Working with the Excel
environment

The Ribbon and Quick Access Toolbar are where you
will find the commands to perform common tasks in
Excel. The Backstage view gives you various options for
saving, opening a file, printing, and sharing your
document.

The Ribbon

Excel 2016 uses a tabbed Ribbon system instead of
traditional menus. The Ribbon contains multiple tabs,
each with several groups of commands. You will use
these tabs to perform the most common tasks in Excel.

 Each tab will have one or more groups.
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« Some groups will have an arrow you can
click for more options.
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« Click a tab to see more commands.
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« You can adjust how the Ribbon is
displayed with the Ribbon Display
Options.
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Certain programs, such as Adobe Acrobat Reader, may
install additional tabs to the Ribbon. These tabs are
called add-ins.

To change the Ribbon Display Options:

The Ribbon is designed to respond to your current task,
but you can choose to minimize it if you find that it takes
up too much screen space. Click the Ribbon Display
Options arrow in the upper-right corner of the Ribbon to
display the drop-down menu.
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There are three modes in the Ribbon Display Options
menu:

« Auto-hide Ribbon: Auto-hide displays
your workbook in full-screen mode and
completely hides the Ribbon. To show
the Ribbon, click the Expand
Ribbon command at the top of screen.

————

« Show Tabs: This option hides all
command groups when they're not in use,
but tabs will remain visible. To show the
Ribbon, simply click a tab.
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« Show Tabs and Commands: This option
maximizes the Ribbon. All of the tabs and
commands will be visible. This option is
selected by default when you open Excel
for the first time.

The Quick Access Toolbar

Located just above the Ribbon, the Quick Access
Toolbar lets you access common commands no matter
which tab is selected. By default, it includes

the Save, Undo, and Repeat commands. You can add
other commands depending on your preference.

To add commands to the Quick Access Toolbar:

1. Click the drop-down arrow to the right of the Quick Access
Toolbar.

2. Select the command you want to add from the drop-down
menu. To choose from more commands, select More

Commands.
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3. The command will be added to the Quick Access Toolbar.
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How to use Tell me:

The Tell me box works like a search bar to help you
quickly find tools or commands you want to use.
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1. Type in your own words what you want to do.
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Worksheet views

Excel 2016 has a variety of viewing options that change
how your workbook is displayed. These views can be
useful for various tasks, especially if you're planning

to print the spreadsheet. To change worksheet views,
locate the commands in the bottom-right corner of the



Excel window and select Normal view, Page Layout

view, or Page Break view.
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Normal view is the default view for all
worksheets in Excel.
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Page Layout view displays how your
worksheets will appear when printed. You
can also add headers and footers in this
view.
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Page Break view allows you to change
the location of page breaks, which is
especially helpful when printing a lot of
data from Excel.
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Backstage view

Backstage view gives you various options for saving,
opening a file, printing, and sharing your workbooks.

To access Backstage view:
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1. Click the File tab on
the Ribbon. Backstage view will appear.
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Click the buttons in the interactive below to learn more
about using Backstage view.
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Challenge!

1. Open Excel 2016.
2. Click Blank Workbook to open a new spreadsheet.
3. Change the Ribbon Display Options to Show Tabs.

4. Using the Customize Quick Access Toolbar, click to
add New, Quick Print, and Spelling.

5. In the Tell me bar, type the word Color. Hover over Fill
Color and choose a yellow. This will fill a cell with the color
yellow.

6. Change the worksheet view to the Page Layout option.
7. When you're finished, your screen should look like this:
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8. Change the Ribbon Display Options back to Show Tabs and
Commandes.

9. Close Excel and Don't Save changes.



Introduction

Many of the features in Office are geared toward saving
and sharing files online. OneDrive is Microsoft’s online
storage space you can use to save, edit, and share your
documents and other files. You can access OneDrive
from your computer, smartphone, or any of the devices
you use.

To get started with OneDrive, all you need to do is set up
a free Microsoft account, if you don’t already have one.

If you don't already have a Microsoft account, you can go
to the Creating a Microsoft Account lesson in our
Microsoft Account tutorial.

Once you have a Microsoft account, you'll be able to sign
in to Office. Just click Sign in in the upper-right corner of
the Excel window.

Sign in 5. Share

& . Sort & Find &
Filter - Select ~
Editing "

Benefits of using OneDrive


http://www.gcflearnfree.org/microsoftaccount/creating-a-microsoft-account/2/

Once you’re signed in to your Microsoft account, here are

a few of the things you’ll be able to do with OneDrive:

« Access your files anywhere: When you
save your files to OneDrive, you’ll be able
to access them from any computer, tablet,
or smartphone that has an Internet
connection. You'll also be able to create
new documents from OneDrive.

. Back up your files: Saving files to
OneDrive gives them an extra layer of
protection. Even if something happens to
your computer, OneDrive will keep your
files safe and accessible.

« Share files: It’s easy to share your
OneDrive files with friends and
coworkers. You can choose whether they
can edit or simply read files. This option
is great for collaboration because multiple
people can edit a document at the same
time (this is also known as co-authoring).

Saving and opening files

When you’re signed in to your Microsoft account,
OneDrive will appear as an option whenever you save or
open a file. You still have the option of saving files to
your computer. However, saving files to your OneDrive



allows you to access them from any other computer, and
it also allows you to share files with friends and
coworkers.

For example, when you click Save As, you can select
either OneDrive or This PC as the save location.

OneDrive - Personal Older
ﬁ lakestone.omason@gmail.com
Documents
— Olenna Mason's OneDrive = Documents
E;I This PC

OneDrive - Personal

== Add a Place




Introduction

Excel files are called workbooks. Whenever you start a
new project in Excel, you'll need to create a new
workbook. There are several ways to start working with
a workbook in Excel. You can choose to create a new
workbook—either with a blank workbook or a
predesigned template—or open an existing workbook.

Watch the video below to learn more about creating and
opening workbooks in Excel.

About OneDrive

Whenever you're opening or saving a workbook, you'll
have the option of using your OneDrive, which is the
online file storage service included with your Microsoft
account. To enable this option, you'll need to sign in to
Office. To learn more, visit our lesson on Understanding
OneDrive.


http://www.gcflearnfree.org/excel2016/understanding-onedrive/1/
http://www.gcflearnfree.org/excel2016/understanding-onedrive/1/
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To create a new blank workbook:

1. Select the File tab. Backstage view will
appear.

2. Select New, then click Blank workbook.
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3. A new blank workbook will appear.

To open an existing workbook:

In addition to creating new workbooks, you'll often need
to open a workbook that was previously saved. To learn
more about saving workbooks, visit our lesson on Saving
and Sharing Workbooks.
1. Navigate to Backstage view, then

click Open.


http://www.gcflearnfree.org/excel2016/saving-and-sharing-workbooks/1/
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2. Select Computer, then click Browse.
Alternatively, you can
choose OneDrive to open files stored on
your OneDrive.
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3. The Open dialog box will appear. Locate
and select your workbook, then
click Open.
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If you've opened the desired workbook recently, you can

browse your Recent Workbooks rather than search for
the file.
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To pin a workbook:

If you frequently work with the same workbook, you
can pin it to Backstage view for faster access.

1. Navigate to Backstage view, then
click Open. Your recently edited
workbooks will appear.
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2. Hover the mouse over the workbook you
want to pin. A pushpin icon will appear
next to the workbook. Click the pushpin
icon.
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3. The workbook will stay in Recent
Workbooks. To unpin a workbook,
simply click the pushpin icon again.
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Using templates

A template is a predesigned spreadsheet you can use to
create a new workbook quickly. Templates often

include custom formatting and predefined formulas, so
they can save you a lot of time and effort when starting a

new project.

To create a new workbook from a template:

1. Click the File tab to
access Backstage view.



2. Select New. Several templates will appear
below the Blank workbook option.

3. Select a template to review it.
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4. A preview of the template will appear,
along with additional information on
how the template can be used.

5. Click Create to use the selected template.
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6. A new workbook will appear with

the selected template.

You can also browse templates by category or use
the search bar to find something more specific.
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It's important to note that not all templates are created by Microsoft.
Many are created by third-party providers and even individual users,
so some templates may work better than others.

Compatibility Mode

Sometimes you may need to work with workbooks that
were created in earlier versions of Microsoft Excel, such
as Excel 2003 or Excel 2000. When you open these types
of workbooks, they will appear in Compatibility Mode.

Compatibility Mode disables certain features, so you'll
only be able to access commands found in the program
that was used to create the workbook. For example, if you
open a workbook created in Excel 2003, you can only use
tabs and commands found in Excel 2003.

In the image below, you can see that the workbook is in
Compatibility Mode, which is indicated at the top of the
window to the right of the file name. This will disable
some Excel 2016 features, and they will be grayed out on
the Ribbon.

family budget.xlsx [Compatibility Mode] - Excel

Review View Q' Tell me what you want to do...
I = N R I ]
R
Recommended PivotChart 3D Line Column Win/ Slicer Timeline
Charts & - - - Map Loss
Charts Fa | Tours Sparklines Filters

In order to exit Compatibility Mode, you'll need

to convert the workbook to the current version type.
However, if you're collaborating with others who only
have access to an earlier version of Excel, it's best to
leave the workbook in Compatibility Mode so the format
will not change.



To convert a workbook:

If you want access to all of the Excel 2016 features, you
can convert the workbook to the 2016 file format.

Note that converting a file may cause some changes to
the original layout of the workbook.

1. Click the File tab to access Backstage
view.

2. Locate and select Convert command.
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3. The Save As dialog box will appear.
Select the location where you want to



save the workbook, enter a file name for
the workbook, and click Save.

B Desktop + " home loan comparison
‘ Downloads trau'el EXpENSES

Documents
=] Pictures -
Excel 2016

lavy's Documen .,

Save As
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File name: | family budget I

Save as type: | Excel Workbook
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[] Save Thumbnail
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Save

4. The workbook will be converted to the
newest file type.

Challenge!

1. Open our practice workbook.

2. Notice that our workbook opens in Compatibility
Mode. Convert the workbook to the 2016 file format. A dialog
box will appear asking if you would like to close and reopen the
file in order to see the new features. Choose Yes.

3. Lastly, in the Backstage view, pin a file or folder.
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Introduction

Whenever you create a new workbook in Excel, you'll
need to know how to save it in order to access and edit it
later. As with previous versions of Excel, you can save
files locally to your computer. But unlike older versions,
Excel 2016 also lets you save a workbook to the

cloud using OneDrive. You can

also export and share workbooks with others directly
from Excel.

Watch the video below to learn more about saving and
sharing workbooks in Excel.

About OneDrive

Whenever you're opening or saving a workbook, you'll
have the option of using your OneDrive, which is the
online file storage service included with your Microsoft
account. To enable this option, you'll need to sign in to
Office. To learn more, visit our lesson on Understanding
OneDrive.


http://www.gcflearnfree.org/excel2016/understanding-onedrive/1/
http://www.gcflearnfree.org/excel2016/understanding-onedrive/1/
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Save and Save As

Excel offers two ways to save a file: Save and Save As.
These options work in similar ways, with a few important
differences:

Save: When you create or edit a
workbook, you'll use the Save command
to save your changes. You'll use this
command most of the time. When you
save a file, you'll only need to choose a
file name and location the first time. After
that, you can just click the Save command
to save it with the same name and
location.



« Save As: You'll use this command to
create a copy of a workbook while
keeping the original. When you use Save
As, you'll need to choose a different name
and/or location for the copied version.

To save a workbook:

It's important to save your workbook whenever you start
a new project or make changes to an existing one. Saving
early and often can prevent your work from being lost.
You'll also need to pay close attention to where you

save the workbook so it will be easy to find later.

1. Locate and select the Save command on the Quick Access
Toolbar.
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D 5{’ Calibri 11 - A A
Eg -

Pafte ” B I U- i~ fy - .& -
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2. If you're saving the file for the first time, the Save As pane will
appear in Backstage view.

3. You'll then need to choose where to save the file and give it
a file name. To save the workbook to your computer,
select Computer, then click Browse. Alternatively, you can
click OneDrive to save the file to your OneDrive.
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4. The Save As dialog box will appear. Select the location where

you want to save the workbook.

5. Enter a file name for the workbook, then click Save.
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6. The workbook will be saved. You can click the Save command
again to save your changes as you modify the workbook.

You can also access the Save command by
pressing Ctrl+S on your keyboard.

Using Save As to make a copy

If you want to save a different version of a workbook
while keeping the original, you can create a copy. For
example, if you have a file named Sales Data, you could
save it as Sales Data 2 so you'll be able to edit the new
file and still refer back to the original version.

To do this, you'll click the Save As command in
Backstage view. Just like when saving a file for the first
time, you'll need to choose where to save the file and
give it a new file name.



To change the default save location:

If you don't want to use OneDrive, you may be frustrated
that OneDrive is selected as the default location when
saving. If you find it inconvenient to

select Computer each time, you can change the default
save location so Computer is selected by default.

1. Click the File tab to access Backstage view.

Home
s, X Arial -1 -
h - B I U~ A A
Pa::te - . P . .& )
Clipboard Font Fa

2. Click Options.



Save As

Print

Share

Export

Publish

Close

Account

Options k‘

3. The Excel Options dialog box will appear. Select Save, check
the box next to Save to Computer by default, then click OK.
The default save location will be changed.



Excel Options

Genera| E Customize how workbooks are saved.
Formulas
Proofing Save workbooks
Save Save files in this format: | Excel Workbook
Language [v] Save AutoRecover information every minutes
Advanced 1 Keep the last autosaved version if | close without saving
AutoRecover file location: |C:"-LU sersijaviebAppData\RoamingMicrosoft\E:

Customize Ribbon
[] Don't show the Backstage when opening or saving files

ick A Toolb
Quick Access Toolbar [~ Show additional places for saving, even if sign-in may be required.

Add-Ins %Savetu Computer by default
1]

Trust Center ault local file location: |‘a‘apsﬁHDmE‘aDocuments

Default personal termplates location: |

AutoRecover exceptions for: | Bookl w

[] Disable AutoRecover for this workbook only

Offline editing options for document management server files

Save checked-out files to: (@
() The server drafts location on this computer

(® The Office Document Cache

Server drafts location:  |\ypsfiHome\DocumentshShareP oint Drafts', | B

Preserve visual appearance of the workbook

Choose what colors will be seen in previous versions of Excel:(® Colors...

oK |:

AutoRecover

Excel automatically saves your workbooks to a
temporary folder while you are working on them. If you
forget to save your changes or if Excel crashes, you can
restore the file using AutoRecover.



To use AutoRecover:

1. Open Excel. If autosaved versions of a file are found,
the Document Recovery pane will appear.

2. Click to open an available file. The workbook will
be recovered.

H =
Home Insert Page Lay
& Calibri -1 -
g -
Past
aste. o B I U~ HL D
Clipboard ra Font
Al - S

Document Recovery

Excel has recovered the following files.
Save the ones you wish to keep.

Available Files

family budget.xlsy [Crigin
Yersion created last time t
11/11/2015 %45 AM

[ L

By default, Excel autosaves every 10 minutes. If you are
editing a workbook for less than 10 minutes, Excel may
not create an autosaved version.

If you don't see the file you need, you can browse all
autosaved files from Backstage view. Just select
the File tab, click Manage Versions, then

choose Recover Unsaved Workbooks.



farnily budget [Last saved by user] - Excel

Info

family budget

Ypsf » Home » Documents » Javy's Documents

Protect Workbook
} Control what types of changes people can make to
Protect this workbook.
Workbook -
ﬁ Inspect Workbook
[ |
= Before publishing this file, be aware that it contains:
Check for Document properties, author's name and
Issues - absolute path
—n| Manage Workbook
CL Check in, check out, and recover unsaved changes.
Manage 4] There are no unsaved changes.
Account Workbook -
Options roizy Recover Unsaved Workbooks
sl Browse recent unsaved files .
[ )ptions
I gt | Pick what users can see when this workbaok is
Browser View viewed on the Web.
Options

Exporting workbooks

By default, Excel workbooks are saved in the .xlsx file
type. However, there may be times when you need to
use another file type, such as a PDF or Excel 97-2003



workbook. It's easy to export your workbook from Excel
to a variety of file types.

To export a workbook as a PDF file:

Exporting your workbook as an Adobe Acrobat
document, commonly known as a PDF file, can be
especially useful if you're sharing a workbook with
someone who does not have Excel. A PDF will make it
possible for recipients to view but not edit the content of

your workbook.
1. Click the File tab to access Backstage view.
2. Click Export, then select Create PDF/XPS.

Book1 - Excel

Export

[ Create PDF/XPS Document Create a PDF/XP

L Preserves layout, forma

Content can't be easily

Pd; Change File Type Free viewers are availabl
L]
Create
PDF/XPS

Export

Publish

Close

3. The Save As dialog box will appear. Select the location where
you want to export the workbook, enter a file name, then

click Publish.



Publish as PDF or XPS

<~ v « Documents » Javy's Documnents v O Search Javy's Documents

Organize « Mew folder BE -

I Desktop =
Documents

‘ Downloads

B Movies

J5 Music

[&=] Pictures

e Local Disk ()

Mo iterns match your search.,

File name: | home loan comparisen|

Save as type: | PDF

Open file after Optimize for: (@) Standard (publishing
publishing online and printing)

() Minimum size
(publishing cnling)

Options...

(a) Hide Folders Tools Publish M Cance

By default, Excel will only export the active worksheet.
If you have multiple worksheets and want to save all of
them in the same PDF file, click Options in the Save
As dialog box. The Options dialog box will appear.
Select Entire workbook, then click OK.



Options ? *

Page range

OFN

() Page(s) From: |-| :| Tao: |1 C

Publish what
O selection %ﬁtwkbk
() Active sheet(s) Table
|:| lgnare print areas
Include non-printing information
Document properties
Document structure tags for accessibility
PDF options
|:| 150 19005-1 compliant (PDF/A)

[ ok || Cancel |

Whenever you export a workbook as a PDF, you'll also
need to consider how your workbook data will appear on
each page of the PDF, just like printing a workbook.
Visit our Page Layout and Printing lesson to learn more
about what to consider before exporting a workbook as a
PDF.

To export a workbook to other file types:

You may also find it helpful to export your workbook to
other file types, such as an Excel 97-2003 workbook if
you need to share with people using an older version of
Excel, or a .CSV file if you need a plain-text version of
your workbook.

1. Click the File tab to access Backstage view.
2. Click Export, then select Change File Type.


http://www.gcflearnfree.org/excel2016/page-layout-and-printing/1/
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Change File Type

Workbook File Types

Workbook
L Uses the Excel Spreadsheet format

OpenDocument Spreadsheet
It Uses the OpenDocument Spreadsheet
format

a== Macro-Enabled Workbook
=T Macro enabled spreadsheet

Other File Types

Text (Tab delimited)
Text format separated by tabs

Formatted Text (Space delimited)
= Text format separated by spaces

E'f

Save As

Export

Create PDF/XPS Document

B’ Change File Type |\

3. Select a common file type, then click Save As.

=3

Excel 97-2003 Workbook
Uses the Excel 97-2003 Spreadsheet format

(s

[t

£

E’f

LAy
Temnplate

Starting point for new spreadsheets

Binary Workbook
Optimized for fast loading and saving

C5V (Comma delimited)
Text format separated by commas

Save as Another File Type




4. The Save As dialog box will appear. Select the location where
you want to export the workbook, enter a file name, then

click Save.
Save As >
<~ v « Docume.. * Javy's Documents v O Search Javy's Documents el
Organize Mew folder EBE - (7]
_ A
! This PC Mo iterns match your search,
I Desktop
Documents
‘ Downloads
B Movies
b Music v
File name: | home loan comparison| v|
Save as type: |E1{cel 97-2003 Workbook V|
Authors:  Javier Flores Tags: Add atag
[]5ave Thumbnail
'~ Hide Folders Tools = Cancel

Save [:

You can also use the Save as type: drop-down menu in
the Save As dialog box to save workbooks in a variety of

file types.
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<~ v 4 « Docume.. * Javy's Documents w | Search Javy's

Organize « Mew folder

A
g This PC Mo items match your search.

I Desktop
Documents

‘ Downloads

m Movies

B Music N

X

Documents 2

EE~ @

File name: | home loan comparison

Save as type: | Excel 97-2003 Workbook

Excel Workbook

Excel Macro-Enabled Workbook
Excel Binary Workbook

Excel 97-2003 Warkbook

XKML Data

Single File Web Page

“ Hide Felders Web Page

Excel Template

Authors:

Excel Macro-Enabled Template
Excel 97-2003 Temnplate

Text (Tab delimited)

Unicode Text

XML Spreadsheet 2003

Microsoft Excel 3.0/95 Workbook

C5V (Comma delimited)

Formatted Text (Space delimited) h
Text (Macintosh)

Text (M5-DO5)

Sharing workbooks

Excel makes it easy to share and collaborate on

workbooks using OneDrive. In the past, if you wanted to

share a file with someone you could send it as an
attachment. While convenient, this system also

email

creates multiple versions of the same file, which can be

difficult to organize.



When you share a workbook from Excel, you're actually
giving others access to the exact same file. This lets you
and the people you share with edit the same

workbook without having to keep track of multiple
Versions.

In order to share a workbook, it must first
be saved to your OneDrive.

To share a workbook:

1. Click the File tab to access Backstage view, then click Share.

Open
Save
Save As
Print

Share

3

Export

Publish

Close

2. The Share pane will appear. If you have not already done so,
you will be prompted to save your document to OneDrive.
Note that you may need to navigate back to the Share pane after
saving.



Share

Share Share with People

e Share with People Step 1: Save your document to a OneDrive location
s Step 2 Share your document. We'll do this after you'

U5 Email H
Save to
Clmldl}

3. On the Share pane, if your document is saved to OneDrive,
click the Share with People button.

Share

home loan comparison Share with People

Javier Flores's OneDrive » Documents Send invitations and get sharing
e
LY o

Share Share with
People h

&5 Share with People

[% Email

4. Excel will return to Normal view and open the Share panel on
the right side of the window. From here, you can invite people
to share your document, see a list of who has access to the
document, and set whether they can edit or only view the
document.
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iShare
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Can edit

-

| ] Get a sharing link
EH El -
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Challenge!

1. Open our practice workbook.

2. Using the Save As option, create a copy of the workbook and
name it Saving Practice Challenge. You can save the copy to a
folder on your computer or to your OneDrive.

3. Export the workbook as a PDF file.


https://media.gcflearnfree.org/content/56423e6bca7fad0d9cc8050d_11_10_2015/excel2016_savingsharing_practice.xlsx

Introduction

Whenever you work with Excel, you'll enter
information—or content—into cells. Cells are the basic
building blocks of a worksheet. You'll need to learn the
basics of cells and cell content to calculate, analyze, and
organize data in Excel.

Optional: Download our practice workbook.
Watch the video below to learn more about the basics of
working with cells.

Understanding cells

Every worksheet is made up of thousands of rectangles,
which are called cells. A cell is the intersection of

a row and a column—in other words, where a row and
column meet.

Columns are identified by letters (A, B, C), while rows
are identified by numbers (1, 2, 3). Each cell has its
own name—or cell address—based on its column and
row. In the example below, the selected cell

intersects column C and row 5, so the cell address is C5.



https://media.gcflearnfree.org/content/5642417dca7fad0d9cc8050e_11_10_2015/excel2016_cellbasics_practice.xlsx

Note that the cell address also appears in the Name
box in the top-left corner, and that a

cell's column and row headings are highlighted when
the cell is selected.

You can also select multiple cells at the same time. A
group of cells is known as a cell range. Rather than a
single cell address, you will refer to a cell range using the
cell addresses of the first and last cells in the cell range,
separated by a colon. For example, a cell range that
included cells Al, A2, A3, A4, and A5 would be written
as AL:Ab5. Take a look at the different cell ranges below:

« Cellrange A1:A8

Al - i

=R BN = VR B PR R % R

—
=}

« Cellrange A1:F1

Al - Je

L= == R = R N




« Cellrange A1:F8

Al || x v k&

10| | | | | | |

If the columns in your spreadsheet are labeled with
numbers instead of letters, you'll need to change the
default reference style for Excel. Review our Extra
on What are Reference Styles? to learn how.

To select a cell:

To input or edit cell content, you'll first need to select the
cell.

1. Click a cell to select it. In our example, we'll select cell D9.

2. A border will appear around the selected cell, and the column

heading and row heading will be highlighted. The cell will
remain selected until you click another cell in the worksheet.


http://www.gcflearnfree.org/excel2016/what-are-reference-styles/1/

Leadership Training

b-Part Series

3 | INSURANCE GROUP

Z Department  First Name Last Name User Name Part1 Part 2

5 |Sales Walter Rivera wrivera X X

& |Sales Heidi Lee X ¥

7 | Claims Josie Gates X X

8 |Accounting  Wendy Crocker X X
EIAccﬂun ting Loretta Johnson | oo l){

10 | Sales Walter Rivera X

1 Claims Misty Whitfield x

12 |Marketing Matilda Lewis X

13 |Accounting Elizabeth Hicks X

14 HR Alvin Rios X

15 |HR Brian Gaines X

16 | Sales Megan Bosworth X

17 | Claims Maria Menzies X

18 | Claims Micheal Russell X

19

You can also select cells using the arrow keys on your
keyboard.

To select a cell range:

Sometimes you may want to select a larger group of cells,
or a cell range.

1. Click and drag the mouse until all of the adjoining cells you
want to select are highlighted. In our example, we'll select the
cell range B5:C18.

2. Release the mouse to select the desired cell range. The cells will
remain selected until you click another cell in the worksheet.
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INSURANCE GROUP

4 Department First Name Last Name User Name Part1 Part 2
Sales Walter wrivera
Sales
Claims
Accounting
Accounting
Sales
Claims
Marketing
Accounting
HR
HR
Sales
Claims
Claims

19 T
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Cell content

Any information you enter into a spreadsheet will be
stored in a cell. Each cell can contain different types
of content, including text, formatting, formulas,
and functions.

« Text: Cells can contain text, such as
letters, numbers, and dates.



A | B | C
1 |Date Sales Percentage of Total
2 | 4/4f16 93 0.71
3 | 4/5/16 42 0.78
4| 4/e/16 46 0.86
5| 4/7/16 73 0.28
& | 4/8/16 12 0.49
7| 4/9/16 24 0.65
8 | 4/10/16 19 0.57
9_
10

Formatting attributes: Cells can

contain formatting attributes that change
the way letters, numbers, and dates are
displayed. For example, percentages can
appear as 0.15 or 15%. You can even
change a cell's text or background color.

A
Date
April 4, 2016
April 5, 2016
April 6, 2016
April 7, 2016
April 8, 2016
April 9, 2016
April 10, 2016

=N il ol Il il il il el il

Sales

E

$93.00
542.00
$46.00
573.00
$12.00
524.00
$19.00

C

Percentage of Total

Formulas and functions: Cells can
contain formulas and functions that
calculate cell values. In our
example, SUM(B2:B8) adds the value of
each cell in the cell range B2:B8 and

displays the total in cell B9.

71%
78%
B86%
28%
49%
B5%
57%



B9 i | X £ || =SUM|(B2:B8)

A A E C D E
) Date Sales Percentage of Total

2 | April4, 2016 $93.00 71%
3 | April5, 2016 $42.00 78%
4 | April 6, 2016 $46.00 86%
5 | April 7, 2016 $73.00 28%
6 | April 8, 2016 $12.00 49%
7 | Aprils, 2016 424,00 65%
8 | April 10, 2016 $19.00 57%
9 |Weekly Sales 5309.0(]!

10

To insert content:

1. Click a cell to select it. In our example, we'll select cell FO.

Leadership Training

B6-Part Series

3 | INSURANCE GROUP
4 Department First Mame Last Name User Name Part1l Part 2 Part 3
5 |Sales Walter Rivera wrivera X X On hold X
& |Sales Heidi Lee X X On hold
7 | Claims losie Gates X X X
8 |Accounting  Wendy Crocker X X
EAmzrun ting  Loretta Johnson b4 | E E _I X
10 | Sales Walter Rivera X X
1 Claims Misty Whitfield X

2. Type something into the selected cell, then press Enter on your
keyboard. The content will appear in the cell and
the formula bar. You can also input and edit cell content in the
formula bar.



Leadership Training

B6-Part Series

INSURANCE GROUP

Department
Sales

Sales

Claims

=l
4
il
6 |
7
& |Accounting
EIA-::mun ting
E

Sales
Claims

First Name Last Name User Mame Part1 Part 2 Part 3
Walter Rivera wrivera ® X Onhold X
Heidi Lee X X On hold

Josie Gates X X X
Wendy Crocker x X

Loretta Johnson X |}( op _l X
Walter Rivera X X
Misty Whitfield ®

To delete (or clear) cell content:

1. Select the cell(s) with content you want to delete. In our
example, we'll select the cell range A10:H10.

Al0 -

s P Sales

B C D E F [5] H

Leadership Training

B6-Part Series

INSURANCE GROUP

3

Z Department  First Name Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X X Onhold X

& |Sales Heidi Lee x X On hold

7 |Claims Josie Gates X X X

8 |Accounting  Wendy Crocker x X

9 |Accounting Loretta Johnson X X X

10 [Sales \Walter  Rivera | x . x &
11 Claims Misty Whitfield X

12 | Marketing Matilda Lewis X

13 |Accounting Elizabeth Hicks x x

14 |HR Alvin Rios X



2. Select the Clear command on the Home tab, then click Clear
Contents.

- m x

O c

Signin M4 Share

[ L -
EEI 0= :H:j 2 Aiutfﬂum %? p

- Fill
Insert Delete Format @ Sort & Find &
- . - | |Clear= Filter = Select -
Cells & Clear All ~
| %4 Clear Formats | v
| Clear Contents
R 5 | T | * | ¥ |

Clear Comments

Clear Hyperlinks

SR Remove Hyperlinks

3. The cell contents will be deleted.

Al1D | F

Leadership Training

b-Part Series

3 | INSURANCE GROUP

Z Department  First Name Last MName User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera x X On hold X
& |Sales Heidi Lee X X COn hold

7 |Claims Josie Gates x X x
8 |Accounting  'Wendy Crocker X X

9 |Accounting Loretta lohnson X X X
10 l

11 | Claims Misty Whitfield x

12 | Marketing Matilda Lewis X

13 |Accounting Elizabeth Hicks x x
14 |HR Alvin Rios X

You can also use the Delete key on your keyboard to
delete content from multiple cells at once.

The Backspace key will only delete content from one
cell at a time.



To delete cells:

There is an important difference between deleting the
content of a cell and deleting the cell itself. If you delete
the entire cell, the cells below it will shift to fill in the
gaps and replace the deleted cells.

1. Select the cell(s) you want to delete. In our example, we'll
select A10:H10.

AlD | : j 2

Leadership Training

b-Part Series

3 | INSURANCE GROUP

; Department  First Name Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X *x Onhold X

6 |Sales Heidi Lee X X COn hold

7 |Claims Josie Gates X *x X

8 |Accounting  Wendy Crocker X X

9 |Accounting Loretta Johnson X X X |
10 | | | . 4
11 | Claims Misty Whitfield X

12 | Marketing Matilda Lewis X

13 |Accounting Elizabeth Hicks X X

14 |HR Alvin Rios X

2. Select the Delete command from the Home tab on the Ribbon.

/3 —3
Mormal Bad EEEEI :H: Z AutoSurr
- == [ Fill~
Good MNeutral — | Insert Delete Format
- = = - & Clear~
Styles Cells

3. The cells below will shift up and fill in the gaps.
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3 INSURANCE GROUP

Z Department  First Name Last Name User Name Part1l Part 2 Part 3
5 |Sales Walter Rivera wrivera X X Onhold X

6 |Sales Heidi Lee X * On hold

7 |Claims Josie Gates X X X

8 |Accounting  Wendy Crocker X *

9 |Accounting  Loretta Johnson *x b3 X

10 |Claims Misty  Whitfied  0x .
11 |Marketing Matilda Lewis X

12 |Accounting  Elizabeth Hicks X X

13 |HR Alvin Rios X

14 |HR Brian Gaines A

To copy and paste cell content:

Excel allows you to copy content that is already entered
into your spreadsheet and paste that content to other
cells, which can save you time and effort.

1. Select the cell(s) you want to copy. In our example, we'll

select F9.



Leadership Training

B6-Part Series

3 | INSURANCE GROUP
Z Department First Mame Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X X On hold X
& |Sales Heidi Lee X X On hold
7 | Claims Josie Gates X X X
8§ |Accounting  Wendy Crocker X X

EIAcmunﬁng Loretta Johnson X |X g E _I X
10 | Claims Misty Whitfield x
11 |Marketing Matilda Lewis X
12 |Accounting Elizabeth Hicks X x
13 |HR Alvin Rios X
14 |HR Brian Gaines X
15 | Sales Megan Bosworth X
16 | Claims Maria Menzies X
17 | Claims Micheal Russell X
18

2. Click the Copy command on the Home tab, or press Ctrl+C on
your keyboard.

-

Insert Page Layout

ol
&b Cut Calibri .
£ Co ﬂ
Paste h B I U - i
¥ For Painter - _
Clipboard Fa Font

3. Select the cell(s) where you want to paste the content. In our
example, we'll select F12:F17. The copied cell(s) will have
a dashed box around them.



Leadership Training

b-Part Series

3 | INSURANCE GROUP
z Department  First Name Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X X Onhold X
6 |Sales Heidi Lee X X On hold
7 |Claims losie Gates X X X
8 |Accounting ~ Wendy Crocker X X
9 |Accounting Loretta Johnson X I}:{:::::i X
10 | Claims Misty Whitfield X
11 |Marketing Matilda Lewis X
12 |Accounting  Elizabeth Hicks X X
13 |HR Alvin Rios X
14 |HR Brian Gaines X
15 | Sales Megan Bosworth X
16 | Claims Maria Menzies X
17 |Claims Micheal Russell X !
13

4. Click the Paste command on the Home tab, or press Ctrl+V on
your keyboard.

Insert Page Layout Farmulas

ﬁ rn L
@?‘E cut Calibri -4 - A A
E% 'C’G‘F"T -
Paste - e = -
- ¥ Format Painter L - & e

Clipboard T Font T

5. The content will be pasted into the selected cells.
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b-Part Series

3 INSURANCE GROUP
Z Department  First MName Last Name User Name Part1 Part 2 Part3
5 |Sales Walter Rivera wrivera X X Onhold X
6 |Sales Heidi Lee X X On hold
7 |Claims losie Gates X X x
8 |Accounting  Wendy Crocker b4 *
9 |Accounting Loretta Johnson X I):(::::i x
10 Claims Misty Whitfield X
11 |Marketing Matilda Lewis X
12 |Accounting  Elizabeth Hicks b4 * X
13 |HR Alvin Rios X
14 |HR Brian Gaines X
15 | Sales Megan Bosworth X
16 | Claims Maria Menzies X
17 | Claims Micheal Russell X !
6
19

To access more paste options:

You can also access additional paste options, which are
especially convenient when working with cells that
contain formulas or formatting. Just click the drop-
down arrow on the Paste command to see these options.
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Paste Values
il s il

%
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Other Paste Options 6-Part
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Paste Special... it Name Last Nam
5 [>0es walter Rivera

Instead of choosing commands from the Ribbon, you can
access commands quickly by right-clicking. Simply
select the cell(s) you want to format, then right-click the
mouse. A drop-down menu will appear, where you'll
find several commands that are also located on the
Ribbon.
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4 I ' lame
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= X Cut -
7 |Claims BE h‘ [
& |Accounti fﬁ, Faste Options:
9 |Accounti
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lMﬂrkEﬁn Paste Special...
12 |Accountin & Smart Lockup
EHE Insert...
lHﬂ Delete...
15 |Sales
16 | Claims Clear Contents

To cut and paste cell content:

Unlike copying and pasting, which duplicates cell
content, cutting allows you to move content between
cells.

1. Select the cell(s) you want to cut. In our example, we'll
select G5:G6.

2. Right-click the mouse and select the Cut command.
Alternatively, you can use the command on the Home tab, or
press Ctrl+X on your keyboard.
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Leadership Training

b-Part Series

3 | INSURANCE GROUP Calibri
4 |Department  First Name Last Name User Name Part1 Part 2 B T -
5 |Sales Walter Rivera wrivera X X On hold -
6 |Sales Heidi Lee X X
7 | Claims Josie Gates X X -
'8 |Accounting  Wendy Crocker X X | B Cop
9 |Accounting  Loretta Johnson X X | iy Pas
10 | Claims Misty Whitfield X fD!
11 | Marketing Matilda Lewis X Boct
12 |Accounting  Elizabeth Hicks X * |
13 |HR Alvin Rios X X | D sma
14 |HR Brian Gaines X by Inse
15 |Sales Megan Bosworth X X Dele
16 | Claims Maria Menzies X X Cles

17 | Claims Micheal Russell X X

3. Select the cells where you want to paste the content. In our
example, we'll select F10:F11. The cut cells will now have
a dashed box around them.

4. Right-click the mouse and select the Paste command.
Alternatively, you can use the command on the Home tab, or
press Ctrl+V on your keyboard.
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3 | INSURANCE GROUP
4 |Department First MName Last Name User Name Part1 part2 Part 3
5 | Sales Walter Rivera wrivera X X :rC}n hold 'ix
6 |Sales Heidi Lee X X ip_rlb_c}_lc_i_!
7 |Claims Josie Gates X X x
8 |Accounting  Wendy Crocker X X Calibri -|14 - A
e Accounting Loretta Johnson x x B IT = M-~ .& ,
10 | Claims Misty Whitfield X | -
11 |Marketing Matilda Lewis X ;E ut
12 |Accounting Elizabeth Hicks X X B
13 |HR Alvin Rios X x |EB Copy
14 |HR Brian Gaines X X 'y Paste Options:
15 | Sales Megan Bosworth X X =
16 |Claims Maria Menzies X X PSie Special..
17 | Claims Micheal Russell X X -
1; @ Smart Lookup
19 | Insert Cut Cells...
= Delete...
21
| Clear Contents

5. The cut content will be removed from the original cells
and pasted into the selected cells.



F10 | : > N On hold

Leadership Training

b-Part Series

3 INSURANCE GROUP

Z Department  First Mame Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X X x
6 |Sales Heidi Lee X X

7 |Claims losie Gates X X x
'8 |Accounting  Wendy Crocker X X
9 |Accounting  Loretta Johnson X * x
10 |Claims Misty Whitfield X On hold
11 |Marketing Matilda Lewis b4 -_

12 |Accounting Elizabeth Hicks X X x
13 |HR Alvin Rios X X

14 |HR Brian Gaines X A

15 |Sales Megan Bosworth b4 X

16 | Claims Maria Menzies X X

17 |Claims Micheal Russell X X

18

To drag and drop cells:

Instead of cutting, copying, and pasting, you can drag
and drop cells to move their contents.

1. Select the cell(s) you want to move. In our example, we'll
select H4:H12.

2. Hover the mouse over the border of the selected cell(s) until the
mouse changes to a pointer with four arrows.



H4 * X [ Part 3

Leadership Training

6-Part Series

3 | INSURANCE GROUP
I Department  First Mame Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X X
6 |Sales Heidi Lee b4 X
7 |Claims losie Gates X X
'8 |Accounting  Wendy Crocker b4 X
9 |Accounting  Loretta Johnson X X
10 | Claims Misty Whitfield b4 On hold
11 |Marketing Matilda Lewis X On hold
12 |Accounting  Elizabeth Hicks b4 X
13 |HR Alvin Rios X X
14 |HR Brian Gaines X A
15 |Sales Megan Bosworth X X
16 |Claims Maria Menzies b4 X
17 |Claims Micheal Russell X X
18

3. Click and drag the cells to the desired location. In our example,
we'll move them to G4:G12.



H4 | i F A R Part 3

Leadership Training

b-Part Series

3 | INSURANCE GROUP
I Department  First Name Last Name User Name Part1 Part 2
5 |Sales Walter Rivera wrivera X X
& |Sales Heidi Lee X X
7 |Claims Josie Gates X X
'8 |Accounting  Wendy Crocker X *x
9 |Accounting  Loretta Johnson X X
10 | Claims Misty Whitfield X On hold
11 |Marketing Matilda Lewis X On hold
12 |Accounting  Elizabeth Hicks X *x
13 |HR Alvin Rios X X
14 |HR Brian Gaines X X
15 |Sales Megan Bosworth X X
16 | Claims Maria Menzies X X
17 | Claims Micheal Russell X X
13

4. Release the mouse. The cells will be dropped in the selected
location.



G4 | i A A Fart 3

Leadership Training

b-Part Series

3 | INSURANCE GROUP
I Department  First Name Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X X
6 |Sales Heidi Lee X b4
7 |Claims Josie Gates X X
8 |Accounting  Wendy Crocker X b4
9 |Accounting Loretta lohnson x X
10| Claims Misty Whitfield X On hold
11 |Marketing Matilda Lewis x On hold
12 |Accounting  Elizabeth Hicks X by
13 |HR Alvin Rios X X
14 |HR Brian Gaines X X
15 |Sales Megan Bosworth x X
16 | Claims Maria Menzies X X
17 | Claims Micheal Russell X X

13

To use the fill handle:

If you're copying cell content to adjacent cells in the same
row or column, the fill handle is a good alternative to the
copy and paste commands.

1. Select the cell(s) containing the content you want to use, then
hover the mouse over the lower-right corner of the cell so
the fill handle appears.



Leadership Training

b-Part Series

3 | INSURANCE GROUP
Z Department  First MName Last Name User Name Part1 Part 2 Part 3
5 |Sales Walter Rivera wrivera X X X
& |Sales Heidi Lee X X
7 | Claims Josie Gates X X X
'8 Accounting  Wendy Crocker X X
9 |Accounting Loretta Johnson X X x
10 | Claims Misty Whitfield X On hold

11 |Marketing Matilda Lewis X On hold -
12 |Accounting  Elizabeth  Hicks X X X
13 |HR Alvin Rios X X 0l
14 |HR Brian Gaines X X
15 |Sales Megan Bosworth X X
16 | Claims Maria Menzies X X
17 | Claims Micheal Russell X X

18

2. Click and drag the fill handle until all of the cells you want to
fill are selected. In our example, we'll select G13:G17.



Leadership Training

6-Part Series

3

4 |Department
5 |Sales

6 |Sales

7 | Claims

8 |Accounting
9 |Accounting
10 | Claims

11 |Marketing

Elﬁm:runﬁng
13 |HR

14 |HR

15 |Sales

16 | Claims

17 |Claims

INSURANCE GROUP

First Name
Walter
Heidi
losie
Wendy
Loretta
Misty
Matilda
Elizabeth
Alvin
Brian
Megan
Maria
Micheal

Part3
X

B
=
=

Last Name User Name Part 2
Rivera
Les

Gates

wrivera

Crocker
Johnson
Whitfield
Lewis
Hicks
Rios
Gaines
Bosworth
Menzies

H oM oM M XK O ®K XK K OH M M M X
o
=
=
2
o

Russell

3. Release the mouse to fill the selected cells.



Leadership Training

B6-Part Series

3 | INSURANCE GROUP

Z Department First Mame Last Name User Name Part1l Part 2 Part 3
5 |Sales Walter Rivera wrivera X X X
& |Sales Heidi Lee X X

7 | Claims Josie Gates X X *
8 Accounting  Wendy Crocker X X

9 |Accounting  Loretta Johnson X x *
10| Claims Misty Whitfield x
11 |Marketing Matilda Lewis X
12 |Accounting Elizabeth Hicks X
13 |HR Alvin Rios X
14 |HR Brian Gaines X
15 | Sales Megan Bosworth X
(16 | Claims Maria Menzies X
17 |Claims Micheal Russell X

18

19|

To continue a series with the fill handle:

The fill handle can also be used to continue a series.
Whenever the content of a row or column follows a
sequential order, like numbers (1, 2,

3) or days (Monday, Tuesday, Wednesday), the fill
handle can guess what should come next in the series. In
most cases, you will need to select multiple cells before
using the fill handle to help Excel determine the series
order. Let's take a look at an example:

1. Select the cell range that contains the series you want to
continue. In our example, we'll select E4:G4.

2. Click and drag the fill handle to continue the series.



E4 i X & Jf || Partl

Leadership Training

b-Part Series

3 INSURANCE GROUP

4 |Department  First Name Last Name User Name

5 |Sales Walter Rivera wrivera X X X =z
6 |Sales Heidi Lee X X

7 |Claims losie Gates X X X
8 |Accounting ~ Wendy Crocker X X

9 |Accounting  Loretta Johnson x x x
10 | Claims Misty Whitfield X On hold
11 |Marketing Matilda Lewis x On hold
12 |Accounting  Elizabeth Hicks x x x
13 |HR Alvin Rios X X X
14 |HR Brian Gaines X X X
15 |Sales Megan Bosworth X X X
16 |Claims Maria Menzies X X X
17 |Claims Micheal Russell X X X
18

3. Release the mouse. If Excel understood the series, it will be
continued in the selected cells. In our example, Excel
added Part 4, Part 5, and Part 6 to H4:J4.



E4 | * g Partl

Leadership Traini
VESTA Lezders Tranig

;| INSURANCE GROUP

4 |Department  FirstName  LastName  User Name |Part 1 Part2 Part3  Part4 |
5 |Sales Walter Rivera wrivera X X X
& |Sales Heidi Lee X X

7 |Claims Josie Gates X X X
8 |Accounting  Wendy Crocker X X

9 |Accounting Loretta Johnson X X X
10 | Claims Misty Whitfield X On hold
11 |Marketing Matilda Lewis X On hold
12 |Accounting Elizabeth Hicks X X X
13 |HR Alvin Rios X X X
14 |HR Brian Gaines X X X
15 |Sales Megan Bosworth X X X
16 | Claims Maria Menzies X X X
17 | Claims Micheal Russell X X X
18

Challenge!

1. Open our practice workbook.

2. Select cell D6 and type hlee.
3. Clear the contents in row 14.
4. Delete column G.

5. Using either cut and paste or drag and drop, move the
contents of row 18 to row 14.

6. Use the fill handle to put an X in cells F9:F17.
7. When you're finished, your workbook should look like this:


https://media.gcflearnfree.org/content/5642417dca7fad0d9cc8050e_11_10_2015/excel2016_cellbasics_practice.xlsx

Leadership Training

b-Part Series

Last Name User Name Part1 Part 2 Part3
Rivera wrivera x x X
Lee hlee X X

Gates x x X
Crocker X X

Johnson X X X
Rivera X b4 X
Whitfield X X

Lewis X X

Hicks X X X
Russell X X

Gaines x x

Bosworth X X

Menzies x x

Introduction

By default, every row and column of a new workbook is
set to the same height and width. Excel allows you to
modify column width and row height in different ways,
including wrapping text and merging cells.

Optional: Download our practice workbook.
Watch the video below to learn more about modifying
columns, rows, and cells.

To modify column width:


https://media.gcflearnfree.org/content/56422602ca7fad0d9cc8050c_11_10_2015/excel2016_modifyingcells_practice.xlsx

In our example below, column C is too narrow to display
all of the content in these cells. We can make all of this
content visible by changing the width of column C.

1. Position the mouse over the column line in the column
heading so the cursor becomes a double arrow.

4| A

e

B

Adventure Qutfitters
Aria Real Estate
Core Pharmaceuticals

Everly Publishing

Mass Airlines

Newhaven Traders
Overlook Inn

Riley Garden Supply
Knope Equestrian Center
12 |Venture Brewing

13 | Placerville Insurance

‘E|kﬂ|m|~4|m|m|h|w %)

—_
—_

—
[l

14 | Archer Properties
15
16

Customer Contact List
COMPANY NAME

CONTACT NAME

Jake Finn

Katie Stark
Phillip Yuen
Felicia Reyes
Miranda Lawson
Rick Chaturvedi
Jill Torrance
Vivica da Silva
Lil Sebastian
Hank Dean
Chris Kinkade
Mallory Figgis

BILLING ADDRESS

1407 Dusty Fawn Ln Soaptown, 5D

605-5

971 Cinder Butterfly St Stoughton, |603-5

5108 Crystal Gate Blvd Twig City, K{913-5.

8544 Lazy Bluff Ave Whiskey Creek|316-5

5316 Colonial Pkwy Esterhazy, NM

575-5

2428 S Redding 5t #2 Bogg's Corne|360-5.

3160 Amber Gate Rd Rodney Villag|605-5

8595 Thunder Brook Cir Gravity, W/|360-5.

9060 Easy Evening Ln Walkinghooc|207-5

3034 Foggy Wharf Loop Bee Rock,

|| 308-5.

1028 Quiet Dale Rd Homosassa, MI|443-5

3520 Sleepy Hearth Dr Calendar, W[425-5.

2. Click and drag the mouse to increase or decrease the column

width.




c1 | A
| Width: 40.13 (32

4 A | B c 4

Customer Contact List
COMPANY NAME CONTACT NAME

2
3 |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD|605-555-
4 | Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, |603-555-2¢
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, K{913-555-5¢
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek|316-555-3-

7 |Mass Airlines Miranda Lawson |5316 Colonial Plkwy Esterhazy, NM |575-555-9:
8 |Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corng360-555-54
9 |Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Villag|605-555

101 Rilaw Rarden Sunnlhe Viviea da Silva 2505 Thundar Rrank Cir Gravine WI2RN- 585 _4°

3. Release the mouse. The column width will be changed.

c1 | f

A A | B | C

Customer Contact List
COMPANY NAME CONTACT NAME  BILLING ADDRESS

2

3 |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696

4 | Aria Real Estate Katie Stark 971 Cinder Butterfly 5t Stoughton, NH 03204

5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208

6 | Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
7 |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 88431

8 |Newhaven Traders Rick Chaturvedi 2428 5 Redding St #2 Bogg's Corner, WA 98175
9 |Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, 5D 57324
10 | Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304

11 | Knope Equestrian Center  Lil Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126
12 |Venture Brewing Hank Dean 3034 Foggy Wharf Loop Bee Rock, NE 69823
13_ Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MD 21610

14 | Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, WA 99340
15

16

With numerical data, the cell will display pound
signs (######) if the column is too narrow.

Simply increase the column width to make the data
visible.



To AutoFit column width:

The AutoFit feature will allow you to set a column's
width to fit its content automatically.

1. Position the mouse over the column line in the column
heading so the cursor becomes a double arrow.

c1l | §
‘| A | B C

.| Customer Contact List

COMPANY NAME CONTACT NAME  |BILLING ADDR

2
3 |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 57696
4 | Aria Real Estate Katie Stark 971 Cinder Butterfly St Stoughton, NH 03204
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS 66208
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, KS 66689
7 [Mass Airlines Miranda Lawson |5316 Colonial Pkwy Esterhazy, NM 88431
8 |Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner, WA 98175
9 |Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village, SD 57324
10 |Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA 99304
11 | Knope Equestrian Center Ll Sebastian 9060 Easy Evening Ln Walkinghood, ME 04126
12 |Venture Brewing Hank Dean 3034 Foggy Wharf Loop Bee Rock, NE 69823
13 | Placerville Insurance Chris Kinkade 1028 Quiet Dale Rd Homosassa, MD 21610

14 | Archer Properties Mallory Figgis 3520 Sleepy Hearth Dr Calendar, WA 99340
15
16

2. Double-click the mouse. The column width will be changed
automatically to fit the content.



A

F

| B

Customer Contact List

COMPANY NAME

Adventure Outfitte
Aria Real Estate

Core Pharmaceuticals

Everly Publishing
Mass Airlines
Mewhaven Traders
Overlook Inn

Riley Garden Supp

Knope Equestrian Center

Venture Brewing

Placerville Insurance

Archer Properties

CONTACT NAME

rs Jake Finn
Katie Stark
Phillip Yuen
Felicia Reyes

Miranda Lawson

Rick Chaturvedi
Jill Torrance
ly Vivica da Silva
Lil Sebastian
Hank Dean
Chris Kinkade
Mallory Figgis

BILLING ADDRESS

1407 Dusty Fawn Ln Soaptown, SD 57696

971 Cinder Butterfly St Stoughton, NH 03204

5108 Crystal Gate Blvd Twig City, KS 66208

8544 Lazy Bluff Ave Whiskey Creek, KS 66689

5316 Colonial Pkwy Esterhazy, NM 88431

2428 S Redding St #2 Bogg's Corner, WA 9817

3160 Amber Gate Rd Rodney Village, SD 5732«

8595 Thunder Brook Cir Gravity, WA 99304

9060 Easy Evening Ln Walkinghood, ME 04126

3034 Foggy Wharf Loop Bee Rock, NE 69823

1028 Quiet Dale Rd Homosassa, MD 21610

3520 Sleepy Hearth Dr Calendar, WA 99340

You can also AutoFit the width for several columns at the
same time. Simply select the columns you want to
AutoFit, then select the AutoFit Column

Width command from the Format drop-down menu on
the Home tab. This method can also be used for row

height.

E‘“Insert A %
£ Delete ~

= Deete T | iting
[=] Format = -
Cell Size

| *C  Row Height...

-1

AutoFit Row Height
Column Width...
AutoFit Column Width
Default Width...
Visibility

=3



To modify row height:

1. Position the cursor over the row line so the cursor becomes
a double arrow.

A2 i J< | COMPANY NAME
A A | B | C
. | Customer Contact List
COMPANY NAME BILLING ADDRESS
2 | —
3" |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 5
4 |Aria Real Estate Katie Stark 971 Cinder Butterfly 5t Stoughton, NI
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS ¢
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, K
7 |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 8¢
2. Click and drag the mouse to increase or decrease the row
height.
4 A | B | C
.| Customer Contact List

COMPANY NAME CONTACT NAME  BILLING ADDRESS
2 Height: 31.50 (42 pixels)

7'

4 |Adventure Outfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 5
5 |Aria Real Estate Katie Stark 971 Cinder Butterfly 5t Stoughton, NI
g | Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS ¢
7 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, K
o |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 8¢

3. Release the mouse. The height of the selected row will be
changed.



A2 v | Jx COMPANY NAME

A A | B | C

1

EI; Adventure Qutfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 5
4 |Aria Real Estate Katie Stark 971 Cinder Butterfly 5t Stoughton, NI
5 |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS
6 |Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek,
7 |Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 8:

To modify all rows or columns:

Instead of resizing rows and columns individually, you
can modify the height and width of every row and
column at the same time. This method allows you to set
a uniform size for every row and column in your
worksheet. In our example, we will set a uniform row
height.

1. Locate and click the Select All button just below the name
box to select every cell in the worksheet.



Al -| SRV =1 Customer Contact List

) A B C
Customer Co

2. Position the mouse over a row line so the cursor becomes
a double arrow.

3. Click and drag the mouse to increase or decrease the row
height, then release the mouse when you are satisfied. The row
height will be changed for the entire worksheet.



Al | SRV = Customer Contact List

V) A | B C
. |Customer Co

Inserting, deleting, moving,
and hiding

After you've been working with a workbook for a while,
you may find that you want to insert new columns or
rows, delete certain rows or columns, move them to a
different location in the worksheet, or even hide them.



To Insert rows:

1. Select the row heading below where you want the new row to
appear. In this example, we want to insert a row between rows
4 and 5, so we'll select row 5.

A A | B | C
. | Customer Contact List

COMPANY NAME CONTACT NAME  BILLING ADDRESS

Adventure Qutfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 5
3—

Aria Real Estate Katie Stark 971 Cinder Butterfly 5t Stoughton, NI
4 .
_, |Core Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS ¢
51 .

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, K
E—

Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 8¢
7

2. Click the Insert command on the Home tab.

Contacts - Excel

CJ =% -
General - @ E@ EEE& EX ;j z i ’%Y
. $ - 0 s €0 00 Conditional Formatas Cell Inzert  Delete Format * Sort &
Formatting~ Table~ Styles - 2 = > “— 7 Filter~
P Mumber M Styles Cells Editing

3. The new row will appear above the selected row.



4| A | B | c

. | Customer Contact List

COMPANY NAME CONTACT NAME  BILLING ADDRESS
Adventure Qutfitters Jake Finn 1407 Dusty Fawn Ln Soaptown, SD 5
el
Aria Real Estate Katie Stark 971 Cinder Butterfly S5t Stoughton, NI
4
5
Ere Pharmaceuticals Phillip Yuen 5108 Crystal Gate Blvd Twig City, KS i
il
Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, k
i
Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 8:
8

When inserting new rows, columns, or cells, you will see
a paintbrush icon next to the inserted cells. This button
allows you to choose how Excel formats these cells. By
default, Excel formats inserted rows with the same
formatting as the cells in the row above. To access more
options, hover your mouse over the icon, then click

the drop-down arrow.

Aria Real Estate Katie Stark
A
5
¥ - Pharmaceuticals Phillip Yuen
) E ormat Same As Above |
O Format Same As Below Felicia Reyes
7 | ©  Clear Formatting
| Mass Airlines Miranda Lawson

To insert columns:



1. Select the column heading to the right of where you want the
new column to appear. For example, if you want to insert a
column between columns D and E, select column E.

605-555-6435 |jake@adventureoutfitters.com

603-555-2460 |katiestark@ariarealestate.com
913-555-5928 |yuenp@corepharmaceuticals.com
316-555-3256 |felicia@everlypublishing.com
575-555-9255 | mlawson@massairlines.com
360-555-5422 |info@newhaventraders.com
605-555-4495 |jtorrance@overlookinn.com

2. Click the Insert command on the Home tab.

EE NG ST ) P O

I —

Conditional Farmatas Cell Insert Delete Farmat Sort & Find &
Formatting = Table= Styles~ v i - &£ - Filter = Select =
Styles Cells Editing
D E F

605-555-6435 |jake@adventureoutfitters.com

603-555-2460 |katiestark@ariarealestate.com

3. The new column will appear to the left of the selected column.



PP aE O

Conditional Farmatas Cell Insert Delete Farmat Sort & Find &
Formatting = Table~ Styles~ = = = L7 Filter~ Select -
Styles Cells Editing
D E F
EMAIL ADDRESS
605-555-6435 jake@adventureoutfitters.com
603-555-2460 katiestark@ariarealestate.com

When inserting rows and columns, make sure you select
the entire row or column by clicking the heading. If you
select only a cell in the row or column,

the Insert command will only insert a new cell.

To delete a row or column:

It's easy to delete a row or column that you no longer
need. In our example we'll delete a row, but you can
delete a column the same way.

1. Select the row you want to delete. In our example, we'll
select row 9.



Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, k
?_

Mass Airlines Miranda Lawson 5316 Colonial Pkwy Esterhazy, NM 8:
B .
=+ |Newhaven Traders Rick Chaturvedi 2428 S Redding St #2 Bogg's Corner,
9 .

Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney ‘U’illage.'
10 |

Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA
11

Sheet 1 @

Ready

2. Click the Delete command on the Home tab.

Contacts - Excel

::;:: Tell me what you want to do...

E—| £ Q’ =s =h X A
General M - = % n Y p
Sl =2 S ;I B~ 2
. $ - gy s £0 00 Conditional Formatas Cell Insert  Delete Farmat Sort & Find &

Formatting = Table= Styles~ = = = €~ Filter - Select -
a Mumber Ta Styles Cells Editing

3. The selected row will be deleted, and those around it will shift.
In our example, row 10 has moved up, so it's now row 9.

Everly Publishing Felicia Reyes 8544 Lazy Bluff Ave Whiskey Creek, K
?_

Mass Airlines Miranda Lawson 5316 Colonial Plwy Esterhazy, NM 8!
B .

Overlook Inn Jill Torrance 3160 Amber Gate Rd Rodney Village,
E} o

Riley Garden Supply Vivica da Silva 8595 Thunder Brook Cir Gravity, WA
10 |

Knope Equestrian Center  Lil Sebastian 9060 Easy Evening Ln Walkinghood, |
11

Sheet 1 @

Ready

It's important to understand the difference

between deleting a row or column and

simply clearing its contents. If you want to remove

the content from a row or column without causing others



to shift, right-click a heading, then select Clear
Contents from the drop-down menu.

| Mass Airline SegoeUl~|12 < A A § - % 1316 Colonial Pkv
8 B I =0-A-H-%%8
Newhaven Trauers rrtltrcrmmrvtm—i"l-zﬁ S Redding &
9 M4 Cut
"Overlook Ini By Copy Torrance 3160 Amber Gate
10 ', Paste Options:
| Riley Gardel “D ica da Silva 8595 Thunder Bro
11 Paste Special...
] Knope Eque Insert Sebastian 9060 Easy Evening
12 Delete
~ |Venture Bre Clear Contents 1k Dean 3034 Foggy Whar
13 | Eormat Cells...
To move a row or column:

Sometimes you may want to move a column or row to
rearrange the content of your worksheet. In our example
we'll move a column, but you can move a row in the
same way.

1. Select the desired column heading for the column you want to
move.



BILLING ADDRESS

1407 Dusty Fawn Ln Soaptown, SD 57696 605-555-6435 jake
971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460 katie
5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928 yuer
8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256 felic
5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255 miav

2. Click the Cut command on the Home tab, or press Ctrl+X on
your keyboard.

B ©- :
File Hormne Insert Page Layout Farmulas

wlls P

D [_;% Segoe Ul Semiligk - 124 ~| A A
=

Paste - B I U - i~ fy - E -

-

ul

Clipboard ra Font

3. Select the column heading to the right of where you want to
move the column. For example, if you want to move a column
between columns E and F, select column F.



—_——

BILLING ADDRESS .PHONE

1407 Dusty Fawn Ln Soaptown, 5D 57696 605-555-6435

971 Cinder Butterfly St Stoughton, NH 03204 603-555-2460
5108 Crystal Gate Blvd Twig City, KS 66208 913-555-5928
8544 Lazy Bluff Ave Whiskey Creek, KS 66689 316-555-3256

5316 Colonial Pkwy Esterhazy, NM 88431 575-555-9255

4. Click the Insert command on the Home tab, then select Insert
Cut Cells from the drop-down menu.

—3 z - A
0 B D E e 2y P
Conditional Format as  Cell Delete Format Sort & Find &
Formatting~ Table~ Styles~ = = & - Filter ~ Select -
Styles Editing ~

El: Insert Sheet Rows v

UM nsert Sheet Columns

ﬂ Insert Sheet

————

605-555-6435

603-555-2460

5. The column will be moved to the selected location, and the
columns around it will shift.



BILLING ADDRESS

1407 Dusty Fawn Ln Soaptown, 5D 57696

971 Cinder Butterfly St Stoughton, NH 03204

5108 Crystal Gate Blvd Twig City, KS 66208
8544 Lazy Bluff Ave Whiskey Creek, KS 66689

5316 Colonial Pkwy Esterhazy, NM 88431

You can also access the Cut and Insert commands by
right-clicking the mouse and selecting
the desired commands from the drop-down menu.

X Cut
E® Copy
[ Paste Options:

D

Paste Special.. | ¥

‘PHONE

605-555-6435

603-555-2460 Delete

Clear Contents
Format Cells...
Column Width...
Hide
Unhide

913-555-5928

To hide and unhide a row or column:



At times, you may want to compare certain rows or
columns without changing the organization of your
worksheet. To do this, Excel allows you to hide rows and
columns as needed. In our example we'll hide a few
columns, but you can hide rows in the same way.

1. Select the columns you want to hide, right-click the mouse,
then select Hide from the formatting menu. In our example,
we'll hide columns C, D, and E.

B C D E
¥ Cut

LlSt Ey Copy
T NAME iy Paste Options

'

n Paste Special...

Insert
ark Delete

Clear Contents

Format Cells...

Column Width...
Unhide

eyes

I Lawson

ince

2. The columns will be hidden. The green column line indicates
the location of the hidden columns.



A A | B 1 F

. |Customer Contact List

COMPANY NAME CONTACT NAME

Adventure Qutfitters Jake Finn jake@adventureoutfitters.com
=

Aria Real Estate Katie Stark katiestark@ariarealestate.com
=

Bishop Research
=

Core Pharmaceuticals Phillip Yuen yuenp@corepharmaceuticals.com
-]

Everly Publishing Felicia Reyes felicia@everlypublishing.com
.

Mass Airlines Miranda Lawson [mlawson@massairlines.com
]

Overlook Inn Jill Torrance jtorrance@overlookinn.com

9

3. To unhide the columns, select the columns on both sides of the
hidden columns. In our example, we'll select columns B and F.
Then right-click the mouse and select Unhide from
the formatting menu.



A

Customer Co
COMPANY NAME

Adventure Qutfitters Paste Special...

Insert

Aria Real Estate Delete

Clear Contents

Bishop Research
Eormat Cells...

Column Width...
Hide

Core Pharmaceuticals

Everly Publishing

Mass Airlines

Cwverlook Inn

4. The hidden columns will reappear.

B C D E




Wrapping text and merging
cells

Whenever you have too much cell content to be displayed
in a single cell, you may decide to wrap the

text or merge the cell rather than resize a column.
Wrapping the text will automatically modify a cell's row
height, allowing cell contents to be displayed on
multiple lines. Merging allows you to combine a cell
with adjacent empty cells to create one large cell.

To wrap text in cells:

1. Select the cells you want to wrap. In this example, we'll select
the cells in column C.

2. Click the Wrap Text command on the Home tab.



-

Insert

e
D b Segoe Ul Semiligk - | 24
Eg -

Past

E'T E o E I U~ i~
Clipboard Font
C1 -

I A

Page Layout

Formulas

4
I
Il

Data Review View

‘?}"* %Wlﬂ Text

E=ia= Merge & Center -
Alignment

Contacts - E

General
$ - % *

Murmk

COMPANY NAME

Adventure Qutfitters
Aria Real Estate
Bishop Research
Core Pharmaceuticals
Everly Publishing
Mass Airlines

Overlook Inn

CONTACT NAME

Jake Finn

Katie Stark
William Bell
Phillip Yuen
Felicia Reyes
Miranda Lawson

Jill Torrance

BILLING ADDRESS

1407 Dusty Fawn Ln Soag

605-555-8-

971 Cinder Butterfly St St

603-555-3-

2201 Treasure Ct Ste 301

206-555-2.

5108 Crystal Gate Blvd Tv

|913-555-3

8544 Lazy Bluff Ave Whis

316-555-3-

5316 Colonial Pkwy Ester

575-555-2.

3160 Amber Gate Rd Rod

3. The text in the selected cells will be wrapped.

|605-555-4-




Al A

| B

. |Customer Contact List

COMPANY NAME

CONTACT NAME

Adventure Qutfitters

Aria Real Estate
Bishop Research
Core Pharmaceuticals
Everly Publishing
Mass Airlines

Overlook Inn

Jake Finn

Katie Stark
William Bell
Phillip Yuen
Felicia Reyes
Miranda Lawson

Jill Torrance

1407 Dusty Fawn Ln
Soaptown, 5D 57696

971 Cinder Butterfly St
Stoughton, NH 03204

2201 Treasure Ct Ste
301 Good Thunder, WA

5108 Crystal Gate Blvd
Twig City, KS 66208

8544 Lazy Bluff Ave
Whiskey Creek, KS

5316 Colonial Pkwy
Esterhazy, NM 88431

3160 Amber Gate Rd
Rodney Village, SD

Click the Wrap Text command again to unwrap the

text.

To merge cells using the Merge & Center
command:

1. Select the cell range you want to merge. In our example, we'll

select Al:F1.

2. Click the Merge & Center command on the Home tab. In our
example, we'll select the cell range Al:FL1.

605-555-8

603-555-3

206-555-2

913-555-3

316-555-3

575-555-2

605-555-4



-

Insert Farmulas

Page Layout

Contacts - Excel

Data Rewview View

"D E‘;‘ ) Segoe Ul Semiligh= |24~ A A7 = = = #®- E¢WmapTet General %ﬁl

ey B b oA === e B S %0 W8 St e

Clipboard Font ] Alignment P Mumber P Styles

Al - 5 Customer Contact List

4 A | B | C | D | E |
Customer Contact List ‘ ‘ ‘

COMPANY NAME

CONTACT NAME

Adventure Quitfitters Jake Finn
3

Aria Real Estate Katie Stark
4

Bishop Research William Bell
5

BILLING ADDRESS EMAI

1407 Dusty Fawn Ln 605-555-8495
Soaptown, 5D 57696
971 Cinder Butterfly St
Stoughton, NH 03204
2201 Treasure Ct Ste
301 Good Thunder, WA

605-555-6435 jake@
603-555-3478 603-555-2460 katies

206-555-2305 206-555-2303  whbellt

3. The selected cells will be merged, and the text will be centered.

-

I

A | B

Customer Contact List

| c | D |

COMPANY NAME

CONTACT NAME

Adventure Outfitters Jake Finn
Aria Real Estate Katie Stark
Bishop Research William Bell

Customer Contact List
BILLING ADDRESS

1407 Dusty Fawn Ln 605-555-8495 605-555-6435 jake@
Soaptown, 5D 57696
971 Cinder Butterfly St
Stoughton, NH 03204
2201 Treasure Ct Ste

301 Good Thunder, W&

603-555-3478 | 603-555-2460 katie:

206-555-2305 206-555-2303  whbell

To access more merge options:

If you click the drop-down arrow next to the Merge &
Center command on the Home tab, the Merge drop-

down menu will appear.



Contacts - Excel

Review View @ Tell me what you want to do...
= ®-  E¢WrapTet General - -
= | % = Wrap
= | e 3= MEIgE&Center = $ .05y M Conditional
— Formatting -
Alignm Merge & Lenter Mumber s
Merge Across
tact List
B Merge Cells
B Unmerge Cells D | E

From here, you can choose to:

« Merge & Center: merges the selected
cells into one cell and centers the text

. Merge Across: merges the selected cells
into larger cells while keeping
each row separate

« Merge Cells: merges the selected cells
into one cell but does not center the text

« Unmerge Cells: unmerges selected cells

You'll want to be careful when using this feature. If you
merge multiple cells that all contain data, Excel will keep
only the contents of the upper-left cell and discard
everything else.

To center across selection:

Merging can be useful for organizing your data, but it can
also create problems later on. For example, it can be
difficult to move, copy, and paste content from merged
cells. A good alternative to merging is Center Across
Selection, which creates a similar effect without actually
combining cells.



1. Select the desired cell range. In our example, we'll
select A1:F1. Note: If you already merged these cells, you
should unmerge them before continuing to step 2.

2. Click the small arrow in the lower-right corner of
the Alignment group on the Home tab.

Contacts - Excel

- f{'c“‘ Segoe UlSemiligh = |24 =~ A A T = = & ¥ Wrap Text General . j'
“@ Copy - R o
F'a-su A Farrnat Painter B I M- |H-&- A- == == El‘-’l!rgtﬁeiemer - %’ %8 Fcﬂfl:li:t'ﬁ'::! |
Clipboard fa Fant L Alignment @ Humber
Al | f= || Customer Contact List
A A B C D E
, | Customer Contact List ‘ ‘ ‘ [
COMPANY MAME CONTACT NAME  |BILLING ADDRESS . EMAIL
Adventure Qutfitters Jake Finn 1407 Dusty Fawn Ln 605-555-8495  605-555-6435  jake@a
3 Soaptown, 5D 57696
Aria Real Estate Katie Stark 971 Cinder Butterfly St 803-555-3478 603-555-2460 katiesta
4 Stoughton, NH 03204
Bishop Research William Bell 2201 Treasure Ct 5te 206-555-2305 206-555-2303 whbell@|
5 301 Good Thunder, WA

3. A dialog box will appear. Locate and select
the Horizontal drop-down menu, select Center Across
Selection, then click OK.



Format Cells

Mumber Alignment Font Border Fill

Text alignment
Haorizontal:

Left [Indent)

General

Left (Indent)
Center

Right [Indent)
Fill

Justi

Indent:
o

&

Center Across Selection
Distributed (Indent)

[] shrink to fit
|:| Merge cells

Right-to-left
Text direction:
| Context

Protection

Orientation

* .
+

Text ——#

[l |

+*

*

[ ok Cancel |

4. The content will be centered across the selected cell range. As
you can see, this creates the same visual result as merging and

centering, but it preserves each cell within A1:F1.
F1 = 2
4 A | B | C | D | E |
Customer Contact List 3

CONTACT NAME

COMPANY NAME

Adventure Qutfitters Jake Finn
3

Aria Real Estate Katie Stark
4|

Bishop Research William Bell

Challen

BILLING ADDRESS

1407 Dusty Fawn Ln 605-555-8495 605-555-6435 jake@
Soaptown, SD 57696
971 Cinder Butterfly St
Stoughton, NH 03204
2201 Treasure Ct Ste

301 Good Thunder, WA

603-555-3478 603-555-2460 katies

206-555-2305 206-555-2303  wbelld

ge!



1. Open our practice workbook.

2. Autofit Column Width for the entire workbook.

3. Modify the row height for rows 3 to 14 to 22.5 (30 pixels).
4. Delete row 10.

5. Insert a column to the left of column C. Type SECONDARY
CONTACT in cell C2.

6. Make sure cell C2 is still selected and choose Wrap Text.
7. Merge and Center cells A1:F1.
8. Hide the Billing Address and Phone columns.

9. When you're finished, your workbook should look something
like this:

2 A | B | c Ll F |

1 Customer Contact List
COMPANY MAME CONTACT MAME SECONDARY EMAIL ADDRESS

5 CONTACT
3 Adventure Outfitters Jake Finn jake@adventureoutfitters.com
4 Aria Real Estate Katie Stark katie.starki@ariarealestate.com
5 Core Pharmaceuticals Phillip Yuen yuenp@corepharmaceuticals.com
g Ewverly Publishing Felicia Reyes felicia@everlypublishing.com
- Mass Airlines Miranda Lawson mlawson@massairlines.com
g Mewhawven Traders Rick Chaturvedi info@newhaventraders.com
3 Owerlook Inn Jill Tarrance jtorrance @ overlookinn.com
1 Knope Equestrian Center Lil Sebastian lil@knopeequestrian.com
1 YVenture Brewing Hank Dean hdean@venturebrewing.com
1z Placerville Insurance Chris Kinkade chris.kinkade@placervilleins.com
13 Archer Properties Mallory Figgis malloryf@archerproperties.com
44
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Introduction

All cell content uses the same formatting by default,
which can make it difficult to read a workbook with a lot
of information. Basic formatting can customize the look
and feel of your workbook, allowing you to draw
attention to specific sections and making your content
easier to view and understand.

Optional: Download our practice workbook.
Watch the video below to learn more about formatting
cells in Excel.

To change the font size:

1. Select the cell(s) you want to modify.

A B C D

1 |FITNESS PROGRESS CHART

2 Date Weight Chest Waist
3 5/3/13 140 32 31

4 |5/11/13 140 32 31

2. 0n the Home tab, click the drop-down arrow next to the Font
Size command, then select the desired font size. In our
example, we will choose 24 to make the text larger.


https://media.gcflearnfree.org/content/561c0ed4d6a91215a4d21efd_10_12_2015/excel2016_formattingcells_practice.xlsx

ﬁDE}é, Calibri v AA === &-

Paste o BT u- | A - B==Es
Clipboard & Font | 10 s Alignment
11
Al S 12 FITMESS PROGRESS CH
14

A B ., C D

1]

 FITNESS » {OGRESS
2 Date Weight i:% iest Waist
3 5/3/13 140 :Z 31

A3

4 |5/11/13 140 31

3. The text will change to the selected font size.

A B C D E F

i |FITNESS PROGRESS CHART

2 Date Weight Chest Waist Hips Forearm
3 |5/3/13 140 32 31 40 11.5
4 _5/'11,1'13 140 32 31 39.5 11.5

You can also use the Increase Font Size and Decrease
Font Size commands or enter a custom font size using

your keyboard.
Calibri . A A
B I U- - O-A-

To change the font:



By default, the font of each new workbook is set to
Calibri. However, Excel provides many other fonts you

can use to customize your cell text.

In the example below,

we'll format our title cell to help distinguish it from the

rest of the worksheet.

1. Select the cell(s) you want to modify.

A B C

D

i |FITNESS:PROGRESS

2 Date Weight Chest

3 |5/3/13 140 32
4 5/11/13 140 32

Waist
31
31

2. On the Home tab, click the drop-down arrow next to
the Font command, then select the desired font. In our

example, we'll choose Century Gothic.

‘.DEJ‘E |CenturyGnth|c l24 - A

Past
ET - O Candara

Clipboard O CASTELLAR
n O Centaur
O Century

A 0 Century Gothic
0 Century nchoolbook

A F[10 o

() Colonna BT
2 |Date O Comic Sans M5

3 5/3/1 O Consolas

| O Constantia
4 |5/11 19 0] Cunper Blaclk

3. The text will change to the selected font

AT ==



B C D

1 | FITNESS PROGRE.

2 Date Weight Chest Waist
3 |5/3/13 140 32 31
4 _5,/'11/'13 140 32 31

When creating a workbook in the workplace, you'll want
to select a font that is easy to read. Along with Calibri,
standard reading fonts include Cambria, Times New
Roman, and Avrial.

To change the font color:

1. Select the cell(s) you want to modify.

C D

| FITNESSe:PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 5/11/13 140 32 31 39.5

2. 0n the Home tab, click the drop-down arrow next to the Font
Color command, then select the desired font color. In our
example, we'll choose Green.



. _

D d Century Gothic =24 - Aa == = L E
E‘ -

Pavstev B I U- . - A E==<3xE=

T - B Automatic

Theme Colors
Al v = H EEERT"HEHE
i EEER

2 Date Weight ChE ;‘, More Colors"”
reen

3. The text will change to the selected font color.

C D | E

| FITNESS PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 |5/11/13 140 32 31 39.5

Select More Colors at the bottom of the menu to access
additional color options. We've changed the font color to
a bright pink.



? pod

Colors

standard  Custom

Colors: Cancel

MNew

Current

To use the Bold, Italic, and Underline commands:

1. Select the cell(s) you want to modify.
C D

1 | FITNESS:PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 |5/11/13 140 32 31 39.5

2. Click the Bold (B), Italic (1), or Underline (U) command on
the Home tab. In our example, we'll make the selected

cells bold.




“ £y -
D b Century Gothic =24 ~ A A
E -

Pﬂfte < B I Uu- - &H-A-
Clipboard Font Fa
Al Bold (Ctrl+B)
Make your text bold,
A [ B [ C

3. The selected style will be applied to the text.

A B | C | D | E
i [FITNESS PROGRESS
2 |Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40

4 |5/11/13 140 32 31 39.5

You can also press Ctrl+B on your keyboard to make
selected text bold, Ctrl+I1 to apply italics, and Ctrl+U to
apply an underline.

Cell borders and fill colors

Cell borders and fill colors allow you to create clear and
defined boundaries for different sections of your
worksheet. Below, we'll add cell borders and fill color to
our header cells to help distinguish them from the rest of
the worksheet.

To add a fill color:

1. Select the cell(s) you want to modify.



A

B

C

D

E

FITNESS PROGRESS

CHART

~ L s W N

2. On the Home tab, click the drop-down arrow next to the Fill
Color command, then select the fill color you want to use. In
our example, we'll choose a dark gray.

3. The selected fill color will appear in the selected cells. We've

-

L

=

Calibri 12 ~ A A =
B I uUu- H- {‘)v_&v = =
Font Theme Colors
HE EEEENENR
5 Date
B C

" nea .

-

3=

slign

SS P RC I:*"'”'li'fer Background 1, Darker 50%

—— —— — — — —

0

32

Recent Colors

Mo Fill

ai More Colors...

also changed the font color to white to make it more readable

with this dark fill color.

A

B

C

D

E

Date Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Es
_5/3/13 140 32 31 40 11.5 103.8 36.2 0.
_5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.
_5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.
 5/26/13 138 31 30 39 11 103.4 35.6 0.
' 16/1/13 138 31 30 39 11 103.4 35.6 0.

1

\]

~ o e W

32
32
32
31
31

31
31
31
30
30

l | | |
FITNESS PROGRESS

|5/3/13 140
- |5/11/13 140
 |5/19/13 139
 |5/26/13 138
' 6/1/13 138

40
39.5
39.5
39
39

11.5
11.5
11.5
11
11

CHART

103.8
103.9
103.2
103.4
103.4

36.2
36.1
35.8
35.6
35.6

o o o o o



To add a border:

1. Select the cell(s) you want to modify.

A | B | C | D | E | F | G H

+ FITNESS PROGRESS CHART

2 [PEYG Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat E:
3 |5/3/13 |140 32 31 40 11.5 103.8 36.2 0.
4 (5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.
5 |5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.
6 |5/26/13 138 31 30 39 11 103.4 35.6 0.
7 |6/1/13 138 31 30 39 11 103.4 3556 0.

2. 0n the Home tab, click the drop-down arrow next to
the Borders command, then select the border style you want to
use. In our example, we'll choose to display All Borders.

-

Calibri -2 -|A A

¥

B I U-H- O-A- =

(1]
1
hil
| &

r, Borders
i+  Bottorn Border
i+ Top Border
<+ Left Border
Eight Border

4 Mo Border

All Borders
Ight Ch Out;ideEanrs |

-] Thick Qutside Borders
n |:t'? a

3. The selected border style will appear.

A B8 ¢ | b | B | F |
 |FITNESS PROGRESS CHART

2

3 |5/3/13 |140 32 31 40 11.5 103.8 36.2 0.
4 |5/11/13 |140 32 31 39.5 11.5 103.9 36.1 0.
5 |5/19/13 |139 32 31 39.5 11.5 103.2 35.8 0.
6 |5/26/13 |138 31 30 39 11 103.4 35.6 0.
7 6/1/13 |138 31 30 39 11 103.4 35.6 0.




You can draw borders and change the line
style and color of borders with the Draw Borders tools
at the bottom of the Borders drop-down menu.

Draw Borders

™ Draw Border

I:p* Draw Bnrder%rid

& Erase Border

E Line Color ¥
Line Style L

HH Mere Borders...

Cell styles

Instead of formatting cells manually, you can use
Excel's predesigned cell styles. Cell styles are a quick
way to include professional formatting for different parts
of your workbook, such as titles and headers.

To apply a cell style:

In our example, we'll apply a new cell style to our
existing title and header cells.

1. Select the cell(s) you want to modify.



A B C

D

E

\]

I I I I
+ FITNESS PROGRESS

CHART

3 |5/3/13 |140 32 Sl 40 LS 103.8 36.2 0.
4 |5/11/13 |140 32 =i 39.5 LS 103.9 36.1 0.
5 |5/19/13 |139 32 31 39.5 11.5 103.2 35.8 0.
6 |5/26/13 |138 31 30 39 11 103.4 35.6 0.
7 |6/1/13 |138 31 30 39 11 103.4 35.6 0.
2. Click the Cell Styles command on the Home tab, then choose
the desired style from the drop-down menu.
Py
PR & < E oy O
Conditional Formatas Cell Insert Delete Format Sort & Find &
Formatting ~ Table= Styles= - « L Clear~ Filter = Select ~
Good, Bad and Neutral
Mormal Bad Good Meutral
Data and Model
|Ca|cu|atinn | Explanatory ... |Input | Linked Ce Mote
|Dutput | Warning Text
Titles and Headings
Esti Heading 1 Heading 2 Heading 2 Heading 4 Title Total
Themed Cell Styles
|36-2 20%-Accentl  20%-Accent2 | 20%- Accent3 = 20%- Accentd  20%- Accent5  20%-
361 40% - Accentl  40% - Accent2  40% - Accent3  40%- Accentd  40% - Accents  40% -
[ -
35.8 | 40% - Accent] |
35 6 MNumber Format
e Comma Comma [0] Currency Currency [0] Percent

35.6
— [E Mew Cell Style...

|i| Merge Styles...

3. The selected cell style will appear.



4 A | B | ¢ | b | E | F |
; FITNESS PROGRESS CHART

\]

3 |5/3/13 |140 32 31 40 11.5 103.8 36.2 0.
4 |5/11/13 |140 32 31 39.5 11.5 103.9 36.1 0.
5 |5/19/13 [139 32 31 39.5 11.5 103.2 358 0.
6 5/26/13 (138 31 30 39 11 103.4 35.6 0.
7 6/1/13 |[138 31 30 39 11 103.4 35.6 0.

Applying a cell style will replace any existing cell
formatting except for text alignment. You may not want
to use cell styles if you've already added a lot of
formatting to your workbook.

Text alignment

By default, any text entered into your worksheet will be
aligned to the bottom-left of a cell, while any numbers
will be aligned to the bottom-right. Changing

the alignment of your cell content allows you to choose
how the content is displayed in any cell, which can make
your cell content easier to read.

Click the arrows in the slideshow below to learn more
about the different text alignment options.

A B C D I

1 |First Name Last Mame Email Address

Left Align: Aligns content to the left border of the cell



1 First Name Last Mame Email Address

1 First Name Last Mame Email Address

A B i [ I
First Name Last Mame Email Address

A B C D I

First Name Last Mame Email Address

1 First Name Last Mame Email Address
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To change horizontal text alignment:

In our example below, we'll modify the alignment of
our title cell to create a more polished look and further
distinguish it from the rest of the worksheet.

1. Select the cell(s) you want to modify.

4 A | B | ¢ | b | E | F | G | H |

1 |FITNESS PROGRESS CHART

Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat E:

Ldle

2. Select one of the three horizontal alignment commands on
the Home tab. In our example, we'll choose Center Align.

= = — KA %meTﬂd
= ::I}E €= 3= [ Merge & Center -~
Alignment P
| Center

< Center your content,

3. The text will realign.


https://www.gcflearnfree.org/excel2016/formatting-cells/1/#3
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A A | B | C | D | E | F | G | H

: FITNESS PROGRESS CHART

2 Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat E
3 | 5/3/13 140 32 31 40 11.5 103.8 36.2

4 | 5/11/13 140 32 31 39.5 11.5 103.9 36.1

5 | 5/19/13 139 32 31 395 11.5 103.2 358

6 | 5/26/13 138 31 30 39 11 103.4 35.6

7 | 6/1/13 138 31 30 39 11 103.4 35.6

To change vertical text alignment:

1. Select the cell(s) you want to modify.

4 A | B | ¢ | b | E | F | G | H

: FITNESS PROGRESS CHART

Hips Forearm Estimated Lean Body Estimated Body Fat E

2. Select one of the three vertical alignment commands on
the Home tab. In our example, we'll choose Middle Align.

= EI}E £+ 5 Wrap Text
== | =3 Merge&Center <
Alignment P
| Middle Align

1 Align text so that it is centered
between the top and bottomn of the
cell.

3. The text will realign.



A | B | ¢ | D | E F |

FITNESS PROGRESS CHART

1

B "o g e s i Foream ot sy Ested oyt &
3 5/3/13 140 32 31 40 11.5 103.8 36.2

4 5/11/13 140 32 31 395 11.5 103.9 36.1

5 | 5/19/13 139 32 31 395 11.5 103.2 358

6 5/26/13 138 31 30 39 11 103.4 356

7 6/1/13 138 31 30 39 11 103.4 356

You can apply both vertical and horizontal alignment
settings to any cell.

Challenge!

. Open our practice workbook.

. Click the Challenge worksheet tab in the bottom-left of the
workbook.

3. Change the cell style in cells A2:H2 to Accent 3.

. Change the font size of row 1 to 36 and the font size for the rest
of the rows to 18.

. Bold and underline the text in row 2.
. Change the font of row 1 to a font of your choice.

. Change the font of the rest of the rows to a different font of
your choice.

. Change the font color of row 1 to a color of your choice.

. Select all of the text in the worksheet, and change
the horizontal alignment to center align and the vertical
alignment to middle align.

When you're finished, your worksheet should look
something like this:


https://media.gcflearnfree.org/content/561c0ed4d6a91215a4d21efd_10_12_2015/excel2016_formattingcells_practice.xlsx

4 A | | C | D | E | F [ |
1 Menu Plan for November
i Week of: Sunday Monday Tuesday Wednesday Thursday Friday :
Spaghetti .
N Chicken Eat Out/Take ClI
11/1-11/7  Turkey Tacos Squash Veggie Pizza  Leftovers Tettrazini out
3 | Casserole
Buffalo
11/8 - 11/14 Steak gnd Leftovers Steak Tacos Chicken Soup .and Eat Out/Take
Veggies Sandwiches Out
4 Casserole
Grilled Tomato Soup
1115-11/21 Pad Thai  Chickenand  Leftovers  and Grilled ., oo =~ FatOut/Take
Stroganoff Out
Salad Cheese
5
11/22 - 11/28 ChICk?n and Leftovers Pork Chops Hot dogs and Thanksgwmg Leftovers
Rice hamburgers Dinner
6 |




What are number formats?

Whenever you're working with a spreadsheet, it's a good
idea to use appropriate number formats for your data.
Number formats tell your spreadsheet exactly what type
of data you're using, like percentages (%), currency ($),
times, dates, and so on.

Watch the video below to learn more about number
formats in Excel.

Why use number formats?

Number formats don't just make your spreadsheet easier
to read—they also make it easier to use. When you apply
a number format, you're telling your spreadsheet

exactly what types of values are stored in a cell. For
example, the date format tells the spreadsheet that you're
entering specific calendar dates. This allows the
spreadsheet to better understand your data, which can
help ensure that your data remains consistent and that
your formulas are calculated correctly.

If you don't need to use a specific number format, the
spreadsheet will usually apply the general number format
by default. However, the general format may apply some
small formatting changes to your data.

Applying number formats

Just like other types of formatting, such as changing the
font color, you'll apply number formats by selecting cells
and choosing the desired formatting option. There are
two main ways to choose a number format:



Go to the Home tab, click the Number
Format drop-down menu in
the Number group, and select the desired

format.
a Y - jp—
DEE Calibri 11 A A == &- E | Genenl
EITEhl - |
Paste o, B IT U~ . O-A-===e=3=BH- $-%* ¢
Clipboard ra Font a Alignment Fa MNumber
Al | & 21
y A B c | D E F G H
1 21
2 33
3 16
4 29
5 15
— ——

You can also click one of the quick
number-formatting commands below the
drop-down menu.

“ - - jp—
D & Calibri -1 - AN TE==%- E Genenl
Eg ~ '
F"ﬂ;.-:tlev B I U~ i« &),A, ===€€3= He) $-9% 9 ¢
Clipboard ra Font a Alignment Fa MNumber
Al B K |21
y | A B C | ] | E F | G | H |
1 21
2 33
3 16
4 29
5 15
e ——

You can also select the desired cells and press Ctrl+1 on
your keyboard to access more number-formatting
options.



In this example, we've applied the Currency number
format, which adds currency symbols ($) and displays
two decimal places for any numerical values.

“D EE ) Calibri 11 - A A == - E | Currengy -
Paste ., B T U- H. - A ===3x= H- $-% 9+ 9%
Clipboard Font I Alignment r Mumber T
Al - 21
A B C D E F G H

1 $21.00

2 $33.00

3 $16.00

4 $29.00

5| $15.00f

If you select any cells with number formatting, you can
see the actual value of the cell in the formula bar. The
spreadsheet will use this value for formulas and other

calculations.

Al - F 21
A | B C D

1| 521.00!

2| 53300

3 | $16.00

4 | $29.00

5 | $15.00

Using number formats
correctly



There's more to number formatting than selecting cells
and applying a format. Spreadsheets can actually apply a
lot of number formatting automatically based on the way
you enter data. This means you'll need to enter data in a
way the program can understand, and then ensure that
those cells are using the proper number format. For
example, the image below shows how to use number
formats correctly for dates, percentages, and times:

X v
Wrong Right

Date BEUWELAK: 1/1/2014

Percent 50 50%

Time 12:00 pm

Now that you know more about how number formats
work, we'll look at a few different number formats in
action.

Percentage formats

One of the most helpful number formats is

the percentage (%) format. It displays values as
percentages, such as 20% or 55%. This is especially
helpful when calculating things like the cost of sales tax
or a tip. When you type a percent sign (%) after a
number, the percentage number format will be be applied
to that cell automatically.



E&) |Ca|ibri 'l'l'l A A E= = ®r - %‘WrapTﬂt Eercentage
Ry |
Paste. & B T U~ i+ DA+ === & 3= [EMergelCenter = $ % %4 F
Clipboard ra Font Fa Alignment ] Mumber
Bl v fe || 15%
A B C (] E

1 15%)

As you may remember from math class, a percentage can

also be written as a decimal. So 15% is the same thing as

0.15, 7.5% is 0.075, 20% is 0.20, 55% is 0.55, and so on.

You can review this lesson from our Math tutorials to

learn more about converting percentages to decimals.

There are many times when percentage formatting will be

useful. For example, in the images below, notice how

the sales tax rate is formatted differently for each

spreadsheet (5, 5%, and 0.05):

K || =C2*Ca S =C2*C4

B _ C D _ B _ C D _ B
Item Price Sales Tax Item Price Sales Tax Item
Jacket $22.50 $112.50_| Jacket $22.50| $1.13_| Jacket
Sales Tax Rate 5 Sales Tax Rate 5% Sales Tax R
No percentage formatting Percentage formatting Wri

As you can see, the calculation in the spreadsheet on the
left didn't work correctly. Without the percentage number
format, our spreadsheet thinks we want to multiply
$22.50 by 5, not 5%. And while the spreadsheet on the


http://www.gcflearnfree.org/percents/converting-percentages-decimals-and-fractions/1/
http://www.gcflearnfree.org/topics/math

right still works without percentage formatting, the
spreadsheet in the middle is easier to read.

Date formats

Whenever you're working with dates, you'll want to use a
date format to tell the spreadsheet that you're referring

to specific calendar dates, such as July 15, 2014. Date
formats also allow you to work with a powerful set of
date functions that use time and date information to
calculate an answer.

Spreadsheets don't understand information the same way
a person would. For instance, if you type October into a
cell, the spreadsheet won't know you're entering a date so
it will treat it like any other text. Instead, when you enter
a date, you'll need to use a specific format your
spreadsheet understands, such

as month/day/year (or day/month/year depending on
which country you're in). In the example below, we'll
type 10/12/2014 for October 12, 2014. Our spreadsheet
will then automatically apply the date number format for
the cell.

— - %WrapTﬂt |Date *|
= & = Merge&ienter - -0y 1M
Alignment Fa Mumber T
D E F G
10/12/2014
| |

Now that we have our date correctly formatted, we can
do many different things with this data. For example, we



could use the fill handle to continue the dates through the
column, so a different day appears in each cell:

D E F

10/12/2014]

10/18/2014

D E F

10/12/2014
10/13/2014
10/14/2014
10/15/2014
10/16/2014
10/17/2014

10/18/2014
0

If the date formatting isn't applied automatically, it means
the spreadsheet did not understand the data you entered.
In the example below, we've typed March 15th. The
spreadsheet did not understand that we were referring to a
date, so this cell is still using the general number format.



'|11 '|ﬂf A = - = Wrap Text |Genera| -

+ e A - € 3= [ Merge&Center = $ - % * G 5%
Font ] Alignment ] Mumber P
ke March 15th

B , C D E

March 15th

On the other hand, if we type March 15 (without the
"th™), the spreadsheet will recognize it as a date. Because
it doesn't include a year, the spreadsheet will
automatically add the current year so the date will have
all of the necessary information. We could also type the
date several other ways, such as 3/15, 3/15/2014,

or March 15 2014, and the spreadsheet would still
recognize it as a date.

Try entering the dates below into a spreadsheet and see if
the date format is applied automatically:

. 10/12

« October

« October 12

« October 2016

. 10/12/2016

« October 12, 2016
. 2016

« October 12th

Other date formatting options



To access other date formatting options, select

the Number Format drop-down menu and choose More
Number Formats. These are options to display the date
differently, like including the day of the week or omitting

the year.
b ¥ Calibri o s =E=Ee- B Ecﬂndutmn
paste = 2 ABC General I
aste B I U~ i~ - A === &= - enera
L3 ] i = = —= == == ==
M 123 o specific format fles
Clipboard Font r Alignment Ta Numb 5t
12 umier
A2 - £ || 2/3/2014 41673.00
Currency
A B C E §41,673.00 -
; Shipping Date Expected Arrival Date ﬂ Accounting
il 541,673.00
2 2/3/2014 2/10/2014 Short Date
L] 2/3/2014

% Long Date

Monday, February 3, 2014

4 @ Time
12:00:00 Ak

5 q Percentage
O  1167300.00%
& V Fraction
2 672
7 2 Scientific
10 417E+04
8
ABC Text
41673

More Mumber Formats...

s

The Format Cells dialog box will appear. From here,
you can choose the desired date formatting option.



A . B | C _ D _ E

Shipping Date Expected Arrival Date

Monday, February 3, 2014, Monday, February 10, 20141

Format Cells

Ehlumber” Alignment | Font | Border | Fill I Protection

Category:
General Sample
Mumber
Monday, February 3, 2014
Currency ¥. ¥ 3
Accountini Type:
Time *314/2012
Percentage “Wednesday, March 14, 2012
; 314

Fraction
Scientific 31412

031412
Text
Special Em:: 12
Custom =

Locale (location):

English (United States)

As you can see in the formula bar, a custom date format
doesn't change the actual date in our cell—it just changes

the way it's displayed.
A2 - Je 2/3/2014
A . B
Shipping Date Expected Arrival Date

2 | Monday, February 3, 20141 Monday, February 10, 2014

Number formatting tips



Here are a few tips for getting the best results with
number formatting:

« Apply number formatting to an entire
column: If you're planning to use one
column for a certain type of data, like
dates or percentages, you may find it
easiest to select the entire column by
clicking the column letter and applying
the desired number formatting. This way,
any data you add to this column in the
future will already have the correct
number format. Note that the header row
usually won't be affected by number

formatting.
‘.DEE, 'Segoe Ul A FTE= ¥ EwapTed
Pﬂfte ¢ B I U- H- S-Ar === &3 [ Mergett Center -
Clipboard Font n;. Alignment n;.
B1 - S« || Price
A B | C D E
1 Item Name Price
2 |Measuring Cups $4.99
3 |Ladel £2.99
4 |Slotted Spoon £2.79
5 |12" Skillet $14.59
6 |Garlic Press $£7.45
7 |
8 |
9 |
10|




Double-check your values after
applying number formatting: If you
apply number formatting to existing data,
you may have unexpected results. For
example, applying percentage (%)
formatting to a cell with a value of 5 will
give you 500%, not 5%. In this case,
you'd need to retype the values correctly
in each cell.

A B
1 | Percentage of Total
2 500%
3 7300%
4 1200%
5 550%
6 1200%

If you reference a cell with number
formatting in a formula, the spreadsheet
may automatically apply the same number
formatting to the new cell. For example, if
you use a value with currency formatting
in a formula, the calculated value will also
use the currency number format.

Bl - I =Al/2

A B _ C

1 £18450 592.25 |

If you want your data to appear exactly as
entered, you'll need to use

the text number format. This format is
especially good for numbers you don't
want to perform calculations with, such as
phone numbers, zip codes, or numbers



that begin with 0, like 02415. For best
results, you may want to apply the text
number format before entering data into
these cells.

Increase and Decrease Decimal

The Increase Decimal and Decrease

Decimal commands allow you to control how many
decimal places are displayed in a cell. These commands
don't change the value of the cell; instead, they display
the value to a set number of decimal places.

Calibri 11 - A A === 4%- E Cureng -
BIU- - OH-A-=S===3= H- $-% » |98 3
Font ] Alignment P Mumber I
- £ || 19.95
F | ¢ | v [ o | 1 | k LM
0.08  800% | 519.951

Decreasing the decimal will display the value rounded to
that decimal place, but the actual value in the cell will
still be displayed in the formula bar.

Calibri 11 <A A T==4%- E Curengy -
BIU- ¥+ H-A-====3= FH- $-% %Ei‘%‘h
Font a Alignment P Mumber ]
v S || 19.95
F | G | H | 1 | 1 | K L M
0.08  800% | $200]

The Increase/Decrease Decimal commands don't work
with some number formats, like Date and Fraction.



Challenge!

1. Open our practice workbook.
2. In cell D2, type today's date and press Enter.

3. Click cell D2 and verify that it is using a Date number format.
Try changing it to a different date format (for example, Long
Date).

4. In cell D2, use the Format Cells dialog box to choose the 14-
Mar-12 date format.

5. Change the sales tax rate in cell D8 to the Percentage format.
6. Apply the Currency format to all of column B.

7. In cell D8, use the Increase Decimal or Decrease
Decimal command to change the number of decimal places
to one. It should now display 7.5%.

8. When you're finished, your spreadsheet should look like this:

y A B c D

Customer Invoice

— Bad Llama Peruvian Coffee
: 2121 14th Avenue Circle Drive
Raleigh, NC 27607

Invoic
2

Bab LLAMA

5 PERUVIAN COFFEE

¥ ITEM DESCRIPTION _ UNITPRICE _QUANTITY ___ LINETOT,
4 |Cusco Dark Roast 56.59 3

5 |Amazon Amanecer Breakfast Roast 56.89 8

6 |Sacred Valley Medium Roast 56.49 10

7 |Machu Picchu Special Blend 57.29 2

a8

SEE
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Introduction

Every workbook contains at least one worksheet by
default. When working with a large amount of data, you
can create multiple worksheets to help organize your
workbook and make it easier to find content. You can
also group worksheets to quickly add information to
multiple worksheets at the same time.

Optional: Download our practice workbook.
Watch the video below to learn more about using
multiple worksheets.

To insert a new worksheet:

1. Locate and select the New sheet button near the bottom-right
corner of the Excel window.

]
$2,000

$995

$1,005

Expenses Summary | September | October | November
B [

New sheet ——

2. A new blank worksheet will appear.


https://media.gcflearnfree.org/content/56410d66ca7fad0d9cc8050a_11_09_2015/excel2016_multiplesheets_practice.xlsx

ummary ‘ September | October ‘ November | Sheet1 @

B O H - i + 100%

By default, any new workbook you create in Excel will
contain one worksheet, called Sheetl. To change

the default number of worksheets, navigate

to Backstage view, click Options, then choose the
desired number of worksheets to include in each new
workbook.

To copy a worksheet:

If you need to duplicate the content of one worksheet to
another, Excel allows you to copy an existing worksheet.

1. Right-click the worksheet you want to copy, then select Move
or Copy from the worksheet menu.



Insert...

Delete

&

Rename

500/0 Move or Copy... %

=| View Code

B &

Protect Sheet...

NOTES Tab Color J

Hide

Unhide

Select All Sheets

=1 —
‘ September ‘ October | November | Sheetl | ©) :
EH E - b + 90%

2. The Move or Copy dialog box will appear. Choose where the
sheet will appear in the Before sheet: field. In our example,
we'll choose (move to end) to place the worksheet to the right
of the existing worksheet.

3. Check the box next to Create a copy, then click OK.

Move or Copy ? X

Move selected sheets
To book:

budget.xlsx e

Before sheet:

July ~
August

Expenses Summary
September
October

November

Sheet1

(move to end) b

oK Cancel

4. The worksheet will be copied. It will have the same title as the
original worksheet, as well as a version number. In our
example, we copied the November worksheet, so our new
worksheet is named November (2). All content from the



November worksheet has also been copied to the new
worksheet.

$2,000

$995
September | October ‘ November | Sheet1 ‘ November (2) )
EE 0 -——k

You can also copy a worksheet to an entirely
different workbook. You can select any workbook that is
currently open from the To book: drop-down menu.

To rename a worksheet:

1. Right-click the worksheet you want to rename, then
select Rename from the worksheet menu.

- lnsert".

B3 Delete

5 0 0/0 Rename %

Move or Copy...
NOTES

View Code

] £l

Protect Sheet...
Tab Color ’

Hide

Select All Sheets -
‘ November | Sheet1 ‘ November (2) | ©)

BH & M - 1 + 90%
2. Type the desired name for the worksheet.

3. Click anywhere outside the worksheet tab, or press Enter on
your keyboard. The worksheet will be renamed.



NOTES

November ‘ Sheet1 | December @

BH B F - F

To move a worksheet:

+ 90%

1. Click and drag the worksheet you want to move until a small

black arrowappears above the desired location.

NOTES

$2,000
$995

[<]
ember | October | November~Sheet1 | December ©)

B E B - 3

2. Release the mouse. The worksheet will be moved.

NOTES

+ 90%

$2,000
$995
ember | October | November Egecember Sheetl | @

B E -

To change the worksheet tab color:

+ 90%



1. Right-click the desired worksheet tab, and hover the mouse
over Tab Color. The Color menu will appear.

2. Select the desired color.

= Cell Phone Insert...
X Delete
= Car Insurance
Rename
m Groceries Move or Copy...
Theme Colors o2 View Code
B EEECEEE £ protect Sheet...
Tab Color ’ N
L
LT LT T —
Standard Colors Lrde
] fEEEERE Select All Sheets -
ember | Decemb._| No Color | Sheetl | &
Average: $1,667 el‘ More Colors... M - I + 90%

3. The worksheet tab color will be changed.
u Cell Phone

= Car Insurance

= Groceries

m Miscellaneous

= Gym Membership

ember | December | Expenses Summary | Sheet1 | ®
Average: $1,667 Count9 Sum:$15000 = HH H - Ik + 90%

The worksheet tab color is considerably less

noticeable when the worksheet is selected. Select another
worksheet to see how the color will appear when the
worksheet is not selected.



NOTES

$2,000
$995

November | December | ININERY ‘Sheeﬂ ‘ ©)

BH B H -—

To delete a worksheet:

1. Right-click the worksheet you want to delete, then
select Delete from the worksheet menu.

Insert...

S

Delete %
Rename
Move or Copy...

=| View Code

= &

Protect Sheet...
Tab Color ’

Hide

Select All Sheets
December | Expenses Summary [LE24] )

B 0 - i + 100%
2. The worksheet will be deleted from your workbook.




= Cell Phone

m Car Insurance

m Groceries

m Miscellaneous

= Gym Membership

ovember ‘ December ‘ Expenses Summary| @
Average: $1,667 Count:9 Sum:$15,000 HH b - k + 90%

If you want to prevent specific worksheets from being
edited or deleted, you can protect them by right-clicking
the desired worksheet and selecting Protect Sheet from
the worksheet menu.

Grouping and ungrouping
worksheets

You can work with each worksheet individually, or you
can work with multiple worksheets at the same time.
Worksheets can be combined together into a group. Any
changes made to one worksheet in a group will be made
to every worksheet in the group.

To group worksheets:

1. Select the first worksheet you want to include in the worksheet
group.




August | September | October | November ‘ December | Expenses Summary |

2. Press and hold the Ctrl key on your keyboard. Select the next
worksheet you want in the group.

August | September October\g November | December |[JEREIRIMIUEE

3. Continue to select worksheets until all of the worksheets you
want to group are selected, then release the Ctrl key. The
worksheets are now grouped.

‘ August | September | October ‘ November ‘ Decembel[g
H

While worksheets are grouped, you can navigate to any
worksheet within the group. Any changes made to one
worksheet will appear on every worksheet in the group.
However, if you select a worksheet that is not in the
group, all of your worksheets will become ungrouped.

To ungroup worksheets:

1. Right-click a worksheet in the group, then
select Ungroup Sheets from the worksheet menu.



Bonus

50%

Freelance
Insert...

5! Delete
Rename NOTES
SUMMARY Move or Copy... -

Other

Income Qd View Code 000 Rent increase
i
Cancel gym
SUsis Tab Color » i membership
Balance Hide 005

Select All Sheets

August | September gngrou? Sheets [yor DU Expenses Summary |

2. The worksheets will be ungrouped. Alternatively, you can
simply click any worksheet not included in the group
to ungroup all worksheets.

August | September | October | November December‘ ExpensesSummary
EH

Challenge!

1. Open our practice workbook.

2. Insert a new worksheet, and rename it Q1 Summary.

3. Move the Expenses Summary worksheet to the far right, then
move the Q1 Summary worksheet so that it is
between March and April.


https://media.gcflearnfree.org/content/56410d66ca7fad0d9cc8050a_11_09_2015/excel2016_multiplesheets_practice.xlsx

4. Create a copy of the Expenses Summary worksheet by right-

clicking the tab. Do not just copy and paste the content of the
worksheet into a new worksheet.

5. Change the color of the January tab to blue and the color of the

February tab to red.

6. Group the worksheets September, October, and November.

7. When you're finished, your workbook should look something

like this:

Excel2016_MultipleSheets_Practice_Trial [Group] - Excel

PRI

[TF

Insert Delete Format
= ecC

B —

D %Cut Tahema 12 - A A TI= = 'P/' E—?Wrapﬁﬂ General - -

Past E@COWV C d' I F it Cell
aste o B . s === == . . en oo onditional Formatas Ce
. ¥ Format Painter B LU = Q- A === |EE EVegesCenter SRR Formatting - Table - Styles -

Clipboard [F] Font (] Alignment ) MNumber (] Styles
E16 M Fe
K | L | M
MONTHLY EXPENSES MONTHLY INCOME % OF INCOME SPENT
Item Amount Item Amount

5 Rent $700 Salary $2,000 -

6 Power Bonus o
— 50%

7 Water Freelance

s Cable/Internet $90 Other

9 Cell Phone $90 NOTES

10 Car Insurance $75 SUMMARY

o Groceries Income $2,000 e mEEEE

12|  Micelaneous Expenses $995 (G

13 Gym Membership %40 Balance $1,005

i3]

» |-|| March Q1 Summary | April | May | June | July | August | September | October | November

Ready

Expenses Summary (2) | |
=




Introduction

Before sharing a workbook, you'll want to make sure it
doesn't include any spelling errors. Fortunately, Excel
includes a Spell Check tool you can use to make sure
everything in your workbook is spelled correctly.

If you've used the Spell Check feature in Microsoft Word,
just be aware that the Spell Check tool in Excel, while
helpful, is not as powerful. For example, it won't check
for grammar issues or check spelling as you type.

Optional: Download our practice workbook.

To use Spell Check:

1. From the Review tab, click the Spelling command.

Vv

ABC = p % + Show/Hide Con
E )
V l:-:l a&:‘? 2 Show All Comir

File Home Insert Page Layout Formulas Data Review

Spelling Thesaurus  Smart Translate ~ New  Delete Previous Next |
% Lookup Comment '

Proofing Insights = Language Comments

Show Ink

2. The Spelling dialog box will appear. For each spelling error in
your worksheet, Spell Check will try to offer suggestions for
the correct spelling. Choose a suggestion, then click Change to
correct the error.
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Facilitato

iExec tear
'Garth
Garth, De:

iTerr
Julia

iSee Liz for

iDean
iGarth, exe

6

7 8:00 AM 19:00 AM 11:00 :Breakfast, welcome

8 19:00 AM 19:30 AM 10:30 :Introduction

9 [9:30 AM 110:30 AM 11:00 Work relationships exerecise
10—10:3—\ Ana lan.ac Ana lA.arC '‘n L
11 10:4! Spelling: English (United States) ? X
12 112:4 L
13_ 1:45 Not in Dictionary:
14 2:00 exerecise Ignore Once
15 3:00
16 4:00 Ignore All
17 14:15
18_ 5:00 Add to Dictionary
19 6:00 :

Suggestions:

20 Tota
»1 Change | [

— exercised 4&
22 exercises
23 exerciser CiEmzas]
24
25 AutoCorrect
22— Dictionary language: |English (United States)
;2— Options... Undo, Last Cancel

—T = T —T T 7%

3. A dialog box will appear after reviewing all spelling errors.

Click O

K to close Spell Check.
Microsoft Excel X
| Spell check complete. You're good to go!

KN

If there are no appropriate suggestions, you can also enter
the correct spelling manually.

Ignoring spelling "errors"

Spell Check isn't always correct. It will sometimes mark

certain words as incorrect even if they're spelled

correctly. This often happens with names, which may not



be in the dictionary. You can choose not to change a
spelling "error* using one of the following three options:

« Ignore Once: This will skip the word
without changing it.

« Ignore All: This will skip the word
without changing it and also skip all other
instances of the word in your worksheet.

« Add: This adds the word to the dictionary
so it will never appear as an error again.
Make sure the word is spelled correctly
before choosing this option.

Challenge!

1. Open our practice workbook.

2. Click the Challenge worksheet tab in the bottom-left of the
workbook.

3. Run the Spell Check to correct any spelling errors in the
workbook.

4. Correct the words coffe and medum using the suggested
spelling.

5. Ignore the spelling suggestion for the word Amanecer.
6. When you're finished, your worksheet should look like this:


https://media.gcflearnfree.org/content/5640f55aca7fac0d9c7b3f85_11_09_2015/excel2016_checkspelling_practice.xlsx

CUSTOMER INVOICE

Bad Llama Peruvian Coffee
2121 14th Avenue Circle Drive

BAD LLAMA Raleigh, NC 27607

; PERUVIAN COFFEE

2 ITEM DESCRIPTION UNIT PRICE QUANTITY
'3 |Cusco Dark Roost 56.59 3
4 |Amazon Amanecer Breakfast Roast 56.89 8
5 |Sacred Valley Medium Roast 56.49 10
6 |Machu Picchu Special Blend 57.29 2
7 TAX:
8 TOTAL:

7. Bonus Step! There is one error Spell Check didn't catch. Can
you spot it? Hint: It's in one of the item descriptions.

Invoice #: 40

LINE TOTA




Introduction

There may be times when you want to print a
workbook to view and share your data offline. Once
you've chosen your page layout settings, it's easy to
preview and print a workbook from Excel using

the Print pane.

Optional: Download our practice workbook.
Watch the video below to learn more about page layout
and printing.

To access the Print pane:

1. Select the File tab. Backstage view will appear.

-

Page Layout Farmulas

ER Copy -
Paste B I U- #- J-A-

¥ Format Painter

Clipboard Fa Font Fa

2. Select Print. The Print pane will appear.


https://media.gcflearnfree.org/content/562e37c19c7faf1314ffe064_10_26_2015/excel2016_pagelayoutprint_practice.xlsx

Click the buttons in the interactive below to learn more
about using the Print pane.
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Page Setup

The Zoom to Page button on the right will zoom in and out in the
Preview pane.

The Show Margins button on the left will show the margins in the

Preview pane.



To print a workbook:

1. Navigate to the Print pane, then select the desired printer.

Print

Copies |1 -
e
=

Print

Printer

J
<)

Fax
Ready

Lexmark MX310dn
Ready h

Microsoft Print to PDF
Ready

Microsoft XPS Document Writer
Ready

Officejet 7110 series @ GCF-5erver
Ready

Print to PDF (Mac Desktop)
Ready

Send To OneNote 16
Ready

Send To OneNote 2013
Ready

% W oo v

Add Printer...

Print to File

2. Enter the number of copies you want to print.



Print

P

Print

Printer
Lexmark M¥310dn

ﬂ% Ready ”

Printer Properties

3. Select any additional settings if needed (see above interactive).
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Printer -
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Settings
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Page Setup

4. Click Print.



Print
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Print [

Printer
Lexmark M¥310dn

‘% Ready N

Printer Properties

Choosing a print area

Before you print an Excel workbook, it's important to
decide exactly what information you want to print. For
example, if you have multiple worksheets in your
workbook, you will need to decide if you want to print
the entire workbook or only activeworksheets. There
may also be times when you want to print only

a selection of content from your workbook.

To print active sheets:

Worksheets are considered active when selected.

1. Select the worksheet you want to print. To
print multiple worksheets, click the first worksheet, hold



the Ctrl key on your keyboard, then click any other worksheets
you want to select.

Central | East Coast | WﬁlCoastL\\J_| ©

Ready
2. Navigate to the Print pane.

3. Select Print Active Sheets from the Print Range drop-down
menu.

Settings

E Print Active Sheets
Only print the active sheets [

E Print Entire Workbook
Print the entire workbook

Print Selection
Only print the current selection

Ignore Print Area

4. Click the Print button.

rint

Copies: |1

=
Print I}

To print the entire workbook:

1. Navigate to the Print pane.

2. Select Print Entire Workbook from the Print Range drop-
down menu.



Settings

Print Active Sheets

Only print the active sheets

: Print Selection
Only print the current selection

Ignore Print Area

3. Click the Print button.

Print

Copies: |1 -

=
Print

[

To print a selection:

In our example, we'll print the records for the top 40
salespeople on the Central worksheet.

1. Select the cells you want to print.



2. Navigate to the Print pane.

3. Select Print Selection from the Print Range drop-down menu.
Settings

E Print Active Sheets
Only print the active sheets

E Print Entire Workbook
Print the entire workbook

Print Selected Table
Only print the selected table

Ignore Print Area

(N[ Mo Scaling .

D o Print sheets at their actual size

4. A preview of your selection will appear in the Preview pane.
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5. Click the Print button to print the selection.
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Copies:
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If you prefer, you can also set the print area in advance
so you'll be able to visualize which cells will be printed
as you work in Excel. Simply select the cells you want to
print, click the Page Layout tab, select the Print

Area command, then choose Set Print Area. Keep in
mind that if you ever need to print the entire workbook,
you'll need to clear the print area.

Insert Page Layout Farmulas Data Review

O 3 Dlas & B

Margins Orientation Size  Print  Breaks Background Print
= = ~  Arear -~ Titles

Pac [, SetPrint Area P

e —SUl Clear Print Area

Adjusting content

On occasion, you may need to make small
adjustments from the Print pane to fit your workbook
content neatly onto a printed page. The Print pane
includes several tools to help fit and scale your content,
such as scaling and page margins.

To change page orientation:

Excel offers two page orientation
options: landscape and portrait. Landscape orients the



page horizontally, while portrait orients the
page vertically. In our example, we'll set the page
orientation to landscape.

1. Navigate to the Print pane.

2. Select the desired orientation from the Page Orientation drop-
down menu. In our example, we'll select Landscape
Orientation.

Settings

Print Selection

-

Only print the current selecti...

g 2w [
Collated

"=E|’|=E| 1,23 123 123 N

[
Portrait Orientation

Lan.dgcap.:{:-ri.:ntafmnh
[4[Y Mo Scaling

10 Print sheets at their actual size

-

Page Setup

3. The new page orientation will be displayed in the Preview pane.
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To fit content before printing:

If some of your content is being cut off by the printer,

you can use scaling to fit your workbook to the page

automatically.

1. Navigate to the Print pane. In our example, we can see in the
Preview pane that our content will be cut off when printed.
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2. Select the desired option from the Scaling drop-down menu. In

our example, we'll select Fit All Columns on One Page.
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3. The worksheet will be condensed to fit onto a single page.
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Keep in mind that worksheets will become more difficult
to read as they are scaled down, so you may not want to
use this option when printing a worksheet with a lot of
information. In our example, we'll change the scaling
setting back to No Scaling.

To include Print Titles:

If your worksheet uses title headings, it's important to
include these headings on each page of your printed
worksheet. It would be difficult to read a printed
workbook if the title headings appeared only on the first



page. The Print Titles command allows you to select
specific rows and columns to appear on each page.

1. Click the Page Layout tab on the Ribbon, then select the Print
Titles command.

Insert Page Layout Formulas Data Review
| nsert JCEREY
O B D B

Margins Orientation Size  Print  Breaks Background | Prin
v v - Areav o~ Titles

Page Setup P

2. The Page Setup dialog box will appear. From here, you can
choose rows or columns to repeat on each page. In our
example, we'll repeat a row first.

3. Click the Collapse Dialog button next to the Rows to repeat at
top: field.

Page Setup 7 >

Page Margins Header/Footer Sheet

Frint area: Ehz
Print titles

Rows to repeat at top: |
Columns to repeat at left:

Print
[] Gridlines Comments: |[Nnne]

Black and white
EE} f ity Cell grrars as: |disp|ayed
raft guali

|:| Row and column headings

Page order

@ Down, then over
() Over, then down

aAlToR
] [aela
PR

| Print... | |Plint Prwin_u| | Dptions... |

[ ok || Cancel |




4. The cursor will become a small selection arrow, and the Page
Setup dialog box will be collapsed. Select the row(s) you want
to repeat at the top of each printed page. In our example, we'll
select row 1.

Gome

s Page Setup - Rows to repeat at top:

Doyle,

5. Row 1 will be added to the Rows to repeat at top: field. Click
the Collapse Dialog button again.

Page Setup - Rows to repeat at tops 7 >

51:51

6. The Page Setup dialog box will expand. To repeat a column as
well, use the same process shown in steps 4 and 5. In our
example, we've selected to repeat row 1 and column A.

7. When you're satisfied with your selections, click OK.
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8. In our example, row 1 appears at the top of every page, and
column A appears at the left of every page.

To adjust page breaks:

1. Click the Page Break Preview command to change to Page
Break view.



| (]
ﬁ- i + 100%

Page Break Preview

2. Vertical and horizontal blue dotted lines denote the page
breaks. Click and drag one of these lines to adjust that page
break.
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3. In our example, we've set the horizontal page break between
rows 21 and 22.



4. In our example, all the pages now show the same number of
rows due to the change in the page break.
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To modify margins in the Preview

pane:

A margin is the space between your content and the edge

of the page. Sometimes you may need to adjust the

margins to make your data fit more comfortably. You can

modify page margins from the Print pane.

1. Navigate to the Print pane.

2. Select the desired margin size from the Page Margins drop-
down menu. In our example, we'll select Narrow Margins.
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3. The new page margins will be displayed in the Preview pane.
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You can adjust the margins manually by clicking
the Show Margins button in the lower-right corner, then
dragging the margin markers in the Preview pane.

Show Margins

Challenge!

1. Open our practice workbook.



https://media.gcflearnfree.org/content/562e37c19c7faf1314ffe064_10_26_2015/excel2016_pagelayoutprint_practice.xlsx

2. Click the East Coast tab at the bottom of the workbook.

3. In the Page Layout tab, use the Print Titles feature to
repeat row 1 at the top and column A at the left.

4. Using the Page Break Preview command, move the break
between rows 47 and 48 up so it's between rows 40 and 41.

5. In Backstage view, open the Print Pane.

6. In the Print pane, change the orientation to Landscape.
7. Change the margins to Narrow.

8. Change the scaling to Fit All Columns on One Page.

9. When you are finished, your print preview should look like this:

excei2016_pagelayoutprint_practice (1) - Excel
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Settings
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Introduction

When working with a lot of data in Excel, it can be
difficult and time consuming to locate specific
information. You can easily search your workbook using
the Find feature, which also allows you to modify
content using the Replace feature.

Optional: Download our practice workbook.
Watch the video below to learn more about using Find &
Replace.

To find content:

In our example, we'll use the Find command to locate a
specific department in this list.

1. From the Home tab, click the Find and Select command, then
select Find from the drop-down menu.


https://media.gcflearnfree.org/content/563d118dca7fac0d9c7b3f7f_11_06_2015/excel2016_findreplace_practice.xlsx
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2. The Find and Replace dialog box will appear. Enter
the content you want to find. In our example, we'll type the

department's name.

3. Click Find Next. If the content is found, the cell containing that

content will be selected.
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4. Click Find Next to find further instances or Find All to see

every instance of the search term.
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Find and Replace ? X

Find Replace

Find what: Accounting ™
Options >>
Find All Eind Next Close
D\r
Book Sheet Name Cell Value Formula
Vesta Leadership Training-copy.xlsx After Accounting
Vesta Leadership Training-copy.xlsx After $A$9  Accounting
Vesta Leadership Training-copy.xlsx After $A$12  Accounting

3 cell(s) found

5. When you are finished, click Close to exit the Find and Replace
dialog box.

Find and Replace ? X
Find Replace
Find what: Accounting (o]
Options >>
Find All Find Next Close
s
Book Sheet Name Cell Value Formula
Vesta Leadership Training-copy.xlsx After $A%8  Accounting
Vesta Leadership Training-copy.xlsx After $A%9  Accounting
Vesta Leadership Training-copy.xlsx After $A$12  Accounting
3 cell(s) found

You can also access the Find command by
pressing Ctrl+F on your keyboard.

Click Options to see advanced search criteria in the Find
and Replace dialog box.



Find and Replace ? X

Find Replace

Find what: Accounting v No Format Set Format.. -
Within: | Sheet v [ Match case
Search: By Rows o |:| Match entire cell contents
Look in: | Formulas ~ OPIi0n5l\< <
Find All Eind Next Close
Book Sheet Name Cell Value Formula
Vesta Leadership Training-copy.xlsx After $A$8  Accounting
Vesta Leadership Training-copy.xlsx After $A$9  Accounting
Vesta Leadership Training-copy xlsx After $A$12 Accounting

3 cell(s) found

To replace cell content:

At times, you may discover that you've repeatedly made a
mistake throughout your workbook (such as misspelling
someone's name) or that you need to exchange a
particular word or phrase for another. You can use
Excel's Find and Replace feature to make quick
revisions. In our example, we'll use Find and Replace to
correct a list of department names.

1. From the Home tab, click the Find and Select command, then
select Replace from the drop-down menu.
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2. The Find and Replace dialog box will appear. Type the text
you want to find in the Find what: field.

3. Type the text you want to replace it with in the Replace
with: field, then click Find Next.

Find and Replace ? X

Find Replace

Find what: Accounting

s
s

Replace with: | Finance

Options >>

Replace All Replace Find All Find Next [\J Close

4. If the content is found, the cell containing that content will
be selected.

5. Review the text to make sure you want to replace it.

6. If you want to replace it, select one of
the replace options. Choosing Replace will replace individual
instances, while Replace All will replace every instance of the



text throughout the workbook. In our example, we'll choose this
option to save time.

4 |Department First Name Last Name Username Part 1 Part 2 Part
5 Sa’es »l . N o - AV A AV .4 AV 4
6 Sales y| Find and Replace ? X

7 Claims Ja _

8 |Finance |V\ — Replace

9 |Accounting L Find what: Accounting v
10 |Claims v :

11| Marketing v Replace with: Finance -
12_Accounting E _

13_HR A Options >>
14 HR B

15 Sales M | Replace Al L\\L ] Beplace Find All Eind Next Close

16 Claims M

7. A dialog box will appear, confirming the number of
replacements made. Click OK to continue.

Microsoft Excel X

0 All done. We made 3 replacements.
OK t

8. The selected cell content will be replaced.




4 :Department First Name Last Name
5 Sales Walter Rivera
6 Sales Heidi Lee
7 Claims Josie Gates
8 |Accounting end - .
. 4 Departme First Name
9 |Accounting Lorett
. . 5 Sales Walter
10 |Claims Misty .
1 . . 6 Sales Heidi
11 |Marketing Matild —— _ . i
. . 7 Claims Josie
12 |Accounting Elizab¢ -
R 8 |Finance Wendy
13 |HR d}lvm ;
] . 9 |Finance Loretta
14 |HR Brian . .
10 Claims Misty
11 |Marketing Matilda
12 |Finance Elizabeth
13 HR Alvin
14 HR Brian

Last Name
Rivera
Lee
Gates
Crocker
Johnson
Whitfield
Lewis
Hicks
Rios
Gaines

9. When you are finished, click Close to exit the Find and Replace

dialog box.

4 Department First Name Last Name Username Part 1 Part 2
5 Sales Walter Rivera wrivera X X X
6 Sales Heidi Lee hlee X X
7 Claims J Find and Replace ? X
8 |Finance _|
9 Finance | Find Replace
10 Claims I A e

B i - ccountn '
11 Marketing I Find what: J
12 Finance B Replace with: Finance v
13 HR A
14 HR E Options >>
15 Sales I
18

Generally, it's best to avoid using Replace All because it

doesn't give you the option of skipping anything you
don't want to change. You should only use this option if

you're absolutely sure it won't replace anything you didn't

intend it to.

Pari




Challenge!

1. Open our practice workbook.
2. Click the Challenge tab in the bottom-left of the workbook.

3. Crystal Lewis was married and changed her last name to Taylor.
Use Find and Replace to change Crystal's last name
from Lewis to Taylor. Be careful to only change Crystal's last
name!

4. Find and replace Bio with Biology. Be careful not to change the
major Biomedical Engineering!

5. Use Find and Replace All to replace the Physics major
to Physical Science.

6. When you're finished, your worksheet should look like this:


https://media.gcflearnfree.org/content/563d118dca7fac0d9c7b3f7f_11_06_2015/excel2016_findreplace_practice.xlsx

1

2 | Student Name Gender Major CPR  First-Aid  AED
3 Jackson Collier M Math X X
4 Ming Li F Biomedical Engineering X X

5 Sriya Patel F Women's Studies b X
& Sadie Locke F Engineering X X
7 |Maxine Germaine F Textiles X X

g |John Carter M Math

g Porter Talia M Women's Studies X X
10 |Jessica limenez F English b b X
11 [Joseph Lewis M Art X X
12 |Kelly Greene F Engineering X X X
13 |Emerald D'Agostino F Biology b

14 |Alyssa Jackson F Biology X X

15 |Tia Polero F Physical Science X X

16 |Richard Kim M Physical Science b b X
17 |Quentin Cutter M Biology X X
18 |Joshua Brandt M Art X X
18 |Crystal Taylor F Textiles b b

20 |Portia Keller F Math X X

21 |Marques Quentin M Biomedical Engineering X b X
22 |Asal Skasireddy M Physical Science X

23 |Karen Greenwood F Women's Studies X X
24 |Jackie Cranston F Biology b X
25 |Martin Fuller M Physical Science X



Introduction

One of the most powerful features in Excel is the ability
to calculate numerical information using formulas. Just
like a calculator, Excel can add, subtract, multiply, and
divide. In this lesson, we'll show you how to use cell
references to create simple formulas.

Optional: Download our practice workbook.
Watch the video below to learn more about creating
formulas in Excel.

Mathematical operators

Excel uses standard operators for formulas, such as a plus
sign for addition (+), a minus sign for subtraction (-),

an asterisk for multiplication (*), a forward slash for
division (/), and a caret () for exponents.

Addition

Subtraction

Multiplication

Division

Exponents

All formulas in Excel must begin with an equals sign (=).
This is because the cell contains, or is equal to, the
formula and the value it calculates.


https://media.gcflearnfree.org/content/562933849c7fae1314796231_10_22_2015/excel2016_introformulas_practice.xlsx

Understanding cell references

While you can create simple formulas in Excel using
numbers (for example, =2+2 or =5*5), most of the time
you will use cell addresses to create a formula. This is
known as making a cell reference. Using cell references
will ensure that your formulas are always accurate
because you can change the value of referenced cells
without having to rewrite the formula.

In the formula below, cell A3 adds the values of cells Al
and A2 by making cell references:

Ln
—r

P

1
2
2

=A1+A2

4

When you press Enter, the formula calculates and
displays the answer in cell A3:
A

| B |

5
2

| 7
4 -

If the values in the referenced cells change, the formula
automatically recalculates:

1 —
2 | 2
2 8
4]

By combining a mathematical operator with cell
references, you can create a variety of simple formulas in
Excel. Formulas can also include a combination of cell
references and numbers, as in the examples below:



=Al1+A2 Adds cells Al and A2

=C4-3 Subtracts 3 from cell C4

=E7/)4 Divides cell E7 by )4
=N10¥1.05 Multiplies cell N10 by 1.05

=R572 Finds the square of cell R5

To create a formula;

In our example below, we'll use a simple formula and cell
references to calculate a budget.

1. Select the cell that will contain the formula. In our example,
we'll select cell D12.

D12 | 5

QUANTITY  PRICE PER UNIT LINE TOTAL

JUNE BUDGET
JULY BUDGET
TOTAL

2. Type the equals sign (=). Notice how it appears in both
the cell and the formula bar.



4
2

3 PRICE PER UNIT LINE TOTAL
4 15 $8.75

5 18 $2.59

6 9 $14.25

7 12 $2.99

a

9_

10| JUNE BUDGET $1,200
11 JULY BUDGET $1,500
12 TOTAL

3. Type the cell address of the cell you want to reference first in
the formula: cell D10 in our example. A blue border will
appear around the referenced cell.

SUM i | X « J& | =D10

A

2

3 QUANTITY PRICE PER UNIT LINE TOTAL
4 15 $8.75

5 | 13 $2.59

6 | 9 514.25

7 12 $2.99

8

9 |

10| JUNE BUDGET
a1 JULY BUDGET
12 TOTAL =D10

4. Type the mathematical operator you want to use. In our
example, we'll type the addition sign (+).

5. Type the cell address of the cell you want to reference second
in the formula: cell D11 in our example. A red border will
appear around the referenced cell.



SUM | X & =D10+D11

4
2

3 PRICE PER UNIT LINE TOTAL
4 15 $8.75

5 18 $2.59

6 9 $14.25

7 12 $2.99

a

s .
10| JUNEBUDGET ] $1,200]
11 JULY BUDGET ] $1,500
12 TOTAL =D10+D11

6. Press Enter on your keyboard. The formula will be calculated,
and the value will be displayed in the cell. If you select the cell
again, notice that the cell displays the result, while the formula

bar displays the formula.

D12 i x v K =D10+D11
V| B [ D

2

3 QUANTITY PRICE PER UNIT LINE TOTAL
4 15 $8.75

5 | 18 52.59

6 | 9 514.25

7 12 $2.99

« ——

JUNE BUDGET $1,200
JULY BUDGET 51,500
TOTAL SZ,?U{}_

[Sl= |3 |°

If the result of a formula is too large to be displayed in a
cell, it may appear as pound signs (##H#####) instead of a
value. This means the column is not wide enough to
display the cell content. Simply increase the column
width to show the cell content.



Modifying values with cell references

The true advantage of cell references is that they allow
you to update data in your worksheet without having to
rewrite formulas. In the example below, we've modified
the value of cell D1 from $1,200 to $1,800. The formula
in D3 will automatically recalculate and display the new
value in cell D3.

D12 | § =D10+D11
A C | D

08 JUNE BUDGET 51,800
i JULY BUDGET 51,500

|k} TOTAL 53,300_

Excel will not always tell you if your formula contains
an error, so it's up to you to check all of your formulas.
To learn how to do this, you can read the Double-Check
Your Formulas lesson from our Excel

Formulas tutorial.

To create a formula using the point-and-click
method:

Instead of typing cell addresses manually, you can point
and click the cells you want to include in your formula.
This method can save a lot of time and effort when
creating formulas. In our example below, we'll create a
formula to calculate the cost of ordering several boxes of

plastic silverware.

1. Select the cell that will contain the formula. In our example,
we'll select cell DA4.


http://www.gcflearnfree.org/excelformulas/doublecheck-your-formulas/1/
http://www.gcflearnfree.org/excelformulas/doublecheck-your-formulas/1/
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A | B | C |

2

-.l|m|u'||.h|u.1

|

Budget & Paper Supplies

Sabrosa Empanadas & More

SABRUSA

Empanadas & More 1202 Biscayne Bay Drive
Orlando, FL 32804

PAPER SUPPLY ORDERS
QUANTITY  PRICE PER UNIT

Plastic Silverware (box of 100) 15 S8.75
Napkins (box of 250) 18 $2.59
Plates (box of 50) g 514.25
Plastic Cups (box of 100) 12 $2.99

2. Type the equals sign (=).

3. Select the cell you want to reference first in the formula:
cell B4 in our example. The cell address will appear in the

formula.
B4 | : > v Fe =p4
4 A | B | c |

2

-J|m|u|.h|u.1

Budget & Paper Supplies

Sabrosa Empanadas & More
Empanadas & More 1202 Biscayne Bay Drive
Orlando, FL 32804

SABRUSA

PAPER SUPPLY ORDERS
QUANTITY_~ PRICE PER UNIT

Plastic Silverware (box of 100) i

Napkins (box of 250) 18 $2.59
Plates (box of 50) 9 514.25
Plastic Cups (box of 100) 12 $2.99

|



4. Type the mathematical operator you want to use. In our
example, we'll type the multiplication sign (*).

5. Select the cell you want to reference second in the formula:
cell C4 in our example. The cell address will appear in the
formula.

T x v K =BA*C4

p A | B | c |

Budget & Paper Supplies

Sabrosa Empanadas & More

SABRUSA

Empanadas & More 1202 Biscayne Bay Drive
Orlando, FL 32804

»M PAPER SUPPLY ORDERS

3 ITEM . D_l_!ANTIT‘\" PRICE PER UNIT
4 | Plastic Silverware (box of 100) l 15§ ¢h SB.?Si:EM*C
5 |Napkins (box of 250) 18 $2.59
6 |Plates (box of 50) g 514.25
7 | Plastic Cups (box of 100) 12 52.99

|

6. Press Enter on your keyboard. The formula will be calculated,
and the value will be displayed in the cell.



D4 il y I =BA*C4

A A | B I

SABRUSA

< |

Budget & Paper Supplies
Sabrosa Empanadas & More
Empanadas & More 1202 Biscayne Bay Drive

Orlando, FL 32804

1

-3 PAPER SUPPLY ORDERS
=8 QUANTITY PRICE PER UNIT
4 |Plastic Silverware (box of 100) 15 S8.75
5 | Napkins (box of 250) 18 $2.59
6 | Plates (box of 50) g 514.25
7 | Plastic Cups (box of 100) 12 $2.99

|

Copying formulas with the fill handle

Formulas can also be copied to adjacent cells with

the fill handle, which can save a lot of time and effort if
you need to perform the same calculation multiple times
in a worksheet. The fill handle is the small square at the
bottom-right corner of the selected cell(s).

1. Select the cell containing the formula you want to copy. Click
and drag the fill handle over the cells you want to fill.



B x R =BA*CA

QUANTITY  PRICE PER UNIT LINE TOTAL

2. After you release the mouse, the formula will be copied to the
selected cells.

B x R =BA*CA

D4

4

2
el PRICE PER UNIT
4
9
0]
s

To edit a formula:

Sometimes you may want to modify an existing formula.
In the example below, we've entered an incorrect cell
address in our formula, so we'll need to correct it.

1. Select the cell containing the formula you want to edit. In our
example, we'll select cell D12.



D12 | i > A =D9+D11

4
2

3 QUANTITY  PRICE PER UNIT
4| 15 $8.75
5 18 $2.59
5 9 $14.25
7 12 $2.99
a

LINE TOTAL
$131.25
546.62
$128.25
$35.88

JUNE BUDGET

JULY BUDGET

$1,200
51,500

TOTAL

oo 51,5{]{}_

[Sl= |3 |°

2. Click the formula bar to edit the formula. You can also double-

click the cell to view and edit the formula directly within the

cell.
D12 il X v K| =pepm1 T
p g z ‘Formula Earh
2
3 QUANTITY PRICE PER UNIT LINE TOTAL
4 15 58.75 5131.25
5 18 52.59 S46.62
6 9 514.25 5128.25
7 12 $2.99 $35.83
«

9

10| JUNE BUDGET 51,200
il JULY BUDGET 51,500
12 TOTAL 51,500

3. A border will appear around any referenced cells. In our
example, we'll change the first part of the formula to reference

cell D10 instead of cell D9.



SUM | X & =05+D11 T

A

2

3 QUANTITY  PRICE PER UNIT LINE TOTAL
4 15 58.75 $131.25
5 18 52.59 546.62
6 9 514.25 $128.25
7 12 52.99 $35.88
8

JUNE BUDGET
JULY BUDGET |
TOTAL =DS+D11

4. \When you're finished, press Enter on your keyboard or select
the Enter command in the formula bar.

SUM TP X N & || =D10+DI11

y |

2

3 QUANTITY PRICE PER UNIT LINE TOTAL
4 15 $8.75 5131.25
5 13 $2.59 S46.62
6 9 514.25 5128.25
7 12 $2.99 $35.88
8

El :
10 JUNE BUDGET | Sl,ZDD_l
ail JULY BUDGET | 51,500
12 TOTAL =D10+D11

5. The formula will be updated, and the new value will be
displayed in the cell.



D12 | i * 2 =D10+D11

A

2

3 QUANTITY  PRICE PER UNIT LINE TOTAL
4 15 58.75 $131.25
5 | 18 52.59 546.62
6 | 9 514.25 $128.25
7 12 52.99 $35.88
8

JUNE BUDGET $1,200
JULY BUDGET 51,500
TOTAL SZ,?DD_

[Sl= |3 |°

If you change your mind, you can press the Esc key on
your keyboard or click the Cancel command in the
formula bar to avoid accidentally making changes to your

formula.

SUM - % v || =D10+D11

4 : Cancel E :
2

To show all of the formulas in a spreadsheet, you can
hold the Ctrl key and press ~ (grave accent). The grave
accent key is usually located in the top-left corner of the
keyboard. You can press Ctrl+" again to switch back to

the normal view.

Challenge!

1. Open our practice workbook.
2. Click the Challenge tab in the bottom-left of the workbook.
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3. Create a formula in cell D4 that multiplies the quantity in B4 by
the price per unit in cell C4.

4. Use the fill handle to copy the formula in cell D4 to
cells D5:D7.

5. Change the price per unit for the fried plantains in cell C6 to
$2.25. Notice that the line total automatically changes as well.

6. Edit the formula for the total in cell D8 so it also adds cell D7.
7. When you're finished, your workbook should look like this:

4 A | B | C D

SABRUSA

Customer Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

Empanadas & More

Customer Invoice #19480

QUANTITY PRICE PER UNIT

Empanadas: Braised Short Rib
Emapandas: Nutella and Banana 18 52.50
Sides: Fried Plantains 15 52.25
Sides: Rice and Black Beans




Introduction

You may have experience working with formulas that
contain only one operator, such as 7+9. More complex
formulas can contain several mathematical operators,
such as 5+2*8. When there's more than one operation in a
formula, the order of operations tells Excel which
operation to calculate first. To write formulas that will
give you the correct answer, you'll need to understand the
order of operations.

Optional: Download our practice workbook.
Watch the video below to learn more about complex
formulas.

The order of operations

Excel calculates formulas based on the following order
of operations:
1. Operations enclosed in parentheses

2. Exponential calculations (372, for
example)

3. Multiplication and division, whichever
comes first

4. Addition and subtraction, whichever
comes first

A mnemonic that can help you remember the order
IS PEMDAS, or Please Excuse My Dear Aunt Sally.

Click the arrows in the slideshow below to learn how the
order of operations is used to calculate formulas in Excel.


https://media.gcflearnfree.org/content/5633ce29927faf14d04cade9_10_30_2015/excel2016_complexformulas_practice.xlsx

Using the Order of Operatio
10+(6-3)/2/ 2"

While this formula may look complicated, we can use the order
of operations step by step to find the right answer.

Using the Order of Operatio

Parentheses 10+(6-3)/2/ 2"

E
M
D
A
S



Using the Order of Operatio

P 10+(6-3)/272°
Exponents 10+3/2/2*4-1
M
D
A
S

Using the Order of Operatio

P 10+(6-3)/2/ 2"
E 10+3/2/2*4-1
Multiplication 10+3/4*4-1
Division e

A

S



Using the Order of Operatio

P 10+(6-3)/2/2°
E 10+3/2/2*4-1
Multiplication 10+3/4*4-1
Division 2o 10+0.75%*4-1
A

S

Using the Order of Operatio

P 10+(6-3)/27 2
E 10+3/272*4-1
M 10+3/4*4-1

D 10+0.75*4-1
Addition &= 10+3-1

Subtraction



Using the Order of Operatio

P 10+(6-3)/2/ 2
E 10+3/2/72*4-1
M 10+3/4*4-1

D 10+0.75*4-1
Addition 2o 10+3-1

Subtraction 13-1

Using the Order of Operatio

10+(6-3)/2/7 2"
10+3/2/72*4-1
10+3/4*4-1
10+0.75*4-1

10+3-1
13j-1 o 12
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Creating complex formulas

In the example below, we'll demonstrate how Excel uses
the order of operations to solve a more complex formula.
Here, we want to calculate the cost of sales tax for a
catering invoice. To do this, we'll write our formula

as =(D3+D4+D5)*0.075 in cell D6. This formula will


https://www.gcflearnfree.org/excel2016/creating-more-complex-formulas/1/#0
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add the prices of our items, then multiply that value by
the 7.5% tax rate (which is written as 0.075) to calculate

the answer.

NETWORK... ¥ | | | X « Jf | =(D3+D4+D5)*0.075

I MENU ITEM UNIT PRICE QU;&NTIT‘?’

3 [ Tamales: Carnitas 52.29 20|_ 5
4 |Tamales: Vegetable 52.29 30|_ S
5 Empanadas: Nutella & Banana 53.99 40[ 51!
6 TAX| =(D3+D4+D5)*t
m
a8

Excel follows the order of operations and first adds the
values inside the parentheses: (45.80+68.70+159.60) =
274.10. It then multiplies that value by the tax

rate: 274.10*0.075. The result will show that the sales tax

IS $20.56.

| X fe || =(D3+D4+D5)*0.075

MENU ITEM UNIT PRICE  QUANTITY LINE

Tamales: Carnitas 52.29 20 S
Tamales: Vegetable 52.29 30 Si

Empanadas: Nutella & Banana 53.99 40 S1!
TAX

NL g
I=
m
i
)

oo = |ch |u-| |-h |u.1

It's especially important to follow the order of operations
when creating a formula. Otherwise, Excel won't
calculate the results accurately. In our example, if

the parentheses are not included, the multiplication is
calculated first and the result is incorrect. Parentheses are
often the best way to define which calculations will be
performed first in Excel.



| * I =D3+D4+D5*0.075

UNIT PRICE  QUANTITY

Tamales: Carnitas 52.29 20
52.29 30

Tamales: Vegetable
$3.99 40

3 |
4
s  Empanadas: Nutella & Banana .
B TA}(‘ :
7

To create a complex formula using the order of
operations:

In the example below, we'll use cell references along
with numerical values to create a complex formula that
will calculate the subtotal for a catering invoice. The
formula will calculate the cost of each menu item first,

then add these values.

1. Select the cell that will contain the formula. In our example,
we'll select cell C5.

s N
A A B [
2

$2.79

Empanadas: Poblano & Cheese
Empanadas: Spicy Sweet Potato $2.29
SUBTOTAL

- m|u-| |-h |u.1
A4

2. Enter your formula. In our example, we'll
type =B3*C3+B4*C4. This formula will follow the order of

operations, first performing the multiplication: 2.79*35 =



97.65 and 2.29*20 = 45.80. It then will add these values to
calculate the total: 97.65+45.80.

METWORK... * X v K =B3*C3+B4*C4

52.?9I
§2.29|

3. Double-check your formula for accuracy, then press Enter on
your keyboard. The formula will calculate and display
the result. In our example, the result shows that the subtotal for
the order is $143.45.

B * Je =B3*C3+B4*C4

Empanadas: Poblano & Cheese 52.79
Empanadas: Spicy Sweet Potato $2.29

SUBTOTAL

-4m|u-||.h|w

You can add parentheses to any equation to make it
easier to read. While it won't change the result of the
formula in this example, we could enclose the
multiplication operations within parentheses to clarify
that they will be calculated before the addition.



NETWORK... * | | | X ' f | =(B3*C3)+{B4*C4)

A E C

' MENU ITEM UNIT PRICE
Empanadas: Poblano & Cheese | $2.79|
Empanadas: Spicy Sweet Potato |_ 52.29[

=)

SUBTDTAL" =(B3*C3)+{B-

Excel will not always tell you if your formula contains
an error, so it's up to you to check all of your formulas.
To learn how to do this, you can read the Double-Check
Your Formulas lesson from our Excel

Formulas tutorial.

Challenge!

For this challenge, you are going to work with another
invoice like the one in our example. In the invoice, you
will find the amount of tax for the order, the order's total,
and the order's total if you were given a 10% discount.

1. Open our practice workbook.

2. Click the Challenge worksheet tab in the bottom-left of the
workbook.

3. In cell D7, create a formula that calculates the tax for the
invoice. Use a sales tax rate of 7.5%.

4. In cell D8, create a formula that finds the total for the order. In
other words, this formula should add cells D3:D7.

5. In cell D9 create a formula that calculates the total after
a 10%o discount. If you need help understanding how to take a
percentage off of a total, check out our lesson on Discounts,
Markdowns, and Sales.



http://www.gcflearnfree.org/excelformulas/doublecheck-your-formulas/1/
http://www.gcflearnfree.org/excelformulas/doublecheck-your-formulas/1/
http://www.gcflearnfree.org/excelformulas
http://www.gcflearnfree.org/excelformulas
https://media.gcflearnfree.org/content/5633ce29927faf14d04cade9_10_30_2015/excel2016_complexformulas_practice.xlsx
http://www.gcflearnfree.org/percents/percentages-in-real-life/2/
http://www.gcflearnfree.org/percents/percentages-in-real-life/2/

6. When you're finished, your spreadsheet should look like this:

A A | B |

Catering Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

Invaic
Date:

3 MENU ITEM UNIT PRICE QUANTITY
3 |[Empanadas: Buffalo Chicken 52.98 20
4 |[Empanadas: Braised Short Rib $2.98 30
s |[Empanadas: Fig and Goat Cheese $3.75 25
s Sides: Black beans and rice $1.98 40
S| TAX
8 TOTAL
9 TOTAL AFTER DISCOUNT:




Introduction

There are two types of cell

references: relative and absolute. Relative and absolute
references behave differently when copied and filled to
other cells. Relative references change when a formula is
copied to another cell. Absolute references, on the other
hand, remain constant no matter where they are copied.

Optional: Download our practice workbook.

Watch the video below to learn more about cell
references.

Relative references

By default, all cell references are relative references.
When copied across multiple cells, they change based on
the relative position of rows and columns. For example, if
you copy the formula =A1+B1 from row 1 to row 2, the
formula will become =A2+B2. Relative references are
especially convenient whenever you need to repeat the
same calculation across multiple rows or columns.

To create and copy a formula using
relative references:


https://media.gcflearnfree.org/content/5637a999927fb014d03fa1b9_11_02_2015/excel2016_cellreferences_practice.xlsx

In the following example, we want to create a formula
that will multiply each item's price by the quantity.
Instead of creating a new formula for each row, we can
create a single formula in cell D2 and then copy it to the
other rows. We'll use relative references so the formula
calculates the total for each item correctly.

1. Select the cell that will contain the formula. In our example,
we'll select cell DA4.

MENU ITEM UNIT PRICE  QUANTITY LINETC

3
T_ Empanadas: Beef Picadillo

s [Empanadas: Chipotle Shrimp $3.99 10
6 | Tamales: Chicken Tinga 52.29 20
7 | Tamales: Vegetable 52.29 30
s |Arepas: Carnitas 52.89 10
s Arepas: Queso Blanco 52.49 20
10 Empanadas: Apple Cinnamon 53.19 40
11 Beverages: Horchata $1.89 25
12 |Beverages: Lemonade 51.89 35
13 |Beverages: Tamarindo $1.89 10
14 TOTAL
15

2. Enter the formula to calculate the desired value. In our
example, we'll type =B4*CA4.



MENU ITEM UNIT PRICE.  QUANTITY LINE TC

3
z Empanadas: Beef Picadillo | S2.99E 15E
s [Empanadas: Chipotle Shrimp 53.99 10
6 ' Tamales: Chicken Tinga $2.29 20
7 \Tamales: Vegetable 52.29 30
g |Arepas: Carnitas $2.89 10
9 Arepas: Queso Blanco 52.49 20
10 Empanadas: Apple Cinnamon $3.19 40
11 Beverages: Horchata 51.89 25
12 |Beverages: Lemonade 51.89 35
13 |Beverages: Tamarindo 51.89 10
1 TOTAL
15

3. Press Enter on your keyboard. The formula will be calculated,
and the result will be displayed in the cell.

4. Locate the fill handle in the bottom-right corner of the desired
cell. In our example, we'll locate the fill handle for cell DA4.



=BA*CA

R MENU ITEM UNIT PRICE QUANTITY LINETC
4 |[Empanadas: Beef Picadillo

s [Empanadas: Chipotle Shrimp 53.99 10
6 | Tamales: Chicken Tinga $2.29 20
7 |Tamales: Vegetable 52.29 30
g |Arepas: Carnitas $2.89 10
9 Arepas: Queso Blanco 52.49 20
10 Empanadas: Apple Cinnamon $3.19 40
11 Beverages: Horchata 51.89 25
12 |Beverages: Lemonade 51.89 35
13 |Beverages: Tamarindo 51.89 10
1 TOTAL
15

5. Click and drag the fill handle over the cells you want to fill. In
our example, we'll select cells D5:D13.

D4 >~ B fe || =BA*C4
y
N MENU ITEM UNIT PRICE  QUANTITY LINETC
4 |Empanadas: Beef Picadillo 52.99 15 S4.
5 [Empanadas: Chipotle Shrimp 53.99 10
& | Tamales: Chicken Tinga 52.29 20
7 | Tamales: Vegetable 52.29 30
8 |Arepas: Carnitas 52.89 10
9 |Arepas: Queso Blanco 52.49 20
10 Empanadas: Apple Cinnamon $3.19 40
11 |Beverages: Horchata 51.89 25
12 Beverages: Lemonade $1.89 35
13 |Beverages: Tamarindo 51.89 10
14 TOTAL 54,
15




6. Release the mouse. The formula will be copied to the selected
cells with relative references, displaying the result in each cell.

D4 Ml f || =Ba*C4

y
3 UNIT PRICE  QUANTITY LINETC
2 |[Empanadas: Beef Picadillo
s |[Empanadas: Chipotle Shrimp $3.99
6 |Tamales: Chicken Tinga 52.29
7 |Tamales: Vegetable 52.29
g |Arepas: Carnitas 52.89
o |Arepas: Queso Blanco 52.49
10|Empanadas: Apple Cinnamon 53.19
“11|Beverages: Horchata $1.89
12|Beverages: Lemonade
“13|Beverages: Tamarindo

15

You can double-click the filled cells to check their
formulas for accuracy. The relative cell references should
be different for each cell, depending on their rows.



NETWORK... = | X W K =B3*C8

8 MENU ITEM UNIT PRICE  QUANTITY LINE TOTAL
4 |Empanadas: Beef Picadillo 52.99 15 S44.85
s Empanadas: Chipotle Shrimp 53.99 10 $39.90
' Tamales: Chicken Tinga 52.29 20 S45.80
7 \Tamales: Vegetable | 52.29_ 30 S68.70
& |Arepas: Carnitas | $2.891 10 =B8*(8
s |Arepas: Queso Blanco G2.49 20 S49.80
10|Empanadas: Apple Cinnamon $3.19 40 $127.60
11|Beverages: Horchata S§1.89 25 S47.25
12 Beverages: Lemonade 51.89 35 566.15
13 | Beverages: Tamarindo S§1.89 10 S18.890
TOTAL 5537.85

15

Absolute references

There may be a time when you don't want a cell reference
to change when copied to other cells. Unlike relative
references, absolute references do not change when
copied or filled. You can use an absolute reference to
keep a row and/or column constant.

An absolute reference is designated in a formula by the
addition of a dollar sign ($). It can precede the column
reference, the row reference, or both.



$AS2 The column and the row do not change when copied

AS2 The row does not change when copied

SA2 The column does not change when copied

You will generally use the $A$2 format when creating
formulas that contain absolute references. The other two
formats are used much less frequently.

When writing a formula, you can press the F4 key on
your keyboard to switch between relative and absolute
cell references. This is an easy way to quickly insert an
absolute reference.

To create and copy a formula using
absolute references:

In the example below, we're going to use cell E2 (which
contains the tax rate at 7.5%) to calculate the sales tax for
each item in column D. To make sure the reference to the
tax rate stays constant—even when the formula is copied
and filled to other cells—we'll need to make cell $E$2 an
absolute reference.

1. Select the cell that will contain the formula. In our example,
we'll select cell DA4.



D

A A | B
2
R MENU ITEM
4 |Empanadas: Beef Picadillo 52.99
5 |Empanadas: Chipotle Shrimp $3.99
6 | Tamales: Chicken Tinga 52.29
7 |Tamales: Vegetable $2.29
s |Arepas: Carnitas 52.89
9 |Arepas: Queso Blanco $2.49
10 Empanadas: Apple Cinnamon 53.19
11 |Beverages: Horchata $1.89
12 |Beverages: Lemonade 51.89
13 | Beverages: Tamarindo $1.89
14

15

2. Enter the formula to calculate the desired value. In our

15
10
20
30
10
20
40
25
35
10

TAX RATE:

TOTAL

example, we'll type =(B4*C4)*$E$2, making $E$2 an absolute

reference.



NETWORK... ™| | | X « K =(B4*C4)*SES2

]

= sl
|m |_.

sl

3

4

3. Press Enter on your keyboard. The formula will calculate, and

the

4. Locate the fill handle in the bottom-right corner of the desired

MENU ITEM
Empanadas: Beef Picadillo |

TAX RATE:

Empanadas: Chipotle Shrimp
Tamales: Chicken Tinga
Tamales: Vegetable

Arepas: Carnitas

Arepas: Queso Blanco
Empanadas: Apple Cinnamon
Beverages: Horchata
Beverages: Lemonade
Beverages: Tamarindo

result will display in the cell.

$2.99) —(BA*CA)*SES?
$3.99 10

$2.29 20

$2.29 30

$2.89 10

$2.49 20

$3.19 40 3
$1.89 25

$1.89 35

$1.89 10

— b
‘

cell. In our example, we'll locate the fill handle for cell DA4.

TOTAL




D4 | x I =(B4*C4)*SES2

y A | B | c | D |

2 TAX RATE:
R MENU ITEM UNIT PRICE QUANTITY SALES TAX LIN
4 |[Empanadas: Beef Picadillo

5 |Empanadas: Chipotle Shrimp $3.99 10

6 | Tamales: Chicken Tinga 52.29 20

7 |Tamales: Vegetable $2.29 30

s |Arepas: Carnitas 52.89 10

9 |Arepas: Queso Blanco $2.49 20

10 Empanadas: Apple Cinnamon 53.19 40 !
11 |Beverages: Horchata $1.89 25

12 |Beverages: Lemonade 51.89 35

13 | Beverages: Tamarindo $1.89 10

14 TOTAL

15

5. Click and drag the fill handle over the cells you want to fill
(cells D5:D13 in our example).



D4 | I =(B4*C4)*SES2

]

4 A | B | C
2

R MENU ITEM

4 |Empanadas: Beef Picadillo 52.99
5 |Empanadas: Chipotle Shrimp $3.99
6 | Tamales: Chicken Tinga 52.29
7 |Tamales: Vegetable $2.29
s |Arepas: Carnitas 52.89
9 |Arepas: Queso Blanco $2.49
10 Empanadas: Apple Cinnamon 53.19
11 |Beverages: Horchata $1.89
12 |Beverages: Lemonade 51.89
13 | Beverages: Tamarindo $1.89
15

6. Release the mouse. The formula will be copied to the selected

cells with an absolute reference, and the values will be
calculated in each cell.

15
10
20
30
10
20
40
25
35
10

TAX RATE:




| X v K =(B4*C4)*SES2

Db

MENU ITEM
Empanadas: Beef Picadillo
Empanadas: Chipotle Shrimp
Tamales: Chicken Tinga
Tamales: Vegetable

Arepas: Carnitas

Arepas: Queso Blanco
Empanadas: Apple Cinnamon
Beverages: Horchata
Beverages: Lemonade
Beverages: Tamarindo

You can double-click the filled cells to check their
formulas for accuracy. The absolute reference should be
the same for each cell, while the other references are
relative to the cell's row.

$3.99
$2.29
$2.29
$2.89
$2.49
$3.19
$1.89

TAX RATE:



NETWORK... ™| | | X « K =(B8*C8)*SES2

y A | B | c | D E
2 TAX RATE:| 7.5
.8 MENU ITEM UNIT PRICE QUANTITY SALES TAX LINE TOT!/
4 |Empanadas: Beef Picadillo 52.99 15 S3.36 G482
s Empanadas: Chipotle Shrimp $3.99 10 $2.99 S432.¢
6 Tamales: Chicken Tinga 52.29 20 S3.44 G492
7 \Tamales: Vegetable | 52.29 30 $5.15 S§73.§
s |Arepas: Carnitas l G52.89 =(B8*C8)*SES2 S31.(
9 |Arepas: Queso Blanco 52.49 20 53.74 S53.F
10|Empanadas: Apple Cinnamon 53.19 40 59.57 5137.1
11|Beverages: Horchata 51.89 25 53.54 S50.7
12 |Beverages: Lemonade S51.89 35 S4.96 G71.1
13 Beverages: Tamarindo 51.89 10 51.42 520.7
14 TOTAL S578.

Be sure to include the dollar sign ($) whenever you're
making an absolute reference across multiple cells. The
dollar signs were omitted in the example below. This
caused Excel to interpret it as a relative reference,
producing an incorrect result when copied to other cells.




NETWORK... ¥ | | | X ' f || =(B8*C8)*E6

y A | B | D | E
2 TAX RATE: 1.5
8 MENU ITEM UNIT PRICE QUANTITY SALES TAX LINE TOT/
4 |Empanadas: Beef Picadillo 52.99 15 S3.36 G482
s Empanadas: Chipotle Shrimp $3.99 10" #VALUE!| #VALU
6 Tamales: Chicken Tinga 52.29 20 52,208.191 G2,253.C
7 [Tamales: Vegetable | $2.29 30 #VALUE!  #VALU
s |Arepas: Carnitas l 52.89 =(B8*C8)*E6| $65,169.2
o |Arepas: Queso Blanco $2.49 20  #VALUE! #VALU
10 Empanadas: Apple Cinnamon 53.19 AQ HEHHHHEHE HHHHHHHHE
11 Beverages: Horchata $1.89 25  #VALUE! #VALU
12 |Beverages: Lemonade 51.89 35 ARASHEORR SEAHHEEH
13 |Beverages: Tamarindo $1.89 10 #VALUE!| #VALU

TOTAL  #VALU

Using cell references

with multiple
worksheets

Excel allows you to refer to any cell on any worksheet,
which can be especially helpful if you want to reference a
specific value from one worksheet to another. To do this,

you'll simply need to begin the cell reference with

the worksheet name followed by



an exclamation point (!). For example, if you wanted to
reference cell A1 on Sheetl, its cell reference would
be Sheetl!Al.

Note that if a worksheet name contains a space, you'll
need to include single quotation marks (* ') around the
name. For example, if you wanted to reference cell Al on
a worksheet named July Budget, its cell reference would
be 'July Budget'!Al.

To reference cells across worksheets:

In our example below, we'll refer to a cell with a
calculated value between two worksheets. This will allow
us to use the exact same value on two different
worksheets without rewriting the formula or copying
data.

1. Locate the cell you want to reference, and note its worksheet. In
our example, we want to reference cell E14 on the Menu
Order worksheet.



El4 M E f || =SUM(EA:E13)

y A | B | c | D |
2 TAX RATE:
.8 MENU ITEM UNIT PRICE QUANTITY SALES TAX LIN
4 |Empanadas: Beef Picadillo 52.99 15 S3.36
5 |Empanadas: Chipotle Shrimp $3.99 10 $2.99
6 | Tamales: Chicken Tinga 52.29 20 S3.44
7 |Tamales: Vegetable 52.29 30 $5.15
s |Arepas: Carnitas G2.89 10 §2.17
9 |Arepas: Queso Blanco 52.49 20 53.74
10|Empanadas: Apple Cinnamon 53.19 40 59.57 f
11 Beverages: Horchata 51.89 25 53.54
12 |Beverages: Lemonade S1.89 35 S4.96
13 Beverages: Tamarindo 51.89 10 51.42

| Catering Invoice Menu Order o)

2. Navigate to the desired worksheet. In our example, we'll select
the Catering Invoice worksheet.



<
4 |[Menu Order Food & beverage |
5 |Paper Goods Plates, utensils, cups :
& |Rental Equipment Tables, chairs, linens f
7 |Service Fee 18% of food & beverage

. TOTAL

9 |

e

11

a 1 Catering Invoice u} Menu Order | @

3. Locate and select the cell where you want the value to appear. In
our example, we'll select cell C4.

ca - x Lo
4
3 DESCRIPTION
4 |[Menu Order Food & beverage |
5 |Paper Goods Plates, utensils, cups :
6 |Rental Equipment Tables, chairs, linens f
7 |Service Fee 18% of food & beverage
8

4. Type the equals sign (=), the sheet name followed by
an exclamation point (1), and the cell address. In our example,
we'll type ="Menu Order'!E14.



METWORK... ™ >X « K | ='MenuCrder'lEl4
A
R SERVICE DESCRIPTION
Menu Order Food & beverage =Menu Or
Paper Goods Plates, utensils, cups :

Service Fee

mcu-4|m|u-||.h

Rental Equipment

Tables, chairs, linens
18% of food & beverage

5. Press Enter on your keyboard. The value of the referenced cell
will appear. Now, if the value of cell E14 changes on the Menu
Order worksheet, it will be updated automatically on the
Catering Invoice worksheet.

1

|

='Menu Order'lE14

DESCRIPTION

Paper Goods

Service Fee

Rental Equipment

Food & beverage
Plates, utensils, cups
Tables, chairs, linens
18% of food & beverage

If you rename your worksheet at a later point, the cell
reference will be updated automatically to reflect the new

worksheet name.

If you enter a worksheet name incorrectly,

the #REF! error will appear in the cell. In our example
below, we've mistyped the name of the worksheet.

To edit, ignore, or investigate the error, click




the Error button beside the cell and choose an option

from the menu.

4 v | Jx =MenuQrder!E14
A

- |

SERVICE DESCRIPTION

Menu Order Food & beverage

Paper Goods Plates, utensils, cups
Rental Equipment Tables, chairs, linens
Service Fee 18% of food & beverage

LINE TOT/
#RE
Invalid Cell Reference Error

Help on this error

Show Calculation Steps...

Ignere Error

Edit in Formula Bar h

Challenge!

1. Open our practice workbook.

Error Checking Options...

2. Click the Paper Goods tab in the bottom-left of the workbook.

3. In cell D4, enter a formula that multiplies the unit price in B4,

the quantity in C4, and the tax rate in E2. Make sure to use

an absolute cell reference for the tax rate because it will be the

same in every cell.

4. Use the fill handle to copy the formula you just created to

cells D5:D12.

5. Change the tax rate in cell E2 to 6.5%. Notice that all of your

cells have updated. When you're finished, your workbook

should look like this:


https://media.gcflearnfree.org/content/5637a999927fb014d03fa1b9_11_02_2015/excel2016_cellreferences_practice.xlsx

D4 - | Jx | =Ba*Ca*3ES2

A A B C D
S A B R D S A Catering Invoice
5 Sabrosa Empanadas & More
Empanadas & More 1202 Biscayne Bay Drive Invoice #:

Orlando, FL 32804 Date: 05,

1

2 TAX RATE:

3 Y UNIT PRICE QUANTITY SALES TAX L

4 [10.5" Extra Thick Dinner Plates - 20 count $3.79 15 $3.70

s 8" Deep Dessert Plates - 15 count $3.99 20 $5.19

s 16 0z. Beverage Cups - 30 count $1.29 10 $0.84

7 12 oz. Styrofoam Coffee Cups - 20 count $1.59 15 $1.55

g 50 count Plastic Spoons - White §2.59 6 $1.01

s 50 count Plastic Forks - White S2.69 6 $1.05

10 50 count Plastic Knives - White 52.19 6 S0.85

11 100 count Dinner Napkins - Blue §1.39 3 S0.27

12 75 count Beverage Napkins - Green $1.19 4 $0.31

13 TOTAL

6. Click the Catering Invoice tab.

7. Delete the value in cell C5 and replace it with a reference to the
total cost of the paper goods. Hint: The cost of the paper goods
iIs in cell E13 on the Paper Goods worksheet.

8. Optional: Use the same steps from above to calculate the sales
tax for each item on the Menu Order worksheet. The total cost
in cell E14 should update. Then, in cell C4 of the Catering
Invoice worksheet, create a cell reference to the total you just
calculated. Note: If you used our practice workbook to follow
along during the lesson, you may have already completed this
step.

9. When you're finished, the Catering Invoice worksheet should
look something like this:



C5

4k

. fx <='Paper Goods'|E13

A B

o o\ B W

-

S A BR [] S A Catering Invoice

Sabrosa Empanadas & More
P 1202 Biscayne Bay Drive
Crlando, FL 32804

Empanadas & More

SERVICE DESCRIPTION

Menu Order Food & beverage

Paper Goods Plates, utensils, cups
Rental Equipment Tables, chairs, linens
Service Fee 18% of food & beverage

TOTA



Introduction

A function is a predefined formula that performs
calculations using specific values in a particular order.
Excel includes many common functions that can be used
to quickly find the sum, average, count, maximum
value, and minimum value for a range of cells. In order
to use functions correctly, you'll need to understand the
different parts of a function and how to

create arguments to calculate values and cell references.

The parts of a function

In order to work correctly, a function must be written a
specific way, which is called the syntax. The basic
syntax for a function is the equals sign (=), the function
name (SUM, for example), and one or more arguments.
Arguments contain the information you want to calculate.
The function in the example below would add the values
of the cell range A1:A20.



=SUM(A1:A20)

Function hame Argument

Working with arguments

Arguments can refer to both individual cells and cell
ranges and must be enclosed within parentheses. You
can include one argument or multiple arguments,
depending on the syntax required for the function.

For example, the function =AVERAGE(B1:B9) would
calculate the average of the values in the cell range
B1:B9. This function contains only one argument.



NETWORK... ¥ X « fx | =AVERAGE(B1:B9)

A B c | b | E

1_ 1
2 4
: | 5
4| 6
5 8
6 | 2
7 | 3
8 | 5
0 6
10] =AVERAGE(B1:B9)
11

Multiple arguments must be separated by a comma. For
example, the function =SUM(A1:A3, C1:C2,
E1) will add the values of all of the cells in the three

arguments.
A5 v X v Kk =5UM(A1:A3,C1:C2,E1)
A B L ¢ | D  E | F
1] 4 6 | 20|
2 8 10
— u |
3 12
L ]
4_
5 |=SUM(A1:A3,C1:C2,E1)
)

Creating a function

There are a variety of functions available in Excel. Here
are some of the most common functions you'll use:



« SUM: This function adds all of the values
of the cells in the argument.

« AVERAGE: This function determines
the average of the values included in the
argument. It calculates the sum of the
cells and then divides that value by the
number of cells in the argument.

« COUNT: This function counts the
number of cells with numerical data in the
argument. This function is useful for
quickly counting items in a cell range.

« MAX: This function determines
the highest cell value included in the
argument.

« MIN: This function determines the lowest
cell value included in the argument.

To create a function using the
AutoSum command:

The AutoSum command allows you to automatically
insert the most common functions into your formula,
including SUM, AVERAGE, COUNT, MIN, and MAX.
In the example below, we'll use the SUM function to
calculate the total cost for a list of recently ordered
items.



1. Select the cell that will contain the function. In our example,
we'll select cell D13.

QUANTITY  UNIT PRICE LINE TOTAL

3 | Tomatoes (case of 12) 3 517.44 §52.32
4 |Black Beans (case of 10) 5 $20.14 $100.70
5 |All Purpose Flour (50 Ib.) 5 514.05 570.25
6 (Corn Meal/Maza (25 Ib.) 5 518.69 $83.45
7 |Brown Rice (25 Ib.) 5 510.99 554.95
8 |Lime Juice (1 gallon) 5 $11.99 $59.95
s ' Tomato Juice (case of 10) 3 519.49 558.47
10|Hot Sauce (1 gallon) 8 $7.35 $58.80
11|Salsa, Medium (1 gallon) 12 58.47 5101.64
12 |Olive Oil (2.5 gallon) 4 $28.69 $114.76
s o[+
14

2. In the Editing group on the Home tab, click the arrow next to
the AutoSum command. Next, choose the desired
function from the drop-down menu. In our example, we'll

select Sum.
& o ﬂ"‘*ﬁ" v O
- I — 5
— Insert Delete Format z e b‘ld&
=" - - - Hverage
_— Sum (Alt+=)
ells
Lount Numbers y— o | Automatically add it up. Your total
Max will appear after the selected cells,
Min
v | 6 | P |

More Functions...

3
6
5
5

=sUM(J2:)5)




3. Excel will place the function in the cell and automatically select

a cell range for the argument. In our example,

cells D3:D12 were selected automatically; their values will
be added to calculate the total cost. If Excel selects the wrong
cell range, you can manually enter the desired cells into the

argument.

NETWORK... ¥ { X « Jf | =SUM(D3:D12)

B
QUANTITY

3 | Tomatoes (case of 12)
4 |Black Beans (case of 10)
5 |All Purpose Flour (50 Ib.)
6 (Corn Meal/Maza (25 Ib.)
7 |Brown Rice (25 Ib.)

8 |Lime Juice (1 gallon)

s ' Tomato Juice (case of 10)
10|Hot Sauce (1 gallon)

11 |Salsa, Medium (1 gallon) 12
12 |Olive Oil (2.5 gallon) 4

co W LnoLhoLnoLnoWn

B

UNIT PRICE

LINE TOTAL
$52.32
$20.14 $100.70
$14.05 $70.25
$18.69 $93.45
$10.99 $54.95
$11.99 $59.95
$19.49 $58.47

$7.35 $58.80
$101.64
$114.76

SUM{number1, [num

4. Press Enter on your keyboard. The function will be calculated,
and the result will appear in the cell. In our example, the sum

of D3:D12 is $765.29.



D13 v [ fe || =SUM(D3:D12)

y A B C D
2 QUANTITY  UNIT PRICE LINE TOTAL
3 | Tomatoes (case of 12) 3 S17.44 $52.32
2 |Black Beans (case of 10) 5 520.14 $100.70
5 |All Purpose Flour (50 Ib.) 5 $14.05 $70.25
6 (Corn Meal/Maza (25 Ib.) 5 §18.69 S93.45
7 |Brown Rice (25 Ib.) 5 $10.99 $54.95
8 |Lime Juice (1 gallon) 5 511.99 §59.95
9 ' Tomato Juice (case of 10) 3 $19.49 $58.47
10|Hot Sauce (1 gallon) 8 57.35 558.80
11|Salsa, Medium (1 gallon) 12 S8.47 $101.64
12 |Olive Qil (2.5 gallon) 4 528.69 $114.76
14

The AutoSum command can also be accessed from
the Formulas tab on the Ribbon.

Home Insert Page Layout Data Review View =l me what vou want
B 21 Def
fx 2 IE I l IE IE IH =, Define Name

ﬁ- Use in Formu

Insert  AutoSum Recently Financial Logical Text Date & Lookup & Math&  More Marne
Function - Used - - - = Time~ Reference~ Trig~ Functions~ | Manager £ Create from €
z Sum Function Library Defined Names
D13 Average fe | =sUM(D3:D12)
| Count Mumbers I
A B C D
Max

2 Min QUANTITY  UNIT PRICE LINE TOTAL O
3 [TOM  piore Functions.. 3 517.44 $52.32

4 |Black Beans (case of 10) 5 $20.14 $100.70

To enter a function manually:



If you already know the function name, you can easily
type it yourself. In the example below (a tally of cookie
sales), we'll use the AVERAGE function to calculate
the average number of units sold by each troop.

1. Select the cell that will contain the function. In our example,
we'll select cell C10.

C10 v Je
A B C

1 Frontier Kids Cookie Sales

2 Troop Name Troop ID Units Sold
3 |North Bend #3506 1004

4 |Silver Lake #2745 938

5 Mountain Top #1038 745

6 |Rocky Trail #3759 729

7 |Forest Path #4157 862

8 | Green Valley #1932 890

g River View #4233 775
10| Average Units ! |
1

2. Type the equals sign (=), and enter the desired function name.
You can also select the desired function from the list
of suggested functions that appears below the cell as you type.
In our example, we'll type =AVERAGE.



NETWORK... ™

X v K =AVERAGE

C

A B
1 Frontier Kids Cookie Sales

L4 I - S F R ¥ |

e I =

w0

Troop Name Troop 1D Units Sold
North Bend #3506 1004

| Silver Lake 42745 938
Mountain Top #1038 745

" Rocky Trail #3759 729

| Forest Path #4157 862

| Green Valley #1932 890

" River View #4233 775

Average Units

10

11

12

13

14

=AVERAGE

Returns the aver
contain number
() AVERAGEA
() AVERAGEIF
(o) AVERAGEIFS

3. Enter the cell range for the argument inside parentheses. In our
example, we'll type (C3:C9). This formula will add the values
of cells C3:C9, then divide that value by the total number of
values in the range.



C10 v X « Jf | =AVERAGE(C3:C9)

A B c

e s cooiees [
5 |Troop Name Troop 1D Units Sold

5 North Bend #3506 [1004 |
4 |Silver Lake #2745 938

s |Mountain Top #1038 745

s 'Rocky Trail #3759 729

; |Forest Path #4157 862

3 | Green Valley #1932 890

o River View #4233 775

e Average Units =AVERAGE(C3:C9)

11

4. Press Enter on your keyboard. The function will be calculated,
and the result will appear in the cell. In our example, the
average number of units sold by each troop is 849.

C10 M fe | =AVERAGE(C3:C9)
A B C
1 Frontier Kids Cookie Sales
2 Troop Name Troop ID Units Sold
3 Morth Bend #3506 1004
4 | Silver Lake #2745 938
5 Mountain Top #1038 745
6 |Rocky Trail #3759 729
7 |Forest Path #4157 862
8 | Green Valley #1932 890
g River View #4233 775
10 Average Units 849
1




Excel will not always tell you if your formula contains
an error, so it's up to you to check all of your formulas.

To learn how to do this, read the Double-Check Your

Formulas lesson from our Excel Formulas tutorial.

The Function Library

While there are hundreds of functions in Excel, the ones
you'll use the most will depend on the type of data your
workbooks contain. There's no need to learn every single
function, but exploring some of the different types of
functions will help you as you create new projects. You
can even use the Function Library on the Formulas tab
to browse functions by category, such

as Financial, Logical, Text, and Date & Time.

To access the Function Library, select the Formulas tab
on the Ribbon. Look for the Function Library group.

Click the buttons in the interactive below to learn more
about the different types of functions in Excel.


http://www.gcflearnfree.org/excelformulas/doublecheck-your-formulas/1/
http://www.gcflearnfree.org/excelformulas/doublecheck-your-formulas/1/
http://www.gcflearnfree.org/excelformulas

Home Insert Page Layout Formulas Data Review View

= B B o e

“fl Use in Formul

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

Function - Uszed - - - = Time~ Reference~ Trig~ Functions~ Manager [ Create from S
Function Library Defined Names

R28 * B Jx

A A B C D E F | G | H | I | ] |

1_

2_

3_

4_

5_

ﬁ_

T_

8_

9_

10

The Lookup & Reference category contains functions that will return
results for finding and referencing information. For example, you can
add a hyperlink to a cell (HYPERLINK) or return the value of a
particular row and column intersection (INDEX).

To Insert a function from the Function
Library:

In the example below, we'll use the COUNTA function to
count the total number of items in the Items column.
Unlike COUNT, COUNTA can be used to tally cells that
contain data of any kind, not just numerical data.

1. Select the cell that will contain the function. In our example,
we'll select cell B17.



B17 | I

™~k
=
m
!
o

ITEM QUANTITY  UNIT PRICE LINE TOTAL
3 |Tomatoes (case of 12) 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 520.14 5$100.70
5 |All Purpose Flour (50 Ib.) 5 $14.05 570.25
6 |Corn Meal/Maza (25 Ib.) 5 S18.69 §93.45
7 |Brown Rice (25 Ib.) 5 $10.99 554.95
8 |Lime Juice (1 gallon) 5 511.99 559.95
9 |Tomato Juice (case of 10) 3 $19.49 558.47
10|Hot Sauce (1 gallon) 8 57.35 558.80
11|Salsa, Medium (1 gallon) 12 $8.47 $101.64
12 |Olive Qil (2.5 gallon) 4 528.69 5114.76

TOTAL $765.29

PURCHASE ORDER SUMMARY
Total items ordered
18 | Most expensive item

19 |Average days in transit

20

2. Click the Formulas tab on the Ribbon to access the Function
Library.

3. From the Function Library group, select the desired function
category. In our example, we'll choose More Functions, then
hover the mouse over Statistical.



Page Layout Formulas Data Review View

EB@oE & BIE]S

€fl Use in Formula

Define Mame -

e T e M gl v retomsaccor
Function Library i Statistical k | AVEDEY
| MR Engineering™ » AVERAGE
i . | I%, Cube g AVERAGEA
| @ Information  » AVERAGEIF
w [P Compatibility » AVERAGEIFS
of 12) 3 STl web b BETA.DIST
> of 10) 5 $20.14 S10  BETAINY
r (50 1b.) 5 514.05 S7 BINOM.DIST
(25 1b.) 5 $18.69 Sg  BINOMDIST.RANGE
b.) 5 $10.99 g oMY
CHISQ.DIST
lon) > 511.99 5 CHISQ.DIST.RT
ise of 10) 3 $19.49 S5 chsouny
lon) 8 G§7.35 S5 CHISQLINV.RT
1 gallon) 12 5$8.47 510 CHISQ.TEST
lon) A $28.69 §11  CONFIDENCENORM
CORREL

4. Select the desired function from the drop-down menu. In our

example, we'll select the COUNT A function, which will count
the number of cells in the Items column that are not empty.

Oy

*.0 Trace [
=]

ol Trace

& Remaowv

F-




Page Layout Formulas Data Review View

BB oE & @ S

Define Mame - E':“ Trace P
€fl Use in Formula ok Trace [
[T Create fram Selection & Remaowv
COMNFIDEMCE.NORM E
COMNFIDEMCET
CORREL
COUNT
COUNTA
—

Financial Logical Text Date& Lookup & Math &  Mare Marme
2 2 = Time~ Reference~ Trig~ Functions= Manager
Function Library [H, Statistical k |

'IM Engineering *

L’ﬁ Cube 2

E i€ :

@ [nformation

of 12) 3 STl web .
> of 10) 5 $20.14 510
r (50 Ib.) 5 $14.05 $7
(25 1b.) 5 $18.69 $9
b.) 5 $10.99 $5
lon) 5 $11.99 $5
ise of 10) 3 $19.49 $5
lon) 8 G§7.35 S5
1 gallon) 12 $8.47 S10
lon) 4 528.69 S11

TOTAL 576

COUNTA(raluel,value?,)

Counts the number of cells in a
range that are not empty,

e Tell me more
CUVARIANCES
DEVSC
EXPOMN.DIST
F.DIST
F.DIST.RT
FNV
FINV.RT
F.TEST
FISHER.

5. The Function Arguments dialog box will appear. Select

the Valuel field, then enter or select the desired cells. In our

example, we'll enter the cell range A3:A12. You may continue

to add arguments in the Value2 field, but in this case we only

want to count the number of cells in the cell range A3:A12.

6. When you're satisfied, click OK.



Function Arguments ? ot

COUNTA

Valuel |A3:A12 = [Tomatoes [case of 12)":"Black Bean...

Value2 | = number

= 10
Counts the number of cells in a range that are not empty.

Valuel: wvaluel,value2,... are 1to 255 arguments representing the values and cells
you want to count. Values can be any type of information.

Formula result = 10

Help on this function | oK M | Cancel

7. The function will be calculated, and the result will appear in
the cell. In our example, the result shows that a total of 10
items were ordered.



B17 v | F# B =COUNTA(A3:A12)

™~k
=
m
!
o

ITEM QUANTITY  UNIT PRICE LINE TOTAL
3 |Tomatoes (case of 12) 3 $17.44 $52.32
4 |Black Beans (case of 10) 5 520.14 5$100.70
5 |All Purpose Flour (50 Ib.) 5 $14.05 570.25
6 |Corn Meal/Maza (25 Ib.) 5 S18.69 §93.45
7 |Brown Rice (25 Ib.) 5 $10.99 554.95
8 |Lime Juice (1 gallon) 5 511.99 559.95
9 |Tomato Juice (case of 10) 3 $19.49 558.47
10|Hot Sauce (1 gallon) 8 57.35 558.80
11|Salsa, Medium (1 gallon) 12 $8.47 $101.64
12 |Olive Qil (2.5 gallon) 4 528.69 5114.76
13 TOTAL $765.29
E
15

PURCHASE ORDER SUMMARY
Total items ordered

18 | Most expensive item
19 |Average days in transit

The Insert Function
command

While the Function Library is a great place to browse for
functions, sometimes you may prefer to search for



one instead. You can do so using the Insert

Function command. It may take some trial and error
depending on the type of function you're looking for;
however, with practice, the Insert Function command can
be a powerful way to find a function quickly.

To use the Insert Function command:

In the example below, we want to find a function that will
calculate the number of business days it took to receive
items after they were ordered. We'll use the dates in
columns E and F to calculate the delivery time in

column G.

1. Select the cell that will contain the function. In our example,
we'll select cell G3.

G3 - Jx

4
= ORDERED RECEIVED
'3 |Tomatoes (case of 12)

4 |Black Beans (case of 10) 12-Oct 17-Oct
5 |All Purpose Flour (50 Ib.) 12-Oct 14-Oct
6 (Corn Meal/Maza (25 Ib.) 12-Oct 15-Oct
7 |Brown Rice (25 Ib.) 12-Oct 15-Oct
8 |Lime Juice (1 gallon) 16-Oct 20-Oct
s ' Tomato Juice (case of 10) 16-Oct 19-Oct
10|Hot Sauce (1 gallon) 16-Oct 20-Oct
11|Salsa, Medium (1 gallon) 19-Oct 23-Oct
12| Olive Qil (2.5 gallon) 19-Oct 24-Oct
13




2. Click the Formulas tab on the Ribbon, then click the Insert
Function command.

Home Insert Page Layout Formulas
= C=IDef
b |:|’ G Us
: £
Insert 7 AutoSum Recently Financial Lﬂglcal Text Date & Lookup&'. Math &  Mare Mame
Function = Used ~ = = *  Time~ Reference~ Trig~ Functions~ Manager £ Cre
Function Library Define

Insert Function (Shift+F3)

S

Work with the formula in the
current cell, You can easily pick
functions to use and get help on
how to fill cut the input values.

ORDERED RECEIVED

| e Tell me more
4 |Black Beans (case of 10)

3. The Insert Function dialog box will appear.

4. Type a few keywords describing the calculation you want the
function to perform, then click Go. In our example, we'll
type count days, but you can also search by selecting
a category from the drop-down list.

Insert Function ? .

Search for a function:

Or select a categony: | All

Select a function:

ABS -
ACCRINT

ACCRINTM

ACOS

ACOSH

ACOT

ACOTH N

ABS({number)
Returns the absolute value of a number, a number without its sign.

Help on this function QK || Cancel




5. Review the results to find the desired function, then click OK.
In our example, we'll choose NETWORKDAYS, which will
count the number of business days between the ordered date
and received date.

Insert Function ? X

Search for a function:

count days Go

Or select a category: | Recommended

Select a function:

MINVERSE

MMULT
METWORKDAYS.IMNTL
ODDFPRICE

WORKDAY,INTL
METWORKDAYS

Returns the number of whole workdays between two dates.

Help on this fundion | oK [}J| Cancel |

6. The Function Arguments dialog box will appear. From here,
you'll be able to enter or select the cells that will make up the
arguments in the function. In our example, we'll enter E3 in
the Start_date field and F3 in the End_date field.

7. When you're satisfied, click OK.



Function Arguments ? *

NETWORKDAYS
Start_date |E3 = 42789
End_date |F3 = 42792
Holidays | = any

= 4
Returns the number of whole workdays between two dates.

End_date is a serial date number that represents the end date.

Formula result = 4

Help on this function | DK[: | | Cancel

8. The function will be calculated, and the result will appear in
the cell. In our example, the result shows that it took four
business days to receive the order.

G3 - f | =NETWORKDAYS(E3,F3)

4
= ORDERED RECEIVED
'3 |Tomatoes (case of 12)

4 |Black Beans (case of 10) 12-Oct 17-Oct
5 |All Purpose Flour (50 Ib.) 12-Oct 14-Oct
6 (Corn Meal/Maza (25 Ib.) 12-Oct 15-Oct
7 |Brown Rice (25 Ib.) 12-Oct 15-Oct
8 |Lime Juice (1 gallon) 16-Oct 20-Oct
s ' Tomato Juice (case of 10) 16-Oct 19-Oct
10|Hot Sauce (1 gallon) 16-Oct 20-Oct
11|Salsa, Medium (1 gallon) 19-Oct 23-Oct
12| Olive Qil (2.5 gallon) 19-Oct 24-Oct
13

Like formulas, functions can be copied to adjacent cells.
Simply select the cell that contains the function, then
click and drag the fill handle over the cells you want to



fill. The function will be copied, and values for those
cells will be calculated relative to their rows or columns.

Jx

]
[T4]
4

Tomatoes (case of 12)
Black Beans (case of 10)
All Purpose Flour (50 Ib.)
Corn Meal/Maza (25 Ib.)
Brown Rice (25 Ib.)

Lime Juice (1 gallon)
Tomato Juice (case of 10)
Hot Sauce (1 gallon)
Salsa, Medium (1 gallon)
Olive Qil (2.5 gallon)

3 R |2 3o @ |~ o> vy

=NETWORKDAYS(E3,F3)

ORDERED

12-Oct
12-Oct
12-Oct
12-Oct
16-Oct
16-Oct
16-Oct
19-Oct
15-Oct

To learn more:

RECEIVED

If you're comfortable with basic functions, you may want
to try a more advanced one like VLOOKUP. Check out
our article on How to Use Excel's VLOOKUP
Function for more information.

To learn even more about working with functions, visit

our Excel Formulas tutorial.


http://www.gcflearnfree.org/excel-tips/how-to-use-excels-vlookup-function/1/
http://www.gcflearnfree.org/excel-tips/how-to-use-excels-vlookup-function/1/
http://www.gcflearnfree.org/excelformulas

Challenge!

1. Open our practice workbook.
2. Click the Challenge tab in the bottom-left of the workbook.

3. In cell F3, insert a function to calculate the average of the four
scores in cells B3:E3.

4. Use the fill handle to copy your function in cell F3 to
cells F4:F17.

5. In cell B18, use AutoSum to insert a function that calculates
the lowest score in cells B3:B17.

6. In cell B19, use the Function Library to insert a function that
calculates the median of the scores in cells B3:B17. Hint: You
can find the median function by going to More Functions >
Statistical.

7. In cell B20, create a function to calculate the highest score in
cells B3:B17.

8. Select cells B18:B20, then use the fill handle to copy all three
functions you just created to cells C18:F20.

9. When you're finished, your workbook should look like this:


https://media.gcflearnfree.org/content/563b7aa7ca7fac0d9c7b3f7a_11_05_2015/excel2016_functions_practice.xlsx

E

B C D

| First Quarter Grades
2 Student Name Unit 1 Quiz 1 Unit 1 Test Unit 2 Quiz 1 Unit 2 Quiz
3 Jackson Love 70 75 88 80
4 Priya Patel a7 100 92 95
5 Sharia Clemmons 85 o7 45 79
6 Ming Lu 91 93 89 95
7 Sadie Carter 86 84 93 89
3 Jensen Howard 54 70 87 72
9 Tyriq Hilton 77 85 76 80
10 Maria Saldana 100 96 93 87
11 Kyle Jacobs 80 89 91 93
12 John Feinstein 89 67 84 87
13 Carter Zhou 75 68 82 83
14 Jose Marco Hernandez 93 87 86 91
15 Betsy Michaels 20 95 80 73
16 Dexter Cooper 62 71 76 84
17, Quanisha Johnson 100 o8 86 89

Lowest Score b4 67 45 72
Median Score 80 87 86 89
Highest Score 100 100 93 95




Introduction

Excel workbooks are designed to store a lot of
information. Whether you're working with 20 cells or
20,000, Excel has several features to help you organize
your data and find what you need. You can see some of
the most useful features below. And be sure to check out
the other lessons in this tutorial to get step-by-step
instructions for each of these features.

Freezing rows and columns

You may want to see certain rows or columns all the time
in your worksheet, especially header cells. By freezing
rows or columns in place, you'll be able to scroll through

your content while continuing to view the frozen cells. In
this example, we've frozen the top two rows, which
allows us to view the dates no matter where we scroll in
the spreadsheet.

A B C D E F

(il 2014-2015 Sales Data

FA Salesperson Feb 2014 PMar 2014 Apr 2014

18 | Hodges, Melissa 54,624.00 514,772.00 519,330.00 56,303.00 55,667.00
158 |Jameson, Robinsor 52,552.00 51,627.00 54,382.00 59,083.00 54,269.00
20 |Kellerman, France: 54,281.00 57,375.00 517,730.00 519,998.00 53,502.00
21 | Mark, Katharine 54,679.00 53,058.00 51,497.00 55,722.00 55,853.00

Sorting data

You can quickly reorganize a worksheet by sorting your
data. Content can be sorted alphabetically, numerically,
and in many other ways. For example, you could
organize a list of contact information by last name.



http://www.gcflearnfree.org/excel2016/freezing-panes-and-view-options/1/
http://www.gcflearnfree.org/excel2016/freezing-panes-and-view-options/1/
http://www.gcflearnfree.org/excel2016/sorting-data/1/
http://www.gcflearnfree.org/excel2016/sorting-data/1/
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CONTACT NAME

Chaturvedi, Rick
Dean, Hank
Figgis, Mallory
Finn, Jake
Kinkade, Chris
Lawson, Miranda
Reyes, Felicia
Sebastian, Lil
Silva, Vivica
Stark, Katie
Torrance, Jill
Yuen, Phillip

Customer Contact List

BILLING ADDRESS PHONE

2428 S Redding St #2 B 360-555-5422
3034 Foggy Wharf Looj 308-555-1050
3520 Sleepy Hearth Dr 425-555-5370
1407 Dusty Fawn Ln 50 605-555-6435
1028 Quiet Dale Rd Hoi 443-555-4942
5316 Colonial Pkwy Est 575-555-9255
8544 Lazy Bluff Ave Wh 316-555-3256
9060 Easy Evening Ln V 207-555-7225
8595 Thunder Brook Cii 360-555-4289
971 Cinder Butterfly St 603-555-2460
3160 Amber Gate Rd R(605-555-4495
5108 Crystal Gate Blvd 913-555-5928

Filtering data

EMAIL ADDRESS

|

info@newhaventraders.com
hdean@venturebrewing.com
malloryf@archerproperties.com
jake@adventureoutfitters.com
chris.kinkade@placervilleins.cor
mlawson@massairlines.com
felicia@everlypublishing.com
lil@knopeequestrian.com
vivica@rileygardensupply.com
katie.stark@ariarealestate.com
Jtorrance@overlookinn.com
yuenp@corepharmaceuticals.co

Filters can be used to narrow down the data in your
worksheet, allowing you to view only the information
you need. In this example, we're filtering the worksheet
to show only rows that contain the

words Laptop or Projector in column B.


http://www.gcflearnfree.org/excel2016/filtering-data/1/

A B C

1 Type o Equipment Detail =
7l SertAtoz na Digital Camera
Al SortZtoA n Z-60 Digital Camera
Sort by Color " martPad L200-3 Laptop

nartPad L200-3 Laptop
nartPad L200-3 Laptop

Text Fil -
ext Zilters "L Digital Camcorder
[Search “ hartPad L200-4X
[ [Select All)
[ Camera {-10 Laptop
[+ Laptop _
o (-10 Laptop
-] Projector {-10 Laptop
el ¢-10 Laptop
Board L500-1
Board L500-1

; DigiCam Printer ||
; Label Maker
‘Camera Travel Bag

olling Laptop Case
| ox L\,}J | Cancel | Rolling Laptop Case
20 [61UU Projector Umega VisX 1.0

Summarizing data

The Subtotal feature allows you to quickly summarize
your data. In our example, we've created a subtotal

for each T-shirt size, which makes it easy to see how
many we'll need in each size.



http://www.gcflearnfree.org/excel2016/groups-and-subtotals/1/

1 —

2| 105
3105
4| 135
5 220-A
6  220-A
7| 220-B
8| 220-B
9 | 220B
10 |

11 105
12| 105
13 105
14 110
15| 110
16 135
17| 135
18| 220-A
19 220-B
20|  220-B
21

Formatting data as a table

Melissa
Esther
Anisa
Brigid

Christopher

Michael
Malik
Wendy

Nathan
Christiana
Sidney
Matt
Gabriel
James
Chantal

Chevonne
Samantha

Avery

Homeroom # First Name Last Name

White
Yaron
Naser
Ellison

Peyton-Gomez

Lazar
Reynolds
Shaw

Albee
Chen
Kelly
Benson
Del Toro
Panarello
Weller
Means
Bell

Kelly

Payment Method T-Sh

Debit Card Smic
Pending Smc
Check Bounced Smc
Cash Smc
Check Smic
Cash Smc
Cash Smc
Cash Smc
Small Count f

Check Mec
Check Bounced Mec
Check Mec
Money Order Mec
Cash Mec
Check Mec
Debit Card Mec
Money Order Mec
Check Mec
Debit Card Mec

Medium Count

Just like regular formatting, tables can improve the look
and feel of your workbook, but they'll also help

you organize your content and make your data easier to
use. For example, tables have built-in sorting and filtering
options. Excel also includes severalpredefined table

styles, allowing you to create tables quickly.


http://www.gcflearnfree.org/excel2016/tables/1/

| A | E | C ]
S A B R US A Catering Invoice
Sabrosa Empanadas & More
m;m 1202 Biscayne Bay Drive Invoice #: 5686
Orlando, FL 32804 Date: 05/10/1
3 |Empanadas: Beef Picadillo 52.99 S44 .8
4 |Empanadas: Chipotle Shrimp $3.99 10 $39.9
5 'Tamales: Chicken Tinga 52.29 20 545 .8
6 |Tamales: Vegetable 52.29 30 568.7
7 |Arepas: Carnitas 52.89 10 S28.6
8 |Arepas: Queso Blanco 52.49 20 549 8
s Beverages: Horchata 51.89 25 5472
10

Visualizing data with charts

It can be difficult to interpret Excel workbooks that
contain a lot of data. Charts allow you to illustrate your
workbook data graphically, which makes it easy to
visualize comparisons and trends.


http://www.gcflearnfree.org/excel2016/charts/1/

A B C D E F G
1] M january  RflFebruary Rfvarch  RflAprii  Rlmay |
2 Classics $18,580 $49,225 $16,326 $10,017 $26,134
3  Mystery $78,970 $82,262 548,640 $49,985 573,428
4 Romance $24,236 $131,390 $79,022 $71,009 $81,474
5  Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686
6 Young Adult $35,358 542,685 520,893 $16,065 521,388,
7 | 0 0 o)
8 Chart Title +
3 $140,000 p
10 P
11 $120,000
12 $100,000 Y
13 L
14— $80,000
15 @ 60,000 o)
16 $40,000
o $20,000 I
s | [ I 1
20_ Classics Mystery Romance  Sci-Fi & Fantasy Young Adult
21: M January ® February B March M April B May
22 o o O

Adding conditional formatting

Let's say you have a worksheet with thousands of rows of
data. It would be extremely difficult to see patterns and

trends just from examining the raw

information. Conditional formatting allows you to
automatically apply cell formatting—such
as colors, icons, and data bars—to one or more cells
based on the cell value.



http://www.gcflearnfree.org/excel2016/conditional-formatting/1/

B C D E F

[T T v/ B R o L B Oy R S U W R

— el — —
Il Bl el el
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=
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w00
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=

A"'P Westbrook Parker S

Salesperson May June July August  Septeml
Albertson, Kathy W $3,799.00 W $557.00 W $3,863.00 W $1,117.00 == 58,237
Allenson, Carol A $18,930.00 W $1,042.00 == $9,355.00 W $1,100.00 = $10,185
Altman, Zoey W $5,725.00 W $3,072.00 W $6,702.00 ¥ $2,116.00 == $13,452
Bittiman, William W $1,344.00 W $3,755.00 W $4,415.00 W $1,089.00 W 54,404
Brennan, Michael = $8,296.00 ¥ $3,152.00 =$11,601.00 ¥ $1,122.00 W $3,170
Carlson, David W $3,945.00 W $4,056.00 W $3,726.00 W $1,135.00 = 58,817
Collman, Harry = $8,337.00 ¥ $4,906.00 = $9,007.00 ¥ $2,113.00 = $13,090
Counts, Elizabeth W 53,742.00 W $521.00 W S4,505.00 W 51,024.00 W 53,528
David, Chloe = $7,605.00 W $3,428.00 W $3,973.00 W $1,716.00 W 54,839
Davis, William W $5,304.00 ¥ $1,562.00 W $2,945.00 W $1,176.00 = $9,642
Dumlao, Richard == $9,333.00 W $2,779.00 W $7,549.00 ¥ $1,101.00 W 55,850
Farmer, Kim W $1,103.00 W $3,470.00 W $3,862.00 W $1,040.00 = $10,024
| Ferguson, Elizabeth W $1,333.00 W $1,913.00 W $4,596.00 W $1,126.00 W $5,503
Flores, Tia = $12,398.00 W $2,883.00 W $2,142.00 W $2,014.00 == $13,547
Ford, Victor W $3,251.00 W $4,931.00 = $8,283.00 W $1,054.00 = $9,543
| Hodges, Melissa W $4,624.00 W $4,798.00 = $8,420.00 W $1,389.00 = $10,468
Jameson, Robinson W $2,552.00 W $4,459.00 W $2,248.00 W $1,058.00 W 56,267
Kellerman, Frances W $4,281.00 W $4,172.00 =511,074.00 ¥ $1,282.00 W $2,365

Using Find and Replace

When working with a lot of data, it can be difficult and
time consuming to locate specific information. You can
easily search your workbook using the Find feature,
which also allows you to modify content using

the Replace feature.



http://www.gcflearnfree.org/excel2016/using-find-replace/1/
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Introduction

Whenever you're working with a lot of data, it can be
difficult to compare information in your workbook.
Fortunately, Excel includes several tools that make it
easier to view content from different parts of your
workbook at the same time, including the ability

to freeze panes and split your worksheet.

To freeze rows:

You may want to see certain rows or columns all the time
in your worksheet, especially header cells.

By freezing rows or columns in place, you'll be able to
scroll through your content while continuing to view the
frozen cells.

1. Select the row below the row(s) you want to freeze. In our
example, we want to freeze rows 1 and 2, so we'll select row 3.

A B C D E F
(il 2014-2015 Sales Data
F Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014 May 2014
= |Albertson, Kathy | $3,?59.m| 54, 152.uu| $1u,491.nn| $5,543.m| $3,94?.m|
4 |Allenson, Carol 518,930.00 53,993.00 59,133.00 519,845.00 $1,411.00
5 |Altman, Zoey $5,725.00 $4,848.00 $8,741.00  $11,138.00 $2,521.00
& |Bittiman, William 51,344.00 53,693.00 515,346.00 517,253.00 $4,752.00

2. 0n the View tab, select the Freeze Panes command, then
choose Freeze Panes from the drop-down menu.



View I'-n;-'l Tell me what you want to do...

Q R - ;— Split View Side by Side EI:I'_J
D EHide [DI Synchronous Scrolling i

Zoom to Mew Arrange Freeze . - N Switch

Selection | Window Al [PSnests |:| Unhide @ [f Reset Window Position Windows

Freeze Panes

Keep rows and cull.hns visible while the rest of

the worksheet scrolls (based on current selection).
Freeze Top Row

Keep the top row visible while scrolling through

the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling i
,548.00 43,947.00 through the rest of the worksheet. i

3. The rows will be frozen in place, as indicated by the gray line.
You can scroll down the worksheet while continuing to view
the frozen rows at the top. In our example, we've scrolled down
to row 18.

A B i D E F

il 2014-2015 Sales Data

 Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014

18 Hodges, Melissa 54,624.00 514,772.00 519,830.00 56,303.00 55,667.00

13 |Jameson, Robinsor 52,552.00 51,627.00 54,382.00 59,083.00 54,269.00

20 |Kellerman, France: 54,281.00 57,375.00 517,730.00 519,998.00 53,502.00

21 | Mark, Katharine 54,679.00 53,058.00 51,497.00 55,722.00 55,853.00
To freeze columns:

1. Select the column to the right of the column(s) you want
to freeze. In our example, we want to freeze column A, so we'll
select column B.

{8 2014-2015 Sal

2N Salesperson Feb 2014 Mar 2014 Apr 2014

3 |Albertson, Kathy $3,799.00 $4,162.00 $10,491.00 $6,548.00 $3,947.00
4 |Allenson, Carol $18,930.00 £3,993.00 5$9,133.00 519,845.00 $4,411.00
5 |Altman, Zoey $5,725.00 54,848.00 $8,741.00 511,138.00 $2,521.00
6 |Bittiman, William $1,344.00 53,693.00 515,346.00 $17,253.00 $4,752.00




2. 0n the View tab, select the Freeze Panes command, then
choose Freeze Panes from the drop-down menu.

View I'-n;-'l Tell me what you want to do...
Q R - ;l. Split | [0 View Side by Side EI:I'_J
- I Hide [DI Synchronous Scrolling i
Zoom to Mew Arrange Freeze . i N Switch
Selection Window Al Paness | Unhide [T Reset Window Position  windows
Freeze Panes

= Eeep rows and cull.hns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row

] F Keep the top row visible while scrolling through
the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet.

May 2014
$3,54?.DD|

S

3. The column will be frozen in place, as indicated by
the gray line. You can scroll across the worksheet while
continuing to view the frozen column on the left. In our
example, we've scrolled across to column E.

{8 2014-2015 Sal

2N Salesperson Jul 2014

3 |Albertson, Kathy 56,548.00 $3,947.00 $557.00 53,863.00 $1,117.00
4 |Allenson, Carol $19,845.00 $4,411.00 $1,042.00 59,355.00 $1,100.00
5 |Altman, Zoey $11,138.00 $2,521.00 $3,072.00 56,702.00 $2,116.00
6 |Bittiman, William $17,253.00 $4,752.00 53,755.00 $4,415.00 $1,089.00

If you only need to freeze the top row (row 1) or first
column (column A) in the worksheet, you can simply
select Freeze Top Row or Freeze First Column from
the drop-down menu.



View I'-n;-'l Tell me what you want to do...

A = g— Split | [ View Side by Side EE
- T Hide [DI Synchronous Scrolling )
Zoom to Mew Arrange Freeze Switch

Selection | Window Al pa“E,DUnhiclc— 15 Reset Window Position Windows

Freeze Panes

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

Freeze Top Row
Keep the top row visible while scrolling through
the rest of the worksheet. b

Freeze First Column
Keep the first column visible while scrolling
,548.00 $3,947.00 through the rest of the worksheet,

(L= £

To unfreeze panes:

If you want to select a different view option, you may

first need to reset the spreadsheet by unfreezing panes.
To unfreeze rows or columns, click the Freeze

Panes command, then select Unfreeze Panes from the
drop-down menu.

View I'-n;-'l Tell me what you want to do...
Q_—| D’ﬁ - g. Split [T View Side by Side
- T Hide [DI Synchronous Scrolling
Zoom to Mew Arrange Freeze
Selection  Window  All Panes~ ] Unhide Reset Window Paosition | w
Unfreeze Panes
= Unlock all rows and celumns to scroll

through the entire worksheet. b

Freeze Top Row

;I Keep the top row visible while scrolling
through the rest of the worksheet,
Freeze First Column

;I Keep the first column visible while

,548.00 $3,947.00 scrolling through the rest of the worksheet.

Other view options



If your workbook contains a lot of content, it can
sometimes be difficult to compare different sections.
Excel includes additional options to make your
workbooks easier to view and compare. For example, you
can choose to open a new window for your workbook

or split a worksheet into separate panes.

To open a new window for the current workbook:

Excel allows you to open multiple windows for a single
workbook at the same time. In our example, we'll use this
feature to compare two different worksheets from the
same workbook.

1. Click the View tab on the Ribbon, then select
the New Window command.

Data Review @ Tell me -.---haf ou want to do...

Q| S B

i Hide

........

foom 100% Foomto Nﬁuhﬂrrange Freeze
Selection  Window  All PanE*DU”h'dE

Zoom Win
Mew Window

Open a second window for your
D E document so you can work in

_ different places at the same time,

2. A new window for the workbook will appear.




H

File

Do

2 Ex )_FreezePanes_Practices1 - Excel

Home | Insert | Page Layout | Formulas | Data

5 & 15346

Al Salesperson Jan 2014 Feb 2014
3 |Albertson, Kathy 53,799.00

4 |Allenson, Carol 518,930.00

5 |Altman, Zoey 55,725.00

& |Bittiman, William 51,344.00 53,69

7 |Brennan, Michael 58,296.00 56,76

8 |Carlson, David 53,945.00 517,22

9 |Collman, Harry 58,337.00 51,13

10 |Counts, Elizabeth 53,742.00 517,98

11 |David, Chloe 57,605.00 513,18

Ready

4

2014-2015 Sales | 2012-2013 5

Review | View | @ Tell me.. Merced Fl... Q_.Shar

Mar 2014 Apr 2014 May 2014

= Excel2016_FreezePa

Home | Insert | Page Layout | Formulas | Data

= 5 2014-201"

A B i

i8(2014-2015 Sales Data

£l Salesperson Jan 2014 Feb 20

3 |Albertson, Kathy 53,799.00 54,162.0
4 |Allenson, Carol 518,930.00 53,993.0
5 |Altman, Zoey 55,725.00 54,848.0
& |Bittiman, William 51,344.00 53,693.0
7 |Brennan, Michael 58,296.00 56,767.0
& |Carlson, David 53,945.00 517,228.0
2 |Collman, Harry 58,337.00 51,137.0
10 |Counts, Elizabeth 53,742.00 517,982.0
11 |David, Chloe 57,605.00 513,184.0

k

Ready

2014-2015 Sales 2012-2013 Sale

3. You can now compare different worksheets from the same
workbook across windows. In our example, we'll select
the 2013 Sales Detailed View worksheet to
compare 2012 and 2013 sales.



E Exc FreezeFanes_Practices1 - Excel

File Home | Insert | Page Layout | Formulas | Data | Review | View | ¢ Tell me.. Merced Fl... F?,_.Shar
- F || 15346
A B 5 D E F
1
Al Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014 May 2014
3 _AIbErtEUr'I, Kﬂth"gl" 53,?990{' = Excel?016 FreezePa
4_|Allenson, Carol 518,930.00 File Home | Insert | Page Layout | Formulas | Data
5 |Altman, Zoey 55,725.00
& |Bittiman, William 51,344.00 53,69 a1 - fe 2012-201:
7 |Brennan, Michael 58,296.00 56,76
& |Carlson, David 53,945.00 517,22
T i82012-2013 Sales Data
g |Collman, Harry 58,337.00 51,13
i £l Salesperson Jan 2012
10 |Counts, Elizabeth 53,742.00 517,98
y 3 Albertson, Kathy 55,076.00 512,037.C
11 |David, Chloe 57,605.00 513,18 4 _AII carol $12,148.00 $5,301.C
enson, Caro ,148. ,301.
b 2014-2015 Sales | 2012-2013 5]
fend { 5 |Altman, Zoey 56,684.00 5948.0
eady 7
& |Bittiman, William 514,808.00 54,299.(
7 |Brennan, Michael 514,374.00 516,041.C
& |Carlson, David 58,404.00 55,581.0
9 |Collman, Harry 515,160.00 56,286.0
10 | Counts, Elizabeth 513,817.00 511,727.0
11 |David, Chloe 511,190.00 56,614.0

| 2014-2015 Sales | 2012-2013 Sale

Ready I’&

If you have several windows open at the same time, you
can use the Arrange All command to rearrange them
quickly.

Q Tell me what you want to do...

@ DE ] 3 spnt View

i iHide Syncl
Zoom to MNew Arrange Freeze )
Selection  Window .I"-"l.”%PEHES' Unhide Reset
Window
Arrange All

Stack your open windows so you
| canseeall of them at once.




To split a worksheet:

Sometimes you may want to compare different sections
of the same workbook without creating a new window.

The Split command allows you to divide the worksheet
into multiple panes that scroll separately.

1. Select the cell where you want to split the worksheet. In our
example, we'll select cell D6.

A E C D E F

1l 2014-2015 Sales Data

El Salesperson Jan 2014 Feb 2014 Mar 2014 Apr 2014

3 |Albertson, Kathy £3,799.00 ¢1162.00  $10,491.00 $6,548.00 $3,947.00
4 |Allenson, Carol $18,930.00 £3,993.00 $9,133.00  $19,845.00 $4,411.00
5 |Altman, Zoey 45,725.00 ¢4 848.00 ¢3.741.00  $11,138.00 $2,521.00
6 |Bittiman, William £1,344.00 $3,593.00| oo 515,345.001 £17,253.00 £4,752.00
7 |Brennan, Michael £8,296.00 $6,767.00 £14,791.00 $14,130.00 £4,964.00
& |Carlson, David £3,945.00 £17,228.00 £14,135.00 £19,306.00 £2,327.00
¢ |Collman, Harry $8,337.00 £1,137.00 £9,203.00 £2,302.00 £3,967.00
10 |Counts, Elizabeth £3,742.00 £17,982.00 £9,949.00 £17,075.00 £4,670.00
11 |David, Chloe £7,605.00 £13,184.00 £10,986.00 §5,401.00 £3,379.00

2. Click the View tab on the Ribbon, then select
the Split command.

View I'-n;-'l Tell me what you want to do...

= ] e 5pﬁb} View Side by Side
WEEEEY

i iHid DI Synchronous Scrolling

Zoom to Mew Arrange Freeze
Selection | Window Al pEnE,DUnhicIE [ Reset Window Pasitior

Window
Split

Divide the window into different
= | Ppanesthat each scroll separately.

E* |
3. The workbook will be split into different panes. You can scroll
through each pane separately using the scroll bars, allowing
you to compare different sections of the workbook.




Jan 2014 Aug 2014 Sep 2014 Oct 2014
3 |Albertson, Kathy $3,799.00 $4,162.00 $1,117.00 $8,237.00 $8,690.00
4 |Allenson, Carol $18,930.00 $3,993.00 $1,100.00 $10,185.00  $18,749.00
5 |Altman, Zoey $5,725.00 $4,848.00 $2,116.00 $13,452.00 $8,046.00
14 |Farmer, Kim $1,103.00  $13,531.00 $1,040.00 $10,024.00  $18,389.00
15 |Ferguson, Elizabet $1,333.00 $6,165.00 $1,126.00 $5,503.00  $10,686.00
16 |Flores, Tia $12,398.00  $13,779.00 $2,014.00 $13,547.00  $21,983.00 |
17 |Ford, Victor $3,251.00  $13,670.00 $1,054.00 $9,543.00  $11,967.00
18 |Hodges, Melissa $4,624.00  $14,772.00 $1,389.00 $10,468.00  $12,677.00
19 [Jameson, Robinsor $2,552.00 $1,627.00 $1,058.00 $6,267.00  $14,982.00
b 2014 ... @ i [« | ] [4] ] O

4. After creating a split, you can click and drag the vertical and
horizontal dividers to change the size of each section.

To remove the split, click the Split command again.

Challenge!

Within our example file, there is A LOT of sales data.
For this challenge, we want to be able to compare data for

different years side by side. To do this:

1. Open our practice workbook.

2. Open a new window for your workbook.

3. Freeze First Column and use the horizontal scroll bar to look at

sales from 2015.

4. Unfreeze the first column.

5. Select cell G17 and click Split to split the worksheet into

multiple panes. Hint: This should split the worksheet between
rows 16 and 17 and columns F and G.


https://media.gcflearnfree.org/content/561fbc87287fc10e146dbf44_10_15_2015/excel2016_freezepanes_practice.xlsx

6. Use the horizontal scroll bar in the bottom right of the window
to move the worksheet so that Column N, which contains data
for January 2015, is next to Column F.

7. Open a new window for your workbook, and select the 2012-
2013 Sales tab.

8. Move your windows so they are side by side. Now you're able to

compare data for similar months from several different years.
Your screen should look something like this:
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Jan 2014 Feb 2014 Mar 2014 Jan 2015 Feb 2015 Mar 2015
3 |Albertsan, Kathy $3,799.00 $4,162.00 $10,491.00 $6,548.00 $3,947.00 $15,367.00 $7,274.00 $8,624.00
4 |all , Carol 18,930.00 3,993.00 $9,133.00 $19,845.00 $4,411.00 $10,740.00 $7,214.00 $18,932.00
5 |Altman, Zoey $5,725.00 $4,843.00 $8,741.00 $11,138.00 $2,521.00 $13,478.00 $13,504.00 $4,912.00
& |Bittiman, William $1,344.00 $3,693.00 51534600  $17,253.00 $4,752.00 $3424.00  $16,907.00 51,561.00
7 |Brennan, Michael $8,296.00 $6,767.00 $14,791.00 $14,130.00 $4,964.00 $6,065.00 $11,845.00 $18,982.00
8 |Carlson, David $3,945.00 $17,223.00 $14,135.00 $19,306.00 $2,327.00 $19,216.00 $12,528.00 $15,481.00
9 |Collman, Harry $8,337.00 $1,137.00 $8,203.00 $2,302.00 $3,967.00 $8,454.00 $9,938.00 $3,793.00
10 |Counts, Elizabeth $3,742.00 $17,982.00 $9,949.00 $17,075.00 $4,670.00 $9,037.00 $16,489.00 $8,026.00
11 |David, Chloe $7,605.00 $13,184.00 $10,986.00 $5,401.00 $3,379.00 $17,010.00 $3,812.00 $7,787.00
12 | Davis, William $5,304.00 $5,592.00 $9,928.00  $17,434.00 $5,363.00 $6,462.00  $15861.00  $18,246.00
13 |Dumlao, Richard $9,333.00 $3,466.00 $13,502.00 $12,579.00 $3,275.00 $7,579.00 $8,579.00 $16,917.00
14 |Farmer, Kim $1,103.00 $13,531.00 $19,874.00 $18,870.00 $3,860.00 $18,654.00 $10,062.00 $19,581.00
15 |Ferguson, Elizabet $1,333.00 $6,165.00 $18,276.00 $2,167.00 $4,685.00 $17,735.00 $18,574.00 $12,400.00
16 |Flores, Tia $12,398.00 $13,779.00 $18,993.00 $8,989.00 $4,052.00 $15,362.00 $1,569.00 $14,914.00
17 |Ford, Victar $3,251.00 $13,670.00 $7,128.00 $3,838.00 $5,541.00 $10,214.00 $15,276.00 $13,774.00
18 |Hodges, Melissa $4,624.00 $14,772.00 $19,830.00 $6,303.00 $5,667.00 $12,813.00 $3,973.00 $14,246.00
19 |Jameson, Robinsot $2,552.00 $1,627.00 $4,382.00 $9,083.00 $4,269.00 $19,145.00 $17,752.00 $1,603.00
20 |Kellerman, France:  $4,281.00 $7,375.00  517,730.00  $19,998.00 $3,502.00 $8,645.00 $8,409.00 51,422.00
21 |Mark, Katharine $4,679.00 $3,058.00 $1,497.00 §5,722.00 $5,853.00 $16,200.00 $6,332.00  $19,506.00
22 |Morrisan, Thomas $2,485.00 $7,810.00 $15,340.00 $7,973.00 $2,586.00 $6,491.00 $10,079.00 $15,947.00
23 |Moss, Pete $8,386.00 $11,051.00 $13,733.00 $16,288.00 $5,714.00 $17,758.00 $7,480.00 $19,679.00
l‘; David 2,651.00 10.663.00 $15.453.00 247,00 $17.191.00. 6,701.00 730,00

2014-2015 Sales | 2012-2013 i .. (#) ] [ [4] [ 1| [+]
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1

fl salesperson

3 |Albertson, Kathy
4 |Allenson, carol

5 |Altman, Zoey

6 |Bittiman, William
7 |Brennan, Michael
8 | Carlson, David

9 |Collman, Harry

0 |Counts, Elizabeth
11 |David, Chloe

12 |Davis, William

13 |Dumlao, Richard
14 |Farmer, Kim

15 |Ferguson, Elizabet
16 |Flores, Tia

17 |Ford, Victor

18 |Hodges, Melissa
13 |Jameson, Robinsor
20 |Kellerman, France:
21 | Mark, Katharine
22 \Morrison, Thomas
23 |Moss, Pete

24 |Paul, Henry David

Jan 2012
$5,076.00
$12,148.00
$6,684.00
$14,808.00
$14,374.00
$8,404.00
$15,160.00
$13,817.00
$11,190.00
$8,991.00
$2,071.00
$8,710.00
$5,641.00
$8,476.00
$3,570.00
$4,049.00
$12,802.00
$3,500.00
$15,951.00
$853.00
$1,856.00
$3,287.00

Feb 2012
$12,037.00
$5,301.00
$948.00
$4,299.00
$16,041.00
$5,581.00
$6,286.00
$11,727.00
$6,614.00
$4,261.00
$4,076.00
$13,275.00
$10,723.00
$16,177.00
$2,831.00
$6,037.00
$15,265.00
$10,778.00
$2,756.00
$13,777.00
$8,093.00
$12,624.00

Mar 2012
$2,366.00
$10,194.00
$6,918.00
,439.00
$16,485.00
$1,067.00
$14,785.00
$13,023.00
$6,279.00
$7,739.00
$923.00
$12,840.00
$12,047.00
$10,870.00
$6,935.00
$16,723.00
$8,074.00
$5,438.00
$13,682.00
$12,460.00
$10,254.00
$2,605.00

$16,077.
$4,916.
$565.1
$12,722.
€13,506.
$9,587.
$12,207.
$2,494.
$9,895.
$12,958.
€13, 760.
$13,506.
$14,173.
$10,601.
$10,226.
$16,218.
€12,987.
$6,313.
$3,725.
$7,587.
$2,804.
$6,294.

2014-2015 Sales | 2012-2013 Sales (O]

Ready




Introduction

As you add more content to a worksheet, organizing this
information becomes especially important. You can
quickly reorganize a worksheet by sorting your data.
For example, you could organize a list of contact
information by last name. Content can be sorted
alphabetically, numerically, and in many other ways.

Types of sorting

When sorting data, it's important to first decide if you
want the sort to apply to the entire worksheet or just
a cell range.

« Sort sheet organizes all of the data in
your worksheet by one column. Related
information across each row is kept
together when the sort is applied. In the
example below, the Contact
Name column (column A) has been sorted
to display the names in alphabetical order.
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13
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CONTACT NAME

Chaturvedi, Rick
Dean, Hank
Figgis, Mallory
Finn, Jake
Kinkade, Chris
Lawson, Miranda
Reyes, Felicia
Sebastian, Lil
Silva, Vivica
Stark, Katie
Torrance, Jill
Yuen, Phillip

Customer Contact List

BILLING ADDRESS PHONE

2428 S Redding St #2 B 360-555-5422
3034 Foggy Wharf Looj 308-555-1050
3520 Sleepy Hearth Dr 425-555-5370
1407 Dusty Fawn Ln 50 605-555-6435
1028 Quiet Dale Rd Hoi 443-555-4942
5316 Colonial Pkwy Est 575-555-9255
8544 Lazy Bluff Ave Wh 316-555-3256
9060 Easy Evening Ln V 207-555-7225
8595 Thunder Brook Cii 360-555-4289
971 Cinder Butterfly St 603-555-2460
3160 Amber Gate Rd R(605-555-4495
5108 Crystal Gate Blvd 913-555-5928

Sort range sorts the data in a range of
cells, which can be helpful when working
with a sheet that contains several tables.
Sorting a range will not affect other
content on the worksheet.

EMAIL ADDRE

|

info@newhave
hdean@wventu
malloryf@arct
jake@adventu
chris.kinkade€
mlawson@ma
felicia@everly
lil@knopeequ
vivica@rileyga
katie.stark@ar
jtorrance@ove
yuenp@corep
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To sort a sheet:

In our example, we'll sort a T-shirt order form
alphabetically by Last Name (column C).

1. Select a cell in the column you want to sort by. In our example,
we'll select cell C2.

y A B C D E

1 OMeroo : ame . ame = P - sthod
2 105 Christiana Chen cp _MedTum

3 105 Derek MacDonald Large Cash

4 105 Esther Yaron Small _
5 105 MMelissa White Small Debit Card

6 105 Nathan Albee Medium Check

7 105 sidney Kelly Medium Check

8 110 Gabriel Del Toro Medium Cash

g 110 Kris Ackerman Large Money Order




2. Select the Data tab on the Ribbon, then click the A-Z
command to sort A to Z, or the Z-A command to sort Z to A.
In our example, we'll sort A to Z.

Review View ' Tell me

ns 4 Y Y. Clear

¥ Reapply
Z W Sort  Filter o
A Y Advanced 7
Sort & Filter
Sort Ato £

Lowest to highest.

‘ 0 Tell me more |

3. The worksheet will be sorted by the selected column. In our
example, the worksheet is now sorted by last name.

A

I Homeroom #  First Name Last Name T-Shirt Size Payment Method
2 110 Kris Ackerman _Lclrge Money Order

3 | 105 Nathan Albee Medium Check

4 220-B Samantha Bell Medium Check

5 | 110 Matt Benson Medium Money Order

6 105 Christiana Chen Medium Check Bounced
7 110 Gabriel DelToro Medium Cash

' 220-A Brigid Ellisan Small Cash

9: 220-A Juan Fores #-Large _

To sort a range:

In our example, we'll select a separate table in our T-
shirt order form to sort the number of shirts that were
ordered on different dates.

1. Select the cell range you want to sort. In our example, we'll
select cell range G2:H6.



Total Orders (by Grade)

Freshmen 5
Sophomore 7
Junior 10
Senior e 5

=

2. Select the Data tab on the Ribbon, then click
the Sort command.

ns %l T;: Clear
; ) Y- Reapply
El Sort Filter
A Yo Advanced
Sort & Filter

Sort

Text
Caolun

Find values quickly by sorting your

data.
m 0 Tell me more

| irci.. S —

L

3. The Sort dialog box will appear. Choose the column you want
to sort by. In our example, we want to sort the data by the
number of T-shirt orders, so we'll select Orders.

Sort

? ot
+§-l Add Level ){ Delete Level E|’E“| Copy Level | & || W || Options... My data has headers
Column Sort On Order
sort by |‘|.-falues | |At::|2 |

Class
L2rders M
Ly
[ ok || cancal

4. Decide the sorting order (either ascending or descending). In
our example, we'll use Largest to Smallest.

5. Once you're satisfied with your selection, click OK.




Sort

8| Add Level

> Delete Level || E[Z Copy Level | ~ = | options... My data

? pod

has headers

Column

Sort On

Order

Sort by | Orders

| |‘ufalues

o

Cancel

6. The cell range will be sorted by the selected column. In our
example, the Orders column will be sorted from highest to
lowest. Notice that the other content in the worksheet was not
affected by the sort.

F

Total Orders (by Grade)

Class Orders

Junior 10
Sophomore 7
Freshmen 5
Senior 5

If your data isn't sorting properly, double-check your cell
values to make sure they are entered into the worksheet
correctly. Even a small typo could cause problems when
sorting a large worksheet. In the example below, we
forgot to include a hyphen in cell A18, causing our sort to
be slightly inaccurate.

First Name

Last Name T-Shirt Size

135
135
2204
220-A
220-A
220-A

Jordan
Alex
Christopher
Brigid

Juan
Chewvonne

Weller Large
fuen Large
Peyton-Gomez Small
Ellison Small
Fores X-Large
Means Medium




Custom sorting

Sometimes you may find that the default sorting options
can't sort data in the order you need. Fortunately, Excel
allows you to create a custom list to define your own
sorting order.

To create a custom sort:

In our example below, we want to sort the worksheet
by T-Shirt Size (column D). A regular sort would
organize the sizes alphabetically, which would be
incorrect. Instead, we'll create a custom list to sort from
smallest to largest.

1. Select a cell in the column you want to sort by. In our example,
we'll select cell D2.

y A B C D E

I Homeroom #  First Name Last Name T-Shirt Size Payment Method
2 110 Kris Ackerman Large o _Mﬂney Order

3 | 105 Nathan Albee Medium Check

4 220-B Samantha Bell Medium Check

5 | 110 Matt Benson Medium Money Order

6 105 Christiana Chen Medium Check Bounced
?: 110 Gabriel Del Toro Medium Cash

k] 220-A Brigid Ellison Small Cash

9 220-A Juan Fores X-Large _
1(2 220-B Tyrese Hanlon X-Large Debit Card

2. Select the Data tab, then click the Sort command.



I,

| irci..

El Sort Filter

Sort

Y- Reapply
Yo Advanced
Sort & Filter

Caolun

Find values quickly by sorting your

data.

Tell me more

3. The Sort dialog box will appear. Select the column you want to
sort by, then choose Custom List... from the Order field. In
our example, we will choose to sort by T-Shirt Size.

Sort ? >
5| Add Level || X< Delete Level | [ Copy Level | ~ = | options... My data has headers
Column Sort On Order
Sortby | T-Shirt Size v| values v| |atoz

Ato Z
Zto A
Custom List,., I
[ ok || cancel

4. The Custom L.ists dialog box will appear. Select NEW

LIST from the Custom Lists: box.

5. Type the items in the desired custom order in the List
entries: box. In our example, we want to sort our data by T-

shirt size from smallest to largest, so we'll

type Small, Medium, Large, and X-Large, pressing Enter on
the keyboard after each item.




Customn Lists ? >

Custom Lists

Custom lists: List entries:

MEW LIST Small Add
sun, Maon, Tue, Wed, Thu, Fri, ! kedium

Sunday, Monday, Tuesday, We Large Delete
Jan, Feb, Mar, Apr, May, Jun, I ¥-large o

January, February, March, Apri

Press Enter to separate list entries,

[ ok | caner |

6. Click Add to save the new sort order. The new list will be added
to the Custom lists: box. Make sure the new list is selected,
then click OK.

Customn Lists ? >

Custom Lists

Custom lists: List entries:
MEW LIST Small
sun, Maon, Tue, Wed, Thu, Fri, ! Fedium
Sunday, Monday, Tuesday, We Large

Jan, Feb, Mar, Apr, May, Jun, I ¥-large
January, February, March, Apri

| ok M - Cancel

7. The Custom L.ists dialog box will close. Click OK in
the Sort dialog box to perform the custom sort.




Sort ? >

5| Add Level || X< Delete Level | [ Copy Level | ~ = | options... My data has headers
Column Sort On Order
Sortby | T-Shirt Size v| values | Bmai, Meditim, Large, ¥iarge]

| ok M | Cancel

8. The worksheet will be sorted by the custom order. In our
example, the worksheet is now organized by T-shirt size from
smallest to largest.

y A B C D E

|l Homeroom # T-Shirt Size Payment Method
2 220-A Brigid Ellison Smaill

3 220-B Michael Lazar Small

4 135 Anisa MNaser Small

5 | 220-A Christopher FPeyton-Gomez Small

6 | 220-B Malik Reynolds Smaill

7 9220-B Wendy Shaw Small

g 105 MMelissa White Small Debit Card

9 | 105 Esther Yaron Small

1(2 105 Nathan Albee Medium Check

1 220-B Samantha Bell Medium Check

12| 110 Matt Benson Medium Money Order
13| 105 Christiana Chen Medium

14 110 Gabriel Del Toro Medium Cash

15| 105 Sidney Kelly Medium Check

16 220-B Avery Kelly Medium Debit Card
17| 220-A Chevonne Means Medium Money Order
18 135 James Panarello Medium Check

19 135 Chantal Weller Medium Debit Card
20 110 Kris Ackerman Large Money Order
21 105 Derek MacDonald Large Zash



Sorting levels

If you need more control over how your data is sorted,
you can add multiple levels to any sort. This allows you
to sort your data by more than one column.

To add a level:

In our example below, we'll sort the worksheet by T-
Shirt Size (Column D), and then by Homeroom
Number (column A).

1. Select a cell in the column you want to sort by. In our example,
we'll select cell A2.

y A B C D E

il Homeroom #  First Name Last Name T-Shirt Size Payment Method
2 220-A op |Brigid Ellison Small Cash

3 220-B _.Michﬂel Lozar Small Cash

4 135 Anisa Naser Small _
5: 220-A Christopher Peyton-Gomez Small Check

& 220-B Malik Eeynolds Small Cash

7 220-8 Wendy Shaw Smal Cash

g 105 MMelissa White Small Debit Card

9 105 Esther Yaron Small Pendng
10 105 Nathan Albee Medium Check

2. Click the Data tab, then select the Sort command.

Review View 2 Tell me wha
ns | a4 [Z1A Y. Clear N
2 B:

; ) ¥ Reapply
El Sort Filter Text

T;‘Advanced Tl
Sort & Filter

Sort

Find values quickly by sorting your

data.
m e Tell me more

| A1t S



3. The Sort dialog box will appear. Select the first column you
want to sort by. In this example, we will sort by T-Shirt
Size (column D) with the custom list we previously created for
the Order field.

4. Click Add Level to add another column to sort by.

Sort ? >
*a| Add Le'.reI’\J > Delete Level || E[Z Copy Level | ~ = | options... My data has headers
|
Column al Sort On Order
Sort by |T-5hirt Size | |‘ufalues | |5ma|l, Medium, Large, X-Large |
. ok || Cancel

5. Select the next column you want to sort by, then click OK. In
our example, we'll sort by Homeroom # (column A).

Sort ? >
+-‘z"l Add Level ){ Delete Level E@ Copy Level | & || w | Dptions.. hy data has headers
Column Sort On Order
Sort by |T-5hirt Size | |‘ufalues | |5ma|l, Medium, Large, X-Large |

Then by |i-ln-emn-# E" |‘ufa|ues | |Sma|lest to Largest |

| ok N | Cancel

6. The worksheet will be sorted according to the selected order. In
our example, the orders are sorted by T-shirt size. Within each
group of T-shirt sizes, students are sorted by homeroom
number.



S S [ty i o [ QT ey
IR R R e el il Rl el el el

Pa
i

105
105
105
110
110
135
135
220-A
220-B
220-B
105
110

Brigid
Christopher
Michoel
Malik
Wendy
Nathan
Christiana
Sidney
Matt
Gabriel
James
Chantal
Chevonne
samantha
Avery
Derek

Kris

White

Yaran

MNaser

Ellison
Peyton-Gomez
Lazar
REeynolds
Shaw

Albee

Chen

Kelly
Benson

Del Toro
Panarello
Weller
Means

Bell

Kelly
MacDonald
Ackerman

T-Shirt Size Payment Method

Smaill Debit Card

Small Pending
small Check Bounced -
Small Zash

Smaill Check

Smaill Zash

Small Cash

Small Zash

Medium Check

Medum  [CHECKBOUREEAN
Medium Check

Medium Money Order
Medium Zash

Medium Check

Medium Debit Card
Medium Money Order
Medium Check

Medium Debit Card

Large Cash

Large Money Order

If you need to change the order of a multilevel sort, it's
easy to control which column is sorted first. Simply select
the desired column, then click the Move Up or Move
Down arrow to adjust its priority.

Sort

8| Add Level

Column

Sort by |Hnmemnm #

Then by |T-5hirt size

? ot
Delete Level E Copy Level F Options... My data has headers
x B
Lg' - .
sort On Mowe Up (Ctrl+Up Arrow)
| |‘ufalues |i|| |5marrest to Largest |
| |‘ufalues | |Custnm List... |

oK | | Cancel




Challenge!

1. Open our practice workbook.
2. Click the Challenge tab in the bottom-left of the workbook.

3. For the main table, create a custom sort that sorts
by Grade from Smallest to Largest and then by Camper
Name from A to Z.

4. Create a sort for the Additional Information section. Sort
by Counselor (Column H) from A to Z.

5. When you're finished, your workbook should look like this:

A B [« | D | E | F | G | H
NORDMAN, ID
1
z Camper Name Gender Grade Cabin Color Counselor
3 | Bennett Hobbs Male ] Blue Hernandez
4 | Claire Smith Female 6 Pink Stone
5 | Kacey Cranston Female 6 Pink Stone
6 | Kia Willard Female 6 Pink Stone
7 |  Ricardo Gonzalez Male 6 Blue Hermandez
3 | Tia Carter Female 6 Pink Stone
9 | William Krywinski Male 6 Blue Hemandez
10 | Flora Jones Female 7 Green Gorecki
1| Kelly Suvari Female 7 Green Gorecki Additional Informa
12 | Ken Crowder Male 7 Black Patel Camper Name Counselor
13| Mark Mealer Male 7 Black Patel Bennett Hobbs Hernandez Bees, C:
14 | Priyanka Chopra Female 7 Green Gorecki Ricardo Gonzalez Hermnandez Dairy
15 | Taquan Holder Male 7 Black Patel Mariela Flores Leslie Bees, Tc
16|  Brenna Alexander Female 8 Yellow Chang Nimah Al Massri Leslie Nuts, Egi
17|  Haruto Takamani Male 8 Qrange Smith Taquan Holder Patel Peanuts
18 | Jenna Hobbs Female 8 Yellow Chang Kacey Cranston Stone Milk, Soy
19 | John Gibbs Male 8 Orange Smith
20| Mary Clarence Female 8 Yellow Chang
21 | Miles Goldstein Male 8 Qrange Smith
22 | Shivangi Patel Female 8 Yellow Chang
23 | Susana Jimenez Female 8 Yellow Chang
24 | Adir Hassan Male 9 Purple Assaf
25|  Jessica Locklear Female 9 Red Leslie
26 | Jordan Hargett Male 9 Purple Assaf
27 | Mariela Flores Female 9 Red Leslie
28| Niall St. Clair Male 9 Purple Assaf
29| Nimah Al Massri Female 9 Red Leslie
30 | Priya Dwivedi Female 9 Red Leslie


https://media.gcflearnfree.org/content/5621441b287fc20e14f45a5e_10_16_2015/excel2016_sorting_practice.xlsx

Introduction

If your worksheet contains a lot of content, it can be

difficult to find information quickly. Filters can be used

to narrow down the data in your worksheet, allowing
you to view only the information you need.

To filter data:

In our example, we'll apply a filter to an equipment log

worksheet to display only the laptops and projectors that

are available for checkout.

1. In order for filtering to work correctly, your worksheet should

include a header row, which is used to identify the name of
each column. In our example, our worksheet is organized into
different columns identified by the header cells in row

1. ID#, Type, Equipment Detail, and so on.

A B C D E
| D# Type Equipment Detail Checked Out Checked In
2 3000 Camera Saris Lumina Digital Camera 12-May-15 15-May-15
3 3005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15
4 /1021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 01-Oct-15
5 11022 Llaptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15
6 |1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15
7 3070 Camera Omega PixL Digital Camcorder 06-Oct-15
8 |1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-15 04-0Oct-15
9 11031 Laptop 17" Saris X-10 Laptop 04-Oct-15
10 11032 Laptop 17" Saris X-10 Laptop 19-5ep-15
11 11033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-5Sep-15

2. Select the Data tab, then click the Filter command.



.}ﬂS %l Y Y. Clear

Y- Reapply
Z| Sort Filter
Al I} Y- Advanced

Sort & Filter

3. A drop-down arrow will appear in the header cell for each
column.

4. Click the drop-down arrow for the column you want to filter.
In our example, we will filter column B to view only certain

types of equipment.

T
ype |

3000 |Camera PE':":""'mina Digital Came

1

2

3 |3005 Camera (Showing Alom Z-60 Digital Ca
4 11021 Laptop 15" EDI SmartPad L200-3
5

6

1022 Laptop 15" EDI SmartPad L200-3
1023 Laptop 15" EDI SmartPad L200-3

5. The Filter menu will appear.

6. Uncheck the box next to Select All to quickly deselect all data.



A B C

D4 Type o Equipment Detail =
2l SetAtoZ na Digital Camera
&l SortZtoA n Z-60 Digital Camera
Sort by Color " martPad L200-3 Laptop

nartPad L200-3 Laptop
nartPad L200-3 Laptop

Ted Eiters " (L Digital Camcorder
[Search £ nartPad 1200-4X
:Eg:::amn {-10 Laptop
Somer ¢10 Laptop
[ Projector (-10 Laptop
i (-10 Laptop
Board L500-1
Board L500-1

; DigiCam Printer 11
; Label Maker
‘Camera Travel Bag

olling Laptop Case

.ok | Cancel |Rnl|ingLaptanase

2U [b1UU  Projector Umega VisX 1.0

7. Check the boxes next to the data you want to filter, then
click OK. In this example, we will
check Laptop and Projector to view only these types of
equipment.



A B C

D4 Type o Equipment Detail =
2l SetAtoZ na Digital Camera
&l SortZtoA n Z-60 Digital Camera
Sort by Color " martPad L200-3 Laptop

nartPad L200-3 Laptop
nartPad L200-3 Laptop

Text Fil i
et iters " (L Digital Camcorder
[Search l nartPad L200-4X
[l [Select All)
[ ] Camera {-10 Laptop
[+ Laptop _
P (-10 Laptop
[+ Projectar {-10 Laptop
el (-10 Laptop
Board L500-1
Board L500-1

; DigiCam Printer 11
; Label Maker
‘Camera Travel Bag

olling Laptop Case
| ox %J | Cancel | Rolling Laptop Case
2U [b1UU  Projector Umega VisX 1.0

8. The data will be filtered, temporarily hiding any content that
doesn't match the criteria. In our example, only laptops and
tablets are visible.



Checked In

Type
?PE

Equipment Detail Checked Out
quip ~| >

1021 Laptop 15" EDI SmartPad L200-3 Laptop 15-5ep-15 01-Oct-15
1022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15
11023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15
11025 Laptop 15" EDI SmartPad L200-4X 26-5ep-15 04-0ct-15
1031 Laptop 17" Saris X-10 Laptop 04-Oct-15
10 11032 Laptop 17" Saris X-10 Laptop 19-5ep-15
11 |1033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15
12 11034 Llaptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15
20 /6100 Projector Omega VisX 1.0 28-5ep-15 01-Oct-15
21 16101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15
22 16102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15
23 16200 Projector Saris Lux T-80 01-5ep-15 0D4-Sep-15
24 16301 Projector Saris Lux T-81 Lite 10-Sep-15
25 6302 Projector Saris Lux T-81 Lite 08-5ep-15 15-5ep-15
31 |
32 |

Filtering options can also be accessed from the Sort &

Filter command on the Home tab.

2 AutoSum -

=} 7Y }3

Fill - )
Sort & Find &

& Clear~ Filter = Select ~

Editi #| SortAtoZ
Z]l sotZtoA

Custom Sort...
Y

Eilter I})

To apply multiple filters:



Filters are cumulative, which means you can

apply multiple filters to help narrow down your results.
In this example, we've already filtered our worksheet to
show laptops and projectors, and we'd like to narrow it
down further to only show laptops and projectors that
were checked out in August.

1. Click the drop-down arrow for the column you want to filter.
In this example, we will add a filter to column D to view
information by date.

1 Type Equipment Detail = Checked Du*n Checked In
4 11021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 0 O 15
5 11022 Llaptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15  (Showing Alll 15
6 [1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15
8 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-15 04-0ct-15
9 1031 laptop 17" Saris X-10 Laptop 04-Oct-15

10 11032 Laptop 17" Saris X-10 Laptop 19-Sep-15

11 |1033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-Sep-15
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15
20 6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15
21 16101 Projector Omega VisX 1.0 26-Sep-15 27-5ep-15
22 16102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15
23 16200 Projector Saris Lux T-80 01-Sep-15 0D4-Sep-15
24 6301 Projector Saris Lux T-81 Lite 10-Sep-15

25 6302 Projector Saris Lux T-81 Lite 08-Sep-15 15-5ep-15
31 |

32

2. The Filter menu will appear.

3. Check or uncheck the boxes depending on the data you want to
filter, then click OK. In our example, we'll uncheck everything
except for August.



C D

Equipment Detail = Checked Du'fu

15" EDI SmartP. 7} Sort Oldest to Newest

15" EDI SmartP il Sort Newest to Oldest

15" EDI Smartp ~ >ot o el 3
15" EDI SmartP |
17" Saris X-10 L

17" Saris X-10 L Date Filters (o
17" Saris X-101 =" A0 A |
17" Saris X-10L L msore
Omega VisX 1.0 -] August

: -] September
Omega VisX 1.0 &[] Ccober

Omega VisX 1.0
Saris Lux T-80

Saris Lux T-81 Li
Saris Lux T-81 Li

| DK%J| Cancel |

4. The new filter will be applied. In our example, the worksheet is
now filtered to show only laptops and tablets that were checked
out in August.

Type K Equipment Detail = Checked Du*E Checked In

5 11022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15
1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15

"12: 1034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15
22 6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15
31




To clear a filter:

After applying a filter, you may want to remove—
or clear—it from your worksheet so you'll be able to

filter content in different ways.

1. Click the drop-down arrow for the filter you want to clear. In

our example, we'll clear the filter in column D.

Type
?PE

C D

Equipment Detail Checked I[:Iu'fﬂ

Checked In

5 1022 Laptop

15" EDI SmartPad L200-3 Laptop 14-Aug-15

Checked Out:

1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15  Equals "August 2015
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15
22 16102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15
2. The Filter menu will appear.

3. Choose Clear Filter From [COLUMN NAME] from the Filter

menu. In our example, we'll select Clear Filter From

"Checked Out".



Equipment Detail = Checked Du

15" EDI SmartP 8] Sort Oldest to Newest
15" EDI SmartP El Sort Mewest to Oldest

17" Saris X-10 L Sort by Color a
Omega VisX 1.0 ¥ ?k‘.ﬂl Flltt_:r From "Checked Qut" I}, |

Date Filters b
|Search (All A+
-[M] [Select All)
=-m 2015

-+ August
-] September
F-]ocober

| oK || Cancel |

4. The filter will be cleared from the column. The previously
hidden data will be displayed.



1 Type Equipment Detail

4 11021 Laptop 15" EDI SmartPad L200-3 Laptop 15-5ep-15 L0 O

5 11022 laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15  (Showing 2l 15
6 1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15
8 1025 Laptop 15" EDI SmartPad L200-4X 26-Sep-15 04-0ct-15
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-15

10 11032 Laptop 17" Saris X-10 Laptop 19-Sep-15

11 11033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-5ep-15
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15
20 6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15
21 6101 Projector Omega VisX 1.0 26-Sep-15 27-Sep-15
22 6102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15
23 16200 Projector Saris Lux T-80 01-Sep-15 04-Sep-15
24 16301 Projector Saris Lux T-81 Lite 10-5ep-15

25 16302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15
31 |

32

To remove all filters from your worksheet, click
the Filter command on the Data tab.

mns %l

al

7 | A Clear
Y
: Reapply
Sort Filter
h Y Advanced
Sort & Filter

Advanced filtering

If you need a filter for something specific, basic filtering

may not give you enough options. Fortunately, Excel




includes many advanced filtering tools,

including search, text, date, and number filtering,
which can narrow your results to help find exactly what
you need.

To filter with search:

Excel allows you to search for data that contains an exact
phrase, number, date, and more. In our example, we'll use
this feature to show only Saris brand products in our
equipment log.

1. Select the Data tab, then click the Filter command. A drop-
down arrow will appear in the header cell for each
column. Note: If you've already added filters to your worksheet,
you can skip this step.

2. Click the drop-down arrow for the column you want to filter.
In our example, we'll filter column C.

A B C D E

Checked Out Checked In

1 ID #ﬂ Type = Equipment Detail = =

2 3000 :Camera Saris Lumina Digital Camera ui;mt:i;;l‘:e:aﬁ: 15-May-15
3 [3005 Camera Saris Zoom Z-60 Digital Camera  (showing All) 06-Aug-15
4 11021 Laptop 15" EDI SmartPad L200-3 Laptop 15-Sep-15 01-Oct-15

5 1022 Llaptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15
6 1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15
7 3070 Camera Omega PixL Digital Camcorder 06-0Oct-15

8 |1025 Llaptop 15" EDI SmartPad L200-4X 26-5ep-15 04-0Oct-15

9 |1031 Laptop 17" Saris X-10 Laptop 04-0ct-15

10 11032 Laptop 17" Saris X-10 Laptop 19-5ep-15




3. The Filter menu will appear. Enter a search term into

the search box. Search results will appear automatically below

the Text Filters field as you type. In our example, we'll
type saris to find all Saris brand equipment. When you're done,

click OK.
B

T
YPe

Camera

Camera

Laptop

Laptop

Laptop

Camera

Laptop

Laptop

Laptop

Laptop

Laptop

Other

Other

Other

Other

Other

Other

Other

Mhae = 0 o

C
Equipment Detail o
£l SotAteZ
Z] sotZtoA
Sort by Color O
h4
Text Filters L

[+ [Select All Search Results)

-] Add current selection to filter
-[#] 17" Saris ¥-10 Laptop

[+ Saris Lumina Digital Camera
-[w] Saris Lux T-80

-[w] Saris Lux T-81 Lite

-[+] Saris SlimPro

[+ Saris Zoom Z-60 Digital Camera
-[v] U-Go Saris DigiCam Printer I
-[#] U-Go Saris Label Maker

| DKL\SJ| Cancel | |

4. The worksheet will be filtered according to your search term. In
our example, the worksheet is now filtered to show only Saris

brand equipment.



1 Equipment Detail K Checked Du*n Checked In
2 |3000 |Camera Saris Lumina Digital Camera 12-May-15 15-May-15
3 13005 Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15
9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-15

10 1032 Laptop 17" Saris X-10 Laptop 19-5ep-15

11 1033 Laptop 17" Saris X-10 Laptop 24-Sep-15 26-5ep-15
12 11034 Laptop 17" Saris X-10 Laptop 25-Aug-15 27-Aug-15
15 3800 Other U-Go Saris DigiCam Printer || 04-Aug-15 05-Aug-15
16 |3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15
23 16200 Projector  Saris Lux T-80 01-5ep-15 04-5ep-15
24 16301 Projector Saris Lux T-81 Lite 10-5ep-15
25 16302 Projector Saris Lux T-81 Lite 08-Sep-15 15-Sep-15
26 (1011 Tablet Saris SlimPro 04-Oct-15
27 11012 Tablet Saris SlimPro 29-Sep-15
31 |
32

To use advanced text filters:

Advanced text filters can be used to display more
specific information, like cells that contain a certain
number of characters or data that excludes a specific
word or number. In our example, we'd like to exclude any
item containing the word laptop.

1. Select the Data tab, then click the Filter command. A drop-
down arrow will appear in the header cell for each
column. Note: If you've already added filters to your worksheet,
you can skip this step.

2. Click the drop-down arrow for the column you want to filter.
In our example, we'll filter column C.



1 Equipment Detail = Checked Du*n Checked In
2 (3000 TCamera Saris Lumina Digital Camera ui;’m:ﬂ;;:;e:aicl: 15-May-15

3 3005 Camera Saris Zoom 7Z-60 Digital Camera (Showing All) 06-Aug-15

4 11021 Laptop 15" EDI SmartPad L200-3 Laptop 15-5ep-15 01-Oct-15

5 11022 Laptop 15" EDI SmartPad L200-3 Laptop 14-Aug-15 16-Aug-15

6 (1023 Laptop 15" EDI SmartPad L200-3 Laptop 08-Aug-15 15-Aug-15

7 [3070 Camera Omega PixL Digital Camcorder 06-Oct-15

8 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-15 04-Oct-15

9 1031 Laptop 17" Saris X-10 Laptop 04-Oct-15

10 /11032 Laptop 17" Saris X-10 Laptop 19-Sep-15

3. The Filter menu will appear. Hover the mouse over Text
Filters, then select the desired text filter from the drop-down

menu. In our example, we'll choose Does Not Contain to view

data that does not contain specific text.



Type = Equipment Detail Checked Uu*n Checked In

Camera 7] SotAteZ 12-May-15 15-May-15
z

Camera Al SotZtoA 27-Jul-15 06-Aug-15
Laptop sort by Color " 04-Oct-15
Laptop ¥ Clear Filter From "Equipment Detail" 19-Sep-15
Laptop 24-%en-15 76-5ep-15
 TextFilters > Equals... —
Laptop e \ug-15

5 h Does Mot Equal... -
Other | EEFIEE P q \ug-15

|| [Select All} ~ Begins With... Y
Other ~[]15° EDI SmartPad L200-3 Laptop e With un-15
. -[] 15" EDI SmartPad L200-4X nds TEn... !

m [ 17" Saris ¥-10 Laptop Contains... &
Projector ~[[]32 Paragon 440 OLED TV .
— | -[[]50° Paragon 490L LED TV Does Not Contain... Niomae
_PrDJECtGr ~[] 7M Deluxe Camera Travel Bag Custom Filter... IED—IE
Tablet [ 7M Heavy Rolling Laptop Case TOTTETD
1 ~[_]7M Light Rolling Laptop Case
Tablet -] EDI SmartBoard L500-1 29-5"3[]'15

[ Omega PixL Digital Camcorder
-] Omega Visk 1.0

--[+]| Saris Lumina Digital Camera
~[¥] Saris Lux T-80

[ Saris Lux T-81 Lite

[ P

OK Cancel

4. The Custom AutoFilter dialog box will appear. Enter
the desired text to the right of the filter, then click OK. In our
example, we'll type laptop to exclude any items containing this
word.

Custom AutoFilter ? >

Show rows where:
Equipment Detail

does not contain b laptop L

@ and O or

Use 7 to represent any single character
Use * to represent any series of characters

L&




5. The data will be filtered by the selected text filter. In our
example, our worksheet now displays items that do not contain
the word laptop.

1 Type = Equipment Detail Checked Du'fn Checked In
2 |3000 [Camera Saris Lumina Digital Camera 12-May-15 15-May-15
3 3005 ‘Camera Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15
7 |3070 Camera Omega PixL Digital Camcorder 06-0Oct-15

8 1025 Llaptop 15" EDI SmartPad L200-4X 26-5ep-15 04-Oct-15
13 12050 Other EDI SmartBoard L500-1 05-Oct-15 06-0ct-15
14 |2051 Other EDI SmartBoard L500-1 01-Oct-15 05-0Oct-15
15 [3800 Other U-Go Saris DigiCam Printer 11 04-Aug-15 05-Aug-15
16 |3900 Other U-Go Saris Label Maker 13-lun-15 20-Jun-15
17 14800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15
20 |6100 Projector Omega VisX 1.0 28-Sep-15 01-Oct-15
21 /6101 Projector Omega VisX 1.0 26-5ep-15 27-5ep-15
22 16102 Projector Omega VisX 1.0 22-Aug-15 23-Aug-15

To use advanced number filters:

Advanced number filters allow you to manipulate
numbered data in different ways. In this example, we'll
display only certain types of equipment based on the
range of ID numbers.

1. Select the Data tab on the Ribbon, then click
the Filter command. A drop-down arrow will appear in the
header cell for each column. Note: If you've already added
filters to your worksheet, you can skip this step.



2. Click the drop-down arrow for the column you want to filter.
In our example, we'll filter column A to view only a certain
range of ID numbers.

Checked Out Checked In

Equipment Detail

2 |3000 #:'"'mr" Saris Lumina Digital Camera 12-May-15 15-May-15
3 |3005 (Showing All Saris Zoom Z-60 Digital Camera  27-Jul-15 06-Aug-15
7 |3070 Camera Omega PixL Digital Camcorder 06-0Oct-15

8 1025 Laptop 15" EDI SmartPad L200-4X 26-5ep-15 04-0Oct-15
13 2050 Other EDI SmartBoard L500-1 05-0Oct-15 06-0Oct-15
14 12051 Other EDI SmartBoard L500-1 01-Oct-15 05-0Oct-15
15 13800 Other U-Go Saris DigiCam Printer || 04-Aug-15 05-Aug-15
16 |3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15
17 |4800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15
20 /6100 Projector Omega VisX 1.0 28-5ep-15 01-Oct-15
21 /6101 Projector Omega VisX 1.0 26-5ep-15 27-5ep-15

3. The Filter menu will appear. Hover the mouse over Number

Filters, then select the desired number filter from the drop-

down menu. In our example, we'll choose Between to view 1D

numbers between a specific number range.



A B C

ID & Type Equipment Detail
1 -] ~]
%l Sort Smallest to Largest ina Dlgltﬂl Camera 1
Z| Sort Largest to Smallest n Z-60 Dlgltal Camera J
. _
Sort by Color xL Digital Camcorder  (
v martPad 200-4X 2
‘Board | 5NN-1 r
Mumber Filters L4 Equals...
|Search j}| Does Mot Equal...
[+ [Select All) ~ Greater Than...
(#1011
#1012 Greater Than Or Equal Te...
[ 1025 Lezz Than...
- [v] 2050
[ 2051 Less Than Or Egual Te...
[+ 3000 Between...
-[v] 3005
-[# 3070 Top 10..
113800 Above Average
- [¥] 3900
.[¥] 4300 Below Average
[l 5020 Custom Filter...
- [#] 5003 v Pro C
T Pro .
.ok | Gnel | on 440 OLED TV 1

4. The Custom AutoFilter dialog box will appear. Enter the
desired number(s) to the right of each filter, then click OK. In
our example, we want to filter for ID numbers greater than or
equal to 3000 but less than or equal to 6000, which will display
ID numbers in the 3000-6000 range.



Custom AutoFilter ? >

Show rows whera:

D #
is greater than or equal to |~ | (3000 o
® And O or
is less than or equal to - 6{?0[:4 w

Use 7 to represent any single character
Use * to represent any series of characters

L&

5. The data will be filtered by the selected number filter. In our
example, only items with an ID number
between 3000 and 6000 are visible.

1 Equipment Detail 5 Checked Duh Checked In
2 |3000 |Camera Saris Lumina Digital Camera 12-May-15 15-May-15
3 3005 ‘Camera Saris Zoom 7-60 Digital Camera  27-Jul-15 06-Aug-15
?: 3070 Camera Omega PixL Digital Camcorder 06-Oct-15

15 |3800 Other U-Go Saris DigiCam Printer 11 04-Aug-15 05-Aug-15
16 |3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15
17 4800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15
28 5020 TV 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15
29 5022 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15
3{}_ 5023 TV 50" Paragon 490L LED TV 01-Oct-15 01-Oct-15
31 |
32

To use advanced date filters:

Advanced date filters can be used to view information
from a certain time period, such as last year, next quarter,
or between two dates. In this example, we'll use advanced



date filters to view only equipment that has been checked
out between July 15 and August 15.

1. Select the Data tab, then click the Filter command. A drop-
down arrow will appear in the header cell for each
column. Note: If you've already added filters to your worksheet,
you can skip this step.

2. Click the drop-down arrow for the column you want to filter.
In our example, we'll filter column D to view only a certain
range of dates.

A B C D E

1 Equipment Detail K Checked Du*n Checked In
2 |3000 TCamera Saris Lumina Digital Camera 12-May-15 Ch:i;dhﬂi\é—ﬁ
3 3005 Camera  Saris Zoom Z-60 Digital Camera  27-Jul-15 (Showing Al) 15
?: 3070 Camera Omega PixL Digital Camcorder 06-0Oct-15

15 3800 Other U-Go Saris DigiCam Printer || 04-Aug-15 05-Aug-15
16 |3900 Other U-Go Saris Label Maker 13-Jun-15 20-Jun-15
17 |4800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Aug-15
28 15020 TV 32" Paragon 440 OLED TV 11-Aug-15 13-Aug-15
29 15022 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul-15
3[}_ 5023 TV 50" Paragon 490L LED TV 01-Oct-15 01-Oct-15
31 |
32

3. The Filter menu will appear. Hover the mouse over Date
Filters, then select the desired date filter from the drop-down
menu. In our example, we'll select Between to view equipment
that has been checked out between July 15 and August 15.



Checked Out Checked In

Equipment Detail

[~ ]
0 0 3 A
Saris Lumina Dig 7} Sort Oldest to Newest 15-May-15 Shann
0 z
Saris Zoom Z-6( &} Sort Newestto Oldest 06-Aug-15 Sela S|
o o b B
Omega PixL Digi ~ “°t® “elor Min S¢
U-Go Saris Digi( 05-Aug-15 Hank !
U-Go Saris Labe 20-1n-1% Clint
7N Deluxe Came oo g Equals.. |
Search (All - Before... [
32" Paragon 44 [Search (A1 Al = |
[ [Select All) After... I
32" Paragon 44 42015 S g
50" Paragon 49 50l May -
G- June Tomorrow
-- July
G- August Today
- October Yesterday
Mext Week
This Week
Last Week
Mext Month
This Month
Last Month
oK | | Cancel Next Quarter
This Quarter
Last Cuarter

4. The Custom AutoFilter dialog box will appear. Enter the
desired date(s) to the right of each filter, then click OK. In our
example, we want to filter for dates after or equal to July 15,
2015, and before or equal to August 15, 2015, which will
display a range between these dates.



Custom AutoFilter ? >
Show rows where:
Checked Out
is after or equal to ~ | |7TN5/15 e
@® and O Or
is before or equalto |~ | &/15715 w

Use 7 to represent any single character
Use * to represent any series of characters

L3

5. The worksheet will be filtered by the selected date filter. In our
example, we can now see which items have been checked
out between July 15 and August 15.

A B C D

1 # Type = Equipment Detail Checked Ou Che
3 |3005 Camera  Saris Zoom Z-60 Digital Camera  27-Jul-15 06-AL
1 5: 3800 Other U-Go Saris DigiCam Printer || 04-Aug-15 05-Ac
“IT: 4800 Other 7N Deluxe Camera Travel Bag 27-Jul-15 06-Au
28 5020 TV 32" Paragon 440 OLED TV 11-Aug-15 13-AL
29 15022 TV 32" Paragon 440 OLED TV 17-Jul-15 17-Jul
31
32

Challenge!

1. Open our practice workbook.

2. Click the Challenge tab in the bottom-left of the workbook.

3. Apply a filter to show only Electronics and Instruments.


https://media.gcflearnfree.org/content/56265f7d9c7fab1314179c42_10_20_2015/excel2016_filtering_practice.xlsx

4. Use the Search feature to filter item descriptions that contain
the word Sansei. After you do this, you should have six entries
showing.

5. Clear the Item Description filter.

6. Using a number filter, show loan amounts greater than or
equal to $100.

7. Filter to show only items that have deadlines in 2016.

8. When you're finished, your workbook should look like this:

A B C D
Item Description = Item Type Lc
7 2045 Smith 158" Suzu Laptop Electronics
13 | 2965 Haley Milano 4/4 Size Cello with Hard Case Instrument
142345 Marguez-Jimenez Sansei Portable Gaming System Black  Electronics
15 1056 Dwivedi 1950s Steel Lap Slide Guitar Instrument
25 4956 Gorecki 15.6" 500 GB Sansei Laptop Electronics




Introduction

Worksheets with a lot of content can sometimes feel
overwhelming and even become difficult to read.
Fortunately, Excel can organize data into groups,
allowing you to easily show and hide different sections
of your worksheet. You can also summarize different
groups using the Subtotal command and create

an outline for your worksheet.

To group rows or columns:

1. Select the rows or columns you want to group. In this example,
we'll select columns B, C, and D.

A B C D E

0 Homeroom # [First Name _Last Name _Payment Mefhod |T-Shirt Size |
2 105 Melissa White Debit Card Small

3 105 Esther Yaron Pending Small

4 | 135 Anisa Naser Check Bounced |Small

5 220-A Brigid Ellison Cash Small

6 | 220-A Christopher Peyton-Gomez Check Small

7 220-B Michael Lazar Cash Small

8 | 220-B Malik Reynolds Cash Small

9 220-B Wendy Shaw Cash Small

10| 105 Nathan Albee Check Medium

2. Select the Data tab on the Ribbon, then click
the Group command.

57 2

‘What-If Forecast
Analysis~ Sheet EE Subtotal

Forecast Outline P
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3. The selected rows or columns will be grouped. In our example,
columns B, C, and D are grouped.



Homeroom # [First Name

To ungroup data, select the grouped rows or columns,
then click the Ungroup command.

e :'% ﬁ @E Glﬂup w7
___L=' 5
What-If Farecast -
Analysis~ Sheet  EE ubtotal
Forecast Outline Ma

+

To hide and show groups:

1. To hide a group, click the minus sign, also known as the Hide
Detail button.



&
A B C D E

0 Homeroom # [First Name _Last Name _Payment Mefhod [T-Shirt Size |

2 105 Melissa White Debit Card Small

3 105 Esther Yaron Pending Small

4 | 135 Anisa Naser Check Bounced |Small

5 220-A Brigid Ellison Cash Small

6 220-A Christopher Peyton-Gomez Check Small

7 220-B Michael Lazar Cash Small

8 | 220-B Malik Reynolds Cash Small

9 220-B Wendy Shaw Cash Small

10 105 Nathan Albee Check Medium

2. The group will be hidden. To show a hidden group, click the
plus sign, also known as the Show Detail button.

L
A E F QG
) Homeroom # T-Shit Size
2 | 105 Smaill
3 105 Small
4 | 135 Smaill
5 | 220-A Small
6 220-A Smaill
7 220-B Smaill
8 | 220-B Small
9 | 220-B Small
10 | 105 Medium

Creating subtotals

The Subtotal command allows you to
automatically create groups and use common functions
like SUM, COUNT, and AVERAGE to



help summarize your data. For example,

the Subtotal command could help to calculate the cost of
office supplies by type from a large inventory order. It
will create a hierarchy of groups, known as an outline, to
help organize your worksheet.

Your data must be correctly sorted before using the
Subtotal command, so you may want to review our lesson
on Sorting Data to learn more.

To create a subtotal:

In our example, we'll use the Subtotal command with a T-
shirt order form to determine how many T-shirts were
ordered in each size (Small, Medium, Large, and X-
Large). This will create an outline for our worksheet with
a group for each T-shirt size and then count the total
number of shirts in each group.

1. First, sort your worksheet by the data you want to subtotal. In
this example, we'll create a subtotal for each T-shirt size, so our
worksheet has been sorted by T-shirt size from smallest to
largest.


http://www.gcflearnfree.org/excel2016/sorting-data/1/

il Homeroom # First Name Last Name
2 | 105 Melissa White

3 | 105 Esther Yaron

4 | 135 Anisa Naser

5 220-A Brigid Ellison

6 | 220-A Christopher Peyton-Gomez
7 220-B Michael Lazar

8 | 220-B Malik Reynolds
9 | 220-B Wendy Shaw

10 | 105 Nathan Albee

11 105 Christiana Chen

12 105 Sidney Kelly

13 110 Matt Benson

14 110 Gabiriel Del Toro

Payment Method T-Shirt Size

Debit Card

Pending Small
Check Bounced Small
Cash Small
Check Small
Cash Small
Cash Small
Cash Small
Check Medium
Check Bounced Medium
Check Medium
Money Order Medium
Cash Medium

2. Select the Data tab, then click the Subtotal command.

0 =E Group ~
B A Eowow
‘ @ Ungroup ~ ~
What-If Forecast =
Analysis~ Sheet E Subtotal

Forecast Cutline

Ta

3. The Subtotal dialog box will appear. Click the drop-down
arrow for the At each change in: field to select the column you
want to subtotal. In our example, we'll select T-Shirt Size.

4. Click the drop-down arrow for the Use function: field to select
the function you want to use. In our example, we'll
select COUNT to count the number of shirts ordered in each

size.

Subtotal ? >

At each change im:

|T-5hirt Size

Use function:

Count

L

Sum

Average g

Max
Min
Product

~




5. In the Add subtotal to: field, select the column where you want
the calculated subtotal to appear. In our example, we'll

select T-Shirt Size. When you're satisfied with your selections,
click OK,

Subtotal ? ot
At each change in:

T-Shirt Size
Use function:

[count ———————————9

Add subtotal to:

|:| Homeroom #

|:| First Mame

[ ]Last Mame

[ ] Payment Method

Replace current subtotals
|:| Page break between groups
Summary below data

RemoveAll [ Ok | Cancel |

6. The worksheet will be outlined into groups, and
the subtotal will be listed below each group. In our example,
the data is now grouped by T-shirt size, and the number of
shirts ordered in that size appears below each group.



[1]2 ]

To view groups by level:

When you create subtotals, your worksheet it is divided

into different levels. You can switch between these levels

to quickly control how much information is displayed in
the worksheet by clicking the Level buttons to the left of
the worksheet. In our example, we'll switch between all
three levels in our outline. While this example contains
only three levels, Excel can accommodate up to eight.

1. Click the lowest level to display the least detail. In our example,

we'll select level 1, which contains only the grand count, or
total number of T-shirts ordered.

(M Homeroom # First Name Last Name Payment Method T-Shirt Si
2 105 Melissa White Debit Card Small
3 | 105 Esther Yaron Pending Small
4 | 135 Anisa Naser Check Bounced Small
5 220-A Brigid Ellison Cash Small
6 220-A Christopher Peyton-Gomez Check Small
7 | 220-B Michael Lazar Cash Small
8 220-B Malik Reynolds Cash Small
© 9| 220-B Wendy Shaw Cash Small
E 10 Small Count f
[ 11 105 Nathan Albee Check Medium
12 105 Christiana  Chen Check Bounced Medium
13 105 Sidney Kelly Check Medium
14 110 Matt Benson Money Order Medium
15 110 Gabriel Del Toro Cash Medium
16 135 James Panarello Check Medium
17 135 Chantal Weller Debit Card Medium
18 220-A Chevonne Means Money Order Medium
19 220-B Samantha Bell Check Medium
: 20: 220-B Avery Kelly Debit Card Medium
E 21 | Medium Count



33 Grand Count

2. Click the next level to expand the detail. In our example, we'll
select level 2, which contains each subtotal row but hides all
other data from the worksheet.

A A B C D
(il Homeroom # First Name Last Name
1E Small Count
2£ Medium Count
2z Large Count
32 X-Large Count
33 | Grand Count

3. Click the highest level to view and expand all of your
worksheet data. In our example, we'll select level 3.

A A B C D
(| Homeroom # First Name Last Name Payment Method
| - 2 105  Melssa  White Debit Card
3 105 Esther Yaron Pending
4 135 Anisa Naser Check Bounced
5 220-A Brigid Ellison Cash
6 220-A Christopher Peyton-Gomez Check
7 | 220-B Michael Lazar Cash
8 220-B Malik Reynolds Cash
9 220-B Wendy Shaw Cash
E 10 Small Count

- 11 105 Nathan  Albee Check
12 105 Christiana  Chen Check Bounced
13 105 Sidney Kelly Check

You can also use the Show and Hide Detail buttons to
show and hide the groups within the outline.

T-Shirt Siz

Small

Small
Smaill
Small
Smaill
Smaill
Small
Smaill

Medium
Medium
Medium



A B C D

il Homeroom # First Naome Last Name
[ 1[£ Small Count
21 Medium Count
. 2| 105 Derek MacDonald  Cash
2?Z 110 Kris Ackerman Money Order
24 110 Regina Olivera Pending
25 | 135 Jordan Weller Money Order
26 | 135 Alex Yuen Wrong Amount
)\ 27 | Large Count
32 | X-Large Count
|Z| 33 | Grand Count

To remove subtotals:

Sometimes you may not want to keep subtotals in your
worksheet, especially if you want to reorganize data in
different ways. If you no longer want to use subtotaling,
you'll need remove it from your worksheet.

1. Select the Data tab, then click the Subtotal command.

E zl &E Group - -E

. GE Ungroup -
What-If Forecast

[*
Analysis~ Sheet [E Subtotal

Forecast Outline P

2. The Subtotal dialog box will appear. Click Remove All.

Large
Large
Large
Large
’Lorge

L4

27



Subtotal ? >

At each change in:

T-Shirt Size
Use function:
|Cc|ur1t

Add subtotal to:

|:| Homeroom #

|:| First Mame

[ ]Last Mame

[ ] Payment Method

| T-5hirt Size

Replace current subtotals
|:| Page break between groups
Summary below data

| Remove A”L\i | 814 | | Cancel |

3. All worksheet data will be ungrouped, and the subtotals will
be removed.

To remove all groups without deleting the subtotals, click
the Ungroup command drop-down arrow, then
choose Clear Outline.

IE‘? gl &E Group - rE

- B8 Ungroup =~ =
What-If Forecast ekl

Analysis = Sheet a8 Ungroup..
Forecast Clear Gm“m[}

Challenge!

1. Open our practice workbook.
2. Click on the Challenge tab in the bottom-left of the workbook.
3. Sort the workbook by Grade from smallest to largest.

4. Use the Subtotal command to group at each change in Grade.
Use the SUM function and add subtotals to Amount Raised.


https://media.gcflearnfree.org/content/5627dca29c7fab1314179c4c_10_21_2015/excel2016_subtotals_practice.xlsx

5. Select Level 2 so that you only see the subtotals and grand total.

6. When you're finished, your workbook should look like this:

&

[+ ]+ [+] +]

A

1 First Name

8

[ I L ]
ra | Ln
”U._-'“ 11l

L
Ln

L
h

B
Last Name

C D

Grade Amount Raised
8 Total $311.00
9 Total $583.00
10 Total $432.00
11 Total $345.00
12 Total $240.00
Grand Total $1,911.00



Introduction

Once you've entered information into your worksheet,
you may want to format your data as a table. Just like
regular formatting, tables can improve the look and
feel of your workbook, and they'll also help

you organize your content and make your data easier to
use. Excel includes several tools and predefined table
styles, allowing you to create tables quickly and easily.

To format data as a table:

1. Select the cells you want to format as a table. In our example,
we'll select the cell range A2:D9.

4 0000004 0000 | s ] ¢ ] @

S A B R US A Catering Invoice
Sabrosa Empanadas & More

S 1202 Biscayne Bay Drive

Orlando, FL 32804 Date: 0O

: Invoice #
Empanadas & More

MENU ITEM

10

2. From the Home tab, click the Format as Table command in
the Styles group.
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3. Select a table style from the drop-down menu.
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4. A dialog box will appear, confirming the selected cell range for
the table.

5. If your table has headers, check the box next to My table has
headers, then click OK.



SABRUSA

Empanadas & More

MENU ITEM

Catering Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

Invoice #
Date: 0O

Format As Table ?

Where is the data for your table?

[] My table has headers

6. The cell range will be formatted in the selected table style.

A

A

B | C [

st
3 oo |~ o o> |w |~

SABRUSA

Empanadas & More

Empanadas Beef Picadillo
Empanadas: Chipotle Shrimp
Tamales: Chicken Tinga
Tamales: Vegetable

Arepas: Carnitas

Arepas: Queso Blanco
Beverages: Horchata

Catering Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

Invoice #
Date: 0O

MENU ITEM B UNIT PRICE g2 QUANTITY ﬂ LINETO

$2.99

$3.99 10
$2.29 20
$2.29 30
$2.89 10
$2.49 20
$1.89 25



Tables include filtering by default. You can filter your
data at any time using the drop-down arrows in the
header cells. To learn more, review our lesson

on Filtering Data.

Modifying tables

It's easy to modify the look and feel of any table after
adding it to a worksheet. Excel includes many different
options for customizing a table, including adding rows
or columns and changing the table style.

To add rows or columns to a table:

If you need to fit more content into your table, Excel
allows you to modify the table size by including
additional rows and columns. There are two simple ways
to change the table size:

« Enter new content into any adjacent row
or column. The row or column will be
roped into the table automatically.


http://www.gcflearnfree.org/excel2016/filtering-data/1/

S A B R []S A Catering Invoice

Sabrosa Empanadas & More
1202 Biscayne Bay Drive
Orlando, FL 32804

MENU ITEM B UNIT PRICE g QUANTITY |

N ——
Empanadas & More

ra

; Empanadas: Beef Picadillo 52.99

4 |Empanadas: Chipotle Shrimp $3.99 10
5 |Tamales: Chicken Tinga 52.29 20
6 |Tamales: Vegetable §2.29 30
7 |Arepas: Carnitas 52.89 10
s |Arepas: Queso Blanco §2.49 20
o |Beverages: Horchata 51.89 25

Beverages: Lemonade

—
=}

11

« Click and drag the bottom-right
corner of the table to create additional
rows or columns.




S A B R US A Catering Invoice

Sabrosa Empanadas & More
S 1202 Biscayne Bay Drive
Orlando, FL 32804

Empanadas & More

1
AMENUTEM _________ glUNITPRICE_GIQUANTTY @

4 MENU ITEM B|UNIT PRICE g QUANTITY &
3 |Empanadas: Beef Picadillo $2.99 15
4 |Empanadas: Chipotle Shrimp $3.99 10
5 |Tamales: Chicken Tinga 52.29 20
6 [Tamales: Vegetable 52.29 30
7 |Arepas: Carnitas 52.89 10
8 [Arepas: Queso Blanco 52.49 20
9 |Beverages: Horchata $1.89 25
10 !

'Il

12
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To change the table style:

1. Select any cell in your table, then click the Design tab.
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File Home Insert Page Layout Formulas Data Review View
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Table3 B+ Remove Duplicates 2 0& Open in Browser | [_| Total Row
. = Insert = Export Refresh
‘[0 Resize Table 5= Convert to Range Shcer - +  E2 Unlink Banded Row
Properties Tools External Table Data
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SﬁBD—SA Catering Invoice

Sabrosa Empanadas & More

Ermoados Elbioe 1202 Biscayne Bay Drive Invoice #
Orlando, FL 32804 Date: 0
1

P MENU ITEM BlUNIT PRICE g|QUANTITY pJLINE TO
3 [Empanadas: Beef Picadillo | $2.99 15
4 \[Empanadas: Chipotle Shrimp 53.99 10
5 \Tamales: Chicken Tinga $2.29 20
& Tamales: Vegetable 52.29 30

2. Locate the Table Styles group, then click the More drop-down
arrow to see all available table styles.

rties Header Row | | First Column Filter Button s e e
: 0 n ==-——- HEEEE === ==
in Browser Total Row Last Column === mEEmE ---=-= ==
Banded Rows | | Banded Columns
ta Table Style Options Table 5tyles
| Maore

| Cuickly change the
C | D | E F | = | your table.

3. Select the desired table style.
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EEEEE
20 S45.8(C EEEES
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20 S49.8C
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Table Style Dark 11

gl Mew Table Style...

4. The table style will be applied.
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Empanadas & Mare

MENU ITEM

Empanadas: Beef Picadillo |
Empanadas: Chipotle Shrimp
Tamales: Chicken Tinga
Tamales: Vegetable

Arepas: Carnitas

Arepas: Queso Blanco
Beverages: Horchata

|m|m|-4|m|m|.p- u.1|I\J
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=]

Catering Invoice
Sabrosa Empanadas & More

1202 Biscayne Bay Drive
Orlando, FL 32804

52.99
$3.99
52.29
$2.29
52.89
$2.49
$1.89

To modify table style options:

You can turn various options on or off to change the
appearance of any table. There are six options: Header
Row, Total Row, Banded Rows, First Column, Last

Column, and Banded Columns.

1. Select any cell in your table, then click the Design tab.

2. Check or uncheck the desired options in the Table Style
Options group. In our example, we'll check Total Row to

automatically include a total for our table.

15
10
20
30
10
20
25

Invoice #

Date:

0

B UNIT PRICE pg QUANTITY pgELINETO



Page Layout Formulas Data Review View Design

ize with PivotTable $ % I:L‘ Properties
4

Header Row || First Column Filte

Duplicates 0& Open in Browser [ ] Total Row [ | Last Column
Insert  Export Refresh ;
to Range Slicer = +  E2 Unlink Banded Rows | | Banded Columns
Tools External Table Data Table Style Options

| Total Row (Ctrl+5Shift+T)
{  Turn on or off the total row of the
| B | C table, E

b2 Empanadas: Beef Picadillo

3. The table style will be modified. In our example, a new row has
been added to the table with a formula that automatically
calculates the total value of the cells in column D.

4 A | B | C [

%@@ Catering Invoice

Sabrosa Empanadas & More

Empanadas & More 1202 Biscayne Bay Drive Invoice #

Orlando, FL 32804 Date: O

- MENU ITEM B UNIT PRICE pgQUANTITY pLINETO
3 [Empanadas: Beef Picadillo 52.99 15
4 \[Empanadas: Chipotle Shrimp $3.99 10
5 |Tamales: Chicken Tinga §2.29 20
6 |Tamales: Vegetable 52.29 30
7 |Arepas: Carnitas 52.89 10
8 |Arepas: Queso Blanco 52.49 20
s |Beverages: Horchata 51.89 25
10| Total E S

Depending on the type of content you have—and

the table style you've chosen—these options can affect
your table's appearance in various ways. You may need to
experiment with a few different options to find the exact
style you want.



To remove a table:

It's possible to remove a table from your workbook
without losing any of your data. However, this can cause
issues with certain types of formatting, including colors,
fonts, and banded rows. Before you use this option, make
sure you're prepared to reformat your cells if necessary.

1. Select any cell in your table, then click the Design tab.
2. Click the Convert to Range command in the Tools group.

File Home Insert Page Layout Farmulas
Table Mame: 5ummarizewith PivotTable $
Table3 H*E Remowve Duplicates
. = Insert
‘[ Resize Table  §= Convert to Range A
Properties Tools
ALD Convert to Range

Conwvert this table into a normal
range of cells.

3. A dialog box will appear. Click Yes.

Export Refresh

Review View Design E

[:=| Properties Header Row
i Open in Browser Total Row
€2 Unlink Banded Row:

External Table Data



S A B R US A Catering Invoice
Sabrosa Empanadas & More

S 1202 Biscayne Bay Drive

Orlando, FL 32804 Date: 0O

Invoice #
Empanadas & More

b MENU ITEM B UNIT PRICE g QUANTITY pELINETO
3 |Empanadas: Beef R \jicrocoft excel x L5
4 |Empanadas: Chipo [0
S_TEmHIESZ ChiCkEf"I—l o Do you want to convert the table to a normal range? "U'
6 | Tamales: Vegetabl [ ves N  No | 30
7 |Arepas: Carnitas 52.89 10
8 |Arepas: Queso Blanco 52.49 20
s |Beverages: Horchata 51.89 25
10| Total E S

4. The range will no longer be a table, but the cells will retain their
data and formatting.
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Empanadas & Mare

MENU ITEM

Empanadas: Beef Picadillo
Empanadas: Chipotle Shrimp
Tamales: Chicken Tinga
Tamales: Vegetable

Arepas: Carnitas
Arepas: Queso Blanco
Beverages: Horchata

Catering Invoice
Sabrosa Empanadas & More

1202 Biscayne Bay Drive
Orlando, FL 32804

Invoice #
Date: 0O

UNIT PRICE  QUANTITY LINE TO
$2.99 15
$3.99 10
$2.29 20
$2.29 30
$2.89 10
$2.49 20
$1.89 25

Total

To restart your formatting from scratch, click
the Clear command on the Home tab. Next,
choose Clear Formats from the menu.

= 2 AutoSum - A
|Calcu|atinn | Ll :H:j ¥ /O
- B == []Fill~ Z _
‘Note ||| Insert Delete Format Sort & Find &
- - - [SCleart]  Filterr Select~
Cells &  Clear All
'1."@ Clear Formats
' Clear Contents Clear Formate
ear Hrorm
| N | O | P | O | W

R R

Clear Comment Clear only the formatting that is

Clear Hyperlinks applied to the selected cells,



Challenge!

1. Open our practice workbook.
2. Click the Challenge tab in the bottom-left of the workbook.

3. Select cells A2:D9 and format as table. Choose one of the light
styles.

4. Insert a row between rows 4 and 5. In the row you just created,
type Empanadas: Banana and Nutella, with a unit price
of $3.25, and a quantity of 12.

5. Change the table style to Table Style Medium 10.

6. In Table Style Options, uncheck banded rows and
check banded columns.

7. When you're finished, your workbook should look like this:

A A B C
SABRUSA Catering Invoice
Sabrosa Empanadas & More
Empanadas & More 1202 Biscayne Bay Drive I[;‘VC

Orlando, FL 32804 at

1

37Tacos Korean BBQ & Kimchi S2. 99

4 Tacos: Grilled Fish & Mango Salsa S3.75 15

5 Empanadas: Banana and Nutella S3.25 12

6 Empanadas: Ground Beef & Cheese $3.59 30

7 Empanadas: Philly Cheese Steak $3.29 35

8 Sides: Queso Dip $2.89 15

9 Sides: Fried Plantains S3.24 10

10 Beverages: Limonada con Albahaca $1.89 20



https://media.gcflearnfree.org/content/563d1309ca7fac0d9c7b3f80_11_06_2015/excel2016_tables_practice.xlsx

Introduction

It can be difficult to interpret Excel workbooks that
contain a lot of data. Charts allow you to illustrate your
workbook data graphically, which makes it easy to
visualize comparisons and trends.

Understanding charts

Excel has several different types of charts, allowing you
to choose the one that best fits your data. In order to use
charts effectively, you'll need to understand how different
charts are used.

Click the arrows in the slideshow below to learn more
about the types of charts in Excel.

Types of Charts




Excel has a variety of chart types, each with its own advantages.
Click the arrows to see some of the different types of charts
available in Excel.
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Total Sales

0N IO ™ IWIN -

In addition to chart types, you'll need to understand how
to read a chart. Charts contain several different

elements, or parts, that can help you interpret the data.

Click the buttons in the interactive below to learn about
the different parts of a chart.

$140,000
$120,000
$100,000
$80,000
$60,000
$40,000
$20,000
S

o

Book Sales
[ lll I III III
Classics Mystery Romance
Genre

M January February W March ™ April

To insert a chart:

Sci-Fi & Fantasy

H May
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1. Select the cells you want to chart, including the column
titles and row labels. These cells will be the source data for the
chart. In our example, we'll select cells AL:F6.

B January B rebruary B march B April B may
$78,970 $82,262 $48,640 $49,985

$16,730 $19,730 $12,109 $11,355

2. From the Insert tab, click the desired Chart command. In our
example, we'll select Column.

Insert Page Layout Formulas Data Review View Design

[~ . ||'I-'|l M
D e s [ A

ded Table Pictures Online o, &My Add-ins ~ H Recommended - -
2s Pictures Charts

lllustrations Add-ins Charts
3. Choose the desired chart type from the drop-down menu.

gp MEE-Ac e gl thA

2-D Column
Recommended C
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3-D Column
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) $10,(
10 $49,¢
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[ — = )
Chart

3-D Bar

= =
= 2 5

Il More Column Charts...

4. The Selected chart will be inserted into the worksheet.

T —

2-D Bar
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A B C D E F G
1] sjanuary  RlFebruary Rfmarch Rl aprii  Rimay g
2 Classics $18,580 $49,225 $16,326 $10,017 $26,134
3 Mystery $78,970 $82,262 448,640 $49,985 $73,428
47 Romance $24,236 $131,390 $79,022 $71,009 581,474
5 Sci-Fi & Fantasy $16,730 $19,730 $12,109 $11,355 $17,686
6 Young Adult $35,358 $42,685 $20,893 $16,065 $21,388
7 | o O
8 | Chart Title
9
10 $140,000
11 $120,000
12| $100,000
13
— $80,000
14
15 | © s60,000 C
16 | $40,000
17— $20,000 I
s ~ 1l FHR aiean KiEad
20: Classics Mystery Romance  Sci-Fi & Fantasy Young Adult
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If you're not sure which type of chart to use,
the Recommended Charts command will suggest
several different charts based on the source data.
Insert Page Layout Formulas Data Review View Q Tell me

J
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E ng‘ _@‘% M Store I%
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ommended DL

Pictures Charts %

[llustrations Add-ins

Chart and layout style

Charts

After inserting a chart, there are several things you may
want to change about the way your data is displayed. It's

easy to edit a chart's layout and style from
the Design tab.



« Excel allows you to add chart
elements—such as chart titles, legends,
and data labels—to make your chart
easier to read. To add a chart element,
click the Add Chart Element command
on the Design tab, then choose
the desired element from the drop-down
menu.

— . ....... " CHAR
- =R -
1 -'I- s M E g
Add Chart Quick Change w ||JI L|J|'J M |l |||| i
Element - Layout - Colors ~
1 Axes »
lin Axis Titles > fx
0, ChartTite > X
A7 vone
fii Data Labels  »
—
Data Table » Mﬂl Above Chart
fi Error Bars =
Mﬂl Centered Overlay
fiii Gridlines »
in# Legend » More Title Options...
Lines O—
L-/ Trendline » Chart Ti
Up/Down Bars

. To edit a chart element, like a chart title,
simply double-click the placeholder and

begin typing.
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. If you don't want to add chart elements
individually, you can use one of Excel's
predefined layouts. Simply click
the Quick Layout command, then choose
the desired layout from the drop-down
menul.
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« Excel also includes several chart styles,
which allow you to quickly modify the
look and feel of your chart. To change the
chart style, select the desired style from
the Chart styles group. You can also

click the drop-down arrow on the right to

see more

styles.

b Bookstore Sales - Excel Chart Tools

Insert Page Layout Formulas Data Review View Design Format Q Tell

. o e e e sl Chant Tite
%e® =
Colors ~! : e BRI R e
Chart Styles

F

B C D E F | 6 | H |
Bauay  Brebruay Bvorch  Baoi  [vay R[S —
You can also use the chart formatting shortcut buttons to
quickly add chart elements, change the chart style,
and filter the chart data.

O O
Book Sales
$140,000
$120,000
$100,000
$80,000 : ' .
o $60,000 | O
$40,000 -
$20,000 : I I ' I
o Nl=R K | I'sel 1N
Classics Mystery Romance  Sci-Fi & Fantasy Young Adult
M January ™ February B March ®Aprii B May

O O O



Other chart options

There are many other ways to customize and organize
your charts. For example, Excel allows you

to rearrange a chart's data, change the chart type, and
even move the chart to a different location in a
workbook.

To switch row and column data:

Sometimes you may want to change the way

charts group your data. For example, in the chart below
Book Sales data is grouped by genre, with columns

for each month. However, we could switch the rows and
columns so the chart will group the data by month, with
columns for each genre. In both cases, the chart contains
the same data—it's just organized differently.

Book Sales
$140,000
$120,000
$100,000
$80,000
$60,000
$40,000
$20,000 I I I
o Nls | 1I'esl NH0D
Classics Mystery Romance  Sci-Fi & Fantasy Young Adult

M January February ®March ®Aprii = May

1. Select the chart you want to modify.



2. From the Design tab, select the Switch
Row/Column command.

Chart Tools

Design Format Q Tell me what you want to do...

nnnnnnnn

ailllilleotss = ---*'"" e =l u N

Switch Row/ Select Chan
%Column Data ChartT
les Data Typ

3. The rows and columns will be switched. In our example, the
data is now grouped by month, with columns for each genre.

Book Sales
$140,000
$120,000
$100,000
$80,000
$60,000
$40,000
$20,000 I I I
o I I il & Hsl “
January February March April

B Classics Mystery M Romance M Sci-Fi & Fantasy ™ Young Adult

To change the chart type:

If you find that your data isn't well suited to a certain
chart, it's easy to switch to a new chart type. In our



example, we'll change our chart from a column chart to a
line chart.

1. From the Design tab, click the Change Chart Type command.

Chart Tools

Design Format Q Tell me what you want to do...

iy Bl

— Switch Row/ Select | Change M
Column Data Cha pe C
Data Type Lo

2. The Change Chart Type dialog box will appear. Select a new
chart type and layout, then click OK. In our example, we'll
choose a Line chart.
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3. The selected chart type will appear. In our example, the line
chart makes it easier to see trends in sales data over time.



Chart Title
$140,000
$120,000
$100,000

$80,000 o

$60,000

$40,000

$20,000

S0

January February March April May

= (Classics Mystery ====Romance === Sci-Fi & Fantasy =====Young Adult

To move a chart:

Whenever you insert a new chart, it will appear as an
object on the same worksheet that contains its source
data. Alternatively, you can move the chart to a new
worksheet to help keep your data organized.

1. Select the chart you want to move.
2. Click the Design tab, then select the Move Chart command.

Format  Q Tell me what you want to do...

s == : E@ II @

P2 — Switch Row/ Select Change M
Column Data Chart Type Cl
les Data Type Loc




3. The Move Chart dialog box will appear. Select the desired
location for the chart. In our example, we'll choose to move it
to a New sheet, which will create a new worksheet.

4. Click OK.

Move Chart ? X

Choose where you want the chart to be placed:

| _H JJ © New sheet: | Chartl

|_I.J I O Object in: Fiction Book Sales v

OK i Cancel

5. The chart will appear in the selected location. In our example,
the chart now appears on a new worksheet.

Chart Title

$140,000

$100,000

Chart1 | Fiction Book Sales | (¥ q



Challenge!

1. Open our practice workbook.

2. Click the Challenge tab in the bottom-left of the workbook.
3. Select cells A1:E6 and insert a 2D Clustered Column chart.
4. Change the chart title to September to December Sales.

5. Use the Switch Row/Column command. The columns should
now be grouped by month, with a different color for each
salesperson.

»

. Move the chart to a new sheet.

\l

. Change the chart type to line with markers.

oo

. Use the Quick Layout command to change the layout of the
chart.

9. When you're finished, your workbook should look something
like this:


https://media.gcflearnfree.org/content/563ba214ca7fac0d9c7b3f7d_11_05_2015/excel2016_charts_practice.xlsx

2016_Charts_Practice_Trial - Excel
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Formatting able N - N
Clipboard Font Alignment Number Styles Cells
- f
September to December Sales
$250,000.00
—
$200,000.00 -
$150,000.00
$100,000.00
$50,000.00
50.00
September October November December

Fiction Book Sales  Chart1 | Challenge
Ready

@ :




Let's say you have a worksheet with thousands of rows of

Introduction

data. It would be extremely difficult to see patterns and

trends just from examining the raw information. Similar

to charts and sparklines, conditional
formatting provides another way to visualize data and
make worksheets easier to understand.

Understanding conditional formatting

Conditional formatting allows you to automatically apply

formatting—such as colors, icons, and data bars—to
one or more cells based on the cell value. To do this,

you'll need to create a conditional formatting rule. For

example, a conditional formatting rule might be: If the

value is less than $2000, color the cell red. By applying
this rule, you'd be able to quickly see which cells contain

values less than $2000.

A
Salesperson
Albertson, Kathy
Allenson, Carol
Altman, Zoey
Bittiman, William
Brennan, Michael
Carlson, David
Collman, Harry
Counts, Elizabeth
David, Chloe

May
$3,799.00

$18,930.00

$5,725.00
$1,344.00
$8,296.00
$3,945.00
$8,337.00
$3,742.00
$7,605.00

June
$557.00
51,042.00
$3,072.00
$3,755.00
$3,152.00
54,056.00
54,906.00
$521.00
53,428.00

D

July
$3,863.00
$9,355.00
$6,702.00
$4,415.00
$11,601.00
$3,726.00
$9,007.00
$4,505.00
$3,973.00

To create a conditional formatting rule:

E

August
$1,117.00
$1,100.00
$2,116.00
51,089.00
$1,122.00
$1,135.00
$2,113.00
51,024.00
$1,716.00




In our example, we have a worksheet containing sales
data, and we'd like to see which salespeople are meeting
their monthly sales goals. The sales goal is $4000 per
month, so we'll create a conditional formatting rule for
any cells containing a value higher than 4000.

1. Select the desired cells for the conditional formatting rule.

A B C D E F

A"vp Westbrook Parker S
1
pAl Salesperson May June July August Septe
2 |Albertson, Kathy $3,799.00 $557.00  $3,863.00 $1,117.00 $8,23
4 |Allenson, Carol $18,930.00 $1,042.00  $9,355.00 $1,100.00  $10,18'
5 |Altman, Zoey $5,725.00 $3,072.00  $6,702.00 $2116.00  $13,45:
& |Bittiman, William $1,344.00 $3,755.00  $4,415.00 $1,089.00 $4.,40:
7 |Brennan, Michael $8,296.00 $3,152.00 $11,601.00 $1,122.00 $3,171
8 |carlson, David $3,945.00 $4,056.00  $3,726.00 $1,135.00 $8,81
9 |Collman, Harry $8,337.00 $4.906.00  $9,007.00 $2,113.00  $13,00
10 | Counts, Elizabeth $3,742.00 $521.00  $4,505.00 $1,024.00 $3,52!
11 | David, Chloe $7,605.00 $3428.00  $3,973.00 $1,716.00 $4 83
12 | Davis, William $5,304.00 $1,562.00  $2,945.00 $1,176.00 $9,64-
13 | Dumlao, Richard $9,333.00 $2,779.00  $7,549.00 $1,101.00 $5,85(
14 |Farmer, Kim $1,103.00 $3,470.00  $3,862.00 $1,040.00  $10,02:
15 | Ferguson, Elizabeth $1,333.00 $1,913.00  $4,596.00 $1,126.00 $5,50:
16 | Flores, Tia $12,398.00 $2.883.00  $2,142.00 $2,014.00  $13,54
17 | Ford, Victor $3,251.00 $4931.00  $8,283.00 $1,054.00 $9,54:
18 | Hodges, Melissa $4.624.00 $4798.00  $8420.00 $1,389.00  $10,46!
19 [Jameson, Robinson 52,552.00 54,459.00 $2,248.00 51,058.00 56,26
20 |Kellerman, Frances 54,281.00 54,172.00 S511,074.00 51,282.00 52,36

2. From the Home tab, click the Conditional
Formatting command. A drop-down menu will appear.

3. Hover the mouse over the desired conditional formatting type,
then select the desired rule from the menu that appears. In our
example, we want to highlight cells that are greater
than $4000.
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4. A dialog box will appear. Enter the desired value(s) into the
blank field. In our example, we'll enter 4000 as our value.

5. Select a formatting style from the drop-down menu. In our
example, we'll choose Green Fill with Dark Green Text, then
click OK,

Greater Than ? >

Format cells that are GREATER THAN:

54000 with  Green Fill with Dark Green Text

| ok M| Cancel |

6. The conditional formatting will be applied to the selected cells.
In our example, it's easy to see which salespeople reached the
$4000 sales goal for each month.




A | B C D . E . F
A"vp Westbrook Parker S
1
pAl Salesperson May June July August Septe
3 |Albertson, Kathy $3,799.00 $557.00  $3,863.00 $1,117.00 $8,23
4 |Allenson, Carol $18,930.00 $1,042.00  $9,355.00 $1,100.00  $10,18"
5  Altman, Zoey $5,725.00 $3,072.00  $6,702.00 $2,116.00  $13,45;
6 Bittiman, William $1,344.00 $3,755.00  $4,415.00 $1,089.00 $4,40:
7 |Brennan, Michael $8,296.00 $3,152.00 $11,601.00 $1,122.00 $3,17(
8 | Carlson, David $3,945.00 $4,056.00  $3,726.00 $1,135.00 $8,81°
9 | Collman, Harry $8,337.00 $4,906.00  $9,007.00 $2,113.00  $13,00(
10 | Counts, Elizabeth $3,742.00 $521.00  $4,505.00 $1,024.00 $3,52!
11 | David, Chloe $7,605.00 $3,428.00  $3,973.00 $1,716.00 $4,83
12 Davis, William $5,304.00 $1,562.00  $2,945.00 $1,176.00 $9,64:
13 Dumlao, Richard $9,333.00 $2,779.00  $7,549.00 $1,101.00 $5,85(
14 |Farmer, Kim $1,103.00 $3,470.00  $3,862.00 $1,040.00  $10,02:
15 | Ferguson, Elizabeth $1,333.00 $1,913.00  $4,596.00 $1,126.00 $5,50:
16 | Flores, Tia $12,398.00 $2,883.00  $2,142.00 $2,014.00  $13,54°
17 | Ford, Victor $3,251.00 $4,931.00  $8,283.00 $1,054.00 $9,54:
18 | Hodges, Melissa $4,624.00 $4,798.00  $8,420.00 $1,389.00  $10,46
19 Jameson, Robinson $2,552.00 $4459.00  $2,248.00 $1,058.00 $6,26
20 Kellerman, Frances $4,281.00 $4,172.00 $11,074.00 $1,282.00 $2,36

You can apply multiple conditional formatting rules to a
cell range or worksheet, allowing you to visualize

different trends and patterns in your data.
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A | B C D . E . F
A"YP Westbrook Parker Sz
Salesperson V] June July August Septemb

| Albertson, Kathy $3,799.00 $557.00  $3,863.00 $1,117.00 $8,237.

| Allenson, Carol $18,930.00 $1,042.00  $9,355.00 $1,100.00  $10,185.1

| Altman, Zoey $5,725.00 $3,072.00  $6,702.00 $2,116.00  $13,452.

| Bittiman, William $1,344.00 $3,755.00  $4,415.00 $1,089.00 $4,404.
_|Brennan, Michael $8,296.00 $3,152.00 $11,601.00 $1,122.00 $3,170.!

| Carlson, David $3,945.00 $4,056.00  $3,726.00 $1,135.00 $8,817.

9 |Collman, Harry $8,337.00 $4,906.00  $9,007.00 $2,113.00  $13,090.i
10 | Counts, Elizabeth $3,742.00 $521.00  $4,505.00 $1,024.00 $3,528.
11 | David, Chloe $7,605.00 $3,428.00  $3,973.00 $1,716.00 $4,839.
12 | Davis, William $5,304.00 $1,562.00  $2,945.00 $1,176.00 $9,642.
13 | Dumlao, Richard $9,333.00 $2,779.00  $7,549.00 $1,101.00 $5,850.
14 | Farmer, Kim $1,103.00 $3,470.00  $3,862.00 $1,040.00  $10,024.
15 | Ferguson, Elizabeth $1,333.00 $1,913.00  $4,596.00 $1,126.00 $5,503.
16 | Flores, Tia $12,398.00 $2,883.00  $2,142.00 $2,014.00  $13,547.i
17 | Ford, Victor $3,251.00 $4,931.00  $8,283.00 $1,054.00 $9,543.
18 |Hodges, Melissa $4,624.00 $4,798.00  $8,420.00 $1,389.00  $10,468.
19 | Jameson, Robinson $2,552.00 $4,459.00  $2,248.00 $1,058.00 $6,267.
20 |Kellerman, Frances $4,281.00 $4,172.00 $11,074.00 $1,282.00 $2,365.1

Conditional formatting presets

Excel has several predefined styles—or presets—you can
use to quickly apply conditional formatting to your data.
They are grouped into three categories:

. Data Bars are horizontal bars added to
each cell, much like a bar graph.

$3,863.00 $1,117.00 $8,237.00
$9,355.00 $1,100.00  $10,185.00
$6,702.00 $2,116.00  $13,452.00
$4,415.00 $1,089.00 $4,404.00

$8,690.00
$18,749.00
$8,046.00
$20,114.00



« Color Scales change the color of each cell
based on its value. Each color scale uses
a two- or three-color gradient. For
example, in the Green-Yellow-Red color
scale, the highest values are green,
the average values are yellow, and
the lowest values are red.

$3,863.00 $8,237.00 $8,690.00
$9,355.00 $10,185.00
$6,702.00 $13,452.00 $8,046.00
$4,415.00 $4,404.00

« lcon Sets add a specific icon to each cell
based on its value.

W $3,863.00 W S$1,117.00 == $8,237.00 == $8,690.00
== $9,355.00 "W $1,100.00 == $10,185.00 4. $18,749.00
W $6,702.00 W S$2,116.00 == $13,452.00 == $8,046.00
W 54,415.00 W S1,080.00 W $4,404.00 4. $20,114.00

To use preset conditional formatting:

1. Select the desired cells for the conditional formatting rule.



B C | D | E | F

A |
AVAVP Westbrook Parker S

Salesperson July August Septe
Albertson, Kathy
Allenson, Carol

Altman, Zoey
Bittiman, William
Brennan, Michael

Carlson, David

LQCO'--IQ\U'I-hLU|N—I

Collman, Harry

10 | Counts, Elizabeth
11 |David, Chloe

12 | Davis, William

13 |Dumlao, Richard
14 | Farmer, Kim

15 |Ferguson, Elizabeth
16 |Flores, Tia

17 |Ford, Victor

18 |Hodges, Melissa

19 |Jameson, Robinson

20 |Kellerman, Frances

2. Click the Conditional Formatting command. A drop-down
menu will appear.

3. Hover the mouse over the desired preset, then choose a preset
style from the menu that appears.
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4. The conditional formatting will be applied to the selected cells.

Mare Rules...
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A | B | C | D | E | E
A"vp Westbrook Parker S
Salesperson May June July August Septe

| Albertson, Kathy W $3,799.00 W $557.00 W $3,863.00 W $1,117.00 = $8,23:
| Allenson, Carol A 5$18930.00 W $1,042.00 = $9,355.00 "% $1,100.00 = $10,18"
| Altman, Zoey W $5,725.00 W $3,072.00 W $6,702.00 ¥ $2,116.00 = $13,45;
| Bittiman, William ¥ $1,344.00 W $3,755.00 W $4,415.00 W $1,089.00 W  $4,40:
~ Brennan, Michael == $8,296.00 ¥ $3,152.00 =35$11,601.00 ¥ $1,122.00 ¥ $3,17(
~ Carlson, David W $3,945.00 W $4,056.00 W $3,726.00 W $1,135.00 = $8,81

9 | Collman, Harry = $8,337.00 W $4,906.00 = $9,007.00 ¥ $2,113.00 = $13,09(
‘lD_ Counts, Elizabeth W 53,742.00 W $521.00 W 54505.00 W 51,024.00 W 53,52
11 | David, Chloe = $7,605.00 W $3,428.00 W $3,973.00 W% $1,716.00 W 54,83
12 Davis, William W $5,304.00 W $1,562.00 W $2,945.00 W $1,176.00 =1 59,64
13 Dumlao, Richard = $9,333.00 ¥ $2,779.00 W $7,549.00 ¥ $1,101.00 W  $5,85(
14 |Farmer, Kim W $1,103.00 W $3,470.00 W $3,862.00 W $1,040.00 = $10,02:
15 | Ferguson, Elizabeth W $1,333.00 W $1,913.00 W $4,596.00 "% $1,126.00 W  S5,50:
16 | Flores, Tia =1 612,398.00 W $2,883.00 W $2,142.00 W $2,014.00 == $13,54°
17 | Ford, Victor W $3,251.00 W $4,931.00 = $8,283.00 ¥ $1,054.00 = $9,54:
18 | Hodges, Melissa W $4624.00 W $4,798.00 = $8,420.00 ¥ $1,389.00 = $10,46
19 Jameson, Robinson W $2,552.00 W $4,450.00 W $2,248.00 W $1,058.00 W S6,26°
20 Kellerman, Frances W $4,281.00 W $4,172.00 —5$11,074.00 ¥ $1,282.00 W  $2,36!

Removing conditional
formatting

To remove conditional formatting:

1. Click the Conditional Formatting command. A drop-down

menu will appear.

2. Hover the mouse over Clear Rules, and choose which rules you

want to clear. In our example, we'll select Clear Rules from



Entire Sheet to remove all conditional formatting from the
worksheet.
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3. The conditional formatting will be removed.



A . B C D . E . F

A"vp Westbrook Parker S
1
pAl Salesperson May June July August Septe
3 Albertson, Kathy $3,799.00 $557.00  $3,863.00 $1,117.00 $8,23]
4  Allenson, Carol $18,930.00 $1,042.00  $9,355.00 $1,100.00  $10,18
5 |Altman, Zoey $5,725.00 $3,072.00  $6,702.00 $2,116.00  $13,45;
6 | Bittiman, William $1,344.00 $3,755.00  $4,415.00 $1,089.00 $4,40:
7 |Brennan, Michael $8,296.00 $3,152.00 $11,601.00 $1,122.00 $3,17(
8 | Carlson, David $3,945.00 $4,056.00  $3,726.00 $1,135.00 $8,81°
9 Collman, Harry $8,337.00 $4,906.00  $9,007.00 $2,113.00  $13,09(
10 Counts, Elizabeth $3,742.00 $521.00  $4,505.00 $1,024.00 $3,52
11 David, Chloe $7,605.00 $3,428.00  $3,973.00 $1,716.00 $4,83¢
12 | Davis, William $5,304.00 $1,562.00  $2,945.00 $1,176.00 $9,64;
13  Dumlao, Richard $9,333.00 $2,779.00  $7,549.00 $1,101.00 $5,85(
14 |Farmer, Kim $1,103.00 $3,470.00  $3,862.00 $1,040.00  $10,02:
15 Ferguson, Elizabeth $1,333.00 $1,913.00  $4,596.00 $1,126.00 $5,50:
16 Flores, Tia $12,398.00 $2,883.00  $2,142.00 $2,014.00  $13,54]
17 Ford, Victor $3,251.00 $4,931.00  $8,283.00 $1,054.00 $9,54:
18 Hodges, Melissa $4,624.00 $4,798.00  $8,420.00 $1,389.00  $10,46
19 | Jameson, Robinson $2,552.00 $4,459.00  $2,248.00 $1,058.00 $6,26
20 Kellerman, Frances $4,281.00 $4,172.00 $11,074.00 $1,282.00 $2,36

Click Manage Rules to edit or delete individual rules.

This is especially useful if you've applied multiple

rules to a worksheet.

Conditional Formatting Rules Manager ? *
Show formatting rules for:  |iE5rant Seledion [
(] Mew Rule... [ Edit Rule... 7% Delete Rule v
Rule [applied in order shown}  Format l"‘f';ﬂa.|::l|::llives to Stop If True
lcon Set & = W =5B53:56520 Rz
Cell Value > 4000 AaBbCcYyZz =$B53:5G6520 5 O
Close Apply




Challenge!

1. Open our practice workbook.

2. Click the Challenge worksheet tab in the bottom-left of the
workbook.

3. Select cells B3:J17.

4. Let's say you're the teacher and want to easily see all of the
grades that are below passing. Apply Conditional
Formatting so it Highlights Cells containing values Less
Than 70 with a light red fill.

5. Now you want to see how the grades compare to each other.
Under the Conditional Formatting tab, select the Icon
Set called 3 Symbols (Circled). Hint: The names of the icon
sets will appear when you hover over them.

6. Your spreadsheet should look like this:

A

B | c

R I N R I

9
10|
11
12
13
14|
15 |
16 |

17 |
18

Student Name

Jackson Love
Priya Patel
Sharia Clemmons
Ming Lu
Sadie Carter
Jensen Howard
Tyrig Hilton
Maria Saldana
Kyle Jacobs
John Feinstein
Carter Zhou
Jose Marco Hernandez
Betsy Michaels
Dexter Cooper
Quanisha Johnson

'First Quarte'r Graldes

Unit 1 Quiz 1 Unit 1 Test Unit 2 Quiz 1 Unit 2 Quiz 2 Unit 2 Test Unit 3 Quiz 1 Unit 3 Test 1

o
o
(¥]
(/]
(<]
<]
o
o
(]
(]
0]
o
o
(x]
[¥]

70
ar
95
9
86
54
7
100
90
89
75
93
90
62
100

75
100
97
93
84
70
85
96
89
67
68
87
95
71
98

88
92
45
89
93
87
76
93
91
84
82
86
80
76
86

90
95
79
95
89
72
90
a7
93
87
a3
91
73
84
89

72
96
83
97
94
85
68
88
94
85
85
93
76
80
93

75
95
94
85
88
74
78
92
95
90

82
88
87

0C00CC000000000
0000000000000 00
000000000 0C00C0O0
000000000000 000
0000000000000 00
%
000000000000 000
aaonanononnnonnonnnonn

7. Using the Manage Rules feature, remove the light red fill, but
keep the icon set.


https://media.gcflearnfree.org/content/56337061927faf14d04cade7_10_30_2015/excel2016_conditionalformatting_practice.xlsx

Introduction

Let's say someone asked you to proofread or collaborate
on a workbook. If you had a printed copy, you might use
a red pen to edit cell data, mark spelling errors, or add
comments in the margins. Excel allows you to do all of
these things electronically using the Track

Changes and Comments features.

Understanding Track Changes

When you turn on the Track Changes feature, every cell
you edit will be highlighted with a unique border and
indicator. Selecting a marked cell will show the details of
the change. This allows you and other reviewers to see
what's been changed before accepting the revisions
permanently.

In the image below, each edited cell has a blue border and
a small triangle in the upper-left corner.

F | G | H | |
. . ;Fa{:ilitalor
i1:00 ‘Breakfast, welcome EExecteam
0:30 Introduction {Garth
51:00 EWUrk relationships exercise EGarth, Dean, Liz
;ﬂ:15 ;Ereak
52:00 ECadyr Falls hike (strategy game?) rl'vler
51:00 ELunch (with strategy game team) ! Javier Flores, 11/12/2015 1:51 PM
0:15 :Strategy debrief Julia__gp Changed cell E13 from 'TBD' to Julia'.
11:00 Getting to know your team See Liz for info
51:00 istrengths exercise :
;ﬂ:Bﬂ Break/Snack |
5(!:45 ‘Redwoods hike EDean
;1:00 ;Team—building exercise EGarth, exec team
51:00 EDinner ;
11:15




There are some changes Excel cannot track. Before using
this feature, you may want to review Microsoft's list

of changes that Excel does not track or highlight.

You cannot use Track Changes if your workbook
includes tables. To remove a table, select it, click

the Design tab, then click Convert to Range.

To turn on Track Changes:

1. From the Review tab, click the Track Changes command, then
select Highlight Changes from the drop-down menu.

Ry out Farrnulas Data View ' Tell me what you want to do...
o ] 7 Show/Hide Comment | Izc | ‘g3 Protect and Share
_ 5 Show All Comments — EZ Allow Users to Edi
Mew  Delete Previous Mext Protect Protect Share :
Comment 2 Show Ink Sheet Workbook Workbook [3# Track Changes~
Comments Ch [ Highlight Chan

2. The Highlight Changes dialog box will appear. Check the box
next to Track changes while editing. Verify that the box is
checked for Highlight changes on screen, then click OK.

Highlight Changes ? *

{Track changes while editing. This also shares your workbook, |

Highlight which changes

When: | All e
|:| Who: Everyone -
[] Where: Ez

Highlight changes on screen
List changes on a new sheet

3. If prompted, click OK to allow Excel to save your workbook.



http://office.microsoft.com/en-us/excel-help/track-changes-in-a-shared-workbook-HP010342961.aspx#BM7

Microsoft Excel

| This action will now save the workbook, Do you want to continue?

X

| DKN | cancel |

4. Track Changes will be turned on.
A triangle and border color will appear in any cell you edit. If
there are multiple reviewers, each person will be assigned a

different color.

5. Select the edited cell to see a summary of the tracked changes.
In our example below, we've changed the content of cell D14
from ? to Getting to know your team.

Facilitator

Breakfast, welcome
Elntmductian

;ka relationships exercise
EBreak

ECady Falls hike (strategy game?)
ELunch (with strategy game team)
iStrateg'yr debrief

EEx
‘Garth
EGarth, Dean, Liz

ec team

Getting to know your team  gp

iStrengths exercise
EBreakISnack
Eﬁedwoods hike
ETeam—buiIding exercise
EDinner

54

D
EGarth, execteam

Javier Flores, 11/5/2015 11:13 AM:
Changed cell D14 from '?" to 'Getting to know
your team'.

=1

When you turn on Track Changes, your workbook will
be shared automatically. Shared workbooks are designed
to be stored where other users can access and edit the
workbook at the same time, such as a network. However,
you can also track changes in a local or personal copy, as
seen throughout this lesson.

To list changes on a separate worksheet:

You can also view changes on a new worksheet,
sometimes called the Tracked Changes history. The
history lists everything in your worksheet that has been




changed, including the old value (previous cell content)
and the new value (current cell content).

1. Save your workbook.

2. From the Review tab, click the Track Changes command, then
select Highlight Changes from the drop-down menu.

pyout Farmulas Data View ' Tell me what you want to do...

'I!'Vj L4 Show/Hide Comment I:E | H:c | | ‘&3 Protect and Share

) ) Show All Comments
Mew Delete Previous MNewxt . Protect Protect Share

Comment .5 Show Ink Sheet Workbook Workbook EJ} Track Changes -
Comments Ch [ Highlight Chan

M

EZ Allow Users to Edi

3. The Highlight Changes dialog box will appear. Check the box
next to List changes on a new sheet, then click OK.

Highlight Changes ? x

Track changes while editing. This also shares your workbook,

Highlight which changes
[ When: | Al

[]whao: |E'u'eryc|r1e

[ <][<]

[] where: |

Highlight changes on screen
%ist changes on a new sheet!

[ ok || Cancel |

4. The tracked changes will be listed on their own worksheet,
called History.



A B = D E F

G

| | | |
Action
Mumber | ~ Date |~ Time |~ Who v Change |~ |Sheet -

New

Range |  Value

1_|11,,"11,"15 4:00 PM Javier Flores Cell Change Agenda Planner
2 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner
3 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner

5 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner
6 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner
7 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner

D14
Ell
Els
Elo
Al7
AlS
B1S

Getting to kn
Liz, Julia
Garth

Wayne

1
2
3
4
5 4 11/11/15 4:00 PM Javier Flores Cell Change Agenda Planner
i)
Ti
)
g

10 | The history ends with the changes saved on 11/11/2015 at 4:00 PM.

| Agenda Planner | History o)

Ready

To remove the History worksheet from your workbook,
you can either save your workbook again or uncheck the

box next to List changes on a new sheet in
the Highlight Changes dialog box.

Reviewing changes

Tracked changes are really just suggested changes. To

become permanent, the changes must be accepted. On

the other hand, the original author may disagree with

some of the tracked changes and choose to reject them.

To review tracked changes:

1. From the Review tab, click Track Changes, then
select Accept/Reject Changes from the drop-down menu.



View 2 Tell me what you want to do...

-1 Show/Hide Comment g ‘g3 Protect Shared Warkboaok

5 Show All Comments ':-' Allow Users to Edit Ranges

Previous MNext . Unprotect Protect Share -
.2 Show Ink Sheet  Workbook Workbaok [# Track Changes =
Comments Chan| [Z» Highlight Changes...

ﬁ Accept/Reject Changes b

2. If prompted, click OK to save your workbook.

3. A dialog box will appear. Make sure the box next to
the When: field is checked and set to Not yet reviewed, then

click OK.

Select Changes to Accept or Reject ? >
Which changes
When: | Mot yet reviewed
|:|Whg: |E1rer1rnne
|:| Where: | Rz
| ok M . Cancel |

4. A dialog box will appear. Click Accept or Reject for each
change in the workbook. Excel will move through each change
automatically until you have reviewed them all.

Accept or Reject Changes ? >

Change 1 of ¥ made to this document:
Javier Flores, 11,/11,/2015 4:00 Ph: L)

Changed cell D14 from "7 to "Getting to know your team’.

L

5. Even after accepting or rejecting changes, the tracked changes
will still appear in your workbook. To remove them completely,
you'll need to turn off Track Changes. From the Review tab,
click Track Changes, then select Highlight Changes from the
drop-down menu.



View @ Tell me what you want to do...

4 Show/Hide Comment g a Protect Shared Workboaok

) 5 Show All Comments
Previous Mext Protect Protect Share

.3 Show Ink Sheet Workbook Workbook [5% Track Changes ~
Comments Cha [+ Highlight Changes...

EF Allow Users to Edit Ranges

ﬁ Accept/Reject Changes

6. A dialog box will appear. Uncheck the box next to Track
changes while editing, then click OK.

Highlight Changes 7 >

iTrack changes while editing. This also shares your workbook, |

Highlight which changes

When:  |All v |
Who: |E1rer].rc|r1e V|
Where: | El

Highlight changes on screen

List changes on a new sheet

[ ok || Cancel |

7. Click Yes to confirm that you want to turn off Track Changes
and stop sharing your workbook.

Microsoft Excel

This action will remove the workbook from shared use, The change history will be erased, and other users who are editing this workbook
even if you share this workbook again.

o Remaove the workbook from shared use?

* To make the workbook exclusive, click Yes.
*To cancel and return to shared mode, click No.

| Yes M | Ma |

To accept or reject all changes at once, click Accept
All or Reject All in the Accept or Reject Changes dialog
box.

Turning off Track Changes will remove any tracked
changes in your workbook. You will not be able to view,
accept, or reject changes; instead, all changes will be
accepted automatically. Always review the changes in
your worksheet before turning off Track Changes.



Comments

Sometimes you may want to add a comment to provide
feedback instead of editing the contents of a cell. While
often used in combination with Track Changes, you don't
necessarily need to have Track Changes turned on to use
comments.

To add a comment:

1. Select the cell where you want the comment to appear. In our
example, we'll select cell D17.

A B C D E
. : . ;Fal:ilitalor
7 |B:00 AM i9:00 AM i1:00 ‘Breakfast, welcome EExec team
8 |9:00AM 19:30 AM :0:30 Introduction {Garth
9 |9:30 AM 510:30 A 100 EWDrk relationships exercise EGarth, Dean, Liz
10 |10:30 AM 110:45 AM :0:15 Break ;
11 [10:45 AM 112:45 PM :2:00 Cady Falls hike (strategy game?)  iLiz, Julia
12 [12:45 PM ;1:45 PM 100 ELunch (with strategy game team)
13 |1:45 PM 12:00 PM :0:15 ‘Strategy debrief Hulia
14 |2:00 PM ;3:00 PM 100 EGettingto know your team ESEE Liz forinfo
15 |3:00 PM 4:00 PM 11:00 ' Strengths exercise Garth
16 |4:00 PM 4:30 PM :0:30 Break/snack ‘Wayne
17 |a:00 PM 15:00 PM 11:00 Redwoods hike @ Ipean
18 |5:00 PM 16:00 PM i1:00 iTeam-building exercise ‘Garth, exectea
19 [7:00 PM 8:00 PM :1:00  Dinner :
20 |Total 11:30

2. From the Review tab, click the New Comment command.

ayout Formulas

-

Data

Mew |}Delet|:— Previous Mext

Comment

Comments

4 Show/Hide Comment
I Show All Comments



3. A comment box will appear. Type your comment, then click
anywhere outside the box to close the comment.

D E F
. ;Fa{:ilitalor
‘Breakfast, welcome EExec team
;Intmductian EGarth
EWDrk relationships exercise EGarth, Dean, Liz
;Break :

ECadyr Falls hike (strategy game?) ELiz,JuIia
iLunch (with strategy game team)
iStrategy debrief EJuIia

EGettingtD know your team ESEE Liz for info

EStrengths. exercise EGarth

EBreakj’snack “ﬁ Javiar Flnre?;:
:Redwoods hike :D9How long is this hike? |
iTeam-building exercise =
EDinner ;

= |

4. The comment will be added to the cell, represented by the red
triangle in the top-right corner.

, D , E
EGettingtn know your team ;SEE Liz for info
EStrengthS exercise EGarth
EBreak,."snack 'Wayne
ERedwands hike 1EDean
ETeam—buiIding exercise EGarth, execteam
EDinner :

5. Select the cell again to view the comment.



. ;Fa{:ilitalor
‘Breakfast, welcome EExec team
;Intmductian EGarth

EWDrk relationships exercise EGarth, Dean, Liz
;Break :

ECadyr Falls hike (strategy game?) ELiz, Julia
‘Lunch (with strategy game team) |

EStrateg'yr debrief EJuIia
EGettingtD know your team ESEE Liz for info
EStrengths. exercise EGarth
iBreakj’snack _lpn Javier Flores:
Redwoods hike oo D4How long is this hike?
iTeam-building exercise 1G4
EDinner ;

|

To edit a comment:

1. Select the cell containing the comment you want to edit.
2. From the Review tab, click the Edit Comment command.

ayout Formulas Data

Z] E(;] ﬁ Ll;] 4 Show/Hide Comment

|__p| Show All Comments

Edit bDelete Previous Mext
Comment

Comments

3. The comment box will appear. Edit the comment as desired,
then click anywhere outside the box to close the comment.



Facilitator

‘Breakfast, welcome EExec team
;Intmductian EGarth

EWDrk relationships exercise EGarth, Dean, Liz
;Break :

ECadyr Falls hike (strategy game?) ELiz,JuIia
iLunch (with strategy game team)
iStrategy debrief EJuIia

EGettingtD know your team ESEE Liz for info
iStrengths exercise EGarth

: : —
EBTEEUE'"““ ‘hﬁ]avier Flores:
:Redwoods hike :DeHow long is this hike?
‘Team-building exercise

Liz told me it was only 1

iDinner —T

O

To show or hide comments:

. From the Review tab, click the Show All
Comments command to view every
comment in your worksheet at the same
time.

ayout Farmulas Data

o ] S 4 Show/Hide Comment

GShvallCumn‘renis
Mew [elete Previous Mext
- Show Ink

Comment
Comments

. All comments in the worksheet will
appear. Click the Show All
Comments command again to hide them.



‘Breakfast, welcome
;Intmductian

EWDrk relationships exercise
;Break

ECadyr Falls hike (strategy game?)
Lunch (with strategy game team)

;Fa{:ilitalor
EEx
{Garth

EGarth, Dean, Liz

ec team

Strategy debrief

|Ju

iGetting to know your team
EStrengths. exercise
Break/snack

ERedwaads. hike
;Team—building exercise
EDinner

| ]
ESE

‘T Javier Flores:

I think the game during
the hike wil be enough.

Javier Flores:
ulia might be wiling to
ead this activity.

G

TTIT

*iy

iDs
{ef

Javier Flores:
How long is this hike?

Liz told me it was only 1

rmile.

You can also choose to show and hide individual
comments by selecting the desired cell and clicking
the Show/Hide Comment command.




ayout Farmulas Data View Q' Tell me what you want to do

IZ;J @ f:‘ -L}V:]ESWHH’ECummm D E [

] ) [ Show All Cc[%mems
Edit Delete Previous Mext Protect Protect Sh

Comment -5 Show Ink Sheet Workbook Worl

Comments

e Lunch {with strategy game team)

C D E F
: ;Fa{:ilitalor
1:00 iBreakfast, welcome EExecteam
0:30 {Introduction | Garth
1:00 Ewgrk relationships exercise EGarth, Dean, Liz
0:15 EBreak :
2:00 iCadyr Falls hike (strategy game?) 1: i J.';uilér Flores:
1:00 Lunch [with strategy game team) 1 |1 think the game during
0:15 iStrategy debrief :Jyfthe hike wil be enough.
1:00 EGettingtc} know your team ESE
1:00 EStrengths exercise G T
0:30 Break/snack ‘Wayne
1:00 ERedwnndS hike ‘EDean
1:00 ETeam—buiIding exercise EGarth, execteam
1:00 EDinner ;
11:30
To delete a comment:

1. Select the cell containing the comment you want to delete. In
our example, we'll select cell E13.



. ;Fa{:ilitalor

‘Breakfast, welcome EExec team

;Intmductian EGarth

EWDrk relationships exercise EGarth, Dean, Liz

;Break

ECady Falls hike (strategy game?) ‘ELiz,JuIia

Elunch (with strategy game team) L Thavier Flores:

i Strategy debrief Julia oo 1 |1ulia might be wiling to
:Getting to know your team :See Liz for info lead this activity.
EStrengths. exercise EGarth

Break/snack 'Wayne

Eﬁedwac}ds. hike ‘?Dean

;Team—building exercise EGarth, execteam

EDinner ;

2. From the Review tab, click the Delete command in
the Comments group.

ayout Formulas Data

{j ﬁ S LV:] 47 Show/Hide Comment

|__p| Show 4ll Comments
Edit Delete Previous Mext

Comment I} .3 Show Ink
Comments

3. The comment will be deleted.

D E F
. EFal:iIitalor
iBreakfast, welcome EExec team
Elntmductian EGarth
;ka relationships exercise EGarth, Dean, Liz
EBreak :

ECady Falls hike [strategy game?)  iLiz, Julia
: %
:Lunch (with strategy game team)

EStrateg'yr debrief Julia o ]
iGetting to know your team :See Liz forinfo
EStrengths exercise EGarth

EBreakfs.nack 'Wayne

;Redwaads hike ‘EDean

ETeam-buiIding exercise EGarth, exec team

iDinner




Challenge!

1. Open our practice workbook.

2. Turn on Track Changes.

3. Replace the value in cell D14 with Rope Bridge Activity.
4. Change cell E15 to say Julia.

5. Save your workbook.

6. List changes on a new sheet. After you do this, the worksheet
should look like this:

A B (o D E F G H |
Action New old
1 MNumber - Date - Time - Who ~ |Change ~ Sheet ~ |Range ~ Value * Value -
2 [ 1]11/27/2015 2:11AM JohnDoe  Cell Change Agenda Planner D14 Rope Bridge Activity ?
3 2 11/27/2015 9:11 AM John Doe Cell Change Agenda Planner E15 Julia <blank=

4
5 The history ends with the changes saved on 11/27/2015 at 9:11 AM.

7. Return to the Agenda Planner tab.

8. Add a comment to cell E16 that says snacks will be provided
by the exec team.

9. When you're finished, your workbook should look like this:


https://media.gcflearnfree.org/content/563790ac927faf14d04cadec_11_02_2015/excel2016_trackchangescomments_practice.xlsx

10.

El6

oW oo
| N

8:00 AM :9:00 AM 100 EBr&a kfast, welcome ‘Exec team

9:00 AM 19:30 AM : ‘Introduction ‘Garth

19:30 AM 510:30 AM 1:00 ‘Work relationships exercise EGarth, Dean, Liz
110:30 AM 110:45 AM : ‘Break ’

110:45 AM 112:45 PM 200 §Cad\r Falls hike (strategy game?)

112:45 PM 51:45 PM 100 ELunch (with strategy game team) ;

11:45 PM :2:00 PM ‘Strategy debrief Hulia

2:00 PM 13:00 PM 1:00 "Rope Bridge Activity See Liz for info
13:00 PM :4:00 PM 11:00 ‘Strengths exercise Julia

4:00 PM 4:30 PM 0:30 ‘Break/snack ;

4:15 PM '5:00 PM 0:45 ‘Redwoods hike ‘Dean

'5:00 PM :6:00 PM 1:00 ‘Team-building exercise ‘Garth, exec team
6:00 PM :7:00 PM '1:00 ‘Dinner 5

Total 11:15

L@ BIOFUELS

B

Geb

c | D

Event Team-Building Retreat
Lmtiun:i Waverly Point Nature Preserve
Date:: August

AGENDA PLANNER

‘Facilitator

Accept All Changes, then turn off Track Changes.



Introduction

Before sharing a workbook, you'll want to make sure it
doesn't include any spelling errors or information you
want to keep private. Fortunately, Excel includes several
tools to help finalize and protect your workbook,
including Document Inspector and the Protect
Workbook feature.

Document Inspector

Whenever you create or edit a workbook,

certain personal information may be added to the file
automatically. You can use Document Inspector to
remove this information before sharing a workbook with
others.

Because some changes may be permanent, it's a good
idea to save an additional copy of your workbook before
using the Document Inspector to remove information.

To use Document Inspector:

1. Click the File tab to access Backstage view.

2. From the Info pane, click Check for Issues, then
select Inspect Document from the drop-down menu.



Account

Options

Info

Excel2016_Inspect_Protect_Practice - E

Excel2016_Inspect_Protect_Practice
YWypsf » Home » Documents » Excel 2016

»

Protect
Workboolk -

Check for
Issues =

Protect Workbook

Control what types of changes people can make to this workbook

Inspect Workbook

Before publishing this file, be aware that it contains:
Comments
Document properties and absolute path

E:-I Inspect Document
Check the workbook for hidden properties
or persenal information. I} ities are unable to read

|jm Check Accessibility
@ Check the workbook for content that people
with disabilities might find difficult to read.

Check Compatibility

aved changes.

Check for features not supported by earlier
versions of Excel,

3. You may be prompted to save your file before

running Document Inspector.

Microsoft Excel

e Before you use Document Inspectar...
Make sure you save your changes because the Document Inspector might remove data that can't be restored later, Do you war

) [

4. Document Inspector will appear. Check or uncheck boxes,
depending on the content you want to review, then
click Inspect. In our example, we'll leave everything selected.



Document Inspector ? *

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

Comments and Annotations

Inspects the document for comments and ink annotations.

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

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

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

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

PivoiTables, PivotCharts, Cube Formulas, Slicers, and Timelines

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

Embedded Documents

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

tha fila
lnspect Close

5. The inspection results will appear. In our example, we can see
that our workbook contains comments and some personal
information, so we'll click Remove All on both items to remove
this information from the workbook.



Document Inspector

Review the inspection results.

The following items were found:
* Comments

Document Properties and Personal Information

The following document information was found:
* Document properties
* Absolute path to the workbook

o=

Data Model
Mo embedded data found in the Data Model.

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

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

@ 0 o o

PiwciTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Mo PivotTables, PivotCharts, cube formulas, slicers, or timelines were
found.

I Comments and Annotations Remove All

A

B

Remove All

1 Note: S5ome changes cannot be undone.

Reinspect

Close

6. When you're done, click Close.




Document Inspector ? *

Review the inspection results.

¢ Comments and Annotations
All items were successfully removed,

a Document Properties and Personal Information

Document properties and personal information were successfully
removed,

¢ Data Model
Mo embedded data found in the Data Model.

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

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

a PivotTables, PivotCharts, Cube Formulas, Slicers, and Timelines

Mo PivotTables, PivotCharts, cube formulas, slicers, or timelines were
found,

) Embedded Documents
Mo embedded documents were found. N

1 Note: S5ome changes cannot be undone.

Protecting your workbook

By default, anyone with access to your workbook will be
able to open, copy, and edit its content unless

you protect it. There are many different ways to protect a
workbook, depending on your needs.

To protect your workbook:

1. Click the File tab to access Backstage view.




2. From the Info pane, click the Protect Workbook command.

3. In the drop-down menu, choose the option that best suits your
needs. In our example, we'll select Mark as Final. Marking
your workbook as final is a good way to discourage others from
editing the workbook, while the other options give you even
more control if needed.

Excel2016_Inspect_Protect_Practice - E

Info

Excel2016_Inspect_Protect_Practice
YWpsf » Home » Documents » Excel 2016

Save Protect Workbook
’ Control what types of changes people can make to this workbook
Save As Protect
Workbook -
Print |:E" Mark as Final
a Let readers know the workbook is final and
Share make it read-only. [}
Encrypt with Password that it contains:
S _4’ Require a password to open this workbook.
ilities are unable to read
Publish -
RS 1 Protect Current Sheet naves properties and persanal
_ == Control what types of changes people can
Close make to the current sheet. ved in your file

Protect Workbook Structure

=) Prevent unwanted changes to the structure
Account of the workbook, such as adding sheets.

Restrict Access isaved changes.
Options [; Grant people access while removing their ¥

ability to edit, copy, or print.

D Add a Digital Signature

A Ensure the integrity of the workbook by
adding an invisible digital signature,

Browser View Options
r 0 Pick what users can see when this workbook is viewed on the Web
Browser View
Options

4. A dialog box will appear, prompting you to save. Click OK.



Microsoft Excel *

| This workbook will be marked as final and then saved.

Cancel
5. Another dialog box will appear. Click OK.

Microsoft Excel

This document has been marked as final to indicate that editing is complete and that this is the final version of the d

o When a document is marked as final, the status property is set to "Final™ and typing, editing commands, and proofin
You can recognize that a document is marked as final when the Mark As Final icon displays in the status bar,

|:| Don't show this message again

6. The workbook will be marked as final.

S Excel2016_|nspect_Protect_Practice [Read-O
Home Insert Page Layout Farmulas Data Review View ' Tell me what
0 MARKED AS FINAL An author has marked this workbook as final to discourage editing. Edit Anyway
D17 e fe || Redwoods hike
A . E . c D E
1
2 | ( e b Event:i Team-Building Retreat
3 N Location:! Waverly Point Nature Preserve
1 f & ! D C '
4 »:l' BIOFUELS Date:} August
5 AGEMDA PLA

Marking a workbook as final will not prevent others from
editing it. If you want to prevent people from editing it,
you can use the Restrict Access option instead.

Challenge!

1. Open our practice workbook.


https://media.gcflearnfree.org/content/5644bbafca7fae0d9c67697d_11_12_2015/excel2016_inspectprotect_practice.xlsx

2. Use Document Inspector to check the workbook
and remove anything it finds.

3. Protect the workbook by Marking As Final.

When you're finished, your workbook should look something like this:

¢ L Excel2016_Inspect_Protect_Practice_Trial [Read-Only] - Excel
Home Insert Page Layout Formulas Data Review View Y Tell me w
o MARKED AS FINAL An author has marked this workbook as final to discourage editing. Edit Anyway X
A2 v S | 139 v
A B C D E F N|
1 Order# Customer Name ltem Description Order Total  Phone Number
2 [139  [seferian Wilkes 6" Double Layer Chocolate Cake $15.45 555-248-1756
3 394 Marla Gaston 10" White Cake with Chocolate Icing  $17.25 555-122-9875
4 219 Juan Ricardo 15" Dutch Apple Pie $9.56 555-398-2839
5 150 Andrejz Gorecki 6" Double Layer Chocolate Cake $15.45 555-486-5387
6 265 Sing Lu 10" French Silk Pie $8.87 555-336-2576
7123 Devesh Assaf 15" Dutch Apple Pie $9.56 555-765-9874
8 108 Jerry Cranston 10" Chocolate Cake with Espresso Icing $19.87 555-132-1472
9 298 Mariela Lopes 6" Double Layer Chocolate Cake $15.45 555-987-2315
10 304 Linda Steinwater 12" Spice Cake with Maple Icing $16.75 555-423-3572
11 203 Archibald Grant 10" French Silk Pie $8.87 555-865-2834
12
13
14
15
16
17
18
19
20
21 s
Agenda Planner Challenge | ‘ »
Ready o¥ 22| - ] + 100%




Introduction

When you have a lot of data, it can sometimes be difficult
to analyze all of the information in your

worksheet. PivotTables can help make your worksheets
more manageable by summarizing your data and
allowing you to manipulate it in different ways.

Using PivotTables to answer questions

Consider the example below. Let's say we wanted to
answer the question What is the amount sold by each
salesperson? Answering it could be time consuming and
difficult; each salesperson appears on multiple rows, and
we would need to total all of their different orders
individually. We could use the Subtotal command to
help find the total for each salesperson, but we would still
have a lot of data to work with.



y | A B C D E
1 Region Account Order Amount |Month

¥ Albertson, Kathy East 29384 $925.00 January
KN Albertson, Kathy East 74830 $875.00 February
L3 Albertson, Kathy East 0099 $500.00 February
il Albertson, Kathy East 74830 $350.00 FMarch

M Brennan, Michael West 82853 $400.00 January
Pl Brennan, Michael West 72949 4$850.00 January
il Brennan, Michael West 90044 $1,500.00 January
¢ Brennan, Michael West 82853 $550.00 February
[[I} Brennan, Michael West 72949 $400.00 FMarch

(AW Davis, William South 55223 $235.00 February
|8 Davis, William South 10354 $850.00 January
i3 Davis, William South 50192 $400.00 IMarch

(% Davis, William South 27589 $250.00 January
|3 Dumlao, Richard West &7275 $400.00 January

o

Dumlao, Richard West 41828 $965.00 February

Fortunately, a PivotTable can

instantly calculate and summarize the data in a way that
will make it much easier to read. When we're done, the
PivotTable will look something like this:

Row Labels '~ |Sum of Order Amount
Albertson, Kathy $2.650.00
Brennan, Michael $3,700.00
Darvis, William $1,935.00
Dumlao, Richard $1.490.00
Flores, Tic $4,545.00
Paost, Melissa $1,490.00
Thompson, Shannon $3.140.00
Walters, Chris $4,375.00
Grand Total 523,5465.00

Once you've created a PivotTable, you can use it to
answer different questions by rearranging—

or pivoting—the data. For example, let's say we wanted
to answer What is the total amount sold in each
month? We could modify our PivotTable to look like
this:



Row Labels '~ Sum of Order Amount
January $9.020.00
February $9.140.00
March $5.315.00
Grand Total $23,545.00
To create a PivotTable:

1. Select the table or cells (including column headers) you want to
include in your PivotTable.

2. From the Insert tab, click the PivotTable command.
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Easily arrange and summarize
complex data in a PivotTable,

| F¥l: You can double-click a value to mw

see which detailed values make up Fnﬂ 29384 $925.00 January
| the summarized total, Fﬂﬂ 74830 $875.00 February

3. The Create PivotTable dialog box will appear. Choose your
settings, then click OK. In our example, we'll use Tablel as our
source data and place the PivotTable on a new worksheet.

Create PivotTable ? *

Choose the data that you want to analyze
@ Select a table or range
Table/Range: |Tablel| s

() Use an external data source
EHO0SE BORMECtion

Connection name:
Use this workbook's Data Model

Choose where you want the PivotTable report to be placed

@ Mew Warksheet
O Existing Worksheet

Location: ERz

Choose whether you want to analyze multiple tables

|:| Add this data to the Data Model

4. A blank PivotTable and Field List will appear on a new
worksheet.

A
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2 g =

3| HEESE =
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3 Sheetl - @ [ ] O [ | Defer Layout Update

5. Once you create a PivotTable, you'll need to decide
which fields to add. Each field is simply a column header from
the source data. In the PivotTable Field List, check the box for
each field you want to add. In our example, we want to know
the total amount sold by each salesperson, so we'll check
the Salesperson and Order Amount fields.



PivotTable Fields v X

Choose fields to add to report: a8 -

|Search }i}|

Salesperson

[] Region

[ ] Account
Order Amount ~
Month

MORE TABLES...

6. The selected fields will be added to one of the four areas below.
In our example, the Salesperson field has been added to
the Rows area, while Order Amount has been added

to Values. Alternatively, you can drag and drop fields directly
into the desired area.



PivotTable Fields v X

Choose fields to add to report: 2 * g

|Search }i}|

Salesperson
[] Region

[ ] Account
Order Amount
[ ] Month

MORE TABLES...

Drag fields between areas below:

T FILTERS Il COLUMMS
= ROWS Z VALUES
Salesperson v Sum of Order Amo... ™

[ | Defer Layout Update UPDATE

7. The PivotTable will calculate and summarize the selected fields.

In our example, the PivotTable shows the amount sold by each
salesperson.



A | B |
-l_
2
3 Row Labels '~ Sum of Order Amount
4 | Albertson, Kathy 2650
S:Erenncm, Fichael 3700
& |Dawvis, William 1935
7 Dumlao, Richard 1490
8 |Flores, Tia 4545
9 |Post, Melissa 1690
10 [Thompson, Shannon 3160
11 'Walters, Chris 4375
12 |Grand Total 23565
13
14
15
16 |
7
18
19|
o
21 |
22
23 |
24
25

Sheetl | 1st Quarter Sales | )

-

PivotTable Fields

Choose fields to add to report:

|Search

Salesperson

[ ] Region

[ ] Account
Order Amount
[ ] Month

MORE TABLES...

Drrag fields between areas below:

T FILTERS i coLu
= ROWS = VALU
Salesperson i Sum of (

[ | Defer Layout Update

Just like with normal spreadsheets, you can sort the data
in a PivotTable using the Sort & Filter command on the
Home tab. You can also apply any type of number
formatting you want. For example, you may want to
change the number format to Currency. However, be
aware that some types of formatting may disappear when

you modify the

PivotTable.



Row Labels .\ Sum of Order Amount
Flores, Tic $4,545.00
Walters, Chiris $4,375.00
Brennan, Michael $3,700.00
Thompson, Shannon $3.140.00
Albertson, Kathy $2.450.00
Davvis, William $1,935.00
Past, Melissa $1,490.00
Dumlao, Richard $1,490.00
Grand Total 523,545.00

If you change any of the data in your source worksheet,
the PivotTable will not update automatically. To
manually update it, select the PivotTable and then go
to Analyze - Refresh.

Pivoting data

One of the best things about PivotTables is that they can
quickly pivot—or reorganize—your data, allowing you
to examine your worksheet in several ways. Pivoting data
can help you answer different questions and

even experiment with your data to discover new trends
and patterns.

To add columns:

So far, our PivotTable has only shown one column of
data at a time. In order to show multiple columns, you'll
need to add a field to the Columns area.

1. Drag a field from the Field List into the Columns area. In our
example, we'll use the Month field.



PivotTable Fields v X

Choose fields to add to report: < -
|Sea rch J:I|
Salesperson

[ ] Region

[ ] Account

T FILTERS Il COLUMMS

Mol%h
=
= ROWS % VALUES
Salesperson i | | Sum of Order Amo... *
[ ] Defer Layout Update UPDATE

2. The PivotTable will include multiple columns. In our example,
there is now a column for each person's monthly sales, in
addition to the grand total.



A B C D E -
| | | | PivotTable F
2_ Choose fields to add
3 |Sum of Order Amount Colum ~
4 Row Labels . Januvary February March Grand Total Search
5 | Flores, Tia 1655 985 1925 4565
— | Salesperson
6 |Walters, Chris 355 2755 1285 4375 Region
7 |Brennan, Michael 2750 550 400 3700 Account
S_Thompscm,Shcmnon 1140 1720 300 3160 | Order Amount
9_Hlber’rsor‘l, Kathy 925 1375 350 2650 +| Month
10 Davvis, William 1100 235 600 1935 MORE TABLES...
1n Post, Melissa 765 575 350 14690
12| Dumlao, Richard 400 265 125 14590
13 |Grand Total 20790 9140 5315 235465 Drag fields between
14
]5— T FILTERS
16 |
17 |
18 |
19
20 | = ROWS
21 Salesperson ™
22
23
24 |
To change a row or column:

Changing a row or column can give you a completely
different perspective on your data. All you have to do
is remove the field in question, then replace it with
another.

1. Drag the field you want to remove out of its current area. You
can also uncheck the appropriate box in the Field List. In this
example, we've removed the Month and Salesperson fields.



PivotTable Fields v X

Choose fields to add to report: g -

|Search J:I|

Salesperson
[ | Region
[ ] Account

+| Order Amount
|_| Month |

MORE TABLES...

Drag fields between areas below:

T FILTERS Il COLUMMS
SEIespﬁson = ROWS % VALUES
b4 " | Salesperson i | | Sum of Order Amo... =

-

[ | Defer Layout Update UPDATE
I 7

2. Drag a new field into the desired area. In our example, we'll
place the Region field under Rows.



PivotTable Fields v X

Choose fields to add to report: < -

|Search J:I|

=lds between areas below:

ERS Il COLUMMS

% VALUES

Sumn af Order Amao.

[ ] Defer Layout Update UPDATE

3. The PivotTable will adjust—or pivot—to show the new data. In
our example, it now shows the amount sold by each region.



Row Labels -~ Sum of Order Amount

East 4340
North 3160
South 10875
West 5190
Grand Total 235551

To learn more

[*]

PivotTable Fields

Choose fields to add to report: E

|Search

[ ] Salesperson
Region

[] Account
Order Amount
[ ] Manth

MORE TABLES...

Drrag fields between areas below:

T FILTERS Il COLUMMNS
= ROWS 3 VALUES
Region i Sum of Order Amo...

Once you're comfortable with PivotTables, check out
our Doing More with PivotTables lesson for even more

ways to customize and manipulate them.

Challenge!


http://www.gcflearnfree.org/excel2016/doing-more-with-pivottables/1/

1. Open our practice workbook.

2. Create a PivotTable in a separate sheet.

3. We want to answer the question What is the total amount sold
in each region? To do this, select Region and Order Amount.
When you're finished, your workbook should look like this:

Row Labels - Sum of Order Amount

East 4340
North 3160
South 10875
West 5190
Grand Total 23565

4. In the Rows area, remove Region and replace it
with Salesperson.

5. Add Month to the Columns area.

6. Change the number format of cells B5:E13 to Currency. Note:
You might have to make columns C and D wider in order to see
the values.

7. When you're finished, your workbook should look like this:


https://media.gcflearnfree.org/content/5641fcb1ca7fad0d9cc8050b_11_10_2015/excel2016_intropivottables_practice.xlsx
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Introduction

As you learned in our previous lesson, Intro to
PivotTables, PivotTables can be used to summarize and
analyze almost any type of data. To help you manipulate
your PivotTable—and gain even more insight into your
data—Excel offers three additional tools: filters, slicers,
and PivotCharts.

Filters

Sometimes you may want focus on a certain section of
your data. Filters can be used to narrow down the data
in your PivotTable, so you can view only the information
you need.

To add a filter:

In the example below, we'll filter out
certain salespeople to determine how their individual
sales are impacting each region.

1. Drag a field from the Field List to the Filters area. In this
example, we'll use the Salesperson field.


http://www.gcflearnfree.org/excel2016/intro-to-pivottables/1/
http://www.gcflearnfree.org/excel2016/intro-to-pivottables/1/

PivotTable Fields v X

Choose fields to add to report: -

|Sea rch J:l|
|| Salesperson

[] Account
Order Amo

Drag fields beti#een areas below:

T FILTER Il COLUMNS

Salesgerson

=
= ROWS E VALUES
Region = Sum of Order ... =
[] Defer Layout Update LUPDATE

2. The filter will appear above the PivotTable. Click the drop-

down arrow, then check the box next to Select Multiple
Items.



A B C D

1 |Salesperson |[F~.II]
2_ Search .
3 |Row Labels o] [l
4 |East -] Albertson, Kathy
u [+ Brennan, Michael
5 |North ¥ Davis, William
& |[South --[+#] Dumlao, Richard
?_WEST [+ Flares, Tia
= [+ Post, Melissa
8_ Grand Total [+ Thompson, Shannan
Q [+ Walters, Chris
10
1 ]_ %Select Multiple ltems
12
=
14

3. Uncheck the box next to any item you don't want to include in
the PivotTable. In our example, we'll uncheck the boxes for a
few salespeople, then click OK.

A B c | D

1 |Salesperson |[F~.II] ll
2_ Search yel
3 N Row Labels -] [y
4 |East -] Albertson, Kathy

u -[_] Brennan, Michael
5 |North ¥ Davis, William
& |[South -] Dumlao, Richard
?_ West [+ Flares, Tia

= [+ Post, Melissa
8_ Grand Total -] Thompson, Shannon
Q [+ Walters, Chris
]'D_
H_ Select Multiple lterns
12
13 R
]4_

4. The PivotTable will adjust to reflect the changes.



A | 3 . C | D

1 |Salesperson (Multiple [tems)
2

3 Row Labels '~ Sum of Order Amount
4 |East 4340
5 South 10875
6 |Grand Total 15215
—

3

Slicers

Slicers make filtering data in PivotTables even easier.
Slicers are basically just filters but are easier and faster to
use, allowing you to instantly pivot your data. If you
frequently filter your PivotTables, you may want to
consider using slicers instead of filters.

To add aslicer:

1. Select any cell in the PivotTable.
2. From the Analyze tab, click the Insert Slicer command.

Formulas Data Review View Design ¢ Tell me what you want to do...
Expand Field Groupselection 1SS G D [b“ %
= g |
Ungroup Y _ ~r 4
Collapse Field = o Field Insert .Inse!'t FI|tEI: Refresh Change Data = Clear
7| aroup Fiek Srlce%Tlmellne Connections - Source ~ -
Group Filter Data

3. A dialog box will appear. Check the box next to the
desired field. In our example, we'll select Salesperson, then
click OK,



Insert Slicers ? *

Salesperson

[ ] Region

[ ] Account

[ ] Order Amount
[ ] Month

| ok %J| Cancel |

4. The slicer will appear next to the PivotTable. Each selected item
will be highlighted in blue. In the example below, the slicer
contains all eight salespeople, but only five of them are
currently selected.

i ' B | € | D E|F |G

1 [Salesperson  (Mulfiple Items] Salesperson = X
2
3 Row Labels -|Sum of Order Amount Albertson, Kathy
4— East 4340 Brennan, Michael
S_Srau’rh 10875 - —
6 |Grand Total 15215 Darvis, William
?_ Cumlao, Richard
a8

N Flores, Tio
9_
10 Post, Melissa
1]2_ Thompson, Shannon
13_ Walters, Chris
14
15

5. Just like filters, only selected items are used in the PivotTable.
When you select or deselect an item, the PivotTable will
instantly reflect the change. Try selecting different items to see
how they affect the PivotTable. Press and hold the Ctrl key on
your keyboard to select multiple items at once.



A | B | € | D | E | F | G
1_50Iesperson (Multiple [tems) Salesperson = %
2
3 Row Labels ~ Sum of Order Amount Albertson, Kathy
4_ Morth 3140 Brennan, Michael
S_Sou’rh 10875 - -

6_ West 5190 Darwis, Williarm
?_ Grand Total 19225 Dumlao, Richard
a8

— Flores, Tia
9_
1{}_ Post, Melisso
1]2— Thompson, Shannon
13 Walters, Chris
14 -
15

You can also click the Filter icon in the top-right corner
of the slicer to select all items at once.

PivotCharts

PivotCharts are like regular charts, except they display
data from a PivotTable. Just like regular charts, you'll be
able to select a chart type, layout, and style that will
best represent the data.

To create a PivotChart:

In the example below, our PivotTable is showing a
portion of each region's sales figures. We'll use a
PivotChart so we can see the information more clearly.

1. Select any cell in your PivotTable.



2. From the Insert tab, click the PivotChart command.
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3. The Insert Chart dialog box will appear. Select the

desired chart type and layout, then click OK.

Insert Chart ?

All Charts

™ Recent

woss | (LN (BA (B 0 08 03 Jd

Column
Line Clustered Column

Pie

Bar 1
Area :‘:
XY (Scatter) ;m
Stock ’ l I

Surface

B

Radar
Treemap
Sunburst
Histogram
Box & Whisker
Waterfall

Combo
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| K %J | Cance

4. The PivotChart will appear.



y | A | B | ¢ | D| E| F | G| H
1 |Salesperson  [Multiple Items)

2—

3 Row Labels - Sum of Order Amount

4 |North 3160

5 [South 10875

6 |West 5190

/7 |Grand Total 19225

8

o | | Salesperson = % salesperson Y

10| | Albertson, Kathy Total
11

12 Brennan, Michael 12000

13| || Davis, William 1oooo

14 8000

— Dumlao, Richard

15 000

16 | Flores, Tia AODC

| Fost, Melissa 2000

18

19 | Thompson, Shan... | 0

ED_ Morth South West
1 |Wrc:1|1ers. Chris | e

22|

Try using filters or slicers to narrow down the data in
your PivotChart. To view different subsets of
information, change the columns or rows in your
PivotTable. In the example below, we've changed the
PivotTable to view the monthly sales for each

salesperson.



Sum of Order Amount Column Labels | -

Row Labels T January
Albertson, Kathy

Darvis, William

Flores, Tia

Thompson, Shannon

Walters, Chiris

Grand Total

Salesperson = T 3000
Albertson, Kathy 2500
Brennan, Michael 2000
Darvis, William 1500
Dumlaeo, Richard 1000

Flores, Tia
500

Post, Melisso
0

Thompson, Shan...

Walters, Chris

February March Grand Tetal

925 1375
1100 235
1655 785
1140 1720

355 2755
5175 7070

Albertson, Dawis,
kathy Williarm

Salesperson ..Y

Challenge!

1. Open our practice workbook.

350
600
1925
300
1265
4440

Flores, Tia Thompson, Walters,

2. In the Rows area, remove Region and replace it

with Salesperson.

2650
1935
4585
3140
4375
16685

Shonnon Chrs

3. Insert a PivotChart, and choose the type Line with Markers.

4. Insert a slicer for Regions.

5. Use the slicer to only show the South and East regions.
6. Change the PivotChart type to Stacked Column.

m January
mFebruary

m March


https://media.gcflearnfree.org/content/56438d60ca7fad0d9cc80512_11_11_2015/excel2016_morepivottables_practice.xlsx

7. In the PivotChart Fields pane to the right, add Month to
the Legend (Series) area. Note: You can also click the
PivotTable and then add Month to the Columns area; the result
will be the same.

8. When you're finished, your workbook should look something
like this:

Chart 1 - K

A A B Cc D E F G H 1 J

1

2 Region
3 Sum of Order Amount Column Labels -

4 Row Labels ~ January February March Grand Total East
5 Albertson, Kathy 925 1375 350 2650 North
6 Davis, William 1100 235 400 1935 ©

7 Flores, Tia 1455 985 1925 4565 south
Post, Melissa 765 575 350 16%0

9 |Walters, Chris 355 2755 1265 4375 West
10 Grand Total 4800 5925 4490 15215

11 o 0

12 | 5000

13 4500

14| 4000

15 2500

16 | 3000 Month -

17 2500 u March

}2 | 012000 m February o]

| 500 = January

20 1000
21 | 500
22 0
23 Albertson,  Davis, Flores, Tia  Post Wwalters,
24 | Kathy Wiliam Melissa Chris
25 Salesperson -
26 o O e}
27 |
28
29
30
31

Sheet1 | 1stQuarter Sales | (¥ «
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Introduction

Excel includes many powerful tools to perform complex
mathematical calculations, including what-if analysis.
This feature can help you experiment and answer
questions with your data, even when the data is
incomplete. In this lesson, you will learn how to use a
what-if analysis tool called Goal Seek.

Goal Seek

Whenever you create a formula or function in Excel, you
put various parts together to calculate a result. Goal
Seek works in the opposite way: It lets you start with
the desired result, and it calculates the input value that
will give you that result. We'll use a few examples to
show how to use Goal Seek.

To use Goal Seek (example 1):

Let's say you're enrolled in a class. You currently have a
grade of 65, and you need at least a 70 to pass the class.
Luckily, you have one final assignment that might be able
to raise your average. You can use Goal Seek to find



out what grade you need on the final assignment to
pass the class.

In the image below, you can see that the grades on the
first four assignments are 58, 70, 72, and 60. Even though
we don't know what the fifth grade will be, we can write
a formula—or function—that calculates the final grade.
In this case, each assignment is weighted equally, so all
we have to do is average all five grades by

typing =AVERAGE(B2:B6). Once we use Goal Seek,
cell B6 will show us the minimum grade we'll need to
make on that assignment.

SUM v X « Jfo | =AVERAGE(B2:B6)
A B C D
; Assignment Grade
5 Paper 1 58
] Paper 2 70
4_Ul,mz 72
s Lab 60
E_Flnal Exam
_ |Final Grade =AVERAGE(B2:B6)|]
8

1. Select the cell with the value you want to change. Whenever you
use Goal Seek, you'll need to select a cell that already contains
a formula or function. In our example, we'll select
cell B7 because it contains the formula =AVERAGE(B2:B6).



B7 v Ffe | =AVERAGE(B2:B6)

A B c | D
; Assignment Grade

5 Paper 1 58

. Paper 2 70

4_iilmz 72

- Lab 60

. Final Exam

7| Final Grade 65 th |

B

2. From the Data tab, click the What-If Analysis command, then
select Goal Seek from the drop-down menu.

Grades - Excel
Formulas Review View Tell me what you want to do... Sign in Fj_
2]l Connections | | [TTA W Clear ¥ H+a i 5
L Bl ., . B A ||
Properties ) Y- Reapply B =5 . )
Z| Sert  Filter Text to What-If Forecast Outline
[ Edit Links A Y Advanced Tl = - @ Analysis Sheet -
onnections Sort & Filter Data Tools Scenario Manager...
VERAGE(B2:B6) —Iilizze
Data Table...
1 C | D | E | F | G | H I ! I 4 I P | I-

3. A dialog box will appear with three fields. The first field, Set
cell:, will contain the desired result. In our example, cell B7 is
already selected.

The second field, To value:, is the desired result. In our
example, we'll enter 70 because we need to earn at least that to
pass the class.



The third field, By changing cell:, is the cell where Goal Seek
will place its answer. In our example, we'll select

cell B6 because we want to determine the grade we need to earn
on the final assignment.

4. When you're done, click OK.

B6 v | i fe | =AVERAGE(B2:B6)

A A B c | o | E | F |

; Assignment Grade

5 Paper 1 58

] Goal Seek ? w
Paper 2 70

3 | Set cell BT | |

4 QLIiI 72 To value: |'.-'ﬂ |

] By changing cell: |$B$5 1
Lab 60

S L. | OK || Cancel |
. ! I
Final Exam i i : T T T

6 | e

; Final Grade 65 -]

8

5. The dialog box will tell you if Goal Seek was able to find a
solution. Click OK.

Goal Seek Status ? >
Goal Seeking with Cell BY Step
found a solution.
Target value: 70 Paus:
Current value: 70

| ......................... D K | Cancel |

6. The result will appear in the specified cell. In our example, Goal
Seek calculated that we will need to score at least a 90 on the
final assignment to earn a passing grade.



BB | S 90

A A B c | D
; Assignment Grade

E_Paperl 58

. Paper 2 70
4_QLIII 72
S_Lab 60

. Final Exam 90 gp
. Final Grade 70

]

To use Goal Seek (example 2):

Let's say you're planning an event and want to invite as
many people as you can without exceeding a budget of
$500. We can use Goal Seek to figure out how many
people to invite. In our example below, cell B5 contains
the formula =B2+B3*B4 to calculate the total cost of a
room reservation, plus the cost per person.

1. Select the cell with the value you want to change. In our
example, we'll select cell B5.



B5 - Fe =B2+B3*B4

A B c | D
T
) Reservation fee 5230.00
3_ Price per person $14.50
4_ Number of guests
. |Budget $230.00N
&

2. From the Data tab, click the What-If Analysis command, then

select Goal Seek from the drop-down menu.

Grades - Excel
Formulas Review View ;:;:‘ Tell me what you want to do...
[#] Connections a4 [TTR Clear ¥ f-o O B
o | 3 2 7 ||
Properties ) Reapply BB : :
Z| Sort Filter Text to What-If Forecast Qutline
Edit Links A T#Advanced Columns c& ~ @ Analysis* Sheet -
onnections Sort & Filter Data Tools Scenarioc Manager...
VERAGE(B2:B6) selisee
Data Table...
C [ D [ E [ F [ G [ H | I I x I N [ 1

3. A dialog box will appear with three fields. The first field, Set
cell:, will contain the desired result. In our example, cell B5 is
already selected.

The second field, To value:, is the desired result. In our
example, we'll enter 500 because we only want to spend $500.

The third field, By changing cell:, is the cell where Goal Seek
will place its answer. In our example, we'll select



cell B4 because we want to know how many guests we can
invite without spending more than $500.

4. When you're done, click OK.
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A E C | D | E | F | G
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e Goal Seek ? >
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P i ,
. Number of guests | o ! To value: 200
__________ By chanaging cell: | 5E54 Fiiz
Budget $230.00 -
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5. The dialog box will tell you if Goal Seek was able to find a
solution. Click OK.

6. The result will appear in the specified cell. In our example, Goal
Seek calculated the answer to be approximately 18.62. In this
case, our final answer needs to be a whole number, so we'll
need to round the answer up or down. Because rounding up
would cause us to exceed our budget, we'll round down to 18
guests.



B4 - Je 18.6206836551724

A B c | D

; Guest Budget

Reservation fee 5230.00

Price per person $14.50

Number of guests 18.62{1?,3,|

Budget $500.00

As you can see in the example above, some situations
will require the answer to be a whole number. If Goal
Seek gives you a decimal, you'll need to round up or
down, depending on the situation.

Other types of what-If
analysis

For more advanced projects, you may want to consider
the other types of what-if analysis: scenarios and data
tables. Instead of starting from the desired result and
working backward, like with Goal Seek, these options
allow you to test multiple values and see how the results
change.



« Scenarios let you substitute values
for multiple cells (up to 32) at the same
time. You can create as many scenarios as
you want and then compare them without
changing the values manually. In the
example below, we're using scenarios to
compare different venues for an upcoming

event.
BS - S =B2+B3*B4
A B C | D | E | F |
Guest Budget
1 Scenaric Manager
P Reservation fee Sﬂm Scenarios:
] Luiii's Pizza I‘IE Guests Max
: Luella’'s BBEQ (Mo deposit)
3 Price per person 53{}'[}[} Casa Lloma [Hourly Rate]
. Number of guests 21
. Budget $630.00
- | |
ﬁ_
Changing cells: |$B$2:$B$3
T Comment:
3—
’ [
1n '

For more information on scenarios, check out this
article from Microsoft.
. Data tables allow you to take one or two
variables in a formula and replace them
with as many different values as you
want, then view the results in a table. This


http://office.microsoft.com/en-in/excel-help/switch-between-various-sets-of-values-by-using-scenarios-HP010072669.aspx?CTT=1
http://office.microsoft.com/en-in/excel-help/switch-between-various-sets-of-values-by-using-scenarios-HP010072669.aspx?CTT=1

option is especially powerful because it
shows multiple results at the same time,

unlike scenarios or Goal Seek. In the

example below, we can view 24 possible

results for a car loan.

Loan Amount
Term (months)

Interest Rate
Payment

For more information on data tables, check out this

20000
60

($333.33)
5.5%
6.0%
6.5%
7.0%
7.5%
8.0%

36

-4603.92
-$608.44
-8612.98
-$617.54
-8622.12
-$626.73

438

-8465.13
-$469.70
-8474.30
-$478.92
-4483.58
-$488.26

60

-$382.02
-$386.66
-$391.32
-$396.02
-$400.76
-$405.53

72

-4326.76
-$331.46
-$336.20
-$340.98
-$345.80
-$350.66

article from Microsoft.

Challenge!

1. Open our practice workbook.

2. Click the Challenge tab in the bottom-left of the workbook.

3. In cell B8, create a function that calculates the average of the

sales in B2:B7.

4. The workbook shows Dave's monthly sales amounts for the first
half of the year. If he reaches a $200,000 mid-year average, he



http://office.microsoft.com/en-in/excel-help/calculate-multiple-results-by-using-a-data-table-HP010342214.aspx?CTT=1
http://office.microsoft.com/en-in/excel-help/calculate-multiple-results-by-using-a-data-table-HP010342214.aspx?CTT=1
https://media.gcflearnfree.org/content/564605f9ca7fae0d9c676984_11_13_2015/excel2016_whatifanalysis_practice.xlsx

will receive a 5% bonus. Use Goal Seek to find how much he
needs to sell in June in order to make the $200,000 average.

5. When you're finished, your workbook should look like this:

A E

N won  saes |
2 |January $157,274.00
3 |February $187,349.00
4 |March $179,291.00
5 April $202,025.00
6 |May $212,685.00
7 |June 5261,376.00
s Mid-Year Average  5$200,000.00




