
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o
Hidden Cells Hidden Formulas o

While worksheet protection prevents others from changing
formulas it does not necessarily prevent them from seeing the
formulas. If users are allowed to selected locked cells while the
worksheet protection is on, they can look in the formula bar

to see the cells contents. Even if they are not allowed to select
locked cells while worksheet protection is on, they can use the
[Show Formulas] button and see all formulas in the worksheet.

It is possible to prevent users from seeing the formulas on

: Nr.:te T the coll 10 protecte.d worksheets by using the Hidden Checkng on jthe
unlocked, hiding a Protection Tab of the Format Cells window. Checking this
formula does not checkbox will prevent formulas from being displayed when the

L}rotect it.. worksheet is protected.

® If you have already protected the worksheet, you will
need to unprotect the sheet following the previous
instructions.

@ Select the cells containing formulas that need to be to
hidden.

® Right click selected cells and choose Format Cells.

-OR-
® Click the [Format] button drop-down in the Cell
Group on the Home Tab, select Format Cells.

® The Format Cells dialog displays. Click on the
Protection tab.

® Check the Hidden checkbox. Click [OK] or press

Ni

e When cells ) [Enter].
have a mix of
Locked and ® Re-protect the worksheet.
Urgoék;d dO; Hidden ¢ Select a cell containing a formula and notice the
and Unhidden states .
the checkboxes show Formula Bar is emp tY'
\as filled boxes. ) ® Try using the [Show Formulas] button on the

Formulas Tab. the cells with formulas are blank.

©
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Action 5.2 - UnProtecting Worksheet

Instructions:

Results/ Comments:

1.

The My Protection workbook should still
be open.

On the Home Tab in the Cells Group,
click on [Format] button drop-down and
select Unprotect Sheet.

Enter the password in the Password:
field and click the [OK] button.

On the Home Tab in the Cells Group,
click on [Format] button drop-down to
see that all the options are available.

Select column C set the cursor between
columns C & D and doulbe click when
the double headed arrow appears.

Select cell B7 and enter,
<=SUM(B3:B6) >

Use the [Ctrl + Enter] shortcut to enter
the formula.

Use Autofill over to cell D7.

Save the file.

If not, reopen the file.

The Unprotect Worksheet dialog opens.

The worksheet is unprotected.

All the options are available.

The column width is auto-adjusted.

[Ctrl +S].
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Action 5.3 - Hidding Formulas

Instructions:

Results/ Comments:

1.

10.

11.

12.

The My Protection workbook should still
be open.

Select cells B3:Deé.

Right click the selected cells and choose
Format Cells from the menu.

In the Format Cells dialog, activate the
Protection tab.

Check the Hidden checkbox and click the
[OK] button.

On the Review Tab in the Changes
Group, click on [Protect Sheet] button.

Leave the defaults as is and Password:
field blank and click the [OK] button.

Select cell D6 and notice the formula is
not displayed in the formula bar.

On the Formulas Tab in the Formula
Auditing Group, click the [Show
Formulas] button.

Notice cells B2 displays the formulas
of TODAY(). and the formulas in cells
B7:D7 are also displayed.

On the Formulas Tab in the Formula
Auditing Group, click the [Show

Formulas] button.

Save the file.

If not, reopen the file.

You will hide the formulas in these
cells from view while the worksheet is
protected.

The Format Cells dialog opens.

If necessary.

The Protect Sheet dialog opens.

The worksheet is now protected.

When cells are formatted as hidden
formulas are not displayed in the formula
bar.

The values in cells containing formulas
are hidden but,since cells B3:D7 are not
displaying anything.

Since these cells were not formatted as

hidden, the formulas are displayed.

The values in cells B3:D7 are redisplayed.

[Ctr]l + S].
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Lesson 5:: Protecting the Worksheet/Workbook
©

Allow Users to Sometimes you may want different users to have access to only

. their input ranges in a workbook, for these situations the tool to
Edlt Ranges use will be the Allow Users To Edit Ranges. This will allow you
to select input ranges and assign individual passwords for each
user so there is no chance the anyone will enter their specific
information in an incorrect area of the worksheet.

Setting up the ranges

@ Click the [Allow Users to Edit Ranges] button in the
Changes Group on the Review Tab.

® The Allow Users to Edit Ranges dialog opens.

.

Allow Users to Cdit Ranges T
Ranges unlocked by a password when sheet is protected:

Title Refers to cells | New.. |
Specily whu may edil Lhe range wilhoul g pdasswond:

|| Paste permissions information into a new woarkbo ok

| ProtectSheet.. | | ok | | Cancel

® Click the [New] button.
® The New Range dialog opens.

-

Mew Range

Title:
Ran g:1|

Refers to cells:
=5P59

Range password:

Mermissions... 0K ][ Cancel |

T
i

©
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©

Allow Users to ® Give the range a Name.
Edit Ranges' ® If necessary highlight the cell or range of cells.
continued ® Assign a password to the selected cells.
_ ® Repeat these steps until all the users who need access
diMotas to the worksheet are included in the list.
~ For a more )
detailed ® Click the [Protect Sheet] button to open the Protect
explanation of the Sheet dialog.
permissions options
go to: ® Assign your password and choose what actions users
https://technet. can perform while working in the worksheet.
microsoft.com/library/
\dn789205 y ¢ Click the [OK].

® Reenter your password in the Password Confirmation
dialog and click the [OK].

® Save the workbook.

® Remember to send each user their password so they
can access the part of the worksheet they need to
access.

©
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Action 5.4 - Allowing Multiple Users Access to a Worksheet

Instructions:

Results/ Comments:

1.

10.

11.

12.

The My Protection workbook should still
be open.

Select the Sales sheet.

On the Review Tab in the Changes
Group, click on [Allow Users to Edit
Ranges] button

Click the [New] button in the Allow Users
to Edit Ranges dialog.

In the Title: field enter

< James >.

Click into the Refers to cells: field, then
highlight cells B3:M3 on the Sales sheet.

Click into the Range Password: field
enter
< James >.

Click to [OK] button.

Re-enter the password and click the [OK]
button.

Repeat steps 4 through 9 for the other
three sales reps accordingly.

Click the [ProtectSheet] button in the
Allow Users to Edit Ranges dialog

The the Password: field enter
<12345 >
and clcik the [OK] button.

Try changing the value in cell B3.

Save the file.

If not, then reopen it.

The second worksheet.
The Allow Users to Edit Ranges dialog

opens.

The New Range dialog opens.

These are the cells which James will be
able to edit.

This is his unique password to access his
range of cells.

The Confirm Password dialog opens.

The Allow Users to Edit Ranges dialog is
displayed again.

Apply the names as both Title and
Password for each.

The Protect Sheet dialog opens.

The Confirm Password dialog opens.

The Unlock Range dialog opens. If the user
does not know the correct password, they
can not modify the data.

[Ctr] +S].
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©

Protecting Protecting a Workbook

Workbooks Protecting a workbook prevents other users working in the
workbook from moving, deleting, hiding, unhiding, renaming
or inserting worksheets. This should be done after all the
worksheets have been structured and protected.

® Open the workbook you would like to protect.

® Click on the [Protect Workbook] button in the
Changes Group on the Review Tab.

® The Protect Structure and Windows dialog opens.

Protect Structure and Windows | %

Proledl workbook Tur
V] structure

Wind ows

Password [optional):

[ oK ] rancel |

® Select Structure - to prevent the deletion, inserting,
renaming, moving, hiding and unhiding of
worksheets.

® Password - to keep others from removing
workbook protection. (this is optional)

® When using a password you will be prompted to
confirm the password.

¢ Click [OK] or press [Enter].

Unprotecting a Workbook
® Open the workbook.

® Click on the [Protect Workbook] button in the
Changes Group on the Review Tab.

® The button is highlighted to let you know the
workbook is currently protected.

@ If a password use used to protect the workbook, you
will be prompted to enter the password.

©
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Action 5.5 - Protecting a Workbook

Instructions:

Results/ Comments:

1.

The My Protection workbook should still
be open.

Right click either of the sheet tabs and
examine the menu.

On the Review Tab in the Changes
Group, click the [Protect Workbook]
button.

Leave the Password: field blank, check
the Structure checkbox and click the [OK]
button.

Click the [New Sheet] button.

Right click either of the sheet tabs and
examine the menu.

Save the file.

If not, then reopen it.

All the options in the menu are available.

The Protect Workbook dialog opens.

The workbook is now protected. If you
had entered a password the Confirm
Password dialog would have opened.

The [New Sheet] button is greyed out.

Most of the menu options are greyed out.

[Ctrl + S].
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Lesson 5:: Protecting the Worksheet/Workbook

©

Protecting File Encryption
the File with Some of the workbooks you create may contain confidential

. information that you might want to protect against unauthorized
Encryptlon access. Using Password Protection allows documents to only

be accessed if the user enters the correct password. Excel 2007
through 2016 provide greater security than previous versions by
adding file encryption. Encryption is a standard method used to
help make the file more secure.

Although it is NOT a rule, it is strongly recommended that you
create a password that uses both upper and lower case letters,
numbers, and symbols. Your password can contain up to 255
characters.

Encrypting a File

® Click the File Tab, select Info, from the Protect
Workbook drop-down choose Encrypt with Password.

9 Protect Workbook
‘ﬁ:.'fmt-:-" Workeh ; Controd what types of changes pecple can make to this workbook:
b orksnee Protect
4 Workbook -
and workbook :
protection can also By Mack s s
. [_B Letreaders know the workbook i final and
to accessed from this b rand-on
menu. Ersrypl wilh Password that it cantaings:
! _‘* Fequme & passweord Lo open Uil warkbook, name aned absolute path

Pratest Current Sheet

Control what Types of changes people can

miake ba bhe current sheel

Pratect Waorkbook Structure isaved changes.
Prevent unwanied changes ta the struchure

of the warkhock, such as adding sheets

T Restrict Access
L Grant peaple sccess while remaving their  +

s
By to &dit, Lopy, o print

Y Addd a Digital Fignature kel is viewed an the Web.

W Endure the ::|II:,':|| yof L

sdding an ivemible digils] signatue

® The Encrypt Document dialog opens.

Encrypl Decurment " E
Encrypl the conlents af 1his file

Fassword:

Caution: i you lose or Torget the password, it
cannot bé recovered. it i sdvisable to keep a list of
pasvwards and their courespanding dodumenl
mames imoa safe place.

[Remember thst passwords 8¢ Case-sensitive]

O Cantel |

[
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Lesson 5:: Protecting the Worksheet/Workbook

Protecting the
File the File with
Encryption,

continued

- Note

" When selecting
a password,
make sure itis a
password that you can
remember.

<>

Enter a password in the Password field. Click [OK].

Re-enter the password in the Confirm Password dialog.
Click [OK].

Save the file.

Once the worksheet is saved with a password, any
future attempt to open the workbook will cause
Excel to display a dialog prompting the user for the
password.

Removing a File Encryption

The workbook you would like to remove the password
from should be open.

Click the File Tab, select Info, from the Protect
Workbook drop-down menu choose Encrypt with
Password.

The Encrypt Document dialog opens.

Highlight the password, then press [Delete]. Click
[OK].

Save the file.
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©

Protecting Workbook Passwords to Open/Modify

the File with Setting a password to open and/or modify a document does not
use encryption and therefore is not as secure. This is designed to

Passwords share the document with individuals you trust.

Setting Passwords
® Click on the File Tab.

@ Select Save As and the Save As dialog opens. Choose a
location to save the document.

@ Click on Tools, then select General Options.

s i ==
.\; LKL Lbiaries & Desumants b -4 &
Drgasase = Hiow Pokdes * @
W Dusiacg Documents library
& Ciranlzady wars
55 Droplan
2L Recer®t Plides
8 Crpatin Clowd Fi PR —
Cutem DiTice Templibel
2 Libraries =] by Dite Seurced
¢ Cogumenit
o Muriie
- Prities
H yoiera
Fierime IRl
Sive as type | Evtel Wostbosk:
= s el et o B Loyl

*

® The General Options dialog opens.

Genenal Sptions [T [em]
Abways creale backug
File tharing
Paziword Lo gpen |
Password to modify:
Eead-anly recommended

s Ol |amCtict

@ Enter a Password up to 15 characters to open the
file.This will limit access to the file

@ If you wish, you can also enter a Password up to 15
characters to modify the file.

-OR-
@ If you want to make the file a Read-only file, click
on the check box.

©
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©

Protecting ¢ Click [OKI.

the File with ® Re-enter the password(s) in the Password Confirmation
dialogs and click [OK].

Passwords,

continued ® In the Save As dialog, click [Save] or press [Enter].

Removing Workbook Passwords
® Click on the File Tab.

® Select Save As. The Save As dialog opens.

® Click on Tools (lower right hand corner), then select
General Options. The General Options dialog opens.

¢ Highlight the password(s) and press [Delete]. Click
[OK].

® Click [Savel].

©
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Action 5.6 - Protecting an Excel file

Instructions:

Results/ Comments:

1. The My Protection workbook should
still be open.

2. Click the File Tab.

3. Select the Info category on the right side
of the Backoffice view.

4. Click the [Protect Workbook] button to
expand the choices.

5. Select the Encrypt with Password option.

6. In the Password: field enter,
< Protected > and click the [OK] button.

7. Re-enter the the password. and click the
[OK] button.

8. Save and close the workbook.
9. Open the My Protection workbook.
10. Enter the password to open the file.

11. Click the File Tab.

12. Select the Info category on the right side
of the Backoffice view.

13. Click the [Protect Workbook] button to
expand the choices.

14. Select the Encrypt with Password option.

15. Delete the password and click the [OK]
button.

16. Save the file.

If not, then reopen it.

The Backoffice view opens.

If necessary.

The list of workbook protection options is
displayed.

The Encrypt Document dialog opens.

The Confirm Password dialog opens.

The [Protection] button is highlighted
and informs you that a password will

be required to open the workbook in the
future.

The Password dialog opens.

The Backoffice view opens.

If necessary.

The list of workbook protection options is
displayed.

The Encrypt Document dialog opens.

The Password Encryption is removed.

[Ctrl + S].
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Action 6.6 - Protecting an Excel file, continued

Instructions:

Results/ Comments:

17. Click the File Tab and choose Save As
from the left side of the Backoffice view.

18. Click the [Browse] button, if necessary to

open an explorer window.

19. Click the [Tools] button drop-down and
choose General Options from the list.

20. Enter a password in the Password to
open: and Password to modify: fields.

21. Click the [OK] button twice.

22. Close the file.
23. Reopen the file.

24. Enter the passwords as the dialogs
appears.

25. Tap the [F12] key to open the Save As
dialog.

26. Click the [Tools] button drop-down and
choose General Options from the list.

27. Delete the passwords in both fields.

28. Click the [OK] button twice.

[F12], the Save As dialog opens.

The General Options dialog opens.

The first [OK] will take you back to the
Save As dialog and the second will save the
file.

[Ctr] + W]

[Ctrl + O].

You must enter the passwords to open and
modify the file.

This will remove the passwords from the
file and basically unprotect the file.
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Workbooks
Versions
(optional)

Llore If the History )
category is not
listed among the

categories on the left

side tof the Backstage,
it’s possible that

you dont have a

subscription version

of Office. Click the

Info button on the

navigation pane and

see if you can access

Version History there.

- J

Office 2016 automatically saves versions of your SharePoint,
OneDrive, and OneDrive for Business files while you're working
on them. These versions allow you to look back and understand
how your files evolved over time and allow you to restore older

versions in case you have made a mistake.

Accessing Workbook Versions

Important: Version history in Office only works for files stored
in OneDrive, OneDrive for Business or SharePoint Online. If you
don’t see this option it’s possible your file is stored in a different

service or on a local device.

® Open the file stored on SharePoint, OneDrive, and
OneDrive for Business you were perviously working on.

® Click the File Tab then click the History category on the

left to open the History Pane.

Histony
Current version

loday, 210 PM
Saved by

Today, August 22, 2018

205 PM
Saved by

® In this pane you can view and restore previous

versions.

® To open and view an earlier version simply double
click the file version The file will open in a seperate
window as a Read Only copy.

To Restore a Historical Version

® When viewing the version you want to restore, click
[Restore] button in the message bar just below the

ribbon.

FREVIOUS VERSION To miake this previous version becorme the latest version, click Restore

©
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Workbooks
Versions
(optional),

continued

® A Save Warning dialog opens.

Microsoft Becel =

Tousr uETent copy has not Deen waed, Wauld you like to save & copy Before restoning the seiected versian?

v ] [ me

® Clicking the [Yes] button will update the file to
the version being restored, overwriting the newer
version with the older.

¢ Clicking the [No] button will open the restore copy
without saving changes.

® The Message Bar will now inform you that a newer
version is available.

o SERVER FILE UPDATED A newer version is available. Reopen Document

& Click the [Reopen Document] button to open the
lastest version.

® A warning dialog opens to verify that you wish to
overwrite the current version with changes from the
newer version, that was just created.

Micresolt Excel ]

! 1 Sae you sure Lhead you veanl Lo discard all your changes 1hak have nel been uploaded Lo the serverT

fomes ] om0

® Restore will save your current file as a new version and
then replace your current file with the contents of the
version you chose to restore.
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Workbooks The AutoRecover Feature

Versions When your computer crashes or locks up before you were able
. to save the workbook, Excels” autosave can come to the rescue.

(0 pt|°nal), In the Options window of Excel you are able to set the time

continued incrament from the Autosave feature. Excel is saving a copy of

the workbook in a temporary location for retrieval.

Setting the Autosave options
® Open the Excel Options window.

® Select Save from the list of categories on the the left.

H

® Set the time interval you want in the Save
AutoRecover information every ___ minutes field.

® You can also change where the files are store by enter

a new folder location in the AutoRecover file location:
field.

® Click the [OK] button to apply your modifications.

Recovery of Unsaved Workbooks

® When Excel is restarted you will see the AutoRecover
Pane.

® Select the file being worked on last to reopen it.

® The [Manage Versions] button in the Backstage view
(File Tab) lets you restore earlier versions of your
document.

® The Open window will automatically go to the
default folder location where any unsaved files are
stored.

® If you changed the folder, you will need to navigate
to the folder to access your unsaved files.

©
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Lesson 6: Templates,
Inserting Graphics, and
Comments

Lesson Overview

You will cover the following concepts in this
chapter:

@ Inserting Graphic Objects
® Modifying Graphics
¢ Comments

® Templates



Lesson Notes
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©

Inserting Picture Formats

Graphi C Obj ects [mages stored on the local drive or other network drives can be
inserting into workbooks.Excel allows for a wide variety of image
formats to be inserted into workbooks, see the list below.

Format Extension
Windows Enhanced Metafile .EMF
Windows Metafile .WMF
JPEG File Interchange Format JPG - JPEG - JFIF - .JPE
Protable Network Graphics PNG
Windows Bitmap .BMP - .DIB - .RLE
Graphics Interchange Format .GIF
Compressed Windows Enhanced .EMZ
Metafile
Compressed Windows Metafile WMZ
Compressed Macintosh PICT PCZ
Tag Image File Format JT1F - . TIFF
Computer Grapchis Metafile .CGM
Encapsulated PostScript .EPS
Macintosh PICT PCT - .PICT
WordPerfect Graphics WPG

®
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Inserting

Graphic Objects,

continued

~ Note -
- Images can
also be used
as fills of
shapes. This option
allows you to adjust
the transparency of
images.

~

Inserting Pictures

You can add images to the worksheet that add some design
interest or branding. Images can be inserted from files stored on
your computer or network, from online images, or taken by the
screen clipping tool. All of these options are found on the Insert
Tab in the Illustrations Group.

Pictures Button g . - Shapes Button
- = ]‘D <==SmartArt Button

Pictures Online

Online Pictures mu—- Pictires @+ "<@mmScreenClipping

Button Tllustrations Button

When an image is actively selected the Picture Tools Format
Tab is added to the ribbon, if the image is deselected the Picture
Tools Format Tab is removed from the ribbon.

T e | o o ol ' ot e " e
If you right click any graphic elements (Pictures, Shapes,
SmartArt, or Text Boxes) you can open the Formatting pane by
choosing Format (type of object) from the menu. In the Format
pane you can easily access all the controls available on the
Format Tab in the ribbon. When there are more than one graphic
element which needs to be edited, keep the pane open and
simply select the next object to continue editing.

Inserting Pictures Stored on your system
® Click the Insert Tab.

@ Click the [Pictures] button in the Illustrations Group.
® The Insert Picture dialog opens.

— 7]
o gt 3 Bt . R . B

® Navigate to the folder containing the images.
® Select the desired image.
@ Click the [Insert] button or double click the image.

©
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Inserting Inserting Online Images
Graphic Objects ® Click the Insert Tab.
[
continued ¢ Click the [Online Pictures] button in the Illustrations
Group.

® A Bing Search window opens.

® Type in the type of images you are searching for in the
Search field (examples: people, business, buildings,
holidays) and press the [Enter] key or click on the
[Search] button to start the search.

@ If you want to try a new search enter a new keyword
and press the [Enter] key or click on the [Search]
button.

@ Scroll through the thumbnails to find a picture.

DL @ st
m]nmﬁ

alehi

® Double-click on the picture to insert it into the
worksheet or select several pictures and click on
[Insert] button.

®
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Inserting
Graphic Objects,

continued

©

Lesson 6:: Templates, Inserting Graphics, and Comments

Inserting a Screenshot or Screen Clip

®
®

Click the Insert Tab.

Click the [Take a Screenshot] button in the
Illustrations Group.

(PP e — L o
- R | - k-

a4+

® A list of all open windows is displayed, choosing
any of these will insert the entire window as an
image.

® Choosing Screen Clipping will allow you to
determine only the section of the open window
needed.

® Before using the Screen Clipping option make sure
that the screen you need is the last other screen or
program in use before working in Excel.

® Activate the desired program then switch back to
Excel before choosing the Screen Clipping option.

Inserting Shapes

&

S O > <@

Click the Insert Tab.

Click the [Shapes] button in the Illustrations Group.
A list of different shapes is displayed.

Choose the desired shape.

The cursor changes from an arrow to a crosshair, click
and drag diagonally to create the shape. It does not
have to be exact to start with since you can resize it
after.
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©

Inserting Inserting Smart Art

Graphic ObjeCtS SmartArt offers a set of pre-built and formatted complex shapes;
! Org Charts, Processes, Flow Charts, etc..
¢ Click the Insert Tab.

® Click the [Smart Art] button in the Illustrations
Group.

continued

® The Choose SmartArt dialog opens.

Chease 8 Smathn Graghic [

:-:.'\ Al

,,. .
SEHPSENC I E
B F T E IO

@ Select the required type of SmartArt and click the [OK]
button .

® Edit as needed.

Inserting a Textbox
® Click the Insert Tab.

® Click the [Shapes] button in the Illustrations Group or
the [Text Box] button in the Text Group.

& If using the Shapes option, select the first option
from the menu.

® The cursor will change to a crosshair. Click and drag
diagonally to create the text box the size needed. It
does not have to be exact to start with since you can
resize it after.

® The Drawing Formatting Tab is added to the ribbon.

©
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Action 6.1 - Inserting an Picture from File

Instructions:

Results/ Comments:

Open the Billing1.xIsx file.
2. Save the file as Billing_Template.xlsx.

3. On the Insert Tab in the Illustrations
Group, click the [Pictures] button.

4. Navigate to the lessons folder and choose
the Logo.jpg file.

5. Click the [Insert] button.

6. Notice the Picture Tools Format Tab in
the ribbon.

7. Click on one of the corner controls of the
image and drag to resize the image.

8. Hover over the image. When the cursor
is a four sided move arrow, click and
drag the image to the upper left corner of
the spreadsheet.

9. Continue resizing the image to fit into the
available space.

10. Save the file.

[F12].

The Insert Picture dialog opens.

The picture is inserted. It is very large
and needs to be resized and moved into
position.

Since the image is actively selected, the tab
is available. Try deselecting and reselecting
the image to see the tab is only available
while the image is selected.

While the image is selected, control
handles are visible. They allow you to

resize and rotate the image.

The four sided arrow cursor is the move
tool.

The image should not cover any of the
existing text.

[Ctrl + S].
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Action 6.2 - Inserting an Online Picture

Instructions:

Results/ Comments:

1.

The Billing_Template file should still be
open.

On the Insert Tab in the Illustrations
Group, click the [Online Pictures]
button.

Click into the Bing Image Search: field
and type,

<book icon >

Click the [Search] button.

From the choose the one you like and
click the [Insert] button.

Notice the Picture Tools Format Tab in
the ribbon.

Click on one of the corner controls of the
image and drag to resize the image.

Hover over the image. When the cursor
is a four sided move arrow, click and
drag the image to the right of the logo
image.

Continue resizing the image to fit into
the available space beside the logo.

Save the file.

If not, reopen it.

The Bing Insert Pictures dialog opens.

The [Search] button is the small magnifing
glass icon or tap the [Enter] key.

The image is inserted. Double clicking the
chosen image will also insert it.

The image is a picture so the same tools are
used to edited it.

[Ctr]l + S].
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Action 6.3 - Inserting a Screen Clipping Image

Instructions:

Results/ Comments:

1. The Billing_Template file should still be
open.

2. Open a browser window and navigate to
www.tcworkshop.com

3. Switch back to the Billing_Template file
in Excel.

4. On the Insert Tab in the Illustrations
Group, click the [Take a Screenshot]
button drop-down.

5. Choose Screen Clipping from the menu.

6. Draw a selection around the Welcome
Guest text and icon in the upper right of
the web page.

7. Notice the Picture Tools Format Tab in
the ribbon.

8. Click on one of the corner controls of the
image and drag to resize the image.

9. Hover over the image. When the cursor
is a four sided move arrow, click and
drag to move the image.

10. Tap the [Delete] key.

11. Save the file.

If not, reopen it.

The window containing the content to
clip must be the last active window before
using the Screen Clipping tool.

Hold the [Alt] key and tap the [Tab] key
to switch between programs.

In the drop-down menu, a list of all open
windows are shown.

Excel should move to the background
and the browser window is visable. The
window is greyed out and the cursor will
be a crosshair.

As soon as you let go of the mouse button,

the captured image is inserted.

This is another image and as such you use
the same editing tools

The image is not needed at this point.

[Ctrl + S].
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Action 6.4 - Inserting a Text Box

Instructions:

Results/ Comments:

1.

10.

11.

The Billing_Template file should still be
open.

On the Insert Tab in the Illustrations
Group, click the [Shapes] button.

Choose the Text Box from the menu.

Click and drag diagonally to create the
shape of the text box.

Type,
< All invoices must be paid within ten

days. >

Notice the Drawing Tools Format Tab in
the ribbon. in the ribbon.

Click off the text box.

Reselect the text box and use the corner
control handle to resize the box to fit the
text.

Hover over the text box. When the
cursor is a four sided move arrow, click
and drag to move the text box.

Position it so it is below the spreadsheet
data, in line with row 24.

Save the file.

If not, reopen it.

You can also use the [Text Box] buuton in
the Text Group on the Insert Tab.

It is the first option from the menu.

The text box is created.

The text is entered in the text box.

The tab is automatically added to the
ribbon when the shape is selected.

The Picture Tools Format Tab in the
ribbon. is removed.

The Picture Tools Format Tab in the

ribbon. is redisplayed. The control
handeles are also ready for use.

[Ctrl + S].
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Modifying
Graphics

Text can be

edited using

the Font and
Paragraph Groups on
the Home Tab.

Once a graphic element has been added to the file it may require
modifications to acheive the final appearance. This can be done
by using the Format Tab in the ribbon or the Formatting pane.
when the element is selected, the ribbon displays the appropriate
formatting tab automatically. Right clicking the object to access
the contextual menu will offer the formatting pane related to the
object type.

In the Formatting pane, the options change in accordance to the
type of object. Some objects are only graphic in nature, while
others also offer the ability to add and modify text.

Elements of a graphic object that can be modified include:
borders, fills, 3D effects, artistic effects, and shape to name a
few. Formatting objects offer more options than there is time to
cover within this course, so it is recommended to explore all the
available options when you have time. Try playing with all the
available controls to see what is possible.

Using the Format Tab
& Select the object to be edited.

® Click the Format Tab in the ribbon.
@ Exlplore the available options in the tab.

® The galleries offer live preview of the selected
effects.

Using the Format Pane
¢ Right click the object.

¢ In the contextual menu , choose Format ... from the
menu.

® The Format pane opens on the right side of the screen.

® Depending on the type of object selected notice there
are Shape Options and Text Options listed at the top of
the pane.

@ Selecting either of the options will display tools
related to the type of option chosen.
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©

Modifying It’is also .impo'rt to make your documents accessible to th.e

. visually impaired community. Adding Alt Text to graphic
Graphlcs. elements will help in this regard. Users who use screen reading
continued software will hear the title and description you add to graphic

elements in the file.

Adding Atl Text
® Select the graphic element.

¢ Right click the object and choose Format (object type)
from the menu.

® In the Format pane click the [Properties] button.

Format Picture gty
—— ]

I Sipe
[ Properties
Text Box

[ Akt Tet

® Expand the Alt Text options.

4 ARt Text
Tule

Dezcnplion

¢ Enter a title and brief description of the object.

©
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Action 6.5 - Modifying Objects

Instructions:

Results/ Comments:

1. The Billing_Template file should still be
open.

N

Select the Logo image.

3. Click the Format Tab in the ribbon.

4. Expand the Picture Styles Gallery drop-
down.

5. Hover over each of the pre-built styles.

6. Click the [Picture Effects] button in the
Picture Styles Group.

7. Scroll down to the Reflections option
and select the first of the reflections from

the menu.

8. Right click the Book image and choose
Format Picture from the menu.

9. Click the Paint Bucket icon and then
click the arrow next to Line.

10. Click the Solid radio button.

11. Click the [Color Picker] button drop
down and choose a Green color.

12. Click the [Increase Width] spinner to set
the width to 1.5pt.

13. Click the [Effects] button.

If not, reopen it.
The Picture Tools Format Tab is added to

the ribbon.

Formatting controls are displayed in the
ribbon.

The gallery is expanded,showing the pre-
built styles.

This is a Live Preview Gallery.
The list of Effects are displayed in a menu.

The image now has a reflection effect
applied.

The Format Picture pane opens.

The Line options are displayed.

Options related to formatting the line are
displayed.

The Color Picker dialog is displayed,when
you make a choice a border of that color is
added to the picture or object.

The width of the border is now 1.5pt’s.

The Pentagon button at the top of the
Format Picture pane.
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Action 6.5 - Modifying Objects, continued

Instructions:

Results/ Comments:

14. Expand the Artistic Effects options.

15. Click the [Effects] button and choose
Pencil Sketch from the menu.

16. Adjust the Transparency slider.

17. Select the Text Box.

18. Select Text Options at the top of the
Format Shape pane.

19. Click the [Text Box] button.

20. Expand the Text Box options if necessary
and set the Vertical alignment to Middle.

21. On the Home Tab in the Paragraph
Group click the [Center Align] button.

22. Select Shape Options at the top of the
Format Shape pane.

23. Click the Paint Bucket icon and then
click the arrow next to Line.

24. Click the Solid radio button.

25. Click the [Color Picker] button drop
down and choose a Green color.

26. Click the [Increase Width] spinner to set
the width to 1.5pt.

27. Click the [Close] buitton in the Format
Shapes pane.

28. Save the file.

The [Effects] button is active.

All the Artistic Effects are displayed in the
menu. The selected effect is applied.

The original image shows through the
effect.

The Format pane changes to Format Shape
pane.

The Text formatting controls are displayed
in the pane.

The last of the three buttons near the top of
the pane.

The text is now vertically aligned.

The text is now center aligned in the text
box.

The text box shape controls are displayed
in the pane.

The Fill and Line options are displayed.

The Line options are displayed.

A green border is applied to the text box.

The width is set.

The Format Shape pane closes.

[Ctr]l + S].
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Action 6.5 - Modifying Objects, continued

Instructions: Results/ Comments:
1. The Billing_Template file should still be If not, reopen the file.
open.

. Right click the Logo image and choose
Format Picture from the menu.

. In the Format Picture pane, click the
[Properties] button.

. Click the arrow next to the Alt Text

options.

. In the Title: field type,
< Company Logo >.

. In the Description: field type,
< This is The Comptuer Workshop
Logo >.

. Select the Book icon and repeat steps 3
through 6.

. Select the Text Box and add the Alt Text.

. Save the file.

The Formast Picture pane opens.

The list of picture or object properties is
displayed.

The Alt Text options are displayed.

Simple titles are a good idea.

The description should also be short and
concise.

Add a title and description of your own.
Since this is another graphic elelment, it

too should have Alt Text applied.

[Ctr]l + W].
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©
Comments A comment is a note that you can attach to a cell that can

describe the cell contents or give instructions for the user. A cell

that has a comment attached to it has a red triangle in the upper

right hand corner.

Inserting a Comment

® Click in the cell you want a comment attached to.

® Select the Review Tab and click the [New Comment]
button; or Right-click on the cell and choose Insert
Comment from the shortcut menu.

® In the text box enter your comment. You will see your
name at the top of the comment box. If you don’t want
your name to appeatr, you can delete it.

® Resize and format as desired (see below).

® When you are finished, click outside the box. A small
red triangle is placed in the upper right corner of the
cell to indicate a comment is attached to the cell.

Resizing a Comment

When you have entered all of the text into the comment box, you
may find that you need to enlarge the comment box to view all of
the text. You can simply resize the box to the size and shape you
desire.

To Resize the Comment:

® Point to a resize handle (similar to the resize handles
on the clip art). When you see a double-headed arrow
click and drag it outward (to make the box larger)
until you have reached the desired size. Dragging the
handle inward will make the box smaller. The choice
of resize handle will depend upon the box shape you
desire.

©
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Comments,
continued

Formatting a Comment

Once you have entered the text into the comment, you can also
format the text and other aspects of the comment box such as
borders and shading.

® Click the Border of the Comment box.

& Right-click to get the shortcut menu, select Format
Comment. You can also use the Home Tab to select
many of the features you have for formatting text (you
will not have all of the formatting options that you
have in the Format Comment dialog.) In the dialog you
can change the style of text as well as the direction of
text, the color of the box, or add a border among other
things.

Viewing Comments

A cell that has a comment attached to it has a red triangle in the
upper right hand corner.

Viewing a Single Comment

® Pass the mouse over the cell with the triangle to view
the comment. This will keep the comment in view
as long as you are pointing to it. In order to keep a
comment in view, you must show a comment.

Showing a Comment

® Right-click on the cell containing the comment and
select Show/Hide Comment from the shortcut menu.
The comment will remain in view until you select Hide
Comment from the shortcut menu. You can also find a
[Show/Hide Comment] button on the Review Tab in
the Comment Group.

Showing All Comments
¢ From the Review Tab, click the [Show All Comments]

button.

® Click on the [Next] button to see the next comment.
Click on the [Previous] button to see the comments
that came before.

Hiding All Comments

& Click on the [Show All Comments] button again - this
is a toggle command that toggles between showing
and hiding comments.

Page 172

Excel 2016: Level 2, Rel. 2.0, 09/18/2018



Lesson 6:: Templates, Inserting Graphics, and Comments

©
Comments, Moving a Comment

continued ® Show the comment(s) you want to move using the
[Show All Comments] button.

¢ Point to the edge of the comment box you want to
move. When you see a four-headed arrow, click and
drag the box to the desired location.

Editing a Comment

You may find that you want to go back to a comment box later
to change the text, resize the comment box or add/change the
formatting.

® Right-click in the cell which contains the comment you
want to edit. A shortcut menu will appear. Select Edit
Comment from the menu.

-OR -

® Click in the cell containing the comment. Click on the
[Edit Comment] button in the Comment Group on the
Review Tab.

® Make any changes you desire.
® Click outside the box when you are finished.

Deleting a Comment

® Right-click in the cell which contains the comment
you want to edit. A shortcut menu will appear. Select
Delete Comment from the menu.

-OR -

& If the Review Tab is visible, click in the cell containing
the comment. Click on the [Delete Comment] button.

©
Excel 2016: Level 2, Rel. 2.0, 09/18/2018 Page 173



Lesson 6:: Templates, Inserting Graphics, and Comments

©

Comments, Printing Comments

continued o

©

If you want the comments to be printed as they are on
the worksheet, click on [Show/Hide Comment] or the
[Show All Comments] button in the Comments Group
on the Review Tab to display the comments on the
worksheet.

Adjust the size and placement of the comments, so that
all of the comments can be seen.

Select the File Tab and choose Print.
Click the [Page Setup] link.

On the Sheet tab. Click on the down arrow on the
Comments box and select As displayed on sheet.

Click [OK].
Print the worksheet as you normally would.
-OR -

If you want them printed at the end of the sheet, select
the File Tab and choose Print.

Click the [Page Setup] link.

On the Sheet tab. Click on the down arrow on the
Comments box and select At end of sheet.

Click [OKI].

Print the worksheet as you normally would.
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Action 6.6 - Inserting and Using Comments

Instructions: Results/ Comments:

1. The Billing_Template file should still be If not, open it.
open.

2. Click in cell F5. This is the cell we want to insert our first

comment.

3. On the Review Tab in the Comment A comment box will appear on the screen.
Group, click the [New Comment]
button.

4. Type the following: If you wish, you can delete the author’s
< to enter today’s date use the [Ctrl +; ] name at the top of the comment box.
shortcut. >

5. Click on the worksheet to deselect the A red triangular dot will appear in the
Comment Box. upper right corner of the cell to indicate

that the cell has a note attached to it.

6. Point to the red triangle in the cell. The comment will appear.

7. Move the mouse away from the triangle. The comment will disappear.

8. Right-click in cell F6. Select Insert The shortcut menu is an easy way to
Comment from the menu. insert, edit, delete and view comments.

9. Type the following;:
< This must be entered using the correct
formatting. >
then click in the worksheet.

10. On the Review Tab, in the Comment All the comments on the worksheet are
Group, click the [Show All Comments] displayed.
button.

11. Click the [Show All Comments] button To hide all the comments.
again.

12. Click in cell Fé. We need to edit the comment.

13. Click the [Edit Comment] button in the

Comments Group on the Review Tab.

The comment box opens.
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Action 6.6 - Inserting and Using Comments, continued

Instructions:

Results/ Comments:

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

In the comment box, set the cursor at the
end of the existing text and type:

< {t-##-#4 >

when finished, click outside the box.

Click in cell F5.

On the Review Tab in the Comments
Group, click the [Show/Hide Comment]
button.

Click on the comment box.

Point to the resize handle that is located
at center bottom of the comment box.
When you see a two headed arrow, click
and drag down until the entire comment
comes into view.

Click in the worksheet to deselect the
comment box. Right-click on cell F5 and
select Hide Comment.

Click on the [Next Comment] button.
Continue clicking [Next Comment] until
you have viewed all of the comments.

Click on cell Fe.
On the Review Tab in the Comments

Group, click on the [Delete Comment]
button.

Save the file.

The comment is edited and disappears
when not selected.

The comment hides.

To show a single comment on the screen.

You are now ready to edit the comment.
We can not see all of this comment, so we
are going to enlarge this box.

This is just like resizing other graphic
elements.

This is a way of moving through all of the
comments in a worksheet. You can also
use this to select a comment to edit.

The comment is deleted. You can also
delete comments by right clicking the cell
and choosing Delete Comment from the
menu.

[Ctrl + S].
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Lesson 6:: Templates, Inserting Graphics, and Comments
©

Temp|ates A template is a master document which may contain standard
formulas, styles, and formats for repeated use. When opened, a
copy of the template is opened as a new file, any changes made
in the new file will not affect the original template.

Templates help maintain consistency of document structure and

Note You can ~N content among users and files. Consider developing customized
unlock cells files using range names and macros that run automatically to
that users’ are save time creating similar documents.

to enter data into .

and applying sheet Creating a Template

protection to the file ® Create a new worksheet including any standard
before saving it as a text, styles, formats, and macros or open an existing
template.

\_ Y, document that you want to convert to a template.

® Click on the File Tab, choose Save as.
® In the File name field, type the name for the template.

® From the Save as type drop down list, choose Excel
Template.

® Click [Save]. The file will automatically be saved in
the Custom Office Templates file folder.

Using a Template
® From the File Tab, choose the New category.

® In Excel 2016, there are 2 categories to choose from -
Featured and Personal

® Featured: are a set of pre-built templates from
Microsoft that have been used in the past.
You can also search for pre-built templates by
choosing a category below the Search for online
templates: field. When you select a catagory
templates related to your choice are displayed.

-OR -

® Personal: these are the templates that you have
created.

® Select a Template and then click [Create] or simply
double-click the Template.

® A new file based on the template is opened.

©
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O,
Templates, Editing a Template
continued ® From the File Tab, select Open. [Ctrl + O]

® Select the original template from the Custom Office
Templates in the My Documents folder.

¢ Edit the template.

® Save the file with the original template name to update
the template with your changes.

©
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Action 5.1 - Creating a Template

Instructions:

Results/ Comments:

1. The Billing_Template file should still be

open.
2. From the File Tab, choose Save As.

3. In the File name: field, type
< Billing >.

4. In the Save as type: field, select Excel
Template from the drop down list.

5. Click [Savel].

6. Close the file.
7. Click the File Tab and choose New from
the left side of the backoffice view.

8. Below the Search bar and Suggested
Searches, click the [Personal] button.

9. Double click the Billing template.

10. Notice the file name in the Titlebar.

11. Repeat steps 7 through 9.

12. Save the file as Invoicel.

If not, reopen it.

[F12]. The Save As dialog opens.

This will create a document that will open
as if it is a new document which will
require you to give it a new name when
saving.

The file will automatically be saved in the
Custom Office Templates folder. Until
you close the file and open it back up, you
are working with the original template.
Any changes made can be saved to the
original.

The BackOffice view is displayed and
when New is chosen the template list and
search tools are shown.

The templates saved and stored in the
Custom Office Templates folder are
shown.

A new file based on the template is
opened.

Since this is a new file, it uses the template
name with a number. This is just like

creating a new blank workbook.

A second file is opened and numbered
accordingly.

[Ctr]l + S]. Save it as an Excel Workbook.
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Action 5.4 - Using a Template

Instructions:

Results/ Comments:

1. Click the File Tab and choose New.

2. C(Click on [Personal]. Double-click on
Billing.

Type the following in the cells

designated:

F5 Todays date
Fé6 12-25-33

B5 YYZ

Bé Limelight Rd.
B7 Columbus, OH 43215
Al11 15157

A12 15159

B11 Shrubbery
B12 Nii

C11 F

C12 B

D11 42

D12 6

E11 500

E12 7

3. From the File Tab, choose Save As or Save.

4. Click [Save] to accept Billing] as the file
name.

5. Close all open files.

The BackOffice view is shown.

A new file based on the template is
opened.

Use the [Ctrl +;] keyborad shortcut.
Formatted as the comment states.

The totals are calculated.
The Save As dialog is displayed.

You can accept the default name given by
Excel or rename it. You can save it to the
default folder (My Documents) or another
folder of your choosing.

[Ctrl + W] as needed to close all files or use
the [Close All] button in the QAT.
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